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Click on the three-dot menu in 
any column header.  If the three-
dot menu is not present, the grid 
view cannot be customized.

1

Select ‘Manage Visible Columns’ 
from the list of options displayed.

2

Choose from the list of available 
columns by checking the related 
box.

3

Press Apply Changes.4

The column(s) will display in the 
grid and may be dragged into any 
order.
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Once you have made changes to 
the grid, you will need to save 
them prior to attempting any 
export of the data shown.  Click 
the View Options menu.

The warning message shown here 
will be displayed if you attempt to 
export the data displayed prior to 
saving your changes.

6

Select the Save as New View 
option.

7

Provide a name for the new view, 
describe the view if desired and 
indicate whether the view should 
be private or public.

8

Press Save View.9
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The new view will appear in the 
menu bar at the top of the screen.  
You can toggle between views by 
selecting the view from the menu.

10

Clicking on the + symbol allows 
you to search for public views and 
add them to your list of views.  
This is particularly useful for a 
team which has to report on the 
same set of data regularly.

11

10 11

Setting up specific views can be especially useful as they allow users to 
quickly and easily switch between different sets of data for monitoring or 
reporting purposes.  

Shared views allow teams to ensure that they are all looking at the same set of 
information.
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