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Some Users may find that certain lists are have too many columns or certain columns are more
important and need be shown earlier than others. These sort of changes can all be done using the
"Portal Settings" button which can be found at the top right of the page. Upon clicking "Portal
Settings", the "List Layouts" options appears. Click this to display a number of lists that can be
configured. Here an example of some of the lists that can be configured:

Catego . . : .
Click on a list type below to configure list columns

List Layouts
External Integration Compliance certificate list
Edit My Details

Message list

Asset List

Pending Consolidated Invoices

Work order spend

Next to most lists is an "i" button and hovering over it will provide and explanation of what the list is
used for. Selecting a list will display each of the columns shown with this type of list. It is possible to
change the width of the column, order it appears in, whether it is visible or not and even the name of
the column itself. It is also possible to set how the list will be sorted by by default. Once all the
necessary changes have been made, click the "Save" button to apply them.
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List Type: Compliance certificate list

Default Sort | None v |Order| Ascending v

Column Name Visible

‘Certiﬁcate Name ‘ | Yes V|
' [Asset Number | [Yes |
- |Work Order | [Yes ]

‘Status ‘ |Yes V|
| Expiry Date | [Yes v
: ‘Building MName/N2 ‘ |Yes V|

Width 0 Order 0
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Save Cancel

After the changes have been applied, the "(reset to default)" button appears. If the User requires the

list to be reverted back to how it was previously then clicking this option will revert back the changes to

the list.

Online URL: https://ostarasystems.knowledgebase.co/article.php?id=482
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