How to Change Select Fields on Main Work Screen
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1. You may want to customize your screen to show various other fields to your liking. In order to do this you would first click on the gear icon,

v

2. This will bring up a window to click “select work request fields”.



WGRAYS ~ sign Out
ARCHIBUS CentralSupply Home Applications Tasks
Show | Al M More Clear Recent ~ Group By | Status v
Work Request Code > P - fomme e Due Date Supervisor
PNI=1IES

Select Fields

Available Fields:
Account Code

Visible Fields:
Work Request Code

Status Problem Type
Requested by Building Name
Work Order Location

PM Procedure ‘Work Description
PM Schedule Code Action1

College Action2

Fund Action3

Site Action4d H\.
Building Action5

Floor Due Date

Room Supervisor
Equipment

Equipment Standard

Priaritv M

Show Hide Up Down\

| Update |

Total records: 1

Help

When you click the select work request fields link it will pop up a new window showing the fields to choose from.

Choose from the fields on the left what you want to show on the work screen.

Your choice will then show in the field on the right.

To select fields to show, you can either double click on the field name or click the field to highlight it and then click “show”, 6.
The “hide” button allows you to remove from the screen any field that you do not want.

The “up” button allows you to move fields up in the screen view.

The “down” button allows you to move fields down in the screen view.

10. Once you have finished selecting you fields and have positioned them where you want them you would then click “update” to save your
choices.
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