
Dashboard Customization Based on Client

Use this procedure to create any dashboards specific to your client:

1. Go to ‘Quick Menu.’
2. Click on <Edit User Profile> located under <Admin>.
3. Start by selecting the type of report ‒ or reports ‒ you would like to see in this dashboard. We

recommend setting up the dashboard to show <Orders in Transit Ext>, but you can make any
selection based on your preferences and individual role.

4. Once the report type has been selected, go down to <Filter Dashboard by Client>, and either
enter the client ID number, or do a search by clicking on the magnifying glass icon. If performing a
search, a new screen will open for you to enter the client name. Once you have selected the
client, close that window, and click the <Add> button. You can also make this client the default
client for your reports by simply checking the <Default> box.



After you have made your selection, and have clicked <Save My Profile>, you can go to the dashboard,
and filter it by client, selecting the client you want to see. Note that you can add multiple clients to the
dashboard.


