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Purpose The purpose of this document is to provide an overview of how to create, use, edit, delete and 
troubleshoot Customizations. 
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1. Customizations 
A customization allows you to save the prompts and the formatted display on your dashboard so that you do not 
have to recreate these steps every time you render it. 

1.1 How to Create a Customization 

In this example, a dashboard has been rendered and formatted to display as the user would like to see it 
regularly: 
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By creating a customization, you will not have to do this work each time you run this dashboard.  

To create a customization, follow these steps: 

1. Click on the Page Options menu, the widget icon located under your HUID on the top right of the page.  
A menu will open. 
 

2. Select Save Current Customization from the menu.   
 

 
3. A dialog box will appear on the screen: 
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4. Give your customization a name. You can use letters, numbers and special characters in your name. 
5.  Click OK. 

Note: When saving a customization, you have the option of checking off a box that allows you to make the 
customized page your default.  This means that, once saved, the next time you open the dashboard will 
immediately render with your customized prompts and formatting.  This is not recommended, as this may 
interfere with broken customizations and or the ability to save bookmark links as customizations. 

1.2 Where are Customizations Saved? 

A customization is saved on the dashboard.  There is no central location where customizations are stored in the 
system. 

To see the list of customizations you have saved for a particular dashboard: 

1. Click on the Page Options menu. 
2. Select Apply Saved Customization from the menu.  Any customizations you have saved will appear. 
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1.3 How to Use/Apply a Customization 

After saving a customization, follow these steps to apply a customization in future HART sessions: 

1. Click on the Page Options menu. 
2. Select Apply Saved Customization from the menu.  Any customizations you have saved will appear 
3. Click on the customization you wish to apply to the dashboard.  You will not have to enter in any 

prompts; the dashboard will immediately render with the saved prompts and formatting you saved with 
your customization. 

In this example, the user has previously saved a customization.  The next time he/she logs into HART, a blank 
dashboard will open: 

 

The user will select the Page Options menu and Apply Saved Customization.  The user will then select the 
customization he/she wishes to use: 
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The dashboard will render with the user’s prompts and formatting: 

 

1.4 How to Edit a Customization 

If you wish to edit a customization, follow these steps: 

1. Make the desired changes to the existing dashboard. 
 
You have the options of using the same name or giving the customization a new name. 
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If you wish to give the customization the same name: 
 

2. Save the customization with the same name.  Follow the steps to create a new customization. 
3. The system will display a dialog informing you that a customization already exists with that name. 

 

 
 

4. Click Yes. 

If you wish to save the customization with a new name: 

1. Save the customization with a new or slightly different name.  Follow the steps to create a new 
customization to do this: 

a. Click on the Page Options icon. 
b. Select Save Current Customization.  A dialog box will open 
c. Give the revised customization a new or slightly different name. 
d. Click OK. 

If you no longer wish to keep the old customization, you can delete it by following the steps provided in the next 
section. 

1.5 How to Delete a Customization 

If you need to delete a customization, follow these steps: 

1. Click on the Page Options icon.  A menu will open. 
2. Select Edit Saved Customizations…   
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3. The Edit Saved Customizations dialog box will open. Select the radio button next to the name of the 
customization you wish to delete.  
 

 
 

4. A red X will appear in the top right corner of the dialog box. Click on the red X to delete the 
customization.   
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5. Click OK to close the dialog box.   

 
Note: You will not receive a confirmation that the customization has been deleted; if you click on the 
Page Options menu and select Apply Saved Customization, the customization will no longer appear in 
your list of customizations. 

1.6 Sharing a Customization 

IF you wish to share a customization with someone else, create a Bookmark Link.  For more information, please 
see the job aid on Working with Bookmark Links. 
 

1.7 Working with Global Customizations 

On most of the Transaction Listing Dashboards, users will be able to access a global customization.  A global 
customization was created by the DMS team with the assistance of our Finance Working Group, and the 
customization provides pre-defined prompts and formatted column displays based on a common use of the 
Transaction Listing Dashboard.  

Global customizations can be found in the Apply Saved Customizations section under the Page Options menu: 
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There are currently three available: 

• Extended: a view similar to the legacy reporting system's Detail Listing Lite dashboard; very nice for 
printing and auditing 

• PCard: A way to quickly review PCard transactions 
• PYRL: A way to quickly view Payroll transactions. 

To use a global customization 

1. Select the customization you want to use from the Apply Saved Customizations menu. 
2. The dashboard page will refresh.  
3. The User Role Choice will contain a number.  Click on the drop down and change this to your 

appropriate role. 
 

 
4. Look at the prompts–you will see that there are some values that have been defaulted for you.  In this 

example, the Object Type Prompt and the Journal Source prompt have been pre-populated. 
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5. Select a time period prompt, a tub and other values you desire. 
6. Click Apply 
7. When the dashboard renders, you will notice that there are different columns available from the usual 

default columns found on the Transaction Listing.  In this example, the PCard Reviewer HUID and PCard 
Business Purpose columns are found here; normally, you would have to use the right-click Include 
column menu to add them in. 

 

1.8 Troubleshooting Customizations 

• When you create a customization, it belongs only to the dashboard on which you created it.  For 
example, if you create a customization on the Transaction Listing-Limited Comp Dashboard, but also 
have access to the Transaction Listing-Summary Comp Dashboard, the customization will only be 
available on the Transaction Listing-Limited Comp Dashboard.  If you wish the same customization to be 
available on the Transaction Listing-Summary Comp Dashboard, you must re-create the customization 
on that dashboard. 

• When you create a customization, the prompt selected will be the prompt saved, and HART will not 
automatically update it to the next month.  You will need to edit the customization each month. 

o On the Transaction Listing dashboards, the only prompts that will automatically update are the 
Period to Period Current Fiscal Year to Current Open Period and Current Fiscal Year to Last 
Closed Period prompts. 

• There could be a few reasons why your customization will not work when applied: 
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o There has been a change to the columns or prompts on the dashboard.  If a new column is 
added, or an existing column is changed or deleted, this will "break" any existing customizations 
you have saved.  The monthly Release Notes will tell you if customizations on any dashboard has 
been affected by enhancements or bug fixes made in the most recent release. 

o You have a default customization already saved on the dashboard.  If this is the case, remove 
the default customization by following the steps below. 

o Data Management Services has been receiving sporadic reports of using experiencing error 
messages or that customizations are no longer working.  Usually, the way to resolve this is to 
delete the customization and re-create it.  We are asking users who experience this problem to 
please contact huit-dms-obi-help@harvard.edu when this happens, and please include a 
bookmark link and/or screenshot of the error. 

1.9 How to Remove a Default Customization 

If you need to remove a default customization, follow these steps (see the note in section 1.1 for more 
information about default customizations). 

1. Click on the Page Options menu. 
2. Select Edit Saved Customizations.  The Edit Customizations dialog box will open. 
3. There will be a radio button next to the dashboard page you have set as the default.   

 

 
4. Select the radio button next to No Personal Customizations to remove any defaults. 
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5. Click OK. 

2. Need Additional Help? 

• Find out more information about HART at our wiki site. 
• Please send questions or concerns to huit-ats-hart-help@harvard.edu. 

https://wiki.harvard.edu/confluence/display/OBIEEProject/Modernizing+Financial+Reporting+Program+Home
mailto:huit-huit-ats-hart-help@harvard.edu
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