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Purpose: To demonstrate how to modify a table’s field display and how to save or delete 
these custom settings. 
TABLE SETTINGS AND TABLE VIEW 

How to Modify Table Settings and Save Table View 
On the Subject Management and Task Management pages, there is the option to modify the 
Table Settings to customize what fields are visible to the user. The procedure outlined can be 
applied from either the Subject Management or Task Management pages. 

1. Select either Subject Management or Task Management from the Left Navigation 
Menu. 

2. Select the Table Settings hyperlink and select Fields from the drop-down. 

 

  

Job Aid 



3. The Field Visibility list will populate. The user can select a maximum of eight total 
fields to populate for viewing. Required selections will be annotated by a lock icon to 
the left of the field option name. As the user selects and deselects items, the fields 
will simultaneously update.  

4. When finished updating, select the “X” next to Field Visibility. 

 

 

 

 

 

 

 

 

 

 

 



5. To save the customized Table Settings, select Table View and then select Save 
View from the drop-down.  

6. To delete the customized Table Settings, select Table View and then select Delete 
saved view from the drop-down. 
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