
 

Create a Preset or Custom Menu 
 
A Preset is a link to a listing with a saved set of filters.  
 

View Saved Presets 
 

 
 

Custom Menu View 
 

 
 
  



 

There are three ways to create new presets: 
 
Method 1: 

 
1. Navigate to the Custom Menu page found by clicking the Saved Presets 

(thumbtack) on the Menu Bar, and then “Click here to create one” link. 
Alternatively, if presets have already been created, click “Customize this 
menu.” This will display the same Custom Menu page. In order for the 
“Customize this menu” to appear, hover inside the menu content area (red 
square shown below). 

 

 
2. At the Custom Menu page, click on the “Click here” link in the presets section. 

Select an item from the listing drop down menu. 
 

 
3. A window will display with required fields. Enter the “Preset Name” (create a name 

for the preset). Select “Category” from the drop down menu. The only option is “+ 
Add New Category” (if this is the very first preset being created). Another red box will 
display to enter the “New Category Name.” The number of desired results per page 
can be selected from the drop down menu. Check the boxes for the desired filter 
options, and then click the “Save Preset” button.  



 

 
 

4. A green check mark Preset Saved will appear briefly. This page has now been 
saved to the Saved Presets/Custom Menu. 

 

  



 

Method 2: 
 

1. Navigate to the Custom Menu page found by clicking the Saved Presets 
(thumbtack) on the Menu Bar, and then “Click here to create one” link. 
Alternatively, if presets have already been created, click “Customize this 
menu.” This will display the same Custom Menu page. In order for the 
“Customize this menu” to appear, hover inside the menu content area (red 
square shown below). 

 

 
2. Built-In Presets can be added by selecting an option from the “Built-in Presets” 

section below the preset area (red square shown below). If you click on the plus 
signs next to the built-in presets, it will display a window to further customize the 
Built-in Preset. 

 
 

3. A window will display with the required fields. T he “Preset Name” will carry over 
from the Built-In Preset, but can be revised to better fit the user’s need. Select 
“Category” from the drop down menu. The number of desired results per page can 
be selected from the drop down menu. Check the boxes for the desired filter options, 
and then click the “Save Preset” button. 
 



4. A green check mark Preset Saved will appear briefly. This page has now been
saved to the Saved Presets/Custom Menu.



 

Method 3: 
 

1. Select one of the navigation tabs (Accounts, Projects, or Finances), 
and generate the desired listing or report. 

 

 
2. Once the desired list is created, click on the “Save as Menu Preset” button on 

the Action Bar. 
 

 
3. The Create Preset from Listing window will appear. To build the preset, enter the 

“Preset Name,” select “+ Add New Category,” or select an existing category 
from the drop down menu. If selecting “+ Add New Category,” enter the “New 
Category Name,” select the number of results to be displayed per page, and 
apply the desired filters. Click the “Save Preset” button to save the Preset. 

 

 



 

4. A green check mark “Preset Saved” will appear briefly. This page has now been 
saved to the Saved Presets/Custom Menu. 
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