
 List Settings 
Quick Reference 

                                    

 

 

 
www.awaremanager.com 617.542.8555 Version 956   Page 1 of 3 

 

AwareManager gives you the ability to customize the view of lists to fit your needs.  The settings of a capsule determine 

how its records are displayed when viewing them in list format.  These settings are stored individually for each user and 

defined separately for each capsule in the system. 

Once you establish your column order and sizes capture the settings by clicking on the Capture Setting icon.  

 

Techniques for adjusting Columns 

 Position your mouse between two columns (the cursor will change) to adjust the column width 

  

 

 Click and drag columns to manipulate the order of the list 

 

 

 

 

 Once you have set your list to look the way you would like it to every time you open the capsule, click on the 

“capture settings” icon  to store the current format of the records for that particular capsule.   

 

Note: The captured settings have nothing to do with the actual records shown, only their layout 
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These operations are available by right-clicking on the grey column headers in List view. 

 

Add/Remove Column 

Added columns appear to the left of the column that was right-clicked.  You can add 

multiple columns at once by holding down the Control key on your keyboard (Ctrl).  Any 

field on the record of the capsule you are in (not including fields from detail tables) can 

be added as a column to the list.   

 

 

Change Values 

This operation is the same as the Edit function. 

 

 

Subsort 

Applies a second sort to a list that is already sorted using the primary sort 

(done by clicking the header of a column).  In the example below, a Subsort 

has been applied to Work Type, indicated by the translucent arrow icon. 

 

 

Left / Center / Right Align 

Controls how text is displayed in the columns. This feature is very useful when printing list reports and the text looks like it 

is aligned incorrectly – use these options to improve the look of printing reports via a list.   In the example to the right, the 

values in the Work Type column have been aligned to the right. 

 

 

Copy Selected Values 

This operation will copy values from one column and paste them into 

another column.  The target column must be blank – this operation will 

not overwrite existing values.  Columns get copied on a record-by-

record basis; that is, you can’t copy values from one record to multiple 

records. 
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Highlight Identical Values 

This operation will highlight and sort all values in a column that have identical values. 

 

Find and Replace 

This option is available in the List view by right-clicking on columns that contain a freeform text field.  Free form text fields 

are fields like Description, Notes, Address, etc. 

 

The operation finds each record in the list (based on either All Lines or Selected Lines) where a match on the “Find Value” 

is found in the selected column and replaces the “Find Value” text with “Replace With” text. 

 

 

 

 


