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SAVING A SPREADSHEET LAYOUT

Saving Spreadsheet layouts allows individual users to order spreadsheet fields for quick
reference and consistent use. After arranging the spreadsheet with all the fields you need to
access, simply save the layout for easy access to that layout at another time. The last viewed
spreadsheet layout on an individual workstation will appear the next time the program is
opened on that workstation. In this tutorial we will create and save a Custom Sort layout.

1. Open Works in spreadsheet view.
2. Scroll to the right to find the 'Custom Sort' column.
3. Click on the top of this column. The column becomes highlighted and a downward arrow

appears to indicate the selected column. Click again until the black pointer becomes a white
arrow with a small square attached on the lower left. This indicates the column is ready to
be moved.

4. Drag the column all the way to the left so that this column can be viewed along with the
titles of the works.



5. Click View on the menu and then highlight Save Layout in the view options list.

6. A Save window will open. Save the layout by entering a descriptive name in the Name
field and clicking the Save button.



7. Once saved, click the small arrow beside the Spread icon on the Toolbar and retrieve a
saved layout by highlighting the layout name.

SAVING A WORKSHEET

The Save Worksheet feature permits saving a group of records (either a marked group or view
set) and saves time for quick access to that particular record set.

1. Create a set by marking works and then clicking Marked on the Toolbar or using the Set
button to select the desired records.

2. Click the Worksheet icon on the Toolbar. This will open a Save Worksheet window.



3. Save the Worksheet with a descriptive name by entering a name in the Name field and then
clicking the Save button.

4. Once saved, you can quickly retrieve a named Worksheet by clicking the small arrow beside
the Worksheet icon on the Toolbar. This will again limit the works record set to only the
work records in the Worksheet.



CUSTOM SORT

Number each work in the desired order to set the Custom Sort for the group.

1. Enter a numeric (or alphabetical) value in the custom sort field for each work record in
the order that you would like the Works to appear.

Note: Because a computer sorts in a mathematical binary fashion (which means that it reads
left to right, so a numeric value of 10 follows 1) we recommend that you enter sort numbers
with preceding zeros. For instance, enter 001, 002, etc.

Tip! By running the report and saving or printing first before setting your custom sort, you will
have a visual reference for ordering your sort.

2. Once all records have a custom sort value, change the Sort Order dropdown to
Custom Sort so that your records reset according to the new Custom Sort values.



3. Run your report and the records on the report will display according to the Custom
Sort order.

4. Click here to see a pdf of the finished price list with image report.

If further assistance is needed, please contact Artsystems Support.

Artsystems Support 212-620-5500 x 2
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