Using Custom Sort for Ordering Layout on Artsystems Reports

SAVING A SPREADSHEET LAYOUT

Current Exhibition Price List with Image

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.

I. 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.
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Custom Sort | Inventory Humber Artist Title -
FRE-007 Aubuzzon Carpet, France, ca. 18751300
FRE-00E Aubuzzon Bug. France. ca. 18751900 b
BIE-OD4 Biedermeier Black wWalnut Bookcasze, ca. 1800-25
BIE-003 Biedermeier Black walnut, Ebonized and Parcel-Gilk Cra
BIE-O01 Biedermeier tahogary, Fruibwood and Burl '/ alnut Fall-|
FRE-002 Charles ¥ Aubugzzon Carpet, ca. 1820
FRE-005 Charles % Aubuzson Carpet, ca. 1825
FRE-00Z Ermpire Ormolu-Mounted Mahogany Bed, ca. 1800-25
ITA-O00 Italian Meoclazsical Style Gilbwood and Parphyry Center
FRE-003 Late Empire Ormolu-Mounted Mahogany Center T able
FRE-004 Louiz-Phillipe Aubuzzon Fragmentar Bug, mid. 19th Cer
AllS-0M Meoclazzsical Mahogany and Parcel Gilt Center Table, 11
BIE-DDZ Pair of Biedermeier Gilt-Metal-tounted Black W alnut, EL
FRE-00 Fégence Black Lacquer Bureau Plat, ca 1700-25
CaL-0M Calder, Alewander, 1838-"| The Lithe Monster, 1347 b
CAL-00 Calder, Alexander, 1898-| The Monster, 1948 F
COR-007 Corat, Jean Baptiste Carr | Arques-Ruines du Chateau, ca. 1828-1830 i
COR-005 Corat, Jean Baptiste Carr| Clairiere du Bois Pierre, aus Evaus, Prés Chateau-Thiemn | O
COR-002 Corat, Jean Baptiste Carr| Coubran -- Route Montante, ca. 1870 ]
COR-006 Corat, Jean Baptiste Carr|Les Chevaus de Wouvermans, ca. 1872-74 i
IEIZIFI-IZIIZIS IEu:m:ut, Jean Baptizte EarrlLes Prés de la Petite Ferme, ca. 1860-70 .D -

4| | y




5. Click View on the menu and then highlight Save Layout in the view options list.
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6. A Save window will open. Save the layout by entering a descriptive name in the Name
field and clicking the Save button.
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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
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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.

I. 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.
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TRO-002

COR-007 Corot, Jean Baptiste Carr | Argues-Ruines du Chateau, ca. 1828-1830 0il a
COR-005 Corgt, Jean Baptiste Carr| Clainere du Boig Piere, aus Evaus, Prés Chateau-Thiern| Ol o
COR-002 Corat, Jean Baptiste Carr| Coubron - Route Montante, ca. 1870 il o
COR-006 Corat, Jean Baptiste Carr| Les Chevaus de Wouvermans, ca. 1872-74 il o
COR-004 Carot, Jean Baptiste Carr| Les Prés au Vieus Saule, ca. 1870-73 Oil o
COR-003 Corot, Jean Baptiste Carr| Les Prés de la Petite Ferme, ca. 1860-70 il a
COR-0M Corgt, Jean Baptiste Car|Un Torent dans des Romagnes, 1872 Oil o
Jac-nom Jacque, Charles Emile, 1! 4 Shepherdess and her Flock, ca, 1967 Oil o
Jac-n04 Jacque, Charles Emile, 1i]4 Shepherdess with her Flock by a Pool, ca 1870-73 |0l o
JAC-002 Jacque, Charles Emils, 1! A Summmer Afternoon, 1871 Oil o
JarC-003 Jacque, Charles Emile, 11| In the Stable, ca. 1873-75 Oil o
TRO-003 Tropon, Constant, 1810-1| Cows and Sheep Grazing, 1862 il a
TRO-001 Tropon, Constant, 1810-1| Field ‘Workers Mear a Stream, ca, 1849 Oil o
TRO-004 Tropon, Congtant, 1810-1| Le Troupeau au Bord de la Riviere, ca, 1850 Oil o

Trayon, Canstant, 1810-1

Retour de Troupeaw, ca. 1850 0il o

|




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

Artsystems GalleryPro - C:\Program Files\Artsystems GalleryPro\SampleTest.asd

File Edit Record View Tools Report Imzos Transactionz Help | Order:  Artis
ke « > o | B B _B| @ B W H & @ _ @ [@|@H[ - % B
First Prev Mext Last | Form Spread Doc | Open | Mew Dupe Save | Find  Set On  Refrsh | [Wksht| | [farkd CE27 | Aot
Custom Sart | Inventory Number Autizt Title 19th-Century French Landscapes
MAT-003 b atigse, Henri, 1869-195| Liseuse, Fleurs danz les Cheveus [Reader with Flowers [0 Fine Continental Carpets
MaT-010 Matisze, Henri, 1863195 Nature Morte, "Histoires Juives”, 1924 a Frefriieis B
MaT-008 Matizze, Henri. 1869-195| Spanish Still Life, 1911 a —
RAT-004 M atizze, Henri, 1869-195| Standing Mude, 1906 B
FIC-002 Picaszo, Pablo, 1881-19)| Baigneuse au pouf rouge ul Images
FIC-004 Picasso, Pablo, 1881-19| Deus Femmes a Jones Exhibition
FIC-007 P?casso, Pablo, 15811 SE Dion Quiiote.y Sancho Panza i i A Sally Davies Paintings — 1994-1996
FIC-006 Picaszo, Pablo, 1851-19)| Faune devailant une femme Jupiter et Antiope A
PIC-008 Picasso, Pablo, 1881-15| Femme aux Cheveux verts or Ferme ala Resille Li
FIC-003 Picaszo, Pablo, 1881-19)| Le Repas frugal E
FIC-003 Ficazzo, Pablo, 1881-150| Les Banderilles, 1953 Li
FIC-001 Ficazzo, Pablo, 1881-19)| Les Demoizelles d'Avignon, 1907 u}
FIC-001 Ficazzo, Pablo, 1881-19)| Les Demoizelles d'Avignon, 1907 u}
FIC-010 Picasso, Pablo, 1881-15| Les Trois femmes E
FIC-005 Picaszo, Pablo, 1881-19)| Minotaur aveugle guide par une fillstte dans la nuit A
REM-001 Rembrandt, , 1606-1669 | The Blinding of Samson, 1636 u}
REM-002 Rembrandt, , 1606-1669 | The Return of the Prodigal Son, 1665 u}
TRO-003 Troyon, Constant, 18101 Cows and Sheep Grazing, 1862 u}
TRO-001 Troyon, Congtant, 18101/ Field Workers Mear a Stream, ca, 1849 u}
TRO-004 Troyon, Constant, 18101/ Le Troupeau au Bord de la Riviére, ca. 1850 u}
wiaR-001 “Wwarhal, Andy, 1928-1981] $1. 1982 ST‘
T T T T
o 1 »




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

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 |) we recommend that you enter sort numbers
with preceding zeros. For instance, enter 001, 002, etc.

[ works =10J x|
Cugtom Sort | Inventory Number Atist Title
006 COR-007 Corat, Jean Baptiste Carr| Arques-Ruines du Chateau, ca. 18281830 Ol o
om COR-00% Corot, Jean Baptiste Carr| Clairiers du Boiz Piere, aus Evaus, Prés Chateau-Thiemn| Oil o
o7 COR-002 Corat, Jean Baptiste Carr| Coubran - Floute Montante, ca. 1870 0l o
oog COR-006 Corot, Jean Baptiste Carr | Les Chevaur de Wouvermans, ca. 1872-74 Ol o
14 COR-004 Corat, Jean Baptiste Carr| Les Prés au Vieux Saule, ca. 1870-73 0l o
o3 COR-003 Corot, Jean Baptiste Car | Les Prés de la Petite Ferme, ca. 1860-70 Ol o
COoR-0M Corat, Jean Baptiste Canr Ui Tarrent dans des 2
mz JAC-001 Jacque, Charles Emile, 14 & Shepherdess and her Flock, ca. 186 Ol o
13 JAC-004 Jacque, Charles Emile. 11 & Shepherdess with her Flock by & Poal, ca 1870-73 |0l o
ooz JAC-002 Jacque, Charles Ermile, 14 & Surmmer Afternoon, 1871 Ol o
003 JALC-003 Jacque. Charles Emile. 11 In the Stable, ca. 1873-75 0l o
010 TRO-003 Troyon, Congtant, 1810-1 Cows and Sheep Grazing, 1862 Ol o
04 TRO-001 Troyon, Constant, 181041 Field *Waorkers Mear a Sheam. ca. 1849 0l o
0 TRO-D04 Troyon, Congtant, 1810-1/ Le Troupeau au Bord de la Rivigre, ca. 1850 Ol o
05 TRO-002 Trayoh, Conztant, 1870-1 Betour de Troupeau, ca. 1850 Ol o
o | 3

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.
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File Edit Record View Tools Report Imzce Transactions Help | Order: Custom Sort -
B e« 2 o B2 B. B B = H| & a e B @, 5| s
First Prev Mext Last | Form Spread Doc Open lew Dupe Save | Find  Set Off Refrsh| Wksht Jfarkd CE40 | ppt Inventory Number
Wedia
;IEIEI Record Number
Cugtom Sart | Inventory Mumber Atigt Title: Title
COR-007 Coiot, Jean Baptiste Car | &rques-Ruines du Chateaw, ca. 1528-1830 il o
010 COR-005 Carat, Jean Baptiste Car| Clainiere du Boig Pierre, aus Evaur, Prés Chateau-Thiem| Oil o
005 COR-002 Corat, Jean Baptiste Carr| Coubron - Route Montante, ca. 1870 (il o
004 COR-006 Coiat, Jean Baptigte Car|Les Chevaus de Wouveimans, ca. 1872-74 il o
008 COR-004 Corat, Jean Baptiste Carr|Les Prés au'Vieus Saule, ca. 1870-73 (il o




Works =101 ]

Inventory Number Autist Title

JAC-002 Jacque, Charlez Emile, 14| A Surmer Aftermoon, 1871 Oil o
ooz JAC-003 Jacque. Charlez Emile, 1i|In the Stable, ca. 1873-75 Oil o
003 COR-007 Corat, Jean Baptiste Carr| Arques-Ruines du Chateau, ca. 1828-1830 Oil o
o4 COR-00& Carat, Jean Baptiste Carr|Les Chevaus de Wouvermans, ca. 1872-74 il o
005 COR-002 Corat, Jean Baptiste Carr| Coubron - Foute Montante, ca. 1870 Qil o
008 TRO-003 Troyon, Constant, 1810-1| Cows and Sheep Grazing, 1862 Oil o
o7 TRO-004 Troyon, Constant, 1810-1|Le Troupeau au Bord de la Rivigre, ca. 1850 il o
003 COR-004 Corot, Jean Baptiste Carr|Les Prés au Vieux Saule, ca. 1870-73 Oil o
003 COR-001 Corot, Jean Baptiste Carr|Un Torent dans des Romagnes, 1872 Oil o
o9 COR-003 Carat, Jean Baptiste Carr|Les Prés de la Petite Ferme, ca. 1860-70 il o
010 COR-005 Corat, Jean B aptiste Carr| Clairiere du Boiz Pierre, aux Evaux, Prés Chateau-Thiern| Oil o
011 TRO-001 Troyon, Constant, 1810-1| Field ‘W orkers Hear a Stream, ca. 1849 Oil o
012 JAC-001 Jacgue, Charles Emile, 1!]4 Shepherdess and her Flock, ca. 1867 Oil o
013 JAC-004 Jacque. Charles Emile, 114 Shepherdess with her Flock by a Pool, ca 1870-73  |Dilo
03 TRO-002 Troyon, Constant, 1810-1 Retour de Troupeau, ca. 1850 il o

B ol
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

mailto:Support@artsystems.com




