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Saving & Applying Filters in Data Warehouse 
 

 

 

 
Quick Reference Guide  

Saving & Applying Filters in Data Warehouse 
 
 
You can save your customizations/filters for your own personal use with the Save Current Customization 
feature. The Create Bookmark Link and Create Prompted Link allow you to share your customizations with 
others on campus. 
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Processing steps Screen shots 
 
Save Current 
Customization  
 
Save Current Customization allows 
you to save filters for your own use. 
Currently, these cannot be shared 
with other campus users. 
 
Save Current Customization 
Step 1: 
First, you need to create a filter. 
 
Enter in the criteria that you wish to 
use for the filter and click Apply. 
 

 
 

 

 
Step 2: 
Then click on the Page Options 

icon ( ). 
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Processing steps Screen shots 
 
Step 3: 
Choose Save Current 
Customization. 
 

 

 
 

 
Step 4: 
Give your customization a name. 
 
Place a checkmark in the Make this 
my default for this page if you 
want this filter to automatically be 
applied each time you visit this 
Page. 
 
Click OK to save your 
customization.  
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Apply Saved 
Customization 
 
Step 1: 
To apply a saved filter, click on the 

Page Options icon ( ). 
 

 

 
 

 
Step 2: 
Choose Apply Saved 
Customization. 

  

 
 

 
Step 3: 
Choose the filter you wish to apply. 

 

 
 

 
Step 4: 
The filter is applied and your results 
are updated. 
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Processing steps Screen shots 
 
Clear My Customization 
 
Step 1: 
To clear out your current filter 
criteria, click on the Page Options 

icon ( ). 
 

 

 
 

 
Step 2: 
Select Clear My Customization. 

  

 
 

 
Step 3: 
All of your filter criteria are 
automatically removed and your 
results are updated to include all 
available values. 
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Processing steps Screen shots 
 
Edit Saved 
Customizations 
 
Step 1: 
To edit your saved filters, click on 

the Page Options icon ( ). 
 

 

 
 

 
Step 2: 
Choose Edit Saved 
Customizations. 

  

 
 

 
Step 3: 
To edit a customization, click on the 
customization. 
 
Type a new name for the 
customization or click the red x icon  

( ) at the top right to delete the 
customization. 
 
To make a customization the default 
for the Page, click the radio button in 
the My Default column.  
 
When you are done making 
changes, click OK. 
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Create Bookmark Link 
 
Creating a bookmark link allows you 
to share a filter/customization with 
other campus users. 
 
Step 1: 
First, you need to create a 
customization. 
 
Enter in the criteria that you wish to 
use for the customization and click 
Apply. 
 

 

 
 

 
Step 2: 
Then click on the Page Options 

icon ( ). 
 

  

 
 

 
Step 3: 
Choose Create Bookmark Link. 

 

 
 

 
Step 4: 
You will see a message indicating 
that a Bookmark Link has been 
created. 
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Step 5: 
To share this customization with 
other campus users, highlight the 
web address in your internet 
browser’s address bar to select it. 
 
Then copy and paste the web 
address into an email or chat 
window to share it with someone 
else. 
 

 To use this filter, other 
campus users must have the 
appropriate security permission. 
 

You must already be logged in 
to Data Warehouse for this link to 
work (for you or anyone else). This 
does not allow you to bypass the 
campus portal. 
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Create Prompted Link 
 
If you have created prompts or 
sections from your table results, you 
will want to create a prompted link in 
order to share your results with 
others properly. 
 
Step 1: 
First, you need to create a 
customization. 
 
Enter in the criteria that you wish to 
use for the customization and click 
Apply. 
 

 

 
 

 
Step 2: 
Create your specialized prompts 
and sections. 
 

Want to learn more about 
creating prompts and sections? 
View the guide at 
TBD 

  

 
 

 
Step 3: 
Then click on the Page Options 

icon ( ). 
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Step 4: 
Choose Create Prompted Link. 

 

 
 

 
Step 5: 
You will see a message indicating 
that a Prompted Link has been 
created. 

  

 

 
Step 6: 
To share this customization with 
other campus users, highlight the 
web address in your internet 
browser’s address bar to select it. 
 
Then copy and paste the web 
address into an email or chat 
window to share it with someone 
else. 
 

 To use this filter, other 
campus users must have the 
appropriate security permission. 
 

You must already be logged in 
to Data Warehouse for this link to 
work (for you or anyone else). This 
does not allow you to bypass the 
campus portal. 
 

 

 
 

 
 
 


