Create custom lists for use in custom
fields
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This article provides steps to set up and use custom fields where the type is "List". Using a list takes out any risk of
typo's as it gives the user a list of pre-existing values to choose from, rather than typing in the values. You have the
option to select from existing lists or to create new lists. You also have the option to set a value of your choice as
the default.

To get started:

1. Navigate to the Admin Menu

2. Select Doc Code/Card Fields screen
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Choose from Existing List:
1. Click to Add New Custom Field and name it
2. Select "List" as the Field Type

3. Click the dropdown menu to select the Source by either choosing from existing list OR see below for more
options.

4. Ensure you leave "Automatically insert into Field Template" checked off to automatically include this Custom
field in each of your projects.



)) = ® Customization ) Doc Code/Card Fields v G Il Projects v‘@ ] © & &

Admin / Customization

Doc Code/Card Fields

Add New Custom Field
Doc Code/Card Fields +

Field Name: *

ID | Variable Name Type | Source | Allow ManageSettings via P m | UseinCompilation Bookmarks/TOCpattern | Usein Compilatior
Field Type OText (O Checkbox @List
1 CustField1 | Discipline TEXT Source” Select From List - v+ o B
oAummam ly insert into Field Template

Field Settings
Usein (] Header/Footer Pattern

(CJFile Name Format Pattern

() Doc Mumbers Pattern
([JCompilation Bookmarks/TOC Pattern
([CJcompilation Sorting Card Pattern
[)Allow Manage Settings via Field Template

Field on Project Forms

Show on: ] Attach Document Popup

(
[Joutstanding Actions Popup.

Cancel Save

Create your Own values:

1. Click + to Add new List

2. Givethelistaname.

3. Add values

4. Choose default (optional)

5. Click + to add the values to the new list

6. Save
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OR:

Source from User List:

1. Click + to Add new List

2. Give the list a name.

3. Select List Type: Source from users list
4. Add values

5. Choose default (optional)

6. Save
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OR:

Source from DISTY (Distribution) List:

Not used often but if you had a Contractor / Engineering Partner this will allow you to choose their distribution list.

1. Click + to Add new List

2. Givethelist aname.

3. Select List Type: Source from DISTY List

4. Click + to select from existing Distribution Lists
5. Choose default (optional)

6. Save
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After adding the users and creating the new custom columns, the following steps are to enable the new fields on
the Project Fields Template.

Final Step

Once the Custom Fields have been created, you must enable them on the project using the Project Fields Template.

Navigate to your project then Project Hub > (Set Up) Project Fields Template

2  Big Project - (452... v Ej Project Hub v (1 Projects. "@ ] © & @

. ) Outstanding =y IndexReports & E Prices &
Project Hub Project Hub Actions l@ Compilations Estimates ’- H @ Tumonlenses || &
Iptd
[ [ﬁ Cards % Cards In/Out @ Equipment El Set Up
i| Key Metrics for Cards Download SDI Report & Download Key Metrics A
Code List (Requirements) Incoming Documents Equipment/Major Tags Main
Document Card Progress 5 Cardlist Qutgeing Submittals Levels Stage Lists
Card to Unit Changes Acme Return Statuses
s Obsolete Cards Expedite Settings
Incomplete cards with us # Range Settings
Request Cards from Supplier Internal Approval Statuses
Distribution Lists Columns for = and beyond: 80 cards
. Project Fields Template
Location Total
Package Layout Cco

Card States

@

Scroll down to "Doc Code/Card Fields"

This will list all Custom Columns that have been created at the admin level. Now you can Enable or Disable
accordingly to meet your project requirements.
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Once you have made the changes, you can leave as is and columns will be applied to your project accordingly. You
also have the option to “Save as New Template” or Overwrite Currently Selected Template. By saving the template,
(new or overwrite) it will allow you to select for future projects so that you do not have to modify manually each

time.

For more information about creating and enabling custom fields on your project, see our article: Add Custom Doc
Code/Card Fields.


https://support.docboss.com/help/360001883954

