CREATING A
PERSONALIZED LIST
VIEW QUICK GUIDE





https://its.fsu.edu/fsu-service-center

LIST VIEWS FOR CASES AND QUEUES

List views are the fastest way to get a snapshot of cases

by individual, by queue, etc.
My Cases

Your Provider Group from All Other Lists
Create a Personalized List View

Recently Viewed (default)
All Cases or All Open Cases

Personalizing a list view allows you to add:

o Team members/Case Owners (not using Use
Active Assignments Rules)

o Team members/Case Owners not in the same
queue

o Other queues you manage
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https://fsu.lightning.force.com/lightning/articles/Knowledge/myFSU-Service-Center-Glossary-of-Fields-for-Lists-and-Reports

STEP 1: HOW TO CLONE A LIST VIEW

1. Click on Cases drop-down
2. Select All Cases to open the list view
3. Click on All Cases

4. Enter name of your queue in search field (example: ITS-Service
Desk)

5. Click on the queue name

6. Click the settings icon (gear)

7. Click Clone from dropdown list

8. Enter a name for the list.

9. Select Only I can see this list*

10. Click Save. Your individual list has been created. Click Save

* Note: PGMS and agents are unable to share their list view. Instead,
individuals can make their own personalized copies of available lists.
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https://fsu.lightning.force.com/lightning/articles/Knowledge/myFSU-Service-Center-Glossary-of-Fields-for-Lists-and-Reports

CREATE YOUR DEFAULT PIN LIST
VIEW

1. Click on Cases

2. Click on drop down next to the name of
displayed list view.

3. Search for and click on name of the list
from the search field.

4. Click the Pin icon.

o The default pin list is the Recently Note: While you can only have one pinned
Viewed list list, your Cases drop down displays all your

. L Recent lists for easy access.
o If a new list is pinned it will load as

your default view.
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https://fsu.lightning.force.com/lightning/r/Knowledge__kav/ka01U000001WUkoQAG/view
https://fsu.lightning.force.com/lightning/articles/Knowledge/How-do-I-create-a-personalized-case-list-view-for-the-agents-or-queues-that-I-manage
https://fsu.lightning.force.com/lightning/articles/Knowledge/How-do-I-view-a-specific-list-view-for-my-queue
https://fsu.lightning.force.com/lightning/articles/Knowledge/How-do-I-view-the-individuals-in-a-Queue

