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Saving Searches for Projects in BI 

How to Save a Search for Projects In BI 

1. Log in to BI. 

2. Navigate to Dashboards > Financial Reports > Departmental Ledger Review. 

 

3. Use the prompt boxes on the left side of the screen to enter your search criteria. You must 
input the department ID, then select your desired project(s). In this example, we have 
selected Dept ID 074012 and Project ID 047430. 
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4. Click Apply. 

5. Click the tiny Page Options cog in the upper-right part of the screen as indicated above in 
red. This opens the Page Options window. 

 

6. Click Save Current Customization.  

 

7. Enter a name for your customization and click OK. In this example, it is named “047430.” 
This selection is only visible to you. 
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8. To access your previously saved search, go to the Departmental Ledger Review 
dashboard and click the Page Options cogwheel at the top-right of the screen. 

 

9. Click Apply Saved Customization. 

 

10. Select your saved customization from Step 7 to load the results for that specific project. 
For this example, we would enter “047430” from Step 7 to return the results for that specific 
project. 

  

11. Update the Fiscal Year (FY) or Ending Period as needed. 

 


