Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2025

Provides guidance on the updated functionality of the Facilities Connect Reports as of the March 2025 Upgrade.

NEW LINK TO OPEN RECORDS

1 Upon returning results, open records by clicking on the blue highlighted column with the Open Record icon
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FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2025

Provides guidance on the updated functionality of the Facilities Connect Reports as of the March 2025 Upgrade.

NEW FILTERING OPTIONS

Upon opening the reports, the default filtering option will be “Contains”.
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To access the updated filtering options:

° Click the Filter icon located on the settings bar
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FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2025

NEW FILTERING OPTIONS

n Upon clicking, the Column Filter menu will open
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. For each column, adjust the search criteria by clicking the drop down menu
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FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2025

NEW FILTERING VIEW

The filtering selections are now visible in a bar across the top of the report,

o You can delete individual filtering selections instead of resetting the whole report.
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FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2025

SETTING UPDATES PERSIST

7 Specific column updates will persist even after the report is closed or navigated away from,

e Click the Settings icon on the menu bar
@ Click the desired settings such as Wrap Text and Row size

e This also includes column width
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Vv IMPORTANT

If you want to discard your persistent settings/changes, you must reset the report by clicking
Clear Filters.
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