
Matrix How To  

Customize the Search Results Display 
 

 

Sort the Single Line Display 

 Hover over a column Label  
 The cursor will change into a hand shaped pointer  

 Click and the column will reorder numerically or alphabetically  

 Click again to reverse the sort order  

Reorder Single Line Display Columns  
 

The columns in the Single Line display can be reordered 

 Hover over a column in the header - not on the word/name  

 The cursor will turn into a  

 Click and hold the left mouse button to drag the column to the desired location  

 

Results per Page Selections   
 

 Click on the drop down arrow next to “Per Page” 

 

 

 

 Click on the desired number  

 

Save Results as a Custom Display  

 

To retain the reordered results as a “Display” option  

 Click the notepad and pencil icon  

 

 

 

 

 



Matrix How To  
 

 Name your display  

 

 

 

 Click “Save As a Copy”  

 

Note: Be sure to delete the name that auto populates 

the Display Name field  

 

 

 The next time you view available “Displays”  

 custom Displays will start with “my:”  

 
 

 

 

 

Change your Default Display  

You can set any given Display as your default results screen  
 Select your desired display  

 Click the Cog Icon in the upper right corner  

 

 

 

 

 

 

 

 

 

 Click on “Set current display, sort 

order, and count per page as my 

Search starting default”  

 

 

Note: You can change Displays at anytime 

 

 

 

 

 


