List Screens - How To's
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Overview

A List Screen is available for each major record type in 1place, such as Customers, Vendors, Invoices, Sales Orders,
and other records.

List Screens are designed to help you quickly view, search, manage, and organize records. Depending on the record
type, you can use a List Screen to:

e View records of a specific type.

e Search for records using keywords or other criteria.

e Create Custom Tabs to display a specific group of filtered records.
e Add new records individually.

e Importrecords from a spreadsheet.

e Export records from 1place.

e Customize the columns displayed on the screen.

e Access help related to the screen and its functions.

List Screen - Common Tasks

How to Open a List Screen

There are several ways to open a List Screen.

From the Main Menu

1. From the left navigation menu, click the record type you want to view.



Sales Order List

ALL All Ling ltems Sales Order Back Orders + rJ
Batch Actions ~ Q
SO Number Sales Date Bill To Customer Ship To Custome Shipped Via
5261016-0001 10/16/2026 ABC Company  ABC Company  Truck 2
5261015-000... 10/15/2026 ZTest Moren ZTest Moren Truck 1
Dashboard S261015-0002 10/15/2026  zTest Moren zZTest Moren Truck 1
5261015-0001 10/15/2026 zTest Moren zTest Moren Truck 1
Customers 5261014-0001 10/14/2026  ABC Company  ABC Company  Truck 2
5261008-0002 10/08/2026 ABC Company  ABC Company  Truck 2
CENLTE S261008-0001 10/08/2026  ABC Company  ABC Company  Truck 2
hems 5261006-0001 10/06/2026 ABC Company  ABC Company  Truck 2
5261005-0001 10/05/2026 A&VELTE.. A&VELTE..
Sales 5260929-0001 09r29/2026 ABC Company  ABC Company  Truck 2
5260928-0004 09/28/2026 ztest Moren C... | ztest Moren C... Customer Pic...
Rl $260928-0003 09/28/2026  ztest Moren C... =ziestMoren C... Truck 1
Quotes 5260928-0002 09728/2026 ABC Company  ABC Company  Truck 2
5260923-0001 09728/2026 ABC Company  ABC Company  Truck 2
Sales Orders 5260923-0001 09/23/2026 ATOZMOTOR Customer Test 2 Truck 1

5260922-00003 09/22/2026 ATOZMOTO... ATOZMOTO... FedEx2
5260922-0002 09/22/2026 ZTest 0602 (M... =zTest 0602 (M... Truck 1

Invoices & Credits

e $260922-0001 09/22/2026  John Smith C...  John Smith C...
5260921-0001 00/21/2026  zTest 0602 (M... zTest0802 (M... Truck 1
Pricing Templates S260917-0006 09/17/2026  ABC Company  ABC Company  Delivery charge
$260917-0002 08/17/2026  zTest 0602 (M... zTest0B602 (M... Truck 1
AR $260917-0001 09/17/2026  ZTest0602 (M... zTest0B02 (M... Truck 1
e haaat S260916-0004 09/16/2026  zZTest0602 (M... zTest0B02 (M... Truck 1
$260916-0001 09/16/2026  BestAuto Coll... BestAuto Coll... Truck 1

2. The corresponding List Screen will open.

For example:
e Click Customers to open the Customer List.
e Click Vendors to open the Vendor List.

e Select another record type to open its corresponding List Screen.

Using the Quick Access Keys

1. Click the List button in the upper-left corner of the screen.



Dashboard

. Total Custc

267

Sales Order Statuses

Dashboard

2. Select the record type you want to view.

Sales Order List

ALL All Line ltems Sales O
Batch Actions - Q
£0 Mumbas sale
Record Lists 1or
100
Dashboard List Short Cut or
Jobs Shift+F2 | g
Customers Customers Shift+F3 10
Vendors Shift+F4 101
Vendors
Quotes ShiftsF5 | 1O
ltems Sales Orders Shift+F6 1o
Invoices Shift+F7 | 10
Sales Credit Memo's Shift+Fg | 09
08
U P yrchase Orders Shift+F9 | 08K
; Items Shift+F10 09
Quotes
Tasks Shift+F11 nar:
Sales Orderjblds Shift+F12 nar:

Using Shortcut Keys

You can also use the available Shortcut Keys to quickly open specific List Screens.

How to Customize List Screen Columns



You can customize a List Screen by choosing which columns are displayed, changing their order, and adjusting their

width.

Show or Hide Columns

1. Click the Gear icon on the List Screen.

2. Select or clear the columns you want to display.

Active

Customer Number
Company Name
Active

Prefix

First Name:

Last Name

Tide

Straet

Straat 2

City

State

Zip ! Postal Code
Region

Couniry

Cancel

4 |[«] ][] [a]|[&]|[&]|[«] (8] |[&]{[«]|[«] (a]{[s]|[«] [&] [&] |[&]|[&]{[«] [&] |[4]|[%

Search Include Inactive

Customer Lists Saltings

ShowHide Columns

Phone O warehouse
CIPhone Ext [ Default Pricing
HFax [ Discount (%)
[l company Wehsite [} Markup (%)

B Company Email [ Pricing Level

[CIProducts & Services [ Pricing Template

O Payment Terms O Credit Limit

[ Shipped Via O Credit Days

[ Comments. O Tax

[] Sales Rep [ Tax Exempt

O Address Type [0 Tax Exempt Num

O Fed Tax id
[0 w-g Last Updatad

O Parent Customer
[l Customer Type
[ Customer SubType [ QBO Syne

] Payment Mathods

[ Customer Service Rep
[ QBO Display Name
"] @BO Fully Qualified Nams
[ Receivables Notes

T internal Notes

[ Freight Notes

1 Muttiplier

[ saurce

[ sicCode

I Num Employees
Import Code

[ Created By

U] Created Date

[ Last Campaign Date
[ Last Campaign Method
[ Last Campaign Piece
[ Last Contact Date

[ Last Contactad

[ Last ContactBy

(O Last Contact Mathod
[ Last Contact Results
(] Next Campaign Mathod
("] Next Compaign Piece
O Next Contact Date

[ Nesxt ContactBy

[ Next Contact Method

] Next Contact Description
[l DeliveryFes

Admin &

Column Positions

Enable Column Repositioning

Apply

3. The selected columns will be shown on the List Screen.

Move Columns

1. Click the Gear icon.

2. Click Enable Column Repositioning.



Active

[

Customer Numbes
Company Name
Active

Prefix

<] (<] |[&]|[%] [] &l |[&

First Name
Last Name:
Titls

Street

v Street 2

B City

- State

* Zip / Postal Code
Region

- Country

4

Cancel

Phone

O Phone Ext

BFax

[ Company Wehbsite
Company Emall
O Products & Services
[l Payment Tarms

[ Shipped Via

[ Comments

[ Sales Rep

[ Address Type

O Parent Customer
O Customer Type

[] Customer SubType

Search

Inchude Inactive

Cuslomer Lists

ShowHide Columns

O Warehouse

[ Default Pricing
[ Discount {%)

[ Markup (%)

[ Pricing Level

[ Pricing Template
O Credit Limit

O Credit Days

[ Tax

[ Tax Exempt

[T Tax Exempt Mum
O Fed Tax 1d

[ W-9 Last Updated
[ @Bo sync

[ Payment Methods

O Customer Service Rep
[ QBO Display Name
] QBO Fully Qualified Name
(] Receivables Notes.

O Internal Notes

[ Fraight Notes

J Multiphier

U Source

[J SICCode

] Num Employees
Import Code

O Created By

L] Created Date

Column Positions

O Last Campalgn Date
[ Last Campaign Method
O Last Campaign Piece

Enable Column Repositioning

(] Last Contact Date

[ Last Contacted

[ Last ContactBy

O Last Contact Method
[ Last Contact Results
[l Next Campaign Method
[ Next Compaign Piece
O Next Contact Date

O Next ContactBy

[ Next Contact Method
(] Next Contact Description

[ DeliveryFee

Admin £

3. Click and drag the columns to arrange them in your preferred order.

Your browser does not support HTML5 video.

4. Close the column settings when finished.

Resize Columns

1. Position your mouse between two columns.

2. When the resize option appears, click and drag to adjust the column width.



Your browser does not support HTML5 video.

How to Add a New Record

You can add a new record directly fromits List Screen.

Option 1 - Using the Plus Icon

1. Click the +icon on the top navigation bar.

Dashboard

. Total Custc

& 267

Sales Order Statuses

Dashboard

2. Select the type of record you want to add.



Add New Record

I Record Type Short Cut New Tab
Find Parts Ctr+F1
} Job Cirl+F2
| Customer Ctri+F3 ;
Wendor Ctri+F4
| Quote Ctri+F5
| Sales Order Ctrl+F6
| invoice Ciri+F7
f Credit Memo Ctrl+F3
| Purchase Order Ctrl+F9
J ltem Ctrl+F10
Task Ctrl+F11
Jobs Ctrl+F12

3. The corresponding Add New screen will open.

Add New Customer or Prospects
Auto Fil Profile -
Customer#*  C0002606 Type | Customer

Company Name * SubType

Address Type  Both (Bill To & Ship To) - Status

Contact Name - Source
Tite - ShippedVia | Truck 1
DeliveryFee | $10.00

Address Info Warehouse ~ Anaheim
- - Sales Tax
Tax Exempt [v]

> = Payment Terms | Net 30

Payment Method

Phone & Fax
Default Pricing Method | item Price Level
Email & Website Pricing Level
Pricing Templates ~ Small Body Shops
Sales Rep
Customer Service Rep.
Fleet ID Deliveries: (]
Test
Cancel Syne vith QuickBooks Oniine |

4. Enter the required information.

5. Click Save.

Shortcut keys may also be available for adding specific record types.

Option 2 - Using the New Button

1. Open the List Screen for the record type you want to add.

2. Click New in the lower-left corner.




Sales Order List Adrin 0
ALL Al Lina tems. | Sales Ovder Back Ordars + rd
Baich Actions ~ Q ® | Search & | & \ - | = | L3
[ $0 Numbser Sales Date Bill To Customer Shep To Cusioms Shipped Via  Sales Order Total Delwvery Dats Delivary Time S0 Status Commants  Customer PO#  bvoice # Craated By Entared By Payment Torms.  Sales Fep
S261016-0001 10162006 ADC Comeaey  ABC Company  Truck 2 $14335 104102026 To Prink & Pick Syvon Syron Len Stone
L 5261015000, . 152006 2Test Moren 2Test Maren Truck 1 $0.00 10152026 Wating Fer Daiivery ... Moren Maren o
0 SI10150002 | 10NN ZResmMocen Ilesthon Truck1 5190940 1016202 Moved to Back Onder 520610150002 oren Moren, o
0 SMB0001 | 10MIN6  sRestMoren zlestbomn  Track $1000 62026 Waw Moran Morsn, [
S261014-0000 WVHGEEE  ABC Company  ABC Company  Trwck 2 2T 06 To Prink & Pick Syron Syron Len Stane
B261006-0002 1082026 ABC Compamy  ABC Company  Truck 2 S4325 1002026 Waling Te Ba Purch. Syron Syron Len Sione
S261008-0001 1002008  ABC Compasy  ABC Company  Truck 2 512480 V102026 To Prink & Pick S261008-0001 Syvon Syron A0t of menth Len Stone
S261006-0001 100052006 ABC Comgaey  ABC Company  Truck 2 E27T4BE 10026 To Prink & Pick Syron Syron 10th of menth Lan Stone
526100500017 10052008 ABVEUTE.. A&VELITE 5965 10052026 To Print & Pick S261005-0001 Mark Barcinas  Mark Barcinas et 30
5260329-0001 ONINZDS  ABC Company  ABC Company  Truck 2 S137.44  100N2026 New Desmo User Demo User 10th o manth Len Stane
= S260928-0004 OWIRIOE  ctestMoren C . ziestMorenC..  Customer . 1096 DSIL0E To Pt & Pick TERise 52609280004 Moren Mares
O S260928-0003 WIBEWE st Moren C Thest Moran C. Tk 1 S000 0SIB2026 To Prink & Pick 12456 9260926-0003 Moren Marsn et 30
[ B260926-0002 OWIRIWG  ABC Company  ABC Company TRk 2 S13T 4 09302026 To Pk & Pick gyvon Fyon Len Swna
[} 3260028-000% OWZRZ026  ABC Compaey  ABC Company  Trxck2 12466 09282026 Naw Syron Syron A0t of menth Len Stona
(] S260023-0001 MI2NZE  ATOZMOTOR Cuslomer Test 2 Truck 1 $1200 00242026 To Prink & Pick Syron Syron Hel 30 o
526092200003 OIS ATOZMOTO.. ATOZMOTO . FedEx2 S000 09222026 Pickny Juian Juian
52609220000 OIS rTest 08O (WM 2Test 0802 (M Truck 1 S22628 04N To Print & Pick 5260422-0002 Desmo User Bemo Lser Ned 30
8260922 0001 QWIS Jehn SmERC..  John Smith C 000 D&IA026 Pickng 133 Juian san
S5260921-0007 WIS ZTest 0602 (M. ZTest 0602 (M. Trck 1 SISTES DSZL026 To Frink & Pick ‘Demo Uiser Deme User et 30
3260017-0006 QW72 ABC Comoary  ABC Company  Delvery C. 52188 09132026 To Prink & Pick Syron Syron 10th of month Lon Stone
S260017-0002 TS Trck 1 S263 00 09172026 To Prink & Pick 1z $260017-0002 Deena Usar Dema Usar Bt 30
O S260917-0001 TG Truck 1 S26099 09172026 To Prink & Pick 12Ny $260917-0001 Dem User Dema Usar et 30
[m] S260916-0004 RIEZ06 Trck 1 16762 069162026 To Print & Pick Desmo User Demo User el 20
L S260016-0001 OGS Truck 1 $1276 00212028 To Print & Pick Ordered on C. aTea BesiUsert 2% 10 Mel 30 aTBA
52603160003 G9NE2008  ABC Compamy  ABC Company  Truck2 S13744 05122028 New Syran Syron 10th of month Len Stone
SI09160002 | OWEZNIS  ABC Company  ABC Company | Thuck? BET T haw Syran Simon 10 ofmann  Len Stone
600150003 ORMSZ0E  ABC Compamy  ABC Company | Truck 2 SIS0 0GT0Z6 To Print & Pick 82600450003 Syron Syron #0ih of month Len Stona
QL2026 ZTest 0602 (M. ZTest 0602 M. Truck 1 1614 091942026 Waiting For Defivery .. Dema Usar Cema User Hat 30
OWIAZIZG  ZTest 0G0 (M. ZTest 0602 M. Truck 1 SI6T63 091142026 To Prink & Pick Demo User Dema User el 30
092026 Zhest DGOZ (M. 2Tedt 0602 (P4 Truck 1 5000 06112026 To Dispaleh & Shp. Dt User Demo Uder el 30
1-300f 2499 next
-
Customer # *  C002607 Type  Custamer -
Company Mame " fest comgany Sub Type -
Address Type  Bath (Bill To & Snip To) = Slaliz -
Conlact Hame - Source -
Tite - Shipped Via  Truck 1 -
DalvenyFaa 510,00
I Warshausa  Araheim -
=|| Sislo - - Sales Tax -
3 Tax Excempt  #|
- - - Reason for exemplion ”  Resale -
Payrnerd Terms  Mat 30 -
Phone & Fax x Payment Method -
Email & Websile W Detault Pricing Method  rem Price Level -
Pricing Leval -
Pricing Tamplates  Small Body Shops R
Sales Rap -
Customer Sarvice Rep
Fleel 10 . Diefveiies .
Tast

Cangel

Sy with GuickBocks Online




2. Select Save and Add New.
3. The current record will be saved.

4. Anew Add New screen will open.

How to Import Records

The Import Wizard allows you to add multiple records to 1place using a spreadsheet.

To see detailed instructions, please see Import Wizard Screen - How To's.

Step 1 - Open the Import Wizard
1. Open the appropriate List Screen.
2. Click the Importicon in the upper-right corner.
3. The Import Wizard will open.
Step 2 - Select the Import Type
1. Click the drop-down arrow.
2. Select the appropriate Import Type.
Step 3 - Select the Import File
1. Click Browse.
2. Locate and select the spreadsheet containing the records you want to import.
Step 4 - Map the Columns

The Import Wizard can automatically map columns when the names in your spreadsheet match the corresponding
database column names.

If the names do not match:


http://kb.onesourcesoftware.com/help/import-wizard-screen-how-to-s-aa-02897

1. Locate the appropriate field under Excel Columns.
2. Click the drop-down arrow.
3. Select the spreadsheet column that corresponds to the appropriate Database Column.
4. Repeat as needed for the remaining fields.
Step 5 - Import the Records
1. Review the column mappings.
2. Click Proceed.

3. A confirmation message will appear when the import has completed.

Note: The Import Wizard also includes options such as Saved Templates and Import New Records. Instructions for
these options can be added to the applicable Import Wizard article.

How to Export Records

You can export selected records from a List Screen to an Excel file.



Your browser does not support HTML5 video.

Step 1 - Select the Records

1. Check the box beside each record you want to export.

2. Toselect all available records, click the checkbox in the field-name row.

Note: The top checkbox can be used to select all records on the current page or the entire list, depending on the
available selection options.

Step 2 - Export the Records

1. Click the Exporticon in the upper-right corner.

2. A confirmation message will appear.

3. Click Yes to proceed.

An Excel file will be downloaded.

4. Open the downloaded file to view the exported records.



How to Print Records

Before using the print function, make sure the OneSourcePrinterConnectApp is installed.
For installation instructions, see OneSource Printer Connect - How To's.

To print records:

1. Open the List Screen for the record type you want to print.

2. Click the Print icon in the upper-right corner.

Customer List

Admin @
ALL Sales - Lazt 365 + ’
Baich Actions = Q * | Search inchids Inactive

& a1 |<|o

Customer Numb Company Name — Active Prefix Titke FistName  LasiMame  Company Emsil  $treet Sirext 3 city State ZipiPostal Codi  Region Country Phone
- 832-503-2787 TR INSPEC. £ JULIANA GARCIA 23802 FM 28 TOMBALL ™
v FBLTESITAD ARV ELTE 18002 CLAY RD ™
v 1021 APLUS AUTO 1800 PREST. PASADENA  TX

| 102 APLUS AUTO e Jon Sresth 1800 PREST PASADENA  TX e

3. Follow the available print options to complete the process.

How to Add a Custom Tab

Custom Tabs allow you to create a saved view of records based on specific fields and filter conditions.

To create a Custom Tab:

1. Click the +icon next to the existing tabs.

Customer List ‘
ALL Sales - Last 365 +

#,
Batch Actions ~ Q ® Search | |_| Include Inactive
Customer Numb Company Name Active Prefix Title First Name Last Name Company Email Street Street 2 City
Ll 832-503-2787 2978 INSPEC v JULIANA GARCIA 23802 FM 29, TOMBALL
| 281-T85-1780 A&VELTE.. v 16002 CLAY RD
v/ 1021 AFLUS AUTO v 1809 PREST PASADENA
| 1021 APLUS AUTO v John Smith 1809 PREST PASADENA

2. The New Tab Wizard will open.

3. Enter a Tab Name.


http://www.onesourcesoftware.net/support/kb/article/AA-02762/602/OneSource-Cloud-Version/OneSource-Cloud-User-How-Tos/OneSource-Printer-Connect-Hows-Tos.html

4. Select the Field Sources you want to display.

5. Edit the Field Names as needed.

6. Set the desired Filter Conditions.

New Tab Wizard

Tab Name New Customers Sort By CreatedDate - | Ascending| -
Record Source Customers - Then Sort By - -
Then Sort By - -
I e T T N T

s CustomerNumber CustomerNumber x

is FirstName «  FirstName - x

H LastName « LastName - x

i Company « Company v x

if CreatedDate w  CreatedDate Is within last 30 days - x

i - - x

Cancel Save

7. Click Save.

The new Custom Tab will appear on the List Screen.

Customer List

Sales -Last 365 | New Customers + &
[+]a]<]e

ALL

| Batch Actions + | Q Searc

% | search |
‘CustomerNumber FirstName LastName Company CreatedDate
Customer Test 2
ztest Moren Customer Merge Test1

ztest Moren Customer Merge Test3

©0002600
C0002601
CO002603
C0002604

2test Customer Merge 1

oooog

Admin 1

09/23/2026
09728/2026
00/29/2026
1011212026

Note: Custom Tabs are saved to the individual user's 1place Cloud account. They are not automatically available to

other users.



How to Edit or Delete a Custom Tab

You can edit or delete Custom Tabs that you have created.

To Edit a Custom Tab

1. Click the Pencil icon on the List Screen.

Customer List \

ALL Sales - Last 365 Mew Customers + ra

Batch Actions = Q x | Search

CustomerNumber FirsiName
CO0002600
C0002601
CO0002603
CO0002604

O0O0oOd

2. The Custom Tabs List will open.

Tabs List
st | et | Adm
im New Customers £ X

3. Locate the Custom Tab you want to modify.

4. Under the Action column, click the Pencil icon.

5. Make the necessary changes.

6. Click Save.

To Delete a Custom Tab

1. Click the Pencil icon on the List Screen.

2. The Custom Tabs List will open.



3. Locate the Custom Tab you want to remove.
4. Under the Action column, click the Xicon.

5. Confirm the deletion.

Customizing the Screen Design

1place provides Custom Ul Design settings that allow users to personalize the appearance of the system.

To customize the screen design:

1. Click the Gear icon in the upper-right corner.
2. Select Settings.

3. Under System, click the drop-down arrow.

4. Select Custom Ul Design.

5. The Global Design Settings screen will open.



Global Design
Custom Menu

[ Use Custom Menu Names

Services

[] use Custom Colors, Font Sizes, and Row Heights

Select Row Height Select List Table Header Color
28
List Tables  Excample - Gustomer List
Restore Defaults Restore Previous Save Background Color HFFFFFF 7
Text Color #000000 -
Select Font Size
Info Tables  Example : Gustomer information
20
Background Color #FFFFFF [—
Restore Defaults Restore Previous Save Text Color 000000 fr—

Select Table Row Height

Restore Dot Resios Proiois

Select Section Background And Text Color

14

Restore Defautts Restore Previous Save Background Golor SFFFFFF —
Text Color #000000 _—

Restore Dot Resiors Proios

Side Nav-Bar Icon Type

Letters

I ‘4 I « I « I 4

Restore Defaults Restore Previous Save

Save Portal Seftings Close

6. Customize the available design options, such as font sizes, font styles, and background colors.

7. Click Save.

Getting Help

1place provides several ways to access help and support.

Help Button

Many screens include a Help button that provides access to articles related to the features and functions available
on that screen.

Knowledge Base

The Knowledge Base contains self-help articles covering 1place features and functions.

To access the Knowledge Base:

1. Click Knowledge Base on the left navigation bar.



2. Browse the available topics and subtopics.

3. Select an article to view the instructions.

Email Support

Send your questions or concerns to support@onesourcesoftware.com.

Contact OneSource

For live technical support, contact OneSource at 1 (801) 748-4804.

Create a Support Ticket

Go to the OneSource Support page to submit a support request.

Remote Assistance

For remote assistance, go to the OneSource Support page.


https://onesourcesoftware.com/home/support/
https://onesourcesoftware.com/home/support/

