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How to Modify Your Screen Using Custom Office 
 
Open Screen to edit.  Right click in gray area of screen; choose Panel Settings from the pop-up.  Then 
click Customizer. 
 

 
 
 
The Customizer Panel Selection box will appear.  Create a New Customized Panel or choose to Modify an 
Already Customized Panel. 
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Right click on the field that you would like to Edit.  On the Main tab, make your changes to the field, 
such as field name, font size, style, color, etc. 
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On the Options tab, adjust position and width of the field.  Review the Properties of the field to see if 
there are any other requirements that you would like to change.  Click Ok, then done. 
 

 
 
 
Click the Save button on the Customizer Toolbar. 
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How to Hide a Field 
 

Open the Customizer Panel that you would like to Edit.   
 

 
 
 
Right click on the field you would like to Hide.  Then click on the Options tab.  Select the Hidden button.  
Repeat for any other fields that you want to Hide.  Click the Save button from the Customizer Tool bar 
when done. 
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How to Edit Columns on Screen 
 
 
Select the screen to edit.  Right click in gray area and select Panel Settings, then Customizer. 
 

 
 
 
 
The Customizer Panel Selection box will appear.  Create a New Customized Panel or choose to Modify an 
Already Customized Panel. 
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Right click in the Panel box.   
 

 
 
 
The List Box Definition box will appear.  Click on the 2.Format tab.   
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Select the fields to edit. 
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You can also click the Add button to select fields that are not currently on the screen.  If you have 
created UDF fields, they will be on this list. 
 

 
 
 
Click the Save button from the Customizer Toolbar when done. 
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The screen will now have the changes that you made. 
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How to Edit an Existing Report Using Crystal 
 
 

Select the report that you would like to Edit.   
 

 
 
 
Click on the down arrow next to the Save button.  Choose Save As.  At the Report Setting field enter a 
new report name.  Click on the Default Report button if you would like this to be your default report. 
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Click the down arrow next to the Save button again and choose Designer.  This will open your custom 
report up in Crystal. 
 

 
 
 
Select the fields you would like to edit and make your changes. 
 
Notes:  Remove Invoice Discount, Hold Payment, and Discount Amount.  Remove Discount Amount from 
Footers.  Move other footer fields over, align bottoms.  Then move the Invoice Date and Invoice Due 
Date over.  Highlight all fields in Details A and move up.  Then move bar up.  Save. 
 
The report can now be run with your changes. 


