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ProjectSuite Enterprise Edition (PSEE)

Florida Department of
TRANSPORTATION

Search Profile & Dashboard Management

Florida Department of Transportation

Purpose
• Search Profile Management and the Dashboard go 

hand in hand.  
• Allows users to save searches they perform over and 

over. Quarter, Weekly, Etc
• Saved searches are 

– dynamic.  As project’s criteria change the search results 
update.  

– Project Searches NOT Module Searches

• Saved search = Dashboard tab.  
• Only 1 default dashboard.
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Florida Department of Transportation

Common Searches
• “This fiscal year lettings”.  

– When saved this saved search will be different on June 
30th and July 1st.  Why?  Because the Fiscal year changed.  

• “Projects currently assigned to John Smith”.  
– This list will change every time John Smith is added to or 

removed from project as the Project Manager.

• “Projects in a Specific Area of the district”.  
– This list is used by many offices who divide work by 

counties, field offices or East/West of district.

Florida Department of Transportation

Open User Profile

Select the person icon 
next to your name 
located in the top right 
corner of the application.

3

4



6/23/2022

3

Florida Department of Transportation

Create a Profile
• Click create profile 

Florida Department of Transportation

Create a Profile

• Give the search a unique name
• Select the filter criteria. 
• Save the Search 

It is a good practice to run the 
search before saving.  This 

helps confirm the filter criteria 
was selected correctly.
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Florida Department of Transportation

Edit / Remove Search Profiles
• Edit – Needs modification

– Click Edit to Opens the search filter options
• Remove – No longer needed

– Click the Remove link from list

Florida Department of Transportation

My Dashboard
• Unlimited Dashboards

• 2 kinds of tabs:
– Standard View
– Search Profiles
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Florida Department of Transportation

Dashboard Tab Types
• Standard View

– can not be deleted.
– list the last 5 projects you have accessed
– any active project where you are assigned as the

PSEE PM or PSEE Backup PM.

• Search Profile
– Each profile a separate tab on the dashboard.
– Edited from the dashboard
– Can be set as default dashboard.

Florida Department of Transportation

Dashboard Management
• Edit Dashboard

– All Search Profile Tabs
– Click the pencil icon.
– Search box will appear for editing
– Click the star to set as Default Dashboard

• Add New Dashboard
– Last tab appears
– Click the green circle
– Search filter box will open.
– Same steps as how to Create Profile.
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Florida Department of Transportation

Dashboard Management
• Export Dashboard

– Export list to an excel file.
– The limitation is only 500 rows of data at a time

• For example, if you dashboard has 600 rows, you
will need to export rows 1-500 then rows 501-
600.

– Select the Export Results link
– Excel file will open containing up to 500 results

If you have any questions or issues, contact the 
District 3 PSEE Admins listed at the bottom of 

the ProjectSuite application
Florida Department of Transportation
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