
 
 

Customize Hotsheets using Addi�onal Fields 
1. On the Homepage of Matrix, find the widget labeled “Hotsheets”  

 
2. Select the Customize op�on in the botom le� corner of the widget.  

 
3. Highlight the Hotsheet to edit by clicking on it, then select Edit Criteria in 

the op�ons to the right.  

 



 
 

4. Select the criteria needed, scrolling to the botom to add any addi�onal 
fields. 

 
5. Select “Save” when all necessary fields are completed.  
6. The Hotsheet will be available to open on the homepage of Matrix.  
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