
 
How To Change Your Default Report 

 
1. Click on Settings at the top right hand side of MLXchange 
2. Click on Personalize on the left hand side of the screen to open the menu 
3. Click on Personal Defaults. It’s the 6th option down in the Personalize menu 
4. Locate the “Full Detail View” option 
5. Change the “Full Detail View” to the your preferred report by using the dropdown menu. 
6. Click in “Apply” at the bottom right hand side of the screen 
7. A popup will appear stating “Your changes have been saved successfully.” Click OK 
8. Click “Close” at the bottom right hand side of the screen 

 
The report you select in the Full Detail View will be the report your system defaults to when printing. 

 

 
 
 

Click Settings 

 



 
 

 

Click Personalize 

 

Click Personal Defaults 

 



 
 

If you would like to use a report similar to the old Agent Full please use the “Agent Full Original”. 
The report you select in the Full Detail View will be the report your system defaults to when printing 

Select Your Preferred Report  

Click Apply to Save  

 


