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How To’s

Ways to Search

Sorting and Filtering via Column Headers

Column headers are displayed at the top of each column and they allow you to sort and filter
the table data. You can:

e Sort data in ascending or descending order
e Select options from drop-down lists
e Enter specific search criteria into text boxes
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To clear header filters, click on the Settings gear icon located top right of the table then click

on Clear all filters.

Sorting and Filtering Using Advanced Filters

The Advanced Filters feature helps further narrow down data by giving you the tools to
specify multiple conditions (properties) for a given filter, so you can customize the
information displayed based on the filter selected.
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Specify filter criteria by using lists to choose the property, operator, and in many cases
predefined values based on the filter types.

In other cases, you will need to know the value to enter directly, or you may be presented
with a Lookup Value dialog box to help you quickly retrieve condition values from
information stored in the database.

If you end your session with a filter selected, when you log back in, the system will retain
the last filter used and the data presented will be filtered accordingly.

NOTE: Clicking on Clear all filters from Settings does not clear filters applied via the
Advanced Filters feature. An active advanced filter must be cleared by clicking
on Reset found in that section.

For more details on how to configure your screen and make searches easier, please see
the “Configuring the System” Quick Hint Guide.
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