
Search Bar
• The search bar can be used to 

search for text in any column of a 
report

• Any record containing the search 
text will be returned

• Specific columns can be searched 
by using the search bar drop 
down menu

Column Headers
• Clicking on the column header of any column in a report brings up a 

menu allowing a user to sort and filter by that column
• Click on either the Sort Ascending or Sort Descending button to sort 

the entire list by that column
• Click on a value in the drop down list to filter the column by that 

value
• To remove a column from a report, click the Hide Column button

Report Menu
• Click on the name of any 

saved report to view it
• Choose Primary Report to 

return the veiw back to the 
default

Actions Menu
• Use options on the Actions Menu for the 

following:
• Advanced filtering
• Grouping data under specific 

headings
• Aggregating data and making 

calculations
• Saving reports
• Exporting data


