Filtering

When you filter data it allows you to show only data which HOW dO | filter dates‘7

meets certain criteria. You have many options when filtering values based on dates.
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3. Click ‘Filter.
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4. Click ‘OK.
4. A grey box with an arrow will then be displayed next to
each field. Click the arrow next to field you wish to filter.

How do | filter numerical values?
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5. Click ‘OK’.



How do | know which fields have been
filtered?

You can tell which columns have been filtered by looking at the
icon next to the field title.
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How do | remove the filter?
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