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Date Updated Updated By General Description 
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Grid navigation  
 
Field edit – when a field is highlighted  

• Press spacebar to edit and preserve the data.  

• Left click field to edit and preserve the data.  
Field erase and reenter – when field is highlighted 

• Press backspace to re-enter data. 
 
Delete Key – removes the current row unless the cell (column in a row) is being edited.  
 
Enter Key - moves to the next row keeping the cursor position in the same column.  
 
CTRL-C copies an entire row.  
CTRL-V pastes an entire row after CTRL C. 
 
Up, down, left and right arrows move you around the grid.  

• Down arrow moves to a new row if you are positioned on the last row of data.  
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Grid Sorting, Filtering, and Searching 
 
Each grid in the system allows for sorting and filtering. To sort a grid, click on any column heading name. 
Clicking twice will cause the column to reverse the order of the sort (Ascending/Descending). You can 
also sort and filter the grid by clicking on the funnel beside any column heading. When you click the 
funnel, you can click on Ascending or Descending to sort the grid based on the column sort order. When 
you click the funnel, you will have two types of filtering - by Value or by Condition.  
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Grid Filtering 
 

 

 

 

 

 

 

 

 

 

 

 

 

Filter By Value allows you to Select All values or select one or more values in the column. You also have 

a search box to search for the values you may want to select.  

Filter by Condition allows you to enter criteria for 

filtering the data. You can enter a beginning value and 

an ending value with “And” – “Or” conditions.  

 

 

 

 

 

 
 

 
  

When you click the funnel, a popup 
page similar to Excel is displayed: 
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An example of filtering a column for a specific amount: 

 

  

 

 

 
 

 

 

 

 

 

 

 

 

 

You can also filter for greater than or less than or for a particular range of amounts.  
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Grid Searching 
 
You can search for any row of data in any grid by entering a value in the “Search” box at the top of each 

grid. The grid will automatically filter based on the search value: 

 

IMPORTANT 

There is one important thing about searching for amounts in a grid. Because the grid contains data in 

a text format, you must enter the amount you search for with the dollar sign $ and the commas and 

the period in the amount. For example to search for 50245.33 you would type $50,245.33 in the 

search box.  

The grid has the number of Total Rows and Selected Rows at the bottom right of the grid. The Total 

Rows number will change based on filters you set and searches you execute.  

 

You can also search each individual 
column by clicking in the column and 
start typing a value.  


