FILTER

This Excel function allows you to filter data in a number of different ways.
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0 Begin by highlighting the header row of data that you would like to be able to filter.
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0 Click the Data tab and click “Filter”.
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o0 You will notice that a drop down indicator shows next to each column now.
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1 |Peric - [Date - [Sourt - [Journal IC - [Amount - [Fur - [Resourc - |Resource Descriptic - |Proj Ye: - |Go - |Functic - [Objec - [Sit - |Op|
2 1 7/8/2015 AP AP00082027  2478.430 0100 0000345  Graphics 0000 7550 "4300000 300
3 1 7/9/2015 AP AP00086686  3049.500'0100 ‘0000345  Graphics "0000 "7550 "4300000 "300
4| 1 7/9/2015 AP AP00086686  888.640'0100 8150600 [Restricted Maint Acct Sb] ‘0000 8100 4300000 "800
5 1 7/10/2015 AP AP00082448  537.300'0100 ‘0000345  Graphics "0000 "7550 "4300000 300
6 1 7/10/2015 AP AP00082448 5547406756 0010956 Jpa P &L 0000 6000 "4300000 900
7 1 711312015 AP AP00082629  2448.530'0100 ‘0000345  Graphics "0000 7550 "4300000 "300

0 By clicking on any one of these drop downs you will be presented with every type of data

that is displayed in that column.
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o If you would like to see one or just some of these options, you simply mark the check
box for the data that you want displayed. Click “OK” once all options have been selected.
Here | have selected just the 4300000 object codes.
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jurnal I - |Amount - |Fur - |Resourc - |[Resource Descriptic - [Proj Ye: - [Go - [Functic ]oqaclsn_
PO00B2027  2478.430 0100 0000345  Graphics 4] sortAtoz 300
00086686 3049.500 0100 0000345  Graphics Zl SotZtoA 300
00086686 888.640/0100 8150600 [Restricted Maint Acc , (600
00082448 537.3000100 0000345  Graphics orree 300
P00082448  554.740 6756 '9010956 Jpa P & L "a00
PO0082629  2448.530 0100 0000345  Graphics "300
P00082620  74.700'0100 8150600  Restricted Maint ACC  Text Filters + 600
P000BE687  8908.850 0100 0000345  Graphics — 300
b00086687  600.640 0100 0515305  Peg Fund Grant — L 700
P00086ESS  889.620 0100 0000345  Graphics e + 300
P00086688  300.730 0100 0905313  E-Rate Reimbursem ey "300
P00083442  2509.520 0100 0000345  Graphics ] 4200800 =l "300
PO0083442  B582.000'0100 9516680  Safety Patrol [+l 4300000 600
PO00B4138  537.560 0100 0000345  Graphics Ao, "300
00084138~ 8387.0800100 0000417  Oe MUOps Cuyamac it _ a0
P00084138  203.680 0100 0000418  Oe Mt/Ops Fox 410
00084138 3256.480/0100 0000420  Oe Site Rental-Cuya i el ] [410
P00084138  844.4200100 '0000421  Oe Site Rental-Fox —— 410
P00084138  2739.680 0100 0000421  Oe Site Rental-Fox 8100 3700 4700000 '410
00084138 608.880 0100 T Qe Site Rental-Paloma 'R100 3700 'lt?nmm_'qm_

o0 Results will not only display data meeting that criteria. From here you can filter an
additional field to drill down your results further. You can also filter by color. Now only
the 4300000 object codes are being displayed.
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1 [Peric - [Date - [Sourt - [Journal IC - |A <R - | A | D - |Proj Yei - [Go - |Functic | |Objec v [$it - |Oper Ur - Line Descr
2 1 782015 AP APOO0B2027  2476.430 0100 0000345  Graphics 0000 7550 | 4300000 400 AP Accruals
3 1 7/9/2015 AP APO00B6636  3049.5000100 0000345 Graphics ‘oooo 7550 | 300000 Joo AP Accruals
4| | 792015 AP APO00SGGS6  898.640°0100 B150600 [Restricted Maint Acct Sb| ‘o000 "s100 | "2300000 "goo AP Accruals
5 1 TN02015 AP APODOB2448  537.3000100 DO0D0345  Graphics ‘o000 7550 | 4300000 oo AP Accrusls
[ 1 TN02015 AP APOD0B2448  554.740'6756 DO10956 JpaP AL ‘o000 "s000 | 4300000 'doo AP pocnuals
7 1 TN32015 AP APOD0S2629  2448.530 0100 DO00345  Graphics ‘o000 7550 | 4300000 "Po AP Accruals
8 1 TN32016 AP APOO0B2629 74.700'0100 8150600  Restricted Maint Acet Sb! ‘o000 B100 | "4300000 ‘oo AP Aocruals
9 1 TN42015 AP APODOB66ST  BO08.850 0100 DODO345  Graphics ‘o000 7550 | 4300000 "o AP Accruals
10 1 71452015 AP APO00S6GS7  609.640'0100 9515305  Peg Fund Grant ‘0000 2420 "a300000 "Jo0 AP Accruals
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o0 Although it may appear that your data has simply disappeared, it hasn't. If you click on
the drop down menus that you have filtered and select “Clear Filter” all your data will
display again.
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