Filter and Search in CTMS

CTMS provides Search options, including search the entire grid and search by column or multiple columns.

Search the Entire Grid

Enter all or a portion of the information in the Search field above the grid to search the entire grid for the
information you specify. Optionally click the v (grid filter) button on the right side of the grid Search field.

The grid displays results after a few characters are entered in the Search field. You may continue adding
characters to narrow the results.
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To clear the search results and display all records in the grid, click the = (remove) button that display to the
right of the characters in the search field.
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Search by Column

Most columns in the grids provide Filter and Search functionality. Options may vary based on your location in
the system.

e Click the T (column filter) button (right side of grid Search field) to display the column filters; click again to
hide the column filters.

e Enter search criteria in the field above the grid column to be searched. Enter criteria in more than one
column to narrow the results. The system begins to display options that match after a few characters are
entered.

e Clickthe ™ (remove filter) button to clear the field.
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No records available.

Custom Search Using Filters

e Optionally, use the T (column filter) button to display a list of filter options (comparators).

1. Click onthe T (filter) button for a column to display the list of filter options (comparators).
2. Click on an option to select a comparator.

a. Comparator options include:

e Isequalto e Ends with

e Is notequalto e Isnull

e Contains e Isnot null

¢ Does not contain e s empty

e Starts with e Is not empty

3. Enter a value in the entry field (identifier).

4. The system begins to display options that match after a few characters are entered.

5. Click the 35 (clear filter) button to remove the filter from a single column. Optionally, click the C (refresh)
button to remove the filter from all columns.
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