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Filters & Page Controls

This guide provides a step-by-step process for utilizing the Page Control and Filter

functionality available in Report Center. By following these instructions, users can

efficiently manage and analyze their workforce data, ensuring they have access to

relevant information for decision-making.

NOTE: The Report Center functionality detailed in this guide requires "Explorer"
level access in Report Center.

1 Open any Report Center Workbook of your choosing.
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2 Toggle into "Explore" mode.

Utilizing Default Page Controls
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3 The section below contains your "Page Control" filters.

Page Controls are filter elements that are prominently displayed at the top of a
Report Center workbook for ease of access.

Optional: Page Controls can be configured to function as a "master filter" that targets
multiple report elements within a workbook. When configured properly, filtering within
the Page Control section of a workbook will apply the same filters across all associated
tables, charts, etc. displayed within the Workbook.
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4 To apply a Page Control filter, click the dropdown to see the available values.

5 In this example, we are filtering for employees in an "Active" status.
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6 Note that the report has now been filtered for only "Active" employees.

Some Report Center Workbooks have required Page Control filters that must be
completed prior to Report Center returning data. These fields will be annotated
with an asterisk (*).

Adding & Viewing Element-Level Filters

Explorer level users also have the ability to manually apply filters at the element
level (i.e. within a specific table, chart, etc.).

These element-level filters can be elevated to new "Page Controls", which will be
detailed in the "Adding New Page Control Filters" section below.

7 Within any Report Center Workbook, toggle into "Explore" mode.
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8 Hover over the right corner of any element that you would like to add a filter to,
then click the "Filters" icon.

9 Within the "Filters & controls" pop up, click on the "+" icon in the "Filters" section.
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10 A list of all of the available columns/data points within your report element will
display.

In this example, we will filter the Employee Census report based on the age of our
employees, so we will click on the "Age" field.
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11 In doing so, a range selection filter is added to our available filters.

Within range-selection filters, you may enter a minimum value (in this case, to
return all employees at or over a certain age), a maximum value (in this case, to
return employees at or under a certain age), or both a minimum and maximum
value (in this case, to return all employees within a specific age range).
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12
For the purposes of this example, we are filter to show all employees age of 26 or
below, so we will enter "26" into the "Max" field, strike "tab" on the keyboard, then
click the "X" to close the "Filters & controls" pop up.

13 In doing so, we can see our workbook has now been filtered for employees age 26
and below.
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Note that in this example, we now have applied multi-level filtering to the
"Employee Census" table. We have both a Page Control filter applied ("Active"
employees) and an element-level filter applied (Age 26 and below).

Adding New Page Control Filters

There may be situations in which you would like to elevate field-level filters so that
they display at the top of a given workbook along with the Page Control filters.

To do so, the filter you would like to elevate must first be added as an
element-level filter following the methodology described in the previous section.

14 Continuing our "Age" filter example from above, let's elevate the "Age"
element-level filter so that it displays as a page control.

To do so, click back into the "Filters" icon in the upper right corner of the report
element.
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15 Next to the filter that you would like to elevate to a Page Control, click on the three
vertical dots next to the On/Off toggle.

16 Within the menu options, click "Convert to page control"
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17 In clicking "Convert to page control", the "Age" filter now displays at the top of the
report along with the other active Page Controls.

Creating new views of reports is particularly useful when you will be working in
the report often and/or you need to be able to run a report with the exact same
parameters in the future.

After editing the workbook to your liking, be sure to save your edits as a new
"Bookmark" so that you can easily reload this version of the report in the future.
See our "Report Center Bookmarks" How To Guide for more information.


