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Introduction

TRAVERSE Interactive Views display information in an interactive format. These highly-configurable data
screens allow you to sort, group, and output information according to your unique needs. An interactive
view is like an inquiry screen you can customize to show the information you want to see.
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Parts of an Interactive View

The report Export Data button allows you to

— —
Use the report Preview button to view export your filter results to various formats,
_ _|  thedataasa printed report. The including Excel, HTML, Text, and XML.
The Apply Filter button Preview also allows you to save the — — = -
WI" apply your data filter. report as various file types. Use the Column Chooser button to add
- — L or remove columns from the view.
AR, Customer View [%] / I —

Bl a4 o9 b | Qg G B @ Eeot E:‘vews-«:%-f

Apply Filter [#]
And Use the Conditional Formatting Rules
‘- [Region] Begins with | r - to add visual cues for quick reference
| Data Filter | of information in the view.

Use the Grouping Area to choose Use the Reset Layout button to ‘

columns with which to group your data. clear filters, grouping, and sorting.
Customer 1D | MName | Postal Code |Ccrrtact / | Phone Email | Status |

FETIT K \ [_Save your custam view/inquiry byj
clicking the Views button. You can | |

The column headings can be

| | @ Region: 1L dragged into the Grouping Area, or create publicor private views. |

[2 City: Chicago dragged to rearrange the order.
B CED31 Cellucom Inc. 60661 Dieter Karschmidt (312)-506-7240 info@osas .com Active
| ] Cyb03% Cyber Cirquit Distribution 60663 Stanley Culpepper (312)-500-4652 info@osas.com Active
] Magl16 Magovation Inc. 55480 Accourts Payable (312)-420-0185 info@osas.com Active
| ] Myc057 Mycor Advanced Intell Systems 55475 Jack McElvie (312)-306-4512 info@osas .com Active

3 City: Cicero

City: Decatur

Organizing Data in Ascending and Descending Order

Click the arrow icon on the grouped column button to change the organization of the data from
ascending to descending order.

Civy
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Filtering Column Data

You can also sort columns by clicking on the heading, or filter columns by clicking on the funnel icon and
selecting a value.

AR Customer View x
H 4 20c60 b M Ei I Z3 @ |[Ewot - |@Views - @ [ER B
Apply F': Sort indicator | =
And You can use the funnel (filter) icon in the column header
/ to select one or more values by which to filter the view. |
Region ~ [ o] Values Text Fiters
Values Text Filters
Contact Postal Code us
; Al e

4 | Onthe Text Filters tab, you can o

| [E A0 o use criteria similar to the Data ve

i (Blanks) ND Filter to filter the column. ' ve

AZ sD R § _J -

| cA Wi Carly Hilden 55406 Co= | fve

i DE info@osas.com  Active

| IA Select one or more of the existing values in the column, or choose to ifo@osas.com | Adtive

L show all records, or only those records having a blank value in the column. ) ]

| MI infol@osas.com  Active

| Brian Mackay hhd05 (612p378-6021  info@osas.com | Active

| bhd05 (612)804-5672  info@osas.com | Active

! : Close Meenakshi Mutheri 55111 (612F375-8124  info@osas.com  Active

] 4| | Leff Gordon had01 (61203786512  info@osas.com | Active

Tec010 TechData Supersystems Lid. bed17 (6124-861-2045  info@osas.com | Active

v City: Rochester
¥ City: Rolingstone | The current filter criteria appears at '
the bottom of the window M
x /] [Region] = MN' Edit Filter
Using the Data Filter

Use the Data Filter to reduce the amount of data that needs to be pulled to your workstation. When
there is a large amount of data available, this is important to reduce network traffic and speed up the
retrieval of data.
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Filter Conditions

And

Or

Mot And
Mot Or

AND -- All records must match all conditions you set. If you set conditions that contradict each
other, such as “City begins with P AND City begins with R”, your view will have no results,
because a city cannot begin with both P and R at the same time.

If you set conditions that can exist at the same time, you will get results from your filter. For
example, this filter: “City begins with P AND City ends with E”, will include records for
Phoenixville, Pine Grove, and Pipersville, but not Philadelphia, Paoli, or Adamsville.

OR -- Records match only one condition you set. If you set conditions that contradict each other,
such as “City begins with P OR City begins with R”, your view will have results that include only
cities that begin with either P or R.

For example, this filter: “City begins with P OR City ends with E”, will include records for
Phoenixville, Crum Lynne, Philadelphia, Paoli, and Adamsville, but not Bryn Mawr or Appleton.

NOT AND -- Eliminates all records that meet both conditions. If you set conditions that
contradict each other, such as “City begins with P NOT AND City begins with R”, your view will
have the same results as only setting the condition of “City begins with P”, because a city cannot
begin with both P and R at the same time anyway.

For example, this filter: “City begins with P NOT AND City ends with E”, will include records for
Philadelphia, Appleton, Osceola, and New Prague, but not Phoenixville, Pine Grove, or
Pipersville.

NOT OR -- Records do not match any conditions you set. This is an elimination conditional.

For example, this filter: “City begins with P NOT OR City ends with E”, will include records for
Appleton, Osceola, and Bryn Mawr, but not Phoenixville, New Prague, Philadelphia, or Bernville.

Page 8



TRAVERSE Knowledge Base Article Interactive Views Tutorial
TRAVERSE v11.2 Edition

Using And

The AND conditional is used to filter your data to meet more than one condition.

1. Click on the plus icon to add an additional filter.

Apply Filter "z

2. Click on the blue, green, and gray text to show drop down menus for customizing your filter.
a. Select a criterion from the blue text menu.
b. Select a criterion from the green text menu.
c. Enter an alphanumerical value in the gray text box. Some Views will include a drop
down menu arrow in the text box where you can select predetermined criteria.

Apply Filter G
And
~{[Account Type] Equals <t Apply Filter &
Account Typ
City And
Drg  Class Code et “-[Account Type]iEqualsi<enter 3 value>
at Country E = Gl Apply Filter %7
Currency ID =
T ID # Does not equal A d
Customer Level Drag a column hea| O lsblank n
' & lsnotblank
[ Customerd__ [Account Type] Equals || v
e |s any of
@e |s none of
Postal Code

3. Click Apply Filter to display your data.
To remove a condition, click on the x icon to the far right.

If you want to remove all of the filter conditions, click the reset layout button 4l |ocated to the
right of the Views button.

Using OR

The OR conditional is used to filter your data to meet one condition, but you may want to see multiple
conditions.

1. To change from AND to OR, click AND, then a drop down menu will appear where you can select
OR.

| Apply Filter ?
‘And
D And

D Mot And
@ Mot Or

fl -:4, Add Condition
=* Add Group

# Clear All
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2. Select the desired criteria from the blue, green, and gray drop down menus as you did for AND.
3. Click Apply Filter

Grouping Data

Group the data by column to change how the information is organized.

Group Data by a Single Column

1. Click and drag the desired Column Header into the “grouping area.” (aka Group By Box) When a
pair of arrows appears, release the Column Header to place it in the grouping area.

<
Region

Name Region T City P
: Bitstream Technololgy 1A Des Maoines 5
CEID.TI Cellucom Inc. IL Chicago &
Cyb039 Cyber Cirquit Distribution - =l ~Chicago &
EleD36 Electronet Inc. L Grou.pwl‘ngArea_ .-:1'ern0rrt 5
Maali1E Mannvation ln Il Fhicaa £

2. Once your Column Header is in place, you can click the expand icon (which will turn into a
collapse icon) to expand details of the grouped column.

Region =+

Customer D Mame City Postal Code

rlegion: 1A

Click the expand/collapse arrow to
expand or collapse a group.

CHODA Cellucom Inc. Chicago 60661

Cyb035 Cyber Cirquit Distribution Chicago 60663
Magl1e Magovation Inc. Chicago hb480
Mod032 Modular Networks Decatur 62521
iy 057 IMycor Advanced Intell Systems Chicago hb479
Tr02 Triscitor Comp. Cicero 60650

3. To ungroup the Column Header, click and drag the Column Header back into the desired
location in the Header Bar. A pair of arrows will appear where the Column Header is going to
appear in the Header Bar. Release it when the pair of arrows is in the desired location.

Region + T
\\ &
| Customer 1D Name City | Region wde |Contac1
b : ~ Region: IL

Tril21 Triscitor Corp. Cicero 60650 Louis Bres|
Myc057 Mycor Advanced Intell Systems Chicago 55479 Jack McHl
Mod032 Modular Networks Decatur 62521

Magl16 Magowation Inc. Chicago 55480 Accounts

Cyb035 Cyber Cirguit Distribution Chicago 60663 Stanley C
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Alternately, you can right click on a Column Header to select Group by This Column and
Ungroup, instead of dragging and dropping the headers.

Customer 1D

Mame City Regipn Postal Code Contact

itstream Technololgy Des Moines 1A E | Sort Ascendin 9

Cellucom Inc. Chicago IL | %] SortDescending
Cyb035 Cyber Cirquit Distribution Chicago IL :. : Group By This Column
BEle036 Blectronet Inc. Fremont 1A  Hide Group By Box
Magl16 Magovation Inc. Chicago IL
Mic035 Micro-Devices lowa City 1A Hide This Column
Mod032 Modular Networks Decatur L | = Column Chooser
057 Mycor Advanced Intell Systems  Chicago IL | +a+ BestFit

Group Data by Multiple Columns

To group data by multiple columns, simply drag and drop another Column Header to the
grouping area, the same way you did for grouping by a single column.

Region &
City =
Customer 1D Name Postal Code
b » Region: A
CEI3 Cellucom Inc. GOGEET
Cyb035 Cyber Cirquit Distribution 60663
Magl16 Magovation Inc. hhdBD
Myc57 Mycor Advanced Intell Systems K79
v City: Cicero

Sorting Grouped Data by Summary

If you have used one or more columns to group/summarize data in the view, you can sort the data by a
group sum.
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AR Open Invoice View X |

= Customer 1D: ADOS

25000 Invaice
25000 Payment
25003 Invoice
26001 Invoice
26004 Invoice
26005 Invaice

» | ¢ Customer ID: ArgD26

v Customer |ID: Atm047

v Customer ID: Atm053

00000001 Relea... 6/16/2017

1 Relea... 6/20/2017 6/20/2017
00000005 Relea... 6/23/2017 6/23/2017
00000001 Relea... i2mn7 777207
00000001 Relea... 71872017 7/18/2017
00000005 Relea... 7/24/2017 7/2872017

H W 4 6d12 B b @ el O 0 [BBeot - Bivews - © B 5  Pin -
Apply Filter 2 |
And
B Grouping by Customer ID results in a B
Customer I 4 | st sumimiary total for each group (Customer 1D).
Invoice No. Invoice Type Transaction |D | Status Invoice Date ue Date «  Discount Due Date  Discount Amount | Gross Amount | Check No.

6/16/2017

772872017

0.00 16.411.50
0.00 -16,411.50 824751
0.00 19,052.42
0.00 6.235.62
0.00 317152
15570
28,619.66
0.00 334551
0.00 321757
0.00 14,373.55

To sort the data by group sum, right-click on the group header and select Sort by Summary. All available

options for sorting will

be listed in a fly-out menu.

Hide Group By Box
Hide This Column

= Column Chooser
Best Fit (all columns)
Filter Editor...

Show Find Panel
Show Auto Filter Row

] Cenditional Formattin

Custom==101
- Full Expand
Irvoiy neaction 1D | Status Invoice Date = Met Due Date « | Discount Due
| ¥= Full Collapse
. :
124 Sort Ascending 00001 Relea.. 67672007 /1672017 6416/
1%l Sort Descending Relea.. /202017 £/20/2017
J Clear All Sorting 00005 Relea... 6/23/2017 6/23/2017 6723/
Sort by Summary * Sum by 'Gross Amount' - Sort Ascending 7
1 :l: UnGroup Sum by 'Gross Amount’ - Sort Descending 18/
¥ 24/,
4

Sum by "Amount Fgn' - Sort Ascending

Sum by "Amount Fgn' - Sort Descending

Sum by 'Discount Amount' - Sort Ascending
Sum by 'Discount Amount' - Sort Descending
Sum by 'Discount Amount Fgn' - Sert Ascending

Sum by 'Discount Amount Fgn' - Sert Descending

q r

The fly-out may list some column options that are not visible in the view. You can add those columns to

the view using the Colu

mn Chooser.
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Select the sort option you want from the fly-out menu. The view will be sorted accordingly.

CustomerID ¥

“= Full Expand
Invol vl Epan ansaction |D | Status Invoice Date | Net Due Date « | Discount Due Date Discount Amount  Gross Amount | Check Mo,
= Full Collapse 000005  Relea..  7/24/2017 7/24/2017 7/24/2017 0.00 15970 N

41 Sort Ascending

0.00 2861966
, Sort Descending
Clear All Sorting
0.00 14.373.59
Clear Summary Sorting
»
Sort by Summary 4 Sum by 'Gross Amount’ - Sort Ascending
. 0.00 11,031.34
&, UnGroup +/ Sum by 'Gross Amount’ - Sort Descending
v
47 Hide Group By Box Sum by 'Amount Fgn' - Sort Ascending
. 0.00 947759
Hide This Column Sum by 'Amount Fgn' - Sort Descending
b
= Column Chooser Sum by 'Discount Amount’ - Sort Ascending
. . 21063 702110
Best Fit (all columns) Sum by 'Discount Amount' - Sort Descending
v
T Filter Editor... Sum by 'Discount Amount Fgn' - Sort Ascending
0.00 490099
Show Find Panel Sum by 'Discount Amount Fgn' - Sort Descending
I Show Auto Filter Row
+* Conditional Formatting 000] 33451

» Costomer ID: Amld

0.00 321797

21063 81.987.75

To clear the summary sorting, select Clear Summary Sorting from the right-click menu.

Customizing Column Display (Column Chooser)

The columns displayed on the screen are not always all the columns available for an interactive view.
You can add or subtract columns on the view to see the data you want.

1. Right-click on a Column Header, select Column Chooser OR use the Column Chooser button on
the toolbar.

City Beninn Postal Code: Phone
on | Rollingstone| El Sort Ascending 8 EI
Shinjuku-ku| %1 Sort Descending £
Desrwood | 5" Group By This Column ¢
Gettysbud | = Hide Group By Box ¢ Column Chooser
Wheatland &
Ford Du Lad Hide This Colurn i
Des Maines | = Column Chooser "
Minneapolis | #4+  Best Fit 7
Wamen Best Fit (all columns) 3
#  Chicago Filter Editor... i
Sioux Falls 5
Show Find Panel
Rochester rd
Cooperstow Show Auto Filter Row 5
nam Rapid City | = " Conditional Formatting * 5
2. A Customization Window will appear.
| Customization e
Attention =
Bill To ID
Class Code
Country
Credit Limit
Cumency 1D

Customer Level
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3. Drag and drop a new column from the Customization Window into the grid next to the other
column headers.

&
Contact City Region Posti
WEHEE0 emson {MRolingstone . 5556
Sue Rogers Shinjulou-Ku 1600
“ech. Deerwood MM bR44

To remove a Column, drag and drop a column header into the body of the grid. Another method is
to drag and drop the header into the Customization Window.

|| Bill Te ID -
|| Country
{| Credit Limit
{| Cumency 1D
|| Customer Lewvel
Distribution Code -

You can also rearrange columns by dragging the headers into different positions and dropping them
into a new location in the view.

Filter Data by Selection

You might want to view only data for particular entries in the table, such as any record with a blank
contact, or all records in Paoli, PA. You can do this by selecting the value to filter by from the column

header.

Show All Entries with a Blank Value

1. Click on the funnel icon

Region
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2. Select Blanks

Region + ¥ Al Code Phone Fmail
Values | TextFilters
o N

Clear Filter Close
A4

Show All Entries that are Not Blank

1.

Click on the funnel icon.

Region

2. Select all check boxes using the All check box, then clear the Blanks check box.

Region = ¥ .
Mi Values Text Filters
g

Ml
Ml Enter text to search... 2
M B (aly N
Ml [[] (Blanks) KT MD

W az W sp
IL W ca W wi
IL m DE
IL M 18
L ML

MI

IL m
IL
I Clear Filter Cloze
1A 4

Show All Entries with a Selected Value

1.

Click on the funnel icon.

Region
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2. Select one or more data values.

Region + T_Postal Code Phone Fmail
MM Values | Text Filters
MN
N er text to search P4
N (Blanks) ND
AZ 5D
N CA WI
MN DE
MM IA
MN IL
n
MN
MN Clear Filter Close
MN 4
M 45267 (5171-601-5023 info @os3
Ml 48833 (3131602-5003 info @osa

Click on the funnel icon.

Region

Create a Custom Selection Filter

Region + ¥ Postal Cade___ Phone
Ml Values | TextFilters
Mi
M Custom Filter
i Equals
| Does Mot Equal

MI Begins With
I Ends With

Contains
IL Does Not Contain
IL 1 Is Blank
L Is Not Blank

Custom Filter
IL
IL
1A
1A
1A 50300 (515)-406-7841
DE 14003 (203)-555-3642

Email

Close
A
info@osg
info@osg

2. Select the Text Filters tab, then Custom Filter in the drop-down list.
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3. Inthe Custom Filter, you can create up to two criteria by which to filter the column.

Region ~ ¥ | Postal Cade Phone Frmail

MN Values | Text Filters o
MM IS
MN Custom Filter | |
MN First Contains - B
MN M s
MN ) ] s
MN () And (@ Or s
MN Second Contains v s
MM Al &
MN IS
MM IS
M Clear Filter Close N
MN A8
MN 55912 (612)-205-3023 info@osas
MN 55133 (612)-804-5612 info@osas

a. ORin this example will list all of the regions that match the first or the second
conditions.
b. AND in this example will list all of the regions that match both of the conditions.

4. To clear the filter, click the Clear Filter button.

Named Views

When you have an interactive view set up with the criteria you want, and would like to save that view
for future use, you can create a named view.

Save Named View

1. Click on Views button on the Toolbar.

2. Under Save View As, enter a name and press the Enter key.
[ Export ~ [ Views ~|@ |
Edit Views...

Save View As:

test view

3. A notification will appear that says the view is saved, then click OK.

TRAVERSE Global

View saved successfully.

%

The new view you saved is displayed on the Views menu.
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Edit Views

1. Click on the Views button.

2. Select Edit Views.

Export - i@ Views -|@ |
-

Save Vi

Edit Views...

test view

3. The Views Editor appears.

5] Views Editor

Diescription

M4 4 Record 1ofl1 b W —

- O
Public

AR Customer View

X

Public

4. Make your changes to the interactive view. By default, the named view is private. You can only

edit private views.

5. If necessary, change from private to public by clicking the Public button, which marks the check
box. Making the view public allows all other TRAVERSE users to use the view, instead of just the
user who created it. NOTE: Once a view is made pubilic, it cannot be edited unless the SM

Business Rule to allow editing public views is set to ‘Yes'.

=] Views Editor

Mame

F  testview

Description
AR Customer View

— O

Public
7

.......................

Delete Named Views

NOTE: A public view cannot be deleted unless the SM Business Rule to allow editing public views is set

to ‘Yes’.

1. To delete Named Views, select the View so there is an arrow in the left gray column, then click

the minus/delete record button.

Name
testview

JName

» Jtest view
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2. A notification will appear, select Yes.

TRAVERSE Global

Are you sure you wart to delete the selected record(s)?

No

3. Close the editor with the X in the top right corner.

Open a Named View

1.

Print or Export a Report

Click on the Views button
2. Select the Named View

| Export_~ By Vviews -9
Edit Views. ..
Save View As:

test view (1)

test view™

Print the Report Data

1. Set up your window how you want it to look as a printed document. This would include any

grouping, sorting, filtering, or column changes you would like to include.

2. Click Print Preview button 'Ql.

[/ Preview AR Customer View =
File View Background
i B 68 6B OEGE O al& e ~|a LR AR =
Global 2 Environment
AR Customer View Page 1
Customer D Name Contad: City Region  Postal Code Phone

AltD08 \Altos Servers Company Wendy Severnson |Rollingstone  MN 55969 (612)-805-6782

Atm047 \Asynchronaus Networking Tech, Deerwood MN 56944 (612)-906-3214

Bur0ss Burnhaven Software Design Arijit Metha Minneapolis MN 55460 (612)-708-3451

Celn17 Celebris Systems Warren MI 48089 (517)-303-1888

Com003 Communicating PC's Inc. Henry Vernly Rochester MN 55901 (612)-268-4571

Crooo3 Crovley ShoeManufacturing ~ Marlin Maxwell | Minneapolis MN 55487 (612)-674-1245

Cyp034 Cypress Multimedia Melissa Standage  [Yale MI 48097 (517)-308-9453

Env024 Envirocorp Software Systems  JamieWilliams  |Woodbury MI 48849 (517)-406-2045

Exc054 Excelcor Technologies Carly Hilden Minneapolis MN 55406 (612)-805-4567

Gen0ss Genetek Biodesigns Karen Peterson  (Minneapolis MN 55407 (612)-906-4512

Into50 Integrated Cirquiy C.RogersPayack [t Paul MN 55155 (612)-705-4815

Int0ss Integrated Technologies Hilda Bennatt St. Paul MN 55156 (612)-504-7058

150059 Isatek Software Solutions JacksonFarley  |St. Paul MN 55155 (612)-705-4584

Lex015 LexiMarc Inc. St. Paul MN 55155 (612)-706-1224

Megno6 Megatrends Computer Systems  |James Blutarski | Minneapolis MN 55450 (612)-784-5691

Mic002 Micronics Systems Inc. Marlys Robinson  Minneapolis MN 55480 (612)-544-7481

Mic046 Microtronic Inc. Fairmont MN 56031 (612)-705-6012

Mnl048 MinnesotaNorthemn Laboratory  |Alison Ashbuy |t Paul MN 55133 (612)-804-5612

MonD41 Monolithic Networks |Austin MN 55912 (612)-805-3023

[P Mmimm P b T [Sp— p— want cenan (c4m1 one enan

1

Page 1 of 2 100% (=) { )

)
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3. Use the print command buttons in the preview window to print or save the report data.

4. Use the other buttons on the preview toolbar to scale the output, change the background,
change the page setup, etc. You can also use the Export Document option to export to different
file formats such as PDF or XLSX.

5. Close preview window with the x in the corner.

Export the Report Data

1. Click on the Export button on the toolbar.

[ /[y Export ~{| BY Views
Excel
HTML
Text
XML

2. Choose the format for the export and click.
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Right-click Menu

You can access a number of options via the right-click menu available when you move the cursor to a
column header and right-click.

21 Sort Ascending
Z] Sort Descending
Clear All Sorting
Group By This Celumn
4~ Hide Group By Box
Hide This Column
= Column Chooser
+a+ Best Fit
Best Fit (all columns)
T Filter Editor...
Show Find Panel
Show Auto Filter Row

=~ Conditicnal Formatting »

Sort

Use the Sort Ascending or Sort Descending options to sort the column accordingly. Use the Clear All
Sorting option to remove sorting.

Group

When you right-click on a column header, you can use the Group By This Column option to add the
column to the grouping area (aka Group By box). Alternately, you can click and drag column headers
into the grouping area.

To fully expand or fully collapse a grouped view, right-click on the grouping area and select Full Expand
or Full Collapse.

If you want to hide the grouping area (aka Group By box), use the Hide Group By Box option. To show it,
select Show Group By Box from the right-click menu.

If you grouped data in the view, you can right-click on the grouping area and select Clear Grouping from
the menu.

Columns

Right-click on a column header and select Hide This Column to keep the column in the view, but hidden.
To show the column, add the column again from the Column Chooser window. You can use the Reset
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Layout button on the toolbar to show the column again, but this option will reset the view to the initial,
or ‘default’, columns, so use caution if you have made a number of changes to the view.

See page 13 for details about the Column Chooser.

Use the Best Fit option on a column to automatically size the column to view the entirety of the data in
the cells of that column. Use the Best Fit (all columns) option to automatically size all columns.

Filters

You can create a column-specific filter by right-clicking on the column header and choosing the Filter
Editor... option. This will open a Create Filter window where you can create a filter similar to a Data
Filter for the column. When you finish creating the filter, click the Apply button.

Use the Show Find Panel to open a panel that allows you to search the entire view. Enter a search string
and click the Find button. The view will display all rows containing the search term, as well as highlight
that search string in the cells.

X ing | - Find Clear
Customer 1D Name Contact o Enteran alphanur_neri.c search bde | Phone Email Status
3 RG Systems Inc. Sue Rogers S"'muunu'ri\:frm’ then click Find. |u|.r|.ruL‘.é F3M 5N info@osas.com  Active
Am053 ATM Switches Inc. Gettysburg 5D 57442 (605)-489-5023  info@osas.com  Active
Bet023 Beta Dynamics Ine. Fond Du Lac wil 53500 [414}-402-0853  info@osas.com | Active
CHO Cellucom Ine. Dieter Karsch... Chicago IL BD6E1 (312)-506-7840  info@osas.com  Active
Com005 Communicating PC’s Ine.  Henry Vemly Rochester MN 55901 (612)-268-4571  info@osas.com  Active
Elel36 Electronet Inc. Accounts Pay...  Fremont 1A 52561 (515)-350-7835  info@osas.com  Active
Lex015 LexiMarc Inc. 5t. Paul M~ 55155 (612)-706-1224  info@osas.com  Active
Magli6 Magovation Inc. Accounts Pay...  Chicago IL 55480 (312420-0185  info@osas.com  Active
MicD02 Micronics Systems Ine.  Marlys Robinson  Minneapolis M~ 55480 (612)-544-7481  info@osas.com  Active
MicD46 Microtronic Ing. Faimant MM 56031 (612)-7056012  info@osas.com  Active
Moul27 Mouse Products Ine. Fred Evans Isanti MN 55040 (612)-805-6023 info@osas.com  Active
Man019 Nanoprocessing Ine Edward Cutting  Sioux Falls sD 57101 (605)-204-5615  info@osas.com  Active
Pik 045 Fikus Electronics Inc Minneapolis M~ 55405 (612)-804-5612  info@osas.com  Active
Son05 SonicView Systems Ine.  Meenakshi Mu... Minneapolis M~ 55111 (612)-375-8124  info@osas.com  Active
Terl45 Tetramax Inc. Hamy Peachtree  Circle Fines M~ 55014 (612)-502-6023  info@osas.com  Inactive

Use the Hide Find Panel option to close the panel.

Use the Show Auto Filter Row option to make the auto filter row available. The auto filter row allows
you another way to filter the data in the view.
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Click in the column filter row and enter the criteria with which to filter the view.

Customer ID MName Contact City
v @ el Jome o0

ArODE = Equals Rollin

Arg026 = Does not equal Shinju

Am047 #B Contains Deery

AtmD53 i@s Does not contain Getiys

AdD4D Whesal
s like

Bet023 Fond

5020 rc |s not like Des

Burl56 e Begins with Minne

CelD17 ml  Ends with Wamef

cao3 > s greater than Chicay

Chrl52 2 Is greater than or equal to Siowe

Com005 Roch
< lslessthan

Com028 Coopd
< Islessthan or equal to

Con029 Rapid

Select the conditional and enter the criteria to filter the view.

Customer ID Mame Contact City Region Postal Code | Phone Email Status
v e i o L L ol o -
Argl26 ARG Systems Sue Rogers Shinjuku-Ku 1600023 33345111 info@osas.com  Active
Atm053 ATM Switches Inc. Gettysburg sSD 57442 (605)-489-5023 info@osas.com  Active
Bet023 Beta Dynamics Inc. .'_ selacta cbmparison and enter _“. 53500 (#14)-402-0853  info@osas.com  Active
CHO3 Cellucom Inc. Di¢ the criteria to filter the column. GOGET (312)-506-7840  info@osas.com  Active
Com005 Communicating PC's Inc. He-'n_rg,r Wemly "Rochester "MN - 56901 (6122684571  info@osas.com  Active
Ele036 Electronet Inc. Accounts Pay...  Fremont 1A 52561 (515}-350-7855  info@osas.com  Active
Lex015 LexiMarz Inc. St. Paul M~ 55155 (612)-706-1224  ifo@osas.com  Active
Magl16 Magovation Inc. Accounts Pay...  Chicago IL 5480 (312-420-0185  info@osas.com  Active
Mic002 Micronics Systems Inc. | Marys Robinson = Minneapolis MN hh480 (612)-544-7481  info@osas.com  Active
Mic04E Microtronic Inc. Faimont M~ 56031 (6127056012 ifo@osas.com  Active
Moul27 Mouse Products Inc. Fred Evans lsanti MN 5040 61218056023 info@osas.com  Active
Nan015 MNanoprocessing Inc. Edward Cutting  Sioux Falls SD 57101 (605)-204-5615  info@osas.com  Active
Pik 049 Pikus Electronics Inc. Minneapolis M~ 55405 (612)-804-5612 info@osas.com  Active
Son009 SonicView Systep——"——"—"—"= - s S TAASASEAASS e —— Active
Ter(45 Tetramax Inc. | The filter criteria appears at the bottom of the view. Clear the check box to | Inactive
remove the filter. Click the Edit Filter button to open the Create Filter screen. .
| __,\
x /] Contains([Mame], inc) Edit Filter |

You can hide the auto filter row with that option on the right-click menu.

Conditional Formatting
Conditional formatting will allow you to format records when they meet certain criteria, giving you a
quick visual reference of the data. This criterion can be determined by:

o All cells based on their values

e Only cells that contain a particular value

e  Only top or bottom ranked values
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e Only values that are above or below average
e Only unique or duplicate values
e Use a formula to determine which cells to format

The Conditional Formatting Rules are very similar to the conditional formatting used in MS Excel. If you
are familiar with the Excel conditional formatting functionality, you will understand the conditional
formatting used in the Interactive Views.

To access the conditional formatting rules, click on the Conditional Formatting Rules button (E@) on the
toolbar OR right-click on a column header and select ‘Conditional Formatting’ from the menu. Additional
fly-out menus allow you to select specific conditional formatting rules. Select the ‘Manage Rules...’

option to open the Conditional Formatting Rules Manager window.

-Custc 4] Sort Ascending .. | Status Invoice Type Iy
» Released Invoice f
Z] Sort Descending
Released Invoice f
ArgDl &, Group By This Column Released Invoice i
Am0| 47 Hide Group By Box Released Invoice f
AkD0 Hide This Calumn Released Payment £
AtD0 = Column Chooser Released Invoice f
Bet(d Released Invaice f
+a+ Best Fit
Senly Released Invoice
Amil Best Fit (all columns) Released Paymert
At00, Y Filter Editor... Released Invoice
Bur(# Show Find Panel Released Invoice
Arg02 Show Auto Filter Row Released Invoice
Betl: — < =
A0 =" Conditional Formatting * EH Highlight Cell Rules 3
Atm053 25005 ooooooo7 | [ Top/Bottom Rules ’
AltD0S 26005 00000005 LDLEQ Unigue/Duplicate Rules »
Cell17 26006 00000006 |Ef; Manage Rules...
Conditional Formatting Rules Manager x
New Rule...
Rule Format Apply to the row | Column Stop If True
oK Cancel

Rule Types and Formatting Options

Each rule type allows you to determine the conditions under which cells are formatted. Each rule type

has one or more ways to format the cells that meet the conditions.

Use the New Rule... button on the Conditional Formatting Rules Manager screen to open the New

Formatting Rule screen where you can select a rule type and establish conditions and formatting.
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On the Conditional Formatting Rule Manager screen, you have options to define the limits of the

formatting:

If you want to format an entire row based on the conditions that exist in one or more columns,
rather than just the column cells, select the Apply to the row option.

Use the Stop If True property to determine how to evaluate overlapping conditional formatting
rules on a cell. Select the Stop if True check box to indicate whether rules lower in precedence
are applied. If the overlapping conditional formatting rules affect the same format attributes of
the cell (for example, all of them specify the background color), only the format of the rule with
the highest priority will be applied, despite the Stop If True value. By default, the last created
rule has the highest priority. This option is not available for rules that format cells using data
bars, color scale, or icon sets.

Type:
Value:

Color:

Preview:

New Formatting Rule x
Select a Rule Type:

Format all cells based on their values

Format only cells that contain

Format only top or bottom ranked values

Format only values that are above or below average
Format only unique or duplicate values

Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values

Format Style: | 2-Color Scale -

Minimum Maximum
Percent A Type: Percent A
0 Value: 100
= - Color: = -

OK

Format all cells based on their values

When you select to format all cells based on their values, you can then edit the rule description to set

the conditions under which cells will be formatted. There are multiple styles available for formatting all

cells based on their values:

2-Color Scale
A two-color scale will format the cells depending on how close to the minimum or maximum value the

cell falls. To set up the conditions for a 2-color scale:

Select the Type of Minimum and Maximum value. ldeally, these should be the same for analysis
purposes. Choose ‘Number’ to analyze the cells on the numeric value, or ‘Percent’ to analyze the
cells by percentage of the value when compared to the Min/Max values.

Enter a Minimum and Maximum Value for the conditional scale. The closer a value is to the
minimum, the closer it will match the minimum color. The closer it is to the maximum, the
closer it will match the maximum color.
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3. Select a Minimum and a Maximum Color. These will help you determine with a glance how close

a cell value is to either end of the range.

Sample:

Edit the Rule Description:

Format all cells based on their values
Format Style: | 2-Color Scale

Minimum
Type: MNumber -
Value: 0
Color: = v

Maximum
Type: MNumber
value: | 20000|
Color: ==

-

| ook

Cancel

When finished setting up the condition, click OK. The rule appears in the Conditional Formatting
Rules Manager. Select the Column to analyze for the condition. Select a Column Apply To for the

formatting.

Conditional Formatting Rules Manager

X |

| MNew Rule... | Edit Rule... Delete Rule Up Down Show rules for: | (all) -
Rule Format Apply to the row | Column Stop If True Column Apply Ta
1  Graded Color Scale _ Gross Amount [} Gross Amount
oK, | | Cancel | | Apply |

Click the Apply button to see the results.

Customer ID | Invoice No. | Transaction ... Status Invoice Type

3 25000 00000001 Released Invaice 6/16/2017
Atm053 25001 00000002 Released Invaice 61772017
Arg026 25002 00000003 Released Invaice 6/18/2017
Am047 061800000... 0DDODOO4 Released Invaice 6/18/2017
AtDD8 25000 1 Released Paymert 6/20/2017
AtD08 25003 00000005 Released Invaice 6/23/2017
BetDZ3 26000 00000002 Released Invaice 6/28/2017
Sen051 25004 0DD0DD0E Released Invoice 7272017
Am47 061800000... 2 Released Payment F/2r2m7
Alt008 26001 00000001 Released Invaice 777207
BurD56 26002 00000003 Released Invaice TAAMT
Arg026 26003 00000004 Released Invaice 7/9/2017
Bet023 26000 3 Released Payment Tn2m7
AltDDE 26004 00000001 Released Invaice 78207
Atm053 25005 00000007 Released Invaice 72227
AltD03 26005 00000005 Released Invoice Tr2472017
Cell17 26006 00000006 Released Invaice /2472017

Invoice Date | Met Due Date Discount Du...  Discount A...

61672017 6/16/2017
672007 87207
6182017 6/18/2017
6182017 6/18/2017
6/20/2017
6/23/2017  6/23/2017
6/28/2017  6/28/2017
2Amy 77272017
My
Eran 77207
WMy 77720017
72T 77972017
727
7820017 7182017
TREHNT 2227
TR4207 72472017
8/23/2017 8/3/2017

===
2885

0.00

==
28 8

0.00

=M=
28 8

&
g
2

0.00

==
28 8

21063

21063

Gross Amount | Checke No.

-16.411.50 824751

-6.731.358 721864

81.987.75
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Notice the closer an amount is to minimum, the more green (minimum color) the cell becomes.
Likewise with the maximum (red color). Negative cells are not formatted because they are outside
the Min/Max range.

3-Color Scale
A three-color scale will format the cells depending on how close to the minimum, midpoint, or
maximum value the cell falls. To set up the conditions for a 3-color scale:

1. Select the Type of Minimum, Midpoint, and Maximum value. Ideally, these should be the same
for analysis purposes. Choose ‘Number’ to analyze the cells on the numeric value, or ‘Percent’ to
analyze the cells by percentage of the value when compared to the Min/Mid/Max values.

2. Enter a Minimum, Midpoint, and Maximum Value for the conditional scale. The closer a value is
to each setting, the closer it will match that color.

3. Select a Minimum, Midpoint, and Maximum Color. These will help you determine with a glance
how close a cell value is to either end or the middle of the range.

Sample:

Edit the Rule Description:

Format all cells based en their values
Format Style: | 3-Color Scale v

Minimum Midpaint Maximum
Type: Percent * | Type: Percent *| Type: Percent -
Value: 0 Value: | 50 Value: | 100
Calor: == = Color: — * | Color: [ v
Preview:

Cancel

When finished setting up the condition, click OK. The rule appears in the Conditional Formatting
Rules Manager. Select the Column to analyze for the condition. Select a Column Apply To for the

formatting.
Conditional Formatting Rules Manager X
Mew Rule... Show rules for: | (All) -
Rule Format Apply to the row | Column Stop If True Column Apply To
/! Graded Color Scale = Gross Amount Gross Amount

oK Cancel Apply
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Click the Apply button to see the results.

Customer D Invoice No. | Transaction ... | Status Invoice Type Invoice Date  Met Due Date | Discourt Du... Discourt A... | Gross Amount | Check No.
25000 00000001 Released Invaice 6/16/2017 6/16/2017 671672017 0.00 16.411.50
Atm053 25001 00000002 Released Inveice 6/17/2017 6/17/2017  617/2017 0.00 648745
Arg026 25002 00000003 Released Inveice 6/18/2017 6/18/2017  6/18/°2017 0.00 2442325
Atm047 061200000... | 000DDOD4 Released Inveice £/18/2017 6/18/2017  6/18/2017 0.00 731757
AtD08 25000 1 Released Payment 6/20/2017 6/20/2017 0.00 BESIGETRSE 824751
A003 25003 0000000E Released Invoice 6/23/2017 6/23/2017 6/23/2017 0.00 19,052.42
Bet023 26000 00000002 Released Inveice 6/28/2017 6/28/2017  6/28/2017 0.00 11632.37
Sen051 25004 00000006 Released Inveice 227 7422017 72207 0.00 947759
Atm047 061800000... 2 Released Payment 27 7/22017 0.00 -4,100.00
AtD08 26001 00000001 Released Invoice 77207 7472017 712017 0.00 6.235.62
Burl56 26002 00000003 Released Invoice M7 772017 TT2017 0.00 11.031.34
Argl26 26003 00000004 Released Inveice 7/9/2017 7/9/2017 7/9/2017 0.00 503.26
Bet023 26000 3 Released Payment 7207 2017 0.00 6,731.38 721864
AtD08 26004 00000001 Released Inveice 71872017 7182017 TA8207 0.00 3171.92
Atm053 25005 00000007 Released Invoice Trazrami 72T TRT 0.00 7.886.13
ADOB 26005 00000005 Released Invoice T/24/2017 T42017 T07 0.00 159.70
CelD17 26006 00000006 Released Inveice 7r24/2017 8/23/2017 8/3/2017 21063 7021.10
21063 81.587.75

Notice that because the Min/Mid/Max range is based on percent rather than value, all cells in the
selected column are analyzed. The negative numbers are toward/at the minimum (red) end of the
range, while the largest positive numbers are toward/at the maximum (green) end of the range.

Data Bar
A data bar will format the cells with sized, colored bars depending on how close to the minimum or
maximum value the cell falls. To set up the conditions for a data bar format:

1. Select the Type of Minimum and Maximum value. Ideally, these should be the same for analysis
purposes. Choose ‘Number’ to analyze the cells on the numeric value, or ‘Percent’ to analyze the
cells by percentage of the value when compared to the Min/Max values.

2. Enter a Minimum and Maximum Value for the conditional scale. The closer a value is to each
setting will determine the size of the Min/Max bars.

3. Select a Fill and fill Color for the values greater than the minimum value. A solid fill will display
the data bar as a solid color, while the gradient fill will display the bar with varying degrees of
darkness.

4. Select a Border for the minimum bar. You can choose to have a solid border around the bar, or
no border. If you choose to have a border, select the Color of the border.

5. To show a vertical series of dots to separate the min/max colors, mark the Draw Axis check box;
otherwise, leave it blank. If you choose to draw the axis, select an Axis Color.

6. Select a Bar Direction to define to which side of the axis the bar colors will be used: ‘Context’ to
color the values based on the min/max values, ‘Left-to-Right’ to use the bar colors from the
bottom half (max) of the format description on the left side of the axis, or ‘Right-to-Left’ to use
those colors on the right of the axis.

7. Select the Use Negative Bar check box to activate the remaining fields and use them to
determine the Fill, fill Color, Border, and border Color characteristics for values below the
minimum value entered; otherwise, clear the check box.
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8. The Preview bar shows how the data bars will appear on the view.

Sample:

Edit the Rule Description:

Format all cells based on their values

Format Style: Data Bar -
Mirimurm

Type: Percent -

Value: |0

Bar Appearance:
Fill:
Solid Fil -

Color: Border:

/
W/ Draw Axis
‘f Use Megative Bar

Axis Color:
| A
Fill: Border:

Solid Fil -

Preview: | | i |

Type:

Value: | 100

~ | Solid Border -

Bar Direction
Context

~ | Solid Border -

Percent

Maximurn

Color:

Color:

Cancel

When finished setting up the condition, click OK. The rule appears in the Conditional Formatting

Rules Manager. Select the Column to analyze for the condition. Select a Column Apply To for the

formatting.

Conditional Formatting Rules Manager

New Rule... Edit Rule Delete Rule D Show rules for: | (All) -
Rule Format Apply to the row | Column Stop If True Column Apply To
! DataBar [ 5] Gross Amount Gross Amount
Ok Cancel Apply
Click the Apply button to see the results.

Customer ID | Invoice No. | Transaction ... | Status Invoice Type Invoice Date = Met Due Date | Discount Du... Discourt A... | Gross Amourt | Check Mo.

00000001 Released Invoice 6/16/2017  6/16/2017  6/16/2117 0.00 1
Am053 25001 00000002 Released Invoice 6A7/2017 6/17/2017 6172017 0.00 @?.48
Arg026 25002 00000003 Released Invoice 6/18/2017 6/18/2017 6/18/2017 0.00 $[|4-42.25
Atm047 061800000... 0OODOOO4 Released Invoice 6/18/2017 6/18/2017 6/18/2017 0.00 T.BT
ADD8 25000 1 Released Payment 6/20/2M7  6/20/2117 0.00 [_}.411.50 824751
ADD8 25003 00000005 Released Invoice 6/23/2017  6/23/217  6/23/217 0.00 1
Bet023 26000 00000002 Released Invoice 6/28/2017  6/28/2017  6/28/217 0.00 1 1@3?
Senl51 25004 00000006 Released Invoice 72207 227 722017 0.00 {477 59
Am047 061800000... 2 Released Payment 7227 TA2MT 0.00 B’.‘I 00.00
A008 26001 0000000 Released Invoice 775207 775207 775207 0.00 @5.82
Bur056 26002 00000003 Released Invoice 775207 775207 75207 0.00 1 1.3-4
Arg026 26003 00000004 Released Invoice 779727 779727 779727 0.00 i 903.26
Bet023 26000 3 Released Payment 2m7 7A2n7 0.00  [3.731.38 721864
ADD8 26004 00000001 Released Invoice 7418/20M7 7182017 7182017 0.00 H] 71.52
Atm053 25005 00000007 Released Invoice 7/222M7 . TARZ2ANT T22mMT 0.00 88 13
AtDDB 26005 00000005 Released Invoice 72472017 TRA2NT TA2017 0.00 i 159.70
Cell17 26006 0000000e Released Invoice 7/24/207 8/23/2017 8/3/2017 210,63 @1 Rl

21063 81,5877
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Notice that because the Min value (percent) is set to zero, all cells with values less than 0 percent
have negative bars, and cells with values greater than zero have bars of varying lengths depending
on how far the value is beyond zero. If the value in the cell is very close to the min value, the cell
may appear to have no bar.

Icon Sets
An Icon Set will format the cells with filled or colored icons depending on how close to the indicated
values the cell falls. To set up the conditions for an icon set format:

1. Select the Icon Set to use for formatting.

Select the Type of value. Ideally, these should be the same for analysis purposes. Choose
‘Number’ to analyze the cells by the numeric value, or ‘Percent’ to analyze the cells by
percentage of the value.

3. Foreachicon, determine the values at which the icon will be displayed. Each icon has an option
to display when the cell value is either ‘equal to or greater than’ (>=) the entered value, or
greater than (>) the entered value. Enter a minimum value for each icon on the conditional
scale.

Sample:

Edit the Rule Description:

Format all cells based on their values
Format Style: Icon Sets -

‘ -
Mumber -

Display each icon according to these rules:

when value is == = | 10000|
when < 10000 and == = 7500
¥ when <7500 == = | 2500
OK Cancel

When finished setting up the condition, click OK. The rule appears in the Conditional Formatting
Rules Manager. Select the Column to analyze for the condition. Select a Column Apply To for the

formatting.
Conditional Formatting Rules Manager b4
MNew Rule... Show rules for: | (all) -
Rule Format Apply to the row | Column Stop If True Column Apply To
W 1con set ¥ (=] Gross Amount Gross Amount

oK. Cancel Apply
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Click the Apply button to see the results.

Customer D

Am053
Arg026
Am047
AtD08
AtD08
Bet023
Sen051
Am047
AtDD8
Burl56
Arg026
Bet023
Alt008
Atm053
AtD08
Cell17

Invaice No.
25000
25001
25002

061200000...

25000
25003
26000
25004
061300000.
26001
26002
26003
26000
26004
25005
26005
26006

Transaction ..
00000001
00000002
00000003
00000004
1
00000005
00000002
00000006
2
00000001
00000003
00000004
3
00000001
00000007
00000005
00000006

Status

Released
Released
Released
Released
Released
Released
Released
Released
Released
Released
Released
Released
Released
Released
Released
Released

Released

Invoice Type
Invoice
Invoice
Inveice
Invoice
Paymert
Invoice
Invoice
Invoice
Paymert
Invoice
Invoice
Invoice
Payment
Invoice
Invoice
Invoice

Invoice

Invaice Date
6/16/2017
6/17/2017
61872017
£/18/2017
6/20/2017
6/23/2017
6/28/2017

Trareami
TIAMT
TAAMT
7727
7/9/2017
N2my
7182m7
22T
724527
T/2472M7

Net Due Date
6/16/2017
6/17/2017
6/18/2017
6/18/2017
6/20/2017
6/23/2017
6/28/2017

Frarmi
2T
TAR2MT
TTR2M7
7/9/2017
T2mT
7n82m7
TAAMT
T/24/27
8/23/2017

Discount Du...
6/16/2017
6/17/2017
6/18/2017
6/18/2017

6/23/2017
6/28/2017
22m7

27
727
73207

7182my
rrir.on
7247207

8/3/2017

Discount A...
0.00

000 - 648746

0.00

000 § 731797

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

21063 § 7.02110

21063

Gross Amount | Check No.

4+

¥+

16.411.50

244225

-16.411.50 824751
19,052 42
11,632.37

947753
-4,100.00
623562
11.031.34
503.26
£6.731.38 721864
392
7.886.13
15570

81,9877

Notice that cells with values that fall outside the parameters established in the condition format

manager have no icon. All cells with values equal to or greater than 10,000 have green arrows, all

cells with values of 7,500 up to 9,999 have yellow arrows, and cells with values less than 7,500 but

greater than or equal to 2,500 have red arrows.

Only format cells that contain

You can select to format only cells that contain a value based on criteria you select. You have the option

to set criteria based on whether the value is empty, equal to/not equal to, greater than/less than,

between/not between, or greater than or equal to/less than or equal to a value or values you choose. If

you want to format cells based on a date, you can select from a variety of timeframes.

Cell Value

1. Select Cell Value for the basis of the format condition.

2. Select a criteria from the drop-down list. The available criteria is similar to the criteria available
in the Data Filter.
3. Depending on the criteria, enter one or more values that determine the boundaries of the

criteria. Cells with a value that makes the criteria true will be formatted. For instance, if you

choose a criteria of ‘between’, enter the range of values within which cells will be formatted. If

you enter a range of 10,000 to 15,000, any cell with a value that is between those two numbers
will be formatted.
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4. Click the Format... button to open the Format Cells window. There are three tabs in this window

that allow you to format the Font and Fill of the cells, or you can select a Predefined Appearance

for the cells. Select your cell format. Use the Clear button to clear your choices.

Format Cells * || Format Cells
Font | Fil | Predefined Appearance Font | il | Predefined Appearance
Font: Effects: Badckground Color:
Tahoma - Underli
naerine W Automatic
Font style: Strikethrough
Regular -
Font color:
 — -
9 More Colors...
Clear Clear
oK Cancel oK Cancel

x || Format Cells
Font | Fil

Predefined Appearance:
None
Mone
Red Fill with Red Text
Yellow Fill with Yellow Text
Green Fill with Green Text
Red Fil
Red Text
Green Fil
Green Text
Bold Text
Italic Text
Strikeout Text
Red Bald Text
Green Bold Text

Predefined Appearance

x

Clear

oK Cancel

5. Click OK to close the Format Cells window and return to the Formatting Rule screen. The

Preview bar shows how the formatting will appear on the view.

Sample:

Hew Formatting Rule
Select a Rule Type:

Format all cells based on their values

Format only cells that contain

Format only top or bottom ranked values

Format only values that are above or below average
Format only unique or duplicate values

Use a formula to determine which cells to format

Edit the Rule Description:
Format only cells with:
Cell value -

Between - 1000

Preview: AaBbCcYyZz

10000

and

oK Cancel

When finished setting up the condition, click OK. The rule appears in the Conditional Formatting

Rules Manager. Select the Column to analyze for the condition. Select a Column Apply To for the

formatting.

Conditional Formatting Rules Manager

New Rule...
Rule Format Apply to the row
Wl Cel Value AaBbCcYyZz

Show rules for: | (all)

Column Stop If True

Gross Amount

OK Cancel

Column Apply To

Gross Amount

Apply
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Click the Apply button to see the results.

Customer ID | Invoice No. | Transaction ... | Status Invaice Type Invoice Date  Met Due Date  Discount Du... Discourt A..  Gross Amount | Check No.
At008 25000 00000001 Released Invoice 6/16/2017 61672017 6/16/2017 0.00 16.411.50
Am053 25001 00000002 Released Invoice 6/17/2017 61772017 6/17/2017 0.00 6.487.46
b Arg026 25002 00000003 Released Inveice 6/18/2017 61872017 6/18/2017 0.00 244225
Am047 061800000... 00000004 Released Inveice 6182017 61872017 61872017 0.00 7317597
At008 25000 1 Released Payment 672072017 &/20/°2017 0.00 -16.411.50 824751
At008 25003 00000005 Released Inveice 672372017 &/23/2017 6/23/2017 0.00 19.052.42
Bet023 26000 00000002 Released Invoice 6/28/2017  6/28/2017 6/28/2017 0.00 1163237
Sen051 25004 00000006 Released Invoice 2T 722017 722017 0.00 947759
Am047 061800000... 2 Released Payment TraAm7 72207 0.00 -4,100.00
At008 26001 00000001 Released Invoice -ar 772017 77207 0.00 6.235.62
Burl56 26002 00000003 Released Invoice -ar 772017 - ar 0.00 11.031.34
Arg026 26003 00000004 Released Invoice 7/9/2017 7/9/2017 7/9/2017 0.00 503.26
Bet023 26000 3 Released Payment A2mMT 0 7T 0.00 £.731.38 721864
At008 26004 00000001 Released Invoice 7182017 T80T 7/18/2017 0.00 3.171.92
Am053 25005 00000007 Released Inveice My Ty 77222017 0.00 7.886.13
At008 26005 00000005 Released Inveice My T2e2my 772472017 0.00 159.70
Cell7 26006 00000006 Released Inveice TrAnMT 2327 8/3/72017 21063 7.021.10
21063 81,987.7

Cells with values that fall within the range of 1,000 and 10,000 are formatted.

Dates Occurring
1. Select Dates Occurring for the basis of the format condition.
2. Select one or more timeframes from the drop-down list.
3. Click the Format... button to open the Format Cells window. There are three tabs in this window
that allow you to format the Font and Fill of the cells, or you can select a Predefined Appearance
for the cells. Select your cell format. Use the Clear button to clear your choices.

Format Cells X || Format Cells x || Fermat Cells x
Fonti | Fill | Predefined Appearance Font | Fill | Predefined Appearance Font | Fill | Predefined Appearance
Font: Effects: Background Color: Predefined Appearance:
Tahoma - i None -
Underline B Automatc
Font style: Strikethrough None
Regular - ne Colors Red Fillwith Red Text

Yellow Fill with Yellow Text
Font color:

— hd

Green Fill with Green Text
Red Fil

Red Text

Green Fil

Green Text

Bold Text

Ttalic Text

Strikeout Text

Red Bold Text

Green Bold Text

8 More Colors..,

Clear Clear Clear

oK Cancel oK Cancel oK Cancel

4. Click OK to close the Format Cells window and return to the Formatting Rule screen. The
Preview bar shows how the formatting will appear on the view.
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Sample:

Edit Formatting Rule x
Select a Rule Type:

Format all cells based on their values

Format only cells that contain

Format only top or bottom ranked values

Format only values that are above or below average
Format only unique or duplicate values

Use a formula to determine which cells to format

Edit the Rule Description:
Format only cells with:

Dates Occurring =

Preview: AaBbCcYyZz Format. ..

OK Cancel

When finished setting up the condition, click OK. The rule appears in the Conditional Formatting
Rules Manager. Select the Column to analyze for the condition. Select a Column Apply To for the

formatting.
Conditional Formatting Rules Manager x
Mew Rule. .. Edit Rule D Diown Show rules for: | (All) -
Rule Format Apply to the row | Column Stop If True Column Apply To
W PriorThisYear AaBbCcYyZz Invoice Date Gross Amount
oK Cancel Apply

Notice that you can use one column to determine if cells meet the condition, and apply the
formatting to a different column.

Click the Apply button to see the results.

Customer ID | Invoice No Transaction .. Status Invoice Type Invoice Date  Met Due Date | Discount Du | Discount A Gross Amourt | Check No
At008 25000 00000001 Released Invaice 6/16/2017  G&/16/2017  6/16/2017 0.00 16.411.50
Am053 25001 00000002 Released Invaice 61772017 8AT2MT . 6AT20T7 0.00 648746
» ArgD26 25002 00000003 Released Inveice 6/18/2017  6/18/2017  6/18/2017 0.00 2442325
Am047 061800000... 000DOOD4 Released Invaice 6/18/2017 611872017 6118/2017 0.00 731797
At008 25000 1 Released Payment 672072017 /2072007 000  -16411.50 824751
At0D08 25003 00000005 Released Invoice 6/23/2017  &/23/2017  6/23/2017 0.00 15.052.42
Bet023 26000 00000002 Released Invaice 6/28/2017  6/28/2017  6/28/2017 0.00 1163237
Senl51 25004 00000006 Released Invaice 7227 7i2r2m7 7227 0.00 547759
AmO47 061800000... 2 Released Payment 7227 Ti22m7 0.00 -4.100.00
At008 26001 00000001 Released Invaice T72m7 T72MT TTR2MT 0.00 623562
Burl56 26002 00000003 Released Invaice M7 TRmT TTRMT 0.00 11.031.34
Arg026 26003 00000004 Released Invaice 7/5/2017 7/9/2017 7/9/2017 0.00 503.26
Bet023 26000 3 Released Payment 2017 TN2mT 0.00 6.731.38 721864
At008 26004 00000001 Released Inveice 74182017 TAN82017 0 TA82017 0.00 317152
Am053 25005 00000007 Released Invaice TRAT TANMT TAnT 0.00 7.886.13
At008 26005 00000005 Released Invaice 1427 W4T 124207 0.00 159.70
Celd17 26006 00000006 Released Invoice TAA/201T 872372017 8/3/2017 21063 7021.10
21063 81,987.7!
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Only format top or bottom ranked values

You can select to format only cells that contain values that rank in the top or the bottom by number or
percent of a list of all cells.

Select to format either the ‘Top’ or the ‘Bottom’ values.
If you want to format based on a percentage of the column values rather than the numeric rank,
mark the % of column values check box.

3. Depending on the criteria, enter a value for the boundary of the criteria, such as the top 10
values or the top 5% of all values in the column.

4. Click the Format... button to open the Format Cells window. There are three tabs in this window
that allow you to format the Font and Fill of the cells, or you can select a Predefined Appearance
for the cells. Select your cell format. Use the Clear button to clear your choices.

Format Cells X || Format Cells x || Fermat Cells x
Fonti | Fill | Predefined Appearance Font | Fill | Predefined Appearance Font | Fill | Predefined Appearance
Font: Effects: Background Color: Predefined Appearance:
Tahoma - i None -
Underline B Automatc
Font style: Strikethrough None
Yy = e —— Red Fil with Red Text
Yellow Fill with Yellow Text
Font color: R FEE R R R R R R Green Fill with Green Text
[ - Red Fill
Red Text
Green Fil
Green Text
Bold Text
Ttalic Text
Standard Lo Strikeout Text
EEfFEEEEN Red Bod Text
Green Bold Text
7% More Colors...
Clear Clear Clear
oK Cancel oK Cancel oK Cancel

5. Click OK to close the Format Cells window and return to the Formatting Rule screen. The
Preview bar shows how the formatting will appear on the view.

Sample:

New Formatting Rule x

Select a Rule Type:

Format all cells based on their values

Farmat only cells that contain

Format only top or bottom ranked values

Format only values that are above or below average
Format only unigue or duplicate values

Use a formula to determine which cells to format

Edit the Rule Description:
Format values that rank in the:

Top - 10

Preview: AaBbCcYyZz Format...

oK Cancel
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When finished setting up the condition, click OK. The rule appears in the Conditional Formatting
Rules Manager. Select the Column to analyze for the condition. Select a Column Apply To for the
formatting.

If you mark the Apply to the row check box, the entire row will be formatted, not the just column in
the Column Apply To field.

Conditional Formatting Rules Manager X

Mew Rule... Edit Rule... Delete Rule Show rules for: | (All) -
Rule Format Apply to the row | Column Stop If True Column Apply To
wf Top 10 AaBbCcYyZz v" Gross Amo... - Gross Amount -
oK Cancel Apply
Click the Apply button to see the results.

Customer 1D | Invoice No Transaction Status Invoice Type Invoice Date | Met Due Date | Discount Du...  Discount A Gross Amount | Check Mo
A0D8 25000 00000001 Released Inveice 6/16/2017  6/16/2017  6/16/2017 0.00 16.411.50
AtmD53 25001 00000002 Released Invoice 6/17/2017  BM7/2017  6A17/2017 6 E

v Ag26 25002 00000003 Released Invoice 6/18/2017  6/18/2017 611872017 244225
Atm047 061800000... 00OOD00D4 Released Invoice 6/18/2017  6/18/2017  6/18/2017 731797
Ar0D8 25000 1 Released Payment 6/20/2017  6/20/2017 000 -16.411.50 824751
ADDE 25003 00000005 Released Invoice 6/23/2017  6/23/2017 0.00 19.052.42
Bet023 26000 00000002 Released I 6/28/2 0.00 1
Senl51 25004 00000006 Released Invoice /2017 7/2/2017 7r2ram7 0.00 9.477.59
Atm047 061800000... 2 Released Payment 772207 72207 0.00 -4.100.00
A0D8 26001 00000001 Released Invoice 777/2017 7em7 0.00 6.235.62
Burl(56 26002 00000003 Released Invoice ] 20307 Tr2mi7 0.00
Arg026 26003 00000004 Released Invoice 7/9/2017 7/9/2017 7/9/2017 0.00 503.26
Bet023 26000 3 Released Payment 2017 FA1s20T 0.00 £.731.38 721864
A008 26004 00000001 Released Invoice 7A18/2017  TN82MT TA827 0.00 317192
AtmD53 25005 00000007 Released Invoice W27 TRAMT W7 0.00 7.886.13
Ar0D8 26005 00000005 Released Invoice T242017  T24s2T Ti242017 0.00 159.70
Cel017 26006 00000006 Released Invoice 7/24/2017  B/23/2017 8/3/2017 21063 7.021.10

21063 81,9877

Cells with values that fall within the top ten ranked cells are formatted.

Only format values that are above or below average

You can select to format only cells that contain values that fall above, below, equal to and above, or
equal to and below the average value of the entire column.

1. Select to format the cells that fall above or equal to and above the average value of the column,
or select to format the cells that fall below or equal to and below the average value.

2. Click the Format... button to open the Format Cells window. There are three tabs in this window
that allow you to format the Font and Fill of the cells, or you can select a Predefined Appearance
for the cells. Select your cell format. Use the Clear button to clear your choices.
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Format Cells * || Format Cells x
Font | Fil | Predefined Appearance Font | il | Predefined Appearance
Font: Effects: Badckground Color:
Tahoma - Underli
naerine W Automatic
Font style: Strikethrough
Regular -
Font color:
 — -
9 More Colors...
Clear Clear
oK Cancel oK Cancel

Format Cells

Font | Fil | Predefined Appearance
Predefined Appearance:
None

Mone

Red Fill with Red Text
Yellow Fill with Yellow Text
Green Fill with Green Text
Red Fil

Red Text

Green Fil

Green Text

Bold Text

Italic Text

Strikeout Text

Red Bald Text

Green Bold Text

Clear

Cancel

3. Click OK to close the Format Cells window and return to the Formatting Rule screen. The
Preview bar shows how the formatting will appear on the view.

Sample:

New Formatting Rule

Select a Rule Type:

Format all cells based on their values

Format only cells that contain

Format only top or bottom ranked values

Format only values that are above or below average

Format only unique or duplicate values

Use a formula to determine w

Edit the Rule Description:
Format values that are:

Below

Preview: AaBbCcYyZz

hich cells to format

- | the average of column values

QK

Cancel

When finished setting up the condition, click OK. The rule appears in the Conditional Formatting
Rules Manager. Select the Column to analyze for the condition. Select a Column Apply To for the

formatting.
Conditional Formatting Rules Manager
MNew Rule... Show rules for: | (All)
Rule Format Apply to the row | Column Stop If True
W Below Average AaBbCcYyZz Gross Amount
oK Cancel

Column Apply To

Gross Amount

Apply
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Click the Apply button to see the results.

Customer ID | Invoice No.  Transaction ... | Status Invaice Type Invoice Date  Met Due Date | Discount Du...  Discount A... | Gross Amount  Check No.
AODE 25000 00000001 Released Invoice 6/16/2017  6/16/2017 61672017 0.00 16.411.50
Atm053 25001 ooooooo2 Released Inveice 6172117 BAT2017 8AT20NT 0.00 648745
v Argl26 25002 00000003 Released Invoice 6/18/2017  6/18/2017 641872017 244275
Atm047 061800000... 00000004 Released Inveice 6/18/2017  6/18/2017  6A18/20M7 0.00 731757
ADDS 25000 1 Released Payment 6/20/2017  6/20/2017 0.00  -16411.50 324751
AODE 25003 00000005 Released Inveice 6/23/2017  6/23/2017  &/23/20M7 0.00 19.052.42
Bet023 26000 oooooooz2 Released Invoice 6/28/2017  6/28/2017  6/28/2017 0.00 11.632.37
Sen051 25004 00000006 Released Invoice 722017 T/22017 72207 0.00 947759
Atm047 061800000... 2 Released Payment 7/2/2017 7722017 0.00 -4.100.00
AODE 26001 00000001 Released Invoice 77207 17207 17207 0.00 6.23562
Burl56 26002 00000003 Released Inveice 7/7/2017 7/7/2017 772017 0.00 11.031.34
Arg026 26003 00000004 Released Invoice 7/9/2017 7/9/2017 7/9/2017 0.00 903.26
Bet023 26000 3 Released Payment TamT 2007 0.00 6.731.38 721864
ADDS 26004 00000001 Released Invaice TN82M7 TAB20MT TAs20T 0.00 317192
Atm053 25005 00000007 Released Inveice TRAANMT WEARNT TaRenT 0.00 7.886.13
ADDS 26005 00000005 Released Invaice T24/2MT T2420MT 0 Te2d2T 0.00 159.70
Cel017 26006 00000006 Released Inveice Tr4/2MT 8/23/2017 8/3/2017 21063 7.021.10
21063 81.987.7!

Cells with a value that fall below the average value of the column are formatted.

Only format unique or duplicate values

You can select to format only cells that contain values that exist in multiple cells (duplicate) or a value
that exists in only one cell (unique).

1. Select to format the cells with a value that exists in multiple cells, or a cell with a value that
exists in only one cell.

2. Click the Format... button to open the Format Cells window. There are three tabs in this window
that allow you to format the Font and Fill of the cells, or you can select a Predefined Appearance
for the cells. Select your cell format. Use the Clear button to clear your choices.

Format Cells X || Format Cells x || Format Cells x
Font | Fil | Predefined Appearance Font | il | Predefined Appearance Font | Fill | Predefined Appearance
Font: Effects: Background Color: Predefined Appearance:
Tahoma - i None -
Underiine B Automatc
Font style: Strikethrough lone
Regular - - Red Fill with Red Text

Yellow Fill with Yellow Text
Font color:

— -

Green Fill with Green Text
Red Fill

Red Text

Green Fil

Green Text

Bold Text

Ttalic Text

Strikeout Text

Red Bold Text

Green Bold Text

& More Colors...

Clear Clear Clear

oK Cancel oK Cancel oK Cancel

3. Click OK to close the Format Cells window and return to the Formatting Rule screen. The
Preview bar shows how the formatting will appear on the view.
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Sample:

New Formatting Rule x
Select a Rule Type:

Format all cells based on their values

Format only cells that contain

Format only top or bottom ranked values

Format only values that are above or below average
Format only unigue or duplicate values

Use a formula to determine which cells to format

Edit the Rule Description:
Format alk

Duplicate ¥ | column values

Preview: AsBbCcYyZz

OK Cancel

When finished setting up the condition, click OK. The rule appears in the Conditional Formatting
Rules Manager. Select the Column to analyze for the condition. Select a Column Apply To for the

formatting.
Conditional Formatting Rules Manager X
Mew Rule... Edit Rule Delete Rule Up Down Show rules for: | (all) -
Rule Format Apply to the row | Column Stop If True Column Apply To
W] Duplicate AaBbCcYyZz Invoice Date  ~ Gross Amount
oK Cancel Apply
Click the Apply button to see the results.

Customer ID | Invoice Mo. Transaction ... | Status Invoice Type Invoice Date  Met Due Date  Discount Du... | Discount A.. | Gross Amount  Check No.
ADDE 25000 00000001 Released Inveice B/16/2017  B/16/2017  6A16/2017 0.00 1641150
Atm053 25001 oooooooz Released Invaice 6/17/2017  6AT/2017 6172017 0.00 648746

v Arg26 25002 00000003 Released Invaice 6/18/2017  6/118/2017  6A18/2017 1 244225
Am047 061800000... 0000ODO4 Released Invoice 6/18/2017  6/18/2017  6/18/2017 0.00 731757
AODE 25000 1 Released Payment B/20/2017  6/20/2017 000  -16.411.50 824751
AODG 25003 00000005 Released Invaice 6/23/20117  6/23/2017 6232017 0.00 1505242
Bet023 26000 oooooooz2 Released Invoice 6/28/2017  6/28/2017 672872007 0.00 1163237
Senl51 25004 00000006 Released Inveice 7/2/2017 7/2/2017 7722017 0.00 947759
Atm047 061800000... 2 Released Payment 7/2/207 74272017 0.00 -4.100.00
ADDE 26001 00000001 Released Inveice 7727 772017 7727 0.00 6.235.62
Bur056 26002 00000003 Released Invaice 77207 74772017 7472017 0.00 11.031.34
Argl26 26003 00000004 Released Invaice 7/9/2017 7/9/2017 7/9/2017 0.00 50326
Bet023 26000 3 Released Payment Temy TN2007 0.00 -6.731.38 721864
AODE 26004 00000001 Released Invaice TNE2MT TA82017 TARZNT 0.00 31752
Atm053 25005 00000007 Released Invaice TAMT V2207 FexenT 0.00 7.886.13
A00D3 26005 00000005 Released Invoice 712472017 72472007 7242017 0.00 159.70
Cell17 26006 00000006 Released Invaice Tr4/2M7 B/23/2017 8/3/2017 21063 7.021.10

21063 81.987.7!

The Gross Amount cells are formatted in records with duplicate values in the Invoice Date column.
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Use a formula to determine which cells to format

You can create a filtering formula for formatting cells. Just like with a data filter, you can use multiple
criteria to determine which cells to format. You can use any of the available fields in the formula.

Remember, not all fields are displayed in the view. You can use any field available in the Column
Chooser in the formula.

1. Enter a formula in the Edit the Rule Description field. The formula follows the same process as
the Data Filter.

2. You can add multiple criteria, as well as compare a field value to another field value.

3. Click the Format... button to open the Format Cells window. There are three tabs in this window
that allow you to format the Font and Fill of the cells, or you can select a Predefined Appearance
for the cells. Select your cell format. Use the Clear button to clear your choices.

Format Cells % || Format cells x || Format Cells x
Fonti | Fill | Predefined Appearance Font | Fill | Predefined Appearance Font | Fill | Predefined Appearance
Font: Effects: Background Color: Predefined Appearance:
Tahoma - i None -
Underline B Automatc
Font style: Strikethrough None
Yy - Red Fil with Red Text
Yellow Fill with Yellow Text
Font color: R FEE R R R R R R Green Fill with Green Text
— - Red Fil
Red Text
Green Fil
Green Text
Bold Text
Ttalic Text
Strikeout Text
BRI EEEEEN ||| R
Green Bold Text
7% More Colors...
Clear Clear Clear
oK Cancel oK Cancel oK Cancel

4. Click OK to close the Format Cells window and return to the Formatting Rule screen. The
Preview bar shows how the formatting will appear on the view.

Sample:

New Formatting Rule x
Select a Rule Type:
Format all cells based on their values
Format only cells that contain
Format only top or bottom ranked values
Format only values that are above or below average
Format only unique or duplicate values

Use a formula to determine which cells to format

Edit the Rule Description:

And

[Invoice Date] Is greater than

Preview: AaBbCcYyZz Format...

oK Cancel
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When finished setting up the condition, click OK. The rule appears in the Conditional Formatting
Rules Manager. Select the Column to analyze for the condition. Select a Column Apply To for the
formatting.

If you mark the Apply to the row check box, the entire row will be formatted, not the just column in
the Column Apply To field.

Conditional Formatting Rules Manager x
Mew Rule... Edit Rule... Delete Rule Show rules for: | (all) A
Rule Format Apply to the row | Column Stop If True Column Apply To
] Formula: [TransDa AaBbCcYyZz i Invoice Date (Mone) -
OK Cancel Apply

Click the Apply button to see the results.

Customer ID | Invoice No. | Transaction ID | Status Invoice Type | Invoice Date Met Due Date  Discount Due Date | Discourt Amount | Gross Amourt | Check No.
» | AO0B 25000 00000001 Relea... Inveice 6/16/2017 6/16/2017 6/16/2017 0.00 16,411.50

Am053 25001 00000002 Relea...  Invoice 6/17/2017 6/17/2017 6/17/2017 0.00 £,487.46

Argl26 25002 00000002 Relea...  Invoice 6/18/2017 6/18/2017 6/18/2017 0.00 2442325

Atm047 061800000... 00000004 Relea...  Invoice 6/18/2017 6/18/2017 6/18/2017 0.00 731797

Alt008 25000 1 Relea... Payment 6/20/2017 6/20/2017 0.00 -16.411.50 824751

A008 25003 00000005 Relea... Inveice 6/23/2017 6/23/2017 6/23/2017 0.00 19,052 42

Bet023 26000 00000002 Relea... Inveice 6/28/2017 6/28/2017 6/28/2017 0.00 1163237

Sen051 25004 00000006 Relea... Invoice 7202017 7272017 72207 0.00 947759

Atm047 061800000... 2 Relea... Payment 7242017 74272017 0.00 -4,100.00

At008 26001 00000001 Relea... Invoice 7207 752017 77,2017 0.00 623562

Burl56 26002 00000003 Relea... Invoice 72017 772017 772017 0.00 11.031.34

Argl26 26003 00000004 Relea... Invoice 7792017 77972017 7/9/2017 0.00 903.26

Bet023 26000 3 Relea... Payment 7112017 741172017 0.00 £.731.38 721864

A008 26004 00000001 Relea... Invoice 7182017 7/1872017 71872017 0.00 317192

Atm053 25005 00000007 Relea... Invoice 7/22.2M7 7/2272017 7/22.2017 0.00 7.886.13

At008 26005 00000005 Relea... Invoice 7/24/.2017 7/2472017 7/24/2017 0.00 159.70

Celi17 26006 00000006 Relea... Invoice 7/24/2017 8/23/2017 8/3/2017 21063 7.021.10

21063 81,9877

Rows holding cells with values that meet the formula criteria are formatted.

Using the Conditional Formatting Right-Click menu

When you right-click on a column heading, the menu has a conditional formatting option. Move your
mouse over the Conditional Formatting option to open the first fly-out menu for conditional formatting.
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The first fly-out menu holds the same conditions that you will find on the Conditional Formatting Rules
Manager screen (as applicable to the type of column data), with an option to open the Conditional
Formatting Rules Manager screen. The conditions are set up so you can quickly select the conditions you
may use the most often.

Customer ID  Invoice No. | Transaction ... Gross ;—-"-‘ P - |
D08 25000 00000001 - 21 Sort Ascending
z )
v AmD53 25001 00000002 il Sort Descending
Arg026 25002 00000003 '@ Group By This Column
Am047 061800000... | OODODDDA " Hide Group By Box
ADDS 25000 1
Hide This Column
AtDDS 25003 00000005 _
Bet023 26000 00000002 { & Column Chooser
Sen051 25004 00000006 e BestFit
Mm047 061800000... 2 Best Fit (all columns)
At00S 26001 00000001 Y Fitter Editor..
Burl56 26002 00000003 1 Show Find Panel
Arg025 26003 00000004 )
Bet023 26000 ] Show Auto Filter Row
ARDOS 26004 00000001 =" Conditional Formatting » || B Highlight Cell Rules »
#m053 25005 00000007 [f Top/Bottom Rules »
AR08 26005 00000005 5 Unique/Duplicate Rules »
Celll7 26006 0000DDDG -
S EI Data Bars 3
H Color Scales ¥
4F lcon Sets 3
B Manage Rules...
Highlight Cell Rules

The fly-out menu for the Highlight Cell Rules option shows the compare conditions available.

Custo—;' IEomrmimm “j Tommmmmbinm | Status Invoice Type Invoice Date = Met Due Date | Discoury
aopf 2} Sort Ascending Relessed  Invoice 6162017 6/16/2017  6/16
2 )

» mmp| 41 Sort Descending Released Invoice §17/20M7 61772017 6/17
Argl2 :.: Group By This Column Releazed Invoice 61872017 61872017 6/18)
MmO = |fide Group By Box Released  Invoice B1B/2017 61872007 6/18
Alt00E . . Released Payment 6/20/2017 6/20/2017

Hide This Column
AltD0: Released Invoice 6/23/2017 6/23/2017 6/23
Betgg = Column Chooser Released  Invoice E/28/2017  6/28/2017  6/28
Senp| *A¢ BestFit Released Invoice WET 2T 12
Atms Best Fit (all columns) Released Payment /227 722017
AltD0E Y Filter Editor... Released Invoice TATAMT TTRAMT 747
1= H 7 ri 7 ri i
Burl§ Show Find Panel Released Invoice TANT 20T 77
Argl2 i Released Invoice 77927 7785207 7/9)
Show Auto Filter Row
Betl: Relessed  Pavment 7112017 2112017
apopd =0 Conditional Formatting  » Highlight Cell Rules 3 Greater Than...
Atm053 25005 ooooooo7 | M Top/Bottom Rules 4 Less Than...
A003 26005 00000005 |62 Unique/Duplicate Rules » [(1 Between...
Celd17 26006 00000006 E:Ei:x Manage Rules... E Equal To...
Text that Contains...
[=] Custom Condition...
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When you select one of the conditional options, a window opens to allow you to select a field and/or
value for the condition. For example, selecting the condition for Text that Contains... will open a Text
that Contains window. Enter the condition in the left field and select the preset format to use for the
cells in the right field. To apply the formatting to the entire row, mark the check box. Click OK to apply
the formatting.

Text that Contains X

Format cells that contain the text:
Al with | Bold Text -

Apply formatting to an entire row

oK Cancel

Customer D Invoice No. | Transaction ... Status_

Alt008 25000 00000001 Releas
» Atmos3 100000002 Releasec
Argo26 25002 00000003 Releasy
Atm047  0G1800000.. 00000004  Feleasy
Alt008 25000 1 Releaz
Alto0s 25003 00000005 Relemse
Bet023 26000 00000002 Release
SenD51 25004 0D0DDODE  Releasel
AtmD47 051200000 2 Releass
Alt00S 26001 00000001 Releass
Burl56 26002 00000003 Releal
Arg026 26003 0D0DDODS  Releaf
Bet023 26000 3 Releag
Alt008 26004 00000001 Releat
Atm0S3 25005 ODDDI007  Relems
Alt008 26005 00000005 | Releasé
Cel017 26006 000DD0DG  Release
Top/Bottom Rules

The fly-out menu for the Top/Bottom Rules option shows the compare conditions available. The number
of conditions available will depend on the type of data in the column. For example, columns holding
numbers will have more top/bottom rule options than columns with text data.

count A Grose Amaust | Chack Ka ==Y

0.00 4] Sort Ascending

0.00 71 Sort Descending

0.0 :-: Group By This Column
000 4~ Hide Group By Box
0.00

0.00 Hide This Column
0.00 = Column Chooser

0.00 +h+ Best Fit

0.00 Best Fit (all columns)

000 Y Filter Editor..

oon Show Find Panel
0.00
000 Show Auto Filter Row
000 =" Conditional Formatting b | B Highlight Cell Rules 4
000 788 Top 10 ltems... [{ll Top/Bottom Rules v
o.00 15 Top 10 %.. T4 Unique/Duplicate Rules +
21083 e Bottom 10 Items... =] DataBars 4
Bottom 10 %... \a Color Scales 4
[[Z] Above Average... 4F lcon Sets 4
21063 2198] ¥ Below Average... BE Manage Rules...
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When you select one of the conditional options, a window opens to allow you to select a field and/or
value for the condition. For example, selecting the condition for Top 10 Items... will open a Top 10 Items
window. Accept or edit the number of top items in the left field and select the preset format to use for
the cells in the right field. To apply the formatting to the entire row, mark the check box. Click OK to
apply the formatting.

Top 10 Items x

Format cells that rank in the TOP:

10 5 with [Green Fil P

Apply formatting to an entire row

oK Cancel

wiscount A, | Gross Amourt | Check Ne.

0.00 16,411.50
0.00 6.487.46
0.00 244225
0.00 731797
0.00 -16.411.50 824751
0.00 19,062 42
0.00 11,632.37
0.00 9.477.59
0.00 -4,100.00
0.00 6.235.62
0.00 11,031.34
0.00 503.26
0.00 6,731.38 721864
0.00 317152
0.00 7.886.13
0.00 159.70

210,63 7.021.10

210,63 81.937.7
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Unique/Duplicate Rules

The fly-out menu for the Unique/Duplicate Rules allows you to format unique or duplicate values in the
column.

perlD | Invoice No. | Transaction
4] SortAscending

2] Sort Descending
‘& Group By This Column
4~ Hide Group By Box
Hide This Column
= Column Chooser
+a+ Best Fit
Best Fit (all columns)
Y Filter Editor...
Show Find Panel
Show Auto Filter Row

=" Cenditional Formatting * | B Highlight Cell Rules 3

[ Top/Bottom Rules 3
5 Unique/Duplicate Rules » B Unique Values..,
EZ  Manage Rules... = Duplicate Values...

When you select one of the conditional options, a window opens to allow you to select a preset format
to the column. To apply the formatting to the entire row, mark the check box. Click OK to apply the
formatting.

Duplicate Values x

Format cells that are DUPLICATE VALUES:

for this column with  Yellow Fill with Yellow Text A

W/ Epply Formatiing T a0 enfire rom!

oK Cancel
Customer I | Inwoice No. «  Transaction ... Status Invoice Type InvF‘
Mm047 061800000... 0O0DODODA Feleazed Invoice 6f
Am047 061300000... 2 Released Payment
At00E 25000 ooooooo Releazed Invaice 6/
At008 25000 1 Released Payment 6/28
v Am053 25001 00000002 Feleazed Invoice 6/175,
Argl26 25002 00000003 Released Invoice E/
A008 25003 00000005 Released Invaice B/L
SenD51 25004 00000006 Relzased Invaice ?’
Mm053 25005 DOo0DoDOoDY Released Invaice
Bet023 26000 00000002 Feleazed Invoice ;}
Bet023 26000 3 Released Payment 74
At002 2600 ooooooo Releazed Invaice A
Burl56 26002 00000003 Released Invoice 7
Argl26 26003 DODOD00A Released Invoice =T
At002 26004 0000000 Feleazed Invoice "}" ]
A008 26005 00000005 Released Invaice r/:
Celln7 26006 0000000E Relzasad Invaice 7/24,
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Data Bars

The fly-out menu for Data Bars allows you to format cells in the column based on the value in the cell.

=" Conditional Formatting »

e g T =

Highlight Cell Rules
Top/Bottorn Rules
Unique/Duplicate Rules
Data Bars

Color Scales

lcon Sets

Manage Rules...

SEEEEE
SEES
=S EE =S
=S=EEE

When you select one of the data bar fill options, a colored bar will be added to represent the value in

the cell. The higher the value, the longer the bar. If the column holds negative values along with positive

values, each cell will automatically be split, and the negative values will be represented by a red bar.

Customer ID | Invoice Mo. « | Transaction ... Gross Amount | Status
Atm0d47 061800000... | 0ODDODOO4 {Ef 757 Released
Atm047 061800000... 2 B4.100.00 Heleased/
b ARDDS 25000 00000001 : Released
AlRD0Z 25000 1 Heleased"
Atm(053 25001 00000002 Heleased(
Argl26 25002 00000003 Released |
AD0E 25003 00000005 Releaseda
Senl51 25004 00000006 59 Releasedyl
Atm053 25005 00000007 {EEE13 Released
Bet023 26000 00000002 {[EE37 Released
Bet023 26000 3 [B4.73128 Released
AD0E 26001 00000001 {Eis 62 Released ™
Bur(56 26002 00000003 {E] 34 Released
Argl26 26003 00000004 {90326 Heleasec‘f
AlRD0Z 26004 00000001 I!I?"'I.EQ Released g
AD0E 26005 00000005 i 159.70  Releasedg
Cell17 26006 00000006 {110 Released |
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Color Scales

The fly-out menu for Color Scales allows you to format cells in the column based on the value in the cell.

|=.% Conditional Formatting » || f Highlight Cell Rules »
[ Top/Bottom Rules »
5 Unique/Duplicate Rules »

v

@ Data Bars
|l Color Scales
4 Icon Sets

B% Manage Rules... g : H = i

= o = .

4

[
Color Scales

v

When you select one of the color scale fill options, a color gradient will be applied to a range of cells in
the column. The color indicates where each cell falls within that range.

Customer ID | Invoice No. « | Transaction ... | Gross Amount | Status Invoig‘
Atm047 051300000.. 00000004  [NABIAGH Released  Invoick
Atm047 061800000... 2 410000 Released  Paymgfl
A00S 25000 ooooooot GRS Reiased invof
Ar008 25000 1 | 1641150 Relezsed  Payme:
Am053 25001 00000002 | G874 Released In\roi(
b Arg26 25002 00000003 244225 Released Invoii
Ar008 25003 00000005 [EEENE Relcased invoic
Sen051 25004 ooooooos  [INGITASE] Relcased invoied
Atm053 25005 00000007  [SNABE6M3 Released  invoig
Ret023 26000 00000002  [NIRBHRNR Released  invoice,
Bet023 26000 3 £.731.38 Released Pamf
Ar00S 26001 00000001 | 623562 Released Invoice
Bur056 26002 oooo0003  [IEEISH Reicased invoi
Arg026 26003 00000004 903.26 Released  Inv
ArO0S 26004 00000001 317192 Released  Invoic
A00S 26005 00000005 15970 Released |mmf
CelDi7 26006 00000006 | AB2110 Released Irwc?.
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Icon Sets

The fly-out menu for Icon Sets allows you to format cells in the column based on the value in the cell.

When you select one of the icon sets as a fill option, icons will be added a range of cells in the column.

The icon indicates where each cell falls within that range.

Ratings A set of 3 icons will classify column values into these ranges:
Directional A set of 4 icons will classify column values into these ranges:
M s :;: . v ol 275%250% 225%, 2 0%
1+7%3 . . . )
Shapes A set of 5 icons will classify column values into these ranges:
o) PY P 2 80%, =2 60%, = 40%, = 20%, = 0%
0 o e . o . : .
Symbols The Positive/Negative icons will classify column values into
X o ™ these ranges: >0,0,<0
Positive/Negative
1+ ¥ hd
Customer ID | Invoice Mo. | Transaction ... Gross Amount | Status Invoiceg
AlkD0Z 25000 00000001 1641150 Releaszed In\mice-
Atm053 2500 00000002 6.487 46 Released Invoice
v Argl26 25002 00000003 2,442 25 | Released Invni:{
Am047 061200000... 00000004 731757 Released Invoice 4
At002 25000 1 oK 16411, Released Payment
AtD0g 25003 00000005 15,052 42 Releazed Invoice F
Bet023 26000 00ODD002 11,632 37 Releaszed Invoice |
Sen0& 25004 000000DE 547759 Released Invaice ¢
Am047 061200000... 2 -4,100.00 Released Payme
At00g 26001 00000001 6.235.62 | Released Invoice
Bur(56 26002 00000003 11.031.34 Releazed Invoi
ArgliZ6 26003 00000004 503.26 Releazed Invoice
Bet023 26000 3 3 6731328 Released Payment |
At00E 26004 00000001 3.171.52 | Released Invnic?/
Atm053 25005 00000007 7.886.13 | Released Invoic
At002 26005 0000000E 159.70 Released Invuicqﬁ
Cel017 26006 O000000E 7.021.10 Releazed Invoice
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Clear Rules
Use this option to clear the conditional formatting rules from the selected column or from all columns.
Manage Rules...

Use this option to open the Conditional Formatting Rules Manager.
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