How to use filters
including and / or and saved filters

Filter data to quickly find and reuse specific results.
When working with filters, it is important to distinguish between three key concepts:
o Setting filter criteria (fields, conditions, and values)

e Applying AND / OR logic to combine conditions
e Reusing filters by saving them as Quick Filters
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1- Open the overview screen where you want to apply a filter
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2 - Click ‘Filter’

Filters

| --- Select filter ---

And | Add ?|




3 - Select a field (e.g. Status, Invoice Date, ETD)
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|--- Select filter ---
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4 - Define the filter parameters

e Choose the condition (e.g. equals, contains, greater than)
e Enter or select a value

Filters

[Bouking Date less than or equal

And | Add | = |

is today
is in this week
is in this month
Past Dates
was yesterday
was last week
was in the last 7 days

was in the last 14 days

was in the last month .ﬂl Apply




5 - Add additional filter rules if needed

Filters

[Bouking Date - ] [is in this month

i And [Departure Date = ] [was in the last 14 days

¥ And [ETA = ] [is in this month

And | Add ?|




6 - Use group filters to combine multiple values within a single condition.

By clicking the arrow next to the Add button you can choose a a single filter or group filter.

Select group filter to add multiple values within the same condition.

Tip: Use group filters when you want to combine multiple options for the same field instead of creating separate filters.

The example below shows how you can easily search for containers with an ETA this week from Shanghai, Ningbo and Yantian.

Filters And ﬂ X
ETA = ‘ ‘ is in this week =

Or : Load Port + | |has ALL of these EXACT words *+ | [CNSHA | Shanghai s | X
And | Load Port = | |has ALL of these EXACT words ¥ | |[CNNBO | Ningbo s | X
And | Load Port = has ALL of these EXACT words ¥ | |[CNYTN | Yantian Pt a | X
And | Add | =

Or | Add | =

Reset Clear Cancel m



7 - Choose how the rules are combined

e AND: all conditions must be true > narrows your results
e OR: at least one condition must be true > broadens your results

Tip: Use AND when you want precise results, and OR when you want to include alternatives

Filters

Booking Date ¥ | |is in this month =
Ur | Departure Date - was In the last 14 days -
Or |ETA - is in this month =
Or | Add | =
Reset Clear

Cancel
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8 - Click Apply Filter, they are now visible in the overview screen
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Saving and using Quick Filters
to reuse them quickly in the future

Tip! Use saved filters for:

e Frequently used searches
e Standard operational views
e Reducing repetitive manual filtering



1 - Click ‘Save Filter’ to save it as a ‘Quick Filter’
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2 - Enter a name for the filter and click Save.

Save Current

Filter Name*

Booking - Departure - ETA

[] Publish for all users

[] include Columns

Cancel | Save



3 - Use saved Quick Filters by selecting your saved filter from the list via the dropdown filter-button
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4 - Click ‘Reset Current’ to clear all current filter settings
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