Aging Well PA

Desk Review Alert- Exporting to Excel and Filtering Columns

After you select the dates that you want to view the Alerts for click download.
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The Alert report will download into an excel spreadsheet.
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Open the Excel spreadsheet
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To filter columns. Click Data then click on Filter ICON

= = Alerts (36) [Compatibility Mode] - Excel 3}

File Home Insert Pagelayout Formulas Review  View Michelle Keck ,'%L Share

[@From Access | &y =) [T ElConnections p; [TTA Clea (= Flash Fill i #EGroup -
.¢. f s | Zl - . e
[%Frum Web 3 _Oth o N om Table 5 fyh Properties , ¥ Reapply - E-ERemove Duplicates s o lllf - ZEUngroup ~
om er IStn efres| Iiter &) (o S . s at-Ir =
[BFromTet  gources - Connectigns ol & [&Recent Sources - Edit Links VAdvanced  columns £ Data Valdation - [ Manage Data Model Analysis Esubtotal
Get External Data Get & Transform Connections Sort & Filter Data Tools Forecast Outline & 4
Al = fi Person A
A B C D
1] Person | Person's ID Alert Descripti Link «
2 Dorothy Zbnomak 15598960D155110  Desk Review is submitted for this person. Go  Desk Review
3 |Frank Belfatto 2609178RF595110  Desk Review is due on 01/09/2020. Please take action. Go  Desk Review
4 |Patricia Smith 1839698AP935100  Desk Review is due on 01/09/2020. Please take action. Go  Desk Review
5 Michael Smith 2189110IM336121  Desk Review is due on 01/07/2020. Please take action. Go  Desk Review
6

Once you click filter arrows will appear on the column headings. (some times you have
to click the column headings and then click filter for it to work)
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Click on the arrows to filter the columns. You can filter one column at a time or multiple
columns.
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