How do | filter using a grid of
contracts?

Last Modified on 31/03/2020 3:27 pm BST

When you start a piece of research, the filtering screen only displays the company and

name of the contract:

CAPITA

FIRANCIAL SOFTWARE

] Paymsai matheds

] Pawrrssat freguomoy aptions

[ s Pl o]

[] Enkanced deats Benehi

[ daid chrumegeed &4 1Ef OF oo am

[ Mo caraks for ousarg mertth caprants
[ o panmity Voo reduciong resmihdy poresa
[] #crapts branstars in

] Albirms rmasiors aul

[] Ragubar withdrarmal facility

[] Gaviderais lpkes i s pinre

[ A mwitchem fros

O rertai swdem aligwnd

[ Frassd reaamrar: faziiey

[t strebr oxden

7] Shew aschangs sy

[ vex= actiece:

[ Partsl withadraasd ae ety

| Gerwiey Il St || ot |

Any number of data fields can be added to the grid to view by simply selecting (clicking
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on) the field name from any of the tabs on the left hand side of the grid:
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The Field chooser

The section above explains how to add fields to the grid one at a time. Alternatively,
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you can add multiple fields at once by using the field chooser option.

Select Options from the top right of the screen andField chooser:
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A pop up window will be displayed listing all the fields to choose from:
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Simply tick the fields you want to include in the grid and select save selection. The
fields will then be displayed in the grid as seen earlier in this article.

If you want to view all the fields we would recommend you use theComparison tool
rather than adding all fields to the grid. This is due to the amount of data it can result in
the system running slowly. Please refer to the Comparison tool article for more
information.

Removing fields from the grid

Selecting (clicking on) the field name from the list on the left hand side will remove the
column of data from the grid.

You can also remove a column of data by right clicking on the column header and
selecting Remove from grid from the pop up menu:
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You can also remove all the columns that have been added by selectingOptions from
the top right of the screen and Remove all fields:
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Hiding the list of fields

If you added a large number of fields and you are having to use the scroll bar along the
bottom of the screen to view all the columns, you can make more space on the screen
by removing the field list on the left hand side.



Select Options from the top right of the screen, as shown above and selectHide field
list:
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The list can be re-displayed by selecting Options and Show field list.

Sorting the grid

By default the grid of contacts is sorted by the company name and then by contract
name. The field on which the grid is currently sorted is highlighted in a darker blue in
the column heading.

You can sort the grid on a different column simply by selecting the column heading.

Alternatively, you can right click over the column heading and select eitherSort
ascending or Sort descending:
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Changing the order of data fields in the grid

Once you have added fields to the research grid, you can change the order of the
columns by selecting Options from the top right of the screen andChange field order.
A pop up window will display the fields you are currently viewing in the grid:
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You can change a field's position by selecting the up and down arrows next to the
field's name.

Once you are happy with the revised order of fields, selectSave order.
You will be returned to the grid with the fields in their new order.

Flipping the grid

Note - Flipping the grid only applies to product research. It is not available on fund
research.

When you are dealing with a small number of contracts and a large number of data
fields. It can be easier to view the grid with the contracts along the top rather than down
the side.



The grid can be flipped by selecting Options from the top right of the screen andFlip

grid:
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When in "Flipped" mode the grid continues to be usable as before, except you can no

longer sort by clicking on the column headings.

Filtering on field values in the grid

When you have added a data column to the grid you can filter the grid from the values
displayed. For example the data column may contain a mixture of 'Yes' and 'No’, if you
want to filter on the "Yes’, simply right click on'Yes' and select Filter on this value:
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This can be useful when you have added fields to the grid to see which contracts offer
that feature and then only filter on the relevant value.

If you right click on a numeric field you get different options in the pop up window to

perform the filter:
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You cannot filter on fields which are purely textual with notes about the contract. If you
select these fields a pop up window will display the notes in full.

Saving and exporting the research grid

The research grid, including all the data fields that have been added, can be saved in
PDF format by selecting Save as PDF from the menu bar:
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