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C- Grids

Overview

Grids appear throughout the Office Modules and display records of data utilizing vertical and
horizontal lines to subdivide data fields. Grids provide easy access and ways to view and filter
additional details and information associated with the specific records of the selected Module.

Grid functionality is consistent throughout the modules.
Use Case(s)

A Club is reviewing records of data within the Accounts Payable module, and would like to add
an additional column of data to the grid, so they can see all balances for the Vendors that are
over 90 days. After adding the column, the Club would like to add a filter to the grid that will
show only Vendors with balances over 90 days. The Club would then like to sort the data by
highest balance to lowest balance within the grid, and then export the data into Excel for further
analysis.

Accessing the Tool

To access a Grid, click on a Module (for example, Accounts Payable.)

' g Accounts Payable j

When clicking any module, the Default grid will open on the Home tab.

TEXE S 5 BF 0. g
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C- Grids

The Home Tab displays the default Module information. For example:

Accounts Payable Module opens Manage Vendors Grid

Employees opens Manage Employees Grid

Membership opens Manage Members Grid

General Functionality
Add/Edit/Delete/Auto-Resize Columns

Each Grid has columns that display relevant information for the Module.

Add or delete columns from the Grid one of two ways.

Vendaor 1099

=

Mane
Mane
Mone
Mane
Mane
Mone

Mone

Mame

W iZard Pavment Tvpe

Crger Q0

Appert Foods

1) Right click in the Column Header, and select Column Chooser.

Show Group By Box

Clear all Sorking

Column Chooser )

(o

Best Fit (all columns)

Filter Editar. .

<J

Hide Auka Filker Row

2) Or, right click anywhere within the grid and select Customize Columns.

ity

R Chrl+HM
Edit Chrl+E
Delete Delete
Undelate

Pulti Edit

Refresh r4-R
Prink Grid

Cuskornize Colurmns )
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&l Star Pro Golf Inc 7 ALLSE0 PO Box 155 -
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Ambassador Uniform Group Inc 9 AMEASD PO Box 91 &
American Fish & Seafood 10 AMER30 5501 Opportunity Gy (=)
Armetican Funds Service Co 11 AMER40 PO Box 6007 (,._
American Hotel Register Co 12 AMERSO 16458 Collectionf Ce :U
Ameripride Linen & dpparel Ser 13 AMERTO PO B 518 3
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Auko Refresh 3
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C- Grids

Both methods open another interface that lists the available columns to add to the grid. Add

the column to the Grid by double clicking on the field name, or by dragging and dropping the

field into the column header.

W Card Payment Type

Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone
Mone

Mone

J—J——P-——’-‘_’_‘_'G'

Last Payment Date
LM Employee
LMTS

n Hold

Crwer 30

Crwver 60
Fhone Type
Remit Ta Mame
Street 2
Street 3

Terms

Track Insurance

Under 30

Organize grid columns by simply selecting the column title in the column header and dragging

the column to the desired new location.

Yendar 1099
=

=

W Card Payment Type i Ot 90 = |

Mone

MNone

New column position results.

( Creer 90 = ]'u'enu:ln:ur 1099

{$13,948.50)

=

+10,000.00
$500,00

W Card Payment Type

Mone
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To remove a column, right click on the column title and select Remove This Column.

P L] s

‘%l Sort Ascending

or 1099

=]
VMO El Sark Descending

Clear Sarting

M

one = Group By This Calumn
Mane
None == show Group By Box

Rermave This Cn:nlumn)

Besk Fit

Best Fit {all calumns)

Mone | <2 Fiker Editor...
Maone

Hide &uto Filker Row
Mone

Mone | B cConditional Formatting  »

Rl

Or, drag the column back into the Drag & Drop Column Chooser tool.

£10,0008
$500.00
4500.0
$100.0
456,25
$10.00
$5.00
4$5.00
$0.00
0,00
$0.00
40,00
0,00
£0.00
40,00
$0.00 x
40,00 Last Payment Date -
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$0.00 |t
$0.00
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C- Grids

To auto-resize a column so that the entire width of the column is shown, hover over the far
right side of the column heading until a black two-headed arrow appears. Then, double-click.

Column width will resize appropriately.

Member Skatus

8 Misce B |Miscellaneous

g Miscella. ., g |Miscellaneous

8 Resigned & |Resigned

0 Other .., 0 |okher Clubs
264 Active 4| Active

& Fesigned & |Resigned

Or, right-click in the column header, and choose Best Fit (for a specific column), or Best Fit (all

columns).
[prsbme Toms Azic Dske Birkk
oo ‘E‘l Sort Ascending e
De El Sort Descending 1z 1
E Clear all Sorting nz oo
De Iz o
Py = Group By This Colurmn '
De B4 Hide Group By Box 11
alEE De Remove This Column g g
[rania SE 11 1
kKelly o 3 0
L sl Best Fit s 1
M 5 Eest Fit {all calumns) 3. 01/
Grid Search
Most grids have search functionality.
_ﬁ Inventory Labels j Reparting Dashboard m Manage Vendors > | w80 General Ledoer Transactions ?3;,1 Arcounts '-2,_, Areas
Hame
&y a] - = = - | @
) (2 X @ % DY O (. ) e
Mew Edit. Delete  Export Refresh  Clear Filker  Active Al Help ; i

The Module Search feature is smart and finds the search word in all the columns available as
the word is typed. For instance, typing the word Best in the main search field for the Item
Module brings up any Item with the word Best included. Searches can be narrowed by using

the Auto Filter Row search feature (discussed in next section).
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Grids
Home
T T - = - - 2
| 3 I iy g \J (i 2 Al wWords
L‘-'/J, x _'\‘:.\? \Q) D i/ \‘_’/‘I Search:  Best| = R
() Any Yo
= Edit Delete  Export Refresh  Clear Filker  Active (all Help
Tame (] Account Murnber Street 1 Ciky State Zip Code Phone 1
Best Brands Corp - S5t Paul 27 BESTSD N 5750 Minneapolis WI 55485-5750 b514545850

The All Word feature, when selected, looks for every word in the grid that matches the search
criteria. For example, if the search criteria is Tee Times, then the search is looking for both

words together to return a response.

™ Inventory Labels ™ Reporting Dashboard @ Manage Vendors 3¢ | %83 General Ledger Transactions %) Accounts ?-‘w Areas
Harme
[ - — - - 8
| . ' v - i (9) Al 'Waords
RS \@ D \Uj \Q_/I Search:  Tee Times| - e
() Ay Wor
e Export Refresh  Clear Filker  Active {ally Help ; :
Marne ] Account Murnber Street 1 Ciky Statke Zip Code Phore 1
Tee Times Press 354 TEET=O Wi11052 457th Avenue Prescatk W S4021-

The Any Word feature looks for any word that matches the search criteria. For example, if the

search criteria is Mark Sherman, the search may return Mark only or Sherman only responses.

Home

L = L e -‘—\ v ’ () o ord
| L.Z x R = \Q} D "!_’jl Search:  Mark Sherman|
(@) Arey Wor

Ty Edit Delete  Export Refresh  Clear Filter  Active Help

Member Number Age T Last Marne First Marme Mermber Type Join Date Birthda... Fhore Ernail

X5003 74 Rhoads Antony Resigned Archive 09/15/19... 01/01,/1942 {651) 483-4... mark@clubsoft.net
780 70 Hernley Mark Social 12/01/1994  OS{31/1946 (6511 483-8625
49 64 Wilks Markus Corporate Golf Jumicr 04/01/2010  03/06/1952 (651) 269-8666 GregAFouks@chubsoft.net
256 56 Potts Sherman Corporate Golf Junior 03f01/2004  0&/20/1960 (651) 415-1667 dbkato@clubsoft.net
a1z 54 Blurk Bradly Deferred Golf 05/16/2012  05/05/1962 (651) 765-0882 mark, cossack@clubsaft, net
2700 51 Mochoud K.atherine Sp-Corporake Golf 08/21/2001  06/04/1965 (651) 494-3340 annandmarkheller@clubsoft,
278 51 Mecloud Marcel Corporate Golf Jumicr 08f21/2001  11)30/1964 (651) 494-3840 annandmarkheler@clubsaft.
116 49 Gallagher Micholas Corporate Golf Junior 03012001 O01/18/1967 (651) 766-3343 mark. lubratt@clubsoft, net
201 43 Otk abraharn Carporate Golf Junior 0z2/28/2005  04/18/1968 (651) 429-4702 mark. suth@clubsoft, net
163 42 Merchant Willie Deferred Golf 04f13/2011  04/23/1974 (651) 481-7994 MarkHokanson@clubsoft, net
16 39 Perez Tirmakby Junior Corp Golf 11/15/1999  03006/1977 (651) 271-0663 Mark.LaBounty@clubsoft.net

n101994 Mok Markita Resigned Archive

#10211 Ainsworkh Tamica Resigned Archive markstankew@clobsoft.net
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C- Grids

Auto Filter Row

Below the column titles (in Grid format) is an empty field used to search for results in a specific

column.
Harmne
[ o7 | - Sy - - . =
y ) \J () &l words
|_,,LI) X 1\‘3\:‘7 \@ D WJ/ I\@I search: | =
(@0 Any Word
Tew Edit Delete  Export Refresh  Clear Filker  Active (ally Help
Mame j(n] Account Mumber Street 1 City State Zip Code Phone 1 Tawx Ic
Carrie's Cleaners 718 5204

If the empty field is not visible, turn on the field by right clicking on any column title and select
Show Auto Filter.

I . " Accounkt Mu
81 sort Ascending e
‘%l Sork Descending 5 ALSUSO
Clear Sorting i ASURSO

— I BR1247803
= Group By This Column

abc Corp } abccorplzs
=_]

fible Fence In| 5 Show Group By Box 5 ABLESO

Accent Lightin Remave This Calumn ¢OACCERD

Advanced Firs b ADYWASO

Aerakion Supp

| v | .
fihead b BestFit BHEAS0
AirFresh Indu: Best Fit {all columns) AIRFS0
Al Brink, = P Brinks0
ik Filter Editor... ik
Ale Walkers v BoAlex Walket
Alexandra Ml Show Auto Filter Row » MCDOWELL

Al Skar Pro Go B Conditional Formatting » [ ALLSS0
Alliance Benefit Group 5 ALLI40

Click in the blank field under the column heading for the column to be searched, and type a word
or words.

Search results will return in the grid below based on All Words typed.

Home
L o, = -
LI — @\? \t@) D \j} I‘\*_ﬁ Search:
e Excpark Refresh  Clear Filker  Active ol Help
Mame | ID Account Mumber Shreet 1 Ziky
l:Carrie| F 4 )
Carrie's Cleaners 715 5204
Carrie's Palace Tl C1234
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C- Grids

Alternatively, to turn off the Auto Filter, click on Hide Auto Filter.

= e Accoun
Sort Ascending

Sort Descending 304 ZIEGS!
Cleat Sorting G663 ZERCS
. 303 ZEPMS!

Garoup By This Column
a4 FEMASI
Zachmans T Show Group By Box 302 ZACHS:
Zach Berny Remave This Calumn 533 BERMSI
oung Life G611 YioUNS
Yocurn Oil —_ _ 301 YOS
‘famaha g ki Best At TAMAS
el Enerd Best Fit: {all calumns) WCELSE
W'arld Cla ? Eiker Editar. .. 295 WORLE
Woadhill ¢ 297 WiooD!
Wood Dug 433 M0
Womens ¢ B Conditional Formatking  » | 294 WOMES
Wharnens 18 Hiale Gronn 295 WAOMFT

Filtering

Columns may be filtered by selecting the specific category to display. Select the down arrow
next to the Column Title and select the items to be displayed. For instance, from the Manage
Members Grid, filter to only show members in a certain member type. Grid will return results

based on set filter.

1 e ep Member Mumber Last Mame First Mame Member Tvpe - |-
Bl erberTyiel inDate (B (Bh 3820 Childs Malcolm Business
D (select Al i~ (B 5 z
R —— 9000 Blackwwel Gilda Business
Angis's Test 1 20 2040 Cloud Dakaoka Eusiness
Associate Golf
a07s Weems Dan Business
e Gough Jose Business
9123 Vang Keira Business
Equity Of Mambers Q155 Berg Scakk Business
Guest 9215 Estrada Micah Business
Honarary
Intermediate Golf (&t a2l Weathers Caonnie Busingss
January 2014 : :
Junior Corp Galf = Q233 Ok Giuseppe Business
Custam Cancel 260 Danner Forrest Business

7, & -
BUSINEss L2]Usf2uE 9264 Cunbar Kip Business




C- Grids

To clear set filters from the grid and return all results, click the Clear Filter icon.

!ﬂ Manage Members 3¢ 9 Manage Ikems a Inventory Labels a Reporting D
Harne
Iy . e - -
2 X E S BB O .
1= Edit Delete  Export Refres Clear Filker ) Ackive Help
Member Mumber [~ | Last Mame | - | E‘i‘?&{ne [~ ] Member Type + (=] JoinDate [~ F
3820 Childs lcol Business 12/03/20...

A built-in Filter for Active/All Records has been included in the toolbar.

To view All records, click the Active icon.

D,/N@}%*D

i Edik Delete  Export Refresh  Clear Filker|  Ackive

== f==n = z i

Note the Grid displays all records and highlights deleted or inactive records in a different color.

Q Manage Members | E Reporting Dashboard | ’ Manage Vendors > | w5l General Ledaer Transactions | @ ACCOUNES | @}) Breas | % Manage Ticket Templates | 9 Club Inteligence Dashboard | ’ Accounts
Home: |
T o A - - - .
y () Al'Words
D XESO D B P O ..
(@) Any Word
hew Edit Delete  Export Refresh  Clear Filter  All Records LAl Help
Mame a[] overon [-] D [~ Account Mumber [~ Street 1 =] ay [~] state (| Zpcode (-] Phonet [~ TaxId Mumber [~ | Vendor 1098 [~ | W Card Payment Type [~ |
360-VIP Photography & Yirtual ... $0.00 464 3BOVS0 7998 Cimarron Lane Eden Praitie WA C5347- (3010 248-60,.. ] Mone
A &L Superior Sod Co Inc $0.00 & ALSUSD 77 Main Street Lino Lakes WA 55014 6517840500 D Mone
A Sure Bet $5.00 18 ASURSO 4924 33rd Avenue South Minneapolis WA 55417 HHH KRN m Mone
]

To return to viewing Active records, click the All Records icon.

Horne

D/N @}JD

M Edit Delete  Export Fefresh all Records
I —

Sorting

Specific column headers can be filtered to display data in Ascending or Descending order.

p.10



C- Grids

For text fields, ascending order will display A-Z, and descending order will display Z-A. For
numeric fields, ascending order will display least amount to greatest amount, and

descending order will display greatest to least.

To sort in ascending or descending order, click the Column Name. A small (up) arrow will
appear in the Column header, and the data will display in ascending order. Clicking the arrow
when it is up, will turn the arrow down, and display the data in descending order. Conversely,
clicking the arrow when it is down, will turn the arrow up, and will again display the data in
ascending order.

o Ll |y [ B e | 1 R =l= Ty | [N =] FIr’St

] Zulma
. Fenabia
Denyse 56 Test o
: enobia
Fatima Aaran :
f Aaran | Telda
Cecille
I Aaran | Fane
Cyrska
; abba | S
Linda Abby |
Zana
areg Abe | 2
Stacia Abe | a!'ua
Latanya Abigail | Faida
Hong Abraham ' uette
T Abraham 1 ‘fung
[nlnts]

Another way to access the sort function is to right-click on the Column Title. Then, choose the

desired order to sort from the displayed menu.

ey L [ o] [l B o} LApIL [l Rl B R Lol | N | [ W] ) [ LW

=mber Mumber Lask Ma = er

- Sort Ascending 7

is

l Sort Descending 2

JB127E Albright Clear all Sorting her

3123 Meza otk
= Group By This Column

203 Mcgowan mef

=

5080 Blackwel | =5 3how Group By Box e

3074 Calhoun Remowe This Column flist

1004 Easl o ip-

s 1B Column Chooser =

3236 Dentan — Aisi

‘1144 Falcan | w—d BeEstFE -

{50536 1ills Best Fit (all columns) =

i oy T Filter Editor... I

3785 Foark, s

2286 Merilian Shows Auto Filber Fow e

&5 Baldwin | B Conditional Formatting  » |nis

SE014iC Aranda Yong Def
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C- Grids

Exporting to Excel

Grids can be easily exported to Excel. This feature provides a great resource for reporting

purposes and/or additional analysis.

For instance, let's assume a club wants a list of all items in the system that are marked as Tax

Inclusive.

- First, filter the grid to only show items that are marked as Tax Inclusive.

- Then select the Export tool on the Tool Bar. This will export the current grid to Excel.

Home
;i @\7 % D :X I\@/‘ Search: : Jellane
(@) Any Word

Mew Export Refresh  Clear Filker  Active (Al Help

Mame On Screen Item Description 2 Item Frice = Eilling Item Retail Item FME Item Tax Inclusive Item Cakegory Track by Countdown
(=] ] H =
Bud Plastic Beer Bud Plastic Beer $0.00 vl ¥ Beer
Open Ikem Tax Inclusive Open Tkem Tax Inclusive $0.00 vl i Hats
Practice Swing Practice Swing $0.00 vl W Pro Services-Mon Tax,..
Item for test tax inclusive Item for test tax inclusive $1.00 4 V] Sandwiches
linda test linda test $1.50 W V] Side Orders
Ice Cream $4.95 4 V] Desserts
Mixed Drink - CB Mixed Drink - CB $5.00 W V] Liquar K-Z
Burger Buffet Burger Buffet $5.95 W V] burger tuesday
BLT $10,00 W V] Sandwiches
FKobe Sliders FKobe Sliders $12.00 iy V] Appetizers
MGA Senior Tour Cart MGA Senior Tour Cart $15.00 W V! Cart Fes
18 Hele Cart 18 Hole Cart 421,00 4 V] Cart Fes
Sat, Couples Special Cart Sat, Couples Special Cart $24.00 v vl Cart Fee
Purna Mens Clathing $100.00 v M Mens Clathing
Sat, Couples Special Food Sat. Couples Special Food $100,00 v W Sat, Couples GoffDin. ..
Cart Fee Package Cart Fee Package $1,100.00 i W Cart: Fee
Annual Cart Pass Annual Cart Pass $1,250.00 W i Cart Fee
Name the file, designate the location to save, and click Save.

4 Save s | %]
oy =
\ G AT/ |! Desitey = - & I Search Deskhop ¥l

Organize *  Mew Folder HE - 9

-
- Favorites | (libraries
Bl Deskkop A Adrministrakar
4 Dowrloads 1M Computer
1= Recent Places Eighietwark

[7). ReServe Attachments

N_L|brar|es ) Archive Deskkop
j Documents
Y (POSPICS
rJ' Music
. — . ReServe Arvywhere Shartouts
le=| Pictures
E Videos [ Clubscft - Sharteut
Eoutstanding Credit Bogks, xlsx
M| Computer IZ_I]test.xst

“E’, Local Disk (21} LI

File namel ITax Inclusive Export| 5) j
=

Save as bype: IExceI (2010} Worksheet (*.xlsx)

“ Hide Foldersl 2 Cancel |
4

&

Woucher
=

E]

A&
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Grids

Open the Excel file to view.

& |= Tax Inclusive Exportxs: - Microsoft Excel
Home Insert Page Layout Faormulas Data Rewiews iey &
l_j i i Tahoma 8 A A = =] = Wirap Text Text - :’g % .__;fdl j‘I' _Ir‘ _;'J E] :Inlt?Sum N
Pajte B 7 U~ v |y A - = cad Merge & Center v v % v ah 5% churquaﬂﬁ]ngalv a:?_;ng‘aetv Stsleell . Insvert Delvete FUrvrnat 3 Clear - ;
Clipboard Fant Alignment Mumber Styles Cells Editi
Al - fe | Mame On Screen
| 2 B S D E F G H | I
1 | MName On Screen Item Description Item Price Eilling Item Retail Item FME Item Tax Inclusive Item Category Track Gby Countdown ‘oucher
2 |Bud Plastic Beer Eiud Plastic Beer $0.00|Unchecked Unchecked Checked Checked Bieer Unchecked Unchecked
3 |Open Itemn Tax Inclusive Open Item Tax Inclusive $0.00|Unchecked Checked Unchecked | Checked Hats Unchecked Indeterminate
4 Practice Swing Practice Swing 40,00 |Unchecked Checked Unchecked  |Checked Pro Services-Mon Taxabli Unchecked Unchecked
5 |Item For test tax inclusive Ttern For test bax inclusive $1.00|Unchecked Checked Unchecked | Checked Sandwiches Unchecked Unchecked
6 lindakest linda test $1.50|Unchecked Unchecked Checked Checked Side Crders Unchecked Unchecked
7 |Ice Cream $4.95 | Unchecked Unchecked Checked Checked Desserts Unchecked Unchecked
g |Mixed Drink - C6 Mized Drink. - C6 $5.00|Unchecked unchecked Checked Checked Liguar K-Z Unchecked Unchecked
9 Burger Buffet Burger Buffet $5.95 |Unchecked Unchecked Checked Checked burger tuesday Unchecked Unchecked
10 BLT $10.00 | Unchecked Unchecked Checked Checked Sandwiches Unchecked Unchecked
11 kobe Sliders Kabe Sliders $12.00 | Unchecked Unchecked hecked Checked Appetizers Unchecked Unchecked
12 MGA Senior Taur Cark MEA Seniar Taur Cart $15.00 | Unchecked Checked Unchecked | Checked Catt Fee Unchecked Unchecked
13 18 Hole Cart 18 Hole Cart $21.00 | Unchecked Checked Unchecked | Checked Cart Fee Unchecked Unchecked
14 Sat. Couples Special Cart Sat. Couples Special Cart $24.00 Unchecked Checked Unchecked | Checked Catt Fee Unchecked Unchecked
15 Puma Mens Clathing $100.00 | Unchecked Checked Unchecked | Checked Mens Clathing Unchecked Unchecked

Refresh/Auto Refresh

The Grid is set to auto-refresh in a certain amount of time. To designate the time interval for the

refresh, right-click on the grid, select Auto Refresh, and choose the desired interval.

(1.'5} Auto Refresh

55 Skl

Mone
Five Minutes
Thirty Minukes

2ne Hour

St
al
a0t
by
nef
mef

To force a manual refresh at any time, click the Refresh icon.

Home

) 2 %

Tew Edit

b~ 4

Delete  Export

Refresh

Clear Filker

% |

s
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Grids

Advanced Functionality
Group-By

To Group the display by a specific column, right-click on the Column Heading, and choose Group
by This Column.

Balance M
m ‘%l Sort Ascending
$600.00 z h
£1,592.62 ) l Sort Descending b
$0.00 1 Clear all Sorting R
DY = &roup By This Column ) :
$20,075.76 — f
$1,200.00 = Show Group By Box R
$600.0 Remaove This Calurn M
Y 0B Column Chooser 'ﬁ
$600,00 = e
Best Fit
40,00 ksl BESET R
$0.00 Best Fit (all columns) R
ALY T Filter Editor... [
$600,00 te
Show Auto Filker Ruow
$600,00 e
$20,593.65 B Conditional Formatting  » a
&0 NN b =4 =] =]

Note how the results display, and can be expanded to view detailed records within the grouping.

Age -
Member Murmber Last Mame Flrctes o Member Type Join Date Eirthda. .. Fhone Email Current Balance Status Rules Deleted Member Status
24
» 25
r 26
v 27
v 28
5
0
K5127E Albright Zenobia Dep-Resigned 09/01j1991 01271966 0,00 & Resigned
150 EBurk Randy Dep-Resigned 11011997 12{01/1985 $0.00 EE} Resigned Dependent
3736 Seward Pedra Dep-Resigned 11/23/1995  08/31/1985 $0.00 g Resigned Dependent
REO11C Bonds Michel Dep-Resigned 03fo1j19%2 1142171985 $0.00 8 Resigned Dependent
KEO47E Ellsworth Mathew Dep-Resigned 09/20j1990  03{15/1986 $0.00 g Resigned Dependent
WFI0D Chastain Mathew Dep-Resigned 05/01j1991  01711/1986 $0.00 8 Resigned Dependent
5114 Falcon Kewin Dep-Resigned 12/18j2001  03/26/1986 0,00 g Resigned
*5003C Hightower Jackie Resigned Archive 01/16/2008  OFf28/1986 0,00 g Resigned
BEEC Lawton Franklyn Dep-Resigned 03/15/1994  12/26/1985 40,00 g Resigned Dependent
+ 31
» 32
33
34

To remove the grouping, right-click on the Grouped Column heading, and choose UnGroup.
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Member Mut ] Full c)
24
b 25
r 26
27
v 28
29
- 30

#5127
150
373H
#5011

[
[
[
[
#5047 7 Filker Editor. .. e L
[
[
i
r

‘El Sark Ascending

El Sork Descending

Clear &l Sorting
Hide Group By Box
Remove This Column ia
Column Chooser

Best Fit {all columns)

w3l

#5114
«5008 B Conditional Formatting  »

Shiows Ak Filker Row

FRAC | zamban Framklen

Multi Edit

The Multi Edit function allows a User to easily change values for multiple records at one time.
To use this function, select the desired records from the grid (hold CTRL while selecting records

with mouse). Then, right-click on the grid, and choose, Multi Edit.

Seration Supply, Inc, $0.00 4532 ferasi PO RBore 215 Cokbage ¢
Ahead $0.00 313 AHEASD LI Hew Chrl+N Mew Bedf
AirFresh Industries $0.00 435 AIRFSO | Edit Chel+E Stillwater
Blex Brink, 40,00 627 Brinks0 % Delete Delete Arden Hill
Alex walkers refund $0.00 713 Alex Walkers refu

flexandra McDowel $0.00 502 MCDOWELL 3 Undelete ake Elnc
all Skar Pro Golf Inc (45,000 7 ALLsen pencer
Alliance Benefit Group $500.00 5 ALLI40 & Refresh Chr+R Albert Le:
Allied Electrical Contractors $0.00 & ALLIAO S print Grid 0 ©Oakdale
Allied Electrostatic of Mn $0.00 LLISO Hugo
Ally $0.00 ALLYEn =5 Customize Columns Lowisville
Ambassador Uniform Group Inc $0.00 AMEASO ‘%5 Generate Summaries Marlbora
arnerican Express $0.00 642 AMEX A Font Size '

American Fish & Seafood £500.00 10 AMER30 Minneto
American Flagpole & Flag Co. 40,00 404 AFPCS0 G Aute Refresh Y | LakeElmc
American Funds Service Co %5.0 11 AMER40 |E]  Grid Layouts k Indianaj
American Honda Finance Co... +0.00 123 HONDSO PO Box 650024 Dallas

Next, select a Column utilizing the drop-down arrow. In the event, the selected Column is to be

designated to the specified value, click the Specify a Value box. Then, click OK to continue.
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C- Grids

| Multi Edit X

I Select a Column: | g

Specify a Yalue: B—o 3

Next, confirm the change to affect the selected records by clicking Yes.

a5 Multi-Row Selection X |r
Are ywou sure you want bo change Inactive to False? r Cnly Show Failed
Marne

th

#merican Fish & Seafood
American Funds Service Co
american Honda Finance Corp

Mo

Success message will return (unless Only Show Failed option is selected above.) Click OK.

Ii|:|:- [ e abion cuecaccFull

i -

Successfully operated on 3 records,

Then, click Close to continue.
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a5 Multi-Row Selection x
Are you sure you wank to change Inactive to False? ] Only Show Failed

Marme Resulk

Armetican Fish & Seafood Operation successfull

American Funds Service Co Operation successfull
American Honda Finance Corp  Operation successfull

Note, once records were set to Active (Inactive to False), to change them back to Active, again
select the Column, and then, Specify a Value.

t Multi Edit x

\ Select a Column: IInactive j

7 ( Specify a Yalue; i )

1 oK Cancel

Note how this impacts the change. Records now change to Inactive, as indicated by the
message "...Inactive to True."

£ L e [T TR TR v RN

15! Multi-Row Selection

nemasae an

Are waou sure you wank to change Inactive ko True? = iy Show Failed

Mame
Ametican Fish & Seafood
Amnerican Funds Service Co

American Honda Finance Corp

Mo

p.17
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Depending on the Column selected, the Specify a Value field may contain an opportunity to

populate a value, or select from a list in addition to simply marking it true.

Multi Edit x

=1 1=l ol W] (0 I I 1inirniamn Adjustrnent Arnounk

Specify a Yalue: C $0.00 9

ik Cancel
{ Multi Edit x
I Select a Colurmn: ITerms j
specify a Value:  [Mone) —P :

o] 4 Cancel

Custom Grid Layout

Create your own Custom Grid Layout. First, right-click anywhere in the Grid and select
Grid Layouts then New Layout.

e Swing $0.00 i
fdr test tax inclus.. $1.00 |
sk || Mew Chrl+m |
[ Edit Chr+E W
Drink - CB .
rn % Delete Delzte i
r Buffet \f
<y Undelete \;
Sliders [ MulkiEdic v
Jenior Tour Cark S Refresh Chrl+R \{.
e Cart W
B - & Print Grid
“ouples Special Cart i i
%% Customize Columns v
“nuples Special Food 5@ Generate Summaries
‘ee Packa _
bt s AT Fort Size ’ v
3l Catt Pass i
45 Auto Refresh 3
|=| Grid Layouts e Layout

Load Layout  »

Delete Lavout  »

=
®

2
=

Reset Layoukt
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Name the Layout and Select OK.

Save Grid Layout As...

Test Layout|

Layout Mame:

Cancel

Then, create/filter the grid to fit your needs. Changes will automatically be associated with the

newly created customized grid.

To return to the original (Default) grid, right click anywhere in the Grid and select Grid Layouts,

Load Layout, and click Default.

$1,100.00 V!
[ Hew Clrk+h i
[y Edi Chrl+E v
y W
3 Delete Delete
<= Undelete
[ muliEdi
‘& Refresh Chrl+R
& Print Grid
@ Customize Columns
'»IR‘,. Generate Summaries
Al Font Size 3

Auto Refresh

Mew Layouk

Grid Layouts = Load Layout

3

ADMINIS
ADMINIST
ADMINIST
ADMINIST

NENEE

(Default)

apps only

&  Delete Lavout  » @ Test Layout

|_“‘f Reset Layout

Test 2

To return to a Customized Grid, follow the above steps, and click the desired Grid in step 4

instead of the Default Layout.

To delete a customized grid (either created in error, or that is no longer serving a purpose), right

click anywhere in the Grid and select Grid Layouts, Delete Layout, and choose the Layout to

delete.
43 Auko Refresh r
|=| &Erid Layouts »

Mew Layauk

Load Layouk

Delete Layouk

Reset Lavout
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Confirm deletion by clicking Yes.

Are you sure?

Are you sure you wangto delete this layout?

Mo

Reset Layout returns the New Grid to the original layout without saving changes.
Notes

e Customized grids are unique to Individual Modules. (ie - Custom grid created in
Accounts Payable Module does not exist within the Membership Module)

e Other users will have the ability to access the Custom Layouts.

e The Module Grid retains the last Grid display options used.

Advanced Filtering

The Filter Editor provides more advanced filtering capabilities.

The Tool can be accessed by right clicking anywhere on the column headers and selecting Filter

Editor.
‘E‘l Sort Ascending s
Ziegler Cat El Sork Descending o
Zerorez Clear Sorting 20
Zep Manufacturing Cc = Group By This Column a0
£eman Conskruckion O = =]
Zachmans Watercare | — Show Group By Box =]
Zach Berndt Remowe This Caolumn S0
¥oung Life B column Chooser A
wocum Ol Company, 1 — ] 50
Yamaha Galf & Uity = 5=t =0
wcel Energy Best Fit (all calumns) 0
oK 2 Liines Iy =l
Yoo fnkey Club n50
Hide Auto Filker Faow

Wfnod Duck Mewsgran nad
Womens 9 Hole Groupg BH  Conditional Formatting » - £30
Wharnarne 18 Hala rZemnm MOE WWTIRFEN

The Filter Editor works as a string value system that can be filtered to include more specific
criteria.
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Parameters

Operands
Click And to launch the Operand menu selector.
Options include And, Or, Not And, and Not Or. Conditions or Groups may also be added.

&5 Filker Editor x

q

and

iy

Mok And
Mok Cr

.:!

.|

&dd Conditian
Add Group

HWoonl, gt g

Ok Cancel Apply Clear Al

Columns

Options available will depend on the specific Grid in use. Click blue field to view available

column options.

= oo v s ap e NNIY) FEVLIVOR
Lo 7 Filter Editor x
And

egins with

Click on desired field.

57 Filter Editor x

E‘[Ovar 0 EEguals

I il

Inactive

Last Payment Date
LM Employes

LMTS

Mame
On Hold /
Qver 30
Over 60 / oK Cancel Apply
COrver 50
07746

Fhaone 1
Tk \F‘W/ 5747 O5POAGI474
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Operators

Please see available options in screenshot below.

{57 Filter Editor x

Aand

__ /é Equals \
1 Does not equal //e
- 4|

Is greater than

#
2

Z Is greater than or equal ko
< Islessthan

% Isless than or equal ko
£ Is between

34 Is not bebween

O Isnul

@ Is not null

Y Zancel Apply
Is any of

==
0 h's&: Is none of J/

Value

Enter value to filter by.

2 2L [ | (W10 [ =1= N]N][}) "W 2L PO A )
5 Filter Editor x
and

[Crver 907 Is greater tha

When finished, click Apply to view results from the filter without closing out the Filter Editor. Or,
click OK to view results and close the Filter Editor.

&7 Filker Editor x
and

b
o [Crver 90] Is greater than $5,000.00

p.22
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To add another line to the filter, click, the green + button.
57 Filter Editor x

dok—

[wver 90] Is greater than $5,000.00

Repeat steps for defining new filter line.

57 Filter Editor x

And

@ame]ﬂegms with )

To delete a filter line, click the X at the end of the line.

57 Filter Editor

And
> [Dveer 907 Is greater than $5,000,00
JEBegins with

Click OK to view results.

57 Filter Editor x

And
to-[Ower 90] Is greater than $5,000.00

In this example, Audubon International is the only Vendor with a balance over 90 days exceeding

$5,000.00.
arme Over 90 & [ = | 1D Account Mumber
Audubon International $10,000.00 19 AUDUSO

p.23
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Additional Example:

From the Manage Members Grid, let's assume the Board wants a list of Active Members who are

ages 50 to 75. Note results are returned.

Home

1) 62 X M S

e Edit
Member Mumber
203
1004
2614
414
3
554
B3
255
20548
852
630
297
225
190
679
37A
2
2044
491
444,

Delete  Export
Last Mame
Mcgowan
Easley
Cconnor
Maoser
Shanks
Hogan
Sadler
Pennington
Avala
Wiebber
Grady
Hartley
Small
Hauck,
Dennis
Heath
Lunsford
Weller
Mecloud
Micarthur

Refresh
First ...
Zane
Zana
kil
an
navier
‘onda
ST
eilmer
‘illie
illiarn
Willia
wilfred
il
whitney
Warren
Wan
‘alkon
Walter
‘Waler
Wivienne

% 0

Clear Filker

.@u

Active Help

- Member Type

Deferred Golf
Sp-Corporate Golf
Sp-Corparate Galf
Sp-Deferred Golf

Join Date
04/13/20... (651)633-55...

Search:

Fhone

03/14/2007 (651) 490-1657
09/16{2000 (651) 486-6592
04j24{2008 (651) 766-7599

Equity colf Members ;_,;7 Filter Editor

Sp-Cotparate Galf
Deferred Golf
Corporate Golf Junior
Sp-Corporate Golf
Social

Social

Corporate Golf Junior
Corpotate Golf Junior
Deferred Golf

Social

Sp-Corporate Golf
Corporate Golf Junior
Sp-Corporate Gaolf
Corporate Golf Junior
Sp-Senior Golf

0 all words
@) Any Word

Email
rimel002@clubsoft.net
melaniz@ciubsoft.net
drthayer@clubsoft.net
lynnmcginky@cubsoft.net

- [age] 1s less than or equal bo 75
“ [Member Status] Equals Active

i [Age] Is greater than or equal ko 50

oK Cancel

The list can now be easily exported to Excel for further manipulation.

When finished, remember to clear filters to see all data.

Conditional Formatting

Current, Balance Age
$20,075.76

+0.00

$0,00

$0.00

» |67

54
55
52
54
56
2]
59
3
55
57
63
52
53
56
70
71
70
61
55
71

Bratus Rules
264
256
256
256
256
256
264
256
256

o o

E56
256
264

=)

256
256
256
E56

256

Conditional formatting is a tool that allows you to apply formats to a cell or range of cells, and

have that formatting change depending on the value of the cell or the value of a formula. This

allows for easy interpretation of data within the grid. To access, right-click on the Column

Header, and choose Conditional Formatting.

Member Type

%l Sort Ascending =] Miscellaneous
E l Sort Descending obia Miscellaneous
Clear &ll Sarking Hhia Dep-Resigned
= Group By This Column £ S
E Deferred Golf
#5090 Hide Group By Box = Resignied Archive
3074 Remave This Column E] Miscellaneous
1008 | == 3 Sp-Corporate Golf
Column Chooser
3236 a Miscellaneous
51144 E Biest Fit ke Sp-Resignedarchive
#E0S3E Bast Fit (all colurins) ] Dep-Resigned
? Filker Editar... ko Miscellaneous
Miscellaneous
328 Show Auta Fiker Row tke Miscellaneous
a5 Conditional Farmatting D FH  Highlight Cell Rules »
50140 Aranda Ton B Top/Bottom Rules .
£E071 Enrigquez “fony o
3758 williams ol b Unique/Duplicate Rules  »

p.24
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Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
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For instance, within the Membership Grid, to highlight all Members over the age of 50 in a
specific color, right-click on the Age column. Select Conditional Formatting, Highlight Cell

Rules, choose Greater Than, and then define rules.

B Conditional Formatting » || B Highlight Cel RuIES/h@ ireater Than. .. )
e a [{ll Top/Bottom Rules v | [£] Less Than...

=, -
A o HEE HmimnaPninlicoka Dilas w Fal meee oo

Greater Than »

Format cells that are GREATER THAM:

| 1 with G"elluw Fill waith Vellow Text -

fpply Formatting to an entire row

3

Note that Members over 50 are highlighted in Yellow, and Members 50 and under are not.

Member Murmber Age * | | Last Mame Firsk Mame Member Tvpe
07 51 Meumann askan Social
779 51 Knight Leigh Social
#5013 51 Beaty Donavan Resigned Archive
AA3 51 Oliva Larenzo Siocial
a1z 51 Milmer Demetrius Siocial
a4 51 Souza Shon Zorporate Golf Ju
275 51 Mecloud Marcel Zorporate Golf Ju
262 51 Bellarmy Tad Zorporate Golf Ju
221 51 ‘Weathers arland Social (LOA)
132 51 Hamrick, Zhong Social (LoA)
175 51 Snow Jon Zorporate Golf Ju
117 51 Diggs Jospeh Corporate Golf Ju
BE6 51 Enriquez Truman Social (LoA)
31 51 Earl Berkram Social (Loa)
17 51 Hightower Issac Deferred Golf
a 51 Melazquez Shon Corporate Golf Ju
#5059 51 Crocker Rosendo Resigned Archive
4014 50 Blunt Cinie Sp-Deferred Golf
2904 50 Brice Jacki Sp-Deferred Golf

To clear conditional formatting added, click Conditional Formatting, Clear Rule, Clear Rules

from This Column or form All Columns depending on need.
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et mam e e e LT

E'E(:Cmditiu:unal Formatking ) |  Highlight Cell Rules b
a5 B [{ll Top/Bottom Rules 3
L E 8 I:1'_.:E| Unique/Duplicake Rules  »
£y 8 = DataBars 3
94 8 _
93 8 fe  Color Scales 3
93 8 4p  Icon Sets b
93 L] =]
(E':/ Clear Rules 2 Clear Rules From This Colurnn
93 256 rrecTre
93 0 Active Clear Rules From &ll Columns

Best Practices

Utilize Filters, Sorting, and Searches to help identify the specific data you would like to view.
Easily export views/data to Excel to further manipulate/analyze.

Remember to clear filters to view all data.

Common Questions and Concerns

Can others view custom grid layouts | create?

Yes, once created, grid layouts are automatically available for other Users.

What is the best way to view a subset of data based on certain
parameters?

Use filters and/or advanced filters to define what range of data you would like to see, and
exclude the records that do not apply.

Can | use grids to make the same change to Multiple records at a
time?

Yes, utilize the Multi Edit feature to adjust multiple records at once. To access, right-click on the
grid, and select Multi Edit from the menu.
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| can't see all of my data any more - how do | get it back?
Click the Clear Filter icon to ensure all filters have been removed, and all data is visible.

Home

1] (2 X ¥l S ™D

e Edit Delete  Export Refresh | Clear Filter

Is it possible to see deleted records that are no longer in the
default grid?

Yes, click the Active icon to show All records (including deleted records).

L PO LIy L e g v

Home

12 X M & %

Mew Edit Delete  Export Refresh  Clear Filker | Active i
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