
     

  

 

STUDENT/STAFF/FACULTY  
Filter Data and Export Data 
How to Filter Data in a Table 
The table icons mentioned in this guide appear for all tables offering data. 
 

1. Select the Select to filter grid data icon from the options in the righthand corner of the table.  

2. Select Add.  
3. Follow the prompts to filter the data. 

 
Note: You can also filter and sort by clicking on column titles. 
 
 How to Export data to Excel 

The table icons mentioned in this guide appear for all tables offering data.   

1. Select the Export to Excel icon from the options in the righthand corner of the table.  
2. Select Download from the Export Document pop-up window.  

 

Note: Depending on your device settings, the file may open automatically in Excel or you will 
need to select it from your Downloads.  


