“How To"?

Advanced Filter
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Conditions can be nested under the first condition to narrow your list results even more.

Example of a Filter: To find a cargo release from March 6, 2009 or earlier that was released to
Enrique.

1. Select the Available Field. In this example, select “Released to".

2. In Conditions, select “Contains”. (This will allow you to enter a first name or just a
last name. If you select “Equals” you must enter the exact name.)

3.In the field next to “Equals” enter in the person’s name you are searching for:
Enrique. (The text field is not case sensitive.)

4. Click the Add button.

5. Select another Available Field: Date.

6. In Conditions, select “On or Before”.

7. Enter today'’s date (the default).

8. Click the Add button.

9. Click OK.
The result list will display in Magaya Explorer. If the result is found, you will see the transaction
you are looking for, but if not, refine your search by clicking the Unfilter button and then
return to the Advanced Filter to change the terms, or refine the search by removing a
condition and adding a different one.
Tips:
As with the Standard Filter, the filter applied will remain on that list until it is cleared by
clicking the Unfilter button. Clicking the Cancel button will cancel the filter, but it will not clear
an existing filter or return your list to its previous status. Click the Unfilter button to clear the

filter.

Explore how the Advanced Filter can give you increased visibility into your business
information.
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