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With the SiteManager database becoming larger every day,  the amount of time that it takes to pull up a particular entry in the list has increased.  Placing a filter on the pick list can reduce the amount of time that is required to perform this task.

 Here are the steps you need to take to place a filter on a SiteManager Pick List: 

1. Navigate to the pick list that you would like to filter ( This example uses the Summary to Contractor Report process but almost every reference list in the system will accept a filter.).

2. Right Click in the selection window and select Filter.[image: image1.wmf]
3. In the Filter Criteria window select Insert.  [image: image2.png]


  Or you can select Add.  [image: image3.png]



4. In the Field drop down list select the field you want to filter.  In the example we have selected Lvl2, which will filter the list to the District level.  You could select Lvl3 to limit the search to your Project Office.  In some instance the field you want to use in your filter is not listed.  If the field is not listed it cannot be included in the filter.  In some instances the field names may not be familiar to you.  If you cannot determine which fields you want in your filter, contact the SiteManager administrators for assistance.
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5. The Condition drop down window provides a number of options.  It is automatically populated with the = sign.  In this instance we accept the default value of “=”.  Depending on your filter requirements you may need to use one of the other symbols, or “like”.
6. Enter the value you wish to use to limit or filter the list.  In this example we enter the 2 digit District number in the Value field. If Lvl3 had been selected in step 4 you would have needed to enter the 3 digit Org code.  When you use the condition “like”, you will typically want to begin and end the value with the percent sign.  For example “%Smith%”.  The percent signs instruct the system to allow any value to be associated with Smith, either before or after.  Also note that the process is case sensitive so you must use upper case letters in the appropriate locations of the filter.
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7. Select Save.

8. When prompted for a Filter Name select the Default check box and select OK.  By setting the filter to Default, it will automatically run when you open the list.  If you want you can give the filter a name, and load it again in the future, as you choose.  By naming your filters you can have different filters that do different things, such as a filter named Smith, that finds all the Smiths, or a filter named Jones that finds all the Jones.  Remember that only a Default filter will automatically take affect.
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9. Select OK in the Filter Name window, and then select OK again in the Filter Criteria window.  A message will appear indicating how many rows will be retrieved.  Select OK.
[image: image7.png]3 sttt vt reansone s





10. And it may give this message as well.   Select YES.  (This is only indicating that more rows will be listed than can be shown on one screen.)
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11. SiteManager will now apply a Default  filter every time that you open the list where the default filter was applied.
