
JOINT STAFFING ABSENCE DATA 
FILTER AND EXPORT FUNTIONS

CONTINUES ON THE NEXT PAGE

To collapse the filters, click on the downward arrow on filter box: 2

How to Use the Filter Function on the Dashboard 

1 On the right side of the dashboard, click on Filters to expand the filter options: 

Click Filters to 
expand the filter 

options

Click on the downward 
arrow to expand  

the filter(s). 



There are two options for filter selection:

A.	 Click on the box next to your desired selections and a check mark will appear  
in the box.

B.	 In the search box, type in what you are searching for, then click on the boxes next 
to your desired selections and a check mark will appear in the box.

3

CONTINUES ON THE NEXT PAGE

Click on the boxes next to 
your desired selections

2. Click on the boxes next to  
your desired selections

1. Type in what you  
are searching



CONTINUES ON THE NEXT PAGE

Hover the mouse cursor over the report table: 1

Click on the 3 dots on the top right of the report table: 2

How to Export the Report From the Dashboard  

Hover cursor over  
the report

Click on 
the 3 dots

Click on Export Data3



Select Data with current layout, then click Export4

1. Select Data with  
current layout

2. Click Export


