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Portal filters

Each Portal has a variety of filters that can be applied to the Portal table. 

Apply a filter to the portal table: 

• Click the down arrow to open the drop-down menu which contains filter options.

• Click the box beside the desired filter – OR - type the desired text or number in the search bar, 

then check the box beside the appropriate filter. 

Select more than one filter option: 

• Click the down arrow to expand the filter options.

• CTRL or CMD + click on each desired option.

Clear selected filter options:

• Hover just above the top right corner of the filter drop down. An eraser should appear. 

• Click the eraser to clear the 

selected options for that filter.

Portal name

Sort columns

Columns can be 

sorted in ascending or 

descending order. 
• Hover over the 

column heading.

• A black arrow will appear.

• Click the arrow [    ] to 

sort the column in 

ascending order.

• Click the arrow again [    ]

to sort the column in 

descending order. 

Use scroll 

bars to scroll 

up and down 

and left and 

right to see 

entire Portal 

tables
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Filter Portal Table data based on selected row(s) in the other Portal Table

When you select a row in the Course Codes Search Portal table, the Endorsement 

Code Search Portal table will automatically filter to the available Endorsement options 

based on the course(s) selected in the Course Codes Search Portal. 

When you select a row in the Endorsement Codes Search Portal table, the Course 

Codes Search Portal table will filter to the available course options.

Select Portal Table data

Hover over a cell. The cell and row will turn grey to help identify where you are in the table.
• Click on any cell in a row to select that row. 

• Selected rows will have a solid vertical line next to the first cell in the row.

• CTRL or CMD + click on additional desired rows.

• Right click to copy the cell value or the entire selected row. 

• Deselect a row by clicking on the row again.
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