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Adding Filters to iConnect Reports in Excel

Introduction

Reports can be generated in iConnect and downloaded in Excel. Once
downloaded into Excel, the report can then be sorted and filtered to fit
the needs of the user. This job aid will give instructions on how to add

filters and utilize filters in iConnect Reports.

Downloading Reports
1. To begin, log into iConnect and set your Role.

My Dashboard [Sign Out | My Dashboard Sign Out .
Senvice Provider | wscicoc

My Dashboard Sign Out Rote

Service Provider Worker

2. Navigate to the desired Report.

a. Enter the criteria to execute the Report. Click View Report.

Click Go.

Role

View Report

How to Add Filters to iConnect Reports in Excel

5@

b. A report will be generated on the screen. Go to the caret next to the

Save (floppy disk) icon. Select Excel.

HTML v|

U4 4 ofl L | Q@ I:IFnc.I‘xe:-:t

Report Run Time :7/18/2024 6:17:04 PM

3. The Excel Report will download onto the device. Click the Report from the

computer’s downloads.

XML file with report data

CSV (comma delimited)

MHTML {web archive)

isecure=TPBIgYZ9S zZUM2hVWAtD... T1

Anyone using this device can see

downloaded files

Jan 1 through july 8 WSC role WSC
BASE Renewal Due.rdlxlsx
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4. Once the Excel Report displays, click the Enable Editing button.
x|

File Home  Insert  Page Layout Formulas Data  Review View  Automate Help  Acrobat

'—\l,-I PROTECTED VIEW Ee careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected Vigw. | Enable Editing |

Unmerge Cells
Some reports are downloaded with cells merged to display the heading of the report.

1. To unmerge cells, click the triangle on the top left of the Excel document.

- R

ft' & cu |Verdana vHED -
Paste L3 CoPY > B I U-~ v &
V < Format Painter - _
Clipboard [ Font
Al vl S WSC Medicaid Waiver |

:1 BVSC Medicaid Waiver El

3 Report Run Time :7/24/2024

2. Once the document is highlighted, click Merge & Center.

File Home Insert Page Layout Formulas Data Review View  Automate Help  Acrobat

fl-j E&’ Cut |_Verdana v||_20 v| A A |E| = = e | EE Wrap Text | |_Genera| v
@ Copy ~ o — I
Paste . B I U - = = = &= | Merge & Center |} ‘ $ ~ % 9 <_03 —98
¥ <& Format Painter : ’
Clipboard [ Font [ Alignment [} Mumber r
Al o i fx  WSC Medicaid Waiver Eligibility Worksheet Due

4

WSC Medicaid Waiver Eligibility Worksheet Due

Report Run Time :7/24/2024

iConnectlD Consumer Name Consumer Region Primary Worker  Provider ID WSC QO

c

3. The cells will be unmerged.

D10 v i fx
A B L
. WSC

3 |Report Run Time

1
iConnectlD Consumer Name Consume
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As Needed: Undo Wrap Text
The user may want to unwrap text for a more condensed Report.

1. To unwrap text, click the triangle on the top left of the Excel document.

Elrj & Cut |Verdana v"ZD v
Paste E@ Copy v B I U~ Hiv O
~  <¥ Format Painter - _
Clipboard ] Font
Al v Jx | WSC Medicaid Waiver |

:} eVSC Medicaid Waiver El

3 |Report Run Time :7/24/2024

2. Once the document is highlighted, click Wrap Text.
File Home Insert  Page Layout Formulas Data  Review View  Automate  Help  Acrobat

[_\ﬁ & Cut |verdana v‘”lD v‘l AN |
Paste (3 Copy ~ B I U~ B+« & A
e < Format Painter N - -

Clipboard = Font

|Genera| -

$ - % 9 % N

4l

Alignment [ Mumber I

Al ~ | ﬁc WSC Medicaid Waiver Eligibility Worksheet Due

A

. |WSC Medicaid Waiver Eligibility Worksheet Due

5 |Report Run Time :7/24/2024

4
iConnectlD Consumer Name Consumer Region Primary Worker  Provider 1D WSC QO

c

3. If the text needs to be wrapped, highlight the whole spreadsheet (the triangle)
or the section that is needed to be wrapped. Navigate to and click Wrap Text.

Filk  Home inset  Pege layowt  Formolas  Dats  Rewew  View  Asiomate  Help  Aorobat

| iy - = o H I

e g (BT U-[E-|2-A- ESSI= S Bivepetton - | §-% 7|9 8| SoT U
Chpposd T Fare 5 Abgrmend m Hum ey [ Sipht

B w o i fr| Pomon-Cermered Suppor Plan eff. 1142031

# [ E H

. Report

- P Last PC5P oo 2

3 |Report Ran Time: 152024 812 P * Q0 Name Program

x mail. ABC QO Person-
onmectil  Region Consmmar  Dispositien  Primary WS 00 WS5C 00 Lo PCSP et cam 51 Centered

» = = Mams ¥ = 'Worker Mam = |Emall * | CA Mame Program x SLI it p|ﬂ|'|
T2k Coraral Smih, John  APDEhgble- WSC Syha ABCO0  Emallmemal, ABCGO [ [PerssnCemers{Penfng Ppo

4 Warom eff. 117472021
1245 Suncaasl Sireth, Juid AFD Ehgble - WSC Sy ABC OO Dl l@amail, ABC 00 S ermgdal mail. ABC QO -
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As Needed: Freezing Panes

The user may want to freeze the headings on the Report, so the headings stay at the
top as the user scrolls down the Report.

1. To freeze the headings, click the row under the headings to highlight the row.

A B D E F H
. \WSC Medicaid Waiver Eligibility Worksheet Due
3 JReport Run Time :7/24/2024
iConnectlD Consumer Name Consumer Region Primary Worker  Provider ID WSC QO Medicaid
6 |_1 1111111 Mame of Consumer1 SUMCOAST WSC, Sylvia 11111 WSC QO Draft
7 22222222 MName of Consumer2 Suncoast WSC, Sylia 22222 WSC QO Pending
2. Click View on the Menu bar.
File Home Insert  Page Layout  Formulas Data  Review automate  Help  Acrobat
N = [] Headings
HE RO O = Q @ |
MNormal| Page Break Page Custom  Mavigation — Gridlines Zoom 100% Zc
Preview Layout Views [+] Formula Bar Se
Sheet View Workbook Views Show Zoom
A6 v i feo 11
A B D E F H
.| WSC Medicaid Waiver Eligibility Worksheet Due
3 |Report Run Time :7/24/2024
4
5 iConnectlD Consumer Name Consumer Region Primary Worker  Provider ID WSC QO
[ |_11111111 Mame of Consumer1 SUNCOAST WSC, Sylvia 11111 WSC Q0
3. Then click, Freeze Panes and Freeze Panes in the dropdown.
File Home Insert  Page layout Formulas Data  Review V\;EW Automate  Help  Acrobat
N =l [ Headings O\ T+ =
HEH B E O @ B® B8 &
Normal| Page Break  Page Custom | Navigation — Cnalines Zoom 100% Zoomte  New Amange | Freese | L Hide Switch
Preview Layout Views [ Formula Bar Selection  Window Al |Panes~| [ Window
Sheet View Workbook Views Show Zoom Freeze Panes
E@ Keep rows and columns visible while the rest of
26 i Sel 11111111 the worksheet scrolls [based on current selection
e Top Row
Keep the top row visible while scrolling through
the rest of the worksheet,
A B D E F H I Freeze First Column
. \WSC Medicaid Waiver Eligibility Worksheet Due K oraugh the rest of the workenase
; Report Run Time :7/24/2024
4
5 |iConnectlD Consumer Name Consumer Region Primary Worker  Provider ID WSC Q0 Medicaid Waiver Eligibility Worksh Status Date Medicaid Waiv
6 I_Hﬂﬂﬂ Name of Consumer1 SUNCOAST WSC, Sylvia 11111 WsC Qo Draft 2/22/2023
7 (22222222 Name of Consumer2 Suncoast WSC, Sylvia 22222 WSC Q0

Pending 11/20/2023

4. The headings will stay at the top as the user scrolls down the report.
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. WSC Medicaid Waiver Eligibility Worksheet Due

5 |Report Run Time :7/24/2024

4

5 |iConnectlD Consumer Name Consumer Region Primary Worker  Provider ID WSC Qo
18 144444443 Name of Consumer13 SUNCOAST WSC, Sylia 144443 WSC QO
19 155555554 MName of Consumer14 Suncoast WSC, Sylia 155554 WSC Qo
20 | 16GBBERRA Mame of Consumer1s WSC, Sylia 166665 WSC QO

5. To unfreeze headings, navigate back to Freeze Panes and select Unfreeze
Panes.

File Home Insert  Page Layout Formulas Data Review View Automate Help  Acrobat

N = [ Headings -+ * Split =
HEBE O Q@™ M B8 I
Mormal| Page Break  Page Custom  MNavigation — Gridlines Zoom 100% Zoomto Mew  Arrange | Freeze A Hide Swit
Preview Layout Views [ Formula Bar Selection  Window Al |Panes~| [ Windo
Sheet View Workbook Views Show Zoom = Unfreeze Panes
< E@ Unlock all rows and columns to scroll
H26 v i I through the entire worksheet.
L:>I|< Keep the top row visible while scrolling
through the rest of the worksheet.
A B D E F H [r‘ Freeze First Column
. 'WSC Medicaid Waiver Eligibility Worksheet Due K Arnaugh tha rest of the warcanect.
Add Filters
1. Click the row number on the left to highlight the row that has the headings of
the Report. The example below shows row 5 as the row with headings.
A B C D E F G H |
. Report
2
3 Report Run Time: 7/15/2024 8:12 PM
iConnectlD Region Consumer Disposition Primary WSsC Q0 WSsC Q0 Last PCSP Assessment
5 Name Worker Name Email QO Name Program
12345 Naorthwest Consumer, One APD Eligible - WSC, Sylvia  ABC QO Email@email. ABC QO Person-
Waiver com Centered
2. Once highlighted, click the Sort & Filter button then select the Filter option.
(The keyboard short cut is Ctrl. + Shift + L)
@ sutosave (@ of) S WSCSupport Plan Due.rdl (Baxlss + Saved to this PC ~ £ search 5
File  Home Insert Pagelayout Formulas Data Review \View Automate Help  Acrobat /
Lo [awa e | [BwapTen [Geners JOE B B B E e iy O 2
[copy = — | i - .
e B )y e == EMeacos v § - % 3 B St foms col o dd ot | T e fniie A | e
Clipboard N Font N Alignment [ MNumber [ Styles Cells Ed\t\: i\l SotAtoZ .w\ty Add-ins Adobe Acro
a5 v i S| iConnectlD Z| setzton
Custom Sort..
A B c D E F s H f K L M ( S Eilter Filter (Ctrl+Shift+L)
Turn on filtering for the selected
Report cells.
Then, click the arrow in the column
Report Run Time: 7/15/2024 8:12 PM T | headerto narrow down the data.
(@) Tell me more
iConnectlD  |Region Consumer  Disposition  Primary WSC Q0 WSC Q0 LastPCSP  Assessment  Form Status |Review Type Reviewer Support Plan Effective Date PCSP Form | PCSP Form Created
Name Worker Name Email QO Name Proaram Name Expired

o |If the Sort & Filter option is not visible, click Editing and the Sort & Filter
option should become visible. Then select Filter.
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File Home Insert  Page Layout Formulas Data Review View  Automate Help  Acrobat |.I;| Com
Arial -1 - = 2] General - [ Conditional Formatting ~ = | p . od i
(G4 e o = 2 . | A= 2
Paste @~ |£| I U~ A A = v $-% 9 [ Format as Table ~ Cells | Editin Add-ins Create PDF Cres
- < v e A Fr e S 2 Cell Styles ~ V ~ and Share link Share
Clipboard ] Font ] Alignment ] Mumber ] Styles Sensitiﬂdd-ins Adobe Acro
Autos
A5 v i Jfx  iConnectlD sosam %?
G Fn Sort& Hind &
6> Clear ~ Filter ~ lect ~
A B c D E F G H E;_t_- = K
2] setAteZ
. Report 2] senzion
2
5 |Report Run Time: 7/15/2024 8:12 PM Custom Sort..
( S Filter
3. The headings will now have the capability of being sorted.
A B = D E F G H 1 ]
- Report
8
; |Report Run Time: 7/15/2024 8:12 PM
3
iConnectlD Region Consumer Disposition Primary WSC Qo wWsSsC Qo Last PCSP Assessment  Form Status
i - - |Name - ~ |Worker Nam ~ ~ | Email ~ Q0 Name |~ Program - -

4. Click the caret at the heading that needs to be sorted. Checked items will be
displayed. Uncheck items that do not need to be displayed. Press OK to save
the filter. This step can be repeated in different headings as needed to sort by

different criteria.

4
iConnectlD Region Consumer Asition

5 e ~ Name i
120 2] sonatez
Z] sortZteA
6
12 Sort by Color >
7
12
a8 Text Eilters ?
12
| SEAC—
(Select All)
El ¥ Consumer, One
12 - Consumer, Two
[ Fake, Name
o - John, Jacob
12 [ Smith, Jane
-1 Smith, John
11
| cancel |
12

APD Eligible -
Waiver

APD Eligible -
Waiver

APD Eligible -
Waiver

APD Eligible -
Waiver

APD Eligible -
Waiver

APD Eligible -
Waiver

iConnectlD Region Consumer
~ = Name z
12} 2] SotAtez
Z] sortZton
12 Sort by Color >
12
Text Filters >
12
Search
M (Select All)
12 D Consumer, One
D Consumer, Two
[1Fake, Name
--[[1John, Jacob
12 Smith, Jane
L[ Smith, John
Cancel ‘

Disp
APC
VWair

APC
Wair

APC
Wair

APC
Wair

APC
Wait

APC
Wai

5. The Report will only display the items selected in the filter.
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a

iConnectlD Region
5 -

12348 Central
9

12349 Suncoast
Lo

How to Add Filters to iConnect Reports in Excel

Disposition Primary WsC Qo

~ |Worker Nam ~

APD Eligible - WSC, Sylvia  ABC QO
Waiver

APD Eligible - WSC, Sylvia  ABC QO
Waiver

Last PCSP
Q0 Name |~

Email@email. ABC QO

Email@email. ABC Q0O

6. Multiple headings can be filtered. The caret will show a filter icon when there

are filters being utilized.

-

7. To undo afilter, click the filter icon and click Select All. Press OK to save the

filter.

Sort Headings

21 sothatez

2] setZtoA
Sort by Color b
Sheet View >

ﬁ Clear Filter From "Consumer Name"

Text Filters b

‘ Search

(g}mmm
i onsumer, One

D Consumer, Two
D Fake, Name
: John, Jacob
i Smith, Jane
.14 Smith, John

Cancel |

1. After completing the Downloading Reports, select the heading that needs to be

sorted. Navigate to and click the Sort & Filter icon and select the needed

sorting option (Sort Ato Z or Sort Z to A).
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File Home Insert Page Layout Formulas Data Review View Automate Help  Acrobat
;;zut [ral 0o A A 20 Wrap Text | [General | B B [ e ::msum - (A /O
Past opr T (Bl e v A = . . o o Conditional Formatas Cell Insert Delete Format Pl ™ Sort &| Find &
o <¥ Format Painter Bjru 9 A Bl Merge & Center $ % 9 W A Formatting~ Table~  Styles ~ o & Clear~ Filter ~ | Select ~
Clipboard 5] Font o] Alignment F1 Number F1 Styles Cells Edtl T AtoZ
A5 v i fx  iConnectiD Z| senZtoA
A B c D E F G H 1 J K L M W fiter
Report
Report Run Time: 7/15/2024 §:12 PM
iConnectiD Region Consumer Disposition Primary WSC Q0 WSC Q0 Last PCSP Assessment  Form Status Review Type Reviewer Support Plan Effective Date PCSP Form  PC
1) Name Worker Name Email QO Name Program Name Expired
12345 Northwest Consumer, One APD Eligible - WSC, Syhia ABC QO Email@email. ABC QO Person- Open Annual WSC, Sylvia 11/01/2022 Yes Ye:
Waiver - Centered
o |f the Sort & Filter option is not visible, click Editing and the Sort & Filter
option should become visible. Then select the needed sorting option (Sort
AtoZorSortZtoA).
File Home Insert Page Layout Formulas Data Review View  Automate Help  Acrobat \Dcummemsl
ﬁj % [ v||1A :| \Genemu «| | [ Conditianal Formatting ~ @ /C) @’ @
e B [B] I U~ A A $ - % 9 [EFormatosTable Cells | Editing Add-ins | CreatePDF  Create PDF and
- Do A L] i Cell Styles v v and Share link Share via Outlook
Clipboard 1 Font Fl Alignment 5 Mumber Styles d-ins Adobe Acrobat ~
25 v|: fr | iConnectiD 2 Autosum ~
& Fill =
A B & D E F G H 71 SortAteZ K L -
. Report 2] sonZioh
2 Custom Sort...
3 (Report Run Time: 7/15/2024 8:12 PM
57 Filter
4
iConnectiD Region Consumer Disposition Primary WSC Q0 WSC Q0 Last PCSP Assessme| eview Type Reviewer
. Name Worker Name Email QO Name Program Name
12345 Northwest Consumer, One APD Eligible - WSC, Syihia  ABC QO Email@email. ABC QO Person- Annual WSC, Syhvia
Waiver - Centarad
Custom Sort
1. After completing the Downloading Reports, navigate to and click Sort &
Filters. Then select Custom Sort.
file  Home Insert Pagelayout Formulas Data Review View Automate Help Acrobat
3 Emt fava h 2o (@ Wapten [Genera OB B B=RE I [sak0
] - — _ [ Fin~ .
P e BT U T Bueemcms - § % 3 W R Lo P ol et e fome | e e
Clipboard ~ Font ] Alignment 1F] Number ] Styles Cells Editi él SortAtoZ
BS v i fr Region Z] sort7toh
Custom Sort...
A B c D E F G H 1 J K L M
, Repor
2
3 |Report Run
a
iConnectlD Region Consumer Disposition Primary WSC Q0 WSC Q0 Last PCSP Assessment  Form Status  Review Type Reviewer Support Plan Effective Date PCSP Form
IName Worker Name Email QO Name Program Name Expired
12348 Central Smith, John APD Eligible - WSC, Sylkia  ABC QO Email@email. ABC QO Person- Pending Annual WSC. Syhia 11/01/2023 No
Waiver com Centered
[

If the Sort & Filter option is not visible, click Editing and the Sort & Filter

option should become visible. Then select Custom Sort.
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Fle Home Insert Pagelayout Formulas Data Review View Automate Help Acrobat | comments |
% [Arat BT [eneral «| | [ Conditional Formatting~ | [ /C)
in = g~ i ot IR N

R RS
- g Eela.A-

[+ =
v 5% 9 [ Formates Teble~ Cells | Editing Add-ins  CreatePDF  Create PDF and
L S8 -5 B Cell Styles ~ = and Share link Share via Outlook

Clipboard = Font [ Alignment ] Humber ] Styles Sensitiyf™ idd-ins Adobe Acrobat ~
AutoSum
A5 v i fr  iConnectlD > ~
EFin~
& Clear~
A B c D E F G H K L -
. Report

N

-

5 Report Run Time: 7/15/2024 §:12 PM

4
iConnectlD Region Consumer Disposition Primary WSC Q0 WSC Q0 Last PCSP A eview Type Reviewer
4 Name Worker Name Email QO Name Program Name
12345 Northwest Consumer, One APD Eligible - 'WSC, Sylhia  ABC QO Email@email. ABC QO Person- Annual WSC. Syhia
Waiver com Centerad
— Support Plan
6 eff 11/4/2021
12346 Suncoast Consumer, Two APD Eligible - 'WSC, Sylhia  ABC QO Email@email. ABC QO Person- Open Annual WSC. Syhia
Waiver com Centered

2. The Sort options will display.

Sort ? *

|
+ Add Level T Delete Level E@Qopy Level Options... ﬂ My data has headers
Calumn Sort On Order
Sortby | Region | |Cell Values | |AteZ “

Cancel |
3. In the Sort by dropdown, choose the heading that needs to be sorted.

Sort ? *

li
—|— Add Level < Delete Level %Qopy Level | Options... ﬂ My data has headers _
Column *or‘t an Order

Sortby | Region Cell Values | [Atoz v

Consumer Name
Disposition
Primary Worker Name

WS i

4. In the Sort On dropdown, select how the items need to be sorted.
Sort [} X
)
—‘y—gdd\_a\ral ¢ Delete Level E@gopyLe\re\ | gptlons.../ n My data has headers
Column Sort On Mder

Sortby | Region ||| Cell Values AtoZ w
Cell Values ]

Font Color
Conditional Formatting lcon

5. In the Order dropdown, select the order in which the headings need to be
sorted. The options will vary depending on the Sort On dropdown selected.

Sort T X
|

—|— Add Level ¥ Delete Level E@gopy Level | Options... B Wy data has headers |
Column s5ort On Order
Sertby | Region | | Cell values v| |Atoz

Ata?

Zto A

Custom List...
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6. To add additional sorting criteria, click the Add Level button. A new line will be
displayed to add the needed sorting criteria. Excel will first sort by the top
criteria, then by the next. More sort criteria can be added as necessary by click
the Add Level button.

- Add Level )< Delete Level  [[3Copy Level | ~ Options.., B My data has headers

Column Sort On Order

Sortby | Region | | Cell Values | |AtoZ ~

Then by ~ | Cell Values w| |AteZ ~
OK Cancel

7. To delete a sort criteria, select the criteria that needs to be deleted and then
click the Delete Level button.

—|— Add Level 4 Delete Level B;opy Level | ~ Options... ° My data has headers

Column Sort On Order

Sortby | Region ~ | | Cell values ~| |AtoZ -
Then by ~ Cell Values v AtoZ -
Then by | | Cell Values v AtoZ w
Then by o Cell Values v AtoZ -

8. Press OK to activate the sorting criteria.

Sort T X

le
- AddLevel | < Delete Level  [[3Copy Level ‘ Options... My data has headers
Column Sort On Order
Sortby | Column A | |cellvalues ~| |atoz ~
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