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Sort Columns – Clicking the column label to sort ascending and a second click of the 
column label will sort descending. 

Sorting ascending (Job Status column) 

 

Sorting descending (Job Status column)  
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Change Column Width – To change the width 
of one column, drag the boundary on the right 
side of the column heading until the column is 
the width that you want.   
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Change Column Sequence / Order – While holding down the left mouse button, drag the 
column labels inside the blue section to anywhere else inside the blue section. 
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Group Columns: 

Group by: While holding down the left mouse button, drag the column label from the blue 
section to anywhere inside the gray header section.  

 

Removing the Group by:  While holding down the left mouse button, drag the group by from 
the gray section to anywhere inside the table (the blue section) 
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Expand and Collapse Groups – Click the plus sign (+) to expand the view and the minus 
sign (-) to collapse the view. 
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Pagination – Click the red number or 'Next 
>>' to go to the next page. Click the red 
number or '<< Prev' to go back to the 
previous page. 
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Export and Save – Click the Excel icon to 
save information in the data grid as an Excel 
spreadsheet to your computer. 
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Special Notes:  
1. Changes to the layout of the data grid during the active browser session can easily be undone by 

using the back button in the top left corner of the browser window. 

2. Changes to the layout of the data grid described above only apply during the current active 

browser session.  Upon closing and re-opening a browser,  you will notice the data grid will have 

reverted back to the original default layout.   

Related On-Line Help Resources: 
Frequently Asked Questions: On-Line Customer FAQ on-line at www.tropical.com 

Quick Reference Guide: On-Line Customer Tutorials to Print on-line at www.tropical.com 

Video Tutorials: On-Line Customer Tutorials to Watch (Video files) on-line at www.tropical.com 
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http://www.tropical.com/External/En/Press/Publications/CustomerFAQ.htm
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