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You can filter billing data by:

¢ Date

¢ Invoice Number
¢ Amount

¢ Status

Filter by Date

Clicking the Date filter icon ¥l displays the following options:

e Is equal to
e month/date/year

DATE | : INVOICE NUMBER
T FILTER
053/09/2022
I= equal to T
1 ten .
micnth,/day/year G
CLEAR

Clicking the Is equal to down arrow, displays the following options:

I= equal to -

Is equal to

Is not equal to

|5 greater tham ar
equal to

|s greater than

Is less than ar

Make your selection, and then click Filter.

Clicking the Month/date/year option displays a calendar.
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Filter by Invoice Number

Clicking the Invoice Number filter icon LT displays the following options:

e Contains
e Empty field

T FILTER

Contains v

CLEAR

Click the Contains down arrow to display the following options, make your selection, and then click
Filter.

Contains

Does not contain
Is equal to

Is not equal to
Starts with

Ends with

Use the blank field to enter your specific filter criteria.

Filter by Amount

Clicking the Amount filter icon LTl displays the following options:

e |s equal to
e Empty field
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T FILTER

Iz equal to r

r
L

Clicking the Is equal to down arrow, displays the following options:

Iz equal to A

Is equal to

Is not equal to

Is greater tham or
equal to

Is greatar than

Is less than ar

Use the blank field to enter your specific filter criteria.

Filter by Status

Clicking the Status filter icon Y] displays the following options:

T FILTER
[ Check Al
[ Received
[] Pending
CLEAR FILTER

Select your filtering option and then click Filter.
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