How to Filter on Columns in Workday Worksheet

Step 1: Click on any cell in the topmost row of the sheet that you want to filter on.
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Step 2: Select the ‘Filter’ button in the toolbar ribbon at the top. You should see 2 options — Private
and Public Filter. It is recommended to use ‘Private Filter’ so your choice of filtering does not
impact anyone else who is also trying to view this worksheet and apply their filters.
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Click further on ‘Private Filter > Start Private Filter’.
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A pop-up window appears as shown below. Select the ‘Do not show again’ checkbox to suppress
this message from showing up next time. Click ‘OK’,

About Private Filters

You can use individual private filters to customize your
data analysis without affecting other users' filter settings.

Keep these tips in mind:

* Any other editing actions, including formatting or
sorting, affect all users.

s SUBTOTAL or AGGREGATE functions in formulas
won't respond to the filters you apply.

D Do not show again

You should now see a teal color band with label ‘Private Filter’ as shown below. This indicates the
‘Private Filter’ is ON.
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Step 3: Click on the dropdown arrow button in the column to filter.
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Step 4: Awindow pops-up as shown below. Click ‘Unselect All Shown’
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Step 5: Once all values are unselected, type in the value you would like to filter on in the Search
field.
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As you start typing in the search field, you will notice the filter provides relevant values. Select the
one appropriate and click ‘Apply Filters’ button.
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You should finally see the filter results in the worksheet for the selected values.
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