
When you first open the report, it will default to displaying all the data returned by the report.   If you 
wish to filter by a particular timeframe or area, first look to the left or top of the report for pre-defined 
filter columns.   Select one (it will show as highlighted in green) and click the green checkbox to confirm 
your selection. 

 

 

 

You can also filter by any column’s data in a similar way, by clicking on the search icon (magnifying 
glass), making a selection or selections, and confirming it.  You can select more than one item from a list. 

Here we’ve narrowed down the Brew Pub Sales for 202208 to only those in the Jacksonville district. 

 



Note that the current selections are displayed in a selections bar at the top of the report. 

 

 

 

You can clear any selected filter by clicking the  to the right of the selection.   Alternatively, you can 
click on “Selections” at the far right, which brings up a full dialog box containing your selected columns.   
You can then clear the item or make another choice. 

 

 

Once you’ve narrowed down the report results to only the data you’re interested in, you can also sort 
and re-sort any column by clicking it.    Here I’ve chosen to show the statistics in order from the largest 
taxable bulk gallon sales to the smallest: 

 



 Once the data is filtered and sorted as desired, it can be exported to Excel, exported as PDF, or exported 
as an image file.   Note that exporting to PDF or image will retain only the data displayed on the screen 
at that time.   If you want all of your data to be exported, you will need to use Excel format. 

To export, right click anywhere in the sheet and you should see the following options: 

 

 

 

To send to Excel, for example, choose Export Data.   The process is straightforward; there are no options 
or dialog boxes; just an Export Complete message. 

 

 

 

Once you select “Click here to download your data file” what you see next is dependent on your 
browser and how it is set up.   You may get a prompt to save a document or it may open automatically in 
a new browser tab, based on how you have configured Edge or Chrome to treat Office documents.   If 
you’re prompted to save it, just open in Excel as you normally would.   It will then be an editable 
spreadsheet that you can use however you wish.  

 


