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Disclaimer

For the purposes of this Disclaimer:

- Company (referred to as either "the Company’, "We", "Us" or "Our” in this Disclaimer) refers to Vitextra SIA, LV-1009 Riga,
Matise iela 61 - 25.

- Document refers to the Knowledgebase Article.

- You means the individual accessing the Document, or the company, or other legal entity on behalf of which such
individual is accessing or using the Document, as applicable.

- Website refers to Vitextra, accessible from https://vitextra.com

Disclaimer

The information contained in the Document is for general information purposes only.

The Company assumes no responsibility for errors or omissions in the contents of the Document.

In no event shall the Company be liable for any special, direct, indirect, consequential, or incidental damages or any
damages whatsoever, whether in an action of contract, negligence, or other torts, arising out of or in connection with the
use of the contents of the Document. The Company reserves the right to make additions, deletions, or modifications to
the contents in the Document at any time without prior notice.

Errors and Omissions Disclaimer

The information given by the Document is for general guidance on matters of interest only. Therefore, errors can occur
even if the Company takes every precaution to ensure that the Document's content is current and accurate. Plus, given
the changing nature of laws, rules, and regulations, there may be delays, omissions, or inaccuracies in the information
contained in the Document.

The Company is not responsible for any errors or omissions, or for the results obtained from the use of this information.

Fair Use Disclaimer
The Company may use copyrighted material that the copyright owner has not explicitly authorized. The Company is
making such material available for criticism, comment, news reporting, teaching, scholarship, or research.

The Company believes this constitutes a "fair use” of any such copyrighted material as provided for in section 107 of the
United States Copyright law.

If You wish to use copyrighted material from the Document for your own purposes that go beyond fair use, You must
obtain permission from the copyright owner.

"Use at Your Own Risk" Disclaimer

All information in the Document is provided "as is", with no guarantee of completeness, accuracy, timeliness or of the
results obtained from the use of this information, and without warranty of any kind, express or implied, including, but not
limited to warranties of performance, merchantability and fitness for a particular purpose.

The Company will not be liable to You or anyone else for any decision made or action taken in reliance on the
information given by the Service or for any consequential, special or similar damages, even if advised of the possibility of
such damages.

Contact Us
If you have any questions about this Disclaimer, You can contact Us by email: support@vitextra.com.
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List Filter Online: A Quick Guide for End Users

Introduction

List Filter Online is a web part that shows the items of a SharePoint list or document
library on a page and lets you narrow them down with a few clicks. This guide is
written for a person who uses such a page: you need no administrator rights and no
knowledge of how the web part was set up.

A typical page with the web part has four areas, from top to bottom:

- the command toolbar with buttons such as New, Export, Saved Filters and Refresh;

- the filter pane with one control per filterable column and the Apply Filter and Clear
Filter buttons;

- the breadcrumbs that show the folder you are in;

- the results table with the items, optionally with paging controls above or below it.

o Export - 5% Saved Filters ~ () Refresh

Department ‘ ~ |

Assigned To ‘ |

Due date From | Select date = | To | Select date

Apply Filter Clear Filter

Project tasks

Title ~ Department Project Status - Assigned To Due date - Amount Modified

Refresh email signature  Marketing Brand refresh [ Active DJoni Sherman $900.00 10/12/2026 2:59 AM
Dark mode for mobile . Engineerin g Mobile app [ on hold } DOGrady Archie $5,600.00 10/12/2026 2:59 AM
Quarterly partner rev Sales Partner program [ Active OMiriam Graham $2,000.00 10/12/2026 2:59 AM
Mentor programme f... HR Onboarding portal OGrady Archie $3,500.00 10/12/2026 2:59 AM
Publish holiday policy HR Onbearding portal DJohanna Lorenz $0.00 10/12/2026 2:59 AM
Record welcome video  HR Onboarding portal [ on hotd } joni Sherman $4,200.00 10/12/2026 2:53 AM
Create anboarding ch HR Onboarding portal [ active $1,600.00 10/12/2026 2:58 AM
ncrease travel budget  Finance Budget 2027 DODiego Siciliani $9,000.00 10/12/2026 2:58 AM
Close Q3 accounts Finance Budget 2027 OMegan Bowen $0.00 10/12/2026 2:58 AM
Collect department fo. Finance Budget 2027 DODiego Siciliani 10/13/2026 3:00 PM $0.00 10/12/2026 2:58 AM
1-10 1< < Pagel 3

The main areas of the List Filter Online web part

Note

The administrator of the page decides which of these areas you see. The command
toolbar, the filter pane, the breadcrumbs and the paging controls can each be
switched off, so your page may look simpler than the screenshots in this article. The
results table is always shown.

Filtering with the filter pane
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The filter pane holds one control for every column the administrator made available
for filtering. The type of control depends on the column: a text box for text columns, a
drop-down list with one or several values for choice and lookup columns, a date
picker or a date range for date columns, a people picker for person columns, a slider
or two number boxes for numbers, a toggle for Yes/No columns.

To filter:

1 Set the values you want in one or more controls.
2 Click Apply Filter. The results table reloads from the first page.

Clear Filter resets every control in the pane and shows the unfiltered items again.

As soon as a filter is active, a row of filter chips appears under the pane. Each chip
reads Column: value and has a small close button that removes that single condition.
The Clear all the filters link at the end of the row removes everything at once — the
filters from the pane and the filters set from column headers alike.

| status: Active ® ) | Department: Sales, Marketing % | ([ Modified: Last X Days 7 * ) Clear all the filters

Filter chips showing the active filters

Warning

The chips are the authoritative view of what is filtered. A filter that was restored
from a link or from a saved preset is shown as chips, while the controls in the pane
may still be empty. If you then click Apply Filter with empty controls, the restored
filter is replaced by the values from the pane.

Sorting and filtering from a column header

Click the header of a column to open its menu. Depending on how the column was
configured, the menu offers:

- Sort Ato Z and Sort Z to A — the table is re-sorted by this column; the sort replaces
the default order of the web part until the page is reloaded,;

- the list of distinct values of the column, loaded on the fly (Loading... is shown while
they arrive). Each value may be followed by the number of items in parentheses.
Click a value to show only items with that value; click several values to show items
with any of them. An (Empty) entry selects items that have no value in the column;

- Clear Filter at the top of the menu, shown once a filter on this column is active.
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Filters set from a column header appear as chips like any other filter, and the header
of a filtered column is marked with a filter icon. The value list of a column is narrowed
by the other active filters, so you see only values that still return items.

+ New il Export -
[ LA

T SortAto?

Status L L SortZto A
Department | S Clear Filter
Madified Toda .- Engineering
Cle ¥ Finance
| Department: Engineering, Fi

b Marketing
Project tasks Sales

Title ~ Departmﬁnt AT Project ~ Status Ass

Sorting and value filter in the column header menu

Navigating folders

When the library or list contains folders and the administrator left folder navigation
on, folders appear as rows in the table. Click the name of a folder to open it. The
breadcrumbs above the table show your position: the name of the list first, then every
folder on the way. Click the Llist name to return to the top level, or click any folder in
the path to go back to it.

Note

Opening a folder does not change the address of the page, so the Back button of
the browser leaves the page instead of returning to the previous folder. Use the
breadcrumbs to go back. If the breadcrumbs are hidden on your page, reloading the
page returns you to the top level.

The filters you set stay active while you move between folders.

Working with items
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Right-click an item to open its context menu. The commands depend on the kind of
item and on your permissions:

Command Available for What it does

Opens the item form or
the document in a new
tab. For Office files the
command has a submenu:
Open in the browser or
Open in App.

Open list items, documents

Opens a side panel with
the properties of the item
and, for documents, a
preview of the file. For list
items the panel also lists
the attachments.

Preview list items, documents

Saves a copy of the file to
your computer.

Download documents

Opens the Rename File or
Rename documents, folders Rename folder dialog.
Requires edit permission.

Opens the edit form in a
Edit Properties list items, documents new tab. Requires edit
permission.

Opens a panel with the
versions of the item (No.,
Modified, Modified By).
Shown when versioning is
enabled for the list. If you
have edit permission, a
Restore button next to an
older version replaces the
current version with it,
after a confirmation.

Version History list items, documents

Folder color folders Picks one of sixteen colors
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Command Available for What it does

for the folder icon.
Requires edit permission.

Opens the SharePoint
permissions page of the
Manage access all item in a new tab.
Requires permission to
manage permissions.

Deletes the item after the
question Are you sure you

Delete all want to delete this item?
Requires delete
permission.

ol Project overview.docx Marketing Active Adele Vance $0.00

ol ET Preview Finance In progress Diego Siciliani $0.00

o R C leted Lee G $0.00

ot v Ope& > Openin the browser ompieiee e o

ol Approved Miriam Graham $12,500.00
w Download Open in App

Pl Sanes In progress Isaiah Langer $48,300.00
=D Rename

ol Sales Approved Alex Wilber £0.00

ol / Edit Properties Engineering Active Lee Gu $9,900.00

& =) Version History Finance Active Diego Siciliani $0.00

ol 4':) Manage access Finance Completed Megan Bowen $36,000.00

ol ]EI Delete Engineering Completed Mestor Wilke $7,200.00

A5l Proposal Adventure Works. docx Sales Reiected Isaiah Lanaer £22.000.00

The context menu of a document

Two more details help you while reading the table:

- In a list with attachments, items that have files attached show a paper-clip icon in
the Attachments column. Click it to see the list of attached files and open any of
them.

- In a person column, click the name of a person to open a card with their photo, job
title, department and work phone.
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Note

If right-clicking an item shows no menu, the context menu has been disabled in the
configuration of the web part. The web part never shows a command that your
SharePoint permissions do not allow, so a shorter menu than the one in the table
above is normal.

Selecting items and pages

Depending on the Selection Mode chosen by the administrator, the table has no
selection, lets you select one row, or lets you select several rows with check boxes
(the check box in the header selects all rows of the page). When exactly one item is
selected, the command toolbar shows commands for it: Open and Download for a
document, Edit for a list item, and Delete if you may delete it. A selection also enables
Export > Selected items.

When the web part shows items in pages, the paging controls display the range of
rows on the page (for example I - 30), the page number (Page 2) and the arrows First
Page, Previous Page and Next Page. The administrator chooses whether the controls
appear above the table, below it or in both places.

Refresh in the command toolbar reloads the current page of items with the current
filters.

Saving your filters and sharing a link

The Saved Filters menu in the command toolbar lets you keep a combination of filters
you use often. Save Current Filter stores the active filters under a name of your choice;
the saved presets appear in the same menu and are applied with one click. Copy Link
to Filter copies a link to the page that applies your current filters when it is opened,
so a colleague sees the same filtered view.
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“& Saved Filters ~ () Ref

™

Save Current Filter

= Copy Link to Filter
N, My open tasks »

N Contracts 2026 »

AT YNV NSOy ANA

The Saved Filters menu in the command toolbar

Both commands, the storage of presets and the option that restores your last filter on
your next visit are described in KB10253. Saving Filters and Sharing a Link to a
Filtered View in List Filter Online.

Exporting to Excel

The Export button in the command toolbar creates an Excel workbook from the table:

- Current Page — the rows you see now;

- All Items — every item that matches the current filters, across all pages, including
groups and totals when the web part is grouped;

- Selected items — only the rows you selected.

The file is named after the list and downloads to your computer. A progress bar
Exporting to Excel is shown while a large export runs.
Tip

A step-by-step walkthrough of filtering and exporting is given in KB50022. How To
Export a SharePoint List to Excel.

Summary

Filter with the pane or from a column header, watch the chips to see what is active,
browse folders with the breadcrumbs, and use the right-click menu for everything you
may do with an item. What you can see and do is always bounded by two things: your
SharePoint permissions and the configuration of the web part made by the
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administrator — see KB10201. Configuring the List Filter Online Web Part for the
administrator’s side of the story.
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Terms

Document Library

A special type of list that stores files, folders, and information about them. Like a list, a
document library can contain personal or shared views, item-level permissions, and so
on.

List

A list is a storage unit in SharePoint. A list can contain columns of different types,
content types, and views. A document library is a special type of list and therefore
inherits the functionality of a list.
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