Filter, Search, and Sort in zipForm® Plus

Using Filter, Search, and Sort in zipForm® Plus

1. Once signed into zipForm® Plus, from your “Transactions” home landing page, locate the Filters, Search, and
Sort section.
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2. To Filter your transactions, click on the “Filter” icon on the left side of the page, and select the criteria for
transactions you would like to filter (e.g. Active, Purchase, etc.).
e Check the “Save Filters” box, in the bottom right.
e Click “Apply” to adjust the filters.
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Filter, Search, and Sort in zipForm® Plus

3. To Search your transactions, enter search criteria into the search box. The relevant transaction information,

based on your entry, should appear momentarily.
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4. To Sort your transactions by type, click on the “Sort” drop-down and choose an order in which to sort your
existing Transactions.
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Thank you for using zipForm® Plus!
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