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Available on the list view toolbar in most capsules, the Grid View feature creates a visual representation of columns that 

have been sorted and sub sorted, using those categories as the rows and columns in a grid representation of the data. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This can be used in many ways. For example: as a visual conflict-checking tool by creating a “calendar view” using date 

and time sorts (see example above); or for a quick visual of the status of work orders for a list of workers (see example 

below). 

 

This feature is particularly useful in the Work and Schedule capsules, but can be applied to any list in the system – all 

that’s required is a sort and subsort in List View. 

In this example, the List View at left has been transformed into a Grid View via the icon.  

 

The primary sort (Work Status) becomes the columns while the subsort (Assigned To) becomes the rows. In this example, 

the user can get a quick idea of which contacts have the most open/pending work orders. 

 

 

 

Primary Sort: Horizontal Value 

Subsort: 

Vertical Value 
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Navigation & Quick Change 

Left-clicking on the record numbers will bring you to the record whereas right-clicking on a cell will give you the option to 

add a new record, edit any records in the cell, or delete any records in the cell.  

 

 

 

 

 

 

 

 

 

Hover Display 

Hovering over a cell will display the information for any records from the columns as they appear in the list.  In the floating 

display window, each column of information corresponds to the columns present in list view. 

 

 

 

 

 

 

 

 

 

Grid View Subtotals 

Right-clicking on a row or column in Grid View will show the subtotal for the row or column. 

 

 

 

 

 

 

 

Remove Column/Row 

You can right click on any column or row title in a Grid View and select Remove Column/Remove Row.  The selected 

column/row will be removed from the Grid View but the data will not be deleted from the database. 
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Grid View Report 

 

 

 

The Grid View toolbar has an icon which prints the data in the table as a report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Copy to Clipboard 

 

 

 

 

The Grid View toolbar has an icon which copies the information displayed to the clipboard, which can then be pasted 

elsewhere such as Excel. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 Grid View 
Quick Reference 

                                    

 

 

 
www.awaremanager.com 617.542.8555 Version 956   Page 4 of 5 

 

 

Grid View Settings 

 

The Settings menu controls the appearance of Grid View. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date and Time display 

If the data displayed in the rows or columns is a Date or Time value, 

the user has the option of changing the grid view display from the 

Actual Values radio button to Time or Date. 

 

This causes the grid view to act more like a calendar by expanding any 

dates or times to include a specified range. For example, the settings 

above are configured to show the Time displayed vertically in intervals 

of 30 minutes from 8:00 to 20:00 with the gaps filled in (see at right). 

 

The Fill In Gaps checkbox is important if you wish to display the entire 

range of dates or time, otherwise the grid view will be constrained to 

only show points in time that have data (in other words, no blank rows 

or columns). 
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Similarly, Dates can be configured to display in terms of weeks, months or years with a similar option to fill in any gaps in 

the data. 

 

Additional Options 

At the bottom of the Grid Settings window, the user has options to change the color of cells containing single or multiple 

records, change the size of cells, and to have the cells display a Subtotal Number Value or Count. 

 

In order for Grid view to display subtotaled number values, the column with the number values must be the first non-

sorted, non-sub sorted column. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

With the Subtotal Number Values option turned on, the Total Cost column now becomes subtotaled for records falling 

under the sort and subsort criteria. 

 

When the Count option is used, each cell in the grid only display the number of work orders belonging to the cell. The first 

option, Actual Values/Count, will display the record code or number if there is a single record in the cell OR the number 

of records if there are more than one. 


