Hearing Calendar Documentation — Using Excel AutoFilter

Online Calendars in General

Online calendars are available in spreadsheet format
(Excel). The columns identified along the masthead
include County, Docket #, Property ID#, Land Use Code,
Matter Name, Year at Issue, Location, Type, Date, Time,
and Representative. Each row contains information
pertaining to a docket, or case. The only dockets listed in
the calendars are those scheduled for hearing or status
conference. Cases that have been dismissed or continued
(and not rescheduled) do not appear in the calendar
reports. Calendars are updated each evening before
close of business.

In lllustration A, the selected row is a hearing from
Douglas County, Docket # 2009-4506-EQSC, scheduled for
9/25/2009 at 11:00AM.

Navigating and Zooming
The appearance of the calendars is unique to each user’s

Excel settings; nevertheless, basic navigation and
zooming techniques are applicable in general.

Changing the Zoom (Internet Explorer):
After you click on the calendar link, the report
should be visible. Right Click on the gray space near
the top tool bars and SELECT Show Document Tools.
An Excel Tool Bar will appear.

The Excel Tool Bar provides additional options for
customization, including: highlighting, zooming, and
navigation. SELECT the zoom DROPDOWN. Then
SELECT the desired zoom.

Navigating (Internet Explorer):
Navigate the calendars using scroll bars, which are
typically located at the bottom and right side of each
view window on the masthead.
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Hearing Calendar Documentation — Using Excel AutoFilter

Printing and Filtering the Hearing Calendar(s)
The calendar can be printed, e-mailed, or copied. Most of these self-explanatory options are located under the File Menu. The
specific locations of PRINT, SEND TO or SAVE AS, however, depend on the version of Excel you are using.

The calendars can be filtered using Excel’s AutoFilter feature. Microsoft® provides comprehensive support for Excel’s AutoFilter
feature. You can view a short tutorial at Microsoft’s website: http://office.microsoft.com/en-us/excel. The following steps provide a
few essential highlights:
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SELECT filter, and then SELECT SHOW ALL. (See Illustration H)

f.  Alternatively, each filter can be removed individually by SELECTING (All).

Show rows where!

For example, in lllustration C, a date is used to filter the calendar. To
remove this filter, SELECT the Date column dropdown and SELECT (All).
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lllustration G

Use ? ta represent any single character

@ Technical Note: The hearing calendars are in a spreadsheet (.xls) format and require i
Microsoft Excel (or equivalent) to view. If Microsoft Excel is not installed, a free Excel viewer can
be downloaded from Microsoft’s Website, located at http://www.microsoft.com/downloads.



http://office.microsoft.com/en-us/excel/HA100823141033.aspx?pid=CL100570551033
http://www.microsoft.com/downloads/details.aspx?FamilyId=C8378BF4-996C-4569-B547-75EDBD03AAF0&displaylang=en

