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HOW-TO Use the Filter Function 
 

 
This function is located in: Inventory-> Filter 

 
Description  
This “HOW TO” manual describes how to use the filter function. The filter function offers a wide range of search 
capabilities. 

There are 3 ways to filter: 

1. Column filter – allows you to filter on a column 
2. Quick filter – allows users create and save public and private filters 
3. Advanced filter - offers the capability to search via a large range of fields within each module 

Steps 
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1 Click on the filter icon on a column.   
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i. Check the box you want to filter on, for example if I select the column Asset Category and I check the box for 
Bridge, and then click Search only the Assets with the Asset Category = to Bridge will be returned in the list.  You 
can see the total number of records in the bottom of the page reduce.  The filter icon will also change from the 
color gray to blue with a circle around it to show the column is filtered. 
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ii. Unfilter the column by clicking on the filter and clicking All and then click SEARCH.  Or Click RESET. 
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# Description 
2 Click on the Filter button in the right top corner. 
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 i. If there are previously saved any filters, the system shall display them in a list. 
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 To load a quick filter, click on the previously saved filters.  The system will display the list of structures with the 
applied filter.  The system will save your filters so be sure to reset them. 
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3 i. Now let’s look at using the Advanced filter to set a new filter.  
ii. Click on Advanced filters from the filter list. 
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 iii. Select the module that you want to search using Advanced filter. 
 

 
 

 iv. Click on the Asset tab to conduct an Advanced search. 
 

 
 



 

 
INDOT - iTAMS 

HOW TO Manual – Web Application 

 

 

 

INDOT –Sixense – iTAMS – March 2023                                                                                                                             Page 12 of 
19  

 v. The screen is divided in two parts: 
a. First the general fields that are available for each entity such as Pattern Match/List Match, 

Name, Number, Comments, Active/ Inactive Status, and Type. 
 

 
b. Then the section with the dynamic Attribute fields defined in the system: 
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 VI. To add a dynamic field to the list: click on the attribute field's drop-down and select the field to 
add. 
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 VII. Select the (027) Year Built; the clause rule will vary based on the type of field. 
 

 
 

 
 VIII. Input the criteria of the search and click on the Add filter button. 
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 IX. The new filter criteria will be added to the list. 
 

 
 

 
 X. A criterion can be removed by clicking on the recycle bin icon. 
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 XI. To start searching with your defined parameters, click on the Apply button. 
Here you can also Save filters, Load Saved Filters, reset (Default) Filters, and use the Filter for Structures. 
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 XII. Save the filter with a name so it will be available to load in the future by clicking on Save. 
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 XIII. Save the filter with a meaningful name. Filter accessibility can be defined in two ways: 
a. Private – saves the filter as private and shall be accessible only by the user who created it. 
b. Shared – visible to all collaborators means the filter shall be shared among other users in your 

organization. 
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 XIV. Click on Apply button to apply the filter. 
 

 
 

 
 XV. Below functions are available when using the filter tab. 
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