How to filter by two properties

Click the funnel to open the filters
. Click + Filter

Type Status and choose it

Tick In progress

Click + Filter

Type Priority and choose it
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. Add a second filter: type High, press Enter

7 steps. Watch the video or a step's GIF for the motion; this guide holds each step's result.



Step1of 7

Click the funnel to open the filters

The filter bar opens under the view tabs.

= i Sales “. All Projects [HP] . Midwest Logistics Cross-Dock Fa...
4.+ Status 71 B Contacts # Total Value 2 Balance Due
@ Approved 3 Paula Brennan  $6,800,000.00 15.00% D
B Details (1) Interactions  iid Meetings + Tasks 8 more...
1 Due Date v 71 X Client Projects: Conta... ¥ + Filter
Aa Task Title 3t Status
/' Pull foundation permits e Done

' Sign MLP Cross-Dock GMP amendment
/ Approve tilt panel mix design
 Approve Q4 subcontractor rate increases
/ Finalize winter concrete plan

/ Review precast production schedule

' Set winter temporary heat budget

+/ Resubmit guard house CO-01 pricing
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® |n progress

® Current Focus

® Next Up

® Current Focus

@ In progress
® |n progress

® Next Up
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™ Due Date
10/05/2026
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10/23/2026
10/23/2026
10/27/2026
10/28/2026

10/30/2026
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Critical
Critical
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[ Complett

10/17/2026



Step 2 of 7

Click + Filter

A list of the database's properties opens.

= m Sales .. “ AllProjects [HP] “, Midwest Logistics Cross-Dock Fa...

5= Status A B Contacts # Total Value 2 Balance Due
@ Approved 3 Paula Brennan  $6,800,000.00 15.00% )

[|H|ior by... ]

B Details 1) Interactions  iid Meetings VT

i

Aa Task Title
1 Due Date v A1 A\ Client Projects: Conta... v Archive
an Assignee
Aa Task Title ' _ )
Q. Client Project Assist
' Pull foundation permits Q. Client Project Contact
' Sign MLP Cross-Dock GMP amendment Q Client Project Owner
. . . I D
J Approve tilt panel mix design B Completed Date
v Completed Sub-Task
Approve Q4 subcontractor rate increases
v/ App © Completed This Quarter
/ Finalize winter concrete plan B8 Completed This Year
/ Review precast production schedule © Created
® Createdb
' Set winter temporary heat budget Y
= Description
/ Resubmit guard house CO-01 pricing ™ Done
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Step 3 of 7
Type Status and choose it
The Status options appear as a checklist.
= o Sales .. “ AllProjects [HP] “, Midwest Logistics Cross-Dock Fa...

¢ Status A B Contacts it Total Value 2 Balance Due
@ Approved 3 Paula Brennan  $6,800,000.00 15.00% D

B Details N Interactions  idd Meetings v Tasks &) Deliverables 7 more...

; ] _
1 Due Date v 71 X Client Projects: Conta... ¥ 3. Status v + Filter Reset
Aa Task Title Status Is v e
" To-do
 Pull foundation permits 5
® Not started k
/' Sign MLP Cross-Dock GMP amendment  Next Up 3
/' Approve tilt panel mix design ® In progress B
°
 Approve Q4 subcontractor rate increases 1ol 3
® Current Focus
/ Finalize winter concrete plan : B
® In Review
/ Review precast production schedule @ Complete 5
' Set winter temporary heat budget D 3
/ Resubmit guard house CO-01 pricing ® Next Up 10/30/2026
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Save for everyone v
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Step 4 of 7

Tick In progress

Only tasks in progress stay.

= o Sales .. “ AllProjects [HP] “ Midwest Logistics Cross-Dock Fa...

¢ Status A B Contacts it Total Value 2> Balance Due
@ Approved 3 Paula Brennan  $6,800,000.00 15.00% D

B Details N Interactions  idd Meetings v/ Tasks &) Deliverables 7 more...

1 Due Date v 71 X\ Client Projects: Conta... ~¥ 3. Status: In progress Vd + Filtel Reset

Aa Task Title i1t Status ™ Due Date
J Sign MLP Cross-Dock GMP amendment @ |n progress 10/21/2026
W Approve tilt panel mix design ® Current Focus 10/22/2026
 Finalize winter concrete plan (® oPEN '@ Current Focus R10f23,12026
< Review precast production schedule ® |n progress 10/27/2026
/ Set winter temporary heat budget ® |n progress 10/28/2026
J Coordinate crane pick plan with ComEd @ In progress 11/03/2026

+ Newpage A Link existing
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Save for everyone v
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Critical
Critical
Critical
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Medium
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Step 5 of 7

Click + Filter

A list of the database's properties opens.

= o Sales .. “ AllProjects [HP] “ Midwest Logistics Cross-Dock Fa...

4. Status A | Contacts # Total Value
@ Approved 3 Paula Brennan  $6,800,000.00

B Details (1) Interactions &4 Meetings v Tasks

1 Due Date v 71 X Client Projects: Conta... v
Aa Task Title

/ Sign MLP Cross-Dock GMP amendment

W Approve tilt panel mix design

 Finalize winter concrete plan

' Review precast production schedule

J Set winter temporary heat budget

/ Coordinate crane pick plan with ComEd

+ Newpage A Link existing

2 Balance Due

15.00%
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<.¢ Status: In progress v

3'* Status

® |n progress

® Current Focus
® Current Focus
® |n progress

® |n progress

@ In progress
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Task Title

ﬂ;rchive

Assignee

Client Project Assist
Client Project Contact
Client Project Owner
Completed Date
Completed Sub-Task
Completed This Quarter
Completed This Year
Created

Created by
Description

Done
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Step 6 of 7

Type Priority and choose it

The Priority options appear as a checklist.

= o Sales .. “ AllProjects [HP] “, Midwest Logistics Cross-Dock Fa... Share ¢ (0 ¢ -
¢ Status A B Contacts i Total Value 2 Balance Due
® Approved &3 Paula Brennan  $6,800,000.00 15.00% D
B Details N Interactions  idd Meetings v Tasks &) Deliverables 7 more... =2 i Q
. ® g ® .
A \ Client Projects: Conta... v 3¢ Status: In progress v @ Priority v+ Filter Reset  Save for everyone | v
Aa Task Title 3= Status Priority is v [ Complett
. [Seioct one or more options...
J Sign MLP Cross-Dock GMP amendment @ In progress
n
W Approve tilt panel mix design ® Current Focus Low
o . Medium
/ Finalize winter concrete plan @ Current Focus
High
- ; =~
' Review precast production schedule In progress Critical
W/ Set winter temporary heat budget ® |n progress 10/28/2026 Medium
J Coordinate crane pick plan with ComEd @ |n progress 11/03/2026 High

+ Newpage A Link existing



Step 7 of 7

Add a second filter: type High, press Enter

Both filters apply together: tasks that are in progress and High priority.

5= Status A B Contacts # Total Value 2 Balance Due
® Approved 3 Paula Brennan  $6,800,000.00 15.00% D

B Details N Interactions  idd Meetings v/ Tasks &) Deliverables 7 more...

A X Client Projects: Conta... v % Status: In progress v* @ Priority: High «® + Filt« Reset

Aa Task Title 3= Status [ Due Date
J Review precast production schedule (8 OPEN @ |n progress 10/27/2026
W/ Coordinate crane pick plan with ComEd ® |n progress 11/03/2026

+ New page 2 Link existing

Save for everyone v
® Priority
High
&

High
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