How to View (and save) filters on CRM Recruit
can be customized as you wish

Select ‘NUIG - College Overview 2’ from the dropdown menu
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2. Once you select College Overview 2 dashboard, scroll down to the Master Report. You will see the screen
below. Use the down-arrow to select the relevant year’s report.
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3. Onthe right of the report, click on the ellipsis 8 From here you will see an option to ‘See all records’
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You can then apply filters to the ‘Academic College’, Academic Programme’ or ‘Academic Level’ as shown

below. To apply filters, click the downarrow to the right of the column name and click ‘Filter by’. In the
resulting dropdown select ‘Contains’ and then the search text below with an asterix on either side (e.g.

*Policy*)
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5. Hit ‘Apply’.
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***Note based on your filter, you are now viewing your relevant applications***
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6. You can then narrow the records displayed by selecting applications ‘Marked Complete’. Again, select

‘Contains’, ‘Marked Complete’ and click
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7. Continue to narrow the filter by ‘Current Status’ and select the ones of interest
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. Examples below of ones you

8. You can save this as a personal view, so you will be able to go directly to this filtered list easily. Click on the
ellipsis where you will see ‘Create view’ option.
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9. When you click on the ‘Create view’ option, you will then see ‘Save filters as new view’
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10. This will then allow you to save this as a personal view. Name it as you wish. E.g. Master Report Non-EU
2025.

Save as new view X

The view is stored in the list of saved views

Name " | Master Report Non-EU 2025

Description -

Save Cancel

11. This view will now always be available to you. It will continually update on its own. The view you have just
created will be available on the left side of the screen in the ‘Recent’ section.

You will be able to pin the report so that you may easily access it in future.
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Once the report is pinned, you will find it under pinned tab on the left:

E I I UCia n Application Reviewer

= 3 [Z] Show Chart  [Eb Privacy Policy Hs

O Recent h Master Report Non-EU 2025 v

5 Pinned s

' | Academic.. | NUIG Cour.. | Academic Progr:
Master Report No...

Arts, Socia...  1BDT1 Drama, Theatr

This view can also be exported to Excel by clicking the Export to Excel option on the top right of the screen.
If you don’t see the ‘Export to Excel’ button, just make your window bigger until the button appears.

- n
E"uc|an et Pt L F 9 + v @
= & | [ Show Chart [ Privacy Policy Help -+ New (O Refresh [ Emailalink | v 2 Flow v RunReport ~ 8 Excel Templates ~ | E Export to Excel | :

@ (it Master Report Non-EU 2025 v M7 Static Worksheet =h this view

(9 Recent ~

3 Static Worksheet (P: I
| Acadenmic... | NUIG Cour... | Academic Programme (Applic... “ | Acade... | Academic Level .. | Prospect T NUIG St | Age (Prosp. | Appli B% Static Worksheet (Page only) v

Master Report No... .
@7 Dynamic Worksheet
Arte Caria  1BATH Pirman Thanten 21 Dacfarminn € Coll Tinan | Basalnse | Raissildi anm lnnbine 35341400 24 s2ac

5|Page



