
Instructions to group grid information by a column(s) 
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Instruction 

Screen Shot 

1. Click on and hold 
a column header 
then drag the 
header ‘above’ the 
grid until red 
arrows appear in 
the left-hand area 
above the grid 
then release the 
column header. 

 
 

2. The form will 
refresh and 
display in 
summary format. 

 
 

3. You can click 
[Expand All] 
button to display 
detail records 
within each group.  

 
4. You can click 

[Collapse All] 
button to hide 
detail records 
within each group. 
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5. You can click the 
plus sign ‘+’ at 
the left of each 
group to display 
the detail records 
of that specific 
section.  You can 
click the minus 
sign ‘-’ at the left 
of each group to 
hide the detail 
records of that 
specific section.  

 
6. You can group by 

multiple columns 
by dragging each 
header above 
grid. 

 
 

 


