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ADDING A NEW CONTACT TRACER 
 

 

RIGHT CLICK ON MASTER TAB 

 

 

 

 

 

SELECT UNHIDE  FROM MENU 
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SELECT CTTEMPLATE  FROM MENU 

 

 

 

 

 

 

RIGHT CLICK ON CTTEMPLATE TAB 
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SELECT DUPLICATE  FROM MENU 

 

 

 

 

 

 

 

RIGHT CLICK ON CTTEMPLATE(2) TAB 
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SELECT RENAME  FROM MENU 

 

 

 

 

 

 

INPUT NEW CONTACT TRACER’S LAST NAME 
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SELECT CELL D2  AND CHANGE TO NEW CONTACT TRACERS NAME 

 

 

 

 

 

 

HOVER OVER  BOTTOM RIGHT CORNER OF CELL D2  UNTIL CROSSHAIR APPEARS 
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CLICK AND DRAG CROSSHAIR  UNTIL YOU REACH THE BOTTOM RED LINE 

 

 

 

 

 

 

 

CLICK AND DRAG CROSSHAIR  UNTIL YOU REACH THE BOTTOM RED LINE 
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CLICK AND HOLD TAB TO DRAG IN ALPHABETICAL ORDER 

 

 

 

 

 

 

RIGHT CLICK CTTEMPLATE TAB AND SELECT HIDE FROM MENU 
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RIGHT CLICK ON MASTER TAB, SELECT UNHIDE AND SELECT UNSORTED 

 

 

 

 

 

 

SCROLL DOWN IN UNSORTED TAB, UNTIL YOU FIND AN EMPTY SLOT  SELECT CELL A  

(CAN’T GO PAST CELL 2400)  

daria
Rectangle

daria
Rectangle

daria
Rectangle

daria
Rectangle

daria
Rectangle

daria
Rectangle

daria
Rectangle



10 
 

 

INPUT FORMULA IN CELL A, =(Lastname!A2:K75) 

 

 

 

 

 

 

RIGHT CLICK UNSORTED TAB AND SELECT HIDE  FROM MENU 
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REMOVING A CONTACT TRACER 
 

 

 

RIGHT CLICK ON CONTACT TRACER TAB 

 

 

 

 

 

SELECT HIDE  FROM MENU 
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RIGHT CLICK ON MASTER TAB 

 

 

 

 

 

 

 

SELECT UNHIDE  FROM MENU 
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SELECT UNSORTED FROM MENU 

 

 

 

 

 

 

 

HIT CTRL+F  & SEARCH FOR CONTACT TRACER’S LAST NAME  
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SELECT TOP CELL A & REMOVE FORMULA 

 

 

 

 

 

 

RIGHT CLICK UNSORTED TAB AND SELECT HIDE  FROM MENU 
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MAINTAINING MASTER PAGE 
IF MASTER PAGE IS SHOWING A BUNCH OF ZEROS OR DATED INFORMATION, FILTERS NEED REFRESH 

 

SELECT ARROW ON TOP HEADER OF MASTER PAGE 

 

SELECT DATA FROM MENU 

 

SELECT REAPPLY ICON 
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MASTER PAGE EXPLAINED 
 

SORT FUNCTION 
 

SORT FUNCTION IS SORTING DATA THRU A SPECIFIC COLUMN, IN ASCENDING OR DESCENDING ORDER 

 

 

= SORT(TABLEOFDATA,COLUMNNUMBER, 1 FOR ASCENDING, FALSE TO SORT BY ROW) 

 

❖ NAMEOFTAB!A2:K2400; IN THIS CASE THE TAB IS CALLED UNSORTED  

o AND MAX ROWS ALLOWED ARE 2400 

 

❖ COLUMN A = 1, B = 2, C = 3, ETC; IN THIS CASE IT’S 7 FOR QED, OR COLUMN G 

 

❖  OPTIONS ARE 1  TO SORT BY ASCENDING ORDER OR -1  TO SORT BY DESCENDING ORDER  

 

❖ OPTIONS ARE TRUE  TO SORT BY COLUMN OR FALSE  TO SORT BY ROW 
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FILTER FUNCTIONS 
 

HOW TO APPLY FILTERS IF GONE/DELETED 

 

 

SELECT ARROW  ON TOP HEADER OF MASTER PAGE 

 

 

 

 

 

SELECT DATA FROM MENU 
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SELECT ROW 1 

 

 

 

 

 

 

SELECT FILTER ICON FROM TOOLBAR 
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SELECT ARROW FROM CONTACT ID COLUMN, NAVIGATE TO NUMBER FILTERS  AND GO ON 

TO DOES NOT EQUAL 

 

 

 

 

 

 

INPUT ZERO AND SELECT OK 
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SELECT ARROW FROM QED COLUMN, NAVIGATE TO DATE FILTERS  AND GO ON TO AFTER… 

 

INPUT A RELEVANT DATE AND SELECT OK 

 

 

SELECT REAPPLY ICON 
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CLEANING  UP CONTACT TRACER TAB 
 

 

WANT TO GET RID OF HIGHLIGHTED CONTACTS 

 

 

 

 

 

 

 

AFTER HIGHLIGHTING CONTACTS, RIGHT CLICK AND SELECT  CLEAR CONTENTS 
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HIGHLIGHT REMAINING CONTACTS, RIGHT CLICK AND SELECT  CUT AND PASTE TO TOP 

 

 

 

 

 

 

 

FIND AND SELECT THE ENTIRE  EMPTY ROW WITH A NAME IN IT  
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HOVER OVER  BOTTOM RIGHT CORNER OF CELL L  UNTIL CROSSHAIR APPEARS 

 

 

 

 

 

 

 

 

 

CLICK AND DRAG CROSSHAIR  UP OR DOWN UNTIL ALL CELLS ARE FILLED WITH A NAME 
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EDITING DATA VALIDATION (COUNTIES, FOLLOW UP & STATUS) 
 

 

RIGHT CLICK ON MASTER TAB AND SELECT UNHIDE  FROM MENU 

 

 

 

 

 

 

SELECT  LIST FROM MENU 
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EDIT  COUNTIES, FOLLOW UPS OR STATUS AS NEEDED (JUST INPUT VALUE BEFORE ROW 15; 

ROW 20 FOR COUNTIES) 

 

 

 

 

 

 

 

 

 

RIGHT CLICK  ON LIST TAB AND SELECT  HIDE 
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