
Navigating Expense Reports 
1. On the “Home” tab, select the “Sort & Filter” option, then select “Filter”  

 



 
2. You can click on cell A1 to bring up a filter to search for the desired criteria (Fund, Cost Center, etc. depending on which 

report is ran) 

 



 
3. Once the desired filter has been selected, the sub-menus will automatically expand, providing you all information. 

 

 

4. If you have any problems with the reports or locating the information you need, please contact 
PadronM@kerncounty.com for assistance. 


