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How to use Post Falls Permit Reports 
 

Click on the link in the Monthly Reports tab to open the report. It will open in another 
tab in your browser. Here is a sample of what you will see on the opening page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Table or Chart Title 

Total number of records in the report 
month for this chart.  

In this sample, there were 12 records 
(applications) submitted to the 
Planning & Zoning Department in 
December 2022.  
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How to view the info 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hover your cursor over a 
section of the chart to 

display more specific info 

This is the information highlighted by your cursor. 

In this example, the highlighted section represents 4 Site Plan 
Reviews that were submitted in December 2022.  

33.33% of the Planning and Zoning records submitted in 
December were Site Plan Reviews. 

Click this link to explore the report data 
that was used to produce this chart or 
table. You can view more details, filter 
data, and export info into a .csv file. 

This will open a new tab in your browser. 
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Report Data  

 

Opens in a new tab when you click on the “Click to explore data” link at the bottom of a chart or click 
on the “View Report” link at the bottom of a table. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Send someone a link to this 
specific report. They will 
have all the same options as 
you have. 

Filters applied to this data, you 
can remove filters here, but can 
only add filters from the Details 
tab (see next page). 

Change table properties to analyze the 
data in this report in different ways. 

Legend 

If you click on one type of record it 
will filter out just that one type of 
record. To remove the filter, go to 
filters just above and remove that 
filter to return it back to the 
previous view. 
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How to filter data and export to .csv 

 

To change the filters, view more details, and export the data to a .csv file, you will need to be in the 
table section of the report and click on “Details”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Must be on “Details” to 
filter and view more data. 

Export the current data, with 
applied filters, to a .csv file. 

Show or hide columns. 
(See next page) 
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Manage Columns 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To show or hide 
columns, check or 
uncheck the boxes. 

There might be 
several pages of data. 

Depending on the data, you may 
need to check or uncheck these 
boxes for it to display how you want. 
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Filter Data 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

**For questions please contact Post Falls City Permit Coordinator, Tisha Gallop at tgallop@postfalls.gov ** 

Click on the drop-down arrow at the top of the 
column with the data you want to filter. Each column 
has its own filters. You can apply many filters to 
several columns to achieve your desired result. 

There are several different 
options on how you want 
to filter the data. 

Choose which record 
types you want to filter. 

Choose “and” or 
“or” if choosing 
multiple record 
types to filter. 

Current record 
types that are 
being filtered.  

Be sure to click “Apply” to 
activate the filter(s). 
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