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Part | - Creating a Pivot Table

Excel Database

In Microsoft Excel, you can easily use a list as a database. A list is a labeled series of rows that contain similar data.
For example, a list can be a listing of clients and their phone numbers, or a list of ledger or payroll entries. You can
think of a list as a simple database, where rows are records and columns are fields. When you perform database
tasks, such as sorting, subtotaling or filtering data, Microsoft Excel automatically recognizes the list as a database
and uses the following list elements to organize the data.

e The columns in the list are the fields in the database.
e The column labels in the list are the field names in the database.
e Each row in the list is a record in the database.

Using Excel as a database makes it a far more powerful tool than just using it as a spreadsheet. In order to benefit
from Excel’s neat database capabilities, you need to properly set up the information on your spreadsheet as a
database, as described above. If you don’t, you will not be able to perform database tasks. For example, make sure
the column labels of your database are consecutive and you don’t skip any columns and end up with columns with
no column labels within your database. Similarly make sure you don’t have totally blank rows within your
database. If you do, this would break up your database and the database tasks you perform will only apply to a part
of your database, resulting in erroneous reports. It is OK to have some blank cells in a row but it is not OK to have a
row that has no information in any of its cells.

When you work with large amounts of data, scrolling up, down, right and left will only create frustration for you and
will never give you any useful information. By using Excel database functions, literally, in a matter of seconds you
can turn a large quantity of raw data into a meaningful, good looking, useful report. It is easier than you might
imagine.

You can always start with a list and add fields to it. All it takes is to type in a column label in a column adjacent to
your database (without skipping any columns) and enter your additional information in that column. Or you may
insert a column in your database and use it as the additional field by typing a column heading.

The main Excel database tasks are sorting, subtotaling, filtering and the most powerful of all is pivot tables. All
these features are covered in this manual.

What is a Pivot Table

A pivot table is an interactive worksheet table that quickly summarizes large amounts of data using calculation
methods you choose. It is called a pivot table because you can rotate its row and column headings around the core
data area to give you different views of the source data. As the source data changes, you can update a pivot table.
If you change data in the source list or table, by adding new rows (records) or columns (fields), there are ways to
update (or refresh) the pivot table. However, the safest way seems to be deleting the sheet which contains your
pivot table and start over by creating a new pivot table, which usually takes only a few seconds.

Note: There is no limit, other than available memory, to the number of pivot tables that can be defined in the same
workbook-or even on the same worksheet.

The following table is a sample report which shows summarized expense for three fiscal years by type of expense.
In a matter of seconds hundreds of rows of detail data get summarized as shown below using the power of pivot
tables.
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You can even make the report look nice as follows, using “Autoformat” which is also explained in this manual on
page 34:
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Creating Pivot Tables (Step-by-Step)

Before You Start
Make sure you pick one cell in the body of your database, meaning any cell below the column labels where there is
data. Excel will recognize the boundaries of your database.
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PivotTable Wizard Step 1 of 3
On the menu bar click on “Data”, then click on “Pivot Table and PivotChart Report™, select the first option which is
“Microsoft Excel list or Database” and click on “Next”.

PivotTable Wizard Step 2 of 3
Since your cell pointer was in the body of the database, Excel automatically knows the range of your database.
Here, just click Next.

PivotTable Wizard Step 3 of 3

Click on “Layout” which is button to the left. Here is the heart of the pivot table where you get to design your
report. Every field of your database appears as a button to the right. Simply drag the field(s) that you want your
data summarized by to the “Row” and/or “Column” areas. Hit “OK” and then hit “Finish”. Keep in mind that the
following are just examples. You can just as easily summarize your reports by other fields that are of more interest
to you.

Note: If you have created filters using the Filter command on the Data menu in your Excel list, Pivot table will
ignore it. So it’s better to remove the filters before creating a pivot table.

Also, Excel automatically includes grand totals and subtotals in the pivot table, so remove any subtotals from your
list by choosing “Data” from the menu bar, then “Subtotals” and click on “Remove All”. Otherwise, pivot table will
not allow you to proceed through the final step and you will get an error message.



Setting up the Layout Area

Drag the field “Sub Code” (on the right side of screen) to the ROW area (left side of screen). Then drag the “Fiscal
Year ” field to the COLUMN area. Then drag the numeric field “Expense” from the right side of the screen to the
“DATA” area.
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Remember that the DATA area contains the fields you want summarized. If instead of “Sum” it defaults to “Count”,
double click on “Count of Expense” and choose “Sum” as shown below and click “OK”.
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When done, click “OK?”. Here is the result of your pivot table.
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The pivot table is created on a new sheet in the workbook.

You can rename the sheet that contains the pivot table by double clicking on the sheet tab name and typing your new
meaningful sheet name.

When you create a pivot table, the Pivot Table toolbar will appear on your screen and it looks like this:
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If you don’t see this toolbar then you can choose the Toolbar command from the View menu and choose PivotTable.

The best way to learn about pivot tables is through experimenting. Try positioning each field which is represented
by buttons as a row category, column category, and page — the pivot table will reveal different information about the
underlying data with each layout.



Graphing Your Report

You can easily define a graph from your report. Let’s say we want to graph total travel expenses for a department
over three fiscal years. After extracting the data and creating the pivot table, take the following steps.

Step 1
First, you need to select the cells for the graph. Select cells A3 to B5. Don’t include the totals in the chart.

Also, don’t start from A2 or you won’t be able to select the cells.
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After you select the cells for the graph, look for the “Chart Wizard” button on the pivot table toolbar. Click once on
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this button. . You will see the following.
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Editing your Graph

If you wish to edit your graph, first single click on the graph to get into the graph edit mode. If you want to change
the color of the bar, double-click on the bar you want to change.

If you want to change the color of the background, double-click on the background and you can change the color.
After you make your changes, click once outside the graph to exit graph edit.

If you want to change the graph type to a pie or a line graph, first single click to get into the graph edit mode then
while your cursor is on a blank section of the chart, single click the right mouse button (shortcut) and click on
“Chart Type”, select your desired chart type and click “OK” or use the chart toolbar to make changes.
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Part Il - CUSTOMIZING A PIVOT TABLE

Creating a pivot table is only the first step in making it work for you. You can choose how a pivot table is
organized, formatted and calculated. You can also easily customize the portion of the source data it displays.

Redesigning the Pivot Table Report

To add detail to existing data in a pivot table, add a row or column field. To display smaller subsets of data, use
page fields. To redesign the report i.e., add a row, column, or page field, select a cell in the pivot table, and then

i
click on the first button on the left of this toolbar , then click on the “Layout” button to the left of the pop up

screen to go back to the drawing board or layout screen.

Try this with the first example that you tried out earlier. Drag the “Sub” and “Fiscal Year” fields off of the layout
screen and set up the new screen to look like this...
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This will sum the expenses by “Sub-Object Title” for each “Project”
When done, click on “OK”. You will get this report.
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Including an Additional Data Field

You can summarize more than one data field from the source list or table in a pivot table. For example, if your
source list has two numeric fields, such as gross salaries and employee benefits, you can display summary data for
both of them. Lay out the pivot table design with both numeric fields in the “Data” area as follows and click OK,

»
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Using the “Page” Option

The “Page” option in the layout screen lets you look at one item at a time. You can really use this feature as a filter.
Unlike items in row and column fields, the items and associated data for a page field are displayed one at a time on

the worksheet.

Once again, go back to the layout screen as shown above and set up this pivot table. This again will sum the
expenses by “Sub-Object Summary” for all projects. We will use the “Page” option to look at one project at a time.
To do this, drag the “Project” field from the right side to the “Page” button on the left side as shown below. When

done, click on the “OK” button.
PivotTable and PivotChart Wizard - Layout 2 x|
s D'i Construct wour PivotTable by dragging
k the Field buttons on the right to the
diagram an the left,
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Project COLUMM

|alat =

ROW DATA

Sub-0bj
! Sum of Expense

Help

Ledger el [Trans. Ri Trans. EFI

Fiscal Yeal [Sub-Obj ITransactil

Project | |Source C’ Approprii

Object C TE I Expensel

HEREEL

Account [ |Trans. ID

Cancel

Notice cell B1 on your finished report where the word “All” is. This means you are looking at All the projects.
Click on the down arrow next to all and you will see a list of the different projects to pick from and hit “OK”.
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| 12 MESSENGER/COURIER 292
| 13 | OFFICE SUPPLIES 9
| 14 QUTGOING MAIL CHARGES 25
| 15 RELOCATION EXPENSE 16,403
| 16 TELEPHONE EQUIPMENT 29,263
| 17 | TELEPHOMNE INSTALLATION 1,182
| 18 TELEPHONE TOLLS 12,325
| 19 TELEPHOMNE-LOCAL MESSAGE UNITS 1,532
| 20 TELEPHONE-OTHER 1,960
| 21 TELEPHONE-ZUM UNITS 345

22 | TRAVEL - FOREIGN 10,938

23 | Grand Total 252,318
| 24 |

25
|26 B A
| 27 | - 8
[« [p M7 Project & Project 2 / Project3 f Project 4 hproject pivot / Sheetl / 98-09 only J bravel pive | 4| | g'
Ready ‘ [T [ [ [raurar | [ NS
jgstartl“ T & =1 H Gmyc...| @arec...| Fpocu. | CyFisca...| Bmbe... Hrew... | Bwind...| £pean.. | G BW®R  reem
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The figure below shows just the project2 expenses. Notice how the numbers have changed from the previous
report.
Select some other projects, again click on cell B1 to choose another project and watch the numbers change.

S Fle Edit View Insert Format Tools Data wWindow Help a|i|5||
DEHSRY[sBRS - A& =425 |0e s = -5
fria -0 -BIU SS=E 8%, BEEE
H E\votTab\BV| L) | @ B “
A3 j =‘ Surm of Expense
A [ B ] C [ o | E | F & H &
1 |Project |Pr0ject 2 ;‘
2
3 |5um of Expense
4 | Sub-0Obj Title Total
| 5 |HOMORARIA-MNON UMY EMFLOYEES 3,763
| 6 |INSURANCE/GENERAL AND AUTO 181
| 7 [MAINT/SWVC AGREEMENT-COPYING EQUIPMENT 0
| 8 |TELEPHONE EQUIPMENT 38,607
| 9 |TELEPHONE INSTALLATION 1,192
| 10 | TELEFHONE TOLLS 5.812
| 11 | TELEFHONE-LOCAL MESSAGE UNITS 1,532
| 12 | TELEPHONE-OTHER 1,960
| 13 |TELEPHONE-ZUM UNITS 345
14 | TRAVEL - FOREIGN 10,938
15 | Grand Total 54,331
16
117
|18
KEl
| 20
| 21
[22]
23]
|22
25
26
4[4 [p (M| sheete £ CLOSED-Multi-All-19900(1) 3 Sheetd { 98-99 only £ travelw fund type 106/ K
Ready ‘ [ [ I [
§a5lall| T Microsoft Word - pivat.doc ”m (0)@53 10:14 PM

Keep in mind you can have more than one field in the “Page” area. The more page fields you have, the more filtered
the data is on a page. For example, a pivot table with the single page field “Project” shows total expenses for only
one project at a time. Adding the page field Sub-Object Title filters the data even more by displaying total expense
data only for the selected sub-object title for the selected project.

Displaying Pages on Separate Worksheets

Now, suppose you want to print separate reports for different projects or save them as separate reports. First, use the
page button arrow to switch back to “All”. Then follow these steps:

1. Select a cell anywhere inside the pivot table.

2. Click the “Show Pages” tool on the Pivot Toolbar.

PivotTable B
EivotTabIe'|ﬁ T} =z ﬁ§| H |%,§
1 ﬁ Farmat Repart...
PivotChart

‘Wizard...

= , Refresh Data

Client-Server Settings...

cal ... Project Object ... 4
ns. ... Sub-0bj... SOUFCE ...

ns. ... Trans. ... Transac.., W

Select 3

Formulas 3

€5 Field settings. ..
Table Options. ..

Show Pages.., ——
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Depending on your layout, there can be more than one page field. The “Show Pages” dialog box is displayed,
letting you select which field will determine the page breaks.

Show Pages E |

Show all pages of

Cancel |

3. Select Project from the list, and click OK. The following figure shows the result.

X Microsoft Excel - pivtsmpl.xls [-T=]x]
3] Fle Edit ¥ew Insert Format Tools Data Window Help ;IEIEI‘
DEHEGRY s BRI o- [A®= s 8 3|0 @ 5[

=E=E185 %, W@ i= &=

” BivotTable -

Arial T 10 -

B7UE

A3 =l =| Sum of Expense
A [ B | ¢ [ o | E [ F | & | H =
1 [Project |Praject 1 =]
2
3 |Sum of Expense
4 | Sub-0bj Title Total
| 5§ |[HONORARIA-NON UNIY EMPLOYEES 3,763
| 6 |INSURANCE/GEMERAL AND AUTO 278
| 7 |MAINT/SVC AGREEMENT-COPYING EQUIPMENT 1,319
| & |MAINT/SVC AGREEMENT-OFFICE EQUIPMENT 363
| 9 |MEMBERSHIPS, BUSINESS AND PROFESSIONAL 42,025
| 10 |MESSENGER/COURIER 292
| 11 |OFFICE SUPPLIES 9
| 12 |OUTGOING MAIL CHARGES 25
| 13 |RELOCATIOM EXPENSE 16,403
| 14 | TELEPHONE EQUIPMENT (9,344}
15 |TELEPHOME TOLLS 6,512
16 | Grand Total 61,646
|17
[ 18]
|19
E
|21 3 new worksheets
|22
|25
|24
25
26
[ 4[> (M Sheetz { CLOSED-Mul-AI-13300(1) ) Project 1 { Project2 J/ Project3 f Project4 £ Shestd £ g6- |4 |

Ready | I (| [

i Start | | 3€ Microsolt Excel - pivt... | [ Microsaft Word - pivot doc RO

Notice that three new worksheets have been inserted into the workbook — one for each project.

Grouping Your Data

Grouping is another feature in pivot tables that you might find useful at times. The grouping feature is not addressed
in this manual.
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Representing Your Dollar Amounts as Percentages of a Column or a Row

Each cell in the following example is shown as a percentage of the column.

X Microsoft Excel - pivtsmpl xls ME R
NEE

EF\IE Edit Wiew Insert Format Tools Data Window Help
DDH\@@W\% BB o AWz £ 4 LS B8]
anal ‘w0 - BIZU|EESEEtT 8%, B8 EE-2-A-

[evertie- B @] e + - = [GEE|
Az = =| Sum of Time
A B C D | E F | &

1 |Employee ID |3006XXXXX <

2

3 [Sum of Time |Earned Date |

4 |Fund 04/30/99 05/31/99 06/30/99|Grand Total
| & |299XX 10.00% 11.50% 11.50% 11.00%
| 6 |337XX 0.00% 23.49% 23.49% 15.66%
| 7 |338XX 24.99% 0.00% 0.00% 8.33%
| 8 |576XX 50.01% 50.01% 50.01% 50.01%

9 |622XX 15.00% 15.00% 15.00% 15.00%

10 |Grand Total 100.00% 100.00% 100.00%| 100.00%
1]
12|
13
14
15|
16
17|

18
4[4 [p [M]\Sheet1 " Gmonths payroll { CLOSED-Al-Al-20%25(1) £ travel f Sheets / 4]

Read
L{inl 1 Mictosolt Word - pivotdos | [35 Microsoft Excel - pivt.._| . : m

The following steps will show you how to create such a report. Let’s say you are working with detail payroll data
for 3 months. Issue the Pivot Table command from the Data menu to get to the layout screen as shown below.

PivoltT able Wizard - Step 3 of 4 HE

— Toad — Construck vour PivotTable by dragging
. the
= Double-click here

Employeel Acck I TC I
Ermployes COLUMY -
— 2 Ernploy e i Time
L—I 3"‘““"% L—I
Sum of Time Ledvm J|[ sub H %
ROW DATA Earned \‘I Proj I Pay Ratel
Gross EarI

Takal Benl
-
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—

Double-click on the “Sum of Time” to create a custom calculation. Once you see the top section of the screen

below, click on “Options”

column”.

. Then click on the arrow next to the “Show data as” box and set that option as “% of

PivotTable Field |
Source field: Time | oF I
Mame: ISum of Time
Cancel |
Summarize bey:
Delete |
Zounk
Average Mumber. .. |
Max
Min Qpkions ==
Product
Count Mums ﬂ
—Show data as:
A

% of colurn

Marmal
Difference From
% OIF
% Difference From
Running Takal in
% af row

F calurn

\

1

Click “OK?”, then “OK” and you will get the report that we just saw with percentages in all columns. However, at
first it will be for the whole department. Click on the arrow next to Cell B1 to pick one employee at a time.

Custom calculations for PivotTable data fields

The following functions are available for custom calculations in data fields. If you want to create a formula to work
with PivotTable data, you can create a calculated field or a calculated item.

Function

Difference From

% Of

% Difference From

Running Total In
% of row

% of column

% of total

Index

Result

Displays all the data in the data area as the difference from the value for the specified
Base field and Base item. The base field and base item provide the data used in the
custom calculation.

Displays all the data in the data area as a percentage of the value for the specified Base
field and Base item. The base field and base item provide the data used in the custom
calculation.

Displays all the data in the data area as the difference from the value for the specified
Base field and Base item, but displays the difference as a percentage of the base data. The
base field and base item provide the data used in the custom calculation.

Displays the data for successive items as a running total. You must select the field for
which you want to show the items in a running total.

Displays the data in each row as a percentage of the total for each row.

Displays all the data in each column as a percentage of the total for each column.
Displays the data in the data area as a percentage of the grand total of all the data in the
PivotTable.

Displays the data by using the following calculation:((value in cell) x (Grand Total of
Grand Totals)) / ((Grand Row Total) x (Grand Column Total))
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Displaying The Detail Data Behind A Summarized Amount

When viewing summary data in a pivot table, you may observe a number that requires explanation. You can easily
display the source rows or records used to calculate the value of a cell in the data area. Simply double-click the cell
that requires explanation. Excel will show you the rows from the database used in the calculation. Also notice that
Excel creates a new sheet in the workbook. You may delete this sheet after you look up the detail information, if
you don’t need it any more.

Sorting a Pivot Table Report

You can sort a Pivot Table as shown below. To try this out, in the earlier example of expenses by “Project”, pick
one cell in the Expense column of the pivot table that shows expenses of project 1 and click the Descending Sort

button L% and you will see sub-object title with the highest amount of expense listed on the first line.

I Microsoft Excel - pivtsmpl.xls

ﬁfile Edit View Insert Format Tools Data ‘Window Help ;Iiliﬂ

DEHERY AT o- - e @® =z 48508 a -2

i o B rU|E=E=ET 8 %, 2 wlea B A

Sort Descending
“EivotTabIav i © |¢ B == ||
B9 =l =| 1319
A E c Do | E | F G H =

1 |Project Froject 1 |=

2

3 |Sum of Expense

4 | Sub-0bj Title Total
| 5 |MEMBERSHIPS, BUSINESS AND PROFESSIONAL 42 025
| 6 |RELOCATION EXPENSE 16,403
| 7 |TELEPHOME TOLLS 5,512
| 8 |[HONORARIA-NON UMY EMPLOYEES 3,763
i[ MAINT/SYVC AGREEMENT-COPYING EQUIPMENT 1,319
| 10 |MAINT/SVC AGEEEMENT-OFFICE EQUIPMENT 363
| 11 |MESSENGER/COURIER 292
| 12 | INSURANCE/GENERAL AND AUTO 278
| 13 |OUTGOING MAIL CHARGES 25
| 14 |OFFICE SUPPLIES 9

15 |TELEPHOME EQUIPMENT [9,344)

16 |Grand Total 61,646
17
18
19
20
| 21|
| 22|
23 |
24
25 |

26
1 [ 4[» [pI] Sheetz £ CLOSED-Multi-Al-19900(1) % Project 1/ Project 2 { Project 3 £ Project 4 £ Sheetd £ 98- | 4|

Ready | ] o [ [ [
‘gl Start W ¥ Microsoft \Ward - pivot. doc | ,m

If for some reason you need to sort in reverse alphabetical order of type of expense, pick a cell in the “Sub-Object

Z
Title” column and click on the icon.
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Collapsing and Expanding a Pivot Table

Sometimes, within a pivot table, you may want to view more or less detail. When there are more than one row or
column categories, the level of detail can be easily expanded and collapsed. Consider the following pivot table.
You have the “Project” and “Sub-Object Title” fields in the “Row” section and “Sum of Expense” in the Data area.

(W) B8 Mo ot Fomat Took Deta Window b =l81x]
DeESRY | {BARAT o- - 2w zaililigsd =0

| aeial =w-Bry EEIE- %, WA ke _-5-A-

Brotatie - | [ G 1 ¢ » =% HEE
s = & RELOCATION EXPENSE
A B [ e | o E F G =

1

2

3 1Sum of Expense

4 Project

& Propact 1
& |

7 ;

8 LARIA-NOM UNIV EMPLOYEES

4 SVC AGREEMENT-COPYING EQUIPMENT

10 > AGREEMENT-OFFICE EQUIPMENT

11 CURIER

12 MNERAL AMD ALITO

13 E

14

15 TELEFHONE EQUIPMENT

16 Project 1 Total

17 Projact 2 TELEPHONE TOLLS

18 HONORARLA-NC \ 0

19 MAINT/SVC AGREEMENT-COPYING EQUIPMENT 1]

b1 INSLRANC MNERAL AMD ALITO 181

2 TELEPHONE PMENT

22

23 i

24 TELEPHONE-OTHE!

25 TELEPHONE-ZLIM | 345

il TRAVEL - FOREIGN 10,938 -
i b W A it pared f CLOSED-ABARJO001)  f Shwetd [ CLOSED-ARRAS10900(1) ) Projest 1 (1] 4] [ i
Flesardy Eum=16402.25 I
“sulﬂmm-.m Exced - pivt,. | I Miciosot Word « phoot dec | fml zeaen

If you don’t want to see the detail sub-object amounts that make up the total of project 1, double-click on the label
“project 1", cell A5, to collapse the pivot table. The following figure shows the pivot table after cell A5 has been
double-clicked .

B Fle Edt Yiew Insert Format Tools Data Window Help =lal x|
DEHSRY [ EB <t o- &&= 22|08 H = |0
arisl o sBzro E=s=E18 %, @9 L& A
|| rvotratie - GRS
a5 =l =| Project 1
A [ B [ ¢ T o | E F G =]
L1
2
3 |Sum of Expense
4 Project
5 |Project 1 6 5
| 6 |Project2 TELEPHOMNE TOLLS 5,812
| 7 HONORARIA-NON UNIYV EMPLOYEES 3,763
| 8 MAINT/SYC AGREEMENT-COPYING EQUIPMENT 0
| 9 INSURANCE/GENERAL AND AUTO 181
| 10 TELEPHOME EQUIPMENT 38,607
| 11 TELEPHONE INSTALLATION 1,192
| 12| TELEPHOMNE-LOCAL MESSAGE UNITS 1,532
| 13 TELEPHOME-OTHER 1,960
| 14 TELEPHOMNE-ZUM UNITS 345
15 TRAVEL - FOREIGN 10,938
16 |Project 2 Total 64,331
| 17 |Project 3 MAINT/SYC AGREEMENT-COPYING EQUIPMENT 2459
| 18 MAINT/SYC AGREEMENT-OFFICE EQUIPMENT 1,579
19 CONSULTANTS/PROFESSIONAL SYCS-NON UNIY 2,170
20 [Project 3 Total 6,208
| 21 Project 4 CONSULTANTS/PROFESSIONAL SYCS-NON UNIY | 120,050
22 COPYING SERVICES 33
23 |Project 4 Total 120,133
24 |Grand Total 252,318
25
26
144 » [¥il£_ 3 months payroll £ CLOSED-AllAll-20xKa(1) J Sheetz { CLOSED-Multi-Al-19900{1) 3Project 1 /1] «]
Ready |1 Bum=616455 [l [l
g Stant || 38 Microsoft Excel - pivt .| T Miciosoft Word - pival doc Gy 353PM

By double-clicking A5 again, the sub-object rows of Project 1 will show up again.
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Hiding a Row or Column ltem

To remove data from a single row or column in a pivot table, hide the associated item. For example, let’s say you
have pulled down payroll data for your department and you create a pivot table report showing gross earnings by

fund for each person as shown below. You realize you don’t want funds 19900 and 182XX to be included in your
report. Click on the arrow next to the heading of the “Fund” field in your pivot table report. Uncheck the funds

you don’t want included and hit OK.

T
| e g ot Fgma ook Qe Medow 1 ;
IDSEd2SRY IBBT o-c- /@ = /- HE BB -G

B ru | ® %, B FE| LA
Bt MR T30 0 &
a2 =| = Fund
| A 25| S | P | e | i, Gt e e ) S | L )
| _|Suen of Groes Eamings |
= [Fund = [Total
v ST 7
05
Al
THL W 190 |
[+ R 3 e et
9 [CHOOOMMN___ Tota] o 2ME
10 [TIF LA 60 aane;
1] o RS -
12 [OF LA 500 Tetal | Concel
13 [DIORMCHN 19900 | 208
1 Ermo | 1491
15 |DORMOKE  Total 4%
16| ELGARRRRR g 29200 1,250
7 srma 42
18 82 | 6,179
18 100 | 24 551
o e | 692
2 | 7 e
7 yEm | 1ms
] e | 13%
] £ 21
= TEmo: | a3
26 [ELO0000000000___ Tola Fa778
27 [ENGH00 [E1me 7
28 [ENGX00! Tatal 9
2 [F AR BTG5 | 10,10
3 [FARMES0G50, Total 10,160 =
3 [GAKON e | 4557 &
22 [GAoD Total 4 F51 — ﬂ
4T DM copypaste-specid ) A Soriba papiol J CLOSEARMSGH{I] / hatt G 14] {_EiTimi-s
Feady N | [=fl=]
Hstart| | ) @ =2 || by com | MBovector, | #oocums... | afical . | ESfirbor- [[iervisee. Bjnewity.. | Beiindom. | Eleens . | [FHRER  10m

Your new report will not include funds 182X X and 19900. To include them again, click on the arrow next to fund
heading again and check funds 182XX and 19900.

Caution: if you redesign your report and don’t include the “Fund” field in your report, even though you have
indicated to hide 2 funds, the instruction to hide will be ignored and they will be included in your total amounts.
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Suppressing Subtotals

Sometimes you may want your summarized report to have two descriptive fields for a particular numeric field. For
example, you may want to summarize your payroll data by person and see employee name, as well as employee
number and total gross salary.

If you layout your pivot table as follows:

PivotTable and PivotChart Wizard - Layout |
EE mmymmhE h
Frod )

Construck your PivokTable by dragging
the Field buttons on the right to the

diagram on the left,

Double-click here to suppress totals

Marmne I iz I Time I
-F'.ﬁ.GE COLUMM

= = Empl. IDI Sub I H =, I

Marne ; :

Empl, 1D Surn af Gross Earnin Led 1M I Proj I Pay Ratel

RO DATA Earned DI Chj I Gross Earl

Fund I Lo IT::utaI Eenl

fcck I TC I Total F'a';.-'l

| | =

L |

Help |

Cancel |

Your report will look like this:

X Microsoft Excel - pivtsmplls MEIE
B9 Fle Edt Yiew Insert Format Tools Data Window Help ;Iiljl‘
heReRY|[smBT v - (e &= &2l 2 0@ 8] 2
el o B ruo=E=s=Et 8%, #4EE_-H-A

” PivatTable + L] ‘ € B “= 2 | ‘
3 | =| Sum of Gross Earings
A B C D \ E \ F | G |

1 |Sum of Gross Earnings

2 Name Empl. ID  |Total

3 |CHOXOOKX 3006206XX | 3,761
4 [CHOXXCOCK Total 3,761
5 |CHUNG,WXXX 400581 XXX | 11,526
6 |CHUNG,WXXXX Total 11,526
7| CHXXXOKICKKXAKXXX ‘20287)0()0( 6,732
8 | CHXXXOKICKKXAKXXX Total 6,732
9 |DE LA XXX ‘90255)000( 1,804
10 |DE LA XXX Total 1,804
11 | DORMIOCKX [80253XXXX | 3,426
12 | DORMXXXX ~ Total 3,426
13 | ELXOCOCXIKAXKXK ‘0012)0000( 54,775
14 | E LXK XKXK Total 54,775
15 | ENGXXXXX ‘20024)0()0( 799
16 |ENGXOCKX Total 799
17 | FARXOGOOOOKX [70262XXXx | 10,180
18 | FARXOCOGOCKXX Total 10,180
19 | GAXXXX ‘502729)00( 4,652

20 |GAXXXX Total 4,652
21 [GORNXGOOKXX XXX [50030X %X | 16.495 JLI

144 [» [M]\Sheet1 {3 manths payroll #  cLOSED-AllAl-20Rx(1) £ travel f sheets /' [E1] B
Ready |1 [l [ ||

#hiStant| 7 Miciosoft Word - pivet.doe [[3E Micrasoft Excel - pivt.__ @iz 2P

NOT GOOD!!!

20



The reason we don’t like this report, is that it gives subtotals by “Employee Name” as well as by “Employee ID”
and we only need one. We don’t want the lines that say “Total” next to the employee name. In other words, we
want to suppress subtotals by Employee Name. To accomplish this, double click on the button that says “Name”.
Once you see the following screen,

*

2]

Mame: IName oK I
Subkatals Cancel |
- Aukornakic Surm
" Custom Count &I
n Average
Max Advanced. . |
Min
Product _I Lavout... |

[ show items with mo data

click on “None” for “Subtotals”. Click OK and you will get the following report:

X Microsoft Excel - pivismpl xls mE

57 Fle Edit View Insert Farmat Tools Data Window Help ;Iilﬁ“
L L B A )

arial =EEH 8%, @%8E SH.A -

= e e |
Decrease Dedimal

“ BivotTable

B == == ||[i] [fW] [fa]

B c D | E \ F | G

Sum of Gross Earnings

1
2 |Name Empl. 1D Total
3 |[CHOXKKXX 3006XXXXX| 3,761
4 | CHUNG WXXXX 400581 XXX | 11,526
& |CHICCOOOOOOKX 20287 XXXX | 6,732
6 |DE LA XXX 90255XXXX | 1,804
7 | DORMXKXX 80253XXXX| 3,426
8 | ELXOOOOOOOXX 001 2XXXXX ] 54,775
9 |ENGXXXXX 20024 XXXX 799
10 |FARXOOOKXXX F02682XXXX | 10,180
11 | GAXKXX 502729XXX 4,652
12 | GORNXOOCKKX XXX |50030XXXX | 16,495
13 |GRAXXX 802X XXX74 3,147
14 |HADJXXXXX 7OXXX8943 288
15 |HAGXXXXX 7O0MXXXX9| 18,920
168 |JOHXXXX BO0XXXXB8| 18,875
IFBL0.0.0.00.00.00.0.04 702634 XXX 808
18 |LANETH L 501472XXX | 53,125
18 |LANXXXX 60029XXXX| 32,819
20 | LAXKXXX 002XXX566 | 12,967
14/ 4 (b [pi]\Sheet1 { 3months payroll # CLOSED-All-AI-20k1) [ travel £ shestd / 141
Ready ‘ T [ I [
AStan | ¥ Miciosol Word - pivotdoc.[[3€ Mierosoft Excel - pivt... [Gems e

MUCH BETTER!!
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“Copy — Paste Special — Value” a Pivot Table Report

Since a pivot table maintains a link to the source data, you cannot directly edit the data area of a pivot table. To
convert a pivot table to a worksheet range that you can edit, copy the pivot table using the Copy command on the
Edit menu (or the shortcut right mouse button). Then paste it into a new location using the Paste Special command
on the Edit menu (or the shortcut right mouse button). Select the Values option button in the Paste Special dialog
box and click “OK”.

You can use this feature to use a large amount of raw data, build a pivot table, perform “copy-paste special-value”
on it and basically create a new simpler database with summarized data and now use this database as source for a
further summarized and rolled up pivot table report.

An example to help illustrate this concept is as follows:

We have pulled down payroll report for our entire department for 3 months. We simply need to know the average
benefit rate for each employee for this time period. To calculate that, we need to divide total benefit amount by total
gross earnings by employee to get the average benefit rate.

First run a pivot report by employee for gross earnings only. Click on Al to select the entire pivot table report. On
the menu bar click on “Edit”, then “Copy”.

I X Microsol. Excel - Pivtsmpl xls

17 L)

_ |17 e | gdit View Insert Format Tools Data Window Help _l® 5||
|/ & = undopivatTable Report itz fey [ on .|% @‘ = £ o8} % ‘ﬂ Q'ﬁ‘ 100 - | &)
A O Can't Repeat GhrlY, = _'_‘ ® %, B ;ﬂ_g‘ L B-A-

ot [ oara - [ @ 7| @ % [IPREES
Earnings
2 Feste GoImy —
- C D E F G H
Raste Spetialie | | | | | =

Paste s Hyperliit

Fill
Clear 3
Delete...

Delete Sheet

Move or Copy Shest...

& Eind...
Replace. ..
Go Ta...

CtrhF
Chrl+H
Chrl+G

Lifsr
Object

[y b Sheets ), Sheet1 {
[[oraw- Iy & | mustepes -~ OO E 4| >-L-A-==

3 months payrall

CLOSED-All-All-Z0XR=(1 Sheet | 4|

2mg

JJ

" Ready

| Bum=756557 64

UM |

v

R Start| = CAWINNT\Profts..] &7Dean's Dffiee Web...| B0 diectopucio.cdu | 7 Microsoft Word -pi..|[3€ Microsoft Excel.. |9 403 Pk

Go to a new sheet, select A1. On the menu bar click on “Edit”, then select “Paste Special”. In the “Paste Special
Dialog Box”, click on “Values”, then click “OK”.

Paste Special

Paste

o gl

" Formulas

" Commerts
€ Yalidation
&)l except borders

Cperation
* None = Multiply
= add " Divide
" Subtract
I skip blanks [ Transpose.
Ok I Cancel | Paste Link.
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You will simply get a list of employees and their total gross salary, without it being a pivot table any more. Now go
back to redesign your pivot table report. Remove “Sum of Gross Earnings” and drag “Total Benefits” to the “Data”
area. Perform the same “copy-paste special-value” as just described. However, instead of pasting in cell Al, paste

special in cell C1. After formatting the numbers, this is what it will look like:

I X Microsoft Excel - Pivtsmpl.xls 3
1 EE\\E Edit Wiew Insert Format Tools Data Window Help ;Iilﬂ‘J
ozr ey |iaad|o-B - (@ = £ 25 0ep v |8
frial “wcsBrol===EHt 8%, W D-d-A-
EEEERREE (Il
B2 j =‘ Tatal
I B | C [ o T E T F

| 1 Sum of Gross Earnings Surn of Total Benefits

|2 |Mame Total IMame Total

| 3 | CHOMGOM 3761 CHOXOGH 476

| 4 | CHUNG Wi 11,528 CHUNG WG 2588

|15 | CHISOOOO000005 6732 CHEOOCOGMT0M 1765

| B DE LA XX 1804 DE LA XK 33

| 7 DORMKG 34268 DORMIRE 3

| 8 BLARGIG00000 54,778 ELGRORGENE 25807

[ 9 ENGHSH 789 ENGROHK 25

[ 10 F AR 10,180 FARRGRKNA 1,781

[ 11| GAKE 4 B62 GAKRR a2

[ 12| GORMLOLOAGNG 16,495 GORNAGERHAN 4342

[ 13 GRAKD! 3,147 GRAKAK 18

[ 14 HADJGAY 260 HADJAM 43

[ 16 | HAGHGOM 18,920 HAGHGGH 3947

[ 16 | JOHGH 16,875 JOHHH 4671

| 17 | KDGCOOOG0000 808 KIGGOGOG000H 12

[ 18 LANETHL 53,125 LANETHL 8,466

[ 19 | LANGH 32,819 LANGHH 5846

| 20| LAKG0! 12 967 LAKOGH 2845
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Adjust the headings to say “Total Salary” and “Total Benefits”. After verifying that the names are properly lined up,
delete column “C” because you already have the names in column “A”. (Delete the last line of your data which
indicates the Grand Total). Now you can add a formula in the last column, dividing total benefits by total gross.
REMEMBER to give this new column a heading, i.e. “Benefit rate”, so that it becomes an integral part of your
newly created database. Format this last column to percentages. You now have a new database showing average of
actual benefit rates of all your employees based on three months of payroll data!
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Changing Field Button Labels

The text that is used on the field buttons is determined by the field names in your database. These hames may not be
very friendly, so you may want to change them — without changing the source database.

Pick a cell in the column for which you want to rename the heading. Click the “Pivot Table Field” button on the

&
Pivot Table Toolbar . Change the name in the Pivot Table field dialog box.

ﬁﬁile Edit Wiew Insert Format Tools

Data window Help
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(IEEYT umgahew |8

Ready
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5> Name Nare:

3 [CHOXOXXXX [Fom Com  Come | |

4 |CHUNG,WXXXX  suos ete |

5 | CHXOOOOOOOOK " Automnatic Advanced., |

6 |DE LA XXX e

7 | DORMXXXX

8 | ELXCOOOOCOCOL e ems:

9 ENGXXOOXC |

10 | FARXCOOOCKXXX,  [geeeeninies

11 [GAXXXX E&wm:;(xxxxxx =l

12 | GOR NN XH XK [ shows items with no data

13 |GRAXXX CorrTToTrT o

14 |HADJXXXXX 70XXX8943 288

15 [HAGKXXXAXX 7001 XXXX9 | 18,920

16 |JOHX XXX BO0XXXX68 | 16,875

IFALU S84 0.0.0.0.0.0.04 7026834XXX 808

18 [LANETH L 501472XXX | 53,125

19 |LANXXXX B0029XXXX | 32,819

20 | LAXOOOK D02XXX566 | 12,967
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Or click the field button in your pivot table report— the button text displays on the formula bar. Use the formula bar
to edit the text, just as you would edit the contents of a cell. (Or, double-click the field button in your pivot table,
and change the Name in the Pivot Table Field dialog box).
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Miscellaneous Excel Features and Tricks

Sorting

Let’s say you have a detail report of your expenses. To sort your entire list, just select a single cell in the column that

you want to sort on and choose the Sort Ascending button or Sort Descending button on the toolbar. You
can also use the sort command in the Data menu. The following shows an ascending sort based on “Transaction
Description”.

Before the sort:

=| File Edit ¥iew Insert Format Tools Data indow Help
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| GH:3/30 Bxxed, STEWEM

A | B [ € | o [ E JEIG] H ] 1 [ a ]
[ 1 [a0armd- -srdmx Al 1995 To May 1995
Sub Ledger Cihject Trans. Trans. Trans. Trans.

2 |Code Year Month Project Code Account CC TE 1D Doz, Date Eff. Date  Transaction Description Referend
i 03 199504 [alululu} 4040 14 EG130 040395 4385 F 40X RG-SR MHH-03
i 03 199503 2000 A0 29 11R049 051595 SM5M85 BHARY A, SHUE 00045
i 03 1995035 2000 4040 29 1T1RO049 050295 243185 BHATTCHARY ™Y A, SUEHA 00135377
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L 03 199504 2000 4040 29 10ROMY 050295 4ISDIEISIGH: 3550 BRXM, STEWVER 2744
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10 [o3 199505 2005 404X 41 217415 (031735 5024085 SHU, HUIDY T'31353274 1 HEETEH
L 03 1995035 30035 4040 24 116550 053195 243185 UPS CHARGES kA
12 [o3 199505 FI0S A04RMM 41 26232 033195 S 0085 HIMCHLEY 25297532 A HHHHE
i 03 199504 3305 4040 29 10ROVZ 050595 430085 HOSPITAL CAFETERIA 4
14 [o3 199504 FHO 404RHK 41 213013 (012435 AR5 ASUCLA 20137107 A R
£ 03 199504 3310 4040 41 230189 012595 SiFas ASUCLA 20137119 1 R AN A
i 03 199504 3310 4040 S5 F33924 042695 402685 DELMANMCY MAFTS3293 1HAHTSH
i 03 199504 3310 4040 41 24722 041195 402785 DELnancyOF A050453 1HAHTSH

18 [0z 199504 3310 4040 41 214722 041095 4027 A5 EGGhead MARFADSO452 1HAOHSH #
M= > >l CLOSED-40400%- -B-00XI1] { Sheetl £ Sheetz £ SHI= ]| +1
After the sort:

Microsoft Excel - EX A S

= | File Edit ¥Yiew Insert Format Tools Data Window Help s H
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Z |[Code Year Month Project Code Accourt CCTE D Doc. Date  Eff. Date | Transaction Description Referend
3 |03 199505 S810 404 HH 54 11346 0s0s9s Si/31/95 595745 FACILITY CHAR
4 |03 199504 3310 A0 41 213019 012495 45Fas IASUCLA 20137107 | T
5 |03 1993504 I310 A0 41 213019 0125935 47as ASUCLA 20157119 A R
6 (03 199303 2000 A0 39 11RO49 0315935 SM&"Rs BHARY S, SHUE Q004
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9 |03 199505 G030 A0 59 11R140 053195 S35 COPY SERVICES SH257
10 |03 199504 3310 A0 55 F33924 042695 42685 DELMARCY MAFTS3293 1HHMETEH
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12 |03 199504 3310 A0 41 214722 041085 42T A5 EEGhead MARF ADSO452 1 HHOHEH
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T AFF: CLOSED - 4045004~ -S-000<(1) ¢ Sheet] 1 Sheetz £ SHI=I |:.:‘
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Subtotaling

Inserting subtotals is a quick way to summarize data in an Excel list or database. You do not need to enter a formula
on the worksheet to use subtotals, Excel does the work for you. To set up subtotals, first make sure there are no pre-
existing subtotals in your spreadsheets. If there are, remove existing subtotals by choosing “Data” from the menu

bar, then choose “subtotals” and click on the LT G button.

ke
b

= Microsoft Excel -
=| File Edit Yiew |Inset Format Tools Data ﬂlnduw ﬂelp .
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At Each Change in:
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| I [X Replace Cumrent Subtotals
(=] m [ Page Break Between Groups

= [X Summary Below Data
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44 >|}|[}\ELDSED 404004 - BOO0A) { Sheetl £ Sheet? / SH|+
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The following picture shows a detail report with no subtotals. Before subtotaling, you must sort (explained
previously in this section) your data on the field for which you want subtotals. In this example you want to subtotal
appropriations and expenses based on object codes. Therefore you need to sort on “object code” before you try the

subtotals. Select any cell in the object code column and click on ascending sort button.

Microsoft Excel - ExZpzzd ) sl =] AR ElE REE
= | File Edit ¥ie Insert Format Tools Data /ﬂindow Help -
v i
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Sub Ledger k)bject Trans. Trans. Trans. Trans.

2 |Code Wear Morth Project e Account CC TE ID Doz, Date Eff. Date  Transaction Description Referend

3 oz 199504 1‘20 404 53 10010 0435095 430085 APR PAYROLL

4 oz 199504 NS0 404N 53 10010 0435095 430085 APR PAYROLL

5 [0z 199504 | 1140 _|_4E|4){){}{ 53 1000 043035 453085 APR PAYROLL

L [ 199504 1940 404K 53 10010 0435095 430085 APR PAYROLL
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8 |0z 199505 1120 404 53 11010 0535195 203185 AN PANROLL

9 |oz 199505 11350 404 53 11010 0535195 203185 AN PANROLL

10 |0z 199505 1940 404 53 11010 0535195 203185 AN PANROLL

11 |02 199505 1940 404 53 11010 0535195 203185 AN PANROLL

12 |03 199504 o000 404 14 EEB190 040395 A4F305 Fr 40RHEE-SHMEM-03

13 |03 199504 [alu]n]n] 404 14 EG17E6 040395 4053085 F: 437 HHO-5RHHK-035

14 |03 199304 o000 404 14 EG1890 040385 HEMRS Fr 4RHS0-SHHHE-03

15 |03 199504 2000 404 59 10R01T 050295 430095 (GH: 350 BREM, STEVERM 274

16 |03 199504 2000 404 59 10R01T 050495 4530095 GH: 405 LEDER o715

17 |03 199504 3305 404 59 10R0O7Z2 050595 430085 HOSPITAL CAFETERLA 4

18 |03 199504 3310 404 41 213019 012495 47es ASLCLA 2013537107 1400 A 3
I A ] e CLOSED-404:305- -Bx000L[1] f Sheetl] Sheet2 Sl'“ - | | | -

After sorting, you are ready to subtotal. To begin, choose the “Data” option from the Main Menu and “Subtotals”
from the sub-menu. A screen will be presented to you in which you are prompted to respond to: “At each change

in”. If you click on the button, you will see a list of all the fields in your spreadsheet. Since you want to
subtotal on object code, choose “Object Code”.
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At the “Use Function” function prompt, click on the E button to see all the possible choices. For this example,
since you want to see Summary totals, choose “Sum”. You could also count the number of entries in a group
(“Count”), find the lowest value in a group (“Min”), view the average in a group (“Average”), etc...

5 | [ 2 02 |~

= | File Edit ¥Yiew Insert Format Tools Data Window Help

LA

Ol ERE EEE o) A B0 mE[e oo =] [P
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A2 | [ Sub Code
Al B [ € [ b [ E [F[G] H [ ,0 [ J ] K I L[+
Lpril 1995 To haw 1995 2

At Each Change in:
[Object Code

Use Function:

Product

[* Replace Current Subtotals
[ Page Break Between Groups
[*¥ Summary Below Data

Sheet2 5

The next prompt asks: “Add Subtotal to:”. You can choose any field(s) in your spreadsheet. Usually, we want to
“sum” fields that contain dollar amounts. Therefore click on the boxes next to Appropriation and Expense. When

complete, click the button.
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Here is the result of your report subtotaled by Object Code:

Microsoft Excel - | e
File Edit Yiew Insert Format Tools Data W indow Help =
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Sub  Ledger Dibjes Trans. Trans. Trans. Trans.
2 |Code |Year Month Project | Cocl Account CC TE |ID Doc. Date |[Eff. Date Transaction Description Reference Appropristjon  Expense
[ - 3 [k} 199504 oo 4043 14 EB190 040395 4535 F 40xHHE-SHHHH-035 1M
- - [ 4 Jos 199504 oo A04HHH 14 ES175 040395 413035 |F: 437 HHO-SHHHK-03 F5d.45
- =1 o3 199504 oofn A0AMRH 14 EB130 040395 4535 Fr 4XXES0-5HMME-03 F& 00
o 6 0000 Total FE5017 $0.00
- i oz 193504 1940 A0 53 10010 043085 4i530/Ma5 APR PAYROLL F309 40
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9 1940 Total $0.00 F150.45
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- [11 oz 199504 2000 | 404HHK 55 10RO17 050495 4730035 | 5H: 445 LEDER oris 74,00
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16 2005 Total $0.00 $1,356.00
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- 21 |o= 199505 3308 4043 41 MB232 03353195 SM0MA5 HEFKHK 85297552 1400KSK159 F9.50
22 3308 Total $0.00 FE97 .50
- 23 |03 199504 3310 A0AXRK 41 M3mMSe 012495 4r7as ASUCLA 20157107 1400%hR7 34 F110 96
24 |oz 199505 3310 404HHK 41 215350 022205 Sf2/05 ASUCLS 20124005 1400X05K29 $12.72
25 199505 3310 A0AMRH 41 M7165 042895 S200/85 HEXMME 25301916 1400X=H159 F1200) 5
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Notice the solid lines and = buttons that appear to the left. These symbols are indicative of the structure of
subtotals. Try clicking on the first &l button. The [ button turns into a B button and the individual lines that

make up the first subtotal, get rolled up and you only see the line that has the subtotal. To unsquish, click on the 3]
button.

Now on the - buttons click on the button with number 2 on it. This provides a “roll-up” for all of the object
codes (or any other field that you had subtotals for). In order to view your subtotaled field adjacent to the summary
values, highlight the column to the right of your subtotaled column by clicking on the letter at the top of that
column. Freeze it (Window option from menu bar, Freeze Panes option from sub-menu). Scroll to the right by using
the arrow button at the bottom of your screen and yoy will get the following:

= | File Edit Miew Insert Format! Tools Data Wlndnw Help =
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[= 6 0000 Total £0.00
= 9 1940 Total $150.48
= 13 2000 Total $395.75
= 16 2005 Total ¥1,356.00
= 18 3003 Total $15.00
= 22 3308 Total $897.50
FE [26 3310 Total $135.68
= [29 3355 Total $162.50
= 31 4000 Total $222.00
= 33 4001 Total $105.80
= 35 4002 Total $12.35
= 37 4004 Total $0.53
= [0 4070 Total F117 .96
= A2 4700 Total $369.34
= A4 S810 Total FE50.00
= 46 6000 Total $33.650
= A48 6030 Total $53.50
@= [50 6045 Total $57.00
= [53 8992 Total $17.80
=1 54 Grand Total $4,222.79
55
56
57
58
59
60
61
62
63
54
B5
66
67
68 &
[ Al » 1>l CLOSED -4043x30¢-  -SXCC<(1] £ Sheetl Sheet2 Sheet3 Sheetd Sheets =1 =
Ready [T T 1 6zasserm [

To go back to all detail, on the button, click on the button with the number 3 on it.
To unfreeze panes, from the menu bar choose “Window” and then “Unfreeze Panes”.
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Filtering

Filtering is a way of narrowing down information that you see on your screen, based on criteria which you specify,
without actually deleting the information. This is useful if, after running a report including broad criteria, you can
focus in on a subset of that report. For example, you can filter your Detail Reports on criteria such as narrowing
down the entries to only include those with a specific Object Code or those which fall in a specified range of Object
Codes. Another example would be to view only transactions on a certain Sub Code. For this lesson, you can
continue using the report that you generated earlier and experimented the sorting feature.

To turn filtering on, choose the Data option from the main menu, Filter from the sub-menu and AutoFilter from the

sub-sub-menu. After filtering is turned on, m buttons will appear at the top of each field which will facilitate
filtering of the data for the desired information.:
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16 [199s50s 3003 | 404x3K a4 116830 (033193 ar3185 UPs CHARGES b
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Now, at this point, you have not actually “filtered” anything; you have only enabled yourself to do so. In order to
actually “filter” anything, you must specify your criteria. For example, if you want to filter for all storehouse

charges (or any other “Transaction Description” that appears in your report), click on the E button next to the
“Transaction Description” column header. You will get a list of all the existing possible transaction descriptions:
choose “STOREHQUSE?” or your own selected Transaction Description from the list.

NOTE: When filtering, the row numbers of the filtered data will appear in blue. Also, the EI button next to the
column header which you filtered will appear in blue. This is to make you aware that you are looking at “filtered”
data and which “filter” is active.
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— Microsoft Excel - EXAMPLE (& | %7 5§
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Here is the result of filtering on Transaction Description “Storehouse”:

Microsoft Excel - ExAEd ) 2
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Before trying the following filtering examples, go back to the entire dataset by clicking on the “Data” option of the
menu bar, then “Filter”, then “Show All” which is at the very top of the drop down list.
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Another example of filtering: if you want to filter for expense amounts exceeding, for example, $500, click on the

button next to the “Expense” column header and choose “(Custom...)” from the list. You are presented with a
Custom AutoFilter screen in which you can specify if you want to filter on values greater-than (>), less-than or

equal-to (<=), equal-to (=), etc... a certain amount you specify. For this example, click on the E button next to the

“=" sign and choose “>* in the top-left box, type “500” in the box as indicated below and click on the

button. As a result you will see all expenses exceeding $500. You can add further and/or conditions as noted in the
custom auto filter dialog box.
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Here is the result of filtering expenses greater than $500:
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Another useful feature in filtering is the use “contains” instead of “=", for instances where you only know part of a
field. For example, if you want to filter for all your “Fisher” payments, regardless of invoice number, etc., click on

the EI button next to “Transaction Description” heading, choose “(Custom...)”. Then click on the EI button next

to the “=" sign and choose “contains“. Type the word “Fisher” in the box next to it and click on the

button. As a result you will see all expenses containing the word “Fisher” anywhere in the Transaction Description.
You can keep narrowing down the result by combining filters. For example after getting all Fisher expenses using
the filter on Transaction Description field, you can get Fisher expenses that exceed $500 by using the Expense filter
in addition to the filter on Transaction Description.

To undo the filtering and go back to the entire data-set, from the menu bar choose “Data”, “Filter” and “Show All”.
To remove the arrows, choose “Data”, “Filter” and *“Autofilter”.
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Auto formatting

Let’s say you have used the “Data” — “Subtotal” feature of Excel to build subtotals in your spreadsheet and it looks
something like this:

The labels for subtotal lines are bolded and easy to read. However the subtotal amounts don’t get automatically
bolded and it are not very easy to distinguish subtotals from individual line items.
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You can auto format the entire spreadsheet with a couple of keystrokes. First pick any cell within the body of your
database. Then, choose “Format” from the menu bar, then “AutoFormat™. You can then select your favorite
autoformat, i.e. “List 2”

AutoFormat 21l

- - 2l
Jan  Fed Mar Toital
T T 5 19
& 4 747 Cancel |
g 7
i)

J.m Feb M‘ar Tot.i.f

9 24 :
21 18 21 Al Options... |
Calorful 3 List 1
I Jan Feb Mar Total Jan Feb Mar Total
East 7 7 8 19| | East 7 7 B 19
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Total 21 13 X GO || Fotar 21 18 2 B0
List 2 List 3
Jan Feb Mar Tatal Jan Feb Mar Total
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South 5 7 9 24 South & 7 9 24
Total 21 15 21 B0 Total 2 18 A B0

3D Effects 1 3D Effects 2 LI
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and you will get the following. Notice how much easier it is to see the subtotal lines.
To remove the auto format, repeat “Format”, “Autoformat” and choose “None” at the bottom of the list.

[ X Microsoft Excel Pivtemplds ____ ClipdG(REEE]fRaES] M |
ﬁ File Edit Yiew Insert Format Tools Data Window Help ;Iilﬁﬂ
S LT LT LD
arial =10 -”71 U”i,,.f|$/,'
BRI M@hﬁ\%%\ [y e nzrmne
MNE3 -
DEE] H | il K L 1] N 8] P Q =
1 99
- a Do a
2 b-Ob e D Date Date De ntio
+ | 61 |ANMNUITANT HEALTE a3 11010 8451499 53149 MAY PAYROLL $53.26
= | 52 |ANNUITANT HEALTH 53 12010 63099 6/30/99 JUN PAYROLL $53.26
/= | 63 |ANNUITANT HEALTH INS CONTR-STAFF CASUAL Total 5161.08°W
+ | 64 |ART/PHOTO SERYIC 89 1MR014 B399 5/31/489 OID PHOTO $69.75
- | 55 |ART/PHOTO SERYIC 41 340742 BAEO9 B26MG9 SETONCT4E17 $1,015.70
=| | BB |ART/PHOTO SERVICES Total $1,085 45
r + | &7 |AVIMEDIA SERWICE 89 11R028 B399 5/31/99 0D AN MANTENAMCE $76.50
=| | 58 |AV/MEDIA SERVICES Total $76.50
+ | B3 |BOOKS & MAPS FC 41 334535 11A18/88 441399 ASSMNAMERCO309181 527063
+ | B0 |BOOKS & MAPS FC 41 3375988 5A4/99  521/99 ASUCLA  B3692 $43.30
- | B1 |BOOKS & MAPS FC 41 337050 51399 5/717/99 HON,CA1400IESED $114.73
- | B2 |[BOOKS & MARS FC 41 338290 4499 BAA9 HRTBR29280750 542925
=| |63 [BOOKS & MAPS FOR DEPT USE Total [ 1 $657.91
r - | b4 |[COMP SOFTYWARE 59 12R100 6899 6HM9  OAC/ISPSS $100.00
=| | B5|COMP SOFTWARE LICENSE/RENTAL FEES Total 5100.00
|' + | BB |[COMPUTING SUPPL 41 335510 446459  4/29/99 NATLCOMPSYEEDQB?SB $156.00
COMPUTING SUPPL 41 334020 34699 4/12/99 '{ 5 $263.99 i
M 4[r >|[\ Sheets 4 sheetl £ 3months payroll 3, CLOSED-ANl-AIl-20%X%(1) & SheetZz >
|| oraw NNOCEA4|»-Z-A-==28 @
Ready \ RUM _ ]
lstan| Ehipiamde | FCHWINNT: | 8 diectoy ol |[5€ Microsoft E... B Miciasoitwor_| W 257PM

You can use this same feature for auto formatting Pivot tables. Just pick a cell in the body of your pivot table report
and auto format as described above.

If you manipulate the data after “Autoformatting”, the report gets pretty messy. Just autoformat again once you are
done manipulating the data.

Sum Without Formulas

If you need to quickly look up the total of several dollar amounts in non consecutive cells in a spreadsheet, hold
down the “Control” button on your keyboard, click on the cells you want totaled and look at the bottom of your
screen for the total of those cells!

X Microsoft Excel - Pivtsmpl.xls IWIXI%I@'@' El I%I%
ﬁFiIa Edit Wiew Insert Format Tools Data MWindow Help =0 |
SEERCL RVl
vl -10-|BIU|§§E'1—|$/, i
T 2 | oF S m|®|iﬁ|%%|
PE6 = =] 156
123 4]k [ L M M [
712/99
Source TE Trans. ID Trans. DcTrans. EiTransaction DescriptiAppropriation  Expense
53 10010 4/30/99 4/30/93 APR PAYROLL $372
53 10010 4/30/99 4/30/98 APR PAYROLL $50.84
53 11010 5/31/99 5/31/99 MAY PAYROLL $53.26

53 12010 E/30/99 ) 6/30/93 JUN PAYROLL
NG CONTR-STAFF CASUAL Total

59 11RO14 £/3/99 5/31/93 QID PHOTO 53

41 340742 B/8/99 B/26/95 SETONCT4817 1015 ?D
ES Total $108545

&9 11R028 B389 5/31/99 0I0 An MAINTENANCE E.50
5 Total

41334535 1118598 41399 ASSNAMERCO302181

41 337589 5/14/99 5/21/93 ASUCLA  B3652

41 337050 5/13/99 5/17/93 HOM,CA1400%9E360

==
[apRiny BEayREnyE C=p ) C-cRRauiiag ] CERRa QRG] (= RESy REa RESy DR 1R - INERDENY
M| E | M= |2 | @ 0|~ | |0 |& | f| = | 3o

41333290 4/1/99  6/1/93 HRTBR29280730 $429 25

R DEPT USE Total $357 .91

55 1ZR100 B899  B/8/M93 OAC/SPSS $100.00
LICENSE/RENTAL FEES Total $100.00
BB 41335510 AR89 4729/93 NATLCOMPSYE029759
41334020 B89 AN2/93INSIGHT 4875452 g oh= 09

4[4 |b >|[\ Shests £ Sheetl £ 3months payroll 3 CLOSED-AI-AN-20%xx(1) / Sheetz , |« E | »IJ
[ ors ~ NNOCH4 -Z-A-==284d
Realy | Bum=$460.25 & | [NUM =

i Stant| &1rup e | TICSWINNTAP. | 88 diectop.ucla... |[5€ Microsaft E...| 7 Miciosolt wor.. | WD 305
35




Print a Title on Multiple Pages

Let’s say you have a large spreadsheet that has many rows and the

heading and title of columns appear only at the

top of your spreadsheet. If you print this spreadsheet, pages 2 through the end will not show the headings. In order

to print the headings on all pages, on the menu bar, click on “File”,

Page Setup HE

“Page Setup”, in the “Page Setup” dialog box,
click on the “Sheet” tab and click in the box

— “Rows to Repeat at Top”. At this point Excel
Page | Margis | Header/Fater : will allow you to click on your spreadsheet
Print area: | = Prirt... | and indicate the row(s) you want repeated at
Print titles S the top. Highlight the row(s) and click “OK”.
FINIE FFEview H H 13 H H i1}
B Rows o repeat at kop: [s1:42 I Before printing, you can do “Print Preview
Options... to make sure all the rows you need are
Columns to repeat at left: | ﬂ repeated on all pages
Print '
V¥ Gridlines ™ Row and column headings
[ Black and white Comments: I(Nnne) j
[ Draft quality
Page arder
*' Down, then over EE EIE B
€ Crver, then down ERE E =g
K I Cancel |

Get a List of All Worksheets in Your Workbook

When you use many worksheets in the same workbook or file, always give meaningful names to your sheets to help

you quickly find the sheet you want to switch to. To facilitate find

ing the sheet you want, place your cursor in the

bottom left corner of your spreadsheet, over the area where these buttons CIRIGC] appear. Click on the right
mouse button. You will see a listing of your sheets. Also, you might find it easier to switch between sheets by
selecting off of this list, instead of clicking on the tabs of the sheets.
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Viewing All Formulas

If you need to see the formulas built in a spreadsheet rather than the result of the formulas, hold down the “Ctrl”

button on your keyboard and hit the “~” button on your keyboard at the upper left corner. You will be able to see all

the formulas.
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If you want to go back to results of formulas instead of the formulas themselves, hold “Ctrl” down and click

again.
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Using “Form” to facilitate Viewing and Editing Excel Database

Once you set up your Excel Database as described in the first page of this handout, to facilitate viewing and editing
your records, pick a cell in your database, click on “Data” on the menu bar, then click on “Form” and the following
screen will pop up which might sometimes be easier to work with. The buttons that appear to the right of the screen
are self-explanatory.

3 months payroll EE
Mame: W ;I 15 of 308
Ernpl. IO IW ay Hew |
Led ¥M: IFSQQDS— Delete |
Earned Date: I5,|’15,|'1999— Restore |
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Find Prew |
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i IRE—
Sub: IDZ— Criteria |
Proj: I Close |
obi: [ra

[alekH REG

TCH forr

Tirre: |24—

H %t IH—

Pay Rate: 9.94

Gross Earnings: |23856—

Total Benefits:  |3.24

Tokal Paw: |241E!—

Tt Ind: IV—

=l

Wrap Text

If the content of an Excel Cell is quite large, instead of extreme widening of your column or breaking your text into
several cells, use the “Wrap Text” feature as follows:

Select the cell(s) that contain large text (i.e. column heading), go to “Format”, “Cells”, either by clicking on
“Format” on the menu bar or by clicking on the shortcut right mouse button, while your cursor is on the selected
cells(s) and click on “Format Cells”. Select the “Alignment” tab, click on “Wrap Text” and click OK. Sometimes
you may need to increase the row height.

Format Cells 2]
Mumber | Fant I Border I Patterns I Prakection I
Text alignment —rientation

Horizonkal: Indent:
IGeneraI j |III ﬂ
Wertical:

IBottom j

Tezxk control

» v Wirap bext

I™ shrink to fit IU 5‘ Cegrees
I Merge cells
[o]4 I Cancel
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Print Column Letters and Row Numbers

Sometimes, you might need to see column letters and row numbers in your printout. This comes in handy
especially when you want to communicate or document the formulas built into a spreadsheet. In the example below,
first we turned the numbers into formulas using the feature described earlier in this handout. Then in order to see
column letters and row numbers in the printout, we chose “File” on the menu bar, then “Page Setup”, then select the
“Sheet” tab and click on “Row and Column Headings”.
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Print Preview will show the result.
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