Using Charts in the CCI
Board Report Spreadsheet

(Office 2007 version)
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Board Report Charts
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Report Formats - Expenses & Revenues

Expenses/Revenues by
Fund & Purp. (Incl.options
for 1-digit, 2-digit & 3-digit

purpose codes)

Expenses/Revenues by
Fund & PRC

" To chart a comparison of current budget
ﬁx Q amounts, you will first want to remove all
€  of the numeric fields EXCEPT the current

Year-to-Date E

budget field. Click once on the header

Budget
Beginning Budget ] Adj ustments Current Budget

Expenses H H
Expenses and click and drag up and to the right
until you see the red x.
L
In this
Fund *|Progri ¥ |PRC Desc d Current Budget
exam p |e , We 1 0 Clazsroom Teschers $53,407 050.00
. 002 Central Office Administration $303,366.00
will chart 003 MNon-Instructional Support Per. $2 576 346.00 1
005 School Building Administrstion $3,152 2653.00
bud get based 007 Instructional Support $6,417 554.00
008 Dollar Allat for k-3 Teachers F334 00000
on program 009 Mon-Contributory Emploves Ben. 2, 269,600.00
010 WaAIVERS POSITIONS TO DOLLARS §1,793,142.00
darea fO r fu n d 011 MBPTS EDUCATIONAL LEAYVE $0.00
012 Driver Training F530107.00
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Board Report Charts

When charting, you
should narrow your
information down to
small pieces of
information. For
example, we might
want to chart this by
fund.
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Click on the filter for
fund and select Fund
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We may also want to remove
the Program number and leave
just the PRC Description.
When charting, remove all
unnecessary data items.



Create the chart

Fund ~|PRC Desc bl Current Budget
1 ACADEMCANTELLECTUALLY GIFTED $995 317.00
Al TERMATIVE PROGRAMS ARND SCH 796 323.00
ASSISTAMT PRIMCIPAL IMTERR F16277.00
At-Rizk Student Services 2,383, 785.00
Behaviaral Support 58 950.00
- Central Office Administration Fa03 366.00
CHILD &R0 FARMILY SUPPORT 356 ,3358.00
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Now that we have just the
information that we need for the
chart, we are ready to create our
chart.

Click on Insert from the menu and

= ._Lﬂ select the type of chart to insert.

Column



Changing the Scale

Your chart will
look similar to
this one.

Set
T  minimum

e
Total
$60,000,000.00
550,000,000.00
540,000,000.00
$30,000,000.00
$20,000,000.00
510,000,000.00
50.00 n n II- - (] | II |
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fad] =
40,000,000 Delete 1
30,000,000 e:.ﬁ Reset ta Match Style
20,000,000 A | Font..
10,000,000 fill Change Chart Type...
s0 Sa  Select Data... /
Add Minar Gridlines m
Format Major Gridlines... - .
= ois Options | | Ay Options
7‘_2? Format Axis... ”
|%| |r~_r| |J:| |4|%m| |+‘| | | | Mumber Minimum: " Auto * Fixed |0
o = D | H
T lal = o B il Maximum: & auto 7 Fixed
Line Colar Major unit ¥ Autg © Fixed to O
If you need to change the scale, right click resyie | Mnorunt @ aug © Fned [
Sl [ Values in reverse order

on the scale and select “Format Axis”




Filtering data on the chart

= | Note: The chart will automatically
[Puref & - fobif& - [Purp]s 51&"3“"‘3"’“*'USE”“’“'IUSEW‘J_* il adjust as you filter and re-arrange data

AT -

5110 — Tt on the pivot table.

511z e
5113

Sum of C 5114
$40,000,000.00 -Ii 5115 S

Total

$45,000,000.00
$40,000,000.00

For example, to change the 53500000000 |

chart to show just purpose Ek
code 5110 - filter on the 35 :
Purpose code field on the 000 1
pivot table. Notice the change

in the chart...

:
;|

M Total

Classroom Materials
Classroom Teachers
Disadvantage d Students Supplmt
Dollar Allot for K-3 Teachers
Driver Training
Instructional Support
LITERACY COACHES
Low-Wealth CountiesSupp Fund [
MENTORS (FULL-TIME)
MBPTS EDUCATIONAL LEAVE
Mon-Contributory Employee Ben, [
Mon-Instructional Support Per,
Prg Enhance Foreign Exchange
School Technology Fund
STATE TEXTBOOKS
Teacher Assistants
WAIVERS POSITIONS TO DOLLARS
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Changing the Title

To change the title — simply click in
the title and type. Right click on
the title to access the formatting
toolbar.
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Changing the background

AssIgn Macro... Right click in a blank area
(5 Eqemat Chart Area.. around the chart and select
“Format Chart Area”

Format Chart Area

R
. Border Color Mo fill
fe.le’f:t options for the e stics | soid
Fill”. Note —try using a Shadow @ Gradent fi
. . " Pictu tescture fil
Gradient fill for an 30Fomat [ p o
utomatic
interesting effect. b Presetcobors: G ¥
Type: ILinear vl
Direction: E -
Angle: a0= =
Gradient stops




Changing the font

Right Click on the area where you want

T FPormat ChartTitle.. [ change the font. Select “Format...”

Patterns ] Scale Font l Alignment l
Font: Font skyle: Size: .
[orial [Tealc 10 Click on the Font
B omela o1 2l Pl [ 2 tab and select the
Archi Bold
bl | fpodmaic <l i 7 style and color of
Lnderline: Colar: Background:
|N-:une j Aukomatic the font.

Effects Prewview
| Skrikethrough |
[ Sinerscrink h AaRRe YT




Selecting the Type of Chart

The default type is a bar chart. You can change the chart type. Right clickin a
blank area on the chart and select “Change Chart Type”

h Change Chart Type...

x
C3 Templates Column : . : : . . =
ﬂ flm | ]hﬂ[ﬂ“ﬂﬂ mﬂ Mﬁ |Eﬂ |E@ H]liﬂi
':;' Pie N N N ] N N N
i Bar Jﬂfﬁ |LFEB |H!J1 ﬁiﬂ |l-fi-fa |L%i | i 0

Area _ _ _ _ _
e T R
&) Ssurface LIz . . . .
R (7ol | 24| A ] e
iy Radar Pie
Al [ | (@] [AR] [an] [em] =~
Manage Templates... |  Setas Default Chart | [ x| cance |




Copy the chart into Word

Important: There is a one to one
relationship between the pivot table
and the chart. If you filter or change
the data on the pivot table, the chart
will change as well. If you want to
create multiple charts from your data
then create the chart and format it.
Then copy the chart into a word
document.

Tn‘
#]  Refresh Data

4 Cut
saf &
$3¢ 53 | Copy
S3¢ 1 Paste

525 ¥ Marad bo hlabrk Ckula

Right click on a
blank space on the
chart and select

Copy.

Go to the Word
Document and
paste.



Example 1 — Budgets by Fund

i [Fund

Current Budget

i |[Grand Total

oom = Lk — ‘

$10a,906 685,00
40,561 401 07
$26,335 556 .53

$9,564 502,08
$1,640,000.00
$4,081 176.25
$191,389,623.93

Drag all pivot items off of
the pivot table EXCEPT the
Fund and the Current
Budget. Select Insert,
Column Chart

Insert Page Layout

ol B [P 2

Formulas

Picture Clip Shapes SmartaArt
Art -
Hllustrations

- |: N ..t;-' | 3

$60,000,000.00

Total

Right click on the chartand
select “Change Chart Type”

550,000,000.00

£40,000,000.00

$30,000,000.00 -

520,000,000.00

£10,000,000.00

5000 -

Reset to Match Style

Change Series Chart Type...

Select Data...

Add Data Labels

Right Click
and select
“Add Data
Labels”

and change to a Pie Chart.

FormT

B

Total

Right Click and select

t Data Labels

Data

o

Column| Line
= =

2-D Column

iy |

$2,851,498.00,

Format Data Labels...

[ Category MName

[v Show Leader Lines

P
g

$8,704,165.06,

4%

Total

13%




Example 2 — Budgets by 1-digit
Purpose Code

Insert Page Layout Formulas Data

:1,3;10,103332 Nustrations 2-D Column
081,176, Budget. Select Insert,

Grand Total $191,389,623.93 - E
Column Chart = M “
| —

Fund ¥ curent Budast; | Drag all pivot items off of -
1| #1083 908 553.00 ) ] ElEl |_T JJ zj %
2| swestamor) | the pivot table EXCEPT the el g 1 A=1 ]
3| 32633583653 Picture Clip Shapes SmartArt || |Column| Line
| memaeiel | Fund and the Current At - -
g

Table Qptions. .. . .
_Fund Show PivotTable Toolbar nght CIICk on the
] show FieldList pivot table and
3N $26,395 095 53 .
3| $9.564 50208 select “Show Field
6| $1,640,000.00 .
5| $4081.176.25 List
Scroll down on Fund ~ |1 digit Purp Desc ~|  Current Budge
- . . -1 Ancillary Semvices 520,000.00
[ 1 digit Purp _ ry
[#] 1 digit Purp Desc the field list Instructional Services| $102.011.878.00
[] 2 digit Purp window place Mon-Programmed Charges $0.00

| | System-Wide Support Services 56,742 55800

a check mark
next to “1 digit
Purp Desc”




Example 2 (cont’d)

2010 Budget by Purpose - AN Funds

Filter in the pivot
table by individual
funds to see this
350,000,000 20 information for a
540,000,000.00 particular fund...

$100,000,000.00

£0.00

Capital Outlay [

Ancillary Services
Ancillary Services
Ancillary Services
Ancillary Services

Ancillary Services
Instructional Services [

Instructional Services [

Instructional Services
Instructional Services
Instructional Services
Instructional Services

Hon-Programmed Charges
Hon-Programmed Charges
Hon-Programmed Charges
Hon-Programmed Charges

System-Wide Support Sevices [
fem-Wide Support Semvices

System-Wide Support Semvices
System-Wide Support Services
Systemn-Wide Support Semvices
System-Wide Support Services

2010 Budget by Purpese - Fund |

$40,000,000.00

$20,000,000.00

$0.00

Ancillary Services Instructional Services  Hon-Programmed Charges  System-Wide Support
Services




Example 3 — 1 digit & 2 digit purpose

Drag away all numeric

+
e | Current Budget
Claz¥room Teachers $23,407 050,00

Certral Office Administration F905 S66.00

Mon-Instructional Support Per.

$2 576 546.00

Schiool Building Administration

$3,152,285.00

Instructional Support

$6 417 6:34.00

Dallar Allat for K-3 Teachers

F5334,000.00

n-Contributory Emploves Ben.

$2 289 500.00

=RS POSITIONS TO DOLLARS

$1,793,142.00

WBPTS EDUCATIONAL LEAYE

$0.00

Driver Training

F530,107.00

Table Qptions. ..
_Fund Show PivotTable Toolbar

b&.blﬁ

3 $26,095,
4| §9,564,502 06
g
g

=] Show Field List

$1,540,000.00
$4,081,176.25

" data fields EXCEPT the
current budget.

7
Drag all fields

g Fund | Carrent Bedgei

; 1 —9—-—%]8'%.588_00 EXCEPT the fund to

10 2| $40,381 401 07 :

M 3| $26,335856.53 the tOp portlon of

12 4| £9.564,502.08 .

15 & $1,640,000.00 the pIVOt table

P! 5| §4,081,17625

5 Grand Total $191,389,623.93

prs

Lw| Ub] Desc

Right click on the K570
pivot table and
select “Show Field
List” Scroll down

[+] 1 digit Purp Desc
[ 2 digit Purp

[w] 2 digit Purp Desc
[] 3 Digit Purp

[ 3 digit Purp Desc

And place check
marks next to “1

digit Purp Desc” and Fund
“2 digit Purp Desc”

4

1 digit Purp Desc ~ |2 digit Purp Desc
I = Ancillary Services

= Instructional Services | Al




Example 3 (cont’d)

I 1 diait Purn Nese ?dia#ﬂurnn@ Filter .I:or |nstructi0na|
T (Shaw Al ) . .
s =t Services on the 1 digit

ancillary Services
i | ea

i Capital Outlay Ly s
: nstructional Services o p ur pose d esc
.| CiNon-Programmed Charges | |7 18 1 digit Purp Desc ¥ |2 digit Purp Desc ~ | current Budget
| T System-Wide Support Servig 19 [Instructional Servic  Aternative Programs and Services|  $3,907 902.00
- 20 I Redular instrictions Sem'ces“ F72,047 524.00
- iy School Leadership Services $3,432879.00
- 22 School-Bazed Suppott Services 57,432 25000
- 23 Special Populations Services| $15,190925.00
<4 | » 24 Grand Total $102,011,878.00
| ok | cancel | 2
ance . . .
i 26
: Y Your data should look similar to this

— now chart it!

Sum of Current et

$80,000,000.00

Remember — you can filter
and select another 1 digit
purpose code right from the
chart!

Alternative Regular
Programs and Instructions
Services Services




