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Drag fields onto the report

:-
6 | Full Acct Codd (All) =
7 Iﬁbm%:'*r Iz -1 Click once on the field in
2 |Locatiog LAl - 3
o User1 SN AI -1 the top part of the pivot
AN = :
10 Deer2 AL table. Click and drag to
11 | Description [NL‘.- -
12 Postabk Codf(AIN__=|  the report
T —RRRRR—,.
13 N
E Budget
14 Fund ¥ SPurpose | ¥ |Program |7 | Beginning Budget  Adjustments Current Budget
15 =11 -15110 001|  $41487,975.00  (52,374,451.00)  $39,113,524.00
16 _ 007 $112,431.00 $0.00 $112,431.00
= 17 B 008|  S$151418600 "ot onmen memecemnee
Tip: Dragtothe | 011 $7,131.00
report and 19 022 25452500 Fynd ¥ |Object | ¥ |Purpose Program | ¥ | Begi
20 024 50.00 -1 =114 216941 002
watch for the 21 027|  55,295,746.0() =— 521 Toma]
« » 013
grey “T” to 2 posd I 111 Total
appear between 081 50.00 R =
the columns - 112 Total
thls iS WheI‘e the -1 E-_E.Eg:i'l:lllltﬂl =
field will go - E110 002
5110 Total




the report

emove data (numeric) fields from

13
Budget

14 Fund ¥ |Object | ¥ |Purpose |7 |Program | ¥} | Beginning Budget  Adjustments Current Budget
15 =M =111 =16841 00 31258,660.00 30.00 5125,660.00
16 5841 Total $120,660.00 20.00 $120,660.00
17 111 Total $129,660.00 $0.00 $129,660.00
18 =112 =165942 0o 3288 444.00 50.00 $288,444.00
19 6842 Total 3288 44400 20.00 2288 44400
20 112 Total §288,444.00 $0.00 $288,444.00
21 =113 =1 5850 & $481.00 354 059.00 354 550.00
iy 5850 Total $451.00 354 059.00 $54,550.00
23 =I6110 0o 3257,952.00 328.857.00 $286,819.00
] CA44AN Takal oCT [ NN oo oo NN ooo odn NN

Click once on the header (in this
example “Year-to-Date Expenses” and

drag up and to the right until you see

the red X.

Note - using the original pivot table
view button will bring back these

fields

L

1

Year-to-Date] Encumbrances

(=1 Expensesl PO's Qutstandin
0 510&,030.00 50.00
0 $10&,050.00 50.0¢
o $108,050.00 $0.00




Filter on data in the pivot table

If filtering using the fields in
the bottom portion of the
table, simply click on the filter
arrow

If you only want e s

[ (Select Ally
to see a few =
items, take the e 008

[]003
check mark off 005

[]007
of “Select All” 009
and then select s

1nig

the items you
need.

Budget

" |Program | ¥ | Beginning Budget Adjustments
I:IZE,'_ 554,525.00 (59.00)

024 20.00 $159,345.00

02y $5,2595,745.00 (5260,407.00)
031 54 161,037.00 (510,055.00)

055 s0.00 3166,485.00

051 50.00 5901,575.00
$52,633,015.00  (51,166,513.00)

01 3246.177.00 50.00




Filtering data in the pivot table

o

& Full Acct Codl (Al 'J
7 ‘Object (All} -
(All W .
111
112
113
114
115
115
117
121
123 j
: <«— |
O select Multiple tems
0K | Cancel |

Iy
cC

041

If you are filtering using a
field at the top portion of
the table, click on the

filter arrow. Note - to

select MULTIPLE items in
this list, check the “Select
Multiple Items check box.



~ Sorting data

3

4 |Fund * |Purpose | ™ [Program |~ inn

9 022

0 024

| 027 55,

2 031 34

3 055

4 061

5 5110 Total §52,

i =15111 0o -1

¥ 005

] 022

Example - sorted
program Z to A:
" [Program | ¥

024
022
011
115s)
i
001|
031
022
0nG

001

Click on the filter
arrow for the field
that you want to sort
on. Select either
Sort A to Z or Sort Z

to A 4] sortAtoz

2] sotztoa
Mare Sart Options..

Value Filters




dding new fields to the pivot

t 3 b I e Sometimes all of the fields from the spreadsheet are not showing on the
pivot table. For example, if you are working on the payroll spreadsheet
and don't see the “# of Checks” field, you can easily add it.

Right Click anywhere e
in the pivot table and lﬂ\ﬁﬁrﬂde Fields that are
select Show Field list |~ ffsl:.m already on the
E | TTeTd SEgS. . i \ pivot table will
__ PivotTable Options... =| | Opay Grow have a check mark.
. . [+] Job Title
g ield List 1 HR Position # For example, to
add the # Checks
to the pivot table,

place a checkmark
next to # Checks




Adding your own fields to the pivot

If you have added your own fields to the spreadsheet, you can

ta b I e also add those fields into the pivot table! For example, if you
have added calculated columns to the Budget or Payroll
Spreadsheet for budgeting next year, you can add those fields to
the pivot table. When you add these fields to your spreadsheet,
do not have blank columns between the main spreadsheet data
and your new column.

For example, if [ have
B | created a Projected
Yearly Salary Position Projected Salary field in the
Count salary
spreadsheet and now
: : want to add this field
................ $28,880.00: . 1.00. 5 3011400 to the pivot table...

w w

2. Right click anywhere in the
pivot table and select “Show Field
List”. Then place a check mark on

1. Go to the pivot table and click on the e

Refresh Data button...

F!efreih Data | FivotTable Options...

=| |[¥] Yearly Salary

[w] Position Count
Full Acct Code
[JProjected Salary

5 show Field List




FOrmatting data in the pivot table

If you add a field, the formatting may not be the way you want. To
format a field in the pivot table (for example to set it in $ format)....

_ First, click once on a line in the data for the
=3 Copy

] soasapop  fleld that you want to format. Right click & Format Cells..
yl 4y s2as80.00 ] and select either “Number Format“/or'/ Number Format..
) $28,680.00  “Format Cell”

M




Page Breaks in the pivot table

You might want to have a page break when printing information in a pivot
table. For example, you might want to have a page break after every fund or
after every location.

P

24
25
25

27

28

Bt L

Step

Ind.

Full Name -

rt
&

3

Remove “Site Lo

Right click on the header for the field that you want

to set the page break for. Select “Field Settings”

Field Sett'l%gs...
PivotTable Uptions...

Show Field List

Cuskom Mame:  [Sike Loc

Subtatals & Filkers  Layaout 2 Prink I

Layout

(" Show item labels in outline Form
r
-

{* Show item labels in tabular Form

[ Insert blank line after each item label
[ Show items with no data
Print

[+ {Insert page break after each itemi

Click on the Layout
and Print tab and put
a checkmark on
“Insert page break
after each item.”



Example: Comparing budgets between 2 schools on the budget spreadsheet.

I acation *

Co

m

mparing data

=

/

In many cases, you may want to compare data. For example, in the budget
spreadsheet, you may want to compare data from one location to another. Or in the
Purchase Orders spreadsheet, you may want to compare month to month.

w

Program ¥

Current Budget

Fund

oo
Qo3
ooy

nn=

42,792 55500
$25,071.00
$134,079.00

F22A Onn nn

want to compare. Tip - in
Office 2003, to select
multiple entries, drag
location to the bottom
portion of the pivot table.

1. We want to compare current
budget numbers - so we would want
to drag away all number fields except
the “Current Budget” field.

g

Purpose ¥

Program YE Carrend ol

4 |Location "’HFund hd

S 000 1
G

a0
aas

3110

Current budget HEADER.
Curront
| | Badget Location "|
3 [Fund ¥ [Purpose Y|Prngram bl 303 304| Grand Total
2 5110 Qo1 F0.00 F0.00 F0.00
! Q&1 $1,497.00 F7 33500 Fa8,532.00
i | 743 F0.00 F0.00 F0.00
I 1 02 §1,573.00 57 70900 F9,252.00

$25,071.00

3. Click and drag on the Location
header and drag it ON TOP of the



Removing extra subtotal lines

Excel will automatically add a subtotal line to all fields in the
pivot table report except the last column. In some cases, you
may not want a subtotal listed.

Ded Code

Full Name

~ [Full Acct Code ~| Em

= 100EC

= GILLIAM, TIA D

1.5110.001.121.340.000.00

GILLIAM, TIA D Total

= LEWWIS, HEATHER B

1.5110.027.142.308.000.00

LEWIS, HEATHER B Total

=/NOELL, STACY B

3.5210.144.121.324.000.00

MOELL, STACY B Total

Sort
Filter

v | Subtotal "Full Mame’
Expand/Collapse k

& | Group.

h |

Ded Code

~ [|Full Name

|

ZJFull Acct Code =

—I100EC

= GILLIAM, TIA D

1.5110.001.121.340.000.00

LFF | | B 3| =

= LEWI5, HEATHER B

1.5110.027.142.308.000.00

=IHOELL. STACY B

3.5210.144.121.324.000.00

Con

-

=

/

In this example, there is a
subtotal after every name. We
may want to remove this
subtotal.

To remove the subtotal, right
click on the heading for the
field (in this case “Full Name”.
Notice that there is a check
mark next to “Subtotal Full
Name” . Click to remove the
check mark and the system will
remove the subtotal.



