Pivot Table Training - Training provided by Jeff Leone, Financial Planning Office, x3954

Why use a Pivot Table?

- APivotTable report will analyze, explore, and present summary data.

- APivotTable enables you to make better informed decisions about your data.

- In WFS, it will enable the user to see budgets and actual on the same line to make better budgeting
and spending decisions.

Creating a PivotTable:

1. For the purpose of this training, we will be using the SmartKey-Account Summary report. We
will be using Excel 2007 for all reporting. The PivotTable feature can be used with any set of
data, such as Personnel Earnings.

2. Run a SmartKey-Account Summary report for your department. You may filter data prior to
searching if you like, but it is not required.

Smartkey/Account Summary

Last Refresh Date: 05/24/2010 03:58 Al

Use Saved Search: | ~|

Fiscal Year squalts v [z010 e

SmartKey [equalto ~| | |Q
Account [equalta ~ | |Q
Position equal to v | |Q
Department [equalts ~ [920a Ja
Account Group equalto v | |Q
Account Subgroup ‘Etlualla v‘ | |o\

Program Group \equalm v‘ | |Q

Fund Code [equalts v/ | |Q

Search | Clear | Advanced Search  [E)save Search Criteria T Delete Saved Search  Personalize Search

3. Click the “Show All Columns” button to expand all results.

Help Document

Inquiry Details Customize | Find | View 100 8 irst [ 120 or 144 I Last
Smartkey Detail | Budget Defals Projects Altributes
SmartKey Account Total Orig Total Adj Budget Total PTD
|H Smart Key Description Account| Description Budaet Budaet Total Budget |Encumbered Checked |AQQrD\'etI Committed | Committed Bal Avail |[% Position |Title

4. Once the columns are expanded, download the data to Excel. Scroll right and click the icon that
looks like an Excel grid.

Customize | Find | View 11 0| 8 | First [1] 120 or 142 I L ast

EP Rpt Code Planning Cateqory

5. The data will open in Excel.

fnﬂ HE 92~ B&R0)s Pivot Table Training Test Data.xlsx - Microsoft Excel -
a =
Home | Inset  Pagelayout  Formulas Data  Review  View  Developer  AddiIns ZYe B e
=, - = = ) = == oo B
diaCut Caibri BT PSS | [Swiepten General - i‘;‘ ﬁjﬂ Normal Bad Good Neutrdl e i Eafuccus % @a
- 3 copy = - @] Fin~
paste (B 1 u-[m-|[&-A- = S5 Merge & Center - | [ § - % # || ||| Conditional Format [Calculation Explonatory... | [input _ || isert Delete Format Sort & Find &
'€ Format Painter | 2 = Merg L [ I | y p = 2 2 © || @ clear-  Fiter~ selea~
Clipboard 5 Font 5 Alignment & Number i Styles Celis Editing
| D132 - £ [ 83570
A 5 S D E F G H [ J K L M N _[o] P Q RN
1 FY | smartkey smartiey Description Account Account Description Total Orig Buclget | Total Adj Budget | Total Budget | Encumbered | Buciget Checked | Approved | Total committed |PTD committed | Bal Avail |%|Position Title Orig Budgd
2 2010 1009589100|Training smartkey Operating 1 81600 |5ubgroup Hourly Student Comp 2,989.00 of z2ssso0 o 0 o [ o| zs83.00[ 0| 17582[5t comp Budger 2,985
3 008999100[Trzin Operating 1 81630 r2duate Hourly-Non-Ws o 0 o o of 2,892.50 2,89250 o| 280250 0] 1. oyee
4 [2010] 1009999100 Training SmariKey Operating 1 81715 |Subgroup Temporary Help 2,796.00 of 279600 o [} [} [} of 279600[ 0| 17988[Temp Comp Budget 2,796
5 2010[1009999100[Training Smartkey Operating 1 81725 5ubgroup Miscel laneous Comp R 0 R o 0 [} [} [) s31] o] 18133]Misc Compensation Budzet I




6.

Click anywhere in the data field (cell Al is OK).

7. Click “Insert - > Pivot Table.”
|'/I52:.; HERE9-¢-B&3a0 - Pivot Table Training Test Dataxlsx - Microsoft Ex
o Insert Page Layout Formulas Data Review View Developer Add-Ins
= : | E= T = = e (A=) 22 |
JJEMDD’D)% ﬁi%‘d‘&\_ug\ﬂéfﬂ 4 = Q
PivotTable §Table Picture Clip Shapes SmartArt | Column  Line Pie Bar Area  Scatter Other Hyperlink Text  Header WordArt Signature Object Symbal
e Art i = T = = = o Charts - Box & Footer = Line =
Tabl Ilustrations Charts s Links | Text
8. You will be prompted with the following pop-up. Select the range of data you would like to run
the PivotTable on. By default all of the data will be selected if a cell with data was highlighted.
9. Choose “New Worksheet” to create the PivotTable in a new Excel worksheet tab.

Choose the data that you want to analyze
() Select a table or range

() Use an external data source

: Choose where you want the PivotTable report to be placed

(#) New Worksheet
() Existing Worksheet

Location: 50

oK ][ Cancel l

10.
11.

Click “OK.”
A new tab will be created and the following screen will appear.
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12. To enable the Classic PivotTable layout, right click on the PivotTable and select “PivotTable

Options.”

To build a report, choose
fields from th
Field|

Refresh
= PivotTable Options...
B | Hide Fiald List

13. Click on the “Display” tab and check “Classic PivotTable layout (enables dragging of fields in the

grid).”

PivotTable Options.

Name: |PivoiTable4 |

Layout & Format | Totsls &Filters | Display | Printing Data

Display
Show expandjcollapse buttons

Show contextual tooltips

" - -

[¥liClassic PivotTable layout (enables dragging of fields in the grid):

Field List
O sortAtoz
(%) Sortin data source order,

14. Click OK. You will notice the PivotTable layout looks slightly different
now.

15. On the right hand side of the screen you will see the PivotTable Field

List. Here you can select all of the criteria you wish to use in your report.

a. The upper section contains all of the fields you can show.
b. The lower section shows the arrangement of the fields in the
PivotTable.
i. Values - Use to display summary numeric data.

ii. Row Labels - Use to display fields as rows on the side of

the report. A row lower in position is nested within
another row immediately above it.

iii. Column Labels - Use to display fields as columns at the

top of the report. A column lower in position is nested
within another column immediately above it.

iv. Report Filter - Use to filter the entire report based on
the selected item in the report filter.

3

PivotTable Field List

Choose fields to add to report:

OFy

[C]5mart Key
DSmarﬂ(Ey' Description
[[JAccount
[[]Account Description
[Total Crig Budget
[[Total Adj Budget
[Total Budget
[CJEncumbered
[[]Budget Checked
[JApproved

[Total Committed
[C]PTD Committed
[Ceal Avail

O

[(Pesition

[Omite

[[orig Budget
[Transfer Orig Budget
[JAdj Budget
[ITeancfar fdi Bidaat

Drag fields between areas below:
“F Report Filter T column Labels

1 RowlLabels ¥ Values

[] Defer Layout Update




16. For the purpose of this training, we will arrange the PivotTable in the following manner:

17. Click each field from the upper section and drag it down to the appropriate field in the lower

section as shown on the right.
a. The Row Labels should be in the following order:

i. SmartKey
ii. SmartKey Description
iii. Account Subgroup
iv. Account Subgroup Descr

b. The Values should be in the following order

i. Total Orig Budget
ii. Total Adj Budget
iii. Total Budget
iv. Total Committed
v. Bal Avalil

18. The PivotTable will now look like the image below:

Drag fields between areas below:
“F Report Filter

7 Column Labels

% Values

1] Row Labels

% Values

Smart Key A
Smartkey Description A
Account Subgroup hd

-

Account Subgroup Descr

Sum of Total Orig Budget
Sum of Total Adj Budget
Sum of Total Budget
Sum of Total Committed
Sum of Bal Avail

[ pefer Layout Update
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A 8 5 D E G H PivotTable Field List v x
Choose fiekds to edd o reports
Values =t "
— — — — — ) ) [Budget Code
Smart Key artkey Description [~ Account subgroup [~ Account Subgroup Descr [~ ] sum of Total Orig Budget _Sum of Total Adj Budget _Sum of Total Budget _Sum of Total C lexpencs Pursose
1009933100 = Training SmartKey Operating 1 =81600_81674 HOURLY STUDENT 2,989 - 2,989 2,99 || | Opurpese »
81600_81674 Total 2,989 2,989 2,94 | | status
231715 81724 TEMPORARY HELP 2,736 2,796 -| | | O value
81715_81724 Total 2,796 2,796 [account Grop
281725_81789 MISCELLANEQUS COMP 931 931 [account Group Descr
81725_81783 Total 931 931 [¥lAccount Subgroup
=81790_81799 AG2 BENEFITS 285 285 [ [Qaccount Subgroup Descr
= [Fund Code
81790 81799 Total 285 285 5
[oeet
582010 82199 lorrice supeLies 2,328 2,328 1190 ot Deser
32010_82159 Total 2,328 2,328 1190 | Fpeptievel 3
52200_82899 OFFICE OPERATIONS 562 562 2,408 [Joept Level 3 Desar
82200822899 Total 562 562 2,408 | [Coent Level 2
983000_83399 PROFESSIONAL SERVICES 300 300 - | OoeptLevel 20eser
83000_83399 Total 300 300 - [CoeptLevel 1
=183400_83493 PUBLICATIONS AND ADVERTISING - - 2 |Eoent LE”E‘d‘ s
83400_83499 Total p [P Rot Code g
= [IPlanning Category ~
58350083999 OUTSIDE SERVICES [
8250083999 Total = = O Drag fields between aress belows
984000_84109 RESEARCH SUPPLIES_MATERIALS 300 300 -l 7 Reportriter 8 Column Labels
84000_84109 Total 300 300 - T =
=84500_84999 TRAVEL - - 6¢
84500_84999 Total = % 64
28700087999 FACILITY RELATED EXPENSES - - 10
87000_87599 Total - - 10
Training SmartKey Operating 1 Total 10,491 10,491 7,81
Total 10,491 10,491 7,81
=1009999101 = Training Smartkey O ting2 =/81600_81674 HOURLY STUDENT 8,500 8,500 33
12ining Smartkey Opersting, = £ RowLabels T vakes
81600_81674 Total 8,500 8,500 E I T
981675_81714 STIPENDS AND PRIZES - - 15,2 mart ey Lon of Totalor.
Smartkey Desc... ¥ | | SumofTotalA...
81675_81714 Total ; ; 15,2 Account Subgr... ¥ Sum of Total Bu... ¥
981725 81789 MISCELLANEOUS COMP 1197 1,187 T T
81725_81789 Total 1,197 1,197 St A
981790_81799 G2 BENEFITS 92 92
81730_81799 Total 92 92
Training SmartKey Operating 2 Total 9,789 9,789
40 100a0a01Mm Total a1za 2 a780 [ pefer Layout Update
W 4 » M| sheetd .~ Smartkey-Account Summary Personnel Earnings %3 [ m

Ready | 3

19. By default, each Row Label is subtotaled. If you wish to remove
these subtotals, right click on the subtotal cell and deselect
“Subtotal Row Label.”

20. The subtotals can only be removed one at a time, per Row Label.

21. The PivotTable is now complete. You may format or resize the
columns as desired.

22. An example of the finished PivotTable is on Page 5.

] Account Subgroup E}Accnunt Subgroup Descr =
.1 =581600_81674 HOURLY STUDENT

81600_81674 Total

=I81715 81724 TEMPORARY HELP

81715_81724 Total

B cabi - 11 - A A S % o F
81725
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81790 g=nnTas

Ss201] = | CoW

82010 | % Format Cells...

=8220( 2] | Refresh

82200_ Sort »

58300 Filter »
83000 477 Sublatal “Account Subgraup:

=83401 RTISING
83400 | '

=83500 ¥ | Group..

83500_§ + Ungroup..

=184001 Move » [ERIALS
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23. Below is an example of a PivotTable run using the Personnel Earnings Report.

A B | c I E

Sum of Amount
Mame ElSmartKev E[}escription EﬁccountETotal
=llto,Sena =11009999101 =ITraining Smartkey Operating 2 81610 122
81630 -
='Medrash,Gabriel Elliott =1009999100 =Training Smartkey Operating 1 21610 1,117
81630 262
=11009999101 =Training Smartkey Operating 2 81610 52
81630 57
11 | ='Radin,Jared Robert =16529999100 = Training Smartkey Endow 1 31630 230
12 Grand Total 1,859

[T=R = BN R = B, B R TS R N R

o
[=]

24. The criteria used are shown below.

iP’wutTable Field List v x

Choose fields to add to report:

[CFiscal vear
[JEmpllD

Name

[Pasition

[Coescr

[Trans Type
[CJEarnings Code
SmartKey
Description
Account

[ Account Description
[CPay Group

[Pay Period End Date
[Clcheck Date
Amount

Drag fields between areas below:

"W Report Filter  Column Labels
A Row Labels x  Values

Mame hd sum of Amount ¥
Smartkey =

Description w7

Account A

[] Defer Layaut Update Update

iEmm




Refreshing your Data

Once a PivotTable has been created, a user can easily update the data in the table without having to
reconstruct the entire PivotTable (or PivotTables). For example, a user can download month end report
data and simply refresh the PivotTable to update the data for the new month.
To update the PivotTable

1. Download new data.

2. Select all rows, excluding the header.

3. Copy selected rows.

4. Insert copied rows into PivotTable original data sheet.

5. Delete old data rows.

6. Right click on PivotTable and select “Refresh.”

7. The data shown in the PivotTable will now contain the new downloaded data.

A B .
1
2 "
3 Values
4 Smart Key |~ |SmartKey Description ~ |5um of Total Orig Budge
5 | =1005555103 Training Smartkey Operating 4 15,00
& | ©1005555105 Training Smartkey Operating 5 25,44
7 | 211009999100 Tra\ningSE] Calibri <111 <A A § - % 1 jEAE
8 | =/1009999101 Training S ,TE
5 | =1009999102 Training s B £ = 51 - A M o

10 | ©1019999101{Training Smartkex ER1 | 2

11| 11019999102 Training S =2 &oPY
12 | 511019999107 Training S & Format Cells...

13 | =/5019999101 Training 5my |}  Refresh
14 | 515025555102 Training Sm cort »
15 | =/5029999100 Training Sm Eilter »

16 | =6019999100 Training Sm
17 | ='6029999100 Training Sm
18 | =6515555103 Training Sm Expand;Collapse 4
19 | ='6519999102 Training S %  Group.

20 | 516525555103 Training Sm <@ Ungroup...

21 | ='6525555104 Training Sm
22 | =16529999100 Training Sm X
23 | =p529999101 Training smy
24 | =16529999102 Training 5m
25 | 517209999100 Training Sm -
26 Grand Total 8| ride Field List 7,08

Subtatal “Smartkey Description

Moave 4
Remoye “Smartkey Description
eﬂ Field Settings...

PivotTable Options...




