STATEMENT OF TRANSACTION REPORT ANALYSIS
USING EXCEL

Excel can be used to analyze tdCPS Statement of TransactiEXCEL Report Selected
Fields to more easily track expenses through the procurement cycle. Excel enables you to
customize the data displayed in the initial report to meet your needs.

Cut, Paste and Arrange Column Headers

When the report is first geratedthe information is displayed in a pdetermined order of
column headers that may or may not be useful for goalysis. Using Excel you can cut, paste
and arrange the order of these column headers in such a way that is more meaningful for you.

} To cut, p aste and arrange columns in Exce | 2003 and 2007
1. Rightclick the column headetesired to be moveahdclick Cut from the dropdown menu

2. Hover the mouse over the column to the ¢dfthe new locationvhere the cut column header
is desired to belaced. Right-click in that location andlick Insert Cut Cells.

Deleting and Hiding Column Headers

Using Excel you have the ability to delete and/or hide specific column headers you may not need.
If you are unsure about the necessity or usefulnessigéa golumn header it is best to hide it

from the spreadsheet view. A column header can easilydisplayed by selecting the unhide
option. If you are certain about not needing a given column header you can opt to delete it.
However, if you choose ihoption it can only be redone by selecting the undo button repeatedly.

} To delete a column header in Excel 2003 and 2007

1. Rightclick the column header you wish to remove and s&etgtefrom the dropdown
menu

} To hide a column header in Excel 2003 and 2007
1. Rightclick the column header you wish to hide and sdtide from the dropdown menu.

2. To unhide a hidden column headaighlight the column headers to the right and left of
where the hidden column originally appear@&ight-click andclick Unhide from the drop
down menu.

Applying an Auto  Filter

The AutoFilterfeature of Excel enables you to select just the data you need to see and hides all

the rest For example, if there are ten purchasiecs for a given account, the Authér feature

allowsyou to select an isolated purchase order or grouping of purchase orders. t&eileating

a specific purchase order with Auitiér shows other information related to the specific purchase

order such as total expense aedeipt number. Using the AutidFt er f eat ur es doesn¢




your data in anyway. As soon as you remove the filter all your data reappears exactly as it was
before.

} To apply an AutoFilter in Excel 2007
1. Click theData tah.

2. Click theFilter button in theSort & Filter grougng on theDatatab ribbon. This applies an
AutoFilter to every column header in the first row. If you wish to apply atoRilter to only
certain columrheadershighlight those specific columns first and tHellow steps 1 and 2.

} To apply an AutoFilter in Excel 2003

1. Click theDatatoolbar. Hover oveFilter in the dropdown menu andlick AutoFilter from
the pop out menu on the right.

%NOTE: If you wish to apply an AutoFilter to naronsecutive columns hottle Ctrl key
while selecting each column header. Tdppliesto both Excel 2003 and 2007

Freezing Panes

Freezing panes allows you to select specific rows or columns that remain visible when scrolling
in the worksheet. For example, you freeze panes to keep column headers visible as you scroll
through the greadsheet to view data that is displayed in rows that may exceed the viewing area
of the monitor.

} To freeze a pane in Excel 2007

1. Click theView tab.

2. Click theFreeze Pane$utton in theWindowgroupirg on theViewtab ribbon.

3. Click theFreeze Top Rowoption from the droglown menu.

4. To unfreeze a pane repeat steps 1 and 2 and sklEoteze Panefrom the dropdown
menu.

} To freeze a pane in Excel 2003
1. To freeze the first row containing column headers, click on the number 2 cell to highlight the

entire row.
A - C
1 |Gl DATE |BATE AME USER TRAMSACTION TYPE
Li-Jul-09{ 21184 Payables 5276213: A 875280 Purchase Invoicas
3| 3L-Jul-09|CIE: Payables 52760492 E Purdhase Invoices

Freeze pane in Excel 2003 example

2. Click theWindow toolbar and seledtreeze Pane$rom the dropdown menu.lt is always
the row above the row that you are applying a Freeze Pane to that actually freezes in place.



Creating a Pivot Table

Pivot tables allow you organize, summarize, compile and analyze large amounts of data to see
trends and patterns in a quick glance.

} To create a pivot table in Excel 2007
1. Click thelnsert tab.
2. Click thePivotTable button in theTablesgrouping on thénserttab ribbon.

3. FromCreate PivotTablelialog box check to make sure the radio button optidelaict a
table or range is selected. Notice the range for your entire spreadsheet is specified in the
field below.

Create PivotTable

Choose the data that you want to analyze

{®) select a table or range

Table/Range:

) Use an external data source

Choose where you want the PivotTable report to be placed
{®) Mew Worksheet
) Existing Waorksheet

Location:

l [ Cancel

Create PivotTable dialog box
Click OK.

In thePivotTable Field Listlocated on the far right sideheckinside the check box for
ACCOUNT_SEG

6. Look to see where the ACCOUNT_SEG field has been placed in the four gisashvawn
below thePivotTable Field List If not already theredragthe ACCOUNT_SEG field dragto
the ReportFilter quadrant.



Choose fields to add to report: ‘-"‘.‘1-] RS
[_JPERICO_NAME Al
[[JoEscRrIPTION

[Jreo

[CJoePARTVENT

[CJscrooL

[[JCATEGORY_SEG

[V]ACCOUNT_SEG

[[JGRANT_SEG

[[JPROGRAM_SEG

D ACTIVITY

[[JPURCHASE_ORDER

[CJRELEASE _Num

[[JHEADER _DESCRIPTION
[[JREQUISITION_NUMBER

[[JswerLiErR

[CISUPPLIER NUMBER =

Drag fields between areas below:
W Report Filter 25 Column Labels

PivotTable Field List dialog box

7. Rightclick on theACCOUNT_SEG field where it appearis the spreadsheand click
PivotTable Optionsfrom the dropdown menu.

s i)

ACCOUNT I~

42 | Copy
& Format Cells...
a

Refresh

X | Remoye "ACCOUNT_SEG'
o.d Field Settings...

PivotTable Qptions..,

o || Hide Field List

PivotTable options menu



8. Click theDisplay tab and check the checkbox folassic PivotTable layout

PivotTable Options ? X
Name: | PivotTablel
Layout & Format | Totals &Filters | Display | Printing Data

Display

Show expand/collapse buttons

Show gontextual tooitips

Risplay field captions and filter drop downs
[“]Classic PivotTable layout (enables dragging of fields in the grid)|

Fieid List

OSortAtoZ
(® Sort in data source order

[ o« ][ cance |

PivotTable Options dialog box
9. Click theOK button.

10. The end radgt will look like the screenshot belowAsmore fields are selected to be part of
the PivotTable the PivotTabl ebds appearance

] A 8 c D E F G
1 [accounTt seclian) [~ |
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4 J

5 o
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8 O
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o 7 |[Drop Data ltems Here
11 @

12 e

13 v

14 L

15 @

16 40

PivotTable template

11. Place checks inside tltheckboxes fothe following fields displayed in theivotTable Field
Listin theorderpresented below. Notice @afield being placed in theow Labelsjuadrant
afterbeing checked.

w



e PURCHASE_ORDER

e REQUISITION_NUMBER
e RELEASE_NUM

e RECEIPT_NUM

e CHECK_NUMBER

Drag fields between areas below:
W Report Fiter 7] Column Labels

ACCOUNT_SEG

1.1 Row Labels X Vales

URCHAS!
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Report filters

12. Rightclick each column header identifigdstep 11 andclicE UBTOTAL @A Fi el d Nam
from thedrop-down menu. Notice thats a result of this step thata in each column isot
being subtotaled.

<3  Cop

21 | Eormat Cell

2 | Refresh
Sort »
ilte a2

] Hide Field List

Field options

13. Place checks inside the checkboxes for the following fields displayed ifwvihid able Field
Listin the order presented below. Notice each field being placed Ralvd_abelgjuadrant
after being checked.



e ENC_COMMITMENT
e ENC_OBLIGATION

e ENC_OTHER

e ACTUAL

14. Drag and drophe fields identified in step 13 from tiRow Labelgjuadrant to th&alues
guadramn

PivotTable Field List v X
Choose fields to add to report:
[CJGL_DATE v
[CJBATCH_NAME

[CJUSER _TRANSACTION_TYPE
[(JUSER _TRANSACTION_SOURCE
[V]AacTuAL

[(JsuocGeT
ENC_OBLIGATION
ENC_COMMITMENT
[VJENC_OTHER
[[JPERIOD_NAME
[CJOESCRIPTION

[CJruno

[C]DEPARTMENT

[CJscHooL
[CJCATEGORY_SEG

[AACconuT G5 v

Drag fields between areas below:

W Report Filter 5] Cokumn Labels
ACCOUNT _SEG ¥ X Vaues v

il Row Labels X Vales

B

A Count of ENC.., ¥

RELEASE... ¥

RECEIPT... Count of ENC... ¥
CHECK N... ¥

ENC_OTH,,, ¥ ===l

ACTUAL Y e—

PivotTable Field List dialog box

15. Right-click the cdumn headers identified step 13. Hover oc8ammarize Data Byand
click Sumin the popout menu.Repeat this step for each column header identified in step
13.



Sum of EMC_CORARITRAERT | A s nrUGEATION Sum of ENC OTHER
23 | Copy
2 Format Cells...
Mumber Format...
._:'I Refresh
Sort L]
X Remoye "Sum of ENC_COMMITMENT
SUmMmanze Ed'l.& E_. L] '.I'r 2um
":l_l-j Value Field Settings... Count
ProotTable Options... Average
] Hide Field List Il
IFE T X
Min
38.36
990,52 Product
184.20 More gphions..
1511 S8

Summarize data options

16. Click thelettered column header above the ENC_COMMITMENTdfieNotice this will
select the entire column. Hold tB&ift key and click thdettered column header above the
Actualcolumn. Notice the columns from ENC_COMMITMENT to ACTUAL are
highlighted.

17. Rightclick onehighlighted celland clickFormat Cells from the popup menu.

18. Click theNumber tab and seledlumber from the list on the leftNext, set the number of
decimal places to 2 by using the arrows to the right obéwmal Placedield.



Format Cells

"u‘f'bef Algrmeant Fant Eorder Fil || Protection

Category:

General Sample

Currency

Accounting 1 . = ~
Diate Decimal places: 2 v
:’FE [ use 1000 Separater ()

Broantage

Fraction Megative numbers:

ECIEHTEI: -1734, 10

Text 1234.10

Special (1234.10)

Custom (1234, 10)

Mumnber is used for general display of numbers, Currency and Accouniting offer
specialired formatting for monetary valus,

| OK || Cancel ]

FormatCells options

19. Click theOK button. Notice the commitemt, obligation, other and actu@lumns are now
formatted as numbers with 2 decimal places.

20. Left-click, hold and highlight the entire pivot table. Next, rightk ononeof the
highlightedcellsand clickFormat Cells from the popup menu.

21. Click theBorder tab and click th®©utline andInside buttors.



Format Cells

Mumber | Alignment | Font | Border | Fil || Protection |
Line: Presets

;:-H.e:

Hone  smeeme

::: [ome Qutine Inside
L ammme| | Bocder

———— — G f

----------- - Text Text

Color: Text Taxt

Automatic hd Q
B @® O

The selacted border style can be applied by dicking the pressts, praview diagram
buttons abave.

or the

Format Cells options
22. Click theOK button. Notice the pivot table has visible grid lines.

23. Now the pivot table is complete and can be used to ipteé e t

movement through the entire procurement cycle; requisition to purchase order to

and

anal

encumbrances to actual to receipt number and finally to a check number.

} To create a pivot table in Excel 2003

1. Click theDatatoolbar and clik PivotTable and PivotChart Report from the dropdown

menu.

On thePivotTable and PivotChart WizaddStep 1 of 3check to make sure that the radio buttons

yze

for Microsof t Office Excel list or database and PivotTable are selectedThen clickNext.
PivotTable and PivotChart Wizard - Step 1 o... @@

Where Is the data that you want to analyze?
(@ Microsoft Office Excel list or datab
O Extenal data source
O Muitiple consoldation ranges

What kind of report do you want to create?
@ PivotTable
O PivotChart report (with PivotTable report)

==

J

PivotTable and PivotChart Wizard
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2. Notice the range for your entire spreadsheet is specified Rahgefield. Click theNext
button.

PivotTable and PivotChart Wizard - Step 2 o... Erz|

Where is the data that you want to use?

[ Browse... ]

[ Cancel ][ < Back ][ Mext = ][ Einish ]

PivotTable and PivotChart Wizard

3. On thePivotTable and PivotChart WizaiidStep 3 of 3nake sure thislew worksheet radio
button is selected. Click th&nish button. Notice this creates the shell of a pivot table on
the spreadsheet.

\Where do you want to put the PivotTable report?
@ new worksheet
O Existing worksheet
%,

Click Finish to create your PivotTable report.

[Layw:... ][ Qptions... ] [ Cancel ][ < Back ]

PivotTable and PivotChart Wizard

4. From thePivotTable Field Listlialogbox click, hold and drag tt&CCOUNT_SEG field to
theDrop Page Fields Herearea of the pivot table.

\ r I 1 (=] 12> I I 1 1
PivotTable Field List r x
| \\ e lie Here Drag items to the PivotTable report

[E] PERIOD _MAME b
j DESCRIPTION
[F] FuND
j DEPARTMENT
_j SCHOOL
] CATEGORY _SEG
Drop Data ltems Here [i~gconrs
[F] GRANT _SEG
E] PROGRAM_SEG

=l AFTTUTT Y

€ >

Ry Area b |

alaH sp|al4 moy doi(

PivotTable template
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5. Drag and drop the following fields displayed in figotTable Field Listlialog boxto the
Drop Row Fields Herareaof the pivot table. The fields should be presented left to right in
the order spetiied below.

a. PURCHASE_ORDER

b. REQUISITION_NUMBER
c. RELEASE_NUM

d. RECEIPT_NUM

e. CHECK_NUMBER

PivotTable template

6. Rightclick each column header identified in step 6 and dtied Settingsfrom the drop
down menu. From theivotTable Fielddialogbox, click the radio button fadoneunder the
Subtotalsoption. After each field is setotto calculate asubtotalclick theOK button.
Noticeas a result of this step the dateeach column is not being subtotaled.

PivotTable Field dialog box

7. Drag and drop the following fields displayed below fromRieotTable Field Listialog box
to theDrop Data Items Herarea of the pivot table.
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