Slide ID: 445-1128-5011

htma

region 1

Advanced Excel Pivot Tables

Wiritten and Presented by
David H. Ringstrom, CPA
Accounting Advisors, Inc.
www.accountingadvisors.com



file:///x:/templates/445-1128.pptx

Slide ID: 368-1128

 Excel Versions

A o I

I'll be teachlng from the Mlcrosoft 365 versmn of Excel, and notmg any
differences or limitations in the legacy versions of Excel. References to | Home Insert  Page Layout
Excel 2013+, Excel 2016+, and so on mean a feature is available in all o
[ A Cut R
subsequent versnons, mdudmg Mlcrosoft 365 ) : Calibri

' B I U-
The Future of Excel Legacv Vers:ons ¥ Eqrmat Painter
I demonstrate each technique at

least twice, first by way of
numbered steps in PowerPoint,
and then in Excel.

£ WO N

Microsoft 365 Perpetual Licenses

(Formerly Office 365) Pay once for the software to
Subscription-based version of Microsoft || use on a single computer. No
Office, which includes Excel. Use the new features added until you
software on multiple devices, new buy a new license. Includes

calculation engine, eervices and more Excel 2019 Handouts include PDF of today S
fea:cures are rgllmg ogt that will Excel 2016 presentation along with an example

dramatically set this version apart from Excel 2013 workhook that contains most

past Excel versions. Excel 2010 examples I'll teach from as well as
www.microsoft365.com Excel 2007 and earlier related articles.

Email ask@davidringstrom.com if
you haven't received the handouts.
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- Summarize Access Data with Pivot Tables

Select cell Al of a blank

1
= worksheet. Youdo not have to
+| have Access on your computer
8

to use this technique.

Choose Get Data (or
From Access in older
versions of Excel)
from the Data menu.

Hma—
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XE Import Data

l\ﬁ/ \T ) ks ~ Computer ~ examples (\\CONSULTT

Organize v  New folder

Examples :J [#iIntro to Access Part1.mdb

5] |Sales Data.mdb

W Excel Trair
Tax Depos

Double-click the database
name to skip the Open button.

Choose a table or query.
Screen will look different
in earlier versions of Excel.

hser Fa 7 =4

‘Sales Data.md

B Inventory

er In most versions of Excel
you can click Import instead
of the arrow next to Load.

ax/Copi

Import Data

Select how you want to view this data Vir{jc—)ur workboo

[* (" Only Create Connaction
Where do you want to put the data?
{* Existing worksheet:
[=sas1
" New worksheet

I™ Add this data to the Data Model

Cancel I
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Automatic Pivot Table Refresh

o“wv:-tTable Taols | il Query Properties

Query name: ISalesData

Design Q Tell me what you want

[ Clear~
D' Select -
E-'. Move PivotTablg

Description:

. [ Usage ] Definition | UsedIn |

To  Refresh control

fie Last Refreshed: 6/23/2017 4.04:54 PM
I~ Enable background refresh

‘4 I Refreshevery [0 =1 minutes
V' Refresh data when opening the file
I~ "Remove aata tromthe external data ranae before saving the wo

IV Refresh this connection on Refresh All
[” Enable Fast Data Load

Sgurce..,

Connection Properties...

O 0 <N O ;B ow o =

|

In Excel 2016 and earlier you must HELRESAL

set this option individually for each Eo e
pivot table. In Excel 2019+ you can = e =i
set it automatically for all future | <3
pivot tables by choosing File, 1 OLAP Drill Through
Options, Data, Edit Default Layout, { Maximum number of records to retrisve I 3:
Pivot Table Options, click the Data | | Language
tab, and then Choose Refresh Data ! [T Retriave data and errarsin the Office display fan ':x,'i_:e when avatlabie
When Opening the Flle and click OK. |§ 22| ({5 E

Retrieve the following formats from the server when using this cannedion

Cancel

7/
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Creating Custom Lists

E F Excel Options . 2 :
Cases Sold Total Sales . Custom Lists can contain up to 254 items.
ases So otal Sales N Gustom Lists

2f|Oranges 6168 61680 Gener!

Apples 6079 85106 Formulas Customin l

Kiwi 6058 66638 Bat3 Custom lists: List entries:

Bananas 6868 75548 NEW LIST =] |oranges =l Add

: i Pioofing Sun, Mon, Tue, Wed, Thu, Fri, ' Apples

6\|Mixed Berrie 1996 29940 2 Sunday, Monday, Tuesday, We Kiwi B
7 1 S Jan, Feb, Mar, Apr, May, Jun, Ju Bananas —

! i January, February, March, Apri Mixed Berries
8 A Select the cells that will ' XL Bana

! 3 5 Language
9 kiw] comprise your custom list.
10729.,—.,” ase Of Acces ;j L{l 6

Fruit Sales | ® R IE Import list from cells: [sps2:spse

) =
& W D=
Q Access n ﬂl
File Home Insert Page Layout F

Web Options...

[v] Enable multi-threaded processing
Account

Manage
Workbook ~

Feedback

Options
hfma
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 Custom Lists Within Pivot Tables

E

A B

F

2 |oranges \\ 6,168
3 |Apples 6,079
4 |Kiwi 6,058
5 |Bananas 6,368

1,996

: ixed Berri
1)

Select any cell within the

8 :
5 data you wish to
= summarize.

Cases Sold Total Sales .

[, :
e/Recommended Table Ilustr
PivotTables

Tables

A B

: ‘—liégion Cﬂ( "I_end_or

2 .North GA Atlanta

Source Data .

htma
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1 |Region City

Create PivotTable i

A 3 :
1 PivotTable Fields
By default items are

Choose the data that you want to analyze

(% Select atable or range

sorted alphabetically.

Table/Range: |'Source Data'!SAS1:SFS51
" Use an external data source

Noose Connection I

Connedtion name

7 Use this workbook's Data Madei

Choose where you want the PivotTable report to be placed

(¥ New Worksheet
" Existing Worksheet

g Bananas
Kiwi [] City
Mixed Ber;
Oranges
Grand Total
b Drag fields between areas below:

A o

The data is instead sorted in

Location: I

2

the order of the custom list.

Choose whether you want to analyze multiple tables
[” Add this data to the Data Model

Cancel |

FruitRUs

19 |North GA Atlanta
20 |North GA Atlanta Orange U Glad
21 |North GA Atlanta Orange U Glad
22 |North GA Blue Ridge Mountain Fruit

Orange U Glad

Source Data *

‘IOranges

[Apples
2 Kiwi 53671
7 |Bananas 63093
8 Mixed Berries 43733
9 |Grand Total 267587
10| ’ . |

» Sheet2 | Source Da (+)
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Dlsablmg Custom List Sorting

L

lght click any Row
Label column item.

@8 Ungroup..

Apples Move

'Kiwi . Remove "Product”
‘Bananas Field Settings...
|Mixed Berries

PivotTable Qpﬁons...
‘Grand Total

[El] Hide Field List

| Sheet2 | SourceDa ... (+ ' ite z
S —— 4

PivotTable Options Subtotal "Prc &

PivotTable Name: lré otTable2 | Expand/Colle
Layout & Formale, Totals & Filters_Dbisplay | Printfl 15 | Group...
Grand Totals . Ungroup.,..

v show grand totals for rows . Move

vV Show grand totals for columns
Filters

Remove "Product”

Field Settings...

PivotTable Options...

Show Field List

{Use Custom Lists when sorting:

htma

region 1

| Sheet2 | Source Da ...
———————————

1
2
3
4
5
6
7

8
9
1
11

13 [

-i Row Labels -1/ Sum of Cases Sold

Apples 48236

%Bananas 63093

‘ Kiwi 53671

'Mixed Berries 43733

|Oranges 58854
|Grand Totak 267587

The data now appears in
alphabetical order once again.

v v

14|
15 |
16 |
17 |

18 |
19 |
20 |
21 |
22 |

Pivot tables only sort one field
at at time, so be sure to carry
out one sort per Row Field
present on your pivot table.

Sheet2 Source Da ...
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Autofit Column Widths

A B A B C A ‘ B | ¢

3 Row Labels ~ Sum of Cases Sold] 3 Row Labels |~ Sum of Cases Sold \ bels "__ m of Cases Sold
4 |Middle Georgia Fruit 15534 4 |Bob's Fruit 38185 4 )Bob” Erui F  Copy
5 |Whistlestop Fruit Stand 4055@ 5 ;Fruit Direct 25322 Rightclick. st cells..
6 Grand Total 5 6 |FruitRUs 27169 r— '
7 7 |Fruitju 27487 7 |Fruity gy Soreh
8 8 |Mountain Fruit 29015 8 Mountai PivotTable Options...
g | 9 EOrangeUGlad 26111 9 Orange U Show Field List
10 | 10 |Grand Total 173289 10 |Grand Totai 173289
11 | ; v= ‘ y— 11

| | Region = Y% = % |
12 £ - _ = 121 TN ,
13 | Mid GA » Sheet2 | Source Da ... (¥
14 | ' M

| | NorthGA ~{_| North GA D oL O
15 | . - —— 7"_)/
16 South GA South GA () i Name: [PivotTable3
= > i ' otals & Fitters | Display | PrintI

2

18 | 1 14
19 1 » > 19 Layout
| |=CE|-|-("Width") 2ol |=C€LL("Width") I~ Merge and center cells with labels
1 ‘ 3 When in compact form indenf’ 8 abals: |1 -
Presently column A is 21 points Column A is now 14 points el - )
. yiec Bl p . : had 4 o Click OK.
wide. A point is approximately 1/16 wide. By default pivot table
: - columns resize automatically. ' 5 e s —
24 7
» | Sheet2 | Source Da ... (¥ » | Sheet2 | SourceDa ... (¥
htma
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Pivot Table Slicers (Excel 2010+)

2 | -Mid GA

A B

Pl

4

7
2| g) Select any cell

= [mad within a pivot table.

6 | = North GA
7 | Apples
8 Oranges

411700
411234

S North GA Total

822934

10 | ~'South GA
11|  Apples

Review  View

S nert e
7 Insert Timeline

AT,

Filter

PivotTable Analyze

75236

Fivotiable Analyzd

2 e

Refresh Change Data

v

Slicers are not available

in Excel 2007.

htma
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Source v
Data
|

Row Labels |.T|Sum ofTotal Sales

W0~ W s W N e

' -IMid GA

Insert Slicers

[] Region
[] city

[] vendor

{1 Product

[] Cases Sold
[] Total Sales

Cancel

5) ok b

lRow Labels E Sum of Total Sal_e?

| =Mid GA
Bananas

B

102664

5

'Mid GA Total

102664

| =North GA

Sheetl Eruit

6

Bananas

550425

7 |North GA Total

550425

8 | = South GA

9

Bananas

103560

10 |South GA Total
11 |Grand Total

103560
756649

12 |
13 |
1“‘_{

Product

M| sales for a single product.

Oranges

-

Sheetl  Fruit
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Slicing I\/Iultlple Pivot Tables

L B - A B A _B ]
ﬂRow Labels -1 Sum of Cases Sold ]Row Labels| - Sum of Cases Sold 3 }Row Labels|-' Sum of Cases Sold

1App|es 1565 |Apples 1565 4 |Apples 8203
~Kananas 9842 ;Bananas 9842 5 iBananas 8262
“'/Create at least two pivot tables Kk i ° ‘ 2 s
;Mixed Berries 8993 7 jMixed Berries 4251
from the same data source. \Oranges 7818 8 |Oranges 636

Grand Toul T 2] Grand Total 25322

Select PivotTable and PivotChart reports to connect to this filter
Row Labels ~ of Cases Sold e [sheet l Row Labels ~ |Sum of Cases Sold

Atlanta 118952 v PivotTable3 Sheet? Clarkesville 25322
|Blue Ridge IONAE % K Sheet2 Grand Total

Brunswick
Clarkesville @ Copy iti i Vendor

Bob's Fruit

HHHHHH@m\Jr'ﬂ-PUJ

Vendor Vendor

Both pivot tables update when
you make a choice from the slicer.

‘il‘ SortAtoZ

| Bob'sFrutf Eycel 2010: Choose | | Bob's Fuit ok ke

Fruit Direct PivotTable Connections. Fruit Direct S5 | -

2} i Mountain F
Fruit R Us m 24 I FruitR Us 24 . ountain Fruit

‘ 417, Report cti ' ' “
’ - She&[;] Report Connections » Sheet2 | Source Da ... (+) > Sheet2 | Source Da ...

hfma 1
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Timeline Feature (Excel 2013+)

' Date

All Periods

Select any cell withina
pivot table that contains
at least one column of

.Orang
, dates in its source data.
Gran

' Mixed

Woeo S o E W M e

he pivot table only shows
| Sheet2 | sheett | .. @ data for that month.

e 8
Choose the Timeline —
Dﬂlick Clearto show
command from the Insert

Jan 2018 all data again. MONTHS

1 201

: ARS

or Analyze menus.

Insert Timelines ? 5 IAN 3 lick here to change QUARTERS
the time scale. MONTLS

v

Select a column, only columns 5| N\ 46062
containing dates will appear here.

DAYS

Right-click on a Timeline and choose
Remove if you wish to delete the object.

htma

region 1
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Pivot Table Conflicts

B B
}Product -T| Total Sales ;Product ~ | Total Sales
|Bananas 756,649 iBananas S

| Microsoft Excel
'Grand Total 756,649 ‘Grand Total

I | A PivotTable report cannot overlap another PivotTable report.
|Top 5 Vendors -7 Total Sales |Top 5 Vendors i g /

Bob's Fruit 403,746 'Bob's Fruit | 2

Fruitju 372,053 |Fruit Direct =g
'Mountain Fruit 383,506 |Fruitju 126,630

:Orange U Glad 321,368 \Orange U Glad 81,521 Arbrodlijc;
|Whistlestop Fruit Stand 495,770 10 |Whistlestop FruitStand 87,934 | |
iGrand Total 1,976,443 » | Dashboard | Region City Vendor Product Top 5 Vendc ...

R 3 o

-4 . 3 e . j
- Product 7 " Product 7| Total Sales ) conflict has arisen because two

ivot tables are too close in

' || Wi {Bananas 756,649 P SR

Apples | [EREEENE | Kiwi e e proximity to each other. The
Mixed B... | Oranges = ' - product pivot table cannot
expand to show all products.

_TopSVendors || Total Sales
'Bob's Fruit 98,420
|Fruit Direct 107,406 .

| Fruitju 126,630 Apples | Bananas
\Orange U Glad 81,521 | Mixed B... = Oranges
R B _

| product = %

|

Dashboard | Regio ... (+) | Dashboard | Region City | Vendor Product Top 5 Vendc ...

htma
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b

— B S s H o
Region - Total Sales e
-Mid GA 102,664 File @ Insert Page Layout File Home Insert
North GA 550,425 ¥
South GA 103,560 ' 4 Calibri

and.rm 756:549 E o ol Bl Corrections Color  Artist ;
; B I Q S A~/ Biekatouhd Effect "[‘L-_.]Reset

1 - , 3 :
\ Select cells A1:B10 of the Adjust

Region worksheet and then Excel 2007: (R :

right-click and choose Copy. Choose As Picture, and then < TN
Paste Picture Link. 'Region ] Total SaleS(
Mid GA 102,664

|North GA 550,425 |

South GA 103,560}

(Grand Total 756,649

[Co R~ RUCN IR RV I SRS S SR

{
=]

Excel for Mac:
Choose Linked Picture.

1
2
3
4
5
6
71|
8

Select cell A1 of the ,
Dashboard worksheet. Paste Special.! Linked Picture (I

10 o
11 |
12|
13|
14 |

Dashboard | Regio ... ) | Dashboard | Region | City | Dashboard | Region I Ci

Copied cells are pasted
as a linked picture.

D0 N oW R W N

-
o

hfma 1
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" Another

Pivot Table XLS Limitation

p A C .
1 Drop Report Filter Fields Here PivotTable Fields ~ X
2 & :
T T S——— T T ] Choose fields to add to report: ¢ 2 4
3 | Drop Column Fields Here , |
4 Q [Search ol
> O
6| O |
7| Drag Date into the Columns section.
8 @)
9| =
w n |Drop Value Fields Here
1| ¢
Q. The date field contains 338 unique dates,
0 which exceeds the available columns Drag fields between ard\g below:
;I: within an Excel 97-2003 workbook.
"_l‘,)' T Filters Il Columns
€))
X
y The fizld you are dropping into the column area exceeds 256 tems. Only the first 256 items will be displayed as columns. To include all of the field's data in your PivoiTable report, drop the
,_!é tisld into a different area, such as the data area. 4 3
[Conimicoep [NE_cancet
_,2} 4 Copy and paste the Transaction data into a new workbook
Sheetl | Transactions | @ and then create your pivot table to resolve this issue.

htma
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" Convert XLS Workbooks

Transactionsxls - Compatibility Mode -« Excel PivotTable Tools zal

Insert Page Layout Formulas Data Review View Analyze Design Q Tellme

Info

The Convert command only appears when
Compatibility Mode appears at the top of the screen.

C:» Users » HP ffUropbox » Excel Training » Examples

Compatibility Mode Properties ~

Some new features are disabled to prevent problems Size 41,0KB
when working with previous versions of Office,
Converting this file will enable these features, but may
result in lavout chanaoes, Tags Add a tag

This action converts the workbook to the current file format, which allows you to use all of the new features of Excel, and it reduces the file size,
The original workbook will be deleted and cannot be restored after this conversion.

Do not ask me again about converting workbooks.

Export Tell Me More... m Cancel I
" Xl

Publish —
f \ The workbook conversion to the current file format completed successfully, To use the new and enhanced features of the current file

k\\_ﬂ, " format, you must close and reopen the workk . Do you want to close and reopen the workbook now?
Close 6 Yes No I
htma

region1

Title Add a title

Microsoft Excel
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- Resolving Pivot Table Duplicate Values

2 110

4 | Click any cell within the list. )
5 ! - IO '
6 ]4000 381
7 14000 358
8 5000 112
9 2000 495
: Pivot Table Duplicat o)
-
2
OIME Insert Pag 0
3 —_—
g N B = (R ||
PivotTable Recommended Table [Illustrations Ad
PivotTables v ins
, 4\ Tables
- Click OK when the Create
1 A PivotTable dialog box appears.
g » TXOT -

! Pivot Table Duplicate Values

htma
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1]

2

| |Search

PivotTable Fields ~ X

l Choose fields to add to report: L B
3 , .

Drag fields between areas below:

Y Filters Il Columns

= Rows X Values

Account v Sum of Amou.., ¥
Defer Layout Update

| A ‘ B e

1 |

2 |

3
4 |2000 930
5 3000 110
6 |4000 534
7 5000 739
8 |4000 843
9 |Grand Total 3156
10..

17)

12| Account 4000 appears twice]
13| due to a nuance in our data.
14 ! !

15 |

16 |

17 |

18 |

19 |

20 |

21 |
» Sheetl | PivotTab .. ()

16 of 29
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- Resolving Pivot Table Duplicate Values

iplicate Valuesixlsx ~ B

: .2 13
elect the column that contains : , 3000 gy lj-\’ug.ht-cllck'any cell
numbers stored as text. 7] A Y el o5 6 4000 within the pivot table.
~ = el 7 oo 7 5000 o
381 | . Y E

358 ‘ e ,Grand Total PivotTable Options..,
112 Convert Text to Co { 10

495
153
328

= ] Hide Field List
The Text Wizard has'$

If this is correct, choo | . Sheetl Pivot Table Dup

Original data type
A B

Choose the file type -
each field. <8l |Row Labels s
() Fixed widt g ield, 4 2000 930

: 110
Preview of selected 1377

739

14 Account 4000 only
appears once.

Sheet1  Pivot Table Dup Sheetl ' pjyot Table Dup

htma
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L

File Home

Row Labels

Choose fields to add to rg

1

2

3

4 | =11546

5 | =Company 1546
6 = Contact 1546

7 800-555-1546
8 Contact 1546 Total
9

Search

[] Customer#

[v] Company Name
Contact Name
Contact Phone #

10 (1546 Total

Sales

11 | =1867

More Tables.,,

e

13 |

14

15| Contact 1867 To
16 | Company 1867 Tot

Excel's default of Compact Form for o
pivot tables sometimes resultings in
staggered and duplicate data. olumns

17 /1867 Total

18 =2003

19 | = Company 2003
20|  =Contact 2003
21 | 800-555-2003
22| Contact 2003 Total

» | Sheetl |
hfma

region 1

.-

= Rows 2 Values
Customer® ¥ | | Sum of Sales

20030 Company.. ¥ |+
20030

Tabular Form Di ... Seter+avout Dposie

Choose Report Layout
Sum of Sales from the Design menu.

‘Row Labels
= 1546
=ICompg’,
=Con 3
800-5

Page Layout

Show in Compact Form
Show in Outline Form

Show in Iabu@

B c

Customer# ~

11546 Total

Company I - Contacl ~ Con

[ =1546 ='Company 1 = Contact 800

Contact 1546 T|
Company 1546 Total

——

| 1867 =Compo—d =

The staggering is resolved, but
duplication remains.

g

_=12003 ,-'(nrnr;any?'._:%(‘.nn'rar.f 3

Sheetl | Tabular Fc ... (#)
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 Presenting Pivot Table Data in Columns

Pivot Tables A - S e
3 |Customer# ~ [Company Name ~ Contact Name ~ Contact Phone # v Sum of Sales
: : : 4 =1546 =~ Company1546 =/Contact 1546 800-555-1546 15460
Choose Subtotals on 5 | ~1867 = Company 1867 = Contact 1867 800-555-1367 18670
the Designmenu.  defl ¢ | 52003 =Company2003 = Contact2003 800-555-2003 20030
Grand Bk 1 Coln Hel \ 2505 = Company 2505 =/Contact2505 800-555-2505 25050
Totals~ Layout~ Rows~ 8 | =4523 = Company4523 =/Contact4523 800-555-4523 45230
% S 9 | =4731 -Company 4731 =/Contact4731 800-555-4731 47310
o ) _j 10 J ='4820 —Company 4820 = Contact4820 800-555-4820 48200
11 \ ='4854 -'Company 4854 ='Contact43854 800-555-4854 48540
==z Show all Subtotals at Bottom of Group 12 | 4975 =Company4975 =Contact4975 800-555-4975 49750
13 | =5303 - Company 5303 =/Contact5303 800-555-5303 53030
Show all Subtotals at Top of Group N J ='5442 —'Company 5442 ='Contact 5442 800-555-5442 54420
15 | 5910 = Company 5910 =/Contact5910 800-555-5910 59100
16 | =7180 =~ Company 7180 =/Contact 7180  800-555-7180 71800
17 \ ='7867 -'Company 7867 ='Contact 7867 800-555-7867 78670
| Company 1867 Total 18 | =8456 ~'Company 8456 = Contact 8456 800-555-8456 84560
11 1867 Total 19 |Grand Total /\ 719820
12 | =12003 =/Company 2 = Contact 800§ 20 (7
13| Contact 2003 TQ 21 The data is flattened, with one row
14 22 per record and no duplications.
15 |2003 Total 23
16 | =12505 = Company 2 = Contact 8004 24
Sheetl Tabular Form Data Sheetl Tabular Form Data ] )

htma
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Blank Cell within Data

V] Cases Sold : 6\ - . C
Total Sales - 1&3{ Right-click any countj
o ] |

x -
lick the checkbox for Total | 3 /Row Labels > Sum or
4 |Mid GA 56

Tvoe N/A in cell J2. In most Sales. In most versions of |
o Excel will will appear in 5 |North GA 173289

Rows. Drag if there if it 6 |South GA 38210
appears in Values. | ERy Copy 50

Format Cells...

s { Count of Totaj
10

versions of Excel a blank cell will
cause the same behavior that a
single cell containing text causes.

v Y ——— T ;: . w—
9 | Kiwi 9967 99670/ = Rows e
10 |Rananas _ gga 93420 fRegion v Il Srortaces, Number Format...
| Sheetl | Fruit | ) Refre
A 2 D C Sort 4
] : A RS Drag Total Salesinto the Values
1 | Right-click. g Remoyve “"Count of Total Sales"

section. If the records show a Sum

instead of a Count, click Count of
_ - Total Sales, choose Field Settings,
4 MidGA | By Copy and then double<lick Count.

34 Row Labels vum of Cases Sold

Show Values As

Show Details v Lount

Values Av :
i Value Field Settings... Qverage

\North GA, -] Format Cells...

5

6 |SouthG

7 iGrandTota Region v Sum of Cases ... ¥ Max
8 4

9

i - : PivotTable Options...
PivotTable Options,.. L _Count of Tota... ~ Min
' Show Fieid List A

‘ B Show Field List
]Q__-‘ . — " - Z%J h Product
| Sheetl Fruit | ) Defer Layout Update : | Sheet] More Optians..,

htma
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Fi Illng Blank Cells with Zeros for Pivot Tables

O RE B b w~Nowm b w k-

PITEINY TR ot fp | it i
N o= O O~ O

Account

10100 -
10300 -
10400 -
11000 -
12000 -
12100 -
12800 -
13100 -
13400 -
15000 -
15100 -
15200 -
15300 -
16900 -

17000

18700 -

20000

20500 -
20600 -

24000
24000

htma

region 1

- Accumulated Deg

» Accounts Payabl

Undeposited Fun
Inventory Asset
Employee Advan
Pre-paid lnsuranl
Retainage Recei
Furniture and Eq
Vehicles
Buildings and Im
Construction Ean
Land

Security Deposit

QuickBooks Creq
CalOil Credit Car:

« Payroll Liabilitie
- Payroll Liabilitie}\

0.00.

2787263
770.00.
=
5,418.02.
et
78.936.91
SeD 000
15,300.00.
20,000:00

110,344.60
132000

| 58,345.02

25.00

436.80

EA00

12937

Filling Blank Cells

2 )Choose Find & Select

on Excel's Home Menu.

g (0 0)” =

Sort & Find & | Name
Filter \Select 3/ Manager

Editing &~ cind...

-2 GoTo.

(3 i Go To Special... )

o rospecal— E

Select

(" Comments (" Row differences
(" Constants {" Column differences
" _Eormulas " Precedents

fDouble-click Blanks to
skip the OK button.

" Last cell
4 " Visible cells only
" Current region  Conditional formats

(" Currentarray { Data validation
" Objects @Al
' Same

—

~ (9
B C D
pebit __credi 5 X Type 0 (zero) and
e 0.0% then press Ctrl-Enter.
4341019 0.
500.00 0.00{ Bank
83,547.91 0.00{ Accounts Receivable
0.00 0.00| Other Current Asset
27,872,831 0.00{ Other Current Asset
770.00 0.00| Other Current Asset
0.00] 0.00{ Other Current Asset
5,418.02| 0.0 er Current Asset
34,326.00| 0.0 “‘{ r
——— o Il prewou§ly blank
S0 ] : cells contain zeros.
15,300.00 0.00| Fixed Asset
90,000.00| 0.00| Fixed Asset
0.00| 110,244.80| Fixed Asset
1,720.00 0.00} Other Asset
0.00| 58 345.02| Accounts Payable
0.00/ 25.00| Credit Card
0.00| 436.2¢ Credit Card

Filling Blank Cells
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Formulas Data

Rules [] Formula Bar Q I:I!:E‘)i @

Cro name:

4

= Arrange All

Gridlines Headinas Zoom 100% Zoomto Switch
3 Selection E] Freeze Panes ~ Windows ~
Show Zoom
b | & | F G H | 1

Siap in 52l
O

Review

PivotTableCleanUp

Shortcut key:

ctri=[

~~Store macro in:
5 Personal Macro Work_b@

Description:

Removes “Sum Of" field prefixes, changes fields from
counting to sum, and establishes automatic number
formatting

100% Zoom to

Selection

Unhide workbook:

htma

region 1
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personal.xisb - Excel

Page Layout Formulas Data Review

Macro name:

/2 Microsoft Visual Basic for Applications - personal
% File Edit View Insert Format Debug R

ME-H 2 RRA9 ™

I(General)

Sub PivotTableNumberFormat ()

-~ |PivotTableCleanup]
- 16 | PivotTableCleanUp

Macros in: Ipersonal.xlsb

Description

Removes "Sum of" field prefixes, changes fields
from counting to sum, and establishes automatic

Cancel

htma

region 1

" The Visual Basic Editor
appears onscreen.

|3 [

_)

m

100% Zoom to
Selection

Hide the personal.xisb workbook.

v v r ’
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Pivot Table Clean-Up Macro Programming Code

/ Bl Pivot Table Number Forme X |
< C | & Secure htt%avidn‘ngstmm.com,’;rw-:::-ztabieclr:-an;;c.»/

Pivot Table Number Format Programming Code Copy

Copy this programming code below to paste into the Pivot Table Number Format macro des
during my presentation: '

g —_

lB{QBE'?EBTé Number Format (" =
\ Press @ o Copy, CTRL+V to Pe

For Each Rng In Selection
Rng.PivotField. Function = x1Sum

! Mo DEeecmdi A0 A el s Ny BEBao-fa sunnw

g Microsoft Visual Basic for Applications - personal.xisb - [Module4 (Code)]
:% File Edit View Insert Format Debug Run Tools Add-Ins Window Help

HE-d %R0 &y i HFY 2 @ o cln
|(General)

Sub Pivot’Ia_bleCleanUp ()

' Paste the programming code you copied in step 23
just below the green apostrophe below the comment.

Resume Next

For Each Rng In Selection
Rng.PivotField.Function =

x15um

htma

region 1

r@icrosoft Visual Basic for Applications - persona

g File DEdit View Insert Format Debug R
gzs Save personal.xisb Ctrl4s
I'(a meortAFie.-..r s Ctrl+M
Export File... Ctrl4E

Remove Module4..,

For Each Rng In Selection
Rng.PivotField.Function
Rng.PivotField.NumbexrFo

Next

For Each Rng In ActiveSheet.
Rng.PivotField.Function
Rng.PivotField.NumbexrFo
Rng.Value = Replace (Rng.
Rng.HorizontalAlignment

Next

On Error GoTo O
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Testing the Pivot Table Clean-Up Macro

5 |North GA
6 |South GA
7 |Grand Total
8 4

0 |

'South GA
~Grand Total

elect a cell from each column
that contains numbers.

E'E‘,Nemedow = [
EArrangeAll

E] Freeze Panes = D
Window

G | H

= [mid Ga
Switch \North GA
Windows ~ iSOUTh GA
‘;Grand Total

Macros

htma

region 1

Step Into |
Edit I
Create l
Delete I
_”_' Options.., |

Double-click PivotTableCleanUp
to skip the Run button.

' Row Labels ~ Cases Sold

Total Sales

56,088 691,787

| Sheetl

173,289
38,210
267,587

2,108,43

449,414
3,249,638
- - -

2

¢+ Sum of/Count of prefixes removed
» Numbers formated with commas
*» Any Count fields now Sum instead

Fruit |
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Grouping Transactions By Month/Quarter/Year

A

B

3 |sum of Amount Column Labels - £
4 |Rowtabels  [-[ 01/01/2019]01/1) % |
& 3 SumofAmount  Column Labels ~
a | -12017 -2018
5 Row Labels ~ |Nov Dec Jan Feb Mar Apr
| cradit Epant/Collaisse 6 |Bill -20554 -3295.53 -1246.97  -532.97 -1245.
credit Card Ch 2 s ) 7 :Bl“Pmt-Check -16364.53 -2582.97 -967.97 -1959.
] = 8 |Check -1200 -2332.59 -30425.02 -7624.16 -13113.1 -10789.9
10 |General Journal &8 Ungroup... 1 >
11 |Item Receipt ‘ ;1:“& : 9 ;wCred!t
12 | Liability Check - ;J’: o 10 |Credit Card Charge 50.98 -1600 -14(
Duitchace Ordar {Ed| Hide Field List 11 |General Journal 5

12 |ltem Receipt : .
13 |Liability Check e Pivot Table is now grouped

3 |Su Auto _ by Years and Months.
3 lT‘/I ¥ Starting at |1./1,!2016 1 14;‘Purchase Order -2050 _ S— —
5 B” [ Eading at: |12/16'2019 ] 15ESaIesTax Payment -3146.88 -1466.32 -83.6
6 'B” By 3 : 16 %GrandTotal -3250 -18386.59 -57282.94 -14520.42 -14697.64 -15394.%
7 |ch 7
8 Cre S 181
' : 19
ERELR 1\ionths ‘

20 |
21|
22|

. Years -

v .L.e Number of days Il 5
Lia . 2

ol B 4 “ Cancel I

- —

10 |Ge

| Pivot Table | Transactions List )

htma

region 1
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Subtotal by Year

A B ‘c | | A | 8 |
?SumofAmount 'Years |~
|=12014  |2014 Total | 52015

4 sumofAmount |Years |~ 4
: '  |=2014 , |=2015 5| B
By Copy | 6 Type '~ |Dec [ Jan Feb Mar Apr May
p— 7 _.ZBi“ 20119/ 20119 3730.53 532.97 1246.97 1245.53 532.97
8
9

;Bill Pmt-Check 16364.53 2582.897 867.97 1959.53 532.97
' ;Check 3532.59| 3532. 30425.02 7624.16 13113.1 3289.83 13168.16
10 |Credit | Sort v | 10 |credit '
11 |Credit Card Char Filter » [ 11 |Credit Card Charge ] 1400

12 jGeneralJourn 2 Subtotal "Years" 12 ;Generaljoumal 4500? The Subtotal has been added.
13 | item Receipt = 13 |Item Receipt

14 | Liability Check Expand/Collapse ¥ N 14 |Liability Check
15 |Purchase Order &F Group.. 15 |Purchase Order 2050/ 2050
16 iSales Tax Payme E8 Ungroup.. 16 %Sales Tax Payment 7 ~ 3146.88 1466.32 83.6 318.02
17 |Grand Total -~ 17 |Grand Total | 30201.59| 30201.59| 57717.94 13806.42 15411.64 7894.89 14552.12
18 | = 18 |

X Remove "Years" 19 |

ight-click on any year.

@ Field Settings.. 20 |
PivotTable Options.. 21 :

22 |
23 |
24 |

B Hide Field List

Pivot Table - Transaction List ‘ Pivot Table - Transaction List Transactions List

htma

region 1
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Group Pivot Table Columns by Fiscal Year

| B [ € || E G B C D E

1 Date * Num| ~ |/Amount ~ Period  ~ 3 Column Labels ~ | , ' _ _ .
|11/28/2018 975  431.95/2018-11-28) 2018-11-28 2018-11-30 2018-12-01 | 2018-12-§ 2018-12-23 2018-12-28 2018-12-31
111/30/2018 _ 978 14488.64 2018-11-30 \§ 5 \

u EE] Copy
; =TEXT(B2,"YYYY-MM-DD" - :
| 141/2018 I ( 20 Select the dates in the fiscal period, such

2
3
4.
f 785. E : -

> | 12,3/a01R R as cells B4:M4, and then right-click.
6/ 2/2018 4E+06 -13 8-12-02

oo L
7
8
9

dd a column to your source | Filter >
| | data that presents the dates
| in yyyy-mm-dd format.

Subtotal "Period”

Expand/Collapse

| Sheetl | Transactions |

PivotTable Fields ~ | =
3 Column Labels ~
Drag the new field into the i -12019-01-01 2019-01-0
Columns section of your pivot A 5 | 2019-01-01
table. Use Change Data Source to ; '
include the new column if needed.

needed, and group additional
fiscal periods in the same fashion.

your wording of choice.

Replace Group1 with ]’ Expand or collapse the group as

| Sheetl | Transactions | | Sheetl | Transactions |

htma

region 1
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Thank you for attending!

I'm happy to hear from you. In particular let me know if you did not
receive the handouts for this presentation.

David Ringstrom, CPA
L) ask@davidringstrom.com
] www.twitter.com/excelwriter
] www.linkedin.com/in/davidringstrom

Is there something you were hoping to learn today but didn't?
Please let me know. You can ask me anything about Excel.

htma
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