MS Excel: Using AutoFilter and Subtotals to Simplify Data Analysis
AUTO FILTER:

Auto filter gives you drop-downs for all column headings:
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You can then choose a single selection to view (See next 2 images):
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This example has filtered down to all entries with a Pay Period End Date of 29-FEB-04:
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You can also customize the filter: see next 2 images:
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You can sort within a filter too:
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This example is sorted by Account Code:
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You can do complex sorts too…Data Sort:
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Just click OK if you get this message:
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If you get confused about how much you have drilled down, you can “show all”:
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SUBTOTALS:

When you do subtotals, sort the column first:
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Then do the subtotal: (See next 3 screens):
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This gives the subtotal of that account code under “Pay Amt”:
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37 31JuD4| 17137 PAYOOOD383 30-Jul04 HEGZTN | CLASS FTP PAY 05100 20764 2063 93716 VAC 0218304
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49 30JunD4| 22827 PAYOOOD378 30-Jun04 HEGIIN | CLASS FTP HEALTHINS 425020 (20764 206B3 38251 (0218304
50 31Jui4| 22827 PAYOOOD3E3 30-Jul04 HEGZTN | CLASS FTP HEALTHINS 425020 20764 20663 93719 (0218304
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3 30-Apr-04  3006.25 PAYO000372 30-Apr-04 HEGTIN | CLASS FTP PAY 705100 20764 20663 | 105439 RGS 00218304
32 31-May04 150 PAY000O0375 28-May-04. HEGTIN | CLASS FTP PAY 705100 20764 20663 102891 SCK 00218304
33 31-May04 3100 PAYOD00375 28-May-04. HEGTIN | CLASS FTP PAY 705100 20764 20663 | 102890 RGS 00218304
34 30-Jun-04 112.5 PAY0000378 30-Jun-04 HEGTIN | CLASS FTP PAY 705100 20764 20663 38247 SCK 00218304
35 30-Jun-04 300 PAYOO00378 30-Jun-04 HEGTIN | CLASS FTP PAY 705100 20784 20663 38248 VAC 0218304
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45| 31-MarD4| 22827 PAYOOOD39 31-Mar 4, HEGIIN | CLASS FTP HEALTHINS 425020 20764 206B3 10B462 (0218304
47| 30-AprD4| 22827 PAYOOOD372 30-Apr04 HEGIIN | CLASS FTP HEALTHINS 425020 20764 206B3 105442 (0218304
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34 30JunD4| 1125 PAYOOOD378 30-Jun04 HEGIIN | CLASS FTP PAY 05100 20764 208B3 38247 SCK 0218304
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31-Mar4. HAGIIN | €I ASS FTP DWQAF\ NS A3 PnzRa DnRR3 | 1nRaRd notaana 'HL
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1 PERIOD_El v2AY_A v| JOURNAL v [IOURNAL DA v| PROJ_vIB_CO vH PAY_DESC vLCCT cu?M CvDEPTwf LINEw}N vaPOS\T\ON N
27]Costom. )" AT 150 PAYOOOD363 31-Mar 4, HEGIIN | CLASS FTP PAY 45100 20764 20663 106459 SCK O0218304
ey 3100 PAY0000359 31-Mar-04. HEGTIN | CLASS FTP PAY 05100 20764 20663 | 108458 RGS 10218304

E 37.5 PAYODDD372 30-Apr04 HEGIIN | CLASS FTP PAY 05100 20764 20863 105437 SCK 0218304
3 205,25 PAYI00372 30-Apr04 HEGIIN | CLASS FTP PAY 705100 70764 20863 105438 VAC D0218304

31| 3imap0s | 300B.25 PAYOOOD372 30-Apr04 HEGIIN | CLASS FTP PAY 705100 70764 20863 105430 RGS 0218304
32[a0umos 150 PAYODDOF75 28-May04 HEGIIN | CLASS FTP PAY 405100 20764 20663 | 102891 SCK 0218304

E K 3100 PAY0000375 26-May-04 HEG1IN || CLASS FTP PAY fi05100 20764 20863 | 102890 RGS 0218304

3| 30-5ep-04 112.5 PAY0DDOI7E 30-Jun-04. HEGTIN | CLASS FTP PAY fi05100 20764 20863 | 38247 SCK 00218304
353000t 300 PAYOOOD378 30-Jun04 HEGIIN | CLASS FTP PAY 705100 70764 70863 38248 VAC D0218304

E: Frai 28375 PAYOOOD378 30.Jun04 HEGIIN | CLASS FTP PAY 40100 20764 20B3 38246 RGS 0218304

37| 31-3an05 171.37 PAY0000383 30-Jul04 HBG2TN | CLASS FTP PAY fi05100 20764 20863 | 93716 vAC 0218304
3g|Zrebs 203.5 PAY0000383 30-Jul04 HEG2TN | CLASS FTP PAY 705100 20784 20663 93715 SCK 00218304

39 30-Apr-05 3338.13 PAY0000383 30-Juk04 HEG2TN | CLASS FTP PAY fi05100 20764 20863 | 93714 RGS 0218304

40|31 May-05 — 2035 PAYDODO38E 31-Aug-04 HEG2TN | CLASS FTP PAY 705100 20764 20663 | 116854 SCK 00218304

1B n0s o 3509 5 PAYOOO03EE 31-Aug04 HBG2TN | CLASS FTP PAY 7A5100 20764 2063 118853 RGS 10218304

42| 30SepDd| 7497 PAYOOOD3A 30-Sep04 HEGZTN | CLASS FTP PAY 05100 20764 20863 107894 SCK 0218304

43| 30-SepD4| 10711 PAYOOOD3A0 30-Sep04 HEGZTN | CLASS FTP PAY 705100 20784 20BE3 107892 FNL DO218304 |
44 30-SepD4| 19279 PAYOOOD3A 30-Sep04 HEGZTN | CLASS FTP PAY 05100 20764 20863 107895 VAC 0218304

45 30-SepD4 333813 PAYOOOD3A0 30-Sep04 HEGZTN | CLASS FTP PAY 705100 20764 20863 107693 RGS 0218304
| 46| 31-mar04[ 228 27]PAvo0003ES 31-Mar 4, HEGIIN | CLASS FTP HEALTHINS 425020 20764 206B3 10B462 (0218304

47| 30-AprDd| 22827 PAYOOOD372 30-Apr04 HEGIIN | CLASS FTP HEALTHINS 425020 (20764 208B3 105442 (0218304

43 31-MayD4| 22827 PAYOOOD37S 28-May04 HEGIIN | CLASS FTP HEALTHINS 425020 20764 208B3 102894 (0218304

49 30JunD4| 22827 PAYOOOD378 30-Jun04 HEGIIN | CLASS FTP HEALTHINS 425020 (20764 206B3 38251 (0218304

50 31Jui4| 22827 PAYOOOD3E3 30-Jul04 HEGZTN | CLASS FTP HEALTHINS 425020 20764 20663 93719 (0218304

51| 31-AugD4| 22827 PAYOOOD386 31-Aug04 HEGZTN | CLASS FTP HEALTHINS 425020 20764 208B3 116857 (0218304

52| 30-SepDd 22827 PAYOOOD3A0 30-Sep04 HEGZTN | CLASS FTP HEALTHINS 425020 20764 20663 107898 Q0218304
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1 PERIOD_EI vPAY A v| JOURNAL ~|IOURNAL DA v|PROJ_ v |IE O vH PAY_DESC ~|eCT Ce oM c whERT +f e~} i +| POSITION N—|

20| 29Feb0d 222 PAYOOOO36E 27-Feb0d, HBG1IN | CLASS FTP LIFE INS U2SM21 20764 2063 101243 D0218304

21| 29Feb0d 452 PAYOOOO36E 27-Feb04. HBG1IN | CLASS FTP DISAB INS 25023 07e4 P0RB3 101247 0218304

22| 29Feb04 2084 PAYOOOO36E 27-Feb04. HBGIIN | CLASS FTP DENTALINS 425022 20764 [20BB3 101244 DO218304

23| 29Feb04 4264 PAYOOOO36E 27-Feb04. HBG1IN | CLASS FTP MEDICARE 725030 207e4 P0RB3 101248 DO218304

24| 29Feb04 22827 PAYOOOO36E 27-Feb04. HBGIIN | CLASS FTP HEALTHINS 425020 20764 20BB3 101245 DO218304

25| 29Feb04 298.46 PAYOOOO36E 27-Feb04. HBGIIN | CLASS FTP PERA 725031 20764 0BB3 101246 DO218304

26| 29-Feb-04___3250 PAYOOO36E 27-Feb04. HBGIIN | CLASS FTP PAY 705100 20764 20BB3 | 101242 RGS 0218304

198

199

200

201

202,

203

204

205

206

207,

208

209

210

211

212

213

214,

215

216

217,

218

1« » wh\QueryPayroll| « |

7 of 196 records found





image4.png
Fle Edt Vew Inset Fomat ook Dats Window Help [IPrint FirstPage () HEADER % GETPROJINFO () EORMAT DOWNLOAD [[] DELETE PROJINFO
4% STIPEND_PROJECTION < TG FELL PAY ANALYSIS  EORMAT_CURRENT_BOTH = EORMAT_OP_ACCESS A2 Payrollby ST ¥ SortPay £ SUBTOTAL PAY

DEESR SGRAY IR @ = -8 ml -0 -/BIU H s
@ @ @ @ B
G @ Favorkes~ | Go~ | 7] | IWIPERIINenK$IFINANCE_TRAININGIEscFunctonsExample s«
D1 - A JOURNAL_ID

B € ] E F G 1 i 7 K L wm [N P
1 PERIOD_El v2AY_A v[JOURNAL v|JOURNAL DA | PROJ_v|IB_CO vH PAY_DESC vLCCT cu?M CvDEPTwf LINEw}N vaPOS\T\ON N
2[ 0 A[ 222 PAVOOOO37 31-Dec03 HEGIIN | CLASS FTP LIFE INS 45021 2074 20B3 98120 D0218304
e 4.52 PAYODDD357 31-Dec03 HEGIIN | CLASS FTP DISAB INS 6023 20764 20BB3 98124 0218304
4 31Dec 19,89 PAYOOD367 31-Dec03 HEGIIN | CLASS FTP DENTALINS 426022 207B4 20B63 98121 [D0218304 |
5|3t 35.34 PAYDDOO357 31-Dec03 HEGIIN | CLASS FTP MEDICARE /125080 20764 70663 145630 D0218304
6 | S1mar 0 42.13 PAYDDOO357 31-Dec03 HEGIIN | CLASS FTP MEDICARE U25030 20764 20B3 98125 (0218304
7| 20-apr-04 228,27 PAYDDDD357 31-Dec-03 HBGIIN | CLASS FTP HEALTHINS 125020 20764 20863 98122 (0218304
g |3 ar0t 247.41 PAYOOOD357 31-Dec03 HEGIIN | CLASS FTP PERA 725031 70764 70863 145629 Da2is0
931304 294,87 PAYDDO0357 31-Dec-03 HEGIIN | CLASS FTP PERA W25031 20764 0B3 | 98123 (0218304
10)1-Aug0s 2437.5 PAYDDDD357 31-Dec-03 HBG1IN | CLASS FTP PAY fi05100 20764 20863 145628 RGS 0218304
1| 3ok ot 3250 PAY00D0357 31-Dec-03 HBG1IN | CLASS FTP PAY 705100 20764 20663 98119 RGS 00218304
12]30-tov-04 452 PAYDDDD363 30-Jan04. HBG1IN | CLASS FTP DISAB INS fi25023  o7es 0Be3 131528 (0218304
133 Dot 4.75 PAYDO00363 30-Jan-04. HEG1IN | CLASS FTP LIFE INS Ta25021 20784 20683 | 131524 0218304
14 26Feb05 | 37.63 PAYDDDO363 30-Jan-04. HEGTIN | CLASS FTP MEDICARE fi25030 0764 0863 131530 (0218304
15|31 Mar-05 3883 PAYDDOO363 30-Jan04 HEGIIN | CLASS FTP DENTALINS 425022 20764 206B3 131526 (0218304
1B A o 21769 PAYODDN363 30-Jan04 HEGIIN | CLASS FTP HEALTHINS 425020 20764 208B3 131525 (0218304
17| 31Jan04 | 226.27 PAYODDD363 30-Jan04 HEGIIN | CLASS FTP HEALTHINS 425020 20764 208B3 131527 (0218304
18| 31Jan04 263.41 PAYODDI363 30-Jan04 HEGIIN | CLASS FTP PERA 76031 20764 206B3 131528 (0218304
19 31Jan04 3250 PAYODDO363 30-Jan04 HEGIIN | CLASS FTP PAY 05100 20764 20863 131523 RGS 0218304
20 29FebD4| 222 PAYOOOD3E 27Feb 04, HEGIIN | CLASS FTP LIFE INS 75021 0784 20B3 101243 (0218304
21| 29FebD4| 452 PAYOOOD36 27Feb 04, HEGIIN | CLASS FTP DISAB INS 76023 20784 20BB3 101247 (0218304
22| 29FebD4| 2084 PAYOOOD36 27Feb 04, HEGIIN | CLASS FTP DENTALINS 425022 20764 206B3 101244 (0218304
23| 29FebD4| 4264 PAYOOOD36 27Feb 04, HEGIIN | CLASS FTP MEDICARE 425030 20764 206B3 101248 (0218304
24| 29FebD4| 20827 PAYOOOD36 27Feb 04, HEGIIN | CLASS FTP HEALTHINS 425020 20764 20663 101245 (0218304
25 29FebD4| 29845 PAYOOOD36 27Feb 04, HEGIIN | CLASS FTP PERA 76031 20764 20BB3 101246 (0218304
26 29FebD4| 3250 PAYOOOD36 27Feb 04, HEGIIN | CLASS FTP PAY 05100 20764 20863 101242 RGS 0218304
27 31-MarDd| 222 PAYOOOD39 31-Mar 4, HEGIIN | CLASS FTP LIFE INS 76021 20764 206B3 10B4BD (0218304
2R 31Marna 45> PAYINNNARY 31-Mar4. HAGIN €1 ASS FTP DISAR INS A3 PnzRa DnRR3 | 1nRaRd frotpans v
i« 4 W\ Querypayrol | «| ] Sim
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