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1. Extracting Data from CUFS

1.1 Obtainin% data bz using online enﬁuiries

The General Ledger (GL) module allows you to review detailed balances and
transactions within your accounts on screen. Online account enquiries can be used

for various purposes, such as:

e Reviewing income/expenditure balances on a particular account or range of

accounts

e Looking at expenditure against budgets (variances) and then “drilling down”.

To see the detail behind the balances

e Review invoices posted from Accounts Payable to a general ledger account;
e Look at income posted from Accounts Receivable into trading/donations accounts

In CUFS, from your GL Navigator screen:

Enquiry > Account

In the Account Enquiry screen you will need to decide whether you want to look at a
range of accounts or just one specific account, e.g. U.PD.PDBA.AAAA.ERNA.0000

Fill in the boxes as follows:

Users can choose a single month
e.g. MAY-06 to MAY-06 or a range.
When choosing a range, users can
also cross financial years if desired
e.a. JAN-06 to DEC-06

E dAccount Inguiryg (C

L~ Selection Criteria

Default type is
GBP (£)

\

— Accounts

Accounting Periods Currency ‘ — Currency Type
Frarm W ® Single Currency Currency ’W ® Entered
Ta W All Currencies Translated
SAGERASEIEGENELEMN  Secondary Balance Type — Factor
® Actual ® Units SeI?Ct
Budget Budget | Thousands Sﬁﬁlrgg
Encumbrance Encumbrance Type | Millions display
Eillions
Summary Template | [ J

[ v.PD.PDBA.AAAA.ERNA.0000

I3

If required

change from ion To query back

Actual to Sci PLANT SCIENCES GENERAL.CHEST NON PAYROLL.Subscriptions (I 1 I L) @I

bud et or Clences. o aUbsSCriptions { earmed s Code Combination

Enc?lmbrance in a single line, use

Show Balances ) ( Show Journal Details J ( Show a Summary

template (see 1.2
below)
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1.2 Summarz Temﬁlates

Templates allow you to group together and obtain balances for the following account
code combinations:

e transactions for a particular cost centre and source of funds combination
e all transactions on a particular cost centre
e all transactions on a particular source of funds

Using the highlighted example

D.D.D.D.T.T:
Find Summary D.D.%
Ternplate Name Template Where there is a D, you fill in
E Summary D.0D.D.D.T.T .
SEDDDDTIET D.D.DDTET the COdeS'
Surmmary D.0.D.T.T.T. D.0.DTT.T
Summary D.O.D.TTIET DDDTTIET n
Summary D.D.T.OTIET D.OTOTET 1D = Entity (e.g. “U” for
University)
2" D = Dept Code(s)
3:’ D = Cost Centre(s)
4" D = Source(s) of
Funds
(Ena ) gancel ) Where there is a T, leave the

codes blank, CUFS will retrieve
all combinations.

This template will select every transaction code
1 |D.D.D.D.T.T. combination against specified department, cost centre
and source of funds codes

As 1 above, but further limited to transaction codes for
> |DDDDTET Income and expenditure only (TIE) e.g. transaction codes
T such as XEAA (brought forward balances) are excluded.

This template will select every source of funds and
transaction code combination against specified

3 |bDDT.T.T. department and cost centre codes.

As 3 above, but further limited to transaction codes for
Income and expenditure only (TIE) e.g. transaction codes

4 |D.D.D.T.TIE.T such as XEAA are excluded.

This template will select every cost centre and every
income and expenditure transaction code

5 | DDTDTIET combination against specified department and cost
centre codes.

Note: Only available for Central Administration users

Click on the Show Journal Details button to view the transactions and use folder
tools to customise the view of the data before you export it to Excel.
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1.3 Customisin% zour Enﬁuirz view usin% Folder Tools

Folders allow you to customise/personalise the layout of the screen, and are available
when the folder icon or folder menu appears.
Custom folders are specific and unique to the user 2 B |

who creates them e
Open
Folder
\m | Save Folder
":E.'f? E;v, New Folder
_ [ E; [™—__ Delete Folder
Widen or

\\ [
column ——— B¢ Bl B

) e
\ Hide Column

I(\:/Iolve t — S~ Show
olumn to
Left — | - Column

Move Column to Right

IAll these functions can also be accessed from the Oracle menu item called “ Folder”

To Save a folder view:

1. Select New from the ‘Folder’ menu.

2. Give your folder a name in the Folder field. (E.g. Phil's Export Screen)

3. If you want this folder view every time you view this screen, tick the ‘Open as
Default’ box

4. Click on the Folder icon on the Toolbar to open the Folder Tools toolbar shown
above.

5. Customise your folder by moving, unhiding, hiding, and resizing columns using the
Folder Tools.

6. Click on the “Save” icon when you have finished customising.

1.4 ExEortin% zour Enﬁuirz

From the Menu bar choose: File = Export

If you have more than 100 records, you will see this screen. Select Continue to End.
All the records will be retrieved and a red progress bar will show the % completed.

100 rnore records have been
retrieved, and an unknown number of

additional records remain.

HT ( ________ Continue | [ Stop ) Continue to End 3




When the export has completed you will see the following window:

File Download x|

Do you want to save this file?

@ Marme:  Frd_gfm. ke
Type: Unknown File Type, 22.3 KB
From:  ufzlive. admin.cam. ac.uk

Save Cancel

Wwhhile files from the Internet can be useful, zome files can potentially
harm your caomputer. IF pou do nat trust the zource, do nat 2ave Hhis
file. “wihat's the righk?

Save the file in an appropriate place, with a file name of your choice but retaining the
.tsv file type.

Now open up Excel, find and open your file remembering to change the file type to All
Files — so you can see the .tsv file types as well.

open 2|
Look in: I@ durnry j @ - 4 ﬁ A L Ed - Todls -
E_ E] MABS cost centre Mar 05, ksv!
My Recent
Documenkts
=
[

o)

v

S &
L‘f’f [u]
=)

My Documentks

My Compuker
Ll File name: - .
- CIpEnR -
My Mebwork, I J
Places Files aof type: I
Lype:  [al Files (+,%) -| | Carcel |,

Now work through the ‘Text Import Wizard’ steps...
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Text Import Wizard - Step 1 of 3

The Text \Wizard has determined that vour data is Delimited.

2

If this is correct, choose Mext, or choose the data bype that best describes wour data.

riginal daka bype

Choose the file bype that best describes your data:
Each of - i
these small % Delimited - Charackers such as cormmas or kabs separate each Field,

™ Fixed width - Fields are aligned in columns with spaces between each Field,
squares
repregents Stark impark at pow: |1 E‘ File origin: IMS-DOS (PC-8) j
atabin
Excel.
af File M:4 TrainingiHow to Excel with CUFSYSpli. . \MABA cosk centre Mar 05, . bsy,

Therefore, a
our data is lPericddEffective DateliccountOiccount DescriptinnﬂSnurceDJuurna.j
. .. , 2 PUG-04031-AUG-Z00400_ NA_ NABA_ 2dhd EZX. 00000UC. Engineering. ENGI)
delimited’. 3 WTE-04031 -AUG-200400. NA. NABA . ABAL AEAQ. 00000UC. Engineering. ENGI]

4 BUTE-04021-AUG-Z00400_NiA_ NABL_ ABAL ARAO. OO0O0OUC. Engineering. ENGI)
Just click 5 BEP-04001-SEP-Z00400. HA . NAEA EEAL FACA. 00000UC. Engineering. ENGI]
on Next. 4| | _,|

Einish

Zancel | = Back

Format the Period Name as a date field and then click on Finish.

ext Import Wizard - Step 3 of 3

This screen lets vou select each column and set alumn data Format

the Data Format, " General
‘meneral converts numeric values to numbers, date " Text
walues bo dates, and all remaining walues ko text, o DY =

" Do not jmport column {skip)

Advanced. .. |

Draka preview

Cenckal LMY
Line Description Period -
[F3g435  SYMONS DI» (P3) MNABA_ EBAL ABAL EANESINE

LITG—-0E5

Hournal Import Created
Fer Dr. A Johnson to correct bals. on Surwvey Jobs
[F3E438 ZYMONS DI» (P3) MABA EBAL ABAL (s

L4

Cancel | < Back |

Your data will then be displayed in an Excel spreadsheet, however it still is a ‘text.’
file, so resave and change the file type to a Microsoft Excel workbook.
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2. Excel Toolbars, Navigation and Formatting

2.1 Customising Excel Toolbars

It is sometimes useful to customise your toolbar in Excel so that you have icons
displayed for the functions that you are likely to use on a regular basis.

E Microsoft Excel - NABA cost centrr. ar 05.tsy

=181

@J Fle Edt Yiew Insett Fo Window  Help Typeaquestionforhelp  » 2 B X
JEHRSIEIHIEN 7@ B -0 -BIUEEEA @y |E gv&-g-ﬁ
A1 - A Period |B Reseach.,  Ab+Cick
A B | C |4 enorcheching.. e [ H [ 1T T o[ k[ LI M[NT[D ]|
1 [Period  IEfective D Account EnLine DescrAccounted Accounted Credit -
(2 Aupld 3-Aup0f UNANAR|  MeEWorsseee lperurs oven 7unea 23
3| AupDd 31-Aup0d UNANADY  Shaetiodbock.  ASTFRADDN 1805545 On the menu
4 gDl 31Aug0 UNANARL g , [ TFRADDY 122071 choose:
§ | SepDd 01-Sap0d U NANAG _ & 50% OF C 1176637
(6 Aupd 3Aug DA UNANAGL O CORBRtEn ) ooy Computng L 30000
7 | Sepdd 30-5ep04 U NANAB LT » BSTFRADDN 1482517 Tools,
8| Sepdd 3052004 L NANAB) ‘ ASSRIF 2- Computing L, 5600 Customise.
(G OctDd 27-Ock04 U NA N SR ) S8R 2- Engineering - 133130
10]  Oct04 29-0ct.34 U A NAB LN Qptiors. S TFR ADDN 14307 64
1] Qct0d 29.0ck04 U NANAB Y P TFR ADDN 121572 N
12]  Oct4 31-Ock04 U NA NABUT Erigne Sprezdsng AGHEL/D CIL ENGINEERS FI 20863
12 Dt T2 Oat TATTERIA BART N Fnaina Qrrandeha A2ARCNTARDAKATTIC AL DEC 4700 21

e Select Commands tab and
Toolpars ~ Commands | Options | then choose a category
To add a command ko a toolbar: select a category and drag the ¢ Click onto the command
command out of this dialog box to a toolbar. you would like to see on
Categaries: Commands: the toolbar and drag it onto
F Q| Hew... iI the tool bar at the top of
Edit : ;
i 1 Hew your screen. The icon will
Insert L. appear on the toolbar from
Format i Open now on.
Tools Close . .
Data e Click remove an icon,
Window and Help (ol save repeat these steps. When
Drawing g 4
Autoshapes | Save Bs... [ the commands window is

open (as left) drag any

Madify Selestion ’| Rearrange Commands. .. | unwanted icons from the

toolbar and drop anywhere
in the commands window.

Close
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2.2 Moving around Iarge Sﬁreadsheets

1) Selecting/highlighting a block of data:

Position the cursor in the first cell of the block (top left)

With the SHIFT key held down, press and release the End key and then the right
arrow key then the down arrow key.

2) Going to last cell containing data (the bottom right corner):  Ctrl + End

3) Returning to the top of your spreadsheet: Ctrl +Home

Note: More quick keys are listed in the appendix at the back of this manual

2.3 Working with Foreign Currencies & Reconciling

Before you start to manipulate the data in Excel you should ensure that it still
reconciles back to CUFS — use the Autosum ( ) function to calculate a total and
compare back.

Be really careful when dealing with foreign currencies in CUFS

e Entered debits is the foreign currency value whereas
e Accounted debits is the sterling value.

2.4 Formattin% Date fields

2l x .
E— a— Often it is useful to reformat date
Mumber | Alignment I Font I Earder I Patterns | Protection I f|e|ds in Excel:
Cakegory: anple
General .I I—SDI February 2005 | .
Mumber o For presentatlonal purposes
C Type: . .. L
n?ﬁﬁﬁni — e To allow individual days within
" a month to be grouped together
Percentage
Fraction .
Scientific To do this
Text VTR
Speci _ 1. Highlight your date column
Custom j Locale (lacation):
[Engieh (Lnted 2. Select Format > Cells from the
English {United Kingdom) j
menu
Date Formats display date and time serial numbers as date walues. Except far 3. Wlth|n the number tab p|Ck yOUf
items that b kerisk (*), applied f ts do not switch date ord i
Lv?tngstheaop;\;i:;:;sg; applied Formats do not swikch date orders requ”ed format
4. Click OK
[o]4 I Cancel
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2.5 Formatting columns’ width

All Columns

Once exported into Excel you can quickly format all the columns on your spreadsheet

by clicking on the top left hand box to highlight the whole spreadsheet and then
either:

a) Format menu - Column - Autofit Selection;

or alternatively:

b) place your cursor on the vertical line between columns (e.g. C) and its right

hand neighbour (e.g. D) your cursor should change into a cross symbol and
then double click

Microsoft Excel - NABA cost centre Mar 05..tsy

(=[x

File Edit Wiew Insert Format Tools Data ‘Window  Help Type aquestion for help » _ & X

NEHR S S B|B2R-9-12 -4 He B -0 - |B J U|IEEEHN D E-D-A=F ]
# Period

A =]
Period Effective Date Account

Account Description
31 August 2004 UNA NABA ALLL EFL0000  UC. Engineering. ENGINEERING GEMERAL - R C.CHEST NOMN PAYROLL TRANSFER OF EXPENDITURE
31 August 2004 UNA NABA ABAA ABAD.0000 UC.Enginesring. ENGINEERING GEMERAL - R C.CHEST STIPENDS. Stipends: Established Pos. Default
31 August 2004 ULNANABA ABAAABAD.0000 UC. Engineering. ENGINEERING GEMERAL - R C.CHEST STIPENDS. Stipends: Established Pos. Default

S| Sep-04 01 Septernber 2004 UNANABA EBAA FACADDOD UG Engineering. ENGINEERING GEMERAL - R C.5AWINGE ACCRUING FOR UNPA GRANTS & ALLOCA
= Auc-04 31 August 2004 UNA NABA JNAB HBAA.DDDD UG Encineering. ENGINEERING GEMERAL - R C.HEFCE - SRIF 2.HEFCE Snecific Grants. Default

Just One Column
Click in any single cell in the sheet (so nothing is highlighted).

Then, to adjust any single column width, follow the instruction in b) above on the
column you wish to change.
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3. Functions
3.1 Extractin% data from existing cells: the ‘Mid’ function

This is a particularly useful way of extracting the details of just one segment from an
account code string, e.g. the cost centre

a) Insert a new column ready for your new data and give it a column title
b) Click into a cell in your new column and enter the formula:

=mid(F2,6,4)
F2 is the cell containing the source text

6 tells the formula to start at the sixth character in the text
4 indicates the number of characters to capture

X Microsoft Excel - Scenario 1~ NA download for Oct 04

‘ﬁﬁile Edit Wiew Insert Format Tools Data Window Help

[DzEaRy tmyaad| oo |@@ = & 22 @ @4
| e -2 - BZUSEEETF %, W B EE

[« > oR aa Fay@ G0~ %\Emteus\UFSDoc\Traininngow to Excel with CUFS\3plt ¢
& = £l =MID(F264) )

F NG |/ G [
1 |Account = 0st centre Account
2 |URNANAFHAARALKAA D000 [NAFH lUC Engin
2 [UNAMAFHAAAA LKAA DDOD UC Engin
4 |UNAMNAFHAAAALKAA Q00D UC Engin
Also: Using LEFT and RIGHT formulas

Similar to the Mid function, you can also capture text at the beginning and end of a
cell by using LEFT and RIGHT formulas.

Looking at cell F2 in the screen shot above, to capture the nine characters
U.NA.NAFH at the beginning of the cell use the LEFT formula:

=LEFT(F2,9)
To capture the last nine characters LKAA.0000 use the formula:

=RIGHT(F2,9)
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3.2 A ﬂuick Waz to ﬁut the debits and credits into a single column

The debits and credits are exported from the CUFS general ledger enquiry screen in
two columns and they are both presented as positive numbers. In Excel, you want the
credit values to be minus numbers and you want all the values in a single column. A
simple and reliable way to do this is as follows:

a) Ensure there is a blank column to the right of the “Accounted Credits” column.
To illustrate, let’s say the new column is column J
b) Name the new column “Amount”
C) In cell 32, enter the formula =h2-i2

fria <10 - A A B I U DGES S0 S % 0 W% EE L

_J | | | i | @—1 =

J2 - =H2-I2
D | EN\N| F | H & | [ |0 ] K
Source Effective swed” Line Description Accounted Accounted Amount

1 Date : Credit
| 2 |Spreadshee;  30-Mow05 MNow05 16367M BOTTRILL BM NOWVEMBER 03 .
| 3 |Spreadshee;  30-Mow05 MNow05 16367 BOTTRILL BM NOVEMBER 05 30.87
| 4 |Spreadshesr  30-Mov-05 Mow-05 30% FWP charge for Plant Sciences 72336
| 5 |Spreadshess  31-Dec-05  Dec-05 16367 BOTTRILL BM DECEMBER 05 2471
| B |Spreadsheer 31-Dec-05  Dec-04 Gilligan - UK Sterilizers - Bal.of CUTS 1000
| 7 |Spreadsheer  31-Dec-05  Dec-05 30% FWP charge far Plant Sciences 7431
| 3 |Feceivables  30-Jan-08  Jan-06 Revenue account for invaice 436050, 7500
| 9 |Projects 31-Jan-0B Jan-06 Journal Irmport Created 833.33
| 10 |Spreadshesr  31-Jan-06 Jan-06 30% FWP charge for Plant Sciences 7431
| 11 |Payables 01-Movw-05 Mow-05 Journal Impart Created 0.3
| 12 |Payables 01-Jul-06 Jul-06 Journal Import Created 1.158

12 [Davahlas M- lne WI-NE Tanwnal lnnd Craatard 1ER

For each line of data, there will only be a value in either the debit column or credit
column, never in both, so the result of the formula will be a plus figure for debits and a
minus figure for credits.

d) Copy this formula down to the last row of data

The debit and credit columns are no longer needed but before you delete them,
turn the formulas in the new Amount column (which are dependant on columns H and
[) into values

e) Highlight the whole of column J, select Copy, Paste Special, Values. This
overwrites the formulas with plain numbers. See Section 3.6 for more

f) Delete the debit and credit columns.

You now have one row of numbers, debits are positive, credits are negative, now
Sum the column to make sure the total is still correct.
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3.3 Find Function
|

Use Ctrl F (Find) or the binoculars icon on the toolbar to find a value or text anywhere
in the spreadsheet. In this example we are searching for the value 1.74.

Type the value into the find what box then click on the Find Next button. If the value
exists, it will go to the cell, you can then press “Find Next” again to see if there are
any other cells containing 1.74, and so on.

N EHRSBIRITE T VB S DB F9-0LE -4 R - @
Arial -0 -/A AN B J UD == I £j EWEE| % » W EE| =
= £ 28 4 S A = =1 B
H16 - i 1.74
D | E | F ] G | H | [ 0 K
Source Effective Period  Line Description Accounted Accounted Amount

1 Date Debit Credit
| 2 |Spreadshes 30-Mow05  Now05 16367 BOTTRILL BM NOYEMEER 05 24.66 -24. 66
1515 Fnd | Reffice 2471

6 |3 1,000.00
7 | Findwhat: | [1.74 x| 74310
|8 |R 7 500.00
| 9 |F 833.33
|10 |= Cptions =% | 743.10
| 11 |F 0.30
% :z Find &ll | Eind Mext Close 1 ;g
| 14 |Fayables OT-far0bT War-ObJournal Import Created 1.57
| 15 |Payables 01-Mov-05)  Mow-05 BLUE CLIPBOARDS 1.72
| 16 |Payables 01-Mar-06 Mar-05 Journal Import Created 1741

17

0
o
=)
o
>
Qo
9)
(2}
o
—
S}
o
)
©
-
=
>
@
I
>
a
o
o
X

3.4 Find and Replace Function

In addition to finding a value or text, you can then replace it with something
else. You can also replace blank cells with a value.

In our data exercise we want to replace blank cells in the debit and credit column with
Zeros.

1) Highlight worksheet cells where you want to use Find and Replace

2) Use the quick keys Ctrl+H — bringing up the Find and Replace window
3) Find what: leave it blank (i.e. find blank cells)

4) Replace with: 0

5) Click on the Replace all button
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Find Replace |

Find what: I LI

Replace with: [T - |
Options == |
Replace al | Replace | Find all | Find Mexk I Close |

35 To co% cell contents/or cell formula ﬁuicklz

o7 [REOC C K O L COnNrcCe a) High"ght the cell

258 |AGEC E R DA Accounta you want to copy

259 AGEC E R D Z: ACCOUM]

260 AGEC E R E 7| |GEMERA b) put your cursor on the

261 E R K A Temporar bottom right hand

262 < o corner of the cell’s box

263 ETC. so that you see the

264 E R P A Training C following symbol:

265 E T A A |Accomma

266 E T B A |Airtravel 4_1_,

267 Eacec | D A 0 Taxi Hire

2hd button of your mouse

270 and keeping it pressed,

271 Currency: drag it down over the

gg Eudgztha cells where you want
eriod Ma i i i

RN pivot mslmformatlon copied

Drag outside selection o extend series or fil

3.6 Copy...... Paste Special...... Values

Instead of just Copy...Paste, try Paste Special. This function allows you to:

a) copy a formula from one cell to another Pastespecal _______EH)|
Paste
b) copy just the value from a cell, i.e. ?f:‘" | (‘Ig—ﬁ.";"*:“ts
removing the formula behind the value i Al et borders

o .Fnrmags

C) copy a comment from one cell to another Operation
* Mone £ Mulkiply
d)  highlight that you want to paste just the o L
‘values’ and click OK -
[~ skip blanks [ Transpose

o4 I Zancel | Paste Link |
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4. Data Functions

4.1 Sorting Data

There are a variety of reasons why you may want to sort your spreadsheet in a

particular order e.g.

to put in date order;

quickly and easily

rearrange alphabetically,
to rearrange in numeric value
to collate together lines of information you do not need so you can delete them

This instruction assumes your data has column headings (called the header row).

To do:

1.

Highlight the whole
spreadsheet or the block of
data you wish to sort

Select Data> Sort from the
menu

remember to click the circle,
saying that your data includes
a Header Row

Tell Excel which columns to
sort by (you can select up to
three)

Click on OK

HTEWC Pt 1 Manual Oct09 v2.1
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Sort HE
Sart by
IDate j ' ascending
" Descending
Then by
I j " ascending
" Descending
Then by
I j " ascending
" Descending
Iy lisk has
[ " Mo headsr row
Qptions, .. | ok I Cancel
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4.2 Removin% unwanted lines

X Microsoft Excel - pivol.txt

To get rid of unwanted
lines:

highlight the
whole
spreadsheet

a)

Select
Data-> Sort

Sort

Sork by

fCalurnn B)

Then by

¢ ascending
€ Descending

Then by

I ,I ¢ ascending

€~ Descending

Iy lisk has

I vI & ascending

" Descending

Mo header row

[ o 1|

& Header row

Opkions, .. |

Cancel

Delete the lines from
the spread sheet that
you don’t need...

= Highlight lines
= Select Edit >
Delete

Repeat as necessary

(NB, the F4 button
repeats the function —
in this case the line
deleting)

|7l Edt vew Insert Format Tooks |Dats Window Help
= . A
[bEday & @me? (BT
“ #rial -0 - | B I Filker . % ,
Farri...
- .v =Rk Subtatals. .
Cost : : Yalidation. ..
Table...

Text ko Columns...
Consolidate, ..
Group and Dutline 3

PivotTable Repart. ..

Get External Data 3
! HEefresh Data

Ask the system to sort the data as per
one of the columns where you know
there is data that you want (e.g. in the
example shown by column B)

X Microsoft Excel - pivot.txt

ﬁﬁile Edit Wigw Insert Format

Tools Data Window Help

Delete Sheet
Move or Copy Sheet, .,

[ & % undoelete <tz B <f o - o @@ X A AL M@ B 100 - | G
“ arial O Repeat Delete  Chrl+Y I U |§ == | D %, W0 | e
sz g Cut chld  PSAS
Copy Ctrl+C E I H
228 | AGE I Faste el | Trawel
EAGE Baste Speciall., | Travel
(2300 AGE ot ae Humerlin erfgeneral travel & transport
1231 |AGE diators & Convector Heaters
|232|AGE Fil ¥ kaning Services
1233 Clear » EAMING SERVICES
1234 | Delete erfgeneral estates & buildings
235 o er/general miscellaneous

&% Eind... Ctrl+E
Replace... Chrl+H
Djn ¢ GoTo... Chrl+G
Links..
1310 C /e e
244 | AGE = A . ouBSCRIPTIONS
245 AGBA F T A A TELECOMS - PORTS RELATED CHARGES - STIPENDS
245 AGBA F T A B | TELECOMS - PORTS RELATED CHARGES - ADMIN
247 | AGEA, F T A C . TELECOMS - PORTS RELATED CHARGES - OPERATOR
wr AR =T E T E B - TEIECOMS  POBRTS PEIATED CHARGEES | bAEEA] B
14
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4.3 Subtotalling

Sub-totalling is a very easy to use tool but first you must make sure:

a) the data is sorted in the way you wish to subtotal — if you want to subtotal by
cost centre, the data should be sorted by cost centre

b) columns with dates in them are actually formatted as dates, otherwise they
will sort alphabetically rather than chronologically

Subtotal 2 x]
Ak each change in:

IDate j

Ise Funckion:

ISum j

Add subkotal to:

Amount s
[+
v Cutstanding -

¥ Replace current subtotals
[ Page break bekbween groups
v Summary below data

Remove Al | Ik I Cancel |

To do:

1. Highlight the whole
spreadsheet or block of data

2. Select Data > Subtotals from
the menu

3. Set the required sub-totalling
criteria

4. Click OK

Excel will create subtotal rows within the data. They are special formulas that are
placed at the end of each month. The left edge of your worksheet will look different,
giving 3 options at the top of the sheet for choosing the level of detail you wish to see.

Fd Microsoft Excel - NA Supplier Paid Invoice History-formatted.xls
J File Edit Yiew Insert Format Tools Data Window Help
DEREGRAY ¥ BRI o &= A bl W@ 2w TES VR
2
( 23] A | B | C | D | E [ F |
1 |Date Arnaurt Paid Outstanding
[ - | 2| Aug-03 926 926 0
* 3] Aug-03 1013 1013 0
R Aug-03 247 247 0
* |5 | Aug-03 24 24 0
* B Aug-03 2556 25.56 ]
-7 Aug-03 2823 2823 ]
-8 Aug-03 a0 a0 0
N Aug-03 332 332 0
10 Aug-03 3H3 33 0
1 Aug-03 37 37 0
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To begin with, all rows are shown but if you click on button 2, all the
detail is hidden and the just the subtotals show.............

FA Microsoft Excel - NA Supplier Paid Invoice History-formatted.xls
J File Edit Yiew Insert Format Tools Data Window Help
IDEE SRy | sBRT - &= A4 @0 2w - 10 - |2 B 4
Al -] =
23] A B [ C [ D | E |
1 |Date Amount Paid Outstanding
[+ | 1095 Aug03 Total 714 921 64 0
#| | 2585 |Sep03 Total 1443 064.39 16597 .03
+| | 4636 |Oct03 Total 1979 096.51 0
+| |[B123 Nov03 Total 1,209 806.71 0
+| | 7369 DecO3 Total 1,178 604,74 0
+| | 8776 |Jan04 Total 1,060,150.30 0
+| |103598|Feh-04 Total 743 411.48 0
| 12127 [Mar04 Total 1,806 99243 4596
+| (13355 Apr04 Total 765 974,04 0
+| [14753 May04 Total A7 2 BR0.48 1]
+| 15636 |Jun4 Total a75 40594 2000
+| |15725|Jul04 Total 93110.31 I}
= 157 26| Grand Total 12164358 97 8293.08
r o 15727

C) To reveal the detail behind the subtotals, click on one or more of the plus signs

To remove subtotals:

Click on Data, Subtotals and then click the Remove all Subtotals button.
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X Microsoft Excel - Scenario 1~ NA download for Oct 04
ﬁ File Edit View Insert Formak Tools Data Window Help

4.4 Filtering

Filters are very handy when there are many rows and columns of data in an Excel
spreadsheet. A filter allows you narrow down the view of the data based on
criteria you select.

Before you begin filtering:

a) Remove any subtotals
b) Highlight the whole spreadsheet (or the data block)

Then:

C) From the menus select: Data > Filters >AutoFilter
This will automatically put little drop down arrows (the ‘filters’) next to each
of your column headings

sl v12v’_111| = B m| e »=%"
“ - = | e | L a Favatites » | Go = DO TrainingiHow ko Excel withBCUFS\Split coursedp; =
a1 ~|
D G | H | =
1 |Amount ~|c}st centre x| Account Description =|Lir
2 . i FH UC Engineering (4033) DEPARTMENTAL Re
3 -150.00 0Z2-Aug-0d U NA NAFH AAAA LKAADDDO  TMAFH U Engineering (4033) DEPARTMENTAL Re
4 -150.00 02-Aug-04 UNANAFH AAAA LIKAADDDO  |NAFH U Engineering (4033) DEPARTMENTAL Re
5 -150.00 02-Aug-04 UNANAFHAAAALIKAA D000 | NAFH UC Engineering (4033) DEPARTMENTAL Re
5] -1.50 02-Aug-04 U MNANMER AAAALKAA OODD  NWMER UC Engineering (23231 INCOME , COFYIMN Re

d) to filter your data click an arrow and pick from the relevant drop down list,
e.g. data for just cost centre NAAA

X Microsoft Excel - Scenario 1~ NA download for Oct 04

”ﬁ File Edit iew Insert Format Tools Data Window Help
HD H|§@LJ|.§$ "‘U"%‘ﬁ‘$|ﬂvnv %|_|}: A2 Al|ﬂ Q’_|1DD% = @‘
"F\nal ~1Z = | B I U|—§ |
" = = | 0 . | ot a Fawvorites = | Go -~ | [ | ViproteusiUFSDOC) TraininglHow to Excel with CUFS|Split courselPi = |
G2 | =| =MID{ F2,6,4]
D | E | F | G |
1 |Amount ~|Effective Dz~|Account ~|cost centre[s| Account Des
2 -150.00 02-Aug-04 L NANAFHAAAA LKAA 0000 g‘g}: 0.y —3UCEngineerin
3 -150.00 02-Aug-04 L NA NAFHAAAA LKAA 0000 Ecustom...i UC Engineerin
4 -150.00 02-Aug-04 UNANAFHAAAA LKAA 0000 MR UC Engineerin
5 -150.00 02-Aug-04 L NA NAFH AAAA LIKAA 0000 |naso UC Engineerin
6 -1.50 02-Aug-04 UNANMFR AAAALKAAD00D (1280 UC Engineerir
7 -5.93 02-Aug-04 U NANMFR AAAA LIKAA D000  |nasr UC Engineerin
8 16000 02-Aug-04 UNA NMFUAAAA LKAADDOD | NA8 UC Engineerir
g -32.00 02-Aug-04 L NANMFU AAAA LKAA OO0 [naos UC Engineerir
10 2484 31-Aug-04 UNANMINAAAAEQEN.0000 | pape UC Engineerin
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e) You could then apply filters to other columns if you wish
e.g. filter by a particular cost centre and then by period

f) When filters are applied, the Autosum function recognises the filters and acts
differently:

In the example below, instead of =sum(D1:D3604), only the filtered and
displayed data is included in the sum — a subtotal for the filtered data is
calculated

Bonus feature: When you apply a different filter, the sum total changes

automatically

X Microsoft Excel - Scenario 1~ NA download for Oct 04

Llne numbers @E\Ie Edit Wiew Insert Format Tools Data ‘Window Help
from your DEHSGRY|4BRYFRS o-o 0@ = A 213 i @[30 -8
original Arial iz - LU EEEEE% -, RS EE|L-d-A e
Spreadsheet - = | 0 | iﬁ Q Favorites ~ | Go - | 5 ‘ Yiproteus\UFSDOC TraininglHow ko Excel with CUFS|Split courselp: «
. 3605 j = ‘ =SUBTOTAL(S,D80:D3B04)
that contain 5 | 5 I = —=
the required 1 |Amount |»|Effective De~|Account x|costcentre x| Account D
filtered 80 1327 31-Aug-04 UNANAAAAAAAEZZHO000  NAAA UC Engineq
. . 108 3946 46 02-Aug-04 U NA NAAAAAAAFJAADDDD  MAAA UC Engined
information 140 SET72 31-Aug-04 UNANAAAAAAAEZZHO000  NAAA UC Engineg
212 217 3T 20-Aug-04 U NA NAAA AAAA FJAM D000  MAAA UC Engined
{3805 3699.10 |
3606
AE0T
Useful Tips:

e When a filter is on and the data is highlighted and copied to another sheet,
only the filtered data is copied.

¢ When the filter is on and the amount column is highlighted the sum of the
transactions will only include the filtered data

To get rid of the filters, simply position the cursor anywhere in the data and choose:
Data, Filter, Auto-filter — to untick the feature.
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45 Text To Columns function
|

A particularly useful function for splitting up an account code string into its constituent
segments.

a) Insert additional blank columns to match the number of splits you want in the
source data
b) Make sure the column you want to split up is highlighted

C) Select from the menu: Data> Text to Column
Convert Text o Comns wizard-stepiofs K|
The Text Wizard has determined that wour data is Delimited, Step 1:
1f this is correct, choose Mext, or choose the Data Type that best describes yoid_at:-—_____ - Ensure the “Delimited”

riginal data bype

Chaoose the file type that best descyj i bUtton IS SeIeCted
=T-harackers such as commas or tabs separate each Field,

" Fixed width - Fields are aligned in calumins with spaces between sach Field,

Preview of selected data:

Convert Text ko Columns Wizard - Step 2 of 3 HE I

|l Account

|20 N4 HAFH AAAA TEAAL 0000 This screen lets you set the delimiters your data contains, You can see

|2 [0. M4 NAFH. AALA LEAA 0000 how your text is affected in the preview below,

|4 7. H& HAFH AAAd TEAA 0000

|5 0. HA WAFH AAd2 TEAA 0000
jU

4

Hi HMEFR AAMA TEAA 0000 B ™ Treat consecutive delimiters as one
Tah [~ Semicalon [~ Comma

[~ gpace  [v COther: I_ Texk Qualifier: I.. j'
Cancel | £

Ha AFH [aahd [LKAL (0000 j
Ha AFH [WAR3 THAL (0000
I
Step 2 R|Convert Text to Columns Wizard - Step 3 of 3 (7] I

This screen lets vou select each column and set olumn data Format
the Data Format.

Make sure the “Tab”

.. " Gereral
box is ticked and there e :
. . General' converts numeric values to numbers, date " Text
IS a fu” Stop N the walues to dates, and all remaining values ko text, " Date; |DMY -

“Other” box

%" Do not impart column (Skp)

Step 3: Destination:  |$E$1 S
In this example, we do L =vie
not wish to import the / Ekio ColFkio ened
column containing 0000, mesount |
so click into the column 0 s AR
and then click the “Do not 1 Wi NAFH
i} & HEFR
A

import column (skip)”
button.

Cancel | < Back | ek = | Einish I

Click “Finish”. In your spreadsheet, the single column will be replaced with the new columns
of split data.
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APPENDIX:

Excel navigation keys

Key Description

CTRL+*  Selects the current region around the active cell (the data area enclosed by blank
rows and blank columns).

In a PivotTable, it selects the entire PivotTable report.

CTRL+A Selects the entire worksheet.

If the worksheet contains data, CTRL+A selects the current region. Pressing
CTRL+A a second time selects the entire worksheet.

When the insertion point is to the right of a function name in a formula, displays the
Function Arguments dialog box.

CTRL+SHIFT+A inserts the argument names and parentheses when the insertion
point is to the right of a function name in a formula.

CTRL+F Displays the Find dialog box.

SHIFT+F5 also displays this dialog box, while SHIFT+F4 repeats the last Find
action.

CTRL+G Displays the Go To dialog box.

F5 also displays this dialog box.

CTRL+H Displays the Find and Replace dialog box.

F5 Displays the Go To dialog box.

« Other useful shortcut keys

Key Description
ARROW Move one cell up, down, left, or right in a worksheet.
KEYS

CTRL+ARROW KEY moves to the edge of the current data region (data region:
A range of cells that contains data and that is bounded by empty cells or
datasheet borders.) in a worksheet.

SHIFT+ARROW KEY extends the selection of cells by one cell.

CTRL+SHIFT+ARROW KEY extends the selection of cells to the last nonblank
cell in the same column or row as the active cell.

LEFT ARROW or RIGHT ARROW selects the menu to the left or right when a
menu is visible. When a submenu is open, these arrow keys switch between the
main menu and the submenu.

DOWN ARROW or UP ARROW selects the next or previous command when a
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menu or submenu is open.

In a dialog box, arrow keys move between options in an open drop-down list, or
between options in a group of options.

ALT+DOWN ARROW opens a selected drop-down list.

END Moves to the cell in the lower-right corner of the window when SCROLL LOCK is
turned on.

Also selects the last command on the menu when a menu or submenu is visible.

CTRL+END moves to the last cell on a worksheet, in the lowest used row of the
rightmost used column.

CTRL+SHIFT+END extends the selection of cells to the last used cell on the
worksheet (lower-right corner).

HOME Moves to the beginning of a row in a worksheet.

Moves to the cell in the upper-left corner of the window when SCROLL LOCK is
turned on.

Selects the first command on the menu when a menu or submenu is visible.
CTRL+HOME moves to the beginning of a worksheet.

CTRL+SHIFT+HOME extends the selection of cells to the beginning of the

worksheet.
PAGE Moves one screen down in a worksheet.
DOWN
ALT+PAGE DOWN moves one screen to the right in a worksheet.
CTRL+PAGE DOWN moves to the next sheet in a workbook.
CTRL+SHIFT+PAGE DOWN selects the current and next sheet in a workbook.
PAGE UP Moves one screen up in a worksheet.

ALT+PAGE UP moves one screen to the left in a worksheet.
CTRL+PAGE UP moves to the previous sheet in a workbook.
CTRL+SHIFT+PAGE UP selects the current and previous sheet in a workbook.

SPACEBAR In a dialog box, performs the action for the selected button, or selects or clears a
check box.

CTRL+SPACEBAR selects an entire column in a worksheet.
SHIFT+SPACEBAR selects an entire row in a worksheet.

CTRL+SHIFT+SPACEBAR selects the entire worksheet.
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If the worksheet contains data, CTRL+SHIFT+SPACEBAR selects the
current region. Pressing CTRL+SHIFT+SPACEBAR a second time selects the
entire worksheet.

When an object is selected, CTRL+SHIFT+SPACEBAR selects all
objects on a worksheet.

ALT+SPACEBAR displays the Control menu for the Excel window.
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