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People Tools Client User Procedures

Download JV Data


OVERVIEW


Departmental users often rely on a review of detailed journal transactions for research and analysis.

An option has been added to People Tools from which client users may extract detailed journal transactions to their desktops.  The journal tables from which data is extracted is updated for postings each night starting at 6:00 p.m.  The download will pull journals for ‘actuals’ activity, and can pull commitment activity: pre-encumbrance requisition activity and encumbrance purchase order activity.  All account code activity is available for extraction including assets, liabilities, revenues, expenses, and transfers.  Transactions are available in PeopleSoft for fiscal years 1999 through the current fiscal year.  The data extracted is authorized for each user against the GU Financial User Database security tables, and it is available as a data resource in addition to the financial data mart.

The data may be extracted to a Microsoft Excel file; however, the current version of Excel will only accommodate 65,533 rows of data.  Data may also be extracted in text file format for loading into other database applications such as Microsoft Access or FileMaker Pro, which will accommodate larger amounts of data.  When using the Excel file option insert additional search filters to limit the number of rows in the output.  For example, limit the account code search to one specific account code if the focus of analysis is limited.  Other options for limiting the output include journal source code, journal reference code, subclass code, or accounting period.

OUTPUT

The following data fields are included in the output file generated by the JV download.  

	BUSINESS NAME
	OUTPUT SRCE
	DEFINITION

	Fiscal Year
	
	A year representing the organization's twelve-month reporting cycle, which may or may not begin on January 1.  For the University, the fiscal year begins July 1.  Examples: 2000: July 1, 1999 through June 30, 2000 and 2001: July 1, 2000 through June 30, 2001.  



	Acctg Pd
	
	A number to represent each month of the calendar year in order of the organization's fiscal year.  For the University, the fiscal year begins July 1.  Examples: 0 (FY Beginning Balance), 1 (July), 2 (August), 3 (September), 12 (June), and 998 (Adjustment Period).



	Qtr
	
	A number to indicate the quarter (three month period) in which the activity falls for the fiscal year.  Examples: 1 - first quarter (July - Sept), 2 - second quarter (Oct - Dec), 3 - third quarter (Jan - Mar), 4 - fourth quarter (Apr - June).



	Fund Ctr
	
	A code used to group a cost center with other cost centers based on restrictions and purpose.  Examples: GD-designated current funds, PD-designated plant funds, and GX-operating accounts.



	Cost-Ctr
	
	A code and its description that defines academic departments, research units, or administrative offices that have programmatic, operational, fiscal and/or budgetary responsibility for specific sets of activities.   Examples: GX2210000 Biology, GD4050001 Ophthalmology Workshop, and RX4395004 Prostate Cancer Progress.



	Pyramid
	
	A code and its description used to assign cost center management responsibility within the University organizational hierarchy.  Examples: UM00000000-Main Campus, UMAC030100-Department of Biology in the Natural Sciences division of the Main Campus College, LC00000000-Law Center, and MC00000000-Medical Center.



	PYR2
	
	A code used to group and summarize activity at the campus/organization level (based on the first two characters in the pyramid code).  Examples: LC - law center, MC - medical center, UF - financial affairs, UM - main campus, UO - OAUR, and US - university services).



	BUSINESS NAME
	OUTPUT SRCE
	DEFINITION

	PYR3
	
	A code used to group and summarize activity at a level defined by the campus (based on the first three characters in the pyramid code).  Examples: LC0 - law center, MCA - medical center academics, MCR - medical center research, UMA - main campus academics, UMI - main campus institutes, UMP - main campus support, and UMS - main campus student services.



	PYR4
	
	A code used to group and summarize activity at a level defined by the campus (based on the first four characters in the pyramid code).  Examples: LC01 - law center EVP, LC02 - law center library, LC03 - law center student organizations, UMAB - main campus school of business, UMAC - main campus college, UMAF - main campus school of foreign service, MCAB - medical center basic science, and MCAC - medical center clinical science.



	PYR5
	
	A code used to group and summarize activity at a level defined by the campus (based on the first five characters in the pyramid code).   Examples: UMSS1 – student affairs, UMSS2 – student conduct, UMSS3 – residence life, and UMSS4 – student programs.



	PYR6
	
	A code used to group and summarize activity at a level defined by the campus (based on the first six characters in the pyramid code).  Examples: UMAB01 - main campus school of business dean, UMAB02 - main campus school of business undergraduate programs, and UMAB03 - main campus school of business graduate programs.

	PYR7
	
	A code used to group and summarize activity at a level defined by the campus (based on the first seven characters in the pyramid code).

	PYR8
	
	A code used to group and summarize activity at a level defined by the campus (based on the first eight characters in the pyramid code).

	Cost Grp
	
	A code used by the cost accounting office to group cost centers that have revenue and expense activity into a specific category that is used in support of indirect cost negotiations.  Examples: BR-organized research, CA-sponsored research, and GA-general & Administrative.



	Grouping
	
	A code and its description used to group two or more cost centers together for reporting purposes.  Example: used to link RX centers that are part of a program project – PP4400011

	Account
	
	A code and its description used in journal entries to record and summarize financial transactions into specific types of expenditures, revenues, assets, liabilities, or fund balances.  Examples: 71101 general office supplies, 50101 tuition undergraduate, 01101 Riggs operating account, 20107 AP Riggs bank.



	Acct Type
	
	A code to classify an account to its appropriate line on the balance sheet for reporting purposes.  Examples: A-asset, L-liability, E-expense, R-revenue, F-fund balance (equity)



	Acct 000
	
	A code used to summarize activity at the sub-summary level (third digit of the account code).  Examples: 501xx - Tuition, 502xx - University Fees, 711xx - Office Supplies, 712xx - Computer Supplies, and 713xx - Animal Care Supplies.



	Acct 00
	
	A code used to summarize activity at the summary level (second digit of the account code).  Examples: 50xxx - Tuition & Fees, 51xxx - Grants, Contracts, Contrib., 71xxx - Supplies, and 72xxx - Services.



	Fund
	
	A code used to identify an accounting entity established for the purpose of carrying on specific activities or attaining certain objectives in accordance with special regulations, restrictions, or limitations.  Funds might include General Fund, Expendable Restricted Fund, or Designated Fund.  Examples: 10-current fund general, 20-current fund restricted, 30-endowment, 40-loan, and 50-plant.



	Subclass
	
	A code and its description used to group related functions directed toward the accomplishment of a set of identifiable objectives, such as recording student tuition for a semester, recording employee regular pay, or tracking project costs.  Examples: 12001 spring 2001, MIGA MIGA Symposium, and PE20 regular.



	BUSINESS NAME
	OUTPUT SRCE
	DEFINITION

	DeptID
	RX-cost center

ALL Other
	The four-digit home department code associated with the RX cost center (RX cost center also equal to Project ID)

A code and its description that defines academic departments, research units, or administrative offices that have programmatic, operational, fiscal and/or budgetary responsibility for specific sets of activities.   Examples: GX2100000 undergraduate admissions office, ES3000013 The Edmund L. Jones Mem, and PR7775673 Village C Renovation.



	Project
	RX
	Used to track RX cost centers in the PeopleSoft Grants Management module.

	Program
	
	A code used to group transactions related to a specific program.  Not yet in use.



	Jrnl Srce
	
	A code and its description used in a journal transaction to indicate the department or feeder system from which the journal originated.  Examples: GAO general accounting on-line, SAM SIS-student account manual trnx, APY accounts payable system, and HRS payroll system feed. 

	Jrnl Ref No
	
	A code and its description used in a journal transaction to indicate the type of entry recorded.  The journal reference code is used in combination with a journal source code.  Examples: WT wire transfer, AC accrual, AL allocation, and NG other journal vouchers.

	Srce Grp
	
	A code used to link similar journal sources or types even though the journal source and ref codes may differ.  Example: 0101 links Genesys payroll journals together whether daily, bi-weekly, or monthly.  0103 links SIS journals together.

	Posted Dt
	
	The date on which the related journal ID was posted in the general ledger system.

	Entered By
	
	An ID to identify the individual responsible for submitting the journal transaction.   The ID is often the GU netid.



	Jrnl ID
	
	A number assigned to transaction rows in a journal entry to identify the entry for reporting purposes.  The journal ID may consist of letters and/or numbers.  The combination of Journal ID and Journal Date makes a journal entry unique.  Examples: 0000012012, HRS0028096, APY0025075, and DECDEPREXP. 

	Jrnl Date
	
	A date assigned to a journal entry to indicate the fiscal accounting period and date to which the entry will be posted.  The journal date is not necessarily the date the journal was entered in the GL system.  Examples: 2/1/01, 2/2/01, 2/28/01, 3/10/01, and 3/31/01.

	Line No
	
	A number assigned to a transaction record in a given journal.  A single journal usually includes multiple transaction lines.  The sum of the monetary amounts for the journal lines in one journal totals zero (debits = credits).  Examples:  1, 2, 3, 4, 5, and 6.

	Reference  
	
	A number or short description that references a journal transaction to a source document, to a person, or other relationship.  Examples: Inv9835-reference a source document, 221345678 - reference an individual, and 02/01/2001-reference a date.



	Description
	
	A brief statement that describes the journal transaction.  Examples: Long Distance Phone Charge 3/15/01, Postage 2/12/01, and FEDEX04320010 2/28/01.



	Bud Amt Typ
	
	A code added to a transaction line to indicate when a transaction is pre-encumbrance or encumbrance.  The end user may sort based on this field to exclude encumbrances (open commitments) if desired from totals.  Examples: blank – journal is an ‘actuals’ transaction, EN – line is an encumbrance transaction, PR – line is a pre-encumbrance transaction.



	Amount
	
	The monetary amount in a journal line transaction.  A positive amount identifies a debit transaction and a negative amount identifies a credit transaction.



	Offset Cost-Ctr
	
	In a journal transaction line, offset cost center is the cost center used in the corresponding debit or credit side of the entry.  Examples:  GX2210000, GY0504000, and GD4305210.



	Offset Fund
	
	In a journal transaction line, offset fund is the fund code used in the corresponding debit or credit side of the entry.  Examples: 10, 20, 30, and 50.

	BUSINESS NAME
	OUTPUT

SRCE
	DEFINITION

	Offset Acct
	
	In a journal transaction line, offset acct is the account code used in the corresponding debit or credit side of the entry.  Examples: 01102, 72990, and 02109.

	PO ID
	APY
	A number assigned to a document issued by a buyer to a seller that details the terms of the sale under which the buyer will purchase the seller's goods.  Examples: 0000012530, WI00044210, and BL00963452.



	OPRID Mod
	APY
	The PS client ID of the operator responsible for the last change on the Purchase Order (PO).



	OPRID 
	APY
	The PS client ID of the operator responsible for entering the AP voucher.



	Vendor ID
	APY
	A number assigned to identify information records for a business or independent contractor from whom the University intends to purchase goods or services.  Used in the accounts payable system to select the appropriate vendor as the payee on check requests.  Examples: 0000000222 - VWR Scientific, 0000001039 - Avery Publishing Group, and 0000042071 - Clark Construction Group.



	Vendor
	APY
	The name or title of a business or independent contractor from which the University intends to purchase goods or services.  For AP vendors, the name is equal to the first 30 characters in Vendor Name 1.   Examples: 0000000222 - VWR Scientific, 0000001039 - Avery Publishing Group, and 0000042071 - Clark Construction Group.

	AP Group 
	APY
	A number used to relate vouchers together for the purpose of controlling voucher input into the payables system.  Generally used for assigning vouchers to data entry personnel and for reviewing input.  AP voucher physical documents may be stored in the department by the group ID.  Examples: 009998, 009999, 010000, and 010001.

	Invoice ID
	APY

XFR
	A number assigned by a vendor to identify and track a bill that is sent to the University to request payment for goods or services received from the vendor.  In the accounts payable system the invoice number is used to track payments made to a vendor, check for duplicate payments,  and is printed on the check advice so that the vendor may accurately apply the payment against the receivables in the vendor's system.  Examples: 12311, 00040455, USGX-0234018, and CT 9835.

For journals with a source code of XFR this field is used to track the cost transfer transaction ID.



	Invoice Dt
	APY

XFR
	The date on which an invoice was issued by a vendor to request payment from the University for goods or services purchased.  In the accounts payable system, the invoice date along with the payment terms determine the date on which an AP check should be issued for the invoice.  Examples: 2001- 03- 01, 2001- 03 - 15, and 2001- 04- 08.

For journals with a source code of XFR this field is used to track the original transaction date.

	Check No
	APY
	A number assigned to a check issued by the University's accounts payable system for payment to a vendor for goods or services received.  Examples: 000001, 000002, 001423, and 001424.

	Req ID
	APY
	A number assigned to a document submitted by a dept. to the purchasing office to request the purchase of goods or services.  Examples: 0000012530, R000012322, and R000024012.

	Voucher ID
	APY
	A number that uniquely identifies a request for payment entered in the accounts payable system for a purchase order invoice or a regular expense voucher.  Examples:  00001235, 00023801, TR004235, and E34102736.

	SSN
	HRS

PYO
	A number used to represent an employee in the HR/Payroll system.  Examples: 999- 90- 7890, and 111- 11- 2340.

	Home Dept
	HRS

PYO
	A code and its description to identify the dept. responsible for salary administration for an employee.  Examples: 2200 college - office of the dean, 2300 graduate school of business - office of the dean, 2400 school of foreign service - office of the dean, 7289 safety office, 7310 mailing services department.



	Job Cde
	HRS

PYO
	A code and its description used to classify an employee by his or her role or position and to group employees with similar functions into a job category.  Examples: 9507 Associate Director, 2204 Database Administrator, 9570 Adjunct Professor, and 4370 X-Ray technologist I.



	Pay Pd End Dt
	HRS

PYO

XFR
	A date indicating the last day in a payroll bi-weekly or monthly pay period.  Examples: 2001- 02- 13, 2001- 02- 27, and 2001- 02- 28.

For cost transfer II journals this field is used to track the service date.



	BUSINESS NAME
	OUTPUT

SRCE
	DEFINITION

	Paid Hrs
	HRS

PYO
	A number to indicate the total hours paid to an employee in the corresponding payroll journal.  Examples: 40.00, 56.50, 80.00, and 100.00.



	YTD Pay
	HRS

PYO
	Year-To-Date Pay – the amount of salary an employee has received from the beginning of the calendar year through the current date.

	JV Type
	HRS

PYO
	A code used with payroll journals.

	Salary Pct
	HRS

PYO
	The percentage of total current pay that is being charged on this transaction line.  Some employees work effort is split between projects or departments therefore the amount of pay is charged to multiple cost centers.  The dollar amount on the particular line is reflected as a percent of the employee’s total current pay in this field.  Examples: 25%, 30%, 50%, and 100%.



	Pin Code
	HRS

PYO
	A number assigned to a job in Human Resources for tracking and processing.



	Subcode
	SIS

AUR
	A code from the student information system (SIS) used to indicate the type of transaction and applicable accounting entry required.  Not yet available in the download.

A code from the GAMBIT development system called tender type that designates the form of the gift received.  Examples: c-cash, ck-check, gik-gift in kind, and lc-lockbox cash.

	Coll Grp
	SIS

HRS

PYO
	A code used with SIS interface journal transactions to group receivables.  Values include: C-contracts, 1-balance < $300, 2-bad debts, 3-payment plan, 9-loan money, and blank-student account.  Not yet available in the download.

A code used with Genesys payroll journals to indicate the HR employment category for the employee referenced in the transaction.  Values include: A – academic, L – special per diem/temp pool, R – regular staff, S – student, T – term, U – 1199 union, V – allied union.



	Sponsor
	RX-ADV
	A code and its description used to indicate the sponsor of the grant or contract.  Examples: SPN0671 – National Cancer Institute, SPN0676 – National Center for Research Resourc, SPN0701 – National Institute on Drug Abuse.

	Sponsor Type
	RX-ADV
	A code and its description used to indicate the type of sponsor.  Examples: FED – Federal Sponsor, NFP – Not for Profit Organization, OGOV – Other Government, and PROF – For Profit Organization.

	Sponsor Level
	RX-ADV
	A code and its description used to indicate a sponsors level.  Examples: ACAD – Academy, ASSO – Association, MD – State of Maryland, PHAR – Pharmaceutical, and SOC – Society.

	Award ID
	RX-ADV
	A code and its description used to establish and identify grant and contract awards.  An award may include multiple projects (RXs).  Examples: AWD2240608 – individual award project and PP2210083 – program project with multiple RX centers.

	Instid
	RX-ADV
	A code used to identify the GU pre-award office responsible for administration of a grant or contract.  Examples: OSP – Main Campus Office of Sponsored Programs and RTDS – Med Center Research & Technology Development Services.

	Purpose
	RX-ADV
	A code and its description used to indicate the grant or contract’s purpose.  Examples: 10 – research, 11 – clinical trials, A10 – environmental health traineeship grt, AMAT – matching grants, CPTA – physician training award, and FED-O – other federal.

	Purpose Type
	RX-ADV
	A code and its description used to group purposes into broader categories.  Examples: 10 – research, 11 – clinical trials, 21 – graduate training, 30 – service, 40 – demonstration, and 50 – other sponsored activity.

	Begin Dt
	RX-ADV
	A date that indicates the first day of the grant or contract award period.

	End Dt
	RX-ADV
	A date that indicates the last day of the grant or contract award period.

	Prj/Grt Stat
	RX-ADV
	A code and its description used to indicate the status of RX cost center activities.  Examples: A - approved, C – completed, I – in progress, and P – proposed.

	Cash Flow
	RX-ADV
	A code and its description used to indicate the method of payment of the sponsor of the grant or contract.   Examples: 1 – letter of credit, 2 – clinical trials, 3 – deferred payment, 4 – automatic payment, and 5 – billed.

	PI Name
	RX-ADV
	The name of the principal investigator who will oversee the research activities of the grant or contract.

	SAO Person
	RX-ADV
	The name of the individual in the Sponsored Accounting Office responsible for accounting updates on the grant or contract.

	Pre Award Person
	RX-ADV
	The name of the individual in the pre-award office responsible for updates to the grant or contract award.

	DFAS#
	RX-ADV
	Departmental Federal Assistance Financing System (DFAFS).  A number used by HHS to identify awards by grant award number.

	Ref Awd Nbr
	RX-ADV
	The award number assigned by the sponsoring agency.


BUSINESS USES

A few possible uses for downloaded journal transactions include:

1. Reconciliation of transactions to receipts, such as procard charges 

2. Review of activity in specific revenue or expense account areas

3. Review activity by subclass code

4. RX specific requests such as activity for Federal grants (sponsor type FED)

5. Two-year comparison of activity  

(Note: you may download multiple years in one request- no limit other than time & Excel row limit)

INITIATING A DOWNLOAD REQUEST

Navigate within People Tools to the appropriate report.  Go > Process Financial Information > Review Financial Information > Report > Download JV Data > Update/Display (First time select ‘Add’ and create a run control such as JVDATA.  Each time after select Update/Display) > OK > Select JVDATA run control from the list > OK.  

The first panel is the general Download JV Data and the second panel is the Download JV Advance Options (for RX specific requests).
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1. Selection criteria – enter criteria to limit the output data as desired.  The default is to pull revenue, expense, and transfer account code journals but this may be changed to asset and liability journals.  Inserting values in the cost center, program, fund, jrnl source, grouping, subclass, or jrnl ref fields will limit the output data to transactions that include those specific values.  The output may also be selected based on a particular journal ID, journal date, posted date, etc.  Note that the output will include journal lines for authorized cost centers only.

2. Output options – the default is to select actual activity but commitments (open encumbrances) may be included or downloaded separately if desired.  If commitments are downloaded with actuals use the field called ‘Bud Amt Typ’ to distinguish commitments versus actuals.  Values of EN or PR in this field indicate the row of data is a commitment.
3. Output format – the output data may be formatted in one of two ways.  The default format is Excel, however, the number of rows returned in the output is limited to the 65,533-row limit in the current version of Excel.  The second format is Fixed Column.  This format will enable a user to extract an unlimited amount of data and load the data to an external database such as Microsoft Access or FileMaker.  After selecting the output format enter a file name without the .xls or .csv extension (filename example:  FY2002_JVS).  The program will format and add the extension .CSV to the file (output file = FY2002_JVS.CSV).

Go to the second to set advanced options for RX specific requests.
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4. Check the Additional RX Information box to receive RX-ADV columns in the output.

5. Check the relevant boxes for including open and/or closed projects in the output.

6. Use the field filters to limit the output if desired.  For example, entering FED in the sponsor type field will limit the output to RX centers where the sponsor type is equal to Federal.

7. After setting all criteria begin the extract process by selecting the ‘Run’ button (stoplight).  Run the report on the ‘client’, send the output to ‘file’, and enter C:\temp\ in the field below.  Select the ‘Ok’ button.
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8. An SQR bar will appear at the bottom of your monitor; this means the process is running.  When the bar disappears the process should be complete (the process monitor panel may be opened as well to confirm that the job finishes successfully).

9. If the Excel format was selected, open Excel and select file open, all file types.  Within the C:\temp\ folder locate the file by the name you assigned on the request panel.  Note the file extension will be .CSV.  
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2| 2004 1 1EE EE230000 UMAB010{UMO0DD00 UMAQOODC UMABD0( UMABODD( UMABD10( UMABD10{UMABO10(EX Costs |
2| 2004 1 1EE EE230000 UMAB010{UMO0DD00 UMAQOODC UMABD0( UMABODD( UMABD10( UMABD10{UMABO10(EX Costs |
24| 2004 1 1EE EE230000 UMAB010{UMO0DD00 UMAQOODC UMABD0( UMABODD( UMABD10( UMABD10{UMABO10(EX Costs |
25| 2004 1 1EE EE230000 UMAB010{UMO0DD00 UMAQOODC UMABD0( UMABODD( UMABD10( UMABD10{UMABO10(EX Costs |
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26| 2004 1 1EE EE230000 UMAB010{UMO0DD00 UMAQOODC UMABD0( UMABODD( UMABD10( UMABD10{UMABO10(EX Costs |
25| 2004 1 1EE EE230000 UMAB010{UMO0DD00 UMAQOODC UMABD0( UMABODD( UMABD10( UMABD10{UMABO10(EX Costs |
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52| 2004 1 1EE EE230000 UMAB010{UMA00D00 UMAQO00C UMABD0! UMABODD{ UMABD 10 UMABD10{ UMABD1OCEX Costs 51
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10. Once the file is open in Excel, highlight the file by selecting the top left corner cell and then go to format / column / auto fit selection.  This will resize the columns to automatically fit the data.
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11. The data may be analyzed at this point using Excel features such as sort, subtotal, and filter, or a pivot table may be constructed to summarize the data into further views.  Be sure to save the file as an Excel Workbook (.xls) to use and save the Excel features such as the creation of a pivot table.
Business Use Examples
1. Reconciliation of Procard receipts to transactions

The JV download was run for FY2003 for periods 1-6 for the area.  A pivot table was constructed to show activity for journal source ‘PRC – procurement card’ by accounting period by description.  This activity can be reconciled to the procurement statement received by the department to verify charges were appropriately recorded in the CSR.
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2. Review activity by subclass code

In this example a pivot table was constructed to show Genesys payroll activity, source HRS, by subclass code.  This summarizes the activity by the type of pay.
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3. Review RX specific activity

In this example the data was summarized for RX centers by sponsor type and sponsor level.
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An Excel pivot table is an efficient way to summarize data within an Excel worksheet.  The data view may easily be changed by using a different column of data as the key for summarizing the data.  The basic steps for creating a pivot table are provided below.
EXCEL PIVOT TABLE

Creating an Excel pivot table within the Excel data file enabled the development of the views shown above.

A PivotTable report is an interactive table that you can use to quickly summarize large amounts of data. You can rotate its rows and columns to see different summaries of the source data, filter the data by displaying different pages, or display the details for areas of interest.

Use a PivotTable report when you want to compare related totals, especially when you have a long list of figures to summarize and you want to compare several facts about each figure.  Use PivotTable reports when you want Microsoft Excel to do the sorting, subtotaling, and totaling for you.  Because a PivotTable report is interactive, you or other users can change the view of the data to see more details or calculate different summaries.

The Microsoft Excel Help function offers instructions for how to create and arrange pivot table data, format the table, and even chart the results.  The basic steps for creating a pivot table are provided below.  Refer to the Microsoft Help functions for additional information.

How to Create a Pivot Table 

1. Open the workbook where you want to create the PivotTable report.  Click on the top left corner cell (between row 1 and column A) to select the entire worksheet.  

2. On the Data menu, click PivotTable and PivotChart Report.

3. In step 1 of the PivotTable and PivotChart Wizard, follow the instructions, and click Microsoft Excel list or database under Where is the data you want to analyze? and click PivotTable under What kind of report do you want to create?

4. In step 2 of the wizard the entire worksheet should default as the range of data to use.  Continue to the next step.

5. In step 3 of the wizard select New worksheet under Where do you want to put the pivot table?  To arrange the pivot table layout immediately select the Layout button.  Otherwise continue.

If you clicked Layout in step 3 lay out the pivot table by dragging and dropping fields into the rows, columns, page, and data sections.  After you lay out the PivotTable and PivotChart Wizard – Layout dialog box, and then click Finish to create the report. 

If you did not click Layout in step 3, click Finish, and then lay out the report on the worksheet using the pivot table toolbar to drag and drop the fields as rows, columns, data, or page fields.

Microsoft Pivot Table Tips:

· Drag multiple measures from the Data section to Columns to get them to appear on the same row.

· Left click at left side of the pivot table subtotals.  This selects all peer subtotals and allows formatting using the format toolbar options (bold, shading, etc.)

· Pivot table toolbar provides alternate pivot chart formats and graphing options.




Output format





Output options





Selection criteria








K:\GL & Budgets\Functional Documentation\Procedures\Download JV Data 063004.doc
Page 1 of 12

