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General Information

The OPEN SYSTEMS Accounting Software (OSA$product line consists of
several accounting applications. Each application addresses a different phase of
your financial operations; together, they form a powerful accounting solution to
your daily and periodic accounting needs.

The ODBC Kit

The OSAS ODBC Kit provides users with a way to access their OSAS data through
any ODBC-compliant productivity package. The ODBC Kit includes an ODBC
driver for Windows, the data dictionaries for the OSAS data files, utilities for
maintaining the data dictionaries and some sample reports in Microgoftel,
Microsoft Acces® and Crystal Report¥ for Windows.

The Report Applets

Since the release of the ODBC Kit, OSAS users have been discovering the power
of these popular productivity packages to analyze their accounting data. The
Report Applets provide a series of pre-built Microsoft Excel PivotTéEDtesheIp

you get the most from your accounting data.

These tables are provided for each of the major data files in each application. This
manual includes instructions for loading and using these spreadsheets to sort and
analyze your data. With a little practice, you can easily create similar PivotTables
or modify the ones provided to customize them to your exact needs.
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Direct Deposit Data Files

You use the Direct Deposit (DD) system to as an add-on to the Payroll application.
With Direct Deposit, you can calculate automatic deposits to employee accounts,

create the necessary magnetic media, print vouchers for the employee and track the
amounts deposited.

DD Data Files

The Direct Deposit Report Applet contains several spreadsheets that report
information from the OSAS Direct Deposit data files. The PivotTables in the DD
Report Applet are based on these data files:

DDDIxxx

The Direct Deposit Deduction Information file stores information about each
employee’s bank accounts and the amount of the employee’s pay to be deposited in
each account. Data from this file is used in the DD Master List

(DDMASTER.XLS) PivotTable.

DDVKxxx

The Direct Deposit Vouchers file stores information about the direct deposits to be
made during the current payroll check cycle. The information stored in this file is
displayed on the DD Current Vouchers (DDCURVOU.XLS) PivotTable.

DDVHxxx

The Direct Deposit Voucher History file stores historical information about each
direct deposit transaction from past payroll check cycles. The data stored in the

DDVHxxx file is the basis of the DD Voucher History (DDVOUHST.XLS)
PivotTable.
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Introduction to PivotTables

A Microsoft Excel PivotTable is an interactive table that quickly summarizes, or
cross-tabulates, 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.

A PivotTable contains fields, each of which summarizes multiple rows of
information from the source data. By dragging a field button to another part of the
PivotTable, you can view your data in different ways. For example, you can view
any field either down the rows or across the columns.

The PivotTable summarizes data by using a summary function, such as Sum,
Count, or Average. You can include subtotals and grand totals automatically, or use
your own formulas by adding calculated fields and items.

In the Direct Deposit Report Applet, several PivotTables are provided based on the
data in the OSAS data files. The PivotTable is updated through the ODBC driver.

The next section includes a tutorial for setting up and modifying PivotTables in
Excel.
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Creating Microsoft Excel PivotTables

Read this section for an exercise in creating a PivotTable using the ODBC Kit and
Microsoft Excel 97. If you require more information about Microsoft Excel,

consult the Microsoft Excel User’s Guide or Online Help.

Before you can create this report, complete these tasks:

* Install and set up the ODBC Kit.

* Install and set up the BASIS ODBC drivers.

» Install Microsoft Excel 97 and Microsoft Query 97.

Note I

This section includes instructions for using Microsoft Query with Microsoft
Excel. If necessary, you can install Microsoft Query from the Microsoft Office 97
media. You may also need to create a shortcut to Query manually.
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Creating Microsoft Excel PivotTables Introduction

Building a Query For a PivotTable

1. Start Microsoft Query.

3';. Microsoft Query [_ (o] x]
File Help

Fieady T RoM

2. Under theFile menu, seledew

The Choose Data Source screen appears.

Choose Data Source EHE
[atabases | Queriesl 0k
<Mew Data Sources
dBASE Files [nat sharable] Fancel
Eucel Files [not sharable]

FoxPra Files [nat sharable) Browse...
M5 Access 97 Database [not sharable)
0545 DOptions...
Test Files [not sharable]

U

@l V' Use the Query Wizard to create/edit queries
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Introduction Creating Microsoft Excel PivotTables

3. SeleckNew Data Sourcez>and clickOK.

The Create New Data Source screen appears.

Create Hew Data Source HE

‘what name do you want to give pour data source?
1. [0545 Data

Select a driver for the type of databaze you want to access:
2 [BASIS ODBC Driver Z2EIT R

Click Connect and enter any information requested by the driver:

3. Connect.. |

Select & default table o peun data source [aptonal];

4 | i
I | Save iy usen B and password it the deta source definition
@l ] I Cancel |

4. Enter a name you want to give the data source in field 1. You can use the same
source again.

5. Select th&8ASIS ODBC Driver in field 2.
6. Click Connect

The BASIS ODBC Driver Data Source Setup box appears.

BASIS ODBC Driver Data Source Setup [ %]

Enter Data Source Specification:
Ok

[rata Source Mame: I

Description: I Cancel

i

IE:\DSAS\progDD\config.tpm

[ratabasze Configuration Help
’7 Advanced > |

7. Enter the file path and name of the CONFIG.TPM file you set up from within
the OSAS ODBC software in the Databassfijuration field, or select
Browse and locate the file.
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Creating Microsoft Excel PivotTables Introduction

If you have already built the shadow dictionary, click onAldeanced

button, and check the options for No Shadow Dictionary Consistency Check
and Fast Connect to improve performance. See online help for additional
information about the options that come with Awvancedbutton.

8. Click OK to connect to the data source.
You are returned to the Create New Data Source screen.

9. Select a table in field 4 if you want to select a default table source; otherwise,
leave field 4 blank and select any table when you develop the query. (If you
select a table, the list of tables always starts at that table; otherwise the list of

tables starts at the beginning of the list.)

The Choose Data Source box appears.

Choose Data Source EHE
Dasbses | |
<MNew Data Source> —I
dBASE Files [nat sharable] Fancel
Eucel Files [not sharable]

FoxPra Files [nat sharable) Browse... |
M5 Access 97 Database [not sharable)
0545 DOptions... |
Test Files [not sharable]

@l V' Use the Query Wizard to create/edit queries

10. Select the data source you set up in the previous steps.
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Introduction Creating Microsoft Excel PivotTables

The Choose Columns screen appears.

Query Wizard - Choosze Columns EHE
‘what columns of data do pou want to include in your query?
Available tables and columns: LColumnz in your guery:
SORH =] > | [eaTCHD f’ 2]
SORL ORDER_MUMEER j
SOsL < | TRANSACTION_TYFE
LI TERMS_CODE
s0TB T&x4BLE_GROUP
507D RESERVED_OSD1
PICK_SLIP_MUMBER
= INVEICE_NUMEER =l
Preview of data in selected column:
@I Ereviewav | < Back I Mext » I Cancel |

11. Select a table you want to use in your Excel spreadsheet. For this example,
start with one table and add a second table later. Select the SOTH table, select
the columns for the spreadsheet, and dlelkt >.

The Filter Data box appears.

Query Wizard - Filter Data HE

Filter the data to specify which rows to include in your guery.
If you don't want to filker the data, click Mext.

LColumn ta filker: Only include rows where:

ATCH 1D HES

?EB&?KEHE&E?YPE I - [
TERMS_CODE 1l E 0T

RESERVED 0301 | = 5
o e T D

menel (i E] &
TaX ADLCLASS ¢ Ciond €0

@I < Back IWI Cancel |

Use the Filter Data dialog box to select specific records from the table. In
most cases, you do not need to choose anything in the Filter Data dialog box.
For example, to filter out credit memos, select the field named
TRANSACTION_TYPE, seleafoes not equaland then entet for a value.
(TRANSACTION_TYPE 4 is a credit memo.)
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Creating Microsoft Excel PivotTables Introduction

12. ClickNext >.

The Sort Order box appears.

Query Wizard - Sort Order EHE

Specify how you want your data sorted.
If you don't want to sort the data, click Mext.

Sort by ﬂ

B T ] fsoending
|s ] 'I .
1 Descerding

ke by

I j ) Essending
) Dessending

Tifier by

I j = sending

) Dessending

-|
@I < Back I Finizh I Cancel |

Use the Sort Order dialog box to select how the data is sorted. For example,
select a field in Sort by and check Ascending or Descending. Select more
fields and orders for hierarchical sorts. For now, don’t enter any sort fields.

13. ClickFinish. You are returned to the Microsoft Query screen.

5+ Micrasoft Query _lelx
Fle Edi Yiew Fomat Table Citeia Hecords Window Help

"y Query 1 from 05AS Data L

SOTH
TERMS_CODE~
TERMS_DaAYS
TERMS_DUE
TERMS_PERC

TOTAL_COST
TRANSACTIONT

__[BATCH_I]ORDER_NUM]| TRANSACTION_T[INVOICE_NUME|INVOICE_DAT CUSTOMER_ID| SUBTOTAL | SALES_TAX | TOTAL COST |
[P {00000 | 0ODODOOZ 3 24889101 19951221 GREQOT E750.67 0 EEEERE]
[__|oooooz | 0oponoos 3 24889102 19951221 LOSOOT 7272.27 0 366469
__|oooooz | 0ononoos 3 24289103 19951221 SUNOOT 4318.74 0 2793.29
{00000z | 00Do0o0g 3 24289104 19951221 CASHCA 249547 1497.28 13765.74
__|oooooz | 0oponoo? 3 24289105 19951221 CASHMM 4692.92 0 220605
__|oooooz | 0ononooe 3 24289106 19951221 CASHPS 1710.72 0 7299
__|oooooz | 0o0onoog 4 24889107 19951221 ACEODT 97398 0 102065

000002 00000010 4 24889108 19951221 LOSOOT 4621465 0 2790

W[4 Fecord[1 Q|

Select View Ciiteria to show/edit criteria limiting records shown
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Introduction Creating Microsoft Excel PivotTables

The data in your query is displayed. You can delete columns by selecting a
column and pressing thgeletekey. You can also add a column by double-
clicking on the field name (in the SOTH file).

Note I

NOTE: You can also select which fields you want in your query in step 6 above.
Instead of selecting the entire table, you can click the + box next to the table you
want and select the given fields from the list.

14. Select the following fields:

« BATCH_ID

« ORDER_NUMBER

«  TRANSACTION_TYPE
«  INVOICE_NUMBER

«  INVOICE_DATE

« CUSTOMER_ID

« SUBTOTAL

« SALES_TAX

«  TOTAL_COST

15. SelecfTable from the main menu, and chookdd tables.

The Add Table dialog box appears.

Add Tables EHE
Table: Add
50LS a] —

SOPL Close |
SORD

SORH
SORL
SOSL
SOTR
S0TD

EIL j Options... |
[Himen I j
=l

Witiaman: I
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Creating Microsoft Excel PivotTables Introduction

16.

A list of all the tables is displayed. Select #@TD table, and cliciClose

Joining Tables

17.

18.

19.

20.

21.

1-16

Locate BATCH_ID in the SOTD and SOTH tables; then click and hold the
left mouse button down on BATCH_ID in the SOTH table

Drag the field over to the BATCH_ID field in the SOTD table and release the
mouse button.

A line appears between the two BATCH_ID fields, joining the two fields.
Follow steps 17 through 18 with the ORDER_NUMBER field.

NOTE: You may get the following message. For now, clelsto ignore the
message and join the fields together.

Microsoft Query \ ]
Columns ORDER_NUMBER and ORDER_MNUMBER that you are about to join are of
different types. Create the join anyway?

Yes | Help |

Select the following fields from the SOTD table:

« ENTRY_NUMBER
«  UNIT_COST_COMPNT
« UNIT_PRICE

- ORDERED_QTY

« SHIPPED_QTY_SELL
« BACKORDERED_QTY.

SelectSave from theFile menu to save the query.
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Introduction Creating Microsoft Excel PivotTables

Using the Query in Microsoft Excel

1. Start Excel and open a new worksheet.

Eﬁle Edit Wiew Insert Format Tools Data Window Help ;Iilil‘
DEHeRY tbwedo o a®(zs8lzlas s -0

Arial <o - B 7| B &%, @dEE -2-A-
PR
AIIE'IC\ N N T I I

4

m

‘m|m u‘m|m|xs‘u|m =

(=]

(]

w

=

m

m

=

‘ o

| =
(=117

[l
[Ny

IZI 4[»[pilsSheet1 { Sheetz £ sheets /. Il | ﬂjﬂ
Ready 1 I 0 ]

2. Select théata menu; then sele@ivotTable Report.
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Creating Microsoft Excel PivotTables Introduction

The PivotTable Wizard appears.
[ 7] %]

PivolT able Wizard - Step 1 of 4

‘Where is the data that you want to analyze?
% {ficrosoft Excel list o database |
" External data source
" Multiple consolidation ranges
" Another FivotTable

Cancel | < Back | Mext = I Einish |

3. In step 1 of the Wizard, a list of options is displayed where you can choose
your data source to be used in your PivotTable. SEbdetrnal Data Source

and clickNext >.

The PivotTable Wizard Step 2 dialog box appears.
(2] ]

PivolT able Wizard - Step 2 of 4
‘Where is your external data stored?

Mo data fields have been retrieved,

Cancel | < Back | Mext = | Finish |

4. In step 2 of the Wizard, cligdket Data
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Introduction Creating Microsoft Excel PivotTables

The Choose Data Source box from Microsoft Query appears.

Choose Data Source EHE
[atabases | Queriesl
<Mew Data Sources
dBASE Files [nat sharable] _lcance'
Eucel Files [not sharable]

FoxPra Files [nat sharable) Browse... |
M5 Access 97 Databaze [not sharable] |

0545 Data DOptions...
Test Files [not sharable]

@l V' Use the Query Wizard to create/edit queries

5. Click theQueriestab, and select the query you saved under Microsoft Query.

Choose Data Source EHE
Databases Hueries |
durring Cancel |
pivat

Browse. ..

Optiong...

I

@l V' Use the Query Wizard to create/edit queries

The Choose Columns box under Query appears.

Query Wizard - Choose Columns EHE

‘what columns of data do you want to include in pour queny?

Available tables and columns: LColumnz in your guery:
ECUR_ENTRY" ﬁl > | BATCH_ID - d
AR_TRANSACTIONS URDER_NUMEER =
ARET _<| TRAMNSACTION_TYPE J
Y INVOICE_MUMEER
ARCC _I INVOICE_DATE
ARCD_1 CUSTOMER_ID
ARCD_2 SUBTOTAL
FARCD 3 =l SALES Tax =l

Preview of data in selected columr:

@I EreviewNowl < Back I Mext » I Cancel
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Creating Microsoft Excel PivotTables Introduction

6. Click Next >. The query columns are displayed.
7. Click Next > to pass byilter Data andSort Order options.

The Query Wizard - Finish dialog box appears.

Query Wizard - Finish EHE
—what would pou like to do next?
Save Query... |
 Wiew data or edit query in Microsoft Query
@l < Back I Finizh I Cancel |

8. SelectReturn Data to Microsoft Excel,and clickFinish.
You are returned to the PivotTable Wizard Step 2 dialog box.

PivotT able Wizard - Step 2 of 4 HE

‘Where is your external data stored?

Get Data... | Data fields have been retrieved.
Cancel | < Back

Einish

9. Click Next >.
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Introduction Creating Microsoft Excel PivotTables

The PivotTable Wizard Step 3 dialog box appears.

PivotT able Wizard - Step 3 of 4 HE
[ T 17 L

Construct your PivotTable by dragging
the Field buttons on the right to the
diagram on the left,

BATCH I SUBTOTAI |ORDEREEI
PAGE COLUMN

Le | = ORDER_! SALES_Ti |SHIPPEDJ

TRANSAd TOTAL_CI |BACKORI:I

RO DATA IMYOTCE. I ENTR\"_NI
INYOICE | (UMIT_COx

Cancel | < Back |

Einish |

The selected fields and four areaBage Row, Column, andData—to put

fields are displayed. Drag and drop the fields to use in this report into the
respective areas. (To display the full field name, hold the cursor on the button,
and a tool tip displays the full field name.)

10. Drag and drop the following fields:

TRANSACTION_TYPE intoPage
 INVOICE_NUMBER, INVOICE_DATE, and ENTRY_NUM int&ow
e BATCH_ID into Column

« ORDERED_QTY, SHIPPED_QTY_SELL, UNIT_COST_COMPNT
and UNIT_PRICE intdata.
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Creating Microsoft Excel PivotTables Introduction

The fields are displayed on the screen. Numeric fields dropped into the Data
section become summary fields.

PivotT able Wizard - Step 3 of 4 HE
e e e [

Construct your PivotTable by dragging
the Field buttons on the right to the
diagram on the left,

EATCH_IE SUBTOTAI |ORDEREEI
TRANS A BaTcH_io] coLumn
el g ORDER_! SALES_Ti |SHIPPEDJ
[rvoIcE | -
worce| o ORDERED.G TRANSAd TOTAL_CI BACKORE
5um of SHIPPED_QT

EMTRY M
T Surm of UMIT_COST | INONEE ity Y
=5um of UNIT_PRICE IMYOICE [} {UMIT _COx

USTOME[ [UMIT_PRI

Cancel | < Back

Einish |

11. ClickNext >.

The PivotTable Wizard Step 4 dialog box appears.
PivotT able Wizard - Step 4 of 4 HE

‘Where do ywou want o put the PivotTable?
' New workshest
& Existing worksheet

ST

Click Finish to create your PivotTable,

Cancel | Options. .. | < Back | Mext = | Einish I

12. The last step lets you create the PivotTable either in the existing worksheet or
in a different worksheet. Accept the given options and dicish.
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Introduction Creating Microsoft Excel PivotTables

The PivotTable is displayed.

X Microsoft Excel - Book1 M= 3
ﬁ File Edit View Insert Format Tools Data ‘Window Help _|ﬁ||1||
DEEHERY (iR o-- @ =482 098 100
il ~w - BIUSE=E S %, @8 DA

ASA I jB | = |C | = | = | 5 FivotT able —
1 [TRANSACAN = PivotTable + £ <]
2 M b IR
3 /N N N =T CH 1D s
4 |INVOICE |INVOICE |ENTREY N|Data 0ooooz Grand Tatal

| & (24883101 | 12/21/95|001 Surn of ORDERED_QTY 4 4

| 6 | Surn of SHIPPED_QTY_SELL 4 4

| 7 Surn of UNIT_COST_COMPNT 34355 34355

| 8 | Surn of UNIT_PRICE 475,686 475,686

EN ooz Surn of ORDERED_QTY 1 1

| 10| Surn of SHIPPED_QTY_SELL 1 1

111 | Surn of UNIT_COST_COMPNT 907 .53 907 .53

| 12 | Surn of UNIT_PRICE 1317.384]  1317.384

| 13 | oo3 Surn of ORDERED_QTY 7 7

| 14 | Surn of SHIPPED_QTY_SELL 7 7

| 15| Surn of UNIT_COST_COMPNT 2m 2m

| 16 | Surn of UNIT_PRICE 20,7995 20,7995

| 17 | 004 Surn of ORDERED_QTY 5 5

| 18 | Surn of SHIPPED_QTY_SELL 5 5

| 15| Surn of UNIT_COST_COMPNT 226.99 226.99

| 20 | Surn of UNIT_PRICE 52613 52613

| 21 | aos Surn of ORDERED_QTY 2 2

| 22 | Surn of SHIPPED_QTY_SELL 2 2
23 Sure of LBIT ©OST CObdBAT 151 14 151 14 hd

4[4[ [»i] sheet1 {Sheetz £ Shests / ﬁ <] | LIJJ
Ready | NUM =N

Highlight rows and columns to shift them around. To display only invoices,
change Transaction Type frofdl to 3. Change it tel and credit memos are
displayed. Totals per type are also displayed.

Adding a Calculated Field

You can also add new fields, like profit, to the data area. To add profit to the data
area, follow these steps:

1. Highlight the last row in your data ar&ym of UNIT_PRICE, right-click,
and selecinsert.
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Creating Microsoft Excel PivotTables Introduction

The Insert Calculated Field dialog box appears.

Ingert Calculated Field EHE

Mame: | R ~
Faormula: |=U Delete |

Fields:

BATCH_ID s
CRDER_MUMBER
TRANSACTION_TYPE

IMNWOICE_MUMBER.

INVOICE_DATE

CUSTOMER_ID

SUETOTAL

SALES_TAX LI

Insert Field |

Ok | Close |

2. Enter the following information about the inserted field:
»  EnterProfit Dollars in the Name field.

«  Enter=(SHIPPED_QTY_SELL* UNIT_PRICE) -

( SHIPPED_QTY_SELL* UNIT_COST_COMPNT) in the Formula
field.

3. Click Add.

Ingert Calculated Field EHE

Mame: IProFit Daollars LI Madify |

Formula: |= (SHIPPED _QTY_SELL* UNIT_PRICE}-( SHIPFED_QT Delete |

Fields:

BATCH_ID =
ORDER_NUMEER,
TRANSACTION_TYFE
INVOICE_NUMEER.

INVOICE_DATE

CUSTOMER_ID

SLETOTAL

SALES Ta x|

Insert: Field |

Close
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Creating Microsoft Excel PivotTables

4. ClickOK.

The PivotTable is displayed with the Sum of Profit Dollars field.

ﬁ File Edit Wiew Insert Format Tools Data Window Help ;Iill“
DSHESRY sBRI o- &&= A4 0SS - @
arial 0 - B I O
PivotTable = % | & B =
1 =] =]
A [ B [ C D E F G
1 [TRANSACTION TYH(AID -| 5l
2
3 BATCH 1D
4 INVOICE _MUMBER|INVOICE_DATE|EMTRY _MWUMBER |Data Qo002 Grand Tatal
| & |24859101 12421/99|001 Surn of ORDERED_QTY 4 4
| 6 | Surn of SHIPPED_QTY_SELL 4 4
| 7 | Surn of UNIT_COST_COMPNT 343.55 343.55
| & | Surn of UNIT_PRICE 475,686 475,686
EN Sum af Prafit Dallars 528.544 528.544 ||
| 10 | ooz Surn of ORDERED_QTY 1 1
| 11| Surn of SHIPPED_QTY_SELL 1 1
|12 | Surn of UNIT_COST_COMPNT 07 .53 07 .53
| 13 | Surn of UNIT_PRICE 1317.384 1317.384
| 14 | Sum af Prafit Dallars 409,854 409,854
| 15 | 003 Surn of ORDERED_QTY 7 7
| 16 | Surn of SHIPPED_QTY_SELL 7 7
| 17 | Surn of UNIT_COST_COMPNT 22 22
| 18 | Surn of UNIT_PRICE 20,7995 20,7995
| 15| Sum af Prafit Dallars -8.4735 3.4735
| 20 | 004 Surn of ORDERED_QTY ] ]
| 21| Surn of SHIPPED_QTY_SELL ] ]
| 22 | Surn of UNIT_COST_COMPNT 226.99 226.99
123 | Surn of UNIT_PRICE 526.131 526.131
| 24 | Sum af Prafit Dallars 1455705 1455705
125 | 005 Surn of ORDERED_QTY 2 2
| 26 | Surn of SHIPPED_QTY_SELL 2 2
| 27 | Surn of UNIT_COST_COMPNT 161.14 161.14
| 25 | Surn of UNIT_PRICE 351.645 351.645
| 25 | Sum af Prafit Dallars 441.01 441.01
| 30 | 1242199 Surn of ORDERED_QTY 149 149
| 31 | 1242199 Surn of SHIPPED _QTY _SELL 149 149
| 32 | 1242199 Surn of UNIT_COST_COMPNT 1661.22 1661.22
|33 | 1242199 Surn of UNIT_PRICE 2721.6455)  2721.6455
34 12/21/99 Surn of Profit Dollars 20145.0845| 20145.0545
35 24859101 Sum of ORDERED QTY 149 149
36 24859101 Sum of SHIPFED_QTY_SELL 149 149
37 24859101 Sum of UNIT_COST _COMPNT 1661.22 1661.22
38 24859101 Sum of UNIT_PRICE 2721.6455)  2721.6455 =
[ 4[4 M}, Sheetl { SheetZ £ Sheetd k2] | LIJJ
Ready 1 I v ]
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Creating Microsoft Excel PivotTables Introduction

Changing Field Properties

You can also change the properties of the fields in the table. For example, to
remove the subtotals from the INVOICE_DATE field:

1. Place your mouse cursor on the INVOICE_DATE column heading, right-click
and selecField... from the menu.

The PivotTable Field dialog box appears:

PivolT able Field [ 2]

o]

rientation z |
ance!
& Row  Column " page ‘

Delete

~Subkatal:
& Automatic
 Custom
" None

Advanced...

FlEEEE

Mumber ...

Hide items:

12/21/99 =

[ show ikems with no data

You can use the PivotTable Field dialog box to change the field name, its
orientation on the PivotTable, its display mask, subtotalling options and so on.

2. To shut of the subtotals, sel&bbneunder Subtotals and click OK.
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Introduction Creating Microsoft Excel PivotTables
The PivotTable is redisplayed reflecting your changes:
ﬁ File Edit Wiew Insert Format Tools Data Window Help ;Iill“
DSHERY BRI o- 2@ =A% 0SS - @
Arial 10 = Bfg| = |$%, 50 00| £ i - S A
PivotTable = % | @ B == , | |
B4 =] = INVOICE_DATE
A [ B | C [ D E F | G
1 [TRANSACTION TYH(AID = 5l
2
E BATCH_ID
4 |INvOICE_NUMBER|INYOICE DATE IENTRY _MUMBER |Data 000002 Grand Tatal
| & (24853101 12£21/93(001 Sum of ORDERED_QTY 4 4
| 6 | Sum of SHIFPED_QTY_SELL 4 4
| 7 Sum of UNIT_COST_COMPNT 343.55 343.55
| 8 | Sum of UNIT_PRICE 475.686 475.686 ||
EN Sum af Prafit Dallars 528.544 528.544
| 10| 002 Sum of ORDERED_QTY 1 1
111 | Sum of SHIFPED_QTY_SELL 1 1
| 12 | Sum of UNIT_COST_COMPNT 907.53 907.53
| 13 | Sum of UNIT_PRICE 1317.384 1317.384
| 14 | Sum af Prafit Dallars 409,854 409,854
| 15| 003 Sum of ORDERED_QTY 7 7
| 16 | Sum of SHIFPED_QTY_SELL 7 7
| 17 | Sum of UNIT_COST_COMPNT 22 22
| 18 | Sum of UNIT_PRICE 20.7995 20.7995
| 15| Sum af Prafit Dallars -8.4735 3.4735
| 20 | 004 Sum of ORDERED_QTY a a
| 21 | Sum of SHIFPED_QTY_SELL a a
| 22 | Sum of UNIT_COST_COMPNT 226.99 226.99
| 23 | Sum of UNIT_PRICE 526.131 526.131
| 24 | Sum af Prafit Dallars 1455705 1455705
| 25 | 005 Sum of ORDERED_QTY 2 2
| 26 | Sum of SHIFPED_QTY_SELL 2 2
| 27 | Sum of UNIT_COST_COMPNT 161.14 161.14
| 25 | Sum of UNIT_PRICE 381.645 381.645
29 Sum of Profit Dollars 441.01 441.01
30 |24589101 Sum of ORDERED_QTY 19 19
31 |24589101 Sum of SHIFPED_QTY_SELL 19 19
32 |24589101 Sum of UNIT_COST_COMPNT 1661.22 1661.22
33 |24589101 Sum of UNIT_PRICE 2721.6455|  Z721.6455
34 |24589101 Sum of Profit Dollars 20148.0545) 20145.0845
| 35 24383102 124’21;’99‘001 Sum of ORDERED_QTY 3 3
36 Sum of SHIFPED_QTY_SELL 3 3 -
4[4 ¥ i} Sheet { Sheetz j Sheets 141 = I LUJ
Ready 1 I v ]
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Creating Microsoft Excel PivotTables Introduction

Moving Fields and Sorting Data

You can dramatically change the appearance of the table by moving the fields
around. Fields appear on the PivotTable as gray blocks with the field name on
them. To move any field, simply drag it to a new destination.

You can change your PivotTable by moving fields in these ways:

Changing the Selection Fields

If you want to be able to limit the data in the table, you can make any field in the
table part of the selection criteria by moving it to the Page area.

For example, to select a specific batch for this table rather than displaying all the
batches across the table columns as they are in our sample table, follow these steps:

1. Position the mouse cursor over the BATCH_ID field, press and hold the left
mouse button.

As you drag the BATCH_ID field around the table, the cursor changes to
show where you can drop it. If the cursor looks like a block witK awer it,
you will remove the field from the table by dropping it there.

2. Dragthe BATCH_ID field to the left of the TRANSACTION_TYPE field and
drop it there.
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Introduction

Creating Microsoft Excel PivotTables

The change appears immediately:

X Microsoft Excel - Book1 M= 3
ﬁ File Edit Wiew Insert Format Tools Data Window Help ;Iill“
DSHERY BRI o- 2@ =A% 0SS - @

Arial v 10 v|31g|§ |$%,To'8;°_8+ §| H-A -
PivotTable - %|¢ ’m§@§|, ||
E4 - =| Total

A B C [ D E | =
1 |[BATCH ID (Al 5l
2 | TRANSACTION_TYRAIN
3
4 |INVOICE _NUMBER|INVOICE _DATE |ENTRY NUMBER [Data Total

| & (24853101 12/21/99|001 Surn of ORDERED_QTY 4

| 6 | Surn of SHIPPED_QTY_SELL 4

| 7 Surn of UNIT_COST_COMPNT 34355

| 8 | Surn of UNIT_PRICE 475,686 ||

EN Sum af Prafit Dallars 528.544

| 10| ooz Surn of ORDERED_QTY 1

111 | Surn of SHIPPED_QTY_SELL 1

| 12 | Surn of UNIT_COST_COMPNT 907 .53

| 13 | Surn of UNIT_PRICE 1317.384

| 14 | Sum af Prafit Dallars 409,854

| 15| oo3 Surn of ORDERED_QTY 7

| 16 | Surn of SHIPPED_QTY_SELL 7

| 17 | Surn of UNIT_COST_COMPNT 2m

| 18 | Surn of UNIT_PRICE 20.7995

| 15| Sum af Prafit Dallars -8.4735

| 20 | 004 Surn of ORDERED_QTY 5

| 21 | Surn of SHIPPED_QTY_SELL 5

| 22 | Surn of UNIT_COST_COMPNT 226.99

| 23 | Surn of UNIT_PRICE 52613

| 24 | Sum af Prafit Dallars 1455705

| 25 | aos Surn of ORDERED_QTY 2

| 26 | Surn of SHIPPED_QTY_SELL 2

| 27 | Surn of UNIT_COST_COMPNT 161.14

| 25 | Surn of UNIT_PRICE 381.645
29 Surn of Profit Dollars 441.01
3024589101 Sum of ORDERED_QTY 19
31 24889101 Sum of SHIPPED_QTY _SELL 19
32 24889101 Sum of UNIT_COST _COMPNT 1661.22
33 24889101 Sum of UNIT_PRICE 27216455
34 24889101 Sum of Profit Dollars 20148.0845

| 35 24383102 124’21;’99‘001 Surn of ORDERED_QTY 3
36 3

4[4[ M}, Sheetl

Sheet2 A Sheetd

Ready

Sum of SHIFPED_QTY_SELL
T

[ ] o o —) ] —) =

i
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Creating Microsoft Excel PivotTables Introduction

Changing the Column Data

You can change the data that appears in the columns in the table by dragging the
fields or data block to the column heading area.

For example, to show the quantity, price, cost and profit information in our table
across the columns instead of in the data block as they now appear, dbadgthe
field above thélotal column heading and drop it there.

The change appears immediately:

X Microsolt Excel - Book1 [_C]

57 Fle Edit View Insert Formst Took Daba Window Help ;Iilll‘
DERERY sl - @z 485 0S4 w0 &)
aris SERI W E B os%, @%EE _-5-A-
nortable + [ [ € @ | € @ == %= | 3 | [H 7|
D4 = =| Data
A B C [ D | E F G H =
1 |BATCH ID (Al =
2 [TRANSACTION_T{(Al) =
3
4 Data I
6 [INYOICE_NUMBER[INYOICE_DATE [ENTRY_MUMBER|Sum of ORDERED_QTY Sum of SHIPPED_QTY_SELL Sum of UNT_COST_COMPHT Surm of UNIT_PRICE Sum of Proft Dollars
| 6 24689101 12421/98|001 4 4 34355 475,505 526,544
|7 | 002 1 1 907 .53 1317.384 409,854
ER 003 7 7 2201 20,7995 84735
ER 004 5 5 22659 526131 1495705
10 005 2 2 161.14 361,645 441.01
11 24883107 Total 19 19 1661.22 27216455 20143.0845
| 12 24889102 12721/98]001 3 3 84083 1485.495 1933.955
|13 | 002 3 3 152 381645 685,935
14 003 4 4 171.55 417.96 98564
15 [24883102 Total 10 10 116438 22851 11207 2
| 16 24889103 12721/98]001 3 3 348.0582 175,665 38328834
|17 | 002 2 2 67456 1317.364 485,648
18 003 5 5 0 51381 256,905
19 [24883103 Total 10 10 12226182 1844451 6218328
| 20 24689104 12721/98]001 0 10 134287 2417 166 10742 96
|21 | 002 5 5 2201 51,381 146,855
2 003 1 1 226.99 526.131 299,141
| 23 24685104 Total 16 16 159187 2994 678 22444.508
| 24 24889105 12/21/55[001 1 1 B5561 1455.495 629565
|25 | 002 4 4 161.14 351,645 332,02
% 003 4 4 176.47 417.96 95596
27 24889105 Total 9 9 193.22 2285 1 9526 92
26 24889108 | 12021/28]001 5 5 145,98 342,144 950.52
29 24859106 Total 5 5 145,98 342,144 930.52
30 [Grand Total =] 9 69792862 124731165 3790742907
3 =
[ 0 ¥ b1 Sheetd ), Sheet Theetd 1l 4.[]"
Ready [ ] ) | -
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Introduction Creating Microsoft Excel PivotTables
Changing the Data Sort
To change the order in which the data is displayed, you can simply change the Row
fields around.
For example, our PivotTable is sorted by Invoice Number. To sort it by Invoice
Date instead, click and drag the INVOICE_DATE field to the left of the
INVOICE_NUMBER field.
The data is sorted by Invoice Date and is redisplayed:
57 Fle Edit View Insert Format Took Dats Window Help == ﬂ‘
DERERY $BARC - A& =435S & w8
Arial =10 v‘Blg @\s%,tﬁg.ﬂ}g\i _§|__-&vg-
pratTable - [ @ | ¢ & = %[ ¢ @ ‘
B5 =l =| INVOICE_NUMBER
5 B = T 3] £ F G H =
1 |BATCH_ID (Al -
2 |TRANSACTION TY(AID !
El
4 Data
5 [INVOICE DATE INYOICE MUMBIENTRY MUMBER | Sum of ORDERED_GITY Sum of SHIPPED_GTY_SELL Sum of UNIT_COST_COMPNT Sum of UNIT_PRICE Surn of Profit Dollars
= 12/21/83|24889101 001 4 4 343.55 475,686 523.544
[ 7| 002 1 1 907.53 1317.384 409.854
[ 8| 003 7 7 20 20.7995 -8.4735
[ 9| 004 5 5 226.99 526.131 1495.705
| 10 005 2 2 161.14 351.645 441.01
[ 11] 24885101 Total 19 19 1661.22 27216455 20148.0845
[12] 24889102 001 3 3 840,83 1485.495 1933.995
[ 13] 002 3 3 152 351.645 B53.935
[ 14 003 4 4 171.55 41796 5985.64
[ 15] 24889102 Total 10 10 1164.38 22851 11207.2
| 16 | 24889103 001 3 3 348.0582 475,686 382.8834
[ 17 002 2 2 874.56 1317.384 885.648
| 18 003 a 5 0 51.381 266.905
[19] 24889103 Total 10 10 1222.6182 1844.451 6218.328
|20 24889104 001 10 10 134287 2417 166 10742.96
[21] 002 b ) 20 61.381 146.855
22| 003 1 1 226.99 526131 299141
3 24889104 Total 16 16 1591.57 2994 678 22444 923
[ 24| 24889105 001 1 1 855.61 1485495 B29.885
|25 002 4 4 161.14 361.645 982.02
| 26 | 003 4 4 176.47 417.96 965,96
|27 | 24883105 Total El 9 119322 22851 9826.92
| 26 | 24885106 \Dm a 5 145.98 342144 880582
29 24889106 Total 5 5 145.98 342144 980.82
| 30 | Grand Total B9 B3 £979.28582 12473.1185 379074.2907
il -
[ 0 R b Sheetd ), Sheett Sheetd i JJ_I
Ready [ I I o v | 7

You can also drag the selection fields from the Page area to the Row area to sort the
data by those fields.
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Creating Microsoft Excel PivotTables Introduction

More About Using PivotTables
Feel free to experiment with the orientation of the fields on this sample report. As
you become more familiar with the tables and how to use them, you can enjoy the
benefits of viewing your data in new and different ways.

For more information about PivotTables, see the Microsoft Excel documentation or
online help.
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Installation 2

You can put the Direct Deposit ODBC Report Applet on your system by installing
it through Resource Manager. The installation process is described in this section.

The Direct Deposit Report Applet needs a minimum of 48 kilobytes (48KB) for
installation. You must also have installed Direct Deposit and the ODBC Kit on
your system, and the ODBC drivers on the Windows workstation.

Installing the Report Applet

Use the Install Application function on the Resource Manager Installation menu to
install the report applet. You must install the Direct Deposit application before you
install this report applet.

The installation will treat the report applet as though you are reinstalling Direct
Deposit. This is normal behavior.

Note I

You must install the applet for Payroll in order to access the employee, earnings
and other payroll information you enter.

When you install the report applet, Resource Manager copies the PivotTables to the
directory where your Direct Deposit programs are stored. You must have access to
this directory from your Windows machine to access the tables in Microsoft Excel.
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Installation

The CONFIG.TPM File

When you install the ODBC Kit, you specify the location of the data files and data
dictionaries in a file called CONFIG.TPM. You can build this file using the ODBC
Kit functions. You can store this file in any directory, but the report applets expect
the file to be located in the C:\WINDOWS directory.

If your CONFIG.TPM file is stored in a different directory, you have three choices
for using the PivotTables supplied with the report applet:

1. Move the CONFIG.TPM file to the C:A\WINDOWS directory and change any
Data Sources you have set up and any ODBC reports or spreadsheets you
have already set up to use the CONFIG.TPM in its new location.

2. Copy the CONFIG.TPM file to the C:\WINDOWS directory and leave a copy
in its current location. You do not need to change any Data Sources or reports
you have set up, but you need to make any changes in both files.

3. Change the PivotTables provided with this report applet to use the
CONFIG.TPM file in its current location. You can find instructions for doing
this below.

If you choose methods 1 or 2 above, you can load the PivotTables in Microsoft
Excel and begin using them with your data by using the Refresh Data command in
Excel.

If you choose option 3, follow the instructions below to point the PivotTable to the
correct CONFIG.TPM file.
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Installation

Using a Different CONFIG.TPM

If you store your CONFIG.TPM file in a location other than the C:\WINDOWS
directory, you will see this message when you attempt to refresh the data in any
PivotTable included with this report applet:

Microsoft Excel ]

[BASIS] [BASIS ODBC Driver] Default configuration Failed - [Default]JCOMFIG {C:hdatadictiConfig, tpm).
error=duplicate or missing file

When you click on OK, the BASIS ODBC Driver Data Source Setup dialog box
appears:

BASIS ODBC Driver Data Source Setup [ %]

Enter Data Source Specification:
ok

[rata Source Mame: I

Description: IE:\datadict\Eonfig.tpm Cancel

d i

" [atabaze Configuration Help

Advanced »> |

To specify the location of your CONFIG.TPM file, click Browse and select the file
from the location screen:

Locate Configuration File EHE
Look jr: I _ 4 Blosas j gl

Data __lprogFa, __Progrm

print __lprogGL __lprogSD

progaP __lprogliM __|Rwdata

progih __lprogl0 __15ample

progBE. __lprogQtw

progBR __lprogPa,

pragEl __progPr

File name: Iconfig Open I
Filez of type: IFiIes [*.tpm] j Cancel |
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Installation

When you select the file, the final dialog appears:

Microsoft Excel ]

° PivotTable was changed during Refresh Data operation,

When you click on OK, the PivotTable is updated with your accounting data.

Report Applet PivotTables

Use the descriptions of the PivotTables in chapter 3 to work with your accounting
data.
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Direct Deposit PivotTables

DD Current Vouchers
DD Master List
DD Voucher History
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DD Current Vouchers

File Name

DDCURVOU.XLS

Description
The Direct Deposit Current Vouchers PivotTable uses the data in the Current
Vouchers (DDVKYX) file to display the vouchers prepared in the current payday
check cycle for the employees you choose.

You can use this PivotTable to review the vouchers before you print them.

Active Fields
Default Field Type Field
Page Employee ID
Row Sequence Number
Account Type 1-6
Column Current Amounts for Accounts 1-6

Net Check Amount
Direct Deposit Total
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DD Current Vouchers Direct Deposit PivotTables

DD Current Vouchers PivotTable Sample

XX Mi oft Excel - Ddcurvou

ﬁ File Edit View Insert Format Tools Data ‘Window Help

D SRy smadlo « 2@ =288 098 -0

arisl - -8B 7 U 5| % % , @58

PivotTable - %“ L !||

AT -] =| Ernployee ID
A | B | & | D | E | F | G | H I

| 1 |DD Current Vouchers M
| 2 | Acct. Types:
[ 3 | "C" = Checking

4 "P" = Paycheck

5 |Etnployee 1D lealn = "S" = Savings

B

7 |Sequence Mo Acct. Type 1 |Acct. Type 2 [Acct. Type 3 [Acct. Type 4 [Acct. Type 5 |Acct. Type 6 |Data Total
| 8 |D0ooMm C = P Current Amt. 1 150.25
19 | Current Amt. 2 200.00
[ 10 Current Amt. 3 4347 .28
[ 11| Current Amt. 4 0.00
[12] Current Amt. 5 0.00
[ 13 Current Amt. B 0.00
| 14 | Met Check Amt. 4347 .28

15 Direct Deposit Amt. | 350.25
| 16 |000002 C 3 3 3 C C Current Amt. 1 413.92
|17 | Current Amt, 2 41382
[ 18| Current Amt. 3 41382
[ 19 Current Amt. 4 413.92
| 20 | Current Amt, 5 41382
[ 21 Current Amt. B 20689 57
|22 | Met Check Amt. 0.00

23 Direct Deposit Amnt. | 413817
| 24 000004 = c Current Amt. 1 1654 .91
126 | Current Amt, 2 551.63
| 26 | Current Amt, 3 0.00
| 27 | Current Amt. 4 0.00
| 26 | Current Amt. 5 0.00
| 29 | Current Amt, B 0.00
[ 30 Met Check Amt 0.00

)l Direct Deposit Amnt. | 220654

32 |Total Current Amt. 1 2218.08

33 |Total Current Amt. 2 1165.65

34 |Total Current Amt. 3 4761.20

35 |Total Current Amt. 4 413.92

36 | Total Current Amt. 5 41382

37 |Total Current Amt. B 2068 .67

38 |Total Met Check Armt. 4347 .28 —
39 |Total Direct Deposit Amt BEZ5.95 =
4[4 W kIl Sheet1 1<l 1 LUJ
Ready 1 | 7 ] B
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DD Master List

File Name

DDMASTER.XLS

Description
The Direct Deposit Master List PivotTable uses the data in the Deduction
Information (DDDIX) file to display summarized account information and
allocation amounts for each employee.

You can use this PivotTable to review each employee’s account information.

Active Fields
Default Field Type Field
Page Amount or Percent flag
Row Employee ID
Account Number 1-6
Column Allocation Amount or Percent 1-6
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DD Master List Direct Deposit PivotTables

DD Master List PivotTable Sample

osoft Excel - Ddmaster
57 Fle Edit View Insert Format Tools Data Window Help ;Iilll‘
DERERY sBBRY - o L& za8H0SY 00n- &)
arial SERI A %
pormable + | (3 & @ | @ @ ! [EE =]
A4 | =| Percent or Dallar
A B [ [ D [ E F G H T =
| 1 [DD Master List |
[ 2 Percent or Dollar Flag:
El “A" = Amount (Dollars)
4 |Percent or Dollar A =l “P" = Percentage
5
E |Emplyee D Acct. 1 Acct, 2 Acct 3 Acct, 4 Acct 5 Acct. B Data Tmaj
| 7 |BOUOD1 2349898349582934  |983997577 485875 Amount ar Percent 1 15025
[ 8 | Arount ar Percent 2| 200.00
[ 2| Amount or Percent 3|99999.99
[ 10 Amount or Percent 4 0.00
[ 11] Armount ar Percent 5 0.00
12 Arnount ar Percent B 0.00
[ 13| JENDDM Amount ar Percent 1 0.00
[ 14 Amount ar Percent 2 0.00
[ 15] Armount ar Percent 3 0.00
| 16| Amount ar Percent 4 0.00
[ 17 Amount or Percent § 0.00
18 Arnount ar Percent B 0.00
| 19 |JoND01 0213561321 Arnount ar Percent 1| 200.00
|20 Amount ar Percent 2 0.00
[21] Amount ar Percent 3 0.00
[ 22 Armount ar Percent 4 0.00
[ 23| Amount ar Percent § 0.00
24 Amount or Percent B 0.00
[ 25 |ROS001 Arnount ar Percent 1 0.00
| 26 | Armount ar Percent 2 0.00
|27 | Amount ar Percent 3 0.00
|25 Amount or Percent 4 0.00
29 Armount ar Percent 5 0.00
30 Arnount ar Percent B 0.00
[31|5TO001 456789574 Amount or Percent 1| 500.00
|32 Amount ar Percent 2 0.00
[33] Armount ar Percent 3 0.00
[ 34 | Amount ar Percent 4 0.00
|35 Amount or Percent § 0.00
36 Arnount ar Percent B 0.00
37 |Total Amount or Percent 1 850 25
| 38 | Total Amount or Percent 2 200.00
| 39 | Total Amount or Percent 3 99939 99
40 | Total Arnount or Percent 4 0.00
41 | Total Amount or Percent § 0.00
Total Amount or Percent 6 0.00
2 r sheeu / Il |
Ready [ [ Y )
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DD Voucher History

File Name

DDVOUHST.XLS

Description
The DD Voucher History PivotTable uses the data in the Voucher History
(DDVHYX) file to display details about vouchers you've printed in past payroll
check runs.

The information is sorted by History Sequence Number, but you can easily change
the sort or include Employee ID in the sort.

You can use this PivotTable to review and analyze your historical direct deposit

transactions.
Active Fields
Default Field Type Field
Page Employee ID
Row Sequence Number
Account Type 1-6
Column Account 1-6 Amounts

Net Check Amount
Total Direct Deposit Amount
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DD Voucher History

Direct Deposit PivotTables

DD Voucher History PivotTable Sample

X Microsoft Excel - Ddvouhst [ O] %]
E File Edit Yiew Insett Format Tools Data Window Help ;Iilil‘
DEH @Ry | smedo o @ x5 Bea -8
Al -0 ~|B 7 W 38 % 5 W
PivotTable = %“ L !||

A5 j =‘ Employee ID
A | El | C | i E F [ [ | H =

| 1 |DD Voucher History M

| 2 | Acct. Types:

| 3 | "C" = Checking
4 "P" = Paycheck
5 [Employee 1D [fall =l "S" = Savings
B
7 |Seguence No Account Type 1|Account Type 2 |Account Type 3 [Account Type 4 |Account Type 5 |Account Type B |Data Total

| 8 |000033 C S F Acct. 1 Amt. 150.25

|9 | Acct. 2 Amt. 200

| 10| Acct. 3 Amt 4347.28

[11] Acct. 4 Amt. 0

[ 12 | Acct. 5 Amt. 1]

13 Acct. B Amt 1]

[ 14| Met Check 4347.26
15 Direct Deposit Amt. | 350.25

| 16 |000034 C 5 5 5 c c Acct. 1 Amt 413.92

[ 17 | Acct. 2 Amt. 41392

| 18 | Acct. 3 Amt. 413.92

| 19 | Acct. 4 Amt 413.92

| 20| Acct. & Amt. 41392

| 21| Acct. B Amt. 2069.58

|22 | MNet Check 1]

23 Direct Deposit Amt. | 413918

| 24 |000038 = C Acct. 1 Amt. 16854.91

| 25 | Acct. 2 Amt 551.63

| 26 | Acct. 3 Amt. 0

| 27 | Acct. 4 Amt. 1]

| 28 | Acct. 5 Amt 1]

129 | Acct. B Amt. 0

| 30 | Met Check 1]

31 Direct Deposit Amt. | 2206.54

32 |Total Acct. 1 Amt 2218.08

33 |Total Acct. 2 Amt 1165.55

34 |Total Acct. 3 Amt 47612

35 |Total Acct. 4 Amt 413.92

36 |Total Acct. 5 Amt 413.92

37 |Total Acct. B Amt 2069.58

36 |Tatal Met Check 4347.26] |

39 | Total Direct Deposit Arnt. GE95.97
An ]

4[4 W kIl Sheet1 12l I LUJ

Ready 1 | 7 ] B
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