Helpful Hint #5: Moving a Column from Table to Pivot
Table Prompt or Sections

When reviewing larger sets of data, the “move column” to pivot table prompts and to sections options can be
a very useful tools to help sort and easily view data. For fields that are category based and can have many lines
of data associated with one category, (e.g. Campus, Fiscal Year, Transaction code, Transaction category,
document type, date, etc.) moving the column to a pivot table prompt or sections can allow the user to group
and view data by an individual value in that field without having to filter one value at a time. When a field has
many unique values/results and only a few lines of data associated with it, moving a column to prompt or
sections is not as useful of a tool as you will have to switch or scroll more to view the data.

For our example we will be using Transaction Inquiry> Transactions dashboard, with the selections: Campus
— System Admin, Acct. # - 900837, Fiscal year — 16-17, and we will include column “transaction category”

and then move the column to pivot table prompt and sections by transaction category.

When initially queried the data results as the image below.

Campus Transaction Date | Transaction Transaction Category Whransaction Desc Document Number Vendor Account | Subobject Transaction Amount
Grand Total | 1,140,805.95
System Admin Total | 1,140,805.95
System Admin 08/03/2017 319 WE03851 NO VENDOR 900837-99 | 5402 19.67
System Admin 08/03/2017 319) 3V o353 June'17 Telephone Recharges | WE03851 NO VENDOR 0083799 | 5402 19.67
System Admin (07/28/2017 [319 | | ws93183 NO VENDOR S00837-99 | 3095 8.96
System Admin 07/28/2017 315 W553183 NO VENDOR 300837-93 | 3410 249340
System Admin 07/28/2017 319 W593183 |NO VENDOR 900837-99 3561 | 384,88
System Admin 07/ 315 |Ws53183 |NO VENDOR |900837-95 (3600 | 926.56
System Admin 07/28/2017 319 W593183 NO VENDOR 300837-33 | 3600 268.45

319 WS95339 NO VENDOR 900837-99 | 3410 a1
System Admin 07/28/2017 319 W595339 NO VENDOR 900837-99 | 5638 1,543.75
System Admin 07/28/2017 E3L)) DOSS0-01 to several accounts WSS3183 NO VENDOR S00837-99 3055 8.98
System Admin 07/28/2017 319} POGS0-01 to several accounts| W533163 NO VENDOR 00837-99 | 3410 2499.40
System Admin 07/28/2017 313) D0SS0-01 to several accounts WS33183 NO VENDOR 900837-99 | 3561 384.58
System Admin 07/28/2017 N 650-01 to several accounts W553163 NO VENDOR S006837-95 | 3600 268.45
System Admin 07/28/2017 [319 650-01 to several accounts| W533183 NO VENDOR 300837-35 | 3600 ' 326.86
System Admin 07/28/2017 319 ove exp from 900650-01 | WS95939 NO VENDOR 300837-93 | 3410 6332
System Admin (07/28/2017 319) o Move exp from 500650-01 | WS95939 NO VENDOR 1500837-35 5638 1.543.75
System Admin 07/26/2017 EY0) WS550925 |NO VENDOR 300837-99 | 5402 20.39
System Admin 07/26/2017 319) v o481 May'17 Telephcne Recharges | W530925 NO VENDOR 300837-99 | 5402 20.39
System Admin 07/26/2017 % 8000435 NO VENDOR 900837-99 | 3600 1,395.00
System Admin 07/25/2017 203v HERN NURSERIES INC 8000435 NO VENDOR 00637-93 | 3600 -1,395.00
System Admin 07/25/2017 3044 RTHERN NURSERIES INC 000435 NORTHERN NURSERIES INC 300837-99 | 3600 1,395.00
System Admin 07/21/2017 ) 8000336 NO VENDOR 900837-99 | 5638 1,475.00

System Admin 07/20/2017 203V \ Y JARRETT CARROLL 8000336 NO VENDOR 900637-99 5638 -1,475.00

Moving to pivot table prompts allows the user to quickly toggle between the resulting values, and see all data
associated with an individual value in the prompted field. This is similar to applying a filter or selection on a
dashboard, but the data for all other resulting values in the prompted field are loaded and easily switched
between.
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Account begins with 900837
“and Fiscal Year s equal to 16-17
and Charge Agency Name is equal to System Admin

Moving to Sections allows the user to continue to view all data at once and on one page but organizes by the
sectioned field into separate tables.

Qsiccsen

Comp "Transacton Date Transaction Code Transaction Dwsc | Document Number Vendor  Account  Subobyect Transaction Amount
System Admia Total - - . _ - _ 269,419.00
System Aden M0N0 M P S— |NO VENDOR 9008179 700 | M50
System Admn 200/2007 | MU |\USGESLATIVE SUOGET REQUEST | OXTROOF |NO VENOOR 90083760 5500 | e
Symem Adewn 0OV U LEGISLATIVE BUDGET REQUEST CRTOIOF |NO VENDOR 30083799 0000 1N2400
Sysam Adme 0022007 Ml | LEGISLATIVE BUDGET REQUEST CRTOX0F |NO VENDOR 90081799 197 13.380.00
Dt 2
Date Transacton Code Transacton Desc Document Number Vendor  Account  Subobject Transacton Amount
System Adesn WOV 19 | WeoNs1 |NO VENDOR 90081799 S402 947
Sysem Aden MW 319 ] W |NO VENDOR 0081795 3095 [
Sysem Adewe W7 09 | wsn |NO VENDOR $00837-99 M30 Lm0
System Adese NNV 119 | e |NO VENOOR 90083799 3561 s
Sysem Adewn 7M1 1 | Wne | NO VENDOR 0081799 3600 2004
System Adewn N1 319 | | W18 | NO VENDOR 30083799 200 ey
System Aden 02207 01 | Wy [NO VENOOR 90083799 M0 on
Sysem Aden WX 19 | R [NO VENDOR 30081799 %M L3S
Sysem Adewn OB M9 | | WSons [NO VENDOR 90080799 S42 09
Systen Adwn 20 W J 908008 |NO VENOOR 008099 200 | L%,
System Admn 2400 W | 80000 |NO VENDOR 50081799 60 1475.00
| |Sysem Aden 07172087 319 W01 |NO VENDOR 90083799 08 e

As seen above, the rows of data show the same data, but now are grouped by Transaction Category and totals
between categories are easily identifiable.



When a field has many unique values/results and only a few lines of data associated with it, moving a
column to pivot table prompt or sections is not as useful of a tool as you will have to switch or scroll more to
view the data.
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1.

How to Move Column to Pivot Table Prompt or Sections —

Click — hold — drag by the column Heading: This is similar to moving columns to the left or right

a.

2 ways:

Click when the column heading has a bar across the top.
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Drag column to the white space above the Table and look for a blue highlighted bar
indicating to ‘let go’ of column. The blue highlighted bar will say Pivot Table Prompt, or

Account -Subobpd;YmAnwn

cn Desc Document Number Vendor

| | weo3ss1 [no vENDOR |500837-95 | 5402
IV #4539 June'17 Telephone Recharges W603851 |NO VENDOR 900837-99 | 5402
| |wssnes |NO VENDOR |300837-99 | 3095

| ws93183 |NO VENDOR 900837-99 | 3410

WS53163 NO VENDOR 900637-99 | 3561

|wsses [NO VENOOR |300837-53 | 3600

| ws33183 NO VENDOR 500837-99 | 3600

| ws9s939 | NO VENDOR |900837-99 3410
| ) |NO VENDOR |500837-95 5638
JT from 500650-01 to several accounts| WS53183 NO VENDOR 900837-99 | 3055
|37 from 300650-01 to several accounts| W593183 |NO VENDOR |900837-95 | 3410
IT from 900650-01 to several accounts| WSS3183 NO VENDOR 200837-99 | 3561
3T from 900550-01 to several sccounts| WS33183 |NO VENDOR 300837-93 | 3600
|7 from 900650-01 to several accounts| WS33183 |NO VENDOR |500837-95 | 3600
IV #450 Move exp from 300650-01 | WS95339 NO VENDOR 90063799 | 3410
| IV #450 Move exp from 900850-01 | WS35939 |NO VENDOR |500837-99 | 5638
| | wss032s |NO VENDOR |s00837-33 | 5402
|V #441 May'17 Telephone Recharges | WS30925 |NO VENDOR 900837-99 | 5402
| | 8000435 |NO VENDOR |900837-95 | 3600
| NORTHERN NURSERIES INC | 8000435 |NO VENDOR |300837-95 | 3600
| NORTHERN NURSERIES INC | 8000435 | NORTHERN NURSERIES INC 300637-39 3600
| | 8000336 |NO VENDOR |300837-99 | 5638
JARRETT CARROLL 8000336 |NO VENDOR 30083793 5638

1,140,805.95
1,140,805.95

1967
19.67
8.98
2,499.40
384.88
926.66
268.45
63.32
1,541.75

Sections. To place into pivot table prompt drag the column slightly higher in the white space, to
place into section drag the column slightly lower in the white space. This area can be sensitive
and can easily miss the correct area to drop the column into, as you drag your mouse you will

see the blue bar pop-up and as used more often the user will be able to better place the

column.



[ i | Pivet Table Prompis

Campus [Transaction Date [Transaction Code [Transaction Category | Transaction Desc | Document Number [Vendor Account | Subobject| Transaction Amount
Grand Total 1,140,805.95
System Admin Total 1,140,805.95
System Admin |08/03/2017 315 Disbursement Wish3851 NC VENDOR S00B37-99 | 5402 15.67
System Admin |08/03/2017 3191 Expenditure IV #459 June'l7 Telephone Recharges | WE03851 NO VENDOR 900837-99 | 5402 19.67
I Sechons |
Campus [Transaction Date | Transaction Cods Tr.rmuncmegoryhmmunnac Document Numbsr | Vendor Account | Subobject|Transaction Amcunt
Grand Total 1,140,805.95
System Admin Total 1,140,805.95
System Admin (08032017 319 Disbursement We3851 NO VEMDOR SO0E37-99 | 5402 19,67
Systern Admin [05/03/2017 3150 Expenditurs IV £453 June'17 Telephone Recharges | WE03851 NO VENDOR 200837-99 | 5402 19,67
Thardbrrn Acdomin 70T il Micha i rrmresnd AAICOTIOT KM WERI MWD SO T TLOD | o oT
C. Release your mouse to pUt the column into prompts or sections
2.  Right-Click on column heading and select ‘Move Column’ on drop down.
a. Right-Click on column heading to open drop down menu
[Campus  [Transaction Date | Transaction Code [Transaction Catecor | Transaction Desc | Document Number | Vendor [Account |Subobject! Transaction Amount
\Grand Total 90 sort Column ’ 1,140,805.95
System Admin Total . N 1,140,805.95
System Admin 08/03/2017 | 319 ko | |weoss: NO VENDOR 00837-93 (5402 | 19,67
{System Admin 08/03/2017 315 jarges | WEGIESE |NO VENDOR | 90083799 | 5402 184
System Admin 07/28/2007 318 Show Subtotal > ‘wss3183 NO VENDOR 300837-99 | 3095 8.3
System Admin 07/28/2017  [319 Show Row level Grand Total 5 \ws33183 |NO VENDOR 500837-93 | 3410 24954
|System Adwin (028/2017_|319 Show Column level Grand Total > WS _{NO VENOOR 00837.99| 3561 3NN
{System Admin 07/28/2017 319 (WS {NO VENOOR {900837-99 13600 %28.06
System Adwin 07/28/2017 1319 A |ws33183 |NO VENDOR 90083793 | 3600 26845
System Admin 07282017 315 Snciacs etuom Ws95939 |NO VENDOR 0083733 | 3410 “an
|System Admin 07/28/2017 _ |319 | wsssss _|NO VENDOR 00837-99/5638 L54.75
|Systam Admin 07/282017 __[319) - - ounts| WS33183 {NO VENOOR | 00837-99130%5 Lo
System Admin 07/28/2017 | 319) EPFSIEIITES several accounts WS33183 NO VENDOR 300837-99 | 3410 24940

b. Hover over ‘Move Column’ to show drop down list of options and left-click on where you

would like to move your column to

Campus [ Date | T Code T Catecorv | Transaction Desc | Document Number | Vendor |Account | Subobject| T B

Grand Total 1,140,805.95
System Admin Total 1,140,805.95
System Admin 08/03/2017 (319 150083799 | 5402 1967
Systam Admin 06/032017 _|319) |s00e37-99 sa2 | 19467
System Admin 07/28/2017 319 s00837-99 305 | 8.5
System Admin (07/28/2017 1319 200817-99 13410 24940
System Admin (07/28/2017 {319 S00I7.39 3051 Koo’
System Admin 07/28/2017 319 500837-35 | 3600 928.86
System Admin 07/28/2017  |319 500837-99 | 3600 26845
System Admin 07/26/2017 319 S00837-99 | 3410 63.32
System Admin 07/28/2017 1319 00837-99 (5638 | L543.75
System Admin 07/28/2017 19 900837-99 (0% | 838
System Admin |07/28/2017 1319 S00837-99 | 3410 249340
System Admin 07/28/2017 3190 1900837-95 | 3561 30458
Sysem Admin (07/24/2017 __|31%) {900837-99 | 2600 2845
System Admin 07/28/2017 319 S00837-99 | 3600 528.86
System Admin 07/28/2017 313 500837-95 | 3410 6332
R AJ—'—TMMMI’ T3ver I SACA Mo s bms SONLEAPN = SANe .00 T3 AT T




