Using Cogniview to Convert a PDF to Excel and Mining Necessary Data to Complete a Premium Audit

By Greg Rohner APA, Senior Auditor—National Accounts, Berkshire Hathaway Homestate Companies
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Once a file is open, you will see the first page in the program.
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From the upper left corner, click and drag your curser diagonally so that the entire data field on the first
page is highlighted.
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Once the click is released, Cogniview will attempt to identify columns and rows. The program will also
attempt to identify a header, which is denoted by the darker shaded orange area. Data in that area will
only show once on the exported report
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In this case, Cogniview placed two columns for the column where names are located. These need to be
merged together, which can be accomplished by clicking on the first column to the left, holding the
control key down and clicking on the column next to it. Right click once that’s completed and select
“merge”
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If you find there’s a case where data that should be in two columns, but are in one, that data can be split
by clicking on the column, right clicking and selecting “split here”.
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Columns can be adjusted by clicking on the dotted orange lines and dragging the line to the desired
position by clicking on it and a double arrow appears. Also note that the lower part of the screen shows
a preview of what the output will be. That view can be adjusted or scrolled as well.
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Once you get the data mapped to the desired position, you can save this layout as a template for use on
future conversions. On the “Layout” tab, click “save”
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When you click “save” a dialog box comes up to name the template

Start Home  View OCR  layeut  Content  Comvert  Help [ < [SN 7]
f1toad @ import | [*TRIIEERESRIE | First Page Different B ﬁ E =% @ E i copy Page tayout 1 POF2XL
L 5 |
H:: Saye | @ Exporl  EfyPages Different || Last Page Different o - Versian 8021
o All Cument  Autc Clear  Clear
[ Repeating Suggest Tarmplate Layout

Pages  Fage
Liyout Fes Struchure i

Fage Layout ersian

: SamplePayrolidocum. Peoe: | 1 ] eta3 ¥ W

S kayoud o | =

Lavoutnamf | NSIPA Program Exampld x I

T

Comments:

o

A

*

Fage Preview CSV Conversion | Multiple Sheets Preview sizes, colors
J As A B C o | E . F G H I J L3 L M
1 Depastme
E 2 Lasiname. Code Ewnng  Hours Rate Amounl  Code Tix Amaunl Codo Employer . Coda Doduchan  Amouit
9 Ag 3 REG REG 18.30 495 £0.60 FITw 45041 MED-R 19309 CTPS CTIFS 954325
E 4 Empldaa. v

Layouts can be loaded by clicking the “load” option on the “layout” tab and selecting the desired layout
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To do your conversion, ensure the “Conversion Format” is set to CSV and then click the “Convert
Document” option.

Start Home View oo Layoul Content Convert Hedp n 5 0
-~ c s TR first Page Diffe =
! E] acopy B rj_l.sblv, PHGESIME st Page Different m B e Convert Pages: 1-43 s POF2EL
= : ﬁ {7 Fields Pages Different | Last Page Different g Pages ta convert: 43 Wersion 8.0.2.1
Open  Load By, | o, Clear  Clear b e . %
Lot & -m-mﬁ}h'l {48 Repeating Teruplate Layout Tables: 1, Fledds 1, Columas: 15, Rows: 8 pegoeoor Rastch” Auteematically
as Clipboard = M| g Sty ’ Ciaar Frmat Job Surmmary Version
Pages 5 SampéeFayroliDocum. W Pastair: ofd4d » W

s G- RGa@ wap

-

1A
] _n._,
5 A
- Ly
E Page Preview: CSV Conversion — pultiple Sheats . col iE AR
i As A B c (1] | ' | L ] N o -
1 Departine
2 Lastnama. Code Earming Hours Rata Ameami Coda Ta Amounl - Codae Employer . Coda Deduchon  Amaunt
5 As 3 REG REG 1830 495 80.69 FITW 45041 MED-R 10309 CTIPS QTIPS 054325
| & Empidzo v
-

This is the output

Insert

g, o Calibri 11 v A A = » Genesal . L iy By em B | ‘_‘:‘:_[““5”'“ . ?T ,D
— B2 Copy - - ; gy v :
e BT D 8-A- EFF @ $-% » 4 Contond ormus Gt o Do R DL, st o
(=" Shylen Calls Editing -

Al * I Department: Bartender(100) (100} v

4 A B c o | g |k & | o | v | 4 (] | B ) R s -
1 t Bartender|100) (100}

2 |Lastname!Code Earning Hours Rate Amaunt  Code Tax Amou Code Employer Code Deduction Amount

3| REG REG 163 4.85 B0.69 FITW 450.41 MED-R 193.09 CTIPS CTIPS 9,543.25
4 _Empld 2967

5 REG REG 532.33 5.45 2,901.24 MED 193.09 55-R 825.62
6 |Rate 5.45
all REG REG ¥9.13 10 791.3 55 825.82 ILSUI 268.36
a8 _Freq B
k] CTIPS CTIPS o 0 89543.25 1L 418.44 FUTA 31.74
10 Loc 100
11 Total Earnings 627.76 13,316.48 Total Taxe 1,887.56 Ttl Employ 1,318.81 Total Deductions 9,543.25 ER Liab  14,635.29
12 EE Net 1,885.67
13 Lastname. Code Earning Haurs Rate Amount Code Tax Ameu Code Employer Code Deduction A t
14 REG REG 284 4,95 140,58 FITW 286.72 MED-R 60.67 CTIPS CTIPS 2,281.90
15 _Emp!d 284747
16 REG REG 188.86 545 1,029.28 MED 60.67 55-R 259.28
17 Rate 5.45
18 | REG REG 73.02 10 730.2 55 250.28 [LSUI 192,52
19 Freq 8
20 | CTIPS CTIPS o 0 2,281,901 58.45 FUTA 5,08
21 |Loc 100
22 | Total Earnings 290.28 4,181.96 Total Taxe  705.12 Tt Employ  537.55 Total Deductions 2,281.90 ER Liab 4,719.51 -

SamplePayrollDocumentWaorking & ‘ .

Ready B B = - 1 + 00k



GRohner
Rectangle

GRohner
Rectangle


When working with CSV, it’s important to save the file as an Excel file. This process involves using
multiple pages on the workbook and CSV will only save 1 page whereas Excel files will save multiple
pages.
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Once the report is converted, scroll to the end of the data. Take note of the totals (in many cases they
may split between columns) and also note if there are subtotals imbedded in the report. Part of the
data mining process is to ensure that those subtotals don’t get included with your totals.
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Insert a column on the left side of the data field.
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Highlight the entire sheet and click on “filter”
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In column C on this example, click the drop down box on the filter and type the word “code” in the
diaglog box. With this particular report, names will line up with the headers for each employee’s data
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18 '—| = REG 1BE.86 5.45 1,029.28 MED 60,67 55-R 259.28
17 Rate 5.45 =88 S :
REG REG 73.02 10 730.2 55 259.28 ILsU1 192.52
Freq B
: CTIPS CTIPS [ o 2,281.90 1L 98,45 FUTA 25.08
Loc 100
Total Earnings 290.28 4,181.96 Total Taxes 705.12 Tt Employer 537.55 Total Deductions =
SamplePayrollDocumentWarking + . o

One characteristic of this report is that often longer names will carry to two lines. (see the example of
“Lastname41”). In this example, you concatenate the name by combining the first row of the name and
the second row of the name. In the example below, the formula =b2&b3 will accomplish that.

% - SamplePayroiDocumentWarking ssx - Bxcel

File Home  Insert  Pagelayout  Farmulas Review.  View Foudt POF  ACROBAT ) Tellme wh

B2 x « »
s B = D E F G H | ) K L M-
1 - Pepartment: Bartender{100) (100) 1=l x * * = * ¥ * " 2 *

2 Lastnamed, FirstName |Code Earning Hours  Rate Amount Code Tax Amount Code Employer Amt Code Deducti
astname2d, FirstName -Cnde Earning Hours  Rate Amount Code Tax Amount Code Employer Amt Code Deducti
24 Lastnamedl, Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Code Deducti
32 Lastnamed2, FirstName Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Code Deducti
43 Lastname5e, FirstName Code Earning Hours  Rate Amount Code Tax Amount Code Employer Amt Code Deducti
54 Lastname&d, FirstName Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Code Deducti
65 Lastname73, FirstName Code Earning Hours  Rate Amount Code Tax Amount Code Employer Amt Code Deducti
7 Lastname115, FirstName Code Earning Hours  Rate Amount Code Tax Amount Code Employer Amt Code Deducti
Ba Lastnamel25, Code Earning Hours  Rate Ameount Code Tax Amount Code Employer Amt Code Deducti
96 Lastname129, FirstName Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Code Deducti
108 Employees 10 Code Earning Hours Amount Code Tax Amount Code Employer Amt Code Deducti
116 Lastmamel, FirstName Code Earning Hours  Rate Ameount Code Tax Amount Code Employer Amt Code Deducti
127 Lastnamel, Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Cade Deducti
135 Lastname3, Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Code Deducti
143 Lastnames, Code Earning Hours  Rate Amount Code Tax Amount Code Employer Amt Code Deducti
151 Lastnamel5, FirstName Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Code Deducti
162 Lastname18, FirstName Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Code Deducti
173 Lastname20, FirstName Code Earning Hours  Rate Amount Code Tax Amount Code Employer Amt Code Deducti
184 Lastnameds, Code Earning Mours  Rate Amount Code Tax Amount Code Employer Amt Code Deducti
192 Lastname27, FirstName Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Code Deducti

203 Lastname8, FirstName Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Code Deducti .
SamplePayrollDocumentWaorking ) ‘ v

ecords o
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Copy your formula for the entire data field

[ S

Flle Hame  Insert

Page L

Exiel

| @From Access
. &

Fram Other

rom Web

From Text 5oy

Exlsting
Connections  Cuary =

a =] Show Cueries

= |From Table
Mew
Recont 5

A2 £ =R2am3
A B
- i epartment: Bartender| 100} {100}
P |Lastnamed, FirstName .' histnamed, FirstName
3 |L F fthstname29, FirstName
4 |Lastnamedl First Name Lbstnamedl,
2 |Lat 42, FirstName/| 42, FirstName
3 L 56, F 1 ames6, FirstName
4 |Lastname69, FirstName thstname69, FirstName
[ 79, Fi ‘ 79, FirstName
7 |L 115, FirstNarr 115, FirstName
4 |Lastname125 First Nar|pstname125,
6 |Lastname129, Fi ‘Ihstname129, FirstName
Emplayees 10 gmployees 10
ik 1, F 1, FirstName
27| Lastname2 First Name |thstname2,
5L First Name | 3,
3 | Last 8 First Name | A
1| Last 15, F namel15, FirstName
Firstl | namelg, FirstName
3L 0, FirstName 20, FirstName
alL 25 First Name (hstname25,
b2 |Lastname27, F | 27, FirstMame
F ame28, FirstName
+

= Consolidate

IConnections " 4 T Clear <%
& Vs Reapply B Remova Duplicates
Rl Sert NN Y Advanced r';:‘;":\ ¥ Dta Validatian -
i Data =
(] E F G H
= T - >

Code Earning Hours Rate Amount Code
Code Earning Hours Rate Amount Code
Cade Earning Hours Rate Amaount Code
Code Earning Hours Rate Amount Code
Code Earning Hours  Rate Amount Code
Code Earning Hours Rate Amount Code
Code Earning Hours Rate Amount Code
Code Earning Hours Rate Amount Code
Code Earning Hours  Rate Amount Code
Code Earning Hours  Rate Amount Code
Code Earning Hours Amount Code
Code Earning Hours Rate Amount Code
Code Earning Hours Rate Amount Code
Code Earning Hours  Rate Amount Code
Code Earning Hours Rate Amaount Code
Cade Earning Hours  Rate Amount Code
Code Earning Hours Rate Amount Code
Code Earning Hours Rate Amount Code
Code Earning Hours Rate Amount Code
Cade Earning Hours Rate Amount Code
Code Earning Hours Rate Amount Code

Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amaount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amount Code
Tax Amaunt Code
Tax Amount Code

Employer Amt Code
Employer Amt Code
Employer Amt Cade
Employer Amt Code
Employer Amt Code
Employer Amt Code
Employer Amt Code
Employer Amt Code
Employer Amt Code
Employer Amt Code
Employer Amt Code
Employer Amt Code
Employer Amt Code
Employer Amt Code
Employer Amt Code
Employer Amt Code
Employer Amt Cade
Employer Amt Code
Employer Amt Code
Employer Amt Code
Employer Amt Code

Release the filter and highlight the area (if it does not stay highlighted) from cell A2 to the end of the

data set
Horme Insert
- XCu( T AR =
Paste = IFy- - - A e
» rmat Painter
b 4] F
A2 £ =p28m3
A B
1 _Department: Bartender(100} {100}
2 |Lastnamed, FirstName |Lastnamed, FirstName
3 a4
4 {Emp Id 2967
5
8 IRate 5.45
7 '_
B {Freq B
E |
10 Loc 100
1 |
12
13 i 29, FirstName L 29, FirstMame
14 |
15 {Emp Id 284747
16
17 |Rate 5.45
18 |
19 |Freq B
20
2 lLoc 100
22 i
SamplePayrollDocumentWaorking )

b Wrap Text ' 7 4 € x u Ehu:oSun‘ . ‘2 O
# - (=S = il Be
Merge & Canter -+ $ - % 3 %0 0| Conditional Formatas Cell  Insert Delets Format 5 s Fiel &
S Formatting = Table~  Styles - - . e Itof - Selact =
Edliting r
L (] E F G H 1 J
Code Earning Hours Rate Amount Code Tax Amount Code =
REG REG 16.3 4.95 80,69 FITW 450.41 MED-R
REG REG 532.33 5.45 2,901.24 MED 193.09 55-R y
REG REG 79.13 10 791.3'55 825.62 ILSUI
CTiPs CTIPS o 1] 9,543.35 IL 418.44 FUTA
Total Earnings 627.76 13,316.48 Total Taxes 1,887.56 Tt Employer 1,318.81 Total Deduct,
Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Code
REG REG 284 4.95 140.58 FITW 286.72 MED-R 60.67 CTIPS
REG REG 188.86 5.45 1,029.28 MED 60.67 55-R 255.28
REG REG 73.02 10 730,255 250.28 ILSUI 192,52
CTIPS CTIPS [+] Q 2,281.90 IL 98.45 FUTA 25.08
Total Earnings 290.28 4,181.96 Total Taxes 705.12 Tt Employer 537.55 Total Deduct
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Next, click “find & select” and select “blanks” in the dialog box that comes up.

Data  Rewiew View Fout PDF  ACROBAT

Casibri 11 - A A = #- ¥ Wrap Text e E ; £ =l ‘; E“”ms”"' . ’:-‘Y p
B rIu- - - A~ e Merge 8 Center = $ - % 9 %82 Conditional Fe Insevt Dalate Format * E:“m . %;-1 & Find &
Forma - + . Filter = Solect -
Capboard : Pr— : Mt ; gdliting ~
A2 J =R28A3
A B € [} E F G H 1 J K L "
1 _Department: Bartender(100} {100}
2 |Lastnamed, FirstName |Lastnamed, FirstName Code Earning Hours Rate [ s S ot - Emplayer Amt Code
3 | REG REG 163 44 5o ToSpedl ?X b 193,08 CTIPS
4 {Emp Id 2967 | setact
5 | REG REG 532.33 LY A o e O Bt iemncss 825.52
& |Rate 5.45 : - -
7 REG REG 79.13 b S S i 268,36
| ) Formidas i) Precedents
B |Freq B :
9 | cTies cTiPs o B A 31,74
10 |Loc 100 | e
11 | Total Earnings 627.76 o ahitin mployer 1,318.81 Total Deduct,
12 ) Lagt coll
13 |k 29, FirstN; . 29, FirstName Code Earning Hours Rate () Visible cells only & Employer Amt Code
14 REG REG 284 4.8 () conditonal farmats p-R 60.67 CTIPS
15 mp Id 284747 _) Current array: ) Data yalidation
16 REG REG 188.86 5.4 ) opjeas o 259.28
17 \Rate 5.45 =
18 REG REG 73.02 1 | 192,52
9 |Freq B | ok Carxel
20 | CTIPS CTIPS ] 25.08
2 \Loc 100
22 | Total Earnings 290.28 4,181.96 Total Taxes 705.12 Tt Employer 537.55 Total Deduct
SamplePayrollDocumentWarking T ‘ .

When you click “ok”, the first cell below the first with data will be where the cursor is. Type = and the
cell coordinate immediately above (=a2 in this example) and hit the control and enter keys

Sam plefayrofiDocumentWorking xlsx - Ewcel

Insert  Page Formulas  Data  Review. View FotPDF  ACROBAT ) Tell me what you wa do. g
o Cut E . . X AutoSum =/ p
bz Copy - B I U ' arriat a # Cloar + .I. ind &
Saolect =
Gipbcard ok FY— AT Sty Editing ~
VLOOKUP x « =a2 »
A ] L (] E F G H 1 J K L -
Department: Bartender{ 100} {100}
astnamed, FirstName Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Code
REG REG 16.3 4,95 80,69 FITW 450.41 MED-R 193,09 CTIPS
mp Id 2067
REG REG 532.33 5.45 2,901.24 MED 193.09 55-R 825.62
Rate 5.45
REG REG 79.13 10 791.3'55 825.62 ILSUI 268,36
Freg B
CTiPs CTIPS o 1] 9,543.35 IL 418.44 FUTA 3174
Loc 100
Total Earnings 627.76 13,316.48 Total Taxes 1,887.56 Tt Employer 1,318.81 Total Deduct,
12
13 | 29, FirstName L; 29, FirstName Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Code
14 REG REG 284 4.95 140.58 FITW 286.72 MED-R 60.67 CTIPS
15 Emp Id 284747
16 REG REG 188.86 5.45 1,029.28 MED 60.67 55-R 255.28
17 Rate 5.45
18 REG REG 73.02 10 730,255 250.28 ILSUI 192,52
19 Freg B
20 CTIPS CTIPS o Q 2,281.90 IL 98.45 FUTA 25.08
at Loc 100
22 Total Earnings 290.28 4,181.96 Total Taxes 705.12 Tt Employer 537.55 Total Deduct
SamplePayrollDocumentWarking T ‘ .
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The end result is that you will have your employee names lined up with each piece of information for

the subject employee

Sam plefayrofiDocumentWorking xlsx - Ewcel

Formulas  Data  Review. View FoutPDF  ACROBAT ) Tell whiat yoi we
s X Cut Calibri 1 AR = - ¥ Wrap Text Gex
Paste IFy- 1 7+ FiMergeBiCenter - % - % 9 %0 ;00| Conditional Imm._n a
- : - Forma
Capboard ABgreant 3 Nlarmibeee

A3 fr | =n2

A B € [} E
1 Qepartment: Bartender{ 100} {100}
2 |Lastnamed, FirstName Uhstnamed, FirstName Code Earning Hours
3 |Lastnamed, FirstName | REG REG 16.3 4,95
4 |Lastnamed, FirstName Bmp |d 2967
5 |Lastnamed, FirstName REG REG 53233 5.45
6 |Lastnamed, Firsthame fate 5.45
7 |Lastnamed, FirstName REG REG 79.13 10
B |Lastnamed, FirstName freq B
9 |Lastnamed, FirstName CTiPs CTIPS o 0
10 |Lastnamed, FirstName Ubc 100
11 |Lastnamed, FirstName Total Earnings 627.76
12 |Lastnamed, FirstName
13 1 28, FirstNam 29, FirstName Code Earning Hours
14 |Lastname2, FirstName REG REG 28.4 4.95
15 |Lastname28, FirstName gmp Id 284747
16 |L 29, Firsth REG REG 188.86 5.45
17 |Lastname29, FirstNamé fate 5.45
18 |Lastname29, FirstName REG REG 73.02 10
19 |Lastname29, FirstName Hreq B
20 |Lastname28, FirstNams CTIES CTIPS ] Q
21 |Lastname28, FirstName thc 100
22 |Lastname28, FirstName Total Earnings 290.28

SamplePayrollPocumentWorking T

Amount

Amount

4 - M =
o = T

Table ~

Code
80,69 FITW

2,901.24 MED
791.3'55

9,543.25 IL

13,316.48 Total Taxes

Code
140.58 FITW

1,029.28 MED
730,255
2,281.90 IL

4,181.96 Total Taxes

2 |n

Insert Delats Format

=2 X AutoSum - A
=i 7Y
< Fal-

Sort & Find &

# Clogr
o Filter -

Salect =

Tax Amount Code Employer Amt Code

450.41 MED-R 193,09 CTIPS
153.09 55-R 825.62
825.62 ILSUI 268,36
418.44 FUTA 31.74

1,887.56 Tt Employer 1,318.81 Total Deduct,

Tax Amount Code Employer Amt Code

286.72 MED-R 60,67 CTIPS
60.67 55-R 255.28

259.28 IL5U1 192,52
58.45 FUTA 25.08

705.12 Tt Employer 537.55 Total Deduct.

Because this report is segregated by department, bringing this information into our data mining process
will help expedite the classification process by mining this information as well. Insert another column
on the left side of the data set

Formulas  Data

Renview

Sam plefayrofiDocumentWorking xlsx - Ewcel

View FoutPDF  ACROBAT ) Tell

whiat o we

Conditional Format as

= #&- ¥ Wrap Text General
o0 %5 EiMergediCenter - $ - % 2 0.
ABgreant t st
Y Ccut ] c 2] E
1 sent: Bartender( 100} {100}
2 |k 1 9, FirstName Cade Earning Hours
3 |Lastnaghe Paste Dptions: REG REG 16.3 4,95
4 |Lastnaghe s 67
5 + REG REG 532.33 5.45
e
6 L
7 |Lastn, REG REG 79.13 10
B |
9 L cTIPS CTIPS o 1]
10 __
11 Total Earnings 627.76
12 lurnn Width
13 [Lastnaghe Hide e29 FirstName Code Earning Hours
14 Linhide REG REG 284 2.5
15 |Lastnaftc s 84747
16 |L 29, Firsth REG REG 188.86 5.45
17 29, F 5.45
18 29, F | REG REG 73.02 10
19 FirstNami Freq B
20 (K 29, F CTIPS CTIPS o Q
21 |Lastnafhe29, 100
22 2249, Firsth : Total Earnings 290.28
SamplePayrollDocumentWaorking +

Amount

Amount

4 - M =
o = T

Cell

Table~ Styles -

Code
80,69 FITW

2,901.24 MED
791.3'55

9,543.25 IL

13,316.48 Total Taxes

Code
140.58 FITW

1,029.28 MED
730,255
2,281.90 IL

4,181.96 Total Taxes

Insert Delats Format

=2 X AutoSum - A
=i 7Y
< Fal-

Sort & Find &

# Clogr
o Filter -

Salect =

Tax Amount Code Employer Amt Code

450.41 MED-R 193,09 CTIPS
153.09 55-R 825.62
825.62 ILSUI 268,36
418.44 FUTA 31.74

1,887.56 Tt Employer 1,318.81 Total Deduct,

Tax Amount Code Employer Amt Code

286.72 MED-R 60,67 CTIPS
60.67 55-R 255.28

259.28 IL5U1 192,52
58.45 FUTA 25.08

705.12 Tt Employer 537.55 Total Deduct.
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Highlight the entire spreadsheet and click on “filter” to put filters on the dataset. In column C, select the
dropdown box and type “department” in the dialog box

% - SamplePayroiDocumentWarking ssx - Bxcel

Insert Page Layout  Farmulas Review.  View Foudt POF  ACROBAT %) Tell me what you war

[From Access ™1 Show Queries ¥ Connections A TEGroup -
% Erom Wb & . F_ EFrom Table = B+ Remove Duplicates P e “Hfungroup +
From Tewt rens T Columns > Dta Vlid Shest H Subtatal
! o Dt it ~
Al f -
A A ] c D £ P (] H | J K L -
1 - = Department: Bartender(100) (100) - - - = «| - - - - -]
2 Lastnamed, FirstName Lastnam %) - z Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Ce
3 Lastnamed, FirstName il so REG REG 163 4.95 BO.69 FITW 450.41 MED-R 193.09.CT
4 Lastnamed, FirstName Emp id e 1
5 Lastnamed, FirstName o " REG REG 532,33 545 2590124 MED 193,09 SS.R 825.62
6 Lastnamed, FirstName Rate 5.4
i Lastnamed, FirstName REG REG 7913 10 791,355 825.62 ILsUI 268.36
8 Lastmamed, FirstName Freq B ,
9 Lastnamed, FirstName ETIPS CTIPS o (1] §,543.25 IL 418,44 FUTA 3174
10 Lastnamed, FirstName Loc 100 X
1 Lastnamed, FirstName dect AN Search Results) ~ [Total Earnings. 627.76 13,316.48 Total Taxes 1,887.56 Tt Employer 131881 Ta
12 Lastnamed, FirstName i current sefection fo filtar
13 'La'stnamIQ, FirstName Lastnam A Code Earning Hours Rate Amount Code Tax Amount Code Employer Amt Co
14 Lastname28, FirstName i ¥ nEs REG 28.4 495 140.58 FITW 286.72 MED-R B0.67 CT
15 Lastname2®, FirstNameEmp Id » il _
18 Lastname2, FirstName REG REG 188.86 5.45 1,029.28 MED 60,67 55-R 259.28
17 Lastname29, FirstNameRate 5.4
18 Lastname29, FirstName ‘REG REG 73.02 i0 730,255 259,28 (15Ul 192,52
19 Lastname29, FirstNameFreq B
20 Lastname2d, FirstName CTIPS CTIPS o (1] 2,281.90 IL 98.45 FUTA 25.08
Lastname29, FirstNameLoc 100
Lastname28, FirstName Total Earnings 290.28 4,181.96 Total Taxes 705.12 Tt Employer 537.55To .
SamplePayrollDocumentWaorking ) ‘ v

[ S =

File Home Insert  Page Layout nudas Review  View FodtPDF  AC 0 Tell me what you war - Greg Rahner £ Share
mFrom Access [ Show Cueries ¥l Connections” 4 [TTa | Tk Clear = + Consolidate A Group =
% Erom Wb & F_ ElFom Table 3 . T y AR B8 Remove Duplicate i iungrotp ~
Fram "] Mew I S Filtes Text - i ! .
From Text c p actiding | Oy > Réoo A T Ad od . Columns Data Valid, # Subtotal
Al fr -
A A B C 8] E i c H | J K L -
1 - - | Department: Bartender(100) (100] il - - - - I= -] | - -
107 Lastname129, Firstfam Totals for Department: Bartender|100) (100)
115 Employees 10 Department: Busser/Barback{400) (400)
614 Lastname130, First§am Totals for Department: Busser/Barback(400) (400 )
622 Employees 47 Department: CheffSaus Chef{800) (800)
670 Lastname119, Firstlam Totals for Department: Chef/Sous Chef{800) (800)
679 Employees 4 Department: Delivery Driver{1000) (1000)
784 Lastname113 First §amr Totals for Department: Delivery Driver{1000) (100 0)
792 Employees 10 Department: Door,/Security(300) (300}
848 Lastname106, Firstam Totals for Department: Door/Security(300) {200}
856 Employees 5 Department: Host{600) (500)
1076 Lastname124, FirstRarr Totals for Department: Host[600) (600}
1084 Employees 21 Department: Kitchen(700) {700]
1392 Lastname131, FirstRam Totals for Department: Kitchen(700} (700)
1400 Employees 29 Department: Manager|500)(500}
1475 Lastnamel3l, FirstRam Totals for Department: Manager(5040) {500}
1484 Employees 7 Department: Phones(300) (900)
1562 Lastname128, First@am Totals for Department: Phones{900) (900)
1571 Employees 7 Department: Wait Staff{200) (200)
2057 Lastname130, Firstfam Totals for Department: Wait $taff{200) {200)
2077
2078 -
SamplePayrollDocumentWaorking ) ‘ v
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In cell A1, concatenate the department name information (in this example, =c1&d1) and copy this
formula down

(= s Sam plefayrofiDocumenty gy - Excel

File Home  Insert Page teview,  View Fowt PDF - ACROBAT ) Tell

Gt Exter il Data Get B TH U ties S0 & Fil at
[0} x « =C1&D1 »
B C ] E F G H | ] K L -
- iDEpartmEnl: Bartender{100) {100} -Yi N 1 — o 0 = - 5
tnamel29, FirstNam Totals for Department: Bartender(100) {100}
115 Employees 10 Department: Busser/Barback{400} (400)
614 Lastnamel30, FirstNam Totals for Department: Busser/Barback(400) (400 )
622 Employees 47 Department: Chef/Sous Chef{800) (800)
670 Lastname119, FirstNam Totals for Department: Chef/Sous Chef(800) (800}
679 Employees 4 Department: Delivery Driver( 1000) {1000)
784 Lastname113 First Namr Totals for Department: Delivery Driver(1000) (100 0)
792 Employees 10 Department: Door/Security(300]) (300)
B48 Lastnamel06, FirstNar Totals for Department; Door/Security(300) (300)
B56 Employees 5 Department: Host{600) (600}
1076 Lastname124, FirstNarr Totals for Department: Host(600) (600)
1084 Employees 21 Department: Kitchen{700) (700]
1392 Lastname131, FirstNam Totals for Department: Kitchen|700) (700)
1400 Employees 29 Department: Manager|500}{500)
1475 Lastnamel31, FirstNarr Totals for Department: Manager(500) (500)
1484 Employees 7 Department: Phones(900) (900)
1562 Lastname128, FirstMarr Totals for Department: Phones{900) (900)
1571 Employees 7 Department: Wait Staff|200) (200)
2057 Lastname130, FirstNar Totals for Department: Wait Staff{200) {200)
2077
2078 -
SamplePayrollDocumentWarking ) ‘ .

found

This is the result
[

Fle  Home Insert Page wiew  iew  Fout POF

W Claar Y JesCosns ot S Groion =
¥ Cloas Consolidate P i) Group

| @From Access L a ™1 Show Queries ] Connections 3
% Fram Web £ [T IFrom Table B = T Reapply BB Remove Duplicates ngraup ~
: From Other  Existing MNew . |Rafresh ™ g Som [HiaN e R What-i Forscast ]
From et Goure Connctions Guary = |0 Recent Sources |+ P Advanced . Colurmms ®
G 1 Get & Trarrsfoom ORIt S0 & Filtew Data ® COithiers ~
a1l i =C1&D1 »
A B C D E F G H | 1 -
1 {Department: Bartender{100) (100) | - = Department: Bartender{100} (100) L - - ¥ - T » -
107 |Totals for Department: B { 129, FirstNarr Totals for Department: Bartender{100) {100)
115 | Department: Busser/Barback(400) [ yees 10 Department: Busser/Barback{400) (400}
614 |Totals for Departr er/Barbac|L 130, FirstNarr Totals for Department: Busser/Barback(400] (400 )
622 | Department: Chef/Souis Chef(B00) (B0lErfployees 47 Department: Chef/Saus Chef{800) (800)
670 |Totals for Department; Chef/Saus Che(lafiname119, FirstNarr Totals for Department: Chef/Sous Chef(800) (800)
679 | Department: Delfivery Driver(1000) (1CEnfpioyees 4 Department: Delivery Driver(1000) (1000)
784 |Totals for Department: Delivery Dr_hleqta: tname113 First Nam Totals for Department: Delivery Driver{1000) (100 0}
792 |Department: Door/Security(300) {300) Erfployees 10 Department: Door/Security(300) (300)
848 |Totals for Department: Door/ tyl 106, FirstNarr Totals for Department; Door/Security(300) {300}
856 | Department: Host{600] (500) Enfployees 5 Department: Host{600) (500}
1076|Tatals for Department; Host{600) {600/L 124, FirstNarr Totals for Department: Host{500) (600)
1084| Department: Kitchen(700) (700} Enfployees 21 Department: Kitechen{700) (700)
1392 '_Fnuls for Department; Kmeﬂ[?w] [l 131, FirstNam Totals for Department: Kitchen|700) (700)
1400| Dy t- M C i _ yees 29 Department: Manager|500){ 500}
1475 Totals for Department: Manager(500) Laftname131, FirstNar Totals for Department: Manager(500) (500)
1484| Department: Phanes{900) (900 Enfployees 7 Department: Phones(900) (900)
1562(Totals for Department: Phones{900) (5L 128, FirstNam Totals for Department: Phones{900) (200)
1571|Department: Wait Staff{200) [200) loyees 7 Department: Wait Staff{200) (200)
2057 | Totals for Department: Wait Staff{200]Ladiname130, FirstMarr Totals for Department: Wait Staff{200) {200)
2077 __:I
S oD =
SamplePayrollDocumentWarking ) ‘ .
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Release the filter and ensure that the data in column A is highlighted

SamplePayroliD

Insert Page Layout

Formulas  Data

View  Fouit PDF  ACROBAT

= X cut = AR g » T 4 4 € X [m E AutoSum =
Copy - - ] [ 3 = | [l e
Paste " IFy- 1 o % FMerge & Center - $ - % Conditional Formatas Cell  Inset Delets Format Cloar * S¢
. vt Painter Farmi Tubla > 1t 3 ! Fil
Cikoboard Fe Pr— Edlitin
Al £ | =c18p1 e
A B c D E F G H
1 |Department: Bartender{100) (100} Department: Bartender{100) (100]
2 Lastmamed, FirstName Lastnamed, FirstName Code Earning Hours  Rate Amount Cod
3 Lastnamed, FirstName REG REG 16.3 495 BO.69 FI
4 Lastnamed, FirstName Emp Id 2967
5 Lastname3, FirstName REG REG 532.33 5.45 2,501.24 MEC y
B Lastnamed, FirstName Rate 5.45
T Lastnamed, FirstName REG REG 79.13 10 791.3 55 ar
B Lastnamed, FirstMame FreqB
E Lastnamed, FirstName CTIPS CTIPS o ¢} 5,543.25 IL
10 Lastnamed, FirstName Lac 100 e
11 Lastnamed, FirstName Total Earnings 627.76 13,316.48 Total Taxes 1,887.56 Tt
12 Lastnamed, FirstName
13 Lasti 2%, Firsth: Lasti 9, FirstName Code Earning Hours  Rate Amount Code Tax Amount Cod
14 Lastrame29, FirstName REG REG 284 495 140.58 FITW 286,72 ME
15 Lastname2%, FirstNameEmp Id 284747
16 Lastname28, FirstName REG REG 188.86 5.45 1,029.28 MED 60.67 55-
F A Lastname29, FirstNameRate 5.45
18 Lastname29, FirstName REG REG 73.02 10 730.2 55 259.28 |54
19 Lastname2, FirstNameFreq B
20 Lastname29, FirstName CTIPS CTIPS o 0 2,281.50 IL 98.45 FU
a1 Lastname29, FirstNameLoc 100
22 Lastname29, FirstName Total Earnings 290.28 4,181.96 Total Taxes 70512 Tt L
SamplePayrollDocumentWaorking T ‘ .
Ready :2:) - 1 +

ACROBAT

A A = » ¥ Wrap Text -_4 = & =l ‘i % :R_"\s”"' ) ’EY p
' * %5 EAMerge & Center - $ - % Conditional Formatas Cell  Inset Delets Format L=.u.u Sort & Find &
Form Table+ Sty ' - Filter = Select -
Calgbe Fo Pr— fitisng -
AL £ =C18D1
A B c D E F G H I ) -
1 |Department: Bartender{100) (100} Department: Bartender{100) (100]
2 Lastmamed, FirstName Lastnamed, FirstName Coai* - s - 2, 113 Code Tax Amount Cot
3 Lastnamed, Firsthame REt G0 To Special ? | Bo.69 FITw 450.41 ME
4 Lastnamed, FirstMame Emp Id 2967 sl
5 Lastnamed, FirstName L T ) i il 501.24 MED 193.09 S5
B Lastnamed, FirstName Rate 5.45 5 = 5
7 Lastnamed, FirstName P s slentfesret’. Boigiss 225,62 1L5!
{_} Formidas Erecedants
B Lastnamed, FirstMame FreqB e =
g Lastnames, FirstName Tl . Pepeslerts 543.25 L 418,44 U
10 Lastnamed, FirstName Loc 100 | o
11 Lastnamed, FirstName Ti 316.48 Total Taxes 1,887.56 Tt
12 Lastnamed, FirstName r e tagt cull
13 [Last 29, FirstNamé Last 9, FirstName Co '®/Blanks Migilde el cnly t Code Tax Amount Cot
14 Lastname29, FirstName S () conditonal farmats 140.58 FITW 286,72 ME
15 Lastname2%, FirstNameEmp Id 284747 ) Clarrent arvay. i) Data validation
16 Lastname289, FirstName RE( ) Objecs 029.28 MED 60.67 55-
F A Lastname29, FirstNameRate 5.45 |
18 Lastname29, FirstName RE{ 730.2 55 25028 |L51
19 Lastname2, FirstNameFreq B | ok Carcel
20 Lastname29, FirstName CTi, 281.90 IL 98.45 FU
a1 Lastname29, FirstNameLoc 100
22 Lastname29, FirstName Total Earnings 290.28 4,181.96 Total Taxes 70512 Tt L
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In the first open cell of that field, type the address of the cell above with data (in this example =al) and
hit the control and enter keys

Insert Page Layout

Formulas  Data

Sam plefayrofiDocumentWorking xls:

R Fouit PDF  ACROBAT

o Cut

= Copy = :

Cikoboard ok Pr— AT
VLOOKUP *x «

A B c

1 Department: Bartender[100) [1C _l Department: Bartender{100) (100]
2 |[=all Lastmamed, FirstName Lastnamed, FirstName
3 Last 9, Firsthame
4 Lastnamed, FirstName Emp Id 2967
5 Lastnamed, FirstMame
B Lastnamed, FirstName Rate 5.45
T Lastnamed, FirstName
B Lastnamed, FirstMame Freq B
: Lastnamed, FirstName
10 Lastnamed, FirstName Loc 100
11 Lastnamed, FirstName
12 Lastnamed, FirstName
13 "Last 29, FirstName Last 9, FirstName
14 Lastname29, FirstName
15 Lastname2%, FirstNameEmp Id 284747
16 Lastname28, FirstName
F A Lastname29, FirstName Rate 5.45
18 Lastname29, FirstName
19 Lastname2d, FirstNameFreq B
20 Lastname29, FirstName
a1 Lastname29, FirstNameLoc 100
22 Lastname28, FirstName

SamplePayrollDocumentWaorking T

This is the result

Insert

Page Layout

& X Cit ==
Caiibri

Iy-

B2 Copy -

Paste
= ~

1at Painter

A2 £

A

Samplefayrol
Formulas  Data View FoutPOF  ACROBAT )
Nk B & ¥ Wrap Text Genesal
1 * % EiMerge & Center - § - % 9
ABgreant i st
=Al
B c

1 |Department: Bartender{100) (100}
2 |pepartment: Bartender(100) {100)
3 Bartender(100) (100}
4 |Department: Bartender(100) (100}
5 |Department: Bartender(100) {100}
6 |Department: Bartender(100) (100)
7 |Department: Bartender(100) (100}
B |Department Bartender|100] {100}
E
10
11
12
13

Department: Bartender(100) (100}
Department: Bartender(100) (100}
Department: Bartender(100) (100}
Department: Bartender{100) (100}
Department: Bartender(100) (100)
14 |Department: Bartender(100) (100)
15 |Department: Bartender(100) (100}
16 |Department: Bartender(100) {100}
17 |Department: Bartender(100) {100)
12 |Department: Bartender(100) (100}
19 |Department: Bartender{100) (100)
20 |Department: Bartender(100) {100}
21 |Department: Bartender(100) {100}
22 |Department: Bartender(100) (100}

SamplePayrollDocumentWaorking

Department: Bartender{100) (100]

| Lastnafhes, FirstName Lastnamed, FirstName

Lastnafped, FirstName

Lastnafned, FirstMame Emp Id 2967
Lastnafped, FirstName

Lastnafed, FirstName Rate 5.45
Lastnafped, FirstName

Lastnafped, FirstMame Freq B
Lastnafped, FirstName

Lastnafed, FirstMame Loc 100
Lastnafped, FirstName

Lastnafped, FirstName

"Lastna he29, FirstName Lastname29, FirstName
Lastrafpe2d, FirstName

Lastnafhe29, FirstNameEmp Id 284747
Lastnafhe2s, FirstName

Lastnafe2d, FirstName Rate 5.45
Lastnafne2d, FirstName

Lastnafneld, FirstNameFreq B
Lastnafhe29, FirstName

Lastnafe29, FirstNameLoc 100
Lastnafne2d, FirstName

umentWorking s

Exiel

Code
REG

REG

REG

CTIPS

Total Earnings

Code
REG

REG
REG
CTIPS

Total Earnings

Exiel

Code
REG

REG

REG

CTIPS

Total Earnings

Code
REG

REG
REG
CTIPS

Total Earnings

£ F
Earning Hours
REG 16.3
REG 532.33
REG 79.13
CTIPS o

627.76
Earning Hours
REG 284
REG 188.86
REG 73.02
CTIPS o

290.28

X AutoSum - p
¢ Cloer - g
Saolect =
fitisng
G H I
Rate Amount Code
495 BO.B9 FITW

5.45 2,501.24 MED
10 791355
0 9,543.25 |L
13,316.48 Total Taxes

Amount Code
140.58 FITW

Rate
495

5.45 1,029.28 MED
10 730.2 55
o 2,281.90 1L

4,181.96 Total Taxes

=2 X AutoSum - A p
J € 3 .
A e ! [ Fa- zY
Cell  Insert Delate Format o Sort & Find &
Cloar : i
Sty les - * . Filter = Solect -
fitng
E F G H I
Earning Hours  Rate Amount Code
REG 16.3 495 BO.6Q FITW
REG 532.33 5.45 2,501.24 MED
REG 79.13 10 791355
CTIPS o ¢} 5,543.25 IL
627.76 13,316.48 Total Taxes
Earning Hours  Rate Amount Code
REG 284 495 140.58 FITW
REG 188.86 5.45 1,029.28 MED
REG 73.02 10 730.2 55
CTIPS o o 2,281.90 1L

290.28

4,181.96 Total Taxes

Tax Amount Cot
450.41 ME

193.09 55

825.62 1L51

418,44 FLT

1,887.56 Ttl

Tax Amount Cot
286,72 ME

60.67 55-

259,28 IL5!

98.45 FU7

70512 Ttl

Tax Amount Cot
450.41 ME

193.09 55

825.62 1L51

418,44 FLT

1,887.56 Ttl

Tax Amount Cot
286,72 ME

60.67 55-

259,28 IL5!

98.45 FU7

70512 Ttl
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Insert another column on the left side of the spreadsheet

Sam plefayrofiDocumentWorking xlsx - Ewcel

Insert  Page Formulas  Data  Review. View FoutPDF  ACROBAT ) Tell me wh pant o do.
B ¥ Cut = 1 AR g » b Weap T P’ 7 ‘.‘ & ™ ; E:u:oSun‘ E ’27 p
it - f i g P2
l‘.:.sn- o :“::.“ i Iy V- A o0 %5 EiMergediCenter - $ - % 2 0. [l::"d:::lu‘ll\;l Iurlr:n_:‘l-ﬂ'. l\,_:, } Insert Uu'-en.- Il:lf“nl # Cloar = 'E;:I-:!&_e ::I:Jr:&_
Chiplocsint] 3 Foak 3 FY— Mt B fitig ~
B .o
e B I ”‘.‘f:ﬂ.%- :, a8
e = 0 58
A B c D E F G H I J -
1 |Defartment: Barter ¥ Department: Bartender{100) (100]
2 |Department: Barter - - tnamed, FirstName Lastnamed, FirstName Code Earning Hours  Rate Amount Code Tax Amount Cot
3 Barter . o tramed, FirstName REG REG 16.3 495 BO.6Q FITW 450.41 ME
Paste Options: 2
4 |Degartment: Barter = tnamed, FirstName Emp Id 2967
5 = Barter tnamed, FirstName REG REG 532.33 5.45 2,501.24 MED 193.09 55
6 |(Degartment: Barte pamed, FirstName Rate 5.45
7 |Defgartment: Bartgr tndmed, FirstName REG REG 79.13 10 791355 825.62ILS1
B (D Bartdr Ingett tndmed, FirstName Freq B
5 |Defartment: Barts = med, FirstName cTIPs CTIPS 0 0 9,543.25 IL 418,44 FUT
0 |Depar : Barter tnamed, FirstName Loc 100
1 |Degartment: Barter — 5 tnamed, FirstName Total Earnings 627.76 13,316.48 Total Taxes 1,887.56 Tt
2 |D Barter ; tnamed, FirstName
1 |Defartment: Barter k trame29, FirstName Lastname29, FirstName Code Earning Hours  Rate Amount Code Tax Amount Cot
4 Barter icke trame23, FirstName REG REG 284 495 140.58 FITW 286,72 ME
5 |De ‘Barter e tname23, FirstName Emp Id 284747
6 |Department: Bartend@fI00){I00)  |Lastname2, FirstName REG REG 188.86 5.45 1,029.28 MED 60.67 55-
7 |Department: Bartender(100) (100)  |Lastname23, FirstName Rate 5.45
& |Defar nt Bartender(100] {100} Lastname29, FirstName REG REG 73.02 10 730.2 55 259.28 |54
9 | : Bartender({100) (100} Lastname29, FirstNameFreq B
R0 (D Bartender(100) (100} Lastname29, FirstName CTIPS CTIPS 2,281.90 L 98.45 FU7
1 [Department: Bartender(100) (100}  [Lastname29, FirstName Loc 100
P2 : Bartender(100) {100} Lastname29, FirstName Total Earnings 290.28 4,181.96 Total Taxes 70512 Tt L
. SamplePayrollDocumentWaorking ‘ .
Fead - 1 +

Concatenate the name and department number in the newly added column separating the two with the
@ sign. You do this in order to separate this information later in the process. In the example below,
the formula =c1&” @"”&b1 will do this

=]

Sam plefayrofiDocumentWorking xlsx - Ewcel

Insert Formulas  Data  Review. View FoutPDF  ACROBAT ) Tell me wh pant 1o do.
o Cut
Copy -
B [
Chiplocsint] FY— AT Shden
VLOOKUP > vy
= (o}
1 |=C1&"@"&B.‘l |Department: Bartender{100) {100} | | epartment: Bartender{100} (100)
2 [ Deoariment Bartender100103001 — Lanamco FraName lhstnamed, FirstName
3 Department: Bartender(100) (100) Lastname9, FirstName
4 Department: Bartender(100] {100} Lastname3, FirstName Emp Id 2967
5 Department: Bartender{100) {100} Lastname9, FirstName
6 Department: Bartender(100) {100) Lastnames, FirstName Rate 5.45
7 Department: Bartender(100) {100} Lastnamed, Firsthame
8 Department: Bartender({100) {100} Lastname9, FirstName Freq B
9 Department: Bartender(100) (100) Lastnames, FirstName
10 Department: Bartender(100) (100) Lastnamed, FirstName Loc 100
11 Department: Bartender{ 100} {100} Lastnamed, FirstName
12 Department: Bartender{100) {100} Lastnamed, FirstName
13 Department: Bartender(100) {100} L 29, FlrstNamel 2%, FirstName
14 Department: Bartender(100) {100} Lastname29, FirstName
15 Department: Bartender(100] {100} Lastname28, FirstName Emp Id 284747
16 Department: Bartender(100) (100) Lastname29, FirstName
T Department: Bartender(100) {100} Lastname2d, FirstName Rate 5,45
18 Department: Bartender(100) {100} Lastname2d, FirstName
19 Department: Bartender{100) (100} Lastname29, FirstName Freq B
20 Department: Bartender(100) (100) Lastname2d, FirstName
21 Department; Bartender(100] {100} Lastname29, FirstName Loc 100
22 Department: Bartender({100) {100} Lastname2d, FirstName
SamplePayrollDocumentWarking T ‘

X AutoSum =/ p

 Cioar- Find &
Solect =
fitisng ~
£ F G -
Code Earning Hours Ra
REG REG 16.3
REG REG 53233
REG REG 79.13
CTiPs CTIPS a
Total Earnings 627.76

Code Earning Hours Ra
REG REG 284
REG REG 188.86
REG REG 73.02
CTIPS CTIPS a
Taotal Earnings 290.28 |,
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Copy that formula for the entire data set then copy the entire spreadsheet and paste as a value.

Sam plefayrofiDocumentWorking xlsx - Ewcel

Insert Pagelayout Formulss Data  Rewlew  View FoutPDF  ACROBAT ) Tell it yiou want 1o do.

Calibri -1 A A = #- ¥ Wrap Text Genesal P‘ 7] 4 € i ‘| E"”ms”"' : '}Y p
# > a : = Tl z
ey BIfu- - G- A- . BCenter> $-% ¥ 4 [I:-:"J‘II’:lllul I;ru‘u:\:nu r.-_\-|.-; ! In'..u'l L:-.-'-el\- |u|:‘:_-|
G | Fi Sy Editing ~
Al L IR D RE v
A A -1 - AN S E B C 5} E G -
| |@Department: Bart B - A R der(100) (100} ‘Department: Bartender{100} (100)
2 [k F P * Departmerg: Bartender(100) (100) L F L FirstName Code Earning Hours Ra
3 |Lastnamed, FirstNar artender(100) (100} Lastname®, FirstName REG REG 16.3
4 |Lastnamed, FirstNar ; artender(100] {100} Lastnamed, FirstName Emp Id 2957
5 |Lastnamed, Firsthar -~ artender(100] {100) Lastnames, FirstName REG REG 532.33
& [Lastnames, Firsthay | Paste Options: artender(100) {100) Lastnamed, FirstName Rate 5,45
7 |Lastnamed, Firsthar T 0 [, Th 5L [T, artender(100) (100) Lastnamed, FirstName REG REG 79.13
8 |Lastnamed, Firstiar , artender{100] {100} Lastname9, FirstName Freq B
5 [Lastnamed, FirstNar artender(100) (100) Lastname?, FirstName CTIPS CTIPS a
10 {Lastnamed, FirstNar artender({100} {100} Lastname3, FirstName Loc 100
11 |Lastnamed, FirstNar ! artender(100} {100} Lastnamed, FirstName Total Earnings 627.76
12 |Lastnamed, FirstNar jear Coiptents artender{ 100] (100} Lastnames, FirstName
13 |Lastname2D, FirstN: _ artender(100] (100) i 29, F L 20 Code Earning Hours Ra
14 Lastname2g, FirstNs — " artender(100) {100) Lastname29, FirstName REG REG 284
15 [Lastname29, FirstN: artender(100] {100} Lastname29, FirstName Emp Id 284747 _
16 |Lastname29, FirstN: artender(100) (100} Lastname29, FirstName REG REG 188.86
17 |Lastname29, FirstNi rihiche artender(100) (100} Lastname2d, FirstName Rate 5.45
29, Firsth parumesd; nartender(100) {100} Lastname24d, FirstName REG REG 7302
g |k FirstName@Department Departmerg: Bartender({100) {100} Lastname29d, FirstName Freq B
L 29, F @Dep Departmerf: Bartender(100) (100} Lastname2d, Firsthame CTIPS CTIPS (1]
Lastname28, @D partmeng: Bartender(100) {100} Lastname29, Firsthame Loc 100 -
Lastname28, FirstName@Department Departmerg: Bartender(100) {100) Lastname2d, FirstName Total Earnings 29028
SamplePayrollDocumentWarking + . o
Select destination and press ENTER

At this point, you will filter out the subtotals. This can be done either by entering a comma as in the
example below in the dialog box and hitting ok. Also, in the text filters options, you can use the “does

not include” option with the verbiage “employee” in it as that identifies the subtotals.
H - =

Sam plefayrofiDocumentWorking xlsx - Ewcel

Fle  Home Inset Pagelayout Formulas Review  View FoxtPDF  ACROBAT () Tel tyou want to do. Greg Rohner

@From Access *lConnections”| g [F1a| £ Group
s From Wek £ & T HElungraup -
'h1 R From Other Existing Mew : i‘._-'fuql-. Filtes | ey _Iu.l o < ubtatsl
o Text rictions  Cluary = %5 Mt b Advanced  Columng
Get B Trasstoem Rt o & Filtew Data Dol Farecay Juthier ~
Al i @Department: Bartender(100) (100) v
P | A B C 2] E F G =
| |@Department: Bartender(100) 101 - |Depaftment: Bartender{100] (100) =] [~ Department: Bartender{100} (100) - - - -
2 |E FirstN @ Dep Dey Bartender(100]) (10C 4| ot At Lastnamed, FirstName Code Earning Hours Rz
i |Lastnames, FirstName@Departent; Depaftment: Bartender(100) (10C = REG REG 16.3
4 |Lastnamed, F Dep Department; Bartender(100] {10C {Emp Id 2967
5 FirstName@Dep Department: Bartender{100) (1ot " ! REG REG 532,33
6 (L Fir "f' o Department; Bartender(100) (100 |Rate 5.45
7 |Lastnamed, FirstName@Dey Department; Bartender({100) (10 REG REG 7243
8 |[E Firs I Dep Department: der{100) {100 N , FreqB
g (L 9, FirstN. @ Dep Department: Bartender(100) {10) CTIPS CTIPS a
10 4, Fir @ Dep Department; Bartender{100) {10 ! * |Loe 100
11 Fir Department: Bartender(100) (1 (Select Al Search Results] ~ Total Earnings 627.76
12 [ Firsth Dep Department; Bartender(100) {100 i current salection to filter
13 |E 29, FirstN; @Depart Department: Bartender|100) (100 Lastrame2, FirstName Code Earning Hours Ra
14 |L Fi tment tment: Bartender(100) {10C : REG REG 284
15 |Lastname29, FirstName@Department Department: Bartender{100) {10C Emp Id 284747 _
16 |L 29, Firsth @Dep Department: Bartender(100) (100 i ] T ) REG REG 188.86
17 |E 29, F e@Dep partment: Bartender(100) (100 ! |Rate 5,45
29, F tment Department; Bartender{100) {100) Lastname2d, Firsthame REG REG 7302
L Firsth @Dep Department: B der(100) (100} Lastname29d, FirstName Freq B
L 29, F @Dep Department: Bartender(100) (100} Lastname2d, Firsthame CTIPS CTIPS (1]
Lastname28, @D tment; Bartender(100) {100} Lastname29, Firsthame Loc 100 -
Lastname28, FirstName@Department Department: Bartender(100) {100} Lastname2d, FirstName Total Earnings 290,28

SamplePayrollDocumentWaorking T
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Click on the dropdown box for column E and type the word total earnings to filter just the values for the

total earnigns to be found in column |
H ©-

Sam plefayrofiDocumentWorking xlsx - Ewcel

Fle  Home Inset Pagelayout Formulas View  FoxtPOF  ACROBAT () Tell me wh

[From Access L ™1 Show Queries ] Connections = I Consolidate WilGroup =
s From Wek £ F_ [ From Table ' Y T Bf Remove Duplicates "l Ungraup -
: From Other  Existing MNew i il L i T e
From Text Connctions Guary = |0 Recent Sources I Advanced . Colurmms
Gen & TranitonT Connectiar Sot & il Data s Gutlier “
a1l f @Department: Bartender(100) (100) ¥
P | A 8 c 2] f G -
1 |@Department: Bartender(100) {10! - |Department; Bartender(100) (100} =] - |Department: Bartender{100} (100) =] = =]
2 |E F @ Dep t: Department: Bartender(100) (100) L 9, F L FirsthName | | - to Z arning Hours  Ra
3 |k F @D Department: Bartender(100) (100) Lastname®, FirstName : Hl REG 163
4 L T D Department; Bartender(100] {100} Lastnamed, FirstName Emp Id 2957
5 4, FirstName @ Dep Department: Bartender(100) {100) Lastname8, FirstName ' |reG 532.33
6 (L 20, "_" o Department: Bartender(100) {100) Lastnames, FirstName Rate 5.45
7 |Lastnamed, Fir @Depa Department; Bartender(100) {100) Lastnamed, FirstName ' REG 79.13
8 |[E F yDepartr Department: Bartender{100) {100} Lastname9, FirstName Freq B E
g (L 9, FirstN. @ Dep Department: Bartender(100) {100} Lastnames, FirstName CTIPS (1]
10 , Firs @Dep Department; Bartender(100) {100} Lastnameg, FirstName Lo 100 total sai %
11 F T ‘Department: Bartender(100) {100} Lastnamed, FirstName " Hesutz) B627.76
12 N (@ Dep Department; Bartender{100] (100} Lastnames, FirstName Add current selectian to-filter
13 [ Name@Dep partment: Bartender(100] (100) 1 29, F 1 28, 1 £ Ton) Eamings Earning Hours Ra
14 Fi E tment: Bartender(100) {100) Lastname2d, Firsthame _ REG 284
15 |Lastname29, FirstName@Department Department: Bartender{100) {100) Lastname28, FirstName Emp Id 284747 -~ I
16 |L 29, Firsth @Dep went Department: Bartender(100] {100} Lastname29, FirstName = G REG 188.86
17 29, F e@Dep partment: Bartender(100) (100} Lastname29, FirstName Rate 5.45 I
18 29, Firstl partment Department; Bartender{100) {100} Lastname2d, FirstName REG REG 7302
19 Firsth @Dep Department: B der(100) (100} Lastname29d, FirstName Freq B
20 (K 29, F @Dep Department: Bartender(100) (100} Lastname2d, FirstName CTIPS 0
21 |Lastname29, Firs ) partment; Bartender(100) {100} Lastname2d, Firsthame Loc 100 -
22 |Lastname29, FirstNameg@Department Department: Bartender(100) {100} Lastname29, FirstName 290,28

SamplePayrollDocumentWaorking T

Highlight the values in Column I. If the subtotal at the bottom matches the total earnings for the report,

you will know that you have the data converted and identified correctly
H -

Flle Home

Insert  Page layout Formulas Wiew

ACROBAT

Sam plefayrofiDocumentWorking xlsx - Ewcel

[From Access L F ™1 Show Queries ] Connections Y I Clear = Flash Fill I+ Consolidate P WilGroup =

% Fram Web £ -8 o Fram Table J s Reapply B+ Remove Duplicates { = “HeiUngroup

s A From Other  Existing MNew M Fills G T n h el

am Text P Connpctions  Quary = pcant Sources I Advanced . colummns
Gi Get B Thart <ticsr 5007 & Filr Data ol Cuther
11 J
B [ D E F G u | J

1 |Department: Bartender{100) (100} - | Department: Bartender|100) (100) = x = - . -
11 |Department: Bartender(100) {100} Lastnamed, FirstName 3l AtoZ 627.76 13 316,48 Tqtal Taxes
22 |Department: Bartender(100) (100} Lastname29, FirstName 4 200,28 4,181.96(Tdral Taxes
30 |Department: Bartender(100) (100} Lastnamedl First Name o 1,278.10 0 26,091,698 Tdeal Taxes
41 |Department: Bartender(100) (100} Lastnamed2, FirstName ? 400.65 8.858.77 | Tdtal Taxes
52 |Department: Bartender(100) {100} LastnameS5h, FirstName b 4 mi 357.98 9,020.22 | Tdtal Taxes
63 |Department: Bartender(100) (100} Lastname6d, FirstName 644,84 14 674,34 Tdeal Taxes
75 |Department: Bartender{100) {100} Lastname73, FirstName it 1,405.80 26,651.13 (Tdtal Taxes
86 |Department: Bartender(100) {100} Lastnamel115, FirstName 79293 14,090.24 Tdral Taxes
94 |Department: Bartender(100) {100) Lastnamel25 First Name - 2 an.74 1,;42&_.10 Tdtal Taxes
105|Department: Bartender{100) (100} Lastnamel29, Firsthame v Code -~ 10.15 220,34 Tdeal Taxes
125|Department: Busser/Barback(400) (400} Lastnamel, FirstName #ICTIFS 32.74 748,41 (Tdtal Taxes
133|Department: Busser/Barback(400) (400 Lastnamez2 First Name = ;“T"‘E 184.53 3,088.55(Tdtal Taxes
141|Department; Busser/Barback(400) (400} Lastname3, First Name i = 206.89 7,463.21 Tdeal Taxes
148|Department: Busser/Barback{400) (400} Lastname8,First Name 113.47 2,835.32 Total Taxes
160|Department: Busser/Barback(400) (400) Lastnamel5, FirstName E e 59.75 2,311.30|Tdal Taxes
171|Department: Busser/Barback(400) (400} LastnamelB, FirstName 169,12 2,128.21 Tdal Taxes
182|Department: Busser/Barback{400) (400) Lastname2Q, FirstName Total Earnings 15.67 382,41 Tdtal Taxes
190| Department: Busser/Barback{400) (400) Lastname25 First Name Tatal Earnings 99.66 2,750.42 Tdtal Taxes
201 |Department: Busser/Barback(400) (400) Lastname27, FirstName Tatal Earnings 45.2 1.363.82 | Tqtal Taxes
212|Department: Busser/Barback(400) (400} Lastname28, FirstName Total Earnings 24,37 586.26Tdtal Taxes
2_.23 Department: Busser/Barback(400) (400) Lastname3d, FirstName Total Earnings 123.48 3,963.27 Tdtal Taxes
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At this point, from the drop down box in Column E, select the items you want to extract. In this
example, that would be “Total Earnings”, tips “CTIPS” and overtime denoted as “OT”. Hit control C to

copy this data
H -

Farmulas Sl Review  View  Fowt POF

Sam plefayrofiDocumentWorking xlsx - Ewcel

ACROBAT

File Home  Insert  Page

mFrom Access ; [ Show Cueries %] Connections ¥ Clea = leConsolidate TEiGroup
% Fram Web o F_ [ From Table = Y T Reapply BB Remove Duplicates {ungraup -
: From Cithe sting MNew Rafresh Filtes TOME e st
From Text ¢ pctions Chsry = | Recont Sourees ) - W Advanced . Columme ®
Get & Tranitoo Connectiar ot & Fil Ol ~
£ . .
A B c 2] E F G 1 2]
g2l PDepastment: fastander {100} (100 Departinedt: Barienils{100) (100) = ¥ Department: Barte - er{100) (100 = - -] =1
9 |Lastnamed, FirstName@Department: Department: Bartender(100) (100) Lastnamesd, FirstName CTIPS CTIPS {+] 4] 9,543.25/IL
11|t F @Dep Department: Bartender(100) (100) Lastname?, FirstName Total Earnings 627.76 : 13,316.48|Total T3
20 |Lastname29, FirstName@Department Department; Bartender({100) {100} Lastname23, FirstName CTIPS CTIPS o o 2,281.90|IL
22 |La 29, FirstN; EDep Department: Bartender(100) {100) Lastname28, FirstName Total Earnings 290.28 4,181.96(Total T:
28 |L 41, First M P partment: Bartender(100) (100) Lastnamed First Namé Freq B oT oT 1247 818 265.44|1L
29 |Lastnamed] First tment; Bartender(100) {100) Lastnamed 1, First Name Loc 100 CTIPS cTps o o 18226.02
30 |Lastnamed1First Name@DeparhnenlDeparhnenl Bartender{100) (100} Lastnamed 1, First Name Total Earnings 1,278.10 o 26,091.69(Total T:
39 |L 42, FirstName @D Department: Bartender(100) (100} Lastname42, FirstName cTIes TIPS o 0 7673.00/L
41 42, F partment: Bartender{100) {100} Lastnamed2, FirstName Total Earnings 400.65 S.858.77|Total T:
48 |LastnameS6, Fn‘slﬂameﬂl)zparhnenll)enarhnent Bartender(100} {100 Lastnamesa, FirstName CTIPS CTIPS 0 0 7,074.95(55
52 |Lastname56, FirstName@Department Department; Bartender{100) {100} Lastnamese, Firsthame Total Earnings 357.98 9,020.22(Total Tz
61 |k 9, Firsth; @D partment: Bartender(100]) (100) Lastname&s, FirstName CTIPS CTIPS v} i} 11,010.00(I1L
63 Fil [ tment: Bartender{100) {100) Lastname6d, Firsthame Total Earnings 644.84 14,674.34|Total T
72 |Lastname?9, FirstName@UDepartment Department: Bartender(100) {100} Lastname79, FirstName ot T 891 218 F2.34|IL
74 |L 79, Firsth @Dep tDepartment: Bartender(100) (100} Lastname?9, FirstName CTIPS CTIPS o o 18,952.60)
75 79, F e@Dep partment: Bartender(100) (100} Lastname7g, FirstName Total Earnings 1,405.80 26,651.13(Total T:
84 15, Fi P Department; I!arhencler[‘lm} (100} Lastname115, FirstName CTIPS cTes o ] 9,063.00(IL
B 15, Firsth D Department: fer{100] (100} Lastname115, FirstName Total Earnings 792.93 14,090.24{Total T:
92 |Lastnamel25,First Name@DepanmrDepanment Bartender(100) (100} Lastnamel25,First Nam Freq B CTIPS TIPS o o Ba5|IL
94 |Lastname125 First Name@Departmer Department; Bartender(100) {100} ustnimeus,ﬁlst Nime Total Earnings 20.74 1,428.10(Total T
101 29, Firsth p Department: B 4er{100) {100} 129, F CTIPS CTIFS o 0 5
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[From Access L ™1 Show Queries
. 9 [

& From Wek = |From Table

From Other

Existing MNew
pctions Cuary =

Fram Test - Raceant Sources

o & Tharrtoem ot

% Connections

Sam plefayrofiDocumentWorking xlsx - Ewcel

ACROBAT 1) Tell me wh

t Filter Text to
¥ Advanced | Columns

B

Al i Lastnamed, FirstName@Department: Bartender(100) (100)
A 1] C 2] 3 F G H [] ] K L
1 |Lastn { Departme Las! F cTips CTIPS o 0 9543.25
2 |k D 1 3, Flrslhlnm'l'otal Earnings 627.76 13,316.48
3 I.asmama.Departrne-Llstnlme?B FirstMai CTIPS CTIPS o 0 2,281.90
4 [ L 29, FirstNaiTatal i -290.28 l,l_&].ﬁ
5 D par 1 FreqB OT or 3247 8.18  205.44
& |L Dep. L Loc100 CTIPS CTIPS o 0 18,226.02
7 |Lastname: Departme | First NaiTotal Earnin 1,278.10 026,091.69
B |k p 1 2, FirstNaiCTIPS CTIPS i] 0 7,673.00]
g |L » L 42, FirstNai Total Earning 400,65 9,858.77
10 1Dep Las , FirstNai TIPS [CTIPS i} 0 7,074.95
11 |Las Dy ia FirstNaiTotal Earni 357.98 9,020.22
12 |i Dep L |, FirstMarCTIPS CTIPS 1] 0 11,010.00|
13 |k D L |, Firstiai Total 85 544,84 14674.34
14 |Lastname’ Departmeusmlme?‘} Firsthai OT ot B9l B.18 72.84
15 |Lastname’ Departme Lastname79, FirstNai CTIPS CTIPS o 0 18,952.60]
16 L ‘Degp L 79, FirstNai Total Earnings 1,405.80 6 26,651.13
17 Dep. 1 115, FirstNiCTIPS CTIPS o 0 8,063.00
18 i 1 115, Firsth: Total i 792.93 14,090.24|
13 D 1 :FregB  CTIPS  CTIPS o 1] 825
20 |L ‘Dep L 125 First Ni nm{' g5 90.74 1,428.10|
21 |Lastname: Departme | 29, Firsthy p 0 0 150
T

Y = [
Fisa B+ Remove Duplicates

nsolidate

% Data Validation =

lGroup
Helungroup *
H Subtatal
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This process uses a pivot table to organize the data. That requires headers. Type headers as below.
H -

Fle  Home Insert Page Layo eview  View  Fot PDF  ACROBAT

@From Access L =] Show Cueries #]Connections | & Y - ¥ Flash Fill I+ Consolidate
ram Web o i I From Table s = Pu & s B Remove Duplicates == Retionshir
.;” S From Other Existing MNew " e Refresh 2 il Sort  Filker ¥ Textto Dty Validaticr: -
Lol R Sou Connections  Cuary = RCRnt Sou Al = y Aovanced . Columng
G it Dt ® Cuthier ~
11 J Amaount »
) T T 17} T ¥ 5 LiJ J K L M N (2] P aQ R s -
1 |Key Type
Lastname! Departme Lastname3, FirstNam CTIPS CTIPS *] 0 9543.25
3 |Lastname! Departme Lastnamed, Fi!sl-Naw‘TOIal Earnings 627.76 13,316.48
4 Lastn . Departme L 29, FirstNai CTIPS cmips ] 0 2,281.90
5 |Li . Departme L 29, FirstNai Total Earnings 290,28 4,181.96
6 |L Departme L FreqB OT or 3247 B.18 26544
7 Lastname: Departme Lastname:Loc 100 CTIPS CTIPS o 0 18,226.02
8 Lastname:Departme Lastnamed First NaiTotal Earnings 1,278.10 0 26,091.69
9 Lastname: Departme Lastnamed2, FirstNai CTIPS CTIPS o 0 7673.00
10 Lastname: Departme Lastnamed2, FirstNai Total Earnings 400,65 9,858.77
11 L !Departme L FirstNai CTIPS CTiPs o 0D 7,074.95
12 Last ! Departme L 56, FirstNai Total Earnings 357.98 9,020.22
13 |Lastnamel Departme Lastname6d, FirstNai CTIPS CTIPS 0 0 11,010.00
14 LastnameiDepartme Lastname69, FirstNai Total Earnings 644.84 14,674.34
15 Lastname’Departme Lastname73, FirstNai OT ot 291 B.18 71.84
16 Lastname’ Departme Lastname79, Firsthai CTIPS CTIPS o 0 18,552.60
17 Lastname’ Departme Lastname73, FirstNai Total Earnings 1,405.80 6 26,651.13
18 |Last :Departme L 115, FirstN: CTIPS CTIPS o 0 9,063.00
19 Lastname:Departme Lastnamel15, FirstMi Total Earnings 792.93 14,000.24
20 Lastname!Departme Lastname Freq B CTIPS TIPS 0 o 825
21 |1 :Departme | 125 First Ni Total Earnings 90.74 1,428.10
22 Lastname:Departme Lastnamel29, FirstM: CTIPS CTiPs o o 150 =
SamplePayrollDocumentWorking | Sheet1 i+ ", -
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Flle Home  Insert Pagel Farmulas : ACROBA ¥ it

| @From Access : ] Show Queries | =3 [+ Consolidate iGroup -
g & = 2l . i y 2
ram Web From Table o= + | ik BeRRemove Duplicates == Relationshi f
From Other  Edsting  New g Sort  Filter Testto
From Text ¢ B Y Advancod | Cojumns 5 DO Validation -

Connections  Cuary =

b s L A

Bl f w
Al B C L G H 1 J K L M N 2] P a R 5 =

1 |Key | | Amount

2 L Dep P — 0 0 554335

3 |1 Ds Lastnar 327,76 13,316.48

& |l peparmeasnat ® 1 = > o o2z

5 L Departme L: 29 Firsthal fatal Earnings 29028 4,181.96

& L Dep Lastpar 1 o7 3247 B.18 26544

gl Departme Lastnar & (o TIPS il 0 18,226,02

8 |t Departmelastnat = o o 4 = mings 1,278.10 0 26,091.69

g La Dep lastnar . TIPS 0 D 7,673.00

10 |L Dep Lastnat ) nings 400,65 9,858.77

11 |1 7 Lastnal P TIPS o D 7,078.95

12 | Last Dep Lastnat | ‘nings 357.98 9,020.22

13 |1 Dep Lastnal S CTIPS *] 0 11,010.00

14 |t D Lastnal “nings 644,84 14,674,34

15 |Last Dep Lastnay Ul Contefts ot 891 818 72.84

16 |Li o P = r— cTiFs 0 0 18,952.60

17 |L Dep Lastomy b ‘nings 1,405.80 6 26,651.13

18 |Last Departme Lastnai TIPS o 0 9,063.00

19 |1 D Lastnar nings 792.93 14,090.24

20 |t :!" i Lastnal Unhids CTIPS [+] o 825

21|t |Departme | 5 First Mifotal Earnings 90,74 1,428.10

22 |Lastngne|Depar ame129, FirsthiqTiPs  CTIPS 0 0 150 =

Silrnplui-‘uylDilDuLwnL‘nth‘lkzmﬂ Sheet1 @ . -
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Columns not needed
[
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Page Layout

Farmulas
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View  Fouit PDF  ACROBAT

mFrom Access ; F_ [ Show Cueries 1, [ElConnections Y = leConsolidate 3 [A ] iGroup «
% Fram Web £ [E]From Table Bf Remove Duplicates f ‘i ungraup
'M o From Other  Existing MNew - M il Filter P R L R h ]
am Text Connpctions  Quary = pcant Sources I Advanced . Colummns
G Ges & Trarito e ot & Filne Dal e a
s | i »
A [« L E F G H 1 1 K M N 2] P a R 5 =
1 |Key Type}
2 |Lastname!CTIP: CTIPs Q
3 |Lastname! Tota)Earnings 1 A L]
4 |Lastname.CTIP TIPS - A- o
5 |Lastname.TotafEarnings |
£ |Lastname:OT oT o
7 |Lastname: CTIP CTIPS
B |Lastname: Tota|Earnings B
9 |Lastnames CTIP CTIPS Paste Options:
10 |Lastname: TatafEarnings i
11 |Lastname! CTIP! CTIPS
12 |Lastname! Tota|Earnings te Spedial
13 |Lastnamel CTIP: CTIPS
14 |Lastnamel Tota|Earnings
15 |Lastname’OT oT
16 |Lastname’ CTIP: CTIPS.
17 |Lastname’ TatafEarnings
18 |Lastname: CTIP! CTIPS
19 |Lastname: Tota|Earnings Sice
20 |Lastname! CTIP: CTIPs it
21 |Lastname: TotafEarnings
23 |Lastname: CTIP! CIIPS o l}| =
SamllePayroliDocumentWorking | Sheet1 + ‘ -

In California, Section 125 contributions are needed for an audit as well. This information can be completed
by selecting the various itesm which can be done with the drop down box for column O or column N. Click
the dropdown box and select the items that you wish to mine out.

[ S

File Home  Inzert View  Fouit PDF  ACROBAT

[From Access L F_ ™1 Show Queries : % Connections ¥ Flash Fill I+ Consolidate P ‘.-.r"‘}
% Fram Web £ [ElFrom Table & B+ Remove Duplicates f
g Fram Other  Esisting Mew Refresh Filtes Textto .. L What-Hi Forecast
Fram Text Connmetions Quary = Lo fecant Souress g - 4 Coliumpg == D0t VeRdation: -
Ges & Trarito i Dafa ol ey -
P1 I v
| ) K L M N o I Q R s T u v w X i ~
i - < B - S I I
2 |Amount Code Tax Amount Code E = t
3 B0.69 FITW 450.41 MED-R 0,543.25
4
5 2,901.24 MED 193,09 55-R T '
3
7 791355 B25.62 1L5U1
8  Eit
g 5,543,25 IL 418,44 FUTA -
10 £
11 13,316.48 Total Taxes 1,887.56 Ttl Employer  nENT ~ | 954325 ER liab  14,635.29
12 | MEDH EE Net 1,885.67
13 | Amount Code Tax Amount Code E '_:fs'"‘ Amaunt
14 140,58 FITW 286,72 MED-R 'E.iauk " 2,281.90
15
16 1,025.28 MED 60,67 55-R
17 Cancel
18 730.2 55 259,28 11501 192.52
19
20 2,281,590 1L 98.45 FUTA 25.08
21
22 4,181.96 Total Taxes 705.12 Ttl Employer 537.55 Total Deductions 2,281.90 ER Liab 4,719.51 =
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Next ensure you only have names by entering a comma in the dialog box from the dropdown box on

column A
[

File Home  Insert  Pag yout  Farmulas

; ! [ Show Cueries
3 [ P

| From Table izt
Refresh

|_@From Access ] Connections

Tam Wik

[Ty Fram Text S (,::,I::,I:,,,. r:':: - [ 7 Rocont Sourews  p - i T Advanced c|:|:,lnl‘:\ = Data Validation -
Git G wcticm 50 Dat
AB26 £ Lastname7, FirstName@Department: Chef/Sous Chef{800) (800)
A B C D E F G H 1 il
1 [@Department: Bartender{100) (104 = Departi = nt: Bartend - |Depart - :nt: Barte = 2r{100 - .00} - - = -
2 SoAwz Departme Lastname7, FirstName  SAL SAL 0 4] 134.62 FITW
z Departme Lastname7, FirstName  SAL SAL o 31,25 2,500.00 MED
= . Departme Lastnamel08, FirstNami5AL SAL o a 1,250.00 FITW
: Departme Lastnamel08, FirstNamiSAL SAL o 31.25 12,500.00 MED
Departme Lastname 108, FirstNam ERMED ER MED 0 a 184.6 55
Dep L 119, FirstN BONUS BONUS o [i] 4,000.00 55
- , [Departme Lastnamel189, FirstNamERMED ER MED o a B30T IL
Departme Lastname119, FirstName
| ® Totals for Employees 4 BONUS BONUS a 4,912.00 55
S »~ Totals for Employees 4 ERMED ER MED o 1,430.65 IL
el current salection 1o filter Totals for Employees 4
£ Lastname 07, FirstNameBDepanment.  pegartme Lastname53, FirstName SAL SAL 0 i3 6,000.00 MED
L i r"“""*"‘m“’*""'e""' ¥ Departme Lastname53, FirstName 401ER 401ER o o 120 55
Dep L 107, Fir A01ER 401ER o o 852.34 MED
E = Departme Lastnamel27 Emp Id 1C5AL SAL [+] 33.65 51,153.89 MED
. Departme Lastnamel27, Rate 3,071401ER 401ER o o 2,880.76 55
1478 Employees 7@Totals for Dep -Totals for Employees 7 SAL SAL 0 127,769.43 MED
1479 Employees 7@Totals for Dep “Totals for yees 7 AD1ER A01ER 0 3,893.10 55
1486 Lastnamel7, FirstName@Department Departme Lastnamel?, FirstName REG REG 67.8 12 814.08 FITW
1488 Lastnamel7, FirstName @ Department Departme Lastnamel?, FirstName ERMED ER MED ] o 46.15 MED
1497 Lastname3, FirstName @ Department Departme Lastname23, Firstlame SAL SAL o a 3,692.31 FITW
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This is what the data will look like
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SamplePayroliD

T Reapply

hFill

B+ Remove Duplicates

= Consolidate

Anak

K L M N
2,315.36 MED-R 358.76 DENT
358.76 55-R 1,533.98 MEDI
1,869.74 MED-R 170.86 DENT
170.86 55-R 730.5 MEDI
730.5 ILsUI 618.31 VIS
2,392.49 IL5U| 482.38 DENT
1,090.51 FUTA 42.02 MEDI
VIS
7,845.19 ILsU| 2,331.89 DENT
4,064.28 FUTA 1B0.07 MEDI
VIS
95.19 55-R 407.03 DENT
407,02 FLSU| 252.76 MEDI
314.32 55-R 1,343.93 MEDI
1,149.44 55-R 4,914.61 DENT
4,914.71 IL5U| 615.6 MEDI
2,212.95 55-R 9,462.11 DENT
9,462.30 ILSUI 2,194.84 MEDI
74.%6 MED-R 10.24 DENT
10.24 55-R 43.8 MEDI
798.03 MED-R 409.65 DENT
5]

2

What-i Forecast

DENT
MEDI
DENT
MEDI
wis

DENT
MEDI
VIS

DENT
MEDI
vis

DENT
MEDI
MEDI
DENT
MEDI
DENT
MEDI
DENT
MEDI
DENT

271.62
870,57
237.16
1,695.76
34,68
1,169.12
7,440.02
156.06
1,677.90
10,015.35
190.74
76.47
358,61
630.26
451.77
2,586.61
528.24

Flle Home  Insert View  Fouit POF CROBAT 1)
| FFroll'- -'-\Icc.esi {} ! a _IShow G?;Er:es b1 #] Connections 8 [7] Y :.EL"e-l' . =4 E‘_-::_h F.iln . - Consolidate 2 A2
ram Web 1From Table %2 Reapply f Remove Duplicates
: 'h S From Other  Existing MNew e Rafresh L Sort (i Y s TOME e st What-lil Ferecast
From Text  Goincos - Connmmctions Cusry = wcont Sources | ) - o Advanced  olymng Analy: Sheet
Gt Exter il Data G e Data ol — 1
Al J @Department: Bartender|100) (100)
A B C D E F G | H 1 il K L M N o] L
1 I@Department: Bartender{100) [ID'v“lDEpam = nt: Bartend - Depart - :nt: Barte = 2r{100 - .00} - - = - = ¥ - - -

624 lastname?, FirstName@Department: Departme Lastname7, FirstName  SAL SAL 0 4] 134.62 FITW  2,315.36 MED-R 358.76 DENT DENT 271.62
626 Lastname7, FirstName@Department: Departme Lastname7, FirstName  SAL SAL ] 31.25 2,500.00 MED 358.76 55-R 1,533.98 MEDI MEDI 879,57
648 L 108, FirstN; Departmer Dep. L 108, FirstNamiSAL SAL (] o 1,250.00 FITW 1,869.74 MED-R 170.86 DENT DENT 237.16
650 Lastnamel08, FirstName@ Departmer Departme Lastnamel08, FirstNamiSAL SAL v] 31.25 12,500.00 MED 170.86 55-R 730.5 MEDI MEDI 1,695.78
652 LastnamelO8, FirstName@Departmer Departme Lastnamel08, FirstNamiERMED ER MED o o 184.6 55 730.5 ILSU| 518.31 VIS WIS 34.68
663 L 119, FirstM, Departmer Dep. L 119, FirstN BONUS BONUS o [i] 4,000.00 55 2,392,490 |LSU| 482,38 DENT DENT 1,169.12
665 Lastnamelld, FirstName@Departmer Departme Lastnamel19, FirstNamiERMED ER MED o a B30T IL 1,080.51 FUTA 42.02 MEDI MEDI 7.440.02
667 lastnamellS, FirstName@Departmer Departme Lastnamel19, FirstName VIS WIS 156.06
1404 Lastname53, FirstName@Department Departme Lastname53, FirstName SAL SAL D 25 6,000.00 MED 05.10 55-R 407.03 DENT DENT 76.47
1406 Lastname53, FirstName@Department Departme Lastname53, FirstName 401ER A01ER o o 120 55 A07.02 FLSUI 252.76 MEDI MEDI 358.61
1448 Lastnamel07, FirstName@Departmer Departme Lastnamel07, FirstNam401ER 401ER ¢} ] £92.34 MED 314.32 55-R 1,343.93 MEDI MEDI 630.26
1458 Lastnamel27 First Name@Departmer Departme Lastnamel27 Emp Id 1C5AL SAL 0 33.65 51,153.8% MED 1,149.44 55-R 4914.61 DENT DENT 451,77
1458 Lastnamel27 First Name(@Departmer Departme Lastnamel27,Rate 3,071401ER 401ER o o 2,880.76 55 4,914.71 ILSU| 615.6 MEDI MEDI 2,586,61
1486 Lastnamel?, FirstName @ Department Departme Lastnamel?, FirstName REG REG 67.8 12 B814.08 FITW 74.96 MED-R 10.24 DENT DENT 20.67
1488 Last 17, Fir Department Departme Lastnamel?, FirstName ERMED ER MED o a 46.15 MED 10.24 55-R 43.8 MEDI MEDI 86,96
1497 Lastname23, FirstName@Department Departme Lastname23, FirstName SAL SAL o (i} 3,692.31 FITW 798.03 MED-R 409,65 DENT DENT 1,245.09
1498 Lastname23, FirstName@Department Departme Lastname23, FirstName SAL SAL o 16.83 30,961.45 MED 409.61 55-R 1,751.61 MEDI MEDI 7,275.66
1501 Lastname3, FirstName@Department Departme Lastname23, FirstName BONUS BONUS o [+] 2,300.00 55 1,75L.56 ILsUl 569.12 VIS VIS 182.07
2077
2078

2]
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Copy the data from column A

o LA

What-lf Forecast
Analysit = Sheat

358.76 DENT DENT
1,533.88 MEDI  MEDI
170.86 DENT DENT
730.5 MEDI MEDI
618.31 VIS VIS
432.38 DENT DENT
42.02 MEDI MEDI

vis VIS

407.03 DENT DENT
252.76 MEDI MEDI
1,343.93 MEDI MEDI

615.6 MEDI MEDI
10.24 DENT DENT

43.8 MEDI MEDI

409.65 DENT DENT
1,751.61 MEDI MEDI

H®-0- - ’ e
Flle Home Insert Page layo Farmul Ll Review  View A 2T B
| @From Access : 1 a ] Show Queries , ElConnections | 4 [T73 Y W Clear £y [ Flash Fill [+« Consolidate
i From Web £ [T1From Table 2 et y s Reapply B Remova Duplicates
: .; i From Other  Existing New e Refresh al | Sort [l > iRl Text o -
1Fram Tex Soure Connectians  Cuary = wcant Sources | ) - # Advanced  colmng
Gt Exte 1l Data Get B T Conrextiom 3 DAl
AGI4 1 Lastname7, FirstName@Department: Chef/Sous Chef{800) (800)
A B C D E F G H | bl K L
Eﬂ:_lg_[)lglg-_‘;lD parti = nt: Bartend - |Depart - :nt: Barte| = 2r(100 - 00} - - = - = -
nt:|Dfpartme Lastname7, FirstName  SAL SAL o 1] 134.62 FITW  2,315.36 MED-R
bpartme Lastname7, FirstName  SAL SAL ¢] 31.25 2,500.00 MED 358.76 55-R
bpartme Lastnamel08, FirstNamiSAL SAL o a 1,250.00 FITW 1,869.74 MED-R
bpartme Lastname108, FirstNamiSAL SAL o 31.25 12,500.00 MED 170.86 55-R
bpartme Lastname 108, FirstNamERMED ER MED o a 184.56 55 730.5 ILSUI
663 _Lm!ﬂg}'wymmgﬂjgm bpartme Lastnamel19, FirstNamiBONUS BONUS o a 4,000.00 55 2,392.49 |L5U|
665 Wﬂﬂﬁmm.%ﬁ@“ Dgpartme Lastname119, FirstNamiERMED ER MED o o 830.7 IL 1,080.51 FUTA
667 F._u___m;_a_{n'l_i_i__ “““““ Epartme Lastname119, FirstName
1404iLastnames3, FirstName@Department Dfpartme Lastnames3, FirstName SAL SAL o 25 6,000.00 MED 95.19 55-R
1406 Mﬁ?ﬁzﬁfﬁﬂf@?&ﬁ&. Dfpartme Lastnames3, FirstName 401ER A01ER o a 12055 A07.02 FLSUI
1448 vL_l;igl‘amem‘ ﬁnt@mﬂm& Dfpartme Lastnamel07, FirstNami401ER 401ER 0 4] B92.34 MED 314.32 55-R
1458 | Lastname127 First {@Dep Dfpartme Last 127, Emp Id 1(5aL SAL o 33,65 5115389 MED  1,149.44 55-R 4,914.61 DENT DENT
1458 {Lastnamel27 First i Dep -i bpartme L 127,Rate 3,071 401ER 401ER [+] a 2,880.76 55 4,914.71 ILSUI
1486 }Hﬂa_inel? F!_ﬁm‘gg‘n_gam@‘!b bpartme Lastnamel7?, FirstName REG REG 67.8 12 814.08 FITW 74.956 MED-R
1488 Lastnamel?, FirstName@Department Dfpartme Lastnamel7, FirstName ERMED ER MED [+] a 46.15 MED 10.24 55-R
1497 bpartme Lastname?3, FirstName SAL SAL o (4] 3692.31 FITW 798.03 MED-R
14594 bpartme Lastname23, FirstName SAL SAL o 16.83 30,961.45 MED 409.61 55-R
1501 bpartme Lastname23, FirstName BONUS BONUS o 1] 2,300.00 55 1,751.56 ILSUI

H ©-
Fle  Home Inset Pagelayout  Fommy Review  View Foxit PDF

| mFrom Access . 1 a [ Show Queries % [# Connections 8 777 ’Y - ¥ Flash Fill |+ Consolidate
o | =
5

569.12 VI5 WIS

% Fram Web £ [EFrem Table ort Tk B+ Remove Duplicates ? o
e From Other Existing New i Refresh e il Sort  Filtes = : Tewt 1o f Dt VaBdatior =
iFrom Text  Sources -  Connoctions Quary = Lo Recent Sourcss | )1 - 7 Advanced . Colgmng
Gt Exter vl Data Gt & Traswioom Connectian S0t & Filter Data ®
A342 S Lastname7, FirstName@Department: Chef/Sous Chef{800) (800)
4 B c o E F G H | J K
337 |Lastname126 First Name @ Department: Wait Staff(200) (200} Total Earnings  613.34
338 1 129, Firsth partment: Walt 5taff{200) {200) CTIPS 1,233.00
3391 129, First D tment: Wait Staff(200) (200} Total Earnings  1,407.95
,_ = . 7,219.26
341 Lastname130, FirstName@Department: Wait Staff(200) (200) Total Earnings  8,718.25
342|Lastname?, FirstName @Department: Chef/Sous Chef{800) (800)
343 |Lastname7, FirstName@Depa Chef/Sous Chef{800) (800)
344t Fi @ Chef/Sous Chef[800) (800]
3451 108, FirstName@Department: Chel/Sous Chef(800) (800)
108, FirstName@Department: Chef/Sous Chef(800) (800)
247|Lastname119, Fi e@Department CheifSons Chel#00} (800}
1 119, FirstName@Dep - Chef{Sous Chef(800) {800)
34a|L 118, F p Chef/Seus Chef(800) (800)
350 Department: ger{500)(500)
351 53, Fii 2 partment: 500(500)
352 Lastname107, | @Dep Manager(500)(500)
tname127,first Name@Department: Manager(00}(500)
3541 ks 21, ErstName@Depariment M
355(L 17, FirstName@Department: Phones{300) (900)
L 17, F @Department: Phones(900) (800)
357 |Lastname23, FirstName@Department: Phones(900} (200)
258l 23, FirstName @Departme {800} (500}
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Copy the description and amount (columns O and P).

SamplePayraliDocumentWorkingxlx - Excel

Review . View  Foxit PDF

| @From Access L ! ™ Show Queries | Connections W Clear = F |+ Consolidate

% Fram Web a [ Frem Table & T Reapply E-fRemove Duplicates 9 o

o Existing New . Relresh al | Fil : T What-l Forecast

\From Taxt Connpctions Guary = |0 Fecent Sources |+ T Advanced  columns

= Get B T Conretiom S0t & Filtir Dt ok out
o524 S DENT
A B C D E F G H | bl K L M N =) B o]

1  [@Department: Bartender{100) (104-¥ Departi - nt: Bartend - |Depart - :nt: Barte = 2r{100 - .00} - - = - - - - =l x . - -
624 |Lastname?, FirstName@Department: Departme Lastname7, FirstName  SAL SAL [+] o 134.62 FITW  2,315.36 MED-R 358.7H DENT rQ“E_'l\l‘_ 271, &i
626 |Lastname7, FirstName@Department: Departme Lastname7, FirstName  SAL SAL o 31.25 2,500.00 MED 358.76 55-R 1,533,098 MEDI |MEDI 879,57

648 |L 108, Fir Departmer Dep L 108, FirstNami SAL sAL 0 0 125000FTW  189.74 MED-R 1708 DENT [DENT 23716

ﬁ5|'._l Lastnamel08, FirstName@ Departmer Departme Lastnamel08, FirstNamiSAL SAL o 31.25 12,500.00 MED 170.86 55-R 730. 4 MEDI lMEDl .__mm.?‘s_g%

652 | Lastname108, FirstName@Departmer Departme Lastnamel08, FirstNam ERMED ER MED o a 184.6 55 7305 LUl 618.33VIS VIS 34,68

663 |Lastnamell9, FirstName@Departmer Departme Lastname119, FirstNam:BONUS BONUS o a 4,000.00 55 2,392.49 |L5U| 482 3 DENT PE_NJM-FA&QTEj

665 |Lastnamel19, FirstName@Departmer Departme Lastname119, FirstNamERMED ER MED o o 830.7 IL 1,090.51 FUTA 42.04 MEDI [MEDI 7.440.02]
B&7 |Lastnamel19, FirstName@ Departmer Departme Lastname119, FirstName vis VIS 156,06
1404| Lastnames3, FirstName@Department Departme Lastname5s3, FirstName SAL SAL o 25 6,000.00 MED 95.19 55-R 407.04 DENT JDENT 76.47
1406| Lastname53, FirstName@Department Departme Lastnames3, FirstName 401ER A01ER o a 12055 A07.02 FLSUI 252. 7@ MEDI @__E‘EL#_‘“E&R_?}I
1448| Lastname107, FirstName@ Departmer Departme Lastnamel07, FirstNam401ER 401ER [+] 4] B92.34 MED 314.32 55-R 1,343.93 MEDI IMED[ 630,
1458 Lastname127 First Name@Departmer Departme Lastnamel27 Emp |d 105AL SAL [+] 33.65 51,153.89 MED 1,149.44 55-R 4914 6 DENT [DENT 451,77
1458| Lastname127 First Name@Departmer Departme Lastname127,Rate 3,071 401ER A01ER [+] a 2,880.76 55 4,914.71 ILSUI 615.4 MEDI M__EE['_*%. 5§§£‘l..‘
1486} Lastnamel7, FirstName @ Department Dep. L 17, Fi REG REG 67.2 12 B14.08 FITW 74.96 MED-R 10.24 DENT i 20.67]
1488/ Last 17, Firsth Department Departme L 17, FirstNarne ERMED ER MED o a 46.15 MED 10.24 55-R 43.4 MEDI lMEDI 1
1497 | Lastname23, FirstName@Department Departme Lastname23, FirstName SAL SAL o a 3,692.31 FITW 798.03 MED-R 409.69 DENT |DENT 1,245.09
1459 | astname3, Firsthame@Department Departme Lastname23, FirstName SAL SAL o 16.83 30,961.45 MED 409.61 55-R 1,751.64 MEDI M.EEL-..-.Q—-..Z&E»,—
1501 | Lastname3, FirstName@Department Departme Lastname23, FirstName BONUS BONUS 0 [ 2,300.00 55 1,751.56 ILSUI S69.14VIs IS 182,
2077 —
2078 ""
2079

SamplePayrollDocumentWaorking = Sheet) i | '

H ©-

File Home Insert Page layo : EOELEN Review  View  Fouit POF

From Access L t FlConnections| &) [TTa| E L i |+ Consolidate
: u & 4 2l H = X 2 ,~/‘”
3 Fram Web 1From Table = et R Remove Duplicates atiomihi .
5 From Other Existing New Refresh 7| Sort  Filte Testio .- r What-Hi Forecast
Racent S 1 Data Valdation -

[TiFrom Text cq

1 Y o
Al = 1 v Advanced  colymng Analy

Connections  Cluery =

ot i

= Shest

B342 S DENT
| A B c 2] E F G H | ) K L M
337 |Lastname126 First Name @ Department: Wait Staff(200) (200} Total Earnings  613.34
3381 129, Firsth partment: Wait Staff{200) (200) CTIPS 1,233.00
3391 129, First D tment: Wait Staff{200) (200} Tatal Eafﬂiﬂﬁ 1.407.95
340/ Lastname130, FirstName@Department: Wait Statf{200) (200} CTIPS 7,219.26
341 Lastname130, FirstName@Department: Wait 5taff(200) (200) Total Earnings &,718.25
342 |Lastname7, FirstName@Department: Chef/Sous Chef{800) (800) DENT 271.62]
343 Lastname7, FirstName @ Department: Chef/Sous Chef{B00) (800) MEDL 879.57!
344 |Lastname 108, FirstName @ Department: Chef/Sous Chef{300) (804 DENT 237.16
345/ La: 108, Firsth 1Department: Chef/Sous Chef(200) (804 MEDI 1,655.76)
346|Lastname 108, FirstName@Department; Chef/Sous Chef|200) (804 VIS 34,68
347 |Lastname119, FirstName @Department: Chef/Sous Chef(200) (204 DENT 1,169.12
348 |Lastname119, FirstName @ Department: Chef/Sous Chef{800) (E0f)  |MEDI 7.440.02
34811 118, Firsth Department: Chef/Sous Chef{800) (804 VIS 156.06!
350|Lastname53, FirstName@Department: Manager{500)(500) DENT 76.47)
251 |Last 53, Fi partment: M {500)(500) MEDI 358.61
352 L 107, Firsth Department: Manager(500){500) MEDI 630.26
353 |Lastname127 First Name@ Department: Manager|500){500) DENT 451.77
354 (Lastname127 First Name@Department: Manager(500){500) MEDE 2586.61|
355|Lastname17, FirstName@Department: Phones{900) (500) DENT 20.67|
356|Lastname17, FirstName@Department: Phones({900) (900) MEDI 86.56
357 |Lastname23, FirstName@Department; Phones(300) (200) DENT 1,245.009
358 Last 3, Fir partment: P MEDI 7,275.66
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Flle

Formulas  Data  Review

Home (EOPEREN Fage Layout

Fouit POF

: . : I— A T
7 7 | O les & o Store "y =¥ =, & #+ €} Symbo
Pivetlable Rfcommended Table Pictues Online g ppe add-ine - [ Line ‘Column Win/  Shicer Timeline Hyperfink | Text  Header -
pivotTables Pictures &* ) Loss Box & Footer
Tukhes Nustratrons Adkd-ing 5 Filters Lriks Text Symbol:
T o
A B (4 o E F G H | ) K L M

1 |Key Type Amount

2 |k F @Dep - Bartender{100) (100) CTIPS §,543.25

3 | f @Dep Bartender{100) (100) Total Earnings 13,316.48

4 L 79, F B tment: der{100) {100} CTIPS 2,281.90

5 29, FirstName@Department: B jer(100) (100) Tatal Earnings  4,181.96

6 [L 41 First N partme der(100) (100) o1 265.44

7 |Lastnamed1 First Nameg@Department: Bartender({100) (100) CTIPS 18,226.02

8 |LastnamedlFirst Name@Department: Bartender{100) (100} Total Earnings 26,091.69

g |L 42, FirstName@Department: Bartender(100) (100) CTIPS 7,673.00

10 642, F partment: (100) (100) Total Earnings  9,858.77)

11 ar F me@L tment: der{100) (100) CTiPS 7,074.95

12 |Lastname56, FirstName@ Department: Bartender| 100} (100) Total Earnings  9,020.22

13 |Lastnamefs, FirstName@ Department: Bartender(100) {100) CTIPS 11,010.00)

14 Fi tment; Jer(100) (100) Total Earnings 14,674.34

15 79, First 3Department: Bartender{ 100} (100} ot 72.84

16 |Lastname?s, FirstName@Department: Bartender|100) (100) CTIPS 18,952,680/

17 79, F e@Department: Bartender(100) (100) Total Earnings 26,651.13

18 |L 15, Fir p nt: Bartender(100) {100) CTIPS 9,063.00

19 15, Firsth Dep Bartender(100) (100} Total Earnings 14,090.24

20 |L 125 First Name@Dep Bartender(100) (100) CTIPS 825

21 |k 25 First f t: Bartender(100] {100} Total Earnings  1,428:10

22 ) @Dep - Bartender(100) (100} cTiPs 150)

ePayrollDocumentWorking . | Sheet1 & | v

[CFENE Fage Layout  Formudas  Data Review

Fouit POF

you want 1o do. Greg Rohner

» PivotChart
Tak Mustrateon ki) Chirts Tom Sparkline Z Ty [:
f: Key
A B C ) E T L5 3] T T 3 L M
Key Type Amount
L [ @Dep - Bartender(100) (100) TIPS 9,543,251 Create PivotTaole > %
L  F @Dep Bartender{100) (100) Total Earnings 13,316.481
L 79, F - tment: der{ 100) {100) CTIPS 2,281.90: Choase the data that you want 1o analyze
29, FirstName@Department: B der{100) (100) Total Earnings 4,181.56! ®) Seloct  table or rarge
L 41 First N partment: B der(100} {100) o7 265.44; Table/Range:  SheettiSASISCEASY =
Lastnamedl First Name@Department: Bartender(100) (100) TIPS 18,226.02] e
Lastnamed1 First Name@Department: Bartender{ 100} {100) Total Earnings 26,091.69;
L 42, FirstName@Department: Bartender(100) (100) CTIPS 7,673.00,
ed2, F partment: {100) (100) Total Earnings  9,858.77;
stnam F me@L tment: der{100) (100) CTiPS 7,074.95
L 56, FirstName@ Department: Bartender(100} {100) Total Earnings  9,020.22 Choose where yau want the PrveiTabile report 1o be placed
Lastnamefd, FirstName@Department: Bartender{100) [100) CTiPs 11,010.00: (#) New Workshest
Fi Department: der(100) (100) Total Earnings 14,674.34; (O Eusting Workshest
79, Firs 3Department: Bartender{ 100} (100} ot 7284 s = |
Lastname?5, FirstName@Department: Bartender(100) (100) CTIPS 18,952,860, :
79, F e@Department: B :....r. (100} Total Earnings 26,651.13 Choase whether you want to analyze multiple tablos
L 15, Fir p nt: Bartender(100) (100) TIPS 9,063.00/ [] Ak ehis cista to the Diata Modet
15, Firsth Dep Bartender{100) {100] Total Earnings 14,090.24 = o
L 125 First Name@Dep Bartender(100) (100) CTIPS 825 i Lo >
L 25 First f t: Bartender(100) {100} Total Earnings  1,428.10]
24, FirstName @Dep - Bartender(100) (100} cTiPs 150,
SamplePayroliDocumentWorking . | Sheet1 * T *
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This is the result
H ©- = Wk x = Excel

Flle Home Insert Pagelayout Formulas  Data  Review  View FoutPDF A 1 2 at you want to do. Greg Fohner

PivotTable Name: Active Fietd, ﬁ -TY ' ™ ) m o -
PlvotTablel : . | S g
il Insert Insert PiolChait Recommended | Fiald #/~  Field

= Options - o t Shicer Timeline

PivotTables List  Buttons Headers

A3 fx

PivotTable Fields Y

Choose fields to add to

art: 5

To build a report, choose
fields fram the PivotTable
Field List

BRI - ST R PR R

Dirag fialds between arsas below:

T Futers I

= ROWS T VALUES

ETET Loy Ot LRaae

SamplePayrollDocumentWorking . | Sheet2 | Sheetl + 1 .

H -

File Home  Insert  Page
PivotTable Name: Active Fefd, e p— v Clear = -
PivotTablet Key i} Select .

: ; Insert Insert v st fait Recommended  Field  +/~  Field
iZ0ptions - | g Fleld Sett Shicor Timaline iyt PivotTables | List  Buttons Headers

Py Nelive Fedd ity Hetiond Caleuliticer Touls Show
A3 fx Row Labels
A 8 ) . _

: PivotTable Fields i
: Choose fields to add to report: o -
i [Rowlabels - e ]
4 |lasmamel, Fir Dep t- Busser/Barback|400) (400) £

5 Lastnamel, FirstName@Department: Wait Staff{200) (200)
6 |Lastnamel0, FirstName@Department: Kitchen|{700) (700)
T
a8

Lastname100, FirstName@Department:

Lastname100, FirstName@Department:
9 |La 101, Firsth Department:
10 Lastnamel02, FirstName@Department
11 Lastnamel03, FirstName@Department:
12 Lastnamel0d, FirstName@Department:
13 L 105, Firsth Department:
14 |Lastnamel05, FirstName @ Department:

Busser/Barback({400) (400)
Wait Staff{200) (200
Busser/Barback(400) (400)
Kitchen(700] {700)
Host{600) (600)
Kitchen(700) (700}
Busser/Barback{400) (400)
Door/Security{300) (300)

Arnount

RE TABLES..

Dirag fialds between arsas below:

15 Lastnamel06, FirstName@ Department: Busser/Barback(400) (400) NORTERS

16 |L 106, Fir partment: Door/Security(300) (300)

17 |Lastnamel06, FirstName @ Department: Host{600) (600)

18 Lastnamel07, Firsthame@Department: Manager(500)(500) = ROWS VALLES

19 |Lastnamel08, FirstName@Department:
20 |Lastnamel09, FirstName@Department:
21 Lastnamel09, FirstName@ Department:
22 Lastnamel08, FirstName@Department:

Chef/Sous Chef(800) (£00)
Busser/Barback{400) (400)
Host|600) (600)

Wait Staff(200) (200)

SamplePayrollDocumentWorking . | Sheet2 | Sheetl
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Drag the “type” field to the “Columns” section
H -

Flle

Home  Insert Analyze 18t you want to do. Greg Rohner

v Clear -
il Select =

<t} Move PivotTable

PivotTable Name: Active Fietd, \ e e = i Fields; Herns, & Sets - ' - ‘? +

- Feld
Buttons Headers

A
PivotTablel & i =5,

List

Insert  Insert Refresh Change Dats PivatChait Recommendad

= Options - Slicar Timeline arce - PivotTables

A3 £

PivotTable Fields

Choose fields to add to

art: 5

Lnaawe

14
15
18
17
18
19
20
21
22

BRI - ST R PR R
=l

Raw Labels

Lastname100, FirstName@Department:
La: 100, Firsth 1Dep
Lastnamel01, FirstName @ Department
Lastname102, FirstName@Department:
Lastname 103, FirstName @ Department:
L 104, Firsth Department:
Lastname105, FirstName @ Department:
Lastname105, FirstName @ Department:
L 106, Firsth p
Lastnamel106, FirstName@Department:
Lastname106, Firsthame@Department:

tment:

artment:

Lastnamel, FirstName@Department: Busser/Barback{400) (400)
Lastnamel, FirstName@Department: Wait 5taff{200) (200)
Lastname10, FirstName@Department: Kitchen{700) (700)

Busser/Barback{400) (400)
Wait Staff(200) (200}
Busser/Barback[400) (400)
Kitchen(700) (700)
Host{600) [600)
Kitchen(700] {700}
Busser/Barback{400) (400)
Door/Security{300) (300)
Busser/Barback(400) (400)
Door/Security(300) (300)
Host{600) {600}
ger(500){500)

L 107, First IDepartment:
Lastnamel08, FirstName@Department:
Lastname109, FirstName@Department;
Lastname109, FirstName@Department:

SamplePayrollDocurmentWorking

Ready

Chef/Sous Chef(800) (800)
Busser/Barback{400) (400)
Host{600) (600)

Sheet2 | Sheetl ]

Dirag fialds between arsas below:

T Futers

= ROWS

Kay -

Defer Layout Updats

VALUES

Ho-
File Home  Insert  Page
PrvotTable Name: Active F-.ena_ E'F- Tf i L & Clear i | Fields .Il.rn,. B Sets 1 - 7, | R el
PivotTablet Surm of Amount . i} Select . X
Insert  Insert Refresh Changs Dats ¢ ) PvotChait Recommendad | Field . #/-  Field
{Z:0ptions = [ Fleld Settings Slicar Timeline - s | TV PR DNl Pivottables | Lt Buttons Headers
Filtwe o ctions Tl Shiw

A3 i Sum of Amount

: - €. 2 £ F PivotTable Fields >
2 Choose fields to add to repart: % -
3 [sum of Amount Icotumn Labels - |
4 Row Labels - CTIPS DENT  MEDI oT Total Earnings V1 ek &
5 Lastnamel, FirstName@Department: Busser/Barback({400) (400) 572 748,41

& |Lastnamel, FirstName@Department: Wait 5taff{200) (200) 244 464.42 = Ky

7 Lastnamel0, FirstName@Department: Kitchen{700) (700) 207.54 3489.18 TvRe

8 |Lastnamel00, FirstName@Department: Busser/Barback{400) (400) 4423.22 5337.7 ¥ Amount

9 La 100, Firsth A Department: Wait Staff[200) (200 7921.49 9591.25 IXTaTTRAAT 3

10 |Lastname101, FirstName@Department: Busser/Barback(400) (400) 4702 109.15 10858.59

11 Lastnamel02, FirstName@Department: Kitchen(700) {700} 776.21 17148.32

12 |Lastname103, FirstName@Department: Host{600) (600) 39.78 1255.14

13 L 104, Firsth Department: Kitchen(700) {700} 277.42 Drag fialds between meas belaw:

14 |Lastnamel05, FirstName@Department: Busser/Barback{400) (400] 7564 655.71 15706.02 Y FuteRs i

15 Lastnamel05, FirstName @ Department: Door/Security{300) (300) s 76.73

16 L 106, Firsth partment: Busser/Barback(400) (400) 55.37 1656.82 =
17 Lastnamel06, FirstName@ Department: Door/Security300) (300) 39556

18 Lastnamel06, FirstName@Department: Host{600) [600) 122.76 1047.86 = nows

19 |Lastnamel07, FirstName @ Department: Manager(500)(500) 630.26 22307.73

20 Lastnamel0B, FirstName@Department: Chef/Sous Chef(800) (800) 237.16 1695.76 13750 Y I Sur =
21 |Lastname108, FirstName@Department: Busser/Barback{400) (400) 3a077.63 41.12 3767.54

22 Lastnamel08, FirstName@Department: Host{600) (600) 209.52
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Copy and paste as values the result

= SamplefayroliDocumentWorking xlsx - Excel

Insert L v, View FoutPDF ACROBAT L7 Tell m

BIruy-

at Painter - kot =

alib =11 < A A S - F =

]

®
IF

% | 4 B T 2] f F G H | | K L
Copy
T Paste Dptions: Column Labels -
I G G [ Py | . ccues _ DENT MEDI  OT  TotalEarnings VIS  Grand Total
~ trfent: Busser/Barback{400) (400) 572 748.41 1320.41
s ent: Walt Staff{200) (200) 244 464,42 708,42
\rtment: Kitchen(700) (700} 207.54 3489.18 3696.72
jartment: Busser/Barback{400) (400) 4423.32 5337.7 9760.92
sartment: Wait Staff(200) (200} 7921.49 89591.25 17512.74
sartment: Busser/Barback{400) (400) 4702 109.15 10858.59 15669.74
jartment: Kitchen(700) (700} 776.21 17148.32 17924,53
sartment: Host{600} (600) 39.78 1255.14 1264.92
. Jartment;: Kitchen(700) (700} 277.42 277.42
. rartment; Busser/Barback{400) (400] 7564 655.71 15706.02 23925.73
sartment: Door/Security(300) (300] 35 76.73 111,73
sartment: Busser/Barback(400) (400) 95.37 1656.82 1752.19
sartment; Door/Security(300) (300) 395.56 385,56
sartment: Host|600) (600) 122.76 1047.86 1170.62
sartment: Manager(500){500) 63026 22307.73 2293799
sartment: CheffSous Chef(800) (800) 23716 1695.76 13750 3468 15717.6
artment: Busser/Barback{400) (400) 3077.63 41.12 3767.54 BBEE.29
Firsth p ; {600) (600) 209.52 209.52
SamplefayroliDocumentWorking | Sheet2 | Sheetl 5 ‘ v

SamplePayrolDocumentWorking xlsx - Excal
Formulss  Data  Review. View FoutPOF  ACROBAT 17 Tell me what you want
¥Wrap Text

=7 Merge & Center =

nal Formatas  Cell

Formatting - Styles -

Al f
A by 11 A A5 - ] = 8] E F G H | | K L
. —ETETEY
5 ;
3 [Sum of Ame--~ Column Labels - : -
4 [Rowlabels * ! ~ -cPs  DENT MEDI  OT  Totalfarnings VIS  Grand Total
H T tBarback{400) [400) 572 748.41 1320.41
6 [Lastnamed, =] paste Option| aff{200) (200} 244 464.42 708,42
7 ltastnamett | = & o] - = n{700) (700} 207.54 3489,18 3696.72
g |LastnamelC o L L = gr/Barback|400) (400 4433.32 5337.7 9760.92
9 L L J * staff(200) (200} 7921.49 959125 17512.74
10 |Lastnamelf . er/Barback(400) (400) 4702 109,15 10858.59 15660.74
11 |Lastname1c . en(700) (700} 776.21 17148.32 17924,53
12 |Lastnamelt b {600} (500] 39.78 1255.14 1294.92
13 |Lastnamelg ' Soot en(700) (700} 277.42 7742
14 |Lastnamell — it ol erfBarback(400) (400) 7564 655.71 15706.02 2392573
15 |lastnamell "~ +fSecurity(300) (300) 35 76.73 111,73
16 [Lastnamelt er/Barback(400) (400) 95.37 1656.82 1752.19
17 |Lastnameid 3 /Security(300) (300) 395.56 395.56
18 [Lastname1g e (600} (500) 122.76 1047.86 1170.62
9 | 07, Firsth Dep M {500)(500) 630.26 22307.73 22937.99
L 108, F @Department: Chef/Sous Chef(800) (800) 237.16  1695.76 13750 3488 157176
Lastname109, Fi partment: Busser/Barback(400) (400 3077.63 4112 3767.54 6886.20
F P . Host{600) (500] 209.52 200.52
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Delete the Grand Total column. This is a total of the grand total plus all of the other items you wanted
to mine out.

SamplefayroliDocumentWo

Horme [ Formulas Review  View  Fout PDF  ACROBAT

i, & cut Calibiri ‘11 <A A = #- Sewrap Text Geneal . 4 €0 85X |’ EA""""S""" : ’27 /C)
- Bacopy - ; ST L i "B
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destination and pres: of choose Paste.

As you have saved this sheet as values, you can move columns without any difficulty. Typically on
audit worksheets, the totals are show first then the deductions. You can move the total earnings
column by highlighting the column and hitting control C or right click and select copy.
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The Total Earnings column can be moved by inserting where desired
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Delete the unneeded total earnings column
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& |Lastnamel, FirstName@ Department: Wait Staff{200) [200) 454,42 244
T |Lastnamel0, FirstName@Department: Kitchen{700) (700) 3489.18 207.54]
B |Lastnamel00, FirstName@Department: Busser/Barback{400) (400) 5337.7 4423.22
9 |La: 100, Firsth 1Department: Wait 5taff{200) (200} 5591.25 7921.49
10 |Lastname101, FirstName @ Department: Busser/Barback[400) (400} 10858.59 4702 109.15)
11 |Lastname102, FirstName@ Department: Kitchen(700) {700} 17148.32 T76.21]
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17 |Lastname106, FirstName@ Department: Door/Security(300) (300) 395,56
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Next we want to pull states. Often this can be done by using the SUIl information which this report
show. In the dropdown box in column L, type SUl in the dialog and click OK
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This is the output.
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156|Lastnamel5, FirstName@Department Departme Lastname15, FirstName CTIPS CTIPS 0 o 1,988,25 55 £8.98
167|L 18, FirstN Depar D tme L 18, FirstName CTIPS CTIPS Q o 1,023.00 55 011
178|Lastname20, FirstName@ Department Departme Lastname20, FirstName 55 16.89
187 Lastname25,First Name@Department Departme Lastname25,F Rate 5.45 CTIPS TIPS [t} o 2,214.08 55 11531 CTIPS CTIPS 2,214.08
197|Lastname27, FirstName@Department Departme Lastname27, FirstName CTIPS CTIPS Q [} 1,119.84 55 52.5
208|Lastname28, FirstName@Department Departme Lastname?8, FirstName CTIPS CTiPs a 0 456,07 55 2524
219 Lastname30, FirstName@Department Departme Lastname30, FirstName CTIPS CTiIPs [1] o 3,292,112 55 160.5

SamplePayrollDocumentWorking = State  Worksheet  Data ® 1 v
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H - E splePayroliDocumentWorking xlsx - Excel

Flle Home Insert Page EEN Review  View \ AT 12 Tell me what you w
[aFrom Access & I Show Queries #Connections | g (TR 'T I 3, [ Flash Fil * Consolidate 5 [
S (% | Ea " -
% Fram Web From Table s ort Tk i Remove Duplicates stinsh
: From Other  Existing  New Refech g Sort  Fiter _ TS o
oH s it t : : ata Validation -
FromTemt 5o all- ¥ Advanced | Columns

Connections  Cluery =

Bl i 1Sl
A B C o E F G H I J K L M i

1 |Lastnamed, FirstName@Department: Bartender{100) (100} ILSUI
2 |Lastname2d, FirstName@Department: Bartender|100) (100) LSl
3 |Lastnamed] First Name@Department: Bartender(100) (100) 1Lsul
4 |Lastnamed2, FirstName@Department: Bartender(100) {100) sl
5 |Last 56, Fir partment: Bartender({100} {100) LS
6 |Lastname62, FirstName@Department: Bartender|100) (100) {[E31]]
7 |Lastname79, FirstName@Department: Bartender{100) (100) 1Lsul
B |Lastnamell5, FirstName@Department: Bartender{100) {100) 1Lsul
g |La 125, First N 1 Department: Bartender[100) (100 ILsul
10 |Lastname129, FirstName@ Department: Bartender[100) (100) 15Ul
11 |Lastnamel, FirstName@Department: Busser/Barback{400) (40§) 1sul
12 |Lastname2 First Name@Department: Busser/Barback{400) (408) ILSUI
13 |Lastname3 First Name@Department: Busser/Barback{400) (409) ILsul
14 |Lastnames First Name @ Department: Busser/Barback{400) (408) ILSUI
15 |Last 15, Fi partment: Busser/Barback{400] (4 15U
16 |Lastnameld, FirstName@Department: Busser/Barback{400] |4 1LSUI
17 |Lastname20, FirstName@Department: Busser/Barback{400) { 1Lsul
18 |Lastname25, First Name@Department: Busser/Barback{400) (4| ILsul
19 |Lastname27, FirstName@Department: Busser/Barback{400]) (4 LS
20 |Lastname28, FirstName@Department: Busser/Barback(400) | LU
21 [Lastname30, FirstName@Department; Busser/Barback{400] (4 1Lsul
22 |Lash 1, Fir partment: BussdfPESTTE LSl

SamplePayrollDocurmentWorking

Count: 186

You can get rid of the verbiage “SUI” using control F, typing SUl in the “Find what” box and just

III

clicking in the “replace with” box and licking “replace al

Insert

& [ Show Queries

= From Table

) Flash Fill = Consolidate
= oy - g

Ef Remive Duplicates

What-Hi Forecast

¥ ! . " z Filbes ovtio .
gl iy f::fr:‘:lllllin'. r"_\:v: . s i T Advanced f:lrllrrllm LTI Anal Sheat
Gut Get & Connectian 5001 & Filir Data Toh ou
Bl i 1Sl
A B C o E F G H I J K L M i

1 |Lastnamed, FirstName@Department: Bartender{100) (100} ILSUI
2 |Lastname2d, FirstName@Department: Bartender|100) (100) LSl
3 |Lastnamed] First Name@Department: Bartender(100) (100) 1Lsul
4 |Lastnamed2, FirstName@Department: Bartender(100) {100) sl
5 |Last 56, Fir partment: Bartender({100} {100) LS
6 |Lastname62, FirstName@Department: Bartender|100) (100) {[E31]]
7 |Lastname79, FirstName@Department: Bartender{100) (100) 1Lsul
B |Lastnamell5, FirstName@Department: Bartender{100) {100) 1Lsul
g |La 125, First N 1 Department: Bartender[100) (100 ILsul
10 |Lastname129, FirstName@ Department: Bartender[100) (100) 15Ul 1
11 |Lastnamel, FirstName@Department: Busser/Barback{400) (400) s | Find and Replace ? X |
12 |Lastname2 First Name @ Department: Busser/Barback{400) (400) ILSUI = |
13 |Lastname3 First Name@Department: Busser/Barback{400) (400) ILsul e I
14 |Lastnames First Name @ Department: Busser/Barback{400) (400) ILSUI | Fipd what: S w i
15 |Last 15, Fi partment: Busser/Barback(400) (400} 15U Piptace il = |
16 |Lastnameld, FirstName@Department: Busser/Barback{400} {400)) 1LSUI |
17 |Lastname20, FirstName@Department: Busser/Barback(400) (400) LU | Options »> !
18 |Lastname25,First Name@Department: Busser/Barback{400) {400)| ILsul I
19 |Lastname27, FirstName@Department: Busser/Barback(400) {400)) LS | T meplace st — o e |
20 |Lastname28, FirstName@Department: Busser/Barback(400) (400) LU = |
21 |Lastname30, FirstName@Department: Busser/Barback{400] (400} 1Lsul
22 |Lash 1, Fir partment: Busser/Barback{400) (400 :

SamplePayroliDocurnentWorking | State  Worksheet  Data [ 1 ¥
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This is the result
H -

File Home Insert  Page

| @From Access : 1 & ] Show Queries £y [ Flash Fill = Consolidate 5 LA
% From Web [ 1From Table e i B+ Remove Duplicates ek
% From Other Existing New psh Filtes Text 1o P .
From Temt cq W Advanced | Colume o Dta Validation -

Connections  Cluery =

Bl f IL
A B (s o E F G H I J K L M b

1 |Lastnamed, FirstName@Department: Bartender{100) (100} L

2 |Lastname2d, FirstName@Department: Bartender|100) (100) IL

3 |Lastnamed1 First Name@Department: Bartender{100) (100) IL

4 |Lastnamed, FirstName@Department: Bartender{100) {100) L

5 |Last 56, Fir partment: Bartender({100} {100) IL

6 |Lastname62, FirstName@Department: Bartender|100) (100) IL

7 |Lastname79, FirstName@Department: Bartender(100) (100) L

B |Lastnamell5, FirstName@Department: Bartender{100) {100) IL

9 |La: 125First N 1 Department: Bartender[100) (100 L

10 |Lastname129, FirstName@ Department: Bartender[100) (100) 1L 1
11 |Lastnamel, FirstName@Department: Busser/Barback{400) (400) L Find and Replace ? X |
12 |Lastname2 First Name @ Department: Busser/Barback{400) (400) IL | |
13 |Lastname3 First Name@Department: Busser/Barback{400) (400) L e i I
14 |Lastnames First Name @ Department: Busser/Barback{400) (400) L | Fipd what: S w i
15 |Last 15, Fi partment: Busser/Barback(400) (400} L i = |
16 |Lastnameld, FirstName@Department: Busser/Barback{400} {400)) IL |
17 |Lastname20, FirstName@Department: Busser/Barback(400) (400) 1L | Cptions = !
18 |Lastname25,First Name@Department: Busser/Barback{400) {400)| L I
19 |Lastname27, FirstName@Department: Busser/Barback(400) {400)) IL | @ — o T e |
20 |Lastname28, FirstName@Department: Busser/Barback(400) (400) L |
21 |Lastname30, FirstName@Department: Busser/Barback{400] (400} L

22 |Lash 1, Fir partment: Busser/Barback{400) (400 IL

SamplePayroliDocurnentWorking | State  Worksheet | Data [ 1 ¥

Insert a column next to the combined name and department information on the pivot table you just

completed
H ©-

Fle  Home Insert Pag jata [ , Foult PDF

[From Access L ! ﬂ ™ Show Queries ¥ Connections | &, - L Flash Fill = Consolidate P /
; = 2 = . g
i From Web & From Table : i E-fRemove Duplicates h o
. From Other  Existing Mew i Filtes TeE Lo What-li Forecast
ot A : ata Vabdation - o
FromTamt g Connections Cusry = v Advanced  colymng Ainal Sheat

KA S-% Y E
Bl f: B [/ - A - z D0 _of
A . g - o 3 F G H | J K L M
1
2
3 [Sum of Amount | ) Paste Options:
4 |Row Labels Tothl E T DENT MEDI oT VIS
5 |Lastnamel, FirstName @Department: Busser/Barback({400) (400) 2
6 |Lastnamel, FirstName @ Department: Wait Staff{200) (204) F al )
T |Lastnamel0, FirstName@Department: Kitchen{700) (700) 207.54
B |Lastnamel00, FirstName@Department: Busser/Barback{400) (400) o 1
9 |La: 100, Firsth A Department: Wait Staff{200) (200 | - v ]
10 |Lastnamel101, FirstName@ Department: Busser/Barback(400) (40§} 1 it 1 109.15
11 |Lastname102, FirstName@ Department: Kitchen(700) {700} £ =] 776,21
12 |Lastname 103, FirstName@Department: Host{600) (600) ) 39,78
13 |L 104, Firsth Department: Kitchen(700) {700} Hide
14 |Lastnamel05, FirstName@Department: Busser/Barback{400) (400) -1 1 655,71
15 |Lastnamel05, FirstName@ Department: Door/Security{300) (300 ik e 3
16 |L 106, Firsth partment: Busser/Barback(400) (400) 1656.82 95,37
17 |Lastname106, FirstName@ Department: Door/Security{300) {300 395.56
18 |Lastnamel106, FirstName@Department: Host{600) [600) 104786 122,76
19 |Lastnamel07, FirstName @ Department: Manager({500)(500) 22307.73 630,26
21 |Lastnamel08, FirstName@Department: Chef/Sous Chef(800) (80F) 13750 237.16 169576 34,68
21 |Lastname108, FirstName@Department: Busser/Barback{400) (400) 3767.54 3077.63 41,12
22 |Lastname108, FirstName@Department: Host{600) (600) 208.52
SamplefayroliDocumentWorking . | State | Workshee}  Data & | v
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Click on the Fx (function) option and select VLOOKUP

H ©-

Fle  Home Insert Page e . AT 1) Tell me what you w
From Access . 1 [ Show Queries #] Connections FIEy + % Flash Fill - Consolidate
-a > ﬂ = 2l ? = ) o LA
% Fram Web From Table s ort i Tk Remove Duplicates stinsh
% From Other Existing New eeh gl Sort Filtes Text 1o ’ "
FromTemt  gay Connections Cuery = i W Aovanced | Colmpy —» D0t VoRdation +
Get B Connectiar 3 Data %
85 x o £ =
| ) B c ] E F G H | 1 K
] £
2 Insert Function r S
il Sum ot Amount | Search boe a funcion:
4 Row Labels Total L s A
5 |Lastnamel, FirstName @Department: Busser/Barback({400) (400) = ""' —— El
F i
6 |Lastnamel, .r.stNamef@Denartment Wf\ul Staff{200) (2040) G okt by | st oty s =
7 |Lastnamel0, FirstName@Department: Kitchen{700) (700)
8 Lastnamel00, FirstName@Department: Busser/Barback{400) (400) =

9 |La 100, Firsth 1Department: Wait 5taff{200) (200}
10 Lastnamel01, FirstName@ Department: Busser/Barback(400) (400}

AVERAGE
11 |Lastnamel02, FirstName@Department: Kitchen(700) {700} iF
12 Lastnamel03, FirstName@Department: Host{600) (600) HYPERLINK
13 |1 104, Firsth Department: Kitchen(700] (700) Sk v
14 Lastnamel05, F!rsI:Name@Department: Busser}Barl.:ack{d.ﬂo] (400) KUP( Ty RS "
15 |Lastname105, FirstName @ Department: Door/Security(300) (300) | Looks fora value in the leftmost colimn of & table and then retwems a valie in the same ow
16 L 106, Firsth partment: Busser/Barback(400) (400) fram a cokimn you specify. By default, the table must be sorted in an ascending order.

17 Lastnamel06, FirstName@Department: Door/Security(300) (300)
18 Lastnamel06, FirstName@Department: Host{600) [600)
19 L 107, First DDepartment: ger|500){500)

20 |Lastnamel08, FirstName@Department: Chef/Sous Chef(800) (800) a3 Cancel
21 |Lastname108, FirstName@Department: Busser/Barback{400) (400) o maan .
22 Lastnamel08, FirstName@Department: Host{600) (600)

SamplePayroliDocurmnentWorking . | State | Worksheet  Data (3 1 '

In the resulting box that comes up, type A5 in the lookup value (or click on that cell). Then click on the
icon on the right of the “table array” option

Home  Insert

AS *x « f =VLOOKUP(AS)
A ] C o E F G H | 4 K
1
2
3 Sum of Amount Function Arguments 7 .
| VLOOKUP
VLOOKUP{AS) |
Fir | Loakup v “Lasiname?, FirstNameD Depanmaent: Busser/
7 |Lastnamel0, FirstName@Department: Kitchen{700) (700) Table._;
B Lastnamel00, FirstName@Department: Busser/Barback({400) (400) | Col_index_num
9 |La 100, Firsth 1Department: Wait 5taff{200) (200} R
10 Lastnamel01, FirstName@ Department: Busser/Barback(400) (400} | i %
11 |Lastnamel02, FirstName@Department: Kitchen(700) {700} | -
12 |Lastnamel103, FirstName@Department: Host{600) (500) Looks far & value in the lefimast colummn of & tabile. a9d then feturns @ value in the same row from & columa you specify, By default, the
13 L 104, Firsth Department: Kitchen(700) (700) B s watlod i )
14 Lastname105, FirstName@Department: Busser/Barback{400) (400) | Lookup_valus is the value to be faund in the first column of the table, and can be a value. a refersnce, or

15 Lastnamel05, FirstName@ Department: Door/Security{300) (300) atext String.

16 |L 106, Firsth partment: Busser/Barback(400) (400)
17 Lastnamel06, FirstName@Department: Door/Security(300) (300)
18 Lastnamel06, FirstName@Department: Host{600) [600)

189 |Lastnamel07, FirstName @ Department: Manager({500)(500)

| Formuda result =

cou

20 Lastnamel08, FirstName@Department: Chef/Sous Chef(800) (800) ! T e w e
21 |Lastname108, FirstName@Department: Busser/Barback{400) (400) 3767.54 3077.63 41,12
22 Lastnamel08, FirstName@Department: Host{600) (600) 208.52
SamplePayroliDocurmnentWorking . | State | Worksheet  Data (3 1 '
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You will get a dialog box like this. Click over to the page where you have the combined names and
departments and states information. Highlight the entire data field on this page, hit the f4 key and hit
enter.

Fouit POF

Farmulss Roview  View at you want 1o do. Greg Aohner

Home  Insert  Page La

Al *x « =VLOOKUP(AS, State!5A51:5B5186)
| A B o o E F G H I J K L M b

15 Lastname71, FirstName@Department: Wait Staff{200) (200) IL

6 Lastname 73, FirstName@Department: Wait Staffi 200) {200) IL
167 [Lastname76, FirstName@Department: Wait Staff{200) (200) IL | = 7 S
1 iaiLash\ame?‘?, FirstName@Department: Wait Staff{200) {200) L atel$ A% 1508186 .ﬂJ

b9/ Last 84, Fir partment: Wait Staff{200) (200) IL —
T U;Lastnamsss,lhrst Name@Department: Wait Staff{200) (200) IL 1
1 Lastnamed0, FirstName@Department: Wait Staff(200) | 200) IL :
1 ZjLastname‘Jl, FirstName@Department: Wait Staff{200) (200) IL |
§3 Lastname82, FirstName@Department: Wait 5taff{200) (200) IL
W4 Lastname07, FirstName@Department: Wait S5taff{200) {200) IL
5 |Lastnamed8, FirstName@Department: Wait Staff{200) | 200) L
L ﬁfLaslnamegg.First Name@Department: Wait 5taff{200) (200) IL
w7 100, Firsth Department: Wait $taff{200) (200} IL
W& Lastname108, FirstName@Department: Wait 5taff{200) (200) L i
1 QELasLnamelld, FirstName@ Department: Wait Staff(200) (200) IL :

0jL 116, First partment: Wait Staff(200) (200} IL 1
11 Lastname117, FirstName @ Department: Wait Staff(200) (200 1L |
2 Lastname120, FirstName@ Department: Wait Staff(200) (200) L |
13 Lastname123, FirstName@Department: Wait Staff(200) (200 IL
14 Lastname126,First Name@Department: Walt Staff(200) (200) IL
1 SELnsmamellg, FirstName@ Department; Wait Staff{200) (200} IL
p L astane1 30, HistNamegaDepartment Wait Stallzno] (200) .. b o

yroliDocumentWorking . | State  Worksheet  Data | *

Home  Insert  Page layout  Farmulas Jat, Review  View  Foudt POF 2 ¥ . Greg Aohner

Gut Extuirad Data Gen & Trartoo o

B5 X« [+ =VLOOKUP(AS,StatelSAS1:5B5186,2,false)
A ] C o E F G H | 4 K
1
2
3 |Sum of Amount Function Arguments 7 %
4 Row Labels — \uooKP
5 |Lastnamel, FirstName @Department: Busser/Barback({400) (400) |AS1:585186,2,fa =
6 |Lastnamel, FirstName@Department: Wait Staff{200) (200) I | Lockup value A5 B = “Lamname), FirstName@Depanmant Busse.
7 |Lastname10, FirstName@Department: Kitchen(700) (700] Table array  StrtelSAS1:SES 105 06| = (Lasthamed. FirstName @ Department Sarten:
B Lastnamel00, FirstName@Department: Busser/Barback({400) (400) | Col_index_nuny 2 = -2
Floish 50 PP
9 La 100, Flr partment: Wait Staff{200) (200 Range kil |t s
10 |Lastnamel01, FirstName @Department: Busser/Barback(400) (400) |
11 Lastnamel02, FirstName@Department: Kitchen(700) {700} | L
12 |Lastname 103, FirstName@Department: Host{600) (600) Lowks for & vabue In the Ieftmost calurmn of 3 tabile. 9 then retutns 8 valle in tive same row from & column you specify. By default, the
13 |1 104, Firsth Department: Kitchen{700) (700} Bl e ot sl i e it e
14 |Lastname105, FirstName@Department: Busser/Barback{400) (400) Range_lookup is a Iogical value to find the closest match in e First calumn (sarted in ascending arder) =
15 |Lastnamel0s, FirstName@Department: Door/Security{300) (300) ICE RN R BB SERCE R S RALEES
16 L 106, First partment: Busser/Barback(400) (400)

17 |Lastnamel06, FirstName@Department: Door/Security(300) (300)
18 Lastnamel06, FirstName@Department: Host{600) [600)
189 |Lastnamel07, FirstName @ Department: Manager({500)(500) Hel

| Formuda result = 1L

[ ]| oo

20 Lastnamel08, FirstName@Department: Chef/Sous Chef(800) (800) T e iiiiadd e
21 |Lastname108, FirstName@Department: Busser/Barback{400) (400) 3767.54 3077.63 41,12
22 Lastnamel08, FirstName@Department: Host{600) (600) 208.52
SamplePayroliDocurnentWorking | State | Worksheet  Data 1 ¥
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This is the result. Copy this formula down your entire data set on this page.
H - = Sa imertWarking s - Excal

Flle

Home Insert  Page

| @From Access = Consolidate

& [ Show Queries

e Existing New lFrom Table Filter = Test 1o i
From Tert 5oy Connections Cluary = W Advanced | opmpy = D4 VoBdation -
Get & Conrestior 3 Data®
BS fr | =VLOOKUP{AS State|SAS1-SBS186,2 FALSE)
| A B c D E F G H I | K

1

2

3 Sum of Amount Column Labels

4 Row Labels Total Earnings CTIPS DENT MEDI aT VIS
5 Lastnamel, FirstName@Department: Busser/Barback({400) (400) IL 748,41 572

6 |Lastnamel, FirstName @ Department: Wait Staff{200) (200) 464,42 244

7 |Lastnamel0, FirstName@Department: Kitchen{700) (700) 3489.18 207.54

8 Lastnamel00, FirstName@Department: Busser/Barback{400) (400) 5337.7 4423.22

9 |La 100, Firsth 1Department: Wait 5taff{200) (200} 9581.25 7921.45

10 Lastnamel0l, FirstName@ Department: Busser/Barback(400) (400} 10858,59 4702 109.15

11 |Lastnamel02, FirstName@Department: Kitchen(700) {700} 17148.32 776.21

12 |Lastname103, FirstName@Department: Host{600) (600) 1255,14 39.78

13 L 104, Firsth Department: Kitchen(700) {700} 277.42

14 |Lastnamel05, FirstName@Department: Busser/Barback{400) (400] 15706.02 7564 655,71

15 Lastnamel05, FirstName@ Department: Door/Security{300) (300) 76,73 35

16 |L 106, Firsth partment: Busser/Barback(400) (400) 1656.82 95.37

17 Lastnamel06, FirstName@Department: Door/Security(300) (300) 395.56

18 Lastnamel06, FirstName@Department: Host{600) [600) 1047.86 122,76

19 1 107, First IDepartment: ger(500){500) 22307.73 630.26

20 Lastnamel08, FirstName@Department: Chef/Sous Chef(800) (800) 13750 23716 16595.76 34,68
21 |Lastname108, FirstName@Department: Busser/Barback{400) (400) 3767.54 3077.63 41,12
22 Lastnamel08, FirstName@Department: Host{600) (600) 208.52

SamplePayroliDocumentWorking | State | Worksheet  Data ‘

Ready

H *- roliDocumentW
File Home Insert  Page Lay d ,
| @From Access L ! ﬂ ™ Show Queries ol 3 = Consolidate P /
Fram Web & [ From Table = i Remova Duplicates f
AR From Other Existing New N S Refresh i Sort Filtes % ad o Text 1o  Dta VoRdation. = What-i{ 'jll.‘tllﬂ
o Text Connections Quary = Lo fecont Sources | ) v Advanced | Colymns Ang Shest
Gt Get B Trarstes Corretic 507 & Filtan Data ol ou
B85 fr | =VLOOKUP{AS State|SAS1-SBS186,2 FALSE)
| A B c ] E F G H I 1 K
1
2
3 Sum of Amount Column Labels
4 Row Labels Total Earnings CTIPS DENT MEDI aT VIS
5 |Lastnamel, FirstName @Department: Busser/Barback{400) (400) IL 748,41 572
& |Lastnamel, FirstName@ Department: Wait Staff{200) [200) IL 464,42 244
T |Lastnamel0, FirstName@Department: Kitchen{700) (700) L 3489.18 207.54
B |Lastnamel00, FirstName@Department: Busser/Barback{400) (404]  |IL 5337.7 4423.22
9 |La: 100, Firsth 1Department: Wait 5taff{200) (200} L 9581.25 7921.45
10 |Lastnamel101, FirstName@ Department: Busser/Barback(400) (404) L 10858,59 4702 109.15
11 |Lastname102, FirstName@ Department: Kitchen(700) {700} L 17148.32 776.21
12 |Lastname 103, FirstName@Department: Host{600) (600) i 1255,14 39.78
13 |L 104, Firsth Department: Kitchen(700) {700} 1L 277.42
14 |Lastname105, FirstName@Department: Busser/Barback{400) (404]  [IL 15706.02 7564 655,71
15 |Lastnamel05, FirstName@ Department: Door/Security{300) (300)§ L 76,73 EL
16 |L 106, Firsth partment: Busser/Barback(400) (408)  |IL 1656.82 95.37
17 |Lastname106, FirstName @ Department: Door/Security|300) (300) 1L 395.56
18 |Lastnamel106, FirstName@Department: Host{600) [600) L 1047.86 122,76
19 |Lastnamel07, FirstName @ Department: Manager({500)(500) IL 22307.73 630.26
20 |Lastname108, FirstName@Department: Chef/Sous Chef(800) (804 L 13750 23716 16595.76 34,68
21 |Lastnamel09, FirstName @ Department; Busser/Barback{400) (404] [IL 3767.54 3077.63 41,12
23 |Lastname109, FirstName@Department: Host{600) (600) IL =7 209.52
SamplefayroliDocumentWorking . | State | Worksheelalata ‘
Ready coune 187 |
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Copy and paste as values.
Hi ==

Flle Home  Insert

| @From Access a ™ Show Queries | Connections | &/ = |+ Consolidate P /
=T o 8l )
i Fram Wik |From Table e s Remove Duplicates
et From Other Existing Mew Refresh i Sort  Filter _ Tewt 1o f Dita VaBdt
(From Test ey Al 4 % Acdvanced | Copmmg =5 Dt Volidation

Connections  Cluery =

BS

10
1
12
13
14
15

b
18
18
20
21

2

0 =g s W

I =

Sum of Amount
Row Labels

Lastnamel, FirstName @Department: Busser/Barback{400] {404
Lastnamel, FirstName@Department: Wait 5taff{200) (200)
Lastname10, FirstName@Department: Kitchen{700) (700)

Lastname100, FirstName @ Department:
La: 100, Firsth 1Dep
Lastname101, FirstName @Department:
Lastname102, FirstName@Department:
Lastname 103, FirstName @ Department:

tment:

L 104, Firsth Department:
Lastname105, FirstName @ Department:
Lastname105, FirstName @ Department:
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Click on “Text to Columns” on the “Data” tab. This is the box that will come up. Make certain the

“Delimited” option is selected and click “next”
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In the next dialog box, deselect any preselected options and select “other” and type “@” in the field
next to that. Then click “next”
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Click “Finish”
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This is the result
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You can then clean up your data and if using an audit software product import into that product.
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