Checks and Payments Maintenance
Introduction
The Checks and Payments Maintenance page was created to provide you with an area to search out and work
with your county financial data. There are several common searches which can be done through this page, as

well as a number of very detailed searches that can be executed.

Along with searches, this page provides you the ability to complete several types of actions on one or many
checks or payments with a single action.

Lastly, the page provides an export feature, allowing you to export their search results to a .csv file, which can
then be opened in a spreadsheet format.

This User Guide outlines the common searches and actions that the page offers, and details how to work with
exported results.

Accessing the Checks and Payments Maintenance Page

From the desktop, go up to Financial > Checks and Payments > Checks and Payments Maintenance. This will
open the Checks and Payments Maintenance page.
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Search Criteria Overview

£ eWiSACWIS X @ Checks and Payments Maintenar X = - O X

eWiSACWIS i ©

Search Criteria

County. Milwaukee V] Site/Office v Select By Checks v
Check Status: | ) V] Payee 1D Person ID: Voucher #:

Placement V] Srvc Cat: V] Srvc Type: N
Type:

Payment V] Payment [V

Type: Status:

View Records  no/00/0000 Tor 00/00/0000 Sort By Payee v

From:

Clear Fields

1. County: Defaults to your county. For worker without the proper security, the drop-down is disabled.

2. Site/Office: Use this to look specifically search for check or payment data for a certain site. This is
helpful for larger counties with multiple sites. Note: if selecting by checks and if the check includes
another site’s payments as well as the selected site, the check would display for both sites.

3. Select By: Defines what is being searched (Checks, Payments, Overpayments, or Payments &
Overpayments).

4. Check Status: Use this to look specifically for check or payment data based on a certain check status
(Pending, In Process, Outstanding, etc.).

5. Payee ID: Use this to look specifically for check or payment data for a single Payee.
6. Person ID: Use this to look specifically for check or payment data for a single person (child).
7. Voucher #: Use this to look specifically for check or payment data attached to a certain voucher.

8. Placement Type: Use this to look specifically for check or payment data for a certain placement type
(Foster Home, Group Home, RCC, etc.).

9. Srvc Cat: Use this to look specifically for check or payment data for a certain Service Category (Foster
Care, Kinship — Court Ordered, Secure Detention — OHP, etc.).

10. Srve Type: Requires a selection in the Srvc Cat field. Use this to look specifically for check or payment
data for a certain Service Type (Shelter Care — Paid, Respite Care — Paid, etc.).

11. Payment Type: Use this to look specifically for check or payment data for certain types of payments
(Administrative, Costs > Spending Limit, Extraordinary, Maintenance).

12. Payment Status: Requires that the Select By value is Payments, or Overpayments. Use this to filter search
results by the status of the Payment (Cancelled, Pending Approval, Non-System Disbursed, etc.).
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13. View Records From and To: Use this to look specifically for check or payment data for a certain date
range.

14. Sort By: Allows you to define how the data should be initially sorted when returned (defaults to Payee.
Can be set to Date, Amount Ascending or Descending, etc.).

Common Searches

As mentioned above, the Checks and Payments Maintenance page offers any number of combinations to filter
and look at your financial data. Listed below are examples of some common searches you may perform on the
Checks and Payments Maintenance page. Those outlined below are just a few of the many possibilities. This
being said, it is important to remember that each element selected acts as a filter for the search. So, the more
search criteria selected the more specific the search will be, and by contrast, the fewer search criteria selected
will result in a more generalized search. In some instances, the search criteria chosen may be too general,
resulting in a search that cannot be executed. In this instance, the search will eventually time out. An example
of a search like this would be a search for all payments for a county with no date parameters.

Pending Checks:
& Checks and Payments Maintenance - Work - Microsoft Edge (] e
eWiSACWIS
Search Criteria
County: Milwaukee v Site/Office: v Select By: Checks v
Check Status: Pending v Payee ID Person 1D: Voucher #
Placement Type: v Srve Cat “ Srvc Type: ¥
Payment Typs: v Payment Status: v
View Records 00/00/0000 To: 00/00/0000 Sort By: Payes v
From
Pending Release Checks:
& Checks and Payments Maintenance - Work - Microsoft Edge — O =
eWiSACWIS
search Criteria
County: Milwaukee v Site/Office: v Select By Checks v
Check Status: Pending Release v Payee ID: Person 1D: Voucher #
Placement Type. v Srve Cat: v Sve Type: v
Payment Type: v Payment Status: ¥
View Records  00/00/0000 To. 00/00/0000 Sort By Payee v
From
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In Process Checks:

&2 Checks and Payments Maintenance - Work - Microsoft Edge

= m} X

eWiSACWIS

Search Criteria

County: Milwaukee w Site/Office: w Select By Checks w

Check Status: In Process W Payee ID: Person 1D: Voucher #

Placement Type v Srve Cat: v Smvc Type: v

Payment Typs® v Payment Status: v

I\:’ie“‘ Records * 00/p0/0000 To: 00/00/0000 Sort By Payee v

rom

Payments - for a particular child and date range:

&~ Checks and Payments Maintenance - Work - Microsoft Edge

— (] X

eWiSACWIS

Search Criteria

County: Milwaukee w Site/Office: w | Select By Payments v

Check Sialus: v Payee ID: Person 1D: 123456 | Voucher #

Placement Type v Srve Cat v Srve Type: v

Payment Type: v Payment Status: | ) v

ViewRecords — o1/0172020 To. 06/30/2020 Sort By Payee v

From

Overpayments - for a particular provider, dating from a particular date to present date:

& Checks and Payments Maintenance - Work - Microsoft Edge

= (] *
Search Criteria
County: Milwaukee ~ Site/Office: v Select By Overpayments ~
Check Status: v Payee ID: Person 1D: Voucher #
Placement Type: v Srvc Cat: v Srvc Type: "
Payment Type: v Payment Stalus: | ) v
View Records 01/01/2020 Tor 00/00/0000 Sort By Payee v
From
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Payments and Overpayments - for a particular date range, sorted by date:

Checks and Payment:
& Checks and Payments Mai

eWiSACWIS

ance - Work - Microsoft Edge — O 4

Search Criteria

County: Milwaukee v Site/Office: v Select By Payments/Overpayments v

Check Siatus: v Payee ID: Person 1D: Voucher #

Placement Type. v Srve Cat: v Smvc Type: v

Payment Type: v Payment Status: | g v

View Records  04/01/2020 To: 06/30/2020 Sort By Date v

From

All Group Home Payments on a particular voucher run:
2 Checks and Payments Maintenance - Work - Microsoft Edge - a X

Search Criteria

County. Mitwaukee v Sile/Office: v | Select By Payments ~ |
Check Status: [V Payee |D: Person 1D | Voucher # 20014 |
Placement TyDe:  Group Home v Srve Cat v Srve Type v
Payment Type: v Payment Status: All v

View Records 0140172020 To: 00/00/0000 Son By, Payee v
From:

All Administrative Payments - for a particular provider, for a certain date range:

& Checks and Payments Maintenance - Work - Microsoft Edge

eWiSACWIS

Search Criteria

County: Mitwaukee v Site/Office: v Select By Payments ~
Check Status v Person ID: Voucher #

Placement Type: v Srve Cat v Sive Type v
|Paymen| Type: Administrative v Payment Status: All v

|\ﬁew Records From™ " 91/01/2020 To 06/30/2020 Sorl By Payee v

June 2023



Working with Checks

As mentioned above, the Checks and Payments Maintenance page allows you to complete several types of
actions on one or even a group of checks or payments. These actions vary depending upon whether you are
selecting by Checks, Payments, or Overpayments.

The actions that can be completed from this page are:
Cancel Selected Checks

Cancel and Reschedule Selected Checks
Release Selected Checks

Set Selected Checks to Pending Release
Cancel Selected Payments

Link Selected Payments to Pending Checks
Cancel Selected Overpayments

This section of the guide will walk through a single scenario. The steps outlined within will be very similar for
all other possible options.

Canceling a Payment(s):
1. From the Checks and Payments Maintenance page, locate the payment(s) that needs to be cancelled. If

you need more information before making your selection, click the payment hyperlink to view the
Payment Request page.
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B eWiSACWIS X # Checks and Payments Maintena: X | - o X

eWiSACWIS

Print 11

Search Criteria

County: Milwaukee v Site/Office: v Select By: Payments v
Check Status: v Payee ID: Person 1D: Voucher #:

Placement V] Srvc Cat: W Srvc Type: V)
Type:

Payment v Payment Outstanding - No Check v

Type: Status:

View Records | n4/91/2020 To 00/00/0000 Sort By Payee v
From:

Record 1 o 50 of 62  Nex Clear Fields

Search Results

[]select Al <:| A
& Payment - FH Clothing Allwnc 12-14 - Aardvark, A'ndre (9221905)| Copy
Aardvark, Abigail A, Jr. 01/01/2022 - 01/01/2022 Aardvark, A'ndre (9221905) 08/19/2022 $75.00
& Payment - Foster Home (Level 2+) - Annie's House Group Home (9221217) Copy
Prime, Sentinel 07/31/2022 - 07/31/2022 AA, Ace (9221457) 09/22/2022 $16.84
& Payment - Foster Home (L evel 2+) - Annie's House Group Home (9221217} Copy
Prime, Sentinel 08/01/2022 - 08/31/2022 AA, Ace (9221457) 09/22/2022 $522.00
& Payment - FH Clothing Allwnc 12-14 - Apple, Arlene (9221925) Copy
Baker, Paul 03/01/2022 - 03/01/2022 Apple, Arlene (9221925) 03/21/2022 $200.00
& Payment - Foster Home (Level 2+) - Apple, Arlene (9221925) Copy
Azul, Finn 03/01/2020 - 03/31/2020 Apple, Arlene (9221925) 06/29/2020 $431.00 4

Options W

O O O O

2. Select the payment(s) that should be cancelled by selecting the checkbox next to the respective
payment.

Note: In the example below, we are able to identify more than one payment at a time.

3. From the Options drop-down, select the action of “Cancel Selected Payments” and click Go. This will
open the Cancel Selected Payments page.
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2 Checks and Payments Maintenance - Work - Microsoft Edge

Search Criteria

County Mibwauies v Site/OMce Select By Fayments d
Chisck Stalus [ Paryes 10 Parson I Voudhir #
Placement '™ Seve Cat Srec Type w
Type
Payment w Fayment Cutstanding - Mo Chack
Type Stahus:
View Fecords | 91912020 To OO000 Sort By Payee w
From
s 105005t
Search Results
[ select an
Azul,Finin mmm barn2020 nppumm;mms; 06252020 $431.00
Al Fion 030172020 - 033172020 _Apple, Aviene (9221925) 08202020 $431.00
T1 @ Pamont- Fostes Home (Level 2+ - Apcle. Arlens (92215251  Cop
Azul, Finn 0212020 - 02292020 _Apple, Arlene (5221925) 06152020 $297.24
$855.17
| . = -
Kirship, uoaml-,r 060112020 - 06302020 numueam Albus (B221347) DU20/2021 §254.00
Kirship, Voluntary 08012022 - 05312022 Dumbledors, Albis (5221347) 0632002 $300.00
Kinship, Voluntary 040172032 - 04302022 Dumbledore, Albus (5221347) 06/132022 $300.00
S 1 : Copy
Kirship, Voluntary 0201022 - 03312032  Dumbledors, Albus (5221347) 06M32022 $300.00
Kinship, Voluntary 0200172022 - 0228/2022 Cuembledors, Albus (3221347) 061132022 $300.00
&  Pavmont - KC-Voluntary - Dumbledors, Albus (8221347)  Copy
Kinship, Volunlary 010172022 - 312022 Dhembledore, Albus (5221347) 06132022 $300.00
Opfions & m Closa
Link Satecled Payments to Pending Checks & 100%
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4. Once the Go button has been selected a staging page will appear. The staging page gives you one last
look at the payment data that will be cancelled. You are able to adjust what you are about to do by
unchecking checkboxes, or you can completely back-out of the process by clicking the Close button.
Once the Save button is clicked the payments selected will be cancelled.

Note: In the example below, we have chosen to uncheck one of the payments. With this setup we will
only be cancelling one payment (the highlighted payment).

Cancel Selected Payments

Cancel Selected Payments

The selected payments will be cancelled upon Save

Payee Child Begin Date End Date Amount

Apple, Arlene (9221925) Azul, Finn 02/10/2020 02/29/2020 $655.17

Apple, Arlene (9221925) Azul, Finn 03/01/2020 03/31/2020 $431.00

QO
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Exporting Results from the Checks and Payments Maintenance Page:

The “Export Results” option from the Checks and Payments Maintenance page allows you to generate ad hoc
reports of your search results. For example, you can replicate the Pending Checks Report by searching for and
returning all checks with a “Pending” status. Or, you can replicate the Pre-Audit Report by searching for and
returning all checks with an “In Process” status. Once the search results have been returned, go to the Options
drop-down and select “Export Results” and click Go.

In the example below, we are going to generate an export of all checks in an “Outstanding” status for the year.

1. Setup and complete your search.

2. From the Options drop-down, select “Export Results” and click the Go button.

3. A pop-up will appear that asks if you would like to open or save the file.

a.

b.

June 2023

Clicking on ‘Open’ will simply open the file. You can choose to save the file to your computer
once open.

Clicking on ‘Save’ will download the file to your computer. You will then be given the options
to open the file, open the folder the file is saved to, or view a list of recent downloads.
Clicking on the arrow next to ‘Save’ displays the following options: Save, Save as, and Save
and open. Clicking on ‘Save as’ allows you to select a location to save the file to on your
computer.

Clicking on ‘Cancel’ will close the message, cancel the export, and returns you to the Checks
and Payments Maintenance page.

10



eWiSAC

Search Criteria

County: Baron W Site/Office: i) Select By: Checks W

Check Status: Outstanding v Payee ID: Person ID: Voucher #

Placement Type: Group Home v Srve Cat V) Srve Type: v

Payment Type: v Payment Status: v

\F’ie“f Records 0110112017 To: 00/00/0000 Sori By, Payee v
om

Record 1 to 50 of 129  Newt Clear Fields

Search Results

OQutstanding Check (00294989) 03/18/2021 - Northwest Passage LTD (8021015) - §11.760.97 ~
Quistanding Check (00294416) 02/12/2021 - Northwest Passage LTD (8021015) - §8.513.05

(8] ling Check (00293561) 01/14/2021 - Passage LTD (8021015) - §7.152.01

(o] ling Check (00292893) 12/10/2020 - Passaqe LTD (8021015) - $13.585.02

(o] ling Check (00292677) 11/25/2020 - Passaqe LTD (8021015) - 51551879

Qutstanding Check (00291868) 10/15/2020 - Northwest Passage LTD (8021015) - $21.300.60

OQutstanding Check (00291339) 09/17/2020 - Northwest Passage LTD (8021015) - §22.010.62

(8] ling Check (00290514) 08/13/2020 - Passage LTD (8021015) - $9.496.01
Qutstanding Check (00290210) 07/23/2020 - Northwest Passage LTD (8021015) - §37.500.60
(8] ling Check (00289532) 06/18/2020 - Passage LTD (8021015) - $28.490.62
(o] ling Check (00289067) 05/21/2020 - Passaqe LTD (8021015) - $9.920.53
(o] ling Check (00288575) 04/23/2020 - Passage LTD (8021015) - $3.280.27
Qutstanding Check (00288408) 04/16/2020 - Northwest Passage LTD (8021015) - $27.894 29
(8] ling Check (00283302) 08/22/2019 - Passage LTD (8021015) - $8.282.40
Qutstanding Check (00282542) 07/18/2019 - Northwest Passage LTD (8021015) - §11.832.00
(8] ling Check (00281760) 06/13/2019 - Passage LTD (8021015) - $6,.902.00
(o] ling Check (00281207) 05/16/2019 - Passaqe LTD (8021015) - $5.916.00
(o] ling Check (00280504) 04/11/2019 - Passaqe LTD (8021015) - 56.113.20

Qutstanding Check (00279912) 03/14/2019 - Northwest Passage LTD (8021015) - $1.774.80
OQutstanding Check (00271668) 02/15/2018 - Northwest Passage LTD (8021015) - $4.656.00

Options:|
\ 4
Do you want to open or save ChecksAndPaymentsMaintenance.csv (103 KB) from appsa.dcf.wisconsingov? Open Save | T Cancel

4. Using one of the open or save options outlined above, open the export file.
Note: This guide assumes that the file will be opened and worked with using Microsoft Excel. The rest

of the guide will walk through some basic setup options that will give greater flexibility when
working with the export.
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5. When the file initially opens it will look similar to the screenshot below.

A =

s [+ 2014_Cwutstanding_Checks - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Acrobat & e d
=% Calibri = = = Wrap Text General - *:,‘ ﬂil Normal Bad Good Neutral : Z Autosum ¥ .{v \;
E3 Copy - g o - ) - & Fill - 4 -
oo Zu- Merge s center - $ < % 2 | G S Condiional Format [Calculation || | explonatory ... 5| | et Delete Format| o Sort& Fin
Clipboard Font Alignment MNumber Styles Cells Editing
Al - J= | Case(ID)
A B = D E F G H | K L M N a P Q R 5 T u v W X Y

1 |Case (ID) IChild Narr County Pe Payee Mar County Pr Payee AdiPlemnt Ty Srvc Cat  Srve Type RptCat  Pmint Stat Pmint Star Pmnt End Days Paid Pmnt Typ« Basic Suppl Excpt Admin  =Limit  Extraord Adjust  Pmnt Totz Check Stal Check Dis)
2 |Crispies, ¢ Crispies, C Ashland C 6932 Nortl Group Hot GH - Aduli Adulthoot 10 Outstandi 3/1/2014 #utgins 31 Maint sosEanss $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi

3 |Crispies, ¢ Crispies, C Ashland C 6932 Nortl Group Hot GH - Aduli Adulthoot 10 Outstandi 2/1/2014 s 28 Maint sEEEEEEE 50.00 $0.00 50.00 $0.00 50.00 $0.00 Outstandi

4 |Crispies, ( Crispies, ( Ashland C 6932 Nortl Group Hot GH - Aduli Adulthoot 10 Qutstandi 1/1/2014 s 31 Maint T 50.00 50.00 50.00 50.00 50.00 50.00 Qutstandi

5 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 3/1/2014 sy 31 Maint Lo 50.00 50.00 50.00 50.00 50.00 50.00 Qutstandi

6 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hoi GH - Bella Bellas Gro 10 Outstandi 2/1/2014 s 28 Maint sEEEEEEE 50.00 $0.00 50.00 $0.00 50.00 $0.00 Outstandi

7 |Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Quitstandi SR SHHHHTT 8 Maint $520.00 $0.00 50.00 $0.00 50.00 $0.00 S0.00 $520.00 Outstandi Sy
& Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 5/1/2014 sy 31 Maint Lo 50.00 50.00 50.00 50.00 50.00 50.00 Qutstandi

9 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hol GH - Bella Bellas Gro 10 Outstandi 4/1/2014 #HHEEHHE 30 Maint T $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Outstandi
10 Bear, Cinc Bear, Boo- Changes C E9490 Chu Group Hot GH - Choic Changes ¢ 22 Qutstandi 3/2/2014 s 30 Maint T 50.00 50.00 50.00 50.00 50.00 50.00 Qutstandi
11 Crispies, ¢ Crispies, £ Hubbard, 3656 Leatt Respite  One Time One Time null OQuistandi s SR 3 Maint $55.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00  555.00 Outstandi #issEEE
12 Crispies, ¢ Crispies, £ Northwes 55 Street, RCC RCC - NoriResidenta 8 Qutstandi 3/1/2014 s 31 Maint T 50.00 50.00 50.00 50.00 50.00 50.00 Qutstandi
13 Bird, Morr Bird, Hum smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi 2/1/2014 2/2/2014 2 Maint 526.79 513.71 50.00 50.00 50.00 50.00 $0.00  540.50 OQutstandi S
14 Bird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi 1/1/2014 s 31 Maint $376.13 $185.81 $0.00 50.00 $0.00 50.00 $0.00 5561.94 Outstandi #igsEEE
15 Bird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Qutstandi S ST 31 Maint $400.00 50.00 50.00 50.00 50.00 50.00 50.00 5400.00 Outstandi HiHEE
16 Bird, Morm Bird, Hum Smith, Gre 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi S ST 30 Maint $400.00 50.00 50.00 50.00 50.00 50.00 50.00 5400.00 Outstandi sy
17 Bird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi s sHmEE 31 Maint $400.00 50.00 $0.00 50.00 $0.00 50.00 $0.00 5400.00 Outstandi #iEHsEE
12 Bird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Qutstandi 9/1/2013 s 30 Maint $400.00 50.00 50.00 50.00 50.00 50.00 50.00 5400.00 Outstandi s
19 Bird, Morm Bird, Hum Smith, Gre 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi 8/1/2013 sy 31 Maint $400.00 50.00 50.00 50.00 50.00 50.00 50.00 5400.00 Outstandi sy
20 |Bird, Kid ( Bird, Kid [ Smith, Gre 6472 Nortl Subsidize: Subsidize: Subsidize: 31 Qutstandi 9/1/2013 s 30 Maint $388.00  $0.00  $0.00  $0.00  $0.00  $0.00  $0.00 $388.00 Outstandi s
21 Bird, Kid ( Bird, Kid ( Smith, Gre 6472 Nortl Subsidize Subsidize: Subsidize| 31 Outstandi 1/1/2014 ##s 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Qutstandi s
22 Bird, Kid ( Bird, Kid ( Smith, Gre 6472 Nortl Subsidize  Subsidize Subsidize: 31 Quistandi #HHHHEE SHEHEEEE 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstandi st
23 Bird, Kid ( Bird, Kid ( Smith, Gre 6472 Nortl Subsidize  Subsidize Subsidize: 31 Outstandi 6/1/2013 s 30 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5388.00 Outstandi gt
24 Bird, Kid ( Bird, Kid ( smith, Gre 6472 Nortl subsidize Subsidize: Subsidize| 31 Outstandi HHEEHEEE HHEEETTTE 31 Maint 4388.00 40.00 $0.00 40.00 $0.00 40.00 $0.00 $388.00 Outstandi s
25 |Bird, Kid { Bird, Kid [ Smith, Gre 6472 Nortl Subsidize Subsidize Subsidize: 31 Qutstandi 8/1/2013 s 31 Maint $388.00  $0.00  $0.00  $0.00  5$0.00  50.00  S0.00 $388.00 Outstandi s
26 Bird, Kid { Bird, Kid ( Smith, Gre 6472 Nortl Subsidize  Subsidize: Subsidize: 31 Outstandi S###HEE ST 30 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5388.00 Outstandi it
27 Bird, Kid ( Bird, Kid ( Smith, Gre 6472 Nortl subsidizel Subsidize: Subsidize: 31 Outstandi 2/1/2014 #utgins 28 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 S$388.00 Outstandi st
28 |Bird, Kid ( Bird, Kid [ Smith, Gre 6472 Nortl Subsidize Subsidize Subsidize: 31 Qutstandi 3/1/2014 s 31 Maint $388.00  $0.00  $0.00  $0.00  5$0.00  50.00  S0.00 $388.00 Outstandi s
29 Bird, Kid { Bird, Kid ( Smith, Gre 6472 Nortl Subsidize Subsidize: Subsidize: 31 Outstandi 7/1/2013 s 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5388.00 Outstandi g
30 Bear, Cinc Bear, Boo- Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hol 8 Outstandi 4/1/2014 sy 30 Admin 50.00 50.00 S0.00 Hubig 50.00 50.00 50.00 Qutstandi
31 Bear, Cinc Bear, Boo Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hol 8 Outstandi 4/1/2014 #iHHHH 30 Maint $410.00 $128.00 $200.00 $0.00 $0.00 $0.00 $0.00 S$738.00 Outstandi ##EHEH
32 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Outstandi 3/1/2014 3/1/2014 1 Maint 513.23 50.00 50.00 50.00 50.00 50.00 $0.00  513.23 Outstandi Sy
33 Bear, Cinc Bear, Boo- White (92 6392 WesiFstr Fam F Foster Car Foster Hol 8 Outstandi 2/1/2014 sssssssy 28 Maint $410.00 $0.00 50.00 $0.00 50.00 $0.00 50.00 5$410.00 Outstandi sy
34 Bear, Cinc Bear, Boo- White (92 6392 WesiFstr Fam F Foster Car Foster Hol 8 Qutstandi 1/1/2014 sy 23 Maint 5304.19 50.00 50.00 50.00 50.00 50.00 50.00 5304.19 Outstandi HiEEy
35 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Outstandi S SHHHTHT 8 Maint $105.81 50.00 50.00 50.00 50.00 50.00 50.00 5105.81 OQutstandi Sy
36 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Outstandi sssssns sHamEE 31 Maint $400.00  $p4.52 5282.26 $0.00 $0.00 $0.00 $0.00 5746.78 Outstandi #issss
37
38
29 Total: T
A0

June 2023 12



6. Putyour cursor in the first cell of the spreadsheet and select the Format as Table button. There are several different style setups to

choose from. Select a format.

&= 2014_Outstanding_Checks - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Acrobat & e o
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Pavste JFormat Painter B J U~ - | - é ER== glal\ﬂerge GCenter~ | $ = % » S & C:r:nd;:tingv|a:?r;rg|a:v |c= culation | " " Explanatory ... - Insvert Delvete Fm:nat &2 Clear - ?illjtretr-‘?: gleTe

Clipboard 3 Font 3 Alignment Cells Editing
AL - 7 Case(ln}/ === ===
A cmB/’M/'E F G H 1 ) K L M S===2 - I v w X %
1 |Case (ID) ild Narr County Pe Payee Mar County Pr Payee Ad(Plcmnt Ty Srvc Cat  SrvcType RptCat  Pmnt Stat Pmint Star PmntE ord Adjust  Pmnt Tote Check Stai Check Dis|
2 |Crispies,  Crispies, ( Ashland C 6932 Nortl Group Hot GH - Aduli Adulthoot 10 Outstandi 3/1/2014 0.00 50.00 Qutstandi
3 |Crispies, ¢ Crispies, ( Ashland C 6932 Nortl Group Hot GH - Aduli Adulthoot 10 Qutstandi 2/1/2014 .00 50.00 Outstandi
4 Crispies, CCrispies, Ashland C 6932 Nortl Group Hot GH - Aduli Adulthoot 10 Qutstandi 1/1/2014 .00 $0.00 Outstandi
5 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hoi GH - Bella Bellas Gro 10 Qutstandi 3/1/2014 0.00 50.00 Qutstandi
6 Bear, CincBear, Care Bellas Gro 7630 W Ce Group Hoi GH - Bella Bellas Gro 10 Outstandi 2/1/2014 0.00 $0.00 Qutstandi
7 Bear, CincBear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi s D.00 S0.00 S$520.00 OQuistandi ##H#H##E
2 Bear, CincBear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gra 10 Qutstandi 5/1/2014 .00 50.00 Outstandi
9 Bear, Cinc Bear, Care Bellas Gra 7630 W Ce Group Hot GH - Bella Bellas Gra 10 Outstandi 4/1/2014 .00 50.00 Outstandi
10 |Bear, Cinc Bear, Boo- Changes ¢ E9490 Chu Group Hot GH - Choic Changes G 22 Qutstandi 3/2/2014 0.00 50.00 Qutstandi
11 Crispies, CCrispies, £ Hubbard, 3656 Leatt Respite  One Time One Time null Quistandi &#&888EEE S 0.00 50.00 $55.00 Outstandi #ssssE
12 Crispies, CCrispies, & Northwes 55 Street, RCC RCC - NoriResidenta 8 Qutstandi 3/1/2014 4 0.00 50.00 Qutstandi
13 Bird, Mo Bird, Hum Smith, Grz 6472 Mortl Fstr Fam F Foster Car Foster Hol 8 Qutstandi 2/1/2014 2/2/2( D.00 $0.00 $40.50 Qutstandi HHHEHHES
14 Bird, Mom Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi 1/1/2014 ##t 2.00 S0.00 $561.94 OQutstandi st
15 |Bird, Mom Bird, Hum Smith, Gre 6472 Mortl Fstr Fam F Foster Car Foster Hol 3 Qutstandi s 0.00 50.00 $400.00 Outstandi ##ssss
16 Bird, Mo Bird, Hum Smith, Gre 6472 Nort| Fstr Fam F Foster Car Foster Hol 8 Qutstandi T D.00 $0.00 $400.00 Outstandi #HHE#HE
17 |Bird, Mo Bird, Hum Smith, Gr: 6472 MNortl Fstr Fam F Foster Car Foster Hol 8 Qutstandi e .00 S0.00 $400.00 OQuistandi ####HE
18 |Bird, Mo Bird, Hum Smith, Gr: 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi 9/1/2013 .00 S0.00  $400.00 Outstandi sy
19 |Bird, Mom Bird, Hum Smith, Gre 6472 Mortl Fstr Fam F Foster Car Foster Hol 8 Qutstandi 8/1/2013 0.00 50.00 $400.00 Outstandi ##HEEE
20 Bird, Kid (' Bird, Kid ( Smith, Gre 6472 Nortl Subsidize Subsidize Subsidize: 31 Outstandi 9/1/2013 0.00 S0.00 $388.00 Outstandi #ssEEE
21 Bird, Kid ( Bird, Kid ( Smith, Gre 6472 Nortl Subsidizei Subsidize Subsidize: 31 Qutstandi 1/1/2014 D.00 S0.00 $388.00 Outstandi ##H###E
22 Bird, Kid (' Bird, Kid ( Smith, Gr: 6472 Nortl Subsidize: Subsidize: Subsidize 31 Quistandi SHEHHHEHE 0.00 S0.00  S$388.00 Outstandi ##sEEE
23 Bird, Kid (' Bird, Kid ( Smith, Gr: 6472 Nortl Subsidize: Subsidizel Subsidize 31 Outstandi 6/1/2013 .00 50.00 S$388.00 Outstandi sy
24 Bird, Kid (' Bird, Kid ( Smith, Gre 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Quistandi #&#HEE .00 S0.00 $388.00 Outstandi ##sssss
25 Bird, Kid ( Bird, Kid ( Smith, Grz 6472 Nortl Subsidize Subsidize: Subsidize: 31 Outstandi 8/1/2013 ##gss [ New Table Style.. 0.00 S0.00  $388.00 Outstandi ###sssss
26 Bird, Kid ( Bird, Kid ( Smith, Gre 6472 Nortl Subsidizei Sub e Subsidize: 31 Qutstandi #HEaEE #HEEEE 15]  New PivotTable Style... D.00 $0.00 $388.00 Outstandi sHHEHHHE
27 Bird, Kid ( Bird, Kid ( Smith, Gr: 6472 Nortl Subsidize: Subsidize: Subsidize: 31 Qutstandi 2/1/2014 #HHttm ZowTaTiT JoTToo FooT FooT SO PO +0.00 S0.00  S$388.00 Outstandi #HHsssEy
28 Bird, Kid ( Bird, Kid ( Smith, Grz 6472 Mortl Subsidizei Subsidizel Subsidizer 31 QOutstandi 3/1/2014 #isis 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00  $388.00 Outstandi iy
29 Bird, Kid (' Bird, Kid ( Smith, Gr: 6472 Mortl Subsidize Subsidize: Subsidize: 31 QOutstandi 7/1/2013 #isisuss 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00  $388.00 Outstandi ###sssss
30 Bear, Cinc Bear, Boo Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hoi 8 Qutstandi 4/1/2014 #HEHHH 30 Admin $0.00 $0.00 $0.00  #HEEHHH $0.00 $0.00 $0.00 Outstandi
31 Bear, Cinc Bear, Boo- Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hol 8 Qutstandi 4/1/2014 i 30 Maint $410.00 $128.00 5200.00 50.00 50.00 50.00 S0.00 S$738.00 Outstandi ###EE
32 Bear, Cinc Bear, Boo- white (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Outstandi 3/1/2014 3/1/2004 1 Maint $13.23 50.00 50.00 50.00 50.00 50.00 50.00 $13.23 Qutstandi S
33 Bear, Cinc Bear, Boo- White (92 6392 Wesl Fstr Fam F Foster Car Foster Hol 8 Outstandi 2/1/2014 i 28 Maint $410.00 50.00 50.00 50.00 30.00 50.00 50.00 $410.00 Outstandi ##HEE
34 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam | Foster Car Foster Hol 8 Outstandi 1/1/2014 g 23 Maint $304.19 $0.00 $0.00 $0.00 $0.00 50.00 50,00 5$304.19 Outstandi #EEE
35 Bear, Cinc Bear, Boo White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Qutstandi HiHHHEHE ST 8 Maint $105.81 50.00 $0.00 50.00 50.00 50.00 S0.00 S$105.81 OQuistandi ##H###E
36 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Qutstandi S ST 31 Maint $400.00  564.52 $282.26 $0.00 $0.00 $0.00 S0.00 S$746.78 OQutstandi sy
37
38
29 Total: s
40
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7. After you select a table format, a pop-up will present illustrating the rows that will be included in your table as well as a checkbox
indicating that your table has headers. Ensure that all rows are included, and that the checkbox is checked and select the OK button.
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3 °$ cut Calibri T |1a E== ¥ General < & Norma Bad T Autosum - 7 _',J
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Clipboard Font Alignment Number Styles Cells Editing
Al - Je | Case(ID)
A B D F G H I K L M (9] P Q R 5 ] A W X ¥
1 fCase (1D) [child Nan County Pe Payee Nat County Pr Payee AdPlcmnt Ty SrvcCat  Srvc Type RptCat  Pmint Stat Pmint Star Pmnt End Days Paid Pmnt TypiBasic  Suppl  Excpt  Admin  =Limit  Extraord Adjust  Pmnt Totz Check StaiCheck Dis|
2 !Crispies, ¢ Crispies, ( Ashland C 6932 Nortl Group Hot GH - Aduli Adulthooc 10 Qutstandi 3/1/2014 Higsssss 31 Maint bR 50.00 $0.00 $0.00 50.00 $0.00 S0.00 sisssss Outstandi S
3 \Crispies, ¢ Crispies, ( Ashland C 6932 Nortl Group Hot GH - Aduli Adulthooc 10 Qutstandi 2/1/2014 Higsssss 28 Maint bR 50.00 $0.00 $0.00 50.00 $0.00 S0.00 sisssss Outstandi S
4 ECrispies, CCrispies, ( Ashland C 6932 Nortl Group Hot GH - Aduli Adulthooc 10 Qutstandi 1/1/2014 Higsssss 31 Maint bR 50.00 $0.00 $0.00 50.00 $0.00 S0.00 sisssss Outstandi S
5 \Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 3/1/2014 Higsssss 31 Maint bR 50.00 $0.00 $0.00 50.00 $0.00 S0.00 sisssss Outstandi S
6 EBear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 2/1/2014 Higsssss 28 Maint bR 50.00 $0.00 $0.00 50.00 $0.00 S0.00 sisssss Outstandi S
7 EBear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Quistandi #issssy Saspamm 8 Maint $520.00 " _?lill- $0.00 50,00 S520.00 Outstandi s
& !Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hoi GH - Bella Bellas Gro 10 Qutstandi 5/1/2014 Higsssss 31 Maint sEabnsss $0.00 S0.00 sisssss Outstandi S
9 'Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hol GH - Bella Bellas Gra 10 Qutstandi 4/1/2014 sasssues 30 Maint  gessssy | nereis the daa for your table? S0.00  $0.00 s Outstandi sssssmss
10 EBear, Cinc Bear, Boo- Changes ¢ E9490 Chu Group Hoi GH - Choic Changes € 22 Quistandi 3/2/2014 Higsssss 30 Maint sEabnsss $0.00 S0.00 sisssss Outstandi S
11 :Crispies, CCrispies, £ Hubbard, 3656 Leatt Respite  One Time One Time null Quistandi s o 3 Maint $55.00 [V My table has headers $0.00 30,00 $55.00 Qutstandi s
12 ECrispies, CCrispies, £ Northwes 55 Street, RCC RCC - NoriResidenta 8 Outstandi 3/1/2014 HssEssss 31 Maint mmmhens $0.00 S0.00 sisssss Outstandi S
13 iBird, Mo Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi 2/1/2014 2/2/2014 2 Maint $26.79 Cancel | $0.00 50.00  540.50 Outstandi s
14 EBird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi 1/1/2014 Hissssss 31 Maint §376.13 TroooT oo o e $0.00 50,00 S561.94 Outstandi s
15 iBird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Quistandi #usssy sty 31 Maint $400.00 50.00 $0.00 $0.00 50.00 $0.00 50.00 S400.00 Outstandi s
16 EBird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Quistandi #usssy sty 30 Maint $400.00 $0.00 $0.00 $0.00 50.00 $0.00 50.00 S400.00 Outstandi s
17 iBird, Mo Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Quistandi #usssy sty 31 Maint $400.00 $0.00 $0.00 $0.00 50.00 $0.00 50.00 S400.00 Outstandi s
18 EBird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi 9/1/2013 Hussssss 30 Maint $400.00 $0.00 $0.00 $0.00 50.00 $0.00 50.00 S400.00 Outstandi s
15 iBird, Mo Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi 8/1/2013 Hussssss 31 Maint $400.00 $0.00 $0.00 $0.00 50.00 $0.00 50.00 S400.00 Outstandi s
20 EBird, Kid ( Bird, Kid { Smith, Grz 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Outstandi 9/1/2013 s 30 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstandi ###sssss
21 \Bird, Kid ('Bird, Kid { Smith, Grz 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Outstandi 1/1/2014 s 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstandi ###sssss
22 EBird, Kid ( Bird, Kid { Smith, Grz 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Qutstandi #HEEE SHEEHHE 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstandi ###sssss
23 |Bird, Kid ('Bird, Kid { Smith, Grz 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Outstandi 6/1/2013 s 30 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstandi ###sssss
24 EBird, Kid ( Bird, Kid { Smith, Grz 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Qutstandi #HEEE SHEEHHE 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstandi ###sssss
25 |Bird, Kid ('Bird, Kid { Smith, Grz 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Outstandi 8/1/2013 s 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstandi ###sssss
26 EBird, Kid ( Bird, Kid { Smith, Grz 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Qutstandi #HEEE SHEEHHE 30 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstandi ###sssss
27 \Bird, Kid ('Bird, Kid { Smith, Grz 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Outstandi 2/1/2014 s 28 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstandi ###sssss
28 EBird, Kid ( Bird, Kid { Smith, Grz 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Outstandi 3/1/2014 s 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstandi ###sssss
29 \Bird, Kid ('Bird, Kid { Smith, Grz 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Outstandi 7/1/2013 #ussisss 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstandi ###sssss
30 EBear, Cinc Bear, Boo- Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hol 8 Qutstandi 4/1/2014 HisEssss 30 Admin $0.00 $0.00 S0.00 sy 50.00 $0.00 S0.00 sissss Outstandi S
31 iBear, Cinc Bear, Boo- Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hol 8 Qutstandi 4/1/2014 HisEssss 30 Maint $410.00 $128.00 S200.00 $0.00 50.00 $0.00 $0.00 S738.00 Outstandi s
32 EBear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Outstandi 3/1/2014 3/1/2014 1 Maint $13.23 $0.00 $0.00 $0.00 50.00 $0.00 $0.00  513.23 Outstandi s
33 |Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Outstandi 2/1/2014 Hussssss 28 Maint $410.00 $0.00 $0.00 $0.00 50.00 $0.00 50.00 S410.00 Outstandi s
34 EBear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Outstandi 1/1/2014 #issssss 23 Maint 5304.19 $0.00 $0.00 $0.00 50.00 $0.00 50,00 S304.19 Outstandi s
35 |Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Quistandi #usssy sty 8 Maint 5105.81 $0.00 $0.00 $0.00 50.00 $0.00 50,00 S105.81 Outstandi s
36 (Bear, CincBear,Boo _______White(s2________€ 6332 WestFstr Fam k Foster Car FosterHol ______ 8 Quistandi sesesssy smmpmeny | 31 Maint____$400.00 56452 528225 9000 $0.00 _  30.00 ___$0.00 574678 Outstandi st
37
38
39 Total: T
a0
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8. At this point your table will be created. The columns will expand to accommodate the header names. You may notice that the data held

within exceeds the column width and is cutoff, or if it is a number, it may be displaying as “#####."
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Ashland County Grc
Ashland County Grc
Ashland County Grc
Bellas Group Home
Bellas Group Home
Bellas Group Home
Bellas Group Home
Bellas Group Home
Changes Group Hon
Hubbard, Old Moth
Northwest Passage
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Snaggletooth Provii
Snaggletooth Provii
White (9221646)

White (9221646)

White (9221646)

White (9221646)

White (9221646)

1234
1234

6932 Northwoods
6932 Northwoods
6932 Northwoods
7630 W Center 5t. |
7630 W Center 5t.|
7630 W Center 5t. |
7630 W Center 5t. |
7630 W Center 5t.|
E9490 Church Rd.,
3656 Leather Shoe
l55 Street, Madisol
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
123 Rockbed Drive
123 Rockbed Drive
6392 West Forest |
6392 West Forest |
6392 West Forest |
6392 West Forest |

Group Home
Group Home
Group Home
Group Home
Group Home
Group Home
Group Home
Group Home
Group Home
Respite

RCC

6392 West Foresti

GH - Adultt Adulthood's
GH - Adultt Adulthood's
GH - Adultt Adulthood's
GH - Bellas Bellas Groug
GH - Bellas Bellas Groug
GH - Bellas Bellas Groug
GH - Bellas Bellas Groug
GH - Bellas Bellas Groug
GH - Choict Changes Gro
One Time | One Time Re null
RCC - Mortt Residental P

Fstr Fam Hm (Ri Foster Care Foster Home
Fstr Fam Hm (Ri Foster Care Foster Home
Fstr Fam Hm (R Foster Care Foster Home
Fstr Fam Hm (Ri Foster Care Foster Home
Fstr Fam Hm (Ri Foster Care Foster Home
Fstr Fam Hm (R Foster Care Foster Home
Fstr Fam Hm (Ri Foster Care Foster Home
|Subsidized Gua Subsidized Subsidized ¢
Subsidized Gua Subsidized Subsidized ¢
|Subsidized Gua Subsidized Subsidized ¢
ISubsidized Gua Subsidized Subsidized ¢
|Subsidized Gua Subsidized Subsidized €
Subsidized Gua Subsidized Subsidized ¢
|Subsidized Gua Subsidized Subsidized ¢
Subsidized Gua Subsidized Subsidized ¢
|Subsidized Gua Subsidized Subsidized ¢
ISubsidized Gua Subsidized Subsidized ¢
I'I'reatment Fost Foster Care Foster Home
Treatment Fost Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home

10 Outstanding
10 Outstanding
10 Qutstanding
10 Outstanding
10 Outstanding
10 Qutstanding
10 Outstanding
10 Outstanding
22 Qutstanding
Outstanding

8 Outstanding

8 Outstanding

8 Outstanding

8 Outstanding

8 Outstanding

8 Outstanding

8 Outstanding

8 Outstanding

31 Outstanding
31 Outstanding
31 QOutstanding
31 Outstanding
31 Outstanding
31 Outstanding
31 Outstanding
31 Outstanding
31 QOutstanding
31 Outstanding
8 Outstanding

8 Outstanding

8 Outstanding

8 Outstanding

8 Outstanding

8 Outstanding

8 Outstanding

3/1/2014
2/1/2014
1/1/2014
3/1/2014
2/1/2014
1/24/2014
5/1/2014
4/1/2014
3/2/2014
7/13/2012
3/1/2014
2/1/2014
1/1/2014
12/1/2013
11/1/2013
10/1/2013
9/1/2013
8/1/2013
9/1/2013
1/1/2014
12/1/2013
6/1/2013
10/1/2013
8/1/2013
11/1/2013
2/1/2014
3/1/2014
7/1/2013
4/1/2014
4/1/2014
3/1/2014
2/1/2014
1/1/2014
1/24/2014
12/1/2013

3/31/2014
2/28/2014
1/31/2014
3/31/2014
2/28/2014
1/31/2014
5/31/2014
4/30/2014
3/31/2014
7/15/2012
3/31/2014
2/2/2014
1/31/2014
12/31/2013
11/30/2013
10/31/2013
9/30/2013
8/31/2013
9/30/2013
1/31/2014
12/31/2013
6/30/2013
10/31/2013
8/31/2013
11/30/2013
2/28/2014
3/31/2014
7/31/2013
4/30/2014
4/30/2014
3/1/2014
2/28/2014
1/23/2014
1/31/2014
12/31/2013

N

O

H I J K
Person IDRA Payee Name(1D) Bl County Provider (1D) Bl Payee Address @ Plcmnt Type Bl srvc catRdl srvc Type Bl Rpt CatBdl Pmnt Status K@l Pmnt StartBdl Pmnt End Bl Days paid Bl Pmnt Type &2

31 Maint
28 Maint
31 Maint
31 Maint
28 Maint
8 Maint
31 Maint
30 Maint
30 Maint
3 Maint
31 Maint
2 Maint
31 Maint
31 Maint
30 Maint
31 Maint
30 Maint
31 Maint
30 Maint
31 Maint
31 Maint
30 Maint
31 Maint
31 Maint
30 Maint
28 Maint
31 Maint
31 Maint
30 Admin
30 Maint
1 Maint
28 Maint
23 Maint
8 Maint
31 Maint

H Q R
Basic RdiSuppl hd M
$520.00 $0.00 $0.00

X $13.71 $0.00
$376.13  5185.81 $0.00
$110.00 $128.00 $200.00

$13.23 $0.00 $0.00
$410.00 $0.00 $0.00
$304.19 $0.00 $0.00
$105.81 $0.00 $0.00
$400.00 $64.52 $282.26
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9. Toresolve the issue described above, simply select the cell just above the first row (this selects the entire worksheet). Then double-
click the line between column A and Column B. This will expand each column in your table to fit the longest content.
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10. The end results should look something like this:

&= 2014_Outstanding_Checks - Microsoft Excel ‘ =B

Insert Page Layout Formulas Data Review View Developer Acrobat Design & e o @ 2R
Table Mame: i3] summarize with PivotTable ? E5 Properties Header Row  [[]] First Column (== 1-1— — == -1 — W == —]—]-] EEEEE EEEEE -
Tablel -_}“RemoveDupllcatas Open in Browse DTotalRow DLastColumn —---- EEEEE EEEED DEEEE Do e EE e -
= Export Refresh ==="° EEEEE et EEEEE CoE= -
<"3> Resize Table | 4] Convert to Range - - £2 Unlin Banded Rows I:‘ Banded Columns e

Properties Tools External Table Data Table Style Options Table Styles
Al - fe | Case(ID) v
A B c D E F G H 7
i Case (ID) hd Child Name(ID) hd County Person ID kd| Payee Name(ID] hd| County Provider (ID) Kdl Payee Address hd Plcmint Type ~ E

2 Crispies, Gina (9223421) Crispies, Crackle (9228146)
3 Crispies, Gina (9223421) Crispies, Crackle (3228146
4 Crispies, Gina (9223421) Crispies, Crackle (9228146)
5 Bear, Cindy (9223420) Bear, Care (9228196)

6 Bear, Cindy (9223420)  Bear, Care (9228196)

7 Bear, Cindy (9223420)  Bear, Care (9228196)

8 Bear, Cindy (9223420} Bear, Care (9228196)

S Bear, Cindy (9223420)  Bear, Care (9228196)

10 Bear, Cindy (9223420)  Bear, Boo-boo (5228141)

11 Crispies, Gina (9223421) Crispies, Snap (9228145)

12 Crispies, Gina (9223421) Crispies, Snap (9228145)

13 Bird, Mom (9223460) Bird, Humming B. (9228471)
14 Bird, Mom (9223460} Bird, Humming B. (9228471)
15 Bird, Mom (9223460) Bird, Humming B. (9228471)
16 Bird, Mom (9223460) Bird, Humming B. (9228471)
17 Bird, Mom (9223460} Bird, Humming B. (9228471)
18 Bird, Mom (9223460} Bird, Humming B. (9228471)
19 Bird, Mom (9223460) Bird, Humming B. (9228471)

20 Bird, Kid (9223480) Bird, Kid (9228217)
21 Bird, Kid (9223480) Bird, Kid (9228217)
22 Bird, Kid (9223480) Bird, Kid (9228217)
23 Bird, Kid (9223480) Bird, Kid (9228217)
24 Bird, Kid (9223480) Bird, Kid (9228217)
25 Bird, Kid (9223480) Bird, Kid (9228217)
26 Bird, Kid (9223480) Bird, Kid (9228217)
27 Bird, Kid (9223480) Bird, Kid (9228217)
28 Bird, Kid (9223480) Bird, Kid (9228217)
29 Bird, Kid (9223480) Bird, Kid (9228217)

30 Bear, Cindy (9223420} Bear, Boo-boo (9228141)
31 Bear, Cindy (9223420)  Bear, Boo-boo (9228141)
32 Bear, Cindy (9223420)  Bear, Boo-boo (5228141)
Bear, Cindy (9223420) Bear, Boo-boo (9228141)
Bear, Cindy (9223420) Bear, Boo-boo (9228141)
5 Bear, Cindy (9223420)  Bear, Boo-boo (9228141)
6 Bear, Cindy (9223420}  Bear, Boo-boo (9228141)
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Ashland County Group Home (9221647)
Ashland County Group Home (9221647)
Ashland County Group Home (9221647)
Bellas Group Home (9221946)

Bellas Group Home (9221946)

Bellas Group Home (9221946)

Bellas Group Home (9221946)

Bellas Group Home (9221946)

Changes Group Home (9221966)
Hubbard, Old Mother (9221626)
Northwest Passage Child and Ad (9221503)
Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Snaggletooth Provider Care (9221523)
Snaggletooth Provider Care (9221523)
White [9221646)

White [9221646)

White [9221646)

White [9221646)

White [9221646)

6932 Northwoods Drive, Ashland, Wi 54806
6932 Northwoods Drive, Ashland, W1 54806
6932 Northwoods Drive, Ashland, WI 54806
7630 W Center St., Milwaukee, Wi 53222
7630 W Center St., Milwaukee, WI 53222
7630 W Center St., Milwaukee, WI 53222
7630 W Center St., Milwaukee, Wi 53222
7630 W Center St., Milwaukee, WI 53222
E9490 Church Rd., New London, W1 54961

3656 Leather Shoe Avenue, Ashland, Wi 54806

55 Street, Madison, Wi 53701

6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, WI 54806
6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, Wi 54806
6472 Northwoods Drive, Ashland, Wi 54806
8472 Northwoods Drive, Ashland, Wi 54806
6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, Wil 54806
6472 Northwoods Drive, Ashland, Wi 54806
6472 Northwoods Drive, Ashland, W1 54806
8472 Northwoods Drive, Ashland, Wi 54806
6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, Wi 54306
6472 Northwoods Drive, Ashland, Wi 54806
6472 Northwoods Drive, Ashland, Wi 54806
6472 Northwoods Drive, Ashland, W1 54806

1234 123 Rockbed Drive, Abbotsford, W1 54405
1234 123 Rockbed Drive, Abbotsford, Wi 54405

6392 West Forest St., Ashland, W1 54306
6392 West Forest St., Ashland, Wi 54806
6392 West Forest St., Ashland, W1 54806
6392 West Forest 5t., Ashland, W1 54306
6392 West Forest 5t., Ashland, W1 54306

Group Home

Group Home

Group Home

Group Home

Group Home

Group Home

Group Home

Group Home

Group Home

Respite

RCC

Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship

Treatment Foster Home - Non-Relative
Treatment Foster Home - Non-Relative

Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Non-Rel)

GH - Adulthood's Path 11
GH - Adulthood's Path 11
GH - Adulthood's Path Il
GH - Bellas
GH - Bellas
GH - Bellas
GH - Bellas
GH - Bellas
GH - Choices to Change

One Time Payment - Respite

RCC - Northwest Passage
Foster Care
Foster Care
Foster Care
Foster Care
Foster Care
Foster Care
Foster Care
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Foster Care
Foster Care
Foster Care
Foster Care
Foster Care
Foster Care
Foster Care
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11. To hide a column or columns that you do not wish to see, select the column letter, right click, and choose Hide.

Acrobat Design

[g“ H - Q |7 2014_Qutstanding_Checks - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer

o B ER

al@ o @ =

Table Mame: |.._j] Summarize with PivotTable | 5 Prop Header Row |:| First Column ===== ===== [=1=1=1=1-] ===== ===== [=1=1-]= - I3
Tablel J- 1Re v Open in Bre |:| Total Row |:| Last Column -
Export Refresh . _
[ Resize Table ;J' Co g2 Unlink Banded Rows || Banded Columns =
Froperties External Table Data Table Style Options Calibri
H1 - fe| Srvecat - %8 0 -
F H I =
IEW Payee Address = e ko _mmmmmmmmr
| 2 |6932 Northwoods Drive, Ashland, W1 54806 Group Home _ B3 copy ood's Path Il {GH) 10 Outstanding 3/1/2014 3/31/2014 31 Maint 51,395.00
| 3 |6932 Northwoods Drive, Ashland, W1 54806 Group Home Paste Options: ood's Path Il (GH) 10 Outstanding 2/1/2014 2/28/2014 28 Maint 51,260.00 50.00 S0.00
| 4 |6932 Northwoods Drive, Ashland, W1 54806 Group Home A ood's Path Il {GH) 10 Outstanding 1/1/2014  1/31/2014 31 Maint 51,395.00  $0.00  $0.00
| 5 |7630 W Center St., Milwaukee, W1 53222 Group Home Paste special.. Group Home 10 Outstanding 3/1/2014 3/31/2014 31 Maint 52,015.00 $0.00 50.00
| 6 |7630 W Center St., Milwaukee, W1 53222 Group Home Group Home 10 Outstanding 2/1/2014 2/28/2014 28 Maint 51,820.00 $0.00 50.00
| 7 |7630 W Center St., Milwaukee, W1 53222 Group Home Insert Group Home 10 Outstanding 1/24/2014 1/31/2014 8 Maint 5520.00 $0.00 50.00
| 8 |7630 W Center St., Milwaukee, W1 53222 Group Home Delete Group Home 10 Outstanding 5/1/2014 5/31/2014 31 Maint 52,015.00 $0.00 50.00
| 9 |7630 W Center St., Milwaukee, W1 53222 Group Home Clear Contents Group Home 10 Outstanding 4/1/2014 4/30/2014 30 Maint 51,950.00 50.00 $0.00
| 10 |E9490 Church Rd., New London, W1 54961 Group Home & Format Cells... 25 Group Home 22 Qutstanding 3/2/2014  3/31/2014 30 Maint $5,708.40  S0.00  $0.00
| 11 |3656 Leather Shoe Avenue, Ashland, WI154806 Respite Column Width.,,  Me Respite Payment null Outstanding 7/13/2012 7/15/2012 3 Maint $55.00 $0.00 50.00
| 12 |55 Street, Madison, Wi 53701 RCC Hide ‘ntal Program (Boys) (RCC) 8 Outstanding 3/1/201a  3/31/2014 31 Maint 53,069.00 $0.00 50.00
| 13 |6472 Northwoods Drive, Ashland, Wi 54806 Fstr Fam Hm (Relative) Foster Care Unnide Home (Level 2+) 8 Outstanding 2/1/2014  2/2/2014 2 Maint $26.79 $13.71  $0.00
| 14 |6472 Northwoods Drive, Ashland, W1 54806 Fstr Fam Hm (Relative) FosterCare .~ " Home (Level 24) 8 Outstanding 1/1/2014  1/31/2014 31 Maint $376.13 $185.81  $0.00
| 15 |6472 Northwoods Drive, Ashland, W1 54806 Fstr Fam Hm (Relative) Fostercare  |FosterHome (Level 24) 8 Outstanding 12/1/2013  12/31/2013 31 Maint $400.00  $0.00  $0.00
| 16 |6472 Northwoods Drive, Ashland, W1 54806 Fstr Fam Hm (Relative) Fostercare |FosterHome (Level 24) 8 Outstanding 11/1/2013  11/30/2013 30 Maint $400.00  $0.00  $0.00
| 176472 Northwoods Drive, Ashland, W1 54806 Fstr Fam Hm (Relative) Fostercare  |FosterHome (Level 24) 8 Outstanding 10/1/2013 10/31/2013 31 Maint $400.00  $0.00  $0.00
| 18 |6472 Northwoods Drive, Ashland, W1 54806 Fstr Fam Hm (Relative) Fostercare |FosterHome (Level 24) 8 Outstanding 9/1/2013  9/30/2013 30 Maint $400.00  $0.00  $0.00
| 19 |6472 Northwoods Drive, Ashland, W1 54806 Fstr Fam Hm (Relative) Fostercare  |FosterHome (Level 24) 8 Outstanding 8/1/2013  8/31/2013 31 Maint $400.00  $0.00  $0.00
| 20 |6472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship Subsidized Guardianship  |Subsidized Guardianship 31 Outstanding 9/1/2013  9/30/2013 30 Maint $388.00  $0.00  $0.00 |_
| 21|6472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship Subsidized Guardianship  |subsidized Guardianship 31 Outstanding 1/1/2014  1/31/2014 31 Maint $388.00  $0.00  $0.00 |
| 22 |6472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship Subsidized Guardianship | 31 Outstanding 12/1/2013  12/31/2013 31 Maint $388.00  $0.00  $0.00
| 23 |6472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship Subsidized Guardianship  |subsidized Guardianship 31 Outstanding 6/1/2013  6/30/2013 30 Maint $388.00  $0.00  $0.00
| 24 |6472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship Subsidized Guardianship  |Subsidized Guardianship 31 Outstanding 10/1/2013  10/31/2013 31 Maint $388.00  $0.00  $0.00
| 25 |6472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship Subsidized Guardianship  |subsidized Guardianship 31 Outstanding 8/1/2013  8/31/2013 31 Maint $388.00  $0.00  $0.00
| 26 |6472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship Subsidized Guardianship  |Subsidized Guardianship 31 Outstanding 11/1/2013  11/30/2013 30 Maint $388.00  $0.00  $0.00
| 276472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship Subsidized Guardianship  |subsidized Guardianship 31 Outstanding 2/1/2014  2/28/2014 28 Maint $388.00  $0.00  $0.00
| 28 |6472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship Subsidized Guardianship  |Subsidized Guardianship 31 Outstanding 3/1/2014  3/31/2014 31 Maint $388.00  $0.00  $0.00
| 23 |6472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship Subsidized Guardianship  |subsidized Guardianship 31 Outstanding 7/1/2013  7/31/2013 31 Maint $388.00  $0.00  $0.00
| 30 |123 Rockbed Drive, Abbotsford, Wi 54405 Treatment Foster Home - Non-Relative |FosterCare lFoster Home (Level 24 8 Outstanding 4/1/2m4  4/30/2014 30 Admin $0.00  $0.00  $0.00
| 31123 Rockbed Drive, Abbotsford, Wi 54405 Treatment Foster Home - Non-Relative |FosterCare  lFoster Home (Level 24 8 Outstanding 4/1/214  4/30/2014 30 Maint $410.00 $128.00 $200.00
| 32 |6392 West Forest St., Ashland, W1 54806 Fstr Fam Hm {Non-Rel) Fostercare |FosterHome (Level 24) 8 Outstanding 3/1/2014  3/1/2014 1 Maint $13.23  $0.00  $0.00
| 33 |6392 West Forest St., Ashland, W1 54806 Fstr Fam Hm {Non-Rel) Fostercare  |FosterHome (Level 24) 8 Outstanding 2/1/2014  2/28/2014 28 Maint $110.00  $0.00  $0.00
| 34 6392 West Forest St., Ashland, W1 54806 Fstr Fam Hm (Non-Rel) FosterCare  |Foster Home (5-11 years old) 8 Outstanding 1/1/2014  1/23/2014 23 Maint $30419  $0.00  $0.00
| 35 | 6392 West Forest St., Ashland, W1 54806 Fstr Fam Hm {Non-Rel) Fostercare ~ |FosterHome (Level 24) 8 Outstanding 1/24[2014  1/31/2014 8 Maint $105.81  $0.00  $0.00
| 36 6392 West Forest St., Ashland, W1 54806 Fstr Fam Hm {Non-Rel) Fostercare  |Foster Home (5-11years old) 8 Outstanding 12/1/2013  12/31/2013 31 Maint $400.00 $64.52 $282.26
| 37|
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12. Since the data is in a Table format, we are able to filter the results for specific information by selecting the header drop-down(s) that we
wish to filter, and choosing the value(s) to filter by. In our example below we are going to look at just our Group Home payment data.

(X 9 - 4 =
Home Insert

E Summarize with PivotTable

Page Layout
Table Name:
Tablel j~1 Remove Duplicates

7 Resize Table | 7 Convert to Range

2014_Outstanding_Checks -

Formulas Data Review

= g =

Export Refresh

Microsoft Excel
Developer
Header Row
D Total Row

Acrobat

Design

D First Column
D Last Column
Banded Rows [ Banded Columns

ERERE EEEEE -

o P ER

o @ =@ =

Properties Tools External Table Data Table Style Options Table Styles
G1 - Jx | Plemnt Type v
D G L
Fll payee Name(ID) B plcmnt Type K2 Pt start 2 mmmmmmmmmm
2 Ashland County Group Home (9221647) 4] SortAtoz 3/1/2014 3/31/2014 31 51,395.00 $1,395.00 Outstanding 6/17/2014
3 |Ashland County Group Home (9221647) | %] SortZtoA 2/1/2014  2/28/2014 28 $1,260.00 $0.00 50.00 $0.00 $0.00 $0.00 50.00 $1,260.00 Outstanding 6/17/2014
4 Ashland County Group Home (9221647) Sort by Color . 1/1/2014  1/31/2014 31 $1,395.00 $0.00  $0.00 $0.00  $0.00 40.00  $0.00 $1,395.00 Outstanding 6/17/2014
5 Bellas Group Home (9221946) 3/1/2014  3/31/2014 31 $2,015.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $2,015.00 Outstanding 6/17/2014
6 Bellas Group Home (9221946) 2/1/2014 2/28/2014 28 $1,820.00 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $1,820.00 Outstanding 6/17/2014
7 Bellas Group Home (9221946) 1/24/2014  1/31/2014 8 5$520.00 $0.00 50.00 $0.00 $0.00 $0.00 50.00 $520.00 Outstanding 6/17/2014
g Bellas Group Home (9221946) Text Filters g 5/1/2014  5/31/2014 31 $2,015.00 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00  $2,015.00 Outstanding 8/20/2014
9 Bellas Group Home (9221946) Search I af1/2014  4/30/2014 30 $1,950.00 $0.00  $0.00 $0.00  $0.00 $0.00  50.00 $1,950.00 Outstanding 8/20/2014
10 Changes Group Home (3221966) ] (select Al) 3/2/2014  3/31/2014 30 $5,708.40  50.00  $0.00 $0.00  $0.00 $0.00  $0.00  $5,708.40 Outstanding 6/17/2014
11 Hubbard, Old Mother (9221626) [IFstr Fam Hm (Non-Rel) 7/13/2012  7/15/2012 3 $55.00 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $55.00 Outstanding 6/17/2014
12 Northwest Passage Child and Ad (9221503 O fst Fam Hm (Relative) 3/1/2014  3/31/2014 31 $3,069.00 $0.00  $0.00 $0.00  $0.00 $0.00 $0.00 43,069.00 Outstanding 6/17/2014
13 Smith, Granny (9221665) -D 2/1/2014 2/2/2014 2 $26.79 51371 $0.00 $0.00 $0.00 $0.00 $0.00 $40.50 Outstanding 6/17/2014
14 Smith, Granny (9221665) Respite 1/1/2014  1/31/2014 31 $376.13 $185.81  $0.00 $0.00  $0.00 $0.00  $0.00 $561.94 Outstanding 6/17/2014
15 Smith, Granny (9221665) [ 5ubsidized Guardianship 12/1/2013 12/31/2013 31 $400.00 $0.00 50.00 $0.00 $0.00 $0.00 50.00 $400.00 Outstanding 6/17/2014
16 Smith, Granny [9221665) L Treatment Foster Home - Non-Relative 11/1/2013  11/30/2013 30 5400.00 $0.00  $0.00 40,00 $0.00 40.00 $0.00 $400.00 Outstanding 6/17/2014
17 |Smith, Granny (9221665) 10/1/2013 10/31/2013 31 $400.00 $0.00  $0.00 $0.00  $0.00 40.00  $0.00 $400.00 Outstanding 6/17/2014
18 Smith, Granny (9221665) 9/1/2013  9/30/2013 30 $400.00 $0.00 50.00 $0.00 $0.00 $0.00 50.00 $400.00 Outstanding 6/17/2014
19 Smith, Granny (9221665) — 8/1/2013  8/31/2013 31 $400.00 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $400.00 Outstanding 6/17/2014
20 Smith, Granny (9221665) —I 9/1/2013  9/30/2013 30 $388.00 $0.00  $0.00 $0.00  $0.00 40.00  $0.00 $388.00 Outstanding 6/17/2014 5
21 Smith, Granny (9221665) Subsidized Guardianship 1/1/2014 1/31/2014 31 5388.00 50.00 $0.00 50.00 50.00 $0.00 50.00 $388.00 Outstanding 6/17/2014 T
22 Smith, Granny (9221665) Subsidized Guardianship 12/1/2013 12/31/2013 31 5388.00 50.00 $0.00 50.00 50.00 $0.00 50.00 $388.00 Outstanding 6/17/2014
23 |Smith, Granny (9221665) Subsidized Guardianship 6/1/2013  6/30/2013 30  5388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstanding 6/17/2014
24 Smith, Granny (9221665) Subsidized Guardianship 10/1/2013 10/31/2013 31 5388.00 50.00 $0.00 50.00 50.00 $0.00 50.00 $388.00 Outstanding 6/17/2014
25 |Smith, Granny (9221665) Subsidized Guardianship 8/1/2013  8/31/2013 31 5388.00 50.00 50.00 $0.00 50.00 $0.00 $0.00 $388.00 Outstanding 6/17/2014
26 Smith, Granny (9221665) Subsidized Guardianship 11/1/2013 11/30/2013 30 5388.00 50.00 $0.00 50.00 50.00 $0.00 50.00 $388.00 Outstanding 6/17/2014
27 Smith, Granny (9221665) Subsidized Guardianship 212014 2/28/2014 28 5388.00 50.00 $0.00 $0.00 50.00 $0.00 50.00 $388.00 Outstanding 6/17/2014
28 Smith, Granny (9221665) Subsidized Guardianship 3f1/20014  3/31/2014 31 5388.00 50.00 $0.00 $0.00 50.00 $0.00 50.00 $388.00 Outstanding 6/17/2014
29 Smith, Granny (9221665) Subsidized Guardianship 7/1/2013  7/31/2013 31 5388.00 50.00 $0.00 50.00 50.00 $0.00 50.00 $388.00 Outstanding 6/17/2014
30 Snaggletooth Provider Care (9221523) Treatment Foster Home - Non-Relative 4/1/2014  4/30/2014 30 $0.00 50.00 $0.00 $2,020.50 50.00 $0.00 50.00 $2,020.50 Outstanding 6/11/2014
31 Snaggletooth Provider Care (3221523) Treatment Foster Home - Non-Relative 4/1/2014  4/30/2014 30 $410.00 $128.00 $200.00 $0.00 $0.00 $0.00 $0.00 $738.00 Outstanding 6/11/2014
32 White (9221646) Fstr Fam Hm (Non-Rel) 3/1/2014 3/1/2014 1 $13.23 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 §13.23 Outstanding 4/23/2014
33 |White (9221646) Fstr Fam Hm (Non-Rel) 2/1/2014 2/28/2014 28 $410.00 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $410.00 Outstanding 4/23/2014
34 White (9221646) Fstr Fam Hm (Non-Rel) 1/1/2014  1/23/2014 23 5304.19 $0.00 $0.00 $0.00 $0.00 $0.00 50.00 $304.19 Outstanding 4/23/2014
35 White (9221646) Estr Fam Hm (Non-Rel) 1/24/2014  1/31/2014 8 $105.81 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $105.81 Outstanding 4/23/2014
36 White (9221646) Fstr Fam Hm (Non-Rel) 12/1/2013 12/31/2013 31 $400.00 $64.52 $282.26 $0.00  $0.00 40.00  $0.00 $746.78 Outstanding 4/23/2014
37
38
39 Total: $32,023.35
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13. The end results should look something like the following:

Note: The results displayed are only our Group Home payments. However, the total that displays is the total for our entire exported
results. If you wish to see a “Subtotal” based on our filtered results, a new formula must be added to the worksheet.

IE' Ig - _-:{, [= 2014_Outstanding_Checks - Microsoft Excel ‘ | = B 2
Home Insert Page Layout Formulas Data Review View Developer Acrobat Design & e = g 2
Table Mame: 1] Summarize with PivotTable ? > [ Properties Header Row |:| First Column = === - === — == - ]=—| e e | -
Tablel }1Remove Duplicates - Op n D Total Row |:| Last Column === EEEES SEooD SEEEE Sooo EEaee] e ===
; - Export Refresh —=—-- EEEEE EEEEE EEEEE —ooos EEEEEl EEEEE =
j Resize Table | 7] Convert to Range - - =2 Unlin Banded Rows |:| Banded Calumns =
Properties Tools External Table Data Table Style Options Table Styles
G1 - fe | Plemnt Type v
e e A K v ‘s
F Payee Name(iD fPlcmnt Type Ej m—mmmm—mm_mm Pmnt Total [ Check status Bl check Disposition Date Bdlcheck Nl
2 Ashland County Group Home (9221647) Group Home 3/1/2014  3/31/2014 31 51,395.00 $1,395.00 Putstanding 6/17/2014
3 Ashland County Group Home (9221647) Group Home 2/1/2014 2/28/2014 28 51,260.00 50 00 50 00 50 00 SO 00 SO 00 SO 00 $1,260.00 Putstanding 6/17/2014
4 Ashland County Group Home (9221647) Group Home 1/1/2014 1/31/2014 31 51,395.00 $0.00 50.00 50.00 50.00 50.00 50.00 $1,395.00 Putstanding 6/17/2014
5 Bellas Group Home (9221946) Group Home 3/1f2014 3/31/2014 31 52,015.00 $0.00 $0.00 $0.00 50.00 50.00 50.00 $2,015.00 Putstanding 6/17/2014
6 Bellas Group Home (9221946) Group Home 2/1/2014 2/28/2014 28 $1,820.00  $0.00  S0.00 $0.00 50.00 50.00 $0.00 $1,820.00 Dutstanding &6/17/2014
7 Bellas Group Home (9221346) Group Home 1/24/2014 1/31/2014 & $520.00 $0.00 $0.00 50.00 50.00 50.00 $0.00 $520.00 Putstanding 6/17/2014
8 Bellas Group Home (9221946) Group Home 5/1/2014 5/31/2014 31 $2,015.00 $0.00 $0.00 $0.00 50.00 50.00 50.00 $2,015.00 Putstanding 8/20/2014
9 Bellas Group Home (9221946) Group Home 4/1/2014  4/30/2014 30 51,950.00 $0.00 $0.00 $0.00 50.00 50.00 50.00 $1,950.00 Putstanding 8/20/2014
10 Changes Group Home (9221966) Group Home 3f2f201a  3/31/2014 30 55,708.40 $0.00 $0.00 $0.00 50.00 50.00 $0.00 $5,708.40 JOutstanding 8/17/2014
= - / ———
38
39 Total: $32,023.35
40
4
42

14. To add a Subtotal formula to your worksheet, type the following highlighted text, exactly as it is written, in the field directly above the
Payment Total. See the following page as an example of where to put the Subtotal. =SUBTOTAL(9,Table1[Pmnt Total])

Note: If the above formula does not work then type: =SUBTOTAL(9,51:5??)

Do not type the “??” in your formula. These are representing an unknown number. Select all your data in column S to get your full
string.
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15. The end results should look something like the following:

\E—-I H 0-e u}; |+ 2014_Cutstanding_Che - Microsoft Excel
Home Insert Page Layout Formulas Data Review WView Developer Acrobat
= K ocut o = . *j 2 = §\
_j Ba Copy - Calibri = Wrap Text General & %Eg—ﬂ Mormal Bad Good Meutral | B [
Paste pe——— B 7 o Merge sucenter~ | $ v % v %8 5% Fco"rl:ndalﬂlon"'gﬂ‘v ESF‘_?r;fglﬂ:v |Ca|cu|atlon ||| | explanatory ... - 1”5'5"( Delete F
Clipboard El Font El Alignment El Mumber El Styles Cells
u42 - Fe |
D
6Q Payee Name(ID 8 picmnt Type MMWMMWWWWWM
2 Ashland County Group Home (9221647) Group Home 3/1/2014  3/31/2014 31 51,395.00 5$0.00 $0.00 51,395.00 Outstanding
3 Ashland County Group Home (9221647) Group Home 2f1/2014  2/28/2014 28 51,260.00 50.00 $0.00 30.00 $0.00 $0.00 $0.00 $1,260.00 Outstanding
4 Ashland County Group Home (9221647) Group Home 1f1/2014  1/31/2014 31 $1,395.00  $0.00  $0.00 $0.00 $0.00 $0.00 $0.00 $1,395.00 Outstanding
5 Bellas Group Home (9221946) Group Home 3/1/2014  3/31/2014 31 $2,015.00 50.00  50.00 $0.00 $0.00 $0.00 $0.00 $2,015.00 Outstanding
6 Bellas Group Home (9221946) Group Home 2{1/2014 2/28/2014 28 $1,820.00  $0.00  $0.00 50.00 50.00 50.00 50.00 $1,820.00 Outstanding
7 Bellas Group Home (9221946) Group Home 1/24/2014  1/31/2014 8 §520.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $520.00 Outstanding
3 Bellas Group Home (9221946) Group Home 512014 5/31/2014 31 52,015.00 50.00 $0.00 50.00 50.00 50.00 50.00 $2,015.00 OQOutstanding
9 Bellas Group Home (9221946} Group Home 4/1/2014 4/30/2014 30 $1,950.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $1,950.00 Outstanding
10 Changes Group Home (9221966) Group Home 3f2/2014  3/31/2014 30 $5,708.40  $0.00  $0.00 $0.00 5$0.00 5$0.00 $0.00 §5,708.40 Outstanding
37
g Subtotal:  $18,078.40
39 Total:  $32,023.35
A0
16. Notice that as the filter changes so does the Subtotal value:
F ™ B R - 2014_Outstanding_Checks - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Acrobat
= K ocut . DA v | = — = . ) :._3\
7j Ba Copy - Calibri 11 A A =|= =1 Wrap Text General *j,‘ % MNormal Bad Good MNeutral i |f| [
poste # Format Painter I u- | Merge & Center | § + %+ %l 5% FC‘:’r';'nda':t‘l"n"'gﬂl as”‘%g’glﬂ: |Ca|cu|allun ||| | cxplanatory ... | Insert Delete F
Clipboard ] Font ] Alignment » Mumber ] Styles Cells
vaz - £

32 \White (9221646)
33 White (9221646)
34 \White (9221646)
35 White (9221646)
36 White (9221646)
a7
38
39
40
Al

Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)

Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Mon-Rel)
Fstr Fam Hm (Non-Rel)

-

D G
i) Payee Name(ID hd Plcmnt Type

13 Smith, Granny {9221665)
14 Smith, Granny (9221665)
15 Smith, Granny (9221665)
16 Smith, Granny (9221665)
17 Smith, Granny (9221665)
18 Smith, Granny (9221665}
19 Smith, Granny {9221665)
30 Snaggletooth Provider Care (9221523}
31 Snaggletooth Provider Care (9221523)

Treatment Foster Home - Non-Relative
Treatment Foster Home - Non-Relative

2/1/2014  2/2/2014
1/1/2014  1/31/2014
12/1/2013 12/31/2013
11/1/2013 11/30/2013
10/1/2013 10/31/2013
9/1/2013  9/30/2013
8/1/2013  8/31/2013
4/1/2014  4/30/2014
4/1/2014  a/30/2014
3/1/2014  3/1/2014
2/1/2014  2/28/2014
1/1/2014  1/23/2014
1/24/2014  1/31/2014
12/1/2013 12/31/2013

2 $26.79 $13.71
31 $376.13 $185.81 so.oo so.oo
31 $400.00 $0.00  $0.00 $0.00
30 $400.00  $0.00  $0.00 $0.00
31 $400.00  $0.00  $0.00 $0.00
30 $400.00  $0.00  $0.00 $0.00
31 $400.00  $0.00  $0.00 $0.00
30 $0.00  $0.00  $0.00 $2,020.50
$410.00 $128.00 $200.00 $0.00
1 513.23  $0.00  $0.00 $0.00
28 $410.00 $0.00  $0.00 $0.00
23 $304.19  $0.00  50.00 $0.00
8 $105.81  $0.00  $0.00 $0.00
31 $400.00 $64.52 $282.26 $0.00

$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
50.00 50.00
50.00 50.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
50.00 50.00
50.00 50.00
$0.00 $0.00
$0.00 $0.00

$0.00

$0.00 3551.94
$0.00 $400.00
$0.00 $400.00
$0.00 $400.00
50.00 $400.00
$0.00 $400.00
$0.00  $2,020.50
$0.00 $738.00
$0.00 $13.23
$0.00 $410.00
$0.00 $304.19
$0.00 $105.81
$0.00 $746.78

Subtotal: $6,940.95

Total:  $32,023.35

mmmmmm i B exvord B At MM\

Outstanding
Outstanding
Outstanding
Outstanding
Outstanding
Outstanding
Outstanding
Outstanding
Outstanding
Outstanding
Outstanding
Outstanding
Outstanding
Outstanding
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Using a Pivot Table to Work with Your Data

Pivot tables offer another great option for working with and presenting your data in an easy-to-read report. The next several pages will walk through
how to create a Pivot Table from your exported results.

It's easiest if you already have your data in a Table format. If you've followed the steps above (Exporting Results from the Checks and Payments
Maintenance Page) then you are all set and ready for the next steps.

1. Start by inserting a new Worksheet. Click just to the right of the current Tab that you are on.

28 Subsidized Guardianship Subsidized Guardia
29 Subsidized Guardianship Subsidized Guardi
30 Treatment Foster Home - Mon-Relative Foster Care

31 Treatment Foster Home - Mon-Relative Foster Care

32 Fstr Fam Hm (Mon-Rel) Foster Care

33 Fstr Fam Hm (Mon-Rel) Foster Care

34 Fstr Fam Hm (Mon-Rel) Foster Care

35 Fstr Fam Hm (Mon-Rel) Foster Care

36 Fstr Fam Hm (Mon-Rel) Foster Care

37

38

39

40

41

42

43

AA

4 4 » ¥ | 2014 Outstanding Checks ~ %1

Ready | ¥
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2. Right Click on the newly inserted tab and select “Rename”. Then name the new tab.

B TN et e T A T

27 77
28 28
29 79
30 a0
31 21
32 37
33
24 Insert... 33
@ Delete =
35 a5
16 Rename -
37 Mave ar Copy... 37
38 = View Code 38
39 [y Protect Sheet... 19
40 Tab Colaor L4 A0
41 Hide 41
42 " 42
43 s 43
AA _ Select All Sheets -
4 4 » M| 2014 Outstanding Checks | Sheede e Tﬁ » »i| 2014 Outstanding Checks | Pivot_Table < ¥3 )
Ready | = | ’ 7
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3. Click on the first cell of your data, choose the Design Tab, and from there select “Summarize with PivotTable”.

H9- 4 |=
Home Insert

Table Mame;
Tablel
I Resize Table

Properties

A2 -

Tools

Page Layout Farmulas

i3] summarize with PivotTable 3

j~1 Remove Duplicates

Data

)

Export Refresh

,;j Convert to Range -

Review

External Table Data
fx | Crispies, Gina (9223421)

View Developer Acrobat

Header Row D First Column
D Total Row
Banded Rows D EBanded Columns

D Last Column

Table Style Options

2014_Outstanding_Checks2 - Microsoft Excel

Table Styles

EEEEE| EEEEs (-

Crispies, Gina (9223421)

B child Name({iD

B

Crispies, Crackle (9228146)

[N R - T ST N

LW W W R R (R R B[RS [P (R ||t [ [ | LA A==

36
37

M4 K

Ready | ¥ |

Crispies, Gina (9223421)
Crispies, Gina (9223421)
Bear, Cindy (9223420)
Bear, Cindy (9223420)
Bear, Cindy (9223420)
Bear, Cindy (9223420)
Bear, Cindy (9223420)
Bear, Cindy (9223420)
Crispies, Gina (9223421)
Crispies, Gina (9223421)
Bird, Mom (9223460)
Bird, Mom (9223460)
Bird, Mom (9223460)
Bird, Mom (9223460)
Bird, Mom (9223460)
Bird, Mom (9223460)
Bird, Mom (9223460)
Bird, Kid (9223480)

Bird, Kid (9223480)

Bird, Kid (9223480)

Bird, Kid (9223480)

Bird, Kid (9223480)

Bird, Kid (9223480)

Bird, Kid (9223480)

Bird, Kid (9223480)

Bird, Kid (9223480)

Bird, Kid (9223480)
Bear, Cindy (9223420)
Bear, Cindy (9223420)
Bear, Cindy (9223420)
Bear, Cindy (9223420)
Bear, Cindy (9223420)
Bear, Cindy (9223420)
Bear, Cindy (9223420)

Crispies, Crackle (9228146)
Crispies, Crackle (9228146)
Bear, Care (9228196)

Bear, Care (9228196)

Bear, Care (9228196)

Bear, Care (9228196)

Bear, Care (9228196)

Bear, Boo-boo (9228141)
Crispies, Snap (9228145)
Crispies, Snap (9228145)
Bird, Humming B. (9228471}
Bird, Humming B. (9228471}
Bird, Humming B. (9228471}
Bird, Humming B. (9228471)
Bird, Humming B. (9228471)
Bird, Humming B. (9228471)
Bird, Humming B. (9228471)
Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bear, Boo-boo (9228141)
Bear, Boo-boo (9228141)
Bear, Boo-boo (9228141)
Bear, Boo-boo (9228141)
Bear, Boo-boo (9228141)
Bear, Boo-boo (9228141)
Bear, Boo-boo (9228141)

2014 Outstanding_Checks .~ Fivot_Table [

-

Ashland County Group Home (9221647)
Ashland County Group Home (9221647)
Ashland County Group Home (9221647)
Bellas Group Home (3221946)

Bellas Group Home (9221946)

Bellas Group Home (9221946)

Bellas Group Home (9221946)

Bellas Group Home (9221546)

Changes Group Home (9221966)
Hubbard, Old Mother (9221626)
MNorthwest Passage Child and Ad (9221503)
Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Snaggletooth Provider Care (9221523)
Snaggletooth Provider Care (9221523)
White (9221646)

White (9221646)

White (9221646)

White (9221646)

White (9221646)

6932 Northwoods Drive, Ashland, W1 54306
6932 Northwoods Drive, Ashland, WI 54306
6932 Northwoods Drive, Ashland, W1 54306
7630 W Center 5t., Milwaukee, W1 53222
7630'W Center 5t., Milwaukee, W1 53222
7630 W Center St., Milwaukee, W1 53222
7630 W Center St., Milwaukee, W1 53222
7630 W Center 5t., Milwaukee, W1 53222
E9430 Church Rd., New London, WI 54961

3656 Leather Shoe Avenue, Ashland, WI 54306

55 Street, Madison, W1 53701

6472 Northwoods Drive, Ashland, WI 54806
6472 Northwoods Drive, Ashland, WI 54806
6472 Northwoods Drive, Ashland, WI 54306
6472 Northwoods Drive, Ashland, W1 54306
6472 Northwoods Drive, Ashland, WI 54306
6472 Northwoods Drive, Ashland, W1 54306
6472 Northwoods Drive, Ashland, Wi 54806
6472 Northwoods Drive, Ashland, Wi 54806
6472 Northwoods Drive, Ashland, WI 54306
6472 Northwoods Drive, Ashland, W1 54306
6472 Northwoods Drive, Ashland, WI 54306
6472 Northwoods Drive, Ashland, W1 54306
6472 Northwoods Drive, Ashland, WI 54306
6472 Northwoods Drive, Ashland, Wi 54806
6472 Northwoods Drive, Ashland, WI 54206
6472 Northwoods Drive, Ashland, WI 54806
6472 Northwoods Drive, Ashland, WI 54306

1234 123 Rockbed Drive, Abbotsford, Wi 54405
1234 123 Rockbed Drive, Abbotsford, Wi 54405

6392 West Forest 5t., Ashland, WI 54806
6392 West Forest 5t., Ashland, Wi 54806
6392 West Forest 5t., Ashland, Wi 54806
6392 West Forest St., Ashland, WI 54806
6392 West Forest St., Ashland, W1 54306

C D E F G
County Person ID Rd Payee Name(ID hd| County Provider (ID) Kd PIcmntT pE hd

Group Home

Group Home

Group Home

Group Home

Group Home

Group Home

Group Home

Group Home

Group Home

Respite

RCC

Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship

Treatment Foster Home - Mon-Relative
Treatment Foster Home - Mon-Relative

Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Mon-Rel)
Fstr Fam Hm (Mon-Rel)
Fstr Fam Hm (Mon-Rel)

GH - Bellas
GH - Bellas
GH- Bellas
GH - Bellas

Foster Care
Foster Car
Foster Care
Foster Care

Subsidized
Subsidize
Subsidized
Subsidize
Subsidized
Subsidized
Subsidized
Subsidized
Subsidized
Subsidized

[4]
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4. Select Summarize with PivotTable will bring up a Create PivotTable dialog box. Choose “Select a table or range” your table should
already populate that box.

For the second Radio Button option choose “Existing Worksheet” and then select the PivotTable Tab that you just previously created.
You can do this by simply clicking on that new Tab and then clicking on the upper left most cell within that Tab.

X 9~~~ | | 2014_Cutstanding_Checks - Microsoft Excel
File Home Insert Page Layout Formulas Data Review View Developer Acrobat Design
Table Mame liz| Summarize with PivotTable =1 [ Properties Header Row First Column [=1=]=]=|—|

& Remove Duplicates bl 4 Open in Browse Total Row last Column | (=== EEEEE EEEEE EEEEE EEEEE EEEEE EEEEE
Export Refresh .. | — | R e e e e

w1

» Unlink Banded Rows Banded Columns

‘[ Resize Table | 7] Convert to Range

=
e

Properties Tools External Table Data Table Style Options Table Styles

£
Al - Je | Crispies, Gina (9223421}
A B C D E F G H | ] K L M N (0] P Q R

1 :_ .

s !

3

s 2

5 Choose the data that you want to analyze

6 {* Select a table or range

7 Table/Range: |Table1 Eﬂ

e ™ Use an external data source

fﬂ Choose Connection... |

11 Connection name:

12 Choose where you want the PivotTable report to be placed

13 ™ New Worksheet

14 ¥ Existing Worksheet

15 Location: [Pivot Table! sAs1 =S| {
16 oK | Cancel |

17 ]

18
44k H 2014 Outstanding_Checks Pivot_Table .~ ¥1 [14

Point | B3 |

June 2023 25



5. Upon selecting OK on the dialog box, the PivotTable will display

2014_Outstanding_Checks - Microsoft Excel o e R
a@oE =

@ EH92-~-3

Home Insert Page Layout Formulas Data Review View Developer Acrobat Options ‘ Design

FivotTable Mame: Active Field: = . = 0= Fl In
PivotTable2 TS e i Feld } l Lj é E i
@ Options ~ | @3 Field Settings = COlapseEntire Fisld | a1 iy &l ser ;n;:,n. Refresh Ch::ffcf.ata Clear Select ,,w';*t‘}‘;i,,e .ﬂSh F'E;d;’eit::"s' PvetChart
PivotTable Active Field Group Sort & Filter Data Actions Calculations
Al - £ | S
| A B C D E F G H 1 J K L M N o] P Q R i T u v Zla| PivotTable Field List
1| I
2 Choose fields to add to report:
2 Ocase (D) =
4 To build a report, choose L] Chid Name{(D)
3 fields from the PivotTable Bl
z ) ) [JPayes Name(ID)
Field List [JCounty Provider (ID)
7 [Jrayee Address
8 [JFlcmnt Type
g OSrvec Cat
10 [ 5rve Type
11 [CRptCat
12 [CJPmnt Status
13 [1Pmnt Start
14 [JPmnt End
= [ Combined Date
[ Days Paid
16 [JPmnt Type
17 [EBasic —
18 O5uppl
19 OExcpt
20 [ Admin
21 B [ =Limit
22 | |[JExtracrd
23 "1 Adiust 2
24 Drag fields between areas below:
25 ¥ Report Filter 1 Column Labels
26
27
28
29
30
31
32
B3
34 [ Row Labels X Values
35
36
37
38
39
40
41
42 =
43
Aa ( [ Defer Layout Update
4 4 » M| 3014 Outstanding Checks | Pivet Table ¥ - KN il 3l
Reagy | P2 | [EE@®E wm o—0—@)
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6. Now you can start creating your PivotTable. Drag items from the “fields to add to report” to your “Row Labels” box and “Values” box.

[Z“ H Ly IR Q \7 2014_Outstanding_Checks - Microsoft Excel = kP E2
Home Insert Page Layout Formulas Data Review View Developer Acrobat Options | Design (2 0 =R
PivotTable Name: Active Field: = . ~ = Group Selection | 4 L ) a—= o= — e
PivotTable2 Payee Name(ID} R < Ungroup ‘ 1 }—{] L @ @ @é E E . d
N o Collapse Entire Field . . Sort Insert | Refresh Change Data | Clear Select  Move nmar Shi Fields, Items, | PivotChart OLAP hat-If
[ Options ~ D Field Settings €3] Group Field Slicer ~ - Source - - PivotTable | V. val B Sets - Tools sis
PivotTable Active Field Group Sort & Filter Data Actions Caleulations Tools
Al - 13 | Row Labels v
A N B c E F G H 1 J K L M = PivotTable Field List
1 |R0w Labels - ]
2| Ashland County Group Home (9221647) Choose fields to add to report:
3| Bellas Group Home (9221946) [ Child Name(ID) =
4 Changes Group Home (9221966)
5| Hubbard, 0ld Mother (3221626) [M Payee Name(ID)
6 Morthwest Passage Child and Ad (3221503) )
. [OPayee Address
7 Smith, Granny (9221665}
[ Plemnt Type
8 Snaggletooth Provider Care (9221523} [C]Srve Cat
9 White (9221646) [ 5rve Type
10 Grand Total [CIRpt Cat
IN_ J [CIPmnt Status
12 [JPmnt Start
13 [1Pmnt End
14 [ Combined Date
15 [ Days Paid
16 [JPmnt Type
[Basic
W [ 5uppl
18 [ Excpt o
19 O Admin
20 O =Limit
21 _| |O&xtracrd
22 =) |Dadisst
23 1 Pmnt Ttal ~
24 Drag fields between areas below:
i “ Report Filter [ Colugn Labels
26
X7
28
29
30
31
32 /]
33 3
34 1 Row Labels X Values
& Payee Name(... ™
36
37
38
%)
40
41
42 L
43
an ¥ | [] Defer Layout Update
M 4 ¥ M| 2014 Outstanding Checks Pivot_Table 1 KN 1l 3l
Ready | = |
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7. Your Row Labels represent the specific “unique” elements that you look at your data across. In our example we are going to look at our
payment data across Payee and Child. In other words, we want to create a display of all payments (within our data) broken down by
Payee and Child.
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@ | H L R I Q | = 2014 _Outstanding_Checks - Microsoft Excel = P 2
Home Insert Page Layout Formulas Data Review View Developer Acrobat Options ‘ Design & e = 2 R
PivotTable Name: Active Field: Ry i A Al o iy a— o
PivotTable2 Payee Mame(ID] j: Frana e . B l f { |—|_j‘ @ @ é (Jﬂ . . - .‘
5 Options - 8 Field settings =Z Collapse Entire Field B3] Group Field 'U Sort SI:?:::E Refiesh Chsa:ugre(gDvata Cliar Selvect PivTSF‘;EbIE .'a-h Fleé{d;,itsevms, PivotChart Tngl_fP
PivotTable Active Field Group Sort & Filter Data Actions Calculations Tools
Al - 13 | Row Labels v
A N B C D E F G H 1 J K L M Q = | PivotTable Field List
il |R0w Labels h N
0 = Ashland County Group Home (9221647) SRRy SE s
3] Crispies, Crackle (9228146) [¥] Child Name(ID) -
1 =Bellas Group Home (9221946) [ County Person ID
3 Bear, Care (3228196) Payee Name(ID)
B = Changes Group Home (9221966) [ County Provider (1)
[JPayee Address
7 Bear, Boo-boo (9228141) CJPlomnt Type
8  ='Hubbard, Old Mother (9221626) Dlsrve Cat
B Crispies, Snap (9228145) CISrve Type
0 = Northwest Passage Child and Ad (9221503) [CJRptCat
1 Crispies, Snap (9228145) CJPmnt Status
2 =ISmith, Granny (9221665) [CJPmnt Start
3 Bird, Humming B. (9228471) CIPmnt End
a4 Bird, Kid (9228217) O Combined Dat=
|5 =snaggletooth Provider Care (9221523} DJpays Pad
& Bear, Boo-boo (9228141) g;:;:Twe
7 ='White (9221646) Dlsuppl
8 Bear, Boo-boo (9228141) ClExept o
'y_Grand Total Vi [ admin
20 O »Limit
21 _ | |OExtraord
27 | |Oadjust
23 MBmnt Tatal x
24 Drag fields between areas below:
25 "W Report Filter [ Column Labels
26
27
28
29
30
31
32
a3
34 (ﬁ Row Labels \ E  Values
= Payee Name(... ¥
i \|| Child Name D)~ J
37
38
39
40
41
42 L4
43
an | [] Defer LayoutUpdate
4 4 » W[ 2014 Outstanding_Checks | Pivot_Table . ¥J IEN! I a0l

Ready | = |

o e )

8. Now you can start setting up the specific values that you want to look at. In this instance we are going to look at Cost “buckets”.

June 2023

29




@ | H M)~ (¥~ Qb | = 2014_Outstanding_Checks - Microsoft Excel =B &R
Home Insert Page Layout Formulas View Developer Acrobat Options | Design & o = OE
PivotTable Name: Active Field: ¥Z Expand Entire Field s] [ 7| Ty @ @ Il_:" ]E E
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9. Your desired data values might look something like the following:
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10. The default display is a “compact” view, not necessarily the easiest to look at. So, let's change how things look. Click anywhere on your
report and then click on the “Design” tab. Then choose “Report Layout” and select “Show in Tabular Form”.

June 2023 31



¥ | PivotTable Tools 2014_Outstandin
Page Layout Formulas Data Review Wiew Developer Acrobat Options . Design_ 1
:Eg ;;E [¥] Row Headers [[] Banded Rows SE=== ===== =====- S==== =S==== =====|3
subtotsls Grand || Report | Blank 7] Column Headers [] Banded Columns | | Z==== Z==== e
- Totals = |Layout =|Rows
Layol — tyle Cptions PivotTable Styles
Al _E_é Show in Compact Form
Show in Qutline Form 8 . < P = . F & H

1 |Row Labels wm of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total
2 | = Ashland Co -= 4050 0 0 0 4050
3 Crispies, T 4050 0 0 0 4050
4 = Bellas Grou 8320 0 0 0 8320
3 Bear, Car Repeat All Item Labels 8320 0 0 0 8320
6 =ChangesGr 5708.4 0 0 1] L708.4
7 Bear, Boc Do Not Repeat ltem Labels 5708.4 0 0 0 5708.4
8 =Hubbard, O L5 0 0 0 55
9 Crispies, Snap (9228145) 55 0 4] 1] 55
10 ='Northwest Passage Child and Ad (9221503) 3069 (1] 1] 1] 3069
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11. Notice that the children are no longer nested under the Payee and that they now have their own column. Also notice that we added
Payment Begin and End Dates to our Row Labels.
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12. The problem with adding Payment Start and End is that the Pivot Table wants to “Subtotal” these. If we were to select one or the other, it
will not do this. If you select both as is in the screenshot above, you will notice the Total value below each. If we want to see both
values, we can simply add a column in our data worksheet that combines the two. Here's a sample of how to do that. Note: The
formula can be typed in the first cell and then simply fill down the rest of your data.

¥ = 9 - &= | | 2014_Outstanding_Checks2 - Microsoft Excel 5
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4 Group Home GH - Adulthood's Path Il Adulthood's Path Il (GH) 10 Qutstanding 1/1/2014 01/01/2014 - 01/31/2014 31 Mai
5 Group Home GH - Bellas Bellas Group Home 10 Outstanding 3/1/2014 03/01/2014 - 03/31/2014 31 Maijg
6 Group Home GH - Bellas Bellas Group Home 10 Outstanding 2/1/2014 02/01/2014 - 02/28/2014 28 Mai
7 Group Home GH - Bellas Bellas Group Home 10 Qutstanding 1/24/2014 01/24/2014 - 01/31/2014 8 Ma
8 Group Home GH - Bellas Bellas Group Home 10 Qutstanding 5/1/2014 05/01/2014 - 05/31/2014 31 Mai
9 Group Home GH - Bellas Bellas Group Home 10 Qutstanding 4/1/2014 04/01/2014 - 04/30/2014 30 Mai
10 Group Home GH - Choices to Change Changes Group Home 22 Qutstanding 3/2/2014 03/02/2014 - 03/31/2014 30 Mai
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13 Fstr Fam Hm (Relative) Foster Care Foster Home (Level 2+) 8 Outstanding 2/1/2014 02/01/2014 - 02/02/2014 2 Mai
Fstr Fam Hm (Relative) Foster Care Foster Home (Level 2+) 8 Outstanding 1/1/2014 1/2014 - 01/31/2014/ 31 Maj
ameHim (Relad 8 Auiskassiag 12/ i :
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13. If we add our new column to our Row Labels, we will have something that looks like the following:
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17 | = Hubbard, Old Mother (9221626) = Crispies, Snap (9228145)  |07/13/2012 - 07/15/2012 55 0 0 0 55 [ Admin
18 Crispies, Snap (9228145) Total 55 0 0 0 55 O =Limit
19 Hubbard, Old Mother (9221626) Total 55 0 0 0 55 CExtracrd
20 = MNorthwest Passage Child and Ad (9221503) = Crispies, Snap (9228145) |03/01/2014 - 03/31/2014 3069 1] 4] 1] 3069 Ll Adjist .
21 Crispies, Snap (9228145) Totdl 3069 0 0 0 3069 E;:'; lt;;:s'
22 Northwest Passage Child and Ad (9221503) Total 3069 0 0 0 3069 [ Check Disposition Date ~
23 | =Smith, Granny (9221665) = Bird, Humming B. (9228471/01/01/2014 - 01/31/2014 376.13 185.81 0 0 561.94
24 02/01/2014 - 02/02/2014 26.79 1371 0 0 40.5 Drag fields between areas below:
25 08/01/2013 - 08/31/2013 400 1] 1] o A00 “¥ Report Filter H Column Labels
26 09/01,/2013 - 09/30/2013 400 0 0 0 400 = Values =
27 10,/01,/2013 - 10/31/2013 400 0 0 0 400
28 11/01/2013 - 11/30/2013 400 0 o [} 400
29 12/01/2013 - 12/31/2013 400 0 0 o 400
30 Bird, Humming B. (9228471) Total 2402.92 199.52 0 0 2602.44
31 = Bird, Kid (9228217) 01/01,/2014 - 01/31/2014 388 0 0 0 388
32 02/01/2014 - 02/28/2014 388 0 0 0 388
33 03/01/2014 - 03/31/2014 388 0 0 0 388
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14. Let's take a little more specific look at things. Select the filter option for Payee Name(ID) and we will choose Granny Smith.
EIFEE

Home Insert
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|:| Banded Rows

2014 _Outstanding_Checks - Microsoft Excel

" Totals - Layout = Rows ~
Layout PivotTable Style Options PivotTable Styles
c1 - fe | Combined Date
A B C D E F H
I\Payee Name(ID) - | Child Name(ID) - |Combined Date - |Sum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total
2 |5 ‘El SortAtoZ = Crispies, Crackle (9228146) 01/01/2014 - 01/31/2014 1335 o o o 1395
3 ﬁl SortZto A 02/01/2014 - 02/28/2014 1260 1] 1] ] 1260
4 More Sort Options... 03/01/2014 - 03/31/2014 1395 0 0 0 1395
5 . Crispies, Crackle (9228146) Total 4050 0 0 0 4050
6 As 4050 0 0 0 4050
7 |9 | |labelFifes " [ SBear, Care (9228196) 01/24/2014 - 01/31/2014 520 0 0 0 520
8 Yalue Filters g 02/01/2014 - 02/28/2014 1820 0 0 0 1820
9 Search Fe 03/01/2014 - 03/31/2014 2015 o o o 2015
10 [ (elect All 04/01/2014 - 04/30/2014 1950 0 0 0 1950
11 [ Ashland County Group Home (3221647) 05/01/2014 - 05/31/2014 2015 0 0 0 2015
12 [ Bellas Group Home (3221946) Bear, Care (9228196) Total 8320 0 0 0 8320
Blhe  [omGen o w520 o o 0 s
14 | =4 [INarthwest Passage Child and Ad (s221¢ | = Bear, Boo-boo (9228141)  03/02/2014 - 03/31/2014 5708.4 0 0 0 5708.4
15 mith, Granny (' ) Bear, Boo-boo (9228141) Total 5708.4 0 0 0 5708.4
16 Ch [[] snaggletoath Provider Care (9221523) 5708.4 0 0 0 5708.4
17 TI L vhite (32216%6) = Crispies, Snap (9228145)  07/13/2012 - 07/15/2012 55 1] 1] ] 55
18 Jl| | | Crispies, Snap (9228145) Total 55 0 0 0 55
15 Hu ’TI p— | - 55 0 0 0 55
20 | = =ICrispies, Snap (9228145)  03/01/2014 - 03/31/2014 3069 1] 1] ] 3069
21 Crispies, Snap (9228145) Total 3069 0 0 0 3069
22 Northwest P, ge Child and Ad (9221503) Total 3069 0 0 0 3069
23 | ='Smith, Granny (9221665) = Bird, Humming B. (9228471 01/01/2014 - 01/31/2014 376.13 185.81 0 o 561.94
24 02/01/2014 - 02/02/2014 26.79 13.71 1] ] 40.5
25 08/01/2013 - 08/31/2013 400 o o o 400
26 09/01/2013 - 09/30/2013 400 1] 1] ] 400
27 10/01/2013 - 10/31/2013 400 1] 1] ] 400
28 11/01/2013 - 11/30/2013 400 1] 1] ] 400
29 12/01/2013 - 12/31/2013 400 1] 1] ] 400
30 Bird, Humming B. (9228471) Total 2402.92 199.52 0 0 2602.44
31 =IBird, Kid (9228217) 01/01/2014 - 01/31/2014 388 1] 1] ] 388
32 02/01/2014 - 02/28/2014 388 0 0 o 388
33 03/01/2014 - 03/31/2014 388 1] 1] ] 388
34 06/01/2013 - 06/30/2013 388 1] 1] ] 388
a5 07/01/2013 - 07/31/2013 388 1] 1] ] 388
36 08/01/2013 - 08/31/2013 388 1] 1] ] 388
37 09,/01,/2013 - 09/30/2013 388 0 0 0 388
38 10/01/2013 - 10/31/2013 388 1] 1] ] 388
39 11/01/2013 - 11/30/2013 388 0 0 o 388
40 12/01/2013 - 12/31/2013 388 1] 1] ] 388
41 Bird, Kid (9228217) Total 3880 0 0 0 3880
42 Smith, Granny {9221665) Total 6282.92 199.52 0 0 6482.44
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15. You will notice that there were two sets of payment data. One for Humming Bird, and one for Kid Bird. The Combined Date represents
each month’s payments. At the bottom of child’s payments is a Subtotal for each of our Cost “Buckets”, and at the very bottomis a
Grand Total for Granny Smith.

4 | H ) - B ul |7 PivoiTable Tools 2014_Outstanding_Checks - Microsoft Excel
Home Insert Page Layout Farmulas Data Review View Developer Acrobat Options | Design

Row Headers D Banded Rows

Subtotals Grand | Report Elank Column Headers ]| Banded Columns

= Totals = Layout ~ Rows ~
Layout PivotTable Style Options PivotTable Styles
o ] - Je | Combined Date
A B C D E F G H 1
IlPavee Name(ID) -1 Child Name(ID) - [Combined Date - |Sum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total
2  =ISmith, Granny (9221665) =Bird, Humming B. (9228471 01/01/2014 - 01/31/2014 376.13 185.81 0 0 561.94
3 02/01/2014 - 02/02/2014 26.79 13.71 0 0 40.5
4 08/01/2013 - 08/31/2013 400 0 0 0 400
5 09/01/2013 - 09/30/2013 400 0 0 0 400
6 10/01/2013 - 10/31/2013 400 0 0 0 400
7 11/01/2013 - 11/30/2013 400 0 0 0 400
8 12/01/2013 - 12/31/2013 400 0 0 0 400
9 Bird, Humming B. (9228471) Total 2402.92 199.52 0 0 2602.44
10 =IBird, Kid (9228217) 01/01/2014 - 01/31/2014 388 0 0 0 388
11 02/01/2014 - 02/28/2014 388 0 0 0 388
12 03/01/2014 - 03/31/2014 388 0 0 0 388
13 06/01/2013 - 06/30/2013 388 0 0 0 388
14 07/01/2013 - 07/31/2013 388 0 0 0 388
15 08/01/2013 - 08/31/2013 388 0 0 0 388
16 09/01/2013 - 09/30/2013 388 0 0 0 388
17 10/01/2013 - 10/31/2013 388 0 0 0 388
18 11/01/2013 - 11/30/2013 388 0 0 0 388
19 12/01/2013 - 12/31/2013 388 0 0 0 388
20 Bird, Kid (9228217) Total 3880 0 0 0 3880
21 Smith, Granny (9221665) Total 6282.92 199.52 0 0 6482.44
22 Grand Total 6282.92 199.52 0 0 6482.44
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16. Remember that the PivotTable looks for “unique” values for items entered in the Row Labels. This can change the way your data
presents as is illustrated in the screenshot below. Here we've removed Combined Date and are now looking at things across Days Paid.
In this instance it has summed all the Cost “buckets” based on Days Paid. For Humming Bird there was one month where it only paid for
2 days. There were two (2) months where it paid for 30 days, and there were four (4) months where it paid for 31 days. In the Basic
column it summed the basic amounts paid for the 30-day months, which totaled $800.00. It summed the basic amounts paid for the 31-
day months, which totaled $1576.13, etc. Not quite the display we were looking for here.

Xl d 9~ & |= ‘ PivotTable Tools 2014_Outstanding_Checks - Microsoft Excel
Home Insert Page Layout Farmulas Data Review View Developer Acrobat Options | Design

:§§' = Row Headers |:| Banded Rows EEEEE EEEEE EEEEE -
subtotals Grand | Report Elank Column Headers [C] Banded Columns S==== S-S —-Z-oZ —--o-o =
~ Totals = Layout =~ Rows - M
Layout PivotTable Style Options PivotTable Styles
C1 - Jf | Days Paid
A B " ¢ N D E F G H I
IlPayee Name(ID) -T | Child Name(1D) w{|Days Paid | ~ ISum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total
2 | =ISmith, Granny (9221665) ='Bird, Humming B. (9228471 2 26.79 13.71 o o 40.5
3 30 800 0 0 0 800
4 31 1576.13 185.81 o o 1761.94
5 Bird, Humming B. (9228471) [otal 2402.92 199.52 0 0 2602.44
& = Bird, Kid (9228217) 28 388 o o o 388
7 30 1164 0 0 0 1164
8 31 2328 0 0 0 2328
o Bird, Kid (9228217) Total 3880 0 0 0 3880
10 Smith, Granny (9221665) Total 6282.92 199.52 0 0 6482.44
11 Grand Total L / 6282.92 199.52 0 0 6482.44
12
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17. Once you have your PivotTable setup you can further refine the way it looks with some simple formatting. Select the Design Tab on the

PivotTable Tools and then choose a PivotTable Style. If you select the down arrow in the bottom right of that group box it will open up to
display a number or other options.

PivotTable Tools 2014_Dutstanding_C
Insert Page Layout Formulas Data Review View Developer Acrobat Options Design
- | - == e — — — B B
‘ —_55‘ Row Headers  [] Banded Rows o ]

Subtotals Grand | Report  Blank Column Headers [[]] Banded Columns | |===l==| =====
= Totals = Layout = Rows ~

Layouwt
A2 -

FivotTable Style Options

PivotTable Styles /

—
2 | Ashland County Group Home (9221647)
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18. Choose an option that fits your liking or define a new PivotTable Style.

FAN™ B R RN

File

[@] Row Headers [ Banded Rows

Subtotals Grand
= Totals ~

Home

Insert

Page Layout Formulas Data Review

Developer

Acrobat

Options

PivotTable Tools

Dresign

Layout

Report EBlank
Layout ~ Rows ~

2014_Outstanding_Checks - Microsoft Excel

Column Headers Banded Columns

| PivotTable Style Options

Cc1

- 5 | Combined Date

Y= T = BRC R = R, B TE R ]

GREERES

16

Grand Total

June 2023

023

By
=IBird, Humming B. {

Bird, Humming B. (92
=IBird, Kid (9228217)

Bird, Kid (9228217) Tc

i3 Mew PivotTable Style...

% Clear

f Admin Sum of Pmnt Total
561.94
40.5

=]

2602.44
388
388
388
388
388
388
388
388
388

S — [ = T e T e B e Y e Y e Y e Y e Y e T N o Y o Y = Y = Y = Y =]

!
2

=]

6482.44
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19. After formatting your report might look something like the following:

ﬂ | H q * QM- a |¢ 2014_Qutstanding_Checks - Microsoft Excel
File Home Insert Page Layout Formulas Data Review View Developer Acrobat Options Design

Row Headers Banded Rows % T % % -
Subtotals Grand | Report  Elank Column Headers Banded Columns S=S=== SS=S=S=S ES=S== =S=S=S== [
= Totals = Layout ~ Rows + T
Layout ‘ PivotTable Style Options PivotTable Styles
c1 - (- f« | Combined Date
| A B C D E F G H
1 T - -
2 a g 66 =Bird, Humming B. (9228471 01/01/2014 - 01/31/2014 376.13 185.81 0 0 561.94
3 02/01/2014 - 02/02/2014 26.79 13.71 0 0 40.5
a4 08/01/2013 - 08/31/2013 400 1] 0 0 400
5 09/01/2013 - 09/30/2013 400 1] 0 0 400
i} 10/01/2013 - 10/31/2013 400 1] 0 0 400
7 11/01/2013 - 11/30/2013 400 1] 0 0 400
8 12/01/2013 - 12/31/2013 400 1] 0 0 400
9 Bird, Humming B. (9228471) Total 2402.92 199.52 0 0 2602.44
10 =IBird, Kid (9228217) 01/01/2014 - 01/31/2014 388 1] 0 0 388
11 02/01/2014 - 02/28/2014 388 1] 0 0 388
12 03/01/2014 - 03/31/2014 388 1] 0 0 388
13 06/01/2013 - 06/30/2013 388 1] 0 0 388
14 07/01/2013 - 07/31/2013 388 1] 0 0 388
15 08/01/2013 - 08/31/2013 388 1] 0 0 388
16 09/01/2013 - 09/30/2013 388 1] 0 0 388
17 10/01/2013 - 10/31/2013 388 1] 0 0 388
18 11/01/2013 - 11/30/2013 388 1] 0 0 388
19 12/01/2013 - 12/31/2013 388 1] 0 0 388
20 Bird, Kid (9228217) Total 3880 0 0 0 3880
21 : y i pta H282.9 09 D D pA82.44
22 Grand Tota 0628292 199.52 0 0 6482.44
3
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20. You can further refine your report by adding spaces, Subtotals, and Grand Totals.

X d9-™-3+

File Home Insert Page Layout

Formulas Data Review

Subtotals Grand Report
hd Totals = Layout -

Row Headers Banded Rows

Column Headers Banded Columns

Layout
C1 - ===

- EebEmEly. |

Insert Blank Line after Each Item

Remove Blank Line after Each Item

X - -Q |+

File Home Insert Page Layout

Formulas Data Review é

Subtotals| Grand Report Elank
- Totals = Layout = Rows =

Row Headers Banded Rows

Column Headers Banded Columns

Do Not Show Subtotals

—-—| Include Filtered Items in Totals
=

Show all Subtotals at Bottom of Group

Show all Subtotals at Top of Group

htTable Style Options |

ibined Date

Ed child Name(ID)
=IBird, Humming B. (9225
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FAIN™ B AR CRAr-WE

File Home Insert Page Layout Formulas Data Review

Subtotals

Report Elank

Layout ~ Rows = |

Row Headers Banded Rows

Column Headers Banded Columns

On for Rows Only

Off for Rows and Columns

On for Rows and Columns

jvotTable Style Options |

mbined Date

Ed child Name(ID)
=IBird, Humming B. (923

On for Columns Only
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21. Your final results might look something like the following:

Payee Name(ID) B2 child Name(ID ) Bl combined Date B2 sum of Basic Sum of Su ppl Sum of Excpt Sum of Admin Sum of Pmnt Total

= Ashland County Group Home (9221647) =\ Crispies, Crackle (9228146) 01,/01/2014 - 01/31/2014
02/01/2014 - 02/28/2014
03/01/2014 - 03/31/2014
Crispies, Crackle (9228146) Total

Ashland County Group Home (9221647) Total

= Bellas Group Home (9221946) = Bear, Care (9228196) 01/24/2014 - 01/31/2014
02/01/2014 - 02/28/2014
03/01/2014 - 03/31/2014
04,/01/2014 - 04/30/2014
05/01/2014 - 05/31/2014

Bear, Care (0228196) Total

Bellas Group Home (9221946) Total

$1,395.00 $0.00 $0.00 50.00 $1,395.00
$1,260.00 $0.00 $0.00 $0.00 $1,260.00
$1,395.00 $0.00 $0.00 $0.00 $1,395.00
$4,050.00 $0.00 $0.00 $0.00 $4,050.00
$4,050.00 $0.00 $0.00 $0.00 $4,050.00

$520.00 $0.00 $0.00 $0.00 $520.00
$1,820.00 50.00 50.00 $0.00 $1,820.00
$2,015.00 $0.00 $0.00 $0.00 $2,015.00
$1,950.00 $0.00 $0.00 $0.00 $1,950.00
$2,015.00 $0.00 $0.00 $0.00 $2,015.00
$8,320.00 $0.00 $0.00 $0.00 $8,320.00

$8,320.00

$0.00

$0.00

$0.00

$8,320.00

A A BTER et TR a2 Tret et 2 $069.00 / N A, F";NW

Crispies, Snap (9228145) Total $3,069.00 w $0.00 $0.00 $3,060.00

Northwest Passage Child and Ad (9221503) Total $3,069.00 $0.00 $0.00 $0.00 $3,069.00
= Smith, Granny (9221665) =/ Bird, Humming B. (9228471 01/01/2014 - 01/31/2014 $376.13 $185.81 $0.00 $0.00 $561.94
02/01/2014 - 02/02/2014 526.79 $13.71 $0.00 $0.00 $40.50

08/01/2013 - 08/31/2013 $400.00 $0.00 $0.00 $0.00 $400.00

09,/01,/2013 - 09/30/2013 $400.00 $0.00 $0.00 50.00 $400.00

10/01/2013 - 10/31/2013 $400.00 $0.00 $0.00 $0.00 $400.00

11/01/2013 - 11/30/2013 $400.00 $0.00 $0.00 $0.00 $400.00

12/01/2013 - 12/31/2013 $400.00 $0.00 $0.00 $0.00 $400.00

Bird, Humming B. (9228471) Total $2,402.92 $199.52 $0.00 $0.00 $2,602.44]

=/ Bird, Kid {9228217) 01,/01,/2014 - 01/31/2014 $388.00 $0.00 50.00 $0.00 5388.00

02,/01/2014 - 02/28/2014 $388.00 $0.00 $0.00 $0.00 $388.00

03,/01/2014 - 03/31/2014 $388.00 50.00 50.00 $0.00 $388.00

06,/01/2013 - 06/30/2013 $388.00 $0.00 $0.00 $0.00 $388.00

07/01/2013 - 07/31/2013 $388.00 $0.00 $0.00 $0.00 $388.00

08/01/2013 - 08/31/2013 $388.00 $0.00 $0.00 $0.00 $388.00

09,/01/2013 - 09/30/2013 $388.00 $0.00 $0.00 $0.00 $388.00

10/01/2013 - 10/31/2013 $388.00 $0.00 $0.00 50.00 $388.00

11/01/2013 - 11/30/2013 $388.00 $0.00 $0.00 $0.00 $388.00

12/01/2013 - 12/31/2013 $388.00 $0.00 $0.00 $0.00 $388.00

Bird, Kid (9228217) Total $3,880.00 $0.00 $0.00 $0.00 $3,880.00

Smith, Granny (9221665) Total $6,282.92 $199.52 $0.00 $0.00 $6,482.44
Grand Total $29,128.55 $392.04 $482.26 $2,020.50 $32,023.35
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