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0 =Shortcut 0=Advice 9 =Caution

Data in a list can be summarized by inserting a subtotal. Before this can be
done, you must sort the list by the field you want the list subtotaled by. For
example, if you want to know what the sum of the salaries are for a
specific department, sort by the department field first.

Before you can sort data, make sure you set up the data correctly. There are
a few rules you must follow:

9 The column headings must be formatted differently than the data.
For instance, the column headings in the figure below are bold
(Fig 1, 1).

Process Summary

Subtotaling Data

Sorting Data for
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Showing Levels
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I The data below the column headings should be directly under the column headings. For best

results, you should not skip a row (Fig 1, 2).

9 The data within in each column must be formatting the same. For example, in the salary field

below, all the numbers are formatted as currency.

Figure 1

: \ |5 |Last Name First Name Position Department Division Date Hired Salary

=| Foss Larmry Admin. Assist. Accounting  Copier 11/9/1996 | 931,388

\&z Simpson Sandrae Technician Engineering  Copier 3/1/1997| $34.854
6 TMueller Ursula Accountant Accounting  Copier 10/8/1996 | $36,101
9 | Henders Mark Admin. Assist. Accounting  Printer 6/5/1996 | 536,646
(0] Hodge Lisa Admin. Assist. Admin. ICopier ! 1/15/1997 | $37,081
1] Mueller Kris Admin. Assist. Admin. Fax 4/1/1997| $37.081
2| Stewart Randy Admin. Assist. Marketing Fax 1/15/1997 | $37,081
3 Admin. Assist. Accounting  Fax 2/15/1997 L—$32.50¢

Sorting Data for Subtotaling

Before creating a subtotal, you must sort your data on the field the subtotals will be based on.

Click in the field you wish to sort.

2. Click the Data tab on the Ribbon.

Figure 2

3. Inthe Sort & Filter group, click on either ~ Sort A to Z or z l
Sort Z to A.
iz Yo
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Subtotaling Data in a List

1.
2.
3.

Click in the data you just sorted.

Click the Data tab on the Ribbon.

Inthe Outline group, click Subtotal. The Subtotal
dialog box will appear (Fig 3).

Click on the down arrow beside At each change in:
and choose the field you sorted on (Fig 3, 1).

Under Use function:, choose which function you want
to subtotal by (Sum, Count, Average, Min, etc.)

(Fig 3, 2).

Under Add subtotal to: click beside the field

Figure 3

Subtotal

At each change in:

se function:
Sum
Add subtotal to:

["]First Mame
Position

[~ Department
Division

[ Date Hired

-

you want to calculate subtotals for (Fig 3, 3). Replace current subtotals
Click OK (Fig 3, 4). [7] Page break between groups
Subtotals will be inserted at the end of each change in Summary below data
the column of sorted data. In the example below, a
subtotal was added after each change in the [ Remove Al ] [ 18 | Cancel
Department field (Fig 4, 1). L i
Figure 4
1]z]s] P A B & D E F G
5 LastName  FirsiName Position Department Division Salary]
[T 6 |Foss Larry Admin. Assist. Accounting Copier 531,888
T Mueller Ursula Accountant Accounting Copier $36,101
8 Henders Mark Admin. Assist. Accounting Printer 536,646
9 Boughton Frank Admin. Assist. Accounting Fax $37.598
10 |Gorton Hazel Admin. Assist. Accounting Copier §37,598
11 Feontaine Jean Group Admin. Assist. Accounting Copier §38.044
12 |Plant Allen Group Admin. Assist. [ Accounting $38.044
13 Bellwood Tom Admin Assist. Accounting $38.350
14 Melendez Jaime Group Admin. Assist. Accounting $30.045
15 Robbins Phillip Accountant Accounting §40.452
16 | Selmick Arnna Accountant Accounting §41.539
17 Wells Rose Accountant Accounting, §42.627
18 Robbins Bob Accountant Accounting /81994 545,880
19 | McGuire Ellen Accountant Accounting 9/21/1993 $37.833
[=] [20 Accounting Total $361,873
[ 21 Hodge Lisa Admin. Assist. Admin. 1/15/1997 $37.081
22 Nueller Kris Admin. Assist. Admin. 2 $37.081
23 |Price Ellen Admin. Assist. Admin. $30.083
24 'Wu Tammy Admin. Assist. Admin. §42.884
25 Hodge Burt Admin. Assist. Admin. 545,786
26 Larssen Erika Office Manager Admin. §73.822
27 |Zostoc Melissa Unit Mgr. Admin. f $82.820
28 |Jackson Alex Unit Mgr. Admin. éPrinter 580 061
29 Gonzales Joe Unit Mgr. Admin. ECopier 12/8/1975 5126511
[=] |30 Admin. Total 5577029
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Showing Levels

1. After creating a subtotal, notice the 1, 2, 3 inthe upper left corner of the screen (Fig 5).

Figure 5

1213

2. Clickthe 1 toviewthe Grand Total of the list (Fig 6).

Figure 6
‘Department Division  Date Hired | Salary|
Grand Total 55,019,380

3. Clickthe 2 toviewthe Subtotals (Fig 7).

Figure 7
Department Division Date Hired Salarvy|
Accounting Total 5361873
Admin. Total 8377.020
Art Total 5140820
Engineering Total 51,989,513
Marketing Total 51243324
R and D Total 5306.832
Grand Total 55.019.390

4. Clickthe 3 to view all the data.

5. You may also click on the collapse (-) button to the left of the summary rows (Fig 8, 1). This
will collapse all the detail information.

Figure 8
Tereliitire Ellen Accountant [} Accounting Fax 9/21/1993 837833
20 Accounting Total §361.873
|- * | 21 Hodge Lisa Admin. Assist. Admin. Copier 1/15/1997 537,081

6. Clickthe expand (+) button to left of the summary rows to bring the detail information back
into view (Flg 9, 1).

Figure 9
+ Accounting Total L
' 21 Hndae Lisa Admin Assist Adnin Copler 11571997 $37.081
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Removing Subtotals

1. Clickthe Data tab on the Ribbon.

2. Click Subtotal. The Subtotal dialog box will appear.

3. Click Remove All (Fig 10, 1).

Figure 10

Subtotal

At each change in:
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