
Advanced 
Excel
Helpful Tools for 

Migrant Reporting



Pivot Tables
• Pivot tables are used to summarize, 

sort, reorganize, group, count, total or 
average data stored in a database. It 
allows its users to transform columns 
into rows and rows into columns.



When or why  would I use 
EXCEL or  Pivot Tables in 

MEP?
• We often have to produce or decipher a lot of 

data. 
• SAVE TIME
• Make sure data is accurate.
• Check data about enrollment or services. 
• Database is not giving you all the reports you 

need. 



Pivot Tables
• They can actually be surprisingly simple 

to utilize—and, they’re sure to remove a 
lot of headaches from your data 
management duties.

• Put simply, a pivot table summarizes 
your data. It empowers you to extract 
significant trends or findings from what 
is otherwise a totally overwhelming 
spreadsheet.



Overwhelming CSPR Data?



Let’s get started



Creating a Pivot Table





4 Areas
Understanding the areas

Values
Values are the engine of any analysis, because they represent 
MEASURES, e.g. Sum of Quantity, Sum of amount, Avg Rate, 
Maximum Credit Limit, etc.

Filters
Columns
Rows

Values



Sum of Sales
ex: of Value



4 Areas
Understanding the areas

Rows
Row Labels provide CONTEXT for the items you place in the 
Values box. In other words you GROUP BY the items you place 
in the Rows area.

Filters
Columns
Values

Rows



Sum of Line Item
ex: Item Name



4 Areas
Understanding the areas

Columns
This is a powerful feature that lets you ‘split’ the values column 
into different buckets. e.g. class, sales rep, etc. 

Filters
Rows
Values

Columns



Adding Rep Name

Dave Rich



4 Areas
Understanding the areas

Filters

Allows you to filter the whole block of data.
Columns
Rows
Values

Filters



Filtering
• Filtering Pivot Table Data 

in Excel
• Pick Filters
• Label Filters
• Value Filters



Pick Filters
Manually

Check/pick one or 
multiple items in the 
list



Label Filters

Label is another name for 
the fields you put in the 
Row Quadrant of a Pivot 
Table



ValueFilters

In the Pivot Table you can 
filter out specific fields (e.g. 
customer,item, etc.) based 
upon a particular value, e.g. 
filter out Items that have a 
sales amount > 50.00.
NOTE: you create the filter 
using a drop down in a row 
field – NOT the actual 
number based column.

https://clearify.com/wiki/view/3459/how-to-filter

https://clearify.com/wiki/view/3459/how-to-filter


Remember our CSPR Data- Pivot Table



Eligible Students-
Columns- Grade- Rows- County



What Would I need? 

• If I wanted to create a 
pivot table that shows 
which students were 
served during the 
Performance Period 
what Filters, Columns, 
Rows, and Values 
would I need? 



Served Performance Period



What Would I need? 

• If I wanted to create a 
pivot table that shows 
which students 
received instructional 
services during the 
performance period 
what Filters, Columns, 
Rows, and Values 
would I need? 



Performance Period- Instructional 
Services



What Would I need? 

• If I wanted to create a 
pivot table that shows 
which students 
received summer 
services what Filters, 
Columns, Rows, and 
Values would I need? 



Served in the Summer



What Would I need? 

• If I wanted to create a 
pivot table that shows 
how many students 
are priority for service 
what Filters, Columns, 
Rows, and Values 
would I need? 



Priority for Service



Excel Hacks and Shortcuts

• https://www.goskills.com/Excel/Re
sources/Excel-hacks

• https://www.excel-easy.com/data-
analysis/pivot-tables.html

• https://www.howtogeek.com/3615
82/all-the-best-microsoft-excel-
keyboard-shortcuts/

• https://www.techonthenet.com/ex
cel/formulas/vlookup.php

https://www.goskills.com/Excel/Resources/Excel-hacks
https://www.excel-easy.com/data-analysis/pivot-tables.html
https://www.howtogeek.com/361582/all-the-best-microsoft-excel-keyboard-shortcuts/
https://www.techonthenet.com/excel/formulas/vlookup.php


Excel Hacks and Shortcuts- VLookUp

• https://www.techonthenet.com/excel/formulas/vlookup.php

https://www.techonthenet.com/excel/formulas/vlookup.php


Excel Hacks and Shortcuts- VLookUp

• https://www.techonthenet.com/excel/formulas/vlookup.php
• https://www.youtube.com/watch?v=aJXgqNhRWMM One more video

Syntax
The syntax for the VLOOKUP function in Microsoft Excel is:
VLOOKUP( value, table, index_number, [approximate_match] )

Parameters or Arguments
Value-The value to search for in the first column of the table.
Table-Two or more columns of data that is sorted in ascending 
order.
index_number-The column number in table from which the 
matching value must be returned. The first column is 1.
approximate_match-Optional. Enter FALSE to find an exact 
match. Enter TRUE to find an approximate match. If this 
parameter is omitted, TRUE is the default.

https://www.techonthenet.com/excel/formulas/vlookup.php
https://www.youtube.com/watch?v=aJXgqNhRWMM


https://www.youtube.com/watch?v=mndXNJ4GZqw


https://www.ablebits.com/excel-suite/index-
2020.php?visitfrom=index-button

https://www.ablebits.com/excel-suite/index-2020.php?visitfrom=index-button


Evaluation

Electronic Survey Version-
https://www.surveymonkey.com/r/IDRCStaffT
rainingEval20-21

Training Name: Advanced Excel

https://www.surveymonkey.com/r/IDRCStaffTrainingEval20-21


Contact Info
Jessica Castañeda
IDRC Director
931-668-4129- office
931-273-4050- cell
jcastanedaidr@gmail.com
www.idrconsortium.org

mailto:jcastanedaidr@gmail.com
http://www.idrconsortium.org/
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