Using Auto-filter in the COA Workbook


Use Microsoft Excel’s AutoFilter feature to see just want you want to see, for example, only see the expense object codes. Filtering doesn't change your data in any way. As soon as you remove the filter, all your data reappears, exactly the same as it was before.
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This Excel workbook is organized to provide a way to better understand the building blocks of the MCCCD financial system. This workbook identifies the segments that provide the structure identifying funding source, location, charge center, object code, and sub-object code for each line in journal entries.

After opening the workbook, click on a sheet tab to select which segment you wish to better understand. The worksheets in this workbook include:

Fund – The funding source for each line of the journal entry

Units – The location for the journal entry

Charge Center Summary – provides a general range of codes that fit basic descriptions

Charge Centers Detail – provides specific charge center data

Object Code Summary – provides a general range of codes that fit basic descriptions

Object Code Detail – provides specific charge center data

Sub-Object – defines for whether an asset is capitalized, depreciated, inventorial

Microsoft Excel provides a feature that will help you filter the data to meet your needs. The following pages provide a tutorial on how to apply the Autofilter.

Using Auto-Filter

	Step
	Action

	1. 
	Open the COA.xls workbook.

	2. 
	Decide what you want to see. 

For the purpose of this example, you want to see all the expense object codes.

	3. 
	Select the worksheet named “Object Code Detail”
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	4. 
	Click the AutoFilter arrow in the “Category” column

When you click an AutoFilter arrow, a list is displayed. The list contains each of the items in the column, in alphabetical or numeric order, so that you can quickly find the item you want.
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	5. 
	Select “Expenses.”

Excel hides all the rows on the worksheet except for those that contain that text in this column. You can see the description for all expense object codes in the Description column. Because the rows for all other categories are hidden, the descriptions from the other object codes are hidden as well. 
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	6. 
	Click the AutoFilter arrow in the “Sub-Category” column
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	7. 
	Select “Equipment Categories, Alphabetical” to apply and additional filter

[image: image5.png]|E)File Edit View Insert Fomuat Tools Data Utities Window Help

D -u\é@v\% YA o e
05| =| Buiding Purchases and Improvements
& B C ]
1| Object s|Category _|SUB-CATEGORY ___IDescription ={Description D
5723 Expense | (GTHER CONSULTANTS-BLDG Object code fo
Egzt‘;'“ )) professional se
‘AL EXPENSE SXXXX PARENT development, ir
604 Auto Alowance, Physical Exal like land improy
57236 Expense Qg:;:g Z’Z?aiiﬁléiﬁifl\ CM@RISK PRECONSTRUCTION BLD
605 BENEFITS; TOTAL ALL BENEF
57240 Expense | udet e Oniy FP&D REMBURSABLE BLDG Object code us
Buiding Purchases and Impro biled to o inc
Buldings{Grounds, Cleaning,
Cancelations, Bad Debt, Skip capital develops
caPmTaL Planning, and [
CONTRACTUAL SERVICES: T4 are capitalized
Contractual Sve-Tution, Loe
‘CLRRENT FIXED CHARGES MESSENgErs, ¢
605 Disabilty, Unemployment, Wc land purchases
57250 Expense DUE TO OTHER FUNDS. SURVEY/TESTING-BLDG Object used to
purchase, cons
507 exnenditures re






	
	After you filter one column, if you want to focus on even more specific information, you can filter again on another column, and then again on another column, and so on. You can click the arrow next to any heading in any column to apply a filter.

You can filter columns in any order you choose. The filters are applied progressively, in the order you apply them. Each filter limits the data to which you can apply the next filter.


Custom Filters

	Step
	Action

	1. 
	Click an AutoFilter arrow for the Sub-Category field and select (Custom…).
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	2. 
	Click (Custom…) to open the Custom AutoFilter dialog box.
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	3. 
	Select your criteria

In this example, use the dropdown menus to select “Land Purchases and Improvements, ” “or,” “Equipment Categories, Alphabetical.”
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	OR selects if either of the two conditions you define is true within this column. 

AND requires that both conditions are true for this column.

	4. 
	Click OK


Understanding the Changes


Row numbers show that some are hidden, and visible row numbers change color - You can tell by the discontinuous row numbers that some rows are hidden, and the visible row numbers change color to indicate that the rows are filtered.

The AutoFilter arrow on the filtered column changes color - The AutoFilter arrows in each filtered column will change color to show that the column is filtered.

To Remove a Filter From One Column

	Step
	Action

	1. 
	Click the AutoFilter arrow next to the column.

	2. 
	Click (All).That will display the data that was hidden by that filter.


To Remove All Filters at Once

	Step
	Action

	1. 
	Click Data on the Menu bar

	2. 
	Click Filter

	3. 
	Click Show All to display all the data that was hidden by that filter.
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