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Assumes you are using previously provided instructions to run a report from the 
additional reports menu and we are using the Diversity Appeal Labels as an 
example process. All labels and read around lists should follow the same steps 
listed below.  Access and save a sample report from Jenzabar to Excel 

1. Double click on the diversity_appeal_nov2010 which can be found in the 
special_appeals.pbl.  

2. Build an Excel file to pass around. 
• From the tool bar menu choose File … Save Rows As… 
• Navigate the Save In Window to choose a location for your file. Fill in the 

File name and choose EXCEL8 (97/ 2000/ XP /2000) with headers.  
VERY IMPORTANT! 

 
• Click the SAVE button. 
• Navigate through explorer and open the Excel File you just created.  
• Click  to expand all columns 
• Change column titles as desired 
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Double click between columns to expand all columns 

 
 

• Change Gift Date column format: 
a. Shift + End +Down Arrow [Keys] …to select data in column ‘C’ 

(Don’t select the header…titled Gift_Date) 

 
 
  b. Right click selected date column > Format Cells 
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• Select Date category and Type of your choice 

 
• Hide columns: You may want to Hide columns as needed. E.g.  if you need 

to hide  columns E, F, & G: 
Select all three columns > right click > Hide 
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• Insert a Column: Right click a desired column location…e.g. in column D 
> Insert 

 
 

• A new column appears as seen below. You may name the column as needed. 
In this sample a new column (Month) will display / return month result from 
column ‘C’ 
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How to return a month  
a. Change column D format to Number category No decimals…Ok 

 
 
b. To return Month only type the formula shown below                 

   
 
 
 
 
 
 
 
 
 
 
 



Running Labels and Producing Read Around Excel Lists 
01/04/2011 

 

G:\Development\additional_Excel features_for_report_formating_and_analysis.docx  Page 7 
 

• See month results in column ‘D’     

           
 

• Delete a column e.g. Delete column ‘N’ 
Right click a column and select Delete 
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• Combine data from more than one column to appear within a single 

column e.g.(Last_name, first_name, middle Name)… 

 
 
Note: text need to be within double quotations e.g. “Appling” 
          Cell references and numbers do not need double quotations. 
See the formula… and result in cell ‘P7’ 
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• How to separate data? Here is an example: 

a. Insert 4 empty columns after column ‘X’  

 
b. Select data in column ‘X’ [Shift +End+Down Arrow] except for the 

header. 

          
 

c. In Data (Tab) click on Text to Columns 

 

 

 

 



Running Labels and Producing Read Around Excel Lists 
01/04/2011 

 

G:\Development\additional_Excel features_for_report_formating_and_analysis.docx  Page 10 
 

 

d. Select Delimited  option  > Next 
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e. Select Comma and Space  as Delimiters > Next 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Running Labels and Producing Read Around Excel Lists 
01/04/2011 

 

G:\Development\additional_Excel features_for_report_formating_and_analysis.docx  Page 12 
 

f. If necessary…select salutation column if you don’t plan to include in 
the final results. Select Do not import column (skip)  > Finish (Tab) 

 

 

• How to Run a Subtotal Function: 
For example; you want to summarize the $ amount received/promised by 
solicitors…. 

a. Sort the ‘Solicitors’ column: Home (Tab) > Sort&Filter > Custom 
Sort 
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b. Select Sort by Solicitors  and put a check mark at My data has 
headers 

 
 
 

c. See Solicitor column sorted from A to Z 
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d. Find Subtotal command from Data (Tab) 

 
 

e. i. Select At each change in: Solicitors 
ii. Use function: Sum 
iii. Add subtotal to: Amount (column) 
OK 

 
 

f. Summary is shown in outlines 1, 2, & 3. The image below shows outline 2 
summary.                  
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Using PivotTable and PivotChart (e.g. using weekly gift report) 
(A) It is important to Save the file first >Insert (Tab) > PivotTable > PivotTable 

           

(B) The Create PivotTable Wizard Open up. Make sure the Table/Range is correct [e.g. 
$A$1:$N$101] for this file. Select New Worksheet option…OK 
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(C) PivotTable work area 
i. Click and drag fisrt_mi_last  field to Row Labels area 
ii. Click and drag solicitor_cde field to Column Labels area 
iii. Click and drag gift_tran_amt  field to Values area 
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d. In order to have a graphical presentation of the above PivotTable: 
i. Make sure your curse is in your PivotTable data. 
ii. Click Options (Tab) > PivotChart (command) 

 
 
 e. Select chart type …e.g. Clustered Column > OK 

 
 
f. A chart and a PivotChart Filter Pane appears as seen below: 
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g. Click on Move Chart command to move chart to a new page 
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h. Select New sheet and type in the new page name. This example is titled Amount by solicitor 
> OK 

 
 
i. View chart result in a new  page 
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j. You may wish to adjust the ‘Y’ axis scale by selecting within ‘Y’ Axis. 

 
 
k. Right click on it and select Format Axis 

 
 
L. Change the Major unit option to Fixed and type in a desired scale. This example was changed 
from 2000.0 to 500.0 > Close 
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m. Final results shown below 
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Set Print Area: 

Page Layout 
• Select the last cell [Ctrl + 

End] keys 
• Scroll all the way up to 

the top  
• Press on Shift  + Cell A1 

[to select all cells] 
• Set Print Area 

 
 

 
 

• Go to page Layout > click on Print Titles (command) 
P 
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Set page orientation, Fit to scale, Paper size 
Page (Tab) > Landscape > Paper size Legal  OK 

 

 

 

 

 

 

 

 

 

 



Running Labels and Producing Read Around Excel Lists 
01/04/2011 

 

G:\Development\additional_Excel features_for_report_formating_and_analysis.docx  Page 24 
 

 

• Insert Header /Footer (Tab) 

 
  

• Enter Custom Header > OK 
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Enter Custom Footer > Ok 

  
 

Insert Gridlines and Rows to repeat at top 

• Click on Sheet (Tab):  Select Gridlines and activate Rows to repeat at top 
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Print to PDF Creator 
 

•  Print to PDF Creator:  Note:  need to have DPF creator installed on you 
computer > OK  > select where to save the report > Save 

• Email the PDF to those in your distribution list. 
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