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1 In CSV file, click "Insert"

2 Click "Pivot Table"

3 Click "From Table/Range"
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4 Select range of data to include (include headers)

5 Once data range is selected, click "OK" and a "PivotTable Fields" box will appear

6 Click "Date"

7 Click "Months (Date)" and move to "Columns"
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8 Click "Date"

9 Click "Remove Field"

10 Click "Days (Date)"

11 Click "Remove Field"
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12 Click "Actuals"

13 Click "Encumbrances"

14 Click "Object"
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15 Highlight all number figures and right mouse click

16 Click "Number Format..."

17 Click "Accounting"

18 Click "OK"
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19 This is one variation of creating a pivot table using data from the selected 

table/range. Pivot tables can be customized to your preference using the pivot 

fields.
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