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Get more out of 
ASAP Reports 
with Pivot Tables



ASAP Reports are Valuable

• Does not always give us what we’re looking for



Restructure and 
Customize Data

Of all classes offered how 
many cancelled?

Of the active 
and cancelled 

classes how 
many were 

enrolled?



Download the Data



• Keeping it simple
• Decide what kind of information is 

needed

• Example:
• What are the different classes being 

taught by each teacher?

Teacher 2

Teacher 1

Teacher 3

Teacher 5

Teacher 4

Teacher 6



How many hours are being 
taught by each teacher for a 

specific time period?

Getting Started



Step 1: 
Find the Right Report

• How many hours are being taught by each teacher?
Search reports until you find the report that best suits answers the question.

VS



Choose the Report that 
provides you answers to a 
variety of questions



Report Results
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Exporting Awareness
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.CSV File Type



Pivot Table Compatibility
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Pivot Table Compatibility
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• Choosing your export method

Step 2:  Export the Report 
Data to Excel

May bring over titles and formatting Brings over raw data



.CSV (Source/Raw Data )
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Datasheet Prerequisites

• Data in columns and rows must be in contiguous 
columns and rows

• No blank columns or rows that separate data



Step 3: Create the Pivot Table

• Select any cell that 
contains data 
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Step 4:  
Insert  > Pivot Table

1

2
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Create Pivot Table 
Dialog Box

Defines the range of 
contiguous cells that 

contain data



Step 5:
Start Structuring Your 
Pivot Table
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Which field(s) do you want 
to show in your report ?

Where and how do you want them 
to appear?



Class Attendance Summary Report Grid
Before …. And After



How’d I Get There?

23



Move Fields into Position
• Check • Tweak



Step 6:  PivotTables Tool Tab
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Explore Different Report Layouts and More



Know How You Want the 
Data to Look

Of all classes offered how 
many cancelled?

How many were enrolled for 
each status 
(active/cancelled)?



Demo



Questions?



Google Sheet
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• Select All Data
• Data > Pivot Table



30

Thank You!

Data Is Power!

Joann Miller – jmiller@wccusd.net
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