How to Create a Predictive Report:
1. Export your data from PCORA and run the resulting file through the GM macro (for more information on how to do this, see the document, “Using the GM Macro”).

2. From the View menu, select Toolbars => PivotTable. This will bring up the most of the items we will need.

3. On this toolbar, click PivotTable and select Wizard from the resulting drop-down menu.

4. In the Wizard window that appears, click < Back. 
5. You will see the PivotData tab. Select and drag across columns A through W. The text in the Range field should read, “PivotData!$A:$W”.

6. Click Next > to get back to the original window of this wizard.

7. Click the Layout… button. A new window will appear.

8. In the middle of the window, you will see a series of Field Buttons sorted into various area of the Pivot Table. Move the Business Month button to the COLUMN area.

9. Move the Task button to the ROW area. Remove all of the other buttons in this area, except for Expnd Type.

10. Click OK to close the Layout window. Click Finish to close the Pivot Table wizard.

11. Click the PivotData tab to view the information included in this Pivot Table.
12. Select cell A2 (the first cell on the left below the column headers). From the Window menu, select Split.

13. Sort the Business Month column (column V) using the sort button ([image: image1.png]


).
14. Type “Through 03” (or whatever the previous fiscal year was) into the first cell after the column header.

15. Copy that cell and select all of the cells in that column that have a date that is not within the current fiscal year. Paste the copied data.

16. Select and copy the last row in this spreadsheet. Paste it into the first empty row at the bottom. 

17. This will be your first Budget line. Enter “Budget” as the Business Month and change the Expnd Type as appropriate. You may need to change the Task and/or the Award. Enter the Amt as a negative number. If the budget amount for this item is already negative (that is, a credit), enter it as a positive number.
18. Repeat this for each budget item that this account has.

19. Copy the last Budget line and paste it at the bottom of the spreadsheet. 

20. This will be your first prediction line. Change the Business Month to “Predicted” and modify the Expnd Type and Task/Award fields as necessary. Enter the amount that you predict that this account will be charged as a positive number. 

21. Optional: If you want, you can add more specific information about this predicted expense, including expected date, person incurring the expense, and comments about the expense. These will not affect the display of your Pivot Table, but may be useful to you to track and monitor expenditures.

22. Repeat for each predicted expense you have. You can enter predicted expenses at any time, in any order.

23. Click the Pivot Summary tab. On the PivotTable toolbar, click the refresh button ([image: image2.png]


). This may take a few moments so be patient.
24. You may notice entries that say (blank). Right-click one of them and select Hide from the right-click menu.

25. When the Pivot Table refreshes, you may need to re-order your columns. Select the header cell and drag it to where you would like it to be.

26. You may also want to sort the Expnd Types. Right-click one of the expenditures and select Field Settings from the resulting menu. 
27. In the resulting window, click the Advanced… button. This will bring up the PivotTable Field Advanced Options window.
28. In this window, under AutoSort Options, select Ascending. Click OK to close the Advanced Options window, then click OK to close the PivotTable Field window.

Updating the Predictive Reports Monthly:

1. Export the data from PCORA for your account. Your best bet is to export data for all dates, as the date there is the date of the charge, not the month it hit our account. 

2. Do not run it through the GM (or GL) macro. We do not need the PivotTable, just the raw data, so therefore, we do not need the macro.
3. Sort on the Business Month column. Copy all of the rows that have a Business Month that is the same as the month you need to update to.

4. Paste these rows at the bottom of your main PivotTable spreadsheet, in the Pivot Data tab.

5. Switch to the Summary Pivot tab and click the refresh button. You may need to re-order the columns (see Step 25 above).
