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1) Run PAY1550 in CORE 
i. Choose the fiscal year for which you want to see data.  Currently, you can only select 

one year at a time. 
ii. Enter the ID numbers of the employees for which you want to see data.  You can enter 

multiple IDs. 
iii. Run the report and export to CSV. 

 
** If you want to pull data for multiple fiscal years, you’ll have to copy and paste the data into 
one spreadsheet.  Make sure there is only one row of header information. 
 

2) Filter the data 
i. When you initially save the file, change the file type from ‘Unicode Text’ to ‘Excel 

Workbook’. 
ii. Add a filter to the ‘TRANSACTION_AMT’ column by clicking on cell O1, selecting ‘Data’ 

from the ribbon, and clicking ‘Filter’.  The header of each column should now have a 
drop down option. 

iii. From the drop down in the ‘TRANSACTION_AMT’ cell, uncheck ‘select all’.  If applicable, 
check the boxes for ‘0’, ‘(Blanks)’, and any values less than .03, including negative 
values, and click OK. 

iv. Delete all resulting rows (except for the header row). 
v. From the O1 dropdown, check the select all box. 
vi. From the ‘ACCOUNT’ cell drop down, uncheck ‘select all’.  Check all boxes for account 

codes that should NOT be included in determining labor distribution (i.e., OPE account 
codes, special earnings account codes, tuition etc.).  Click OK.   

vii. Delete all resulting rows except the header row. 
viii. From the ‘ACCOUNT’ dropdown, check the select all box. 

 
3) Create  a Pivot Table 

i. Select cell A1.  Click Insert from the Excel ribbon and click ‘Pivot Table’. 
ii. A dialogue box will appear--Excel will automatically select the range that includes the 

remaining data including headers.  Click OK. 
iii. A new tab is created.  There will a Pivot Table Fields area on the right hand side of the 

sheet.  Click and drag ‘fields’ into ‘areas’ as follows: 
NAME → ROWS 
INDEX → ROWS (under NAME) 
FISCAL_YEAR1 → COLUMNS 
PAYROLL_MONTH → COLUMNS (under FISCAL_YEAR1) 
TRANSACTION_AMT → VALUES 

iv. In the VALUES area click the drop down for ‘Sum of TRAN…’ and click ‘Value Field 
Settings…’ a dialogue box will appear.   Ensure that ‘SUM’ is selected in the ‘Summarize 
value field by’ area.  

v. Click the ‘Show Values As’ tab. 
vi. From the drop down menu, select “% of Parent Row Total” and click ok. (Note: if you 

only have data for one employee, select “% of Column Total” instead). 
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4) Format your Pivot Table 
i. To reorder the months along the column headers, click the month you want to move 

and then select by hovering over the edge of the box, then drag into the appropriate 
order. 

ii. Right click on one of the names under Row Labels and deselect ‘Subtotal NAME’ 
iii. Click anywhere in the Pivot table.  From the Excel Ribbon, click ‘Design’.  From the 

‘Grand Totals’ drop down, select ‘Off for rows and columns’. 

 

 

 

 
 

 
 
 
 


