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Q&A Executive Training

Query: Referencing Worksheet
Cells

In this lesson, we will learn how to write a query referencing another cell in the
worksheet. This is a very powerful and useful tool.

We will be creating an Analysis of Employee Expenses report.

1. Open a new workbook in Q&A Executive

- Q&A Executive / SDA - General Conference - Treasury - a X
J File Edit View Insert Format Cell Mode Tools Window Help
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In cell B1, type ‘Ace Union’

In cell B2, type ‘Analysis of Employee Expenses’
In cell B3, type in 2014 to 2014 Comparisons’

In cell C5, type in 2014007
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6. Incell D5, type in 2013007

7. Incell Co, type in 2014012’

8. In cell Do, type in 2013012’

9. Highlight cells B1to B3

10. Click the B icon on the formatting toolbar

1. Highlight cells C5 through D6

12. Click the B icon on the formatting toolbar

13. Click on the right edge of column B to expand the column

H - Q&A Executive / SDA - General Conference - Treasury - O X
J File Edit View |Insert Format Cell Mode Tools Window Help
DB-¢-2d S0 - @EBE |-~ xg@’z]nhoma - 975 + nzggglvév\s;%, »

Code Description Filter From

|Docurnent
Employee Exper| {SheetTitle}
@ Workbook 2
Sheet1 I 13 LI I
@ Workbook 3

Sheet1 A B [ ¢ D E F G H 1
|1 | Ace Union
| 2 | Analysis of Employee Expenses
| 3 | 2014 to 2013 Comparisons
4 |
15 2014001 2013001
|6 2014012 2013012
|7 |
|8 |
o |
| 10|
11 |
|12 |
E ]
| 14 |
| 15 |
| 16 |
17 |
| 18 |

19 _
< =
< >

We will use this worksheet in several teaching events. It will help for us all to be
working with the same worksheet design.

Case Example 1

The Executive Board has requested a report showing the financial activity in
certain employee expense accounts over which the Board has discretionary
control for the years 2013 and 2014. These accounts record financial information
for resources over which the Board has a lot of flexibility when it comes to saving
money. Our report will compare this year's financial activity with last year's.
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Keep in mind: this is a made-up example. There may not be an exact replica of
this particular report in real life.

Trick for Listing Accounts

In order to create this report, we need to have the expense accounts listed in
column A. Because | don't want to have to retype a lot of information, | am going
to open another workbook.

To open a blank workbook, click the New Blank Workbook icon on the toolbar.

B2 - Q&A Executive / SDA - General Conference - Treasury - [m] X

J File Edit View Insert Format Cell Mode Tools Window Help
DR-*-FH S0 - BEE |© > ¥ BRIES | Thom s - BIU|E[EES-AH 8% 5|2

. Dhyee'aw {SheetTitle} ‘
kbook 2
[E]§ Sheet1
i s | ci =l ]
=) = A ] B [ ¢ D E F G H 1 -
|1 | 'Ace Union |
| 2 | 'Analysis of Employee Expenses
3 2014 to 2013 Comparisons
4
5 2014001 2013001
6 2014012 2013012
7

1. Click the New Blank Workbook icon

This is a little trick. Our final report will be created in Sheet 1in Workbook 3,
but in Sheet 1in Workbook 4 | will create a simple query to keep from having
to retype account names and numbers.

B2 - Q&A Executive / SDA - General Conference - Treasury - a X
J File Edit View Insert Format Cell Mode Tools Window Help

DE - FE S0 - BEE|> & 2RIES | Thm 975 - BIU[EE=2-A-H 8% |

{SheetTitle}

[

2. Right-click in cell A3 to design the query
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H - Q&A Executive / SDA - General Conference - Treasury

J File Edit View Insert Format Cell Mode Tools Window Help

DB - B0 S0 - @BEE|> | % BRRSEE | Thm o5 - BIUEE=EY-A-0

$ % 3 2

Code

Filter From

@ TRA 2

Employee Exper|

@ Workbook 2
Sheetl

@ Workbook 3
Sheet1

@ Workbook 4
Sheet1

{SheetTitle}

-\U! W N‘H

Define Criteria
Clear Contents
Cell

3 Undo

& Cut
Copy
ﬁ Paste

Ctrl+X
Ctrl+C
Ctrl+V

Format Cells

»

Insert
Delete
Sheet Properties
B8 Criteria View
Mode
& Print

Formula

3. Select Define Criteria

4
4

Ctrl+Q
»

The Cell interface will open

Place the cursor in the Data Type cell, located at the top left side of the

interface

Data Types:
o Cell

e Field References

e Summary Link
e Reference Link

e Summary Report

e Detail Report

e Chart

e Query Templates

returns the balance of a filtered range
returns the value of a single record
provides a summarized listing
provides a detailed listing
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Cell
Data Type Ice|| LI = A3
Elrmen | Field References
Summary Link
Cell Caption Reference Link
Summary Report
Detail Report -
Chart
(Query Templates V|
~Format r~Format Table
(& Text
¢ Number I ;I
¢ Currency —I
(" Percent Driver Value
(" Date I
" Time
Help | OK | Cancel |

We are interested in a little report consisting of multiple values, we need the

Summary Report Data Type. A Summary Report will return multiple values
into multiple cells.

4. Select Summary Report Data Type
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Summary Report

Data Type [Summary Report LI [ A3

Definition I Options | Report Style I
—Filter

Filter From SunSystems 6 FunSystems 6

Description I Filter From I Filter To | Value From I Value To | Link Code
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table
A
Selection List Output
> || Item Sort Number I
dl
-
a
v
v
x|
=]
il

oK | Cancel I

Our query should produce a simple report that will extract account numbers
and names. We will create this report in a separate worksheet, then Copy and
Paste the query into our official report.

5. Accept the Product — SunSystems6 (because it is appropriate for our example
report)

6. Accept the Business Unit — ATA (because it is the appropriate business unit for
our example report)

7. Select the LA Ledger Table

8. Select Ledger A
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Summary Report

Data Type ISummary Report ;I [ A3

Definition I Opﬁonsl Report Style I
r—Filter

Filter From H _] Link Code
Filter To EI

Description I Filter From I Filter To | Value From I Value To I Link Code I
Product SunSystems 6 SunSystems 6

Business Unit ATA ATA

Table LA Ledger

Ledger A A

Account Code

Accounting Period

A
election List Output
- Ledger ~ Item Sort Number I
- Account Code
[#-CA Chart of Accounts
- Accounting Period
- Base Amount
Debit/Credit
- Transaction Amount
F-RT
- Base 2/Reporting Amount
[#-RT2
-~ Memo Amount
- Base Currency Code
- Transaction Currency Code
[#-CN Transaction Currency Code

.. Ind Raca Dannartina Currancs Cada

wv

[ @ | [a] <> |» |2]s

Help oK Cancel

9. Click on the Account Code filter row

We need to identify the Account Codes we want to include in the report.

Filter

Filter From Ell _]
10. Click the Assist button for the Filter From field |[f=T a3l

We will scroll through the lookup list of Account Codes to find the codes we
want.

Notice: | have typed the number 81 in the Filter From field of the lookup
dialog.
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B2 Account Codes = O X
Code I Description | Lookup ) oK
<ALL> Select All
81 EMPLOYEE RELATED EXPENSES = Cancel
811 SALARY & ALLOWANCES *
8111 BASIC SALARY/WAGE = Refresh
811110 Salary (Regular) SALARY (REGULAR
8112 BASIC ALLOWANCES * @
811210 Book & Equipment Allowance BOOK & EQUIPMEN Filter From
811220 Car Depreciation Allowance CAR DEPRECIATIO h
811230 Child Allowance CHILD ALLOWANCE
8113 HOUSING ALLOWANCE * Filter To
811310 Housing Subsidy HOUSING SUBSIDY
8114 AREA TRAVEL & TELEPHONE ALLOW... *
811410 Area Travel Subsidy (House to Offic...  AREA TRAVEL SUB
8116 BONUS, CHRISTMAS GIFT, FAREWE... *
811610 Bonuses & 13th Month Pay BONUSES & 13TH
812 RETIREMENT PLAN BASIC/MATCHIN... *
8121 TITHE PERCENTAGE CONTRIBSTO ... *
812110 Tithe % Defined Benefit Plans Contri... TITHE % DEFINED
8122 PAYROLL-BASED CONTRIBUTIONS T... *
8123 EMPLOYER BASIC CONTRIBS TODE... *
8124 EMPLOYER MATCHING CONTRIBS T... *
8125 SOCIAL SECURITY SYSTEM/SSS *
812510 Social Security System Contribution SOCIAL SECURITY
813 EMPLOYEE MOVING EXPENSES *
8131 MOVING ALLOWANCE *
813110 Moving Allowance MOVING ALLOWANC
8132 MOVING REIMBURSEMENTS * v

Typing that number in the Filter From field will take you directly to the first
item that begins with the number | typed in. That keeps me from having to
scroll as far down the lookup list.

| typed in ‘81 because we want Employee Expense accounts. We are going to
select some accounts at random, so you can experience the process of
choosing non-contiguous items.

To select a list of non-contiguous accounts, hold down the Ctrl key as you click
on the account titles.

1. Hold down the Ctrl key as you click on the following accounts:
¢ Book & Equipment Allowance
e Car Depreciation Allowance
e Child Allowance
¢ Housing Subsidy
e Area Travel Subsidy
e Bonuses & 13" Month Pay
e Tithe % Defined Benefit Plans Contribution
e Social Security System Contribution
¢ Moving Allowance
e Educational Subsidy
e Ad&D Insurance
e Survivor Benefits Insurance
¢ Unemployment Insurance
e Medical Policy Premium
e Medical Subsidy
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e Tax Assistance

n Account Codes

| Code | Desaription | Lookup I
808 OTHER ADVERTISING/SELLING EXPE... *
81 EMPLOYEE RELATED EXPENSES *
811 SALARY & ALLOWANCES *
8111 BASIC SALARY/WAGE *
811110 Salary (Regular) SALARY (REGULAR
8112 BASIC ALLOWANCES *
811210 Book & Equipment Allowance BOOK & EQUIPMEN
811220 Car Depreciation Allowance CAR DEPRECIATIO
811230 Child Allowance CHILD ALLOWANCE
8113 HOUSING ALLOWANCE *
811310 Housing Subsidy HOUSING SUBSIDY
8114 AREA TRAVEL & TELEPHONE ALLOW... *
811410 Area Travel Subsidy (House to Offic...  AREA TRAVEL SUB
8116 BONUS, CHRISTMAS GIFT, FAREWE... *
811610 Bonuses & 13th Month Pay BONUSES & 13TH
812 RETIREMENT PLAN BASIC/MATCHIN... *
8121 TITHE PERCENTAGE CONTRIBSTO ... *
812110 Tithe % Defined Benefit Plans Contri...  TITHE % DEFINED
8122 PAYROLL-BASED CONTRIBUTIONS T... *
8123 EMPLOYER BASIC CONTRIBS TODE... *
8124 EMPLOYER MATCHING CONTRIBS T...  *
8125 SOCIAL SECURITY SYSTEM/SSS *
813 EMPLOYEE MOVING EXPENSES *
8131 MOVING ALLOWANCE *
813110 Moving Allowance MOVING ALLOWANC
8132 MOVING REIMBURSEMENTS *

Keep in mind that | am inventing a random report. There may be no real
reports that would be based on the information | have selected here. | am
saying that the accounts | have selected are the accounts over which the

Refresh |
®les|

Filter From

|811210+811220+81122

Filter To

e

Board has a lot of flexibility within Denomination Policy.

12. Click OK
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Summary Report

Data Type

Definition | Optionsl Report Style I
Filter

|Summary Report _j ﬁd

A3 &

Filter From EI <<811210,811220,811230, ... [<<811210,811220,811230,811310,811410,811610,812110,812510,813110,814110,815110,81531(

—

Description | Filter From

| Value From I Value To | Link Code |

Product SunSystems 6
Business Unit ATA

Table LA

Ledger A

Account Code <<811210,81122...
Accounting Period 2013001

7]

election List

SunSystems 6

ATA

Ledger

A

<<811210,81122...

2013001 2014012

A
Output

- Ledger
Account Code
[#-CA Chart of Accounts
-- Accounting Period
Base Amount
- Debit/Credit
- Transaction Amount
#-RT
- Base 2/Reporting Amount
#-RT2
Memo Amount
--Base Currency Code
- Transaction Currency Code
[#-CN Transaction Currency Code

... Ind Raca Dannartina Currancs Cada

[ @ e [a]«|>|» |a]s

Item Sort Number I

LA\CA\Account Code
LA\CA\Description

Take a minute to study how the Account Codes are presented in our filter.
<<811210,811230,811310,811410

If you wanted to simply type in a range of non-contiguous account codes, this

is how you would set up the filter.

13. Click in Accounting Period to assign a Period range to our query

We are designing a report to cover two years. The Filter From value for the

Accounting Period should be the first fiscal period of the first year — January, in
this case. The Filter To value should be the last fiscal period of the second year

— December, in this case.

14. Enter 2013001 in the Filter From field
15. Enter 2014012 in the Filter To field

Query Referencing Worksheet Cells
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Summary Report
Data Type ISummary Report LI R A3 n
Definition | Options | Report Style I
r~Filter
Filter From H 2013001 -+ [2013001 Link Code
Filter To B[015012 2014012 [
Description I Filter From | Filter To I Value From | Value To | Link Code |
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code <<811210,81123... <<811210,81123...
Accounting Period 2013001 2014012 2013001 2014012
A
Selection List Output
- Ledger A I»|| Item | sortNumber |
- Account Code 7
[#-CA Chart of Accounts —
- Accounting Period &
--Base Amount 7y
- Debit/Credit —_
- Transaction Amount L
#-RT v
--Base 2/Reporting Amount p—
@-RT2 x|
- Memo Amount =2
--Base Currency Code ;
- Transaction Currency Code —
[#-CN Transaction Currency Code
... WA RacaDanartina Cirrancs Cada ~

Help | oK | Cancel |

We can now select the data items we want to output into our report. We want
Account Code and Description.

16. Click the + to the left of the CA Chart of Accounts table in the Selection List

17. Click on Account Code in the expanded Chart of Accounts table
18. Click on Description in the expanded Chart of Accounts table

Query Referencing Worksheet Cells 11
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Summary Report

Data Type | summary Report ~| B A3

Definition | Options | Report styie |
—Filter

Fitr rom [ [2013001 .. [2o13001 Link Code
Fiter To B[o19012 2014012

Description I Filter From I Filter To ] Value From | Value To I Link Code |
Product SunSystems 6 SunSystems 6

Business Unit ATA ATA

Table LA Ledger

Ledger A A

Account Code <<811210,81123... <<811210,81123...

Accounting Period 2013001 2014012 2013001 2014012

A
Selection List Output
Ledger ~ Item | Sort Number |

Account Code LA\CA\Account Code
[=- CA Chart of Accounts LA\CA\Description
- Account Type

& Description

- Short Heading

- Lookup Code

- Long Description

- Balance Type

- Statutory Analysis Code
[#-A1 Statutory Analysis Table
- Class Analysis Code

. A7 Clace Anzlucic Tahla

[ oo [a]«|»|» |2]s

Help oK Cancel

19. Click OK to save the query
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B2 - Q& Executive / SDA - General Conference - Treasury - a X

J File Edit View Inset Format Cell Mode Tools Window Help
DR - FH SG0-BEBE - ¥ BRIES | Thm fosE|B 2 u|ElE=Es-A-H

B % s

#{ Worksheet | Document |

@ TRAININGWB2 |
Employee Exper| {SheetTitle}
@ Workbook 2
Sheet1 | sumRpt1_ <] [FAGESWRT(L™,2)
@ Workbook 3
Sheet1 A B © D E F G H I
’ L, 1, 4 1
Sheet1 2
B |
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
<
|
20.Click the Extract icon to run the query @&
Extract _ O %
~—Drill Paths e
|Code |Description [Time Taken [t 4] Worksheets
Cancel
Extract Drill Path
Set as default
< | >0 Help

I~ Extract locked values

Q&A
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Extract Primar
21. Click Extract Primary Worksheets button

n - Q&A Executive / SDA - General Conference - Treasury

File View OQOutput Mode Tools Window Help

DE-*->Hd &0 - @MNEB %@ i .
P :::j Worksheet ] Document I
@ TRAININGWB2 |
Employee Exper] Sheet1
@ Workbook 2
Sheet1 A B c D E
@® Workbook 3 1
Sheet1 2
®  Workbook 4 3
Sheet1 4 | Account Code Description
5 1811220 Car Depreciation Allowance
6 |811230 Child Allowance
7 1811410 Area Travel Subsidy (House to Office Travel)
8 1816110 Medical Policy Premium
9 817110 Tax Assistance
10 Total
11
12

We have our little report showing the Account Codes and Descriptions.

Remember, our goal is to create a little query that we won't have to retype.
We will then use Ctrl+C to copy the query.

22. Right-click cells A5 through B9

_'] Worksheet |Document |

@ TRAININGWB2 ]
Employee Exper Sheet1
@ Workbook 2
Sheet1 A B C
@ Workbook 3 1
Sheet1 2
@ Workbook 4 3 Chart of Accounts
Sheet1 4 Account Code  Description
5 Car Depreciation Allowance
3 511230 Child Allowance
Al 511410 Area Travel Subsidy (House to Office Travel)
Il 616110 Medical Policy Premium
LRl 517110 Tax Assistagged
10 ¥ Drilldown »
11 ransactions »
12 < Expand »
13 % Breakout 4
14 [iF cube Analysis >
15 7 Worksheet Filter Ctrl+ Shift+F
29 IE] Specialized Drilldown N
i; il Chart View Ctrl+Shift+G
19 fe= Drill Path Maintenance
20 S Previous Worksheet F11
21 M, Next Worksheet F12
22 Sheet Properties
23 Mode »
i‘; Copy Ctrl+C
T é Print
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23. Select Copy
24. Click on Workbook 3, Sheet 1
25. Right-click in cell A8

“] Worksheet | Document

E Employee Exper {SheetTitle}
49 Workbook 2
Sheet1
4@ Workbook 3 l A LI I
A B C D
4@ Workbook 4 1 Ace Union
Sheet1 2 Analysis of Employee Expenses
3 2014 to 2013 Comparisons
4
5 2014001 2013001
6 2014012 2013012
7
: : Define Criteria
10 Clear Contents
11 Cell >
12 %2 Undo
15 & Cut Ctrl+X
4 Copy Ctrl+C
1> @ Paste Ctrl+V
16
17 Format Cells »
18 Insert »
19 Delete »
h Sheet Properties
B8 Criteria View Ctrl+Q
< z Mode »

é Print
Formula »

26. Select Paste

Query Referencing Worksheet Cells
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H - Q&A Executive / SDA - General Conference - Treasury — [m]
J File Edit View Inset Format Cell Mode Tools Window Help

jD-Q-ﬁH\§0-|EEJnm\&g@zJAnal - 975 - nzg|

Code iption Filter From

2-A-B

B % s

»
-

‘| Worksheet lDocunent

TRAININGWB2 ]

{SheetTitle}
| a8 ~| [prra0
A B € D E F G H I
1 Ace Union
2 Analysis of Employee Exp
3 2014 to 2013 Comparisons
4
5 2014001 2013001
6 2014012 2013012
7
8 1811220 |Car Depreciation Allowance
9 |811230  Child Allowance
10 |811410  Area Travel Subsidy (House to Office Travel)
11 816110  Medical Policy Premium
12 (817110  Tax Assistance
| 13 |
14
15
16
| 17 |
18
19 =
<| »

We are now finished with Workbook 4, so we can close it.
27. Right-click on Workbook 4 in the Drill Tree Pane

H - Q&A Executive / SDA - General Conference - Treasury

J File View Output Mode Tools Window Help

DB-* FH S0 - BEEE %27
i “#] Worksheet | Document |

% (@ 7 =

Sheet1
A B C D
1
2
2 Chart of Accounts
Expand All sde Description
Collapse All Car Depreciation Allowance
Workbook Properties Child Allowance
Close Area Travel Subsidy (House to Office Travel)
- AL AR Medical Policy Premium
9 817110 Tax Assistance
10

28. Select Close

A confirmation message will be displayed.

Query Referencing Worksheet Cells 16
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Close X
@ Do you wish to save changes to Workbook 47
Yes No Cancel
29.Click Yes
A Save As dialog will be displayed.
BB save As X
M « __CopyMeToVM (\\vboxsr... > Function Statements (Departmental) v O Search Function Statements (.. Q@
Organize v New folder SRR 4 (2]
IS
Function Statem Name Date modified Type Size
SunSystems 63 [ MLT_Function Statements_SS 6.2-3 2017...  8/1/201211:08 AM  Executive Workbo.. 2,479 KB
System32 BB TrainingWB2 8/13/2018 8:15AM  Executive Workbo... 72KB
.06 2 ive W 2
I This PC m Workbook 1 8/9/2018 10:06 AM  Executive Workbo 83KB
BB Workbook 2 8/13/2018 8:15AM  Executive Workbo... 71KB
I Desktop
£ Documents
‘ Downloads
D Music
[&] Pictures
B Videos
‘ia Local Disk (C:)
!3 CD Drive (D:) Vir
= _CopyMeToVM ,,
File name: I AccountCodesDescription| vl
Save as type: [Q&A (*.ice) v

~ Hide Folders

Save l Cancel ‘

30. Give your workbook a title and click Save

Query Referencing Worksheet Cells
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J File Edit View Insert Format Cell Mode Tools Window Help

DBR-*FH S0 - @BEEBE v~ tBRRIEES Al

~975 - | B 1 U [E

Filter From Filter To

Code Description

| Worksheet | Document |

[ Employee Exper {SheetTitle}
® Workbook 2
[ sheett —
Workbook 3 I £ _l |811220
....... A : B [ ¢ D
|1 | Ace Union
2 | Analysis of Employee Expenses
| 3 | 2014 to 2013 Comparisons
4
| 5 | 2014001 2013001
6 2014012 2013012
7
| 8 |811220 JCar Depreciation Allowance
9 |811230  Child Allowance
| 10 |811410  Area Travel Subsidy (House to Office Travel)
| 11 |816110  Medical Policy Premium
12 |817110  Tax Assistance
12

Notice: Workbook 4 has disappeared from the Drill Tree Pane.

We can now go to the main report we are creating and continue to work
directly on that report.

31. Double-click on the right edge of column B to expand the width so the
longest Account title will be fully displayed

Query Referencing Worksheet Cells
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B - Q&A Executive / SDA - General Conference - Treasury

J File Edit View Insert Format Cell Mode Tools Window Help

JD'O'ﬁﬂ‘éﬂ'lﬂHJn““ﬁE@Z JTahoma

Code

iption Filter From

$% 3 2

{SheetTitle}
[ =~ ]
A B < D H I =
1 Ace Union
2 Analysis of Employee Exp
3 2014 to 2013 Comparisons
4
5] 2014001 2013001
6 2014012 2013012
EA
8 1811220  Car Depreciation Allowance
9 811230  Child All e
10 811410  Area Travel Subsidy (House to Office Travel)
11 [816110  Medical Policy Premium
12 [817110  TaxAssistance
13
14
| 15 | .
16 I
17
| 18|
19 =
< | »
< >

We now have a list of Account Codes and their Titles for the relevant accounts.
We need to now design a query to pull in the figure for the appropriate year.

32.Click in cell C8

Query Referencing Worksheet Cells
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H - Q&A Executive / SDA - General Conference - Treasury

J File Edit View Insert Format Cell Mode Tools Window Help

DR-*-FH S0 - @EE v~ BRRIES | Thm -975 - B I 5

Code

tion Filter From

lvév‘$%, »

@ TRAININGWB2 -
Employee Exper {SheetTitle}
@ Workbook 2
Sheet1 =
@ Workbook 3 |cs = | _|
o= A B c D E F G H 1 =
1 Ace Union
2 Analysis of Employee Exp
| 3 | 12014 to 2013 Comparisons
4
5 2014001 2013001
6 2014012 2013012
7
8 1811220  Car Depreciation Allowance
9 811230 Child Allowance
| 10 |811410  Area Travel Subsidy (House to Office Travel)
11 816110  Medical Policy Premium
12 [817110  Tax Assistance
13
14
15
16
| 17 |
18
19 =
< | »
< >
Let's think about the type of data we need to pull into cell C8. We want the
figure for the expenses in the related account for that particular year. We
need a Summary Link.
33. Select a Summary Link Data Type
Query Referencing Worksheet Cells 20
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Summary Link

Data Type ISummary Link LI F
Definition | Options I

~Filter

cs @

Filter From

SunSystems 6 bunSystems 6

Description I Filter From I Filter To | Value From | Value To

| Link Code

Product
Business Unit
Table

SunSystems 6
ATA

SunSystems 6
ATA

>

N

Selection List Output

Item

Target Cell |

ol |a|«|»|p |a]s

| Cancel

Notice: In the upper right corner of the Summary Link dialog, the cell number

(C8) is displayed. This is a handy reference, in case you ever wonder whether

you are working in the appropriate cell.

We need to be able to see what is going on in cell C8, so we will drag the
Summary Link dialog down and to the right so that we can see cell C8.

Query Referencing Worksheet Cells
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File Edit View Inset Format Cell Mode Tools Window Help
DR - FWH &0 - @@ | - b BRBRICEE
Code Description Filter From Filter To
‘4
S L Wrsheet | pocument
@ Envloyee Expe {SheetTitle}
@ Workbook 2
[ sheett [cs ~ ‘
@ Workbook 3
@ Ssheett A B c D E F G H 1
1 Ace Union
2 Analysis of Employee Expenses
3 2014 to 2013 Comparisons
4 Data Type Summary Link -] R
5 2014001
G 2014012 | Defniton | Optons |
7 Flter
8 (811220  Car Depreciation Allowance [ riterfrom -+ funsystems 6
9 |811230  Child Allowance
10 811410  Area Travel Subsidy (House to Ofice Travel) Description Fiter From [Fiter To Value From Value To Link Code.
11 816110  Medical Policy Premium Product SunSystems 6 SunSystems 6
12 (817110  TaxAssistance Business Unit ATA ATA
13 Table
14
15
16 A
7 Selection List Output
18 || 1tem [ Targetcen |
19
T

D |[aja[r|p |2

We need to design the query that will bring in the data we need for our
report. We want the figure for expenses, so we need to work with the Ledger.

34.Select the LA Ledger Table as the Table filter
35. Click in Account Code filter row
36. Click in the Filter From field
37. Click in cell A8 (the cell where the results of the query will be displayed)
38. Place your cursor in the Filter From field
39. Click in cell A8

Query Referencing Worksheet Cells

22



¢ SuUNPlus

Data Type ISummary Link j [
Definition I Options I
—Filter
Filter From El =$A8 |a11220 Link Code
Filter To El =$A8 811220
Description ] Filter From l Filter To | Value From | Value To | Link Code
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code =SA8 811220
Accounting Period =SA8 =SA8 811220 811220
L A
Selection List Output
- Ledger Item Target Cell
Account Code E LA\Base Amount c8

[#-CA Chart of Accounts
-- Accounting Period

Debit/Credit
- Transaction Amount
#-RT
Base 2/Reporting Amount
[#-RT2
--Memo Amount
--Base Currency Code
Transaction Currency Code
[#-CN Transaction Currency Code

... Ind Raca Danartina Cirrancs Cada

|o|w [al«|>|p |2]5

Notice how the cell reference is displayed in the Filter From and Filter To

fields. We are creating a permanent link into the Ledger with this reference.
Anytime the query is run, the up-to-date value of the query will be pulled in.

40.Click on Accounting Period in the filter pane

41. Place cursor in the Filter From field
42.Click on cell C5

By using a reference instead of a hard-coded value, the report operator can
change the value in the selected cell and extract the report without having to
open and modify the query itself. The query will pick up the value in the cell

and use that in the calculation.
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Summary Link
Data Type ISummary Link L] R
Definition I Options I
r~Filter
Filter From EI |=C$5 IZO 14001 Link Code
Fiter To af[=css 2014012
Description | Filter From ] Filter To I Value From | Value To I Link Code
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code =SA8 811220
Accounting Period =C$5 =C$6 2014001 2014012
A
Selection List Output
- Ledger Item [ Target Cell [
- Account Code
[#-CA Chart of Accounts
- Accounting Period 2
- Base Amount ~
- Debit/Credit
- Transaction Amount h
[#-RT =
- Base 2/Reporting Amount
B-RT2 i
-~ Memo Amount =2
- Base Currency Code
- Transaction Currency Code
[#-CN Transaction Currency Code
.. A Raca Danarkinn Ciirranc Fada ~
Help oK Cana
43.Place the censor in the Filter To field
Summary Link
Data Type ISummary Link LI R
Definition I Options I
~Filter
Filter From EI |=C$5 |2014001
Filter To El ==
Description | Filter From | Filter To | Value From | Value To
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code =$C$3 =$C$3
Accounting Period =Cs$5 =$Cs8 2014001
A
Selection List Output
Ledger ~ 1 |[1tem [
- Account Code ad
[#-CA Chart of Accounts

44 Click in cell Co

We now have the Accounting Period range for 2014.

Now we need

the data items to include.

In our report, we want Base Amount to be the value.

45, Click on Base Amount in the Selection List and move it to the Output Pane
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Summary Link
Data Type |Summary Link L] [ Cc8
Definition I Options ]
Filter
Filter From EI =C$5 ... 2014001 Link Code
Filter To EI =C$6 2014012
Description | Filter From I Filter To | Value From | Value To | Link Code |
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code =SA8 811220
Accounting Period =Cs5 =Cs6 2014001 2014012
A
Selection List Output
Ledger A Item Target Cell

Account Code
[#-CA Chart of Accounts
Accounting Period
:
Debit/Credit
Transaction Amount
#-RT
Base 2/Reporting Amount
#-RT2
Memo Amount
Base Currency Code
- Transaction Currency Code
[#-CN Transaction Currency Code

... Ind Raca Danartina Currancs Cada

£ LA\Base Amount

ol [a|<|>|p 2]

Help | oK I Cancel I

Notice: There are $ (dollar signs) in the Filter From and Filter To fields for both
Account Codes and Accounting Periods. Q&A has supplied those
automatically. They mean exactly the same thing they mean when you are
working in Microsoft Excel. As it does in Excel, the dollar sign ($) differentiates
between absolute references and relative references.

If the formula is $C$8 it is an absolute reference. The $ influences the
character that comes directly after it. In an absolute reference, the system will
return to a single cell to determine the value that needs to be pulled in.

So $C tells the system to return to column C for every piece of data to be
calculated. The $8 tells the system to return to cell 8 for every piece of data to
be calculated.

Sometimes you see a variation of the absolute reference. The Accounting
Period formula is a good example of this. The Filter From value for Accounting
Period is C$5. This is a combination of relative reference (the C) and absolute
reference ($5). In this formula, the system will always return to column C row
5, but it will keep the row the same every time and change the column values.

In the Account Codes filter, we see an absolute reference of $C8. Here the

system will always return to column C, but it will start with row 8, then work its
way down the worksheet for the subsequent values.
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46.Click OK to save the query
47.Right-click on cell C8

B - Q&A Executive / SDA - General Conference - Treasury

J File Edit View |Inset Format Cell Mode Tools Window Help

DR-*-FH S0 - BEE | ©~ ¥ BRIE S | Tahom - 975 -

Description Filter From

Worksheet I Document I

® :i:::aper {SheetTitle}
®  Workbook 2
(] sheet1 - - R
° workbooks, | cs ~| | AGESMLK(1,™,$A8,C$5,C$6,-2,0) J
Sheet1 A B [ ¢ D E G H 1 -
1 Ace Union
| 2 | Analysis of Employee Expenses
EN 2014 to 2013 Comparisons
4
s | 2014001 2013001
6 | 2014012 2013012
7 |
| 8 |811220  Car Depreciation Allowance $1.
| 9 /811230  Child Allowance Define Criteria
| 10 |811410  Area Travel Subsidy (House to Office Travel) Clear Contents
| 11 |816110  Medical Policy Premium Cell »
| 12 |817110  Tax Assistance ) Undo
13 & Cut Ctrl+X
% Copy Ctrl+C
16 | B Paste Ctrl+V |
z Format Cells >
Lk | Insert »
L9 Delete > f
d B CriteriaView  Ctrl+Q [»
< > Mode >
é Print

We can save some time by copying the query in one cell and pasting it into
another cell whose query would be similar.

48.Select Copy

49, Highlight cells C8 through D12
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B2 - Q&A Executive / SDA - General Conference - Treasury - X
File Edit View |Inset Format Cell Mode Tools Window Help
DBa-¢-ZH S0- @EEBE > § 2BRIE = | Tshom ~975 v B I U s | >
Code Description Filter From Filter To &
< [»[]
j Worksheet IDocument
@ TRAININGWB2 SheetTiie}
Employee Exper {SheetTitle
@®  Workbook 2
Sheet1 [cs ~| |=AGESMLK(1,",SAB,CSS,CSG,-Z,O)
@ Workbook 3
T A B c D E F G H I <]
1 Ace Union
2 Analysis of Employee Expenses
3 2014 to 2013 Comparisons
4
5 2014001 2013001
6 2014012 2013012
7
8 811220  Car Depreciation Allowance
9 811230 Child Allowance
10 811410  Area Travel Subsidy (House to Office Travel) -
11 (816110  Medical Policy Premium
12 |817110  Tax Assistance
13
50. Right-click
Worksheet I Document I
{SheetTitle}
cs | [-AGESMK(1,™,$48,C$5,C$6,-2,0)
A B & D E F
1 Ace Union
2 Analysis of Employee Expenses
3 2014 to 2013 Comparisons
4
5 2014001 2013001
6 2014012 2013012
7
8 811220  Car Depreciation Allowance $1.00] - —
9 (811230 Child Allowance Define Criteria
10 [811410  Area Travel Subsidy (House to Office Travel) Clear Contents
11 [816110  Medical Policy Premium Cell 4
12 817110  Tax Assistance X2 Undo
13 & cut Ctrl+X
i; Copy Ctrl+C
= B Paste Ctrl+V
17 Format Cells »
18 Insert 4
19 Delete »
4 B Criteria View  Ctrl+Q
Mode »
& Print
Formula »
51. Select Paste
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B2 - Q& Executive / SDA - General Conference - Treasury - [m} X

J File Edit View Inset Format Cell Mode Tools Window Help

DR-*-FH S0 - BEE |©~ ¥ BRIE S | Tahom 975 - B I U

"
il
il
N
>
=
©®
N

Filter From Filter To

2 Worksheet | Document |

Employee Exper {SheetTitle}
@ Workbook 2
Sheet1 = - - R
Pl c8 ~| | AGESMLK(1,™,$A8,CS5,C$6,-2,0) J
e A | B [ ¢ D E F G H 1 B
| 1 | Ace Union
L A L, is of E r- Y Exp
| 3 | 2014 to 2013 Comparisons
|4 |
| 5 | 2014001 2013001
| 6 | 2014012 2013012
L7
| 8 |811220  Car Depreciation Allowance
| 9 |811230  Child Allowance

10 |811410  Area Travel Subsidy (House to Office Travel)
816110  Medical Policy Premium
12 817110  TaxAssistance

2|

Using Copy and Paste, we do not have to retype the query into each of the
new cells. This can save time and aggravation, especially if you are working on
a large, complex report.

52. Click the Extracticon @

ﬂ Extract —_ O X
~Drill Paths Extract Primary
[Code [Description [Time Taken [b 4] Worksheets
Cancel

Extract Drill Path

Set as default

<|

<« | » Help

[~ Extract locked values

Extract Primary

53. Click the Extract Primary Worksheets button Worksheets

Query Referencing Worksheet Cells 28




¢ SuUNPlus

H Workbook 3.ice - Q&A Executive / SDA - General Conference - Treasury

File View Output Mode Tools Window Help

DBE-*-EH &0 - BELEE

ST

i Worksheet IDocument]

@® WORKBOOK 3 T
Sheetd Sheet1
A B . c [ o =
1 Ace Union
2 | Analysis of Employee Expenses
3 2014 to 2013 Comparisons
LA |
5 2014001 2013001
6| 2014012 2013012
7
8 [811220  Car Depreciation Allowance $84232.75)1716199.20
9 1811230 Child Allowance 194232.75)1596199.20
10 811410  Avrea Travel Subsidy (House to Office Travel)229212.75)558039.20
11 |816110  Medical Policy Premium 261552.75)1522759.20
12 |817110  Tax Assistance 270152.75)1505343.74
13
14
15

54. Double click on the right edge of column C to expand the width of the

column

55. Double click on the right edge of column D to expand the width of the

column

u Workbook 3.ice - Q&A Executive / SDA - General Conference - Treasury

File View OQOutput Mode Tools Window Help

% T

::j Worksheet I Document |

@® WORKBOOK 3 T
Sheetl Sheet1
A | B [ ¢ D B
1 Ace Union
2 | Analysis of Employee Expenses
3 2014 to 2013 Comparisons
| 4 |
5 2014001 2013001
6| 2014012 2013012
7
8 [811220  Car Depreciation Allowance ($84232.75) $3716199.20
9 1811230 Child Allowance ($194232.75) $3596199.20
10 811410  Area Travel Subsidy (House to Office Travel) ($229212.75) $3558039.20
11 |816110  Medical Policy Premium ($261552.75) $3522759.20
| 12 (817110 Tax Assistance ($270152.75) $3505343.74
13
14 |
15
16
y —
18

As you study the figures in this report, keep in mind that it is a made-up, not

particularly realistic report, built upon a sparsely populated demonstration

business unit. Please do not expect this data to make sense.
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In the next lesson, we will study Breakouts.
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