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QA Executive Training 
 

Expands 
 
 
In this lesson, we will study a powerful QA Executive analysis function: Expand.  
 
This tool is especially valuable in an environment where varying kinds of underlying 
data are used. 
 
For this lesson, we will open the little report we designed in our last lesson, the 
Analysis of Employee Expenses. 
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Review Query 
 

One of the cool things we did in the last lesson was to create a query in a single cell – 
cell C8.  
 

 
 
Let’s look at the query. Notice that the values in the Filter Pane have not been hard-
coded. Instead, they have formulas, allowing the query to interact with the relevant 
cells even if the query itself is copied and pasted into similar cells. 
 
In the last lesson, our last step was to copy the query in cell C8 and paste it into the 
other 9 figure cells. Because the values were picked up by a formula which reset 
itself for each new cell it was copied into, the figures that were pulled in were correct 
for that cell. 

 
In the screenshot above, the original query is displayed. The Account Code formula is 
going into cell A8 to pull in the Account Code for that row. 
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In the screenshot below, the original query has been pasted into another cell. Check 
out the formula for the Account Code in that screenshot. 
 

 
 

The formula is now pointing to cell A10 – so we can see that the formulas are 
working correctly. They are adjusting to their new environment in a new cell. 

 

Extract 
 

We will now extract the report. 
 
1. Click on the Extract icon  
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2. Click Extract Primary Worksheet button   
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Here is our little report. Now we can work on Expands to look into the data. 

 

Expand 
 
An Expand Analysis lets you drill down into a figure to view the details that make up 
that figure. It will insert Expand (+) and Collapse (-) icons into the worksheet, letting 
you toggle back and forth between viewing the details or only the totals. 
 
Let’s see how that works. 
 
Case Example: 
 
Let’s expand the figures we have extracted by Department. 
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3. On an extracted report, highlight the cells whose contents will be expanded. 
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4. Click the Expand icon on the toolbar   
 
By selecting all of the figure cells in the report, you will get a gigantic demonstration 
of Expanding. It is likely you will usually expand in smaller batches. 

 

5. Select Specify    
6. Scroll down the Selection List to the L4 Function Analysis Table 
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7. Click the + to the left of the L4 Function Analysis Table to expand the table 
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8. Move Name from the Selection List into the Output Pane 
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We have a choice: do we want to create a new worksheet or run the Expand within 
the current worksheet. 
 
If we are expanding a value in a financial statement, we would not want the Expand 
to be created in its own worksheet. By Expanding in the current worksheet, we can 
help keep the financial statements from getting out of control. 

 
9. Click the Options tab 
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10. We want to be sure the Create a new worksheet option is checked, if we want 
to open the Expand in its own worksheet 
 

11. Click OK 
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Here is the Expand by Department. 
 
Notice: There are now values for every department. 
 
Notice: The Account Code row, highlighted in lavender, displays that department’s 

total, which is broken down, or Expanded, into the separate totals for each 
department.  

 
Notice: The expansion rows are listed before the Account Code total. 
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Notice: The Expand has created its own worksheet, which is listed as a dependent 
worksheet in the Drill Tree Pane. It is preceded by the Expand icon, showing 
it is an expansion worksheet. 

 
12. Click on the first Sheet1 in the Drill Tree Pane to return to the main report. 
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13. Click on the second Sheet1 in the Drill Tree Pane to reopen the Expand 
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This has been a demonstration that the Expand function has not overwritten the first 
report. We can easily move between them.  
 
We have come up with essentially two separate listings or reports: a summary listing 
and a detailed listing. 
 

Another Expand 
 
Let’s try another Expand analysis. This time let’s expand the details of Account Code 
811210 by Department Employee. 
 

14. In the Expand worksheet, highlight all of the Department expansion rows for 
Account 811210 
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15. Click Expand icon   
 

16. Click Specify  
 

17. Scroll down the Selection List to the L7 Who Analysis Table 
18. Click the + to expand the L7 Who Analysis Table 
19. Select Name from the L7 Who Analysis Table as the Output data item 
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Notice: The last item in the Filter Pane is LA\L4\name. Because we are expanding on 
a previously extracted Expand, the first Expand’s value(s) is added as a Filter 
criteria in subsequent Expands. 

 
20. Click OK 
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We can now see the employees associated with each figure within the Department 
within the Account Code. 
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The expanded data can be displayed in various ways. For instance, each of the 
collapse (-) features can be used to collapse the associated values. The same is true 
about each of the expand (+) features.  
 
One department, for instance, can be displayed, while others are not. In the 
screenshot above, all of the departments’ details have been collapsed for the 811210 
account.  
 
In the screenshot below, a couple of the departments’ details have been expanded, 
while others are still collapsed. 
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Recap: 
 
 In this lesson we expanded the Account Code totals into subtotals for each 

Department. In a second expansion, we expanded the Department subtotals 
to show the subtotals per Department Employee. 

 
 

 
 


