
ZOOMING THROUGH STATE GRANT PROCESSING WITH EXCEL

PRESENTERS:


BARBARA SCHMITT, DIRECTOR OF FINANCIAL AID


MANSFIELD UNIVERSITY OF PENNSYLVANIA


FRAN MCKEOWN, EASTERN REGIONAL MANAGER


PHEAA

     
RACHAEL LOHMAN, EASTERN REGIONAL MANAGER


PHEAA
OCTOBER, 2010
UNDERSTANDING SELECTED EXCEL FUNCTIONS

Auto Fill - You can click on the bottom right hand corner of a cell and drag it along to “auto fill” subsequent cells.  Be careful – Excel may make assumptions when you do this.  For example, if you auto fill a column that was populated with a date, Excel will add one day to each of the subsequent cells

	Date

	10/8/2010

	10/9/2010

	10/10/2010

	10/11/2010

	10/12/2010

	10/13/2010

	10/14/2010

	10/15/2010


Fill - Used to copy information from one cell to other cells

Click in cell that you want copied and then left click and drag curser over fields 

you want information copied to


Click on FILL


Select direction



Down



Up



Right



Left

Insert Column


Select column next to where you want to insert the new column


Click on Insert

Delete Column


Select column you want to delete (highlight the entire column)


Click on Delete

Hide Column


Select column(s) you want to hide


Click on Format



Click on Hide & Unhide

Click on Hide Columns

Unhide Column


Select columns before and after columns you want to unhide


Click on Format


Click on Hide & Unhide

Click on Unhide Columns

Size Column (automatically size single column to fit information in each column)


Select columns you want to resize


Select Format


Select AutoFit Column Width

Size Column (individually size a column)


Place cursor to right or left of column divider


Left click and drag to size you want column (larger or smaller)


OR


Double click to have column automatically resized to fit data in the column

Size Column (all columns to fit information in each column)


Place cursor in box to left of column A and above Row 1 and click


Click Format


Click AutoFit Column Width

Insert Row


Select row number below where you want to insert the new row


Click on Insert


Click on Insert Sheet Rows

Delete Row


Select row number you want to delete (highlight the entire row)


Click on Delete


Click Delete Sheet Rows

Mathematical Calculations


=SUM(cell name function cell name)


=SUM(A1+A2) 
 will add amount from cell A1 to amount in cell A2


=SUM(A1:B4) 
will add amounts from all cells in range of A1 to B4


=SUM(A1-B4)
will subtract amount in B4 from amount in A1


=SUM(B4*D3)
will multiply amount in B4 by amount in D3


=SUM(G6/C3)
will divide amount in G6 by amount in C3

Sort Data


Highlight full worksheet (click on box above Row 1 and to left of Column A)


Click on Data



Click on Sort

Indicate Header or No Header (My data has headers.  This will tell 

Excel whether or not to include the first row in the sort)




To sort by column, select column by which to sort in Sort By Box




To sort by value, select value by which to sort in Sort On Box




Select Sort Order
Combining Two Columns into One


Insert a Column next to the columns you want to collapse into one column


Click on top cell in the new column


Enter Function



= Cell Name&””&Cell Name   (to join two columns)



=Cell Name&””&Cell Name&””&Cell Name (to join three columns)
Splitting a Column – If you want to divide the data in one column into two or more columns such as splitting a column that contains First Name and Last Name into two columns one for First Name and one for Last Name


Select Column (click to highlight column)


Click on Data


Click on Text To Column



This will bring up the Convert Text to Column Wizard




(a)Selected Fixed Width if you want to set your columns at a 

specific mark





Click on Next





This will bring up Step 2 of 3






Click once where you want to separate the data






Click twice to delete a separation






Click Next






Click Finish after reviewing on next screen




(b)Select Delimited if you want to set your columns at a specific 

break, such as comma, space, etc.




 
Click Next





This will bring up Step 2 of 3






Click on element to use to define columns






Click Next






Click Finish after reviewing on next screen

Truncating – Can be used to partially hide Social Security Numbers


Insert Column


Click on first cell

=RIGHT(A1,4)
will take the information from column A1 and will only display the 4 right most characters

	123-45-7890
	7890

	389-34-9879
	9879

	893-03-4344
	4344

	389-09-8890
	8890


Filters – Used to sort through and/or isolate information within a column(s).  You can set filters for any column.  First row should be header name.  Once filtered, you may want to copy and past into a separate worksheet.  


Click on Column to highlight


Click on Data


Double click on Filter


Once Set you click on down arrow on column to select filter

(To remove filters, highlight column and click on Filter (under Data heading)
VLOOKUP and HLOOKUP – two functions that can find and return a value by looking them up in a data source.


VLOOKUP – looks vertically (top to bottom); use to find corresponding data in 

another worksheet that you’d like to place in your main worksheet.

SAMPLE:  =VLOOKUP(A2,’[Book3.xlsx]Sheet1’!$a$1:$C$493,3,FALSE)

A2 – Cell on main worksheet where the information is that 

you want to search for (match) on the secondary worksheet.


‘Book3,xlsx]Sheet1’ – name of secondary workbook,worksheet


! – divider

$A$1:$C$493 – range of cells on secondary worksheet that you 

want to search 


3 – column on the secondary worksheet that holds the information 

you want to return to the main worksheet.




FALSE – indicates to look for an exact match (TRUE would 

indicate an approximate match)


HLOOKUP – looks horizontally (left to right).

MATCH/INDEX - function to find and return a value by looking at two data elements in a data source.

SAMPLE:  

=INDEX(‘Index Test2.xls,]Sheet1’!$F$2:$F$8,MATCH(A2,’(Index Test2.xls)Sheet1’!$A$2:$A$8,0)


Index Test2,xls,]Sheet 1 – Name of secondary worksheet


$F$2:$F$8 – range of cells on secondary worksheet that you want to 

search for item to bring back



$A$2:$A$8 – range of cells on secondary worksheet that you want to 

search for match

A2 – Cell on main worksheet where the information is that you want to 

search for (match) on the secondary worksheet



0 – type of match (must be exact match)

IF, THEN – allow the return of a value dependent upon certain conditions existing.  Can “nest” several If,Then statements within the command


SAMPLE:  =IF(D1=E1,”OK”,IF(D1>E1,”OVERPAID”,IF(D1<E1,”UNDERPAID”)))



If D1 equals E1, OK will be placed in Cell.



If D1 is greater than E1, OVERPAID will be placed in Cell

If D1 is less than E1, UNDERPAID will be placed in Cell

CMWEB MAILBOX

Before using the CMWeb Mailbox, the school must be set up and access must be granted to specific users.  Please contact FAS Services if you are interested in using the CMWeb Mailbox to get electronic transmissions of state grant files and are not already set up to do so.  Individuals must be given access to the Mailbox through the BPAMS system.

STATE GRANT TRANSMISSION FILES

State Grant Disbursement File – from PHEAA to School – SG10DISB 

State Grant Status Roster File – from PHEAA to School – SG10STAT

State Grant Certification File – from School to PHEAA – SG10CERT

State Grant Summer Cert File – from School to PHEAA – SGS0CERT

The file layout for each of these transmissions is available in Document Library.  Select Financial Aid Services from the left hand column, and then select Transmissions.

RETRIEVING FILES FROM CMWEB MAILBOX

1. Log into Alec School Portal.

2. Click on “Send & Receive Files” under File Transfer heading (Web File Transmissions).

3. This will take you to a screen that confirms that your logon is successful.

4. On left had side, click on “Directory.”

5. Click on “Check Mailbox.”  Note, Process Flags Box should be at “Not Transmitted”

6. This will bring you to a list of files that have been placed in your CMWeb Mailbox that have not yet been downloaded by the school.

7. Click on Batch ID in the Description Column for the file you want to download

a. State Grant Disbursement File

b. State Grant Status File

8. Select “Save”

9. Brings up “Save As” screen.  Save file on your computer so that you know where to find it (You may want to rename the file so that it also has some meaning to you as well)

PLACING FILES INTO CMWEB MAILBOX

1. Log into Alec School Portal

2. Click on “Send & Receive Files” under File Transfer heading (Web File Transmissions).

3. This will take you to a screen that confirms that your logon is successful.

4. On the left had side, click on “Send”

5. On “Send” Screen

a. Select ASCII

b. Type in School Mailbox ID

c. Type In Batch ID (SG10CERT or SGS0CERT)

d. In File Name field

i. Type in name that the school has given the file OR

ii. Use Browse to find file and then select it
OPENING A TEXT FILE IN EXCEL

1. Open Excel – brings up blank workbook

2. Click on “DATA”

3. Click on “FROM TEXT”

4. This will bring up “Import Text File”

a. In box “Text Files” select “All Files (*.*)

b. Find file you had previous saved on your computer

c. Click on file 

5. This will bring up Text Import Wizard

a. The State Grant transmission files are in “Fixed Width” format, be sure that is selected

b. Start Import at Row – May want to start at Row 2 since Row 1 is header information

c. Click Next

6. This will bring up Step 2 of 3 Box

a. Using the file layout, determine where you want columns set once the file is downloaded into Excel

i. Click once to add a column divider

ii. Click twice to delete a column divider

b. Before getting to this step, you should decide what information from the files is going to be used.  This will allow you to eliminate some of the column set ups.

c. Reading from the File Layout, you would subtract 1 from the beginning number of each field to determine where to place the line

d. Click Finish 

7. This will bring up the Import Data Box

a. Select Existing Worksheet

b. Click on Cell A1

c. Click on OK

8. Data has now been loaded into an Excel worksheet.

9. Save Data As

a. Select Excel Workbook

b. In Save As Box

i. Select Location

ii. Type in name of file in File Name line

iii. Click Save

SAMPLE - USING EXCEL TO COMPARE STATE GRANT AWARDS AS LISTED ON THE STATE GRANT DISBURSEMENT FILE WITH STATE GRANT AWARDS PAID ON STUDENT ACCOUNTS

1. Download the State Grant Disbursement Roster from CMWeb Mailbox into Excel

2. Generate report from in-house computer system of state grants paid to students and put in Excel format

3. On the Excel version of the State Grant Disbursement Roster

a. Format column you want to compare to be a different color

b. Insert column next to column you want to compare

c. Type function in top cell of column you just inserted

i. VLOOKUP

ii. MATCH/INDEX

d. Fill Down

e. Insert another column

f. Type function in top cell of column you just inserted

i. Mathematical Function

1. =SUM(E1-F1)

2. This will show any differences between what was listed on disbursement roster and what was credited to student accounts

ii. If/Then Function

1. =IF(E3=F3,"OK",IF(E3>F3,"UNDERPAID",IF(E3<F3,"OVERPAID","CHECK")))
2. This will show a message for each comparison

g. Use Filter to identify records to be reviewed

SAMPLE - USING EXCEL TO CHECK STATE GRANT ACADEMIC PROGRESS

4. Download the State Grant Disbursement Roster or State Grant Status Roster from CMWeb Mailbox into Excel

5. Generate report from in-house computer system of credits completed in the last academic year (fall and spring) and put in Excel format

6. On the Excel version of the State Grant Roster

a. Format column you want to compare to be a different color

b. Insert column next to column you want to compare

c. Type VLOOKUP function in top cell of column you just inserted

d. Fill Down

e. Insert another column

f. Type IF/THEN function

i. =IF(AI1=0,"OK",IF(AJ1>=24,"OK",IF(AJ1<24,"CHECK")))
ii. This will identify those that need to be checked manually

g. Use Filter to sort

i. Insert heading row

ii. Click on Auto Filter

[image: image1.emf]
[image: image2.emf]
[image: image3.emf]
