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Generating Automatic Subtotals
· Displaying Automatic Subtotals
Excel can summarize data in a table by generating automatic subtotals

· First, the data must be sorted on a single field (column), known as the “control field”

· Next, the table must be converted back to a “normal range” (plain old spreadsheet, not a table)

· Now, for each group of matching values in the control field, Excel will insert a new row containing the subtotals for that group
· Also, at the end of the table, a new row will be inserted containing the grand totals for the entire table
· How to do it:

1. Sort the data on a single field (the “control” field)

2. Table Tools | Design | Tools | Convert to Range
3. Data | Outline | Subtotal (opens the Subtotal dialog box)
4. In the At each change list box, select the field on which the data were sorted
· You MUST specify the field you sorted on (in step 1), or you will get meaningless results!
5. In the Use function list box, choose the subtotal function you wish to use (Sum, Count, Average, Max, Min, etc)

6. In the Add subtotal to list box, check one or more fields for which you wish to generate subtotals

7. Make sure the Replace current subtotals and summary below data check boxes are checked, and click OK
· To remove the subtotals: Data | Outline | Subtotal | Remove All
· Using the Subtotals Outline View
· When subtotals have been generated, three row-level buttons appear in the upper-left-hand corner of the sheet

· Click the buttons to change the display
	Click This Button
	To Display

	[1]
	 grand totals only

	[2]
	 grand totals and subtotals

	[3]
	 grand totals, subtotals, and

 “detail rows” (i.e., the  data

 records themselves)


· You can also click the Show Detail and Hide Detail buttons ( [+] and [-] ) at the left to toggle between displaying and hiding the detail rows in each “level” 

(A level is one or more records with the same value in the control field. I.e., a group of records for which a subtotal has been generated)

