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Using Focus/Hide on a Pivot

Sometimes you want to focus on specific data in a pivot — to see and analyze a specific
part of the data that was brought back when you processed the report. You can
accomplish this quickly and easily with “Focus” and “Hide” inside the pivot itself.

An example of Focus/Hide is built into most of the GFS Pivots:
Because most users will not want Cancelled aid included in either the detail or the grand
totals, the standard reports include a Focus on Aid Status = “Active Aid Items.”

Focusing Data in a Pivot

First, make sure the pivot is not in print preview mode. (Go up to the File Menu and
unselect Print Preview if it is checked.) The Outliner should be visible below the report.
(If not, toggle it on by clicking on “Data Layout” in the top right corner next to the word
“Sort.”) The Outliner is divided into sections: Row Labels, Column Labels, and Facts.
In the picture below, the outliner is in yellow.

You can Focus or Hide based on the values of any data in Row Labels or Column Labels.

RunD |11/14/08 13:55:56

lfid [2009 _Imd L |
[Term. 10a| =2
[ Emplid  [Stf [Stf Gf Ad Ident Sif Gf Ad |fsst Detail  |Project  [Task [Award  |Expendit |Charge Priority |Line? [P [P [P [P [P
Status Gf seq lure Type |ppr
id Staty
|4 Type Sudtotal 0| 0|
[Student Aid Totat ) [
04881017 | AST [cHANG [asToo1 [Ra Gobes) Jiosseto [+ usarp [ 51460 [RASAL [cia | o [
|4 Type Subtotal 0| 0|
TAL [cHANG [TALo01 [RA20nrs) [tosss10 [+ [ueaD | s1976 [ruony  Joa [ D D
|4 Type Subtotal 0| 0|
[Student Aid Total 0 0
04883641 [ AST [RA Everitt [astoot — [rAqons) — Jt1zio47  Jioo [oaszR | 51460 [RASAL [ca [ o 0
|4 Type Subtotal 0| 0|
TAL [RA Everitt [TALO01 |RA(20N$) [1020351  [3 [aseni 81976 [Tuonly  Joa [ D o
[1121047 100 [caszr | 1976 [tuonLy  foa [ D D
|4 Type Subtotal 0| 0|
[Student Aid Total 0 0
04008778 | AST |EE203A IASTDD| |CA(2E|hrs) [mzmn || IAABED ] 51410 |CAVSAL |DJA 3] D
|4 Type Subtotal 0| 0|
STP |Heatth Sub Ast Full [sTPO01 [ [iosesas [0 [asPan [ 67630 [HLTHSUB [ciA | D 3
|4 Type Subtotal 0| 0|
| TAL [EE283A [Tawo1 [cAGohs)  [i0z8148 |1 [AABED | 51975 [TUONLY oA | D )
[t Type Subtotal 5] 5]
[Student Aid Total 0 0
04210083 [ AST [enge [astoot — [RAons)  Jiosses7 [t [DENJS | 51460 [RASAL [ca [ o 0
|4 Type Subtotal 0| 0|
STP [Heatth Sub Ast Full [sTPoor T [10s9538 [ [asPAs | 67630 [HLTH SUB [cia | D o
|sTPoDZ | |10s9s3s [10 [aspan | 7630 [HLTH SUB  [cia M| [
|4 Type Subtotal o| ] 0.4]
TAL [enge lTALDm |RA(2E|hrs) [mnﬁm || IDENJS ] 51975 |TU_UNLV |DJA 3] D
|4 Type Subtotal 0| 0|
[Student Aid Totat o M [
04910460 | AST [RA Byer/DeBra [asToo1 [Rarobes) [tos63s  [ioo [RouCT [ 51460 [RASAL [cia | D [
|4 Type Subtotal 0| 0|
STP |Heatth Sub Ast Full [sTPO01 [ Jiosasas [0 [asPan [ 67630 [HLTHSUB [ciA | D D
|4 Type Sudtotal 0| 0|
TAL [RA Byer/Debra [TALo01 [RAciohes) —Jr10oe3s [ioo [roucT [ 51976 [ruony  Joa [ D 0
|4 Type Subtotal 0| 0|
[Student Aid Toal 0 0
05046224 | STP [Heatth Sub Stp Full sTPOD3 1065343 1 [DADIZ | 67630 [HLTHSUB [cia | D 0
5TPOD4 1065848 |1 |DADIZ | 67630 |HLTH_SUB |C/A M "
STPODS 1065843 |1 [DADIZ | 57630 |HLTH_SUB |CiA M W
STPODG 1065848 |1 |DADIZ | 67630 |HLTH_SUB |C/A M M
NSF STPODT 1030935 [15 |QAYFE | 57340 [STD_CHRG |C/A | D o
NSF SoE Health STPODZ 1025914 |1 |AARBNM | 67630 |HLTHONLY |c/A | D 0
|4 Type Subtotal o| m| m| Mo
TUT [NSF ITU_TDDI | [1030935  [16 [oAvFE [ 87402 [TuONLY [oa [ D D
| NSF Prowast Trrmnz I Tritazas [ Tasanr [ a7ane Imonney rsa n n lL
Raw Labels: $id Status * Emplid * Stf Gf Aid Type * Stf Gf Aid Ident * Stf Gf Aid Seq * Asst Detail __|| Cofumn Labels: RunDate * Aid Year * Term Desc =

*Project * Task * Award * Expenditure Type * Charge Priority * Linef &ppr Status
Facts: P



11/25/2008 Focusing and Hiding Data in a Pivot.doc

In this case, we’d like to see only the Aid Type of TAL. So we’d highlight the value
“TAL” in the Aid Type column by clicking on one of the TAL lines in the main window,
and then right click. That brings up a menu with the choice “Focus on Items.”
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Click on that, and all the non-TAL items disappear — the AST, STP, and TUT lines all
disappear, from the detail and from the totals, as is shown in the next photo.
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How do you know, looking at your pivot, whether the pivot is showing you all the data,
or whether there is a Focus/Hide in place?

Look down at the Outliner again and you’ll see that the “Stf Gf Aid Type” label, which
contains the TAL data, now has a little drill symbol in front of it. This means you have
drilled down to focus (or hide) only part of the data. It doesn’t tell you which values
were selected for the focus/hide, only that a Focus or a Hide has been applied.
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To restore the pivot to “not focusing” on specific aid types — to show all of the types of
aid, not just those with “TAL” - right click on either a “TAL” value inside the pivot, or
on the STF_ GF _AID TYPE in the outliner, and choose “Show Hidden Items.”
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Now you will see all the different aid types restored. The drill symbol in front
STF _GF_AID TYPE has disappeared.
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You can focus on multiple values inside a row or column (using the “control click™ to
highlight move than one value at once) — for instance, to see just tuition payments you
could highlight aid type values TAL and TUT before right-clicking to Focus on them.

Moreover, you can use Focus/Hide many times inside a pivot, on different row or column
labels. Each column that you have drilled up or down on will show the drill symbol in
front of it. For example, here we have focused on “TAL” and “TAL001”, so both the STF
GF AID TYPE columns and the STF GF AID SEQ columns have drill symbols in front
of them.
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Each Focus/Hide is independent. If you remove the focus on Stf Gf Aid Seq (right-click
on TALOO1 and choose “SHOW HIDDEN ITEMS”), the pivot will still have a focus on

Stf GF Aid Type, so it will show only TAL. (It will also retain the built-in focus on Aid
Status, so it will only show Active Aid Items.)

The other way to remove a Focus is to delete the entire row/column where you placed the
Focus. If you deleted the entire “Stf GF Aid Type,” not showing that data in your pivot,
the focus on TAL would be deleted as well.
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If you’d like to undo all of the drill-downs, you can right click on any one of them and
choose “SHOW ALL ITEMS”. This will restore ALL the data to the pivot. (This means
the pivot loses the built-in focus on Aid Status = Active Aid Items, so the Cancelled Aid
will appear as well —at the very bottom of the pivot, if Aid Status is the first data column.)
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Hiding Data in a Pivot

Instead of focusing on data in a pivot, sometimes it’s more helpful to be able to hide data
that you don’t want to see. For example, in the pivot below, we’re choosing to hide
information about health insurance charges because we’re not interested in seeing that
data. So we click on both “HLTH SUB” and while holding down the control key, click
on “HLTHONLY” in the Charge Priority column, then right click and choose “Hide
Items.”
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Now our pivot no longer shows any health subsidy data. Once again, our Outliner shows
a drill symbol in the column in which we’ve hidden data.
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To “unhide” the data, we can either right click on the column in the main pivot, or right
click on the Row Label CHARGE PRIORITY and select SHOW HIDDEN ITEMS.
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Just like focusing on data, you can hide items in multiple columns and either undo the

S Snaglt

drill downs one item at a time or choose “SHOW ALL ITEMS” to undo them all at once.

You can also combine HIDING and FOCUSING in the same pivot.



