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Excel automated template 

Enable Macro setting in Microsoft Excel 
 

The Excel automated template works using a format macro, to use this function you must first enable 
your macro setting in your Excel, Once completed. You should no longer need to repeat this step. 

Select File then Option from your menu. 

 

Then select Trust Center in your option menu. Then select Trust Center Settings. 

 

Select Macro Settings in the option menu, then select the Enable all macros option. Then click OK 
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Extracting the CSV Bill 

Step one: Extracting the CSV file from the Group Administrator Online Tool Kit. 

 

 

Step two: Locate your csv invoice from the GA site 

 

Once the invoice you want to format is selected (Document type of CSV). Save this file to your PC. 
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Formatting of the CSV file to Class level billing information 
 

Importing the CSV file to your formatting template 
 

To add your data into the macro template, select Data from the top tab, then select from text. 

 

 

Locate your CSV file and import this file to your template 

 

You will be prompted with some file selection choices, select Delimited, then next. 

 

Then, from the option delimiters, select comma then finish. 
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Note: To manually format your data, skip the next step. 

Once your data is loaded to your template; select Ctrl and Z at the same time to activate the format 
macro. 

The format macro will break you information and present the information by class and subtotal by 
member. 

Manually formatting your data 
 

To manually format your data into a class level report, you first open your csv file and have your 
information open in Excel. 

 

Step one – selecting all the data in your sheet 
Click in the upper left corner of your spreadsheet, this will select all the content of your datasheet. 

You will notice that all the columns and its content has changed to Blue, this signifies that all data has 
been selected.  
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Step two- sizing your columns 
Click between A & B to adjust column widths 

 

 

Step three – Creating a unique identifier to sort your data 
 

To create a unique identifier to sort your data, join data from 3 columns using the concatenate function 

A- Create a blank column 
 
Click column H and right click choosing insert to add a column, title the new column H "Employee" 
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B- Create a unique identifier by combining 3 columns 

Click on the first blank cell in Colum H, then select the formula function ,  
select the concatenate function from the list. 

 
 

C- Select the columns to join as a group. Select  F2, G2 and D2  
 

 
You now have a unique identifier to help you sort your data. 

 
 
To copy this formula to the other blank cell, double click in the lower right corner of the cell with 
the formula. 
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Step four: How to sort your data by class. 
 
A- Select all your data by clicking the upper left corner 

 

B- Select Sort from the home tab then Sort and Filter then custom sort. 

 

 

C- In the sort menu, select the column name you want to sort by, then select A to Z, Selecting add 
level will add a second line so you can then sort by Employees. 

 
 
Step five: Adding subtotals  

Locate Data and then subtotal from your menu area 
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Step A: 
In the subtotal option select Class from the drop down and sum in the function drop down, 
select total in the option window. 

 
 
Step B: 
In the subtotal option select employee from the drop down and sum in the function drop down, 
select total in the option window. Select replace current subtotals and summary below data. 
Then click OK. 
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