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From the LIS Report Manager, extract Report ref 30 into your folder.  Make a copy in case you go wrong and have to start again.
2. In this new worksheet remove the following: 

· P1 to P12 Aim SLN and P1 to P12 LR ALS Cash.

3. Insert a column after “Surname” and call it “Full Name”

4. Using the “Concatenate” formulae merge the “Surname” and “First name” into the “Full Name” column

5. To do this click on the fx symbol on the tool bar and select the “concatenate” function, click on ok

6. A function arguments box should appear

· Click in the Text 1 box then click on the first surname in the surname column

· Click in the Text 2 box and enter a pair of speech marks with a space in between them  “ “. This will put a space between the surname and first name. 

· Click in the Text 3 box then click on the first name in the first name column

· Click on ok and the “concatenated” name should now appear in the Full Name column

· Copy the formula to merge the remaining data.

7. After the last column on the worksheet (after P12 LR Cash) add a column header called Total Cash and insert a sum to add across all the cash rows for each learners learning aim.
8. Format all the cells containing cash as currency and to 2 decimal places.

9. Insert a sum at the bottom of the Total Cash Column to give you a grand total of all cash payments.

10. The total cash value on the worksheet should be reconciled to the ILR Funding Estimates/Claims 2009/10 funding report obtained from LIS, and should agree to the following values shown on the report.
· 16 – 18 Learner Responsive Funding sections A and A(e) if the College are also delivering Foundation Learning. 

· Adult (19+) Learner Responsive Funding section A.

· ALS should not be added in as this is outside of the audit scope and we have removed the ALS cash columns in step 2.
12. On the tool bar click “Data” and select the Pivotchart and Pivottable Report, and the pivot table wizard should appear

13. Click “Next”
14. Ensure that all the data cells have been included in the “range” of cells to be used.  As long as you have clicked into any data cell within the report prior to running the Wizard it should automatically pick up all the data ranges and there should be no need to select the cells manually

15. Click “Next”

16. Ensure “New Worksheet” radio button is selected (it automatically defaults to this so there should be no need to change it).

17. Click “Finish” and a new worksheet should open with a blank table, a pivotTable field list and the wizard toolbar.

18. From the pivotTable field list click on to the following fields one by one and drag and drop them in the section on the blank table called “Drop Row Field Rows Here”
· Full Name

· Aim Title 

· Start Date (A27)
· Any other fields you might find useful

19. From the pivotTable field list click on to the following field and drag and drop it into the section on the blank table called “Drop Data Items Here”
· Total Cash

20. To remove where each column has a Total row entered, you need to right click on the column heading, click on Field Settings, highlight Count, and then tick None and click the ok button.
21. Close the field list and tool bar.  Check that the grand total in the pivot table agrees to the grand total on the source data worksheet (which has been agreed to the ILR Estimates report).  This is to ensure that all the information has been picked up from the source data and been correctly transferred into the table.

22. The pivot table cash columns can be formatted to show as currency and to two decimal places.
23. The table should now show all the learners returned on the ILR with their learning aims, and associated funding. Using the drop downs individual learners can be selected to allow you to review a learner’s whole learning programme.

24. This data can also be used to check against the lists the College have provided where they are in receipt of any other funding streams.  
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