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Introduction 

This project is based on a real business problem that is related to an accounting task at College of 

Fine Art Center at BYU. Every month accounting manager will need to analyze reports 

generated from TotalTrans, which includes all income and expenses from the beginning of the 

year to the date of the completed month. Because this report includes so many transactions (more 

than 3000 transaction as of September 30, 2011), performing an analysis involves many 

procedures to break down the transactions into each unit, and then each account and 

corresponding individual subclass. Most of the procedures are routine, having one click or as few 

clicks as possible to generate the report will be very effective. 

 

Executive Summary 

The purpose of this project is to break down all transactions by “Operating Unit”, “Account”, 

“Subclass”, and lastly by “Month”. Operating Unit is department; Account is the category of 

transaction (such as supplies, rental expense, salaries); Subclass is the separation of discretionary 

budgets, faculty research funds, or special project expenses.  

 

The user can specify what operating unit, account, subclass, or month for the report, it will then 

automatically generate a chart to show the profit and loss for the specific unit and calculate the 

subtotal for the report. A userform has been created to allow user input search keywords and to 

allow choosing “Quick Find”, “Quick Totals”, and “Generate Report”. The code that was written 

is flexible because many functions are created to allow user to modify more easily. This is 

expected to save about 6-10 hours monthly for the analysis of the TotalTrans. Because of 

flexibility of the code, most of them will be applicable to use in other reports generated monthly; 

therefore, with consideration of all other reports and this TotalTrans report, it is anticipated to 

reduce approximately 10-15 hours per month for generating reports. 

 

Implementation 

 

To make this project user friendly, I followed the template that was used in the project 

“Userform” to use a ribbon on the “Data” tab. When the user clicks on the “Function Form” 

ribbon, a userform will pop up and give the user variety of choices: “Calculate”, “Generate 

Report”, and “Quick Find”. I will show the breakdown below. 

The userform title is called “TotalTrans Analysis”, it includes several fields that let user look at 

the information briefly.  
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• Operating Unit is the classification code for specific department. The user can input the 

operating unit code to search for any record with operating unit entered. The box on the right 

will display the record. 

• Account is the classification code for specific account (such as supplies, rental expense, software 

expense) 

• Class if the classification code for specific subclass within the department. Examples of class are 

faculty’s discretionary, research fund, areas, or departments.  

• Month field allows the user to choose a range from 1 to 12 (January to December). 

• Description, Journal ID, Journal Date, and Row # are the data that was associated with the 

record that was found based on the criteria(s). 

• Total Matched Entries is the total records that meet the criteria(s). This will only be shown when 

the user clicks “Calculate” button. 

• Entries Subtotal is the total amount of all records that meet the criteria(s). This will only be 

shown when the user clicks “Calculate” button. 

• “Close” button allows the user close the userform. 

• Notes: If any field(s) was left blank, all of the records of that criteria will be shown. 
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QUICK FIND 

 

 

“Quick Find” allows user to find all records that meet the criteria what the user enter in the criteria box. 

 

Calculate 

 

 
 

“Calculate” shows the total matched records that meet criteria(s) and the total amount of those 

matched records. 



Nick Cheung 

MBA 614 - Spreadsheet Automation 

Final Project – Report Generation 

 Page 4 

 

Generate Report 

 
 

“Generate Report” button allows user to generate a report that has all records meet the criteria(s). The 

report generated will be formatted with color and a box on the bottom to show the total amount of the 

records. The heading of the records will also have the filter to allow user to sort or filter the reports. The 

report will be sorted by date initially. 

 

 

 

For any reports that no specific months were input as criteria, a chart will be generated when the user 

clicks “close” button. A subtotal for each month will also be shown on the bottom to let the user 

compare the total in numbers to analyze whether some months needs attention. 
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Report Format 

 

 

Each time a report is generated, a new tab will be used; there is a specific name that will be associated 

with it. If the user put in “Operating Unit” and “Account” as criteria, then a new tab “OpUnit & Acct” will 

be generated. If the user put in “Operating Unit” only, then a new tab “Op Unit” will be generated.  

 

Whenever a new report is generated, the column width is also adjusted automatically. If the user 

decides to filter the report to get specific criteria, the user can click on the filter arrow on the report, the 

subtotal will calculate the total of the filtered records automatically. 

 

The benefit of having the report instead of just sorting is the elimination of hidden rows when filtered. 

This report sometimes is distributed to the person who’s in charge of the area, it would not be 

appropriate to that the person would have opportunity to unhide the rows and look at other areas’ 

transactions. This report is formatted as user friendly and practical as possible for the user to perform 

analysis and identify the suspicious transactions. 

 

Quick Report 

 

When user clicks on this “Quick Report” button, a quick report will then be generated automatically by 

using PivotTable function in Excel. Please see the screenshot below for more information. 
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This is the result of filtered 

information in PivotTable. 

This is the criteria that I 

added for the report when 

it is generated initially. This is the chart based on 

the initially filtered data. 

When it was initially generated, only one 

operating unit, one account, one class is 

included. In this case, the Operating unit is 

11264000, account is 6100, and the class is 

00000 (all months are included). 

The user can use these filter to select more 

criteria to be included, both PivotTable and 

the chart will also be updated along with the 

new selection. 

A new tab “QuickReport” will be 

generated. Each time before the report is 

generated, the old “QuickReport” tab will 

be deleted, and a new “QuickReport” will 

replace the old tab. 
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Challenges 

I started this project before the userform project, so I spent tremendous amount of time to figure the 

effective way to allow user filter result and generate report by clicking only one button. First thing that I 

did was to just create a Macro button to allow the user to format the filtered result as a report. However, 

that will lose the purpose of this project. Therefore I started to use what I learned from the class 

“userform”, to allow user to create report by entering what specific areas he wants.  

 

CHALLENGE 1: 

To map out what would be user friendly to the user. I created a template that is shown below. 

  

 

 

When the form initializes, it will load all the unique “Operating Unit”, “Account”, “Class”, and “Month” 

that is on the main worksheet. See below. 
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However, it takes about 3 seconds to load all the unique data into the listbox. The listbox allows the user 

to select multiple data, and there’s a checkbox for a chart included as well. The submit button will 

generate the results based on what the user selected.  

 

 

 

However, it also take about 3 seconds to generate the report. Comparing to the filter feature that is 

already given in the Excel, the userform that I created was not as user-friendly and fast as the original 

feature. Therefore, I decided to think differently but still meet the achievement on my proposal. Here’s 

some example of the code that I wrote to load unique value to the listbox and to generate report based 

on the selection. 

 

This is to generate 

report from selection 

This is to load unique 

value into Listbox 

This is to format the 

report 

This is the userform 

for the program 
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CHALLENGE 2: 

After changing to a new method for the project as shown in part 1, there are many challenges that 

needed to be solved to proceed. For example, there are four criteria on the form; in order to meet all 

four criteria, I created different subprocedures to return a value if found. Because this one is very similar 

to the project “userform”, therefore some of the difficulties were solved during the “userform” project. 

Other than those, the largest challenge is to get all the values from those meet the criteria. Because 

each report is named differently, I had to find out how to create a sheet with names and other names if 

a name is used already.  

 

For formatting of the report, one of the challenges that I had was to put a formula in a cell as subtotal. I 

spent some time to figure out the correct usage of the subtotal formula 

Cells (newTotalRow + 2, 4).FormulaR1C1 = "=Subtotal (9, R[-2]C:R2C)" 

The other challenges are to find out the specific language to change cell color, border, number format, 

and sorting. I also had tried to make the report look fancy with different fonts and with different shapes 

added to show what would be in the report, but it turns out to be not practical and cause distraction on 

the report. 

 

Another challenge on the project is the charting. A chart will always be included for every report 

generated except for specific month criteria is chosen. It is because practically the user will analyze the 

report by monthly net inflow or outflow, if a specific month is entered, a monthly chart for analysis will 

not be reasonable. In order to have comparison by monthly, there is a section below the report that 

shows the subtotal for each month.  

 

 

 

First of all, we need to know what months were in the report. Next, we need to get only the unique 

value and change them to date format. Finally, the corresponding value will be summed and put under 

the section. The chart will be created based on the numbers calculated in the section. This charting was 

not hard, but the logic behind (associated with those calculations) was hard. At the end, I used many 

“for loops” to accomplish the tasks. 

 



Nick Cheung 

MBA 614 - Spreadsheet Automation 

Final Project – Report Generation 

 Page 11 

 

Conclusion: 

Overall, the project takes me tremendous amount of hours on figuring out the best way to generate a 

report. I started it by creating a sorting and filtering function on userform as I mentioned on challenge 1. 

Because it is not effective so I decided to use different way. After we needed to work on the “Userform” 

project, I realized a similar approach could be used; so I created different functions in the form to let the 

user “quick find” and “calculate” without generating the report. When the user wants a report, the 

“Generate Report” button will do the task and make the report in user-friendly format, a subtotal will be 

calculated under the last row of data, and a chart will also be generated if month criteria are left blank. 

It is very useful because a report is now easily generated, and the format will also be consistent.  

 

After the last class we were taught using VBA for PivotTable, I wanted to try that. So I also put the 

PivotTable one for my project. When the button is clicked, a PivotTable report will be generated with a 

chart, including three four criteria: Operating Unit, Account, Class, and Month. Because of extensive 

amount of data, only one of each criterion is generated to be more practical. The user is able to use filter 

to choose more data and the chart will also be changed along with it. This is very useful if we want to 

look into the report for more details or want multiple accounts. 

 

I am grateful to be in this class and I learned a great deal out of it. I am sure the things that I’ve learned 

throughout this semester will be extremely useful for my career. I am sure this will help me stand out 

from my colleagues, and I will be able to use these skills to make my work more effectively. There are 

many times I have to use Excel to do some calculation or looking into data, whether or not it’s related to 

my job, these skills will benefit me on making routine tasks automatically. I enjoyed it and I appreciate 

your time and effort in teaching us. 

 

 


