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 Excel Tips for Grants Management 
Researchers and support personnel who use queries, 
download informa on from nVision or keep their 
own spreadsheets for grants management probably 
use Excel spreadsheets. 

The a ached document provides basic instruc ons 
on select features of Excel spreadsheets that would 
be useful when monitoring sponsored funding.  

Sor ng—allows the user to group items on a spread-
sheet for analysis, review, subtotaling, or compari-
son. Spreadsheets can be sorted by any of the col-
umns and you can sort by mul ple levels. 

Subtotals—once a spreadsheet is sorted, subtotals 
can be added to the values on the spreadsheet. Sub-
totals allow the user to quickly see a summary of the 
data in the spreadsheet.  This can be helpful for 
some grants with a large number of transac ons in 
the Financial System.  All of the spreadsheet columns 
must have a header/column name. 

Pivot Table—allows user to summarize data without 
having to sort the spreadsheet and leave the original 
data unchanged. The spreadsheet must be saved pri-
or to crea ng the table and all columns with data 

must have a header/column name.  Also, the spread-
sheet cannot have subtotals. 

Reports can easily be made using the Pivot Table 
func on. 

Also included are hints for shortcuts which will make 
using Excel more me efficient. 

Column Resizing—can be done for a  column or the 
en re spreadsheet with a few clicks 

PeopleSo  Query Results—extra row must be delet-
ed prior to sor ng, subtotals or Pivot Tables 

The Excel Spreadsheet document is posted in the 
Frequently Asked Ques ons sec on of our website 
h p://www.uno.edu/orsp/FAQs/. 
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