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Learning Objectives

Understand the following concepts using examples:

Table format (ctrl + T).

Absolute vs Relative References.

Sorting data.

Basic formulas.

Basic formatting (e.g., decimal places)

Summarizing data with PivotTable.

Grouping data with PivotTable.

Get details of from pivot table.

Visualization with PivotChart.
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Basic accounting concepts

Accounts Receivable (Asset)

Amounts customers owe you for products and services sold on credit.

Gross Profit (GP)

The difference between the revenue from sales and the cost of goods sold.

Gross Profit Margin (GP%)

Gross Profit / Revenue
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Ex. Gross margin by customers [Lab2-2]

Lab2-2: Gross margin by customers

Purpose: By identifying the customers with the highest gross margin, we can focus on them
to improve the profitability of the company.

1 Add a new column to the data to calculate gross margin.
(Convert the data to table first.)

2 Using pivot table, calculate gross margin by customer.

3 Sort the pivot table by gross margin in descending order.

Data Preview
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1. Add a new column to the data to calculate gross margin.

How?
1 ctrl + T to convert the data to table.

2 Go to Cell J2. Press ”=”.

3 Select the cell H2. Excel will pick up ”@Sales”. Press ”-”.

4 Select the cell I2. Excel will pick up ”@Cost”.
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2. Using pivot table, calculate gross margin by customer.

How?
1 Select the data (table).

2 Insert > PivotTable.

3 ”Customer #” to Row Labels.

4 Gross Margin to Values.

5 Make sure ”sum” is selected for the Values field.
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3. Sort the pivot table by gross margin in descending order.

How?
1 Select any number (e.g. M2: 357.70) in the ”Gross Margin” column in the pivot table.

2 Data > Sort > Largest to Smallest.

3 Check the format of numbers in the ”Gross Margin” column - two decimal places.
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Ex. Accounts Receivable by cusotmers [Lab2-1]

Lab2-1: Accounts Receivable by customers

Purpose: By identifying the customers with the highest accounts receivable, we can focus on
them to improve the cash flow of the company.

1 Add a new column to the data to calculate “Days Past Due”.

2 Convert the data to table.

3 Summarize the unpaid invoices (accounts receivable) by customer.
(We use absolute reference to calculate accounts receivable.)

4 Sort the pivot table by accounts receivable in descending order.

5 Get details of the customers with the highest accounts receivable.

Data Preview
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1. Add a new column to the data to calculate “Days Past Due”.

How?
1 Type ”Days Past Due” in cell D1.

2 Use absolute reference ($G$1) to calculate days past due.

3 Drag the formula to the bottom of the column.
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2. Convert the data to table.

How?
1 ctrl + T to convert the data to table.

2 But why now? why not before?

3 It’s because we use absolute reference to calculate days past due. Table isn’t so flexible
when referring to cells outside of the table.
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3. Summarize the unpaid invoices (accounts receivable) by customer.

How?
1 Select the data (table).

2 Insert > PivotTable.

3 ”Customer #” to Row Labels.

4 ”Days Past Due” to Values.

5 Make sure ”sum” is selected for the Values field.
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4. Sort the pivot table by accounts receivable in descending order.

How?
1 Select any number in the ”InvoiceAmount” column in the pivot table.

2 Data > Sort > Largest to Smallest.

3 Check the format of numbers in the ”InvoiceAmount” column - two decimal places.
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5. Get details of the customers with the highest accounts receivable.

How?
1 Double click Sum of InvoiceAmount of the top customer.

2 New worksheet will be created.
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Critical thinking

But why have we made the new column - “Days Past Due”?

What can we do with this column?
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Ex. Accounts Receivable by ages [Lab6-1]

Lab6-1: Accounts Receivable by days past due

Purpose: By identifying the days past due, we can focus on them to improve the collection
process.

1 Summarize the unpaid invoices (accounts receivable) by days past due.

2 Group the pivot table by days past due (1-30; 31-60; 61-90; 91-120; 121-180).

3 Make a pivot chart to visualize the accounts receivable by days past due.

4 Review the details of customers whose days past due exceed 150.

Data Preview
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1. Summarize the unpaid invoices (accounts receivable) by days past due.

How?
1 Select the data (table).

2 Insert > PivotTable.

3 ”Days Past Due” to Row Labels.

4 ”InvoiceAmount” to Values.

ACC250: Intro to Financial Accounting LN3: Introduction to Excel - Part III September 22, 2025 20 / 24



2. Group the pivot table by days past due (1-30; 31-60; 61-90; 91-120; 121-180).

How?
1 Right click on any row of the Row labels inside the pivot table.

2 Select Group.

3 Specify starting at 1, ending at 180, by groups of 30.
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3. Make a pivot chart to visualize the accounts receivable by days past due.

How?
1 Select the pivot table.

2 Insert > PivotChart.
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4. Review the details of customers whose days past due exceed 150.

How?
1 Double-click the value in the ”Sum of InvoiceAmount” column for the 151-180 days

group in the pivot table.

2 New worksheet will be created.
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