
Vaiuabie TOoi Tip - using EXCEL to SOrt
data from Paradox for easy answers.

Date Modifed

Desktop 18 KB Da 3/31/20089:4...

r.iy Documents
18 KB Data 3/31/20089:4...
36 KB Data File 4/14/2008 12:...

l.Ty Computer
402 KB Data Base Fi 8/11/20082:3...

Local Disk (C) 6KB Data Base Fil 8/12/2008 10:...
B0708_1 Scan for Viruses... 4KB Data Base Fil 9/18/2007 3:0...
B0708_2 6 KB Data Base Fil 10/10/2007 11...

C0607_0 KB Data Base Fie 8/12/2008 10:...
send To 4 Data Base Fie 8/12/2008 10:...C0708_0

8 KB D Base Fi 9/10/2004 4:0...
Data Cut

4 KB Data 8/31/2007 2:3...
Exec Copy 6 KB Data 4/1/20089:57 ...

Documents and Settngs 4 KB Data e 10/5/200711:...
Oraclass

Create Shortcut 12 KB Data Base Fie 8/14/2008 3 :2...
Delete 4 KB Data Base Fi 3/31/200810:...

Program Fis
Rename 22 KB Data Base File 8/14/2008 3:2...

4 KB Data Base Fil 7/24/2008 3 :0...
VIINDOWS

4 KB Data Base Fie 9/10/1997 3:5...
SCHOOL 1GIG (0:) 4 KB Data Base Fie 6/12/20073:1.
DVD/CD-RW Dr~/e (E:) 4KB Data Base Fie 5/15/2000 4:5...

æ Coni:rol Panel 4 KB Data Base Fi 6/20/2007 12:...

My Neti.vork Places 4 KB Data Base Fne 9/10/19974:0...

Recýcle Bin
18 KB Data Base Fie 3/31/20089:4...
4 KB Data Base Fie 8/23/200410:...

CR Exercises JT 6 KB Data Base Fil 8/31/2007 10:...
DISK1 1,024 KB Data Base Fie 8/11/2008 4:3...

4 KB Data Base Fie 5/27/200810:...
10 KB Data Base Fie 5/27/200810:...

298 KB Data Base File 8/12/20083:2...
40 KB Data Base File 5/27/200810:...
12 KB Data Base Fne 8/12/2008 10:...
6 KB Data Base File 6/20/2007 12:...
1 KB FAM Rle 8/25/2003 4:3...
1 KB FAl4 Rle 8/7/20062:27...

Budget.FAM 1 KB FAM Rle 10/2/200212:...
1 KB FA~1 Rle 4/4/2003 3:07 ...

Depending where the fie is loaded, 1 (in this case it is found on the C:\ drive) the Cost
Report wil be found in the C0708_0 folder. Located inside the Data sub-directory is a
fie titled Budget. Right click on the fie and select Open With...

1. If the Cost Report is loaded on a network or any drive other than C:\ the user wil need to start in
that particular location to find the C0708_0 program. It may require assistance from the county IT
department to find the location of the C0708_0 program.
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AUcLine

:! f!.lref
~AlItn
.~ AP
II
00 ClAIt.lSUB
~COUNTY
~CURCNTY
OOcurrprov

i!ediU

Size Type

18 KB Data Bae Fie
18 KB Data Base Ale
36 KB Data Base Rle

402 KB Data Base Ale
6 KB Data Base Ale
4 KB Data Base Fil
6 KB Data Base File
6 KB Data Base File
4 KB Dilta Base Fie
8 KB Dilta Base File

3/31/2008 9:4...
3/31/2008 9:4...
4/14/200812:...
8/11/008 2:3...
8/12/200810:...
9/18/20073:0...
10/10/2007 11.

8/12/200810:...
8/12/2008 10:...
9/10/20044:0...

072:3...
89:57...
0711:...
083:2...
0810:...
083:2...
083:0...
973:5...
073:1..
004:5...
0712:...
974:0...
089:4...

8231200410:...
8r31/2007 10:...
8/11/20084:3...
5/27/2008 10:...
5/27/200810:...
8/12/20083:2...
5/27/2008 10:...
8/12/200810:...
6/20/200712:...
8/25/20034:3...
8/7/20062:27...
10/2/2002 12:...

orawin

Program Rles

VV1NDOWS

'.~ SCHOOL lGIG (D:)

DVD/CD-RW Drive (E:)

Control Panel

My Network Places

Recycle Bin

CR Exercises jT
l! PRGI'I1YPE

~PROGRAP;

l! Provider

~rptTil
~service
t:servprln
\:servprog
~servunlt
t:srvprmun
~ f!.lref.FAN
~ Allotn.FAN

Budget.FAM
Claímsub.FAl,1

KB Data Base Fe
6 KB Dilta Base Fne

,024 KB Dilta Base Fde
4 KB Dilta Base File

10 KB Data Base File
298 KB Data Base Fne
40 KB Data Base File
12 KB Data Base Fi

6 KB Data Base File
1 KB FAM Rle

1 KB FAr- Rle
1 KB FAM File
1 KB FAN Flle

There wil be a Caution from the program that states you are attempting to open a fie
type, "Data Base File" (.DB).

This is just a caution and no harm is being done.

Continue by selecting Open With...



x Name

~A¡IcLíñe

~'§ Al1ref
~AlIcatn
31 BgCSNAP

!I Budget
~CLflMSUB
~COUNTY

Size Type

18 KB~Datá BëSëfne

18 KB Da
36 KB Da

402 KB Data Base File
6 KB Data Base File
4 KB Data Base Rle
6 KB Data Base Rle

Date ~1odifled

3!31!2008 9:4...
3/31/20089:4...
4/14/200812:...
8/11/2008 2:3...
8/12/2008 10:...
9/18/2007 3:0...
10/10/2007 11...

10810:...
0810:...
044:0...
072:3...
89:57...
0711:...
083:2...
0810:...
083:2...
083:0...
973:5...
073:1..
04:5...

0712:...
974:0...
089:4...
0410:...
710:...

084:3...
5/27/200810:...
5/27/200810:...
8/12/20083:2...
5/27/200810:...
8/12/2008 10:...
6/20/2007 12:...
8/25/20034:3...
8/7/20062:27 ...
10/2/2002 12:...

Desktop
¡¡ My Documents
:3 l4y Computer

Local Disk (C:)

B0708_1

B0708_2

C0607_0
C0708_0

Data

Exec

Douments and Settings
Oraclass

orawin

Program Rles

WlNDOWS

:Ð SCHOOL lGIG (D:)

:Ð DVD/CD-RW Drive (E:)

:Ð Control Panel

~ly Netl'lork Places

Recycle Bin

CR Exercises JT

DISKl

Da
Da
Data Base Fi

Data Base Fne

Data Base Fie

Data Base Fil
FAM Rle

FAM Fie

FAM Fil

Next is a Windows Caution explaining that Windows cannot open the fie. It asks you to
help determine how to open it up. You wil want to "Select the program from a list".
Highlight the Radio button next to "Select the program from a list" and select OK.
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You wil want to select Microsoft Office ExceL. Once you have selected Microsoft Office
Excel go ahead and click OK to open the fie in Microsoft Office ExceL.

If EXCEL is not available, you wil select Browse... to find Microsoft Office ExceL. (See

next page if help is needed or skip if no need to Browse to find EXCEL.)



rl'lessenger

~,'licrosoft ActiveSync

microsoft front page

r','licrosoft Office

EÐ ~11EDIA

EÐ~.Bm
/ EÐ Office12

/ EÐ Stationery'
Templates

~'licrosoft Visual Studio

Description: ~'1icr
Compan'i: ~lljcro~
File Version: 11,(
Date Created: 5,
Size: 9,87 ~llB

In most instances EXCEL can be found after selecting the BROWSE feature by following
the fie management schematic of C:\Program Files\Microsoft Office\OFFICE11 and
selecting the EXCEL icon. (This is applicable for EXCEL 2003)

Then click on OK (you wil go back to the previous page)

(O(



Queries are used to ìmpoit external d
information and possibly make th

If

Next appears another message informing you are opening information that "contains
queries to external data". The source of the data is the Budget fie in the data sub-
folder of the Cost 0708_0.



Ç2roup and Outline ~

EivotTable and PivotChart Report...

Import External Qata ~ 3
~

~

You wil get a message the runs during the fie conversion from .db to .xls (database to
Excel) and then an Excel fie wil open. The fie wil list headers:

. Providers

. Service Codes

. Reporting County Code

. Program Code

. Funding Line

. Amount

To make the information easier to use, recommend the use of AUTO FILTER. Follow
the 1, 2, and 3 steps of selecting Data, Filter and Auto Filter.

If) 3J



In this example, the data is fitered byfunding line 70, SGFDrug Medi-CaLThe user
can see which ProviM and what Service and Program Codes are being funded with FL

70. Designated by t:u the user is able to see the total of FL 70 by running the

summation feature,I.

Another helpful example (Not Shown) would be to sort by a specific provider and see a
list of the service and program code combinations, which funding lines are being used
and the total of all monies for this provider.

The user can save this information in the Microsoft Office Excel format, .xls. Any

changes that need to be made to Paradox, the user wil have to go into Paradox and
make the changes independent of the Excel program. (The EXCEL file is not backwards
compatible into the Paradox database) Be/c the two files are not linked; the userwil
have to go back in and open a new Budget fie in EXCEL by following a repeat of steps.

I would recommend NOT saving the .xls fie in the Data sub-directory.
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