


4. Now you have a different PCN field that groups the staff benefits by 
employee. You no longer need the original Position field, so go ahead and 
uncheck it from the field list. 
 
 
 
 
 

5.



6. Continue playing around with the pivot table to display the data in ways that 
work for you and your needs. You can always go back to the version on the 
website, so don’t be afraid to explore all the options. 

7. Some may want to look at data at a different org level. Right now, the table is 
set up to allow choices at the level 4. The field list on the right shows levels 
4-6 as options. If you would like to filter based on level 5, all you need to do 
is drag that field down to the Report Filter box 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. And “
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