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004D.1 SALES & USE REPORTING – STEP-BY-STEP INSTRUCTIONS 

Commissioner of the Revenue 

City of Lynchburg 

 

Contact: Erik Amy  

Erik.Amy@LynchburgVA.gov | 434-455-3877 

 

 

These step-by-step instructions will show how the City of Lynchburg Commissioner of the Revenue office processes 

the data provided in the monthly 004D.1 report. The data is compiled into an excel spreadsheet used to evaluate 

and better understand sales & use tax in the City.  

 

The purpose of this spreadsheet is to compile current and historical data together in one location that is easy to 

use and access. The COR office in Lynchburg tracks tax/sales trends monthly and we have sales tax information 

going all the way back to July of 2018. If someone in your office needs sales tax data for a particular business it’s as 

easy as using the filter tool in excel to type the tax account number or name of the business and find data for the 

last 3 months, 1 year, 18 months etc. in minutes. 

 

We understand this may be a lot to grasp at first. We have tried to list our steps in a simple, logical and clear way. 

As you begin your reporting, you will need to complete steps 1 & 2 a number of times to ensure all of your current 

and historical data is together. Any questions or assistance, please use the contact information listed above.  

 

 

 

 

PREP WORK 
 

WE RECOMMEND PULLING ALL OF THE 004D.1 REPORTS AS FAR BACK AS POSSIBLE OR AS FAR BACK AS YOUR 

OFFICE WOULD LIKE. REMEMBER, THE MORE DATA AVAILABLE, THE BETTER PICTURE THE DATA WILL PAINT. PULL 

THE 004D.1 (EXCEL) AS THE OTHER 004D.0 COMES AS A PDF. 

 

ONCE YOU HAVE COMPLETED STEP 1 FOR EACH MONTH ON DATA – YOU WILL NEED TO REPEAT STEP 1 AND STEP 

2 XX NUMBER OF TIMES UNTIL ALL DATA AVAILABLE FOR 10S AND 12S ARE COMPILED TOGETHER IN THE DETAIL 

INFORMATION SHEET. 

 

GOING IN AND PREPPING THE 004 EXCEL FILES (SEE STEP 1 ON PAGE 2) WILL SAVE TIME ONCE YOU ARE SETTING 

UP THE MONTHLY SPREADSHEET. THE TIME REQUIRED TO SET UP THE MONTHLY EXCEL FILE WILL BE HEAVILY 

FRONT LOADED THEN IT BECOMES A ONCE A MONTH UPDATE. AS YOU CONTINUE TO INTRACT AND UPDATE EACH 

MONTH YOU’LL GAIN A BETTER KNOWLEDGE ON ITS OPERATION AND BECOME QUICKER IN PROCESSING. YOU 

SHOULD STRIVE TO ONLY SPEND 1-2 DAYS A MONTH TO PROCESS THE DATA INTO SOMETHING EASILY 

UNDERSTOOD AND CONSUMED TO BENEFIT YOUR LOCALITY.   

 

LABELING: 

IT IS IMPORTANT TO REMEMBER THE TAX PERIOD LABELING – THE WAY IT IS REPORTED ON THE 004 IS 

NUMERICAL BY THE YEAR AND THEN MONTH (EX. FEBRUARY OF 2022 IS SHOWN AS “2202,” OCTOBER OF 2019 IS 

SHOWN AS “1910”). 
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STEP 1 – SEPARATING 10’S (RETAIL/BRICK & MORTAR) FROM 12’S (ONLINE SALES) ON THE 

DETAIL TAB IN 004 REPORT TO SEPARATE TABS 

 

THE OO4 DETAIL WILL LOOK LIKE THIS: 
*all data has been redacted – tax account/FEIN and display name will be different for each business/individual reporting 

 

 
 

IN THE BOTTOM LEFT – CLICK THE ‘+’ TO ADD TWO NEW SHEETS TO THE SPREADSHEET – RIGHT CLICK AND 

RENAME ONE “10S” AND ONE “12S” 
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SELECT THE DETAIL SHEET  

 

CLICKING THE ‘DATA’ TAB AT THE TOP, SELECT ‘FILTER.’  

 

CLICK THE DROP-DOWN ARROW FOR ‘TAX ACCOUNT NUMBER,’ 

 

TYPE “10-“ IN THE SEARCH BOX AND CLICK ‘OK’ TO FILTER ALL THE 10’S 

 

 
 

 

ONCE THE ‘10S’ HAVE BEEN FILTERED – SELECT/HIGHLIGHT ALL ‘10S’ - INCLUDE THE HEADERS AT THE TOP OF THE 

DATA (TAX ACCOUNT NUMBER, FEIN/SSN, DISPLAY NAME, TAX PERIOD AND AMOUNT) 

 

ONCE SELECTED/HIGHLIGHTED – RIGHT-CLICK AND SELCT ‘COPY’  

 

 

MOVING TO THE ‘10S’ SHEET  

 

RIGHT-CLICK IN AN EMPTY CELL – UNDER ‘PASTE SPECIAL’ CLICK THE ‘KEEP SOURCE COLUMN WIDTH’ OPTION 
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ONCE THE DATA HAS BEEN PASTED INTO THE ‘10S’ SHEET – DELETE THE ENTIRE COLUMN FOR “FEIN/SSN” – THE 

SHEET WILL LOOK LIKE THIS 

 

OPTIONAL/BONUS SORT TO CLEAN UP APPEARANCE – RIGHT-CLICK IN THE DATA AND SELECT SORT BY THE 

COLUMN “AMOUNT” AND SELECT “LARGEST TO SMALLEST” – IT DOES PROVE HELPFUL IN THE NEXT STEP 

 

 
 

 

 

**REPEAT THIS PROCESS WITH “12-“ IN THE SEACH BOX TO 

FILTER ALL THE 12’S**  
 

**ONCE 10S AND 12S HAVE BEEN SEPARATED – SAVE THE SPREADSHEET SO YOU DON’T LOSE 

THE CHANGES YOU HAVE MADE** DO NOT CLOSE THE 004 FILE YET 
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STEP 2 – TRANSFER OF MONTHLY DATA FROM 004 FILE TO REPORTING EXCEL 

SPREADSHEET 

 

***IMPORTANT*** 

IMMEDATELY UPON OPENING THE REPORTING EXCEL SPREADSHEET, SAVE A NEW COPY OF THE FILE (WE 

NAME/SAVE BY MONTH EX. ‘MAR 23’) SO YOU HAVE THE PREVIOUS MONTH INFORMATION SAVED. SAVING AS A 

NEW FILE ENSURES YOU WILL HAVE AND CAN ALWAYS REFER BACK XX MONTH AND VIEW HISTORICAL TOTALS, 

TOP BUSINESSES ETC ETC WITHOUT MUCH EFFORT. HAVING BACKUPS IS A BEST PRACTICE 

 

UPDATE THE CURRENT MONTH UNDER THE DETAIL INFORMATION IN THE TOP “BRICK & MORTAR TAX 

PRODUCERS” TABLE – CELLS REFERENCE BACK TO THIS ‘H2’ CELL AND WILL UPDATE THE MONTH THROUGHOUT 

THE SPREADSHEET 

 

 

 
 

 

MOVING BACK TO THE 004 FILE  

 

SELECT/HIGHLIGHT THE DATA (DON’T SELECT THE HEADERS) IN THE ‘10’S’ SHEET AND RIGHT CLICK AND SELCT 

“COPY” 

 

MOVING TO THE MONTHLY REPORTING FILE (UNDER WHICHEVER NAME YOU ASSIGN)   

 

UNDER THE ‘DETAIL INFORMATION’ SHEET – UNDER THE BRICK & MORTAR TAX PRODUCERS TABLE – ALL CURRENT 

AND HISTORICAL DATA FOR THE ‘10S’ WILL BE LOCATED 

 

SCROLL DOWN TO THE BOTTOM OF THE LAST MONTH – IN THE NEXT AVAILABLE CELL BELOW THE CURRENT DATA 

- RIGHT-CLICK AND ‘PASTE’ BY “VALUES” (ICON HAS A ‘123’) – THIS ADDS THE NEW MONTH TO THE ‘10S’  
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SCROLLING TO THE BOTTOM OF THE ‘10S’ DATA – LABEL THE NEW MONTH DATA (LABELED 23-MAR BELOW) AND 

TOTAL THE NEWLY ADDED DATA FOR EASY REFERENCE – USING “=SUM(XX123:XX456)” FORMULA TO CALCULATE 

 

 

 
 

 

MOVING BACK TO THE 004 FILE  

 

SELECT/HIGHLIGHT THE DATA (DON’T SELECT THE HEADERS) IN THE ‘12S’ SHEET AND RIGHT CLICK AND SELCT 

“COPY” 

 

MOVING BACK TO THE MONTHLY REPORTING FILE (UNDER WHICHEVER NAME YOU ASSIGN)   

 

UNDER THE ‘DETAIL INFORMATION’ SHEET – UNDER THE ONLINE TAX PRODUCERS TABLE – ALL CURRENT AND 

HISTORICAL DATA FOR THE ‘12S’ WILL BE LOCATED 

 

SCROLL DOWN TO THE BOTTOM OF THE LAST MONTH – IN THE NEXT AVAILABLE CELL BELOW THE CURRENT DATA 

- RIGHT-CLICK AND ‘PASTE’ BY “VALUES” (ICON HAS A ‘123’) – THIS ADDS THE NEW MONTH TO THE ‘12S’  
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SCROLLING TO THE BOTTOM OF THE ‘12S’ DATA – LABEL THE NEW MONTH DATA (LABELED 23-MAR BELOW) AND 

TOTAL THE NEWLY ADDED DATA FOR EASY REFERENCE – USING “=SUM(XX123:XX456)” FORMULA TO CALCULATE 

 

 

 
 

**LAST PART OF STEP 2 – UPDATE TOTAL FOR BRICK & MORTAR AND ONLINE 

TAX IN TABLES AT THE TOP OF THE DETAIL INFORMATION SHEET – THE THIRD 

TABLE FOR SALES & USE WILL AUTOMATICALLY TOTAL - WRITE DOWN THE 

TOTAL FOR THE CURRENT MONTH OF 10S AND 12S – THIS HELPS FROM GOING 

BACK AND FORTH MOVING FORWARD** 
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STEP 3 – UPDATING EVOL GRAPHS – INCLUDES 10S (BRICK & MORTAR), 12S (ONLINE) 

AND COMBINED TOTALS FOR THE FISCAL YEAR (FY) AND CALENDAR YEAR (CAL) 

 

**IF YOU ARE JUST BEGINNING YOUR REPORTING - ONLY MOVE TO STEP 3 ONCE YOU HAVE 

ALL OF YOUR DATA CLEANED UP AND TOGETHER IN THE DETAIL INFORMATION SHEET** 

 
MOVE TO THE ‘EVOL GRAPHS’ SHEET ON THE BOTTOM LEFT  

 

 
 

TAKING THE 10S AND 12S MONTHLY TOTAL – UPDATE THE RESPECTIVE MONTH UNDER EACH TABLE FOR BRICK & 

MORTAR AND ONLINE, FISCAL AND CALENDAR YEAR TABLES – SCROLL RIGHT TO ACCESS EACH ADDITIONAL TABLE 

 

*YOU MAY PREFER TO DO A CELL REFERENCE FORMULA REFERRING BACK TO THE BRICK & MORTAR AND ONLINE 

TAX TABLE*  

 

WE WILL GO OVER THE SALES & USE TAX TOTALS MOMENTAIRLY  

 

**AUTO CALCULATES** THE FOLLOWING WILL AUTOMATICALLY CALCULATE: 

- THE ‘%’ JUST BELOW THE $ TOTALS IS A % INCREASE OR DECREASE AGAINST THE PREVIOUS MONTH/YEAR 

(MARCH 2023 VS MARCH 2022) 

- THE RUNNING TOTAL FOR THE FY AND CAL YEAR ON THE RIGHT SIDE OF EACH TABLE 

- THE VISUAL BAR GRAPHS BELOW THE DATA TABLE 
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SALES & USE TAX – TOTALS OF 10S & 12S 
 

THESE TWO TABLES ARE THE TOTAL SALES & USE TAX FOR BRICK & MORTAR AND ONLINE AND TOTALS ARE 

AUTOMATICALLY CALCULATED – THE FORMULA ADDS THE RESPECTIVE MONTH OF BRICK & MORTAR AND THE 

RESPECTIVE MONTH OF ONLINE TOGETHER. AGAIN, THE RUNNING TOTAL CALCULATES ON THE FAR-RIGHT 

COLUMN AS WELL AS THE % VARIANCE AND VISUAL GRAPHS 

 

**THERE IS NO NEED TO ENTER DATA IN THIS PORTION OF THE EVOL GRAPH TABLES** 
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MOVING TO YTD TOTALS TABLES BELOW THE MONTHLY AND VISUAL GRAPHS 

 

THE NEXT 6 TABLES ARE A QUICK UPDATE. THESE TABLES PROVIDE A FURTHER BREAKDOWN OF THE RUNNING 

TOTAL AS WELL AS % VARIANCE OF THE TOTAL VS PREVIOUS YEAR TOTAL AS IT STANDS FOR EACH MONTH. I.E. 

THE RUNNING TOTAL IN FEBRUARY OF Y23 ($12,067,990) IS 7.2% HIGHER THAN THE SAME POINT IN Y22 

($1,260,404) 
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UPDATING THESE CHARTS REQUIRES A RIGHT CLICK ON THE PREVIOUS MONTH – IN THE EXAMPLE BELOW, 

FEBRUARY IN Y23 – THEN A SIMPLE ‘COPY’ AND ‘PASTE’ – FORMULA’S TO THE EMPTY CELL FOR MARCH (LOOKS 

LIKE ‘Fx’ – SEE SCREENSHOT BELOW) 

 

**THE % VARIANCE WILL AUTOMATICALLY CALCULATE** 

 

 

 
 

 

 

 

 

**REPEAT FOR ALL 6 YTD TABLES** 
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STEP 4 – UPDATING PIVOT TABLES FOR 10S AND 12S 

 
BEGINNING WITH 10’S  

 

MOVE TO THE 10S SHEET IN THE BOTTOM LEFT CORNER 

 

 
 

 

CLICK INTO ANY CELL ON THE 10S TABLE 

ONCE YOU HAVE CLICKED IN A CELL (CELL A5 IN THE SCREENSHOT BELOW) THEN CLICK ON THE ‘PIVOT TABLE 

TOOLS’ TAB, ANALYZE, AND THEN CLICK ‘CHANGE DATA SOURCE’ 

 
ONCE YOU CLICK ‘CHANGE DATA SOURCE’ YOU WILL BE TAKEN TO THE ‘10S’ SHEET AND THE CHANGE PIVOTTABLE 

DATA SOURCE RANGE BOX WILL POP UP 

 

SCROLL ALL THE WAY DOWN TO THE BOTTOM OF THE 10S – TO THE END OF THE NEW DATA YOU BROUGHT OVER 

IN STEP 2 

 

UPDATE THE PIVOTTABLE RANGE TO REFLECT THE CELL NUMBER WHERE THE NEW DATA STOPS 

 

IN THE SCREENSHOT YOU WILL SEE ‘DETAIL INFORMTION’!$D$18:$G$64599 – YOU WILL NEED TO CLICK BETWEEN 

THE “$G$” AND THE CELL NUMBER “64599” (OR WHATEVER CELL NUMBER IS CURRENTLY IN THAT RANGE) TO 

UPDATE THE NEW CELL NUMBER – THEN USE THE DELETE KEY ON YOUR KEYBOARD TO DELETE THE “64599” (OR 

WHATEVER THAT OLD CELL NUMBER IS) 

 

THEN SELECT “OK” 
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THIS WILL UPDATE THE PIVOTTABLE INFORMATION TO REFLECT THE NEWLY ADDED MONTH IN THE 10S AND 

12S SHEET 

 

 

**REPEAT THIS STEP FOR THE 12S SHEET TO UPDATE THE NEW MONTH 

INFORMATION AND PIVOTTABLE** 

 

 

 

 

 

STEP 5 – SELECTING & SHOWING THE CORRECT MONTHS FOR REPORTING IN 

THE PIVOTTABLES 
 

ON THE 10S PIVOTTABLE, CLICK ON THE “TAX PERIOD” FILTER  

 

 
 

SELECT THE MONTH(S) YOU WOULD LIKE TO SHOW ON THE PIVOTTABLE – EXAMPLE: WE ARE WORKING ON THE 

MARCH 2023 DATA SO YOU WOULD NEED TO SEE MARCH OF 2021, 2022 & 2023. SELECT 2103, 2203 & 2303. 

 

TO SELCT MARCH 2023, TYPE IN “2303” IN THE SEARCH BAR IN THE FILTER BOX THEN CLICK “OK.” THIS WILL ONLY 

SHOW MARCH OF 2023 IN THE PIVOTTABLE.  
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TO SELECT MULTIPLE MONTHS, AFTER CLICKING ON THE TAX PERIOD FILTER AGAIN, TYPE IN THE MONTH YOU 

NEED (EX. 2203) AND *IMPORTANT* CLICK THE BOX THAT SAYS “ADD CURRENT SELECTION TO FILTER,” AND 

CLICK “OK” 

 

REPEAT THIS UNTIL YOU ARE SHOWING THE MONTHS NEEDED IN THE PIVOTTABLE. 

 

SORT THE DATA LARGEST TO SMALLEST 

 

RIGHT CLICK ON THE CELL JUST BELOW THE CURRENT MONTH LABEL 

 

HOVER YOUR MOUSE JUST OVER “SORT” – THEN CLICK ON “SORT LARGEST TO SMALLEST”  

 

THIS SORTS THE ALL THE DATA (IN OUR EXAMPLE, FOR 2303, 2203 AND 2103) BY THE MARCH 2023 LARGEST 

AMOUNT OF TAX REMITTED TO THE SMALLEST AMOUNT – THIS IS ESSENTIAL TO THE TOP 50 REPORTING TABLE IN 

THE NEXT STEP 

 

 
 

**REPEAT THIS STEP FOR THE 12S SHEET PIVOTTABLE** 
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STEP 6 – COMPLETING THE TOP 50 BRICK & MORTAR TAX PRODUCERS TABLE 

 
RETURNING BACK TO THE 10S SHEET 

 

 
 

AT THIS POINT, YOU SHOULD HAVE THE DETAIL INFORMATION BROUGHT OVER FROM THE 004 REPORT AND UP 

TO DATE WITH TOTALS. YOU WILL ALSO HAVE THE MONTHLY TRACKING CHARTS/GRAPHS/TABLES AND THE 10S 

AND 12S PIVOTTABLE UPDATED AND SHOWING THE CURRENT MONTH FOR THE LAST THREE YEARS. TO CONTINUE 

OUR EXAMPLE, THE PIVOTTABLE SHOWS 2103, 2203 AND 2303 FOR THE LAST THREE YEARS OF THE MONTH OF 

MARCH. THE PIVOTTABLE SHOULD BE SORTED BY THE LARGEST TO SMALLEST AMOUNT FOR 2303 (OR THE MOST 

CURRENT MONTH). SORTING BY LARGEST TO SMALLEST SORTS THE 3 MONTHS OF DATA (COMPANY NAMES AND $ 

AMOUNTS) INTO USABLE INFORMATION AS WE MOVE TO BREAKING DOWN THE TOP 50 TAX PROUCERS IN THIS 

STEP.  

 

ON YOUR BLANK 004 FILE, YOU WILL SEE A BLUE, GREEN AND RED TABLE ON THE 10S SHEET. THIS TABLE 

(ADAPTED FOR LYNCHBURG, YOU CAN CHANGE YOURS FOR YOUR LOCALITY HOW YOU SEE FIT) HELPS US TO 

SHOW THE TOP 50 PRODUCERS AND SEPARATE THE ACTUAL RETAILERS (THINK WALMART, KROGER, TARGET, 

RESTAURANTS (SIT DOWN & FAST FOOD), GROCERY STORES, HOTELS, COFFEE SHOPS ETC) FROM WHOLESALERS 

AND MANUFACTURERS (AGAIN, THIS IS SET UP FOR LYNCHURG AND MAY LOOK ENTIRERLY DIFFERENT FOR YOUR 

LOCALITY).  

 

 

THE FIRST STEP FOR COMPLETING THE TOP 50 TABLE 

 

BECAUSE THE TOP 50 CAN/WILL CHANGE FROM MONTH-TO-MONTH, LOCATIONS OF THE BLUE, GREEN AND RED 

COMPANIES/LINES ON THE TABLE WILL MOVE EACH MONTH. THE FIRST STEP IS TO HIGHLIGHT ALL OF THE TABLE 

AND SET THE FILL COLOR AS BLUE (OR WHATEVER COLOR YOU WOULD PREFER TO USE).  
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AS YOU CAN SEE IN THE SCREENSHOTS ABOVE, THE BUSINESS NAMES IN THE PIVOTTABLE AND THE TOP 50 TABLE 

DO NOT MATCH. TO UPDATE THE TOP 50 TO REFLECT THE CURRENT MONTH, SELECT/HIGHLIGHT CELLS A3 ALL 

THE WAY TO A52. RIGHT CLICK AND SELECT ‘COPY’ ON THE PIVOTTABLE COMPANY NAMES.  

 

MOVE TO THE TOP 50 PRODUCERS TABLE AND RIGHT CLICK ON CELL AR3 THEN CLICK ON PASTE (VALUES). THIS 

ALLOWS THE COMPANY NAMES TO BE BROUGHT OVER TO THE TABLE WHILE KEEPING THE BLUE FILL TO THE 

TABLE. 

 
 

REPEAT THIS STEP THREE MORE TIMES – WITH THE COLUMN FOR 2303, 2203 AND 2103 FROM THE PIVOTTABLE 

AND PASTING THE AMOUNT IN THE RESPECTIVE COLUMN IN THE TOP 50 CHART (2021, 2022 OR 2023).  

 

**YOU DO NOT NEED TO UPDATE THE “VAR $,” “VAR %,” “PIE 3 YEAR,” “CUMULATIVE,” OR “3Y” COLUMNS. 

THOSE COLUMNS AUTOMATICALLY CALCULATE WITH THE DOLLAR AMOUNTS ENTERED INTO 2021, 2022 AND 

2023.** 

 

SOME CELL VALUES MAY BE BLANK – THIS IS THE TIME TO RESEARCH ON WHY THIS INFORMATION IS OMITTED. 

THE MORE FAMILIAR YOU ARE WITH THE BUSINESSES IN YOUR LOCALITY, THE BETTER. KNOWING WHEN A 

BUSINESS OPENED, CLOSED OR SOLD IS VERY HELPFUL AT THIS STAGE. IT COULD MEAN A NUMBER OF THINGS; A 

NEWER BUSINESS THAT WAS NOT OPEN A YEAR, OR TWO YEARS AGO, THE BUSINESS SOLD TO A NEW OWNER 

WITHIN THE LAST YEAR OR TWO, A REPORTING ERROR TO THE DEPARTMENT, THERE COULD BE A NAME CHANGE 

OR SPELLING CHANGE OR ERROR IN REPORTING (CHECK THE NAME FILTER IN THE PIVOTTABLE TO SEE – 

PUNCTUATION HAS BEEN LEFT OUT – COULD BE AN ADDED OR MISSING SPACE, COMMA OR APOSTROPHE).  

 



17 
 

RESEARCHING THE MISSING REPORTING CAN TAKE SOME TIME BUT THIS IS A VITAL STEP TO ENSURING YOU HAVE 

THE MOST ACCURATE BRICK & MORTAR INFORMATION MONTH-TO-MONTH. 

 

ONCE THE TOP 50 CHART IS COMPLETELY UPDATED, THE COMPANY NAME AND TAX AMOUNTS WILL MATCH WITH 

THE PIVOTTABLE AND THE TOP 50. 

 

 
 

 

(IF APPLICABLE TO YOUR LOCALITY) TO COMPLETE THE TOP 50 TABLE, COLOR CODE THE MANUFACTURERS AND 

WHOLESALERS (COULD ALSO BE DATA CENTERS, PORTS, ETC). DEPENDS ON WHAT YOUR LOCALITY CHOOSES TO 

SEPARATE AND TRACK. THE TABLE WILL END UP LOOKING SIMILAR TO THIS 
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STEP 7 - COMPLETING THE TOP 20 ONLINE TAX PRODUCERS TABLE 
 

MOVE TO THE 12S SHEET 

 

 
 

UNLIKE THE TOP 50 TABLE PREVIOUSLY COMPLETED, THERE IS NO COLOR CODING ON THIS TABLE FOR ONLINE TAX 

PRODUCERS – SAVES SOME TIME NOT HAVING TO DO THOSE ADDITIONAL STEPS UPON COMPLETION OF THE 

TABLE 

 

AS YOU CAN SEE IN THE SCREENSHOTS BELOW, THE BUSINESS NAMES IN THE PIVOTTABLE AND THE TOP 20 TABLE 

DO NOT MATCH. TO UPDATE THE TOP 20 TO REFLECT THE CURRENT MONTH, SELECT/HIGHLIGHT CELLS A3 ALL 

THE WAY TO A22. RIGHT CLICK AND SELECT ‘COPY’ ON THE PIVOTTABLE ONLINE COMPANY NAMES.  
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MOVE TO THE TOP 20 ONLINE PRODUCERS TABLE AND RIGHT CLICK ON CELL AR3 THEN CLICK ON PASTE (VALUES). 

THIS ALLOWS THE ONLINE COMPANY NAMES TO BE BROUGHT OVER TO THE TABLE WHILE KEEPING THE BLUE FILL 

TO THE TABLE. THE PIVOTTABLE AND TOP 20 ONLINE PRODUCERS TABLE WILL NOW MATCH. 

 

REPEAT THIS STEP THREE MORE TIMES – WITH THE COLUMN FOR 2303, 2203 AND 2103 FROM THE PIVOTTABLE 

AND PASTING THE AMOUNT IN THE RESPECTIVE COLUMN IN THE TOP 20 CHART (2021, 2022 OR 2023).  

 

 
 

 

SOME CELL VALUES MAY BE BLANK – THIS IS THE TIME TO RESEARCH ON WHY THIS INFORMATION IS OMITTED. 

THE MORE FAMILIAR YOU ARE WITH THE BUSINESSES IN YOUR LOCALITY, THE BETTER. KNOWING WHEN A 

BUSINESS OPENED, CLOSED OR SOLD IS VERY HELPFUL AT THIS STAGE. IT COULD MEAN A NUMBER OF THINGS; A 

NEWER BUSINESS THAT WAS NOT OPEN A YEAR, OR TWO YEARS AGO, THE BUSINESS SOLD TO A NEW OWNER 

WITHIN THE LAST YEAR OR TWO, A REPORTING ERROR TO THE DEPARTMENT, THERE COULD BE A NAME CHANGE 

OR SPELLING CHANGE OR ERROR IN REPORTING (CHECK THE NAME FILTER IN THE PIVOTTABLE TO SEE – 

PUNCTUATION HAS BEEN LEFT OUT – COULD BE AN ADDED OR MISSING SPACE, COMMA OR APOSTROPHE).  

 

RESEARCHING THE MISSING REPORTING CAN TAKE SOME TIME BUT THIS IS A VITAL STEP TO ENSURING YOU HAVE 

THE MOST ACCURATE ONLINE INFORMATION MONTH-TO-MONTH. 

 

ONCE THE TOP 20 CHART IS COMPLETELY UPDATED, THE COMPANY NAME AND TAX AMOUNTS WILL MATCH WITH 

THE PIVOTTABLE AND THE TOP 20 ONLINE. SEE ABOVE 
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STEP 8 – COMPLETING THE SALES & USE AND BRICK & MORTAR TAX 

PRODUCERS TABLES BELOW THE TOP 50 TABLE 

 
RETURNING BACK TO THE 10S SHEET 

 

 
 

 

BEGIN WITH THE BRICK & MORTAR TAX PRODUCERS TABLE 

 

 
 

 

THE ONLY NUMBERS THAT NEED UPDATED ON THIS TABLE ARE THE 2021, 2022 AND 2023 TOTAL NUMBERS. TO 

GET THESE NUMBERS, REFER TO THE 10S PIVOTTABLE.  

 

 
 

FILTERING THE 10S PIVOTTABLE, SELECT EACH MONTH INDIVIDUALLY. FOR OUR EXAMPLE, FILTER 2303 THEN 2203 

AND THEN 2103. SCROLLING DOWN TO THE BOTTOM OF THE PIVOTTABLE EACH TIME, NOTE THE GRAND TOTAL 

OF EACH MONTH. THIS IS THE ACTUAL/REAL NUMBER FOR ALL BRICK & MORTAR REPORTING FOR THE GIVEN 

MONTH. 

 

MOVING BACK TO THE 10S PIVOTTABLE, FILTER THE TAX PERIOD AND SELECT THE CURRENT MONTH YOU ARE 

REPORTING. CLICK OK TO PULL ALL CURRENT MONTH DATA. CLICK ON THE COMPANY NAME IN CELL A3. MOVE 

YOUR MOUSE SLIGHTLY DOWN ON THE SELECTED CELL UNTIL IT HOVERS OVER THE BOTTOM BORDER LINE AND 

YOU SEE A        , ONCE YOU SEE THE DOWN ARROW, LEFT CLICK. THIS WILL HIGHTLIGHT ALL CELLS IN THE NAME 

COLUMN. LOOKING TO THE BOTTOM RIGHT CORNER OF THE SCREEN, YOU WILL SEE COUNT: XXXX. THIS COUNT IS 

THE TOTAL NUMBER OF ONLINE PRODUCERS BEING REPORTED FOR THE CURRENT MONTH. 

 

 
 

UPDATE THIS COUNT # ON THE LEFT SIDE OF BOTH BRICK & MORTAR TAX PRODUCERS TABLES 
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NOW MOVING TO THE 12S SHEET  

 

 
 

UPDATE THE ONLINE TAX PRODUCERS TABLE 

 

 
 

JUST LIKE THE 10S TABLE, THE ONLY NUMBERS THAT NEED UPDATED ON THE 12S TABLE ARE THE 2021, 2022 AND 

2023 TOTAL NUMBERS. TO GET THESE NUMBERS, REFER TO THE 12S PIVOTTABLE.  

 

 
 

FILTERING THE 12S PIVOTTABLE, SELECT EACH MONTH INDIVIDUALLY. FOR OUR EXAMPLE, FILTER 2303 THEN 2203 

AND THEN 2103. SCROLLING DOWN TO THE BOTTOM OF THE PIVOTTABLE EACH TIME, NOTE THE GRAND TOTAL 

OF EACH MONTH. THIS IS THE ACTUAL/REAL NUMBER FOR ALL BRICK & MORTAR REPORTING FOR THE GIVEN 

MONTH. 

 

FORMULAS IN THE ABOVE REFERENCED TABLES AUTOMATICALLY CALCULCATE THE TOTAL FOR TOP 50/TOP 20 

PRODUCERS AS WELL AS THE REMAINING PRODUCERS. THE TOP 50/TOP20 NUMBER IS REFERENCED BACK TO THE 

TABLES COMPLETED IN STEPS 6 & 7. 

 

MOVING BACK TO THE 12S PIVOTTABLE, FILTER THE TAX PERIOD AND SELECT THE CURRENT MONTH YOU ARE 

REPORTING. CLICK OK TO PULL ALL CURRENT MONTH DATA. CLICK ON THE COMPANY NAME IN CELL A3. MOVE 

YOUR MOUSE SLIGHTLY DOWN ON THE SELECTED CELL UNTIL IT HOVERS OVER THE BOTTOM BORDER LINE AND 

YOU SEE A        , ONCE YOU SEE THE DOWN ARROW, LEFT CLICK. THIS WILL HIGHTLIGHT ALL CELLS IN THE NAME 

COLUMN. LOOKING TO THE BOTTOM RIGHT CORNER OF THE SCREEN, YOU WILL SEE COUNT: XXXX. THIS COUNT IS 

THE TOTAL NUMBER OF ONLINE PRODUCERS BEING REPORTED FOR THE CURRENT MONTH. 
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UPDATE THIS COUNT # ON THE LEFT SIDE OF THE ONLINE TAX PRODUCERS TABLE 

 

 
 

 

 

 

STEP 9 – UPDATING THE TOP MANUFACTURES/WHOSALERS/TOP 20 

PRODUCERS TABLES 

 
IF YOUR LOCALITY WANTS TO TRACK MANUFACTURERS & WHOLESALERS, USE THESE CHARTS TO TRACK EACH 

MONTH. THERE IS NO NEED TO UPDATE BUT IF YOU CHOOSE TO NOT, MAKE SURE THERE IS NO DATA IN THE 

TABLE SO TOTALS ARE $0. THIS PORTION CAN BE PERSONALIZED TO YOUR SPECIFIC SITUATION IN YOUR LOCALITY. 

YOU COULD CHANGE THESE TWO TO DATA CENTERS, PORTS, HOTELS… THE POSSIBILITIES ARE ENDLESS, REALLY. 

 

IF YOU SCROLL FURTHER DOWN PAST THE DASHBOARD, NEW NAME, NEW NAME & TAX ACCOUNT, TOP NEW 

BUSINESSES AND TOP CLOSED BUSINESSES TABLES. YOU WILL SEE THE GREEN AND RED TABLES WITH LISTINGS 

FOR MANUFACTURES AND WHOLESALERS. THESE TABLES ARE USEFUL TO LIST THE CERTAIN BUSINESSES YOUR 

OFFICE WANTS TO TRACK. THESE TWO TABLES SERVE A QUICK REFERENCE EACH MONTH AND CAN BE ADDED TO 

EASILY. 

 

NOW TO UPDATE THE MANUFACTURER AND WHOLESALERS TABLES 

 

SCROLLING UP TO THE TOP 50 TABLE, SELECT/HIGHLIGHT THE ENTIRE TABLE STARTING AT “RANK” AND GOING 

OVER TO THE “3Y” ALL THE WAY DOWN TO RANKING # 50. ONCE THE TABLE IS HIGHLIGHTED, RIGHT-CLICK AND 

HOVER OVER “SORT.” CLICK ON “CUSTOM SORT.” 
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WHEN THE CUSTOM SORT BOX POPS UP, SORT AND ADD LEVEL’S TO THE CUSTOM SORT BY CELL COLOR AND 

SELECT YOUR ORDER YOU PREFER. THE FILTER WILL AUTOMATICALLY SORT THE COLORED CELLS AND WILL SHOW 

THEM BY RANKING, SMALLEST TO LARGEST. THE CUSTOM SORT BOX WILL LOOK LIKE 

 
 

ONCE YOU HAVE SELECTED THE SORTING ORDER, CLICK “OK.” THE TOP 50 PRODUCERS CHART WILL LOOK LIKE 

THIS  

 

 
 

 

SELECT/HIGHLIGHT AND COPY/PASTE THE MANUFACTURER AND WHOLESALER LISTS FROM THE TOP 50 TO THE 

RESPECTIVE TABLE FOR TOP MANUFACTURERS AND TOP WHOLESALERS. ONCE YOU HAVE COPIED AND PASTED 

THE INFORMATION FROM THE TOP 50 CHART, ALL NUMBERS IN THE TOTAL LINES WILL AUTOMATICALLY 

CALCULATE. YOU DO NOT NEED TO UPDATE THE TOTAL LINES ON BOTH CHARTS. ON SEE NEXT PAGE FOR 

EXAMPLE. 
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JUST ABOVE THESE TABLES, SCROLL UP TO UPDATE THE TOTAL TOP MANUFACTURES AND TOP WHOLESALERS 

COUNT # ON THE LEFT SIDE OF THE SECOND BRICK & MORTAR TAX PRODUCERS TABLE 

 

 
 

 

SCROLLING DOWN PAST THE TOP MANUFACTURERS AND TOP WHOLESALERS CHARTS, YOU WILL SEE THE TOP 20 

RETAILERS TABLE 

 

 
 

SCROLL BACK UP TO THE TOP 50 BRICK & MORTAR TAX PRODUCERS TABLE. SELECT/HIGHLIGHT THE 20 RETAILERS 

(IN OUR EXAMPLE) IN BLUE. ONCE YOU HAVE SELECTED/HIGHLIGHTED THE TOP 20 RETAILERS, COPY & PASTE THIS 

INFORMATION INTO THE TOP 20 RETAILERS TABLE.  
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AGAIN, THE TOTALS WILL AUTOMATICALLY CALCULATE IN THE TOP 20 RETAILERS TABLE. THERE IS NO NEED TO 

UPDATE THE TOTALS LINE. 

 

***CLEANING UP THE DATA*** NOW THAT THE TOP MANUFACTURERS, TOP WHOLESALERS AND TOP 20 

RETAILERS TABLES HAVE BEEN UPDATED. YOU WILL NEED TO REMOVE THE CUSTOM SORT BY COLOR IN THE TOP 

50 BRICK & MORTAR TAX PRODUCERS TABLE TO RETURN THE TABLE TO SORTING BY RANKING. 

 

SCROLLING UP TO THE TOP 50 TABLE, SELECT/HIGHLIGHT THE ENTIRE TABLE STARTING AT “RANK” AND GOING 

OVER TO THE “3Y” ALL THE WAY DOWN TO RANKING # 50. ONCE THE TABLE IS HIGHLIGHTED, RIGHT-CLICK AND 

HOVER OVER “SORT.” CLICK ON “CUSTOM SORT.” 
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WHEN THE CUSTOM SORT BOX POPS UP, CLICK THE DELETE LEVEL TO DELETE THE CUSTOM SORT BY CELL COLOR 

FILTERS. ONCE THOSE ARE DELETED, SELECT COLUMN RANK, CELL VALUES, SMALLEST TO LARGEST IN THE SORT 

BY FILTER ROW. THIS WILL AUTOMATICALLY SORT THE RANKING BY RANKING, SMALLEST TO LARGEST. CLICK OK. 

THE CUSTOM SORT BOX WILL LOOK LIKE 

 

 
 

 

 

 

STEP 10 – UPDATING THE SALES & USE TAX TABLE – INCLUDES FUTURE & 

PRIOR PERIODS REPORTING 

 

 
 
THIS CHART IS THE LAST KEY TO THE DASHBOARD CHART (STEP 11) AND THE TOTAL MONTHLY OVERVIEW FOR 

YOUR REPORTING. THE SALES & USE TAX CHART TAKES THE TOTAL REPORTED TAX FOR XX MONTH AND 

CALCULATES THE REAL SALES & USE TAX. THE 004 REPORTING CAN/WILL INCLUDE TAXES REMITTED FROM 

FUTURE AND PRIOR PERIODS. THINK: IF A BUSINESS REPORTS EARLY OR LATE TO THE DEPARTMENT, IF THE 

DEPARTMENT PERFORMS AN AUDIT AND THERE ARE REFUNDS OR BALANCES DUE/PAID FOR PRIOR MONTHS OR 

BUSINESSES SUBMIT AMENDED TAXES.  

 

TO ENSURE THE SALES & USE TAX CHART IS CORRECT. YOU WILL NEED TO UPDATE THE BRICK & MORTAR AND 

ONLINE DATA FROM THE EVOL GRAPH SHEET FOR THE CORRESPONDING YEAR. THIS IS THE REPORTED TAX ON 

THE 004 – AS STATED ABOVE, INCLUDES ALL TAXES REMITTED DURING XX MONTH. 

 

THE REMAINING INFORMATION WILL AUTOMATICALLY UPDATE IN THIS TABLE.  
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STEP 11 – UPDATING THE SALES & USE TAX DASHBOARD CHART 

 

 
 
THE SALES & USE TAX DASHBOARD PROVIDES A COMPLETE RECAP OF THE MONTH’S REPORTING. THE TOP OF THIS 

CHART BEGINS WITH THE BROAD OVERVIEW OF SALES & USE FOR BRICK & MORTAR THEN RECAPS THE DATA 

GETTING MORE AND MORE SPECIFIC ALL THE WAY TO BREAKING DOWN BRICK & MORTAR, TOP 50 AND ONLINE 

TAX PRODUCERS. 

 

THE ONLY INFORMATION TO UPDATE ON THE DASHBOARD IS THE COLOR-CODED ARROWS BASED ON % 

INCREASE/DECREASE ON THE RIGHT SIDE OF THE CHART. THIS PROVIDES A QUICK VISUAL RECAP OF HOW WELL 

OR HOW BAD EACH REPORTING IS DOING FOR THE MONTH.  
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COPY AND PASTE THE RESPECTIVE COLOR-CODED ARROW INTO THE LIGHT COLUMN ON THE DASHBOARD. IT WILL 

LOOK SIMILAR TO THE SCREENSHOT BELOW. 
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STEP 12 – OTHER CHARTS AND REPORTING ALSO INCLUDED IN THIS 004 

REPORTING SPREADSHEET 

 

 
 
THE SCREENSHOT ABOVE SHOWS A BREAKDOWN OF ALL PRODUCERS AND THEIR % OF THE REVENUE 

ASSOCIATED. THESE ARE LOCATED TO THE RIGHT OF THE TOP 20 TABLE. YOU CAN SEE IN THE SCREENSHOT, THAT 

THE TOP RETAILERS REPRESENT 4.4% OF THE PRODUCERS BUT BRING IN 37.8% OF THE TAX REVENUE. THE TOP 

MANUFACTURES REPRESENT 0.6% OF PRODUCERS AND BRING IN 4% OF THE TAX REVENUE. THE TOP 

WHOLESALERS REPRESENT 0.9% OF PRODUCERS AND BRING IS 4.5% OF THE TAX REVENUE. REMAINING 

PRODUCERS REPRESENT 94.1% OF PRODUCERS AND BRING IN THE REMAINING 53.8% OF TAX REVENUE. 

 

THE SECOND CHART SHOWS A FURTHER BREAKDOWN OF THE TOP 50 PRODUCERS AS A % OF REVENUES VS THE 

REMAINING PRODUCERS. THE GRAPH SHOWS THAT THE TOP 3 PRODUCERS REPRESENT 16.7% OR REVENUES, TOP 

10 REPRESENT 28.2%, TOP 20 REPRESENT 36.2% AND THE TOP 50 REPRESENTS 46.2% OF THE TOTAL REVENUES. 

 

THESE GRAPHS AUTOMATICALLY UPDATE AS YOU COMPLETE THE SPREADSHEET AND IS AN ADDITIONAL TOOL TO 

HELP BREAKDOWN THE BIG PLAYERS IN YOUR LOCAL TAX REVENUE. IN THIS EXAMPLE, YOU CAN SEE THAT THE 

TOP 50 PRODUCERS, OUT OF 847 TOTAL PRODUCERS, REPRESENT NEARLY HALF (46.2%) OF THE TAX REVENUE. 

 

 

  

SCROLLING BACK TO THE TOP OF THE 10S OR 12S SPREADSHEET, SCROLL TO THE RIGHT. YOU WILL SEE THE SAME 

CHARTS AND DATA TABLES FOR TRACKING OF THE FISCAL YEAR (OR YOU COULD CHANGE TO CALENDAR) DATA. 

THIS REQUIRES ESSENTIALLY THE SAME, YET FURTHER STEPS AND ADDITIONAL BREAKDOWN AND TOTALS ON THE 

PIVOTTABLES. THESE ARE GREAT TO UPDATE AS YOU GO THROUGH THE YEAR, OR COMPLILING THEM AT THE END 

OF THE RESPECTIVE YEAR FOR YEAR END RECAPS. 

 

THE LAST CHART TO THE FAR RIGHT ALLOWS FOR CONTINUAL MONTHLY TRACKING OF THE TOP 50, OR YOU 

COULD UPDATE TO TRACK MONTHLY BY SET CALENDAR OR FISCAL YEAR. THIS TABLE ALSO HAS A BREAKDOWN OF 

HOW MUCH TAX REVENUE CAME IN PER DAY FOR EACH RESPECTIVE MONTH, SHOULD YOUR OFFICE BE 

INTERESTED. 
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STEP 13 – PRESENTING TO YOUR COMMISSIONER/DEPUTY/ETC (optional) 

 
We have also emailed a blank copy of the monthly recap via PowerPoint presentation sent to Mitch each month 

should you choose to present the data this way.  


