
There are various ways to do your Excel
spreadsheet, but an easy way to start is to
add to the list where an application was

successful. If yes the add a 1, you can then
add up the numbers in this column so you
can see how many applications you made

this financial year. 

4 )  S E E  A C T I O N S  T O  T A K E  I N  A  M O N T H :  S O R T I N G
If you wanted to sort on two

things, firstly the Action
month and then Trust Name
in alphabetical order, click

into the data, click Data, Sort
and then Add a Level.
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Don't forget
If you are collecting personal information such as an

individual's named email address then your Data Protection
policy should reflect this. 

2 )  T U R N  I T  I N T O  A  T A B L E

Enter some information on your trusts. The exact headings below will depend on
what you want to record. Here are some suggestions.

Action month: when you need to do
something with the trust. By having this you

can sort the information so you can see
what to do in January, February etc. Never
miss a deadline! Action to take: what do

you need to do with the trust? For instance
research more or apply.

Click into a cell with data
in. Insert (on the ribbon),
Table and select the data
that you want to be in the
table. It is likely that Excel
will automatically select
all of your information. 

1 )  A D D  S O M E  I N F O R M A T I O N  T O  A N  E X C E L  S H E E T

You'll see the page go
stripy and there will be a

new option at the top
called Table Design. 

3 )  W O R K  O U T  H O W  M A N Y  A P P L I C A T I O N S  Y O U  M A D E :  C O U N T I N G

Click Table Design and
tick the Total Row box. A

new row will appear.

Go to the row you've just
created and the column
you want to count and

click on the down arrow.
Choose Count. Use a smilar

method to work out the
average size of grants you

have applied for.

A quick way is to click on
the arrows at the top of

each row.


