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This step-by-step guide explains how to use a Pivot Table in Excel to analyse the % of 

unlinked repeat medication. 

The DES_Report.xls document has security enabled so that a pivot table cannot be 

performed in the same document. 
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Coping the unlinked medication to a new document 

1. Open the DES_Report.xls document which can be found in O:\Download\Audit 

folder. This report came via DLM237. 

2. Make sure that a tick is just in the Records 9 report and click the Run Report 

button which is on the Main tab. 

 

 

3. Click the OK button once you see this message ñReports completed Successfullyò 

 

 

4. Click the Records 9 tab (located at the bottom of the spreadsheet) to review your 

results. 

 

 

5. Where you see the line ñRepeats that are problem membersò you will see the % 

of your linked repeat medications to problem books. 

6. Further down the spreadsheet will be your % of unlinked repeat medications. A 

quick way to find this is to hold Ctrl+F on your keyboard to initiate the Find tool. 

Then type the word ñRepeatsò in the text box and click the Find Next button 
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7. Once at the line of unlinked Repeat Medications; 

a. Click the far left cell under the header ñRepeats that are non probleméò, 

as shown below 

 

b. Hold down the Shift+Ctrl key on the keyboard and tap on the End key on 

your keyboard, this will highlight all the cells in the list (as shown below) 

 

8. Right mouse click in the highlighted area and select Copy. Alternatively, use the 

Edit menu or Ctrl+C. 

9. Open a new Excel spreadsheet, from the File menu or press Ctrl+N 

10. Paste the contents into the first cell A1, using right mouse click or Ctrl+V or the 

Edit menu. 
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Pivot Table Repeat Medication 

11. Click into cell A1. This just highlights the cell reference for our table range. 

12. Click the Data menu and select Pivot Table andé 

 

13. Click the Finish button at Step 1 of the wizard 
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14. Drag and drop the drug name in the Pivot Table Field list to the ñDrop Row Fields 

Hereò.(as shown below) This will list all the drug names. 

 

15. Now drag the same item once again into the ñDrop Data Items Hereò. This will 

count up all the Repeat Medications 
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16. To put them in order of popularity, click into any cell under the Total column, 

then click the Z>A button 

 

17. To view patientsô that still have unlinked repeat medication, double-click a 

number in the total column 

 


