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Working with KIP Accounting Software in Excel 

The accounting software provided by KIP America for Account Data Tracking is by far the most 

complete in the industry.  These simple steps will allow you to take full advantage of its rich features 

utilizing MS Excel. 

Importing the Data 
First retrieve the .log file from the IPS by following these steps: 

a. From Request go to “Manage” 

b. Select “Print Reports” 

c. Under Output select “File” 

d. Save the .log file(s) for the months you would like to analyze to the desired location 

e. Open Excel 

f. Choose Data at the top, Import External Data, Import Data 

g. Browse to the folder that contains your file 

h. Change the file type option to All Files, then highlight the file you would like to see 

and click Open 
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i. Make sure Delimited is selected, Start import at row is set to 1, and File origin is 437 : OEM United 

States, then click Next 

 

 

j. Ensure that Comma is the only box checked, and then click Next 

 



Working with KIP Accounting Software in Excel 
 
 

This information is solely for use of KIP Personnel and KIP Authorized Dealers.  No part of this publication may be copied, 
reproduced or distributed in any form without express written permission from KIP. © 2008 KIP. 

- 3 - 

k. Make sure that the Column data format is General, and then click Finish. 

 

l. Choose Existing worksheet with field being named exactly as above… 

=$A$1 and then click OK 

 

m. You should see something that looks like this: 
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Formatting the Data 
a. Right Click on Row 1 and click Insert 

b. Add Column Headers according the type of data in each field 

(Note, you do not have to label every field, only the ones you need) 

The headers are as follows: 

1. KIP Job Name 
2. Requestor 
3. Job Number 
4. Job Type 
5. Media Type 
6. Number of Originals 
7. Number of copies 
8. Paper Used (in Sq. Feet) 
9. Date Started 
10. Time Started 
11. Date Finished 
12. Time Finished 
13. English or Metric 
14. Description field 

c. You may delete columns if you do not wish to see them here by Right Clicking on the Column 

Letter at the top and choosing Delete 
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Creating the Pivot Table 
a. Choose the Data option, then click Pivot Table and Pivot Chart Report 

 

b. Choose Microsoft Excel list or database and PivotChart report, then click Next 

 

c. Click the box to the right, indicated by the red arrow above, then Click and Drag over all of the 

data in the spreadsheet, including Column headers 

d. Your results should look like this: 

 

e. Click Next 

f. Choose New worksheet and then click Finish 
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Your spreadsheet should look as follows: 

 

 

Formatting the Table 
a. The following format will work well for users that wish to track Requester (Employee), Job 

Numbers, and Descriptions along with Square Footage 

b. In the PivotTable Field List you should see the same names that you typed in for Column Headers 

c. From the Field List drag the following categories into the appropriate areas: 

1. Drag Square Feet to the section labeled “Drop Data Items Here” 

2. Drag Employee to the section labeled “Drop Category Fields Here” 

3. Drag Job Number to the section labeled “Drop Page Fields Here” 

a. Dragging the Media type to this same location will allow to see printing based on Bond, 

Vellum, Film, or All Media Types 

4. Drag Description to the section labeled “Drop Series Fields Here” 

a. Note:  Switching the placement of the Employee and Job Number fields also creates a 

functional report that may be more useful to some. 



Working with KIP Accounting Software in Excel 
 
 

This information is solely for use of KIP Personnel and KIP Authorized Dealers.  No part of this publication may be copied, 
reproduced or distributed in any form without express written permission from KIP. © 2008 KIP. 

- 7 - 

b. Your screen should now look like this: 
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5. By Clicking on the Sheet4(Usually) Tab at the bottom left hand section of the screen you can 

see the data presented to you in the following format: 

 

a. It is now possible to manipulate the data by selecting individual Job Numbers, Selected 

Employees, and Selected Descriptions by clicking the drop down arrows for the item you wish to 

change. These are noted with Red Stars. 

b. It is also possible to change the names and colors of the tabs at the bottom by double clicking 

on the individual tab, or by right clicking to bring up the Tab Color option. 

c. Changing what data is displayed will change the entire chart, and allow you to see only 

information related to a specific Job Number, Employee, or Description.  Making these changes 

also affects the Chart. 

d. Notice that in the above Pivot Table, it is possible to see how many square feet any given 

employee printed on all Job Numbers, for all possible Descriptions; a total of the square feet for 

each Description for every Employee, as well as Grand totals for all jobs. 
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e. Below you will see a Pivot Table and Chart for a specific Job Number.  Notice how the chart 

changes based on the changing Job Number 
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