
  

 

 

 

 

  

 

Excel Sum Totals 
 

 

Prepared for 

myUnity Essentials Financial 

 



  

 

  

 

 

 

  

© 2020 Netsmart Technologies, Inc. Confidential and Proprietary to Netsmart Technologies, Inc. 

 

 



  

 

  

 

Table of Contents 
 

Overview .............................................................................................................................. 1 

Excel Options: Formulas Setting ......................................................................................... 1 

Data Tab: Text to Columns setting ...................................................................................... 2 

 

 

 



Excel Reformat Sum Totals Overview 

 

PAGE  1 

 

Overview 
Follow these steps if you are unable to generate sum totals in myUnity Essentials report export files 

when viewed in MS Excel.   

 

Excel Options: Formulas Setting 
With the report opened in MS Excel, go to the File menu and click Options at the bottom.  

In the Excel Options window, click on Formula to the left. 

Un-check the option for “Numbers formatted as text or preceded by an apostrophe.” 
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Data Tab: Text to Columns setting 
Click the column to be summed (“L” in example below). 

Go to the Data tab. 

Click “Text to Columns” then click “Finish”. 

Repeat these steps for all other desired columns.  

 


