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Quick MAVEN Reminders

• Reminder to check your Immediate, Routine, Pending 
Case Report Form Workflows!

• 2023 Case Closing
• Starting this week, DSAI staff will complete any 2023 cases 

that remain in the workflows by completing steps 2-4 in the 
Administrative Question Package. Staff will leave a note in 
any cases where question packages are updated.
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Quick MAVEN Reminders

• If no steps are filled out:

• If any steps are filled out:
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Overview of MAVEN Reports
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• Which reports are accessible to you?

• Why are reports useful?

• What's in a report?

• Case information

• Tracking information

• Timeliness

• Best reports to use for PivotTables

• How to run a report
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Which Reports can you access?
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Report access will vary depending on the role and responsibilities of the user 
in MAVEN.  For example: Local Board of Health staff who is responsible for 
disease case investigation and following up will only have access LBOH related 
reports.

Examples of Commonly ran LBOH reports. 

• LBOH Basic Line List

• LBOH Events by Time Period

• LBOH Count – Events Per Disease and Classification in Jurisdiction

• COVID-19 LBOH Confirmed and Probable Line List Report
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Why are reports useful?
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Usefulness of Reports
• Reports provide a view of all events within a jurisdiction or facility that 

exist in MAVEN regardless if they're recent, old, or the investigation 
status is pending or completed.

• Reports can be used for tracking information.  

• Depending on the report type the output can be aggregate or list format.

• Timeliness of the data in reports allows for quicker response and follow-
up. 

Information in a Report
• Reports include case information, demographic information, case counts, 

and notes.  
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Best Reports for PivotTables
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• The best type of report to use in a PivotTable is a case-level report formatted 
as a list.

• Microsoft Excel tables are already in list format and are good candidates for 
PivotTable source data.

• Most MAVEN reports contain case-level information in list format.  Reports 
can be download as CSV, Excel, and HTML files. The CSV file can be opened 
using Microsoft Excel.
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How to run a report
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• Step 1: Navigate to reports page

Select the report that you would like to run.

• Step 2: Select parameters

Parameters allow you to customize your report output. Different reports 
may have different options for parameters. 

Most reports will include at minimum: Event Date, Report Format, 
Classification, and Official City.
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How to run a report (cont.)

9

• Step 3: Run Report

When you have your parameters set, hit 'Run Report’.

If you ran the report in CSV format, a file will appear in your downloads 
folder or the folder where your file downloads usually default.

*Note: Depending on the size of your report, the export may take a few 
minutes to complete. Please, be patient and do not navigate away from the 
screen while the report is running.

If you ran the report in HTML format, a new screen will appear in your web 
browser with your report.

Please make sure to delete the file from your downloads or default folder 
once you have moved or stored it appropriately.
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Overview of PivotTables
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• What are PivotTables and why are they useful?

• How to set up a PivotTable
• Navigating Excel

• Set up your data

• Inserting a Pivot Table

• Summarizing data with a PivotTable

• Tips and tricks
• Updating a PivotTable

• Saving your results

• Adding charts

• More resources
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Why use a PivotTable?

• Looking at a data set like 
this one, how would you 
answer the following 
questions:

• How many cases have 
their gender listed as 
"female"?

• What percent of cases 
identify as Hispanic?

• What's the age distribution 
of cases?
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What are PivotTables?
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• A pivot table is a table of aggregated, grouped values

• A PivotTable is Microsoft's function to create pivot tables
• Made as a part of Microsoft Excel

• Other spreadsheet software may have similar functions under a different name

• Easily aggregates (adds, finds the average of etc.) another table or a set of 
data by one or more categories

• For example, a PivotTable could count a list of cases by year and town

• Aggregation can include sums, averages, or other statistics

• Groups can be nearly anything included in the data set

• Can make graphs/charts too

• Useful because it's a fast way to look at data
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Example PivotTable
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Navigating Excel
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• Excel is a part of the Microsoft Office software

• For this webinar we are using Microsoft Excel for Microsoft 365 v. 2312 
on Windows
• If you have an older version, you should still have PivotTables (PivotTables were 

added to Excel in 1994!)

• Web version of Excel also has PivotTables

• Basic steps for PivotTables will be the same
• Some parts might have slightly different names, colors, buttons, depending on your 

version of Excel
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Terms

• Excel
• Refers to Microsoft Excel, a software program sold by Microsoft that 

creates spreadsheets
• Workbook

• An Excel file. The file can contain multiple spreadsheets within it.
• Sheet

• An individual spreadsheet within the workbook
• Some people call them "tabs" because they look like this at the bottom:

• Ribbon
• Menu at the top of all Microsoft programs

• Tab
• Sections within the Ribbon

15
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Terms

• CSV
• Stands for "comma separated values"

• Is a file type that works with Excel and other programs

• Is a simpler format and does not have all the functions
• For example, you cannot save multiple sheets in one CSV file

• XLSX
• The newer format type for Excel

• Has all the functionality that Excel has to offer

• Upgrade of the XLS format

16
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Set up your data

• PivotTables are only as good as the data within them

• Considering deleting or not selecting columns you won't use
• Do the same for titles, footnotes, or other "extras"

• Seeing a lot of missing or incorrect values? Make sure your 
cases in MAVEN are filled out completely

17
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How to create a PivotTable

1. Open your Workbook and 
go to the Sheet with your 
data

2. Place cursor in one of the 
fields in the spreadsheet

3. Go to the Ribbon and click 
on Insert tab

4. Click on PivotTable button2

3

4

18
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How to create a PivotTable

A new window will open

5. Confirm PivotTable 
settings

1. Table/ Range includes 
all your data

2. Select where you want 
the new PivotTable to 
be placed (we 
recommend a new 
sheet)

5.1

5.2
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New PivotTable
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Area where your PivotTable 
will be

Field choices based on 
what was in the table or 
data you selected

Area where you can add 
fields to your PivotTable 
from the list above

Navigate between sheets at the bottom of the page
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Tips and Tricks
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• Refresh the data in your PivotTable
• If you correct or update data in your data table, 

you want it to show on the PivotTable

• Right-click on the PivotTable and choose Refresh

• Remember! Making corrections and updates in 
MAVEN is the only way to make sure that the data 
are correct every time you run your reports

• Save your results
• If you don't want your table to be changed or want 

to change the formatting, consider saving your 
PivotTable as a separate table

• Select the whole table, copy it, go to a new place in 
your workbook, and paste it, choosing "Values" in 
the Paste Options

1
2
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Tips and Tricks
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• Add charts with PivotCharts
• Once you have mastered PivotTables, you can move on to PivotCharts

• Same format, windows, and basic functions as PivotTables

• Fast way to make a chart
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Pivot Table Resources
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• Previous MAVEN Webinars
• Beginner level introduction (7 minutes)

• Intermediate session (1 hour and 5 minutes)

• StoryMap

• YouTube tutorials
• Beginner level PivotTable tutorial (13 minutes)

• Microsoft documentation
• Overview of PivotTables and PivotCharts

• Create a PivotTable to analyze worksheet data

• More advanced:
• Create a PivotChart

• Calculate values in a PivotTable

• This recording will be available on MAVEN Help soon.

• Use YouTube and Google to search for other tutorials and resources!

https://www.maven-help.maventrainingsite.com/Brief%20Pivot%20Table%20Overview%20-%20March%2015,%202022%20Webinar.mp4
https://www.maven-help.maventrainingsite.com/Excel%20Pivot%20Table%20101%20Training%20and%20Overview%20using%20MAVEN%20data.mp4
https://storymaps.arcgis.com/stories/7b2111f47bf44df8bc6ed7d633c6fa98
https://www.youtube.com/watch?v=m0wI61ahfLc
https://support.microsoft.com/en-us/office/overview-of-pivottables-and-pivotcharts-527c8fa3-02c0-445a-a2db-7794676bce96
https://support.microsoft.com/en-au/office/create-a-pivottable-to-analyze-worksheet-data-a9a84538-bfe9-40a9-a8e9-f99134456576
https://support.microsoft.com/en-au/office/create-a-pivotchart-c1b1e057-6990-4c38-b52b-8255538e7b1c
https://support.microsoft.com/en-au/office/calculate-values-in-a-pivottable-11f41417-da80-435c-a5c6-b0185e59da77
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Pivot Table Demonstration
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• Practice scenario – start to finish
• Run a report

• Opening Excel

• Adding a PivotTable

• Finding answers with the PivotTable

• Saving results
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