Steps to Format the QuickBooks GL Export and Select a Sample
Step 1: Format the Report for Filtering
Before applying filters, format the GL export so every row contains the proper account information.
1. Highlight Column A.
2. Press Ctrl + G → click Special.
3. Select Blanks → click OK.
4. In the active blank cell, type = and click the cell directly above it.
5. Press Ctrl + Enter to fill all selected blanks.
6. Copy Column A → Paste Values back into Column A. 
· This prevents formulas from breaking when total rows and headings are removed.

Step 2: Remove Heading and Total Rows
Heading and subtotal/total rows are not part of the population and should be removed.
1. Select the Split column (Column H).
2. Press Ctrl + G → click Special.
3. Select Blanks → click OK.
4. Right‑click one of the highlighted blank cells.
5. Click Delete → choose Entire Row.

Step 3: Add Filters (Corrected)
1. Select Row 1 (the header row).
2. Go to the Data tab.
3. Click Filter to add the dropdown filters to the headers.

Step 4: Filter to the Accounts You Want to Sample
1. Use the account filter(s) to select the account(s) you want to include in the sample.
2. Copy the filtered results.
3. Paste them into a new worksheet (this becomes your sampling population).

Step 5: Add a Random Number Column
1. Insert a new column and label it Random.
2. In the first data row, enter:
=RANDBETWEEN(1,10000)
3. Fill the formula down the entire column for every row.
4. Copy the Random column → Paste Values (so the random numbers don’t change).

Step 6: Select the Sample
1. Add/confirm filters are on the header row.
2. Sort the Random column Largest to Smallest.
3. Select the top X rows, where X = your sample size.

