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Excel Tables & PivotTables

A PivotTable is a tool that is used to summarize and reorganize data from an Excel spreadsheet.

PivotTables are very useful where there is a lot of data that to analyze.

PivotTables are dynamic, meaning the data can be reorganized and redisplayed easily based on what the
end result is to be. Even though PivotTables are dynamic, it is best to plan out the end result for the
data, before creating a PivotTable.

It is best practice to format the data as a table before creating a PivotTable because if data is ever added
to or deleted from the original data, a table will automatically adjust to allow for the newly added, or
deleted data to be displayed in the PivotTable, as long as the PivotTable data is refreshed.

Tables

Tables are very beneficial when working with large amounts of data, especially if that data may
potentially change. Tables give a nice visual layout of the data so it is easier to search out individual
rows, sort and/or filter the data.

Benefits of using tables:
e Integrated Filter and Sort functionality
e Header row remains visible while scrolling, as long as the cursor is within the Table
e Automatic expansion and subtraction of the table when new data is entered
e Automatic adjustment charts when new data is entered
e Automatic reformatting of the table when new data is entered

To convert a block of data into a Table, place the cursor within the data. Navigate to the Insert Tab and
then click on the Table icon.

Tables

£5

Excel will populate the Format As Table dialog box, which will [ Eormat As Table B |
confirm the location of the data to be converted into a table, as

I . ifv if the d A head Wh Where is the data for your table?
well as an Option to specity it the atf:\ co.ntalns ea ers. en As1:5HS36] S

the data location and the header option is selected, click OK.
My table has headers

t ’ Cancel
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The look of the data on the sheet will change slightly, with the addition of a more distinct header row,
alternating colored rows, as well as with filtering/sorting options applied to each heading.

A B C D E F G H

2 Foxxe 999 Broad S Wellingto AHS
3 lay 222 Main St Fort Collir Engineerin
33 smith 1744 E. Mul Fort Collir Vet Mea
33 34 Bergeron Cheryl 2821 Rawhi La Porte Business 1700 1956
3¢ 35 Frydendall Max 401 Clydesc Greeley Matural Sc 1500 1987

If any columns of the original data have formatting applied, that formatting will carry over to the data
within the table.

Table Sizing Handle

On the lower right corner of the table, there is a dark icon, called the Sizing Handle.
The sizing handle indicates the bottom, right side of a table.

Table Tools
Any time the cursor is within the table data, the Table Tools Design Tab will be displayed on the right

side of the ribbon. To make any changes to a table, the cursor must be located within the table data.

E - Excel Level Mxlsx - Excel Table Tools

File Home Page Layout Farmulas Data Review View Developer ACROBAT Design

To change the color scheme of a Table, make sure the cursor is within the table and then navigate to the
Table Tools Design Tab. On the right hand side of the Design Tab is the Table Styles group. To select a
new color, simply click on the color option to apply it to the table.

Table Tools

w 2 Tell me what you want to do...

ol W Filter Button f S RS EEEEE Eeees mo=== EEE=m s===s -
olumn —————  EEEEE EEEEE EEEEE EEEEE EEEEE EEEEE L
deolumns  1—/————- =e===a EEREC] EEEEE EEEEE EEEEE EEEEE -
le Options Tahla Stylac

To view more options than what are displayed, Table Tools
click on the dropdown menu on the lower right
corner of the Table Styles group. leader Row

otal Row 4
ianded Rows 4
1

L
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Create a PivotTable

When creating a PivotTable, it is best practice to ensure the data does not contain subtotals or blank
cells. Blank data may cause issues within the PivotTable by creating column names or cells to display as
(blank).

Tip: Itis best practice to convert the data into a table before creating the PivotTable.

Recommended PivotTables
Recommended PivotTables is a feature introduced to Excel 2013 which provides a

few PivotTable options based on the data in a worksheet.

d Recommended
PivotTables
data. Navigate to the Insert tab, and then select the Recommended PivotTables icon. =

To use the Recommended PivotTables feature, make sure the cursor is within the

A new Recommended PivotTable window will [ Recommended PivotTables E N SR
Count of Order # by Region :; Count of Order # by Region

Row Labels| ~  Count of Order # Row Labels | ~ | Count of Order #
Central 7 |

appear showing the options that Excel is
recommending for the PivotTable.

Central 7
NW 6
South 52 NW 6
West 7 |7 || South 5

Users are able to click on each option to see a

Grand Total 25 West

[
preview of how the PivotTable will display. Il surm of Order # by Region Grand Total

Row Labels ~ Sum of Order#t —
Central 80
NW 68
South 56
West 121
Grand Total 325

Recommended PivotTables can be a useful Preview of seleciod

Recommended

option to use for a starting point for a Sonmene

PivotTable, but it may not be the best option

Count of Order # by Size
based on what is expected as an end result. row tabets <] Court of Order
i 8 |
500ml 6
750ml 11
Grand Total 25

If none of the options are going to work, click
on the Blank PivotTable button to create a

Sum of Quantity and Sum...

e

EBlank PivotTable Change Source Data...

Blank PivotTable button on the lower left side

of the Recommended PivotTables window to

create a blank PivotTable.

PivotTable Tools

Tip: To view PivotTable Recommendations on an existing

PivotTable, make sure the cursor is within the PivotTable.
[7 Fields, tems, & Sets -

OLAP Tools
s
EknnRelationships

Navigate to the PivotTable Tools Analyze Tab and then click on
the Recommended PivotTables icon. |

Note: To make changes to a PivotTable, the
PivotTable Tools tab must be active. If the

Page lLayout Formulas Data Review View ACROBAT Analyze Design

PivotTable Tools tab is not active, move the : N .
Pl adr® " i A o o B [ e

cursor within the PivotTable.

Column Labels |~

1L 500ml 750ml Grand Total
1289 5 3200 49681
9784. 7827 17611
7751
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Manual PivotTable
To create a manual PivotTable, make sure the cursor is within the table

%

ecommended Tabl
PivotTables

(data) on the worksheet. Navigate to the Insert Tab and then click on

the PivotTable icon. PivotTable

Note: Users may also select the data on the worksheet, navigate to the
Insert tab, and then click the PivotTable icon.

B o e Quantity E I,-Create PivotTable ‘ M1
1 NW Jan 750ml 5015
7 NW Feh 1L 9312= Choose the data that you want to analyze
I
3 South  Feb 500ml 65821 1) Select a table or range
4 Central Jan 750ml ?82?} Table/Range: | FarmatAsTable!SA51:5E526] / B
5 West Mar 1L 3195= (1 Use an external data source
6 Central Feb 500ml 77511 ' '

i L
7 Central  Apr 5480: Connection name:
8 South Mar

9 Central Jan

5135‘: Choose where you want the PivotTable report to be placed
5784}

10 West  Apr 750ml 7944, |
11 South  Feb 750ml 9703} o e
12 Central Apr 1L 74171 )
1 Choose whether you want to analyze multiple tables
13 South Jan 500ml 6239}
1 DAddthis data to the Data Model
14 NW Apr 750ml 7350} —
15 NW Mar 750ml 69411, ok ]
I . ———
16 West  Apr 1 320714 — |

On the Create PivotTable window, make sure the correct table, or data range, is selected in the Select a
Table/Range textbox. If the range is incorrect, move the cursor into the Select a table or range textbox
and then highlight the correct data from the sheet.

On the bottom of the Create PivotTable window, choose the location to place the PivotTable, either a
new worksheet, which will be automatically created to the left of the current sheet, or an Existing
Worksheet.

If the Existing Worksheet option is selected, click within the Location textbox and then navigation to the
sheet and cell location to insert the PivotTable.

Choose where you want the PivotTable report to be placed
O New Worksheet
@ Existing Worksheet

Location: { Sheet1 !$A$‘I| E

When all of the options have been selected, click on the OK button to create the PivotTable
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The PivotTable will be inserted onto a sheet a

nd will look similar to the screenshot below.

dl . Y B | c | D | | ) v X
. PivofTable (PivotTable Fields
2 | Location Choose fields to add to report: & -
: !
4 1 Search 2
5 : | PivotTablel
6 | To build a report, choose fields from the
7 PivotTable Field List
B —
g —
10 H=E==o]
| e MORE TABLES...
11 S
2| HEZZZ
13 ===
14' Drag fields between areas below:
= Il COLUMNS
16
17 |
18 |
19 T VALUES
20

The PivotTable consists of a blank PivotTable
headings from the original data), on the top,
bottom right side of the screen

on the left side of the screen, the PivotTable Fields (column
right side of the screen, and the PivotTable areas on the

Note: To make changes to a PivotTable, the PivotTable Tools tab must be active. If the PivotTable Tools
tab is not active, move the cursor within the PivotTable.

Page Layout Formulas Data Review View ACROBAT Analyze Design

B il atr® il s ™

Column Labels |~

1L 500ml 750ml Grand Total
128972358 3200 49681
| 7827 17611

7751
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Add Fields to a PivotTable

To make a PivotTable, fields must be added to the PivotTable areas.

To automatically add a field to a PivotTable, click on the checkbox next to the Field name and Excel will
place the field in the area that it sees is the best fit for that field.

Note: This can be a good way to start working with PivotTables, but typically a manual process is a
better option for adding fields to a PivotTable

To manually add a field, click and hold on a field name and then drag the name into one of the four
PivotTable areas listed below the field list.

If the PivotTable isn’t displaying the information as intended, users are able to drag fields into any of the
other field areas on the fly by clicking and holding on a Field, and then dragging the field name into a
new area.

Tip: Not every field has to be used when creating a PivotTable, there may be times when only 2 or three
fields are used, and there may be times when all fields are used. This is a major benefit of PivotTables,
they are dynamic so there is no right answer, it all depends on what information is to be displayed.

PivotTable areas
1. Filters — Top-level filters that are displayed above the PivotTable
a. Filters can be used to only display results that meet a certain criteria
i. For example, only display results for a single region vs all regions
= E

]‘lﬁeginn .{AII} ‘ v! S
2 Region &

2. Columns - Display as column labels across the top of the PivotTable, with the data
displayed below. Field names on the top of the columns area will display on the top
within the PivotTable.

Columns may have several fields added to them to nest the column labels.
Single Field within Columns

Sum of Quantity |Column Labels | ~

Row Labels (| Central NW, South West
1L 12837 9 5186 34208
500ml Drag fields between areas belgiv: 106
750ml 300
Grand Total FILTEE £ Lt 514
Regich "7
ROWS % VALUES
Size - Sum of Quant...
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Nested fields within Columns

Sum of Quantity _Column Labels ~
- Central

Central Total - NW

Row Labels Jan Fel
1L 12897 9312
500mil 23584 7548
750ml Drag fields betwee 13200 14340
Grand Total

49681 21888 9312

ROWS

% VALUES

Size Sum of Quant... ™

3. Rows — Display as row labels on the left side of the PivotTable
several fields to nest the row labels.

Single field within Rows

Drag fields between areas below:

T FILTERS Il COLUMNS
Size

= ROWS Z VALUES

Region & Sum of Quant

Nested fields with Rows

Sum of Quantity Co
1L

al Drag fields between areas below:

= Central 31
’ T FILTERS Il COLUMMNS
Jan 11
Size -
= ROWS % VALUES

Sum of Quant... ¥

. Rows may also have

4. Values — Displays as a calculation of the data in the field. The calculation can be a sum,

count, average, etc.

Excel PivotTables
© Technology Training Center
Colorado State University

Sum of Quantity |{:olumn Labels |~ Drag fields between areas below:

Row Labels |~ |Jan Feb Mar Apr Grand Total Y FILTERS Il COLUMNS
Central 17611 7751 6049 18270 4968

NW 21888 9312 6941 13796 51937 Month T
south 12606 15285 5186 9821 4389

West 5642 12164 15601 23107 56514 Z VALUES
Grand Total 57747 45512 33777 64994 202030 um of Quant... ~
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Remove Fields from a PivotTable

To remove a field from a PivotTable, uncheck the field name
from the Choose fields to add to report area section of the
PivotTable Fields, or click, hold and drag the field name from
the areas section back into the Fields section. Notin

Name PivotTable
| Department
| Hired
| Salary

Years

MORETAR

Sum DL\ialar}f

Drag fields B

Click, hold,
and drag to
remove

FILTERS
Hired

ROWS

Department = Sum of Salary =

Changing the Data Source

If data is added to the PivotTable source data, and if the PivotTable was
created without using a table, a new data source may have to be selected
to ensure the PivotTable contains the newly added data.

PivotTable Tools

To change the original data source, make sure the cursor is within the
PivotTable, navigate to the PivotTable Tools Analyze tab and then click on
the Change Data Source button. Select the new data range from a, which
may be on a different worksheet, or workbook and then click on the OK
button.

' ™
Change PivotTable Data Source m

Choose the data that you want to analyze

Change Data
Source~

i i3]

Clear Select

- -

Actior

@ Select atable or range
(Table/Range: | FormatAsTablelSASL:SES2E) ) &

Use an external data source

Connection name:

h [i | | cancel ]J

Tip: The Change Data Source option may also be used to verify where the original data is located.

Note: If the new data is coming from an external data source, a new PivotTable will have to be created
and the option for External Data Source will have to be selected in the Create PivotTable dialog box.
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Delete a PivotTable from a Worksheet PivotTable Tools
To delete, or clear all of the data from, a PivotTable make sure the cursor is in
a cell in the PivotTable. Navigate to the PivotTable Tools Analyze tab, in the
Actions group, click on the Clear button, and select the Clear All option.

Another way to clear data from a PivotTable would be to deselect all of the
fields in the PivotTable task pane.

PivotTable Options

The settings for how a PivotTable will display by default are =]
located PivotTable options menu. To get to the PivotTable

File Home
options, make sure the cursor is in the PivotTable data, I B
. . t 3
navigate to the PivotTable Tools Analyze Tab. On the far the pm tTa b; e Sc l_j‘ E‘b
wotla L -
left side of the window, select Options, which is located ChangeData ~ Clear Select
P 'ﬂm Bt Source - = =

under the PivotTable name textbox.

Tip: Another way to access the PivotTable options is to right click within a

PivotTable and then select PivotTable options.

A few settings to check out are;
e Sorting — Located on the Display Tab. The default setting for how the Swe [
data is sorted is based on how the data is displayed in the original data
source. To sort all data alphabetically, select the Sort A to Z option on

the bottom of the tab.

PivotTable Options ? b

F|E| Hide Field List

PivotTable Name: PivotTable2

Printing Data Alt Text
Lanyout & Formal i Taotals & Fillers Display
Display
| SF gl eollapae butt s - "
. ’j:alll.\f.rﬂ:f} collgnse buttoge P Y oy

Field List

PivotTable Options ? *

PivotTable Name: PivotTable2

e Refresh Data — By default, the data within a
PivotTable will not update unless a user manually R o
refreshes the data. On the Data tab, there is an sivotTable Data
option that will automatically refresh the PivotTable (7] Save source data with file
data anytime the file is opened. This may be a good R
option to check just in case the original data has

‘ ||Befresh data when opening the ﬁlc)

changed while the PivotTable was closed. PivotTable Options P %
PivotTable Mame: PivotTable2
e Grand Totals —Grand totals will display on every Printing Data At Text
PivotTable created by default. To not display Grand uroms (Cownsten ) oy
. Grand Totals
Totals by default, uncheck the Grand Totals option o '
Show grand totals for rows
from the Totals & Filters tab. [¥] Show grand totalsfor columns

Excel PivotTables 9
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Report Layout .
By default, a PivotTable is shown in the 2
Compact Form layout. Compact Form layout 81| Sum of Quantity $eolumn Labels | -
d displav d L. P | 4§owlahels * 1L 500ml 750ml Grand Total
oes not display descriptive names for column e — 12897 23584 13200 19681
or row labels, nor does it indicate that the top 5 Jan 9784 7827 17611
line on a row displays the total for that row. & Feb 7751 7751
& Mar 6049 6049
g FiVaTa 1 g7 Lo ] 19270}
To change the labels to allow for a more ~ -
oE 10l nw 9312 7548 35077 51937
descriptive label on columns and rows and a 1 [ TeAw anzan m100m

indication of the totals, make sure the cursor is

PivotTable Tools

within the PivotTable, and then navigate to the
PivotTable Tools Design tab. On the left side of Insert _ Pagelayout  Formulas

v| Row Headers

Report §Elank
ayout —fRows ~

the Ribbon in the Layout group, click on the

Report Layout dropdown.

v| Column Headers

. . . yle tTable Styles
The two other options available are Outline

- Show in Compact Form
Form and Tabular Form. Either of these options

. . .. Show in Qutline Form
will provide a more descriptive name for both D J K !

row and cloumn labels, but the major difference j Show in Tabular Form )

is Tabular form will place more emphasis to
Subtotals, which will be located on the bottom of the group, whereas Outline will display the subtotals

on the top of the group.
Outline Form
- |1L [500ml 750ml Grand Total

Sm of Quantit _

= Central 12897 23584 13200 49689
Jan 9784 7827 17611

Totals Feb 7751 7751

on top Mar 6049 6049

Apr 12897 5373 18270

=INW 9312 35077 44389

Tabular Form
Sum of Quantit (Size )
Regi ~ Month) ~ |1L __500m| 750ml Grand Total

—ICentral Jan 9784 7827 17611
Feb 7751 7751
6049

Central Total 12897 23584 13200 49681
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Subtotals and Grand Totals

The Subtotal and Grand Total will display the subtotal for each field and the overall grand total by
default in a PivotTable.

To turn off the subtotal option for a group, or to change the location of the subtotals, navigate to the
PivotTable Design tab, click on the Subtotals dropdown and select the appropriate option.

H S -

File Home Insert

Report Blank || column Header,
Totals ~ Layout ~ Rows -

To turn off the Grand Total option for a group, or to change the location of the grand totals, navigate to
the PivotTable Design tab, click on the Grand Totals dropdown and select the appropriate option.

Home Insert Page Layout 1

E v'RowHeadelf
f

Grand | Report Blank || column Hed
Jotals ~ JLayout ~ Rows ~

i Off for Rows and l:olumns1

On for Rows and Columns k
| €

On for Rows Only (
4

q On for Columns Only y
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Blank Cells

Blank cells may cause problems within a PivotTable if the data ends up being a row or column heading.
Sometimes, blank data is significant to the data displayed in the PivotTable, so blank cells are needed to
represent the data correctly.

By default, all blank cells within a PivotTable will display as blank, or as an | !

—N Right Click

empty cell. Depending on the type of data that is being displayed, it may be

best to change the blank cells into a value. If the data is displaying Sales, it may

be best to display the blank data as a zero to show that there weren’t any sales
L—'o Value Field Settings...

for a particular day, region, etc. To change the display or blank cells, right click : _

within the PivotTable and selecting PivotTable Options.

Tip: PivotTable options may be selected by navigating to the PivotTable | pivotTable Options -

Tools Analyze tab and then select PivotTable options on the left side of PivotTable Name: pimﬂab:

the ribbon. fayout&FormE| Totals & Filters | Display
Layout

On the PivotTable Options window, navigate to the Layout & Format 7] Merae and center cells with 1abels

Tab. On the bottom of the window in the Format section, make sure

there is a checkmark next to the For empty cells show: option. In the Format

textbox, enter in the value to display in all blank cells. L] For grror values show:

For empty cells show:  |0| )

Refresh Data in a PivotTable

The data within a PivotTable is not automatically updated when the original data has been changed.
Anytime any of the original data is changed, a PivotTable must be refreshed to display the newly

updated data. PivotTable Tools

To refresh the data in a PivotTable, navigate to the Developer  ACROBAT

PivotTable Analyze tab, select the Refresh icon and then 3 R Fields Ttems, & Se
L OLAP Tools
choose Refresh All. Refresh JChange Data  Actions LAR Tedl
- Source - - EKE Relationships
Note: Refresh will only update the data from the source [Z Refresh Calculations

connected to the active cell. Refresh All will refresh all data 1|
within the current workbook.

Tip: The shortcut to Refresh All is Ctrl-Alt-F5. =

PivotTable Tools

Refresh data may also be turned on to refresh any time a file File Lzl

is opened. On the PivotTable Tools Analyze Tab, select PivotTable Name:  Ac
P Y PivotTablel Su El [

Options, which will be located under the PivotTable Name G RS
text box. g Source - v

Excel PivotTables 12
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Note: Depending on how wide the Excel window

immediately. If Options isn’t visible, click on the PivotTable icon on the left side of

the screen and then select Options.

From the PivotTable Options dialog box, select the Data tab and then check the

option to Refresh data when opening the file.

is, Options may not display -
EEL‘ Active |
PivotTabld ™ ©
. lig Fie

PivotTable Mame:
PivotTabled

i

PivoitTable Name:  PivotTablel4

r ™
| Layout & Format | Totals & Filters | Display | Printingq:

PivotTable Data

Save source data with file

details

El Refresh data when opening the file

Format PivotTable Data

PivotTables do not carry over the formatting applied to the source data. All formatting in a PivotTable

must be applied to the data in the PivotTable.

To set the formatting for an entire field (column) in a PivotTable,
right click on any cell within the column, and then select Number
Format. From the Format Cells dialog box, select the appropriate

data type and click the OK button.

é_ate gorny: 5

General

i

MNumber
Accounting
Date
Time
Percentage
Fraction
Scientific
Text
Special
Custom

[Eol =]

1=

¥,
H
Currency formats are used |
points in a column.

"

unting formats to

)

Note: When a cell in a PivotTable is right clicked on, there is an option to
format cells. When selecting this option, formatting will only be applied to

the selected cell, not the entire column.

Excel PivotTables
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The Field Settings drop down menu may also be accessed from the PivotTable Analyze tab.

Make sure the cursor is in a cell in the column to be formatted.

Select the PivotTable Tools Analyze Tab.

Click on Field Settings on the left side of the ribbon.

On the Value Field Settings Dialog box, select the Number Format button in the lower left side of
the dialog box.

PwNPE

PivotTab X PivotTable Tools
Home Page Layout Formulas Data Review View Developer ACROBAT
Group Selection InsertSIicer D & [7 Fields, Items, & Se
i Ungroup EF Insert Timeline . fi OLAP Toals
Drill Refresh Change Data Actions
U e Flioup Field L bilter Conpections T - EYE Relationships

Active Field Value Field Settings ‘ C2 Calculations

Source Name: Salary

Custom Name: | Sum of Salary

5. Onthe Format Cells window, select the format for the cell(s)
6. Click OK to apply the changes to the cells.

Format Cells . ’ r EIL

Mumber

2gary:
General -
Mumber

Curren

Accounting

Date

Time

Percentage E
Fraction
Scientific ]
Text
Special
Custom
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Change the Value Settings

By default, Excel sets the Value of “sum” to a field added in the Values area of a PivotTable. This value
may be changed to several different options including; average, maximum, minimum, and/or count.

On the PivotTable Fields area, click on the drop-down menu on a field that is currently in the Values
section and then select the Value Field Settings option.

PivotTable Fields v X

Choose fields to add to report: 2 * B
|Search ﬁ-‘|
e Il Moveto Celumn Labels

Hired
7% Remove Field
= ROW Value Field Settings...

Department =

[ | Defer Layout Update

On the Value Settings dialog box, select the appropriate option; Average, Max, Min and then click the OK
button.

' ™y
Value Field Settings - [ S|

Source Mame: Quantity

Custom Name: |Sum of Quantity

Summarize Values By | Show Values As

Summarize value field by

Choose the type of calculation that you want to use to summarize
bichacfiald

Mumber Format

Excel PivotTables 15
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Show Totals as a percentage

When looking at data in a PivotTable, it may be useful to represent the data as not only a number, but
also a percentage of the overall total. For example, the data shows a breakdown of salary by
department, but it may be nice to see not only the total dollar amount for each department, but also
the total percentage of the total salary for each department.

If a PivotTable only has Sum of Salary within the Values area, it will look like this;

|Department - |Sum ofSaIary.l

FILTERS

Accounting $63,000.00
Administration 5282,000.00

Chemistry 5202,500.00
Communication $87,500.00

Engineering 566,750.00

English 5103,000.00

Finance $89,750.00

Maintenance $45,500.00

Marketing 5144,000.00 ROWS
Purchasing 558,000.00 Department
Grand Total $1,142,000.00

COLUMMNS

VALUES

W Sum of Salary

To display this field as another display type, click, hold, and drag the Salary field from the PivotTable
Fields section into the Values area a second time. The PivotTable will now display the Salary as a Sum

just as below.

Department |~ |Sum ofSaIary_lSum of Salary2

Accounting $63,000.00 63000
Administration $282,000.00 282000
Chemistry 5202,500.00 202500
Communication 587,500.00 27500
Engineering 566,750.00 66750
English $103,000.00 103000
Finance 589,750.00 89750
Maintenance $45,500.00 45500
Marketing 5144,000.00 144000
Purchasing 558,000.00 SE000
Grand Total $1,142,000.00 1142000

Excel PivotTables
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PivotTable Fields

Choose fields to add to report:
Search

MName
+| Department
Hired

between areas below:

COLUMMNS

% Values

ROWS ¥ VALUES

Department = Sum of Salary

Sum of Salary2 =

> X

-
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To change the display of the second Salary value to a percentage, right click on a cell in the Sum of
Salary2 column, choose Show Values As and then choose % of Grand Total.

L= TN LY 1A

Sum of S:
B I = b-A-

. Right Click

£
Format Cells...

Department |~ |Sum of Salary Sum of Salary2

Accounting 563,000.00 5.52%

ez Values By > Administration = $282,000.00 24.69%

U e D . e Cotatsion Chemistry $202,500.00 17.73%

- = - Communication S87,500.00 7.60%

*= Show Details Engineering $66,750.00 5.85%

@ ValueField Settings.. % of Colurmn Total English $103,000.00 9.02%

PivotTable Options.. % of Row Total Finance $89,750.00 7.86%
Maintenance $45,500.00 3.98%

The PivotTable will now display the Departments, with the Marketing $144,000.00 12.61%
Total Salary per department, as well as the percentage of Purchasing 558,000.00 5.08%
the total salary per department. Grand Total $1,142,000.00 100.00%

Rename Column Field Names
The column field names are not very descriptive which can make it tough for individuals to decipher

what is being displayed. For example, in the example

. . . Department -5 f Salary S f Salary2
above, the column headings look like this; eparmen Gm“ o ML arD

When looking at the column headings a more descriptive name, especially the Sum of Salary2 column,
would be very beneficial. To change a heading name, simply click on the cell and type in a new name.

|Department *  Sum ofSaIaryl%ofSalary ‘I

Accounting 563,000.00 5.52%

PivotTable Fields

Choose fields to add t

This can be done on any field name within a PivotTable (column
Column

names may
not match
any of the

field names

headings from the original data), but the columns cannot have the

same name as a PivotTable field name. For example, if the Sum of search

Marme

Salary name was changed to just Salary, Excel would produce an

| Department
| Hired
| Salary

error stating the field name already exists.

|Department v|Se||ar\|r .l%ofsalary

ST OO O -

Y
Microsoft Excel - &J

Y ears

I ki PivotTable field name already exists.

=

To use the same name as an existing field name, add a space after the name. The — ma' !

extra space won't be visibly noticeable and Excel will accept the new name since it
does not match a PivotTable field name exactly.

Excel PivotTables 17
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Sort a PivotTable

To sort the data in a column, position the cursor in the field to be sorted and select m
either the Ascending or Descending Sort icon from the either Data tab, or the Home
ns
tab, editing group. ﬂ
9 Share Sort
Calibri
VB oI
ilter wfSelect -
<] ?l Sort Smallest to Largest
= El Sort Largest to Smallest

. Level 1
A multi-level sort may be performed as long as

there are multiple levels within the PivotTable. To Cohen, Mark
perform a multi-level sort, each field within a field | ~/Marketing $144,000.00
section will have to be sorted individually. Wong, David 545,500.00
FILTERS COLUMNS
For example, if a PivotTable is set up with a Department and
. . . . ROWS % VALUES
Employee Name in the Rows with the Salary displayed in the Values ( )
Department 52 Sum of Salary 52
area. — -

To sort this data by Department name and then by descending employee name, the department name
must be sorted first. Position the cursor within a cell of one of the department names. Navigate to the
Home tab, click on the Sort and filter button, and select the Sort A to Z option. This will only sort the
Department name alphabetically.

wm olSaIanf
A
I Accounting | ) $63,000.00 7T H
Careff, Hans $23,000.00 Sort & Find &

Williams, Paula $22,500.00 Filter= Select -
A A
Deck, David 517,500.00 -

= Administration $282,000.00
Peters Nnnolas 475 00N NN
To sort by the employee names within each department, FACroamting—————  $63,000.00 Ay #
| I L | . h Careff, Hans 1) 323,000.00 .
select a cell containing an employee name. Navigate to the rrem— $22,50000 Fiee st
Home tab, click on the Sort and filter button, and select the Deck, David 17,500.00 G2l setateZ
/ ' :
Sort Z to A option.
-l Accounting $63,000.00

The data will not change the sort of the Department names since the Williams, Paula
Deck, Davi

. . Ascending
department name is on a different level than the Employee name.

$282,000.00
Valentiner, Chri

Note: This data could also be sorted by the salary, but that would Descending

Tyler, Robe
override the sort that was performed on the employee names since they Peters, DZaBlas ~000.00
are both on the same level within the PivotTable. Jacobs, William $67,500.00
Hanscom, Anne $65,000.00
Biette, Peter $32,500.00
=Chemistry $202,500.00
Excel PivotTables 18
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Expand/Collapse Data o
If the data within a PivotTables has multiple fields within a Row area, there will be a SRR
small + (plus) or— +| (minus) = button that will display to the left of the

MName -

top Level fields.

The plus or minus buttons indicate if the data is collapsed (plus) or expanded(minus). To
expand or collapse a field, click on the plus or minus button to the left of the field names in the
PivotTable.

Another way to expand or collapse the data is to place the cursor in the field to expand or
collapse. Navigate to the PivotTable Analyze tab, and then click on either the Expand or
Collapse icons that are located in the Active Field group, on the left side of the ribbon.

A B

Cursor must be in
column A since there
are multiple fields in
# Acco this column

PivotTable Tools

[ Fie

| = cherfitstry | $202,500.00
Boucher, Ann $37,500.00 J Col yve PivotTable EKE Rel
Edwards, Michelle $35,000.00 ollapse I ctions

Drill Down
A PivotTable is a summary of data that may represent one or many records from the original data. Drill
down is a feature that will display the individual data that makes up that summarized data and display

that data on a new sheet. Row Labels || sum of salary
Administration $282,000.00

. . . Chemistry $202,500.00

In the example below, each department is displayed with the total salary of Marketing $144,000.00

every employee within that department. The drill down feature can be used to |;‘”a|_”°he ii;‘;zgggg
nglis ,000.
display each employee and their salary from an individual department. Toseea |c $87,500.00
. . .. . $66,750.00
list of employees from an individual department, double click on one of the cells |, \ . $63,000.00
that contains a total salary. Purchasing $58,000.00
Maintenance $45,500.00
Grand Total $1.16A.750.00

Excel will insert a new sheet to the right of the currently selected sheet which
will display the individual data that makes up the summary of the cell that was clicked on.

A B T D I j|
1
2 |Wharton, Finance EESEEESE 55500
3 |Sullivan, ] Finance T 27500
4 |Decamp, ] Finance ESimmhhis 31500

5

47 |
48
» FormatAsTable Pt1 Pt1 (2) heet8 DrillDown

Note: If the data in the PivotTable changes, the drill down sheets will not update, even if the Refresh all
button on the PivotTable Tools, Analyze tab is selected.
Excel PivotTables 19
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Group Data by date/time

PivotTables have the ability to Group Selections by date and time.

1) Start by positioning the cursor in a column containing a date or time.

2) Navigate to the PivotTables Analyze tab
3) Select Group Field.

- s PivotTables 2016- PivotTable Tools
Home Insert Page Layout Formulas Data Revi
ED! Active Field: = =¥ Group Selection Insert Clear ~ 9 ’__ﬂ}
P Hired oo 2= Ungroug EF Insert Select - i
- ’__'oFieId Settings  pown |_|9 Filter Maove PivotTable D€
Active Field F Actions
Grouping 7 X
8 - Auto
A B | Starting at: | 5/18/1980 L H
|Department  (All) '1 Endingat: | 6/29/1990
:Row Labels | ~ | Sum of Salary
,000.00

Mar ,200.00
] 97,500.00
|May $285,500.00
[Jun $190,750.00
_Jul $175,750.00 Mumber of days: [+ =
Isep $110,000.00 e

Oct $32,500.00 -' Cancel
Inow S50.000.00

4) Verify that the Start and End dates are correct in the Grouping window
and then select the data to sort on from the By section of the Grouping
window.

5) Click on the OK button.

Note: Grouping may be done on multiple data points; Months and Years,
Days and Months, etc.

To remote grouping, navigate to the PivotTables Tools Analyze tab and
select the Ungroup Data button.

PivatTables 2016
Formulas Data
= Group Selection [ Clear ~ iR
& Select = i

Tip: Grouping options are also located in the context sensitive menu when
you right click your mouse on the date data.

Excel PivotTables
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[9/1/19i

=11080
Jun 544,000.00
Sep $22,500.00
=11981
May $30,000.00
Jul $27,500.00
Sep 532,500.00
Nov 531,500.00
=11082
Jan 523,000.00

Q Falalsl

s/1/19: (=] B

—=Fa Fami ™n

5/31/1¢

Expand/Collapse

/15/ L=

11/15/1 88 Ungroup...
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PivotTable Timeline
The Timeline feature, which was introduced in Excel 2013, allows users to filter a PivotTable by using a
Timeline. In order to use the Timeline feature, the data must have dates.

PivotTable Tools

Start by selecting a cell that contains a date. Navigate to the
PivotTable Analyze Tab, and then click on the Insert Timeline

icon =xllnsert Slice Clear~ [AF
=3 Insert Timeline Select~ i C

Excel will display any fields that are available to use with the Timeline

feature on the Insert Timelines window. Place a checkmark in the box
next to the field name to add to the timeline, and then click OK.

Cancel

Note: To change the size of the timeline, make sure the timeline is o )

selected and then click, hold and drag on one of the placeholders to
resize the timeline.

() o o)
’rate U/
Il Periods MONTHS
2016 Lo
) UM
UL AUG SEP OCcT NOV DEC
\/ o2 t{:l

The timeline will appear on the sheet displaying the data in a time period, dependent
on the data that is selected, Year, Months, Days, Hours, etc.

"YEARS

On the upper right side of the timeline, the time period will display how the data is

QUARTERS
filtered on the timeline. To change the time period, click on the drop down and M . s
selecting the appropriate option. i

To filter the timeline into a specific time period, click on the timeline bar to select a range to filter the
data. As options are selected on the timeline bar, the data in the PivotTable updates to reflect the time
periods that are selected.

|Row Labels |7/ sum of Quantity _
1 b r O
(=1L 11,681 | pate h#
1/20/2016 6,495
Jan 2016 MONTHS
22/2016 5,186
= 2015 2016
= 500m 16,366 () o
1/9/2016 9 784 MO DEC PRE VAR APR MIAY
| \1/19/2016 6,582
= 750ml 6,367 | 4 »
T 5 ! i
| (12016 6,367 - © O
Grand Total 34,414
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To select a range on the timeline, click, hold and drag on the blue bar to make a larger selection.

Row Labels -T Sum of Quantity

=1L 25,368
1/20/2016 6495
. el h
1/22/2016 5186 | Date %
2/10/2016 3480 | o -Feb 2016 MONTHS
2/11/2016 8207 | .
=500ml 23,772 O ‘
NOV APR
1/9/2016 9,784
1/19/2016 6,582
d ]
2/7/2016 7,406 5 ¢
=750ml 40,063
11/2016 6,367 ;
54};015 il Click, hold
o1 ?'944 and drag
2/sf [ selection
2/16/2016 6,941
2/17/2016 5,015
2/19/2016 6,446
Grand Total 89,203

Create a Calculated Field

A calculated field is a manually created field within a PivotTable that is used to preform calculations.
The calculated field must reside in the data area. The formulas used are stored in a dialog box and
stored within the PivotTable data.

To create a calculated field, make sure the cursor is within the PivotTable. Navigate to the PivotTable
Analyze tab, click on the Fields, Items & Sets drop down and then select Calculated Fields.

PivotTable Tools

Design Q@ Tell me what

Home Insert

El:h Active Field: “lear - "7 Fields, ltems, 8L Sets
ofTable Sum of Jan . elect - Calculated Field...
- [ Field Settings [, /ove PivotTable
Active Fie Actions Salve Order...
a4 - [7 List Formulas
| A B J K
Region |~ L
East ( 31250'.'
Bl b
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On the Calculated Field dialog box, provide a | insert calculated Field ? X

name the new field in the Name textbox.

Name: Gst Qtr v Add
Navigate to the Formula textbox and place Formula: {JantFeb + March
the cursor just after the equal (=) sign. To
add a field into the formula, double clickon  [fEeds b Double click on name ]
. A . . Region to add to Formula
the field name from the list of Fields in the Jan

Feb
middle of the window. After addingin a

field name, make sure to manually add in a

mathematic symbol (=, -, *, /, etc.) to
perform a calculation with the data in the Iml
fle|dS OK Close

Click OK when the formula is complete.

The new column will be added to the right of the PivotTable, with the result of the formula displayed.

Region - Sum of Jan Sum of Feb Sum of March| Sum of 1st Qtr
East 31250 21750 29500 82500
North 15987 25655 18965 60607
South 24000 18965 1659 59563
West 24912 14895 1400 53807
Grand Total 96149 81265 7906 256477

PivotTable Tools

Edit a Calculated Field

To edit a calculated field, make sure the cursor is within the Q Tell me wha
PivotTable. Navigate the PivotTable Analyze tab, click on the

lear = |7 Fields, ltems, &L Sets 3
Fields, Iltems & Sets drop-menu and select then Calculated Fields. : -
elect = Calculated Field...

L o

On the Insert Calculated Field window, click on the
dropdown on the right side of the Name textbox to
display and select the calculated field. Name: | Field1]

Insert Calculated Field

Formula:

The Formula for the calculated field will appear in the
Formula text box where any additions, deletions, etc. may
be made to the fields, type of calculation, etc.

Insert Calculated Field ? =
When the changes have been made, click on the o | =
OK button to update the field. rormta: (CTansrebeivrn) s

Tip: Static Numbers into the formula as well. To Fields:
add $10,000 to each Total, add a + 10000 to the Jan

Feb

March
formula. Mo

Inzert Figld

OK Close
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Print a PivotTables

Insert a Page Break after a Row Label

If the data in the PivotTable has more than one row label, meaning there are multiple categories on the
left side of a PivotTable, a page break may be inserted at each row label so when the PivotTable is
printed, each new category will have its own page. e B I = A6

—IAccount’

To add a page break after each new row item, right click one of the
names within the category and then select Field settings.

P e n b oo "

For example, to print a new page for each new department, right click on
one of the department names and then select Field Settings.

o Renow U oo

G Field Settings... )

Tip: The Field Settings tool is also location on the PivotTable Design tab.

Field Settings ? X
On the Field Settings dialog box, select the Print and
Layout tab. On the bottom of the dialog box under the
Print section, place a checkmark next to the Insert page
break after each item option.

Source Name: Department

Custom Name: |Department

Subtotals & Filters

Layout

. . . ) Showd®™ 12 e slina
Any time the row name changes, a new page will print.

Print

Print Titles in a Report Insenpagehreakahereach itenD
By default, the Titles on the top of a PivotTable will only

CEnCEI

print on the first page.

To print the column headings on the top every printed page, right click within
the PivotTable and select PivotTable Options from the Menu.

Tip: PivotTable Options is also located on the PivotTable Design tab, . -
PivotTable Options drop-down menu.

On the PivotTables Options dialog box, select the Print tab. Select the check box next to Set Print titles
and then Click OK. This will make the first row repeat on each page that is printed.

PivotTable Options ? X
PivotTable Name: | PivotTable6

Layout & Format Totals & Filters Display
( Printing ) Data Alt Text

Print
D Print expand/collapse buttons when displayed on PivotTable
Repeat row labels on each printed page
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Insert a PivotTable Chart PivotTable Tools
Data in a PivotTable can easily be converted to a Design Q Tell me what you want to d

PivotChart for a better visual display. To insert a
[ Fields, ltems, & Sets -

PivotChart, make sure the cursor is within the lear~
PivotTable and then select the PivotChart button  elect~ fi OLAP Toals
in the Tools Group. love PivotTable &5 Relationships
Actions Calculations T

The Insert Chart window will appear which will
display all of the chart options that are available. To view a preview of a chart, click on the chart type on
the left hand side.

o I s
All Charts

o fecent (’@ O @v QE 1))

Pie

e

I
Bar
Area
XY (Scatter] =
Stock

Surface

Radar

h Combo ﬂ,

EXREEREMN

When the correct chart is selected, click the OK button to add the chart to the worksheet.

When a PivotChart is selected, the PivotChart Tools tab appears on the ribbon.

HivotLhart 1ools

ACROBAT  Analyze Design Format ) Tell me wh

(e O 0O
Sum of Quantity +
Total e
o} - e
m 1L
m 500ml
O O O
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Edit a PivotChart
When a PivotChart is selected, there will be two icons that appear
i . . Count of Order #
on the upper right side of the chart. These icons can be used to
add in chart elements, change the color or style, etc. of a chart. Total
Sizps
n 1L

= 500m!
» 750ml

Chart Element
The plus icon allows Chart Elements, chart title, data labels, etc.

to the chart. To add an element to the chart, place a checkmark

next to the element name.

CHART ELEMENTS

Chart Title
I:‘ Data Labels
Legend

@ STYLE COLOR
Chart Style

The paintbrush icon, will include options for the Chart Styles and the
chart colors.

Note: Each chart type will display the styles differently. Remember
to use the scrollbar to see all options that are available for a particular
chart type.

To change the color of the chart, click on the Color tab to select a new
color scheme.

Change Chart Type

To change the chart type, make sure the PivotChart is selected, Analyze |

navigate to the Design tab, and then select the Change Chart Type =
icon. ‘

On the Change Chart type window, select
the appropriate chart type and then click o
OK to change the chart. P — [

Change Chart Typs ? =

Templates

[{ Calumn

Clustered Bar

Tatal
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Slicer Tool

The Slicer tool is used to filter the data in PivotTable/PivotChart. The Slicer tool is a visual way of
filtering data, vs using a filter dropdown menu.

Insert Slicer
To insert a Slicer, make sure the cursor is within the PivotTable. Navigate to the PivotTable Analyze tab
and then click on the Insert Slicer button.

PivotTable Tools

— |
Developer  ACROBAT 'QUENE Design
D D [# Clear~ N
|
= R Select - it

Dafrmrls Tlhammn Miada

g Insert Timeline

The Insert Slicers window will appear which will display all fields that INSErE Shicers . .

are in the PivotTable. Place a checkmark next to the field(s) to add that
slicer and then click OK.

Order #
Region

Maonth

Excel will populate a new slicer, in its own window, for each field that
was selected.

Bize
Duantity

Size = Region = I o« [ cancel

[ 1L l [ Central l

[ 500ml l [ NW l

[ 750ml ] [ South l

| west |
To use the slicers, simply click on the item to display. When an item is Region = T
selected (highlighted) the PivotTable will update to reflect what was l p— I
selected. \
NW

To select multiple items from a slicer, click on the first item, press and hold [ South ‘\L\
the Ctrl key and then click on the next item. West '\ \

. . . . . . Click on the first
To remove a slicer filter and display all items on the slicer, click on |i| item, press and

the Clear Filter icon on the upper right side of the slicer. hold Ctrl and click
on the next item

To add a new slicer, make sure the cursor is within the PivotTable or the
PivotChart is selected. Navigate to the Analyze tab and click on the Insert
Slicer icon, place a checkmark next to the field to be added and then click OK.

Delete a Slicer
To delete a slicer, click on the slicer to select it and hit the delete key
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