
Excel 2007 
Creating a Pivot Table From Scratch 
 OTS  PUBLICATION: E16X REVISED 2/23/2010  TRAINING@TOWSON.EDU  OFFICE OF  TECHNOLOGY SERVICES  

=Shortcut       =Advice       =Caution 

© 2010 Towson University -This work is licensed under the Creative Commons Attribution-NonCommercial-NoDerivs License. 

Details available at http://www.towson.edu/OTStraining.  

 

Figure 1 

Introduction 
In this self help document you will learn how to create a Pivot Table 

from scratch and understand the elements of the Pivot Table screen. 

What is a Pivot Table? 

A Pivot Table is a very powerful tool in Excel that enables a user to 

summarize and analyze data in lists and tables. The term “Pivot” 

means to alter the perspective of retrieved data. Once you have  

created a Pivot Table, you can manipulate the data to meet your  

analytical needs. 

Setting Up Your Data 

Before you can use a Pivot Table, make sure you set up the data correctly. There are a few rules you 

must follow: 

 The column headings must be formatted differently than the data. For instance, the column 

headings in the figure below are bold (Fig 1, 1). 

 The data below the column headings should be directly under the column headings. For best 

results, you should not skip a row (Fig 1, 2). 

 The data within each column must be formatted the same. For example, in the salary field below, 

all the numbers are formatted as currency. 

 

 

Getting the Best Results 

When creating a Pivot Table, you should “begin with the end in mind.” Ask yourself: 

1. What do you want as your new column heading? 

2. What (if any) do you want as your row heading? 

3. What data do you want to analyze? 
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Figure 4 

Figure 3 

Figure 2 

Inserting a Pivot Table 
1. Place your Active Cell Marker (Fig 2, 1) on one cell by clicking inside the data range. 

2. Select the Insert tab on the ribbon (Fig 2, 2). 

3. From the Tables group, select the drop down 

arrow below the Pivot Table icon to insert a  

Pivot Table (Fig 3, 1). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. The Create Pivot Table dialog box appears 

(Fig 4). If this is your first time creating a 

Pivot Table, accept the default settings and 

click OK (Fig 4, 1).  

5. The finished result appears on a new separate 

worksheet named Sheet 1 (Fig 5, 1). 
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Figure 7 

Figure 6 

 

Pivot Table Screen Elements 
The Pivot Table screen will look daunting at first. It is important to understand the key elements of a 

Pivot Table so that there is a better understanding of how to analyze data. In the figures listed below 

(Fig 6 & 7) 

you will see 

the main 

regions of the 

table and the 

PivotTable Field List. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Field Chooser lists all of the 

field labels from the header row of 

the original data source.  

The Layout Area allows a 

user to position the fields in 

the corresponding regions in 

the Pivot Table. 

 

Page Field Region: Dropping 

data into this field will create 

separate page fields for sorting 

and separating. 

Column Field Region: Dropping 

data into this field will create 

Column Labels.  

Row Field Region: Dropping 

data into this field will create 

Row Labels. 

Data Region: Dropping data 

into this field will create a cross 

tab report that matches 

identifying data with column and 

field labels. 
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Figure 11 

Figure 10 

Figure 9 

Analyzing Your Data 
To make a Pivot Table analyze data, decide which items you want placed in the various regions.  

For example, to analyze what the total income for each position is, based on performance rating, 

perform the following steps:   

1. Click and drag the Position field (Fig 8, 1) down to the 

Row Label section of the Layout Area (Fig 8, 2). 

2. The Pivot Table will immediately reflect the change in 

data (Fig 9). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Continue the process by clicking and dragging the “Performance Rating” field down to the 

Column Label section of the Layout Area. 

4. To complete the Pivot Table, click and drag the “Salary” field down to the Value section of the 

Layout Area.  

5. The finished result will reflect the 

analyzed data (Fig 10). 
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By default, Excel will 

automatically calculate values 

using the SUM function. To 

reflect a different function, 

click on the drop down arrow 

adjacent to the Field Name in 

the Layout Area and select 

Value Field Settings.  

(Fig 11, 1) from the menu. 
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