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T Tt o Introduction
In this self help document you will learn how to create a Pivot Table
1. What is a Pivot Table

from scratch and understand the elements of the Pivot Table screen.
2. Setting Up Your Data

What is a Pivot Table? 3. Getting the Best Results
A Pivot Table is a very powerful tool in Excel that enables a user to Inserting a Pivot Table
summarize and analyze data in lists and tables. The term “Pivot” Pivot Table Screen
means to alter the perspective of retrieved data. Once you have Elements

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

. Analyzing Your Data
analytical needs. yzing

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:

e The column headings must be formatted differently than the data. For instance, the column
headings in the figure below are bold (Fig 1, 1).

e 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).

e The data within each column must be formatted the same. For example, in the salary field below,
all the numbers are formatted as currency.

Figure 1
\ t Last Name First Name Position Department Division Date Hired Salary
| Foss Larry Admin. Assist. Accounting  Copier 11/9/1996 | 531,888
N Simpson Sandrae Technician Engineering  Copier 3/1/1997] $34.854
5 [Mueller Ursula Accountant Accounting  Copier 10/8/1996 | $36,101
9 | Henders Mark Admin. Assist. Accounting  Printer 6/5/1996 | 536,646
0 Hodge Lisa Admin. Assist. Admin. ICopiet ! 1/15/1997 | $37,081
1] Mueller Kiris Admin. Assist. Admin. Fax 4/1/1997 53?__081)’
2| Stewart Randy Admin. Assist. Marketing Fax 1/15/1997| $37,081
3 : Admin. Assist. Accounting  Fax 2/15/1997 Ls32508

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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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). .
Figure 2
3. From the Tables group, select the drop down
arrow below the Pivot Table icon to insert a Home | Inset  Pagelayout  Formula
Pivot Table (Fig 3, 1). ““3 & cut Avia
I;t 153 Copy
avse # Format Painter [EEANEpi
Figure 3 Clipboard i
Ad Lavendar
A D
1 Last Name First Name 7
Home Insert 2 |Egidio 9/30/197
3 Smith 514197
o— (o 4 |Lavendar Male 11729187
J_‘ H ] 5 |OBrien Vera Female 4113187
J |--|—:E 6 |Geschickter Dan Male 12/29/196
- 7 |Sapp Amy Female 6/5/19¢
|P|1.rntTabre| Table 8 Murray Steve Male 5/6/19¢
- 9 |Benish Sophie Female 3131198
10 Reinert Wilma Female TM4M198
I]_j] PivotTahle 11 King Jonathan Male 1/26/198
- 12 |Jenkins Bob Male 321198
EEI FivotChart - \ . 13 |Barber James Male 12/29/19
— T
A B
Figure 4
Create PivotTable - M
Choose the data that you want toll\gnalyze
4. The Create Pivot Table dialog box appears @ Select a table or range
(Fig 4). If this is your first time creating a Table/Range: |[ENCIREER
Pivot Table, accept the default settings and (2 Use an external data source
click OK (Fig 4, 1). SIS e
Connection name:
5. The finished result appears on a new separate || choose where you want the PivatTable report to be placed
worksheet named Sheet 1 (Fig 5, 1). @) New Worksheet
|| () Existing Worksheet
Location: \/\ 55
[ OK J [ Cancel
_ _ A
Figure 5
A B C D E F G H | PivotTable Field List > x
1 Drop Page Fields Here | =
2 o - Choose fields to add to report:
3 (l Drop Column Fields Here
1 [[Last Mame -
5 Q [C]First Name T
6 .8 [[Gender
7 - [Foos =
3 o [[Hire Date
) = [CPosition
o o |[Drop Data ltems Here| [ gowswer |
11 o [Csalary -
12 o
13 o Drag fields between areas below:
14 T “ Report Filter 7 column Labels
15 @
16 []
17
13 1] Row Labels *  Values
19
20
21 hd [7] Defer Layout Update
M 4+ M| Sub-Totals | Sheetl Performance Appraisals Donations ] ]
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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
Figure 6 7)

(Fig 6 &
you W”! Page Field Region: Dropping see
the main i L .
. data into this field will create
regions of ) . the
table and separate page fields for sorting g — the
and separating. age Fields Here |
| i Drop Column Fields Here |
o Column Field Region: Dropping
a data into this field will create
o Column Labels.
A
g
- |Drop Data ltems Here
D
Row Field Region: Dropping Data Region: Dropping data
data into this field will create into this field will create a cross
Row Labels. tab report that matches
D | identifying data with column and
field labels
PivotTable Field List.
Figure 7
PreotTable Field List v X
Choose fields to add to report:
[]Last Name -
[]First Mame T
The Field Chooser lists all of the
field labels from the header row of E
the original data source.
T TFOsman
[TDepartment —
[T =alary o
Drag fields between areas below:
“W Report Filter 4 Column Labels
I

The Layout Area allows a
1] RowLabels E valued yser to position the fields in
the corresponding regions in
the Pivot Table.

[] Defer Layout Update
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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:

. . _ . Figure 8
1. (éhck ell-nclljdlrag ttr?e Pofstlrt]mE f|eldt(|29 8, (1F) dcgwr;)to the ST —
ow Label section of the Layout Area (Fig 8, 2).
) o . . Choose fields to add to report:
2. The Pivot Table will immediately reflect the change in [lLastName p
data (Flg 9). [C]First Name /, I
d
Figure 9 EEZHB o |
—
Position |+ D ro [Cpepartment -
[salary =

Accountant

Administrator
A M Drag fields between areas below:
C;S[:; anager 4 W Report Filter “H Column Labels

Counselor
C!Jﬁmdﬁaﬂ i RowLabels % Values
Director D ro p Position -

Engineer

Front Desk
GM

Groundskeeper
R —-A-l...,__._q\

[] Defer Layout Update

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.

o ) Figure 10
5. The finished resu_lt will reflect the — = = = = = =
analyzed data (Fig 10). ; Drop Page Fields Here |
3 |Sum of Sala F'erfRatmg\ﬂ
4 |Paosition |~ 1 2 3 4 5|Grand Total
5 |Accountant 47950 47950
i 6 |Administrator 38750 38750
By dEfaL!lt, Excel will 7 |Asst Manager 55675 55675
automatically calculate values & |CFO 96825 96825
. . 9 | Counselar 21960 22000 19500 63460
using the SUM function. To 10 |Custodian 36300 36300
H H 11 |Director I ] 55000 55000
reflect a different function, 2 [Engineer 149220 = 19220
click on the drop down arrow 13 Front Desk 40440 40440
. . . 14 |GM 95000 95000
adjacent to the Field Name in 15 | Groundskseper 19200 22700 19355 23000] 84255
16 |Housekeeper 32940 32940
the Layout Area and select 17 |Kitchen Assistant 16650 18950 35600
Value Field Settings_ 18 |Maintenance 19000 19000
. 19 |Marketing Sum of Salary 67550 67550
(Flg 11, 1) from the menu. 20 Mktg Manager Value: No value 85000
21 Payroll Row: Maintenance 67090
22 President Column: 2 1687000 167000
23 Snr. Counselor gUR0 28950
Figure 11 24 | Superisor 43750 43750
25 |Trainer 35000 35000
] 26 VP 39000 39000
2 Remove Field 27 |Grand Total 49220 96835 353380 532680 297640] 1329755
28
| Rowl @ Value Field Settings...

Paosition - Sum of Salary ™ N




