Copyright: www.jadehorizon.com

www.jadehorizon.com

Microsoft Excel 2010




Copyright: www.jadehorizon.com



Copyright: www.jadehorizon.com

Pivot Tables Microsoft Excel 2010 Table of Contents

Table of Contents

INTRODUGCTION ...ttt ettt sttt e 4 ket e e o bbb et a4 kb et e o4k b et e a4kt e e e e s bbe e e e s sbbe e e s nbeeeesaanneeas 3
CONVENTIONS ..ttt ettt e st st e bt e b et e s R et e nh e e ea b e e e R e e e smbe e e ne e e nnneennre e e nnneennreas 3
TABLE DESIGN RULES ... ..ottt ettt e e st e e e st b e e e e st e et e e s bb e e e e abbeeeesbreeeeans 5
STRUCTURED TABLES. ...ttt ettt e st e e e st e e e s bb e e e s abb e e e e s abreeeeans 5
Converting a Range to a Structured Table ... 5
Required DeSign ALIDULES .......ooii et e e e st e e e e e e e s nntbbaeeeaeeeeeann 6
Desirable DeSign AIDULES .......coitiiiieiiii ettt e st e e s bb e e s bt e e e s annne e e s annneeas 7
TRADITIONAL TABLES. ...ttt ettt e e ekt e e ekt e e e et et e e e nbn e e e e anbne e e e nnee 7
Required Design AIIDULES .......cooiiiiieieie e e e s e e s annneeas 8
Desirable DeSIgN AMFIDULES ........uiiiiiiiiiiiiiiieii e ereeerere e re e rereearnrerasesssssssssnnnrnsnsnrnnnnnnns 9
EXAMPLE TABLES ... .ottt ettt ettt b et e s bt e s h e e bt e ek et e st e e e s ab e e et et e anne e s beeesnneennreas 9
CREATING A PIVOT TABLE .ottt ettt e e e e e 11
CREATE PIVOT TABLE DIALOG BOX ....ciiiiiiiiiiieiiiie ittt ettt s nbn e eennne e 12
SHUCTUIEA TADIE ... e e e e e s e e e e 12
Traditional TADIE ......cooeeeiee e 13
RESULT - BLANK PIVOT TABLE ...ttt sttt e et e e et e e e snbn e e e e abneeaeans 14
EDITING PIVOT TABLE CONTENTS .. .ottt ittt ettt et sm e e b e e snre e e nnne e e 15
PIVOT TABLE TOOLS ...ttt ettt ettt e sttt e e e skt e e e sabe e e e aabb e e e e aabe e e e e abbeeeesbbeeeeabneeaeans 15
PIVOT TABLE FIELD LIST ...etiiiiiititeee ittt ettt ettt ettt e e sttt e e e st et e e e snbe e e e e abbeeeeannneeeeans 15
ADDING FIELDS TO THE PIVOT TABLE .....oiiiitiii ettt 17
LAY Z0T N IF= 1o L= =T oo 1S 18
MOVING FIELDS ...ttt ettt ekttt sh e e st e ek et e s ab e e e bb e e sab e e e be e e snbeeebe e e e 19
DELETING FIELDS.... .ottt ettt ettt ekttt ekt st e ekt e s ab et e s bt e e smb e e et e e e snbeeennneenene 19
VALUE FIELDS - CALCULATIONS ...ttt ittt ettt ettt ettt et e et e snbe e e nnneesnneas 19
LABEL FIELDS ... ittt ettt etttk b e £t sh e e et e et e e e s ab e e e be e e emb e e e be e e nnbeeenneenene 22

L T (o IR 1T S 23
REPORT FILTER FIELDS ... .ottt ettt ettt e e sttt e e e st e e e e saba e e e e abbeeeeabneeeeans 25
PIVOT TABLE OPTIONS . ...ttt ittt ettt ettt bttt e sbe e st et e sbe e e abb e e st et e ssbeeeabe e e sbreesnbeeennneenens 27
USING A PIVOT TABLE ...ttt ettt b e hb e s bt esh e e et et e nbn e e sbe e e snne e e 31
REFRESHING A PIVOT TABLE .....oiiiiiiiiiei ettt ettt e e et e e e snba e e e snbeeeeeanneeeeans 31
FILTERING PIVOT TABLE DATA . ..ottt ettt sttt e ettt e e st et e e e st et e e e snbee e e e snbbeeeeanbeeaeans 31
L= oTo] il 11 (] gl 1= (o L RSP TPRT 31

ROW & COlUMN LADEIS FIEIAS.....cciiiiieeii et e e e e e e e e 32
11 g o)1= (T o o] o (PP EPPT TP 33
Predefined FilLEIS ... et e ettt e e e s et e e e e e e s e e nnnbbeeeaeae s 33

VAIUE FHILEIS ...ttt ettt e oo oo b bttt et e e e e e s a et bttt e e e e e e e s nnbebeeeeaeeseannbnbaeeaaaeaeaanns 33
SICING @ PIVOL TADIE ...ttt et e e e e e s bbb e e e e e e e e e eanbaeeeaaeans 34
DEIBHING @ SHCET ...ttt e e e e e sttt e e e e e e e e s bbb e e e e e e e e e aannbbneeeaaeas 34

] [[ed=] G @] o] 1] LS PP 35
Extracting Data SOUICE RECOIUS ......ccoiuiiiieiiiiiie ittt st e e s et e e s s et e e e enbee e e e neee 35

Microsoft Excel 2010 Pivot Tables.docm Page 1/42
22 March 2013



Copyright: www.jadehorizon.com

Table of Contents Microsoft Excel 2010 Pivot Tables

SORTING A PIVOT TABLE ..ottt ettt e s n e e s 35
ST I Lo L PSPPSR PR 35

Y01 £ 0@ o] 1 0] o 1= PSSR 36
= T 10 = LS T o PR UPRRURP 36
GROUPING FIELDS ...ttt ettt ettt ekt s e et e be e e e hb e e et e e e sabe e e beeeabeeeanbeeesnbeeenees 37

F U (o] g P LA o €] o U] o L O PO PP PP PP PP PPPPPPPPPPRPTN 37

= LU I ] o U o TP U PP PUPRPOPRI 37
CrEALING 8 GIOUP ..teeieiitiiee ettt e ettt ettt ettt e e ettt e e sa bt e e e sk et e e e aab b e e e e aabe e e e e aabb e e e e abbeeeesbbeeeeabbneeeanes 38
REMOVING @ GIOUPING - ..eeeiiuttteee ittt ettt etttk e e e aa bt e e e e st e e e aa b et e e e s be e e e e anbr e e e e anbreeeeannns 38
ShOW/HIAE GroUP DELAIIS .....veeiiei i r e e e e e e e e e e s snaraneeaaeeeas 38
FORMATTING A PIVOT TABLE ...ttt sttt sttt sttt e et e sbb e e e nbae e sabeeenees 39
PIVOT TABLE STYLES ..ottt ettt e b e e s e e nn e e nn e e e nnneas 39
LAYOUT TOOLS ...ttt ettt ettt et sh et b et e ek et e e b e e e sh b e e e ab e e e ke e e sab et e sbb e e san e e e beeesnreeanneas 39

[ AV Ol O o N 1 TP PPPPPPPPPPPPIRE 41
CREATING A PIVOT CHART ottt sttt ettt ettt e ssb e abe e e ss s e e sbe e e snbe e s beeeane e e s nbneesnreeennes 41

L 1] o I 2 T LSRR USRI 42

Page 2 /42 Microsoft Excel 2010 Pivot Tables.docm
22 March 2013



Copyright: www.jadehorizon.com

Pivot Tables Microsoft Excel 2010 Introduction

INTRODUCTION

These notes describe the essential features of Excel’s Pivot Tables.

Pivot Tables provide a fast efficient and powerful way to summarize data in a tabular data source without
the need for normal cell formulas.

The Data Source may be an Excel Structured Table or cell range containing tabular data that conforms to
certain design rules.

Pivot Tables have a number of areas where the unwary user can be caught out, but with experience you
can create a useful Pivot Table in minutes. Using formulas to create the same summary can take hours
or days.

The convenience of Pivot Tables makes them one of the most useful features in Excel.

CONVENTIONS

The following are the conventions used in this manual.

Press the named key.

Press and hold the first named key while you press the second.

-| Press and release the first named key before pressing the second.

G Point the mouse at a specified screen feature.

6 6 Click Press and release the left or right mouse button.

6 G 6 6 Double Click  Click the left or right mouse button twice - quickly.

6-)6 6-)6 Drag Click and hold the left of right mouse button while you
move the mouse.

-| 6 Press and hold the named key while you click the mouse button.

Filename.ext Reference to a named file stored on disk.

Text Entry Typed text entry.

Ribbon Select the specified Ribbon or option from a displayed quick menu.

Option Select the specified option from a displayed dialog box or task pane etc.

Highlight Highlight for important notes and comments.
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TABLE DESIGN RULES

Before you create any Pivot Tables it is important to create a design which works with Excel’s features to
provide greatest reliability and flexibility when the workbook is used. This is of particular importance
when you use tables to store data.

Since Excel 2007 (when Tables with Structured Cell References were introduced) the rules have
changed.

e If your workbook is going to be used in Excel 2007 or later you should take advantage of the new
Structured Table feature that provides better formatting options and access to Structured Cell
References.

These Structured Tables dictate the use of new design rules.

e If your workbook is going to be used in Excel 2003 or earlier your tables must adhere to
traditional design rules that avoid the use of features introduced in Excel 2007.

Opening and Saving a workbook containing one or more Structured Tables, in an older version
of Excel, will remove the Structured Table definitions and all their benefits. The result will be a
workbook that will not function properly in any version of Excel.

In other words: create designs that work in all versions of Excel that will be used to Open and Save the
workbook.

STRUCTURED TABLES

Structured Tables change the way a number of Microsoft _ ]
Excel’'s commands work. This means that a Table designed to Microsoft Excel 2003’s tables will
work in Excel 2003 is not always suitable for conversion to a still work the way they used to do -

. o e as long as they are not converted
Structured Table in Excel 2010 - without some modification. 10 Structured Tables.

Converting a Range to a Structured Table

A Structured Table is created when you convert a range of cells to a Structured Table using either of
the illustrated Ribbon Tools.

Ribbon: Home ﬂr
Format
as Table -

Insert ===

Table
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I ——
You can easily tell if a range has been converted to a Structured Table.

. : I H9- I | l
Excel will display &
. Home Insert Page Layout Formulas Data Review  View Developer Design

the |I|ustrated Table Name: [l Summarize with PivotTable ? iy Header Row [ First Column

. Tablel - & Duplicates [C] Total Row ] Last Column
Rlbbon When you 7 Resize Table | [Tlj Convert to Range EXD.D" M?m Banded Rows [[] Banded Columns
Select any Ce” Properties Toals External Table Data Table Style Options Table Styles
within a Structured Table.

Structured Table tools are described separately.

Required Design Attributes

1. Structured Tables may start anywhere in the worksheet.

2. The first row and only the first row must be used for column headings (the Header Row).

a. Table headings and Section headings are not part of the Structured Table and should not be
included in any range that is converted to a Structured Table.

b. Column headings may use Wrapped Text to create multiple lines of text within the heading row.
c. If your cell range does not include a Header Row, Microsoft Excel will insert its own generic
headings.
3. Column Headings may be text or numbers.

a. Formulas will be replaced with static entries based on their results.

4. Every other row in the Structured Table is considered to be a data row.

5. One entry (record) per row.
a. You may not split an entry over two rows.
b. You may use wrapped text to place multiple lines of text in the row.
c. You may include blank rows in a Structured Table.
6. Column Totals are NOT required - they are created using the Structured Table commands. If your
spreadsheet has column totals - delete them!
a. Infact there should not be any entries in the spreadsheet below the Structured Table.
It is common to append data rows to the end of Structured Tables rather than insert new rows
so there should be nothing in the way!
7. You may use calculated fields within the table that perform simple calculations within the row.
a. For example: Differences between values, VAT calculations etc.

b. If you intend to use Structured Cell References (recommended) in your formulas you must build
these formulas after converting the cell range into a Structured Table.
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8. The data entered into any column should be consistent throughout.

9. Do not merge cells within the Structured Table.

Desirable Design Attributes

1. Use the Freeze Panes feature to keep your Column
Headings and the Columns which identify entries visible TIP

on the screen when you navigate large tables. Before you sort any data - consider if
you need to re-establish the original

order afterwards.

2. Design a table structure that provides unambiguous
headings that show the users clearly where each item of
data should go.

If so, you may need to include a
record number field in your design.

a. Never allow the user to have a choice of columns for an item of data.
For example. Use Address columns such as:
House, Road, Town, County, Postcode
Do not use:
Addressl, Address2, Address3 etc.

b. Use separate columns for each item of data - do not design a column structure that requires two
items of data in a single cell.

For example. Use Name columns such as:
Title, First Name, Surname
Do not use:

Name

TRADITIONAL TABLES

In order for formulas containing normal cell references to work well and react correctly when users edit
the spreadsheet by inserting & deleting rows or columns, or sorting the records in the table it is important
that your design complies with the following rules.

If you design all your spreadsheets to comply with these rules Excel will help you. If you break any of the
rules Excel will give you and the people who use your spreadsheet problems that never go away!

Most spreadsheets involve a table which is used to collect data which can then be manipulated and
charted etc. It is the design of these tables which is often critical to the success of your design.
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Required Design Attributes

1. Tables may start anywhere in the worksheet.

2. The first row and only the first row may be used for column headings (Field Names).

a. Table headings and section headings are not part of the table and should be separated from the
column headings by at least one completely blank row.

b. Column headings may use Wrapped Text to create multiple lines of text within the heading row.
3. Column Headings must be text, otherwise Excel may treat the headings row as a data row. Numbers
can be entered as text using:
a. Prefix the entry with a 7 (apostrophe).
b. Or pre-format the cells with the Number format of Text (which is not meant to be a contradiction
in terms!)

4. Every other row in the table is considered to be a data row.

5. One entry per row.
a. You may not split an entry over two rows.

b. You may use wrapped text to place multiple lines of text in the row.

6. The table boundaries are automatically identified by Excel when it finds the edge of the spreadsheet
or at the first completely blank row or column.

7. Column and Row Totals are not part of the table so must be separated from it by at least one blank
row or column.

8. You may use calculated fields within the table that perform simple calculations within the row.
e.g. Differences between values, VAT calculations etc.

9. The data entered into any column should be consistent throughout.

10. Do not merge cells within the table.
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Desirable Design Attributes

1. Use the Freeze Panes feature to keep your Column
Headings and the Columns which identify entries visible TIP

on the screen when you navigate large tables. Before you sort any data - consider if
you need to re-establish the original
order afterwards.

2. Design a table structure that provides unambiguous
headings that show the users clearly where each item of
data should go.

If so, you may need to include a
record number field in your design.

a. Never allow the user to have a choice of columns for an item of data.
For example. Use Address columns such as:
House, Road, Town, County, Postcode
Do not use:
Addressl, Address2, Address3 etc.

b. Use separate columns for each item of data - do not design a column structure that requires two
items of data in a single cell.

For example. Use Name columns such as:

Title, First Name, Surname

Do not use:
Name
Structured Tables Traditional Tables
Notice the use of Structured Cell References in Notice the use of traditional co-ordinates in the
the formulas. equivalent formulas.
D5 - Fe | =[@ACTUAL]-[@TARGET] D5 - fe | =C5-B5
A B e D E A B C D E
1 SALES PERFORMANCES 1 SALES PERFORMANCES
2 2
3 SALESPERSON ~ TARGET =~ ACTUAL -~ DIFFERENCE - PERCENTAGE ~ 3 SALESPERSON TARGET ACTUAL DIFFERENCE  PERCENTAGE
4 Anne Other £20,000 £21 345 £1.345 106.7% 4 Anne Other £20,000 £21345 £1,345 106.7%
5| TomCal  £21.000  £20,876] £124] 99.4% 5] TomCat  £21000  £20876 £124] 99 4%
6 Bee Sting £25,000 £25,098 £98 100.4% [ Bee Sting £25 000 £25 098 £03 100 4%
[ Kay Lee £20,000 £24,964 £4,964 124.8% T Kay Lee £20,000 £24 964 £4 964 124 8%
8 Ali Cat £18,000 £10,987 -£7.013 61.0% 8 Ali Cat £18,000 £10,987 £7.013 61.0%
9 Ed Case £12,000 £13,056 £1,056 108.8% 9 Ed Case £12,000 £13,056 £1,056 105.8%
10 Jay Walk £30,000 £29,543 -£457 98.5% 10 Jay Walk £30,000 £29.543 £457 95.5%
11 Dee Van £20.000 £23,410 £3410 117.1% 11 Dee Van £20,000 £23.400 £3.410 M7 1%
12 Total £166,000 £169,2719 £3,219 102.0%, 12
13 13 TOTALS £166,000 £169,279 £3,2719 102.0%
14 Average £20,750 £21,160 £410 102% 14
15 Best £30,000 £29,543 £4.964 125% 15 Average £20,750 £21,160 £410 102.1%
16 Worst £12,000 £10,987 -£7.013 61% 16 Best £30,000 £29,543 £4,964 124.8%
17 Worst £12,000 £10,987 £7,013 61.0%
Structured Table definition uses the range
A3:E12
Notice How both tables break one of the design rules —

The names should be split into two columns!
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Structured Tables

Notice the use of Structured Cell References in
the formulas.

[ B9 - fe | =SUBTOTAL(109,[2012])
A B G D E F G

[l DESCRIPTIONES 2015 Bl 2012 S M o5 B 2017 B -
2 Computers 10,000 10,500 10.750 10,200 10,350 51,800
3 Printers 7.000 8.000 9550 11,000 13,000 48,550
4 Software 14,000 16,000 15,500 17,000 17,000 79,500
5 Disc Drives 5,000 5,000 5,650 6,000 5,900 27,450
6 CD Roms 1,000 1,200 4,000 6.000 8.000 20,200
7 Consumables 8,000 8.000 8.400 8,700 9,000 42,100
8 Other 3.000 3.000 3,000 3,000 3,000 15,000
N Totasl 40,0008 51.700] 56,750 61,500] 66,250 284.600]

Structured Table definition uses the range
A1:G9

In this Structured Table the Year headings
have been entered as numbers.

1 -
2 Daniel Smith m 29-0ct-80 3 High St March PE1§ 1SF 525021
3 “Yvonne Jones f 09-May-75 26 March Road Wisbech PE134RT 195458
4 Christopher Madsen m 09-Apr-69 5 Strollers Way Whittlesey ~ PE7 6YT 228682
5 lan Price m 14-Aug-54 56 Coopers Close Chatteris. PE197UT 781458
6 Emma Macey f 11-May-63 1 The Avenue Manea PE15 TRT 279717
7 Mandy Johnson f 17-Aug-77 89 London Road Wimblington PE15 1AM 788074
8 Glen Golding m 07-Apr-71 16 Lime Tree Avenue  Parson Drove PE13 8UJ 858939
9 Dr  Lesley Spencer f 17-Dec-59 4 Fen Cottages Elm PE14 4WD 538462
10 Mr  Steven Andrews m 17-Mar-55 33 Gretton Road March PE15 8l 401541
AN Men Charan — £ 4BMan A4 AR Unaitban Dand [yis DE4E aEn  cenace

Notice

Microsoft Excel 2010

Traditional Tables

Notice the use of traditional co-ordinates in the
equivalent formulas.

| B10 - | =sum(B2:B9)
A 5 E D E F 6] H

1 DESCRIPTION " 2013 " 2014 " 2015 " 2016 " 2017 TOTALS
2 Computers 10,000 10500 10750 10,200 10,350 51,800
3 Printers 7000 8000 9550 11,000 13,000 48,550
4 Software 14000 16,000 15500 17,000 17,000 79,500
4 Disc Drives 5000 5000 580 6000 5900 27,450
& CDRoms 1000 1200 4000 6000 8000 20,200
7 Consumables 8000 8000 8400 8700 9,000 42,100
& Other 3000 3000 3,000 3000 3,000 15,000
9

10 |TOTAL [25.0001 &1700 56750 61900 66250 284,600

In this table the Year headings have been
entered as text.

A B [+ D E F G H | J

ReC rie FirstName Surname |Gender D8t of Address Town  PostCode oM
1 M. Birth Phone
2 1M Demel  Smih ™ 290ct80 3 High St March PETS 15F 525021
3 2 Ms Ywome Jones f  09-May-75 25 March Road Wisbsch ~ PE134RT 135458
4 3 Mr  Christopher Madsen m 09-Apr-69 5 Strollers Way Whittlesey ~ PE7 6YT 228682
5 4M I Price m  14-Aug54 56 Coopers Close Chatteris  PE19 7UT 781458
6 5Ms Emma  Macey f 11-May-69 1The Avenue Manea PET5 TRT 279717
7 6 Miss Mandy  Johnson f  17-Aug77 89 London Road Wimblington  PE15 1AM 788074
8 7 M Glen Golding m  O7-Apr71 16 Lime Tree Avenue  Parson Drove PE13 6UJ 858933
9 8D Lesly  Spencer f  17-Dec-59 4 Fen Cottages Eim PE144WD 533462
10 9 Mr  Steven m 17-Mar-55 33 Gretton Road March PE15 8lJ 401541

Again the Address column should be split into two columns — House & Road.

Pivot Tables

Microsoft Excel 2010 Pivot Tables.docm
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Creating a Pivot Table

CREATING A PIVOT TABLE

9~ = Staff - Only.xlsx - Microsoft Excel PivotTable Tools = @3 =
Home  Insert  Pagelayout  Formulas Data Review  View  Developer _Ophcms_‘ Design a@o@ 2
PivotTable Name: Active Field: z P nooa ﬂ ﬂ ) j = Ij ig] summarize Values By ~ la [3 Field List|
= 2l |8 = i Jgj 0 -
Salaries Sum of # £ _'l = | v o i8] Show Values As ~ n *= 1 </ Buttons
=z R Z| Sot | Insert Refresh Change Data Clear Select Move PivatChart OLAP
4 Options + | @ Field Settings - | &3] Group Fie & Slicer - > Source ~ > - PivotTable | [iEl Fields, tems, & Sets v TeTE £ Field Headers
PivotTable Active Field Group Sort & Filter Data Actions Calculations Tools Show
L7 - J | 103800 A
A B c D E F G H K L | PivotTable Field List > %
1 Gender (Al ~ |
§ ] Choose fields to add to report:
rade |~
4 Department ~|Job Title |~ |Values 1 2 3 4 5 6 7 (blank) Grand Total [ElRectio. U e
5 #Accounts Sum of £8,950 £57.000 £13,500 £18.000 £50,000 £187.450 it Gender e
5 Count of 1 8 1 1 2 13 [ElFirst Name
7 | = Admin Sum of £4,000 £10,000 £35800 £36,000 £18.000 I £103‘80[].| [CI8urname
8 Count of 1 2 4 3 1 Kl [¥]Gender
9 = Management Director Sum of £175,000 £175.000 [[|pate of Birth
10 Count of 5 5 [ Address 1] RowLabels
1 MD Sum of £65,000 £65,000 []Town Department -
12 Count of 1 1 [C]Post Code Job Title -
13 Manag Sum of £240,000  £240,000 [ JHome Phone T Vales -
14 Management Count of [ 6 |=| |[Works Number
15 | = Production Sum of (7| Department
16 Count of [7]Job Title T column Labels
17 =Purchasing Clerk Sum of £8,950 £36,000 £44.950 [F|Dste Started = =
18 Count of 1 3 4 [FlExtension
19 Leader Sum of £18.000 £18,000 T JRoom Mo
20 Count of 1 1 FGrade ’
21 Purchasing Sum of £8,950 £36,000 £18,000 £62,950 Sala
22 Purchasing Count of 1 3 1 5 v T va
23 ©R&D Sum of £90.000 £18.000 £108.000 [lHourly Rate 2
24 Count of 1 5 [|Holiday Entitlement: Sum of -
25 = Sales Sum of £35,000 £35,000 EHE"dﬂvTﬂkE” Count of =
26 Count of 1 1 Company Car
27 Total Sum of £4,000 £10,000 £53,700 £169,000 £13,500 £144,000 £18,000 £325,000  £737,200 |
28 Total Count of 1 2 6 14 1 8 1 9 12
29 - Mo d
W 4 + M| Salaries Pivot Table ,~ Staff Table , Staff Datsbase  Lists . Sheet3 %1 nEx! il ] (|
Ready | 7 | || 100% (=) ) (+)

Pivot Tables:

Provide flexible layouts.

Are an advanced tool provided by Excel that summarizes the data in a table.

Require no formulas - which makes them quick and easy to produce.

Have a few traps that are easy to fall into - these notes will tell you how to avoid these.

Are normally created on new worksheets inserted into the current workbook.

For each Pivot Table you may optionally create one or more linked Pivot Charts which will graph the data
in the Pivot Chart. Editing the design of a Pivot Table will affect the associated Pivot Chart(s) - and vice

versa.

See also: Pivot Charts Page 41.
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CREATE PIVOT TABLE DIALOG BOX

Select any cell in a Structured Table or in the header row of traditional data table then use:

Ribbon: Insert

1= Click on the Icon to create a Pivot Table without a Pivot
| Chart - this can be added later.

PivotTable
o= Click on the drop down list to choose between Pivot
P Table and Pivot Chart.

FivotTable

-

Excel will prompt you to confirm data source which the Pivot Table will be linked to:

Structured Table

Select a table or range

Use an external data source

New Worksheet

Existing Worksheet

Create PivotTable @
Choose the data that you want to analyze
Excel will enter the name ©) Select a table or range

of the Structured Table Table/Range: | SEIMERE

at the cursor pOSition () Use an external data source
provided you selected a
cell within it before
displaying this dialog box.

Connection name:;
Choose where you want the PivotTable report to be placed
(@) New Worksheet
() Existing Worksheet
If not, you will have to type Location: =
the name. oK | [ conee

Beyond the scope of these notes.
I strongly advise you to place each Pivot Table on a separate Worksheet.
Allows you to select cell on a suitable worksheet which will act as the top

left corner of the new Pivot Table.

Beware: Pivot Tables will overwrite any cell data that gets in the
way.

Pivot Tables often change size when they are
recalculated and again they will overwrite any cell data
that gets in the way.

Creates a new Blank Pivot Table, linked to the Structured Table.

See later.
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Traditional Table

Select a table or range Excel will enter the range e T (o2
Containing the Traditional Choose the data that you want to analyze
Table at the cursor T
position provided you TableRange: | RN
selected a cell in a header ©) Use an external data source
row before displaying this
dialog box. Connection name:

Choose where you want the PivotTable report to be placed

If not, you will have to @ New Worksheet

() Existing Worksheet
select or enter the . =
. Location: R
required range.
OK ] [ Cancel
The remaining options of this dialog box are used in
exactly the same way as when using a Structured Table. See previous page.
Important Tip: If you want the resulting Pivot Table to recognise new rows as they are
added to the end of the table you should:
1. Extend the range by one row.
Press: -|.| To achieve this.
Al - f« | Date of Birth b
A B - b | 6 P9 | R__|__ S | T | U | VW X -
i
Rec _. . . Room Hourly Holiday Holiday Company!
- ! No. Title First N\ame Surname | Extension No. Grade Salary Rate Entitlement Taken Car E
750 74 Mr David Simpson 326 14 3 8950 20 19 |
76! 75 Mr Ted Fich 0200 £74E7 25 16 Ford E
77, 76 Miss Clare Create PivotTable 7 |52 20 12 ¢
781 77 Mrs Vanessa 20 15 !
790 78 Mrs Alison Choose the data that you want to analyze 20 0 §
80 79 Ms Brenda @ Select a table or range 20 ] E
81: 80 Mr  Mark Table/Rangs: 'Staff Database'|$451:5V$100 S| | 30 25 Jaguar E
5 81 Miss |Kim (2 Use an external data source 25 24|Ford ;
83) 82 Mr James 25 13 Ford i
841 83 Ms Una 20 5 i
85! B4 Mr  Olier Connection name: 20 0 E
86 E 85 Mr  Henry Choose where you want the PivotTable report to be placed 20 9 4
87: 86 Mrs Pauline - 20 19 !
88! 87 Mrs Lisa © anﬁw"[:":: . 20 1 !
891 88 Mrs Trudy SN LS | =20 7 !
90 B89 Mr Victer ZETE | | 20 12 )
91 90 Mr Paul 20 6 J
921 91 Mrs Hazel 20 8 Ford i
93} 92 Ms Kemy - 20 19 E
94, 93 Prof Robert Mainwearing 300 6.00 20 4 !
95: 94 Mr Alan Barker 300 8.50 20 18 !
96: 95 Mr  Derek Manson 300 5.50 20 9 | =
97+ 96 Mrs Helen Middlemas {107 2 35,000 30 32 BMW |
98 97 Mrs Carole Stalker 0800 67305 25 5 Ford }
99! 98 Rev Carol Hawks 363 57 6 18.000 25 3 Ford ]
100 | -
W 4 b ¥| “Sheat4 . Staff Table . Sheet2 | Staff Database Lists .~ Sheet]4 [ i |

2. Do not use this extra blank row for data.
3. Insert new rows before this blank row.

This will stretch the range seen by the Pivot Table.
4. Protect this blank row from accidental use.

Data Validation can be used for this.

5. You can also include an extra blank column if you need to add new
columns to the table while it is being used.
6. None of this is needed if you use Structured Tables!
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RESULT - BLANK PIVOT TABLE

Whichever type of data source
you use, Excel will create a new
blank Pivot Table - preferably on
a new worksheet.

You may use the Pivot Table
Field List, to build the content of
the Pivot Table.

See page 15.

A [ B c D E F " PivotTable Field List - x
1 | i
2 i Choose fields to add to report:
%l_' [F|RecNo. 7 Report Filter
5 [[]Title
5 - [CFirst Name
To build a report, choose fields [FJsurname
T\ from the PivotTable Field List
8 [FGender
9 [F|Date of Birth
0| s [|address 1] Row Labels
1n = [F]Town
12| B g ——— [[JPost Code
13 = — [F]Home Phone
14 o =|| |[[]works Mumber
15 ["|Department
:11 ? []30b Title T Column Labels
[F|Date Started
:11 g [FExtension
20 [|Room Ma.
[FGrade
S; [Fsalary
23 [|Hourly Rate % Values
24 [FHoliday Entitement;
25 [T|Heliday Taken
26 [FlCompany Car
27 L
28
29 - [ o. e
4 4 » M| | Sheet4  Staff Table 'S[]4 [ v [
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EDITING PIVOT TABLE CONTENTS

Once you have created a blank Pivot Table, it is necessary to add a selection of fields from the data
source into its design. This done using the Pivot Table Field List - see above.

You may add and remove fields at any time without causing any damage to the original data source.

This makes Pivot Tables the perfect play tool that you can explore without having any affects other than
on the Pivot Table itself.

PIVOT TABLE TOOLS

Whenever you select a cell within a Pivot Table, Microsoft Excel displays two additional Ribbons that
allow you to change the options and appearance of the Pivot Table.

Optl ons = I= Staff - Onlyxisx - Microsoft Excel BrotTable Tools ‘ - = =
Home  Inset  Pagelayout  Formulas  Data  Review  View  Developer | Options | Design o @o @ =
FivotTable Name: Active Field: z Al ﬂ:i‘ z—‘] @ L ji/’ jﬂt Eﬁ [E] summarize Values By = ﬂ% 2 E i‘j EFjl
Salaries sum of & == — b i8] show values As o
kl Sort

- o = Insert | Refresh Change Data | Clear Select  hove | PivotChart Field | +/- | Fiel
F options - Qg Fiela settings = (£ er- | -+ Source- - - PuotTable | [ifl Fields, ftems, & sets - List_[Buttons|Headers
PivotTable Active Field Group Sort & Fitter Data Actions Calculations Tools Show

Staff - Onlyxlsx - Microsoft Excel PivotTable Tools. = = =
o@o B =

Design

Pagelayout  Formulas  Data

FivotTable Style Options

These tools are described in the following sections of these notes.

PIVOT TABLE FIELD LIST

Provides access to the list of field names in the linked data source, so that you may add them to the Pivot
Table Layout.

The field list is automatically displayed for new Pivot Tables but since it takes up a lot of screen space it is
normal to remove it from the screen when not in use.
Quick Menu: Eﬁ Inside the Pivot Table.

Select from: Show Field List

Hide Field List

Options 5 Field List On/off toggle for the display of the Pivot Table Field List.
Ribbon
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The field list can be displayed in one of four different layouts.

Tool: Select from:

Fields section and PivotTable Field List v X Fields section and PivotTable Field List v X
Areas SeCtl on Choose fields to add to report: A.reas SeCt lon Choose fields to add to report:
Stacked [FIRecNa. P Slde_by_SIde [C]Rec No. W Report Filter
[CImite I [CITite Gender 7
This is the default [CIFirst Name [CJFirst Name
o pt| on. []5urname = [T]5urname
[V]Gender [V]Gender
[[|pate of Birth [[|pate of Birth
[|address m [|Address 73 Column Labels
[]Town []Town Grade -
[]Post Code []Post Code
[|Home Phone [|Home Phone
[]warks Number []warks Mumber
Department - Department
[#]Job Title {5 Row Labels
Drag fields between areas below: [|Date Started Department -
W ReportFilter 4 Column Labels [|Extension Job Title -
Gender ~/ Grade ~ [CIRoom No. X Values =
[¥|Grade
[¥]salary
[THourly Rate X Values
i Row Labels E  Values [|Heliday Entilement Sum of -
Department - Sum of - [[|Heliday Taken Count of w
Job Title A Count of A [C]company Car
¥ Values A
[ Defer Layout Update Update M b... Update
Fields Section PivotTable Field List v X Areas Section PivotTable Field List v X
On ly Choose fields to add to report: On Iy (2 by 2) Drag fields between areas below:
[CIrecNo. “ Report Filter 7 Column Labels
[C]Tite Gender - Grade -
[CFirst Name
[]5urname
[¥|Gender
[|Date of Birth
[]Address
[ Town
[|Post Code
[Home Phone
[CIworks Number
Department
[¥]30b Title il Row Labels % Values
[[IDate Started Department ~ Sum of ~
[ClExtension Job Title ~ Count of ~
[[]Raom Mo. ¥ Values ~
[V]Grade
[V]salary
[|Hourly Rate
[|Holiday Entitlement
[[|Holiday Taken
[F]company Car
7] pefer Layout Update Update
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Areas Section PivotTable Field List v X
On Iy (1 by 4) Drag fields between areas below:
W Report Filter
Gender -
1 Row Labels
Department ~
Job Title -
% Values v

“H Column Labels

Grade ~
Z  Values

Sum of 7

Count of ~

[T Defer Layout Update Update

ADDING FIELDS TO THE PIVOT TABLE

The Pivot Table design is split up into 4 regions - which are displayed in the Pivot Table Field List.

To add a field to the Pivot Table simply:

Select the required field in the Pivot table Field List, then:

Either: Mouse: S-)S Drag the field into one of the regions in the Pivot Table
Field List.
or: Mouse: Eﬁ Right click on a field name and | ¥ Addto Report Fitter
select the region to add it to il AddtoRow Labels
from the displayed quick menu. | Addto Column Labels
% Addto Values
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Pivot Table Regions

Row Labels

Column
Labels

Report Filter

Values

When a field is
added to the row
labels region, the
Pivot Table will
display each
unique field entry
as Row Headings
down the left
hand side of the
table.

You may add more than one field, to sub-divide main headings into sub-headings.
Sub-headings are not displayed when the main headings have been ‘collapsed' to hide
details - see page 38.

Row Labels are optional.

As above, but
creates the
Column Headings
across the top of
the Pivot Table.

Column Labels
are optional

These allow you
to filter the
records that are
summarised in
the Pivot Table.

See page 31.

Report Filters are
optional.

This section is
used to perform

the calculations i £8,050 £97,000 £13500 £18,000
that provide the £4.000 £10,000 m,su; m,oug ! E18.0D;
statistics g E—— !
displayed in the
Pivot Table. £8.950 £36.000 £18,000

! ’ EBD,DD; £18,000
See below.

There are no cell
formulas in a Pivot Table.

At least one Value field is required.
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Note: The Row and Column Grand Totals (and Subtotals) are added automatically by Microsoft
Excel.
See page 39.
MOVING FIELDS Mave Up
You may move fields between the Pivot Table Areas using: Move ta Beginning
Mouse: 6 Click on the field to display a Quick Menu of W Move to Report Fitter
options 1] Move to Row Labels
’ “H Move to Column Labels
Select: Move to .... =
>( Remove Field
6')6 Drag the field to a different Area. % Value Field seftings..
DELETING FIELDS Mave Up
Fields may be removed from any of the Pivot Table Areas using: Move to Beginning
Mouse: 6 Click on the field to display a Quick Menu of W' Move to Report Fitter
Options 1] Move to Row Labels
’ :j Move to Column Labels
Select: Remove Field =
>( Remove Field
6')5 Drag the field away from the Area. % Value Field Seftings..

VALUE FIELDS - CALCULATIONS

When a new Field is added to the Values Area, it is automatically set to counting entries in the field.
For example: Count of Salary

Counts the number of salary paid staff in the Staff table.
Value Fields can be changed to calculate a range of other statistics.

If more than one statistic is required the same field can be added to the Values Area more than once.
Each can then be customized to calculate the required statistic.
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In the Pivot Table Field List:

Mouse:

G

In the Pivot Table:

Mouse:

Ribbon:

Custom Name Displays the name of the selected Value field.
Type a new entry to rename the field (does
not affect the data source).

§

@ Field Settings

Note

Click on the required Value Field.

Select:

Right click on the required Value Field Label.

Select:

Value Field Settings

Value Field Settings

® X vEE <

Mowve Down

Move to Beginning
Move to End

Move to Report Filter
Maove to Row Labels
Move to Column Labels
Move to Values
Remove Field

Value Field Settings...

Y]

Copy

Format Cells...

Mumber Format...

Refresh

Sort 3
Remove “Sum of Salary”
Summarize Values By 3
Show Values As .3

Value Field Settings...
PivotTable Options...
Hide Field List

Displays the appropriate Field Settings dialog box for the active cell
within a Pivot Table.

The GetPivotData() function
uses these labels to identify
data in the Pivot Table -
changing the name will affect
formulas using this function.

Macros referring to the Pivot
Table must also be updated.

Value Field Settings
Source Mame: Salary

Custom Name: |Countof

Summarize Values By | Show Values As

Summarize value field by

data from the selected field

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

Sum

Product

-

OK ] [ Cancel

Number Format
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I ——
Select Tab: Summarize Values By Summarize Values By | Show Values As
Summarize value field by
Summarlze Value f|e|d by 5:2:1::122;::;??::0” that you want to use to summarize
Select the summary function you require for the data e ——
field. s o
Min
Product S
Select from: Sum Sum all values
Count Counts all entries
Average Arithmetic mean
Max Maximum
Min Minimum
Product Multiply all values together
Count Numbers Counts numeric values only - including
Dates and Times
StdDev Standard Deviation
StDevP Population Standard Deviation
Var Variance
VarP Population Variance
Notes: If you do not know what some of these are - you do not need them!

The observant will notice that this is the same list that is available in the
SUBTOTAL function.

For a text field it makes little sense to use Sum or Average, but you may
Count, Maximize or Minimize etc. entries in any type of field.

Confirms the choices made, and updates the Pivot Table with any changes made.

Number Format | Displays a further dialog box Format Cells =

allowing you to format the
numbers in the Value Field.

Category:
General A Sample
The options are the same as £10,000
those for formatting numbers Accounting Decmalplaces: [0 |2
in a normal range of cells. Time Symbol: |£ [~]
Percentage
Fraction Negative numbers:
Scientific -£1,234 ,
Text £1,234
Spedial _£1,234
Custom FELZC

Currency formats are used for general monetary values, Use Accounting formats to align decimal
points in a column,

OK ] [ Cancel
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Select Tab: Show Values As Show Values As
Show values as
This tab extends the dialog box, to offer more advanced options % Of []
for further summary types - including ones which allow you to give | sase fiela: Base item:
comparisons between data values. Address fresious) E
Post Code Accounts | £ |
. . Home Phone Admin B
Most users will not need these options! Works Number Manzaenert
Departmer roduction ml

Show values as

No Calculation Gives a normal summary as defined by the previous options.

Others
illustration.

The other entries provide alternative summaries, such as in the

Depending on your choice you may  *%of
need to select a Base field and a
Base item.

% of Parent Row Total

Mo Calculation

% of Grand Total
% of Column Total
% of Row Total

The illustrated example will

calculate each departments salary bill as a percentage of the

Management salary bill!

LABEL FIELDS

Row Labels and Column Labels can be customized in the same way.

In the Pivot Table Field List:

Mouse: 6

Click on the required Label Field.

Select: Field Settings

In the Pivot Table

Mouse: 6

Right click on the required Value Field Label.

Select: Field Settings

Ribbon: @ Field Settings

within a Pivot Table.

# X ML

Move Down
Move to End

Maove to Report Filter

Move to Column Labels
Maove to Values

Remaove Field

Field Settings...

B 0l

Copy

Format Cells...

Refresh

Sort 3
Filter 3
Subtotal "Department”
Expand/Collapse »
Group...

Ungroup...

Move ]
Remoye "Department”

Field Settings...
PivotTable Options...
Hide Field List

Displays the appropriate Field Settings dialog box for the active cell
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Field Settings

Custom Name Displays the name of the selecteql field. Field Settings 7 )
Type a new entry to rename the field. Source e Desartment
(Source database not affected). eureETiamS: meparmen
Custom MName: Deparh‘nenﬂ
Note The (_BetPivotData() Subtotals & Fiters | Layout & Print |
function uses these Subtotals
names to identify data in @ Automatic
the Pivot Table - ©) None
changing the name will © Custom .
affect formulas using this oot one o more Anclons:
function. Count
Average
M_ax :
Macros referring to the broduct -
Pivot Table must also be Filter
u pdated [ indlude new items in manual filter
OK ] [ Cancel
Select Tab Subtotals and Filters
Subtotals If you add two or more fields into the Row or Denartment sob Titte [<1val Grade =
. . pa e ¥ JO Itle ¥ Values
Column Field panels, you create main & Accounts Sum of
headings and subheadings. Count of
+ Admin Sum of £4,000
. . [ . Count of 1
In effect, each main heading will identify a - Management Director  Sum of
sub-group. Count of
MD Sum of
. Count of
The sub-totals option allows you to generate Management Sum of
group statistics as well as Grand Total Management Count of
tatistics + Production Sum of
sta ' Count of
[=Purchasing IClerk Sum of
Automatic When selected, Excel creates . gﬁum”toff
Sub-Totals for the main Count of
headings only - using the Purchasing Sum of
: Purchasing Count of
same summary fqncnon as “R&D Sum of
used in the data field. Count of
+ Sales Sum of
. Count of
When using manually Total Sum of £4.000
grouped fields, Excel will Total Count of 1
display sub-totals for groups
hidden using the Outline features. See later.
Custom When selected, Excel allows you to select one or more Sub-Total
functions from the displayed List.
None When selected, all Sub-Totals for this field will be removed.
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Note: Subtotals are hidden when Main headings are collapsed.

You may expand or collapse main headings using:

Mouse:

Ex|

Displayed next to any heading which is collapsed.
Click to expand.

Ribbon: i

Displayed next to any heading which is collapsed.
Click to collapse.

Ribbon: -

Using these Ribbon Tools when the column heading for the Labels is selected will
expand or collapse all headings.

You may also control the display of subtotals using:

Design Select an option =-| Do Not Show Subtotals
Ribbon: form the displayed
Subtotals menu. EEE Show all Subtotals at Bottom of Group
e Show all Subtotals at Top of Group
=
=
Select Tab Layout and Print Layout & Print
Layout
These options subtly change the layout of the Pivot Table - ©) show item labels in outine form

on screen and when printed.

Explore!

Display labels from the next field in the same column (compact form)
Display subtotals at the top of each aroup
(@) Show item labels in tabular form

[ Repeat item labels
[ tnsert blank line after each item label
[ show items with no data

Print
[ insert page break after each item
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REPORT FILTER FIELDS

Row Labels and Column Labels can be customized in the same way. Mave Up

|n the PiVOt Table F|e|d L|St Move to Beginning

Mouse: 6 Click on the required Label Field.

Move to Row Labels
3 ) Move to Column Labels
Select: Field Settings

Maove to Values

Remove Field

X M EE <

Field Settings...

In the Pivot Table Copy

Format Cells...

Refresh

=

Mouse: Ej Right click on the required Value Field Label.
Move 3
Select: Field Settings ¥ Remoye “Gender’
@5 Field Settings..,
PivotTable Options..,
El| Hide Field List

Ribbon: @ Field settings. Displays the appropriate Field Settings dialog box for the active cell
within a Pivot Table.

These fields have identical settings to those offered for Field Settings R
Row and Column Labels, described above.

Source Name: Gender

These descriptions are not repeated here. Custom Name: |

Subtotals & Filters | Layout & Print

Subtotals

@) Automatic
) Nong
() Custom
Select one or more functions:

Sum -
Count

Average

Max

Min

Product >

Filter

[ include new items in manual filter

OK. ] [ Cancel
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PIVOT TABLE OPTIONS

These options affect the overall content, appearance PivotTable Options e ==
and workings of the Pivot Table.

Layout &Format | Totals &Filters | Display | Printng | Data | altText |

. . = n Layout
Rlbbon' ﬁ‘ Gptlﬂr‘li b [] Merge and center cells with labels
When in compact form indent row labels: | 1 | character(s)
. i . . Display fields in report filter area: |Down, Then Cver IZ|
Quick Menu: Eﬁ Pivot Table Options Report ter fede percoam: [0 2
. . Format
Inside the Pivot Table. Br ,
or error values show:
For empty cells show:
These notes do not describe all the options in this [4] autofit column widths on update
. . . v i
dialog box - just those that may be of greatest interest. (9] ereserve cel formating on update
Name Enter/edit a descriptive name for the
Pivot Table - the default name is not
very useful if you have numerous [ o ][ canl
Pivot Tables.

The names cannot be used in worksheet formulas but are used in VBA Modules.

The name can also be edited directly in the Ribbon. PivatTable Name:
Salaries
5 Options ~
PivotTable
Select Tab: Layout and Format

Layout

Merge and center cells with labels
When selected, labels for rows and columns which contain a subgroup have their cells
merged into a single cell.

This has the effect of centring the label horizontally and vertically across the subgroups.

Format

For error values, show
When not selected, errors will be shown in the cells whenever they occur - commonly
division by zero errors for averages when there is no data to average in a section.

Enable this feature to replace the errors with either blank cells, or any value/message
you place in the space provided.

For empty cells, show
Similar to the above. When disabled, sections with no data display zeros. When
selected, these cells can be left blank or display any value you enter in the space
provided.
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Preserve formatting

When selected, Excel is prevented from replacing any formats you have applied to the
Pivot Table when you change the Pivot Table.

Select Tab: Totals & Filters
Grand Totals
These options have already been described.

See page 39.

Select Tab: Display

This tab allows you to display or hide some of the Pivot

Table features.

Since they are simple on/off tools they are safe to

explore.

Display

Classic PivotTable layout

This option is norma”y deselected. Show items with no data on columns

You may wish to select it.

PivotTable Options @

Name: |Salaries

Layout & Format | Totals & Filters | Display | Printing | Data | Alt Text |
Grand Totals

Show grand totals for rows

Show grand totals for columns
Filters

Subtotal filtered page items
[ Allow multiple filters per field
Sorting
Use Custom Lists when sorting

Ok ][ Cancel ]

PivotTable Options @

MName: | Salaries

| Layout & Format | Totals &Filters | Display | Printing | Data | Alt Text |

Display
Show expand,collapse buttons

Show contextual tooltips

Show properties in tooltips

Display field captions and filter drop downs
[ Classic PivotTable layout (enables dragaing of fields in the grid)
[ show the Values row

Show items with no data on rows

Display item labels when no fields are in the values area

Field List
() SortAtoZ

When selected, you are allowed more @ Sortin data source order
control over the layout of the Pivot
Table using mouse Drag and Drop
Methods to edit the layout. ok | [ cance
The Pivot Table 1 : o — S i ¢ -
will behave in the - Department ~ AT ~ Hiil N 2 3 1 5 6 7 (blank) _Grand Total
same way as 5 ohccounts Sum T TS0 ETIS00_18000 ES0LO00] _E187 450
Pivot Tables in 7 wAdmin Sum of £4000 £10,000 £35800 £36,000 £18,000 £103,800
Excel 2003 and g =Management gﬁ'ummu?f ! : ¢ ’ ! £240,000 ﬂaa.uaa
earlier. This 13 Production gmif: ’ i
includes the Pivot |12 =Purchasing Sum of £8.950 £36.000 £18.000 £62.950)
Table regions % “R&D %E:m::ni: —1 ! : £sn.nn§ mm? £ma.nn§
ShOWing Blue 7] ©Sales Sum of Ews00__E%5000
Borders. 19 Total Sum of £4,000 £10,000 £53,700 £169,000 £13,500 £144,000 £18,000 £325,000  £137,200

20 Total Count of 1 2 6 14 1 8 1 9 2
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For Example

In this view you can move | Grade '1|‘"‘a'“95—! s
Fields between regions: Department vMéum of Salary Count of Salary Sum of Salary Count of Salary £
Accounts
Admin 4000 1 10000 2
Mouse: Managemerﬁ
Production "5
Purchasing
Drag the border of the R&D
Values Label cell to the Sales
Column Labels Hlank)
' Grand Total 4000 1 10000 2
1 | Grade ~ |
On releaSIng the Department| = Values 1 2 3 4 5 6 7 (blank) Grand Total
mouse you get a Accounts Sum of Salary 8950 97000 13500 18000 50000 187450,
Count of Salary 1 8 1 1 2 13
much better Admin Sum of Salary 4000 10000 35800 36000 18000 103800
Count of Salary 1 2 4 3 1 "
IayOUt' Management Sum of Salary 240000 2400001
Count of Salary 6 [3
Production Sum of Salary
Count of Salary
Purchasing Sumn of Salary 8950 36000 18000 62950
Count of Salary 1 3 1 5|
R&D Sum of Salary 90000 15000 108000
Count of Salary ] 1 6|
Sales Sumn of Salary 35000 35000
Count of Salary 1 1
(blank) Sum of Salary
Count of Salary
Total Sum of Salary 4000 10000 53700 169000 13500 144000 18000 325000 737200
Total Count of Salary 1 2 6 14 1 3 1 9 42|
Select Tab: Printing PivotTable Options =<
Mame: | Salaries
P”nt | Layout & Format | Totals & Filters I Display ‘ Printing | Data | Alt Text |
Print
Rep eat row Iabel S ONn eac h p r | nted pag e |:| Print expand/collapse buttons when displayed on PivotTable
Prints the outermost row field entries ) epzatrow lbels on each prnted page

[ set print titles

on each printed page.

Set Print Titles
Select this option to ensure that all the
labels are repeated on each printed

page.

Very useful in large Pivot Tables.
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Select Tab:

Data

PivotTable Data

Save source data with file

When the Pivot Table is linked to an
external data source, this option can
be used to save the data in the
workbook file so that you will not need
to refresh the Pivot Table when you
use it.

Enable show details

When enabled, you may double click
on a Pivot Table value, to insert a
sheet with an extract of the database
containing the records which are used
to calculate the value.

Refresh data when opening the file

When enabled, Excel will

PivotTable Options

P =)

Mame: |Salaries

| Layout & Format | Totals &Filters | Display | Prinng | Data | AltText
PivotTable Data
Save source data with file
Enable show details
[ Refresh data when opening the file

Retain items deleted from the data source
Mumber of items to retain per field: | Automatic |Z|
What-If Analysis

Enable cell editing in the values area

[ Ok ][ Cancel ]

automatically update the Pivot Table when the workbook is opened. Otherwise you will

have to perform a manual refresh.
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USING A PIVOT TABLE

REFRESHING A PIVOT TABLE

Pivot Tables do not recalculate automatically when the data source is edited.

You must refresh them manually as and when required.

Options Refresh all links to data sources.

Fal
Ribbon Rt

Refresh Keyboard:

-

a Displays a quick menu: @ Refresh
R [[& Refreshan
Refresh Refresh Update this data source only.
- —‘\
There may be more than one
Pivot Table linked to a single
data source.
Refresh All Update all data sources.
Keyboard:
Notes Refreshing a Pivot Table does not actually re-calculate it, instead it updates the Pivot

Cache - the copy of the database used by the Pivot Table for its calculations.
Refreshing the Pivot Table, updates all Pivot Tables that share the same Pivot Cache.
You may change the Pivot Table Options to automatically refresh data from external

databases at regular intervals, and/or refresh the Pivot Table when the workbook is first
opened.

FILTERING PIVOT TABLE DATA

Filtering the table that the Pivot Table is linked to normally has no effect on the Pivot Table - the
exception being when you use filters in Microsoft Query to filter an external database.

Pivot Tables have their own methods for applying filters.

. . A T8 | ¢ [o [ E [ F [ & [ H [ T [ J [ K [ L |
Report Filter Fields [ 1 Gender (Al =
2
EX Grade ~|
4 Department : Job Title : Values 1 2 3 4 5 6 7 (blank)  Grand Total
1 1 5 @ Accounts Sum of £8,950 £97,000 £13500 £18000 £50,000 £187 450
The Report Filter fields allow you EEN DL TR R 1 0
# Admin Sum of £4.000 £10,000 £35800 £36,000 £18,000 £103,800
to select the records that are ELES QEIRI 500 K32 000 ¢ o
1 H 1 | 9 | ®Management Sum of £240,000 £240,000
summaraized in the Pivot Table. 3 |@Management __________ Sumof 1 2
11 = Production Sum of
12 Count of
13 # Purchasing Sum of £8,950 £36,000 £18,000 £62 950
14 Count of 1 3 1 5
15 =*R&D Sum of £90,000 £18,000 £108,000
Count of 6
| 17 @ Sales Sum of £36,000 £35,000
Count of 1 1
| 19 Total Sum of | ﬂlll]! £10,000 £53,700 £169,000 £13,500 £144,000 £18,000 £325,000 £737,200
| 20 Total Count of 1 2 6 14 1 £ 1 9 42
|
Microsoft Excel 2010 Pivot Tables.docm Page 31 /42

22 March 2013



Using a Pivot Table

Copyright: www.jadehorizon.com
Microsoft Excel 2010

Introduction

Mouse:

Notes

A B
1 Gender (Al -

Indicates the current filter setting, and displays a list of Field entries to select from.

The list can be used in one of two ways:

Row & Column Labels Fields

Excel allows you to apply two
types of filter to the Row and
Column Label fields in the Pivot

Table.

Single Selection A B
1 Gender (Al hd
. 2 [search o
Deselect: Select Multiple Items 3 =
4
5
Mouse: G Click on the required 5
entry in the list. 8
9
. . . . 1
The Pivot Table will display results for the selected item 1
only. 1
Z; [ select Multiple Items
14
11 Ok ] [ Cancel ]
1
Multiple Selections A B
1 Gender (Al -
. 2| [search o)
Select: Select Multiple Items g =
1 e
g @
Mouse: 6 Select/deselect individual |2
items in the list. 8
9
. - . 1l
The Pivot Table will display results for all selected items. 1
13
| 13
| 14 Select Multiple Items
1
1 QK ] [ Cancel
11
You can control the size of the Drop Down List by dragging | { seiect Muttiple items
the mouse in its bottom right corner. [
oK ] [ Cancel ]
The Pivot Table options dialog box can be used to allow \'
the Pivot Table to perform calculations which include data that you have hidden.
P A [ B [ ¢ [ b [ E [F 6 [ H [ T [ J [Tk T € ]
| 1 Gender (All) -
L2
13 Grade -
| 4 Department ~ Job Title | ~ Values 1 2 6 7 (blank) Grand Total
| 5  #Accounts Sum of £8,950 £97.000 £13,500 £18.000 £50.000 £187 450
| 6 Count of 1 2 13
| 7  ®Admin Sum of £4.000 £10.000 £35800 £36,000 £18.000 £103,800
| 8 Count of 3 1 "
| 9  ®Management Sum of £240,000 £240,000
|10 Count of 6
| 11 | ® Production Sum of
|12 : Count of
%*Purchasmg g::::“u:’f £8 953. £36,ng £18,UUS 552,95?.
|15 *R&D Sum of £90,000 £18,000 £108,000
| 16 Count of 6
| 17 | = Sales Sum of £35.000 £35,000
|18 Count of 1
19 Total Sum of £4,000 £10,000 £53,700 £169,000 £13,500 £144,000 £18,000 £325,000 £737,200
20 | Total Count of 1 2 6 14 1 1 9 42

|
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Filter by Selection

Mouse: Department - Displays a drop down . || 4 Department =
list where you may ;l sortates
select which items to Al sorztoa
ShOW or h|de More Sort Options...
W | Clear Filter From “Department
Label Filters 3
Value Filters 3
|Search P|
[ ok [ canca
. . 4] sotAtez
Predefined Filters 2
Z) sotzZton
More Sort Options...
Excel also allows you to select from a series of
predefined filters. Label Filters v | &
Value Filters » Equals...
Mouse: Depﬂl'tlTlErlt - Search 2 Does Not Equal...
. Begins With...
Select: Label Filters Does ot Begin With..
. . Ends With...
These are intended for use with Does Not End With,..
fields containing text based data. Contar
ontains...
Does Mot Contain...
It provides a series of filters to
Greater Than...
SeIeCt from' Greater Than Or Equal To...
oK ] [ Cancel Less Than...

These are very similar to those
used by Excel's AutoFilter feature.

Less Than Or Egual To..,

Between...
) . ) Mot Between...
Each option displays a dialog box
where you may enter a suitable value to compare field entries with.
Value Filters 2l sortatez
Z) somtzZtoa
.. . . . More Sort Options...
Similar to the above, but with options intended for )
use with the numeric data contained within the " S X
. . apel Fiters
Values region of the Pivot Table. ——
Value Filters K
Search 2 Equals...
----- (Select All) Does Mot Equal...
Greater Than...

Greater Than Or Equal To...
Less Than...

Less Than Or Egual To...
Between...

Mot Between...

Top 10..

[ OK ] [ Cancel
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Each option will display a dialog box where Value Filter (Grade) B
you may enter or select the Value Field on Show items for which
which you are setting a filter and the value(s) EYIETAN - | i greater than [~]
with which to compare the values.
OK ] [ Cancel
Slicing a Pivot Table
Slicers provide a quick and convenient method for applying simple filters to a Pivot Table.
Options — Displays a dialog box listing fields from the | et sticers o )
Ribbon =] Data Source that can be used as Slicers e
eC Mo,
Insert [ Title
Slicer ~ [CFirst Name
Select/deselect as you wish. [C5urname
[[Gender
[[|Date of Birth
[|Address
[ Town
[CPost Code
[F]Home Phone
[Cworks Number
[[Department
[]30b Title
[[Date Started
[F|Extension
[[]Room Na.
[[Grade
[Csalary
[THourly Rate
[[Holiday Entilement
[THoliday Taken
[¥]Company Car
[ OK ] [ Cancel ]
Each Slicer is displayed in its own mini window.
. Town Company Car
Mouse: 6 Select/deselect item at : il
mouse pointer. Chatteris BMwW
March Ford
i Whittlesey Jaguar
Add/remove item at mouse :
i i Wisbech E (blank)
pointer from selection. =
The Pivot Table is filtered to show results for | [Manea
matching records only. Parson Drove
Wimblington -
Symbol: & Indicates a filter has been set using the Slicer. Town ®
Click the symbol to remove the Slicer’s filter. Chatteris R
March
. . Whittl
Deleting a Slicer esey
Wisbech E
You may remove any selected Slicer from the screen using: Sim
Manea
Parson Drove
Keyboard: P
y Wimblington -
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Slicer Options

Staff - Onlyadsx - Microsoft Excel = = =

Slicer Tools

Slicers have their own
Ribbon tools which are
displayed when a Slicer is
selected.

e Inset  Pagelayout  Fomulas  Data  Review  View  Developer | Options | o@o &=

1l —— == 1 = T I Col 1 T -
= = = == == == == = i Ljh ‘*J 7 Columns S §] Height: 662an 2
o E E = E E E . ; T pom

e el e [l (e [t Brins Send  Selection Align = wi 9 -
= = = " ot Ciwidtn 402em 3 e WD SEBem o

PivotTable
&ftings  Connections Forward - Backward
icer Slicer Styles Amange Buttons Size

Select a Slicer using: Town

Chatteris i
Mouse: 6 On the Field name displayed at the top of the March
Slicer. Whittlesey
Wisbech
Elm

m

Manea
Parson Drove

Wimblington -
Extracting Data Source Records

As well as filtering the records visible to the Pivot Table, the Pivot Table can be used as a filter on the
original Data Source.

Pivot Tables allow you to create new worksheets with copies of the original records extracted from the
data source.

Mouse: 6 6 On any Value displayed in the Pivot Table.
Excel will extract the records that are used to calculate the Value.
This is a very powerful feature.

There is a case for using a Pivot Table purely as a filter that can copy
selected records to a new worksheet.

This duplicate data should be treated as TEMPORARY, and ought to be
deleted when finished with.

Beware: If you e-mail someone a copy of a Pivot Table, they can use this feature to extract all the
raw data - including sensitive/confidential data!

SORTING A PIVOT TABLE

Sort Tools

The Sort tools are available from the Drop Down Menus that are displayed by the Row and Column
Labels Fields - see page 32.

The same options are available from the Data Ribbon and the Pivot Table Options Ribbon.

The following descriptions refer to the use of the Ribbon.
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Sorting Whole To Sort the whole Pivot Table select a cell containing a Field Name - e.g. Row or Column
Pivot Table Label.

Sorting To sort within Subgroups, select an item within a subgroup.
Subgroups
To sort Subgroups, select a cell within a subgroup Summary

Ribbon: %l Sort into Ascending order.
£} Sort into Descending order.

Sort Options

Ribbon: [ Displays a dialog box offering more Sort (Grade) [
Qi SOI"[ OptionS. Sort options
sort (@ Manual (you can drag items to rearrange them);
() Ascending (A to Z) by:
Grade
() Descending (Z to A) by:
Manual Selecting this option removes any Sorts applied to et
the Pivot Table. Summary

Drag items of the Grade field to display them in any order

More Options. .. ] [ 0K ] [ Cancel

The remaining options allow you to sort the Pivot Table into Sort (Grade) =
Ascending or Descending order based on the item you select. Sort options

() Manual (you can drag items to rearrange them)
() Ascending (A to Z) by:
Grade

(@ Descending (Z to A) by:

Grade ﬂ

5oriCount of

Manual Sort Mor — — =
As well as the sort tools you can e L S B ! I
revert to reordering items 2 Sl
manually using drag and drop I ——— T o e oo K
6 Count of 1 8 1 1 2 13
methOdS 7 | ®Admin Sum'nf £4 000 £10,000 £35800 £36000 £18.000 £103,800
8 Count of 1 2 4 3 1 1"
9 | #Management Sum of £240,000 £240,000
10 § Count of 6 6
Mouse: 59 § spsc ot
13 #Purchasing Sum of £8,950 £36,000 £18.,000; £62,950
14 Count of 1 3 1 [}
H 15 #*R&D Sum of £90.000: £18.000 £108,000
Point the mouse at the black e T g :
border around a cell containing a 17 @ Sales Sumat R
ROW or Column Label, before ;g '1[2::: gzum":){)f 54.0011) £10.0|)g E.‘)}.Tl)z £169,011)g £13,5011) E144,01)g E18,01)11) E}ZS,Wg H}?.Zl:g

dragging it with the mouse to a
different position.

The illustration shows the (blank) column being moved.
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GROUPING FIELDS

Automatic Groups

Department ~ Job Title ~ Values

+ Accounts Sum of
Pivot Tables automatically create groups whenever you add a second .. gﬁ“m”‘of”f
or subsequent field to the Row or Column Field panels of the Pivot Count of
Table. =/Management Director Sum of
Count of

i i i MD Sum of
The illustration shows Job Titles grouped by Department. Count of
Manag t Sum of
_— . . Management Count of

Some of the groups have the detail hidden leaving just the Group +Production Sum of
Summary visible. Count of
=/ Purchasing Clerk Sum of

. - . Count of

See later for details on how this is achieved. Leader  |Sum of
Count of

Purchasing Sum of
Purchasing Count of

#R&D Sum of
Count of

+ Sales Sum of
Count of

Total Sum of
| Total Count of

Manual Groups Level |- Grade |~
| -l Junior + Senior - ’hlankuGrand Total
1 2 3 {blank)
Excel allows you to manually group two or more 58-953 5128-533 £50-Uﬂg £18?‘4fg
row/column fieIds. When grouped, Excel will ca_lculate £4000 £10.000 £35800 £54000 £103.800
Group Summaries and allow you to show and hide the 1 2 4 4 11
group details £175000  £175,000

5 5
£65,000 £65,000
1 1
£240,000 £240,000
6 6

£8,950 £36.000 £44 950
1 3 4
£18.000 £18.000

1 1

£8,950 £54,000 £62,950
1 4 5
£108.,000 £108,000

i i

£35.000 £35.000

1 1

£4,000 £10,000 £53,700 £344,500 £325,000 £737,200
1 2 6 24 9 42

The concept is very similar to grouping and outlining rows and columns in normal worksheets. (This is
also possible in a Pivot Table - if you select the required worksheet rows and columns).

Once grouped, Excel provides a generic Group Name - you may edit this as for any normal cell to a more
descriptive name.

The illustration shows, the Staff Grades grouped into Junior and Senior Grades.

Note Group headings share the same Field Settings dialog box as normal Row and Column
Labels fields.
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Creating a Group

To create a group, select two or more row/column labels, then use:

Options & Group Selection
Ribbon
Quick Menu: Eﬁ Group

Removing a Grouping

To create a group, select two or more row/column labels, then use:

Options +A Ungroup
Ribbon
Quick Menu: Ej ungroup

Show/Hide Group Details

Subtotals are hidden when Main headings are collapsed.

You may expand or collapse main headings using:
Mouse: 6 6 On any Group Label to switch between the two settings.
+ Displayed next to any heading which is collapsed.

Click to expand.

Ribbon: ]

Displayed next to any heading which is collapsed.
Click to collapse.

Ribbon: e

Using these Ribbon Tools when the column heading for the Labels is
selected will expand or collapse all headings.
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FORMATTING A PIVOT TABLE

Excel’s Pivot Table Design Ribbon provides some easy to use tools for making your Pivot Table attractive
to look at.

Staff - Only.xls - Microsoft Excel ‘ PrvotTable Tools - B3 =
a@o@ R

Design

Page layout  Formulas  Data  Revi

==| [ RowHeaders [ Banded Rows

d | Report Blank | [J] Column Headers [[] Banded Columns
~ Layout - Rows ¥

Layout PivotTable Style Optians PivotTable Styles

PIVOT TABLE STYLES

Select a style from the displayed panel.
Or:

Mouse: Expand the panel to

show more choices.

1

The Styles can be amended using the following
Ribbon tools:

Row Headers When selected, all Styles will apply a
different colour to highlight the Row
Labels in the Pivot Table.

Column Headers
As above, but affects the Column
Labels in the Pivot table..

Banded Rows When selected, alternate rows are
displayed in different colours.

Banded Columns
As above, but affects the columns in
the Pivot Table.

illustrate the effect of these options. EEEEE EEEEE EEEEE E EEEEE EEEEE E
[iF] Mew PivotTable Style...
lﬁﬁ Clear
LAYOUT TOOLS
Ribbon: This tool allows you to control which if any _
Grand Totals are displayed in the Pivot :2 | Offfor Rows and Columns
Table .
_g‘% On for Rows and Columns
Displays a list of options to select from.
-=Z| On for Rows Only
__.5' On for Columns Only
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Subtotals

-

Report
Layout =

Similar to the above for Subtotals.
Do Not Show Subtotals

Subtotals are only available when
the Pivot Table contains Groups

(See earlier). —
=| Show all Subtotals at Top of Group

=| Show all Subtotals at Bottom of Group

This option changes the layout of the Pivot )
Table on the screen, but does not change show in Compact Form

the information included in the Pivot Table.

Show in Outline Form

Show in Tabular Form

Repeat All Item Labels

Do Mot Repeat Item Labels

Allows you to control the use of blank = )
rows to separate items in the Pivot = !recrt flank Line after Each flem

Table.

Blank rows can significantly increase
this size of the Pivot Table.

|
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PIVOT CHARTS

Pivot Charts are very
similar to normal Charts.

They are linked to Pivot
Tables, graphing the data
they contain.

The difference here is that
the Pivot Chart
incorporates the ability to
manage the Pivot Table
fields as well as perform
normal charting
commands and formats
etc.

Notes:

You may choose to create a Pivot Table
because you want the Chart more than

W« » 1| pivot Chart -~ Salaries by Dept

=T
£180,000

£160,000

£140,000

£120,000

£100,000

£80,000

uf

£60,000

£40,000

£20,000

£0

Accounts Admin

Opmimer

Some complex Pivot Tables are not
suited to having a linked Pivot Chart.

the table of values.

The illustrated Pivot Chart is linked to this

Pivot Table.

These notes do not describe how to edit

Management Production

Salaries Pvot Table

Purchasing

R&D

Sales

PivotTable Field List

|| Choase fiekds to add to report:

[CIRecNe.
[CIite

[CIFirst Name
[Jsurname
[V]Gender
[FIDte of Birth
[ClAddress
[CITonn

[IPost Code
[Jrome Phone
[]works Number
Department
[0 Title
[CIDate Started
[ClExtension
[JRoom Mo,
[Clerade
[V]satary
[Hourly Rate

[ClHoliday Entitiement

[FHolday Taken
[C]company car
[Flerade2

- x

¥ Report Fiter

[ Legend Fields (8...

Gender -

] Axis Fields (Cate.
Department h

T values
SalaryBillby

your Charts, only those aspects of them that relate to Pivot Tables.

CREATING A PIVOT CHART

Staff Datat]] 4 [ M L@

D7 - J= | 240000

B & D

1
2
3 | Salary Bill by Gender |~
4 Department ~ f m Grand Total
5 |Accounts £87.950 £99,500 £187 450
6 | Admin £52,950 £50.850 £103.500
| 7 |Management £70,000  £170,000L __£240.000
8 Preduction
9 |Purchasing £30,000 £32.950 £62,950
10 R&D £54,000 £54,000 £108,000
11 |Sales £35.000 £35.000
12 Grand Total £294,900 £442,300 £737,200

A Pivot Chart can be created automatically when you create the Pivot Table by making the appropriate
selection in Step 1 of the Pivot Table and Pivot Chart Wizard - see page Error! Bookmark not defined..

You may create further Pivot Charts at any time. Select a cell in the Pivot Table you want to create a

chart for then use:

22 March 2013

Options la Creates a new ? ¢ . E € :
Ribbon: n Chart as a TR
PivotChart chart ObjeCt in o0 99500 Gmg?s;?;ul
the same T dh Daow
sheet as the TS —
Pivot Table FE ] erano00
. £160,000
with default ; e
. 14 £120,000
options. L F100 —
16 £60,000 -t
E s
Pivot Charts 1o o "
20 © S & & 5 NG
can be move 2 & S8
to separate > : S
24 epartment v
Chart Sheets = e
in the same
way as normal charts.
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Keyboard Creates a new Chart in a new Chart Sheet with default options.

Illustrated earlier.

Once created, you may edit any aspect of the resulting Pivot Chart using the same methods that you
would use for a normal chart.

When a Pivot EEH9- - Staff - Onlyasx - Microsoft Excel
Chart iS Selected, Home Insirl Page Layout Formulas Data Review Vi

Excel provides -l TSR T Y T Y
access to a Seﬂes Type Data Chart Layouts Chart Styles
of Ribbons containing all the normal tools.

Pivotchart 16015 | o B 0=

Design | layout  Format  Analyze o@o @ =

il

I 1 i i o
7 chat

Location

iew  Developer

o B =
2@ o@ =
- 5

#3 Expand Entire Field @ -QJQ W%

One additional £ R = Staff - Only.sx - Microsoft Excel R
R|bb0n d|sp|ays Home Insert Page Layout Formulas Data Review View Developer Design Layout Format | Analyze
tools that mirror Deparmens |3 cosapse core rrg | mert s ceor | KERARIMERAR

some of those ot | shownae

available in Pivot Tables.

Field Buttons

Pivot Charts normally display Field Buttons. Which indicate how the data is charted:

Report Filter Fields Still used as a Filter mechanism - normally displayed at the top left
corner.

Column Labels Fields Used as Data series and so displays on the Legend.

Row Label Fields Used as main headings for the x-axis.

Value Fields Used as sub-headings for the x-axis.

Notice that Pivot Table sub-totals and grand totals are ignored.

You may use normal Pivot Table methods for adding new fields into the Pivot Chart and, removing them,
or editing their settings etc. This information is not repeated here. Any changes you make will also be
reflected in the linked Pivot Table - so be careful!

If you want the chart to appear like a normal chart, you may optionally hide or show the Field Buttons,
using:

Analyze I:I'\% On off toggle for all Field Buttons,
Ribbon:
Field
Buttons =
M= Displays a list of options allowing more V| show Report Filter Field Buttons
I:I-‘? control over which Field Buttons are v | Show Legend Field Buttons
Field displayed. v | Show Agis Field Buttons
Buttons - v | Show Value Field Buttons
Hide All
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