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MS Excel: Pivot Tables

Lesson Notes
Author: Pamela Schmidt

Creating Pivot Table

A pivot table allows data to be summarized, or cross tabulated according to entries in one
column or row.

To run the Pivot Table Report, click anywhere in the

Data | Window Help

A
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A Pivot Table Wizard dialog box will appear with the steps for creating the Pivot Table.

When the Finish button is clicked in the last dialog box, the Pivot Table construction area
and toolbar will appear.
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Construction of the Pivot Table

MS Excel: Pivot Tables

In the construction area for the pivot table drag the columns and rows desired to the

positions desired.

i.e. If atable is to be constructed showing
the salespeople down the left and the types
of cars across the top, drag the salespeople
field to the row box, drag the car types to the

column box.

To get the total number of cars by

salespeople, drag type to the data area.

To get the total value of the cars by
salespeople, by type are needed, drag

value do the data area.

Note: the number format gets changed like

any other cell formatting.

The data area guesses as to the type of function to
use. If another function is desired,
the function. a dialog box will display allowing the

choice of another function.

A | B | ¢ | b | E | F | G
1
2
3 type |
4 |Salesman |~ |chev ford honda merc | saturn |Grand Total
5 |bob
6 |debbie
7 |jim
8 |larry
9 |Grand Total
A | B | c | b | E | F | G
1
2
3_[Count of type ltype [ ~|
4 [Salesman [~[chev  ford honda merc  saturn |Grand Total
5 |bob 8 9 6 8 4 35
6 |debbie 9 15 14 19 2 59
7 [jim 13 6 9 16 3 47
8 |larry 7 7 7 6 3 30
9 |Grand Total 37 37 36 49 12 171
A | B | ¢ | n | E | F | G
1
2
3 |Sum of value |type m
4 |Salesman | chev ford honda merc saturn Grand Total
5 |baob 56,173 87,763 63,368 81,03 50,518| $338,853
6 |debbie 82,324 130,410 135441 166,337 20,012| $534 524
7 [jim 100,831 24,989 58,611 132,870 23,450 $340,751
8 |larry 35924 87657 48925 38,729 11,873| $223.108
9 |Grand Total | $275,252 $330,819 $306,345 $418,967 $105.853| $1.437 236
PivotTable Field jp— X
dOUble CliCk on Source field: value
Count Nums - W

To change the pivot table, click on the pivot table and make the changes.
If the field list was closed, from the menu choose Data, Pivot Table. When the Finish button

is clicked the field list will appear.

The Pivot Table does not update automatically

when the original data is changed.

refresh button on the Pivot Table toolbar to update

the Pivot Table.

PivotTable
Use the

PivotTable~ | 73 il | =%

Refresh Data‘
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6 Speaker « Data = |Boston Dalas New York _Norfok _Virginia Beach |Grand Total |
T _|Aeiis Sum of Attendees. 72 108 239 256, 1319
- ] Sum of Cost 1100 550 1100 1100 1100 4950
P|VO‘tTab|E- 9 |Cassaundra Sum of Altendaes 89 244 285 208 365 1132]
10 Sum of Cost 550 1100 1100 1100 1100 4950
11 Sean Sum of Atfendees 185 225 184 225 286) 1105
12 Sum of Cost 650 1100 550 1100 1100 4500
13 Shane Sum of Attendees. 250 204 240 153 328 1274]
14 Sum of Cost 1100 1100 675 550 1100 4525
15 | Shania 5:: of A::r\ﬂees 195 243 257 174 135 1004
18 Sum of Cost 1100 1100 1100 700 550 4550
17 | Sh S f Attends 220 100 n 208 186) 1023
Format Report‘ 18 e S:: :l CUCE-T - 1100 550 1100 1100 650 4500
19 | Total Sum of Atiendees 1311 1214 1525 1311 1556 6917
20 | Total Sum of Cost 5800 5500 5625 5650 5600 27975
Choose the desired formatting from the AutoFormat dialog box that opens.
AutoFormat @ A | B | © | o |
3 [Cost (A =]
4
I | | e —— i M city B speaker B Attendees Cost
Com Com 888, 6 |Boston
I ] ¥ Alexis 372 1100
JTE o e 8 Cassaundra 89 550
Tom  Total 333 — 555 s 9 Sean 185 650
Report 5 Report 6 |E 10 Shane 250 1100
Qer Crop  Area  Zone Reu | 11 Shania 195 1100
- 12 Shannon 220 1100
13 |Boston Total 1311 5600
55 55 i
Com  Torsl 333 Com _Total 333 15 |Dallas
Report 7 Report 8 16 Alexis 108 550
Qu Crop __ Area [ET Crop Aiea  Zone Rev| l Cassaundra 244 1100
30 3Q 888 18 Sean 225 1100
[Corn IR 19 Shane 204 1100
usa 333 20 Shania 243 1100
N i 5252§ 21 Shannon 100 550
22 |Dallas Total 1214 5500
Report 9 Report 10 - oo |
23
24 INew York
A B c [ D ]
1 |Date (Al -
2 |Attendees  |(All) [+
"3 [Cost Ay [~
A B [ D [ F 4
1 |Date (Al) = Ea City [-|Data [-]
2 |Attendees (Al >
3 [Cost (All) -
L4 |
5 City [~|Data [=]
] Boston Dallas New York =
7 |Speaker |~ Attendees Cost Attendees Cost Attendees o E
8 [Alexis 372 1100 108 550 23¢ - =
9 |Cassaundra 89 550 244 1100 28t 6 L] =]
10 |Sean 185 850 295 1100 184 7 - Attendeesl Cost | Attendees
11 |Shane 250 1100 294 1100 24¢ %’é‘::‘;umra 38792 ‘515%0 ;Si
12 |Shania 195 1100 243 1100 251 ESean 185 650 295
13 |Shannon 220 1100 100 550 31: 11 Shane 250 1100 204
14 [Grand Total 1311 5600 1214 5500 152¢ 12 |Shania 105 1100 243
‘e 13 | Shannon 220 1100 100
14 | Grand Total 1311 5600 1214
15

Individual cells can be formatted using the normal cell formatting tools.

Hint: Save the spreadsheet before using the Pivot Table Format Report wizard. Itis

sometimes hard to get the pivot table back to the original look.
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Charts from a Pivot Table

From an existing Pivot Table, use the Chart
Wizard tool on the PivotTable Toolbar.

PivotTable

Chart Wizard

| B [} | 1] | B F | G | H |

1 |Date iy - ]

2

3 3l [ciy =] |

4 |Speaker ~ Dala [ Boston Dallas New York Norfolk Virginia Beach [Grand Total
5 |Alexis Sum of Aftendses 372 239 344 256

6 Sum of Cost 1100 550 1100 1100 1100 4950
1 |Cassaundra Sum of Atendees 89 244 285 209

8 Sum of Cost 550 1100 1100 1100
9 [Sean Sum of Aftendees 185, 225 184 225

10 Sum of Cost 650 1100 550 1100

11 [Shane Sum of Aftendees 250 294 249 153 [exe]n (=]
12 Sum of Cost 1100 1100 675 550 000
13 [Shania Sum of Aftendees 195 243 257 174

14 Sum of Cost 1100 1100 1100 700

15 [Shannan Sum of Altendees 220 100 311 206 soon
16 Sum of Cost 1100 550 1100 1100

17 [Total Sum of Afiendees 1311 1214 1525 1311

18 [Total Sum of Cost 5600 5500 5625 5650 so0n

If an item is removed from the chart, the
corresponding information will be removed from

the underlying Pivot Table.

3000

2000

1000

| . [ ] L]
e =]
1
0a A | B | C | D [ E | F [ © I
1 [Date Jcany [+] |
0 2
3 Cil [~
or 4 |Speaker |~ |Boston Dallas New York Norfolk Virginia Beach |Grand Total
- 5 |Alexis
0.6 City - —
Fpr—— 6 |Cassaundra
irginia Boacl =
Oron Nata teme Harg o | 7 |Sean
- IJIUr.I = AL TLUWITIWY 1T Tl O Hew York 8 |Shane
04 = 9 |Shania
i 10 |Shannon
11 |Grand Total
03 =
0z
o1
o
Alaxis Cazsaundra Sean Shane Zhanin Shannon
EXmE
L] i L




Qy‘o’ice?"e, gnc_
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Pivot Table Function
GETPIVOTDATA(data_field,pivot_table,fieldl,item1,field2,item2,...)

Pulls a specific piece of information from the data area of a pivot table if the information is

showing.

The function wizard can be used to create the function.

The two mandatory

GETPIVOTDATA * X J =GETPIVOTDATA("attendees",A3," Speaker"”,"Sean")
arguments are: ; A | 8 [ ¢ | o [ e [ ¢ [ 6 |
Data_field: the name of 3 |Sum of Attendees |City [=]

. . 4 |Speak - |Bost Dall New York Morfolk Virginia Beach |Grand Total
the f|e|d Used in the data LAE:S ar [ oston — allas — ew Yorl — orfo — irginia ee:(;M ran gsaﬁ
area. _ 6 |Cassaundra 110 110

. . 7 |Sean 120 180 15 53 59 427
. 8 |Sh = 2. e ic
Pivot_table: the cell with 8 |Shane | TG 5 e
the calculation function 10 Shannon : | —
|f no Other arguments are k| Grand Total 33 Data_field "attendees" e, | = "attendees’ =
12 - — =
: ; = ivot_ a| = "Sum of Attendees”
entered, the function will 13 LS k ; sum of Attend
14 Field1 | "Speaker" 1| = "Speaker"
return the grand total of 45 . =
the whole pivot table. e - = |-
18| -
. E Extracts data stored in a PivotTable. =
The optional arguments 20
are entered |n Sets Of % Pivot_table: is a reference to a cell or range of cells in the PivotTable that contains the data you
tWO E want to retrieve.
. . A Formula result = 427
Field1: the field name 25 -
) 26 Help on this function OK l | Cancel
that was used for either

the row or column.

4 4 & M/ Annla Trace 7 Annla Trazd

Item1: the desired data within the field
If only one set of optional arguments is entered, the function will return either the sum of the

row or column.

Note: a faster way to create the e ————= S —
GETPIVOTDATA function is to enter N T Com—
an equal sign in the Ce“ tO hOld the i:p;lasker " Boston o Dallas = New York o Norfolk = Virginia Bej%ll Grand T;lﬁaﬁl
pulled information, then click on the Bl o0l BE = o a2
cell to be pulled. | p s % o T —
10 |Shannon 35 60 51 80 90 316
11 |Grand Total 335 340 386 350 393 1804
]
% [SGETPIVOTDATA("Attendees", $A$3,"Speaker”,"Sean" "City""Dallas”)




