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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 area then from the menu choose Data, Pivot 
Table Report. 

 

 

 

 

 

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 

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

 

i.e.  If a table 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, double click on 
the function. a dialog box will display allowing the 
choice of another function.  

 

 

 

 

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.  Use the 
refresh button on the Pivot Table toolbar to update 
the Pivot Table. 
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Formatting 
To format the whole pivot table, use the “Format 
Report” tool on the PivotTable toolbar. 

 

 

 

 

Choose the desired formatting from the AutoFormat dialog box that opens. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

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

 

 

 

 

 

 

 

If an item is removed from the chart, the 
corresponding information will be removed from 
the underlying Pivot Table. 
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Pivot Table Function 

GETPIVOTDATA(data_field,pivot_table,field1,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 
arguments are: 

Data_field: the name of 
the field used in the data 
area. 

Pivot_table: the cell with 
the calculation function 

If no other arguments are 
entered, the function will 
return the grand total of 
the whole pivot table. 

 

The optional arguments 
are entered in sets of 
two: 

Field1: the field name 
that was used for either 
the row or column. 

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 
GETPIVOTDATA function is to enter 
an equal sign in the cell to hold the 
pulled information, then click on the 
cell to be pulled. 


