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Pivot Tables

Pivot Tables allow spreadsheet data to be summarised into reports similar to those
created in database programs such as Microsoft Access and FileMaker Pro. Within the
spreadsheet data the columns become the fields of the database and the rows become
the individual records.

There are three types of fields (columns) in a Pivot Table:

Category Fields which contain data that can be grouped together, for example,
Departments of a business.

Data Fields which contain numerical data on which calculations such as sum or
average can be applied.

Arbitrary Fields which contain general data that cannot be grouped or have
calculations applied to it, for example, a person’s first name.

Loading the Prepared Data

The sales data for a month for an online store that sells products over the internet has
been prepared for you and summaries of the data are required.

1 Load Microsoft Excel or close the current file.

2 Click on the OPEN icon in the QUICK ACCESS TOOLBAR or from within the FILE tab.
Access the CHAPTER 20 folder of the EXCEL 2013 SUPPORT FILES and load the file:

Selanything Sales
Selecting YES to the READ-ONLY dialogue box.

3 Look through the data to familiarise yourself with it. There are three Branches and
within each branch there are 4 Departments with sections within each Department.
The figures show the total sales for a month for each section.
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Creating a Pivot Table

A Pivot Table will be used to summarize the sales for the month.

A Setting Up the Pivot Table
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1 Selanything Online Sales . L.
5 is the beginning of the table.
3 | Sales for: November, 2
4 4
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6 | 1Epartment Section Manager Sales
7 |Sydney Electrical Entertainment  Joe McKemzie $35,737
8 |Sydney Electrical Appliances Andrew Knokes 546,140
9 |Sydney Clothing Womens Kellie Mancini $15,709
10 |Sydney Clothing Mens Bob Dieman 89,702
H O :
HOME INSERT GE LAYOUT FORMULAS DATA

PLB = Lo

Y

| 2 Open the INSERT tab of the RIBBON

PivotTable Recommended Table
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and click on the PIVOT TABLE icon.

PivotTables Pictures v
Tables Ilustrations
A6 v 5 Branch
Create PivotTable @Iﬂ

The CREATE PIVOT TABLE dialogue

Choose the data that you want to analyze

@) Select a table or range
() Use an external data source
Connection name:

@ Mew Warksheet
(7 Existing Worksheet

Location:

Choose whether you want to analyze multiple tables

D Add this data to the Data Model

OK

Table/Range: | 'Sales Data'|SAS6:5ES33 €= ||

Choose where you want the PivotTable report to be placed

box is opened and the spreadsheet
data starting from the selected cell
is inserted in the TABLE RANGE box.

Check that NEW WORKSHEET is
selected and click on OK to create
the Pivot Table in a separate
worksheet.

Cancel
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NOTE: When setting up a spreadsheet that will have Pivot Tables created

from it, it is best to have no blank rows or columns. If there are blank
rows or columns, the Pivot Table wizard will only select the data up to
the blank row or column.

Calrulations
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PivotTable Fields

~

E 5 The new worksheet is created with
= the FIELD LIST the TASK PANE at the
right of the screen and the ANALYZE
and DESIGN tabs of the PIVOT TABLE

TOOLS are added to the RIBBON.
—

B Inserting the Rows, Columns and Data

The Pivot Table is created by placing fields in the frames at the base of the FIELD LIST
pane. Let’s set the Departments to be down the left of the report, the Branches across
the top and the Sales to be the data within the Pivot Table.

| 1 Drag the DEPARTMENT field from
y GO @ the FIELD LIST frame into the ROWS
So 2 A

FvoiTable
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4 Clothing Pivollyable Fields

© Guided Computer Tutorials 2013 20-3



Learning Microsoft Excel 2013

12 Drag the BRANCH field from the
: FIELD LIST frame into the COLUMNS
frame.

FrotTable Name:  Active Field
PrvotTablel

B H v 1 ' Selapything Sales. [Read-Only] - fxcel FIVIITTABLE TOOLS
HOME  INSERT  PAGELAVOUT  FORMULAS  DATA W VEN an
1 b

B Optians -

FwcATable Adtive Fietd Group
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Pivoflable Fields

3 Drag the SALES field from the FIELD
s ] LIST frame into the VALUES frame.

PivotTable Mame: | Active Fisld.
PvotTablel Suen of Sales

SiOptions - | Ligy Feeld Settings

B H v k| v Selamything Sales {Kead-Only] - fucel VG
HOME  [NSERT  PAGELAYOUT  FORMULAS  DATA  REVE VI AN O
1 h

FwATable Adtive Fietd Group

A3 T B | x & f« || SumofSales

A B c o £ F G H 1 1 K
4 Row Labels = Grisbane Melbourne Sydney Grand Total
5 | Clathing 46735 45735 38507 131977
6 Electrical nns s s 226113
1 Sports S6T69 56769 52048 165786
B Toys 15767 15767 14469 46003
% Grand Total 191389 191389 187101 565879

Drag fields beRyeen aress below
P T AuTeRs I COLUMMS

Eranch

VALUES

M * Sumellelen v

4 The summary table is created
showing the sales for each
Department within each Branch and
Grand Totals are provided for the
DEPARTMENT and BRANCH sales.

20-4 © Guided Computer Tutorials 2013



	Pivot Tables
	Loading the Prepared Data
	Creating a Pivot Table
	A	Setting Up the Pivot Table
	B	Inserting the Rows, Columns and Data




