Pivot Tables

Chapter

20

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 2011 and cancel the EXCEL WORKBOOK GALLERY, or close the
current workbook.

Display the FILE menu, select OPEN, access the CHAPTER 20 folder of the EXCEL
2011 SUPPORT FILES and load the file:

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

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

® Excel File Edit View Insert Format Tools Data Window #$ Help
o000 = Selanything Sales xlsx (Re]
layout | Tables | Charts | Smariart 3!9_5 owa | Revew - _
Edit Font : ..ki@nmenl
e fcaimon [+[16 o] As Ar] | =] =[] e Spwanren-  [cerra |
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AB :. C} _O [ ,_fx\ Branch 1+ 1 H
- LSaa——— Posmon.thg cursor at cell A6 which is
E Selanything Online Sales the beginning of the table.
I Sales for: Novemb
H
- |Branch Department Section Manager Sales
| 7 |Sydney | Electrical Entertainment Joe MeKemzie $35,737
| 8 |Sydney | Electrical ' Appliances Andrew Knokes 546,140
9 |Sydney Clothing Wamens Kellie Mancini 515,703
@ Excel File Edit View Insert Format Tools Data Window #$ Help
EERE) " Selanything Sales xisx (Re
| = E [ 100% |=| ()
Calibri (Body) 14
# Home Layout Tables Charts SmartArt Formulas Data R 2 Open the DATA tab Of the RIBBON’
e s f click on the PIVOT TABLE icon arrow
2 Y - [t and select CREATE MANUAL PIVOT
. Sort Filter  PivotTable What-If = Refresh  Text
AB | Create Automatic PivotTable TABLE.
[ E [ F

Choose the data that you want to analyze:

® Use a table or a range in this workbook

3 The CREATE PIVOT TABLE dialogue
box is opened and the spreadsheet

Location: rSa!es Data'lSAS6:SES3H ]

() Use an external data source

(" Get Data... ) Nodata fields have been retrieved.
Choose where to place the PivotTable:

) New worksheet
() Existing wumsh'\
—

Location: 2]

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

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

‘ Excel File Edit View Insert Format Tools Data Window # Help
ﬂ a6 _ Selanything Sales xlsx (Read-Only)
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il A\ 5 The new worksheet is created and
s 2 / the PIVOT TABLE tab is added to
i ValuRsAlca the RIBBON. Move the PIVOT TABLE
e BUILDER palette to the right of the
EiE screen.

B Inserting the Rows, Columns and Data

The Pivot Table is created by placing fields in the boxes 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.

# CExcel File Edic View Insert Format Tools Data  Window & Help
Chala) salmmlngs-luxua {Read-Only}

TEOH® DG woer Zoo- T BB - @)
e % T aa @ &Qd 1 Drag the DEPARTMENT field from
AVome Lo Tabes | Chams | Smadhn  formuas  Damm = the FIELD NAME frame into the ROW

T LABELS box.

# Settiegi Frrmuiy TR Crnem fubenuah Toals  Lmeur  Blanks

| Dthing Field name
1 fm sinis I e Branch
Saaris Values Area

| Grand Toual Section

1z | Sales
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® Excel File Edit View Insert Format Tools Data Window % Help |

b : : : Seevinasiey 5 Drag the BRANCH field from the
% ﬁf@‘m'iz'i{;'g;'i = 100%
SEUHS s gbe e e EE® e e D N AVE frame into the COLUMN
Calibri (Bogy) =/ 11 = b I M = = = A &F % 1 Y Jo0 €F 2T
# Home ‘ Layout .I Tables | Charts | SmartArt | Formulas | Data PivoiTable LABELS boX.

Field Design PivotTabl

z nE=a| B ; ¥
bomred | OB == R & = B E g e
N = &

Settings Formulas Collapse Group Subtotals Totals Layout Blanks |

A3 1 08 (= &
A [ e ] i 1 ] ] E] o] ] e | F

Raport Filter |

[Column Labels [~ ]

Row Labels |~ [Brishane I Sydney Grand Total

5| Clothing Field name
Electrical % Branch— :
Sports Values Area

Toys

Grand Total

"5 \n‘m|u|m|m|a =

™ Manager

-
o

-
M

-
w

between areas

(=
iy

-
n

=
o

¥ Report Filter = Column Labels
Branch 7

P i | bt
ofa|m|~

M
i1

| R |
aw‘N

N
wn

& Row Labels > Values

Department 7

|
-4|cn

N
-1

%
B

® Excel File Edit View Insert Format Tools Data Window & Helr

I
®00 _sdanvhingsdley 3 Drag the SALES field from the FIELD

DEGEH s 0D @ s 20 @& o\ AME frame into the VALUES box.
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A Home ‘ Layout | Tables | Charts | SmartArt | Formulas =~ Data PivoiTahle

Field

= e
: el Expand ‘E% ‘- : =
@ Settings Formulas Cofiapse Group Subtotals Totals Llayout Blanks
QST Sum of Sales
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Sum of Sales

= [Sumof Sales | Column Labels |=|
4 |Row labels | |Brishane b Sydney Grand Total

5 |Clothing 46735 46735 38507 131977 Field name
E_ Electrical 72118 72118  B1877 26113 % Branch
7777 Sparts. 56765 56769 52248 165786

§ Toys 15767 15767 14469 46003
9 |Grand Total 191389 151389 187101 569879

g fields between areas

16 7 f= Column Labels
(18 Branch i

36 & Row Labels ] Values
27 Department 7 Sum of Sales 7

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.
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