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

2

Load Microsoft Excel or close the current file.

Click on the OPEN icon in the QUICK ACCESS TOOLBAR or from within the FILE tab or
FILE menu.

Access the CHAPTER 20 folder of the EXCEL 2016 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

O =] 2 Selanything Sales [Read-Only] - Excel

Insert Page Layout Formulas Data Review View @ Tell me what you want to do...
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T8 Calibri T AN T == " Wrap Text General - = 2]
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Paste < B I U- #~- H-A- === 3= Merge & Center = $ = % * ) 3% Cmd't'_mal Format 4
@ Formatting = Table
Clipboard & Font & Alignment M Number F} Styles
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B : : z E 1 Position the cursor at cell A6 which

Selanything Online Sales is the beginning of the table.

Sales for: Nove

L S

Department 5Section Manager Sales
=

7 |Sydney Electrical Entertainment  Joe McKemzie $35,737
& Sydney Electrical Appliances Andrew Knokes $46,140

=} =

M-—= Layout Formulas Data Review

E l? ’m‘ '-_<:>' ﬁ Store

PivotTable Recommended Table  lllustrations aM},Add_inm

2 Open the INSERT tab of the RIBBON

5 -

N PuotTable Charts and click on the PIVOT TABLE icon.
Tables Add-ins
A6 - Fe Branch
A B C D

Create PivotTable ?

Choose the data that you want to analyze 3 The CREATE PIVOT TABLE dialogue
® Select atable or range box is opened and the spreadsheet
Table/Range:  ‘Sales Data'|SASE:SES3) < .3

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

(_) Use an external data source

Connedtion name
Use this workbook's Data Maodel
Choose where you want the PivoiTable report to be placed
i:‘ﬁ Mew Worksheet
() Existing Worksheet

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

worksheet.

Location:

Choose whether you want to analyze multiple tables
|:|Add this data to the Data Model =

20-2 © Guided Computer Tutorials 2015



Pivot Tables 20

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.

- - Selanything Sales [Read-Only] - Excel PiuatTable Tools
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: Freld st the PIVOT TABLE TASK PANE at the
1 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 PIVOT TABLE
FIELDS 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.

H ©- 0D

File Home  Inset  Pagelayout  Formulas  Data  Review  View

Selanything Sales [Read-Only] - Excel PivotTable Tools

Analyze

1 Drag the DEPARTMENT field from
the FIELD LIST frame into the ROWS

[f  ActiveField: =] Insert Slicer I:L.. B
Department EF Insert Timeline .
PivotTable =P 0 Refresh Change Data Actions rame.
T Source ~ T
Active Field Group Filter Data
A3 - f Row Labels
A B T D E F G H 1
1 PivotTableftields
2
Cheose fields toffdd to report: he
3 |Row Labels |
4 |Clothing Search o)
5 |Electrical
6 Sports Branch
7 Toys | Department
8 | Grand Total Sectiol
-} Managgr
10 Sales
11 MORE TARLES...
12
13
14 Drag fieffis between areas below:
15
FILERS COLUMNS
16
17
18
19
f VA
20 VS VALUES
21 Department  ~
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- = Selanything Sales [Read-Only] - Excel PivotTable Taols

2 Drag the BRANCH field from the
FIELD LIST frame into the COLUMNS
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File Home  Inset  Pagelayout  Formulas  Data  Review

0 Analyze

[ AciveField: [ Insert Slicer I:B,
PivotTable ez s Refresh [hangggm Action: frame.
M < Source~ M
Active Field Group Filter Data Calculations
A3 & 2 v
A B C D E F G H | J K L -
1 PivotTgble Fields = &3
2 Choose figlis to add to report: -
3 .Culumn Labels ~
4 |Row Labels ~ Brishane Melbourne Sydney Grand Total carch £
5 |Clothing
6 |Electrical | Branch
7 |Sports | Depf\tment
8 |Toys Sectio)
9 Grand Total Manage]
10 Sales
n MORE TABLES...
12
13
14 Drag fields between afas below:
15
FILTERS OLUMNS
16
17 Branch M
18
19
20 ROWS VALUES
21 Department ¥

3 Drag the SALES field from the FIELD

H - 0O

- - Selanything Sales [Read-Only] - Excel PivatTable Taols
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File  Home Insert Pagelayout  Formuls  Data  Review  View [T LIST fra me Into the VALU ES fra me.
[F  AciveField: [ Insert Slicer |:'=. [b. B

Sum of Sales 5 Insert Timeline o La E [=] +/- Buttans

PivotTable Refresh Change Data Actions PivotChart Recommended

- [ Field Settings o e - PivotTables | Eo Fisld Headers
Active Field Group Filter Data Caleulations Tools Show S
A3 E f Sum of Sales v
oA B 8 D E F G H 1 J K L - ; )
1 PivotTgble Fields &3
2
ds to add t it -

3 |5um of Sales _Column Labels ~ s eddie e

4 |Row Labels ~ Brishane Melbourne Sydney Grand Total re)

5 |Clothing 46735 46735 38507 131977

6 |Electrical 72118 72118 81877 226113

7 |Sports 56763 56769 52248 165736

8 [Toys 15767 15767 14469 46003

9 Grand Total 191389 191389 187101 569879

10 ] Sales

n MORE

12

13

14 Drag fields Mgtween areas below:

15

FILTERS COLUMNS

16

= Branch -

18

18

o ROWS VALUES

21 Department = | | SumofSales =

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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NOTE: i From the table you can quickly see the total sales for each Branch
and the total sales for each Department.

If you drag a field into the wrong frame at the base of the FIELD
LIST pane, simply drag the field back to the FIELD LIST frame and
drag another field into the frame.

Formatting Pivot Tables

The DESIGN tab of the PIVOT TABLE TOOLS and the HOME tab can be used to format the
Pivot Table.

A Pivot Table Styles

H ©- 0 = s Selanything Sales [Read-Only] - Excel PivotTable Toals

File Home  Inset  Pagelayout  Formulas  Data i i esign uwa Greg Bowden 3, Share

| Row Headers Banded Rows

Subtotals Grand  Report Blank ' [/] column Headers [] Banded Columns
Totals~  Layout ~ Rows

Layout PivotTable Style Options

S o 1 Open the DESIGN tab in the RIBBON,
; click on the MORE icon at the

2 bottom right of the PIVOT TABLE

& et s n swm e STYLES group and select a MEDIUM
pyd _ 1533 1538 44 :8 style to format the table.

10

0 = s Selanything Sales [Read-Only]

Home Insert Page Layout Formulas Data Review

| Row Headers +/| Banded Rows

Subtotals Grand Report  Blank

+| Column Headers |+ BanNgd Columns

= Totals~ Layout = Rows~
Layout PivotTable Style OpWNgns
A3 - f Sum of Sales
i i . . 2 Inthe PIVOT TABLE STYLE OPTIONS
1 group turn on BANDED ROWS and
2 0
B8 lsum of sales |Column Labels K BANDED COLUMN.S to add lines
EW Fow Labels B Brisbane Melbourne Sydney Grand Total or Shades (dependlng on the Style
5 |Clothing 46735 46735 38507 131977 I . h I
6 |Electrical 72118 72118| B1BT7 226113 app Ied) to t e tab e'
7 Sports 56769 56769 52248 165786
3 |Toys 15767 15767 14469 46003
9 Grand Total 191389 1913890 187101 569879
10
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