Get started with
PivotTable® reports




Make your data work for you

Country Salesperson | Order Amount
Buchanan

Suyama

Peackock

Leverling
Peacock

Leverling

Leverling
Peac

Grand Total

68792.25
123032.67
182500.09

75048.04
162503.78
116962.99
201196.27
225763.68

72527.63
1228327.4

Imagine an Excel
worksheet of sales
figures. It lays out
thousands of rows of
data about
salespeople in two
countries along with
how much they sold
on individual days.

It's a lot of data to deal with—Ilisted in row after row
and divided into multiple columns. How can you get
information out of the worksheet and make sense out

of all of the data?

Use PivotTable reports. They turn the data into small,
concise reports that tell you exactly what you need to

know.
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Review your source data

Pivotl - Microsoft Excel

Review View
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Salesperson Order Amount Order Date OrderID
Buchanan $440.00 7/16/2009 10248
Suyama $1,863.40 7/10/2009 10249
Peackock $1,552.60 7122009 10250
Leverling $£654.06 7/15/2009

[ —]

Before you start to
work with a PivotTable
report, take a look at
your Excel worksheet
to make sure it's well
prepared for the
report.

When you create a PivotTable report, each column of
source data becomes a field that you can use in the
report.

Fields summarize multiple rows of information from the
source data.
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Review your source data

[ —]

LS TRl The names of the
EE N 8 fields for the report
8 come from the column
titles in your source
data. So be sure you
have names for each
column across the first

E==EEE s % |dls

Alignment P Mumber

1 |Country Salesperson Order Amount Order Date OrderID
Buchanan $440.00 7/16/2009 10248
Suyama $1,863.40  7/10/2009 10249 B row of the worksheet

Peackock $1,552.60 7/12/2009 10250

Leverling $£654.06 7/15/2009 N the source data

The remaining rows below the headings should contain
similar items in the same column.

For example, text should be in one column, numbers in
another column, and dates in another column. In other
words, a column that contains numbers should not
contain text, and so on.
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Review your source data

Page Layout

Formulas

Data
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Pivotl - Microsoft Excel

Review View
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Country Salesperson Order Amount Order Date OrderID

2 Canada Buchanan
Suyama
Peackock

Leverling

$440.00
$1,863.40
$1,552.60
$654.06

7/16/2009
7/10/2009
7/12/2009
7/15/2009

10248
10249
10250
10251

[ —]
-

Finally, there should
be no empty columns
within the data that
you're using for the
PivotTable report.

It's also best if there are no empty rows.

For example, blank rows that are used to separate one
block of data from another should be removed.
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Get started
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Here’s how to get
started with a
PivotTable report.

You use the Create
PivotTable dialog
box, shown here.

1. When the data is ready, click anywhere in the data.

2. Onthe Insert tab, in the Tables group, click
PivotTable, and then click PivotTable again. The
Create PivotTable dialog box opens.
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Get started

[ —]

Home Insert Fage Layout Farmulas Data Review View H ere’s h ow to g et

NS | started with a

sl gl PivotTable report.

data that wou want to analyze ,

a kable or range

IF You use the Create
= PivotTable dialog
box, shown here.

3. The Select a table or range option is already
selected for you. The Table/Range box shows the
range of the selected data, which you can change if
you want.

4. Click OK.
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PivotTable report basics

Home Insert Page Layout Formulas Data Review | Options ThlS |S Wh at you See
i (it DU U ACIRE JP] I the new worksheet
e e A Rl after you close the
Active Field Group Sort Data Create PlVOtTab | e

dialog box.

To build a report, choose
fields from the PivotTable
Field List

1
2
3
-':1-
3
i
7

[ ]Order Date

@ On one side is the layout area ready for the PivotTable
report.

@® On the other side is the PivotTable Field List. This list
shows the column titles from the source data. As
mentioned earlier, each title is a field: Country,
Salesperson, and so on.
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PivotTable report basics

Home  Insert  Pagelajout  Formulas  Data  Review  View | Options You create the
e ] R EX R W "Rl=7  PivotTable report by
O Field settings = | BlGrovpFieia || b o0 || Refresh Change Data || Cleor g pToYViTaTo lP=1a)VAO ] Mg (=)
Sctive Fled S — fields shown in the
PivotTable Field List

to the layout area.

To build a report, choose
fields from the PivotTable
Field List [JOrder Date

1
2
3
-':1-
3
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To do this, either select the check box next to the field
name, or right-click a field name and then select a
location to move the field to.

Get started with PivotTable reports




Build a PivotTable report

L

Now you’re ready to build the PivotTable report. The fields you select for
the report depend on what you want to know.

To start: How much has each person sold?

To get this answer, you need data about the
salespeople and their sales numbers. So in the
PivotTable Field List, select the check boxes next to
the Salesperson and Order Amount fields. Excel then
places each field in a default area of the layout.

Get started with PivotTable reports




I

To build a report, choose
fields from the PivotTable
Field List

p W00 |~ [h N k|

F

[ ]Order Date
[]OrderID

Dwvag fields between areas below:
“W Report Filter ] Column Labels

ulld a PivotTable

Now you're ready to
build the PivotTable
report. The fields you
select for the report
depend on what you
want to know.

To start: How much
has each person sold?

To get the answer, you need data about the salespeople

and their sales numbers.

So in the PivotTable Field List, you'll select the check
boxes next to the Salesperson and Order Amount
fields. Excel then places each field in a default area of

the layout.
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Build a PivotTable report

F

The gray table at the

1 0 - ’

2 illustration’s far left
- —! provides a conceptual
5 _ view of how the report
6 To build a report, choose ) .

| fields from the PivotTable [Jorder Date will automatically

[ ]OrderID

g appear based on the

3 5

: T e il fields you select.

“W Report Filter ] Column Labels

Here are details.

The data in the Salesperson field (the salespeople’s
names), which doesn’t contain numbers, is displayed as
rows on the left side of the report.

The data in the Order Amount field, which does
contain numbers, correctly shows up in an area to the
right.
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To build a report, choose
fields from the PivotTable []Order Date

Field List
[ OrderID

p W00 |~ [h N k|

Dwvag fields between areas below:
“W Report Filter ] Column Labels

|

Build a PivotTable report

It doesn’t matter
whether you select the
check box next to the
Salesperson field
before or after the
Order Amount field.
Excel automatically
puts them in the right
place every time.

Fields without numbers will land on the left, and fields
with numbers will land on the right, regardless of the
order in which you select them.
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To build a report, choose
fields from the PivotTable []Order Date

Field List
[ OrderID

p W00 |~ [h N k|

Dwvag fields between areas below:
“W Report Filter ] Column Labels
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Build a PivotTable report

That’s it. With just two
mouse clicks, you can
see at a glance how
much each
salesperson sold.

And here are a couple
of parting tips on the
(o] 0][o3

First, it's fine to stop with just one or two questions
answered; the report doesn’t have to be complex to be
useful. PivotTable reports can offer a fast way to get a
simple answer.

Next, don’t worry about building a report incorrectly.
Excel makes it easy to try things out and see how data
looks in different areas of the report.
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Canada [r~
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[ ]Order Date
[]OrderID

W00 |~ [h [N k|

Dwvag fields between areas below:
“W Report Filter ] Column Labels
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See sales by country

Now you know how
much each
salesperson sold. But
the source data lays
out data about
salespeople in two
countries, Canada and
the United States.

So another question you might ask is: What are the
sales amounts for each salesperson by country?

To get the answer, you can add the Country field to the
PivotTable report as a report filter. You use a report
filter to focus on a subset of data in the report, often a
product line, a time span, or a geographic region.
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See sales by country

By using the Country field as a report filter, you can see a separate report
for Canada or the United States, or you can see sales for both countries
together.

To add the Country field as a report filter, right-click the
Country field in the PivotTable Field List, click Add to
Report Filter, and take it from there.
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[ ]Order Date
[]OrderID

Dwvag fields between areas below:
“W Report Filter ] Column Labels
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ee sales by cou

By using the Country
field as a report filter,
you can see a
separate report for
Canada or the United
States, or you can see
sales for both
countries together.

To do this, right-click the Country field in the
PivotTable Field List, click Add to Report Filter, and

then take it from there.
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See sales by date

The original source data has a column of Order Date information, so there
Is an Order Date field on the PivotTable Field List.

This means you can find the sales by date for each
salesperson.

You can add the Order Date field to your report and

then group the date data to create a more manageable
view.

Get started with PivotTable reports



See sales by date

Grouping
& E

fgbo
1 Country A

2 Starting at:
3 |Row Labels [~ Ending ak:  |5/2/2011
4 | = Buchanan

5 | 7/16/2009

6 | 7/23/2000 |

7 8/9/2009 ::.;....-;
9f10/2009 Months
9 | 10/18/2009
10 10/25/2009
11 11/26/2009
12 11/27/2009

The original source
data has a column of
Order Date
Information, so there
Is an Order Date field
on the PivotTable
Field List.

This means you can find the sales by date for each
salesperson.

To find out, you’ll add the Order Date field to your report
and then use the Grouping dialog box to group the
date data and create a more manageable view.
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Pivot the report

Though the PivotTable report has answered your guestions, it takes a little
work to read the entire report—you have to scroll down the page to see all
the data.

So you can pivot the report to get a different view that's
easier to read.

When you pivot a report, you transpose the vertical or

horizontal view of a field, moving rows to the column
area or moving columns to the row area. It's easy to do.
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Pivot the report
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So you can pivot the report to get a different view that’s
easier to read.

When you pivot a report, you transpose the vertical or
horizontal view of a field, moving rows to the column
area or moving columns to the row area. It's easy to do.
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Where did drag-and-drop go?

If you prefer to build a PivotTable report by using the drag-and-drop

method, as you could in previous versions of Excel, there’s still a way to
do that.

There are four boxes at the bottom of the PivotTable
Field List, called Report Filter, Row Labels, Column
Labels, and Values.

You can drag fields to these boxes to create your report.
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Where did drag-and-drop go?

If you prefer to build a

1

. - PivotTable report by
= - e N using the drag-and-
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Do sworth could in previous
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[] Defer Layout Lpdate

There are four boxes at the bottom of the PivotTable
Field List: Report Filter, Row Labels, Column
Labels, and Values. You can drag fields to these boxes
to designate how the fields are used in the report.

The picture shows how you can drag the Order
Amount field from the Column Labels to the Values
box to add that field to the Values area of the report.
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Suggestions for practice

il

Create the PivotTable report layout area.
Create a PivotTable report.

Change a heading name.

Sort the report.

Add a field to the report.

Add a report filter.

Pivot the report.

Add currency formatting to the report.

Online practice (requires Excel 2007)
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http://office.microsoft.com/training/Training.aspx?AssetID=RP102058731033&CTT=6&Origin=RC102058721033
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