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Overview

Pivot Tables are one of Microsoft Excel's most powerful features. Pivot Tables are interactive
tables that allow you to manage and summarize substantial amounts of data, in a concise format
for easy reporting and analysis. Therefore, this manual is an introduction to Excel Pivot Tables
2016. These instructions illustrate how you can summarize and manipulate your worksheet data
by using Pivot Tables, Filters, Slicers, and Pivot Charts. This manual will also help you
summarize a vast amount of data contained in a spreadsheet, in a concise format for easy
reporting and analysis. The instructions will include efficient ways to control, organize, and
present your data by Managing Totals, Grouping Data, Conditional Formatting, and Creating
Macros. This systematic manual shows the basics of creating a Pivot Table in Excel and helps you
understand how powerful Pivot Tables can be.
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l. Create a PivotTable

Open the Excel2016_Pivot_Practice.xIsx file. The instructor will direct you to the file location.

A B C D E

1 Salesperson Branch Account Order Amount Term

2 |Albertson, Kathy Greensburg 29386 $925.00 Fall

3 |Albertson, Kathy Greensburg 74830 $875.00 Spring
4 |Albertson, Kathy Greensburg 90099 $500.00 Spring
5 |Albertson, Kathy Greensburg 74830 $350.00 Summer
4 Brennan, Michael Johnstown 82853 $400.00 Fall

7 |Brennan, Michael Johnstown 72949 $850.00 Fall

8 |Brennan, Michael Johnstown 90044 $1,500.00 Fall

9 |Brennan, Michael Johnstown 82853 $550.00 Spring
10 |Brennan, Michael Johnstown /2949 $400.00 Summer
1T Davis, William Pittsburgh 55223 $235.00 Spring
12 |Davis, William Pittsburgh 10354 $850.00 Fall
13 |Davis, William Pittsburgh 50192 $600.00 Summer
14 |Davis, William Pittsburgh 27589 $250.00 Fall
15 \Dumlao, Richard Johnstown 67275 $400.00 Fall
146 Dumlao, Richard Johnstown 41828 $965.00 Spring
17 |\Dumlao, Richard Johnstown 87543 $125.00 Summer
18 |Flores, Tia Pittsburgh 97446 $1,500.00 Summer

Bookstore Sales (O]
1. Click inside any cell on the spreadsheet that contains data you want to use.
File Home Insert Page Layout Formulas Data Review View
E[e=] \1:” z = l__' t(-) @ I SmartArt
) DJ D ‘? E El@ O ’6 5 :’rﬂcreenshut'
PivotTablg Recommended Pictures Online Shapes |cons aD
PivotTables Pictures = Models =
Tables Nustrations

2. Select the Insert tab, and then click on the PivotTable button.
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3. The Create PivotTable dialog box will appear.

Create PivotTable

Choose the data that you want to analyze
(®) Select a table or range
Table/Range:  Tabled|

|

() Use an external data source
Choose Connection...

Connection name:
Use this workbook's Drata Model

Choose where you want the PivotTable report to be placed

I@ MNew Worksheet I
ngisting Worksheet

Location:

|

Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

4. Choose the Select a table or range button (use Tablel as your source data).

5. Choose the New Worksheet button (this will place your PivotTable on a new
worksheet).

6. Click on the OK button.

7. Ablank PivotTable along with the PivotTable Fields will appear on a new worksheet.

A B C o E T G E.
PivotTable Fields T
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Note: In this PivotTable, you can decide which fields to add. Each field is simply a column header
from your source data. In the PivotTable Fields section, click on the box for each field you choose
to add.

8. The scenario question for this exercise will be: What is the total amount sold by each
salesperson?

PivotTable Fields v X

Choose fields to add to report: &~
Search Jo
Salesperson

[ Branch

[ ] Account

Order Amount

| | Term

More Tables...

9. Click inside the boxes next to the Salesperson and Order Amount fields.

10. The selected fields are added to one of the four areas below the PivotTable Fields. In
this exercise, the Salesperson field is added to the Rows area, while the Order Amount
has been added to the Values area.

Note: You can also place your mouse pointer on a field, then hold down the right mouse button,
and drag and drop the field to the desired area (FILTERS, COLUMNS, ROWS, VALUES).
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PivotTable Fields voou

Choose fields to add to report: @ -

Search p

Salesperson
[7] Branch

[ Account
Order Amount
[1 Term

More Tables...

Drag fields between areas below:

T Filters Il Columns
oW Walues
Salesperson 7 Sum of Order Amount +

The PivotTable will calculate and summarize the selected fields. In this exercise, the PivotTable
shows the amount sold by each salesperson.

PivotTable Fields ~ *

Choose fields to add to

1

2 o4 -
3 Row Labels ~ Sum of Order Amount report:

4 Albertson, Kathy Search o
5 Brennan, Michael

6 Davis, William Account

7 Dumlao, Richard Branch

g

Flores, Tia
9 Post, Melissa
10 Thompson, Shannon
11 Walters, Chris
12 Grand Total

| Order Amount
| Salesperson

Term

MORE TABLES...

Drag fields between areas below:

Total amount sold T RS |1 COLIMNS

by each salesperson

= ROWS . VALUES

Salespers.. || Sumof Q.. ™
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Home Insert  Pagelayout Formulas Data  Review View Help  Analyze Design O Tell me what youwant to do A

A CenturyGottic +|11 <[ A A | E=2 | He BwapTat Generl | @ Normal Bad Good Neurd  [Calculafion ||°| | &8 Y [ R

Macop Conton v S o ot et e ot | 2 e
v AL === = + 0 <0 0o | Condtional Format as Explanator... |Inpy ote nsert Delete Forma in
3 Format Painter BrU- &0 =22 5= Bhepes %9 %t M - . . | @

* | Formatting = Table~ Ject~

Clipboard [ Font [F] Alignment [ Number [ Styles Cells Editing

You can sort the data on your PivotTable by using the Sort & Filter button, located on the
Home ribbon.

Note: You can also apply any type of number formatting to your data. Some types of
formatting may disappear when you modify your PivotTable.

1.  Update PivotTable Data

If you change any data on your source worksheet (Bookstore Sales), the PivotTable will not update
automatically. To update your PivotTable data, select any cell on your PivotTable, and then the
PIVOTTABLE TOOLS ribbon will appear.

Help Design £ Tell me wha
"=l o= |j‘5«
=y B5¢ = i

Insert  Insert Change Data
Shicer Timeline Source -
Filter Data

1. Click on the Analyze tab.

2. Click on the Refresh button. Your PivotTable will reflect any changes to your source
worksheet.

File: Excel PivotTables 2019 Page 8 of 53 11/01/19



I11.  Pivoting Data

PivotTables allows you to quickly reorganize data, so that you can view your worksheet data in
diverse ways. Pivoting data can help you experiment the data to discover trends and patterns.

1. The earlier exercise scenario question was: What is total amount sold by each

Salesperson?

2. This exercise scenario question will be: What is the total amount sold in each Term?

You can do this by changing the field in the Row section.

PivotTable Fields

Choose fields to add to report:

Search

[ Salesperson
[ Branch
[ Account

Order Amount
Term

More Tables...

Drag fields between areas below:

Filters

Columns

Values

Sum of Order Amount =

3. To select a different Field for the ROWS section, go to the PivotTable Fields section
and deselect the Salesperson field. This will remove the Salesperson field from the

ROWS section.

4. Click on the box next to the Term field. The Term will appear in the ROWS section.
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5. The PivotTable will adjust to show the new field choice. Your data now shows the total
order amount for each term.

EEEEEEEEE

3|

EEEEE

Note: You can also add or remove Field names to the ROWS or VALUES sections by using the
drag and drop feature. To add a Field to the ROWS or VALUES area, place your mouse pointer
on the desired Field name found in the PivotTable Fields section, hold down the right mouse
button, and then drag and drop in the ROWS or VALUES section. To remove a Field from the
ROWS or VALUES section, place your mouse pointer on the desired Field found in the ROWS
or VALUES section, hold down the right mouse button, and then drag and drop anywhere
outside of the ROWS or VALUES section.
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1V. Add Columns

You can show multiple columns on your PivotTable. As noted above, you can drag and drop
Fields into any of the PivotTable sections (Filters, Columns, Rows, and Values). In this exercise
you will use the drag and drop feature.

1. The earlier exercise you created a PivotTable showing the total order amount for each

term. For this exercise, you will include columns with each Branch campus that reflects
their order amount for each Term.

PivotTable Fields %

Choose fields to add to report: & -

Salesperson
Branch

=

Order Amount
Term

More Tables...

Drag fields between areas below:

Filters W Columns

Branch -

Rows Values

Term i Sum of Order Amount

2. Place your mouse pointer on the Branch field, hold your left mouse button down, then
drag Branch to the COLUMNS section, and release your mouse button.

3. The PivotTable will include a column for each Branch campus.

Sum of Order Amount Column Labels  ~

Row Labels ~ Greensburg Johnstown Pittsburgh Titusville Grand Total
Fall 1690 3150 3110 1140 9090
Spring 1950 1515 3975 1720 9160
Summer 700 525 3790 300 5315
Grand Total 4340 5190 10875 3160 23565

Note: There are automatic filter buttons on the Row and Column labels. This enables you to
customize your data by selecting or omitting any label item.
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V. Filters

Sometimes you may want focus on just a certain choice of your data. Filters are used to narrow
down the data on your PivotTable, allowing you to view only the information you need.

1. In this exercise, you will filter certain salespeople to find how they affect the total sales.
You will drag a field item from the PivotTable Fields to the Filters section.

PivotTable Fields AR

Choose fields to add to report: &~

Search Je

Salesperson

[] Account
Order Amount
Term

More Tables...

Drag fields between arehs below:

Filters v Columns

I Salespersan vI Branch -

Rows Values

Term 2 Sum of Order Amount =

2. Place your mouse pointer on the Salesperson field, hold your left mouse button down,
then drag Salesperson to the FILTERS section, and release your mouse button.

3. The Salesperson filter will appear on the top row of your PivotTable.

r A - C D = F
1 |So|esperson (Al) ~ I
2
3 |Sum of Order Amount |Column Labels | -
4 Row Labels ~ Greensburg Johnstown Pittsburgh Titusville Grand Total
5 Fall 1690 3150 3110 1140 2090
6 |Spring 1950 1515 3975 1720 2160
7 |Summer 700 525 3790 300 5315
8 Grand Total 4340 5190 10875 3160 23565
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4. Click on the filter drop-down arrow next to Salesperson.

5. The tree list for Salesperson will appear.

A B C D E F

I Salesperson (All) v

2 Search jol

3 |Sum of

4 Row Lc (Al Johnstown Pittsburgh Titusville Grand Total

] Albertson, Kathy

5 Fall oo 3150 3110 1140 9090
6 SPMNG @ Davis. william 1515 3975 1720 9160
7 /Summ Dumlao, Richard 525 3790 300 5315
8 Grand Flores, Tia 5190 10875 3160 23545
9 Post, Melissa
10 W] Thompson, Shannon
11 W] walters, Chris
12
13 I V| Select Multiple Itemsl
} g l QK I | Cancel |
14

6. Click in the check box next to Select Multiple Items.
7. Notice all the salespeople contained in your data are a part of the selection.

8. Now you can deselect any sales person within your data. The sales total will not reflect
any deselected person’s sales.

A B
Salesperson  (All) ~
Search jo

Ro

Fal -[m] (All)
S -] Albertson, Kathy

Pt -\¥] Brennan, Michael
SUN .37 Davis, William
Gr¢ -] Dumlao, Richard

-[_| Post, Melissa I
10 -|¥| Thompson, Shannon

11 | Walters, Chris I

13 v| Select Multiple Items

OO0 N O LN -

15 I oK ] ‘ Cancel

9. Deselect the box for any field item you do not want to include in the PivotTable. In this

exercise, you will deselect the boxes for two different salespeople (Melissa Post and
Chris Walters).

10. Click on the OK button.
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11. The PivotTable will adjust to reflect your changes. Notice the decrease in the Grand

Total due to omitting the two salespeople.

A B D E F

1 Salesperson (Multiple Items) |-r

2

3 |Sum of Order Amount |Column Labels | -

4 Row Labels ~ Greensburg Johnstown Pitisburgh Titusville Grand Total
5 Fall 925 2755 1140 7970
6 Spring 1375 1220 1720 5830
7 Summer 350 2525 300 3700
8 Grand Total 2650 6500 3140 17500

VI. Slicers

Slicers make filtering data on PivotTables easier and faster. Slicers are Filters, but allows you to
instantly pivot your data. If you often use Filters on your PivotTables, you may want to consider

using Slicers instead of Filters.

A. Adda Slicer

A B

1 Salesperson (All) ~
2

= |Sum of Order Amount |Column Labels | -
4 |Row Labels - Greensburg

5 [Fall 1690
6 |Spring 1950
7 Summer 700
8 Grand Total 4340

3110
3975
3790
10875

1140
1720

300
31460

Johnstown Pitisburgh Titusville Grand Total

2090
2160
5315
23545

1. Select any cell on your PivotTable.

2. The PIVOTTABLE TOOLS ribbon will appear.
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Help

=l

-

Insert

Insert

Shicer [limeline

Filter

|
=

B2 Tell me wha

I

Refresh Change Data

-

Source -

Data

3. Click on the Analyze tab, found on the PIVOTTABLE TOOL ribbon, and then click on
the Insert Slicer button.

4. The Insert Slicers dialog window will appear.

5. Select your desired Field/s. In this exercise, click on the box next to Salesperson.

6. Click on the OK button.

Insert Slicers

d
|
|

+| Salesperson
ranch

Account
Order Amount

Term

Cancel

7. The Slicer will appear on your PivotTable. Each selected Field item is highlighted.
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A

Row Labels
Fall

Spring
Summer
Grand Total

ST o0 ONO U AW —

R o]

n

Salesperson (All)

Sum of Order Amount Column Labels -
- Greensburg

Johnstown Pittsburgh Titusville Grand Total

3150 3110 1140 9090
1515 3975 1720 2160

525 3790 300 5315
5190 10875 3140 23545

G H

Salesperson

Albertson, Kathy
Brennan, Michael
Davis, William
Dumlao, Richard
Flores, Tia

Post, Melissa

Thompson, Shan...

Walters, Chris

m

8. Just like Filters, you can select or deselect items on the Slicer. The PivotTable will
instantly reflect your choice. Try selecting different Field items to see how it will affect
your data. To select multiple Field items from a Slicer, click on your first choice, then
hold down the Ctrl key and select your other desired item/s.

9. You can also click on the Filter icon on the top-right corner of the Slicer window to

select all items at once.

VIIl. Pivot Charts

Pivot Charts are like Charts and displays data from your PivotTable. Like Charts, you can select
a chart type, layout, and style that best represents your data.

In this exercise, you will change the PivotTable data to show each Salesperson's total sales by

Term.

1. Deselect Salesperson, Branch, and Term fields by clicking on their check boxes.
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PivotTable Fields R

Choose fields to add to report: & -
Search Je
/| Salesperson

Branch
[ Account

Order Amount
x|
More Tables.)

Drag fields betweeh areas belo\y:

Filters Columns
Term ¥

Rows v % Values
Salesperson = | [ sum of Order Amount_~

2. Place your mouse pointer on the Salesperson field, hold down the left mouse button and
then drag and drop Salesperson into the ROWS section.

3. Place your mouse pointer on the Term field, hold down the left mouse button and then
drag and drop Term into the COLUMNS section.

A. Create a PivotChart

A Pivot Chart will help you see your information more concise.

A B C D E F G -
\ a 1 X
5 [Alberison, Kathy ] 925 1375 350 2650 PivotTable Fields
6 Brennan, Michael 2750 550 400 3700 Choose fields to add to renar: =
7 Davis, Williarm 100 235 500 1935
8 Dumlao, Richard 400 965 125 1490
9 Flores, Tia 1655 985 1925 4565 Branct
0 Post, Melissa 765 575 350 1650 a—
I Thompson, Shannon 1140 1720 300 3160 7| Order A
2 Walters, Chris 355 2755 1265 4375 = mount
3 Grand Total 9070 9140 5315 23545 em
‘f Salesperson MORE TABLES...
Albertson, Kathy
7
g | | Brennan, Michael
Af Davis, William COLUMNS
21 Dumlao, Richard Teitin -
22
27 Flores, Tia
24 | | Post, Melissa
25
2 Thompson, Shan...
;‘J Walters, Chris - ROWS ALUE
29 Salespersan v | Sum of Order Amount ¥
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1. Select any cell in your PivotTable.

File Home llnsertl Page Layout Formulas Data Review View Help Acrobat PivotTable Analyze Design S Search
D - T SmartArt v v v
EF B EEDYe O (s QA P &84 @
I;I @ rrE; Screenshot ~ “'?(}( = [[I]J = [‘E‘j =
. X i3 . .
Pictures Online Shapes |cons 3D OM Add-ins ~ Bing People | Recommended a . Maps JPivotChart
Pictures ~ Models ~ o My Maps Graph Charts CDV l-_v - ~
Tables lllustrations Add-ins Charts ]

2. Click on the Insert tab, and then click on the PivotChart button.

3. The Insert Chart dialog box will appear.

Insert Chart ? >

{Kii Charts ;

'9 Recent
2o [[ill]a 06 o JoB 90 50
|_|:|[|_ Celumn

Line Clustered Column

e - | | ||| ]l |
2 1R I N s

XY (Scatter)
Map

Stock
Surface
Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall
Funnel

Combo

FIE=FOHBPYERESNG

Cancel

4. Select your desired chart type and layout. For this exercise, select the default
Column chart type.

5. Click on the OK button.
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6. The PivotChart will appear next to your PivotTable.

A B C D E

5 Albertson, Kathy 925 1375 350 2650
4 Brennan, Michael 2750 550 400 3700
7 Davis, William 1100 235 600 1935
& Dumlao, Richard 400 965 125 1490
9 Flores, Tia 1655 985 1925 4565
10 Post, Melissa 765 575 350 1690
11 Thompson, Shannon 1140 1720 300 3160
12 Walters, Chris 355 2755 1265 4375
13 Grand Total 9090 9140 5315 23565
1‘ 4 Salesperson Sum of Order Amount

2

16 Albertson, Kathy - -

17 2500

1g | | Brennan, Michael 2000

19 | | Davis, William o
20
21 Dumlao, Richard 5 I I I
2 - I Ll II
o3 | | Flores, Tia & & & @ w0
24 | | Post, Melissa 4
25 e
24 | Thompson, Shan...
271 | walters, Chris -
28 |
2 Salesperson ~

B.  Use Slicer to Change Data

The following instructions will illustrate how to change your data display by using the Slicer and
Filters. The PivotChart and PivotTable will automatically adjust to show the data change.

4375
4375

A B C D
1
2
3 Sum of Order Amount Column Labels -
4 |Row Labels -r Fall Spring Summer Grand Total
5 Walters, Chris 355 2755 1265
46 | Grand Total 355 2755 1245
7
8
9
10
11
12
13
1‘ i Salesperson T Sum of Order Amount
16| Albertson, Kathy 4 | 3000
17 o5
18 Brennan, Michael 2500
l;’) Dawvis, William 2000
21 Dumlao, Richard E 1500
ii Flores, Tia 1000
24 Post, Melissa i
25 500
96 e dhompson, Shan, .. 5 | ]
é;ll | Walters, Chris - walters, Chrls
2; Salesperson <1

1. Click on the Salesperson, Walters, Chris found on the Slicer. Notice the PivotChart

and PivotTable automatically reflects your choice.
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1600

; -
alesperson 4
15
16§ Albertson, Kathy e
17

1a | Brennan, Michael

1400

Davis, William
21 Durnlao, Richard E 800
Flores, Tial

Post, Melissa

26 | Thompson, Shan...

Walters, Chris -

Salesperson

A B C D E F G
1
2
3 Sum of Order Amount Column Labels | -
4 Row Labels | Fall Spring Summer Grand Total
5 Alberison, Kathy 925 1375 350 2650
4 Grand Total 925 1375 350 2450
7
8
?
10
11
12
13
.‘j Sum of Order Amount

uFall
u3pring

u Summer

Albertson, Kathy

B g

2. Click on the Salesperson, Albertson, Kathy found on the Slicer.
and PivotTable automatically reflects your new choice.

Notice the PivotChart

A B C D E F
1
2
3 |Sum of Order Amount |Column Labels -
4 Row Labels - Fall Spring Summer Grand Total
5 Albertson, Kathy 925 1375 350 2650
6 Davis, William 1100 235 600 1935
7 Post, Melissa 765 575 350 1690
g Sulesperson T" Sum of Order Amount
10 | Albertson, Kathy | ~ 1600
11
Brennan, Michael 1400
12
1200
13 || Davis, william
14 1000
15  Dumlao, Richard E 800
1 ? Flores, Tia 600
18 II Post, Melissa I 400
19 200 I I
20 Thompson, Shan... ) l
g; Walters, Chris - Albertson, Kathy Davis, Wiliam  Post, Melissa
23 Salesperson -Y

Term =~

u Fall
m Spring

| Summer

3. Albertson is the selected on the Slicer, so now hold drop the Ctrl key while clicking on
the salespeople, Davis, William and Post, Melissa. Notice your selections automatically
reflect information for all three sales people.
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A

Row Labels
Albertson, Kathy
Brennan, Michael
Davis, William

Salesperson

]

00NN AN —

10 | | Albertson, Kathy
12 Brennan, Michael

13| Davis, William

14

15 Dumlao, Richard
16 ;

17 Flores, Tia

18 Post, Melissa

19

21 | walters, Chris

20 Thompson, Shan...

-~

|Sum of Order Amount |Column Labels -
- Fall

Spring Summer Grand Total

925 1375 350 2650
2750 550 400 3700
1100 235 600 1935
Sum of Order Amount
3000
2500
2000
1500
1000 I
 Jh b |, I ™
5 ] I
A 3 ] e} L
2 & <& <& ©
(jvo \5\\5\ “‘ﬁ\\ q'\d(\ \O@%\ ‘\\@\ %OO(\ &
& e & o « & - &
@ & 00 (& R el -
v @ <° &
<8

Salesperson ¥

Term 7

m Fall
u Spring

Summer

4. Click on the Filter button, found on the Slicer. Notice all the salespeople are reselected
and the PivotChart and PivotTable automatically reflect your action.

C.  Use Filters to Change Data

A

Rov 4| s oZ

|
Q‘r:\'ﬂs it 7 to A

St

Label Filters

SOmNo AW —

Value Filters

I (select All
IFal

- Spring

-] Summer

[y

==
==l milella fellw

D More Sart Options

Sum of Order Amount |Column LnbelD

B C D E F

0]

Spring Summer Grand Total

1375 350 2650
550 400 3700
235 400 1935

of Order Amount

1. Click on the drop-drown arrow next to the Column Labels, found on the PivotTable.
Notice you have the choice of selecting one or multiple columns that will reflect your

data choice.
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VIIIl. Connect to an External Data Source

You can use data that is not stored in your active worksheet. This section illustrates how to
connect to an external data source that is located on your computer’s system drive. (For future

reference — workshop hands-on instruction starts in section 2.)

1. Launch an active Excel worksheet.

File

o/

O

PivotTablg

Home | Insert I Page Layout Formulas Data Review Wiew
F=] — 5] = = SmartArt
i B BBy O3

i i @i Screenshot ~

Recommended Pictures Online Shapes |cons

PivotTables Pictures = Models ~
Tables llustrations

2. Select the Insert ribbon tab, and then click on the PivotTable button.

3. The Create PivotTable window will appear.

4. Select the Use an external data source radio button, and then click on the Choose

Create PivotTable

Choose the data that you want to analyze
() select a table or range

Table/Range:

(@ Use an external data source|

Choose Connection...

Connection name:

Choose where you want the PivoiTable report to be placed
'@' Mew Worksheet
'::' Existing Worksheet
Location:
Choose whether you want to analyze multiple tables

[] add this data to the Data Model

? X
s
s
Cancel

Connection button.

File: Excel PivotTables 2019 Page 22 of 53

11/01/19



5. The Existing Connections window will appear.

Select a Connection or Table
Lonnections  Tables
Show: | All Connections ad
Connections in this Workbook
<No connections found>

Connection files on the Network
<No connections found>

Connection files on this computer

<No connections found>

Browse for More... I Cancel

6. Click on the Browse for More button.

7. The Select Data Source window will appear.

Bl Select Data Source
« A > ThisPC > Desktop
Organize ~
o Quick access

Excel Practice
m Desktop

& Downloads
Documents
= Pictures
Article
EDUCAUSE
Interview
Work from Home
KM Microsoft Excel
® Creative Cloud Files
@ OneDrive

W This PC

& Network

New Source...

File name:

8. Navigate to where your file is located, and then select it.
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9. Click on the Open button.

10. The Select Table window will appear.

Select Table

€

lrst row of data contains column headers

Description  Modified Created
8/12/2015 11:31:24 AM  8/12/2015 11:31:24 AM  TABLE

oK

X

Type

Cancel

11. Your external data file will appear selected in the Name section.

12. Click on the First row of the data contains column headers check box. (Your data
file should have the column headers in the first row.)

13. Click on the OK button.

14. The Create PivotTable window will appear.

Choose the data that you want to analyze
(O select a table or range
Table/Range:
'f.J Use an external data source

Choose Connection...

Connection name:  Excel2013_Pivot_Practice

Choose where you want the PivotTable report to be placed

() New Worksheet

(@ Existing Worksheet

Location: | Sheet1!$A%1

»

Choose whether you want to analyze multiple tables

[C] Add this data to the Data Model

—=

Cancel

15. Select the Existing Worksheet radio button. (Notice that the Location of your

external file begins in the first cell.)

16. Click on the OK button.

17. The bare-bone PivotTable sheet will appear.
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% -
PivotTable Fields

18. Now you can create a PivotTable by selecting the desired PivotTable fields.

IX. Create a Recommended PivotTable

Microsoft Excel provides multiple recommended PivotTables to choose from that correlate with
your spreadsheet data. To illustrate the various recommended PivotTables, open the
Excel2016_PivotTable Level 2_PracticeFile.xIsx file. (The instructor will direct you to the file

location.)

A
Department

Clothing
Clothing
Clothing
Clothing
Clothing
Clothing
Clothing
Clothing
Clothing
Clothing
Clothing
Clothing
Clothing
Clothing
Clothing
Clothing
General Books
General Books

General Books

> General Books

GSeneral Books
General Books
General Books

General Books
General Books

B
Campus
Johnstown
Titusville
Titusville
Titusville
Titusville
Titusville
Pittsburgh
Pittsburgh
Pittsburgh
Pittsburgh
Pittsburgh
Pittsburgh
Pittsburgh
Titusville
Pittsburgh
Pittsburgh
Johnstown
Pittsburgh
Greensburg
Greensburg
Greensburg
Greensburg
Johnstown
Johnstown
Johnstown
Johnstown
Johnstown
Greensburg

Bookstore Sales

[
Sales
400.00
875.00
265.00
375.00
1345.00
200.00
250.00
155.00
2600.00
225.00
785.00
Z255.00
550.00
265.00
155.00
500.00
1500.00
225.00
925.00
875.00
500.00
350.00
400.00
850.00
1500.00
550.00
965.00
925.00
[€5]

[=)
Term
Fall
Fall
Fall
Spring

Spring
Fall
Spring
Spring
Fall
Fall
Fall
Spring
Spring

11. Click on any cell in the spreadsheet that has data.
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[=]==]
O
PivotTable JRecommended
PivotTables
Tables

File Home | EI Page Layout
H g © Y O

Formulas

Pictures Online Shapes lcons
Pictures =

Data

Review View

T SmartArt

él Screenshot -

Madels -

lllustrations

12. Select the Insert ribbon tab, and then click on the Recommended PivotTable button.

13. The Recommended PivotTable dialog box will appear. On the left-side of the dialog
box, several recommended PivotTable will appear based on your spreadsheet data.

Sum of Sales by Campus

Row Labels = Sum of Sales

Greensburg 13020
Johnstown 15570
Pittsburgh 38025
Tituswille 9480
Grand Total 76095

Sum of Sales by Term

Row Labels = Sum of Sales

Fall 30945
Spring 28855
Summer 16295
Grand Total 76095

Sum of Sales by Department
Row Labels |~ Sum of Sales

Sum of Sales by Department

Row Labels - Sam ol Sakes.

Clathing S300
General Bocks 1765
Gifts 15ms
Medical 5505
Supplias 10335
Technalogy TS
Tisxt bk 110
Grand Tokal el

Blank PivotTable

Change Source Data...

Clothing 9300
General Books 17625
Gifts 15025
Medical 5505
Supplies 10355
Technology 7075
Textbooks 11210
Grand Total 76095
OK

Cancel

14. Select the PivotTable that best represents your desired data structure. For this exercise

choose the Sum of Sales by Department PivotTable preview.

15. Click on the OK button.

scratch.

Note: There may be Recommended PivotTables that do not represent an appropriate data
structure. If so, click on the Blank PivotTable button to create your PivotTable from
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A ] c [ 3 ¥ H ] 3 L M N o 3 a R T u ]
PivotTable Fields
- Sum of Sales. Chouse fields to add to report:
5300
17625
15029 | Department
3505 Campus
10855 4 Sates
w7 Ter
0 1210
I 76005 More Tabl
18
8
21
2 Drag i b
2 il
25
2
28
31
32 Row
33
34 o
35
37
El
30

16. The Sum of Sales by Department PivotTable will appear.
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X.

Manage Subtotals and Grand Totals

Microsoft Excel allows you to manipulate the default structure of your PivotTable’s Subtotals
and Grand Totals. This section will illustrate how to manage you Subtotals and Grand Totals by
using the previous Recommended PivotTable from section Il with a slight pivot.

woN

A

Row Labels - Sum of Sales P‘VOtTab‘e F\elds T
Clothing 9300 Choose fields to add to report: =4
General Books 17625 I_'

Gifts 15025 Campus

Medical 5505 o epartment

Supplies 10355 Sals

Technology 7075

Textbooks 11210 MORE TABLES...

Grand Total 76095

B C D E F G H I J k=

Drag fields between|areas beloW;

FILTERS COLYMNS

ROWS v VALUES

Department = Sum of Sales =

Place your mouse pointer over the Campus field, and then hold down the left mouse
button.

Drag the Campus field to the ROWS section, and then drop (release the mouse button)
above the Department field.

Place your mouse pointer over the Term field, and then hold down the left mouse button.

Drag the Term field to the COLUMNS section, and then drop (release the mouse
button).

Your new PivotTable will appear.

Each Campus Bookstore and its associated Departments are on the PivotTable rows.
The Terms are listed in the PivotTable columns. Notice that the Subtotals are listed
above the Department entries. Individuals who read from top to bottom may desire to
have the Subtotals at the bottom of the Department entries. The following steps will
illustrate how to reverse your Subtotals from top to bottom.

File: Excel PivotTables 2019 Page 28 of 53 11/01/19



A
1 |Sum of Sales

2 Row Labels ~
3 = Greensburg

4 General Books
5 Gifts

6 Medical

7 Supplies

8 Technology

9 Textbooks

10 =Johnstown

11 Clothing

12 General Books
3 Gifts

14 Technology

15 Textbooks

16 | =Pittsburgh
17 Clothing

18 General Books
19 Gifts

20 Medical

21 Supplies

22 Technology
23 Textbooks

24 | =Titusville

25 Clothing

26 General Books
27 Gifts

28 Medical

29 Supplies

B
Column Labels ~
Fall
5070
2615

765

765
925
9450
400
4650
4000
400

13005
250
3225
980
380
4885
530
2755
3420
1405

875
1140

C D

E F G

Spring Summer Grand Total

5850 2100
1375 350
1375 350
575 700
500 700
1875
150
4545 1575
2480 525
550
965 125
550 925
13300 11720
3960 1265
235 825
5355 2040
1310 600
985 425
235 2180
1220 4385
5160 900
1720 300
1345
375
300
1720

13020
4340
1725
2040
1200
2640
1075

15570

400
7655
4550
1490
1475

38025
5475
4285
8375
2290
6295
2945
8360
9480
3425
1345

375
1175
2860

PivotTable Fields
Choose fields to add to report:

v| Campus
v| Department
V| Sales

V| Term

MORE TABLES...

Drag fields between areas below:

FILTERS
Term
ROWS
Campus 2
Department g

COLUMNS

¥ VALUES

Sum of Sales

7. To reverse the location of your Subtotals from top to bottom, go to the PIVOTTABLE
TOOLS ribbon.

8. Select any data cell in your PivotTable.

Subtotals | Grana
- Fotals ~

Report
Layout ~

Page Layout

4 Rows Headers
bl

Column Headers

Formulas

Data Review Wiew

1 Banded Rows

T Banded Columns

=| Do Mot Show Subtatals

stlable Style Options

Help

Acrobat

PivotTable Analyze

PivatTable Styles

f sales
|i Show all Subtotals at Bottom of Group I o E F G J K L M
z Summer Grand Total
) ) § o 2100 13020
|1 Show all Subtotals at Top of Group s 3so 4340
5 350 1725
5 700 2040
0 700 1200
10 Technology 765 1875 2640
1 Textbooks 925 150 1075
12 | =Johnstown 2450 Aasas 1575 15570
2 T ann ann

9. Select the DESIGN ribbon tab, and then click on the Subtotals button.

10. Select the Show all Subtotals at Bottom of Group from the menu options.
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11. The Subtotals appear below your campus department list.

Sum of Sales |column Labels | -

Row Labels ~ Fall Spring Summer Grand Total

—IGreensburg
General Books 2615 1375 350 4340
Gifts 1375 350 1725
Medical 765 575 700 2040
Supplies 500 700 1200
Technology 765 1875 2640
Textbooks 9%5 150 1075

—1Johnstown
Clothing 400 400
General Books 4650 2480 525 7655
Gifts 4000 550 4550
Technology 400 965 125 1490
Textbooks 550 925 1475

Johnstown Total 9450 4545 1575 | 15570

—IPittsburgh
Clothing 250 3960 1265 5475
General Books 3225 235 825 4285
Gifts 980 5355 2040 8375
Medical 380 1310 600 2290
Supplies 4885 985 425 6295
Technelogy 530 235 2180 2945
Textbooks 2755 1220 4385 8360

:W EhTotal 13005 13300 11720 ' 38025

12. You also have the option of removing your Subtotals and only have the Grand Totals

appear.

z

1 _ o

—| Show all Subtotals at Top of Group 5
5
5

2 summer Grand Total

2100 13020

350 4340

350 1725

700 2040

o 700 1200

10 Technology 765 1875 2640
1 Textbooks 925 150 1075
12 =Johnstown 9450 4545 1575 15570
2 TReT ann a0

File Home Insert Page Layout Formulas Data Review ew Help Acrobat PivolTable Analyze | Design I
= = == = 4 Row Headers ] Banded Rows
Subtatals f Grand | Report - Blank | 1A oy n Headers [ Banded Calumns
«  [Fotals~ | Layout ~ Rows ~
= StTable Style Options FiwotTable Styles
=| De Not Show Subtatals
Fsales
= | Show all Subtotals at Bottom of Group D E F G H i J K L

File: Excel PivotTables 2019

13. On the PIVOTTABLE TOOLS ribbon, select the DESIGN tab.
14. Click on the Subtotals button.

15. Select the Do Not Show Subtotals from the menu options.
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16. Only the Grand Totals appear on your PivotTable.

Sum of Sales Column Labels | ~

Row Labels ~ |Fall Spring Summer Grand Total

—Greensburg
General Books 2615 1375 350 4340
Gifts 1375 350 1725
Medical 765 575 700 2040
Supplies 500 700 1200
Technology 765 1875 2640
Textbooks 925 150 1075

=Johnstown
Clothing 400 400
General Books 4650 2480 525 7655
Gifts 4000 550 4550
Technology 400 965 125 1490
Textbooks 550 925 1475

= Pittsburgh
Clothing 250 3960 1265 5475
General Books 3225 235 825 4285
Gifts 980 5355 2040 8375
Medical 380 1310 600 2290
Supplies 4885 985 425 6295
Technology 530 235 2180 2945
Textbooks 2755 1220 4385 8360

= Titusville
Clothing 1405 1720 300 3425
General Books 1345 1345
Gifts 375 375
Medical 875 300 1175
Supplies 1140 1720 2860
Textbooks 300 300

[TGrand Total 30045 28855 16295 6095

Xl1.  Group PivotTable Fields

When a large amount of data is contain in the PivotTable’s rows, then it is difficult to read or
understand specific data. The Group feature in PivotTable allows you to show and hide data to
make sense of only the data you desire to view.

A. Hide Detail

Microsoft Excel allows you to hide data in your PivotTable, so that your desired data is visible.
The PivotTable below list each campus bookstore and its associated department sales for each

Term. This exercise will illustrate how to hide each bookstore department sales entry and only

show the campus totals.
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1. The Hide Detail button appears on the left side of each Campus name.

Sum of Sales Column Labels -
Row Labels ~ [ Fall Spring Summer Grand Total
B’Sreensburg 5070 5850 2100 13020
General Books 2615 1375 350 4340
Gifts 1375 350 1725
Medical 765 575 700 2040
Supplies 500 700 1200
Technology 765 1875 2640
Textbooks 925 150 1075
lBJohnstown 9450 4545 1575 15570
Clothing 400 400
General Books 4650 2480 525 7655
Gifts 4000 550 4550
Technology 400 965 125 1490
Textbooks 550 925 1475
B’i‘ttshurgh 13005 13300 11720 38025
Clothing 250 3960 1265 5475
General Books 3225 235 825 4285
Gifts 980 5355 2040 8375
Medical 380 1310 600 2290
Supplies 4885 985 425 6295
Technology 530 235 2180 2945
Textbooks 2755 1220 4385 8360
Titusville 3420 5160 200 9480
Clothing 1405 1720 300 3425
General Books 1345 1345
Gifts 375 375
Medical 875 300 1175
Supplies 1140 1720 2860
Textbooks 300 300
Grand Total 30945 28855 16295 76095

2. Click on each of the Hide Detail buttons. The Campus Bookstores’
Department Sales are hidden and only the Subtotals and Grand Totals appear.

Sum of Sales Column Labels -

Row Labels | ~ Fall Spring Summer Grand Total
+ Greenshurg 5070 5850 2100 13020
+Johnstown 9450 4545 1575 15570
+ Pittsburgh 13005 13300 11720 38025
HTitusville 3420 5160 900 9480
Grand Total 30945 28855 16295 76095

3. When the Department data is hidden, the Show Detail button will appear next to the

Campus name.

4. Click on the Show Detail button to view each department sales again.
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B. Group Data
The Group feature allows you to group data that you desire to be hidden in PivotTable.
1. In this exercise the Greensburg Campus Bookstore data will be used to illustrate how to

hide department entries. Only two department entries (General Books and Textbooks) will
be viewed.

3 Sum of Sales Column Labels ~

4 Row Labels - Fall Spring Summer Grand Total
5 =Greenshurg 5070 5850 2100 13020
2 General Books 2615 1375 220 4340
7 Gifts 1375 350 1725
8 Medical 765 575 700 2040
9 Supplies 500 700 1200
10 Technology 765 1875 2640
1 Textbooks 925 150 1075

2. Select the entire 7 thru 10 rows. These data entries will be grouped then hidden.

File  Home Insert  Page Layout Furmulasl Data IREWEW View  Help  Acrobat  PivotTable Analyze  Design P Search
[ Queries & Connections = T — i
GELELB L B @y GHEL S B &3 |
Get  From From FromTable/ Recent  Existing | Refresh Stocks  Geography < Tetto Data  Consolicate Manage | Whatf Forecast | Group fingroup
Data Text/CSV Web  Range Sources Connections | Al Columns Validation DataModel | Analysis > Sheet @ @
Get & Transform Data Queries & Connections Data Types Sort & Filter Data Tools Forecast

3. Select the DATA ribbon tab, and then click on the Group button.

4. The Grouping Level indictor appears with a Hide Detail button on the left-side of rows 7 thru 10.

3 |Sum of Sales Column Labels | ~
h 4 |Row Labels ~ |Fall Spring Summer Grand Total
5 | = Greensburg 5070 5850 2100 13020
6 General Books 2615 1375 350 4340
7 Gifts 1375 350 1725
8 Medical 765 575 700 2040
9 Supplies 500 700 1200
10 Technology 765 1875 2640
El 11 Textbooks 925 150 1075

17. Click on the Hide Detail button.
18. The department entries that were grouped are hidden. Only the General Books and

Textbooks Departments entries appear. The Bookstore’s Subtotals and Grand Total still
reflect the totals from the hidden departments as well.
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3 Sum of Sales Column Labels | ~

4 Row Labels ~ Fall

5 | = Greensburg 5070 5850 2100

6 General Books 2615 1375 350
B It Textbooks 925 150

Spring Summer Grand Total

13020
4340
1075

8. Click on the Show Detail button to view the hidden data rows.

9. To remove Grouping Level indicator, select the entire 7 thru 10 rows again.

Fle  Home Insert  Page Layout Formu\asl Data IRewew View  Help  Acrobat  PivotTable Analyze  Design P Search

[ Queries & Connections ;E T = E @ i

N b 9 = I

Rl # LD B i e B & )

Get  From From FromTable/ Recent = Existing Refresh Stocks  Geography | Textto Data  Consolidate Manage What-If Forecast | Group @ingrouf

Data~ Te/CSV Web  Range Sources Connections | All~ Columns Validation ~ DataModel | Analysis v Sheet o =
Get & Transform Data Queries & Connedtions Data Types Sort & Filter Data Tools Forecast

File: Excel PivotTables 2019
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Xl1l. Data Field Number Format

When you create a PivotTable, Microsoft Excel does not apply number formatting. This section
will illustrate how to apply number formatting to the body of your PivotTable.

Sum of Sales Column Labels | ~

Row Labels ~ | Fall Spring Summer Grand Total

—IGreensbhurg 5070 5850 2100 13020
General Books 2615_| 1375 350 4340
Gifts 1375 350 1725
Medical 765 575 700 2040
Supplies 500 700 1200
Technology 765 1875 2640
Textbooks 925 150 1075

—Johnstown 9450 4545 1575 15570
Clothing 400 400
General Books 4650 2480 525 7655
Gifts 4000 550 4550
Technology 400 965 125 1490
Textbooks 550 925 1475

10. Select any cell with a value in the body of your PivotTable. (Do not select text.)

el IR

5 | oGreensburg s BT =-4- o 49

=} Seneral Books 26161 1375 =60 4340

7 Gifts B Copy 25

g WMedica N'E Lommat Cols. 40

g supDIiEE l NI. T -(. mmag..

10 Tachnology p— -0

11| Textbeoks gj = Befiesl 75

12 | Zlohnstown a4! Sort + 70

13 Clothing 4 3 Remmove S of sl oo

14 General Books 46! 55

15 Gifts A0 arieeWauee Iy v g

14 Tachnoloagy | Yal an

17 Taxthooks how Detale 75

14 | = Pittshurgh 130 25

19 Clathing 21 fo Value Ticld Sebfipgs. s
General Books 3z FircaiTabl: Qpticas.. 13

21 Gifts EH ' Hick Fisld 1int 75

11. Place your mouse pointer on the selected cell and hold down the right mouse button.

12. Select the Number Format option from the menu options.
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13. The Format Cells dialog window will appear.

Format Cells 7 bl
Number

Category:

General .| sample

Number $2,615.00

Accounting Decimal places: 2 =

Date

Time Symbok  § Z|
Percentage

Fraction
Scientific
Text
Special
Custom

Negative numbers:

1240 B
410

in a column.

Currency formats are used for general monetary values. Use Accounting formats to align decimal points

I 0K I Cancel

14. In the Category section, select Currency.

15. In the Sample section, select 2 Decimal places for this exercise.

16. In the Symbol section, select the $ symbol (represents U.S. currency).

17. Click on the OK button.

18. The Currency and Decimal formats are applied to all of your values.

Sum of Sales Column Labels | -

Row Labels - |Fall Spring Summer Grand Total

~IGreensburg $5,070.00 $5,850.00 $2,100.00 $13,020.00
General Books S2,615.00_ $1,375.00  $350.00 $4,340.00
Gifts $1,375.00 $350.00 $1,725.00
Medical $765.00 $575.00 $700.00 $2,040.00
Supplies $500.00 $700.00 $1,200.00
Technology $765.00 $1,875.00 $2,640.00
Textbooks $925.00  $150.00 $1,075.00

= Johnstown $9,450.00 $4,545.00 $1,575.00 $15,570.00
Clothing $400.00 $400.00
General Books $4,650.00 $2,480.00 $525.00 $7,655.00
Gifts $4,000.00 $550.00 $4,550.00
Technology $400.00 $965.00 $125.00 $1,490.00
Textbooks $550.00  $925.00 $1,475.00
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XIIl. Conditional Formatting

A.  Highlight top or bottom values

Conditional Formatting allows you to highlight the top, bottom, or average values in the body of

your PivotTable.

1. This exercise will illustrate how to highlight the top four values in the body of your

PivotTable.

File l Home I Insert Page Layout Formulas Data Review Wiew Help Acrobat
o —
& Cut Calibri Juode a | =E=E % | wepTer
[ Copy ~
Paste - M A o === =3 FH v
« <% Format Painter I U~k A S == = [EMerge& Center
Clipboard [ Font F Alignment [
86 & £ || 2615
A B € D E F G H
4 |Row Labels ~ | Fall Spring Summer Grand Total
5 | =Greensburg 5070 5850 2100 13020
6 | General Books 2615] 1375 350 4340
7 Gifts 1375 350 1725
8 Medical 765 575 700 2040
9 Supplies 500 700 1200
o Technology 765 1875 2640
11 Textbooks 925 150 1075
12 | =Johnstown 9450 4545 1575 15570

PivotTable Analyze

General

$ %9 @B

Mumber

[F}

Design

E]

Conditional
Formatting ~

2. Select any cell with a value in the body of your PivotTable other than a Subtotals or

Grand Totals.

3. On the Home ribbon, click on the Conditional Formatting button located in the Styles

group.

4. The Conditional Formatting menu options will appear.

| JLEI0T L AL
i 22 & o< [ 2727

Slples -

=
L i
Conditional Iormal =

Inserl Dedule Tanmal
Fomnatling = - - -

_ Sorl
Filte
Fisiti

able -

Highlight Cells Rules »

T.'l_,. Top/Boettam Rules 1__ Top 10 [tems...
L 114}
| a
W | Data Bars 1__, Top 10 %...
-
—
— | Color Scabes 7| Bottom 10 Items...
— LS10
Icon Sets o Buttam 10 Si..
Dderwr Rl 1_ Ahowe Averags..
x
Clear Rule:
mans B | Below Avrerage..

Fore Tules...
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5. Select the Top/Bottom Rules option, and then click on the Top 10 Items options. (You
have the option of selecting the top, bottom, average, or percentage items.)

6. The Top 10 Items window will appear.

Top 10 Items @

Format cells that rank in the TOP:

4 2 | with  Light Red Fill with Dark Red Text |~ |

Light Red Fill with Dark Red Text
Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text
LightRed Rl

ed lext
Red Border
Custom Format...

7. Inthe Format cells that rank in the TOP box, click on the drop-down arrow until you
get to the number 4. (You can also select a range from 1 to 10.)

8. Inthe with box, select Light Red Fill. (You can select your desired color for the text and
highlight.)

9. The formatting is only applied to your cell selection.

Sum of Sales Column Labels | ~

Row Labels - Fall Spring Summer Grand Total

~IGreensburg 5070 5850 2100 13020
General Books 2615 1375 350 4340
Gifts 1375 350 1725
Medical 765 575 700 2040
Supplies 500 700 1200
Technology 765 1875 2640
Textbooks 925 150 1075

—lJohnstown 9450 4545 1575 15570

10. Click on the Formatting option button that appears next to the highlighted cell.
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11. The Apply formatting rule to menu options will appear.

il -

Apply formatting rule to ...

@ Selected cells

All cells showing "Sum of Sales™ values

All cells showing "Sum of Sales” values for "Department” and "Term” I

12. Select the All cells showing “Sum of Sales” values for “Department” and Term”
option.

Note: Selected cells will apply formatting only to your cell section. All cells showing “Sum
of Sales” values will include values with Totals in your cell selections. All cells
showing “Sum of Sales” values for “Department” and Term” will omit values with

Totals from your cell selections.

13. Your selected Conditional Formatting highlights the scope of your top 4 sales.

=/Johnstown 9450 4545 1575 15570
Clothing 400 400
General Books 4650 2480 525 7655
Gifts 4000 550 4550
Technology 400 965 125 1490
Textbooks 550 925 1475

= Pittsburgh 13005 13300 11720 38025
Clothing 250 3960 1265 5475
General Books 3225 235 825 4285
Gifts 980 5355 2040 8375
Medical 380 1310 600 2290
Supplies 4885 985 425 6295
Technology 530 235 2180 2945
Textbooks 2755 1220 4385 8360

14. To apply Conditional Formatting highlight to the bottom or average values, follow the
instructions in this section and select the appropriate option in step 5.
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F. F - 1 P x
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Highlight Cells Rules =

T Filte
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Data Bars
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Note: To remove Conditional Formatting, hold down the Ctrl / Z keys.

B.  Apply Cell Rules

Conditional Formatting applies specific rule conditions to your cell values. For example, identify
sales that are less than or greater than to a determined value.

1. This exercise will illustrate how to find values in your PivotTable greater than 1100.

File l Home I Insert Page Layout Formulas Data Review View Help Acrobat PivotTable Analyze Design
o —
4 Cut Calibri <[ KA === #e BwepTer General 5
[@copy ~
Paste . vl M. A === l== B - . O 0 00 Conditional
- % Format Painter B 1 U — — === == ME'QE&CE’“E’ $ % 9 | 90 38 e
Clipboard [F} Font [F] Alignment ] Number [F]
B6 < b2 2615
A B (@ D E F G H J K L
4 Row Labels ~ | Fall Spring Summer Grand Total
5 | =Greensburg 5070 5850 2100 13020
6 | General Eouksl 26151 1375 350 4340
7 Gifts 1375 350 1725
8 Medical 763 575 700 2040
9 Supplies 500 700 1200
10 Technology 765 1875 2640
11 Textbooks 925 150 1075
12 =Johnstown 9450 4545 1575 15570

2. Click in any cell with a value in the body of your PivotTable other than Subtotals or

Grand Totals.
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3. On the Home ribbon, click on the Conditional Formatting button, located in the Styles

L T —=, B
| | E =7 e €om T < [ > - Ay
{ ] - - S == : T - J
Conditional Format as  Cell Insert Delete Format Sort &
Formatting = Table - Styles - - - - Filter =
| \‘ Highlight Cells Rules * " ‘ _\‘ Greater Tharn... I
‘ T“J‘ Top/Bottom Rules . ‘ ‘ ‘ Less Than...
(Bl pata Bars . | F=H Between...
| |
‘ = ‘ Color Scales E ‘ Equal To...
= [=]
‘ 5 ‘ Icon Sets
[F] New Rule
[Fd Clear Rules
] Manage Rules
More Rul

4. Select the Highlight Cells Rules on the menu options.
5. Click on the Greater Than from the options panel.

6. The Greater Than window will appear.

Greater Than @

Format cells that are GREATER THAN:

1100 E&:| | with | reen Fill with Dark Green Text EII

o | o

7. In the Format cells that are GREATER THAN box, type 1100.

8. Click on the drop-down arrow in the with box, and then select the Green Fill with Dark
Green Text option (select your desired option).

19. Click on the OK button.
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20. The Conditional Formatting will appear on the cell section in the body of your

PivotTable.

Sum of Sales Column Labels | -

Row Labels ~ | Fall Spring Summer Grand Total

— Greensburg 5070 5850 2100 13020
General Books 2615 1375 350 4340
Gifts 1375 350 1725
Medical 765 575 700 2040
Supplies 500 700 1200
Technology 765| 1875. 2640
Textbooks 925 150 1075

= Johnstown 9450 4545 1575 15570
Clothing 400 400
General Books 4650 2480 525 7655
Gifts 4000 550 4550
Technology 400 965 125 1490
Textbooks 550 925 1475

21. Click on the Formatting options button that appears next to the highlighted values cell.

22. The Apply formatting rule to menu options will appear.

i =

Apply formatting rule to ...

@ Selected cells

—

(U All cells showing "Sum of Sales” values

O All cells showing "Sum of Sales" values for "Department” and "Term"

23. Select the All cells showing “Sum of Sales” values for “Department” and Term”
option.

Note: Selected cells will apply formatting only to your cell section. All cells showing “Sum
of Sales” values will include values with Totals in your cell selections. All cells
showing “Sum of Sales” values for “Department” and Term” will omit values with
Totals from your cell selections.
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24. Your selected Conditional Formatting highlights all department sales greater than 1100.

Sum of Sales Column Labels | -

Row Labels - Fall Spring Summer Grand Total

-IGreensburg 5070 5850 2100 13020
General Books 2615 1375 350 4340
Gifts 1375 350 1725
Medical 765 575 700 2040
Supplies 500 700 1200
Technology 765| 1875_| 2640
Textbooks 925 150 1075

—/Johnstown 9450 4545 1575 15570
Clothing 400 400
General Books 4650 2480 525 7655
Gifts 4000 550 4550
Technology 400 965 125 1490
Textbooks 550 925 1475

\ Note: To remove Conditional Formatting, hold down the Ctrl / Z keys.

C. Data Bars

Conditional Formatting also makes it easier for you to compare the ratio among the data on your
PivotTable by adding data bars next to the values.

1. This exercise will illustrate how to apply Data Bars to your PivotTable values.

6 General Eooksl 2615] 1375 350 4340
T Gifts 1375 350 1725
8 Medical 785 575 700 2040
9 Supplies 500 700 1200
10 Technology 765 1875 2640
11 Textbooks 925 150 1075
12 | = Johnstown 9450 4545 1575 15570

File l Home I Insert Page Layout Formulas Data Review View Help Acrobat PivotTable Analyze Design
o - e f—
& Cut Calibri 1 AR | === % 36, Wrap Text
Paste E@COP\; ’
e === —= = o 00
- f Format Painter T U~ v OvAv | === =3 [E MergefeCenter ~ $~% 9 S48
Clipboard ] Font [F] Alignment Number
B6 < fx || 2615
A B C D E F G H 1
4 Row Labels - Fall Spring Summer Grand Total
5 | =Greensburg 5070 5850 2100 13020
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2. Click in any cell containing a value in the body of the PivotTable other than Subtotals or

Grand Totals.

3
e 24 | Normal Bad
¥z -
Conditional Format a
Formatting = Table -
)|
10 M N
Gradient Fill
E Data Bars '
= H
- B =
— k i
- Solid Fill
= =
z & 5

3. On the Home ribbon, click on the Conditional Formatting button located in the Styles

group.

4. Select the Data Bars on the menu options.

5. Select on the Solid Fill from the options panel.

Note: Do not use the Gradient Fill options, because data bars fade out and will not

be easy to interpret.

6. The Formatting option button will appears next to the cell section in the body of your

PivotTable.

File: Excel PivotTables 2019

Sum of Sales

Column Labels ~

Row Labels ~ Fall

—IGreensburg 5070 5850 2100
General Books 2615 1375 350
Gifts 1375 350
Medical 765 575 700
Supplies 500 700
Technology 765 1875.
Textbooks 925 150

~1Johnstown 9450 4545 1575
Clothing 400
General Books 4650 2480 525
Gifts 4000 550
Technology 400 965 125
Textbooks 550 925

Spring Summer Grand Total

13020
4340
1725
2040
1200
2640
1075

15570

400
7655
4550
1490
1475
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7. Click on the Formatting options button.

8. The Conditional Formatting Data Bars will appear next to each number according to its
amount ratio.

Sum of Sales
Row Labels
—IGreenshurg

General Books
Gifts

Medical
Supplies
Technology
Textbooks

Column Labels ~
~ |Fall

5070
2615

765

7

65
925

Spring Summer Grand Total

5850 2100 1
1375 350
1375 350
575 700
500 700
| 1875/
150

3020
4340
1725
2040
1200
2640
1075

Note: The first column on a PivotTable is wider than the consecutive columns. When Data Bars
are applied, the bars in the first column are not be proportional with the other column Data
Bars and gives a false ratio comparison.

9. The following steps will illustrate how to make your first column the same width as the
other PivotTable columns.

File Home

nsert

Subtotals Grand
Totals ~

Repart
Layout ~

P,

Blank
Rows ~

age Layout Formulas
[ Row Headers ]
[¥] Column Headers [

B6

Lay
[ |:| Show in Compact Form

A
4 Row Labels
5 =Greensburg
] General B
7 Gifts
3 Medical
9 Supplies
(1] Technoloy
1 Texthook

1
1
12 = Johnstown

|:| Show in Outline Form

|:| Show in Tabular Form

=:| Repe

1er Grand Total

100
350
350

2t All ltem Labets 700
700

|_| Do Not Repeat Item Labels

YW 4D 1575

13020
4340
1725
2040
1200
2640
1075

15570

Help Acrobat PivetTable Analyze

PivolTable Styles

RE
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10. Click on the Design ribbon tab, and then click on the Report Layout button.
11. Select the Show in Outline Form option.

12. The first column will readjust to the same width as the other PivotTable columns. Now
the first column Data Bars have the appropriate ratio.

Sum of Sales Term |~

Campus v |Department | ~ Fall Spring Summer Grand Total

= Greenshurg 5070 5850 2100 13020
General Books 2615 1375 350 4340
Gifts 1375 350 1725
Medical 765 575 700 2040
Supplies 500 700 1200
Technology 765 1875 2640
Textbooks 925 150 1075

—Johnstown 9450 4545 1575 15570

Note: To remove Conditional Formatting, hold down the Ctrl / Z keys.

XIV. Create PivotTable Macros

You can save the configuration of a PivotTable that you like for future use by creating a Macro.
The Macro will record the steps it took to construct your desired PivotTable. Your recorded
Macro will automatically run the steps to create your desired PivotTable.

A. Recording a Macro

1. Inthis exercise, you will pivot your data as shown below, and then create a Macro that
contains the same PivotTable body configuration.

A B C D E F G H I J K L]~ 5 o
Sum of Sales Column Labels ~ PivotTable Fields
Row Labels ~ Fall Spring Summer Grand Total Choose fields to add to
Greensburg 5070 5850 2100 13020 report:
Hohnstown 9450] 4545 1575 15570 Search
Pittsburgh 13005 13300 11720 38025
[Titusville 3420 5160 900 9480 V| Campus
Grand Total 30945 28855 16295 76095 Department
V| Sales
V| Term
MORE TABLES...
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2. Inthe PivotTable Fields area, deselect the Department field.

File Home Insert Page Layout Formulas Data Review View Help Acrobat FivotTable Analyze Design 2 searc

h
:H '_—| ||—Ln ”q‘ T C:\ EEI -IE ; A:EH: Bl spiie [ View Side by Sidhe ;
= 100% T to New Arnange
tio

Hid
Normal Page Break Zoom 100 e Freeze IHIE

Page Cuslom | [l Gidlines (7] Headings
"

(=

Waorkboak Views Showr Zoom Window

1 Window Al Pares Windows =

Macros

3. To create your PivotTable Marco, click on the VIEW ribbon tab.
4. Click on the Macros button.
5. Select the Record Macro option.

6. The Record Macro window will appear.

Record Macro | 3 ” &3 |

Macro name:

CampusBookstoreSales

Shortcut key:
Ctrl+

Store macro in:

This Workbook |Z|

Description:

Lo | oo

7. In the Macro name box, type your desired Macro name with no spaces
(CampusBookstoreSales).

8. Click on the OK button.

and then reconstruct them.
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10. Click inside any data cell in your PivotTable.

Help Acrobat PivotTable Analyze Design 2 Search

= = & B [BSR i3
iy — =

=y Bp & IPod NN

Insert  Insert Refresh Change Data Clear |Select  Maove

Slicer Timeline = Source ~  PivotTable
Filter Data ans

11. Click on the PivotTable Analyze tab.

12. In the Action group click on the Clear button, and then select the Clear All option.

13. Now that the PivotTable is clear, you can reconstruct your PivotTable from scratch.

Drag fields between areas below:
FILTERS COLUMNS
I Term 2
ROWS 2 VALUES
Campus 8° II Sum of Sales = I

14. Drag and drop the Campus field in the ROWS area.
15. Drag and drop the Sales field in the VALUES area.
16. Drag and drop the Campus field in the ROWS area.

17. Now that you have reconstructed your PivotTable, stop recording your Macro.

File Home Insert Page Layout Formulas Data Review View Help Acrobat PivotTable Analyze Design 2 search
—
—t . Fan = =y y 5id ¢ Side —
;H l——| ﬁ IH M Formulaar | \d gt_‘l)\ i ; :H:I Bl spli [0 ¥iew Side by Side = E‘
- - ) Hid -
Normal Page Break Page Custom | o . Zoom 100% Zoom to New Arange Freeze (Akice Switch Macros
- [ Gridiines [#] Headings
Preview Layout Views Selection | Window Al Panes ~ b b Windows = -
Warkbaoak Views Show Zaom Window ) Macr
B e 61
A B C D E F G H [ J K L M

18. Select the VIEW ribbon tab.

19. Click on the Macros button, and then select the Stop Recording option.
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B. Running a Macro

1. To run your Macro, clear your PivotTable as below.

A B © D E F G H I J K L M N [¢]

!

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

“ PivotTable F.. ~

Choose fields to add to
report:

Search

Campus
Department

Sales

Term

2. Deselect your PivotTable fields.

File Home Insert Page Layout Formulas Data Raview Vl_cw Help Acrobat FivotTable Analyze Design jol
— _ ™y = & i iew Side by Side
T E B Dromsenn | Q [y B | 11 5 Do | s
Neimal Page Break Page Custom | [ i [7] Headings Zoom 100% Zoomto New Arrange Freeze e
Preview Layout Views | = Selection | Window Al Panesv [ [
Warkbook Views Showr Zaom ‘Window
B - x| 2615 [@ Becord Macro...
A B C D E F G H I ] K L [EH Use Relative References
3. Select the VIEW ribbon tab.
4. Click on the Macros button.
5. Select the View Macros option.
6. The Macro window will appear.
Macro [ HQI|
Macro name:
CampusBookstoreSales =5 -
ICamusBanstnrpSalas - m
———— [ e,
[ |
—re—
[ options.. J
Macros in: | All Open Workbooks E
Description
Cancel
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7. Select your desired Macro name (CampusBookstoreSales).

8. Click on the Run button.

9. The PivotTable configuration associated with your Macro selection will appear.

A B C D E

1

2

3 Sum of Sales Column Labels -

4 Row Labels | - Fall Spring Summer Grand Total
5 |Greensburg 5070 5850 2100 13020
6 |Johnstown 9450 4545 1575 15570
7 |Pittsburgh 13005 13300 11720 38025
8 | Titusville 3420 5160 900 9480
9 Grand Total 30945 28855 16295 76095
10

PivotTable Fields
Choose fields to add to report:

Department
V| Campus
V| Sales

v| Term

MORE TABLES...

C.  Quick Access Macros

When running a Macro multiple times, you can create a Quick Access Macro to decrease the
amount of steps to run your Macro by attaching a Macro button on the Quick Access Toolbar.

1. Once a Macro have been created, you can add a Macro button to the Quick Access

Toolbar.

[ o ©- E

FILE HOME

=

Normal Page Break P
Preview La
Workbook Vie

PivotTable Level
Customize Quick Access Toolbar
New
Open
v Save
Email
Quick Print
Print Preview and Print
Spelling
v Undo
v Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode

More Commands...

Show Below the Ribbon

2. Click on the Quick Access Toolbar drop-down arrow.
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3. Select the More Commands option.

4. The Excel Options window will appear.

Excel Options =<

peners L, Customize the Quick Access Toolbar
Formulas -
. Choose commands from: Custormize Quick Access Toolbar:
e Popular Commands |T| For all documents (default) =]
save Popular Commands s d
Commands Not in the Ribbon o Save
: | ¢ o '
- Macros. I Redo B
a !
Quick Access Toolbar | Fie Tal
Add-Ins Horme Tab =
Trust Center Insert Tab
page Layout Tab
Formulas Tab
Data Tab
Add
Review Tab =
View Tab
Developer Tab
Add-Ins Tab
ACROBAT Tab
SmartArt Tools | Design Tab
SmartArt Tools | Format Tab
Chart Tools | Design Tab
Chart Tools | Format Tab
Drawing Toals | Farmat Tab
o0ls | Format Tab 2 Customizations: | Reset =

771 Show Quick Access Toolbar below the Ribban Import/Export = |

OK Cancel

5. On the Choose command from options panel, click on the drop-down arrow.
6. Select the Macros option.

7. All Macros that you have created will appear in the Separator window.

é‘l“ Customize the Quick Access Toolbar

Choose commands from Customize Quick Access Toolbar:

Macros - For all documents (default) ~

b save
CampusBookstoreSales © Undo

© Redo
£ CampusBookstareSales

<< Remove

Modify...
Customizations: l Reset =

Shaw Quick Access Toolbar below the Ribbon ‘]mgﬂ"/gxpa” -|

8. Select your desired Macro (CampusBookstoreSales).
9. Click on the Add button.
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10. Your Macro selection will appear in the Customize Quick Access Toolbar options panel
on the left-side.

11. Click on the OK button.
12. The Macro Icon will appear on the Quick Access Toolbar.

13. Click on the Macro Icon to run your Macro.

Note: If you create more than one Quick Access Macro, you have the option of selecting
multiple icons styles that will represent your different Macros.

. Modify Button L
~=«H Customize the Quick Access Toolbar
Choose commands from: Customize Quick Access Toolbar: Symbol:
M [+ For all d ts (default) - 1 ohoEY
actos or all documents (defaul HO00A ! vOERTH -
- o .
<Separator> o save O == ERAL RS
&% CampusBookstoreSales € Undo v B
S ; YOBE
. CampusBookstoresales ] L A =

— = B =i % v Al X
T VYOHMIT O#SEP & -
Display name: |CampusBookstoreSales
| 1
OK Cancel

Customizations: | Reset ¥

Show Quick Access Toolbar below the Ribbon Import/Export ¥

OK Cancel

1. Once your Macro name is added to the Customize Quick Access Toolbar option panel,
select your Macro name.

2. Click on the Modify button.

3. The Modify Button window will appear.

4. Select your desired Symbol.

5. Click on the OK button, and then your Macro Icon will change to your selected symbol in
the Customize Quick Access Toolbar option panel.

6. Click on the OK button, and then your Macro Icon symbol will appear on the Quick Access
Toolbar.
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XV. Practice

The earlier exercises produced a PivotTable and PivotChart that represented the Total sales
during Terms by each Salesperson. With the added Slicer, you were then able to view desired
Salesperson’s totals. You were also able to view desired Branch campuses by using the Column

Labels Filter.
A C D E H
1
2
3 |Sum of Order AmountJCqumn Labels -
4 Row Labels ~ Fall Spring Summer Grand Total
5 Greensburg 1690 1950 700 4340
6 |Johnstown 3150 1515 525 5190
7 |Pittsburgh 3110 3975 3790 10875
g sqlesperson Sum of Order Amount
10 | Albertson, Kathy | 4500
11 : 4000
12 [ Brennan, Michael ] 3500
13 ' Davis, Wiliam | 3000 a—
15 I Dumlao, Richard ] E 2500 m Falll
16 . 2000 m Spring
17 [ Flores, Tia ] 1500 N
18 l Post, Melissa ] 1000
19
20 [ Thompson, Shan... ] o 200
0
g; [ Woalters, Chris \ - Greersburg Johnstown  Pittsburgh
23 Branch =

1. Create a PivotTable using the existing practice worksheet
(Excel2016_Pivot_Practice.xlIsx).

2. Use the PivotTable to answer the question: Which salesperson sold the lowest amount
during the Fall, Spring, and Summer Term? Hint: First decide which fields you need

to answer the question.

3. Experiment by placing different fields in the rows and columns sections.

4. Add a Slicer and filter the report with the Slicer.

5. Create a PivotChart.
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