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Abstract 
PivotTables and PivotCharts allow users to analyze and summarize a million rows of data 
in Excel 2010 without entering a single formula. This guide, prepared by Starlight 
Education trainers, will guide the user through the steps to create and format PivotTable 
reports and PivotCharts. The guide includes exercises, tips, and a quick reference guide.  
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PivotTables & PivotTable Charts  

A PivotTable report allows you to analyze and summarize a million rows of data in Excel 2010 

without entering a single formula. PivotTables let you select data fields to compare, or ñpivotò, your 

information in ways that pare down large data tables into specific, useful summaries using filtering and 

sorting options. PivotTables are incredibly flexible and you can create any number reports from 

different styles. PivotTables have Report Zones that control the page layout for the report. 

 

Pivot Charts are a visual representation of PivotTable results, displaying summaries in a variety of 

chart and graph formats. Pivot Charts make it easy to identify important trends and present this data to 

others. Like PivotTables, PivotCharts are much easier to create in the new user interface. All of the 

filtering improvements are also available for PivotCharts. When you create a PivotChart, specific 

PivotChart tools and context menus are available so that you can analyze the data in the chart. You can 

also change the layout, style, and format of the chart or its elements the same way that you can for a 

regular chart. Excel 2010 preserves the chart formatting you apply when you make changes to the 

PivotChart. This is an improvement over the way it worked in earlier versions of Excel.  
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Creating a PivotTable  

PivotTables and PivotCharts are most useful when applied to large tables of raw data. The requirement 

is that you have unique headings in the first row, and no blank rows or blank columns in the data. For 

best results, keep your numeric columns filled with numeric data and replace any blank cells with a 

zero. The PivotTable uses column labels to identify and name data fields.  

 

 

 

1. Select one cell in the dataset.  

2. From the Insert ribbon , choose the top half 

of the PivotTable icon.  

3. Excel will predict that your data includes 

the current region around your selected cell.  

Make sure this is what you want before you 

click OK. 

 

 

 

 

 

 

  

¢ƘŜ ά/ǊŜŀǘŜ tƛǾƻǘ¢ŀōƭŜέ ǿƛƴŘƻǿ ƻǇŜƴǎ 
with the table showing the range of cells 
in the data set. By default, Excel selects 
ǘƘŜ άbŜǿ ²ƻǊƪǎƘŜŜǘέ ƻǇǘƛƻƴ ŦƻǊ ǇƭŀŎƛƴƎ 
the PivotTables.  
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4. To include a field in the PivotTable summary, simply checkmark the field in the PivotTable 

Field List. 

a. Excel added Text fields to the Row Label Zone automatically. 

b. The user can drag the fields to the Column Label Zone as required.  

c. Excel places Numeric fields in the Values Zone automatically.  

 

 

 

Filtering or Sorting Data in a PivotTable  

Filtering is a good way to emphasize or óget atô important or relevant information within a larger set of 

data.Label filters will allow you to filter using comparative criteria.  

 

The Sales Rep field has been placed 

in the Report Filter zone. As you 

can see from the example on the 

right, all of the Sales Reps are 

represented in the report but if you 

wanted to analyze the performance of 

only ñ1ò rep, you could uncheck all 

and select only those reps you want to 

see in the report. One of the new 

features to PivotTables is the option 

to select multiple items to query. 
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When you ñhoverò your mouse over a field in one of the zones, you will see a menu that offers choices 

where you can sort or filter the field. Use filters to narrow the range of information displayed in a 

PivotTable report.  

 

 

  



Microsoft Excel 2010 PivotTables and PivotCharts  STARLIGHT EDUCATION 

6 | P a g e 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Excel 2010 PivotTable 

Slicers 

Slicers are visual filters that users 

can attach to PivotTables, 

PivotCharts, and other data 

sources.  

1. Click on the Insert Tab and click Slicer in the 

filter group. 

2. In the Insert Slicers dialog box, check the box 

beside each field you want to create a slicer. 

Click OK to place the slicer box(es) on your 

worksheet  

3. In the slicer box, click a button to filter the data.  

To remove a slicer filter: click the ñremove filterò icon in the slicer box. 

To edit slicer properties: right-click the slicer and choose Slicer Settings from the menu. 

Make changes and click OK. 

Tip : More slicer options, including a style gallery, are available under the Options tab, which appears on 

the ribbon.  
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Designing PivotTable Reports 

Changing a PivotTableôs visual elements can highlight areas of particular interest or make the table 

more presentation-ready. When the PivotTable is active there will be ñ2ò additional PivotTable tools 

available: Options and Design. In the Options mode there are designated categories that allow you to 

display or remove field headers, or to group dates into months and years. In the Options, you can create 

filtered report pages based on fields in the report filter zone. 

 

 
 

 

 
















