PVOTTABLBANDPIVOTHARTS

Training Handout and Quick Reference Guide

Abstract
PivotTables and PivotChagBow usersto analyze and summarize a million rows of data
in Excel 2010 without entering a single formulehis guide, preparedy Starlight
Education trainers, will guide the user throutlie steps to create and format PivotTable
reports and PivotChart3 he guide includes exercises, tips, and a quick reference.guide
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PivotTables & PivotTable Charts
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A PivotTable report allows you to analyze and summarize a million rows of data in Excel 2010
without entering a single formulRivotTables |
information in ways that pare down large data talbio specific, useful summaries using filtering and
sorting optionsPivotTables are iredibly flexible and/ou can creatany numbereportsfrom

differentstyles.PivotTables haveReport Zonesthat control the page layout for the report
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Pivot Charts are a visual representationfifzotTableresults, displaying summaries in a variety of

chart and graph formatBivot Charts make it easy to identify important trends and present this data to

others Like PivotTables, PivotCharts are much easier to ensathe new user interfacall of the
filtering improvements are also available for PivotChaktken you create a PivotChart, specific
PivotChart tools and context menus are available so that you can analyze the data in. tie.charnt

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

regular chartExcel 201Qpreserveshe chart formatting you apply when you make changes to the
PivotChart This is anmprovement over the way it woréien earlierversions of Excel
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Available Fields

Filter Pane

PivotChart Filter Pane v

Active Fields on the :I

PivotChart

W Report Filter

i1 Axis Fields (Categories)
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4 Legend Fields (Series)
Region
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[CJnv Num
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" Report Filter

Drag fields between areas below:
" Column Labels

| RowLabels

X Values

] Defer Layout Update
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Creating a PivotTable

PivotTables and PivotCharts are most useful when applied to large tables of ralhdatquirement

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

best results, keep your numeric columns filled with numeric data and replace any blank cells with a
zera The PivotTable usscolumn labelsd identify and name data fields

Total

Region Product Inv Num Sales Rep Date Sold Price Each Qty Sold Income
South Rowing Machines 101 Emest Feldgus g-Jan-07 195 4 780
North Rowing Machines 102 Terry Caracio 16-Jan-07 195 4 780
Central Rowing Machines 103 Terry Caracio 30-Jan-07 195 2 390
South Rowing Machines 104 Fred Edwards 2-Feb-07 195 6 1170
Central Golf Balls 105 Alice Abramas 2-Jan-07 20 20 400
South Golf Balls 106 Emest Feldgus 4-Jan-07 20 35 700
South Golf Balls 107 Fred Edwards 11-Jan-07 20 15 300
North Golf Balls 108 Terry Caracio 18-Jan-07 20 1" 220
North Golf Balls 109 Susan Edwards 19-Jan-07 20 20 400
North Golf Balls 110 John Carpenter 26-Jan-07 20 1 20

1. Select oneell in the dataset = Hm Rgelawt  Fomues  Data  Reew  View

2. From thelnsert ribbon, choose the top halflf 75~ 10 58 00 00 g @ 2 dy o 0,

Of the P|VotTab|e |Con Pn-m'TanIe able || Peture cnp Shapes Smartart Eolumn Llﬂl je Bar krea S(a'uer Eﬁtar
3. Excel will predict that your data includes L e “‘”‘"“'“”fi' o
Insert PivotTable

the current region around your selectedl. PO o - - - -
Make surehis is what you want before Youll . e me e oy 008

click OK. | hd ok downon el
Create PivotTable @
Choose the data that you want ko analyze
A B v < A ~ ) 2 () Select a table or range
¢ K S (of / &.EI |'¢ l} S f tS7€ Q 7] 7\ TablefRange: Hnnu:l vales s
with the table showing the range of cells © Use an external data source
in the data setBy default, Excel selects
UKS abSg 22NJ] aKSSil _
. Choose where you want the PivotTable report ta be placed
the PivotTables @ How Workshost
() Existing Worksheet
Location: 55
I OK ] [ Cancel
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4. Toinclude afield in th@&ivotTablesummary, simply checkmark the field in tRevotTable
Field List

a. Excel added Texidlds to theRow Label Zoneautomatically
b. The user can drag the fields to thelumn Label Zoneas required
C. Excel placedNumeric fieldsin the Values Zoneautomatically.

w9 - i) L s EivatTzble Taols PiuotThiClips 07 xlsx - Microsoft Exeal o= %
“ané Tncert Pagelayout  Farmulas Deta  Review  View Ontions Design W - 7 x
= & an Arial -l - AN Siwrap Text General - O Em Tk || E Autesum - A
“— 3 Copy - — = ij‘ M ¥ o of B 8] Fill = %'? ﬁ
Poste ¢ romavramer | B4 0 7|[Ei &~ A~ |[#= 2= HmerceaiCerter- | § - % v %0 23 F?r:.‘i'&-“n“u“i JTomat stfi:”;— et Delete FOmet || e pon® IO
Clipoezard L) Fort ) Humber o Styles Cells Editing
| Al L > ‘ Row Labels ¥
A c D E F G H J K L il H 'ivivotrable Field List - x
1 | Sales Rep (Al
2 . . Chonse fields to add o repart:
% Sum of Total Income Column Lsbels - This report shows the Products in the =
4 [Row Labels = WCentral North South Grand Tatal . ) ,ﬂm
5 Basebals oW 70 500 row labels zone, the Region in the e Praduet
6 Basketbells M0 320 204 764 . [y Km
7 Exercise Machines 36036 24000 42800 102836 column labels zone and the data is ] Sales Rep
8 Footballs BI0 1425 1955 4080 . . L. 5| [Hoate Sdd
4 Glowee 1386 536 1173 3165 summarized using the Sun Function in [IPrice Each
10 Golf Balls 2260 2440 2456 7256 . Clqtr sald
11 Rowing Machines 12870 9565 14830 37305 the values zone. The Sales Rep field has & Total Income
12 Stepper Machines 9570 4950 7590 22110 . .
13 Ternis Balls M6 306 436 1368 been placed in the Report Filter zone.
14 Grand Total 63878 43782 11724 179284
1 One could create a query to analyze the
16
7 activity of one particular Sales Rep.
18
19 Drag fields between areas below:
20 P . W RenartFilter = CoumnlLabels
2 It is easy to change a pivot table report. — =
g; Simply check or uncheck fields in the
e top half of the Pivot Table field list. You
2% . il Row Latels Z  Values
= can always rearrange the order of fields e oo
S; by dragging the fields around the
= bottom half of the field list.
ET) [7] Nefer l aynutlipdate

Filtering or Sorting Data in a PivotTable

Filtering is a good way to emphasize or 6éget
datalabel filters will allow you to filter using comparative criteria

The Sales Rep field has been placec A B C | D E F
in theReport Filter zone. As you Sales Rep (Al M

] (Al) ~

can see from the example on the Sum of 1 [ Alice Abramas -
right a” Of the Sales Reps are Row Lak [# Ernest Feldgus 'North South Grand Total
! R ) Baseball [+ Frank Killough 120 70 500
represented in the report but if you Baskeths - [#]Fred Edwards 320 204 764
Exercise [ Janice Faraco 24000 42800 102836
wanted to aNnaIyge the performance ) | oo ot Conmerter 2s 100 ppos
onl Yy nlo rep, y O Gloves [# Perry Weinstein 636 1173 3165
Gaolf Ball [#] Susan Edwards B 2440 2556 7256

and select only those reps you want

. Rowing N | DA Terry Carado v| | 9555 14880 37308
see in the reparOne of the new Stepp . ~| 1950 7590 39110
features tdPivotTables is the option Tennis : | 336 486 1368

C o Grand T ok | [ concar || 43782 T1724 179384
to select multiple items to query

Lh|lalalala|a|a]a(a
S I e = ke e T Ll R L L
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When you fihover o your mo usysuwlhseeia menu that cgférsdchoices o
where you can sort or filter the fieldse filters to narrow the range of amfmation displayed in a
PivotTable report

= OF7 wiox NMicranoft Excel - ~ e
- -~ o

S e U | e S ()X A - Sp gy

-8 Condiional  Foarmat Celd Insert Delate Format Som e Fing &
FOormatiing = as Tabile ~ Stiyles - ~ > v . Stenr ~ Fitters © Seledr ~
| Sylen Cebls Fahiting i
b
» ' < . i ™ ~ PivotTable Ficld List =
Chouse fiekds (0 odd W ceow L l'g:_)fl

-1 nvll‘roduct { l
SOt AT 2 ”

21

%4 san e s e
BlGrem SOy COplians, ., :l""‘"' e

< e " ety moia
AADaL Fiters » 1) vanat ancove
Matue Filters -

[ (Fedaat An)

lw” DaceDalc

[ B ondoe Liandn

Lo omms vine Mo woes
(v Footbalo

[w# Calirc s prng Aeice Y mresn t
(o) Gl il W™ o € Pter TN Cobnn Labmic
) Rowirma Machwsan Dobes Kew - | b -

lor! Steumper Madiuines
[o* Tearw»e Ballc

L DK ] [ <cancel | |

5|Page



Microsoft ExceP010PivotTables and PivotCharts

NeW

Excel 2010 PivotTable

Slicers

STARLIGHEDUCATION

can

Slicersare visual filters that use

PivotCharts, and other data

attach to PivotTables,

sources

EH9-™ I+ PivotThIClps.dsx - Microsoft Bxcel [= ]
Home | Insert | Pagelayout  Formulas  Data  Review  View  Developer | Options  Design a@o@ i
T ERD® i B dy 4  H 24 Za o
o = 2D w0 2 [ ® A 3 4 L Q
FivotTable Table | Picture Clip Shapes SmartArt Screenshot | Column Line  Pie  Bar  Area Scatter Other | Line Column Win/LodW)_Slicer perlink | Text Header WordArt Signature Object | Equation Symbol
Art Charts Box & Footer Line
Tables llustrations Charts Sparklines | Filter | Links_| Text Ssymbols
I - [ % | salesRep InsertSI'\:el = ~
i -
[CIReffion -
duct =
A B c D E F G v N M N = | PivotTable Field List v x
1 [Sales Rej 1A = ales R M
ales Rey
2 Dates ‘: Choose fields to add to report:
3 Product ~|Region| = | Sum of Total Income ‘ate 5o e
4 -Baseballs Central 310 [ lPrice Each egion
5 North 120 [Claty sold Product
6 South 70 [CITotal Income [Cinv Num
7 Baseballs Total 500 [/sales Rep
8 | - Basketballs Central 240 [CIpate soid
9 North 320 [ |price Each
10 South 204 =| |[Daty sod
11 Basketballs Total 764 (| Total Income:
12 = Exercise Machines Central 36036
13 MNorth 24000
14 South 42800
15 Exercise Machines Total 102836
16 = Footballs Central 690
17 North 1425 Drag fields between areas below:
18 South 1965 W ReportFilter FH Column Labels
19 Footballs Total 4080 ~ | | salesrep -
20 | =Gloves Central 1356
21 North 636 o
22 South 173 ~
23 Gloves Total 3165 £ Row Labels E Values
24 =Golf Balls Central 2260 Product hd Sum of Total ... ¥
25 MNorth 2440 Region >
26 South 2556
27 Golf Balls Total 7256
28 | = Rewina Machinas_ Cantral 12870 ¥ | [ Defer Layout Update Update
4 < » ¥ | pivotTable “Sheet? ~“Sheetl .~ Annual Sales .~ ¥ KN il ] A0l

/

filter group

worksheet

/

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

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

3. Inthe slicer box, atk a button to filter the data

PivotThIClips.xsx - Microsoft Excel

Review  View

Formulas

Data Developer

Slicer Caption:
Sales Rep
- FivotTable ~1| Bring Se
(5 slicer settings  Connections ~|| Forwara - Back
Slicer Slicer Styles
SalesRep - b
A B c D E F G H
1 Sales Rep (A [+
2
3 Product ~ Region| v | Sum of Total Income 7
1 =Baseballs Central 0 SalesRep ¥
6 South 70
7 Baseballs Total 500
8 | = Basketballs Central 240
9 North 320 =
Ehil 204, H Fred Edwards
11 Basketballs Total 764 Janice Faraco
12 =Exercise Machines Central 36036
14 South 42800
15 Exercise Machines Total 102836
16 =Footballs Central 690 | Susan Edwards | -
7 North 1425

the ribbon

To remove a slicer fit r

cl i

c kf itlhtee rid eimmoo/re
To edit slicer properties: rigitlick 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 Gp#mrwhich appears on

in the sli
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Designing PivotTableReports

Changing a PivotTabl eds visual el ements can h
more presentatiereadyWh en t he PivotTable is active there
available:Options and DesignIn the Options mode there are designated categories that allow you to
display or remove field headers, or to group dates into months andIpgaesOptions you can create
filtered report pages based on fields in the report filter zone

PivotTable Data Summary & Grouping Additional Sort Options Edit and PivotChart
Options Field Settings Sections Refreshing Data MNavigation Functions Field Navigation
1 of Data Options
[~ Bl 2 R AL FivgtT a0le Toals PRt T o mion swsrin 0t Ericed - = x
nHune [sert Page Leyout Formulas aka Revew iz Options Desi @ =4O X
AT i: o Fieid: & Group Selechan j L: ot [ f [ pit ¥. — :m
ProodTabie bam. J:[ ;:m - #3 Expand Entie Ficld . Selech 8l i?\i |-lﬂ _|'13 'f} |rz’:|._ 4 ﬁ ﬂ :,r; ,31 Eilj.,
um otal 14:1} « Ungroup »
=2 Collapse Entive Field | o £ soi Refresh Change Data | Clear  Selerdt  Mowe FivoiCnar Formulas CLAF Flalg | - | Feld
B Fieid settings = 44 Group Fleld - Sgurie - = FivotTable - toals List |Buttons|Headers
Autive Fleld Fraup Sark Data Action: Tools Show'Hide
[ i | 4080 [
=] ] ] E 0] E [ F | & | H [ 1 [ J | K | L | ™ .mn*m,m v x
1 Zales Rep 1Al
- _| _| i . Chooae fiekda ty a0d iy reprt
j F'l';dlw; . Lgﬂ#;ﬂLSUml}f PivotTable Name: | Active Field: Set Properties in ] Region
= Baseballs efilr
. i [#] Praduict
: gs:::m PivotTablel Sum of Total Inc Options to control Dar fam
7 Baseballs Total 500 — j % O format, additional []Sales Rep
= 1ons= e ETtin - - - Dt Said
g S Baskethalls ﬁs:l:ﬂ' gg \‘Q P = 9 filtering and sorting Ep:ms:d.
10 South 204 . \*b i [Ty Sald
11 Basketballs Total T4 f pt ens Use Sh R rt ] Total Income
12 = Exercise Machines Cartra 36036 | Show Report Filter P 52 sNOW hepo
B Horth 24000 | ow Report Filter Pages... i d
7 ot 800 _ Filter pages and see
o "
15 Exarcise Machines Total 102836 | v | Generate GetPivotData how
16 = Foothalls Central 650 .
7 Harth W Excel quickly adds
18 South 1965
19 Faotballs Total new worksheets.for !Jfrug:ﬂdsb:‘mn;mmabd:c-;; .
= - mn
20 = Gloves Cerrdl 1355 sach value in the Eport urn Labdls
] Narth 635 Sales Rep -
= South e Region dropdown.
23 Gloves Total 3165
24 = Gelf Balls Cerrdl 2260
F3 Narth 2440
6 South 556 1 rowLsheks E vaes
27 Golf Balls Total 7255 Froduct * || amcfToml.., ¥
28 =Rowing Machinas Cenird 12670 Regon =
29 Morth 9555
a0 South 14880
31 Rowing Machines Total 705
99 = Btannar Machinac  Maerd ) 0o : [[] Defer Layout Lpdst=
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