Pivot Tables — Easier Than You Think

Pivot Tables in Excel are one of the most powerful tools, and once you understand how they
work, they're actually quite easy to insert and modify.

In this example we're going to work with a small amount of data for illustration purposes, but
Pivot Tables are in their element with huge amounts of data laid out in a columnar format.

Forget Filters and Subtotal, Pivot Tables can do both of these and more in a few seconds.

Taking the data below for example...

A B C D

1 Program Region Period Viewers

2 |Bat Man North Q1 !l
3 Bat Man South Q1 87
4 |Bat Man West Q1 99
5 Bat Man East Q1 102
6 Ben Ten South Q1 125
7 Ben Ten West Q1 140
8 Ben Ten East Q1 107
9 Ben Ten North Q1 133
10 |Bob The Builder West Q1 79
11 |Bob The Builder South Q1 85
12 |Bob The Builder East Q1 91
13 |Bob The Builder North Q1 73
14 |Mr Maker East Q1 49
15 \Mr Maker North Q1 50
16 |Mr Maker West Q1 51
17 [Mr Maker Snnth M1 "G

Let's say we wanted to SUM the number of viewers by program, going down the rows, then by
Region going across the columns and only show Q1 (you can't see it here but there is data in
this table for Q1 through to Q4). The easiest solution is to insert a Pivot Table like this:

Period Ql -l

Sum of Viewers Column Labels |~

Row Labels |~ East North South West Grand Total
Bat Man 102 M 87 99 379
Ben Ten 107 133 125 140 505
Bob The Builder Ly 73 g5 79 328
Mr Maker 49 50 RS A 209
Might Garden A7 44 v 32 170
Spider Man 206 138 172 240 756
Wiggles [ 86 83 95 336

Grand Total 684 615 648 736 2683



Note: In the above example we summed the viewers, but instead of, or in addition to SUM, we
can COUNT, AVERAGE, PRODUCT and more.

We can also change the formatting and customize the default 'Row Labels', 'Column Labels' and
'Sum of Viewer' headings to make the report more polished. We'll get to that soon.

How to Insert a Pivot Table in Excel 2010
1) Click anywhere in your data

2) On the 'Insert’ tab click the 'PivotTable' button and select 'PivotTable'.
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3) The Create PivotTable dialog box will open.

Create PivotTable &lﬁ

Choose the data that you want to analyze

@ Select a table or range

i
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#
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se an external data source

Connection name:
Choose where you want the PivotTable report to be placed
@ Mew Worksheet
Existing Worksheet

Location: Efs
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a. Excel will automatically select the range of data, but you can change this here if you need to
by modifying the range in the Table/Range field. You can even choose an external source but
for most people using your own data will be all you want, so we're not going to cover that here.

b. Tell Excel if you want your Pivot Table in a New Worksheet or in the Existing Worksheet. If
you choose Existing Worksheet you will need to tell Excel the top left cell that you would like



your Pivot Table to begin in. If you choose New Worksheet Excel will insert a new worksheet in
your file and insert your Pivot Table there.

4) I've chosen to insert my Pivot Table in cell F2 on the sheet where my data is for this tutorial.
Below is how your worksheet will look after step 3. In the right hand section of your screen the
Pivot Table Field List window will open and a place holder will be entered beginning in the cell

you've chosen to insert your Pivot Table, in my case F2:H19.

A B[ € [ D F_ | G [ H PivalTabie Fotld List - =
1 Program Regien Peried Viewers
2 |Bat Man Maith a1 o Choose fields o add to report: [:':l ']
3 Bat Man South a a7 |—| T iProgram ]
4 |Bat Man Viest at ] Regon
& |Bat Man East a 102 To build a report, choose Relds Period
& (Ben Ten South al 125 #om the PivcsTable Field List Wewers
T |Ben Tan Wzt o 140
B |Ben Tan East a 07 bebore;
3 |Ben Ten Matth i 133 W RegartFiter Cobumn Labes
10 | Bob The Builder Wiest @ 79 B-cc= —_—
11 |Bok The Builder South an 85 E ==== —_—
12 ot The Builder East a 9 ===z== —
13 | Bob The Builder Morth al 73 b —
14 | Mr Maket East [+l m—
15 |Mr Makar Morth o]
16 | Mr Maker VWest a Rl B L e S e
1T | Mr Makar Saouth @
18 Might Garden East o
19 | Might Garden West [+11
20 Hight Garden South i
21 |Hight Ganden Maorth @
22 Spider Man Morth a T Defer Lapost Updet=
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5) The first thing you need to do is choose the fields you want included in your Pivot Table
Report. We do this in the Pivot Table Field List window.

E F G H | PivotTable Field List v x
Choose fields to add to report:
[ PwotTables [ClProgram
[CIregion
To build a report, choose fields [C]Period
from the PivotTable Field List [Cviewers

Draq fields between areas below:
“ Report Filter 7 Column Labels

Row Labels Z  Values

[ Defer Layout Update [ Update



a. By ticking the Fields from the list you can tell Excel which fields you want in your Pivot Table
report.

b. By default it will add any labels to the 'Row Labels' area, and any columns it detects as values
will go into the 'Values' area. To move them, simply drag and drop the fields to the area you
want.

c. If you're inserting your Pivot Table on the existing sheet you will see it take shape as you
make your selections in the PivotTable Field List.

6) To insert the Pivot Table shown in the above example, and below, my PivotTable Field List
looks like this:

F G H J K i PivotTable Field List v x
Period &) - Choose fields to add to report: =
| Program
Sum of Viewers Column Labels |~ 7|Region
Row Labels |~ | East North South West Grand Total 7| Period 7
Bat Man 102 91 BTI 99! 379 7 Viewers
Ben Ten 107 133 125 140 505
Bob The Builder N 73 85 T3 328 Drag fields between areas below:
Mr Maker 49 50 59 51 209 “ Report Filter 7 Column Labels
Night Garden 57 44 T 32 170 Period - Region -
Spider Man 206 138 172 240 756
Wiggles 72 86 83 95 336
Grand Total 684 615 648 736 2683
L] RowLabels T Values
Program 7 Sum of Viewers =

E Defer Layout Update

TAL .~ Named [l m B

You can see I've set the Period Q1 (cell G1) as a 'Report Filter', the programs are my Row Labels,
the Regions are my column labels and the Sum of Viewers are my Values. Ok, so now you've
inserted your Pivot Table, let's look at how we can customise it.

Pivot Table Styles
In Excel 2010 Pivot Table styles enable you to make your Pivot Table cool with very little effort.
You'll notice you now have two new tabs in your Ribbon. Go to the Design tab and here you can

choose from a huge range of predefined styles. You can even save your own in keeping with
your corporate image.



View Developer Options Dresign |

PivotTable Styles

Just look at how much more professional mine looks with a few clicks of the mouse.

Period Q1
Sum of Viewers

Region [~ |
Program - East  North West Grand Total
Bat Man 102 91 a7 99 ara
Ben Ten 107 133 125 140 505
Bob The Builder | 73 85 9 328
Mr Maker 45 50 59 51 209
Might Garden 57 44 37 32 170
Spider Man 206 138 172 240 756
Wiggles T2 86 83 95 336
Grand Total 684 615 648 736 2683

I've also changed my 'Row Labels' and 'Column Labels' headings by typing new names directly
into the cell.

Preserve PivotTable Formatting

You can also format your Pivot Table Report manually using the Fonts etc. on the Home tab of
the Ribbon, plus you can resize columns and rows.

If you do this there are a few preferences you should set so that your formats aren't lost on
refresh.

1) Right click anywhere on the Pivot Table. Select 'PivotTable Options'. The following dialog box
will open. Make sure you tick the 'Preserve cell formatting on update' preference and 'Autofit
column widths on update' is NOT ticked.
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Change Pivot Table Value Calculation from the default SUM

Remember at the beginning | said in the Values you aren't limited to just SUM. You can also
COUNT, AVERAGE, PRODUCT and a few more.

By clicking on the down arrows beside the Report Filter, Column Labels, Row Labels or Values
areas you can access tools that will allow you to modify the settings. This is also where you can
change whether the Values are SUM of, COUNT of, AVERAGE of and so on.
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To change the VALUES from the default, select 'Value Field Settings' from the list by clicking the
down arrow beside, in our case, Sum of Viewers.

The 'Value Field Settings' dialog box will open and you can choose a different calculation from
the list on the 'Summarize by' tab as shown below.

You can also give the field a custom name.

T— Bk
Value Field Settings &u

Source Mame: Viewers

Custom Mame: | Sum of Viewers

Summarize by | Show values as

Summarize value field by

Chioose the type of calculation that you want to use to summarize
the data from selected field

-
Count K
Average tl
Max

Min

Product e

o [ o




Note: you can have more than one value in your Pivot Table. For example, you might want to
SUM and COUNT the values.

Simply drag the field you want from the 'Choose Fields to add to report' list in the Pivot Table
Field List into the Values area and alter the Value Field Settings as listed above. (See the next
section for instructions on how to add another value with screen shots.)

Insert a predefined calculated field to your Pivot Table

You can enhance your Pivot Table by inserting a calculated field. Excel has a list of predefined
calculations you can select from.

Note: You can also insert a custom calculated field, but we're not going to cover that here as |
think these are better added to your source data and brought into your Pivot Table as a field. It's
less prone to error with this approach.

To insert a calculated field from the predefined list available:

1) First you have to add another Value field to your Pivot Table by dragging, in our case,
'Viewers' from the 'Choose fields to add to report' section down to the 'Values' area.

You'll notice that Excel will put a Values field in the 'Column Labels' area as well as the Values
areas. This is because it's performing the calculation for each column of data. You can change it
to calculate for each row by dragging it to the 'Row Labels' area.

2) Open the 'Value Field Settings' dialog box (click the down arrow and select it from the list)
and select the 'Show values as' tab.

3) From the drop down list you can choose the type of calculation you want. 4) Give your
calculation a custom name before clicking OK.



PivotTable Field List

Choose fields to add to repart: E

Frogram
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Source Mame: Viewers
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Summarize by | Show values as " Report Filter 44 Column Lz
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In my example below | inserted a '% of total' field and gave it the custom name '% of Viewers'.

Period Q1
Colum ~|

East North South West
Sumof %hof Sumof %of Sumof %Wwof Sum of

Total St
of View
% of

Row LahelsEJUiewers Viewers Viewers Viewers Viewers Viewers Viewers Viewers

Bat Man 102 3.80% 1 3.39% a7 3.24% 939 3.69% .
Ben Ten 107 3.99% 133 4.96% 125 4.66% 140 522% !
Bob The Builder 91 3.39% 73 272% B85 317% 79 2.94% .
Mr Maker 48 1.83% 50 1.86% 88 2.20% 51 1.90% :
Might Garden BT 212% 44 1.64% 3T 1.38% 32 119% ’
Spider Man 206 7.68% 138 514% 172 B641% 240 B8.95% i
Wiggles 72 2.68% 66 3.21% 83 3.09% 95  3.54% .
Grand Total 684 25.49% 615 22.92% 648 24.15% 736 27.43% 2



Filter Pivot Table Data

What say we wanted to only show data for a few of our programs? We can filter our row labels
by clicking on the down arrow beside 'Row Labels' in our Pivot Table. And just like regular filters
we can instruct Excel to only display the values we choose.

Sumof] '
102 Row Labels ~ '-J’iewers_‘dh
4] sortAtez 102
21| sertztoa 107
Maore Sort Options... 9
: 49
) 57
Label Filters g 206
Walue Filters 4 72
] (select All 684 3
-] Bat Man
[+ Ben Ten
--[_] Bob The Builder
-] Mr Maker
-[_|Might Garden
-] Wiggles
[ K ] [ Cancel ]
Note: in this filter we can also sort our PivotTable row labels.
F G H J k. L M M 0 P
Period Q1 o7
Columi =

Total Sum Total % of
East North South West of Viewers Viewers
Sum of %Bof Sumof %of Sumof %of Sumof %of
Row Labels -7 Viewers Viewers Viewers Viewers Viewers Viewers Viewers Viewers

Bat Man 102 6.22% 91  5.55% 87 5.30% 939 6.04% irs 231M%
Ben Ten 107 6.52% 133 8.11% 1256 7.62% 140 8.54% 05 30.79%
Spider Man 206 12.56% 138 8.41% 172 10.49% 240 14.63% a6 46.10%
Grand Total 15 2530% 362 22.071% 384 23.41% 479 29.21% 1640  100.00%

Filters can also be applied to column labels.



Changing the Orientation of your Pivot Table

You can have more than one field in each area. For example, what if we wanted to see the data
grouped by region down the rows? Our Pivot Table would look like this:

| F | G H iF‘i*.fotTabIE Field List - x
Period Q1 Choose fields to add to report:
Program
Values " of 7] Region
o _
Row Labels E' Sum of Viewers Viewers |_ [7]Period s
=| |[V]Viewers
= East 684  25.49%
Bat Man 102 3.80%
Ben Ten 107 3.99%
Bob The Builder 91 3.39%
Mr Maker 49 1.83%
Might Garden A7 212%
Spider Man 206 7.68%
Wiggles 72  268%
= North 615 22.92%
Bat Man 91 3.39%
Ben Ten 133 4.96% Drag fields between areas below:
Bob The Builder 73 2.79% W Report Filter 4 Column Labels
Mr Maker 50 1.86% Period 2 Z Values ~
Might Garden 44 1.64%
Spider Man 138 5.14%
Wiggles 86 3.21%
= South 648 24.15%
Bat Man 87 324%
Ben Ten 126 4.66%
Bob The Builder 85 31T%
Mr Maker 59 2.20%
Might Garden 37 1.38%
Spider Man 172 6.41% 1] RowLabels ¥ Values
Wiggles 83 3.09% Region ~ Sum of Viewers ¥
= West 736 27.43% Program s % of Viewers =
Bat Man 99 3.69%
Ben Ten 140 5.22%
Bob The Builder 79 294%
Mr Maker 51 1.90%
Might Garden 32 119%
Spider Man 240 8.95%
Wiggles 95 3.54%
Grand Total | 2683 100.00%
hi— [ pefer Layout Update

Simply rearrange the fields in the Pivot Table Field List by dragging and dropping the fields to
the area you want.



Pivot Table Tools

You will also notice you now have two new tabs in the Ribbon for Pivot Table Tools; Options
and Design.
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There's too much to work through all of the features here so make sure you check out the video
tutorials in Excel Session 21: Pivot Tables.

(You need to be logged in to access the link above)
Pivot Table Source Data Rules
1) No blank rows or columns.

2) Each column must have a heading. This heading will be carried over to label your Pivot Table
rows and columns.

3) Make sure your source data is formatted correctly. That is if they're dates; format them as
dates and so on.

4) If the Pivot Table Field List disappears click anywhere on the Pivot Table and it will reappear.



