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LEARN NOW Before Creating Pivot Tables

Let’s start with a story....

receptionist, she took a new job working in office management

at a medium-sized office supply company. She worked in the head sales
office. A big opportunity came her way when a position in payroll opened up.
She knew enough from dealing with the books to get the job.

D ebra Miller recently changed careers. After years of working as a medical

But she didn't count on having to use Excel to calculate different sales reports
that looked at the data in different ways — such as sales totals by product,

by company, by region and by salesperson. This task soon became her most
dreaded part of the job. At first, she would take the huge sales data table that
just listed all the sales by date, but with region, salesperson, client, products
and prices varying. She would copy the spreadsheet several times.

On one worksheet she would sum the sales total. On another she would
individually copy and paste each salesperson line onto a different workbook
and sum per person, apply the formulas and calculate totals. On yet another
spreadsheet, she would individually copy and paste the line per region and
finally she would add the individually copy and paste and sum sales by client.
Essentially, she took a single report and spent hours turning it into six different
reports. It was exhausting and tedious.

And then she was challenged one day by the CEO to look at individual product
prices per salesperson to create a theoretical model for a sliding commission
structure. Feeling overwhelmed already, she told her boss it would take her
weeks to compile the report. He snapped at the idea of it taking this long

and said, “just pivot the darn thing!”
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LEARN NOW Before Creating Pivot Tables

After hours of online research she became aware of Pivot Tables as the tool
to allow her to look at the data, or pivot it, based on criteria she selected.

It was instantaneous and interactive. It took her a few more hours to figure
out how to get her pivot tables to work how she wanted them to, but finally
she was able to create the report — and all of her future reports — in a fraction
of the time she was used to.

While she was relieved that she could shave hours off her
day and be far more efficient she felt and sinking emptiness
thinking about the hours she wasted working in the dark.
She knew that if she had just learned pivot tables — or better
yet if someone trained her on them - from the beginning she
could be much, much further in her job development.

It is with her story in mind that Learn Excel Now
presents the following tips for getting start with Pivot Tables.
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What is a Pivot Table?

A Pivot Table summarizes data using automatic calculations
in a variety of combinations.

o

|lg|qv[\._'-| ‘Office Supply Salesxlsx - Micr '
Home Insert Page Layout Formulas Data Review View Acrobat

_I_.j %CUt Calibri 11 A == = B S Wrap Text Accounting - ﬁj] % g
g .| B . - | = = = | iE iF - - .0 .00 Condi;onal Format  Cell
Pafte - Format Painter bl = - A = S = | EF BEmegeacenter e A S Formatting = as Table = Styles =
Clipboard M| Font [F] Alignment [F] MNumber [F] Styles
B23 - £ |
A B c | D E F G H I ] K L
1 sales (An) [~]
2 4
3 SumofSales Column Labels ~|
4 Row Lahelsv Paper Clips Pens Pinter Paper Printer Paper Staples Grand Total
5 |Central g 1,000.00 $200.00 $ 2,250.00 $  750.00 $2,000.00 $ 6,200.00
6 |East ] 1,000.00 $400.00 $ 1500.00 $1,000.00 $ 3,900.00
7 Grand Total $ 2,000.00 %$600.00 $ 2,250.00 $ 2,250.00 $3,000.00 $10,100.00
8 4
9 4
10 |
11 |
12 |
13 |
14 |
15.

* Pivot Tables are customizable and allow you to analyze
data in a variety of ways

» Pivot Tables are interactive tools for data analysis

» Pivot Tables give a visual representation to your data

Tip: Always make sure
you have column headings
for the data you are Pivoting.

PAGE 5



ALEARNEXCELNOW

CONQUER THE FEAR OF EXCEL

You can customize what data displays by placing column headings in one
of four Pivot Tables: Report Filter, Column Labels, Row Labels and Values:

% AutosSum *
r! Fill =
&2 Clear =

27 @

Sort & Find &
Filter = Select -

Editing

=%

Choose fields to add to repart:

[|First

[TLast
Region
[T]order Date
[¥| Product
[T]Prod. status
[]client
[[rate
[7]sales

[ Commission

Drag fields between areas below:
“ Report Filter  Column Labels

| Sales * || || Product el

= Values
|| Sum of Sales * |

Defer Layout Update
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Why Use A Pivot Table?

Pivot Tables give you to power to summarize, analyze and interpret a large
amount of data by pivoting the pivotal information in a way that makes
it more visible and easier to understand.

You can look at the data in several different ways using different
Pivot Table layouts. Let’s say you start with this sales spreadsheet:

¥ - --.m5uppw SEFE.KF'S_A(-!-—MCTOSOH Excel

Home Insert Page Layout Formulas Data Review View Acrobat
= Calibri ‘1 AN === ¥ Sweete i = :tt" ﬁg’-‘i |
—— 3 Copy - _ =_»| =
Pa'ste f Format Painter L & A~ E @ M s Lenter & 5 N a8 58 I-E:oorr:ndalﬂionngalv asF?I';rEIa:v St;flI
Clipboard ) ] Alignment ) Mumber Fl Styles
| M7 b |
A B C D E F G H 1 ! K E M N o
1
2 |Donald |Smith East 10/5/2015 |Pens Delivered |Coleman Ins. 2% 5100 5210
3 Nancy |Reynolds |Central| 10/6/2015|Staples Delivered |Rogers Inc. 4% 5500 $20.0
4 |Terry lones East 10/7/2015|Paper Clips  |Delivered |Michales & Smith 3% $250 57.5
5 |Susan |Barkley Central| 10/8/2015|Pinter Paper |Delivered |Harris Automotive 5% 5750 5375
& |Michael|Ryan East 10/9/2015|5taples Delivered |ABC Company 4% 5500 5200
7 |lames |Anderson |East 10/12/2015 |Pens Delivered |[¥YZ Company 2% 5100 520 I .I
8 |Terry Jones East 10/13/2015|Paper Clips  |Delivered |Rogers Inc. 3% 5250 %7.5
9 |Rick Henderson|East 10/14/2015 |Printer Paper |Delivered |Coleman Ins. 5% 5750 537.5
10 Donald |Smith East 10/15/2015|Pens Ehipped ABC Company 2% 5100 520
11 Debra |[Sanders Central|10/16/2015 |Staples Shipped Michales & Smith 4% 5500 $20.0
12 |Susan |Barkley Central | 10/19/2015|Paper Clips |Shipped Harris Automotive 5% 5750 5375
13 James |Anderson |Central|10/20/2015|Pinter Paper |Shipped ¥YZ Company 5% 5750 5375
14 James |Anderson |Central|10/21/2015|Staples Shipped Coleman Ins. 4% 5500 520.0
15 |Michael|Ryan Central|10/22/2015|Pens Delivered |Rogers Inc. 2% 5100 520
16 Debra |[Sanders East 10/23/2015|Paper Clips  |Delivered |Michales & Smith 3% 5250 57.5
17 |Rick Henderson|Central| 10/26/2015 |Printer Paper |Shipped Harris Automative 5% 5750 5375
18 |Susan |Barkley East 10/27/2015 |Pens Shipped ABC Company 2% 5100 520
18 Donald |[Smith Central| 10/28/2015|5taples Shipped XYZ Company 4% 5500 $20.0
20 |Rick Henderson|East 10/28/2015|Paper Clips  |Warehouse |Rogers Inc. 3% $250 57.5
21 James |Anderscn |Central|10/30/2015|Pinter Paper |Warehouse |Coleman Ins. 5% 5750 5375
22 |Terry lones East 11/2/2015|5taples Warehouse | ABC Company 4% 5500 5200
23 Michael|Ryan Central| 11/3/2015|Pens Shipped Michales & Smith 2% 5100 520
24 James |Anderson |Central| 11/4/2015|Paper Clips |Warehouse |Harris Automotive 3% 5250 %7.5
25 |Rick Henderson|East 11/5/2015|Printer Paper |Warehouse | ¥XYZ Company 5% 5750 537.5
26
27
28
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You could pivot this to look at Sales by Region:

B . ~C E

P A B

B2

2 Sales (All) [~
=

4 Row Labels ~| Sum of Sales
5 |Central S 6,200.00
6 |East $  3,900.00
7 GrandTotal  $ 10,100.00
2

“a

Sales by Company:

E20 - fe |
A | B | C D

Sales (All) [~]

Rowlabels  |~| Sum of sales

ABC Company $  1,200.00 .
Coleman Ins. S 2,100.00
Harris Automotive §  2,500.00
Michales & Smith & 1,100.00
Rogers Inc. $  1,100.00
XYZ Company S 2,100.00
Grand Total $  10,100.00

el Gl el Gl E A N
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Or figure out your Sales Person Commission
payout for the whole spreadsheet:

L 1

d A B

| sales (All) [+]
| RowLabels ~ Sum of Commission
i |Anderson 3 104.50
i |Barkley 5 77.00
' Henderson 5 120.00
} |lones 5 35.00
| |Reynolds S 20.00
0 |Ryan S 24.00
1 Sanders S 27.50
2 [Smith 5 24.00
3 Grand Total  § 432.00
il

5
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And this is just scratching the surface of the different reports you can
produce. Let’s say you wanted an interactive Pivot Table with various fields:

[l sl @ - = S Office SUpply Sales.xisx= Microsott Excel T e | L o |
ﬁ Home | Insert  Pagelayout  Formulas Data Review  View  Acrobat Options  Design o @ o P8
3 & cut Calibri -lu A= S Wrap Text General - E ﬁ g E" ?‘\ ’E 2 dutasimg; % éa
. 23 copy ~ . =1 [ Fin -
T Fromatpante B L UT[E- DA E St A NN T L S Bl il 1 T o
Clipboard Font F] Alignment Number Styles Cells Editing
| BS - f-l Paper Clips e
A B 05 D E F G H J K E M ; PivotTable Field List
1 Sales (All) B | 3
2 Region (All) B Choose fields to add to report:
3 j’ljF\rst
4 sum of sales Column Labels | - | |[Clast
ERDW__labeIs 'IPaEer CIiE .IPEH.E' Pinter Paper Printer Paper Staples Grand Total 3“‘3“3”“
6 |ABC Company $200.00 $1,000.00 $ 1,200.00 {mlocder et
7 |Coleman Ins. $100.00 $ 75000 $ 750.00 $ 500.00 $ 2,100.00 i::::::ms
8 |Harris Automotive § 1,000.00 $ 75000 S 750.00 $ 2,500.00 ;cﬁe;‘t
9 |Michales & Smith  § 500.00 $100.00 $ 50000 $ 1,100.00 [FlRate
10 Rogers Inc. 5 500.00 $100.00 $ 500.00 $ 1,100.00 = ‘Saks
11 vz Company $100.00 5 75000 $  750.00 $ 50000 $ 2,100.00 E—
12 Grand Total 5 2,000.00 $600.00 $ 2,250.00 $ 2,250.00 $3,000.00 $10,100.00
13 ‘
14|
5 { Drag fields between areas below:
16 % Report Filter B4 Column Labels
5 | Sales = 1 Product =
18| || Region - |
19| L
20 ‘
21 B Row Labels I Values
22| client - | | sumofsales
23|
24 |
25 L
26| | | | | [] Defer Layout Update Update
W 4 » | Sheet7 ./ 4th Qrir Sales . Sales by Product ~“"Sheet2 “Sheet3 .~ #d 4] i v [l

Ready =]

|[@|§|Pﬂ 100% (-————)

Knowing what you will use the Pivot Table for will help in planning

how to create it.
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Where to Create a Pivot Table

The Pivot Table tool in Excel is easy to find. From the Home Ribbon, you click
on the Insert Table and the Pivot Table tool is in upper right hand corner:

Insert | Page Layout Formulas Revie

R |

F H EED P iif%

PivotTable Table Picture Clip Shapes SmartArt Screenshot | Column  Ling

i el

- Art - - - -
Tables Ilustrations
£ G
Al - '.: Jx | First
F A B C D E F

i8N First _!_Last Region Order Date Product Prod. Status Client

PAGE 11



LEARN NOW Before Creating Pivot Tables

And when you click on Pivot Table, you can customize what appears
using the Pivot Table creation tool:

Jonald [Smith East 10/5/2015 |Pens Delivered |Coleman Ins. 52.0¢

dancy |Reynolds |Central| 10/6/2015|Staples Delivered |Rogers Inc. [ ] sson| S0l -
Terry lones East 10/7/2015|Paper Clips  |Delivered |Michales & Smith Create PivotTable J &Iﬂ
jusan |Barkley Central| 10/8/2015|Pinter Paper |Delivered |Harris Automotiv

Wichael|Ryan East 10/8/2015 [Staples Delivered |ABC Company Choose the data that you want to analyze

ames |Anderson |East 10/12/2015 [Pens Delivered |X¥Z Company @ Select a table or range

lerry  |lones East  [10/13/2015|Paper Clips  |Delivered [Rogers Inc. Table/Range:
lick Henderson|East 10/14/2015 |Printer Paper |Delivered  |Coleman Ins. @ Use an external data source

Jonald [Smith East 10/15/2015 [Pens Shipped ABC Company | z .

Jebra |Sanders Central| 10/16/2015|5taples Shipped Michales & Smith L

iusan |Barkley Central| 10/18/2015|Paper Clips  |Shipped Harris Automoti Connection name:

ames |Anderson |Central|10/20/2015|Pinter Paper |Shipped XYZ Company Choose where you want the PivotTable repart to be placed

a_mes Anderson |Central|10/21/2015|5taples Shu?ped Coleman Ins. il ® New worksheet I
viichael|Ryan Central| 10/22/2015|Pens Delivered |Rogers Inc. | = L [
Jebra |Sanders |East | 10/23/2015|Paper Clips |Delivered |Michales & Smidlll| - EXsting Worksheet
ick Henderson|Central| 10/26/2015 | Printer Paper |Shipped Harris Automoti | Location:

jusan  |Barkley East 10/27/2015 |Pens Shipped ABC Company

Jonald [Smith Central| 10/28/2015|5taples Shipped X¥Z Company

ick Henderson|East 10/29/2015 [Paper Clips |Warehouse |Rogers Inc.

ames |Anderson |Central|10/30/2015|Pinter Paper |Warehouse |Coleman Ins.
lerry lones East 11/2/2015 |staples Warehouse |ABC Company
Wichael|Ryan Central| 11/3/2015|Pens Shipped Michales & Smith 2% 5100 52.0¢
ames |Anderson [Central| 11/4/2015|Paper Clips |Warehouse |Harris Automotive 3% 5250 $7.5)
tick__ |HendersonlEast [ 11/5/2015[Printer Paper|Warehouse[xvz Company [ _s%] _ s7so] ___ s37sl

In Most cases, if you have the cursor in the first cell of your dataset it will
automatically select the data range containing that the cell starts.
It will also default to create the Pivot Table on a New Worksheet.

But, you can customize the range and where the Pivot Table will appear.
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How to Use Pivot Tables
to Produce Reports

Once you understand what Pivot Tables are and why they’re used,
the next important thing to know is HOW to use Pivot Tables.

In this particular instance, you are tasked with producing a report
to see how many products each salesperson is selling.

So we start with our spreadsheet:
| ™ .:m&;ppﬁy SaFEJ(stcrosnﬂ—Ex_

Home Insert Page Layout Formulas Data Review View Acrobat
e Cut Bl = : - I
B & Calibri 1o A = == ® | SwapTea General - = #jﬂ |
P_ t 2 copy - A Q o .00 d':) | Fi t _(;l
aste 3 B 7 U~ - - = | Merge & Center~ | % = % 9 | %98 ;0 onditiona orma |
- < Format Painter 2 = Formatting = as Table = Styl
Clipboard P Fant ] Alignment ] Number w Styles
| M7 - I |

& B C 1] E F G H 1 1 K E M N 8]
iR First Last Region Order Date Product Prod. Status  Client Rate  Sales Commission

2 |Donald |Smith East 10/5/2015|Pens Delivered [Coleman Ins. 2% 5100 520
3 |Nancy |Reynolds |Central| 10/6/2015|Staples Delivered |Rogers Inc. 43 5500 5200
4 |Terry lones East 10/7/2015|Paper Clips |Delivered |Michales & Smith 3% 5250 575
5 |Susan |Barkley Central| 10/8/2015|Pinter Paper |Delivered |Harris Automotive 5% 5750 $37.5
& |Michael|Ryan East 10/9/2015|5taples Delivered |ABC Company 43 5500 $20.0
7 |lames |Anderson [East 10/12/2015|Pens Delivered |[¥XYZ Company 2% 5100 520 I .I
8 |Terry Jlones East 10/13/2015|Paper Clips  |Delivered |Rogers Inc. 3% 5250 575
9 |Rick Henderson|East 10/14/2015 |Printer Paper |Delivered  |Coleman Ins. 5% 5750 5375
10 Donald |Smith East 10/15/2015|Pens Shipped ABC Company 2% 5100 52.0
11 Debra [Sanders |Central|10/16/2015|5taples Shipped Michales & Smith 43 5500 5200
12 |Susan |Barkley Central| 10/19/2015|Paper Clips  |Shipped Harris Automotive 53 5750 5375
13 James |Anderson |Central|10/20/2015|Pinter Paper |Shipped X¥Z Company 53 5750 5375
14 |lames |Anderson |Central|10/21/2015|Staples Shipped Coleman Ins. 4% 5500 520.0
15 Michael|Ryan Central| 10/22/2015|Pens Delivered |Rogers Inc. 2% 5100 520
16 Debra |Sanders East 10/23/2015|Paper Clips  |Delivered |Michales & Smith 3% %250 575
17 |Rick Henderson|Central| 10/26/2015|Printer Paper [Shipped Harris Automotive 5% 5750 5375
18 Susan |Barkley East 10/27/2015|Pens Shipped ABC Company 2% £100 520
12 Donald |[Smith Central| 10/28/2015|5taples Shipped XYZ Company 4% 5500 520.0
20 |Rick Henderson|East 10/29/2015|Paper Clips  |Warehouse |Rogers Inc. 3% 5250 7.5
21 James |Anderson |Central|10/30/2015|Pinter Paper |Warehouse [Coleman Ins. 53 5750 5375
22 |Terry  |lones East 11/2/2015|5taples Warehouse |ABC Company 43 $500 5200
23 Michael|Ryan Central| 11/3/2015|Pens Shipped Michales & Smith 2% 5100 520
24 |lames |Anderson |Central| 11/4/2015|Paper Clips |Warehouse |Harris Automotive 3% 5250 575
25 |Rick Henderson|East 11/5/2015|Printer Paper |Warehouse |¥¥Z Company 5% $750 $37.5
26

27

28
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...and then pivot it:

Prvotlable held List v X

Choose fields to add to report:

[EFirst

Last
Region
[]order Date
Product
[]Prod. Status
[Tclient
[T|Rate
[¥]sales

[ Commission

Drag fields between areas below:

W FReport Filter 4 column Labels
Sales = Product =
Region =

1] RowLabels X Values
Last = Countof Pro... =

7] pefer Layout Update Update

...to produce this report:

A?l - J | Barkley
A | B c D E F G H
Sales {All) =
Region {(All) =

Count of Product Column Labels |~
Row Labels - | Paper Clips Pens Pinter Paper Printer Paper Staples Grand Total
1 2 1
1 1

Anderson
|Barkley |
Henderson

9 |Jones

10 Reynolds

11 Ryan Z

12 Sanders 1

13 Smith 2

14 Grand Total 6 6 3 3
15

16

17

18

140

Now you are able to quickly show how many individual products
were sold by each individual salesperson.

CO =l | |Ln | da | | P | =
[ S
I e e
WM W = W W Ln

%]
=

PAGE 14



| EARN NOW 5 Things You Need to Know
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When to Use Pivot Table

There are many different tools in Excel that help you analyze and dissect data.
Knowing when to use Pivot Tables can be hard to determine. In some cases,
it is just a matter of personal preference. But there are other times when

it is clear that a Pivot Table is the best tool for the job. Here are some general
rules on when it is best to use Pivot Tables:

v When you have a large table of data and want to analyze
the data by certain filters.

v When the data you have contains multiple columns that are,
or can be, summed up.

v/ When you want to use comparative data

v When you want to have customizable dropdowns to get
the sum of a data range, but also want to be able break it down.
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For example, this table gives us total sales by region:

I RN - ;- 08
Home  Insert  Pagelayout  Formulas  Dats  Review  View  Acrobat | Options | Design

SHbloml Gand R!Fm Blank | [J] Column Headers [] Banded Columns ‘
otals > Layaut ~ Rows ~

Row Headers Banded Rows

PivotTable Styles ‘

Layout PivotTable Style Options
[ A5 - % | Row Labels Z
4 A [ B = D I E E & H | 1k [ C [ T pwotTebie Fielatist - x
1 sales (an) M
2 Region (Al [l Choose fields to add to repart:
3
4 sum of sales Column Labels |~ |
paper Clips Pens  PinterPaper Printer Paper Staples  Grand Total
6 ABCCompany $200.00 $1,000.00 $ 1,200.00
7 Coleman Ins. $100.00 § 75000 $ 750.00 § 500.00 $ 2,100.00
8 Harris Automotive § 1,000.00 $ 75000 § 750.00 $ 2,500.00
9 Michales & Smith  $ 500.00 $100.00 $ 50000 $ 1,100.00
10 Rogersinc. s 500.00 $100.00 $ 50000 $ 1,100.00
11 XYZ Company $100.00 $ 750.00 $ 750.00 $ 500.00 S 2,100.00
12 Grand Total $ 2,000.00 $600.00 § 2,250.00 $  2,250.00 $3,000.00 $ 10,100.00 !
5 =
14
= Drag fieds between areas below:
16 7 Report Filter £ Column Labels
| Sales Product -
|2 Region T
| = |
| |
Ly [ RowLabels X Values
2 Client v | [sumofsdes
3
= L
B
%GW_Lsneeu 4th Ortr Sales .~ Sales by Product ~Sheet2 . “Sheet3 /%J <] i Bl

el Eo@e=o. U G

But by using the dropdown in cell BQ, we can break that down by region:

E
Home | Insert  Pagelayout  Formulas  Data  Review  View  Acrobat Dptmns Design

& Calibri sl AN S Wrap Text Accounting E E = ? E S ﬁr ﬁ
[E5) an?v & Fin~
P S romatpamer B 7 U7 H MR PR S i é&ié&”;ﬁ oxTamte - Ses~ ‘"‘5“ PR | Qe Fimere soea
Clipboard i) Font IF} Alignment ) Number i) Styles Cells Editing

| F11 HO £ | 3300 v
4 A | B e D E B | & ] 1 [k T T mEwonesereais

1 sales (ally [+] M
2 Region sty Choese fields to add to report:
3
4 sum of sales column Labels |~|

5 Rowlabels | ~| PaperClips Pens  PrinterPaper Staples v
6 ABCCompany $200.00 $1,000.00
7 Coleman Ins. $100.00 $ 750.00
8 Michales & Smith § 500.00
9 Rogersinc. $ 500.00
10 XYZ Company 750.00
11 Grand Total 1,000.00 5400, 1,500.00 $1,000.00 [$ 3,900.00 | []Commission
== E
= =
g1
= Drag fields beteen areas belon:
16 “F ReportFilter 4 Column Labels
g4 | Sales. | Product -
= Regon  +
=
2
2| 2 Row Labels ¥ Values
2| Client = | [ sumofsales + |
E
=] L
| 2= |

26

H Sheet7 ./ 4th Sales . Sales by Product . Sheet? “Sheet3 /%3 el [ ] Deftarut e
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Bonus Tips!

Other keys to consider before creating Pivot Tables:
1. Make sure your data is labeled with column headings.
2. Remove any blank columns or rows so all the data appears together
3. Remove any blank cells to reduce blank fields in the pivot table

4. Count your data before creating the pivot table to make sure
the pivot table is pulling all of the data

5. Do not sum your data as a the pivot table auto sums and a row
or columned of summed data in the source data will throw
off the auto calculations in the pivot table OR, if you do sum the
source date, make sure the sum line isn’t included in the data range.

Using Excel in the workplace can be a challenge,
but it can also open new doors to understanding your business.
In addition, great Excel users have an extra tool
to help advance their career.
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We hope you enjoyed thi
and don’t forget to chec

free resources and great

training programs at:

LEARNEXCELNOW.CC

|

(0=

Ex
Foundations

8 EARNEXCELNOW

Looking for more training
for new users?

Click here to check out our
Excel Foundations program
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]
£
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3
H
H

Have questions or want more information?
Please email us at: QUESTIONS(@LEARNEXCELNOW.COM



www.learnexcelnow.com
http://www.learnexcelnow.com/product/excel-foundations-gain-instant-access-conquer-the-fear-of-excel/
http://www.learnexcelnow.com/product/excel-foundations-gain-instant-access-conquer-the-fear-of-excel/

