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PIVOT TABLES

• THE PIVOT TABLE IS AN EXCEL TOOL THAT ALLOWS YOU TO BREAK DATA DOWN BY 

CATEGORIES.

• SOMETIMES PIVOT TABLES ARE USED TO DISPLAY TABLES OF COUNTS, OFTEN CALLED 

CROSSTABS OR CONTINGENCY TABLES.

• HOWEVER, CROSSTABS TYPICALLY LIST ONLY COUNTS, WHEREAS PIVOT TABLES CAN LIST 

COUNTS, SUMS, AVERAGES, AND OTHER SUMMARY MEASURES.
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• OBJECTIVE: TO USE PIVOT TABLES TO BREAK DOWN THE CUSTOMER ORDER DATA BY A NUMBER 

OF CATEGORICAL VARIABLES.

• SOLUTION: DATA SET CONTAINS DATA ON 400 CUSTOMER ORDERS DURING SEVERAL MONTHS 

FOR ELECMART COMPANY. 

• CREATE A PIVOT TABLE BY CLICKING THE PIVOTTABLE BUTTON ON THE INSERT RIBBON.
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HIDING CATEGORIES (FILTERING)

• YOU CAN FILTER OUT ANY ITEMS IN A PIVOT TABLE THAT YOU DON’T WANT TO SEE.

• CLICK THE ROW LABELS DROPDOWN ARROW OF THE ACTIVE FIELD AND CHECK THE ITEMS YOU WANT 

TO FILTER ON.

• A PIVOT TABLE WITH HIDDEN CATEGORIES IS SHOWN BELOW.
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SORTING ON VALUES OR CATEGORIES

• IT IS EASY TO SORT IN A PIVOT TABLE, EITHER BY THE NUMBERS IN THE VALUES AREA OR BY THE 

LABELS IN A ROWS OR COLUMNS FIELD.

• TO SORT BY THE NUMBERS IN THE VALUES AREA, RIGHT-CLICK ANY NUMBER AND SELECT SORT.

• TO SORT ON THE LABELS OF A ROWS OR COLUMNS FIELD, RIGHT-CLICK ANY OF THE CATEGORIES 

AND SELECT SORT.

• YOU CAN ALSO CLICK THE DROPDOWN ARROW FOR THE FIELD AND GET THE DIALOG BOX THAT ALLOWS 

BOTH SORTING AND FILTERING.
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CHANGING LOCATIONS OF FIELDS (PIVOTING)

• YOU CAN CHOOSE WHERE TO PLACE VARIABLES IN A PIVOT TABLE.

• FOR EXAMPLE, TO PLACE THE REGION VARIABLE IN THE COLUMNS AREA, DRAG THE REGION BUTTON 

FROM THE ROWS AREA OF THE PIVOTTABLE FIELDS PANE TO THE COLUMNS AREA.
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CHANGING FIELD SETTINGS

• YOU CAN CHANGE VARIOUS SETTINGS IN THE FIELD SETTINGS DIALOG BOX.

• TO GET TO THIS DIALOG BOX:

• CLICK THE FIELD SETTING BUTTON ON THE ANALYZE/OPTIONS RIBBON.

• OR RIGHT-CLICK ANY OF THE PIVOT TABLE CELLS AND SELECT THE FIELD SETTINGS ITEM.

• THE PIVOT TABLE WITH VALUE FIELD SETTINGS CHANGED TO AVERAGE IS SHOWN BELOW.
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PIVOT CHARTS

• IT IS EASY TO ACCOMPANY PIVOT TABLES WITH PIVOT CHARTS.

• THESE CHARTS ADAPT AUTOMATICALLY TO THE UNDERLYING PIVOT TABLE.

• TO CREATE A PIVOT CHART, CLICK ANYWHERE INSIDE THE PIVOT TABLE, SELECT THE PIVOTCHART BUTTON 

ON THE ANALYZE/OPTIONS RIBBON, AND SELECT A CHART TYPE.
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MULTIPLE VARIABLES IN THE VALUES AREA

• MORE THAN A SINGLE VARIABLE CAN BE PLACED IN THE VALUES AREA.

• ALSO, A GIVEN VARIABLE IN THE VALUES AREA CAN BE SUMMARIZED BY MORE THAN ONE 

SUMMARIZING FUNCTION.
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SUMMARIZING BY COUNT

• THE VARIABLE IN THE VALUES AREA CAN BE SUMMARIZED BY THE COUNT FUNCTION.

• THIS IS USEFUL WHEN YOU WANT TO KNOW, FOR EXAMPLE, HOW MANY OF THE ORDERS WERE PLACED 

BY FEMALES IN THE SOUTH.

• RIGHT-CLICK ANY NUMBER IN THE PIVOT TABLE, SELECT VALUE FIELD SETTINGS, AND SELECT THE COUNT 

FUNCTION.
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GROUPING
• CATEGORIES IN A ROWS OR COLUMNS VARIABLE CAN BE GROUPED.

• SUPPOSE YOU WANT TO SUMMARIZE SUM OF TOTAL COST BY DATE.

• STARTING WITH A BLANK PIVOT TABLE, CHECK BOTH DATE AND TOTAL COST IN THE PIVOTTABLE FIELDS 

PANE.

• THEN RIGHT-CLICK ANY DATE AND SELECT GROUP.
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OTHER PIVOT TABLE FEATURES

• SHOWING/HIDING SUBTOTALS AND GRAND TOTALS (CHECK THE LAYOUT OPTIONS ON THE DESIGN RIBBON) 

• DEALING WITH BLANK ROWS, THAT IS, CATEGORIES WITH NO DATA (RIGHT-CLICK ANY NUMBER, CHOOSE PIVOTTABLE OPTIONS, AND 

CHECK THE OPTIONS ON THE LAYOUT & FORMAT TAB) 

• DISPLAYING THE DATA BEHIND A GIVEN NUMBER IN A PIVOT TABLE (DOUBLE-CLICK ANY NUMBER IN THE VALUES AREA TO GET A NEW 

WORKSHEET) 

• FORMATTING A PIVOT TABLE WITH VARIOUS STYLES (CHECK THE STYLE OPTIONS ON THE DESIGN RIBBON) 

• MOVING OR RENAMING PIVOT TABLES (CHECK THE PIVOTTABLE AND ACTION GROUPS ON THE ANALYZE/OPTIONS RIBBON) 

• REFRESHING PIVOT TABLES AS THE UNDERLYING DATA CHANGES (CHECK THE REFRESH DROPDOWN LIST ON THE ANALYZE/OPTIONS 

RIBBON) 

• CREATING PIVOT TABLE FORMULAS FOR CALCULATED FIELDS OR CALCULATED ITEMS (CHECK THE FORMULAS DROPDOWN LIST ON THE 

ANALYZE/OPTIONS RIBBON) 
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• OBJECTIVE: TO USE PIVOT TABLES TO EXPLORE WHICH DEMOGRAPHIC VARIABLES HELP TO 

DISTINGUISH LASAGNA TRIERS FROM NONTRIERS.

• SOLUTION: DATA SET CONTAINS DATA ON OVER 800 POTENTIAL CUSTOMERS BEING TRACKED BY 

A FROZEN LASAGNA COMPANY. 

• SET UP A PIVOT TABLE THAT SHOWS COUNTS OF TRIERS AND NONTRIERS FOR DIFFERENT 

CATEGORIES OF THE VARIABLES.
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PIVOT TABLE AND PIVOT CHART FOR EXAMINING THE EFFECT OF GENDER



SLICERS AND TIMELINES

• IN EXCEL 2010, MICROSOFT ADDED SLICERS—LISTS OF THE DISTINCT VALUES OF ANY 

VARIABLE, WHICH YOU CAN THEN FILTER ON.

• YOU ADD A SLICER FROM THE ANALYZE/OPTIONS RIBBON UNDER PIVOTTABLE TOOLS.

• IN EXCEL 2013, A TIMELINE FEATURE WAS ADDED. A TIMELINE IS LIKE A SLICER, BUT IT IS 

SPECIFICALLY FOR FILTERING ON A DATE VARIABLE.
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PIVOT TABLE WITH SLICERS AND A TIMELINE
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