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Microsoft Excel – Tutorial 5, Session 5.3
Working with Excel Tables, PivotTables, and PivotCharts
Skills Checklist and Notes

· PivotTable Concepts and Terms
· PivotTables are useful for organizing and summarizing the data in Excel tables 

· A PivotTable report is an interactive table that summarizes data into different categories using functions such as SUM, AVERAGE, COUNT, MAX, and MIN

· Interactive means that the user can easily rearrange, hide, and display different categories to provide different views of the data

· This ability to “pivot” the data – e.g. to change the rows to columns and vice-versa – accounts for the name

· You specify the fields to be summarized in the report
· Value Fields – fields – usually numeric - to be summarized in the table.  Such things as salaries, costs, sales, etc.  
In the LaFouch Museum example, the value field is Appraised Value 
· Category Fields – text fields used to group the numeric fields summarized into categories.  
In the LaFouch Museum example, the category fields include Category, Location, and Condition
· In the report, category fields appear as row, column, or page headings and are known as row labels, column labels, and report filters
· Planning a PivotTable 

· State goal, desired results (what you want to see in the table), and data needed
· Draw a crude sketch of how you want the table to look
· Tutorial Example: we want to see the appraised value of the art objects, organized by location, category, and condition, so we need the data in those fields (see sketch on pg. 247)
· Creating a PivotTable
1. Click in any cell of an Excel table (or select a range of data in a spreadsheet)
2. Insert | Tables | PivotTable (opens the Create PivotTable dialog)
3. Click the Select a table or range option button and verify that the reference in the Table/Range text box is correct

4. Click the New Worksheet or Existing Worksheet option buttons to specify the report location, and click OK
· Now you will see
· an empty PivotTable report area, where the finished PivotTable will appear

· the PivotTable Field List, which contains a list of all available fields  
· two new PivotTable Tools tabs - Options and Design - on the ribbon


· Any changes made in the Field List will immediately be reflected in the PivotTable report 

· The PivotTable Field List
· The PivotTable Field List has two parts

· The top part is a list of all the fields (columns) in the table, with a check box (initially unchecked) for each field
· The bottom part consists of 4 Layout Areas

1. Row Labels – the category field(s) that will display as the rows of the PivotTable go here
2. Column Labels - the category field(s) that will display as the columns of the PivotTable go here
3. Report Filter – the category field(s) used to filter the report by selecting one or more items (this is exactly like filtering an Excel table)

4. Values – the field(s) to be summarized in the PivotTable.  These are usually numeric fields, but may also be text fields
· Adding Fields to a PivotTable (best way!)
In the Field List, simply drag the field to one of the 4 layout areas
· A sum (the default type of calculation for numeric fields) will be automatically calculated and displayed for each cell in the PivotTable, along with grand totals for each row and column  

· Calculating Average, Max, Min, etc
· The default type of calculation for numeric value fields is sum, for text value fields it is count
· To change the kind of calculation used for numeric fields

1. Right-click any cell in the PivotTable
2. Choose Value Field Settings... from the popup menu

3. Click the Summarize by tab (if necessary) and select a different function (Average, Max, Min, etc) 
· Changing the Column and Row Headings
· The default column and row headings in a PivotTable are “Column Labels” and “Row Labels”

· To insert more descriptive names, simply click the cell containing “Column Labels” and type the new name.  Do the same for the cell containing “Row Labels”

· Applying PivotTable Styles (same as for any table)
1. Click any cell in the PivotTable
2. PivotTable Tools | Design | Styles 

3. Click the More button and choose a style

· Formatting a PivotTable (same as formatting a worksheet)
· Rearranging a PivotTable
Although you cannot change the values within a PivotTable, you can add, remove, and rearrange fields to change the table’s layout (i.e. to provide different views of the data, or “pivot” the data)
· To add a field to a PivotTable, drag it from the Field List to one of the 4 layout areas
· To remove a field from a PivotTable, uncheck the box for that field in the Field List
· To rearrange the fields in a PivotTable, simply drag the field from any layout area to a different one (e.g. from the Row Labels Layout to the Column Labels Layout) – it’s that simple!

· Adding a Report Filter to a PivotTable

When we use one field as a report filter, we can display summary data for any single item in that field, or for any combination of items
· In the LaFouch Museum example, the Location field was used as the filter, so we could see summary data for any particular location (Garden, Courtyard, etc) or locations

· To create a report filter, just drag the field from anywhere to the Report Filter Layout area
· To filter the data, click the arrow button to the right of the Report Filter area in the report, and select an item (or items) from the list
· This is just like using the filter arrow in a column heading of an Excel table to filter data
· Of course, you can change a report filter into a row field or column field (or vice-versa) just by dragging the field to a different layout area
· Filtering Row or Column Fields in a PivotTable

This is just like using the filter arrow in a column heading of an Excel table to filter data, or using the report filter in a PivotTable (above)

· Click the arrow button to the right of the Row Label or Column Label in the report, and select an item (or items) from the list
· Collapsing and Expanding “Nested” Items

When there is more than one field in the Row Labels Layout (or in the Column Labels Layout), the report will have nested rows (or columns)
· E.g. suppose the row labels are Category and Artist.  Then, for each Category item (Painting, Sculpture, etc) there will be summary data for each Artist.  So Artist is “nested” within Category
· To collapse/expand the detail row (or column) for an item in the outer level of nesting (in this example, Category) click the Collapse button [-] or Expand Button [+] for that item
· To collapse/expand all items at once, click the Active Field button on the PivotTable Tools | Options tab and choose Collapse Entire Field or Expand Entire Field
· Changing the Order of Nested Rows or Columns

To change the order - or nesting level - of nested rows or columns, click the list arrow for the field in the layout area and choose Move Up or Move Down from the popup menu
· Changing PivotTable Report Layout Options

1. PivotTable Tools | Design | Report Layout

2. Choose Outline Form, Compact Form, or Tabular Form
(These options are effective only when there are nested rows)

· Sorting the Values in a PivotTable

1. Select any cell containing a value
2. PivotTable Tools | Options | Sort
3. Click the Sort Ascending or Sort Descending buttons

· Usually, we would want to sort based on the Grand Totals, so we would first select a cell that has the Grand Totals
· Hiding the Expand/Collapse Buttons and Field Headers 

To hide or redisplay the expand/collapse buttons or field headers (i.e. the Filter buttons for each field):
1. PivotTable Tools | Options | Show/Hide 
2. Click one of the buttons in the Show/Hide group

· The Field List can also be hidden so that more of the PivotTable is visible onscreen

· Refreshing a PivotTable

· You cannot change any data items in a PivotTable (try it)

· To change the data, you must first change it in the Excel table to which the PivotTable is linked, and then refresh the PivotTable:

PivotTable Tools | Options | Data | Refresh 

· Grouping PivotTable Items

· When a field contains numbers, dates, or times, the values can be grouped and the PivotTable will have one row (or column) for each group of values
· In the example in the book, we wish to see the art objects that were acquired each year, so we use the Date Acquired field as the Row Label, and group the values by year. (Date values could also be grouped by months, quarters, etc) 

· To group the values in a column (or row)
1. Right-click any value and choose Group... from the popup menu
2. In the Grouping dialog, click on the selected option (e.g. Months) to deselect it, if necessary
3. Click on the option(s) you want to group by (e.g. Years) and click OK
· If multiple selections are made, there will be nested levels of grouping (e.g. by years and then by months within each year)

· To “ungroup” the values, right-click and choose Ungroup...
· Creating a Pivot Chart
· A Pivot Chart is a graphical representation of the data in a PivotTable 
· Like a PivotTable, the Pivot Chart is interactive

· Any changes you make to the chart will automatically be reflected in the table, and vice-versa

· Pivot Charts and individual chart elements can be moved, resized, and formatted just like any other kind of chart, and the chart type can also be changed
1. Click any cell in the PivotTable
2. PivotTable Tools | Options | Tools | Pivot Chart

3. Choose a chart type and click OK
· Deleting a PivotTable or PivotChart

· To delete a PivotTable:

1. Click any cell in the table

2. PivotTable Tools | Options | Actions | Select

3. Choose Entire PivotTable from the list

4. Press [Delete]
· To delete a PivotChart:
· If it’s an embedded chart, click the chart to select it and press [Delete]
· If it’s in a separate chart sheet, just delete that sheet from the workbook
