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How to use the powerful Pivot Table of Excel?

Pivot Table let you summarize and analyze your data. Itis a powerful tool but it takes a
couple of trials to master it. Once you get it, you will save plenty of time and impress with
your data analysis.

1) Prepare your data
You can use Excel Lists, Databases, External Data. We will use in this example some data
from an Excel sheet. Our purpose here will be to analyze the figures of a sales data sheet
for multiple regions, multiple people, multiple products.

Data to Summarize (Sales Price)

Make sure the list is well- N
i I
organized Neatness co_unts. For " 5 = | 5 N =T F T o
example, make sure the first row of 1 |Month  DYear Type Salesperson  Sales Units Region
the list contains column |abe|sl | 2 |Jan 2003 Platformzpress  Doug 40000 1 NAM
. E L will th data f | 3 |Jan 2003 CemCad Peter 26000 1 LAN
Since Excel will use these data for 4 |Jan 2003 RapidSeal David 57000 2 N
the field names in the report. Also, | 5 |Jan 2003 MaxTRAC Peter 38000 1 MEA
imilar i £ le incl | 7 [Jan 2002 Platformspress  Doug 40000 2 MEA,
similar items - for example; include | 8 |Feb 2003 RapidSeal Buoris 75000 3 NAM
text in one column and numeric | 9 |Feb 2003 Platforrm¥press  David BO000 2 LAN
: 10 |Feb 2003 CemCad David 27000 1 LAN
values in a separate f:olumn. |11 |Feb 2002 MaxTRAC David 35000 2 LAN
Remove all automatic totals The 12 |Feb 2002 Platformpress  Doug 45000 2 ECA,
PivotTable report will calculate the
subtotals and grand totals for you.
Do not use Autofilter, make sure . :
that you view all the data Categories of Data to analyze (Sales per Region and per ltem)
: Attention !!! Pivot Tables
2) Create the Pivot Table A
may dramatically increase
=loix| he size of vour file !1!
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| Z |lan atformapre Validation. .. . R
(3 |dan 2003 CernCad 1 LAN 2) Click on Data -> Pivot Table
4 [Jan 2003 RapidSeal [P 2 MAM 7
| 5 |Jan 2003 MaxTRAC Text to Columns... 1 MEA 1
[ 6 [Jan 2002 CemCad Consolidate... 1 MEA L~
(7 |dan 2002 Platforridgre ; %A/
1 PRI =T bk o vt chrt Feport VTS Note: The author would like to remind that all
10 |Feb 2003 ComCad = | 1 LAN figures are fictive and that any similarity to an
| 11 |Feb 2002 MaxTRAC $ GefreshD t_ 2 LAN .. . .
12 Feb 2002 Platformtpre - 1" 2 ECA existing person would be pure coincidence.
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PivotTable and PivotChart Wizard - Step 1 of 3

If you have selected
the entire table (or at
least the data that you
want, the Range is then
correctly filled.

PivotTable and PivotChart Yizard - Step 2 of 2|

‘Where is the data that you want to analyze?
‘where is the data that you want ko use?

% IMicrosoft Excel list or datahasa}
" External data source

" Multiple consolidation ranges

" anather PivotTable or PivatChart

Erowse. .. |
Finish |

Cancel |

R
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What kind of report do vau wank ta create?

* PivotTable
 pi )
PhuatChart (with PivotTabie) PivotTable and PivotChart Wizard - Step 3 of 3 ﬂﬂl I
Usually we want a
‘Where do you want to put the PivotTable?
Cancel | < Back Einish & How worksheet n eW eXC eI Sh e et
€ Exing worhest with the Pivot Table.
5

Click Finish to create your PivotTable,

Most likely you can keep all defaults:
_ You are us|ng an Excel ||st Laygut. . Optians... I Cancel I < Back I Mext > ﬁrush
- You are doing a pivottable

Explore more options if you are confident now. Click on Finish. ..

3) Finalize you Pivot Table

£ Microsoft Excel - Bookl =101 ]
& Ble Edit Yiew Insert] _ - =] x|
Click and Drag the Year inthe Page | 5, . »

: | & < :
Click and Drag ,| Field for extra analyze (per year)

the Region in = S O O = O A =
the Row fields . Drop Page Fields Here =
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op Colurmn Fields Here
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5 S Click and Drag the Salesin
A the Data Items to summarize.
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Click and Drag the Products in the Column fields o Ite S Here
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If you want to visualize only the 17
data for the year 2003, then S| SH[RR, Sheet 4 Once you have dropped the
uncheck all the years except 2003 [ oo~ [y & | uoshapes - N N TIO & pata ftems the table with the
A Read . .
\ == [ values will be displayed.
\ Drill down by region if you like, or
A
1 ear (A”)*c" / remove products. Just select what
2 /! _g— .
3 [Sum of SalesPToe -] Here is your Summary
4 |[Region = |CermnCad hlax TRAC Flatformypress RapidSeal Grand Total
| 5 [ECA 45000 45000
| B [Lan 52000 36000 GO000 147000
| 7 |MEA 30000 36000 40000 105000
8 [MAM 40000 1420 162000
9 [Grand Total 52000 70000 185000 14200 479000
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