Excel 2010 Pivot Tables

Course Outline

Page

PivotTables INtrodUCTION........ci i 2
WOrking With PivOtTables .......ciiiiiiiiiiiiiee ettt e s s sare e e s s aaa e e e s ssaaeeeenas 4
Creating @ PIVOtTabI ... it e s e e e ae e e e s abae e e s saraeeeenn 4
Working with PivotTable EI@MENTS .....cccvuiiiiiiiiiee ettt e e 7
SUMMANIZING VAlUG FIEIAS ..ceiiiiie ettt e e e s s abae e e s saaaeeeenn 8
SOUICE DAta...cuiiiiiiiiiiiiiiiiii e 11
Refreshing @ PIVOtTabIe .....ueeeie it e e e e e e ra e e e e e e e s e eaes 11
Updating The SOUICE Data..cccceic ittt e e e e e et e e e e e e e s s nneraeeeeeeesennnns 11
Using a Table as the SOUrCe Data .......ceeeiiii oottt e e e eerer e e e e e 13
Yo a uTaY =4 TaTo I a1 =T o T o Y- PSR PURTRPR 13
Sorting a PivotTable INtrodUCtION.........coviiiii i 13
Yo a uTaY =4 W VoYl - ] L= ST 14
Filtering @ PIVOTTAbIe ....ucee it e e e e e e saraee e e 14
Filtering By FIEIA VAlUE ..coeieeeieie ettt st e st e et e e e s e e e s ennaeeeenas 15
Creating @ REPOIt FilLer ..o e e e e e e e e e e e nnaaes 16
FIEEIING WL SIICEIS ...t e e e e e e e sttt e e e e e e e s e nsareaeeaaaesennnns 16
Changing the Appearance of the SHCEN .......ueeeeiii i 18
1o 10T ] aT=q D - | - IR 20
(T o011 aT =2 YA D - | 20
SOUICE DETAIIS ..ot 22
VIEWINE SOUICE DELAIl...ceeeiiii i e e et e e e e e e e e nnerees 22
EXEracting Detail..cccce e e e e e e e e e e e e eenanns 23
Calculated FIelds .......cuooviieiiiece s 23
Adding Calculated Fields..........coooioiiiiiiiiiic 23
PIVOLTADIE ACTIONS ...t e e e s e s e s s 26

MOVING @ PIVOLTADIE ...t e e e e e et e e e e e e e s e nareaeeeaaeseenans 26



Pivot Tables Excel 2010

PivotTables Introduction

A PivotTable is a type of report that summarizes detailed worksheet information and answers
guestions such as “how many” or “how much.” Uses for a PivotTable may include:

= Counting the number of matters assigned to team members to analyze workload.

=  Summarizing the total billable time by task, person and matter to analyze
productivity or prepare reports for managing partners.

= Averaging large amounts of data such as temperature, rainfall, stock prices, housing
prices, gasoline prices, wages or any other data needed to support facts or
conclusions.

= Summarizing matters by jurisdiction as an aid to case management.

The following screenshot displays a worksheet containing detailed information about
employees in a hypothetical employment discrimination case. While the worksheet contains
useful information, the detailed nature of the data is not conducive to analysis by category.

Current
Last First Gender DOB Age Office Department Classification Date Hired Salary
Barolini Brenda F 6/20/1977 30 Austin ACT 4 2/8/2000 120,000
Goldman Ramaona F 5/1/1959 48  Austin HR 4 8/7/2000 125,000
Ramos Juan M 3/15/1962 a6 Austin HR 4 5/12/1999 110,000
Fitzgerald Joseph M 6/1/1970 37 Austin HR 1 9/11/2001 27,000
Hill Raul M 2/14/1977 31  Austin HR a 9/2/2005 = 99,000
Duke Barbara F 3/1/1977 31 Dallas HR 3 11/18/2007 75,000
Kahlo Maria F 2/22/1978 30 Dallas HR 2 9/10/2002 37,000

This next screenshot displays the PivotTable generated from the same worksheet data (“Source
Data”), comparing the number of males and females in each office and their average salaries.

Row Labels - | Count of Gender Average of Salary

=IF 28 56,928.57
Austin 2 122,500.00
Dallas 12 48,958.33
Houston 13 49,192.31
San Francisco 1 122,000,00

=M 32 96,756.25
Austin 3 78,6667
Dallas 10 3E,370.00
Houston 16 63,906.25
Flew Orleans 3 B4, BEE.ET

Grand Total 60 596,836.67

The interactive features are then used to expand/collapse categories and filter the report to
display only specific data.
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Row Labels - |Count of Gender Average of Salary
<+ F 28 56,028.57
+ 32 56,796.25
Grand Total G 56,836.67

Row Lahelsuunt of Gender Average of Salary

=F 27 54,518.52
Astin 2 12%,500.00
Dallas 12 48,958.33
Haoustaon 13 49,192.31

=i 20 55,937.93
Austin 3 T8,666.67
Dallas 10 36,370.00
Houston 16 63,906.25

Grand Total 596 599,253.57

When creating a PivotTable, it is important to understand the following terminology:

SOURCE DATA: The data on which the PivotTable is based and may include a range of
cells, a table or an external source such as an Access database.

FIELDS: A collection of values identified by a column name in a worksheet or by a field
name in a database.

VALUES: Data used to generate counts, totals, averages or other numeric summary
information.

ROW LABELS: The summary for each field value displayed in a separate row.
COLUMN LABELS: The summary for each field value displayed in a separate column.

FILTER ARROW: The arrow next to each row or column field used to sort or filter the
PivotTable.

REPORT FILTER: An overall filter applied to the entire report that uses an options list
to define criteria.

SLICER: An overall filter applied to the entire report that uses graphical buttons to
define criteria.
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Working With PivotTables

CREATING A PIVOTTABLE

1. Open the EXCEL PIVOTTABLES file.
2. Display the EMPLOYEE DATA worksheet.
To create a PivotTable, you begin by clicking anywhere within the main data range to

identify a contiguous range or select a named range.

3. Click anywhere within the main data range and from INSERT | TABLES, click the
PivoTTABLE button.

The PIvOTTABLE button is a combo button. Click the top portion of the button to select
PivotTable. Click the bottom portion of the button to see a menu of options and choose
either PIVOTTABLE or PIVOTCHART.

The CREATE PIvOoTTABLE dialog box Displays.

Create PivotTable Liléj

Choose the data that you want to analyze

@ Select a table or range

Table/Range: | [EINmieIn=E YA 3T, E-7

Use an external data source

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

=

Location: 2.5
[ OF l | Cancel |
Always check that the default range is correct.
If the data range is not defined as a table and contains extra blank rows or columns or
includes additional explanatory information, reconfigure the data or modify the default
range.

4, Click the OK button to accept the default range and location.
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A new worksheet opens with the area for the PIvoTTABLE displayed on the left and the

PivoTTABLE FIELD LIST dialog box displays on the right.

PivotTable Field List r X

To build a report, choose
fields from the PivotTakle
Field List

Choose Fields ko add to repart:

[FLast

[|First
[Gender
[Coce
[urrent Age
[T ffice
[|Department
[ lassification
[|Date Hired

[C]5alary

Drrag fields between areas below:
W Report Filter 7 Colurnn Labels

1 RowLabels T Values

7] Defer Layout Update Update

From the PivoTTABLE FIELD LIsT dialog box, from the CHoosE FieLbs To Apb To
REPORT list, select the GENDER checkbox.

GENDER displays in the Row LABELS area.

From the CHoosE FiELDs To ApD To REPORT field, drag GENDER to the VALUES area.

The COUNT OF GENDER displays in the VALUES area and the number of

employees of each gender displays in the PIVOTTABLE.

hoose fields to add to report:

[TLast
[]First

Row Labels |~ Count of Gender [¥|Gender

|
I
Grand Total

Pivot Table

Row field

1l [FooE
il [T]Current Age
14 [T Office:
[T Department
[ Classification
[[]Date Hired
[T 5alary

Drag fields between areas below:
"W Report Filter

1 RowLabels

Gender

[7] Defer Layout Update

Update
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7. From the CHoosE FIELDS To AbD To REPORT list, select the OFFice checkbox.
The OFFICE displays in the Row LABELS area and a breakdown by gender and
office displays in the PIVOTTABLE.
Row Labels |~ | Count of Gender
=IF 27
Dallas 14
Houston 13
-M 29
Dallas 13
Houston 16
Grand Total 133
8. From the Row LABELS area, drag OFFICE to the COLUMN LABELS area.
PinvotTable Field List - X
Choose fields to add to report:
[JLast
[CFirst:
[¥|Gender
[Tooe
[]Current Age
[¥|Office
[C|oepartment
[]Classification
[|Date Hired
[]5alary
Drag fields between areas below:
“W Report Filter ] Column Labels
Ciffice -
1 Row Labels T Values
Gender - Count of Gen.., ¥
[ Defer Layout Update Update
Now the offices are arranged in columns rather than rows within the
PIvVOTTABLE.
Count of Gender Column Labels -
Row Labels hd Dallas Houston Grand Total
F 7
] 29
Grand Total 56
9. From the CoLumNs LABELS area, drag OFFICE to the Row LABELS area below GENDER.
The offices are arranged in rows rather than columns within the PIVOTTABLE.
You can see how the hierarchy of information can be set by arranging the

categories in the Row LABELS area. For instance, placing OFFICE above GENDER

summarizes the data first by OFrice then by GENDER.
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10. Rename the new worksheet tab: Office & Gender Summary.

Save the workbook and continue to the next exercise.

WORKING WITH PIVOTTABLE ELEMENTS

Continue using the OFFICE & GENDER SUMMARY worksheet.

1. Click any cell outside the PIVOTTABLE.
Notice when | click outside the PivotTable, the PIvoTTABLE FIELD LIST no longer
displays.
2. Click any cell within the PIVOTTABLE.
Now when I click back in the PivoTTABLE, the PIVOTTABLE FIELD LIST displays

and the PIvOTTABLE contextual tabs are added to the Ribbon.

Microsoft Excel

Formulas Data Review ‘iew Add-Ins .&crobat‘ Options | Design e @

If for any reason the PivoTTABLE FIELD LIST does not display:
3. From OpTIONS | SHOW, click the FIELD LisT button.
4, From the PIvoTTABLE, click the CoLLAPSE button next to “F” to hide the office

information for this category.

5. From OpTiONS | AcTIVE FIELD, click the CoLLAPSE ENTIRE FIELD button.

Active Field: a=

= Expand
Gender _
9y Field settings = ————— Collapse
Active Field

Information about offices is suppressed for both males and females.

6. From OpTiOoNS | AcTIVE FIELD, click the ExpPAND ENTIRE FIELD button to redisplay the

office information.

Save the workbook and continue to the next exercise.
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1.

2.

SUMMARIZING VALUE FIELDS

When a text field is added to the VALUES area of the PIvOTTABLE, the CounT function is
applied. When a numeric field is added the Sum function is applied. Other functions available

include AVERAGE, MIN, MAX and the additional options listed in the SUMMARIZE VALUE FIELD
By list.

Summarize value field by

Choose the type of caloulation that wou want bo use to summarize
data from the selected field

-
Count

Average

Max

Min

Praduct

Count Mumbers

SkdDiey

StdDevp

Var

Yarp i

To change the calculation type, select any field value within the PIvoTTABLE and from
OPTIONS | CALCULATIONS, click the SUMMARIZE VALUES By options button and select

MoRE OPTIONS. Additional calculation options are available from the SHow VALUES

As list.

=] Showw Walues As =
Mo Calculation

V' | % of Grand Total
% of Column Total
% of Rowe Total
% Of..
%% of Parent Row Total
% of Parent Column Total
%% of Parent Total...
Difference From...
% Difference From,.,
Running Total In...
% Running Total In..,
Rank Smallest to Largest.,
Rank Largestto Smallest.,

Index

More Options.,.,

Continue using the OFFICE & GENDER SUMMARY PIVOTTABLE worksheet.
Click any cell within the PIVOTTABLE.

The PivoTTABLE FIELD LisT dialog box displays.
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3. From CHoosSE FIELDS To ApD To REPORT, select the SALARY checkbox.

SuM OF SALARY is displayed in the VALUE area and the Sum OF SALARY column is
added to the PIVOTTABLE.

Row Labels ~ | Count of Gender Sum of Salary

=F 27 1472000
Dallas 14 832500
Houston 12 639500
=M 29 1622200
Dallas 13 393700
Houston 16 1022500
Grand Total 26 3094200
The default style for numbers is GENERAL, which does not include a comma at

the thousands location. To change the number format:

4, From AcTIVE FIELD click FIELD SETTINGS.

Active Field: b=

m
i}
3

m
k]
T

Sum of S3lany

== o ca Ept =

@ Field Settings

Active Field
5. Click the NumBER FORMAT button.
6. Choose NumBER and click the Use 1000 SEPARATOR (,) checkbox. Click the OK button
to finish.
Format Cells (LB [
Category:
General I Sample
Mumber Sum of Salary
Currency
Accounti ) . P
D;;‘;“” ng Decimal places: |2 =
Time Use 1000 Separator (,)
Percentage
Fraction Negative numbers:
Scentific ,
Text 1,234.10
Spedal (1,234.10)
Custom {1,234.10)
Mumber i used for general display of numbers. Currency and Accounting offer spedalized
formatting for monetary value.
[ oK ] ’ Cancel ]
We cover how to format numbers and other PivotTable elements in more detail

in the PivotTables Formatting, Design and Chart class.
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10.

11.

12.

13.

Click ceLL C4 to make SALARY the active field.

From OpTIONS | CALCULATIONS, click the SHow VALUES As button and choose % OF
GRAND TOTAL.

The salary for each office is displayed as a percentage of the total salaries.

From OpTIONS | CALCLUATIONS, click the SHow VALUES As button and choose No
CALCULATION.

From OpTIONS | CALCULATIONS, click the SUMMARIZE VALUES By button, and select
MIN.

The lowest salary for each category displays.

From OPTIONS | CALCULATIONS, click the SuMMARIZE VALUES BY button and select
MAX.

The highest salary for each category now displays.

From OPTIONS | CALCLUATIONS, click the SuMMARIZE VALUES BY button and select
AVERAGE.

Save the workbook.
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Source Data

REFRESHING A PIVOTTABLE

When edits are made to the source data, refresh the data to update the PIVOTTABLE.

1. Display the EMPLOYEE DATA worksheet.

2. Click in ceLL F4 and type: Austin

3. Use the fill handle to copy AusTIN to ceLLs F5:F8.

4, Display the OFFICE & GENDER SUMMARY worksheet.

Notice that no information on employees in the AusTIN office is included in the
PivotTable.

5. Click any cell in the PIvOTTABLE to activate the table.

6. From OpTIONS | DATA, click the REFRESH button.
-OR-

Right-click and select REFRESH from the shortcut menu.

The REFRESH button from OpTIiONS | DATA is a combo button. Click the top of the
button to select REFRESH ALL. Click the options button to view additional refresh
choices.

Now the PIVOTTABLE is updated to include the new information.

Row Labels | ~ | Gender Count Average Salary

=IFemale 27 54,518.52
Dallas 12 48,958.33
Houston 13 49,192,31
Austin 2 122,500.00

=IlMale 20 55,937 93
Dallas 10 36,370.00
Haoustan la 63,906,235
austin 3 T8 EBE.ET

Grand Total a6 95,253.57

Save the workbook.
UPDATING THE SOURCE DATA

1. To update the source data click any cell within the PivoTTABLE and from
OprTiONS | DATA click the CHANGE DATA SOURCE button.
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10.

11.

If the PIvoTTABLE is based on a data range and new rows are inserted within the
defined range, the range on which the PIvoTTABLE is based updates automatically to
include the new information.

However, if the new columns or rows are added to the end of that range, the new
information is not included in the PIvoTTABLE and the source data range must be
redefined.

If the PIvOTTABLE is based on a table rather than a range of cells, Excel assumes all
contiguous data is the basis for the report. As a result, data in new rows is included
whenever the PIVOTTABLE is refreshed.

Display the EMPLOYEE DATA worksheet.
Move to ceLL A60, the first blank row after the main data range.
The last active row is Row 59.

Enter data about three hypothetical male employees who work in the Sales department
of the New Orleans office and earn over $50,000 each.

The last active row is now Row 62.

Display the OFfFice & GENDER SUMMARY worksheet and click any cell within the
PIVOTTABLE.

From OpPTIONS | DATA, click the REFRESH button.

Notice that no information about employees in New Orleans is included in the
report.

From Options|Data, click the top of the CHANGE DATA SoURCE button to display the
CHANGE PIVvOTTABLE DATA SOURCE dialog box.

Notice that the CHANGE DATA SOURCE is a combo button. Click the top of the button to
select CHANGE DATA SOURCE to a range of cells in an Excel worksheet. Click the options
button to specify connection options for an external data source, such as an Access
database.

Edit the TABLE/RANGE field to $J$62 and click the OK button to finish.
Refresh the PIVOTTABLE.
Now data about the new employees is displayed in the PivotTable.

Save the workbook.
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USING A TABLE AS THE SOURCE DATA

Now we are going to look at using a TABLE as the SOURCE DATA. First, we need to
format the range as a TABLE.

1. Display the EMPLOYEE DATA worksheet.
2. Click any cell within the main data range to make the range active.
3. From HomE | STYLES click the FORMAT As TABLE button.

A gallery of table style options is displayed.

4, Select a table style and click the OK button to confirm the range of cells to be included
in the table.
5. Move to the end of the table and enter hypothetical information about a female

employee working in the San Francisco office who earns $122,000.

Notice that the new row is automatically part of the table because it is adjacent to the
original range.

Display the OFFICE & GENDER SUMMARY worksheet and refresh the PIVOTTABLE.
The new information is included in the PivotTable.
The blank is included because the table creates a new row automatically.

Save the workbook and continue to next exercise.

Sorting and Filtering

SORTING A PIVOTTABLE INTRODUCTION

You can sort a PIvoTTABLE by field values or sort the report manually by dragging field
values to a specific location.

To access sort options, click any value in a field to make it active, then from
OpTIONS | SORT & FILTER click a sort option.
33z | E
il Sort Insert
Slicer
sort & Filter
Sort options are also available from the filter arrow next to Row or CoLumN LABELS or

an individual field.
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SORTING A PIVOTTABLE

Display the OFFICE & GENDER SUMMARY PIVOTTABLE worksheet.

Click any cell with an OFFicE value (Dallas, Houston, Austin, etc.) to make OFFICE the
active field.

From OpTIONS | SORT & FILTER, click the SORT Z To A button to sort in descending
order by OFFICE.

From OPTIONS | SORT& FILTER, click the SORT A To Z button to sort in ascending order
by OFFICE.

Click any cell that contains the value HousToN.

Point to the border of the cell to display the four-headed MovVE arrow.

Austin

Houston *ﬁ +————— Move arrow
Dallas

Drag the cell so that HousToN is displayed after AusTIN and before DALLAS.
Resort the PIVOTTABLE so the offices are in A-Z ORDER.

Save the changes and continue to next exercise.

FILTERING A PIVOTTABLE

Filtering limits the PIvOTTABLE report data by criteria, such as employees in the Dallas
office or employees in the HR department.

Each successive filter selected creates an AND condition, which requires that all
conditions are true.

For example, selecting FEMALE from the GENDER field and MARKETING from the SALES
field displays data about female employees in Marketing and excludes all other data.

To access filter options:

Click the filter arrow =/ next to Row LABELS, CoLUMN LABELS, FIELD LABEL, or
ReEPORT LABELS to display filter options. Construct a label (text) or value filter or use the
data checkboxes to select one, multiple, or all field values as a filter condition.

When the CompACT FORM layout is applied to the PIvoTTABLE, ROW LABELS
and CoLumnN LABELS provide sort and filter functionality for the active field.
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To select a field for sorting or filtering, click any value from that field within the
PIVOTTABLE.
When the COLUMNAR or TABULAR FORM layout is applied to the PIVOTTABLE,

an individual filter arrow displays for each field rather than the variable Row
LABEL or COLUMN LABEL.

FILTERING BY FIELD VALUE

1. Using the OFFICE & GENDER SUMMARY PIVOTTABLE, click any cell with a MALE or
FEMALE value to select GENDER as the active field.

2. Click the Row Labels filter arrow.

3 Row Labels -1 |C0unt0f Gender Average of Salary

4 |=ZF 1 28 56,928.57

5 Austin 2 122,500.00

6 Dallas 12 48,958.33

7 Houston 13 49,192.31

8 San Francisco 1 122,000.00

9 =M 31 57,006.45

10 Austin 3 78,660.67

11 Dallas 10 36,370.00

12 Houston 16 63,906.25

13 MNew Orleans 2 72,500.00

14 Grand Total 59 56,969.49

The sort and filter options for the GENDER columns are displayed.
3. Deselect the (SELECT ALL) checkbox and then click the FEMALE checkbox to count

female employees only.

The FILTER graphic =¥ displays on the filter arrow to indicate an applied filter.

4, Click the Row LABELS filter arrow |7/ and select the (SELEcT ALL) checkbox to count
male and female employees.

The filter arrow =/ no longer displays the filter graphic.
5. Click the name of any city to make OFFICE the active field.
6. Click the Row LABELS filter arrow |7/ and filter the report to limit the report to

employees in the HousTon office.

7. Click the Row Labels filter arrow =/ and select the (SELECT ALL) checkbox to include
employees from all offices.

8. Click the Row Labels filter arrow, select VALUE FILTERS, and choose Top 10.

9. From the Show area, select Top 2 ITEmMs and click the OK button.
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10.

11.

The two offices with the highest counts display and the other offices are
excluded from the PIVOTTABLE.

Click the Row LABELS filter arrow, select VALUE FILTERS, and choose CLEAR FILTER.
Data for all offices displays.

Save the workbook.

CREATING A REPORT FILTER

Using the OFFICE & GENDER SUMMARY PIVOTTABLE, click any cell within the
PivoTTABLE to display the PivoTTABLE FIELD LIST dialog box.

From the CHoOSE A FIELD To INCLUDE IN THE REPORT list, right-click DEPARTMENT and
select ADD To REPORT FILTER.

The DEPARTMENT FILTER is added to the top of the PivotTable.

Click the DEPARTMENT filter arrow =) and select SALES and click the OK button to limit
the report to people in the Sales department.

To filter by more than one value, choose the SELECT MULTIPLE ITEMS checkbox.

Department SALES -T
Search P

|D Select Multiple Trems |

[ QK ][ Cancel ]

Click the OK button to finish.

Click the Department filter arrow |7/, select (ALL) to include all employees in the
report, and click the OK button to finish.

The dates for all departments now display in the PIVOTTABLE.

Save the workbook.

FILTERING WITH SLICERS

A SLICER uses graphical buttons rather than options lists to select field values for
filtering.
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Although SLicers and report fields are similar, SLICER buttons make it easier to
understand the applied filter criteria.

Department &
Row Labels | ~ | Count of Gender
=F 6 ACT
Dallas 4 HR
Houstan 2
=1y 16 IT
Dallas 9 MKT
Houstan 7 ) L
Grand Total = SALES Slicer criteria
Department  SALES e
Row Labels | ~ | Count of Gender
=IF i}
Dallas 4 -
Houston . Report filter criteria
=M 16
Dallas E]
Houston 7
Grand Total 22
1. Display the OFFICE & GENDER SUMMARY PIVOTTABLE worksheet.
2. Click anywhere within the PivoTTABLE and from OpPTIONS | SORT & FILTER, click the

INSERT SLICERS button.

The INSERT SLICERS dialog box is displayed.

3. Select the DEPARTMENT checkbox and click the OK button.
The DEPARTMENT SLICER displays with all the departments in the worksheet
selected.
Department (&l A
Row Llabels -/ Gender Count Average Salary Department
=I{blank) e
(blank)
HR
= Male 2 56,834.38 T
Sustin E] 75,666.67
Dallas 10 26,370,00 Y
Houston 16 £3,906.25 SALES
Mew Orleans 3 £5,500.00 e m—
= Female 28 56,028.57
Sustin 2 122,500.00
Dallas 12 43,958,33
Houston 13 49,192,31
San Francisco 1 122,000.00
Grand Total 60 56,878.33
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4, From the DEPARTMENT SLICER, click MKT to filter the PivoTTABLE to include
information about marketing employees.

5. From the DEPARTMENT SLICER, hold down the {CTRL} key and click SALES to include
information about both MARKETING and SALES employees.

6. From the DEPARTMENT SLICER, click the CLEAR FILTER button to remove filters and
display information for all employees.

Department e

ACT

HR

IT

MKT
SALES
(blank)

7. Save the workbook.
CHANGING THE APPEARANCE OF THE SLICER

To change the appearance of a SLICER, select it to display the SLICER TooLs contextual tab.
From OPTIONS, choose to apply styles, rearrange the display, or increase or decrease the size of
the SLICER or the SLICER buttons.

Microsoft Excel Slicer Tools
File Home Insert Page Layout Formulas Data Rewview Wiew Add-Ins Acrobat Qptions
Slicer Caption: *;iﬂl — == === h .;,.v ':1 Columns: 1 H 5[] Height: 276" -
Depattment i E E — - & I gl Helgnt: o.26” :
— FiuotTable === I o o width: 2 :
3 Slicer Settinds  Connections — |T ?Q Selection Pane Y j Width: 181" | aadtng 2 T
Slicer Slicer Styles Arrange Buttons Size

You can change the appearance of a SLICER using the options available on the Slicer
Tools contextual ribbon.

1. Continue using the OFFICE & GENDER SUMMARY PIVOTTABLE with the slicer selected.
2. Click the SLICER SETTINGS button from OPTIONS | SLICER.

3. Deselect the DispLAY HEADER checkbox and click the OK button.
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Slicer Settings 9 [ |
Source Name:  Department.
Mame to use in formulas:  Siicer_Department
Mame:  Department
Header
Caption: |Department
Item Sorting and Filtering
® Ascending (A to Z) Visually indicate items with no dats
(7) Descending (Z to &) Show items with no data last
Use Custor Lists when sorting Show items deleted from the data source
Notice that the field name DEPARTMENT and the CLEAR FILTER options is

removed from the slicer.

To clear the filter without the Header showing:

1. Right click and choose CLEAR FILTER FROM
From OPTIONS | SLICER STYLES, select a style for the slicer.
From OPTIONS | BUTTONS, set the CoLumns field to 2.

Now the SLICER is formatted as two columns.

From OPTIONS | BUTTONS, use the spin arrows to increase or decrease the HEIGHT and

WIDTH of the button.

From OPTIONS | SIZE, use the spin arrows to increase or decrease the HEIGHT and

WIDTH.

Save the workbook.
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Grouping Data

GROUPING BY DATE

By default, date fields display as individual dates which creates long, rather meaningless
PivotTables.
Grouping the dates by year, quarter, or other date option generally provides a more

useful summary.
1. Display the EMPLOYEE DATA worksheet.
2. Click any cell within the main data range to identify it.
3. From INSERT| PIVOTTABLE, create a PIvOTTABLE to match the following settings:
4. Row LaBELs: Office.
5. VaLues: Count of Date.

6. Row LABELS: Date Hired.

PivotTable Field List v X

Choose fields to add to report:

[Last -
[|First
[]=ender
[F]poE
[]Current Age
[V] Office
[|Department
[T Classification
[¥|Date Hired o

m

Drag fields between areas below:
“W Report Filter ] Column Labels

1] Row Labels % Yalues

Office ~ Count of Dat... ~
Date Hired ~

[ Defer Layout Update Update
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7.

8.

9.

10.

11.

Click any cell in CoLumn A of the PivoTTABLE to make DATE HIRED the active field.

From OpTIONS | GROUP, click the GRouP FIELD button to display the
GROUPING dialog box.

Grouping

By

Auko
Skarting at:
Ending at: | 2/13/2011

Seconds
Minutes
Hours

DaEs

Quarters
‘ears

Mumber of days: |1

[ Ok ][ Caniel ]

From the By field, select YEARS, deselect MoNTHS, and click the OK button to finish.

Rename the current worksheet DATE HIRED SUMMARY.

The data is summarized by year rather than by individual dates.

Row Labels |~ | Count of Date Hired

= Austin
2011
= Dallas
2003
2005
2006
2007
2010
='Houston
2005
2007
2009
2010
=/ Mew Orleans
2010
='San Francisco
2010
Grand Total

Save the workbook.

9
3
22
1
1
1
9
10
29
4
15

oW W o

60



Pivot Tables

Excel

2010

Source Details

VIEWING SOURCE DETAIL

Continue using the DATE HIRED SUMMARY PIVOTTABLE.

You can view source details by double-clicking any cell containing a count, average or sum

(value component of the PivotTable).

For example, to answer the question “Who are the employees hired by the Houston

office in 2005?”:

Double-click the cell containing the number of people and a detailed list is generated in

a separate worksheet.

Row Labels |~ Count of Date Hired

=l Austin 5

2011 S
=IDallas 22

2003 1

2005 1

2006 1

2007 9

2010 10
='Houston 29 ) . . )

2005 |:|4. Click here to display detail information

2007 19

2009 9

2010 1
=/Mew Orleans 3

2010 El
=I$an Francisco 1

2010 1
Grand Total 60

hd Gender Kd DOB hd Current Age Rd Office Kd|Department §dl Classification kd Date Hired Kd Sala
O'Keefe George M 2/23/1977 34 Houstan IT 1 9/11/2005 23500
Murghy  Mancy F 2/18/1977 34 Houstan IT 2 9/10/2005 37000
Blackwell Andrea F 2/16/1977 34 Houstan IT 1 9,/9/2005 27000
Giardino Daria F 2/14/1977 34 Houston  IT 2 9/8/2005 36000
The separate table in the new worksheet is an independent table that is not

linked to the original source data. If the source data needs updating, perform all
updates on the original data, not on the separate table in the new worksheet.

To include detailed information within the PIvoTTABLE report itself:

Double-click a field value (any cell that is not a sum, count, average or other numeric
summary) and select the relevant field, such as DEPARTMENT.

= Dallas
+2003
+2005
+ 2006
=l2007
HR
IT
KT
SALES

na
n

RO RO RD WD R e
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EXTRACTING DETAIL
Continue using the DATE HIRED SUMMARY PIVOTTABLE worksheet.
1. Double-click the cell containing the number of people hired in 2005 in the Dallas office.

A table containing the source data fields for rows that match the condition is displayed
in a new worksheet.

M Gender fd DOB | Current Age Kd Office Rd Department Rl Classification Kl Date Hired Rdl Sala

O'keefe George M 2/23/1977 24 Houston IT 1 9/11/2005 23500
furphy  Mancy F 2/18/1977 24 Houstan  IT 2 941042005 27000
Blackwell andrea  F 2/16/1977 24 Houston  IT 1 99,2005 27000
Giardino Daria F 2/14/1977 34 Houston  IT 2 9/8,2005 36000,
If any columns display ### double-click the column border to resize the column.

2. Change the name of the worksheet tab to DALLAS 2005 HIRES.

Save the workbook and continue to the next exercise.

Calculated Fields

The following exercise creates two calculated fields, one to calculate a 10% discount and the
second to calculate the amount of the final bill (Amount — Discount).

Calculated fields are used to perform calculations on the summarized PivotTable data.
ADDING CALCULATED FIELDS
1. Display the BiLLING worksheet.

2. From the PIvoTTABLE, click any cell in the Sum oF AMOUNT column to make it the
active field.

Billing Analysis
Person Amount Client ClientName Matter Date Client Name ¥ Person |~ | Sum of Amount
ABC $12,345.00 7776 Green Company 1 12/31/2007 =/ABC Company  ABC $161,499.71

ABC $12,345.22 7776 Green Company
LLL $ 1,234.55 7776 Green Company
LLL $10,567.00 7776 Green Company

11/30/2007 L $76,181.41
11/30/2007 MMM $37,158.92
5/31/2007 XYz $29,478.99

1

1

1
MMM & 123.44 7776 Green Company 1 9/30/2007 ABC Company Total $304,319.09
MMM  $12,345.66 7776 Green Company 1 7/31/2007
XYZ $ 543200 7776 GreenCompany 1 4/30/2007 =/Green Company ABC $24,690.22
XYZ $34,556.22 7776 Green Company 1 11/30/2007 LLL $11,801.55
XYZ $34,567.22 7776 Green Company 1 12/31/2007 MMM $12,469.10
ABC S 800,18 1234 ABC Company 3 1/31/2007 XYZ §74,555.44
ABC $ 2,345.86 1234  ABC Company 10 9/30/2007 Green Company Total $123,516.31
ABC $ 3,000.00 1234 ABC Company 15 1/31/2007
ABC $ 4,567.22 1234 ABC Company 10 2/28/2007 =/ XYZ Company ABC $1,234.55
ABC $ 5,000.00 1234  ABC Company 10 1/31/2007 LLL $345.22
ABC $ 8,776.00 1234 ABC Company 10 3/31/2007 XYZ Company Total $1,579.77

ABC $ 8,976.33 1234 ABC Company 15 3/31/2007
ABC $12,456.00 1234 ABC Company 15 6/30/2007 Grand Total $429,415.17
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3.

From OpTIONS | CALCULATIONS, click the FIELDS, ITEMS & SETS button and choose

CALCULATED FIELD.

The INSERT CALCULATED FIELD dialog box displays.

g

Client Name
Matker
Date

Insert Field

fa 9
Insert Calculated Field @lﬂ_hj

In Name box type: Discount to name the new field.

From the FIELDS section, select AMOUNT and click the INSERT FIELD button.

AMOUNT is added to the FORMULA box.
Type: * 10%.

Formula: | =Amount*10%)|

Click the OK button to finish.

The calculated field is added to the PIvOTTABLE.
Values
Client Name ~ | Person |~ | Sum of Amount $Sum of Discount
= ABC Company ARC 5151,499.71| g 16,149.97 |
LLL 576,181.41 § 7,618.14
RARARA %37,158.98 % 3,715.90
HHZ 529,478,939 § 2,947.90
ABC Company Total $304,319.00 % 30,431.91
-IGreen Company  ABRC 524,690,22 § 2,469,02
LLL 511,801.55 § 1,180.16
RARARA 812,469.10 % 1,246,591
o2 574,555.44 5 7,455.54
Green Company Total 512351631 % 12,351.63
=IX¥Z Company ARC 61,234.55 & 123,46
LLL 534522 § 34,52
XYZ Company Total 51,570.77 5 157.98

Grand Total 642941517 §  42,941.52
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10.

Click any cell in the Sum OF DiscouNT column to select it as the active field.

Use the same procedure to insert a column that subtracts the discount from the total

amount called Sum oF DISCOUNT APPLIED.

Insert Calculated Field

Mame: Discount Applied

Formula: | =Amount-Discount

Fields:

Person -
Amount

Client

Client Name

Matter

Date

Discount

Discount Applied i

Inzert Figld

=] (e ]

Delete

IIE

oK ] ’ Close
Values
Client Name ~ Person |~ Sum of Amount Sum of Discount Sum of Discount Applied
=/ ABC Company ABC 5161,499.71 § 16,149.97 % 145,349.74
LLL 576,181.41 & 7,618.14 S 68,563.27
TAkATA $37,158.98 & 3,715.90 S 33,443.08
HYZ 529,478,99 & 2,947.90 % 26,531.09
ABC Company Total $304,319.09 § 30,431.91 § 273,887.18
- Green Company  ABC 524,690,22 & 2,469.02 5 22,221.20
LLL 511,801.55 S 1,180.16 & 10,621.40
TAkATA 512,469.10 & 1,246.91 S 11,222,19
HAZ 574,555.44 5 7,455.54 % 67,099.90
Green Company Total $123,516.31 S 12,351.63 5 111,164.68
= X¥Z Company ABC 41,234.55 & 123.46 & 1,111.10
LLL 534522 & 3452 5 310,70
XYZ Company Total $1,579.77 § 15798 §$ 1,421.79
Grand Total $429,415.17 § 42,941.52 § 386,473.65

Save the workbook.
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PivotTable Actions

MOVING A PIVOTTABLE

PivoTTABLES can be moved to another location within the same worksheet, to another
worksheet within the current workbook, or to another workbook.

1. Continue using the BiLLING worksheet.
2. Click any cell within the PIVOTTABLE.
3. From OpTioNs | AcTioNSs click the MovE PIvoTTABLE button.

The MoVE PivoTTABLE dialog box is displayed.

4, Select the NEw WORKSHEET radio button and click the OK button to finish.
The PIvoTTABLE is moved to the new worksheet.
If necessary, click the REFRESH button or widen the columns to accommodate

the information.

5. Save the changes.



