Chapter 22

PivotTable

Of all the techniques that Excel offer: rd analysis, PivotTables
are the most exciting; the variety of o or data analysis is huge,
and the results are immediate.

A PivotTable can sort, filter, subtotals by dragging the

chart that is automatically

The data for creating
including data
number of table in"different workbooks, and data drawn from
external

Basic Concepts: Terminology Used in
PivotTables

[E Field — the text at the top of a column in a data table is called a
Field.

[ Item — numeric data or text in the Field column.

] Data — area detailing the data in the lower part of the PivotTable,
including columns with numeric data.

[ Row Field — a Field that is positioned as a row in the lower left of
the PivotTable.
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E Column Field — a Field that is positioned as a column in the row
above the data in the PivotTable.

[ Page Field — a Field that is positioned in the upper left of the

Pivot Table.
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Creating a

Rules for organizing data to create a PivotTable

[ The data table can have only one header row.

= All the cells in the header row must contain text; the text must be
unique.

[ The table cannot have subtotal rows, empty rows or columns, or
totals.
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File Edit Wiew Insert Format Tools Data  Window  Help

Type aquestion for help =2 @ X

Defining a name for th

1. Select the

s defined.

Steps 1 and 2

6. Select Cell A1 from another
sheet in the workbook.

7. From the Data menu, select
PivotTable and PivotChart
Report.

8. In Step 1 of 3, select
Microsoft Excel list or
database.

sEEmb R aee D | E EEEEG HEEE ] 3
Running Invoice

1 [Number Number Date Customer Name Market Quantity Income
L 1 109 10,/01/1997 | AlG Asia 40 8,040.00
i 2 113 10/10/1997 | AlG africa 150 25,129.90
| 4 3 123 10/03/1998 | AlG Western Europe 210 32,850.02
| 5 |4 133 10,/01/1999 | AIG USA 331 48,441.63
i 5 133 10/06/1999 | AlG US4 392 56,237 .43
| 7 |6 104 10/02/1996  Pacific Bell \iestern Europe |30 11,111.11
|8 |7 112 10/04/1997 | Pacific Bell Asia 77 13,032.00
19 B 119 10,/11/1997 | Pacific Bell Africa 162
i 9 128 10/02/1992  Pacific Bell US4 271
| 11 [10 137 10/05/1999 | Pacific Bell Usa 380
112 11 107 10/11/1996 | Amazon Asia 15
113 12 1132 10/05/1997 | Amazon Africa 29
l 13 122 10/02/1998 | Amazon africa 193
| 156 (14 131 10/11/1998 | Amazon africa
| 16 15 110 10,/02/1997 | Cisco Asgia -
4 4 » w[\Invoices / PivotTable / | LIJ_‘

efine Name window).

area and press Ctri+*.

xt in the Names in Workbook box. For example, the

PivotT able and PivotChart Wizard - Step 1 of 3

Where is the data thak you want to analyzs?
® ficrosoit Excel list oF database;
© External data source
" Multiple consolidation ranges
€ another PivotTable repart or PivotChart report

What kind of report do you want to create?
8 pivatTable
€ PivotChart report (with PivotTable report)

Cancel ce [ mees | msn
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PivolT able and PivotChart Wizard - Step 2 of 3 EE
i C“Ck o K ‘where is the data that vou want to use?

Range: I:Jata y Browse. .. |
) CIICk NeXt' @ Cancel | < Back. | Mext > I Finish |

Click Next.

. In Step 2 of 3, select the Range box.
. Press F3 (Paste Name window)

. Paste the name Data.

table located in a
the data i

B ow N

Select the Range box.
From the Window menu, select the open workbook.
Select one of the sheets.

Type the Name that you defined for the data table, followed by an
exclamation point. Click OK.

Data table in a closed workbook

1. Select the Range box.
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Step 3

2. Click Browse, and select the workbook after locating it in the
directory on the hard disk.

3. Type the Name that you defined for the data table, followed by an
exclamation point. Click OK.

PivotT able and PivotChart Wizard - Layout

Click Layout (Excel 97 does
not include this button).

Construct the PivotTable by
dragging fields to Data and
Page.

There are three types of
PivotTable fields:

1. Data fields.

3. Fields not rel
Pivot

PivotTable and PivotChart Wizard - Layout

Construct your PivokTable report by
= dragaing the fiskd buttans an the right
to the disgram on the left.

Quantity,

COLUMN

Query/Data filter fields —
Date, Invoice Number,
Market, Customer.

3. Fields not relevant to the
PivotTable — VAT,
Included VAT.

Transfer the data fields to Data. Click and drag the Quantity field to
the white Data area. Click and drag the Income field to the white Data
area. Transfer query/data filter fields to Page — click and drag the
Invoice Number field to the white Page rectangle. Repeat this action
to drag the fields Date, Market and Customer.



6 chapter 22

Formatting data fields in a PivotTable

Format each data field separately. You can format or change the
formatting later on by clicking the Field Settings (PivotTable Field in
Excel 97) icon on the PivotTable toolbar.

Format the Total Data column — the SUM function

1. Double-click the field PivotT able Field
Sum of Quantity.
Source Field — the
name of the source field
— Quantity. Excel uses
the header text at the
top of the column as the

summed.
example —
Qua

You cannot use the Source Field name

er.

ice.

steps 1-5 to format the Income field.
5. Click OK.
6. In the Step 3 window, click Finish (in Excel 97, go to Step 4 and
click Finish).
The PivotTable toolbar is not displayed

Select any toolbar in the toolbar area, right-click, and from the toolbar
shortcut menu, select PivotTable.

Notice the figure of the PivotTable. The query fields are in the upper
left, and the itemized data fields are in the lower section of the
PivotTable.
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Simply click and drag the |©
data field (in the figure, the |5
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Regular Wo

ith the PivotTable

Filtering and inserting a query into the PivotTable

Place the cursor in the upper
left of the Fields sheet and
select an item in one of the
fields (open the list of items
by clicking the arrow in the
box of one of the fields). This
action filters the data in the
PivotTable. The results of

E Microsoft Excel - Book1 (=15
] Fle Edt iew Insert Format Toos Data indow Help -8 X
A [ B [ & ] D [ e e c]
1
| 2 [Customer Name |Microsoft || [Ernacod
3 [Invoice hlumber_| (Al v|  [pvarabe- |44 W1 B2
| 4 [Date Al -
5
3 Data |
7 [Market ~{Total Quantity Total Income
| 8 [Asia €24 100,108
9 |usa 35 51,560
0 [Grand Tatal 975 151568
1
112
113
i =
i« ¥ oY Invoices ) Sheet1 { FivotTable / K1} I Hl
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the filter are displayed in the lower section of the PivotTable.

Inserting a complex query

Example:

Click and drag the Market
field from Page to Row.
Notice the figure — the
Market field is located to the
left of the Customer Name
field and there is a subtotal
below all the items in the
Market field. Insert an
additional query by selecting
an item in the Page field 4
the upper left of the
PivotTable).

E3 Microsoft Excel - Book1 (o]

‘E] Fls Edt View Inset Fomet ook Dats  Window Help -8 x

A I B | ¢ | Fil =

1_[Invoice Nurmber_|cAl! | = =

2 Date Al -
Data ~I

Market ~[Customer Name | Total Quantity Total Income
| 6 Afiica AIG 180 25,130
7| 294 29,709
|8 | 1030 150,002
9 162 26,753
0 [Afiica Total 1535 291595
|11 [Asia 40 6,040
[12] 15 29,280
[EEX| 236 7,066
|14 524 100,108
|15 | 57 91,989
& 77 13032
155,115

126,260 i

JE | HJJ

ield’s button outside of the PivotTable area in
heet cancels it. If you drag the button outside the
Table area, an X sign appears. If you release the

use at this point, the field is deleted. To cancel this action
nd return the deleted field to the PivotTable, press Ctrl+Z,
or click the Undo icon on the toolbar.

Inserting subtotals

With a PivotTable, you can
insert automatic subtotals,
delete subtotals, or insert
subtotals and additional
functions.

Drag at least two fields and
position them next to one

Microsoft Excel - Book1 _ (ol x|
(€] Ble Edt View Insert Fogmat Iook Data  Window Help -8 X
[ A [ B T D T
1 finwoice Mumber (Al - = ul
2 |Date (A hd
3]
4] Data |
5 | Market ~|Custarner Nare | Total Quantity Total Incorne
[ B |Afiica AIG 150 25130
[ 7 Amazan 594 89,700
[ 8 | Cisco 1030 180,002
£l Pacific Bell 162 26,763
0 | Africa Total 1836 291,695
[ 11 Asia AIG 20 8040
[12] Amazon 15 29 280
[13] Cisco 2% 67 065 | |
[ 14 ] Microsoft 624 100,108
[15 Motorala 577 91,989
) Pacific Bell 77 13.032
7 |Asia Total 1568 309,616
[ 18 |USA AlG 723 104579
[ 19| Dr. Excel 1015 185,118
|20 Intel an3 128,260 &
144 I dnveices hSheet1 { PivatTable [ET LIJJ
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another in a row. In the figure, the two fields that are placed in the row
are the Market field and the Customer Name field.

The subtotals you
insert are calculated
for the items in the
first field — Market.
Double-click the
Market field name
(gray button). In the

PivotTable Field
window, there are
three options for
subtotals.

[ Automatic
[ Custom
= None

Automatic subtotals

PivolT able Field

il

Mame: IMarket K
subtokals Cancel |
& Automatic - -
« Custom il
¢ Hone Advanced... |
LI Layout.., |

™ Shaw items with no

Excel use rmula as the default for inserting sub-totals for
an j int arket field.
Custom subto
[Ei Micwosoft Excel Bookl |
Sele e Custom 2] File Edt View Insst Format Tools Data  window  Help -8 x
. A B C D E F =
subtotals option, and [ [iwoice Number [ orae -
. = ki il evarale- AAULLA 292 ¢ (& B
select additional |3 D';a” : i
1 H 5 |Market w|Customer Name w|Total Quantity Total Income
fUI’]CtIOI’]S (See ﬂgure) | B |Africa AIG 15% 25130
. 7 Amazon 594 83,709
Click OK. e | Cisco 1030 150002
9 | Pacific Bell 162 26,753
10 |Aftica Sum 193 291 595
11 | Adt Count g 8
None A Af:z: A\?:rr;ge 242 36,449
3 |Aftica Max 404 57797
| 14 [Asia AIG 20 5,040
i i 5 A 15 29,280
Data is displayed |2 Amazon - B
H 17 Microsoft F24 100,108
without subtotals. i3 Host T
19 Pacific Bell 77 13032
20 |Asia Sum 1,568 3095145 =
14 4 ¥ W[\ Invoices %Sheet1 { PivotTable 1K - LIJ_‘
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Hiding items

Problem

You can hide items to calculate sums for only the displayed items.

In Excel 97, double-click the name of 1S howe Al
the Market field, and in Hide Items,
select the item called Export. Click
OK

In Excel 2000 and 2002, click the
arrow to the right of the Market field,
and in the drop-down list, cancel the
selection of the items you
hide.

In the figure, notice the i
not included in the I
the data for the

Insert Format  Tools Data  Window Help  Tvpeaquestionforbelp =2 8 X

displayed iterg
=
totaled. BivotTabls = | 8 il i3] == 9
Data |
Customer Name w|Total Quantity Total Income
| B |Asia AlG 40 8,040
Ed| Amazon 15 29280
| 8 | Cisco 235 57 DB
L Microsoft B24 100,108
[ 10 | Motorola 577 91,589
11 Pacific Bell 77 13.032
12 |USA AIG 723 104 679
|13 | Dr. Excel 1015 155,118
| 14 | Intel 809 128,260
| 15 | Microsoft 355 51 560
| 16 | Motorola 234 35968
. . ) 17 Pacific Bell 650 95,324
There is a S|gn|f|cant 18 [Grand Tatal 5385 BB0A2
dlffel'ence between IJq1 » M[% Invoices ) Sheetl ; PivotTable 1« LlJ_‘

the Hide techniques in Excel 97 and Excel 2000 and 2002.

Assuming the customer list is long and you are using Excel 97, to
display an item from the reduced customer list by hiding the rest of the
customers, you must hide every customer name separately (use Shift
to select a non-valid series). In other words, this is not a simple
solution.

In Excel 2000 and 2002, this problem does not exist. You simply
cancel the selection of Show All, and select the items you want to
display. The rest are already hidden.





