Analyzing Data Visually

PivotTables: What Happened?
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1. Identify the steps needed to create a PivotTable. T ‘;"‘":::"‘ — B
2. Use Row Labels to filter the data. 0 e
3. Use the Field Settings to Count Values. e
4. Pivot the Table! 2 o .
5. Format the PivotTable and Pivot Table Reports. o v
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1. Readings
Read Lesson 3 in the Advanced Excel guide,
page 83-116.

Project

A spreadsheet that works with PivotTables in
Excel. This lesson shows how to present data
visually, format data as a PivotTable and display
the Totals.

Downloads
Customer Sales 2013.xIsx
Brown Bag Lunch Sales Team.xIsx

2. Practice
Complete the Practice Activity on page 117.

3. Assessment
Review the Test questions on page 118.

L Lesson 3: Pivot Tables: What Happened?

PivotTable Tools->Analyze

[# Clear~ ['# Fields, lterns, & Sets - m C E +
iy % o =
+/- Field

[} Select - fi OLAP Tools _
i PivotChart Recommended | Field
[3 Move PivotTable Relationships PivotTables lict Buttons Lleadsrs

Actions Calculations Tools lJ Show EJEJ
PivotTable Tools->Design

+| Row Headers Banded Rows S == — — —

Subtotals Grand Report Blank | [ i tiendere || Baded Cnliime || === — = —=—===

+| Column Headers Banded Columns =0 =S====
- Tatals = ' Lavout = Rows ~
iJ EJ Layout lJ iJ iJ PivotTable Style Options EJ
Menu Maps

This lesson demonstrates the Pivot Table Tools Design Ribbons.

1. PivotTable Tools ->Analyze-> Show-> Field List, page 90

. PivotTable Tools ->Analyze-> Show> Field Headers, page 93

. PivotTable Tools ->Analyze-> Active Field-> Field Settings, page 96

. PivotTable Tools ->Design-> Layout-> Subtotals, page 104

. PivotTable Tools ->Design-> Layout->Blank Rows, page 105

. PivotTable Tools ->Design-> Layout-> Grand Totals, page 106

. PivotTable Tools ->Design-> Layout->Report Layout, page 110

. PivotTable Tools ->Design-> PivotTable Styles->Style, page 111
. PivotTable Tools ->Design-> PivotTable Style Options, page 112
From the Insert Ribbon

Insert->Tables->Pivot Table, page 87
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What Happened? The Right Tool for the Task

When something goes wrong, everyone wants to go through the data and find out what happened. The Data Tools are: Sort, Filter,
Group and Subtotal. A PivotTable combines all of the best Data Tools together. A PivotTable presents the data in a visual,
interactive format. PivotTables summarize, sort, compare and filter the data. For some reason, most people teach PivotTables as
an advanced topic. In this lesson, "advanced" doesn't mean difficult: just more steps.

The Computer Mama sez formulas can be difficult. This is actually fun. Try something different.
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Drag fields between areas below:

T FILTERS

ROWS
Category
Product
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Sum of Amount -



T
o::" File -> Open
e % i St 341 Dol Bt - sl WM o= A N
Before You Begin iy e o ey e e
The purpose of this lesson is to investigate the WD 2-a- 40| Elidepe o - | § - % ¢ 10 1 oot ot | et O b | e et i
PivotTable Options in Microsoft Excel. You can Owssss % rem . L | o 1
use a spreadsheet that you created or downloada  * ol I A
sample spreadsheet if you wish. The sample, " ey T— T T T
Customer Sales 2013.xlsx, has two spreadsheet e e e — i1 e
Tabs: Monthly Sales and Customer List. 4 Janeary Pvetin Cacomandy Cobge [ucitns e [ atie Fra VIR Dl § 1300 10
5 Februsry Farmomy e be Sk Coporsin  Caiwwg  Banguet BTN Abex 3 WM
§ Folwaiy Cushine Cimilads Copuss  Caweg ol Prane BRI ks | owam
1. Try This: Open a Sample Spreadsheet ey By oty o Caery v S0 G § S0
8petn a sagplle sg(r)(:gdslheet: ey e oty et oy s vegges | b e — 14 s
ustomer Sales Xlsx 3 by Moo Commty Cologe Edcsins Gy Catrod  GGON Gt § 7
Go to the Monthly Sales sheet. e ?’“*“m"f:'n:': i_*'-_"-“‘ '5‘2 :'"‘r :*‘I‘,“:"‘-"’"' '
B Mk Cutatins Cisiti Copunts  Catwing  Coll Plans BB Akes § 1000 8
3 Mach B0 Abex § HmN
What Do You See? This sheet shows the product mee - e
sales for Charlotte's Website. The first row is = : : @
BOLD: It is the Header Row. The data should be e T T | g oS == st
sorted by Column A, Month. If not, go ahead and QS Mg Sty O Sl Sriniey et Bob | KRR kel _{% SEa%
- i Oty Bt oy EAaAe RNz $ 2
sort the data, first. T T~
So far, so good. Keep going... H A |I B
1 |Month  |Client Category Service Product
|
Me";)° to ie": You tcrj10 not have t?t MATCH the 2 |January Rick Towner Private Catering Cold Platter
numbers shown on these pages. It is more — : : :
important that you begin vsﬁthgsome data and 3 |January Darlene Davis Private Catering Cold Platter
understand the options. 4 |January Hometown Community College Educational Catering Edible Fruit
5 |February Harmony and Me Sushi Corporate  Catering Banguet
6 February Database Consultants Corporate  Catering Cold Platter
7 February Harmony and Me Sushi Corporate  Catering Edible Fruit
& |February Bay County Government Catering Breakfast Buffet
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Insert a Pivot Table
A PivotTable summarizes data and
displays the results. It is a reporting tool

that works very well. Here is how you start.

2: Try This: Insert a PivotTable

Go to the Monthly Sales spreadsheet.
Select all.

Go to Insert ->Tables.

Click on PivotTable.

Keep going...

Insert ->Tables-> PivotTable
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4.2 Create and Manage PivotTables: Create New PivotTables
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Tako ;
One Insert ->PivotTable
o . * 4 Cammmsar Sadew 2071 - samd 2
- ] srdnt Fadd e oAl taty wiw oot bioby
Create a PivotTable — ~ T S , -
3. Try This: Choose the data Q1. R b . . 3
If you selected the entire Monthly Sales tua o o o basver | spsmann roe | e e s =
sheet, Excel will display the Table or & *) £ | Vs
Range: 'Monthly Sales'I$A:$H s t ol : et n ey 8
==
In words, that means "name of your ety
spreadsheet" ! "all of the data in Column A %[}
through Column H." ‘E
i ¢
Try This, Too: Where do you want to e Choose the data that you want to analyze
’ . L[
place the new PivotTable report? The o - (@) Select a table or range
choices are create a new PivotTable in a -

5

new worksheet or place it on an existing Table/Range: | 'Monthly Sales”SA:5H

worksheet.

l:::l Use an external data source

Choose Connecdtion...

iEETREE

Select: New Worksheet.
Click OK. ; Connection name:

Choose where you want the PivotTable report to be placed

Keep going...
P going (@) Mew Worksheet

D Existing Worksheet

Location:

Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Create New PivotTables

Advanced Microsoft Excel 2013 Page 88 of 330



Ta k
L]
Ong

Hello, PivotTable

4. What Do You See? When you click
OK, Microsoft Excel will create a new,
blank PivotTable in a new sheet. The
PivotTable Tools should be available.
There are two PivotTable Ribbons:
Analyze and Design.

The Analyze Ribbon includes:
PivotTable

Active Field

Group

Filter

Data

Actions

Calculations

Tools

Show

The Design Ribbon includes:
Layout

PivotTable Style Options
PivotTable Styles

Keep going, please...

Insert ->Tables->PivotTable
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:'-:- PivotTable Mame: | Active Field:
i PwvotTablel Count of Product B
; L_|E| Options - l__|ﬁ Field Settings 5000 Up
; PivotTable Active Field
B c

o ([T 0]}
v’

Subtotals Grand Report  Blank
= Totals = ' Layout~ Rows~

Layout
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Row Headers

+| Column Headers

PivotTable Style Options
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One PivotTable Tools ->Analyze-> Show-> Field List 5
Bd%s i Commas by 1B LR deeprcad - szl P A ®
PivotTable Fields = A e e
5. What Else Do You See? There are three v o v i i ettt B
parts to a spreadsheet: labels, data, and L +~= o s - -
formulas. In this example the labels include ) . -
Category, Service, Product, Date, Sales Rep e R BB phvetTable Fiekds
and Amount. These labels will become the - — m PivotTablel o e i et
fields in the PivotTable. ol B free=
2[Ry wed To build a report, choose

PivotTables use fields to organize and
calculate the rows and columns. These fields
come from the labels in the first row (the
header) in the spreadsheet.

Look for the PivotTable Field List on the right
side of your screen. How do the fields
compare to your labels?

E3EsgoEcE=E==~

IR

Keep going...

What If You Don't See It? The Field Headers
can be turned on or off with the PivotTable
Tools. If you don't see the Field List try this:
Go to PivotTable Tools ->Analyze.

Go to Show-> Field Headers.

Vol Lok

3
4
3
S 6 |
7
&
]

T k]

Field List

oRO

i
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T,
onre PivotTable Tools ->Analyze-> Show-> Field List
PivotTable: Add Fields T T TR |G - B —
Creating a PivotTable begins by adding o et veh el = o et (RS
fields to the table. Every table calculates Peciuen v - G — =
something: SUM, COUNT, AVERAGE, etc. * . AR
In this example, we'll answer the question: =~ ' .. 1.1, 2 ¥ RN pivotTable Fiekds = X
What did you sell? A B IR —
1 o
6. Add Fields to the PivotTable .
Go to the PivotTable Fields List. - ——
Select: Product. 3 |Row Labels - | o
: - I
: :m::w- boun 4 Banquet L T —
What Do You See? Look at the new D i 7 R R
PivotTable on the left side of the J— 5 |Breakfast Buffet '
spreadsheet. The Products should be - 6 |Coffee and Tea
displayed in the PivotTable. = i — —
sprayedin e Fivottable 2l 7 |Cold Platter P T b| F |d
Keep going... . 8 |Cookies and Tea Ivotlable rields
9 _Edible Fruit - Choose fields to add to report:
10 |Fruit and Veggies
11 |Hot Platter Month
12 |Private Client
13 |Salads and Soup Category
14 |Sweets Service
15 | (blank) v Product
16 Grand Total R
1?' Sales Rep
Amount

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Create New PivotTables
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onre PivotTable Tools ->Analyze-> Show-> Field List
BE % Camoan L 2015 LAM dedvarncad - st T
PivotTable: Row Labels [T = o wweor s s s we v o
7. What Else Do You See? Look atthe =" " Pl o | e
bottom of the Field List. PivotTables Pt e e ] o s sems Caaamans
have Filters, Columns, Rows and Values. * I v K | Rowutes
When you add a Field to PivotTable, it (¢ ¢ ¢ 1 0,3 M 1 P _F .t W », 29
will be shown here. b ]
Py
L T

The Product field was added to the Row !
Labels. The data is shown in Rows: one ~ * =sre
Row for each Product (Banquet,
Breakfast Buffet, etc.) 2| Prvate

Keep going... E ot
E Drag fields between areas below:
T FILTERS Il COLUMMS
= ROWS Z VALUES
Product i

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Create New PivotTables
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One PivotTable Tools ->Analyze-> Show> Field Headers

3 |Rowlabels |+
2l SotAtoZ

Z| sotZtoA

PivotTable: Field Headers

Row Labels are Filters. The top row of the
PivotTable is the Row Label: This is the Field

Header. You can use the Field Header to display
all of the products in the PivotTable or just a few.

8. Try This: Filter the Data
Go to Cell A3.

Muore Sort Options...

Click on the Row Labels. Label Filters ’
Select: Edible Fruit. Walue Filters b
Select: Fruit and Veggies. B
When you click OK, the PivotTable will display |Search j,}|
those two products.
-[H] [Select All) LS
-] Banquet

Try This, Too: Show All of the Data
Click on the Row Labels:
Select: (Select All)

-] Breakfast Buffet
-] Coffee and Tea

Click OK. -[] Cold Platter
-] Cookies and Tea 1|
What If You Don't See It? The Field Headers -[v| Edible Fruit 2
can be turned on or off with the PivotTable Tools. -] Fruit and Veggies 3 |Row Labels IEI
If you don't see the Field List please try this: -] Hot Platter - - w
Go to PivotTable Tools ->Options. -] Private 4 | Edible Fruit
Go to Show-> Field Headers. [ . s v 5 |Fruitand Veggies
& |Grand Total
| ok || Ccancel —

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Manipulate PivotTables (Field Headers)
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PivotTable: Field Values

So far, this PivotTable has the Products in the
Rows. PivotTables also need data. When you

add a Field to Values you can do calculations.

1. Try This: Add a Value

Go to the Field List

Drag and Drop Amount to the Values.
(Yes, it may say Count of Amount.)

Keep going...

PivotTable Tools ->Analyze-> Show> Field List

BE Bt Cummpmar Loy 215 LM Aavancoed - Roand T
- vons | SGIET  MASILERSRS BORMARAL  BMAL  BREW WIe muedi Gdee
_— X Cw . Coa =
y Calbn - - K& =
B oy - .
e TR Ol o Choose fields to add to report:
AR " Fom
A&k = ) - - & Farm Lalwh
- o1 e s | [1Month
1 -
3 [] Client

%

[ | Category
[ ] Service
Product
[ ] Date

[ ] Sales Rep
Amount

é
;

- e

MOIRF TARI F5...

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Manipulate PivotTables (Values)
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r
onre PivotTable Tools ->Analyze-> Show> Field List
g% 0 Commomay S 2015 EAM Atvancad - Lol i f = a x
. . _ cos | MERT  PAliLEeSed  ORMLK Bt BhEW  Wie waced Gl [Pe——— l
PivotTable: Values ke s Fem e [ B B B
2. What Do You See? When you add the b e ruima | B T 1= | 22 0 Bl | <%+ | | ot G | et O bt | ik
Value, the PivotTable will automatically count Cpbaed - — e - — —
the records for each row. There is a Grand = . ARl
Total for all of the Products, too. =k . R PveiTatie Felds. =%

R e

This PivotTable Counts the number of sales. A B , LR e
For example, there were 11 Banquets sold. 1
Count is the default field value. It might make 2 _
more sense to use to SUM instead of COUNT 2 |Row Labels - Icount of Amount
for the Values. Where are the options? = ot e s e
4 |Banguet 11 T —
Keep going... 5 |Breakfast Buffet 15
6 |Coffee and Tea 2 Y —
7 |Cold Platter 7
& Cookiesand Tea 1
9 |Edible Fruit 14
10 |Fruit and Veggies 5
11 |Hot Platter 3
12 |Private 5]
13 |Salads and Soup 1
14 | Sweets 3
15 |(blank)
16 |Grand Total o8

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Manipulate PivotTables (Values)
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Tai,&

Opg PivotTable Tools ->Analyze-> Active Field-> Field Settings
B - e s o e o ] ; 3
Edit the Field Settings e~ A B B BB e B R
3. Try This. Change the Field Settings e oo o e e~
Select Cell B3: Count of Amount. et e e s soant s s s -
Go to PivotTable Tools ->Analyze. L - k| Gom ol amout
Go to the Active Field group. 4+ OGN < 0 1 ¢ [ 8 W 11 K00 MR ] iTable eide N
Select: Field Settings. :l-_w- - S| etk i | ©
; :y::.:t:“c 1; T bemmr ey :4:
PivotTable Mame: | Active Field: 7 ot P : Po—— S
§ Coohir e~d Tes ] < Pewliert
0 Fadie o kL i e V] T Das
|Pi1.fc|.tTa hlel | |CDLI nt of Amount ) 18 Frut an g f By o kit bl
) ) ) il | . ‘ - . e
E|:L| Options - l__|ﬂ Field Settings [gyn | |3 : - g Sk e s
S| [bdard) L = T i # Cousamd
PivotTable Active Field ey "
- [pamiee Pivendd on Caarl
] -
Keep going... = i, -y
1]
¥
Memo to Self: In this example, the easy way et | ity e | Comtomer i | e |
to open the Field Settings is to double-click the AL — -
Count of Amount Field Header on the B C §:l s

PivotTable.

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Manipulate PivotTables (Field Settings)
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Ta
Onze PivotTable Tools ->Analyze-> Active Field-> Field Settings
LN M pvaresd sy :
- - s erdet Fadd Lawdes ddaan il bata L wim Adae vTY o Thigters Lo
Value Field Settings M v 1 —— S T R
A PivotTable can use these functions: R TR e ot s el
Sum a2l s P e - --'A :::-N ] P h-«w - - .:_. -
Count u - E | Consn ol dmsn
Average & Esigeea « ] ] i a L 1 ] K i " N & "
m" oo - o]
Product iy
Count Numbers s
2%23; o resesvsel Source Name: Amount
i Evreste
Var o meess=l Custom Mame: | Sum of Amount
Varp 13 ]
T Gaaed Pl : "
4. Try This: Choose the Calculation u L2ummarize Values By | Show Values As
Select Sum from the options. = Summarize value field by
The Custom Name should update to: 5 -

Sum of Amount.

Click OK and keep going...

Memo to Self: You can summarize the values
as a percent of the row, column, group or total.
You can also display the values as the
difference, % of difference or running total if

you wish.

Choose the type of calculation that you want to use to summarize
data from the selected field

sum 8
Count

Average

Max
Min
Product

HNumber Format

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Use Calculated Fields
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One PivotTable Tools ->Analyze-> Active Field-> Field Settings

e % i Cammoman Saben, 31 B LA deemrcad - el
olanal B W e

Sum of Amount

5. What Do You See? When you change the
Field Settings from Count to Sum the
PivotTable will update the calculations.

=3
it

F
L
7

The example on this page shows the sales

amounts, although the numbers may look odd A B

because the amounts are not formatted for 1

currency. |
2

Do This: Save Your Spreadsheet 2 |Row Labels - | Sum of Amount

g?ot\?vsl:e“teo;osuarvdeo.cuments folder. 43| Banquet 2150

File Name: My Name Customer Sales. 5 |Breakfast Buffet 17470

Click SAVE to save the file. 6 | Coffee and Tea 1200
7 |Cold Platter 2980
& CookiesandTea 600 i
9 |Edible Fruit 4250
10 |Fruit and Veggies 2500
11 |Hot Platter 1110
12 |Private 600
13 |Salads and Soup 50
14 |Sweets 630
15 |(blank)
16 |Grand Total 33540

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Manupulate PivotTables (Field Settings)
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Ta
On:G PivotTable Tools ->Analyze-> Show> Field List 1
g% Commomas S 01D EAM Avarncad - Lol Feiah b v W A R
PivotTable: Column Header ~[MEN ™ ' wior o o oo e oo o e o
We began this PivotTable to answer the e ot s i DO et T
question: What did you sell? The next question =~ = ana s o = s soams Cmamne tee e
would be: Who bought what? “ . v E | Colomtibik -
A l € o ] ¥ L] - 1 ] € o L] &~
1 PreatTabde Fields =N
In this spreadsheet, the clients are tagged as " [N ey e S
Corporate, Education, Government and B S (o
Private in the Category field. So, how many - Py =eeemooT; " preem el
Breakfast Buffets were served to our corporate  * “me o - o -
clients? Who bought what? - — =
The Category field will be added to the Bl - ™ » e
Column Header. Here are the steps. e —
iTa Him e I

Before You Begin: Select the PivotTable. The
PivotTable Tools should be available.

LU L]

Drag fields between areas below: S

1. Try it: Add Another Field T FILTERS Il COLUMMS

Go to the PivotTable Field List. Cat -
Drag and Drop the Category Field to the ategory
Columns.

Keep going, please... = ROWS T VALUES

Product -

Sum of Amount

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Manupulate PivotTables (Columns)
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r
onre PivotTable Tools ->Analyze-> Show> Field List 2
Column Headers 8 5 s e P o
2. What Do You See? This PivotTable 1 |
now has a Column Header that shows the = 2
Categories in Columns. There is a Subtotal ‘ I
for each category: Corporate, Educational, 2 |Sum of Amount |Column Labels ~ |
go:/emment Fl’rivate. These are the 4 |Rowlabels |~ Corporate Educational Government Private (blank) Grand Total
olumn Labels. 5 |Banquet 50 2100 2150
What Else Do You See? Cell B3 is the B | Breakfast Buffet 400 810 16160 100 17470
Filter for the Column Labels. 7 |Coffee and Tea 1200 1200
. 8 |Cold Platter 2050 630 300 2980
Keep going... ] .
8 |Cookies and Tea 600 600
Memo to Self: These numbers may look 10 |Edible Fruit 150 4000 100 4250
odd because they are not formatted for 11 |Fruit and Veggies 100 2400 2500
Accounting ($). —
12 |Hot Platter 210 900 1110
13 |Private 100 500 600
14 |Salads and Soup 50 50
15ﬁ Sweets 420 210 630
16 |(blank)
17 | Grand Total 2850 8170 21470 1050 33540

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Manupulate PivotTables (Column Header)
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Pivot the Table

What is a PivotTable, anyways? To Pivot
means to move the data from the Rows into
the Columns. This is cool.

Before You Begin: Select the PivotTable. The
PivotTable Tools should be available.

3. You Gotta Try This: Pivot the Table!
Go to the Field List

Drag and Drop the Category Field from the
Columns to the Rows.

Please make sure that Category is ABOVE the
Product field.

Really, keep going...

PivotTable Tools ->Analyze

e % Commomas Sy 201 EAM detvrcad - el

B o ot bsloc  dotaud B MW We wwesn | ol
e R = = | Gow
Pl ot 3 et
) Oopltuiei. & Forkd e T:: .:-:.. e ?::.n" = ks P Talele
et 3N P el Faw Sen s o |
L1 = 5 e & e 3 Rrmsant
i s L] T o ] ¥ L) - ! ) € i
:
i Yy ol Aol ey Lo, -
4 Wonm Ly o e ¥ sthmnsd Cotnrrd vl Pibesls ek CGawad Torsl
3 Burcuet L] 2100 s
B Beraitent Batel &0 e W e N
T Coffes ardlTea 1 1
§ | Cold Patter 200 L bid Fe
§ Coohiei and Fea L] L=
M| Cdubie Froe: 15 L] Lo AT
B Bot s Vet 04 b ] man
B o Fare s b 1
B Private 10 508 L]
i et s o * I
1 Sweety & m L]
L]
AT Gawnd Forsl ara iR A e e
-
-
= Drag fields between areas below:
B
o
- et | weswi ¥ FILTERS Il COLUMMNS
M C [+ s
= ROWS ¥ VALUES
Category 2 Sum of Amount ™
Product i
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5.1 Create a Chart: Switch Between Rows and Columns in Source Data
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Opg PivotTable Tools ->Analyze
LG ' Comoomar Saben 2013 LA Aetvmncad - Raal T ONOIARE WO v 4
PivotTable: Display L el I e v T . T
4. What Do You See? There are four Categories. = = - o Ot | il D
Each Category has a Subtotal. The names and the =~ = : e o ==
sum of the amounts for each Product sold is listed . A B l
in alphabetical order in the client categories. e | .o ‘hi siTable Fields =%
r— I
What Else Do You See? The Row Labels in Cell ~ © "% I i o
A3 have Filters. You can use the filter to show ¢ wwwsse 3 |ROW Labels - .5U"' of Amount -
some or all of the Categories. }  ewewgs 4 | B Corporate 2950
L] Frivate 1
o . - 3 Banguet 50
This is a good place to pause and try that again. B i s —
Try switching the fields from the Row Labels to the 1 " 6 Breakfast Buffet 400
Column Labels. Look at the PivotTable and see e 7 Cold Platter 2050
which way is easiest to read, which way makes ] < oyt T ] ]
more sense. | e N Edible Fruit 150
B encvmn | 9 | Fruit and Veggies 100
Then, Save. T e [ 10 Private 100
E = Educational 8170 |
Memo to Self: These numbers may look odd
because they are not formatted for Accounting ($). 12 | Banguet 2100
13 Breakfast Buffet 810

14 Cold Platter 630
15 Edible Fruit 4000
16 Hot Platter 210
17 Sweets 420
18 | = Government 21470

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Manupulate PivotTables (Group Records)
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Ong PivotTable Tools ->Design-> Layout
@ EH B Comaman Sy 011 LAM demncond - Rstl T PROARL O | oW
PivotTable Design T T e e ' I' 1
There are two sets of PivotTable Tools. The i St | et B | ot e | e G
following pages will walk through the - Pt s et
PivotTable Tools Design Ribbon. ) : E | houthit
1 — ! : ° ! ! : ! : : : ‘ . - i PreotTable Fiekds =H
1. Try This: Review the Design Ribbon T — o
The Layout Group lets you format the: 4 Cupenste e
Subtotals i v - e
Grand Totals [ e g o
Report Layout et - S o
Blank Rows s - e
T - g e
The PivotTable Style Options are: | [ e T " coveann
Row Headers - Pl o
Column Headers | i o — —
Banded Rows 1| oo s ten b e
Banded Columns ——

1]
¥

ot Patie 00

Keep going...

=]
+| Row Headers Banded Rows =
Subtotals Grand Report Blank | [ Column Headers Banded Columns é
o Totals = ' Layout ~ Rows~
Layout PivotTable Style Options

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Format Data
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Design Layout: Subtotals

PivotTable Tools ->Design-> Layout-> Subtotals

e Cwamomas Sian 7010 LAN Anvarcad - Lol

- [

By default, a PivotTable displays the Subtotals s «ne N . . . . +| Row Head

at the top of a Group. You can change the

Layout with the PivotTable Design Ribbon. - n.:.n- Subtotals Grand | Report Blank | [ column H.

Here are the steps:

Before You Begin: Select the PivotTable. The
PivotTable Tools should be available.

2. Try it: Change The Subtotal Layout

Go to PivotTable Tools ->Design.
Go to Layout-> Subtotals.

Select: Show all Subtotals at Bottom of

Group.

What Do You See: The Subtotal options

include the following:
Do Not Show Subtotals

Show all Subtotals at Bottom of Group

Show all Subtotals at Top of Group
Include Filtered Items in Totals

Keep going...

i Totals = ' Layout ~ Rows~

:I Do Not Show Subtotals

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Format Data (Subtotals)
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===| Show all Subtotals at Top of Group

—=-| Show all Subtotals at Bottom of Group

T ProatTabée Faekds =

L ]

+ Catmyory

B T

T Faren B Cousamn

Row Labels - lSum of Amount
| = Corporate
Banquet S0
Breakfast Buffet 400
Cold Platter 2050
Edible Fruit 150
Fruit and Veggies 100
Private 100
Corporate Total 2850
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One PivotTable Tools ->Design-> Layout->Blank Rows

BHS i Cimmoman Saf 2510 AN Avgncad - Rand T W a R

Layout: Blank ROws Il < e ru:-.:;:;n desaa i "

This PivotTable is an Outline with a couple Of = s s st Bt i : +| Row Headers Banded Rows

T

groups: Category and Products. You can add tavter s T s oo
Blank Rows between the groups to make the ~ * S e uns Subtotals Grand | Report 'Blank | [ cglumn Headers | | Banded Columns
PivotTable easier to read. e ' ~  Totals~ ' Layout~ Rows~
Before You Begin: Select the PivotTable. The + eresr avout - Insert Blank Line after Each Item
PivotTable Tools should be available. s e - .
3. Try it: Insert Blank Rows :
Go to PivotTable Tools ->Design. Remove Blank Line after Each Item
Go to Layout-> Blank Rows.
Select: Insert Blank Line after Each Item. -
Row Labels - lSum of Amount
What Do You See? The options are: = Corporate ,
Insert Blank Line after Each Item - o
Remove Blank Line after Each Item Banquet 30
K ] Breakfast Buffet 400
eep going...
P going Cold Platter ZGSGF
Edible Fruit 150
Fruit and Veggies 100 3
Private 100
Corporate Total 2850
= Educational
Banguet 2100
Breakfast Buffet 810

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Format Data (Blank Rows)
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Layout: Grand Totals

The Grand Totals can be added to the Rows, the

Columns, both or neither.

Before You Begin: Change The PivotTable
Select the PivotTable. The PivotTable Tools
should be available.

Edit the Field List, please.
Rows: Products

Columns: Category
Values: Sum of Amount

4. Try it: Change The Grand Totals Layout
Go to PivotTable Tools ->Design.

Go to Layout-> Grand Totals.

Select: On for Rows and Columns.

What Do You See? The options for the Grand
Totals include the following:

Off for Rows and Columns

On for Rows and Columns

On for Rows Only

On for Columns Only

Keep going...

PivotTable Tools ->Design-> Layout-> Grand Totals

[ S ‘ Comumar S 2913 LA v - sl ey i
Bl e s s w L e e wuom | o
- iy Gk ade . . sasas |223 e

- . ' | PivotTable Fiekds %

I: B e L L
-
[ i boa o i, iy stk Catered bt Privile (Stask] (el Toksl

L0 - 2100 i

T Catmgory

Frosden1

et & 3 o N
J
] +| Row He

Subtotals Grand | Report Elank | [ coumr  Government Private (blank) Grand Total

E: < Tetals = ' Layout~ Rows~ 710
' Off for Rows and Columns 16160 100 17470
|| A3 : 1200 1200
= .| Onfor Rowsand Columns 300 2980
1 E 100 4250

2 | El On for Rows Only 2400 5500
Ssum 300 1110

4 |Row On for Columns Only 500 c00

[ = DA SG SG
210 530

21470 1050 33540

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Format Data (Grand Totals)
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One PivotTable Tools ->Design
@B EH S g Cumamar S 2015 LM Avarcad - sl T r a x
- H - [ TR T S LTR L e e R
LaYOUt- Filter the (blanks) - ISum of Amount l{:nlumn Labels | |
Well, you have been patiently waiting for this obint et | et Bk | G s
: T 2] SortAteZ
lesson for pages and pages. How do you hide tapeen Lot
the (blanks), the records that have no data- . < L Lb= 7
nOthing1 nada’ de rien? 1 e . . Al 52”5 ZtoA - PreotTabde Fields X
i W More Sort Options... oo e st e 7 -
Before You Begin: Select the PivotTable. The = = fouotons -
PivotTable Tools should be available. R Y 7 ey
Try it: Filter the (blanks) — | Label Filters 4 o
Click on the Row Labels in the PivotTable. . Value Filt n el
Unselect: (blank) e AelHE e S
F L]
At Search 2 ¥ i
Click on the Columns Labels, too. — o i
Unselect: (blank) -] (Select All i -

i« Carporate R
[ Educational
[ Government
[ Private

So far so good. AR B8 biank)

You should see Filters on the Column and
Row Labels in the PivotTable.

3 |Sum of Amount |{30Iumn Labels v‘l’l

4 Row Labels -T| Corporate Educational
3 |Banguet 50 2100
6 |Breakfast Buffet 400 810
7 |Coffee and Tea

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Format Data (Filter Blank Rows)
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o::’ PivotTable Tools ->Design-> Layout
g EH s : Comoman St 2911 LM Aemncad - Rzl SROTAME WA, | ¥ 1
PivotTable: Report Layout R T T T e e rTyr e S aed :
There are several Report Layouts that you should b St | et Bt | ot e ot o || 22525
consider. The goal of any PivotTable is to display the tavret et g tsaes
data. Depending on the data, some of the layouts " : £ | Sobemaisi .
make sense while others seem confusing. = P et s e MR pvatTable Felds. = %
3 I _m A S R W T L
Before You Begin: Select the PivotTable. : l-_-:-:-;:_ | Ny Entevary. Moyl Apel vy by iyt et g ek e
The PivotTable Tools should be available. e = = o Cleery >
1. Try This: Edit the Field List x ',f,",’;;‘mm " - ,; :‘:
Rows: Category, then Product . —__ e o
Columns: Month . . g Bt b
Values: Sum of Amount = L L L I Tame 6 comes
Keep going, please... B e e == o = = : _
B sweets Drag fields between areas below: RR——
Su Fobon atiwnad Tontal L) r~_:_':_
T FILTERS Il COLUMMS [ | e
Month -
= ROWS Z VALUES
Category e Sum of Amount -
Product A

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Format Data (Design)
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PivotTable: Report Layout

2. What Do You See? The PivotTable now has
subgroups for each Category. The monthly sales
numbers are calculated and displayed in the
Columns.

What Else Do You See? The Column and Row
Labels have Filters. The (blank) data has been
filtered.

OK, that's the setup for this PivotTable. Let's
investigate a few of the Report Layouts.
Keep going, please...

Memo to Self: These numbers may look odd

because they are not formatted for Accounting ($).

PivotTable Tools ->Design-> Layout->Report Layout

BE % Comomas S 7010 EAM detwrcad - sl
- | ardet Pl L Lge _— TVL N tats Wl e AN WY
[ L A =
I 1 F T

[ fre.

- [U—

B Oy Sow Temsina

Bty s Pals Py s
u £ | Cobemn el

'y ] (- [ d|¥, % | B 1 ¥

I
4 oo day ==

Aty MRach Bpril ey R bl Augu Seplesie Goasd fonsl

& Wiskehy, S, 8 Ly *

(9

Fountl bt Baamomorarcird Pkl
Fovps ™ phiy i

-
Pl
Iiadiery.

e

i 1803

PrvotTable Fiekds o
R e e R

= ...
: Sum of Amount Column Labels *l
Row Labels -T| January February March April May
| = Corporate
Banguet 50
Breakfast Buffet
Cold Platter 950 1100
Edible Fruit 100 50
Fruit and Veggies 100
Private 100
Corporate Total 1100 1150 100 100

@ "
B e

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
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Report Layout Options

: I Y Tr— Ranes By
3. Try it: Change the Report Layout s oo i s i i Row Headers

Go to PivotTable Tools ->Design.

Go to Layout-> Report Layout. Y (T . Subtotals Grand | Report Blank Colurmn Headers |
Select: Show in Outline Form. i — m— “ Totals -~ ' Layout~ Rows -

il:_'m_ : - Layol = )
What Do You See? The Report Layout : copss — == | Show in Compact Form
options include the following: - e — B3 —
Show in Compact Form : - i ]
Show in Outline Form " S - Show in Outline Form
Show in Tabular Form . S A —
Repeat All Item Labels M Bt 1 —
Do Not Repeat Item Labels . it = | =X Show in Tabular Form

1] S Era 1 ¥ -

L] ot Fatter S
OK, that works for now. 5 ' - ‘: 3:| Sum of Amou —

n *:;ﬂ;‘* « 4 |Category E_ Repeat All Item Labels

= Corporate
_ Do Not Repeat Item Labels

PivotTable Tools ->Design-> Layout->Report Layout

g% i Cumpmar Lo 2011 LN davancnd - sl
MAN SR RAMLeSOT  BoRaLd B e

i i | | e

T X

[

3 |Sum of Amount Month |E|

4 |Category E_leduct January February  March

5 | = Corporate

B | Banquet 50

7 Breakfast Buffet

8 Cold Platter 950 1100

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Format Data (Report Layout)

Advanced Microsoft Excel 2013 Page 110 of 330




PivotTable Tools ->Design-> PivotTable Styles

BE S & Commoomar Safen 2015 EAM defvmncad - Reanl T PDTRRE R Tt an
PivotTable: Styles 0 8| B B [ o [ =i 1
A PivotTable can be formatted with Styles. obbut Geand | Bt B | ot tasdes | hand e

Before You Begin: Select the PivotTable. The
PivotTable Tools should be available.

1. Try it: Format the PivotTable Style
Go to PivotTable Tools ->Design.

Go to PivotTable Styles.
Select: Pivot Style Medium 3.

What Do You See? The PivotTable Styles
formatted the Column Headers (Sum of
Amount, Category, Product) as well as the
Row Headers (Corporate, Educational, etc.)

Keep going...

Tutaly - Ly - Ry -
Lt gt o T (R

E
r

Categary

“| PivotTable Fiekds %

Dt A 5 B 1 T @ -

IEEYBEIEEECE SR I B e

Sum of Amount Maonth u
Category Ed product Edanua ry February
B Corporate

Banguet

Breakfast Buffet

Cold Platter 950
Edible Fruit 100
Fruit and Veggies

Private
Corporate Total 1100

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Format Data (PivotTable Styles)
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PivotTable Tools ->Design-> PivotTable Style Options->Style

g %S Cimomar b 110 LAA dvwrcad - s C=r T W= &
PivotTable Style Options T e ——— == 2
The PivotTable Style Options offer quick b Gt | ot B | ot e | e G Cr
formatting choices. Here are the steps. ot st e -

2. Try it: Edit the PivotTable Style Options

o - ; - ‘I Row Headers Banded Rows L

i “| PivatTable Fiekss -
Select the PivotTable. 1 SR— .
Go to PivotTable Tools ->Design. o8 Column Headers || Banded Columns - m:: o -
Go to PivotTable Style Options. . — v
Select: Banded Rows. & 7 e ¥

" D

L] s, By
What Do You See? In this example, the Banded p St
Rows have been formatted with a bottom border. . 1 g b s b

: \ T e ©ormamn
OK, that about does the discussion on the .
PivotTable Design Ribbon. . — * e

& gy ¢ Semoldmow *
Memo to Self: If you select Banded Columns, the — ] Month Kl

well.

Columns will be outlined with vertical borders as r 8
€ e F'rI:u:iuu::t B January February

=3 = Corporate

(<} Banguet 50
7 Breakfast Buffet

8 Cold Platter 950
9 Edible Fruit 100
10 Fruit and Veggies
11 Private

18 Corporate Total 1100

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Format Data (PivotTable Styles)
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PivotTable Options:

Layout & Format

PivotTables have Options. The Options program
everything from formatting the Columns when the
data is updated to whether the Totals are shown.

1. Try it: Find the Layout & Format Options
The PivotTable is still selected.

Go to PivotTable Tools ->Analyze->PivotTable.

Click on Options.

What Do You See? The PivotTable Options are:
Layout & Format

Totals & Filters

Display

Printing

Data

Alt Text

The Layout & Format options are shown:
In the Layout section the option to Merge and
center cells is unchecked (by default).

In the Format section Autofit column width and
Preserve cell formatting on update are both
checked on (by default).

Keep going...

PivotTable Tools ->Analyze-> PivotTable-> Options

BE S i S 2611 LN el - B

| R T I I i st +
P kol Py iy Wi ’L T | G Tt ; e e & Clawr v W Ve, ey, 6 iy~ 1 " I w I am
[ e [rm——n [\, [ro—"—. L ‘j_ - 8 et = ? = e
— a [R e — Buptersi. {Bearagn Chsty Fenti bt Paveoromercird Pkl wft il
1 Cpliubtet e Faee Tampinw - ewers 8l P FamTiban dni Befoms Fesdoy
et s Aary Pgrg b 3 L e A LA Vs k] -
e & | Cangary

~| PivolTabie Fields -x
Dnapd e W B W L & -

Lopal B0t | Tgtarn & Pile, | Dnplny | Freiing | Bele | 48 Teel
Loy

Ewm e e

=

B

SEEE

=

Layout

|:| Merge and center cells with labels

BRI E
—

When in compact form indent row labels: |1

Iil character(s)

i i
D ——

Display fields in report filter area: | Down, Then Cver Izl I'

Report filter fields per column: |0 Iil

Format

[ ] For error values shows: I:I

For empty cells show:

Autofit column widths on update
Preserve cell formatting on update

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
4.2 Create and Manage PivotTables: Modify Field Selections and Options (Layout & Format)
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PivotTable Options:

Totals & Filters

2. Try it: Find the Totals & Filters Options
The PivotTable is still selected.

Go to PivotTable Tools ->Analyze->PivotTable.

Click on Options. Go to the Totals & Filters tab.

The Totals & Filters options are shown:

In the Grand Totals section the option to Show
grand totals is checked on for both rows and
columns (by default).

In the Filters section the option to Allow multiple
filters per field is not checked on.

In the Sorting section the option to Use Custom

Lists when sorting is checked on. We use Custom

Lists to sort months in chronologically (January,
February, March) not alphabetically.

Keep going...

PivotTable Tools ->Analyze-> PivotTable-> Options

!:yh o P —
- oM GGERT Pl doRaskd Bl dRaw Wi wasel | i Diatons bk ‘
[ p—— T ) e T » CEE
RenTuble! Y4 Cougay | P it Changa Dute | L 1= R——
g i e, ticw Temgine - Sowmes 8 A FoanTable Positebi | (R B
Reathite Pl v " ’ : Py
AL L = Cilegory
5 L] L] e
1 PreotTable Fuelds
; R P || Pt P | | ooy | ety | ke || e i B B 0 L
4 I e
[N o P g HLA 1
. e A
7 Brwafan et rawy
] Codd Matier
L
L]
"
uE
L]
-
L]
-
i
L ] . . .
" Layout & Format Display = Printing Data
]

A

BE

Grand Totals

Show grand totals for rows
Show grand totals for columns

Filters

Subtotal filtered page items
|:| Allow multiple filters per field

Sorting
Use Custom Lists when sorting

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
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G,,oe PivotTable Tools ->Analyze-> PivotTable-> Options
[ NS - Commmomas Sy 315 LN detvced - sl Py
PivotTable Options: Display =~ M § fo s B s & 3 5 o=  we—em » R
3. Try it: Find the Totals & Filters Options ~AiR e 9, | - Rk g | ot
The PivotTable is still selected. el

The Options are open. Go to the Display tab.

The Display options are shown:

In the Display section the default options are:
Show expand/collapse buttons

Show contectual tooltips (help stuff)

Display field captions and filter drop downs

You can select Classic PivotTable layout (the old
way). You can also Show the Values Row.

In the Field List section the default option is to

Sort in data source order. For example you could
sort by the Categories in our little PivotTable.

That's enough for now.
Click OK to close the PivotTable Options.

Save your work.

R e

i
i

IEE2EIEIECE

PivotTable Name: | PivotTablel

Printing I Data I Alt Text |

| Layout & Format I Totals & Filters

Display
Show expand/collapse buttons

Show contextual tooltips

Show properties in tooltips

Display field captions and filter drop downs
[] Classic PivotTable layout (enables dragging of fields in the grid)
[] show the Values row

Show items with no data on rows

Show items with no data on columns

| Display item labels when no fields are in the values area

Field List

() SortAtoZ
(®) Sort in data source order

Exam 77-427 Microsoft Excel 2013 EXPERT
4. Create Advanced Charts and Tables
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e e e | o vt s | o Cotoms
PivotTable: Summary e e -
This lesson looked at PivotTables and the = | B .
PivotTable Tools. In the next lesson, we will mm— : EEE ' : : : : : ‘ | ivoiTable Fields -
investigate the options for PivotCharts. i FAR—— 0

4 = o
OK, OK. Allez allez in free. You done good. : P - r— — g
Go get a cookie! : S o o o .

L] ate By

T i b diemm
sum of Amount Month Ka o ’
F'm duct Ed January February — T
= Corporate = Drag fields between areas below:
(4} Banquet 50 -
7 Breakfast Buffet T FILTERS Il coLumms
g Cold Platter 950 Manth -
9 Edible Fruit 100
10 Fruit and Veggies
¢ « 1 Private = ROWS % VALUES
ﬁ__#,/; Product i

Advanced Microsoft Excel 2013 Page 116 of 330



Practice Activities
Lesson 3: What Happened? (PivotTables)

Before You Begin: Download the sample spreadsheet: Brown Bag Lunch Sales Team.xIsx.

Try This: Do the following steps
1. Open the spreadsheet: Brown Bag Lunch Sales Team.xIsx.
2. Go to Sheet 1. Select Row 1 and remove the Filters.
3. Select Sheet 1 and Insert a PivotTable on a New Worksheet.
4. Use the PivotTable Tools to Show the Field List
5. Edit the PivotTable Field list as follows:
Select the Field: Market (It should be placed in the Rows, by default).

6. Drag the Field Sales to the Values (It should be placed in the Values as Count of Sales)
Change Count of Sales to Sum of Sales

7. Select the Field: Sales Agent (It should be placed in the Rows, by default).

8. Move the Field: Sales Agent from the Rows to the Columns

9. Format Column B:G for Accounting.

10. Save this as YOUR NAME What Happened Practice.

Advanced Microsoft Excel 2013 Page 117 of 330




Test Yourself

1. Which Ribbon has the command for
creating Pivot Tables?

a. Home

b. Insert

c. Data

d. Review

Tip: Advanced Excel, page 87

2. Which are Pivot Table Tools Ribbons?
(Select all correct answers.)

a. Analyze

b. Design

c. View

d. Format

Tip: Advanced Excel, page 89

3. Where do the Pivot Table fields come
from?

a. Entered in the Pivot Table dialogue box
b. The spreadsheet labels

c. Default in Excel

Tip: Advanced Excel, page 90

4. The row labels in a Pivot Table are filters.

a. True
b. False
Tip: Advanced Excel, page 93

5. Which of the following are functions a
Pivot Table can use?

(Select all correct answers.)

a. Count Numbers

b. Sum

c. Average

d. Max

e. Min

f. Product

Tip: Advanced Excel, page 97

6. Which of the following are true about
subtotals in Pivot Tables?

(Select all correct answers.)

a. Default is to show the subtotal at the top
of the group

b. Command is Pivot Tables-> Tools->
Design> Layout-> Subtotals

c. Subtotals cannot be removed

Tip: Advanced Excel, page 104

7. Which of the following is an option for
Grand Totals? (Select all correct answers.)
a. Added to Rows

b. Added to Columns

c. Added to both Rows and Columns

d. Added to neither Rows or Columns

Tip: Advanced Excel, page 106

8. Which of the following are report options?
(Select all correct answers.)

a. Show in Compact form

b. Show in Outline form

c. Show in Tabular form

Tip: Advanced Excel, page 110

9. A Pivot Table can be formatted with Styles
a. True

b. False

Tip: Advanced Excel, page 111
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