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DESCRIPTION

This training document introduces you to using Pivot Tables and Pivot Charts within
Excel 2007. You will learn how to use pivots to manipulate data available in an Excel
spreadsheet. You will work with columns and rows, and learn how to summarize data,
such as the Sum and Average functions. You will learn how to open and use PivotChart
Tools, including chart types, chart designs, and add chart titles. This training will also
instruct how to import data from an external source.
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Module 1: What is this Pivot Thing Anyway?

Learning Objectives
After completing this module, you will be able to:

Define what pivot does.

Create a pivot table.

Manipulate data in a pivot table by moving columns and rows.
Summarize Data by using common functions, such as Sum and Average.

W

Excel 2007 Pivot Tables and Pivot Charts 5




Overview of PivotTables and PivotCharts

There are a lot of ways to summarize, analyze, and display data in Microsoft Excel 2007. You can
order data, filter data, sort data, analyze data by using statistical and financial functions, create
pie charts, line charts, and scatterplots, create.... Well, you get the idea.

Also on the list of usable tools in Excel 2007 are pivot tables and pivot charts. Not only are pivot
tables and pivot charts really hip buzzwords, it turns out the pivot tables and pivot charts are
really cool ways to aggregate and analyze data in new ways. In some respects, you can think of
pivot tables and pivot charts as down-level versions of data mining (now there’s a buzzword for
your next party).

But, why are they called pivot tables and charts? Well, because you can pivot columns and rows
in a workbook. In other words you can make columns into rows and vice versa.

But, what good does that do? Is that really useful? Let’s take a look at an example. Suppose a
client brings you an Excel workbook that contains the following sales data:

=]
A B C D

1
2 Sales Region Product Sales
3 Morth Cogs 12,000
4 South Cogs 15,000
5 East Cogs 24,000
il West Cogs 14,000
7 Morth Widgets 8,000
a8 South Widgets 31,000
9 East Widgets 12,500
10 West Widgets 37,500
11 Morth Sprockets 17,250
12 South Sprockets 4,000
13 East Sprockets 13,750
14 West Sprockets 2,500
15 Morth Tickers 43,000
16 South Tickers 29,500
17 East Tickers 26,250
18 West Tickers 21,375
19

Your client wants to analyze this data to determine the most profitable product line. She would
also like to know the region with the highest sales. You could manually total the information.
However, this would require a calculator (it’s in the bottom drawer of your desk underneath the
slide rule), and some fumbling about with a stone and chisel, err, pen and paper.
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You could create several worksheets, and use the tools in Excel to filter and sum the data.
There’s a lot of bother with that one, too. Still another possibility is to export the data to Access,
and use queries to extract the information. The Access option has lots of possibilities, but let’s
try using a pivot table to analyze the data.

For now, we’re going to create a pivot table using the data in the workbook. Don’t worry, we’ll
show how to create a pivot table shortly. For now, let’s look at the results to see if this pivot
table thing is worth the effort.

After we create a pivot table using the data above, it looks something like this:

Row Labels | = | Sum of Sales

=ICogs 60000
East 24000
Morth 12000
South 19000
West 14000

= Sprockets 37500
East 13750
Marth 17250
South A000
West 2500

=i Tickers 120125
East 26250
Morth A3000
South 29500
West 21375

-'Widgets 89000
East 12500
Marth 000
South 31000
West 37500

Grand Total 315625

Good stuff. When we create a pivot table, a default configuration of Excel (we'll discuss the
options in Excel later) not only generates the product sales for each sales region automagically,
but also sums the product sales for each region. Excel also calculates the grand total for the
sales for all products in all regions! How cool is that?

Well, pretty darn cool if you ask us. Creating the pivot table took a couple of minutes. By
inspecting the data in the pivot table, we can determine that Tickers are the best selling
product, and the highest sale total for the pivot table was in the North sales region. Yup, they
like their Tickers up North.
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Because the client also wants to know about sales figures by region, we must also calculate that
data. Not to worry, we can calculate that data with a single click of the mouse:

Sum of Sales Column Labels | ~

Row Labels| ~ East North South West Grand Total
Cogs 24000 12000 19000 14000 69000
Sprockets 13750 17250 4000 2500 37500
Tickers 26250 43000 29500 21375 120125
Widgets 12500 8000 31000 37500 29000
Grand Total 76500 80250 83500 75375 315625

Now that’s very cool. By changing the pivot table options, we can now provide the client with all
of the data that she requested. We can tell that Tickers are the best selling product (in terms of
gross sales anyway), and that the West sales region has the highest gross sales. We can also
inform the client that Sprockets don’t sell that well, especially in the South and West sales
regions.

So, maybe we should have a closer look at this pivot table thing. It looks like pivot tables are a
neat way to display data from an Excel workbook. But what about pivot charts?

Pivot charts are just the data from an Excel workbook represented in a graph format. And,
charts look good in PowerPoint presentations. So let’s take a look at a pivot chart of the data:

Row Labels | ~ | Sum of Sales

= East 76500
Cogs 24000
Sprockets 13750 Total
Tickers 26250 50000
Widgets 12500 45000
40000
=INorth 80250 35000
30000
Cogs 12000 25000 -
20000
Sprockets 17250 .| 15000 |
Tickers 43000 | 10000
- 5000 - B Totsl
Widgets 3000 0 - o3
=South 83500 B E BB e wE w8
Cogs 15000 A R A R A R A A
2lF|lz 2lF|z 2lF |z 2F|lz
Sprockets 4000 = = = =
Tickers 29500
Widgets 31000 East North South West
='West 75375
Cogs 14000
Sprockets 2500
Tickers 21375
Widgets 37500
Grand Total 315625

Excel creates a pivot table similar to the one that was created earlier in this section. And, also
creates a chart, in this case a column chart that displays the same data in a graphic format.
Depending on the subject, audience, and venue, you can choose to use one the pivot table,
pivot chart, or both.
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And, like the pivot chart, you can easily change how the workbook data appears in the pivot
chart:

Sum of Sales Column Labels E]

Row Labels E] Cogs Sprockets Tickers Widgets Grand Total
East 24000 13750 26250 12500 78500
Morth 12000 17250 43000 B000 80250
South 13000 4000 29500 31000 83500
West 14000 2500 21375 37500 75375
Grand Total 69000 37500 120125 89000 315625
r 5
50000
45000
40000
35000
30000 W Cogs
25000 M Sprockets
20000 M Tickers
15000 B Widgets
10000
5000
a
East Morth South West
k- <k
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You can also easily change, in a mouse click or two, the type of chart that is used. For example,

you can choose to display the data in a bar chart, and then change the chart style as well:

Sum of Sales Column Labels |~

Row Labels | ~ | Cogs Sprockets Tickers Widgets Grand Total
East 24000 13730 26250 12500 76300
MNorth 12000 17250 43000 8000 80250
South 19000 4000 29500 31000 83500
West 14000 2300 21375 37300 73375
Grand Total 69000 37500 120125 89000 315625
West
South = Widgets
Tickers
MNarth W Sprockets
W Cogs
East
a 10000 20000 20000 40000 50000

Sum of Sales Column Labels | ~

Row Labels |~ | Cogs Sprockets Tickers Widgets Grand Total
East 24000 13750 26250 12500 76500
MNorth 12000 17250 43000 8000 80250
Sauth 13000 4000 29500 31000 83500
West 14000 2500 21375 37500 75375
Grand Total 69000 37500 120125 89000 315625

South ™ Widgets

® Tickers

Maorth ¥ Sprockets

* Cogs

10000 20000 30000 40000 50000

If you’re still on-board, let’s see how to create and tweak pivot tables and pivot charts.
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Creating Pivot Tables
First, we'll need some data. Let’s go ahead and use the data that appeared earlier in this section:

=l
fil B C D

1
2 Sales Region Product Sales
3 Morth Cogs 12,000
4 South Cogs 15,000
3 East Cogs 24,000
il West Cogs 14,000
7 Morth Widgets 8,000
8 South Widgets 31,000
9 East Widgets 12,500
10 West Widgets 37,500
11 Morth Sprockets 17,250
12 South Sprockets 4,000
13 East Sprockets 13,750
14 West Sprockets 2,500
15 Morth Tickers 43,000
16 South Tickers 29,500
17 East Tickers 26,250
18 West Tickers 21,375
19

As mentioned earlier, the client would like to know the product with the highest gross sales. She
would also like to know which sales region has the highest gross sales. There are a number of
ways to calculate this data. However, we decided to see if creating a pivot table or pivot chart
would be a quick and effective way to provide this information to the client. Let’s see if that’s
true.

To create a pivot table, click the Insert tab, click PivotTable, and then click PivotTable:

.f’--_-\ -~ 'S -
(C ) = 9
id
- Home Insert Page Layout Formulas

7 | el BB D

|[PivotTable| Table || Picture Clip Shapes Smartart || C

Art -
i PivoiTable
oy

INustrations

- £ |
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In the Create Pivot Table dialog box, click the Table/Range icon to select the data that you want
to analyze:

Create PivotTable

Choose the data that you want to analyze
(¥} Select a table or range
Table/Range: | [ Erz

(") Use an external data source

Choose where you want the PivotTable report to be placed

) New Worksheet
(%) Existing Worksheet
Location: |Sheet1!$F$17 .3

Ok ] [ Cancel

In the dialog box, you can either type the cell references for the range of data that you want to
analyze, or you can click and drag to highlight the range. In this example, we used the click and
drag method to highlight the range of data:

I B2 -~ £

Create PivotTable

3 Excel_Pivot.xlsx e
= 7 = = = Sheet1!8B82:5D513| (=]

1 5 I I R S

2 E Sales Region Product Sales ‘:

3 ENGr‘th Cogs 12,0005

4 ‘South Cogs 19,000}

5 EEa st Cogs 24,0005

6 :West Cogs 14,000}

7 ENGr‘th Widgets 3,0005

8 ‘South Widgets 31,000}

9 EEa st Widgets 12,5 005

10 iWest Widgets 37,500!

11 ENor'th Sprockats 1?,2505

12 ‘South Sprockets 4,000}

13 EEa st Sprockets 13,?505

14 "West Sprockets 2,500)

15 \North Tickers 43,0000

16 isauth Tickers 29,500}

17 EEa st Tickers 26,2505 | _|

18 West .. ..Tickers ... 21,373,

19

20
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After you define the range that you want to analyze, click the Table/Range icon again:

Create PivotTable

Sheet1!$B82: D413 =

In the Create PivotTable dialog box, click Existing Worksheet, click the cell where you want to
insert the pivot table, and then click OK:

Create PivotTable

Choose the data that you want to analyze
() select a table or range
Table/Range: |Sheet11$8$2:5D518 Fis:

(") Use an external data source

Choose where you want the PivotTable report to be placed
) Mew Worksheet

©E

......

Location: |Sheetl!sGE2

()4 l [ Cancel

After you click OK, the pivot table and PivotTable Field List dialog box appear. Notice that there
is no data in the pivot table yet:

G H 1 |  PivotTable Field List v X
I Choose fields to add to report:
- []5ales Region
PivotTablel [Product
[5ales

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

Drag fields between areas below:

v Report Filter “H column Labels
“EEEE | || |
E g ] Row Labels T Values
| || |
] [ Defer Layout Update

=
a=
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To populate the pivot table, we need to select the data fields that we want. To start, in the
PivotTable Field List dialog box, click the Product check box:

B Excel_Pivotalsx

A B C D E F G H 1 J | PivotTable Field List ¥ XN
1 = .
2 sales Region Product sales :IRW Labels | - 1 Choose ﬁelds.m add to report:
3 North Cogs 12,000 Cogs [Sales Region
4 South Cogs 19,000 Sprockets :::"d
5 East Cogs 24,000 Tickers
6 West Cogs 14,000 Widgets
7 North Widgets 8,000 Grand Total
2 South Widgets 31,000 Drag fields between areas below:
9 East Widgets 12,500 “ Report Filter " column Labels
10 West Widgets 37,500 | | | |
11 MNorth Sprockets 17,250 2] Row Labels > values
12 South Sprockets 4,000 | e - | | |
13 East Sprockets 13,750
14 West Sprockets 2,500 [ Defer Layout Update
15 MNorth Tickers 43,000
16 South Tickers 29,500
17 East Tickers 26,250
19 Wdmet Tickare a1 37s

The Product field is added to the pivot table as expected. To continue populating the pivot table,

click the Sales Region check box, and then note how the pivot table changes:
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I2] Excel_Pivot.xlsx
A B C D E F e H 1 ] | PivotTable Field List XN

1

2 Sales Region Product Sales IRofw Labels | ~ ! Timmziizis h? T DIETEE

3 North Cogs 12,000 = Cogs []Sales Region

4 South Cogs 19,000 East ;;:"Ct

5 East Cogs 24,000 North

6 West Cogs 14,000 South

7 Morth Widgets 8,000 West

3 South Widgets 31,000 = Sprockets Drag fields between areas below:

9 East Widgets 12,500 East “W Report Filter T Column Labels
10 West Wwidgets 37,500 North | | |

11 North Sprockets 17,250 South B Row Labels > values
12 South Sprockets 4,000 West | S - = | |

13 East Sprockets 13,750 =Tickers

14 West Sprockets 2,500 East L] peferLayout Update

15 MNorth Tickers 43,000 North

16 South Tickers 29,500 South

17 East Tickers 26,250 West

18 West Tickers 21,375 ~'Widgets

19 East

20 Naorth

21 South

22 West

23 Grand Total

24
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To finish populating the pivot table, check the Sales check box:

1] Excel_Pivot.xsx

A B
1
2 Sales Region
3 North
4 South
5 East
6 West
7 North
8 South
9 East
10 West
11 North
12 South
13 East
14 West
15 North
16 South
17 East
18 West
19
20
21
22
23

Product
Cogs
Cogs
Cogs
Cogs
Widgets
Widgets
Widgets
Widgets
Sprockets
Sprockets
Sprockets
Sprockets
Tickers
Tickers
Tickers
Tickers

Sales
12,000
19,000
24,000
14,000

8,000
31,000
12,500
37,500
17,250

4,000
13,750

2,500
43,000
29,500
26,250
21,375

G H

IRow Labels '.ISum of Sales
=ICogs 69000
East 24000
North 12000
South 19000
West 14000
=ISprockets 37500
East 13750
North 17250
South 4000
West 2500
=ITickers 120125
East 26250
North 43000
South 29500
West 21375
='Widgets 89000
East 12500
North 8000
South 31000
West 37500
Grand Total 315625

J

PivotTable Field List

Choose fields to add to report:

[¥]Sales Region

[¥]sales

Drag fields between areas below:
W Repoart Filter

4 column Labels

1 Row Labels T Values

| Product - ;‘ | Sum of Sales

e |

[] Defer Layout Update

Now, we have some usable data for the client. As we demonstrated earlier in this section, we

can now see that Tickers are the best selling product, at least in terms of gross sales. We can

make the product gross sales comparison even easier if we collapse the detail view for each

product:

2 Excel Pivot.xsx

A B
1
2 Sales Region
3 Morth
4 South
5 East
B West
7 Morth
8 South
9 East
10 West
11 Morth
12 South
13 East
14 West
15 Marth
16 South
17 East
18 West
19
20
21
22
23
24

Product
Cogs
Cogs
Cogs
Cogs
Widgets
Widgets
Widgets
Widgets
Sprockets
Sprockets
Sprockets
Sprockets
Tickers
Tickers
Tickers
Tickers

Sales
12,000
19,000
24,000
14,000

8,000
31,000
12,500
37,500
17,250

4,000
13,750

2,500
43,000
29,500
26,250
21,375

Row Labels = lsum of Sales

0gs 69000
East 24000
Morth 12000
South 13000
West 14000

prockets 37500
East 13750
North 17250
South 4000
West 2500

(Clickers 120125
East 26250
MNorth 43000
South 29500
West 21375
idgets 89000
East 12500
MNorth 8000
South 31000
West 37300

Grand Total 315625

1

PivotTable Field List

Choose fields to add to report:

¥ Xy

[¥]5ales Region

[¥]5ales

Drag fields between areas below:
W Repoart Filter

i column Labels

1] Row Labels X vValues

| Product - :| | sum of Sales

d ‘

[] pefer Layout Update
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After you collapse the detail view, the pivot table should look like this:

;fﬁé\\ H9- 5 Microsoft Excel PivotTable Taols
= Home Insert Page Layout Formulas Data Review Wiew Developer Add-Ins Options Design
= Calibri lun -|A L= =1 Wrap Text General - jﬂ ﬂi’l L_!'I I_T:’Im = EJ Z-A
P—aﬂ - B 7 U~~~ A= a - & -9 <0 .00 Cmndlﬁnal Fmﬁt Cﬁlﬂ lI—:slert [E; Farmat E ) f
s M| o - & A= £aq Merge & Center ~ ||| %o v || T s Formatting - as Table - Styles = i . - ~ Filt
Clipboard ™ Font el Alignment E} Number [} Styles Cells Ec
H6 B 83000
B Excel_Pivotxtsx _
A B c D E F = H | | | PivotTable Field List
1
2 Sales Region Product Sales Row Labels ~ | Sum of Sales Choose fieds to add to report:
3 North Cogs 12,000 # Cogs 63000 []Sales Region
4 South Cogs 19,000 + Sprockets 37500 :;T::Ct
5 East Cogs 24,000 +Tickers 120125
6 West Cogs 14,000 +Widgets 890001
7 North Widgets 8,000 Grand Total 315625
8 South Widgets 31,000 Drag fields between areas below:
9 East Widgets 12,500 W ReportFilter T Column Labels
10 West Widgets 37,500 | | | |
11 MNorth Sprockets 17,250 fE Row Labels ¥ Values
12 South Sprockets 4,000 | D £| | sumofsdes v |
13 East Sprockets 13,750
14 west Sprockets 2,500 L] Defer Layout Update
15 MNorth Tickers 43,000
16 South Tickers 29,500
17 East Tickers 26,250
13 West Tickers 21,375

However, we cannot easily determine the sales region with the highest gross sales. How can we

display the sales figures for each region? Well, let’s “pivot” the table by manipulating the

columns and rows.

Before we “pivot” the table, let’s take a minute to think about what we’re trying to accomplish.

The pivot table, before we collapsed the detail view, looked like this:

Row Labels | * | Sum of Sales

-Cogs 69000
East 24000
North 12000
South 19000
West 14000

=ISprockets 37500
East 13750
North 17250
South 4000
West 2500

=ITickers 120125
East 26250
Morth A3000
South 295 00.
West 21375

='Widgets 89000
East 12500
North 8000
South 31000
West 37500

Grand Total 315625
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To display the sales data by region, we need to manipulate the data by moving either “Products”
or “Sales Regions” to a column. Let’s try moving “Products” to a column first. To do this, right-
click a product, “Sprockets” for example, click Move, and then click Move “Product to Columns”:

Row LahelsE|Sum of Sales
=ICogs 69000
East 24000
Calibi =11 -~ A" A" % - % »
% Format Cells... E
PivotTable Field List * x
|#] = Refresh
Sort ¢ | Choose fields to add to report:
=ITig Filter 3 EﬂlES Region
| Product
v | Subtotal "Producdt’
[¢]Sales
Expand/Collapse k
= | Group..
“w ‘F Qngrnup... Bl |
e =
Move » Maove "Sprockets” to Beginning
X Remoye “Product Move “Sprockets” Up :I
’@g Field 5ettings... Move “Sprockets” Down
PivotTable Options... Fove “Sprockets” to End E
Gran I
El| Hide Field List
1 -
Pove "Product™ to Right
Pove "Product™ to End
g Pove "Produdct” to Columns 2
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After you click Move “Product to Columns” the pivot table should look something like this:

Sum of Sales Column Labels | =

Row Labels | ~ | Cogs Sprockets Tickers Widgets Grand Total
East 24000 13730 28250 12500 76500
Morth 12000 17250 43000 8000 30250
South 13000 4000 29500 31000 83500
West 14000 2500 21375 37500 75375

IGram:I Total ! 69000 37500 120125 89000 315625

We could have chosen to move the sales region to a column and gotten similar results. Let’s try

that, and we’ll also see how easy it is to make changes to a pivot table. To undo, the current
table formatting, just click the Undo button in the title bar:

FO -

Home Insert Page Layout

-

! Ein\‘-,
-

=0 %
=R

Paste (B I U -~ & A-
e e =

Calibori 11 <A A

Clipboard ™ Font [
Note: You can also use the CTRL+Z keyboard command to undo an action.

After we click the Undo button, we’re back to the original pivot table format:

Row Labels | | Sum of Sales

=ICogs 69000
East 24000
Morth 12000
South 15000
West 14000

I = SErockets _I 37500
East 13750
North 17250
South 4000
West 2500

= Tickers 120125
East 26250
MNorth 43000
South 29500
West 21375

-'Widgets 89000
East 12500
MNorth 8000
South 31000
West 37500

Grand Total 315625

Excel 2007 Pivot Tables and Pivot Charts

1
8




To make “Sales Regions” into columns, just click a sales region, “East” for example, click Move,
and then click Move “Sales Region” to Columns:

Row LahelsE|5um of Sales

= Cogs 69000
East 24000
Morth 12000
Scalibi +11 ~ A" A" $ - % v F
= i .0 .00
aspre s L = = & Tio o
8 | Copy E
N ivotTable Field List v x
®f  Format Cells...
50
W 2] Refresh thoose fields to add to repart:
=ITick Saort b |v|Sales Region
ES Filter » fProduct
v|5Sales
N v | Subtotal “Sales Region’ vl
50
Expand/Collapse L4
W EXp ! p
2wiq ¥ Group.. '
EL @ Ungroup.. ?rag fields befcween areas below:
M Move 3
50 X Remove “Sales Region’
W @g Field Settings... Move "East” Down
Grand ] )
PivotTable Options... Move “East” to End
; Hide Field List Move "Sales Region™ to Beginning
Move "Sales Region™ to Left
|. Move "Sales Region” to Columns
1), Q

After you click Move “Sales Region” to Columns, the pivot table should look something like this:

Sum of Sales Column Labels E

Row LahelsE| East Morth South West Grand Total
Cogs 24000 12000 15000 14000 69000
Sprockets 13750 17250 4DDDI ZSDD.I 37500
Tickers 206250 43000 29300 21375 120125
Widgets 12500 8000 31000 37500 29000
Grand Total 76500 80250 83500 75375 315625
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You may experience an alignment issue in the column headings. In this example, the alignment
of the“East” sales region column label may be confusing:

Sum of Sales Column Labels |~

Row Labels '@ MNorth South West Grand Total
Cogs 24000 12000 19000 14000 G000
Sprockets 13750 17250 4DDDI EEDD.I 37500
Tickers 26250 43000 29300 21375 120125
Widgets 12500 8000 31000 37300 9000
Grand Total 76500 80250 83500 75375 315625

To fix this, click the cell that is not aligned correctly, and then click the alignment that you want
in the Alignment area on the Home tab:

!./Eg\l = R s Microsoft Excel
—/ Home Insert Page Layout Formulas Data Review View Developer Add-Ins
_l_-‘j i calibri -1 - A K| ==|®-| | SiwepTex General - ijﬁi ﬁ _"__d'ﬁl Em E‘
Ele ;,. (B L ow D A [E E S 55| dMerge s Center - ||| $ - % o || % 5% Fcoorr:niiafnr;a'v Fomat St;z‘;v il B
Clipboard M Font F} Alignment F} Number F} Styles Cells
| G13 - 5|
] Excel_Pivot.xlsx
A B e D E F G H | J K L
1
2 Sales Region Product Sales Sum of Sales  Column Labels | =
3 North Cogs 12,000 Row Labels|~ @) orth South West Grand Total
4 South Cogs 19,000 Cogs 24000 12000 19000 14000 65000
5 East Cogs 24,000 Sprockets 13750 17250 4000 2500 37500
5] West Cogs 14,000 Tickers 26250 43000 29500 21375 120125
7 MNorth Widgets 8,000 Widgets 12500 8000 31000 37500 85000
8 South Widgets 31,000 Grand Total 76500 80250 83500 75375 315625
9 East Widgets 12,500
10 West Widgets 37,500
11 Morth Sprockets 17,250
12 South Sprockets 4,000
13 East Sprockets 13,750 I !
14 West Sprockets 2,500
15 Morth Tickers 43,000
16 South Tickers 29,500
17 East Tickers 26,250
18 West Tickers 21,375
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Finally, the client asks if you can provide an average of sales both by product and by sales region
for comparison purposes. To do this, right-click the pivot table, click Summarize Data By, and
then click Average:

Sum of Sales Column Labels | =

Row Labels | = EgCalibri ~ 11 ~ A" A" $§ -~ % »
Cogs 400 5 = i~y A - %0 00D
SprDCkE‘tS 13750 720 —a0ou0 2500 300
TI(_:REFS | 262 23| copy
WIdEEtE 125 g?' Format Cells...
Grand Total 7651

MNumber Format...

] | Refresh
Sort 2

}( Remove “Sum of Sales’

Summarize Data By ol || Sum
JE Show Details Count
oﬂ “alue Field Settings... Average
PivotTable Options... Max
3 Hide Field List Min
Product
More options...

After you click Average, the pivot table should look something like this:

Average of Sales Column Labels | =

Row Labels - East North  South West Grand Total
Cogs 24000 12000 19000 14000 17250
Sprockets 13750 17230 4000 2500 9375
Tickers 20250 43000 29500 21375 30031.25
Widgets 12500 s000 31000 37500 22250
Grand Total 19125 20002.5 20875 18843.7% 197206.502%

When we created a pivot table earlier, you may have noticed that you can use data from an
external source when you create a pivot table. The other item to know is how to update or
refresh your pivot table when a data source is changed.
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Bringing in an External Data Source
To use an external data source to create a pivot table, click the Insert tab, click PivotTable, and
then click PivotTable:

.:""_ ¥ 3| 5
(Cla - B

Home Insert Page Layout Formulas

7 || e B @ B g

[PivotTable| Table || Picture Clip Shapes SmartArt | Cc

Art ~
|3_+?J PivoiTable | Illustrations
i3] PivotChart ar F |

-

In the Create PivotTable dialog box, click Use an external data source:

Create PivotTable

Choose the data that you want to analyze
) select a table or range

(#}ilise an external data source

Connection name:

Choose where you want the PivotTable report to be placed
) Mew Workshest
{*) Existing Worksheet
Location: |Sheetd!Sas1

o]
i

ak l[ Cancel ]
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Click Choose Connection:

Create PivotTable

Choose the data that you want to analyze
() select a table or range
Table/Range:

Choose where you want the PivotTable report to be placed

) Mew Worksheet
() Existing Worksheet

Location: |Sheetd!SAsl 27

In the Existing Connections dialog box, click the connection that you want, or click Browse for
More:

Existing Connections

show: | Al Connections >

Select a Connection:

Connections in this Waorkbook

<No connections found=>
Connection files on the Netwark

<No connections found=>

Connection files on this computer
M5SN MoneyCentral Investor Currency Rates

[Blank]

MsN MoneyCentral Investor Major Indicies
[Blank]

— MsN MoneyCentral Investor Stock Quotes
B -

5 test_list
.—"l [Blank]
test_list2

[Blank]
3] test_list3
[Blank]

¥ il
(o) (o= ) (o]
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In this case, we’ll use an Access database file named ExcelDemo.accdb as the external data

source. The data in the Access file looks like this (you’re probably pretty darn familiar with this

data by now):

| Sheeti

ID - |Sales Regior - Product - Sales

! North Cogs

2 South Cogs

3 East Cogs

4 West Cogs

5/ MNorth Widgets
6 South Widgets
7 East Widgets
3 West Widgets
9 North Sprockets
10 South Sprockets
11 East Sprockets
12 West Sprockets
13 North Tickers
14 South Tickers
15| East Tickers
16 West Tickers

In this case, the ExcelDemo.accdb file is located in the My Documents folder. In the Select Data
Source dialog box, you would browse to the My Documents folder, click the ExcelDemo.accdb

file, and then click Open.

-

12,000
19,000
24,000
14,000

8,000

31,000
12,500
37,500
17,250

4,000

13,750

2,500

43,000
29,500
26,250
21,375

After you click Open, the Data Link Properties dialog box appears. Verify that the information on

the Connection tab is correct, and then click OK:

BB Data Link Properties

Provider Connection Iﬂd\tanced ] Al ]

Specify the following to connect to this data:
1. Enter the data source and/or location of the data:

ings'\jay\My Documents\Excel Demo.accdb

2. Enterinfarmation to log on to the server:
~

Data Source:

* |se a specific user name and password:

User name: |Ac|n'|in

[+ Blark password [ Allow saving password

| =
Test Connection

o]

Cancel | Help |
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If necessary, verify that the initialization information is correct, and then click OK:

Please Enter Microsoft Office Access Database Engine OLE DB Initialization Information

Data Source:

jayiMy Documentsi\ExcelDemo.accdb

User Name: |Admin
Password: |
Provider String: |
Open Mode:  |DB_MODE_READWRITE |

Cancel

Note: that the connection name now appears in the Create PivotTable dialog box:

Create PivotTable

Choose the data that you want to analyze
) select a table or range

Table/Range: |

{*) Use an external data source

Connection name: ExcelDemo

) Mew Worksheet
(%) Existing Worksheet

aoie report to be placed

Location: |Sheetd!5A51

L ]
ol

QK

][ Cancel ]

In the Create PivotTable dialog box, verify that the location where you want to insert the pivot

table is correct, and then click OK.
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After you click OK, the PivotTable and the PivotTable Field List dialog box appear:

2 Excel_Pivot.xlsx
A B |

| PivotTablel |

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

LT=Ra e R CC = R B TR R S

Blel2lez]e
Bw M=o
1nnnn 1

== |
o |~ | o

=
V=]

From here on, it’s just like creating a pivot table: Click to select the Product, Sales, and Sales
Region dialog boxes, and then click OK. After you click OK, the pivot table looks oddly familiar:

Row Labels | ~ |Sum of Sales

=ICogs 69000
East 24000
Morth 12000
South 15000
West 14000

~ISprockets 37500
East 13750
MNarth 17250
South 4000
West 2500

=ITickers 120125
East 26250
MNarth 43000
South 29300
West 21375

='Widgets 80000
East 12500
North 8000
South 31000
West 37300

Grand Total 315625

PivotTable Field List v X

Choose fields to add to report:

[Fields ~
O

[JProduct

[]5ales

[J5ales Region

<

Drag fields between areas below:
“ Report Filter 74 Column Labels

1] Row Labels ¥ Values

[] pefer Layout Update

PivotTable Field List v X
Choose fields to add to report:
[CJFields -~
[

Product

[¥]sales

[#]5ales Region v
Drag fields between areas below:

" Report Filter “H Column Labels
1] RowlLabels = Values

| Product > = | | Sumof Sales - |

[] Defer Layout Update

That’s because it is the same as a pivot table that uses Excel spreadsheet data.
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More Pivot Manipulation

The client appreciates the quick analysis you provide. She appreciates it so much that she

returns a couple of days later with a more detailed workbook. The data in the workbook is as

follows:

Sales Region Product
Morth Cogs
Morth Cogs
South Cogs
South Cogs
East Cogs
East Cogs
West Cogs
West Cogs
Morth Widgets
Morth Widgets
South Widgets
South Widgets
East Widgets
East Widgets
West Widgets
West Widgets
Morth Sprockets
Morth Sprockets
South Sprockets
South Sprockets
East Sprockets
East Sprockets
West Sprockets
West Sprockets
Morth Tickers
Maorth Tickers
South Tickers
South Tickers
East Tickers
East Tickers
West Tickers
West Tickers

Size
Small
Large
Small
Large
Small
Large
Small
Large
Small
Large
Small
Large
Small
Large
Small
Large
Small
Large
Small
Large
Small
Large
Small
Large
Small
Large
Small
Large
Small
Large
Small
Large
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She asks you do a similar analysis using the more detailed set of data. You agree, and create a

pivot table from the data:

IRuw Labels | ~ !Sum of Sales
=IEast 76500
=ICogs 24000
Large 14000

Small 10000
=Sprockets 13750
Large 9250
small 4500
=Tickers 26250
Large 14750
small 11500
~'Widgets 12500
Large 4500
Small 3000
=INorth 20250
=ICogs 12000
Large 4500

Small 7500
=Sprockets 17250
Large 10000

Small 7250

= Tickers 43000
Large 17750

Small 25250
='Widgets 8000
Large 4500

Small 3500

After you move “Products” to columns, the pivot table looks like this:

Sum of Sales Column Labels |~
Row Labels | = | Cogs

I =IEast I
=

Large
small
= North
Large
Small
= South
Large
small
='West
Large
Small
Grand Total

24000
14000
10000
12000
4500
7500
19000
12500
6500
14000
6000
2000
69000

Sprockets Tickers Widgets Grand Total

13750
9250
4500

17250

10000
7250
4000
1000
3000
2500
2000

500

37500

26250 12500 76500
14750 4500 42500
11500 8000 34000
43000 8000 80250
17750 4500 36750
25250 3500 43500
29500 31000 83500
12500 8500 34500
17000 22500 43000
21375 37500 75375
4500 18500 31000
16875 19000 44375
120125 89000 315625
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In looking over the data, your client notices that the grand total of sales numbers for the “Small”
version outsell the “Large” version in the North, South, and West sales regions. However, the
“Large” versions are the best seller in the East sales region. She asks if she can view the sales
data for the East sales region only.

To do this, you click the dropdown for Row Labels, click to clear the North, South, and West
check boxes, and then click OK:

Sum of Sales Column Labels | =

Row Labels |~ | Cogs Sprockets Tickers Widgets Grand Total
Select field: ] 24000 13750 26250 12500 76500
Sales Region 3 14000 9250 14750 4500 42500
= 10000 4500 11500 8000 34000
zl sortatoz | 12000 17250 43000 2000 80250
il sortzZtoa 500 10000 17750] _ asool 36750
More Sort Options... 7500 7250 25250 3500 43500
| 19000 4000 29500 31000 83500
e R 12500 1000 12500 8500 34500
:_.-falue Filters , 6500 3000 17000 22500 43000
14000 2500 21375 37500 75375
éii'fct Al 6000 2000 4500 18500 31000
] North | 8000 500 16875 19000 44375
[ South 69000 37500 120125 89000 315625

[] West

QK ] [ Cancel ]

The pivot table looks something like this:

Sum of Sales Column Labels | =

Row Labels -7 Cogs Sprockets Tickers Widgets Grand Total
=IEast 24000 13750 26250 12500 76500
Large 14000 9250 14750 4500 42500
Small 10000 4500 11500 8000 34000
Grand Total 24000 13750 26250 12500 76500

After you reconfigure the pivot table to display sales data for all regions, your client notices that
“Sprockets” line seems to have the lowest sales. She also notices that the “Tickers” line is the
best selling. She would like to see the sales figures for those two lines side-by-side.
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To do this, you click the dropdown for Column Labels, click to clear the “Cogs” and “Widgets”
check boxes, and then click OK:

Sum of Sales Column Labels |~

4l sotatoz ‘Sprockets Tickers Widgets Grand Total
2} sotztoa . 13750 26250 12500 76500
Mnre Snrt Optinnsln 52'50 14?50 4’500 42500
= 4500 11500 3000 341000
_ 17250 43000 2000 80250

Label Filters L
- . 10000 17750 4500 36750
e TIer 7250 25250 3500 43500
[ (Select All) 4000 29500 31000 83500
[]1Cogs 1000 12500 8500 34500

Sprockets
| Tickers 3000 17000 22500 49000
[] Widgets | 2500 21375 37500 75375
2000 4500 18500 31000
| 500 16875 15000 44375
37500 120125 29000 315625
(814 l [ Cancel

After you click OK, the pivot table looks like this:

Sum of Sales Column Labels -7

Row Labels | ~ Sprockets Tickers Grand Total
-l East 13750 26250 40000
Large 9250 14750 24000
Small 4500 11500 15000
=INorth 17250 43000 60250
Large 10000 17750 27750
Small 7250 25250 32500
= South 4000 29500 33500
Large 1000 12500 13500
Small 3000 17000 20000
=-'West 2500 21375 23875
Large 2000 4500 8300
Small 500 168875 17375
Grand Total 37500 120125 157625
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Module 2: Pivot Charts

Learning Objectives:
After completing this module, you will be able to:

Create a pivot chart.

Manipulate data in a pivot chart.
Customize the pivot chart design.
Change the pivot chart type.

W
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Creating Pivot Charts
That’s the basics of pivot tables. The previous pages beg the question: Are pivot charts just as
easy? Yeah, pretty much. Let’s check it out.

WEe'll use the same data set for this example:

Sales Region Product Sales
Morth Cogs 12,000
South Cogs 13,000
East Cogs 24,000
West Cogs 14,000
Morth Widgets g,000
South Widgets 31,000
East Widgets 12,500
West Widgets 37,500
Morth Sprockets 17,250
South Sprockets 4,000
East Sprockets 13,730
West Sprockets 2,500
Morth Tickers 43,000
South Tickers 29,500
East Tickers 26,250
West Tickers 21,375

To create a pivot chart, click the Insert tab, click PivotTable, and then click PivotChart:

r

o = =
(L ) = 9

-

- Home Insert Page Layout Formulas

| A RS R = B
|PivotTable| Table | Picture Clip Shapes Smartart | C

- _,l],'rt -
]_3] FivotTahle Illustrations
fi5 PivotChart -l Jx |

[@1 Excel Pivotxsx

When you click PivotChart, the Create PivotTable with PivotChart dialog box appears. As
mentioned earlier, a pivot table is automatically created when you create a pivot chart. You
almost expect a rousing “But wait... there’s more!” at this point.

The Create PivotTable with PivotChart dialog box resembles the Create PivotTable dialog box.
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Ok, it’s exactly like the Create PivotTable dialog box:

Create PivotTable with PivotChart

Choose the data that you want to analyze
(#) select a table or range

Table/Range: |

(") Uze an external data source

Choose where you want the PivotTable and PivotChart to be placed

) Mew Worksheet
(%) Existing Worksheet

Location: | Sheet418Ds22

As when creating a pivot table, you can click and drag to select the cells that you want to use, or

you can type the range in the Table/Range box. Just for a change, we’ll just type the range this

time:

Create PivotTable with PivotChart

Choose the data that you want to analyze
() select a table or range

Table/Range: | B2:D1a

() Use an external data source

Choose where you want the PivotTable and PivotChart to be placed

() Mew Worksheet
() Existing Worksheet

Location: | Sheet41sDs22
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Let’s go ahead and insert the pivot table and pivot chart on a separate worksheet. To do this,
click the Location icon:

Create PivotTable with PivotChart

Choose the data that you want to analyze
{*) Select a table or range
Table/Range: | B2:D13 523

") Uge an external data source

Choose where you want the PivotTable and PivatChart to be placed
) Mew Worksheet
(%) Existing Worksheet
Location: | Sheet418D522 { _

oK l[ Cancel ]

To create the pivot table and pivot chart, click the worksheet and then the cell that you want. In
this example, we’ll insert the pivot table and pivot chart in cell B2 on Sheet5:

' ! Create PivotTable

(| |sheetsisasd Y
-

CS I = R, - TUR Y N R
r

31
a2
13
34
15

ih
4 4 » M| Sheetl - Sheet? . Sheet3 - Sheetd4 | Sheet5 ) Sheets %1 NI

After you select the worksheet and cell, click the Location icon again:

Create PivotTable

Sheet5!5652| {
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Verify that the Table/Range and Location values are correct, and then click OK. After you click
OK, both the pivot table (as expected based on our experience creating pivot tables) and pivot

chart are blank:

To build areport, choose
fields from the PivotTable
Field List

PivotChart Filter Pane v X
Active Fields on the |§|
FivotChart =

“F Report Filter
1] Axis Fields (Categories)
“H Legend Fields (Series)

E  Values

PivotTable Field List

Choose fields to add to report:

¥ X

[[]5ales Region
[(JProduct

[(sales

Drag fields between areas below:
“F Report Filter

“ Legend Fields ...

1] AxisFields (Ca... X values

[] Defer Layout Update

To populate the pivot table and pivot chart, click to select the fields that you want in the
PivotTable Field List dialog box:

Row Labels Bsum of Sales

“East 76500
Cogs 24000
Sprockets 13750
Tickers 26250
Widgets 12500

= North 80250
Cogs 12000
Sprockets 17250
Tickers 43000
Widgets 8000

= South 83500
Cogs 19000
Sprockets 4000
Tickers 29500
Widgets 31000

='West 75375
Cogs 14000
Sprockets 2500
Tickers 21375
Widgets 37500

Grand Total 315625

50000
45000
40000
35000
30000
25000
20000

. 15000
i 10000

5000
a

Total
n
| | -
| | - | |
- | | | | | |
] | | | | | | = N
| | | | | | [ ] | | | M |
| I | | | | | | ] | M |
| M | | IFH | | | | |
| HEEE | I T
HHEBEHEBEHEBEBEEE
EIRTEE R R (-
=713 |5 FIE |&|F|3| |5 7|3
@ @ @ I
East Morth South West

= Total

PivotChart Filter Pane v X
Active Fields on the ‘j'
PivotChart =

7 ReportFilter

1] Axis Fields (Categories)

74 Legend Fields (Series)
X Values
Sum of Sales

PivotTable Field List v x

Cheose fields to add to report:
[7]Sales Region

[¥]Product

[sales

Drag fields between areas below:

¥ Report Filter 4 Legend Fields ...
| J |
1] AxisFields (Ca... X Values

| Sales Region = 5\ | SumofSales |

[[] Defer Layout Update
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Let’s see what happens if we pivot the data. Right-click “Sprockets” in the pivot table, click
Move, and then click Move “Product” to Columns:

RowlaheIsESumolSales
S East 76500 Total
Cogs 24000 50000
Sprockets 13750 45000
! 40000
Tickers 26250 35000
i Annn
Widlcaion |11~ A A $ v % s F
=/North
ot B L EE O A
T M— -
) 52 | Copy w n w w
ek %f Format Cell e E e E
! P5f| Format Cells...
wid s E E s
=South | ] Refresh =z = g g
Cogs Sort »
Spra Filter 3
Tick [V subtotal “Proguet
Wid)
; »
= West Expand/Collapse
Cogs = | Group..
Spra *  Ungroup...
Tick| Move 4 Mave “Sprackets” ta Beginning
wid X | Remoye Product’ Move “Sprockets” Up
Grand Tc
% Field Settings... Mave "Sprockets” Down
PivotTable Options... Move “Sprockets™ to End
[E| Hide Fietd List Mave “Froduct” to Beginning

= Total

Move "Product” to Left

Move

“Product” to Columns

After you click Move “Product” to Columns, the worksheet should look something like this
(although you may have to move some stuff around):

Sum of Sales  Column Labels E‘

Row lahelsE Cogs Sprockets Tickers Widgets Grand Total
East 24000 13750 26250 12500 76500
North 12000 17250 43000 8000 80250
South 19000 4000 25500 31000 83500
‘West 14000 2500 21375 37500 75375
Grand Total 69000 37500 120125 89000 315625

50000

45000

40000

35000

30000 W Cogs

25000 W Sprockets

20000 ™ Tickers

15000 W Widgets

10000
5000

East

North

South

West

PivotChart Filter Pane v X

El

Active Fields on the
PivotChart

“f Report Filter

[l axis Fields (Categories)
Sales Region

7 Legend Fields (Series)

&

Product =]
X values
5um of Sales

PivotTable Field List v X

Choose fields to add to report:
Sales Region

roduct

[v]5ales

Drag fields between areas below:

W Report Filter i Legend Fields ...
‘ ‘ | Product A |
i AxisFields (Ca... X Values

‘ Sales Region v ‘ | SumofSales v |

[ pefer Layout Update
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When we pivot the data, the chart changes as well. One good way to see the difference is to
examine the PivotChart Filter Pane. Before we “pivoted” the data, the PivotChart Filter Pane
looked like this:

PivotChart Filter Pane
Active Fields on the |E|
PivotChart

“W Report Filter

1] Axis Fields (Categories)

(-]
(]

Sales Region

Product

] Legend Fields (Series)

= Values

Sum of Sales

After we “pivot” the data, the PivotChart Filter Pane looks like this:

PivotChart Filter Pane *
Active Fields on the |§|
PivotChart

W Report Filter

i Axis Fields (Categories)
|Sales Region E“
“H Legend Fields (Series)

| Product E“

2 Values

Sum of Sales

Excel 2007 Pivot Tables and Pivot Charts 3
8




Customizing the Chart

So, now that we have a chart that represents the data in the pivot table, let’s customize the
chart a little. When you click on a cell outside of the pivot chart, notice that the right side of the
Office ribbon looks like this:

Microsoft Excel - = X
View Developer Add-Ins 'Q)
] | Co, e % AutoSum ~
Text General - *Z‘ ilif || cem T %' \?a
= Enera =3 ‘d —l_;Lj == Er\ ! = E Fill =
efCenter v [[[ $ ~ % o |[%8 3%8( | Conditional Format Cell Insert Delete Format Sort & Find &
Formatting = as Table = Styles = - - - {# Clear = Filter = Select~
] Mumber L] Styles Cells Editing

Now click on the pivot table. When you click on a cell in the pivot table, the right side of the
Office Ribbon looks like this:

PivotChart Tools

View Developer Add-Ins Design Layout Format Analyze
: .
Y B i i — ]
) Texut T . .l
je & Center [ % B+ || %53 5%8||| Conditional Format Cell Insert Delete Format
. || Formatting = as Table ~ Styles - - -
MNumber Styles Cells

The PivotChart Tools menu item is a contextual tab. Contextual tabs are a new feature in Office
2007. These tabs appear when you click on certain objects. Another example of a contextual tab
is the Picture Tools contextual tab that appears when you click a graphic file in Word 2007.

But, back in Excel 2007, the PivotChart Tools tab appears when you click in a pivot chart. When
the PivotChart Tools tab appears, you can click on the Design, Layout, Format, or Analyze to
customize the pivot chart.

For example, the following items appear on the PivotChart Tools contextual tab when you click

Design:

il w5 =

Change Save As Swritch Select Jﬂ-l-h-j -I]ﬂ—dﬁ- = : II II h ‘ . ‘ . ‘ I I . ‘
Chart Type Template || Row/Column  Data i

Type Data Chart Layouts Chart Styles

w
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Let’s change the chart style for the pivot table. To do this, click Change Chart Type:

= R = Microsoft Excel
Home Insert Page Layout Formulas Data Review
=+ 1

Switch
Row/Column
Data

[Data

Selenlct @ﬂ -ﬂj—n_i- ﬂj_u—i_ -

Chart Layouts

| Chart1

When you click Change Chart Type, the Change Chart Type dialog box appears. You can select
from column charts, pie charts, stock charts, doughnut charts, and bubble charts (yeah, | didn’t

f\
( k|

know either. Turns out that bubble charts are a version of scatter charts.). In this case, let’s be a
little cautious, and just go with a bar chart:

Change Chart Type

¥ [

.NWMMﬂ

3 Templates -
il Column |Ix9—‘ |@ |©5‘) |.\
|ﬁ Line
& Pie s -
Bar
= %—} ]
T
@ Area
45 XY (Scatter) g g?
lis]  Stock &=
6@ Surface —
& Doughnut g
=
92 Bubble
A
@ Radar rea_
l~a
[ Manage Templates. .. ] [ Set as Default Chart ]

W

Ok, ] [ Cancel
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After you click OK, the pivot chart now looks like this:

g “f
West
Chart &
South W Widgets
W Tickers
Marth M Sprockets
| Cogs
East
T T
a 10000 20000 30000 40000 50000
h — <t

Let’s do something about those colors as well. They painted Mercedes-Benz sedans those colors
back in the ‘70s. You can select from the default chart styles in the Office Ribbon, or you can
click the More button, and select from a lot more styles:

Microsoft Excel PivotChart Tools
a Review View Developer Add-Ins Design Layout Format Analyze
i —
- — e | . e
- - — -
frxey) _—— S e |
= I O
outs Chart Styles L

After you click the More button, you can choose from a palette of styles:

— _—,————————————‘
e | — — e e | | | —
— | e e (e (e
_ e e e B e e B
—_— —-— — e ——— | — ———— =
_ . [ [ e e [ [
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After choosing the style that you want, the pivot table looks something like this:

South

® Tickers

Morth ¥ Sprockets

= Cogs

10000 20000 30000 40000 20000

More better, at least from here. Your mileage may vary. In any case, let’s add a chart title. To
add a chart title, click Layout, click Chart Title, and then click the chart title type that you want:

D) 9 - : Microsoft Excel PivotChart Tools
-
e Home Insert Page Layout Formulas Data Review View Developer Add-Ins Design Layout Format
Chart Area - Lr‘_ ) [A = . i
s | e |l i | i
: I 1 [ = Wk Iy =
%Farmat Selection I—I '—} - o = I .
— Ficture Shapes Text Chart | Axis Legend Data Data Axes Gridlines Flot Chart Chart Tren
&4 Reset to Match Style - Box Title - |Titles~  ~  Labels ~ Table~ - - Area~t Wa 00 ’
Current Selection Insert — Mone Axes Background
| Chart1 .l £ | I | Do not display a chart Title
— Centered Overlay Title
@ Excel_Pivot.xlsx I | Overlay centered Title on
chart without resizing chart
A 8 c | Above Chart G H ! J K
6 South 19 Display Title at top of chart 83500
7 West 14 area and resize chart I 75375
8 Grand Total 69 N 315625
q
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Choose Above Chart, and type a chart title:

PSaIes by Regiod'

South

Morth

10000

= Widgets
® Tickers

¥ Sprockets

30000

UL 2L 40000 20000

You can also click Axis Titles, to add axis titles to the horizontal and vertical axes:

Do) 2 - : Microsoft Excel PivatChart Tools
- Home Insert Page Layout Formulas Data Review View Developer Add-Ins Design Layout Format
Chart Title - uff. A - : m
G i i ] I i :
] =] 1 L'
%Farmat Selection I—I "} - ’ ]
- Picture Shapes Text Chart | Axis |Legend Data Data Axes  Gridlines Plot Tre
£*] Reset to Match Style - Box Title = |Titles Zpmmm——terretr—TFolaler, | ™ - Area
p— clarti o ™ oy . o
Current 5election Insert / || Primary Horizontal Axis Title » '\{x:s Background
| Chart1 - 5~ | \ @] | Primary Vertical Axis Title 3 )
i [ —

After you add titles to the horizontal and vertical axes, the pivot chart might look something like

this:

Sales by Region

West

South

Morth

® Widgets

® Tickers

¥ Sprockets

10000

20000

30000

40000

50000

Sales in Dollars

Maybe a little busy, but it’ll do.
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Refreshing a Pivot Table / Chart
So, what happens if the data in a worksheet changes and you need to update a pivot table? Do
you have to delete the existing pivot table and/or pivot chart and create a new one?

For example, your client calls and apologetically says that some of the data in the original
worksheet was not correct. You might remember that she was surprised by the lackluster sales
of the Sprockets line. She brings over the updated worksheet for you to analyze.

The Sprockets sales figures in the original worksheet looked like this:

Morth Sprockets 17,250
South Sprockets 4,000
East Sprockets 13,750
West Sprockets 2,500

The pivot table for this data currently looks like this:

sum of Sales Column Labels =

Row Labels | ~ East Morth South West Grand Total
Cogs 24000 12000 19000 14000 G000
Sprockets 13750 17250 4000 2500 37300
Tickers 26250 43000 29500 21375 120125
Widgets 12500 8000 31000 37500 29000
Grand Total 76500 80250 83500 75375 315625

However, the updated (and correct) sales figures for the Sprocket line look like this:

Morth Sprockets 22,250
South Sprockets 14,000
East Sprockets 18,250
West Sprockets 17,500

So, after you update the worksheet to include the correct sales figures, how do you update the
pivot table data? Pretty easily as it turns out. To update the pivot table, just right-click the pivot
table and then click Refresh:
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Calibi =11 = A" A" % - % »
Sum of Sales Column La
~ O AT G R

Row Labels ~ B I =

S T (U -
=3

Sprockets 2 | Copy

Tickers f]"‘ Format Cells...
Widgets ber Format...
Grand Total [ Refresh

Sort 4
>< Remove “Sum of Sales’

Summarize Data By L4

b
lulul

Show Details

After you click Refresh, the pivot table looks like this:

Sum of Sales Column Labels |+

Row Labels | ~ East Morth South West Grand Total
Cogs 24000 12000 19000 14000 9000
ISErGCkEtE .I 18250 22250 14000 17500 F2000
Tickers 26250 43000 29500 21375 120125
Widgets 12500 8000 31000 37500 29000
Grand Total 81000 85250 93500 90375 350125
Conclusion

So, that'’s it for pivot tables and pivot charts. As we’ve seen, pivot tables and pivot charts are a
quick way to look at data in different ways. Because data mining is the transformation of data to
see hidden patterns, pivot tables and pivot charts can be thought of as a simpler version of data
mining.

Pivot tables not only let you look at data in different ways, but you can also change the way data
is summarized. For example, you can not only sum data, but also use counts, averages,
maximum, and minimum. Number geeks rejoice.

Pivot charts are a great way to prepare data for presentations. Because lots of numbers may
divert the attention of an audience from the main message of a presentation, you can often use
pivot charts to support, rather than overwhelm, the main points in a presentation.
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Final Exam Questions
1. Inthe Create PivotTable wizard, use which selection to bring information not within an
Excel worksheet?
a. New Worksheet.
b. Select a table or range.
c. Existing Worksheet.
d. Use an external data source.
2. Pivot Tables & Charts are great ways to help analyze, sort and filter data. This done by
what process?
a. Manipulating columns and rows of a targeted range of data from a worksheet.
b. Manipulating cells and rows of a targeted range of data from a workbook.
c. Manipulating cells and columns of a targeted range of data from a worksheet.
d. Manipulating columns and rows of a targeted range of data from a workbook.
3. To select cells of the current Excel worksheet to be used, use which step in the Create
PivotTable wizard?
a. Choose use an external data source.
b. Choose existing worksheet and give it’s location.
c. Choose New Worksheet.
d. Choose Select a table or range, then click the Table/Range icon and choose your
cells.
4. The original worksheet has been updated, how do you update the PivotTable?
a. Press F5 on the keyboard.
b. Right-click the pivot table, then click Refresh.
c. Right-click the pivot-table, then click Summarize by.
d. Click View, then Refresh.
5. To perform a function, such as Average or Sum, which would you choose after right-
clicking the pivot table?
a. Summarize Data By
b. Value Field Settings
c. PivotTable Options
d. Format Cells
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Row Labels | * | Sum of Sales

-ICogs
East
North
South
West

=ISprockets
East
North
South
West

= Tickers
East
Morth
South
West

='Widgets
East
North
South
West

Grand Total

69000
24000
12000
19000
14000
37500
13750
17250
4000
2500
120125
26250
43000

293500
| |

21375
89000
12500

8000
31000
37500

315625 Fig. 1

Sum of Sales Column Labels | =
Row Labels| * | Cogs

East

MNorth
South
West

IGrand Total _I

Sprockets Tickers Widgets Grand Total

24000 13750 26250 12500 76500
12000 17250 43000 8000 80250
13000 4000 25500 31000 83500
14000 2500 21375 37500 75375
69000 37500 120125 89000 315625

Fig

6. To get from Figure 1 to Figure 2, you have chosen which of the following after right-
clicking the pivot table?

a.

b.
c.
d

Move “Sprockets” to Beginning.

Move “Products” to Columns.

Move “Sprockets” to End.

Move “Products” to Right.

Sum of Sales Column Labels |

Row Labels | = | Cogs

=/East
Large
Small
='North
Large
Small
-ISouth
Large
Small
-'West
Large
Small
Grand Total

24000
14000
10000
12000
4500
7300
19000
12500
6500
14000
6000
8000
69000

Sprockets Tickers Widgets Grand Total

13750
9250
4500

17250

26250
14750
11500
43000
17750
25250
29500
12500
17000
21375
4500
16875
120125

12500
4500
8000
8000
4500
3500

31000
8500

22500

37500

18500

19000

89000

76500
42500
34000
80250
36750
43500
83500
34500
49000
75375
31000
44375

315625 Figure 3.

.2

7. InFigure 3, you need to filter the view to see only the data for “North.” Which steps are

correct?

a.

Right-click the pivot table, choose Value Field Settings.
b. Right-click the pivot table, choose Hide Field List.
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c. Click Column Labels drop down, and de-select the items not needed.
d. Click Row Labels drop down, and de-select the items not needed.
8. When you create a PivotTable and add fields to the report, a default table layout is used.
How do you change the PivotTable layout?
a. Dragand drop the fields from the PivotTable Field List.
b. Right-click the field, click Move, and then choose where to move the field.
c. Use the Move Field feature.
d. Click the Data table, and then click move.
9. Which of the following is not an option when you change how data is summarized in a
PivotTable?

a. Min
b. Average
c. Standard Deviation
d. Count
10. Which of the following is not an available chart type in the change Chart Type dialog
box?
a. Doughnut
b. Bar
c. Area
d. Float
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