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PivotTables Introduction 

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

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

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

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

 Summarizing matters by jurisdiction as an aid to case management. 

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

 

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

 

The interactive features are then used to expand/collapse categories and filter the report to 
display only specific data. 
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When creating a PivotTable, it is important to understand the following terminology: 

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

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

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

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

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

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

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

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

CREATING A PIVOTTABLE 

1. Open the EXCEL P IVOTTABLE S  file. 

2. Display the EMPLOYEE DATA  worksheet. 

 To create a PivotTable, you begin by clicking anywhere within the main data range to 
identify a contiguous range or select a named range.  

3. Click anywhere within the main data range and from INSERT|TA BLE S , click the 
P IV OTTABLE  button. 

 The P IVOTTA BLE  button is a combo button.  Click the top portion of the button to select 
PivotTable. Click the bottom portion of the button to see a menu of options and choose 
either P IVOTTABLE  or P IVOTCHA RT . 

The CREATE P IV OTTABLE  dialog box Displays. 

 

 Always check that the default range is correct.   

 If the data range is not defined as a table and contains extra blank rows or columns or 
includes additional explanatory information, reconfigure the data or modify the default 
range. 

4. Click the OK  button to accept the default range and location. 
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 A new worksheet opens with the area for the P IVOTTABLE  displayed on the left and the 
P IV OTTABLE F IE LD L I ST  dialog box displays on the right. 

 

5. From the P IVOTTA BLE F IELD  L IST  dialog box, from the CHOOSE F IE LD S TO AD D TO 

REPORT list, select the GENDE R checkbox. 

 GENDE R  displays in the ROW LABE LS  area. 

6. From the CHOOSE F IE LD S TO ADD  TO RE PORT  field, drag GENDER  to the VA LUES  area. 

 The COUNT OF  GENDE R  displays in the VALUES  area and the number of 
employees of each gender displays in the P IVOTTABLE . 
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7. From the CHOOSE F IE LD S TO ADD  TO RE PORT  list, select the OFFICE  checkbox. 

 The OFFICE  displays in the ROW LA BE LS  area and a breakdown by gender and 
office displays in the P IVOTTABLE . 

 

8. From the ROW LA BE LS  area, drag OFFICE  to the COLU MN LA BE LS  area. 

 

 Now the offices are arranged in columns rather than rows within the 
P IV OTTABLE . 

 

9. From the COLU MNS LA BELS  area, drag OFFICE  to the ROW LA BE LS  area below GENDER . 

 The offices are arranged in rows rather than columns within the P IVOTTA BLE . 

 You can see how the hierarchy of information can be set by arranging the 
categories in the ROW LABE LS  area.  For instance, placing OFFICE  above GENDE R  
summarizes the data first by OFFICE  then by GENDER . 
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10. Rename the new worksheet tab:  Office & Gender Summary . 

Save the workbook and continue to the next exercise. 

WORKING WITH PIVOTTABLE ELEMENTS 

Continue using the OFFICE  &  GENDE R SUMMA RY  worksheet. 

1. Click any cell outside the P IV OTTABLE . 

 Notice when I click outside the PivotTable, the P IVOTTABLE F IE LD  L I ST  no longer 
displays. 

2. Click any cell within the P IV OTTABLE . 

 Now when I click back in the P IVOTTA BLE , the P IVOTTABLE F IE LD L I ST  displays 
and the P IVOTTABLE  contextual tabs are added to the Ribbon. 

 

 If for any reason the P IVOTTABLE F IE LD L I ST  does not display: 

3. From OPTIONS|SH OW , click the F IELD L IST  button. 

4. From the P IVOTTA BLE , click the COLLAPSE  button next to “F” to hide the office 
information for this category. 

5. From OPTIONS|ACTIVE F IELD , click the COLLA PSE ENTIRE F IELD  button. 

 

 Information about offices is suppressed for both males and females. 

6. From OPTIONS|ACTIVE F IELD , click the EXPAND ENTIRE  F IE LD  button to redisplay the 
office information. 

Save the workbook and continue to the next exercise. 
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SUMMARIZING VALUE FIELDS 

When a text field is added to the VALUE S  area of the P IVOTTA BLE , the COUNT  function is 
applied.  When a numeric field is added the SUM  function is applied.  Other functions available 
include AVERAGE , M IN , MAX  and the additional options listed in the SUMMA RIZE  VA LUE F IE LD 

BY list. 

 

To change the calculation type, select any field value within the P IVOTTA BLE  and from 
OPTIONS|CA LCU LA TIONS , click the SUMMA RIZE  VA LUES BY  options button and select 
MORE OPTIONS .  Additional calculation options are available from the SHOW VA LUE S  
AS  list. 

 

1. Continue using the OFFICE  &  GENDE R SUMMA RY P IV OTTA BLE  worksheet. 

2. Click any cell within the P IV OTTABLE . 

The P IVOTTABLE F IE LD L IST  dialog box displays. 
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3. From CHOOSE F IE LD S TO ADD TO RE PORT , select the SALA RY  checkbox. 

SUM OF SA LA RY  is displayed in the VALUE  area and the SUM OF SA LA RY  column is 
added to the P IVOTTA BLE . 

 

 The default style for numbers is GENERA L , which does not include a comma at 
the thousands location.  To change the number format: 

4. From ACTIVE F IE LD  click F IELD SETTINGS . 

 

5. Click the NUMBER FORMAT  button. 

6. Choose NUMBER  and click the USE  1000  SEPA RA TOR (, )  checkbox.  Click the OK  button 
to finish. 

 

 We cover how to format numbers and other PivotTable elements in more detail 
in the PivotTables Formatting, Design and Chart class.   
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7. Click CE LL  C4  to make SALA RY  the active field. 

8. From OPTIONS|CA LCU LATIONS , click the SHOW VA LUES  AS  button and choose %  OF 

GRA ND TOTA L . 

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

9. From OPTIONS|CA LC LU ATIONS , click the SHOW VA LUES AS  button and choose NO 

CALCULATION . 

10. From OPTIONS|CA LCU LATIONS , click the SUMMARIZE  VA LUES BY  button, and select 
M IN . 

 The lowest salary for each category displays. 

11. From OPTIONS|CA LCU LATIONS , click the SUMMARIZE  VA LUES BY  button and select 
MAX . 

 The highest salary for each category now displays. 

12. From OPTIONS|CA LC LU ATIONS , click the SUMMARIZE  VA LUES BY  button and select 
AVERA GE . 

13. Save the workbook. 
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Source Data 

REFRESHING A PIVOTTABLE 

 When edits are made to the source data, refresh the data to update the P IVOTTA BLE . 

1. Display the EMPLOYEE DATA  worksheet. 

2. Click in CELL F4  and type:  Austin  

3. Use the fill handle to copy AUSTIN  to CELLS F5:F8 . 

4. Display the OFFICE  &  GE NDE R SU MMA RY worksheet. 

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

5. Click any cell in the P IVOTTABLE  to activate the table. 

6. From OPTIONS|DA TA , click the REFRE SH  button. 

-OR- 

Right-click and select REFRESH  from the shortcut menu. 

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

 Now the P IVOTTABLE  is updated to include the new information. 

 

Save the workbook. 

UPDATING THE SOURCE DATA 

1. To update the source data click any cell within the P IV OTTA BLE  and from 
OPTIONS|DA TA click the CHANGE DATA  SOU RCE  button. 
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 If the P IVOTTA BLE  is based on a data range and new rows are inserted within the 
defined range, the range on which the P IVOTTA BLE  is based updates automatically to 
include the new information.  

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

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

2. Display the EMPLOYEE DATA  worksheet. 

3. Move to CELL A60 , the first blank row after the main data range. 

The last active row is ROW 59 . 

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

The last active row is now ROW 62 . 

5. Display the OFFICE  &GE NDE R SU MMA RY  worksheet and click any cell within the 
P IV OTTABLE . 

6. From OPTIONS|DA TA , click the REFRE SH  button. 

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

7. From Options|Data, click the top of the CHANGE DATA SOU RCE  button to display the 
CHANGE P IV OTTA BLE DATA SOU RCE  dialog box. 

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

9. Edit the TABLE/RANGE  field to $J$62  and click the OK  button to finish. 

10. Refresh the P IVOTTABLE . 

 Now data about the new employees is displayed in the PivotTable. 

11. Save the workbook. 
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USING A TABLE AS THE SOURCE DATA 

 Now we are going to look at using a TABLE  as the SOU RCE DA TA .  First, we need to 
format the range as a TABLE . 

1. Display the EMPLOYEE DATA  worksheet. 

2. Click any cell within the main data range to make the range active. 

3. From HOME|STYLE S  click the FORMA T AS TA BLE  button. 

A gallery of table style options is displayed. 

4. Select a table style and click the OK  button to confirm the range of cells to be included 
in the table. 

5. Move to the end of the table and enter hypothetical information about a female 
employee working in the San Francisco office who earns $122,000. 

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

Display the OFFICE  &  GE NDE R SU MMA RY  worksheet and refresh the P IVOTTABLE . 

 The new information is included in the PivotTable. 

 The blank is included because the table creates a new row automatically. 

Save the workbook and continue to next exercise. 

Sorting and Filtering 

SORTING A PIVOTTABLE INTRODUCTION 

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

 To access sort options, click any value in a field to make it active, then from 
OPTIONS|SORT &  F I LTE R  click a sort option. 

 

 Sort options are also available from the filter arrow next to ROW  or COLU MN LA BE LS  or 
an individual field. 
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SORTING A PIVOTTABLE 

1. Display the OFFICE  &  GE NDE R SU MMA RY P IVOTTABLE  worksheet. 

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

3. From OPTIONS|SORT &  F ILTE R , click the SORT  Z  TO A  button to sort in descending 
order by OFFICE . 

4. From OPTIONS|SORT&  F ILTE R , click the SORT  A  TO Z  button to sort in ascending order 
by OFFICE . 

5. Click any cell that contains the value HOUSTON . 

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

 

7. Drag the cell so that HOUSTON  is displayed after AUSTIN  and before DALLAS . 

8. Resort the P IVOTTA BLE  so the offices are in A-Z  ORDE R . 

 Save the changes and continue to next exercise. 

FILTERING A PIVOTTABLE 

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

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

 For example, selecting FEMA LE  from the GENDER  field and MARKE TING  from the SALES  
field displays data about female employees in Marketing and excludes all other data. 

 To access filter options: 

9. Click the filter arrow    next to ROW LA BE LS , COLU MN LA BE LS , F IELD LA BEL , or 
REPORT LABE LS to display filter options. Construct a label (text) or value filter or use the 
data checkboxes to select one, multiple, or all field values as a filter condition. 

 When the COMPA CT FORM  layout is applied to the P IVOTTABLE , ROW  LA BELS  
and COLUMN LABE LS  provide sort and filter functionality for the active field.   
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 To select a field for sorting or filtering, click any value from that field within the 
P IV OTTABLE . 

 When the COLUMNA R  or TABULA R FORM  layout is applied to the P IVOTTA BLE , 
an individual filter arrow displays for each field rather than the variable ROW 

LA BEL  or COLU MN LA BE L . 

FILTERING BY FIELD VALUE 

1. Using the OFFICE  &  GE NDER SUMMA RY P IV OTTA BLE , click any cell with a MA LE  or 
FEMA LE  value to select GENDE R  as the active field. 

2. Click the Row Labels filter arrow. 

 

 The sort and filter options for the GENDER  columns are displayed. 

3. Deselect the (SELECT ALL)  checkbox and then click the FEMALE  checkbox to count 
female employees only. 

 The F ILTE R  graphic  displays on the filter arrow to indicate an applied filter. 

4. Click the ROW LABE LS  filter arrow  and select the (SE LEC T ALL)  checkbox to count 
male and female employees. 

 The filter arrow  no longer displays the filter graphic. 

5. Click the name of any city to make OFFICE  the active field. 

6. Click the ROW LABE LS  filter arrow  and filter the report to limit the report to 
employees in the HOUSTON  office. 

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

8. Click the Row Labels filter arrow, select VALUE F I LTE RS , and choose TOP  10. 

9. From the Show area, select TOP 2  ITE MS  and click the OK  button. 
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 The two offices with the highest counts display and the other offices are 
excluded from the P IVOTTABLE . 

10. Click the ROW LABE LS  filter arrow, select VALUE F ILTE RS , and choose CLEAR F I LTE R . 

 Data for all offices displays. 

11. Save the workbook. 

CREATING A REPORT FILTER 

1. Using the OFFICE  &  GE NDER SUMMA RY P IV OTTA BLE , click any cell within the 
P IV OTTABLE  to display the P IVOTTABLE F IE LD L I ST  dialog box. 

2. From the CHOOSE A F IE LD TO INC LUDE IN THE REPORT  list, right-click DEPA RTMENT  and 
select ADD TO RE PORT F ILTE R . 

 The DEPARTMENT F ILTE R  is added to the top of the PivotTable. 

3. Click the DEPARTME NT  filter arrow  and select SALE S  and click the OK  button to limit 
the report to people in the Sales department. 

 To filter by more than one value, choose the SELE CT MU LTIPLE  ITEMS  checkbox. 

 

4. Click the OK  button to finish. 

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

 The dates for all departments now display in the P IV OTTA BLE . 

6. Save the workbook. 

FILTERING WITH SLICERS 

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

 

1. Display the OFFICE  &  GE NDE R SU MMA RY P IVOTTABLE  worksheet. 

2. Click anywhere within the P IVOTTA BLE  and from OPTIONS|SORT &  F I LTE R , click the 
INSE RT SL ICE RS  button. 

The INSERT  SLICERS  dialog box is displayed. 

3. Select the DEPARTME NT  checkbox and click the OK  button. 

 The DEPARTMENT SL ICE R  displays with all the departments in the worksheet 
selected. 
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4. From the DEPARTMENT SL ICE R , click MKT  to filter the P IVOTTA BLE  to include 
information about marketing employees. 

5. From the DEPARTMENT SL ICE R , hold down the {CTRL}  key and click SA LES  to include 
information about both MA RKETING  and SALES  employees. 

6. From the DEPARTMENT SL ICE R , click the CLEA R F ILTE R  button to remove filters and 
display information for all employees. 

 

7. Save the workbook. 

CHANGING THE APPEARANCE OF THE SLICER 

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

 

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

1. Continue using the OFFICE  &  GENDE R SUMMA RY P IV OTTA BLE  with the slicer selected. 

2. Click the SLICE R SETTINGS  button from OPTIONS|SL ICE R . 

3. Deselect the D ISPLAY HE ADER  checkbox and click the OK  button. 
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 Notice that the field name DEPARTME NT  and the CLEA R F I LTER  options is 
removed from the slicer. 

 To clear the filter without the Header showing: 

1. Right click and choose CLEAR F I LTE R FROM ______  

4. From OPTIONS|SLICER STYLE S , select a style for the slicer. 

5. From OPTIONS|BUTTONS , set the COLUMNS  field to 2 . 

 Now the SLICE R  is formatted as two columns. 

6. From OPTIONS|BUTTONS , use the spin arrows to increase or decrease the HEIGHT  and 
W IDTH  of the button. 

7. From OPTIONS|S I ZE , use the spin arrows to increase or decrease the HEIGH T  and 
W IDTH . 

8. Save the workbook. 
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Grouping Data 

GROUPING BY DATE 

 By default, date fields display as individual dates which creates long, rather meaningless 
PivotTables.  

 Grouping the dates by year, quarter, or other date option generally provides a more 
useful summary.  

1. Display the EMPLOYEE DATA  worksheet. 

2. Click any cell within the main data range to identify it. 

3. From INSERT|P IV OTTA BLE , create a P IVOTTA BLE  to match the following settings: 

4. ROW LABE LS:  Office. 

5. VA LUES:   Count of Date. 

6. ROW LABE LS:  Date Hired. 
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7. Click any cell in COLUMN A  of the P IVOTTABLE  to make DATE H IRE D  the active field. 

8. From OPTIONS|GROU P , click the GROUP F IE LD  button  to display the 
GROUPING  dialog box. 

 

9. From the BY  field, select YEARS , deselect MONTH S , and click the OK  button to finish. 

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

 

10. Rename the current worksheet DATE H IRED SU MMA RY . 

11. Save the workbook. 
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Source Details 

VIEWING SOURCE DETAIL 

Continue using the DATE H IRED SU MMA RY P IV OTTABLE . 

You can view source details by double-clicking any cell containing a count, average or sum 
(value component of the PivotTable).  

 For example, to answer the question “Who are the employees hired by the Houston 
office in 2005?”: 

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

 

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

 To include detailed information within the P IVOTTABLE  report itself: 

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

Continue using the DATE H IRED SU MMA RY P IV OTTABLE  worksheet. 

1. Double-click the cell containing the number of people hired in 2005 in the Dallas office. 

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

 

 If any columns display ### double-click the column border to resize the column. 

2. Change the name of the worksheet tab to DALLA S 2005  H IRE S . 

Save the workbook and continue to the next exercise. 

Calculated Fields 

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

 Calculated fields are used to perform calculations on the summarized PivotTable data. 

ADDING CALCULATED FIELDS 

1. Display the B ILLING  worksheet. 

2. From the P IVOTTA BLE , click any cell in the SUM OF AMOU NT  column to make it the 
active field. 
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3. From OPTIONS|CA LCU LATIONS , click the F IELDS , ITEMS  &  SETS button and choose 
CALCULATE D F IE LD . 

The INSERT  CA LCU LA TED  F IE LD  dialog box displays. 

 

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

5. From the F IELD S  section, select AMOUNT  and click the INSE RT F IE LD  button. 

 AMOU NT  is added to the FORMU LA  box. 

6. Type: * 10%. 

 

7. Click the OK  button to finish. 

 The calculated field is added to the P IVOTTA BLE . 
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8. Click any cell in the SUM OF D ISC OUNT  column to select it as the active field. 

9. Use the same procedure to insert a column that subtracts the discount from the total 
amount called SUM OF D I SC OUNT APPLIED . 

 

 

10. Save the workbook. 
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PivotTable Actions 

MOVING A PIVOTTABLE 

 P IV OTTABLE S  can be moved to another location within the same worksheet, to another 
worksheet within the current workbook, or to another workbook.  

1. Continue using the B ILL ING  worksheet. 

2. Click any cell within the P IV OTTABLE . 

3. From OPTIONS|ACTIONS  click the MOVE P IV OTTABLE  button. 

The MOVE P IV OTTA BLE  dialog box is displayed. 

4. Select the NEW WORKSH EET  radio button and click the OK  button to finish. 

 The P IVOTTA BLE  is moved to the new worksheet. 

 If necessary, click the REFRESH  button or widen the columns to accommodate 
the information. 

5. Save the changes. 

 


