BASIC PIVOT TABLES

This video will explain and show you how to use basic Pivot Tables in
Microsoft Excel. Pivot Tables will allow you to sort and analyze data in a
number of different ways.

STEPS
0 Begin by selecting the data set that you would like to analyze. Click a cell in the range of
cells that contains the data; make sure the range has column headings and that there are

no blank rows in the range.

0 Select the “Insert” tab, Click “Pivot Table” in the “Tables” group.
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0 The range selection is reflected in the “Table/Range” box. Now select “New Worksheet.

-
Create PivotTable M

Choose the data that you want to analyze

Q) Select a table or range |
Table/Range: | data!$A$1:5Y51428 E]

Use an external data source

Connection name:

Choose where you want the PivotTable report to be placed

@) New Worksheet

Existing Worksheet

' Location:

(|

Choose whether you want to analyze multiple tables

"] Add this data to the Data Model

| oK l l Cancel |

o Click “OK.”
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o A grid will appear on the new spreadsheet this is the Empty Pivot Table and a series of
data fields and quadrants will appear on the right side called the PivotTable Field List.
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1 PivotTable Fields ™ *
2 Choose fields to add to o -
3 | I report:

4 votTabla? Period -
5 Date

6 | To buid a report, choose fields Source

7| from the PivotTable Field List Journal ID

8 Amount -
9

10 Drag fields between areas below:
11 —

12 T FILTERS I COLUMNS
13
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15

5 = ROWS E VALUES

17
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» Sheetl | data | Resource Des ... (@) A » Defer Layout Upda...

o You will now add fields to the PivotTable by dragging fields to the area in the layout
section. Drag “Fund” to the Filter section.

e the RESOURCE in the ROWS section
e the OBJECT in COLUMNS section
e and the AMOUNT in the VALUES section
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A B C D E F -
1 [Fund ) = PivotTable Fields ™ *
2 Choose fields to add to o~
3 | Sum of Amount [Column Labels | - report:
4 |Row Labels |~ 4100000 4200000 4200800 4300000 4300009 =
5 |0000070 11843.32 L/ Fund §
6 10000100 13.17 Resource
7 loooo110 1170.87 Resource Description
8 0000111 927.49 fcyjYe= -
9 |0000200 16311.99 ol
10 ) 0000201 5545.55 3791.94 Dray fields between ageas below:
110000203 339.39
12 | 0000300 037.51 13132.79 T QIERs | Jf COLUMNS
13 | 0000327 133.56 Object  ~
14 | 0000345 150655.45
15 | 0000400 215.61
16 | 0000401 2500 2004.01 |\ N ROWS % VALUES
17 | 0000403 682.32
18 l0000404 25.9 8308.32 Resource ~ SumofA. ~
19 | 0000405 11803.92
20 | 0000406
21 | 0000407 16463.7

v | Sheetl | data | Resource et o (@)« |« > Defenayou Updas

0 You can Filter on the Fund by clicking the dropdown and clicking the “Select Multiple Items”
box. In this example, you can select one or more Funds.
o Format the values by right-clicking in the pivot table and select “Value Field Settings.”
Select the “Number” format.
Row Labels  ~ 4300000 4300011 4400000 Grand Tolal
0000740 22032 172094.92 17429812 r T T
6108407 98566 208.36 1184.02 S el CAEE
Grand Total 31BB.86 20836 17209492 17549214 = | l
[ Value Field Settings e S :'.
Source Name:  Amount DT E— 174,208.12 |
|:c«m«v |
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- i
o] oo ]
o0 You will see that it has now pulled in totals for all the data in a couple of clicks. In addition

you can continue to add or move data sets to arrange them in different formats.
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0 By clicking on the PivotTable you have OPTIONS and DESIGN tabs available to further

PivotTable.

customize the
A
1 Fund
2
4 Row Labels -
5 | = 0000070
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7 = 0000100
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9 | =0000110
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11 =0000111
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21 2100
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Choose fields to add to report: -
vodl N
| Function
| Object
Site
Oper Unit
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Drag fields between areas below:
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