Exercise 1: Formatting Data for use in a Pivot Table

1. Go to Week 4 on Moodle. Go to folder Pivot Table tutorial. Open the file: Formatting Data for Pivot Table.xls 


[image: ]

In order for Pivot Tables to work correctly make sure there are no blank rows
(It’s ok to have some blank cells but not blank rows)

It is good practice when working with ANY list of data in Excel to format the table first:

2. [bookmark: _GoBack]Click ‘Format Table‘ at the top of menu and choose one of the table styles: 
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What changes have you noticed?
	Colour
	Column Headings
	Automatic filter arrows!
(As with most things on Microsoft Office, some one button clicks can save a lot of time!)


The filtering function is created automatically when you put a worksheet into Table format
Each column heading should have an arrow button which is the filter setting.
 
[image: ]

3. Now filter your table so that you only see the results for January. 

4. Remove the filter.
5. Try different filters e.g. filter by Firm A
6. Click on any cell in the table.

7. Look in the Design heading and click box: Total Row

What has happened?

8. Change the Total to Average then MIN then MAX. 







Exercise 2 Creating a Pivot Table

Having followed the previous formatting steps…
1. Click on the ‘Insert’ Tab then click on the Pivot table button :   [image: ]


A Create PivotTable dialogue box will appear:

[image: ]



Make sure that Excel has identified all your data (with the dotted line around your table)


2. Pressing the OK button will create the Pivot Table in a new worksheet (tab).
This is what we want to do. So go ahead!


Excel will display a new worksheet with a blank Pivot Table on the left and also the Pivot Table Field List on the right:

[image: ] 




Now you can move your data into place to create the Pivot Table.

For example, lets say we wanted to have ‘year’ as column labels.

3. Click and drag Year into the Column Labels box near the bottom right.

When you have done this look at your Pivot Table:

[image: ]

Let’s now say we want Company for our Row headings.
4. Click and drag Company into the Row Labels box

Look at your Pivot Table:

[image: ]
5. Now add revenue field to the Values area

[image: ]
6. Finally add Month to Row Labels section.

Congratulations you should have created your first Pivot Table!!!!
[image: ]

By default Excel put subtotals for groups at the top of a section i.e. 963, 961 and 1924.

If you would prefer to have your subtotals at the both of the groupings:
7. Click on the Design tab and click on the subtotals symbol and then click “Show all subtotals at bottom of group”

Tah! Dah!!!! You should end up with a Pivot table like this: 

[image: ]



8. Experiment. Try different fields in the Row and Column labels e.g.:

[image: ]

If your pivot table options menu disappears: 
Clicking on any cell in a Pivot Table shows the Pivot Table options menu 

9. Save the file and close it.



Exercise 3

1. Open new file:  Summary information.xls

[image: ]

2. Arrange the data fields to this:

[image: ]

Your table should look like this:
[image: ]




3. Add or remove Grand Total for columns and or rows (clue: go to design menu).

4. Right click on any numeric value inside the table e.g. 131 cell then go to “Summarize values by” and change the data field summary. Try different values. Finally change the value back to SUM.

5. Again click on any numeric value within the table and right click. Now choose ”Show value as“. Let’s say we want to compare the % value of a year with the previous year. Click “% of”

A dialogue box should appear:
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6. Change Base Field to “Year” as we want to compare each year
The base item will automatically change to “previous” so click OK.

[image: ]

7. Play around with these summary operations. End up back with Month.


8. Save and close the file.














Exercise 4: Adding a calculated field to a Pivot Table

1. Open the file: Data with Sales Count.xls

2. Create a pivot table.

3. Arrange your data fields as follows:

[image: ]
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4. Now click ANALYSE in the pivot table tools sections tab and CALCULATIONS section click: Fields, Items & Sets

[image: ]

Scroll down to calculated field and click. This dialogue box should appear.

[image: ]


We want to find the Average Sale which will be the revenue divided by number of sales. Using the fields in the dialogue box this would be Revenue/Sales Count.

5. You can create the formula = Revenue/’Sales Count’ by clicking the labels (if you type rather than click the labels and press insert - it may not work!). 
You should end up with:

[image: ]

6. Click OK:

[image: ]






Exercise 5: Creating Filters on Pivot Tables

Filter by selection

You may have Pivot Table with huge amounts of data. In order to display only relevant parts, you can use filters in your Pivot table.

1. Open the Filters worksheet.xls 

2. Create the following Pivot Table:

[image: ]

Let’s say you just wanted to view the values for the North and West region.

3. Click on region on the Pivot Field list. Click on the downward pointing black triangle and click on the North and West.

Your can use more than one filter, so that you could chose 1 year and one month etc. 	

4. Remove all filters.









Exercise 6: Filter a Pivot Table by Rule

1. Click on month in the Pivot Table Field list and click on value filter.

2. We only want to display months with a Grand Total (sum of revenue) is greater than £200

[image: ]

(If you do not see any obvious changes move your revenue heading from a column to a row)

Filtering using Slicers – THIS IS REALLY useful!!!
[image: ]
1. Click anywhere on the pivot table. 
2. Click on ANALYSE in PIVOT TABLE TOOLS on top menu. Then click on Insert Slicer : [image: ]

[image: ]

3. Choose month


4. Now just display the month of February by clicking February.
5. Hold CTRL and add May just to have Jan and May!

6. Add another slicer to filter by company.





Exercise 7: Filter a Pivot Table with Report Filter field

[image: ]

If we want to filter by quarter we could also drag the Quarter heading in the Pivot Table Field list into the report filter box.


[image: ]
Formatting and Charts


You can also add conditional formatting as you can with a normal excel table using the conditional formatting menu.

You can also create charts from your Pivot Table in the same way as you would with a normal excel spreadsheet.
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