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INTRODUCING

Lorman’s New Approach to Continuing Education

ALL-ACCESS PASS

The All-Access Pass grants you UNLIMITED access
to Lorman's ever-growing library of training resources:

Unlimited Live Webinars - 60-90 live webinars added every month
Unlimited OnDemand and MP3 Downloads - Over 1,000 courses available
Videos - Just released

Slide Decks - More than 700 available

White Papers

Reports

Articles

.. and much more!
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Join the thousands of other pass-holders that have already trusted us
for their professional development by choosing the All-Access Pass.

Get Your All-Access Pass Today!

SAVE 20%

Learn more: www.lorman.com/pass/?s=special20

Use Discount Code Q7014393 and Priority Code 18536 to receive the 20% AAP discount.

*Discount cannot be combined with any other discounts.



Pivot Table

A pivot table is really a type of summary table that's unique to Excel. Pivot tables are great for summarizing values in

a table because they do magic without making you create formulas to perform the calculations. Pivot tables also let

you play around with the arrangement of the summarized data. It's this capability of changing the arrangement of the

summarized data on the fly simply by rotating row and column headings that gives the pivot table its name.

Create a pivot table:

1. Open the MS/Excel worksheet that contains the table you want summarized by pivot table. Select any cell in the

table.

Make sure that the table has no blank rows or columns and that each column has a header.

2. Click the PivotTable button in the Tables group on the Insert tab.

PivotTable Table

-

Tables

Click the top portion of the button; if you click the arrow, click PivotTable in the drop-down menu. Excel

opens the Create PivotTable dialog box and selects all the table data, as indicated by a marquee around the

cell range.

3. If necessary, adjust the range in the Table/Range text box under the Select a Table or Range option button.
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If the data source for your pivot table is an external database table created with a separate program, such as
Access, click the Use an External Data Source option button, click the Choose Connection button, and then click

the name of the connection in the Existing Connections dialog box.
4. Select the location for the pivot table.

By default, Excel builds the pivot table on a new worksheet it adds to the workbook. If you want the pivot
table to appear on the same worksheet, click the Existing Worksheet option button and then indicate the

location of the first cell of the new table in the Location text box.
Indicate the data source and pivot table location in the Create PivotTable dialog box.
5. Click OK.

Excel adds a blank grid for the new pivot table and displays a PivotTable Field List task pane on the right
side of the worksheet area. The PivotTable Field List task pane is divided into two areas: the Choose Fields
to Add to Report list box with the names of all the fields in the source data for the pivot table and an area

divided into four drop zones (Report Filter, Column Labels, Row Labels, and Values) at the bottom.
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New pivot table displaying the blank table grid and the PivotTable Field List task pane.

6. To complete the pivot table, assign the fields in the PivotTable Field List task pane to the various parts of the
table. You do this by dragging a field name from the Choose Fields to Add to Report list box and dropping it in

one of the four areas below, called drop zones:



7. Report Filter: This area contains the fields that enable you to page through the data summaries shown in
the actual pivot table by filtering out sets of data — they act as the filters for the report. So, for example, if
you designate the Year Field from a table as a Report Filter, you can display data summaries in the pivot

table for individual years or for all years represented in the table.

e Column Labels: This area contains the fields that determine the arrangement of data shown in the

columns of the pivot table.

e Row Labels: This area contains the fields that determine the arrangement of data shown in the rows of the

pivot table.

e Values: This area contains the fields that determine which data are presented in the cells of the pivot table

— they are the values that are summarized in its last column (totaled by default).

Completed pivot table after adding the fields from the employee table to the various drop zones.
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As soon as you create a new pivot table (or select the cell of an existing table in a worksheet), Excel displays the
Options tab of the PivotTable Tools contextual tab. Among the many groups on this tab, you find the Show/Hide

group that contains the following useful command buttons:
e Field List to hide and redisplay the PivotTable Field List task pane on the right side of the Worksheet area.

e +/- Buttons to hide and redisplay the expand (+) and collapse (-) buttons in front of particular Column Fields or
Row Fields that enable you to temporarily remove and then redisplay their particular summarized values in the

pivot table.

e Field Headers to hide and redisplay the fields assigned to the Column Labels and Row Labels in the pivot table.



Lorman Education Services is not the author of or responsible for the content of the materials provided herein. Lorman Education Services publishes these materials without warranty and
expressly disclaims any representation as to the accuracy or appropriateness of any statements or advice that may be contained herein. If you have questions regarding the contents of these
materials, please contact the author or a qualified professional in the field.





