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PivotTables 
PivotTables can be a powerful way to analyze data in Excel. As with all data functions in Excel, it is key that you 
have your data set up properly. Don't skip rows (just to make it look nice) and try not to skip columns. The first 
row (and only the first row) should have your column headings in it. 

Turning on the Drag-And-Drop Version of the PivotTable Tool 
If the PivotTable tool does not look like the illustration on the right, below, then you must set it for PivotTable 
table input from the PivotTable options. To access the PivotTable options, point to the toolbox on the left, below, 
and right-click. Then choose PivotTable options for the menu. On the window that appears, click on the display tab 
and check off the box pointed to below. 

Before you get started, simply click on any cell inside the data range 
that you want to use.  Then, on the Insert tab of the ribbon, click the 
top of the PivotTable button to start the process inserting a PivotTable 
(if you want a PivotChart, the bottom half of that button in choosing 
from the short menu that appears). The window to the right should 
appear with the range predetermined based on Excel's artificial 
intelligence in the cell that you clicked on in the data range. At the 
bottom you can choose to insert the PivotTable into a new worksheet 
or into the existing one and you have the data on. 
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Let us discuss the data that we will be using in this document. Is a list of branches for a major banking corporation. 
The data spans multiple cities in multiple states and shows occupied square footage as well as rental cost. 
 
We will start with a simple example.  Let's summarize the occupied square footage by State and break it down by 
“Flr Use.” 

Drag the State to 
the Row Fields 

Drag the “Occ Area” to 
the Data Items Fields 

Drag the “Flr Use” to 
the Column Fields 

Turn ON/OFF the Field List 
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Formatting the Numbers in the PivotTable 
To format the numbers on the page for com-
mas at the thousand separators, it is best to 
click on any number inside the data and right
-click, then choose number format from the 
menu. Using this method will format all of 
the numbers in the data section. If you used 
the buttons on the ribbon, it would only for-
mat the one cell that you had selected. 
 
 
 
 
 
 
“Drilling Down” on the Data 
Another interesting feature on this right-click 
menu is that if you click on a number (for 
example the total of 61,782 for DC) and 
choose show details, a new sheet will be 
added showing the data that makes up that 
number. 
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Changing the Formula 
Maybe we don't want the total (Sum) of 
the square footage shown in the 
PivotTable. There are four boxes at the 
bottom of the PivotTable field list. This 
allows us to customize what information 
is shown. To change the number 
calculation, click on the "Sum of Occ 
Area" in the Values box. In the pulldown 
menu that appears, click on “Value Field 
Settings” and choose “Average” in the 
lower half of that window.  Note that you 
can also click the “Number Format” 
button and format the numbers from this 
window. 

Multi-Level Analysis 
We can show more than one data value. 
Let's drag the “Branch Number” field 
down to the values (below the one it's 
their already: “Occupied Area”). You 
will see that Excel automatically 
assumes that you want to do a count of 
these branches - which is what we want. 
But the heading of the column, "Count 
of Branch Number" is a bit large for our 
liking.  So, let's click the pulldown in 
this newly added field and choose 
“Value Field Settings” again.  In the 
field labeled, "Custom Name," change 
the text to simply read, "# Loc." This 
will make the column 
widths narrower. 

Now let's further 
breakdown each state to 
show all the cities within 
the State. Simply drag the 
City field down to the 
“Row Labels” box, below 
the State field, which is 
already there.  Instantly the 
added level of breakdown 
is displayed. 
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FILTERING THE PIVOTTABLE  
There are two ways we can filter a PivotTable. 
 
First- you may have noticed the report filter box on the bottom of the field list. Let's drag the State field from the row 
labels to the report filter.  This results in the State field now being shown on the left above the actual PivotTable. You can 
click the pulldown arrow on the second column and choose which State you want to show the data for. 
 
Second– in the City heading, you could click the pulldown in the column on the left and check off exactly which cities 
you want to show in your table. 
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Special Value Calculations 
Before you setup the next PivotTable, you must add a column to the data sheet to pull out the Year of the “Current Term 
End.”  Be sure to refresh the PivotTable.  Once you setup the PivotTable below, click the pulldown on the “Sum of Bldg 
Area” and choose “Value Field Settings.” 
Set the parameters as shown (on the left) 
on the “Show values as” tab.  This shows 
the difference in the building area from 
the previous year—in essence how much 
the area has changed as each year passes. 

Changing the Type of Values Displayed 
Suppose we want to change the values of the “Sum of Occ Area” to be 
percentages of the total?  Right-click on the column heading, “Sum of 
Occ Area,” and click the tab labeled “Show values as.”  Then click the 
pulldown under “Show values as” and select choose “% of column.”  
All the sums are now shown as percentages. 
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PivotCharts 
Go back to our original data and click the bottom half of the PivotTable button on the Insert tab of the ribbon, but 
this time let's choose PivotChart. A new sheet will be created with the controls and it to build our chart. If we don't 
want column chart (the default) we can click "Change Chart Type" on the left of the ribbon. Screen below shows 
what you should have. 

Let's drag the same three 
fields into the chart area: 
State, Flr Use and Occ Area. 
If they don't produce the 
chart that you have below, 
drag the fields into the right 
boxes at the bottom of the 
field list. The numbers for 
"Branch" may be too big to 
allow the other numbers to 
show well enough on our 
chart. So let's change the 
value format of the number 
to compute the averages. 
When you're done your 
chart should look like the 
one on the right. 


