Microsoft Excel — PivotTables & PivotCharts

PivotTables

PivotTables can be a powerful way to analyze datexicel. As with all data functions in Excel, itkey that you
have your data set up properly. Don't skip rowst(ja make it look nice) and try not to skip colsniihe first
row (and only the first row) should have your coluheadings in it.
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Turning on the Drag-And-Drop Version of the PivabiaTool

If the PivotTable tool does not look like the ilicegion on the right, below, then you must sebitPivotTable
table input from the PivotTable options. To acdbssPivotTable options, point to the toolbox on lgfe below,
and right-click. Then choose PivotTable optionstf@ menu. On the window that appears, click ordtbplay tab
and check off the box pointed to below.
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Microsoft Excel — PivotTables & PivotCharts

Let us discuss the data that we will be using is document. Is a list of branches for a major loragkorporation.
The data spans multiple cities in multiple states shows occupied square footage as well as reosal

We will start with a simple example. Let's sumrrarihe occupied square footage by State and brrdakvin by

“FIr Use.”
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Maode] - Microsoft Excel

PivotTable Tools

Formatting the Numbers in the PivotTable
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'[ PivotTable Field List
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P

Value Field Settings

Source Mame: Occ Area

Custom Mame:

Average of Occ Area

Summarize by | Show values as

Summarize value field by

the data from selected field

Choose the type of calculation that you want to use to summarize

Area" in the Values box. In the pulldown] || |sum -
. " . Count
menu that appears, click on “Value Field || Frr e =
Settings” and choose “Average” in the m;x
lower half of that window. Note that you| | | |product 2
can also click the “Number Format”
button and format the numbers from this
window o] [
A B ¢ D E E G H ﬂl’wcﬂab\e Field List - x
o T Choose fields to add to report: @'\
BT [CITISTATION DRIVE-UP KIOSK IQE'E""“ N &
Stats || Sum of Occ Area #Loc - Sum of Occ Area #Lloc Sum of Occ Area #Loc Sum of Occ Area # I[{;BIZ"C""“'“"H I
CA 306,013 6 I~ |Bldg Name. E
(i 10,616 3 7] Address 1No ‘
DC 54,258 17 [ 1 [~|Address 1 E
FL 218,457 43 4,000 7 [ Address 2
10 /1L 391,560 T4 []city
11 /MD 38,169 13 [7] State
12 NV 17.815 2 _I [Flcountry
13 NY 1.284,283 343 4,000 2 6,149 1 [mze
14 Grand Total 2321171 561 4,000 2 4,000 2 5149 [Eleidg Primary Use
|[~IBldg Area o
17 Drag fields betwesn areas below:
lg 7 Report Filter 28 column Labels
2 | | || Fir Use £
21 | X, Values *
;g Q Raw Labels T vahes )
2 | state = S_umnfD((A..‘ = |
2_5 # Loc. b

£33 = L g
4 4 b ¥| Sheet? | Sheeti < MORBR ;~¥J

["| Defer Layout Update

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
City field down to the

the

“Row Labels” box, below
the State field, which is

already there. Instantly the

added level of breakdown

is displayed.

Ready (¥
S o T 3 s - x|
A ER R MOR-BR -Pivot Tablesals [Compatibility Mode] - Microsoft Excel  PivotTable Tools
o =
- [T Insert Page Layout Formulas Data Review View Add-Ins QuickBooks Options Design @ - 7 x
2 - = = e = e e
B "" Arial S Wrap Text Number - ijl \:),_.1 - j | 3 ‘%? \?[}
Paste Bz O- Mernr B Corder - 5 |#s0 .08||| Conditional Format  Cell Insert Delete Format Sort & Find &
e Al —— b Mergei Center = || [ v || o) Formatting - as Table = Styles= - - - * Filter~ Select~
Clipboard Font ] Alignment i} Number 0} Styles Cells Editing
G8 - 5| ¥/
A B c D E E G H B PivotTable Field List v x
" 65 =DC |wASHINGTON 54,268 17 =
66 |DC Total 54,258 17 Choose fields to add to repart: -]
67 [=FL BOCA RATON 15,576 3 — —
|| 68 COCONUT CREEK 4,030 1 B ranch Wirmber i
69 CORAL GABLES 25,962 3 [F]Bldg Name 1
70 CORAL SPRINGS 8,480 2 A
7 DANIA 17,689 1 (1
72 DEERFIELD BEACH 2500 1 £
73 DELRAY BEACH 3,180 1
74 FORT LAUDERDALE 15,869 2 2,000 |
75 HOLLYWOOD 9,125 2 [ Country
76 KEY BISCAYNE 5636 2 N =
77 KEY LARGO 800 1 [FlBidg Primary Use
78 MARGATE 3134 1 iy Ave
79 MIAMI 43,247 10 2,000 FlFoor o
80 MIAMI BEACH 27,953 5 it
5 NORTH MiaMI BEACH, gl 2 Drag fielde between areas below:
Lt PR BE CHGARIENS g 1 7 Report Filter [ column Labels
83 PLANTATION 5,346 1 Gk
84 POMPANO BEACH 4.400 2 || Fir Use =]
85 SURFSIDE 4,355 1 [ Ziveies = )
86 TAMARAC 5,348 1 e
87 FL Total 218,457 43 4000 o TR e ]
88 EIL ALGONQUIN 1,626 1 State T | | SumofOcch... ¥ |
89 ARLINGTON HEIGHTS 46,090 B city | | #ec x|
90 BLOOMINGDALE 5416 1 = :
a1 BROANKFIFIN _ 17 280 A _ * [7] Defer Layout Update
4 4 » H[ Sheet? | Sheetl  MORBR %J . o S0 _ —
Ready B e

Paul J. Montenero

Clear-Cut Computing Corp.

paulj@clearcutcomputing.com

www.clearcutcomputing.com

Page
(516) 845-4081x1




Microsoft Excel — PivotTables & PivotCharts

FILTERING THE PIVOTTABLE

There are two ways we can filter a PivotTable.

First- you may have noticed the report filter box onblo¢tom of the field list. Let's drag the Statddifom the row
labels to the report filter. This results in thats field now being shown on the left above the@dPivotTable. You can
click the pulldown arrow on the second column ahdose which State you want to show the data for.

Second in the City heading, you could click the pulldouarthe column on the left and check off exactlyiathcities

you want to show in your table.
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Changing the Type of Values Displayed

Suppose we want to change the values of the “SudtofArea” to be
percentages of the total? Right-click on the caluraading, “Sum of
Occ Area,” and click the tab labeled “Show valug$ & hen click the
pulldown under “Show values as” and select choés@f column.”

All the sums are now shown as percentages.
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Value Field Settings

Source Name:

Custom Name:
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Occ Area

Sum of Occ Area
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% Of

Running Total i
% of row

b Sraia

Address 1

Difference From

% Difference From

n

el >

A B c D E

State |FL | I Mumber Format | oK l | Cancel

Fir Use - Data

BRAMCH DRIVE-UP OFFICE Total Sum of Occ Area |Total # Loc.
City = [Sum of Occ Areal # Loc. Sum of Occ Area #Loc. Sum of Occ Area # Loc.
BOCA RATON 7.13% 3 0.00% 0.00% 6.80% 3
COCONUT CREEK 1.84% 1 0.00% 0.00% 1.76% 1
CORAL GABLES 11.88% 3 0.00% 0.00% 11.34% 3
CORAL SPRINGS 3.88% 2 0.00% 0.00% 3.70% 2
DANIA 8.10% 1 0.00% 0.00% 7.73% 1
DEERFIELD BEACH 1.14% 1 0.00% 0.00% 1.09% 1
DELRAY BEACH 1.46% 1 0.00% 0.00% 1.39% 1
FORT LAUDERDALE 7.26% 2 50.00% 1 0.00% 7.81% 3
HOLLYWOOD 4.18% 2 0.00% 0.00% 3.99% 2
KEY BISCAYNE 2.58% 2 0.00% 0.00% 2.46% 2
KEY LARGO 0.37% 1 0.00% 0.00% 0.35% 1
MARGATE 1.43% 1 0.00% 0.00% 1.37% 1
MIAMI 19.80% 10 50.00% 1 0.00% 19.76% 1
MIAMI BEACH 12.80% 5 0.00% 100.00% 2 15.04% 7
NORTH MIAMI BEACH, 4.89% 2 0.00% 0.00% 4.67% 2
PALM BEACH GARDENS 2.35% 1 0.00% 0.00% 2.24% 1
PLANTATION 2.45% 1 0.00% 0.00% 2.34% 1
POMPAMNO BEACH 2.01% 2 0.00% 0.00% 1.92% 2
SURFSIDE 1.99% 1 0.00% 0.00% 1.90% 1
TAMARAC 2.45% 1 0.00% 0.00% 2.34% 1
Grand Total 100.00% 43 100.00% 2 100.00% 2 100.00% 47]

Special Value Calculations

Before you setup the next PivotTable, you mustaddiumn to the data sheet to pull out the Yedhef'Current Term
End.” Be sure to refresh the PivotTable. Once setup the PivotTable below, click the pulldowntbe “Sum of Bldg

Area” and choose “Value Field Settings
Set the parameters as shown (on the Ig

on the “Show values as” tab. This sho
the difference in the building area from
the previous year—in essence how mu
the area has changed as each year pa

-
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Difference From

Base field:

Trn Sequence ID
Trn User Trn 1D
T Type

Current Term Start
Current Term End

Base item:

(previous
{next)
1500
1997
1998
139

Mumber Format

‘ OK | Cancel

”

A B [ D = F G =
2
M 3 Sum of Bldg Area |GIS | =
Il 4 YEAR |~ |CBENA _CITIB INFRA __ PBG (blank) _[Grand Total
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i 6 | 1997 455516! 446422 0 0 0 901933
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W 15| 2006 -511313 10864 0 0 0| -500449
16 2007) 68311 71235 0 0 0 -2924]
|17 2008| 286930 -55479 0 0 0 231511
18 | 2009 -363285 0 0 0 0| -363285
19 2010)  -13400 0 0 0 0 -13400
[l 20 2011 0 0 0 0 0 0
21| 2012 42500 0 0 0 0 42500
22| 2013 42500 135000 0 0 31000 123500
23| 2014 0 135000 0 0 31000 -166000
24 2018 0 0 0 0 0 0
25 | 2048 5612 0 0 0 0 5612
26 |Grand Total |
27|
| 28
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PivotCharts

Go back to our original data and click the bottaaif bf the PivotTable button on the Insert tabhaf tibbon, but
this time let's choose PivotChart. A new sheet béllcreated with the controls and it to build doart. If we don't
want column chart (the default) we can click "Cha@hart Type" on the left of the ribbon. Screerobethows
what you should have.
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