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Background Information 

 

Pivot tables are a way of summarizing tabular data by use of subtotals and other calculations where the 

user can choose the display parameters. In this way, large tables of data can be organized so that it can 

be easily reviewed and relationships identified that might otherwise be hard to see. 
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Setup a Pivot Table in Excel 2010 
Return to TOC 

Navigation: Insert (ribbon) > Pivot Table 

 
 

 
If you have placed your cursor in the data then Excel will define where the rest of the data is located. 

Accept the defaults and click OK. 
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The four boxes at the bottom of the Field List are related to the pivot table, and that relation is shown in 

the picture above. When you check the boxes in the “choose” area, Excel will take a best guess as to 

where they belong. Don’t be afraid to override Excel’s decision. This is, after all, your data. 

 

The relationship between the Field List and the work area. 
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General Field List Features 
Return to TOC 

 

 
Left click on the label and select Field Settings. A dialog window will open showing you the options that 

are available. 
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Right Click the Field List label allows you to add a particular field any one of the four boxes 

 

 
Mousing over a number, Excel gives a summary showing the value amount, Row value, and Column 

value. 
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Summing and Counting Together 
Return to TOC 

An Amount field can be added to the Values area more than once. This is important if you need a precise 

count of the number of items that make up the amount.  To select the amount, just check the box. To 

select the amount a second time you have to drag and drop. 

 
Note that you now have a Sum of Amount and a Sum of Amount2. You also have a Values icon 

appearing in the Column Labels. 

Drag and Drop the Values icon to the Row Labels. 

Click the Dropdown for Sum of Amount2. 

Select Value Field Settings. 

Select Count. Click OK 
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Grouping Date Data 
Return to TOC 

  
Right click Acctg Date, and select Group > Months 
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You can change the sort (display) order of appearance by left-clicking the label and selecting a command 

from the menu, or be left-clicking and dragging to the new position. 
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Grouping Non-Date Data 
Return to TOC 

 

 
Grouping numeric data is similar to grouping date Data. Select a field, right click, select Group. The 

Grouping dialog displays. 
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The dialog supplies you with the range and suggested intervals. Both the range and the interval can be 

changed. You would change the range for two reasons: you want to exclude certain data from grouping, 

or you are planning to add additional numeric data at a later point. 

 

 
The names given by Excel are the default names and can be changed. 

 

Non-numeric data can be grouped manually. Select the range you want to group; Right click; select 

Group. The default name will be Group1, but that can be changed. The second grouping will be Group2. 
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Ad Hoc Grouping 
Return to TOC 

 
If you have similar items, you can mouse over an item until your cursor changes to a right-pointing 

arrow, and then click. All items that match will be highlighted. To remove the highlighting, just click the 

mouse somewhere else.  
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Calculated Fields 
Return to TOC 

 

Calculated Fields are special fields that are created in the pivot and not in the source data. They can only 

be created using numerical information (no text fields are permitted). Otherwise, you are only limited by 

your imagination. 

 

Navigation: PivotTable Tools (ribbon) > Options > Fields, Items, & Sets > Calculated Field 

 

 
 

 
Name: You can leave the default, but that may not be very descriptive. 

Formula: Formulae start with an equal (=) sign and can be any valid Excel formula. In the class example 

the formula is =Amount*-1 (this reverses the sign of the number) 

Fields: Fields can be selected by double-clicking or by selecting and clicking the Insert Field button. 

When finished, click OK to insert the calculated field and return to the pivot table. 

The pivot table now contains both values. You can remove one of the field using the Field List on the 

right side of the spreadsheet. 
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Filtering Data 
Return to TOC 

 

Each Pivot menu item has a drop down menu that allows you to show data selectively. To see less than 

the whole just uncheck those values you don’t want to see. Menu options that are available will be 

displayed. 

 
Clicking the dropdown arrow displays a selection menu. 

 

The Report Filter dropdown allows for multi-selections. In Excel 97-2003 it only allowed for one 

selection. 
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Data Slicer 
 

The Data Slicer is related to data filtering.  Slicers are easy-to-use filtering components that contain a set 

of buttons that enable you to quickly filter the data in a PivotTable report, without the need to open 

drop-down lists to find the items that you want to filter. 

 
 

Selecting “Insert Slicer” opens the dialog. 

 
A slicer will be created for each box you check. Also, slicers are independent of any fields you may have 

selected for your pivot. 
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Once you click OK, your slicers will be ready for use. See the charting section for other uses of the Slicer. 

Drill Down 
Return to TOC 

While the purpose of a pivot is to allow you to summarize data on the fly, pivot table functionality also 

allows you drilldown on the data and its totals to see the detail that makes up the summary. 

 

 
Select the cell you want to drill into and double-click. A new tab will open displaying the detail that 

makes up the summary. 
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If you don’t want to keep the new tab, it may be deleted by right-clicking the tab and selecting Delete. 

 
 

 

Refreshing the Pivot Table 
Return to TOC 

As you add fields to the Row or Column it is possible to clutter the pivot table so that it can be almost 

unreadable. The better solution is to determine which fields should appear together then create a 

“helper” column in the source data and import it into the pivot. You can also create helper columns for 

calculations if you don’t want to use the Calculated Field option. 

 

The first thing you need to remember is that Excel has already determined the perimeter of the data, so 

when you add the helper column, place it inside the existing table. Excel will expand the table definition 

to include the new column. If you place the new column to the right of the data then you will have to 

manually redefine the table perimeter. 

 

Second, when a new column is added, it picks up the attributes of the column to the left, which may not 

be a bad thing. However, if you wish to add a formula then you should make sure that the column is 

formatted “General.” Once you have inserted the new column, click Ctl-1 (Control | the number one). 

This will open the Format Cells dialog. Select General and click OK. The column is now ready for formula 

entry. 

 

Third, the pivot table requires that there be a column header description. Otherwise, it will not be able 

to update. 
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Once you have taken care of the three points above, you can enter your formula. In the example the 

formula used is =CONCATENATE(I3," - ",H3) and it joins the SID and Acct fields with a column header 

labeled SID-Acct. Copy the formula down to the bottom of the data. 

 

 
 

Once you have inserted the helper column, return to the pivot table and navigate to PivotTable Tools > 

Options > Refresh. Click the Refresh button and Excel will add the newly created field. This field is now 

available for general use in your pivot table. 
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Formatting the Pivot Table 
Return to TOC 

Presentation of data is as important as accuracy of the data. If you are going to deliver the pivot table to 

a supervisor, it is important to make sure that the presentation is formatted so that your supervisor will 

have no worries about sending it further up the chain of command. 

 

Excel 2010 offers two ways to format your pivot table. The first way involves adjusting the layout to 

what you want it to be. The second involves applying a color template in order to give that finished look 

to your work. 

 
Navigation: PivotTable Tools > Design > Report Layout 

 
Navigation: PivotTable Tools > Design > PivotTable Styles 
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Show Pages 
Return to TOC 

We have already seen one of the functions of Show Pages:  the ability to present either a single part or 

selected multiple parts of your pivot. There is a second part to Show Pages; and that is to create 

separate pages showing a single aspect of the data. This is ideal if you have to distribute a unit’s data to 

each unit or group and the original data is contained in a single data sheet. 

 

Navigation:  PivotTable Tools > Options > PivotTable Name > Options > Show Report Filter Pages 

 
The Show Report Filter Pages dialog displays. If you have more than one Report Filter item, they will all 

display. Select the Filter you want to use. Click OK. 

 
After you click OK, Excel will create a new tab for each item listed in the Filter. 
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This information can now be easily distributed to individual recipients. 
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Pivot Charts 
Return to TOC 

Not all data lends itself to charting but don’t be afraid to experiment to see if your data might lend itself 

to charting. 

Navigation: PivotTable Tools > Options > PivotChart 

 
The Insert Chart dialog will display 

 
Select the style you want and click OK. 

The Chart will display on the same worksheet 



 

22 | P a g e  
 

 
At this point, you have a standard chart, which can be presented as is or further modified to provide 

emphasis. 

 
This chart has been modified to show Sick use as a line, and also the number of occurrences per day 

over the period studied.  
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Pivot Chart Slicer 
Return to TOC 

 

Slicers can be used to control the appearance of multiple pivot charts. The first step is to create the basic 

Pivot table and format it appropriately. In the class example, we take the Rpt Dt field, Group it to Days 

starting at 12/10/2010 (Friday) and set the number of days to 14 (Friday through Thursday). Once we 

have completed the setup, we’ll move it the Report Filter Area. The class example, Quantity = Data 

Values; Day = Row; TRC = Column. Format the Rpt Dt then move it to the Report Filter. Rename the Row 

Label to Day. Rename the Column Label to TRC. 

 

 
 

The next step is to make copies of our pivot table. Highlight the pivot table (A1:G10), copy, and paste it 

twice on the same worksheet (J1 and A20).  
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Select the first pivot table (A1) and Create a chart: PivotTable Tools > Options > PivotChart > Column.  

Give it the Chart Title of Hours: Pivot Chart Tools > Layout > Chart Title > Overlay.  

Remove all the chart filters: Pivot Chart Tools > Analyze > Field Buttons > Hide All. 

 

Select the Second pivot table (J1), right click, and select Value Field Settings > Count > OK.  

 
 

Create the chart following the directions above. Name it Occurrences. 

 

Select the third pivot table (A20). Remove TRC, Day, and Sum of Quantity.  

Navigate: Pivot Table Tools > Options > Insert Slicer > Rpt Dt > OK. Right click the slicer and select 

PivotTable Connections > check all the boxes. This will allow the slicer to control both charts. 
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Position the charts and the slicer, and select each week to see how the charts change.  

 

If you create more than one slicer, you will have to connect each one separately. 

 

 


