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            INTRODUCTION

          

        

      

    

    
      This book is part of the Easy Excel 365 Essentials series of titles. These are targeted titles that are excerpted from the main Excel 365 Essentials series and are focused on one specific topic.

      If you want a more general introduction to Excel, then you should check out the Excel 365 Essentials titles instead. In this case, Intermediate Excel 365 which covers pivot tables as well as a number of other topics, such as charts and conditional formatting.

      But if all you want is a book that covers this specific topic, then let’s continue with a discussion of how to create pivot tables and pivot charts in Microsoft Excel.

      (Note that this book does not cover basic charts, just pivot charts, so it assumes that you already have knowledge of charts. If you don’t, Intermediate Excel 365 covers both topics.)

    

  


  
    
      
        
          
          

          
            PIVOT TABLES – INSERT AND BUILD

          

        

      

    

    
      
        
        Introduction

      

      

      First off, Excel writes pivot table as PivotTable, but I don’t like that so I’m not going to do it. I did for the Excel 2019 books, but for this one I’ve decided not to. They let you search for pivot tables in the help screen just fine, so that’s what we’re going with.

      Pivot tables are fantastic. I learned about them when I was in college and provided support to an Econ researcher who needed me to summarize some data. (He looked at me with horror when I confessed I didn’t know what they were, but in my defense this was back in the day when I didn’t even have a personal computer and the internet was not a place where I learned things.)

      Once I learned about them, I was convinced that they are one of the most valuable tools in Excel. There is no better way to take a table of data and quickly summarize it.

      In the beginner book and here I’ve occasionally used an anonymized version of one of my sales reports from Amazon. The one I’m using has 631 rows that include information for seven different author names with sales in ten different Amazon stores and three different sales types.

      I could use filtering to see results for a single author, store, or transaction type. Or even combinations of those three. Or I could sort and then subtotal by one category. But pivot tables are just better. Let me show you.

      

      
        
        Insert

      

      

      Here are the first few rows of the data we’re working with:

      
        
          [image: Sample pivot table data]
        

      

      Because my worksheet is set up with the header information in the first row and then only rows of data after that, I can just select the whole worksheet. (Ctrl + A or click in the top left corner where that dark gray triangle is.)

      You can work with data that starts elsewhere in your document, but what you do need to have is data that has a clear header row, no subtotals or grand totals, and ideally no breaks in columns or rows within the data. Also, no merged cells.

      So get your data formatted properly and select it.

      Next step is to go to the Insert tab and click on the image for PivotTable in the Tables section. Be sure to click on the image and not the dropdown arrow.

      
        
          [image: Insert Pivot Table menu option]
        

      

      (The image is the same as the From Table/Range option in the dropdown, so if you click on the dropdown arrow accidentally (like I often do) you can just select that option.)

      Your other choice there is to use an external data source, something we are not going to cover here. Working with external data increases the risk of something breaking along the way.

      The PivotTable From Table Or Range dialogue box will appear.

      
        
          [image: PivotTable dialogue box]
        

      

      It will show your selected data and then give you the option of putting the table in a new worksheet or an existing worksheet.

      I generally do not recommend putting a pivot table in the same worksheet as any other data so I almost always go with new worksheet.

      I will on occasion put the pivot table in the same worksheet as my data when I know it’s a one-off and that all of my data is already in place.

      The reason not to put a pivot table in a worksheet with other data is because pivot tables are dynamic. They will change size and shape based upon what data is feeding into them.

      So if I, for example, create a pivot table with author names in it and then add my own analysis text below that or to the right side, and later decide to add marketplace to the pivot table, I will have a problem. Because the pivot table will need to expand to include that new information but won’t be able to because of my text. (Excel does at least tell you this is an issue before overwriting the text and gives you the chance to cancel doing so, but it’s best to never have to worry about it in the first place.)

      If you really do want that pivot table in your same worksheet as your data, then be sure to put it to the right or below any of your other data in that worksheet to avoid problems. Whatever cell you choose for placing the pivot table, Excel will build from that spot over and down.

      Okay. So I’m leaving those settings alone because I already selected my data and want to put the table in a new worksheet, which means I can just click OK.

      Excel will then open a new worksheet that has a blank pivot table in the main workspace and a PivotTable Fields task pane on the right-hand side.

      
        
          [image: Worksheet with new pivot table]
        

      

      There are also PivotTable Analyze and Design tabs visible at the top of the workspace which we will cover in detail later. They will only be visible when you are working with the pivot table. Click on it to see them if you click away.

      

      
        
        Build

      

      

      You have two options for building your pivot table. You can check the boxes for the fields you want to include in your pivot table in the top of the task pane and let Excel place the fields for you where it thinks they make the most sense.

      Or, and this is the method I use, you can place the fields yourself at the bottom of the task pane by left-clicking on each field name in the top section and dragging it down to one of the Filters, Columns, Rows, or Values boxes.

      Here, for example, I have dragged Author Name into the Rows box and Net Units Sold into the Values box:

      
        
          [image: Pivot table fields selected]
        

      

      When I clicked and dragged those fields down, Excel automatically checked the box next to each field name in the top section.

      That gives me a pivot table that has all of my author names listed on the left-hand side in rows and then, because I don’t have anything in the Columns box, it leaves me with one single column next to that where the total number of units for each author is shown. Like so:

      
        
          [image: Author and Units pivot table]
        

      

      (Excel will automatically decide the type of calculation to perform on any field you put in the Values box. In this case, sum. But if you want to change that you can. We’ll discuss how to do so later.)

      So there we go. Less than a minute to summarize 600+ rows of data. And I can see all of it in one glance without having to filter or sort or add formulas.

      That was the most basic of pivot tables. Now, let’s start making more complex pivot tables.

      I want to look at amount earned per author, but the problem is that this report includes different currencies, so I can’t just sum up the Royalty column for each author because while maybe Euros and Dollars are about the same right now, something like Japanese Yen will throw everything out the window.

      What I need is to list the amount earned in each currency for each author.

      To do this, I can add Currency to my Columns box and put Royalty into the Values section.

      This is what I now have in the pivot table task pane:

      
        
          [image: Pivot table fields using both rows and columns]
        

      

      And this is what that pivot table looks like:

      
        
          [image: Pivot table with both rows and columns values]
        

      

      (We’ll cover formatting later.)

      Now let’s build a pivot table that uses the Filter section to filter the entire pivot table based upon a field value. Here I’ve created a pivot table that has Author Name in Rows, Net Units Sold and Royalty in Values, and Transaction Type and Marketplace in Filters.

      
        
          [image: Pivot table fields including a filter]
        

      

      This is how that looks by default:

      
        
          [image: Pivot table with filters]
        

      

      But we put in filters for a reason, so let’s go to the Transaction Type filter and click on the dropdown arrow:

      
        
          [image: Filter dropdown menu]
        

      

      I want to remove Free – Price Match from that list. To do so, I click on Select Multiple Items down there at the bottom of the dropdown. That’s going to put checked boxes by each of the values up top and I can then uncheck Free – Price Match.

      (If there are a lot of choices and you only want one, click the checkbox next to Select Multiple Items, and then click the box next to All to unselect all. You can then check the one or two you want. It’s easier than unchecking each one individually.)

      After you remove some of the values, that All in parens next to the field name will change to either Multiple Items or the one value you’ve chosen if you chose just one.

      Here is that table with Marketplace limited to just one value, Amazon.com, and Transaction Type limited to all but Free – Price Match:

      
        
          [image: Pivot table with two filters applied]
        

      

      To see which fields that Multiple Items is showing (or not showing), you can click on the filter symbol:

      
        
          [image: Filter dropdown showing unchecked option]
        

      

      Now let’s create an even more-complex pivot table that uses multiple fields for both Rows and Columns.

      To do this, I went back to my original data table that’s feeding this pivot table and added columns with month and year data and then refreshed the pivot table. (We’ll cover Refresh later.)

      For this new pivot table, I placed both year and month in Columns, both Author Name and Currency in Rows, and Royalty in Values:

      
        
          [image: Pivot table with multiple column and row inputs]
        

      

      When you have more than one field in Columns or Rows, order matters. In this case I wanted Year to be the highest-level with months below that and then Author to be the highest level with currency below that.

      Here’s what that looks like:

      
        
          [image: Complex pivot table example]
        

      

      See that each author is listed first with their transactions broken down by currency and that each year of sales is listed first with the transactions by month listed under that.

      It looks very complex but what it’s showing is how much was earned each month of each year in each currency for each author.

      By placing Author above Currency in the Rows section, the data is ordered with each currency listed for each author. If I had instead placed Currency first, it would be listed with each author for each currency. Like this:

      
        
          [image: Example with currency first and then author]
        

      

      See how now the data shows for each currency and then any author who had sales in that currency is listed below that?

      Same thing happens in the Rows section.

      I put year
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