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            INTRODUCTION

          

        

      

    

    
      This book is part of the Easy Excel 2024 Essentials series of titles. These are targeted titles that are excerpted from the main Excel 2024 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 2024 Essentials titles instead; in this case, Intermediate Excel 2024 which covers pivot tables as well as a number of other topics, including 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 and format pivot tables, including how to work with Slicers and Timelines.

    

  


  
    
      
        
          
          

          
            PIVOT TABLES - BASICS

          

        

      

    

    
      I wrote the first ever Excel Essentials series just so I could teach writers how to use pivot tables, that’s how valuable I think they are.

      At their most basic, pivot tables (technically spelled PivotTables by the Office folks) are a quick and easy way to take a big table of data and summarize it. You don’t have to worry about how things are sorted or which order your columns are in or writing the correct formula, you can just throw it all in a pivot table and Excel will do the hard work for you.

      But there is a lot to know to use them effectively.

      Now. A few things to keep in mind:

      

      
        
        Pre-Prep

      

      

      You may need to do a little work with your data first to clean it up and standardize it. For example, Excel can’t tell that CO and Colorado are the same thing, so will treat them as different values. You’ll want to take a copy of your data and fix issues like that before you start using a pivot table to summarize your results.

      You should also make sure that your columns are formatted properly so that numbers are seen by Excel as numbers and dates are seen as dates. (See the quick tips chapter for how to fix dates when working with pivot tables.)

      Also, remove any subtotals or grand totals, and make sure that each column of your data has a header in the first row of the table. (For me, I prefer that this is also the first row of the worksheet.)

      And make sure that each row of data is complete in and of itself. You want to be working with a table of data not data formatted as a report.

      

      
        
        Dynamic Nature

      

      

      Also, be careful where you choose to build a pivot table. Pivot tables are dynamic. The amount of space they take up varies depending on your data and the choices you make about what to include in the table.

      If you put a pivot table in a worksheet that has other information, you run a risk that the pivot table will overwrite that other data.

      Pivot tables build to the right and down, so if you do put a pivot table in a worksheet that has other information in it, always add that pivot table to the right of and/or below your existing information.

      And if you are ever tempted to add notes around an existing pivot table (like I sometimes do), understand that if you update the table you could either accidentally delete your notes, or the data in your pivot table could move so that it no longer matches up with your notes.

      (This is one reason why if you use a formula and try to reference values in a pivot table it looks so weird. Excel can’t just reference a cell like with normal data entries, it has to instead reference how the value in that cell was built.)

      Okay. Now that we’ve gotten through the preliminaries, let’s build one.

      

      
        
        Insert

      

      

      Assuming your header row is in the first row of your worksheet, select the columns that have your data, or use Select All. If your data table doesn’t start at the top of the worksheet, then select all of the cells in your table, being sure to include the header row.

      Next, go to the Tables section of the Insert tab, and click on the PivotTable image.

      If you accidentally click on the dropdown arrow, the option you want is From Table/Range. (For the level of expertise I expect you to have if you’re reading this book, I really do not recommend working with data in another workbook or from another source. It’s too easy to break the link between your workbook and that external data source, so we’re not going to go there.)

      You should now see a PivotTable From Table or Range dialogue box:

      
        
          [image: PivotTable menu option in background and PivotTable dialogue box in the foreground.]
        

      

      Usually, I just click OK here, because I already selected my data range, I don’t work with data models, and I am fine with putting my pivot table in a new worksheet.

      However, sometimes I do click on the option for Existing Worksheet instead, and then click somewhere to the right of the data in my current worksheet, to keep the data and the pivot table together in that same worksheet. I usually do that in workbooks where I have a lot of pivot tables I’m going to build to make sure I know the source of the data in each table.

      At this point, you may see an error message if any of the cells in the first row of your selected data are blank. That’s because Excel needs there to be something to label each column of data with.

      If that happens, close out, and either add labels to the blank cells in the first row of your selected cell range, or delete any blank columns in your cell range.

      If a blank column header isn’t the issue, then you may need to fix your referenced cell range to make sure you captured the header row. Once you’ve fixed whatever the issue is, go through the above steps again.

      By default, Excel will insert your pivot table starting in Cell A3 of a new worksheet:

      
        
          [image: Blank pivot table.]
        

      

      There won’t be an actual pivot table there, though, until you tell Excel which fields to use. It just shows you that it’s ready to put a pivot table there.

      You should also see a PivotTable Fields task pane on the right-hand side of the workspace, as well as two new menu tabs, PivotTable Analyze and Design:

      
        
          [image: Top portion of the PivotTable Fields task pane on right and the two pivot table menu tabs at the top on the left.]
        

      

      The task pane and tabs will be visible by default any time you’re clicked onto a pivot table, but will go away when you click elsewhere in your worksheet or workbook. So to get them back if they ever disappear, just click onto your pivot table.

      

      
        
        Build

      

      

      The way you build a pivot table is by using the PivotTable Fields task pane on the right-hand side of the workspace.

      Here is the full task pane:

      
        
          [image: PivotTable Fields task pane.]
        

      

      The top section shows all of your available fields. At the start, that will be the names for each column of data you included. (Later it might include extra date-related fields or formulas if you add any.)

      The bottom section has four parts: Filters, Columns, Rows, and Values. This is where you put each field to build the table.

      The fields you place in Columns and/or Rows will provide the data labels you’ll have either across the top (columns) or down the side (rows) of the table. Values is where you put the field(s) you’re going to use for calculations.

      Filters is for fields you aren’t going to use in your columns, rows, or values sections, that you still want to use to narrow down the information displayed in the pivot table.

      Let’s walk through some examples to see how this works. We’re going to use the same data I’ve been using throughout these books, which contains about six hundred lines of book sales data that includes fields for date of sale, author name, marketplace, type of transaction, number of units sold, currency, royalty, and converted royalty.

      First, let’s build a table that shows units sold for each author.

      My Values field, what I want to use for my calculation, is going to be Units Sold. And then either my Row or Column field needs to be Author Name.

      To do this, I simply left-click and drag each of those fields from the top of the PivotTable Fields task pane down to the appropriate section in the bottom of the task pane. I went with the Row section for Author Name because it looked better to me:

      
        
          [image: Bottom section of the PivotTable fields task pane.]
        

      

      Another option for adding a field to a section, is to right-click on the field name in the top section, and then choose where to place the field from the dropdown menu:

      
        
          [image: Top section of the PivotTable Fields task pane with Author Name right-clicked to show dropdown menu.]
        

      

      Either way works.

      (In older versions of Excel you could also drag the field to the table in the worksheet, but that’s no longer available by default. This is why it’s always good to know at least two ways to do things in Excel. That way if they change one of the two, you can still use the other method.)

      Okay.

      Here is the pivot table that created:

      
        
          [image: Pivot table showing author names on the left-hand side and sum of net units sold for each in the next column with a grand total at the bottom.]
        

      

      Excel automatically built the table as I placed each field.

      Now let’s make this more complex and add in Marketplace. I want to see how many units each author sold in each marketplace.

      I also want to be able to see total sales by marketplace and total sales by author, which means one has to be in the Rows section and one has to be in the Columns section, they can’t be together.

      Because it was easy, I added Marketplace into the Columns section:

      
        
          [image: Bottom section of the PivotTable Fields task pane with Author Name in Rows, Marketplace in Columns, and Sum of Net Units Sold in Values.]
        

      

      This is what that pivot table looks like:

      
        
          [image: Pivot table with author names down left side, marketplaces along the top, and sum of net units sold for each in the center. Grand totals along the right side and bottom.]
        

      

      I can easily see how many units each author sold in each marketplace, as well as totals for each author and totals for each marketplace.

      Not bad for clicking and dragging three field names into place, huh?

      

      
        
        Filter Pivot Table Data

      

      

      Now let’s apply a filter. To do that, add the field you want to use as your filter to the Filters area of the PivotTable Fields task pane.

      For this example, I used Transaction Type:

      
        
          [image: Pivot Table Fields task pane bottom section with Transaction Type added to Filters section.]
        

      

      Doing that adds a dropdown menu above the pivot table that you can then use to change what information is displayed in the pivot table itself.

      Here, for example, I limited the results to Free-Price Match. Now the pivot table only shows results for transactions that were free price match transactions:

      
        
          [image: Pivot table with a filter by Transaction Type of Free-Price Match showing author name along left-hand side and marketplace along top with totals in the center.]
        

      

      The filter dropdown works just like when you filter columns in a normal worksheet.

      Click on the dropdown arrow or funnel on the right-hand edge of the cell (see below) that displays the current filter to see the dropdown.

      
        
          [image: Table from above with filter dropdown menu visible and the checkbox for select all pointed out.]
        

      

      Check the box for Select Multiple Items at the bottom of the dropdown so you can then check and uncheck the boxes to select the values you want to filter by. The default is All, so if you only want one or two values, uncheck that box for All to unselect all values first, and then check the ones you want.

      You can also use the search field

      
      
      

      
        
        
      

      

      
      
      
        
          [image: Dropdown menu for choosing which Row Label values to display in the pivot table.]
        

      

      
      
      

      
        
        
      

      

      
      
      
      
        
          [image: Two-level pivot table showing each transaction type listed with author names below each.]
        

      

      
      
      
        
          [image: Pivot table with two fields used in the values section.]
        

      

      
      
      

      
        
        
      

      

      
      
      
      
        
          [image: Two-level pivot table with the field Author A collapsed.]
        

      

      
      
      
      
        
          [image: Pivot table dropdown menu showing the Expand/Collapse secondary dropdown options.]
        

      

      
      
      
      

      
        
        
      

      

      
      
        
          [image: PivotTable Fields task pane with options for removing a field pointed out.]
        

      

      
      
      
      
      

      
        
        
      

      

      
      
      
      
      
      

      
        
        
      

      

      
      
      
        
          [image: Dropdown menu showing sort secondary menu options.]
        

      

      
      
      

      
        
          [image: Sort By Value dialogue box showing left to right menu option.]
        

      

      
        
        
      

      

      
      
      
        
          [image: Move dropdown menu showing secondary menu list of options.]
        

      

      
      
      
      
      

      
        
        
      

      

      
      
      
      
        
          [image: Bottom section of the PivotTable Fields task pane with the Value Field Settings option pointed out in the dropdown menu for.a field in the Values section.]
        

      

      
      
        
          [image: Value Field Settings dialogue box.]
        

      

      
      
      
      
        
          [image: Summarize Values By dropdown menu with secondary dropdown menu visible.]
        

      

      
      
      
        
          [image: Value Field Settings dialogue box with Show Value As tab visible.]
        

      

      
      
        
          [image: Show Value As dropdown menu option with secondary dropdown menu options visible.]
        

      

      
      
      
      
        
          [image: Pivot table showing values as percentage of the column for units sold.]
        

      

      
      
      
      
        
          [image: Pivot table with both the same of number of units sold for each author as well as the percent of total units sold for each author.]
        

      

      
      

      
        
        
      

      

      
      

      
        
        
      

      

      
      
      

      
        
        
      

      

      
      
      
      
      
      
        
          [image: Format Cells dialogue box in foreground with Value Field Settings dialogue box in background and a table showing the chosen format behind that.]
        

      

      
      

      
        
        
      

      

      
      
        
          [image: PivotTable Analyze menu tab Data options.]
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