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PivotTables

PivotTables are one of the most powerful features in
Excel, and they’re surprisingly quick to build, too. With
properly organized source data, you can create a
PivotTable to summarize and analyze data ranges in
just a couple of minutes. There are endless possibilities
for structuring your data in a PivotTable, so you’ll want
to have a good idea of what you want to measure or
understand before you start.

PivotTables are good for grouping or expanding levels
of data, transforming columns into rows and vice versa
(“pivoting” data), and filtering and sorting data. They
lend themselves particularly well to forming a concise
summary from long lists of data. They can be used to
build dynamic reports in a fraction of the time it would
take to do so manually, helping you make informed
decisions.

This module explains how to create PivotTables,
modify their structure and formatting, use timelines,
and group values. Once you’ve mastered PivotTables,
you’ll discover there are a variety of ways you can use
them to add value to your projects.

Objectives

Create PivotTables

Add Multiple PivotTable Fields
Change a PivotTable’s Calculation
Add Calculated Fields

The GETPIVOTDATA Function
Filter PivotTables

Timelines

PivotTable Layout

Group Values

Refresh a PivotTable

Format a PivotTable

© 2025 CustomGuide, Inc.
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Create PivotTables

When faced with a worksheet packed full of data, with many columns and perhaps hundreds or thousands
of rows, making sense of it all can be a daunting task. PivotTables help you pull out just the data you need to
quickly make informed decisions. They are very flexible, easy to adjust, and can be created and modified
with just a few clicks. Don’t worry if PivotTables are confusing at first, they will make a lot more sense once
you start working with them.

Before you start creating one, it’s important to keep a few basic rules in mind:
e Your data should be neatly organized into rows and columns without any blank rows or columns.

e Each column should have the same data type. For example, you shouldn’t have a column of prices
where some cells have the currency format applied and some have the accounting format applied.

e PivotTables can be created using a cell range or an existing table.

Create a PivotTable

0 Select any cell in the data W 4 0 — W Kayla Claypos
range you wa nt to analyze File Home Insert | Page Layout Formulas Data Review View Help £ Tellme [t
= 2
=] = ! o - 3 = =
. i7 H| (B (2] @ g o
o CIICk the tab on the PivotTable Remmmémﬁed Table | llustrations | Add- Recommended B dlh it Maps PivntE:Eart 3|;@ Sparklines | »
N p
ribbon PivotTables v ins - Charts - =~ - - Map ~ o
* Tables Charts 1F) Tours ~
X A = Create PivotTable ? x
o Click the button in = Choose the data that you want to analyze
—A B ) Select a table or range F G =
the Tables group. 1 Date Name & I;;,:,:;nge: siwesmm:mwo + Total Commission
. . 2 Jan 2]John Har| 7 Gss sn extermal dats otiee 1,095 Yes
The Create PivotTable dialog 3 Jan 3 Tony Che b, NEREE 398 No
! 4 an 3 Tim Parm Connection name: 1,396 No
box opens. Here, choose which : e Artoro (R .. ...c: Tio7 Yes
data to analyze and Where to 7 Jan 4 Mary W C[:usewhereyuuwantthe PivotTable report to be placed 208 Yes
(®) New Worksheet
place the PivotTable. ; j:zg fg};\;‘mweu () Existing Worksheet . 3;3 ::
Location: *+ r
. L. ] Jan 8 Maria W! - - 2,065 No
If you've already clicked Within |1 Jano stan g o e etio weme et 1180 Yes
ran the Table/Ran 1 Jan 10 John Smi B — 398 No
a. dat.a ange, the Tab e/ ange |, Jan 10 LeAnne g == 698 No
field is populated. Verlfy the 13 Jan 11 Maria Rodrigt Washington, 399 3 1,197 Yes
. : 14 Jan 14 Alice Lindgrar Chicago 199 2 398 Yes -
correct range is displayed. o | ® : .
Ready B mo- 'l + 100%

Tip: The data range doesn’t
have to be in the current
workbook. Select Use an
external data source to select
data outside the workbook.

o Click

An empty PivotTable and task pane
appear on a separate worksheet. Next
you need to specify the fields you want
to appear in your PivotTable.
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Add PivotTable Fields

Once you’ve created your PivotTable, you have to specify the data you want to analyze. The PivotTable
Fields pane appears at the right. Under the Search field you see a list of all the possible fields you can use in
your PivotTable. These fields are the column headings from the original data source.

To make it a little easier to understand, let’s break it down. Say your original data set contains information
for ticket sales and includes dates, destinations, prices, the number of sales, sales totals, sales agents, etc.,
but all you really need to know is how many tickets were sold each month for each destination. You can grab
the Destination field and the Date field, add them as rows and columns in the PivotTable, and add a numeric
sales field to the values area. The PivotTable will display a subset of the original data, but only include the

values you really need to see.

Click and drag a field to the

PivotTable Tools

01-create-pivottables - Excel

area. File Home | Insert Draw Page Layout Formulas Data Review View Help Analyze Design O Tellme [l
& i Y [EF Insert Slicer [b, [E 7 i 5
PivotTable | Active | Group Refresh Change Data | Actions | Calculations | Tools Show
o Click and drag a field to the ESP nser Timline o
Field - i & - Source ™ < - - -
area' Filter Data ~
o If desired, click and drag a field | * 2 sumeticka i
A B C D E F -
to the area. ; PivatTable Fields %
2
Tip: If you want to filter the | [Smormts Icoumtabes - =
. ey 4 =Jan Search Je
PIVOtTable, add an additional 5 |[Rowlabels - 2-Jan 3-Jan 4-Jan 5-Jan 8-Jan 9-|
. . 6 |Boston 3 Date Py
field to the Filters area. 7 |cancun > ] home
8 |Chicago 2 Destination -
9 |Dallas 2
The PivotTable updates to display the jojoulah 2 . Drag felds Bhggzen areas below
H s nge & iters clumns
values for the fields you’ve added. The |2 newvork a o -
. . . 13 Philadelphia onths -
great thing about PivotTables is they 14 |Toronto T > Values
are extremely flexible. If the table isn’t | oonenoc PR v (| UL LI AT
displaying the data like you want, just » | sheett | sake .. 3 Jee byt edse
. . . Ready B - 'l 100%
click and drag fields in and out of the
Rows, Values, and Columns areas until
the PivotTable represents the data
correctly.
© 2025 CustomGuide, Inc. 9



Add Multiple PivotTable Fields

When adding fields to the Filters, Columns, Rows, and Values areas of a PivotTable, you aren’t limited to just
adding one field; you can add as many as you like. However, if you make it too complex, the PivotTable will
start to become difficult to consume. You may need to experiment with adding multiple fields to certain
areas to see what works best for your set of data. Remember, you can always drag fields out of the area
you’ve added them to in the PivotTable Fields pane to remove them.

Let’s refer back to our previous example, where we are only interested in seeing the monthly sales for each
destination. After creating the PivotTable, your boss may request to see data for which agents made those
sales. Instead of creating a separate PivotTable, you can easily add the Name field as an additional row to
expand the data that’s represented.

Add an Additional Row or Column Field

o Click any cell in the PivotTable. PivotTeble Tools
. . File Home Insert Draw Page Layout Formulas Data Review View Help Analyze Design 2 Tellme [t
The PivotTable Fields pane Sk o i [ SR |l | Bosroman | gy |0
appears. Paste EE B ‘o i : ,A} NIEE Ee ) i 'm% S g::;:mme' Cells | Editing
- o T - ; €= = 'b/‘v o0 30 €l es - -
Tip: YOU can alSO turn on the Clipboard Font F. Alignment =l Number Styles s
PivotTable Fields pane by - i i Bl :
. . . . A B C D E F -
clicking the Field List button on | [sum of Amount Ipate - PivotTable Fields ~ X
the Analyze tab. 2 Destinaton ~'Jan Feb Mar Grand Total T S R & -
3 Bostof 2020 365 1825 5110
. . 4 Cancun 1194 995 1758 3947 Search A
e Click and drag a field to the 5 Chicago 1194 1582 1791 4577 B .
or area. 6 Dallas 748 748 1870 3366 b [ Destination
7 Duluth 1490 1490 894 3874 W O Tickets -
) . ) 5 Los Angeles 7670 1180 2360 11210 e M
The PivotTable is updated to include 2 |New York 4188 2443 631 12262
- 10 Philadelphia 1596 1506 399 3591 LT Eatmrs
the additional values. The order you 1 Toronto R 1885 == o
place the fields in each area in the 12 Washington, D.C. 3591 4389 399 8379
Fields pane affects the look of the 13 Grand Total 29477 14798 17927 62202 Rows % Valies
14 - Destination  ~ Sum of Amou... ~
PivotTable. You can drag the field | PivotTable jpSalel RGN D
& ] ) = ] + 100%

values up or down within an area (the
Rows area, for example) to adjust which
data appears first.

Note: Some fields, when added to a
PivotTable, will automatically be
displayed as two fields. For example,
when adding a date field to the
Columns area, Excel will likely group the
dates into months automatically instead
of displaying each individual date as a
column heading. In the Columns area of
the PivotTable Fields pane, you'll see
two fields—Date and Months—even
though you only added a single field.
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Expand or Collapse a Heading

Once you’ve added more than one value to an area, expand and collapse buttons appear for the top-level
values in the PivotTable. Use these to change how much of the data is visible at once.

Click the Expand or Collapse
symbol next to a row or
column heading.

Add an Additional Value Field

PivotTable Tools

02-add-multiple-pivottable-fie...

File Home Insert Draw Page Layout | Formulas Data Review View Help Analyze Design O Tellme [
f—"D X Calibri -la - | === 2 General - | [ Conditional Formatting ~ = Jo)
o [m-| B I U- AN |= $ -9 9 | [BHrFormatasTabler Cals | Editing
N 4 - a-A- & L [ Cell Styles - - -
Clipboard = Font L] Alignment ] Mumber [ Styles ~
Al bt J || Sumof Amount v
A B c D E F -
1 [Sum of Amount _|pate[~ || PivotTable Fields ~ X
2 |Destination ~ Jan Feb Mar Grand Total T et s 5 -
3 =/Boesten 2920 365 1825 5110
4 Anna Torkleson 1095 1095 Search s
50 1 Harrison Thompson 730 730 Mame =
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If your original set of data has multiple columns with numeric values, you may find yourself adding
additional fields to the Values area. If this is the case, the PivotTable will display the sum of one set of data
followed by the sum of the second set of data in an adjacent column.

Click and drag a second field to
the Values area.

The order in which you place the fields
in the Values area is very important. If
you add a field and the PivotTable
doesn’t look right, try adjusting the
order of the fields until the PivotTable
displays useful data.

PivotTable Tools
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Change a PivotTable’s Calculation

Besides adjusting the layout of your PivotTable data, you can also change how a PivotTable summarizes

values. For example, you might want a PivotTable to display averages instead of totals.

Change PivotTable Calculations

Click any cell inside the
PivotTable.

Click the Analyze tab on the
ribbon.

Click the Active Field button on
the ribbon.

Click Field Settings.

The Value Field Settings dialog
box appears. From here, you
can select calculation options
including Sum, Count, Average,
or Max, among others.

Tip: When a field containing
numeric values is added to a
PivotTable, Excel automatically
calculates the sum.

Select the type of calculation
you want to use.

(5
o

The summarized data in the PivotTable
changes to use the new calculation.

Click OK.

PivotTable Tools
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Add Calculated Fields

A calculated field is a new field that performs calculations based on existing fields in your PivotTable. For
example, you could use a calculated field to find the average ticket sales using an existing total sales field
and a field containing the number of tickets sold.

Create a Calculated Field

00 0O

L9

Click a cell in the PivotTable.
Click the Analyze tab.

Expand the Calculations group,
if necessary.

Click the Fields, Items, & Sets
button.

Select Calculated Field.

The Insert Calculated Field
dialog box displays. This is
where you’ll create and name
the field.

Type a name for the calculated
field in the Name field.

Click in the Formula field.

Enter a calculation using the
fields in the list and/or custom
values.

Tip: You can also enter your
own values in the formula. For
example, you could find a
monthly average by adding an
existing field and then dividing
by 12.

Click OK.

The new calculated field is
automatically added to the PivotTable.
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PivotTable Tools
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Remove a Calculated Field

If you decide you don't need the calculated field in your PivotTable, it can be removed just like any other
PivotTable field.
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The GETPIVOTDATA Function

The GETPIVOTDATA function is used to extract data from your PivotTable. You place the function in a cell
outside of the PivotTable, and it uses data within the table to perform a calculation. The syntax for the
GETPIVOTDATA function looks like this: =GETPIVOTDATA (data_field, pivot_table, [field1, item1], ...). You fill
in the function with the following information:

o data_field: The name of the field in the PivotTable you want to query.

e pivot_table: Any cell located in the PivotTable.

o fieldl, item1 (Optional): The field or item you wish to reference.

Use the GETPIVOTDATA Function

Click in a cell outside the
PivotTable where you want to
add the function.

Type the = sign.

Click the cell in the PivotTable
that contains the data you
want to extract.

As soon as you type = and click
within the PivotTable, the
GETPIVOTDATA function is
automatically added.

(Optional) Expand the function
to include additional
calculations.

The advantage of using the
GETPIVOTDATA function instead of a
cell reference is that it records data to
ensure the correct value is returned,
even if the location of the referenced
cell changes when the datain a
PivotTable is updated.

Tip: If you happen to be using cube
functions as part of your Excel
workbooks, note the GETPIVOTDATA
function has almost all of the
expressions you'll need for your cube
functions. You can paste these
GETPIVOTDATA values into your cube
functions to save time and simplify the
process.
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Filter PivotTables

Much like you can with basic data ranges and tables in Excel, you can filter a PivotTable to focusin on a

smaller portion of data.

For example, instead of showing the sales values for every destination, you can add the Commission field as
a report filter to show only the sales for which an agent earned a commission.

Add a Filter Field

Click any cell in the PivotTable.

Drag a field to the Filters area
in the PivotTable Fields pane.

The filter field appears at the
top of the PivotTable. The text
(All) is displayed so you know
the data is not currently being
filtered.

Click the list arrow for the field
you’ve added as a filter.

A list of sorting and filtering
options appears. The items
available in the menu will differ
based on the field you’'ve
added as a filter. Additionally,
a Search field appears at the
top of the filter list. If desired,
manually type the criteria by
which you want to filter.

Tip: You can also filter the row
or column headings in a
PivotTable by clicking the Row
Labels or Column Labels list
arrow and selecting only the
value(s) you want to display.

Select the item(s) you want to
use as a filter.

The PivotTable updates to display only
the values that meet the filter criteria.

Click OK.
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Clear a Filter

Once you’re done analyzing the filtered data, clear the filter to see all the data in your PivotTable again.
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Remove a Filter

When a filter is cleared, all the data is visible; however, the filter remains in the PivotTable to use again. If
you want the filter gone completely, you'll need to remove it.

o ClICk and drag the fleld out of 06-filiér-pivottables - Excel PivotTable Tools

the Fl|terS area File Home Insert Draw Page Layout Formulas Data Review View Help = Analyze Design O Tellme [t
ftl & Calibri e o= E General  ~ | [l Conditional Formatting - = o

Tip: You could also uncheck the | ;i@ B T U~ &= =E- | $-%9 | BiromataTaver Cells | Editing

. ) . . - | H (2 A- == - GE I cen styles - - M

field in the fields list. Clipboard 15 Font sl Alignment 5l Number Styles -

Al = b3 Commission bt
The filter is removed from the o . € 3 B
PivotTable entirely 1 |Commission __JiA) [- PivotTable Fields .
2 Choose fields to add to report: &b -
3 |Sum of Amount Date -
4 “Jan #Feb +Mar GrandT: Search s
5 Destination - 7 Total -
& Boston 1,460 365 730 2 [/] Commission
7 |Cancun 199 398 962 1 Months -
s |Chicago 597 796 597 1
o Dallas 374 374 1309 2 Drag fields between areas below:
10| Duluth 596 298 59 ‘1,\ ¥ Fiters Ul Columns
11 Los Angeles 11475 590 885 2 Commissien b Months b
12 New York 1,047 1,3% 3,839 6 = E Values
13 | Philadelphia 399 1,197 399 1 D ,, s s
14 Toronto 1,396 1, -
N PivotTable (-i-) 1 S Defer Layout Update

Ready izt |- 1 + 100%

© 2025 CustomGuide, Inc. 17



Timelines

Timelines are interactive filters that let you quickly filter by date. They make it quick and easy to see
PivotTable data for only the time period you specify. They are similar to slicers in that you can insert them
once and keep them with the PivotTable to update at will.

Insert a Timeline

Click any cell inside the
PivotTable.

Click the Analyze tab on the
ribbon.

Click the Insert Timeline
button.

Tip: You can also insert a
Timeline for PivotCharts and
cube functions.

The Insert Timelines dialog box
appears. It automatically
detects the date fields used in
the PivotTable and has them
available for you to select
from. Many times, there will
only be one available field.

Select the date field you want
to use for the timeline.

Click OK.

Select a time span in the
Timeline you want the
PivotTable to display.

Tip: To select multiple
intervals, you can click and
drag along the timeline or click
the first interval you want to
include and hold the Shift key
while clicking the last interval
in your chosen span.
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Clear a Timeline

You can clear the Timeline at any point to

Click the Clear Filter button at
the top-right corner of the
Timeline.

All the PivotTable data is visible once
again.

restore all the data in the PivotTable.
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Remove a Timeline

If you no longer need to use the Timeline,

The timeline is removed from your
PivotTable.

Right-click the timeline.

Select Remove Timeline.

it can be removed from the sheet entirely.

Kayla Claypoal
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PivotTable Layout

There are several options for altering the layout of your PivotTable. The Layout group on the Design tab
allows you to change what elements appear on the PivotTable.

PivotTable Layout Options
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Group Values

You can group PivotTable data in order to set it apart from additional subsets of data. You can group most
items, but dates are a common item to group. For example, you may want to group the information in the
PivotTable by days, months, quarters, or years.

Group PivotTable Values

“ Click any cell that has a value s - G Fatieble Tools
you Want to group by File Home Insert Draw Page Layout Formulas Data Review View Help Analyze Design 2 Tellme 54
[ [§ | — Group Selection [& Insert Slicer QJ [B; N i Bk B
e Click the Analyze tab on the PivotTable | Acive | o Ungroup =7 g Timeline Refresh Chmm Mot | Calculations | Tools | Show
. i Field - G’D“F’ Field r i Source ~ M M T M
rlbbon' Group [ Filter Data ~
e Click the Group Field button. i . = LR i
n- H H 1 |Sum ofT?ckets DatEe - : : : = PivotTable Fields v
Tip: You can also right-click a
2 - Jan Choose fields to add to report: B~
cell and select Group from the 3 [Destination  -|2-Jan |3-Jan 4-lan 5-lan 8-lan ’
4 Boston 3 Seareh A
menu. 5 |Cancun 4] Date -
. . & |Chicago 2 [ Mame
The Grouping dialog box IDallas 2 R -
a ears. g |Duluth 2 :
pp 9 |Los Angeles q Drag fields between areas below:
. 10 New York 4 Filters Columns
o SpeCIfy how you want to group 11 | Philadelphia Months -
your PivotTable. 12 Toronto Rz % Values
13 |\Washington, D.C. 3 Destination + = sum of Tickets - =
i 14 Grand Total 3 9 2 2 1=
When grouping date values, w2 S o
the default starting and ending | ..., G oo i T

dates are the first and last
dates in the PivotTable.

PivotTable Tools

Tip: To group dates by weeks,

File Home Insert Draw | Page Layout Formulas Data Review View Help  Analyze Design 0O Tellme 5
select Days in the By area of = g | 7 Group Selection [ Insert Slicer D [‘A. 7 E )
the Grouping dialog box and PivotTable | Actve | "o Ungraup =i | o e @bt | faos | @t | B | @

= g
\ - Field~ | [T]Group Field b ~  Source~ - - - -
enter 7 in the Number of days wroun .
. . Grouping ? %
field below the list. = z £ | 2 @
. A B c Starting at: | 1/2/2013

e CI|Ck OK. 1 |Sum of Tickets Date |- [l Ending at: | 3/31/2019 able Fields T £

2 =Jan By Ids to add to report: &~
: 3 |Destination v@}lan Seconds

The PivotTable groups together all the || '5.cion 3 Minutes ge

data. 5 |Cancun s -
6 |Chicago 2| |Cuarters
7 Dallas - Jation -
& Duluth Mumber of days: |1 B
o Los Angeles - - s between areas below:
10 New York 4 [ o | Il Columns
11 | Philadelphia Months -
1z Toronto = Rows = Values
13 \Washington, D.C. 3 Destination + =11 Sum of Tickets - =
14 Grand Total 3 9 2 2 1:.

3 PivotTable | .. (¥ ] 3 i s

Ready H 0 - | + 100%
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Ungroup PivotTable Values

If you decide you want to see the individual values as column headers again, just ungroup them.

Click a cell that contains the
value you want to ungroup.

Click the Ungroup button on
the Analyze tab.

Tip: You can also right-click a
cell and select Ungroup from
the menu.

The grouping is removed from the
PivotTable.

PivotTable Tools

09-group-values - Excel

File Home Insert Draw Page Layout Formulas Data Review View Help Analyze Design 2 Tellme
i3] = | —>GroupSelection | [BF Insert Slicer I:E‘"‘ B I o
i @H Ungroup B Insert Timeline i I . )

PivotTable e Refresh Change Data | Actions | Calculations | Tools

© Field - G’D“F’ Field rﬁv © Source ~ v T T

Group Filter Data
B2 = & || Jan
A B C D E -
1 SumofTickets Date|~ | || PivotTable Fields
2 |Destination -[Jan __ |Feb Mar Grand Total Bhiooe i o to report
3 Boston g 1 5 14
4 [Cancun 6 5 8 19 Seell
5 |Chicago 6 & 9 23 o
& Dallas 4 4 10 18 1 Name
7 Duluth 10 10 6 26 Destination
& |Los Angeles 26 4 8 38
9 New York 12 7 19 38 Drag fields between areas below:
10| Philadelphia 4 4 1 9 T Filters 1l Columns
11| Toronto 14 14 Date
1z |Washington, D.C. 9 11 1 21 = Rows % Values
13 |Grand Total 99 54 67 220 Destination + = [ Sum of Tickets
14 -
3 PivotTable . @ ] 3 D et

Ready ) |- ]

&
B

Show

22 [Your Company Name]




Refresh a PivotTable

If you make changes to the source data a PivotTable is based on, the PivotTable isn’t automatically updated.
Instead, you must manually refresh the PivotTable anytime you change its underlying source data.

Manually Update a PivotTable

a Make a cha nge to the = 10-refresh-a-pivot S Cola |
PIVOtTabIe'S source data File Home  Insert Draw  Pagelayout Formulas  Data  Review  View  Help P Tellme &
0] rs Calibri e - | = ab, General = | [l Conditional Formatting ~ =t Jo]
e Navigate to the PivotTable. - BIU- A4 $ - % 9 | [HFormat usTable~ Cels | Editing
g H- o-A- =5 4 S8 -8 [ Cell Styles - - B
e Click any CEH Inside the Clipboard 1 Font [ Alignment Gl Mumber & Styles ~
PivotTable. 2 . AL ’
A B C D E F G -
H 1 Date Name Destination  Amount Tickets Total Commission
The PIVOtTabIe TO_OIS are 2 Jan 2 John Harris  Boston 365' 30l 10,950 Yes
dlsplayed on the ribbon. 3 Jan 3 Tony Chekov Chicago 199 2 398 No
4 Jan 3 Tim Parmont New York 349 4 1,396 No
o Click the Analyze tab on the 5 Jan 3 Antonio Romi Washington, 399 ) 1,197 Yes
. 6 Jan 4 Mary Wargot Duluth 149 2 298 Yes
ribbon. 7 Jan 5 Amy Wu Dallas 187 2 374 Yes
3 Jan 8 LeAnne Nortc Los Angeles 295 6 1,770 Yes
e Click the Refresh button. 9 Jan 8 Maria Wyatt Los Angeles 295 7 2,065 No
10 Jan 9 Stan Billings Los Angeles 295 4 1,180 Yes
Tip Alt + F5 also refreshes the 1 Jan 10 John Smith  Chicago 199 2 398 No
. 12 Jan 10 LeAnne Chang Toronto 349 2 698 No
PWOtTabIe- 13 Jan 11 Maria Rodrigt Washington, 399 3 1,197 Yes
14 Jan 14 Alice Lindgrar Chicago 199 2 398 Yes -
. . . Sales PivotTable ] »
The PivotTable is refreshed and pulls in | .. | g T

any changes made to the source data.

If you have more than one PivotTable = 10-refresh-a-pivottable - Excel PivotTable Tools ;
in your Workbook and you Want to File Home Insert Draw Page Layout Formulas Data Review View Help Analyze Design 2 Tellme [l
update them all at once, instead click G-I E'Mm‘wer v [ B |5 B
. =57 Insert Timelgl ™ "
the Refresh button’s list arrow and e | R Refesh Change Data | Acions | Colg@ies | Tocks | Show
select Refresh All from the menu. R B 2
Al = b3 Sum of Tickets N
A B C D E F o[- ; ;
+ |Sum of Tickets |Date v PivotTable Fields v x
2 =Jan Choose fields to add to report: {6} i
3 Destin a v/ 2-Jan 3-Jan 4-lan 5-Jan 8-Jan
4 Boston 3 Search s
5 |Cancun Date <
6 |Chicago 2 [ Mame
7 |Dallas 2 Destination -
g Duluth 2
o Los Angeles E Drag fields between areas below:
10 New York 4 T Filters Il Columns
11| Philadelphia Months -
12z |Toronto = Rows Z Values
13 Washington, D.CE 3 Destination v E [ sumotTickets  ~ =
14 Grand Total v 3 9 2 2 12,
3 ‘ sales | Pivot ... (#) ] r DT
R =t m = 1 + 100%
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Automatically Update a PivotTable

You can also have Excel refresh the PivotTables in a workbook when a file opens.

c C|iCk the PiVOtTa ble button on = 10-refresh-a-pivottable - Excel PivotTable Tools
the Analyze tab Fi Home Insert Draw Page Layout Formulas Data Review View Help Analyze Design 2O Tell me [y
= i} = | [ insent Slicer [5: [‘i © i %
. . - i
o Click Options. PR e | Group | ¥ et Timeline Refresh cmgﬁm Actions | Calculations | Taals | Show
. Fied» |+ | [y - Source~ - - M <
The PivotTable Options dialog F—— Ele BL 2
box displays. In addition to PrvotTable S E
. . = Outions - B c D E Pl ‘
setting the PivotTable to @;’pt oo kets |Date - || PivotTable Fields A
refresh when opened, there 2 =Jan Bitico<c Bl to report B~
. . 3 ination -~ 2-Jan 3-Jan 4-lan 5-lan 8-lan
are also various options here + |Boston 10 Sl o
for PivotTable settings, such as |3 Cancun Date -
. . i 6 |Chicago 2 [] Name
assigning a name; changing the | pallas 2 Destinaton B
H & |Duluth 2
Iayo.ut, format, ar.ld display o |Los Angeles 13 g ek between sreo below:
settings; and adding alt text. 10| New York 4 T Fites B Columns
11 | Philadelphia Menths -
e Click the Data tab. 12 | Toronto = Rows % Vaues
13 Washing‘ton, D.C. = Destination - | Sum of Tickets R =
14 |Grand Total 30 9 2 2 1:.
o Checl.< the Ref.resh data when | et ® L : et Loyout Updte
opening the file check box. Ready H o - E—

e Click OK.

Now any PivotTables in the workbook

PivotTable Tools

. K . File Home Insert Dj PivotTable Options T X Jn P Tellme [
will automatically refresh each time T | B | o || wettste ome [ g
VOU open the flle PivatTable | Active | Group| Layout & Format Totals &Filters Display Printing  Data Al Text s | Show
: prid- : PivotTable Data :
[ save saurce data with file é ~
Al . N T -
sh data when opening the file;
A Retain items deleted from the data source
1 |Sum of Tickets Mumber of items to retain per field: Automatic |~ M *
2 What-If Analysis & -
3  Destination b Enable cell editing in the values area
4 |Boston £
5 |Cancun =
6 Chicago
7 Dallas -
3 |Duluth
9 Los Angeles
10 |New York Il Columns
11 | Philadelphia Manths -
12 \ Toronto Cancel 3 Values
13 Washing‘ton, D.C. 3 J D - ion ~ =1 || Sum of Tickets - =
14 Grand Total 30 9 2 2 12, ﬁ
3 | Sales | Pivet .. (¥ ] 3 e
Ready 2] |- 'l + 100%

24 [Your Company Name]



Format a PivotTable

After creating a PivotTable, you may want to enhance the look of it using styles. By default, the column
headings, grand total row, and any filters have a light shading applied to the cells based on the workbook’s
theme colors. However, if you don’t like these, there are a variety of other styles to choose from.

Work with Style Options

You can select PivotTable style options that allow you to adjust the format for part of a PivotTable. For
example, you can apply special formatting to row headers or make the columns banded.

o Click any cell in the PivotTable. T-format-a-pivottable - Excel PivatTable Tools
. . File Home Insert Draw Page Layout Formulas Data Review View Help Analyze Design 2 Tellme [t
o Click the DeSIgn tab. = Calibri -l - = i) General - | [EH Conditional Formatting = 0
) e [@-| B I U- A A 4 - 9% 9  [EHFomatas Table~ e -
e Select an option from the P e | m. oA e BB cell Styles - [ Cos | B
PiVOtTabIe Style Options group. Clipboard & Font ® Alignment Number & Styles ~
Al b f Sum of Amount v
e Row/Column Headers: n . UG e & .
Displays special formatting ! [sum of Amount _|Date - PivotTable Fields .
. 2 “Jan :Feb “Mar Grand Tot Chaose fields to add to report: &b~
for the first row or column 3 Destinl [h |-
. 4 Boston 1,460 365 730 2,5 Search 2
of the PivotTable. 5 Cancun 199 398 962 1,5 e ~
& Chicago 597 796 597 1,9 Destination
¢ Banded Rows/Columns: 7 Dallas 374 374 1,309 2,05 || [ Amount -
: H Duluth 596 298 596 1,44
Applles a dlfferent format to i L:sl.i\ngeles 1475 590 885 2"9[ Drag fields between areas below:
alternate rows or columns. 10| New York 1,047 1,396 3,839 6,2 Filters Sxts
11 Philadelphia 399 1,197 399 1,9 Months -
1z | Toronto 1,396 1,3 Rows 3 Values
13 Washington, D.C. 1,197 1,197 399 2,7 Destination + =11 sum of Amount =
14 Grand Total 8,740 6,611 9,716 25,0¢ -
3 PivotTable [l r D mip=e
Ready H m - ] + 100%

11-farmat-a-pivottable - Excel PivotTable Tools
File Home Insert Draw Page Layout Formulas Data Review View Help Analyze Design 2 Tellme [t
Row Headers [] Banded Rows é
e & ot Bk Column Headers [] Banded Columns =
= Totals~ Layout~ Rows~
Layout PivotTable Style Options PivotTable Styles -~
Al - b3 Sum of Amdiiat ¥
A B 6 oW E [~ i

1 [Sum of Amount |Date |~ PivotTable Fields w8
2 “Jan  “Feb “Mar GrandTot Choose fields to add to report: &~
3 Destination -
4 Boston 1,460 365 730 2,5 search e
5 Cancun 199 398 962 1,5

N [ Name -
6 Chicago 597 796 597 1,9 Destination
7 |Dallas 374 374 1,309 2,0 [] Amount -
8 Duluth 596 298 596 1,4
o |Los Angeles 1,475 590 885 2.9 Drag fields between areas below:
10| New York 1,047 1,396 3,839 6,2 Filters Columns
11 | Philadelphia 399 1,197 399 1,9 Months -
12 |Toronto 1,396 1,3 Rows % Values
13 \Washington, D.C. 1,197 1,197 399 2,7 Destination + B sum of Amount _+ =
14 Grand Total 8,740 6,611 9,716 25,00 .

» PivotTable . @B ] 3 DR
ooy = o - 1 + 100
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Apply a Built-In Style

Excel also has a gallery of built-in styles you can choose from to quickly format a PivotTable.

0 On the Design tab, select an 11-format-a-pivattable - Excel PivotTable Tools
Optlon |n the Styles ga”ery Fle  Home Insert Draw Page Layout Formulas Data Review View Help Analyze Design O Tellme &
Row Headers Banded Rows -
Tlp: The PIVOtTabIe Styles SRS TG'ETG LREPOR RB\ank Column Headers [] Banded Columns ;
. - otals -  Layout~ Rows~
grOUp WI” ShOW a feW table Layout PivotTable Style Options PivotTable Styles "
styles, but to see the rest, A = P o
you'll need to expand the A B ¢ D E [ . .
aller i [Sum of Amount _|Date [~ | || PivotTable Fields w8
& v 2 “Jan  “Feb “Mar Grand Tot Choose fields to add to report: &~
3 Destination -
H B 4 Boston 1,460 365 730 2,5 Seagl] £
The st}/le is applied to the téble,  Carncun 195 398 902 15 | o )
changing the borders, shading, and 5 Chicago 597 796 597 19 088 ation
7 Dallas 374 374 1,309 2,0 [¥] Amount he
COIOrS' s Duluth 596 298 596 1,4¢
s Los Angeles 1,475 590 885 2,91 Drag fields between areas below:
. . 10| New York 1,047 1,396 3,839 6,2 Filters Columns
Tlp' To remove a Table Style’ seIect 11 | Philadelphia 399 1,197 399 1,9 Months -
Clear from the More PivotTable Styles 12 | Toronto 1,396 13 Rers % Values
13 \Washington, D.C. 1,197 1,197 399 2,7 Destination + B sum of Amount _+ =
menu. 14| Grand Total 8,740 6,611 9,716 25,0( .
o PivotTable ‘:'E' A v Defer Layout Update
) =1 m - 1 + 100
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