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1. Pivot Table  

 

Imagine being faced with a pile of data that you need to organize and summarize in a hurry. And 

what’s more, you have to present the information in a way that highlights specific aspects of the 

data.  

If this sounds familiar, the PivotTable report feature in Excel could be what you’re looking for. 

PivotTable reports are interactive tables that make it possible for you to move information around, 

so that you can see how it fits together. PivotTable reports help you to organize and compare data so 

that you can see patterns, trends, and relationships. And it takes only seconds to pivot the rows and 

columns of data from one view to another, like turning a kaleidoscope to see the different patterns. 

 

 

1.1 When to use a PivotTable report 

Use a PivotTable report when you want to compare related totals, especially when you have a long 

list of figures to summarize and you want to compare several facts about each figure. Use 

PivotTable reports when you want Microsoft Excel to do the sorting, subtotaling, and totaling for 

you. In the example below, you can easily see how the third-quarter golf sales in cell F5 stack up 

against sales for another sport or quarter, or grand total sales. Because a PivotTable report is 

interactive, you or other users can change the view of the data to see more details or calculate 

different summaries. 
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1.2 Anatomy of a PivotTable Report 

 

 Page field A field from the source data that you assign to a page (or filter) 

orientation in a PivotTable report. For example, grade is a page field. 

You can use the Year field to display summarized data for only 2003, 

only 2004, and so on 

 Data field A field from the source data that contains values to be summarized. 

For example, Count of studho is a data field. 

For most types of source data you can choose how to summarize data 

(for example, by sum, average, or count). A data field usually 

summarizes numbers, but it can also summarize text. For example, you 

can count the number of times a specific text entry (such as Yes or No) 

appears in a field. 

 Column field A field from the source data that you assign to a column orientation in 

a PivotTable report. For example, ethnic is a column field. 

 Item A subcategory of a row, column, or page field. For example, the ethnic 

field contains the following items: AA and L. The cela04 field contains 

these items: FB, BB, BA, PR, AD 

 Row field  A field from the source data that you assign to a row orientation in a 

PivotTable report. For example, cela04 is a row field. 

 Data area The cells in a PivotTable report that contain counted data. For 

example, the value in cell C5 counts the number of Latino students who 

performed at the Far Below Basic level on the 2004 CST ELA (42) 

 Field List List of all possible fields from the original data. 
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1.3 Create a PivotTable report 

To create a PivotTable report, use the PivotTable and PivotChart Wizard as a guide to locate and 

specify the source data you want to analyze and to create the report framework. You can then use 

the PivotTable toolbar to arrange the data within that framework. 

1. Open your original spreadsheet and remove any blank rows or columns. Make sure each 

column has a heading, as it will be carried over to the Field List 

2. Highlight your data range, select Insert tab, PivotTable group, PivotTable. 

3. Select the radio button for New Worksheet in the Create PivotTable dialog, then press [OK].  

 

4. A new worksheet opens with a blank pivot table. You’ll see that the fields from our source 

spreadsheet were carried over to the PivotTable Field List.  
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5. Drag an item from the PivotTable Field List down to the Row Labels quadrant. Whenever 

possible, lay out the PivotTable report directly on the sheet so that you can view the data while 

you arrange the fields.  

 

 

1.4 Customize a PivotTable Report 

You've now created a PivotTable report, but that's only the beginning. A PivotTable report is more 

than just a static summary; you can use it to interactively explore the data's significance. Zero in on 

the details or pull back for an overview. You decide the type of customizations you want. To 

customize your PivotTable report, do one or more of the following:  

 

1.4.1 Add or Remove Data 

You can easily add or remove a field—including a row, column, or page field. To add a field, drag a 

field from the PivotTable Field List window to the appropriate area on the PivotTable report. To 

remove a field, drag a field outside the PivotTable report. 

 

1.4.2 Quickly Rearrange the Layout 

You can quickly "pivot" the report by moving a field or reordering the items within a field. To move 

a field, drag the field to the appropriate area on the PivotTable report. To reorder items within a 

field, drag an item to a new location in the field. 
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1.4.3 Rearrange the Order of Items in the Field 

Right click on the item that you want to re-order, choose order from the drop menu and decide 

where you want to move the item relative to the other items. 

 

1.4.4 Use Page Fields to View a Subset of the Data 

Each page contains a subset of the data that's summarized in the report.  

To view a different page, click the arrow next to the page field item (grade on our report), and then 

click an item in the list. 

1.4.5 Use Custom Calculations to Fine Tune Result 

You may get a different perspective on the data by seeing the data as a percent of the items that you 

are displaying. 

1. Right-click on the data field, click Field Settings from pop-up menu 

2. In the Pivot Table Field window, click on [Options] to reveal additional choices 

3. In the Field Setting box, select the calculation you want. Try percent of total, or percent of 

column as appropriate. You can set Show data as to Normal turns off custom calculation. 
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1.4.6 Show the details you want 

In a PivotTable report, you can drill down on the details or hide information for a big picture view.  

1.4.6.1 Display the underlying source data for a specific data cell 

Just double-click a cell to see its details. 

 

 

1.4.6.2 Show or Hide Items in a Row or Column   

Click the arrow in a field, and then select or clear the check boxes you want. 
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1.5 Pivot Chart Reports 

A PivotChart report provides a graphical representation of the data in a PivotTable report. You can 

change the layout and data displayed in a PivotChart report just as you can in a PivotTable report. 

 

 

1.5.1 Create a PivotChart Report 

1. Select a cell in a range of cells, or put the insertion point inside of a Microsoft Office Excel 

table. Make sure that the range of cells has column headings. 

2. To create a PivotTable and PivotChart report, on the Insert tab, in the Tables group, click 

PivotTable, and then click PivotChart. Excel displays the Create PivotTable with 

PivotChart dialog box. 

3. Specify a location by doing one of the following: 

 To place the PivotTable report in a new worksheet starting at cell A1, click New 

Worksheet. 

 To place the PivotTable report in an existing worksheet, select Existing Worksheet, and 

then specify the first cell in the range of cells where you want to position the PivotTable 

report. 

4. Click OK. Excel adds an empty PivotTable report to the specified location and displays the 

PivotTable Field List so that you can add fields, create a layout, and customize the PivotTable 

report.  

 

 


