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Creating a PivotTable® 
Use File: Excel PivotTable Class File 
Microsoft® Excel PivotTable® feature organizes, summarizes, and analyzes your data to 
reveal its meanings.  
 
PivotTable reports: 

 
 
 

 
 
 

offer comparisons,  
reveal patterns and relationships, and  
analyze trends.  

 
Each PivotTable report gives you a different view of your data, answering your questions on 
the spot, and is customized to your purposes. 
 
Once you have your questions in mind, Excel makes it easy to get answers. First, a wizard 
takes us step-by-step in preparing the data for a new view. Next, you drag and drop the 
data from a list into a new PivotTable report view. 
 

Benefits of PivotTable Reports 
Pivot data around – moving parts of the table structure to summarize the data 
Easily adjustable and customizable 
PivotTables can quickly become PivotCharts 

  
Source Data 
We must become familiar with the source data to produce successful PivotTables.   
Let’s look at a sample of our worksheet: 
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Be sure to ask yourself the following four questions prior to launching the 
PivotTable Wizard: 

 

1. What is the purpose of the PivotTable? 

2. Which field is being summarized, and which summary function will be used (sum, 
count, average, etc.)? 

3. What other fields should be included, and how shall they be arranged (rows vs. 
columns)? 

4. Where is the PivotTable going when it is finished? 

 
The PivotTable Wizard 
The PivotTable Wizard takes us through the process step by step.  
 

Select a cell in the worksheet data > Data > PivotTable and PivotChart Report… 

 
 

Here’s the first step of the three steps: 

 
 
Here we make two choices – where the source data is coming from and  
whether we are creating a PivotTable or a PivotChart. 
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In step 2, indicate the data range of your source data and choose Next > 

 
 
In step 3, decide whether the PivotTable will appear on an existing worksheet OR 
a new one added to the current workbook, and choose Finish 

 
 
Note: Additional selections and preferences can be chosen by clicking on the Layout… and 
Options… buttons in Step 3 of the wizard. These choices can also be made after the 
PivotTable has been created. 
 
The PivotTable Layout 
To add fields to the PivotTable layout, drag the desired field from the PivotTable Field List 
window to the appropriate area in the PivotTable layout. 
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Example of a completed PivotTable from our worksheet data: 

 
 

Rearranging PivotTables 
After creating a PivotTable, we may want to display an entirely different view of our data.  
We can change the data view by dragging fields to other areas in the PivotTable.   
 
Example of a different view of the PivotTable from our worksheet data: 

 
 
 
Note: To remove a field from the layout of the PivotTable – simply drag and drop it off the 
PivotTable layout. 
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Changing the Summary Function 
Excel applies the SUM function to numeric data and the COUNT function to data fields 
containing text.  

To change the function currently used to summarize the data, click on   Field 
Settings Icon from the PivotTable Toolbar. 

 

 
 

Adding a Page Field 
We can further expand the functionality of our PivotTable by adding a Page Field.  A Page 
Field makes the PivotTable three dimensional – as if the reports are stacked upon one 
another.  When a page field is added, it is as if data if filtered through that field. 

 
Here the field Quarter has been dragged from the field list and added as the Page 
Field. 

 
 

Refreshing a PivotTable 
The values in the PivotTable are all read-only – meaning we cannot move or modify a part 
of a PivotTable by inserting or deleting rows, editing results, or moving cells.   
 
To make changes to data: 

edit the data in the worksheet and 

then click the Refresh Data Icon from the PivotTable toolbar 
 
 
Note: We cannot undo the Refresh Data operation.  Therefore, if you need to get back 
to the original numbers, first save a backup before making changes, or change the numbers 
back in the spreadsheet and then Refresh Data in the PivotTable again. 
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Formatting a PivotTable 
To enhance the appearance of the PivotTable let’s add some formatting: 
 

To apply a format to the Pivot Table: 

click on the Format Report Icon from the PivotTable toolbar 
 
PivotChart Report 
PivotCharts can be created from the PivotTable Report. 
 

Prepare the PivotTable Report to display the data to be charted 

 

Click on the Chart Wizard Icon from the PivotTable toolbar 
and use the Chart toolbar to alter the chart  
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NOTES:
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Excel Links 
 
Computer Education Excel 2003 online class 
http://www.cmu.edu/computing/education/excel/Excel2003/tableofcontents.htm 
 
Free Excel Tutorial 
http://www.usd.edu/trio/tut/excel/ 
 
ITM Online Help Collection 
http://www.uwec.edu/help/excelXP.htm 
 
Microsoft Excel Questions and Answers 
http://www.ozgrid.com/Excel/excel-questions-answers.htm 
 
Undiscovered Tips about Microsoft Excel for Windows 
http://support.microsoft.com/default.aspx?scid=/support/excel/content/cooltips/cool.asp#E
10E29 
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