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Using this
Manual

Welcome to the Excel 2019 Pivot Tables course. This manual and
the data files are designed to be used for learning, review and
reference after the class. The data files can be downloaded any
time from The Computer Workshop website:

http:\\www.tcworkshop.com

There is no login or password required to access these files. You
will also find handouts and supplementary materials on the
website in the Download section.

To Download Data Files

Once on The Computer Workshop website, locate and click the
Student Resources link in the top navigation bar. When on the
Student Resources page, click the Data Files button.

1. Data Files page displays a list of general application types.
Click once on the Microsoft Office Courses link.

Click once on the software related to the course.

Click once on the version related to the course.

If there are multiple folders, click on the TCW folder.

Click on the course name to download the data files.

AN N

You can choose to open or save the zipped folders content to
your computer.

While on the Student Resources page, you can also access
handouts by clicking the Handouts button. Handouts are in
PDF format and also available to you without login or password.
Simply open the PDF and either print or save to your computer.

Page vi
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Conventions Conventions Used in this Manual

The hands-on exercises (Actions) are written in a two-column
format. The left column (“Instructions”) gives numbered
instructions, such as what to type, keys to press, commands

to choose from menus, etc. The right column (“Results/
Comments”), contains comments describing results of, reasons
for, quick keys, etc. for the instructions listed on the left.

®

Key names and Functions are bold and enclosed in
square brackets:

[Enter], [Tab], [F5], [F10]

Keys you press simultaneously are separated by a plus
(+) sign, typed in bold and enclosed in square brackets.
You do not press the plus.

[Shift + F5]

Keys you press in sequence are separated by a space,
bold and enclosed in square brackets.

[Home] [Down Arrow]

Ribbon tab names are in bold and italic: Example:
Home

Group names are in bold: Example: Font
Dialog box names are in italic: Example: Save As

Button names are bold and enclosed in square brackets:
Example: [Sort]

Information you are to type will be in bold. Example:

This is the first day of the rest of your life.

Information that you need to supply will be indicated
with pointed brackets. Example: Type: <your name>.

©
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Lesson 1: Creating and
Modifying PivotTables

Lesson Overview

You will cover the following concepts in this
chapter:

PivotTables

Creating PivotTables

PivotTable Elements

Adjusting PivotTable Layouts
Formatting PivotTables and Fields
Expanding & Collapsing Fields

IO IIRO S R C R C R C R 4

Refreshing PivotTables

Excel 2019: PivotTable Features
Rel. 1.0, 02/21/2020
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PivotTables

A PivotTable is a powerful tool for exploring and analyzing

information. They can help organize and manipulate the raw
data in a spreadsheet, revealing patterns or relationships which
may not be obvious at first glance. PivotTables also give you the
power to view your data in a different context without changing
the original content or structure of the source data.

A PivotTable can be based on data in your current workbook or
drawn from an external data source.

With a PivotTable, it is easy to drag and drop fields (columns)
of data into different areas of the table, exposing relationships
or trends not readily obvious in traditional Excel tables or

databases.

In short, PivotTables allow you to organize data in meaningful
ways without doing a lot of tedious work. You could say that a
PivotTable is like several data tables rolled into one.

Below is a sample of a typical PivotTable.

A

1
2
3 |Company Name
4

5 s

6 |Salesperson

7 | =Andrew Fuller

8

9

10

11 Andrew Fuller Total

um of Extended Price

B ©

(A1)

~|Country T Product Name - Total

+Belgium

2866.5
10339.2
23952
8489.2
24090.1

12 | =Anne Dodsworth

13

14

15 |Anne Dodsworth Total

32715
1928
5464.5

- PivotTable Fields

Choose fields to add to report:

o
[ Quantity

10664

16 | =Janet Leverling

20 |Janet Leverling Total

+Belgium
#Brazil
+Denmark
+ Sweden

29538
10087.25
1704
1182265
23909.28

21| =Laura Callahan

22

23

24 |Laura Callahan Total

=Denmarl Kk
#Sweden

1212385
18306
10126 56
24081

25 =Margaret Peacock
2%
21

+Belgium
+Brazil
+Denmarl k

144258
18818.38
18696.95

ter
More Tabl

£

Drag felds between areas below:

Fiters

Company Na... ~

Guidelines for Data in a PivotTable
® The data should be in a tabular format.

Columns

v X

® The source data should have a row of unique column

®

headings.

There should be no gaps in the data, no blank columns

or rows. Excel treats groups of data as a database.

Gaps indicate a break in the data and are considered
the end of the data.

2019: PivotTable Features, Rel. 1.0, 02/21/2020

Page 3



Lesson 1: Creating and Modifying PivotTables

©

Creating Creating a PivotTable
: @ Click into the range of data the PivotTable will be
PivotTables P

@ Select the Insert Tab, in the Tables Group click the
[PivotTable] button.

L2 B B

NG Ideally, source data A

PivotTable Recormmended Table
PivotTables

Tables

® The Create PivotTable dialog opens.

for a PivotTable

should be structured
like a traditional Excel
table or database. See the
guidelines on page 3.

J

Create PivotTable @

Choose the data that you want to analyze
@ Select a table orrange
Table/Range: | Invoices!SAS1:5K52156] @
' Use an external data source

Choose Connection...

Connection name
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed
@ Mew Warksheet
) Existing Worksheet

Location: ?
Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

| ok || cance |

® Within the Choose the data that you want to analyze
group are three choices:

®

Select a table or range: allowing data from the
current workbook to be used as the data source. By
setting the cell range in the Select range: field.
-This field should automatically select all connected
cells based on the active cell.

-If the range that appears is incorrect, you may type
it in or select it with your mouse. Make sure that
the column headings are included in the selection.

Page 4
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(o)
: ® Use an external data source: allows the PivotTable
C.reatl ng to be based on data outside of the current
PivotTables, workbook (such as in another workbook or an
continued external database).

-Clicking the [Choose Connection] button opens
the Existing Connections dialog, which displays a list
of existing connections.

Existing Connections @
Show: | All Connections [=]
Note — .
The data model Comecinsn s orkeok
feature is available Connection files on the Network
k With EXCEl 2016+ <No connections found =
Connection files on this computer
E o
D [l;::;&]\ndl?oufdsﬁDatabaseAgentjnfo.od
D [I;:;:::]ﬂecrlrter{acustomers‘od
D [Ig:;::]ﬂecrlrter{a()rders.od i
-Typical existing connections may included
Microsoft Queries or previously connections to
Access databases.
- Clicking the [Browse for More] button allows
new connections to be made.
® Use this workbook’s Data Model: can be used when
tables of data are related to each other. These tables
can be data converted into a table or imported tables.
Once the source of data has been selected and defined, you can
set where the PivotTable will be placed in the workbook.
Note Cell A1 will contain ® Select whether to locate your PivotTable in an Existing
the Report Filter and Worksheet or a New Worksheet.
the data will begin )
in cell A3 when choosing ® If you choose the New Worksheet option, a new
New Worksheet. worksheet is added to the workbook with the

PivotTable located in cell Al.

® If you choose Existing Worksheet, you can specify
the cell location and on which worksheet the
PivotTable will be added. Enter the cell address
directly into the Location: field, as a cell reference,
or by clicking the target cell with your mouse.

® Click the [OK] button to create your PivotTable.

2019: PivotTable Features, Rel. 1.0, 02/21/2020 Page 5
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Creating
PivotTables,

continued

Note

Excel automatically
extends the selection

to include all
connected data.

Using Recommended PivotTables

&

&

Select any cell within the data range the PivotTable is
to be based on.

Select the Insert Tab, in the Tables Group and click the
[Recommended PivotTable] button.

J i

———ebebe Fecommended Table

PivotTables
Tables

The Recommended PivotTables dialog opens.

Recommended PivotTables -2 3]
| 5um of Unit Price by Co... |~ Sum of Unit Price by Country
| Row Labels ~| Sum of Unit Price
Germany 8544 84
—| Mexico 1616.98
K 3116.87
Sweden 2456.49
USA 10462.91
Brazil 532464
France 4839.46
Spain 1297.27
Canada 19075
Argentina 1080.8
Switzerland 1331.69
Austria 3469.95
Italy 1112.05
Portugal 740.89
WVenezuela 2434 91
Ireland 1719.86
e Belgium 1341.98
Sum of Order ID by Coun... Denmark 1212.24
Sy S - Norway 633.69
Change Source Data..

Excel offers a series of possibilities based on the data.

® Scroll through the list of options on the left, when
you select one on the left, a large copy is previewed
on the right.

When one fitting your needs is actively selected, click
the [OK] button .

® A new worksheet is added with the PivotTable in
place.

If none of the recommendations are suitable, click the
[Blank PivotTable] button to start from scratch.

® A new worksheet is added with a blank PivotTable
in place.

Page 6
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Creating
PivotTables,

continued

Note

Select any cell of

connected data and

tap the [Ctrl A] key
command to select all

connected data.

Using the Quick Analysis Tag

©

When the data is selected, a smart tag is displayed in the lower
right corner of the selection. This smart tag offers quick access to
Formatting, Charting, Sparkline, Totaling, and Table options.

o
o

LTS L]

$72.00

$210.0

A =

Select all the data needed in the PivotTable.

B

Click the tag to view the available options.

Click the Tables option, hover over the PivotTable ?
options to see recommendations.

10 $60.00
Row Labels ~ | Sum of Unit Price 7 $64.40
Germany G544 84 10 $348.00
Mexico 18158.98 3 $69.75
UK 3116.87 5 $70.00
Sweden 2436 49 1‘13 %g-gg
USA. 10462.91 5 560.00
Brazil 5324 .64 10 $320.00
France 4839 46 a0 $380.00
Spain 1297 27 20 $280.00
Canada 19075 | 19 $690.00
Argentina 1080.8 ;g $1$[112[11'§g
Switzerland 1331.69 10 “£;184:00
Austria 3469.95 5 59750
[taly 1112.05 15 $825.00
~e e 18 $702.00

400 40 SRA0 001

Formatting Charts Taotals Tables b
H R B B B He—

Table PivotTable PivotTable PivotTable PivotTable  Maore

Tables help you sort, filter, and summarize data.

r STEUUT
berjack Lager $14.00

T
15

BTZU
$21U,Uﬁ§ﬁ

Look to the lower right corner of the selection to find
the Quick Analysis tag.

@ Clicking the one which best fits your needs will insert a

@ If none seem appropriate then choose the More ?
option to open the Recommended PivotTable dialog.

PivotTable into a new worksheet.

2019: PivotTable Features, Rel. 1.0, 02/21/2020
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PivotTable

Elements

Note

When using a

Recommended

PivotTable, the fields
are already in place
upon creation. It is still
possible to edit and
rearrange the fields are

needed.

\_

~

J

Adding Fields

After creating a blank PivotTable the PivotTable is located in the
worksheet on the left (or where defined) and the PivotTable Fields
pane on the right.

In the PivotTables Fields pane is the list of all available fields from
the data (column headers). If the data source is a Data Model,
then the list will display all related tables which are expandable
to show all the fields in the tables.

PivqtTable PivotTable Fields Pane

PivotTable Fields Pane

In the top half of the pane, all the available fields from the data
source or sources are displayed. In the lower half of the pane
are four areas. Fields are added to these areas by dragging from
above and dropping into the appropriate area.

Drag fields bebween areas below:

Filters Columns
Filters: Fields
added here are
top-level report 3

filters and are

Columns: Fields
added here are

A displayed in

columns in the

shown above PivotTable.
the PivotTable.

Rows % Values
Rows: Fields Values:
added here Numeric data
are displayed fields are added
inrowsin the = - here; these are
PivotTable. summarized in

the PivotTable.

Page 8
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PivotTable PivotTable Tools Tabs
Elements When working in a PivotTable, Excel automatically displays the
continued ! PivotTable Tools Tabs- Analyze and Design.

Analyze Tab

Q Tell me what you want to do

D [# Clear~ n [ Field List

R ?

PivotTabled | & [T} Select - 1 v B +/- Buttons
Refresh Change Data PivotChart Recommended

R Options ~ + Sourcer  [>MovePivotTable D Relationships PivotTables | ECIField Headers

I Show A

PivotTable Active Field Group Filter Data Adions Caleulations Tools

The Analyze Tab offers controls for active fields, filtering,
grouping, refreshing or changing data, performing calculations,
showing or hiding elements, and PivotTable options.

Design Tab

=] s testalsx - Excel Piv

Filg Home Insert  Pagelayout Formulas  Data  Review  View Q Tell me what you want to do & Share

ile
[ Row Headers [ Banded Rows

Subtotals Grand - Report Blank ' [ ¢olumn Headers [ Banded Columns
- Totals~ Layout~ Rows~
Layout PivotTable Style Options

Table Styles

The Design Tab offers controls for basic layout and formatting of
the PivotTable.

2019: PivotTable Features, Rel. 1.0, 02/21/2020 Page 9



Action 1.1 - Creating a Blank PivotTable

Instructions:

Results/ Comments:

1. Open the workbook named Shipping.
xIsx from the lessons folder.

2. Save the file as MyShipping.xlsx.

3. Click anywhere in the data on the
Invoices sheet.

4. Select the Insert Tab and click the
[PivotTable] button.

5. Verify that the Select a table or range
option is chosen and the correct range is
entered in the Table/Range field.

6. Make sure that the New Worksheet
option button is selected.

7. Click the [OK] button to create the
PivotTable.

8. Save the file and leave it open.

Notice the first row are the column
headings, with one heading for each
column. (The data set does not contain
any empty cells.)

Use the File Tab then Save As or the [F12]
key.

The Create PivotTable dialog is displayed.
Notice when viewing the Insert Tab you
are able to access the [Recommended
PivotTables] button from within this

group.

The Table/Range: field should read
Invoices!$A$1:5K$2156.

A new sheet is added to the workbook
with a blank PivotTable. You will see a
PivotTable Area and a Field List appear
in a new worksheet. Notice the column
headings (fields) available in the PivotTable
Field List which can now be added to the
table.

[Ctrl S].

2019: PivotTable Features, Rel. 1.0, 02/21/2020
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Action 1.2 - Creating a Recommended PivotTable

Instructions:

Results/ Comments:

1. MyShipping.xIsx should still be open.

2. Switch back the Invoices sheet.

3. Select any cell with a value and use the
[Ctrl A] keyboard shortcut to select all
connected data.

4. Click the Quick Analysis Tag.

5. Click the Tables heading and hover over
the Recommended PivotTables icons.

6. Choose the fourth option.

7. Save the file and leave it open.

If not, re-open it.

Click the Invoice sheet tab or use the [Ctrl
Page-Down] keys.

All the data is highlighted and the Quick
Analysis Tag is displayed in the lower right
corner of the selection.

The list of Quick Analysis options are
displayed.

The Table and PivotTable options are
displayed. As you hover over the icons an
example is shown of that option.

A new sheet is added to the workbook
with a populated PivotTable.

[Ctrl S].

2019: PivotTable Features, Rel. 1.0, 02/21/2020
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Action 1.3 - Adding data to the PivotTable

Instructions: Results/ Comments:
1. MyShipping.xIsx should still be open. If not, re-open it.
2. Switch back the Sheet1 sheet. Click the Sheet1 sheet tab or use the [Ctrl
Page-Down] keys.

3. Click into any cell in the PivotTable All PivotTable tools are displayed:
placeholder on the spreadsheet. PivotTable Tabs and PivotTable Filed pane.

4. Drag the Country field from the field list A Country drop-down is added in cell A1.
to the Filters area of the PivotTable Fields
pane.

5. Drag the Company Name field from The list of Clients are added beginning
the field list to the Rows area of the in cell A4. A Row Labels header with a
PivotTable Fields pane. drop-down is added in the cell A3.

6. Drag the Product Name field from the The list of Products is added, one product
field list to the Columns area of the name per column beginning in cell B4. The
PivotTable Fields pane. Column Labels header with a drop-down

is added in cell B3. The Row Label header
is moved down to cell A4.

7. Drag the Sale field from the field list to The value of each product purchased by
the Values area of the PivotTable Fields each client is displayed on the Pivot Table.
panes:

8. Drag the Company Name field out of the The list of clients are removed from the
Rows area of the PivotTable Field pane. PivotTable, all the other data remains in

place. You now know how much was
earned in sales of each product.

9. Drag the Salesperson field from the field The value of each product sold by each

10. Save the file and leave it open.

list to the Rows area of the PivotTable
Fields pane.

salesperson is now displayed on the Pivot
Table.

[Ctrl S].

2019: PivotTable Features, Rel. 1.0, 02/21/2020
Lesson 1: Creating and Modifying PivotTables, Page 12




Lesson 1: Creating and Modifying PivotTables

Adjusting
PivotTable
Layouts

Note

Remember to

always click into the

PivotTable to see the
related contextual tabs
on the Ribbon.

Note - rvormable. )

is large, checking

the Set print titles
checkbox is a good idea
since headers will be
repeated on each page of

the printout. )

©

Using the PivotTable Options Dialog

In this dialog you are able to set general options in one place.
Users can still modify these choices one by one from the
PivotTable tabs.

&

&

Click on any cell in the PivotTable to display the
Analyze Tab in the Ribbon.

On the left side of the Analyze Tab, in the PivotTable
group, click the [Options] button to display the
PivotTable Options dialog.

(-9 ]

PivotTable Options

PivotTable Name: PivotTablel

LayaLit & Format || Totals &Filters | Display | Printing | Data | Alt Teut |

Layout
[] Merge and center cells with labels

When in co

Display fields in report filter ares: | Down, Then Over | =
Report filter fields per column: | 0
Format
[T For error values show:
For empty cells show:

Autofit column widths on update
Preserve cell formatting on update

On the Layout and Format tab, make sure the Preserve
cell formatting on update box is checked. This will
ensure that any formatting you apply will be retained
if the table is modified or refreshed.

On the Totals and Filters tab, specify if grand totals
for rows or columns will be shown.

On the Display tab, select whether filter drop-downs,
field captions, expand/collapse buttons, and contextual
tool tips will be shown.

On the Printing tab: determine what optional elements
should print.

On the Data tab, specify PivotTable Data options,
such as having the table refreshed when the workbook
opens.

Click [OK] when you are finished with the PivotTable
Options dialog.
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Lesson 1: Creating and Modifying PivotTables

Adjusting
PivotTable
Layouts,

continued

3 | Salesperson

Using the Design Tab

® On the left side of the PivotTable Design Tab is the
Layout Group.

-

Totals =

Layout

Subtotals Grand Report Elank

Layout ~ Rows ~

® The [Subtotals] drop-down allows you to turn on or
off the subtotal information. When they are on, they
can be shown at either the top or bottom of each group.

® The [Grand Totals] drop-down allows you to turn on
or off grand totals, for both rows and /or columns.

® The [Report Layout] drop-down allows you to change
between three layouts: Compact, Outline, or Tabular
views. When in Outline or Tabular views, you are able

to repeat all item labels or not.

~ | Product Name

4 | =Nancy Davolio

Alice Mutton

Aniseed Syrup

Boston Crab Meat
Camembert Pierrot
Carnarvon Tigers

Chai

Chang

Chartreuse verte

Chef Anton’s Cajun Seasoning
Chef Anton's Gumbo Mix
Chocolade

Céte de Blaye
Escargots de Bourgogne
Filo Mix

Flatemysost

Geitost

Genen Shouyu

Gnocchi di nonna Alice

Item Labels Not Repeating

-

3 |Sales - Product Name A
4 | =Nancy Davolio |

5 Mancy Davolio Alice Mutton

6 Mancy Davolio Aniseed Syrup

7 Mancy Davolio Boston Crab Meat

8 Mancy Davolio Camembert Pierrot

9 Mancy Davolio Carnarvon Tigers

10 | Mancy Davolio Chai

11| Mancy Davolio Chang

12| Mancy Davolio Chartreuse verte

13| Mancy Davolio Chef Anton’s Cajun Seasoning
14 | Mancy Davolio Chef Anton's Gumbo Mix

15| Mancy Davolio Chocolade

16 | Mancy Davolio Cdte de Blaye

17 | Mancy Davolio Escargots de Bourgogne

18 | Mancy Davolio Filo Mix

19 | Mancy Davolio Flatemysost

20| Mancy Davolio Geitost

21| Mancy Davolio Genen Shouyu

22| Mancy Davaolio Gnocchi di nonna Alice

Item Labels Repeating

® The [Blank Rows] drop-down allows you to add or
remove blank rows after grouped items.

Page 14
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Lesson 1: Creating and Modifying PivotTables

Adjusting
PivotTable
Layouts,

continued

Setting the Default Layout.

Excel now offers the ability of modify the default layout of

PivotTables. Asnew PivotTables are created, they will already

have basic layout choices in place.

® Click the File Tab to access the Backstage.

® Select Options from the list of categories on the left of

the Backstage.

-OR -

® Use the sequential keyboard shortcut, Alt F T.

® In the Options, select the Data category.
® Click the [Edit Default Layout] button.

Data options

o sy

D?, Change options related to data import and data analysis.

® The dialog offers controls for Subtotals, Grand
Totals, Report Layouts, and Blank Rows. (Similar to
using the Design Tab tools)

Edit Default Layout
Layout Import

4 (2]
Subtotals
Show all Subtotals at Top of Group | = |
Grand Totals
COn for Rows and Columns El
Report Layout
Show in Compact Form El
Blank Rows
D Insert Blank Line after Each Ttem

Reset to Excel Default

7|l

[7] Include Filtered Items in Totals

7] Repeat All tem Labels

PivotTable Options...

® Use the [Import] button to save changes made
in a current or an existing PivotTable as the new

default.

©
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Action 1.4 - Adjusting PivotTable Layout

Instructions: Results/ Comments:

1. MyShipping.xIsx should still be open. If not, re-open it.

2. Activate Sheet1 and select any cell in the
PivotTable, scroll all the way over to the
right side and select cell BZ5.

3. Activate the Analyze Tab.

4. In the PivotTable Group, click the The PivotTable Options dialog open.
[Options] button.

5. On the Layout & Format tab, check Examine the available options.
the Preserve cell formatting on update
checkbox is checked.

6. On the Totals & Filters tab, uncheck the The Grand Totals will be removed.
Show grand totals for rows checkbox.

7. Examine the options on each of the other
tabs.

8. On the Alt Text tab click into the Title: Alt Text is text read aloud by screen
field and type: reading software for the visually impaired
Sales Data PivotTable community, this helps in making
click into the Description: field and enter documents accessible.

a description of the table.

9. Click the [OK] button. The PivotTable Options dialog closes and
the data in column CA, the Grand Totals is
removed.

10. Activate the Design Tab.

11. In the Layout Group, click the [Grand The Grand Total in column CA is added

Totals] button drop-down and choose back to the PivotTable.
On for Rows and Columns.
12. Drag the Company Name field into the The companies each salesperson works

Rows area below the Salesperson.

with are displayed below the salesperson's
name.
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Action 1.4 - Adjusting PivotTable Layout, continued

Instructions: Results/ Comments:
13. Select cell A5. To see the row and columns labels.
14. In the Layout Group, click the [Report The data structure changes for each. When

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

Layout] button drop-down and try each
of the layouts.

Choose Show in Tabular Form from the
[Report Layout] button drop-down.
Then choose Do Not The Repeat Item Labels
from the [Report Layout] button drop-
down.

Save the file and leave it open.

Click the File Tab and select Options from
the list of categories.

Select the Data category and click the
[Edit Layout] button.

Examine the options available in this
dialog.

Click the [PivotTable Options...] button.
Examine and close the dialog.
Click into the Layout Import field and

select a cell in the PivotTable then click
the [Import] button.

Click the [OK] button.
Click the [OK] button.

Save the file and leave it open.

Repeat All Item Labels is active in the
outline or tabular views, the salesperson's
name fills all empty cells.

The PivotTable changes to the Tabular
layout.

[Ctrl S].

The Excel Options dialog opens.

The Edit Default Layout dialog opens.

The dialog offers the same controls found
in the Layout Group on the Design Tab.
The PivotTable Options dialog opens.

It is the same dialog accessed earlier.

By entering any cell address from the
current PivotTable, you are defining

the layout to by imported. Clicking the
[Import] button sets the layout Excel uses
when creating PivotTables in the future.
The dialog closes.

The Excel Options dialog closes.

[Ctrl S].
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Lesson 1: Creating and Modifying PivotTables
©

Formatting Using the Design Tab

PivotTables and
Fields

® On the Design Tab, you can select one of the preset
styles from the PivotTable Styles Gallery, quickly
applying a preset format to the table.

PivotTable Styles

There are also checkboxes in the PivotTable Style
Options group of the ribbon that will let you turn
on or off banded columns or rows, row headers, or
column headers.
Row Headers [] Banded Rows
Column Headers [ | Banded Columns

PivotTable Style Options

On the left side of the ribbon, there are controls used
to view or hide subtotals and grand totals as well as to
specify a PivotTable Report Layout.

General Formatting Options

To format text or cells in a given cell or cell range use the
formatting tools found on the Home Tab or right-click in the

Note

Wh ight- ..
cliclfir;gga selection selected cell or range and use the Mini Toolbar or choose Format
in a PivotTable, the Cells... from the menu

Format Cells... option is
found at the top of the

(All)

Arial - 10

A A%y B

menu. Produc B 1 = & - A - 5 - 50 08
[Alice M-~ : 4290
Aniseec EB1 Copy 580
Boston [35] Format Cells... 13397
Camem 9125.6
[A Refresh

Carnana

5037.5

In the Format Cells dialog you can access and set number formats,

alignment choices, font
options.

styles, borders, fills and protection

Page 18
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Lesson 1: Creating and Modifying PivotTables

Formatting
PivotTables and
Fields,

continued

Value Filed Settings

As values are added to the PivotTable, you may want to change
how those values are summarized or formatted. This is done
from within the Value Field Setting dialog. This dialog is accessed

©

in one of three ways: from the ribbon, from within the PivotTable
Field pane, or right-clicking.

Opening the Value Field Settings Dialog

® Select a cell containing a value. On the Analyze Tab
in the Active Field Group, click the [Field Settings]

button.

® Click drop-down arrow on of the field in the Values
field in the PivotTables Fields Pane and choose Value
Field Settings... from the menu.

® Right-click any cell with a value and choose Value Field

-OR -

-OR -

Settings... from the menu.

® The Value Field Settings dialog opens.

Value Field Settings o l==

Source Name: Sale

Custom Name: | Sum of Sale

Value Field Settings R

Source Name: Sale

Custom Name: | Sum of Sale

Summarize Values By || Show Vaiues As |

® Use the [Number Format] button to open the
Format Cells dialog. Applying formatting in this
manner will apply it to the entire field and not just

®  Summarize Values By tab:
allows you to change how the data is

summarized.

®  Show Values As tab: allows the
data to be displayed as percentages of
totals, running totals, or differences.
When using the percentage options,
formatting is automatically applied.

an individual cell.
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Lesson 1: Creating and Modifying PivotTables

©
Formatting Showing More Than One Value Calculation

PivotTables and !f you want to show both the sum and the average of the values
. in the PivotTable at the same time, do the following:
Fields,

continued ® Add a second instance of the field containing your
values to the Values area of the PivotTable.

® Open the Value Field Settings using any of the methods
mentioned earlier.

® From the Value Field Settings dialog, choose the Average
function.

¢ Click [OK].

Now you have the values both being summed and averaged
simultaneously. This can be revised in the Value Field Settings
dialog to any function or combination of functions needed.
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Action 1.5 - Formatting PivotTable Data

Instructions: Results/ Comments:

1. MyPivotTable.xIsx should still be open. If not, re-open it.

2. Activate Sheetl, if necessary.

3. Right-click any cell with a value and The Value Field Settings dialog opens.
choose Value Field Settings from the menu.

4. In the Custom Name: field enter This will now be name for this instance of
Sales . the data.

5. Click on the [Number Format] button, in The Format Cells dialog opens.
the bottom left corner of the dialog.

6. Choose the Accounting format option The column label in cell A3 is renamed and
from the list on the left and click the the values are formatted.

[OK] button in each dialog.

7. Drag another two instances of the Sale The column label in A3 is moved to C5 and
field into the Values area of the PivotTable two new columns titled Sum Of Sales# are
Fields pane. added to the PivotTable.

8. Right-click any cell in the second column The Value Field Settings dialog opens.
of values and choose Value Field Settings
from the menu.

9. Choose Average from the Summarize Choose the function before changing the
value field by: formula list. name.

10. In the Custom Name: field enter This will now be name for this instance of
Average Sale . the data.

11. Click on the [Number Format] button, in The Format Cells dialog opens.
the bottom left corner of the dialog.

12. Choose the Accounting format option The column label in cell D5 is renamed and
[OK] button in each dialog.

13. Right-click any cell in the third value

column and choose Value Field Settings
from the menu.

The Value Field Settings dialog opens.
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Action 1.5 - Formatting PivotTable data, continued

Instructions:

Results/ Comments:

14. Activate the Show Values As tab in the
Value Field Setting dialog.

15. Choose % of Grand Total from the drop-
down list for Show values as: field.

16. In the Custom Name: field enter
Percent of Sales .

17. Click [OK].

18. In the PivotTable Fields pane, drag the
Products field from the Columns area
below the Salesperson field in the Rows
area.

19. Save your file.

To name the field header.

The third column of value now shows how
much each sale represents from the overall
total.

The structure of the PivotTables is
rearranged, revealing a much more
detailed view and greater understanding
of the existing data.

[Ctrl+S].

2019: PivotTable Features, Rel. 1.0, 02/21/2020
Lesson 1: Creating and Modifying PivotTables, Page 22




Lesson 1: Creating and Modifying PivotTables

o
Expa nding & As more data is added into a PivotTable it may become O
. . necessary to collapse fields to make the big picture is easier to see

Couaps'ng Fields and understand. When a more granular view of all or a small

subset of data is needed, it is possible to expand the entire field

or any given collapsed set. As fields are added into the same

PivotTable area, data is nested in the field above. Expand and

Collapse buttons are displayed next to each field entry;

—|— A Plus when collapsed

A Minus when expanded.

It is also possible to access the Collapse and Expand commands
in the Active Field Group on the Analyze Tab. These buttons
will expand or collapse the entire field at once.

Active Field: —
cHvE s *= <= Expand entire Field button

Salesperson

Fe Field Settings —— <= Collapse entire Field button

Active Field

Right-clicking on the field in the PivotTable, you are able to
access the Expand/Collapse submenu. From this menu you can
expand or collapse a subset of data or the entire field. Choosing
Expand, Collapse, Expand "Field name", or Collapse "Field
name" will expand or collapse the selected subset of data only.

=3 Nancy Daunlin |s 873244
Al BB Copy 7800

Ar Format Cells...
C[A Refresh

o

28.00

20.90

m

- Sort 3
g

Ch Filter 3

LR =T =T T T o s = O =

Clh v Subtotal "Salesperson”
Ch
Ch

Ct 5[5} Group...

+

Expand/Collapse L4 Expand

Collapse

+

ct 28 Ungroup... Expand Entire Field

C¢ Move » | "= Collapse Entire Field

55 Remove "Salesperson” Collapse to "Salesperson”
;:l_ l__'o Field Settings... Expand to "Product Mame"
Ge PivotTable Qptions... . g g 50 l
Ge|El| Hide Field List 5 15.50
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Action 1.6 - Expanding & Collapsing Fields

Instructions:

Results/ Comments:

1.

2.

3.

10.

11.

12.

13.

MyPivotTable.xlsx should still be open.
Activate Sheet1, if necessary.
Select cell A4.

Click the [Minus] button in the cell.

Activate the Analyze Tab.

Click the [Collapse Field] button in the
Active Field Group.

Click the [Expand Field] button in the
Active Field Group.

Right-click cell A4, scroll down to the
Expand/Collapse.

Choose Collapse Entire Field from the fly-
out menu.

Click the [Plus] button in cell Aé6.

Right-click cell A4, scroll down to the
Expand/Collapse.

Choose Expand Entire Field from the fly-
out menu.

Save the File.

If not, re-open it.

The details of that salesperson are
collapsed out of view.

All the details are collapsed at once.

All the details are expanded at once.

A fly-out menu is displayed showing
options for expanding/collapsing this
record or field.

All the details are collapsed at once.

The salesperson's record is expanded to

show it's details.

All the details are re-displayed.

[Ctrl+S].
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Lesson 1: Creating and Modifying PivotTables

o
Refreshing The data in a PivotTable is not linked directly to the source table
. or range. Instead, PivotTables are based on a hidden copy of
PivotTables the source data that is kept in memory by Excel. This is called the

PivotTable Cache. Meaning, changes to the original source or
database will not be automatically updated in the PivotTable.
If you make changes in the source data, you must Refresh the

Note [Alt + F5] rofroshes PivotTable to update it.

the PivotTable.

Refreshing a PivotTable
& Select any cell within the PivotTable.

® Activate the Data Tab, then click the [Refresh All]
button in the Queries & Connections Group.

3.
F =] Queries & Connections

Refresh
All~

Queries & Connections

OR -
® Activate the PivotTable Analyze Tab, then click the
[Refresh] button in the Data Group.

2 B 2

Refresh Change Data
= Source~ =

Data
-OR-

® Right-click a cell in the PivotTable, then choose Refresh
from the menu.

Redefining the PivotTable Data Range

As new records are added to the data set the PivotTable, simply
refreshing the data will only pull data from the same range of
cells to update the PivotTable. As the data set increases in size,
it will become necessary to redefine the cell range being used by
the PivotTable.
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Lesson 1: Creating and Modifying PivotTables

o
ORefreshing ® Activate the Analyze Tab, in the Data Group, then
. click the [Change Data Source] button.
PivotTables,

continued D
i

Refresh Change Data e—

- Source =
Data

® The Change PivotTable Data Source dialog opens and
you are taken back to the sheet containing the source
data.

Change PivotTable Data Source ? =

Choose the data that you want to analyze
@ Select a table or range
Table/Range: | Invoices!SAST1:5K52156

Use an external data source

|*

Choose Connection...

Connection name:

¢ If you are adding to the data set on the sheet then
click into the Table/Range field and edit the range
accordingly.

¢ If changing and external source of data, click the
Use an external data source radio button. Then,
click the [Choose Connection] button and follow
the dialogs to connect to a new source or make
other modifications to an existing source.
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Action 1.7 - Refreshing the PivotTables

Instructions: Results/ Comments:
1. MyPivotTable.xIsx should still be open. If not, re-open it.
2. Activate Invoices. Click the Invoices sheet tab.
3. Select cell J2 and change the value to To correct or modify the data. Changes
<50>. to the original data will not automatically
affect the PivotTable data.
4. Activate the Sheet1 sheet. Click the Sheet1 sheet tab.
5. Select cell A4 and collapse the entire field Use any method from the previous
to display the sales people's names and exercise.
their values.
6. Note the values for Nancy Davolio. The current value for the Sales should be
$202,143.71.
7. Activate the Analyze Tab, if necessary.
8. In the Data Group, click the [Refresh] The updated value should be $204,068.71.
button.
9. Save the file. [Ctrl+S].
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Lesson 2: Filtering
PivotTables

Lesson Overview

You will cover the following concepts in this
chapter:

Filtering Data

Sorting a PivotTable

Basic PivotTable Filtering

Advanced Filtering

Report Filters

Filtering With Search Box

Adding to Filters

Conditional Formatting in a PivotTable

Grouping Data

SRR

Using the Slicer

Excel 2019: PivotTable Features
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Lesson 2: Filtering PivotTables

o

Filte ring Data One of the main features of a PivotTable is that you have the O
ability to present the data in a dynamic format that allows you
to show exactly what you need and change it when you need
to. For example, if you have a PivotTable that shows Sales
by Region for each Salesperson, you may want to show only
specific Salespersons or specific Regions. PivotTables allow
the flexibility to show each Region and/or Salesperson and to
change which Salesperson or which Region shows at any time.

Data in a PivotTable can be filtered based on the Rows,
Columns, and the Filters. As fields are added to the PivotTable
areas in the PivotTable Fields pane, their labels are shown with
drop-down arrows. If the those Field Headers are not being
displayed, check that the [Field Header] button is active in the
Show Group on the Analysis Tab.

Row and column filtering drop- 5] sortAtoz
downs offer a wide variety of options |&l setztx
Note ~, Dased on the data type. Sorting tools, Here sort Gprion=.
AHValue ﬁltfr | filtering based on Labels or Values, o ’
allows you 1o a ey . Label Filters
oWsy PPy and the ability to search the field S
a filter to numerical . Value Filters '
data. A Label filter 1tems. Search o
allows you to apply -] (Select All A
a filter to textual data I Nancy Davelio
. .[#] Janet Leverling
referred to in row or [ Michael Suyama
\column labels. ) - Margaret Peacock
.|| Robert King
.- [#] Anne Dodsworth
..[+#| Laura Callahan
[ Steven Buchanan -
Cancel
The Filter filtering drop-down simply | [search Je
offers the ability to search, a checkbox | ...an n
list, and the ability to “select multiple | ~Gmeny
K , ... Mexico
1tems”. UK
.. Sweden
. USA
- Brazil
- France
- Spain v
] select Multiple ltems
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©

Lesson 2: Filtering PivotTables

Sorting a Basic Sorting

PivotTable It is possible that the data in a field may not be sorted in the
order you need, but this is an easily resolved issue. Clicking the
Filter drop-down, you will be able to sort the field ascending,
descending, manually, or based on a custom list or conditional
format. There are also the standard methods of sorting data
from the ribbon on both the Home and Data Tabs, as well as
right-clicking a cell to access the sort commands found in the

contextual menu.

Applying A Sort

@ Select the Field Filter drop-down.
El Sort Ato £
El Sort £ to A

Meore Sort Options...

® The sort options are found at the top of the list.

® To sort Ascending or Descending, use the top two

options in the menu.

® Choosing the [More Sort Options...] button will open
the Sort Options (Field Name) dialog.

Sort (Salesperson)

Sort aptions

®

Salesperson

Summary

Maore Options...

O Descending [Z to A) by:

Sort Salesperson in ascending order

?

(O Manual (you can drag items to rearrange them)

s

Cancel

® Choosing either the Ascending or Descending radio
buttons allows you to chose any other available
fields from the drop-down.

® Choosing the Manual radio button allows you to
select cells within the field and move them into any

desired order.

@ Click the [OK] button to apply the sort.
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Lesson 2: Filtering PivotTables

©

Sorting a Applying An Advanced Sort
PivotTable ® Select the field filter drop-down.
T

continued ® Choose the [More Sort Options...] button will open the
Sort Options (Field Name) dialog.

Sort (Salesperson) ? *

Sort options
O Manual [you can drag items to rearrange them)
@Eﬁscending [Ato T} by:‘;

Salesperson ~
O Descending (2 to A} by:
Salesperson ~
summary

Sort Salesperson in ascending order

q Mare Options... Cancel

® Clicking the [More Options...] button opens the
Note More Sort Options (Field Name) dialog.

The Sort By set of
Options are active More Sort Options (Salesperson) T x
if the field uses the Autosort
. Sort automatically evd,g time the report is updated;
Show Values A.s instead s
of the Summarize Values emeen -
By field setting Sort By
Grand Total
Values in selected column:
$AS6 +
Summary
Sort Salesperson in ascending order

® Unchecking the Sort automatically every time the
report is updated checkbox allows you access to the
First key sort order field. Clicking the drop-down
allows you to use custom lists to set the sort order.

More Sort Options (Salesperson) ? x

AutaSort
D Sort automatically every time the report is updated

Eirst key sort order

Mo Calculation

.
sSur\, Mon, Tue, Wed, Thu, Fri, Sat
Sunday, Monday, Tuesday, Wednesday, Thursday,
Jan, Feb, Mar, Apr, May, Jun, Jul, Aug, Sep, Oct, Nc

January, February, March, April, May, June, July, AL

Summary
Sort Salesperson in ascending order

& Click the [OK] button to apply the sort.
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Action 2.1 - Sorting

Instructions: Results/ Comments:

1. MyShipping.xIsx should still be open. If not, reopen it.

2. Click the drop-down arrow in cell A3. The Sorting and Filtering menu is

displayed.

3. Choose Sort Z to A from the menu. The list of salespeople is now sort in a

descending order.

4. Right-click any cell in the first column The data is now sorted based on the values
of values, hover over the Sort option to instead of the names.
expand, choose Sort Smallest to Largest.

5. Activate the Design Tab, in the Layout If necessary. The PivotTable is now
Group click the [Report Layout] drop- displayed in a Tabular mode.
down button and choose Tabular Layout
from the menu.

6. Right-click on a Salesperson’s name, All the data is displayed.
hover over the Expand/Collapse option
and choose Expand Entire Field from the
menu.

7. Click the Product Name filter drop-down The Product column is sorted. Notice
in cell C3 and choose Sort Z to A. that the overall PivotTable is still sorted

primarily by the Salespeople.

8. Right-click the first name in the The data is collapsed back to show the
Salesperson column, hover over the salespeople and three value columns.
Expand/Collapse option and choose
Collapse Entire Field.

9. Save the file. [Ctrl S].
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Lesson 2: Filtering PivotTables

©

Basic PivotTable g Filtering

Fi |tel'll19 Once fields are added to a PivotTable, it is possible to filter that
data set down to view only specific individuals or groups from
within the field. Excel displays a drop-down on the field labels by
default, but if the labels are not visible, then it will be necessary
to show the labels by clicking the [Field Headers] button in the
Show Group on the Analyze Tab.

Field List
Bl +/- Buttons

e = Ficld Headers

Show

Using the drop-downs on the field labels offers access to the
filtering tools.

When a field is placed into either the row or column area, it is
very quick and easy to see how an individual or subset group
is doing by using the filtering drop-downs. When there is only
a small data set in the field it can be a simple as unchecking
the Select All checkbox checking the desired checkboxes and
clicking the [OK] button. Only data pertaining to the selection is
displayed.

Bl SotAtez

2] SotZtoa
Meore Seort Options...

Label Filters

Value Filters

)\Ovv

Search
— . (¥ (Select Al

i Andrew Fuller

¥ Anne Dodsworth

i [l Janet Leverling

¥ Laura Callzh
Margaret Peacock
Michael Suyam

L. ¥ Nancy Davolio

4 Robert King ”
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Lesson 2: Filtering PivotTables

Basic PivotTable
Filtering,

continued

N When using the A

filtering tools from

within the PivotTable
Field list, use only the
fields that are in the
PivotTable. If the field is
not in use, filtering will
have no affect.

\- J

Filtering a PivotTable

®

S O o

®

Click the drop-down arrow next to any row or column
field name in the PivotTable.

The menu offering Sorting and Filtering options are
displayed.

Uncheck the Select All checkbox
Check only the checkboxes for the desired data.
Click the [OK] button.

The data in the PivotTable reflects the choices made in
the Filtering options.

-OR -
In the PivotTable Fields pane, click on the drop-down
arrow next to a field name.

Use the Filtering tools as described above.

The PivotTable reflects the filtering choices made. A funnel icon
will appear with the drop-down of the filtered column or row
header as well as in the PivotTable Field pane.

Salesperson 1T Salesperson i

lailtered_ hez-ader

drop-down

Filtered Field in the PivotTable Field Pane

Filtering in the Report Filter

The fields in the Filter area of the PivotTable Field pane do not
offer as many filtering options as rows and columns do, you are
basically able to filter individual items. In the report filter drop-
down is a Select Multiple Items checkbox that when checked
places a Select All option and check boxes next to each item. You
will also find a search field within the drop-down.
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©
Basic PivotTable Clearing a Filter
Clearing applied filters from a PivotTable will return all data

Fi It.e"ng' which was hidden by the filter. This can be done all at once if
continued multiple filters have been applied or individually as needed.

Clearing Single Filters

@ Click the Sort & Filter drop-down arrows with the
funnel icon.

® Check the Select All checkbox.

-OR -
® Choose Clear filter for (Field Name) from the menu.
® Click the [OK] button.

Clearing All Filters
® On the Analyze Tab, in the Actions Group click the
[Clear] button drop-down and choose Clear Filters.

% [ 72 Fields, ltems, {

Actions

-

Calculation

wl=

Clear 5elect Mave

- *  PivotTable -
w Clear All
——- (" |car Eilters
-OR -

® On the Data Tab in the Sort & Filter Group, click the
[Clear] button

Al Z|A gCIEar
z AZ
%J» Sort

Sort & Filter
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Action 2.2 - Applying a Basic Filter

Instructions:

Results/ Comments:

1. MyShipping.xIsx should still be open.

2. On the Analyze Tab in the Show Group,
click the [Field Headers] button.

3. In the PivotTable Field pane field list,
hover over the Salesperson field.

4. Click the drop-down arrow of the
highlighted field.

5. Uncheck the Select All checkbox. Check
the checkboxes for Anne Dodsworth and
Margaret Peacock. Click the [OK] button.

6. On the Analyze Tab in the Show Group,
click the [Field Headers] button.

7. Right-click on Anne Dodsworth’s name
and Expand Entire Field.

8. Click the drop-down arrow in the
Country filter header.

9. Click on Denmark and then click the [OK]

button.

10. Save the file and leave it open.

If not, reopen it.
The Row and Column headers are
removed from the PivotTable along with

the filtering drop-downs.

The Salesperson field is highlighted and a
drop-down arrow is displayed.

The Sorting & Filtering menu is displayed.

Only data pertaining to the two selected
salespeople is displayed in the PivotTable.

The Row and Column header are
redisplayed.

The list companies each salesperson works
with is displayed.

The list of Countries is displayed.
Since Anne Dodsworth had no dealings

in Denmark, her information has been
removed from the PivotTable.

[Ctrl S].

Excel 2019: PivotTable Features, Rel. 1.0, 02/21/2020
Lesson 2: Filtering PivotTables, Page 38




Lesson 2: Filtering PivotTables

©

Advanced Label and Value Filters

Filte ring Rows and columns may contain any of the three data types:
Dates, Numbers, or Text. Excel determines the data type offers
the appropriate filtering tools. When basic filtering capabilities
in the field drop-down are not sufficient to filter data to a more
narrow view consider using the Label and Value filtering tools.

él Sort Ato £
El Sort £to A

More Sort Options...

Label Filters ¥
» _ )
WYalue Filters ¥
Search /O
..... [ (Selert Al M

Using the Label filters allow you to easily search through a long
list of items in the field with a wide variety of options related to
the data type. You can choose an option from the menu to open
the Label Filter dialog.

Label Filter (Product Name)

Show items for which the label
begins with v

Use 7 to represent any single character
Use * to represent any series of characters

From within the dialog, you are able to choose any of the
available options in the menu from the Show items for which
the label field drop-down. Then enter the desired parameter for
the filter in the open field of the dialog.

Applying a Label Filter

@ Click on the drop-down arrow next to any column or
row field name in the PivotTable.

Excel has determined the data type and displays the
appropriate filtering tool set.

@ Select the Filter type you would like to use from the
Label Filter drop-down.

® Complete the information in the Filter dialog.
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Lesson 2: Filtering PivotTables

Advanced
Filtering,

continued

Note

Select Sum to
display what

contributed to the
top number you selected.

Applying a Value Filter

No matter the data type, when choosing the Value Filter option,
the same set of options are available. Once the choice of Value
Filter has been made the Value Filter dialog opens. This dialog
allows you to specify parameters as needed. The available fields
in the Value Filter dialog will change in relation to the type of
filter being applied.

Value Filter (Salesperson) ? x

Show items for which

Sum of Extended Price |~ | equals ~

Accessing the Value Filter dialog is done by clicking the row or
column filter drop-down and choosing a value filter.

Using the Top or Bottom 10

Sometimes you would like to see the top 10 purchasers of your
product or the top 10 salespeople in your organization. You can
use the Top 10 filter in the Values Filters to see these results.

To Filter the Top 10

@ Click on the drop-down arrow next to any field name
in the PivotTable.

@ Click on Value Filters to display the drop-down list.

® Select Top 10... from the submenu. The Top 10 Filter
dialog opens.

Top 10 Filter (Salesperson) ? X

Show

Top 10 = Items ~ | by | Sum of Extended Price |~

Cancel

® In the Top 10 Filter dialog, select whether or not you
wish to show the Top or Bottom 10 by clicking on
the drop-down arrow.

® If needed, change the number of items being shown
by using the arrows of the value field to change the
number or by selecting the number and typing it in.

@ Finally, select whether you wish to see the Top/
Bottom 10 items, Top/Bottom 10 percent, or Top/
Bottom 10 Sum.
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Action 2.3 - Label and Value Filtering a PivotTable

Instructions: Results/ Comments:

1. MyShipping.xIsx should still be open. If not, reopen it.

2. Click the Country filter drop-down and Data from all the countries is re-displayed.
choose (All) from the menu and click
[OK].

3. Click the Salesperson drop-down and All the salepeople are re-displayed.
check the Select All checkbox and click
the [OK] button.

4. Click the Salesperson drop-down, click The Label Filter dialog opens.
the Label Filter option and choose Begins
With ... from the list.

5. Click into the blank text field and type The search is for any names which begin
in: with the letter a; the results will show
a the data from Andrew Fuller and Anne
click the [OK] button. Dodsworth.

6. Expand the entire Salesperson field If necessary.

7. Click the Product Name field drop-down, The Value Filter dialog opens.
click the Value Filter option and choose
Greater Than ... from the list

8. Choose Sales from the first field drop- Only sales of more than $1000 are
down, choose is greater than from the displayed.
operator field, and in the blank text field
and type:
1000
click the [OK] button.

9. Save the file, and leave it open. [Ctrl S].
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Lesson 2: Filtering PivotTables

Report Filters

Using Multiple Report Filters

The Report Filter will give you a high level summary of the data
and can include multiple fields. To filter by more than one field,
you add other fields to the Filter area in the PivotTable Field pane.

Adding Multiple Fields to the Filter

@ In the PivotTable Filed pane, drag the desired fields to
the Filter area.

@ Place them in the order you wish them to appear in the

PivotTable.
Filters
Country -
Company Mame i
Salesperson i

® You can now filter by each field independently and
combine filters.

Using Multiple Filter

By default, Excel removes a filter on a field when another filter
is applied. To maintain your filters while you create additional
filters you need to turn on Allow multiple filters per field:

@ Right-click any cell in your PivotTable.

& Select PivotTable Options.

® The PivotTable Options dialog opens.

@ Click the Totals and Filters tab in the dialog.

PivotTable Options ? x
PivotTable Name: PivotTablel

rmat [ Totsis &Fiters’ Display Prining  Data  Aft Text

Gran, s

s rand totals for rows

Show grand tatals for columns
\\\\\\\

Ma
Sarting
Use Custom Lists when sorting

& Click the checkbox for Allow multiple filters per field.
® Click the [OK] button.
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©

Filtering With Using the Search Box to Apply a Filter

Search Box & First, from any of the Filter drop-down buttons;
(Report Filter, Row, or Column).

@ If using a Report Filter- select the Multiple Items
check box, which will activate the checkbox for each

selection.
¢ Click into the Search field located above the field item
list.
gl SortAtoZ
il SortZto A
More Sort Options...
Label Filters 3
Value Filters 3
’ Search /O
----- (Select All) ~

® Type in the search term.

® Check the checkboxes that contain or are part of the
desired results.

® Click the [OK] button.

Using Wildcards

Note — ~
Wlldcarc.is can When you can only specify a portion of what you are filtering
. be 1.15ed mnany for, wildcards can be used to replace missing text. For example,
Filter dle%log or the if you wish to search for all names that begin with an M and end
Search field in the with a T, you can enter M*T. The asterisk represents any number
field filter drop- of characters in that position. The following wildcards may be
\down. ) used in your filter

Character Definition Example

Used to represent any
number of characters
in that position,
including zero
characters.

M*T will return Matt, mint,
malt, mutt, most.

Represents one
? character in that M?T will return mat or met.
position.

Searches for wildcard

~ characters. Computer~Workshop will

return Computer*Workshop.
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Lesson 2: Filtering PivotTables

Adding to Filters Adding Criteria to an Existing Filter

® Click on a filtered field button in the PivotTable.

(Filtered fields have a Funnel icon with the drop-down
arrow)

In the Search Box, type a second search criteria. All
matching items list.

Click on the [Add current selection to filter | checkbox to
append the existing filtering.

a *
[+ (Select All Search Results)

——— [ | Aidd current selection to filter
v Jan

[+ Mar

-] Bpr

[ May

-4 Aug

Cancel

& If this checkbox is unchecked when clicking the
[OK] button, all previous filtering is replaced not
amended.

@ If working in a report filter field make sure the
Select Multiple Items checkbox is checked.

Click [OK].

The additional search results are added to the existing
results.

Using Multiple Column and Row Filters

Sometimes, you will want to filter by multiple fields within your
rows. By adding multiple fields to the Rows section of your
PivotTable Field pane, you will be able to apply multiple filters at
the same time.
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Action 2.4 - Multiple Report Filters

Instructions:

Results/ Comments:

1.

2.

10.

MyShipping.xlsx should still be open.

On the Analyze Tab in the Actions
Group, click the [Clear] button drop
down and choose Clear Filters.

Drag Company Name and Required
Date to the Filters area of the PivotTable
Field pane.

Click the [Filter] button next to Country
field and select Ireland, then click [OK].

Click the [Filter] button next to
Company Name field and in the Search
field type in:

n

do not click the [OK] button yet.

Add an * to after the N.

Place the * before the N.

Check the Select Multiple Items checkbox
and click the [OK] button to apply the
filter.

Click the [Filter] button next to Country
field and select All, then click [OKI.

Click the [Filter] button next to
Company Name field and in the Search
field type in:

b*

do not click the [OK] button yet

If not, reopen it.

All filter have been removed and the
PivotTable has been reset.

This will add Company Name and
Required Date to the top of the
PivotTable.

Only sales made in Ireland are displayed.

Any Company Names with an N
anywhere in the name are listed.

Only companies beginning with the letter
N are shown.

Only Company Names ending with the
letter N are shown.

No results match these filtering criteria, so

there is no information in the PivotTable.

Now data matches the filter criteria of the
Company Name filter and is displayed in
the PivotTable.

Notice the results shown in the Filter box.
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Action 2.4 - Multiple Report Filters, continued

Instructions:

Results/ Comments:

11. Click the checkbox for Add to current
selection and click [OK].

12. On the Analyze Tab in the Actions
Group, click the [Clear] button drop

down and choose Clear Filters.

13. Save the file but leave it open.

Now data which matches both aspects of
the searches are displayed.

All filters are removed and all data is
redisplayed.

[Ctrl S].
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Lesson 2: Filtering PivotTables

o
Conditional Automatically applying cell formatting, which is based on the O
. . cell contents or vales, is referred to as Conditional Formatting.
Formattlng Ina This is a great way to emphasize or draw attention to data
PivotTable of particular interest. For example you can highlight in red
any budget items that are greater than 20% over budget. The
technique to apply Conditional Formatting is similar to the
technique used in a spreadsheet.

Using Conditional Formatting
® Select a value within the field to be formatted.

@ Click on the [Conditional Formatting] button located
on the Home Tab. A menu of conditional formatting
options will be displayed.

® Choose one of the following;:

¢ Highlight Cells Rules — . —
will highlight cells that P B [Nomal
are greater than, less than, |conditional Format as' Good
between or equal to values [Fermatting= Table -

-

that you specify. Ll_] Highlight Cells Rules »

® Top/Bottom Rules — will
allow you to highlight the
highest or lowest numbers

i 'Tiﬂl Top/Bottom Rules »

-]

or percent in the selected &-| DataBars »
cells. .
—

= Color Scales >

¢ Data Bars — will display
colored bars that compare El ———
the value in the cell to the ==

other cells in the range. [E] NewRule...
® Color Scales — will use B CleorRules ’
different shades of color to |} Manage Rules..

represent different values
from low to high.

® Icon Sets — will use sets of similar icons that will

visually indicate a cell's value relative to a set
threshold.

There are also options for creating a new rule, for
clearing rules, and for managing rules.
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©

Conditional
Formatting in a
PivotTable,

continued

Note ~
Selecting the second

option from the
Smart Tag list will let
you switch Row labels
if needed because the
formatting is applied to
the values, not the field.

- J

When selecting any of the top five menu options, a
submenu appears with additional selections.

¢ For the Highlight Cells Rules and Top/Bottom
Rules you will get an additional dialog to enter a
value and color choice.

As you point to the DataBars, Color Scales, and Icon
Sets options the submenus are live preview galleries.

¢ For the Highlight Cells and Top/Bottom Rules
options, you will not see the preview until you
have selected the specific rule or submenu.

To implement the conditional formatting, just click the
submenu option of your choice.

Once the Conditional Formatting is applied, it will be
applied to the selected cell only. A Smart Tag appears
next to the cell; clicking it will allow the formatting to
be extended to the entire field.

| 20](] -
20
Apply formatting rule to ...

2
10 Selected cells
1l o

All cells showing "Sum of Quantity" values
6

7/ © All cells showing "Sum of Quantity" values for "Product Name"

& If the New Rule choice is selected, you are able to

apply the formatting to field as the rule is created.

Page 48

Excel 2019: PivotTable Features, Rel. 1.0, 02/21/2020



Lesson 2: Filtering PivotTables

©

Conditional Clearing Conditional Formats
Form atting ® To clear the formatting, select a cell within the field.
I
continued ® Click on the [Conditional Formatting] button.
® Select Clear Rules from the menu.
® Then, select Clear Rules from This PivotTable from the
submenu.
Note If the PivotTable E3 '—5" Hormal Rad 1| B3
isn’t active when the Conditional Format as | Good Neutral —| | Insert
Clear Rule option Formatting > Table ~ N
is selected, the Clear . es
Highlight Cells Rul
from PivotTable will not "
available.
_T Top/Bottom Rules } R S T
’; Data Bars »
H Color Scales »
g lcon Sets >
D New Rule...
[7 ClearRules L Clear Rules from Selected Cells
[E] Manage Rules... Clear Rules from Entire Sheet

Clear Rules from This PivotTable
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Action 2.5 - Applying Conditional Formatting

Instructions: Results/ Comments:

1. MyShipping.xIsx should still be open. If not, reopen it.

2. Select cell Cé. The first cell with a value.

3. On the Home Tab in the Styles Group, The New Formatting Rule dialog opens.
click the [Conditional Formatting]
button drop-down and choose New Rule.

4. In the Select a Rule Type area of the The top choice from the list.
dialog, choose Format all cells based on
their values.

5. In the Edit the Rule Description area, The Icon Sets controls are displayed in the
choose Icon Set from the Format Style Edit the Rule Description area.
drop-down.

6. Choose the top icon set from the Icon The Traffic Light set.

Style drop-down.

7. For the Green icon set the fields as: This sets the upper parameters of the rule.
Operator: >=
Value: 4000
Type: Number

8. For the Yellow icon set the fields as: This sets the mid range parameters of the
Operator: >= rule.

Value: 1000
Type: Number

9. Click the [OK] button. Only the selected cell is affected by the

rule.

10. On the Home Tab in the Styles Group, The Conditional Formatting Rules Manager
click the [Conditional Formatting] dialog opens.
button drop-down and choose Manage
Rules.

11. Select the Icon Set rule and click the [Edit This is the only rule listed and clicking

Rule...] button.

the [Edit Rule] button opens the Edit
Formatting Rule dialog
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Action 2.5 - Applying Conditional Formatting, continued

Instructions:

Results/ Comments:

12. In the Apply Rule To: area select the All
cells showing “Sales” values for “Product
Name” radio button.

13. Click the [OK] button.

14. Click the [Apply] button then the [OK]
button.

15. Select an empty cell.

16. On the Home Tab in the Styles Group,
click the [Conditional Formatting]
button drop-down and examine Clear
Rules options.

17. Select any cell in the PivotTable.

18. On the Home Tab in the Styles Group,
click the [Conditional Formatting]
button drop-down and choose Clear
Rules options and select Clear Rules From
This PivotTable.

19. Save the file but leave it open.

20. Right-click cell A6 and choose Collapse
Entire Field from the menu.

21. Select cell C6, on the Home Tab in the
Styles Group, click the [Conditional
Formatting] button drop-down Greater
Than from the Highlight Cell Rules

group.

22. Click into the first field of the Greater
Than dialog and enter
150000.

This will expand the selection where the
rule will be applied.

The edit is made.

The edit is applied then the dialog closes.
The PivotTable and it’s options are no
longer active.

The Clear Conditional Formatting
options apply only to the cell or sheet, the
PivotTable options are greyed out since the
PivotTable isn’t active.

The PivotTable options are reactivated.
Since the PivotTable is active the Clear
Rules From This PivotTable option is
available. Choosing this option removes
the conditional formatting from the entire
table.

[Ctrl S].

Only the Salesperson’s names and data is
displayed.

The Greater Than dialog opens.

To set the desired target value.
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Action 2.5 - Applying Conditional Formatting, continued

Instructions:

Results/ Comments:

23. Click the [OK] button.

24. Click on the Formatting Options Smart
Tag.

25. Choose the last radio button.

26. On the Home Tab in the Styles Group,
click the [Conditional Formatting]
button drop-down and choose Clear

Rules options and select Clear Rules From
This PivotTable.

27. Save the file but leave it open.

The conditional formatting is applied
to that cell only. A Smart Tag is shown
beside the cell.

A list of options on how to extend the
conditional formatting is displayed.

The conditional formatting is applied for
the rest of the column.

All conditional formatting is removed.

[Ctrl S].
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Lesson 2: Filtering PivotTables Lesson 2: Filtering PivotTables
® ®
Grou ping Data When the PivotTable data is presented in its smallest value, you
frequently end up with detailed information that would be better
represented by being grouped. Excel will automatically apply
grouping when date data is added to the rows or columns area
of the PivotTable. As data is added, you will see a Month field
added along side the days. If data being added to the rows area
contains numeric information, it is not automatically grouped,
but grouping can be applied. Grouping allows you to see data
in larger sets that can be expanded to reveal more granular and
detailed views of specific data.

Grouping Data in a PivotTable

® Drag a date field from the list of PivotTable fields into
the Rows area in the PivotTable Field pane.

® The data should be displayed in both Month and Date
fields.

® If the automatic grouping did not occur or you
want to modify the grouping;:

==y — Group Selection
] Ungroup
Gru:uup Field

Group

® On the Analyze Tab in the Group Group, click the
[Group Selection] button.

+  Subtotal "Cuarters"

Expand/Collapse 3

= 5 Group..

@l Ungreup...
Move 3
> Remoye "Quarters"

@ Field Settings...
PivotTable Options...
Hide Field List

-OR -
® Right-click a date in the PivotTable and choose
Group from the menu.

© ©
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©

Grou ping Data, ® Depending on the type of data being grouped
continued (Date or Numeric), the Group dialog offers the
appropriate controls.
Grouping ? > Grouping ? ot
Auto Auto
starting at: | 1| Starting at: | 1,/1/2007
Ending at: |[130 Ending at: | 1/1/2008
By: 10 By
Seconds
Cancel Minutes
Hours

Number Grouping E‘aﬂth
ontns

Quarters
Years

Mumber of days: |1 =
Date Grouping

® Apply the desired grouping structure and click the
[OK] button.

Sorting by Fiscal Year

@ In the PivotTable Field pane, add date field in the Rows
area.

@ If Automatic grouping is turned on, the dates should
appear in two columns- Months and Date.

@ Right-click either of these columns and choose Group
from the menu

-OR -
® On the Analyze Tab in the Group Group, click the
[Group Selection] button

® Check the Quarters checkbox and click the [OK] button.

® Open the Find & Replace dialog by using the [Ctrl H]
shortcut

-OR -

® On the Home Tab in the Editing Group, click the [Find
& Select] drop-down and choose Replace from the
menu.
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Grouping Data,

continued

In the Find field, type in- Qtr3 (to start the fiscal year

in July)

In the Replace field, type in — Quarterl (or however

you want the name displayed)

Find and Replace ? bt

Find Replace

Find what: | ~
Replace with: ~
Options = >

Replace All Replace Find All Eind Mext Close

Tap the [Replace All] button.

® Repeat for each of the remaining quarters
accordingly.

Once all the quarters have been renamed:

® Use the Sort options from the field drop-down to

sort the quarter automatically.

® Select each quarter cell: hover over the border until
the cursor changes to the move cursor and drag
into correct position to sort them manually. Repeat

to arrange the quarters correctly.
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Action 2.6 - Grouping Data

Instructions: Results/ Comments:

1. MyShipping.xlsx should still be open. If not, reopen it.

2. In the PivotTable Field pane, drag both the These fields are removed from the
Salesperson and Product Name out of PivotTable.
the Rows area.

3. Drag the Quantity field into the Rows The quantities are added to the
area. PivotTable.

4. On the Analyze Tab in the Group The Grouping dialog opens.

Group, click the [Group Selection]
button.

5. In the Grouping dialog; The Quantities field is grouped by 50s.
-Uncheck the Ending at: checkbox and
set the value to 250,

-In the by: field set the value to 50,
-Click the [OK] button.

6. In the PivotTable Field pane, drag the The field is removed from the PivotTable.
Quantity field out of the Rows area

7. Drag Order Date from the field list into The Rows are grouped by month. If the
the Rows area. fields are collapsed then you will also see

the Order Date column.

8. Click the [Plus] button to expand any Any days that month where an order was
month. made are displayed.

9. Click the [Minus] button to collapse the
month.

10. On the Analyze Tab in the Group The Grouping dialog opens. You could also
Group, click the [Group Selection] right-click any cell in either the Month or
button. Order Date field and choose Group from

the menu.

11. Check the Quarters checkbox and click A Quarters column is added to the

the [OK] button.

PivotTable.
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Action 2.6 - Grouping Data, continued

Instructions:

Results/ Comments:

12.

13.

14.

15.

16.

17.

18.

Expand and collapse the fields in the
PivotTable so that the Quarters are
expanded but the Months are collapsed.

Save the file but leave it open.

On the Home Tab in the Editing Group
,click the [Find & Select] drop-down and
choose Replace from the menu.

In the Find field type in:

Otr3,

-In the Replace field type in:
Quarter 1

-click the [Replace All] button.

Repeat to change each of the remaining
quarters accordingly.

Click the Quarter field drop-down and
choose Sort Oldest to Newest

Save the file but leave it open.

[Ctrl S].

The Find & Replace dialog opens.
[Ctrl H] is the replace key command.

The first quarter of the fiscal year is

named.

Each of the fiscal year quarters are named.

The month are sort in accordance to fiscal

year.

[Ctrl S].
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Using the Slicer

Vol If you use the

[Insert Timeline]

button, then the field
list will only include
date fields in the list of
options.

Slicers are used to easily filter of data in the PivotTable or
PivotChart. To add slicers to either PivotTable or PivotCharts
look in the Filter Group on the Analyze Tab. Excel now also
offers Timeline slicers for date data.

A slicer can be used to filter data by fields which are not
currently used in the PivotTable. This allows a new level of
flexibility. They can also be connected to multiple PivotTables
and/or PivotCharts by using the [Filter Connections] button. All
connected objects are filtered at once. To display information that
pertains only to a specific item or combination of items, click on
that option in one of the available slicers.

Generating Slicers
® On the Analyze Tab in the Filter Group, click the
[Insert Slicer] button.

E Insert Slicer
&7 Insert Timeline

Filter

® The Insert Slicers dialog is displayed.

Insert Slicers 7 X

{"] Company Name
[ country

[] salesperson
[] orderiD

[] Order Date
[] Fiscaltear

[] Fiscal Quarter
[[] Product Name
[] Unit Price

[] Quantity

[] Extended Price
[] months

[] quarters

OK Cancel

@ All data fields are lists in the dialog.
® Check the fields which will be used to filter the data.
¢ Click [OK].
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o

Using the Slicer When the dialog closes, a slicer for each of the checked fields is

continued added to the worksheet. When one is selected, the bounding box
controls and Slicer Tools Options Tab are displayed.

File Home Insert Page Layout Formulas Data Review View Help Acrobat Power Pivot Options 2 Tell me what you want to do
Slicer Caption: o F==| = == = = == == E===] = MM columns: |1 SRRy .
p T@ === == == === == iy 0 & L 1T Height: 2.6
Country —= = == == == - v e IMHeight [025* 2
B Report == === === - Bring Send  Selection Align =1 -
= = - o Width: 2

Slicer Settings ~ Connections Forward = Backward~ Pane e Width: 1,58

Slicer Slicer Styles Arrange Buttons Size [F]

This tab will allow you to change the title, format, connections,
size and position of the Slicers.
Using Slicers

@ Clicking a button in the Slicer will apply a filter to
display only that item. To add to the filter you can
hold the

& [Shift] key to select consecutively

-OR -
@ [Ctrl] key for non-consecutive selections

@ Or click the [Multi-Select] button at the top of the

Slicer.
Clear Filter button

Multi-Select button

Country z

Argentina -
Austria

Belgium

| T |

The PivotTable automatically shows only the information related
to the selected item(s). If you have a PivotChart created based
on the same PivotTable, the PivotChart will also display the
selection(s).

Using a Filter Versus Using a Slicer

Is it better to use a Filter or a Slicer? Prior to 2010, Slicers were
not available for use in a PivotTable. Slicers make it easier to see
the current filtering state when you filter on multiple items.
Making it easier to understand what exactly is being shown in a
filtered PivotTable. Additionally, Slicers offer the ability to use
one Slicer for multiple tables.
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Using the Slicer

continued

Note
Be careful when A

changing the height
and width of the slicer
buttons. Use the Height
and Width settings in
the Button group.

\- J

Clearing a Slicer Filter

& Click on the [Clear Filter] & button in the top right
corner of the Slicer.

Closing or Deleting a Slicer
@ Select the Slicer.

® Press the [Delete] key.

-OR -
& Right-click on the Slicer and select Remove <Slicer
Name> from the shortcut list.

Formating a Slicer

@ Select the Slicer you would like to format.
® When the Slicer Tools Options Tab appears.
® In the Slicer Group you are able to:

® Change the Slicer Caption to a more descriptive
name.

Slicer Caption: 2
i

Order Date
- - Report
Slicer Settings | onnections

Slicer

® Access the Slicer Setting dialog by clicking the
[Slicer Settings] button.

® Modify the connections of the slicer by clicking the
[Report Connections] button.

® Choose a Slicer style from the Slicer Styles Gallery by
selecting an option from the gallery.

® The Buttons group allows you to set number of button
columns in the slicer as well as their size.

® The Size group allows set the size of the Slicer.
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Using the Slicer

continued

Note ™~
Show items with no

data last cascades
underneath Visually
indicate items with
no data because it is
dependent on whether
Visually indicate items
with no data is checked
or not.

\- J

Using the Slicer Settings Dialog

The following options are available in the Slicer Settings dialog
which are accessed by clicking the [Slicer Settings] button on the
Slicer Tools Options Tab or right-clicking on the Slicer Title Bar

and choosing Slicer Settings from the menu.

Slicer Settings

Source Name: Country
Mame to use in formulas:  Slicer_Country
Mame: tountry
Header
Display header
Caption: | Country

Iltem Sorting and Filtering
(® Ascending [Ato Z) [] Hide items with no data
O Descending [Z to A)

Use Custom Lists when sorting

Visually indicate items with no data
Show jtems with no data last
Show items deleted from the data source

Cancel

® Name: This is to identify the object on the spreadsheet.
The default name is usually displayed, but can be

changed to a more appropriate title.

® The Display Header checkbox will turn the Header on
the Slicer off and on. Consider turning the header off
when it is unnecessary or you are trying to fit the slicer

into a small area.

® The Item Sorting and Filtering section is to determine

how the values appear in the slicers.

¢ Visually indicate items with no data, means that even
if there is no data, the button for that category/item
will still appear in the slicer. You may see this when
you connect your slicer to multiple PivotTables. The
button will simply be grayed out if there is no data

associated with it.

® Show items with no data last, will put that button

at the bottom of the slicer. The buttons will be re-

arranged to show those with data first, going from left-

to-right, top-to-bottom.

¢ Similarly, Show items deleted from the data source
will still show a button in the Slicer for items that have
been deleted, as long as items deleted from the data
source are being retained in the PivotTable Options.

©
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Using the Slicer

continued

Slicer Connections

When a slicer is created in relation to a PivotTable, it is used

to filter that PivotTable. It is possible to connect multiple
PivotTables to a single slicer, as long as the data source is the
same and on the same worksheet. When multiple PivotTables
are connected to a single slicer, that slicer is able to filter all
connected tables at once. The data source must be exact, if rows
or columns are added or removed from the data source, then
the source is no longer the same and the connections will not
be possible. The Slicers would have to be recreated and re-
connected.

Adding Connections
® Once the PivotTables have been created.

® On the Analyze Tab in the Filter Group, click the
[Insert Slicer] button.

® On the Slicer Options Tab in the Slicer Group, click
the [Report Connections] button.

Slicer Caption: =5

Elo=

1)

Report
SIicerSettings Connections

Salesperson

Slicer

® The Report Connections (Field Name) dialog opens.

Report Connections (Salesperson) ? >

Select PivotTable and PivotChart repaorts to connect to this filker
Mame Sheet

PivotTable

. i3 PivotTablel Sheetl (2

® Any PivotTables based on the exact same data
source will be listed in the dialog.

® Check all the PivotTable checkboxes to be controlled
by this slicer and click [OK].
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Action 2.7 - Adding Slicers

Instructions: Results/ Comments:

1. MyShipping.xIsx should still be open. If not, reopen it.

2. Duplicate Sheet1. On the Sheet1 tab, hold the [Ctrl] key as
you right-click and drag over so that the
small black triangle is to the right of the
Sheet1 tab, let go of the mouse to duplicate
the entire worksheet.

3. Drag all the fields out of the Rows area in

the Pivottable Field pane.

4. Drag Country and Company name fields
into the Rows area.

5. On the Analyze Tab in the PivotTable To name the PivotTable.

Group, type
SecondTable in the PivotTable Name
field.

6. Switch back to Sheet1 and click into the
PivotTable.

7. On the Analyze Tab in the Filter Group, The Insert Slicer dialog opens, showing
click the [Insert Slicer] button. a list of all data fields in the data set the

PivotTable is based on.

8. From the list of available fields, check the While you are able to choose more than
Salesperson checkbox and click the [OK] one field from the list, we will use only
button. one at this time. The Salesperson Slicer is

added.

9. Examine the Slicer Options Tab. This is a contextual tab, only available
when the slicer is actively selected.

10. Hover over the border of the slicer, the While the slicer is selected the bounding

cursor will change to a four sided move
cursor. Drag the slicer into column H of
the worksheet.

box controls are visible, allowing for easy
resizing of the slicer.
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Action 2.8 - Using and Formatting the Slicer, continued

Instructions:

Results/ Comments:

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Using the bounding box controls, resize
the Slicer to show only three buttons
vertically. Then make the slicer twice as
wide.

On the Slicer Options Tab in the Buttons
Group, change the number of columns
in the Columns field from 1 to 2.

On the Slicer Options Tab in the Slicer
Styles Group, click the more button and
choose any style from the gallery.

On the Slicer Options Tab in the Slicer
Group, click the [Report Connections]
button.

Check the SecondTable checkbox and click
[OK].

Click the [Andrew Fuller] button in the
Slicer.

Hold the [Shift] key and click the [Laura
Callahan] button.

Click the [Clear Filter] button.

Click the [Multi-Select] button.

Click the [Andrew Fuller] button in the
Slicer.

As you hover over the controls (small
white circles) the cursor changes to a
double headed arrow, allowing you to
resize the width, height, or both.

The Slicer now has two columns of
buttons.

The Slicer Style gallery is displayed and
when you choose one, that style is applied
to the Slicer.

The Report Connections (Salesperson) dialog
opens, showing a list of all PivotTables
that can be connected using this slicer.

The Slicer will now apply filtering to both
PivotTables at the same time.

Only data pertaining to Andrew Fuller is
displayed.

Using the [Shift] key allows for
continuous selection, now all data
pertaining the Andrew, Anne, Janet, and
Laura is displayed in the PivotTable.
Using the [Ctrl] key allows for non-
continuous selection.

The filtering is removed and all data is
displayed.

Now when a button is clicked, that choice
is removed from the PivotTable.

Andrew Fuller’s data is removed from the
PivotTable.
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Action 2.8 - Using and Formatting the Slicer, continued

Instructions:

Results/ Comments:

21. Switch to Sheet1(2).

22. Notice that the data here is also not
showing information about Andrew
Fuller.

23. Switch back to Sheet1 and change the
choices in the slicer.

24. Switch to Sheet1(2).

25. Notice that the data here reflects the
choice made on the slicer.

26. Save and close the file.

Consider creating a new Window and
tiling the two sheets vertical to better see
the changes as they are made.

[Ctr]l S] & [Ctrl W1.
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Lesson 3: Advanced
Features of PivotTables

Lesson Overview

You will cover the following concepts in this

chapter:
o
o

<>

IR R R C R 4

PivotTable and PivotChart Wizard

Installing PivotTable and PivotChart
Wizard

Using the Wizard

Consolidating Multiple Workbooks Or
Worksheets

Editing A Consolidated PivotTable
Calculated Fields and Calculated Items
Adding A Calculated Item

Adding A Calculated Field

Editing Calculated Items Or Fields
Solve Order and Displaying Formulas
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Lesson 3: Advanced Features of PivotTables

®
H Frequently, data may be stored in multiple workbooks or
PEVOtTabIe and wo?ksheefs within aysingle workbook ngeds to be consolidated
PivotChart into a PivotTable. Excel offers the PivotTable and PivotChart
Wizard Wizard is the tool to accomplish this type of task although you
must add the button to the interface in either the QAT (Quick
Access Toolbar) or a customized ribbon tab.

Considerations for Setting Up Your Source Data

® Your data ranges should be set up in a cross-tabular
format with matching column names for items that
you want to summarize together.

® The data being consolidated should be numeric data.

® Total rows or columns should not be included from
within the source data when you are specifying the
data range for the report.

® Consolidations can use Page Fields that contain items
representing one or more of the data source ranges.

For example, if combining data from departments to
create a company budget the Page Field can define
each source as the department.

® Consolidations can use Named Ranges which perform
better when the Named Ranged are managed in the
source files. As rows are added or removed from the
named range the consolidated PivotTable will reflect
those changes when refreshed.

® Consolidations can also use formulas such as a 3D
Reference, or the [Consolidate] command located on

the Data Tab in the Data Tools group.
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©

Installing Installing the PivotTable & PivotCharts Wizard
PivotTable and ® On your Quick Access Toolbar 9 - -
L] - File Home @ Customize Quick Access Toolbar;
PivotChart (QAT), located at the upper-left ™ e ——
. corner of your Excel screen, select Op. © e
Wizard the [Customize] button and select -~ 1, o
the More Commands option. e
Quick Print
_ OR _ : :\1414 1 Z::I:;e.'law-andPrmt
Note , ~ ® Access the Excel Options window 5 v
If you don't want . g v Redo
to add the button from the File Tab and select the Sot Ascending
to the interface you Quick Access Toolbar category. ; o~
can use the [Alt] [D] [P] g qMcra Commands...

Show Below the Ribbon

1

key sequence to access o

the PivotTable PivotChart

Wizard. ¢ From the Choose commands
J .

from: field drop-down, select

All Commands.

® Scroll down and select the
[PivotTable and PivotChart
Wizard] icon, then click the
[Add] button to add it to the
right-hand column.

® Click the [OK] button to apply the change and close
the Options.

® The PivotTable and PivotChart Wizard icon
appears on your QAT and return you back to
your Excel worksheet.
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Action 3.1 - Adding The PivotTable and PivotChart Wizard

Instructions:

Results/ Comments:

1. Onyour Quick Access Toolbar at the
top left of your Excel workbook, click on
the [Customize] button and select More
Commands from the list.

2. In the Excel Options dialog, under Choose
commands from:, field drop-down select
All Commands.

3. Scroll down and select the PivotTable
and PivotChart Wizard then click the
[Add] to add it to the right-hand column.

4. Click the [OK] button and the
[PivotTable and PivotChart Wizard]
button will appear on your QAT and
return you Excel.

The Excel Options window opens.

The [Alt] [F] [T] key sequence will also
open the Options window. If using the
keys you will need to choose the Quick
Access Toolbar from the list of categories on
the left.

This field is above the left column of
available commands. Choosing All
Commands now lists every command in
Excel, including otherwise unavailable
commands.

The list is alphabetical. Once the command

you want is selected, doubling clicking the
command will add it to the QAT.

The Options window closes.
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©
Using the
Wizard

Not
O This is very

similar to using
the [PivotTable]
button on the Insert
Tab.

~

J

Now that the [PivotTable and PivotChart Wizard] button has
been added to the QAT and the data sources have been opened
and prepared, it is ready for use. Clicking the button opens the
wizard. This wizard has three steps but the number of sub-steps
varies depending on which data source is selected in step one.

Step 1: What Type of Consolidation do | want?

In Step 1 of the PivotTable and PivotChart Wizard, there are
several selections to determine the type of consolidation you

wish to produce. Depending on the choice made here Step 2 will
differ.

PivotTable and PivotChart Wizard - Step 1 of 3 ? X

is the data that you want to analyze?

Another PivotTable report or PivotChart repart
Wihat kind of report do you want to create?

@ pivotTable
(O pivotChart report (with PivotTable report)

Step 2: Choosing the Data Source
1: Microsoft Excel List or Database

Choose this option when the source data is on a spreadsheet in
an open workbook. Excel recognizes the contiguous data and
extends the selection to include all connected data as the source.
Choosing this source and clicking the [Next] button opens the
Step 2 dialog.

PivotTable and PivotChart Wizard - Step 2 of 3 7 >
Where is the data that you want to use?

Range: | 1 Browse...

Cancel < Back Finish

Click into the Range field and then select a cell in the data set on
the spreadsheet. You can only add one data range when using
this option. Once the data range has been defined, click the
[Next] button to advance to Step3 dialog.
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©

Usina the 2: External Data Source

. 9 This option is used when the data source is in another workbook
Wiza I"d, or in a database. These would be data sources which are
continued completely external to the currently active workbook. Excel

will generate a PivotTable from the database tables or other
workbooks. Clicking the [Next] button with this option selected
opens the Step 2 dialog.

PivotTable and PivotChart Wizard - Step 2 of 3 7 X
‘Where is your external data stored?

: No data fields have been retrieved.

To use an Office Data Connection (.odq) file, click Cancel, and then click Existing
Connections in the Get External Data group on the Data tab.

Cancel < Back Next > Finish

Here you would click the [Get Data...] button to open the
Choose Data Source dialog where you could choose from existing
connections or create new ones from scratch.

Choose Data Source X
Databases I Eluenes} OLAP Cubes
<New Data Source>
dBASE Files” s
Excel Files*

MS Access Database* Browse...

Test

Wisio Database Samples” Options....
¥ Use the Query Wizard to create/edit queries

Once the data source connection has been made, the Step 2 dialog
is re-displayed with the [Next] button active. Click the [Next]
button to advance to Step3 dialog.

3: Multiple Consolidation Ranges

Select this option when source data is stored in other workbooks
or other worksheets within the current Excel workbook. Source
data from multiple locations will be consolidated into a single

Note If using other "\ PivotTable which can be refreshed as data is updated in each
workbooks, open source location. Allowing for broader views of large multi-source
and tile them before | data sets. Clicking the [Next] button opens the Step 2a dialog.

I}leﬁmrgé thlfs Pfoceis- This dialog allows you to choose whether Excel will generate a
I using data from other Page Field or you will.
worksheets, you can
open new windows for PivotTable and PivotChart Wizard - Step 2a0f3 7 el
each worksheet and tile Ty
them before beginning. m;:as no page fields or up to four page
/ How many page _ﬂelds do yU\..l want?

for me

Cancel < Back Next > Einish

Excel 2019: PivotTable Features, Rel. 1.0, 02/21/2020 Page 73



Lesson 3: Advanced Features of PivotTables

o

Using the

Wizard,

continued

Once this choice is made, the next dialog allows you to choose
the data sources and/or create page fields.

. . : PivotTable and PivotChart Wizard - Step 2b of 3 ? bet

PivotTable and PivotChart Wizard - Step 2b of 3 7 X P
Where are the worksheet ranges that you want to consolidate?
Where are the warksheet ranges that you want to consalidate? R
Range: | 2
‘ El Add Delete Browse...
Add Delete Browse... Al ranges:

All ranges:

How many page fields do you want?
OX] O1 O2 (OF] (OF

| <= P
What item labels do you want each page field to use to identify the

Data Selection Dialog et oo anaes

Field one: Field two:

Auto Page Field Creation - -

Field three: Field four:

~ v

cancel < Back Finish
Data Selection Dialog
Manual Page Field Creation

4: Another PivotTable Report or PivotChart Report

This option is used when you want to create a new PivotTable
based on an existing PivotTable in the current workbook.

As any source PivotTables or PivotCharts data is refreshed, this
generated is also refreshed. Clicking the [Next] button with this
option is selected opens this Step 2 dialog.

This dialog lists all PivotTable or PivotCharts in the workbook.
(only one can be selected.) Once this step is completed the next
dialog allows you to set the location of the PivotTable.

PivotTable and PivotChart Wizard - Step 2 of 3 ? *

Which PivotTable report contains the data you want to use?

Shipping.xlsx]Sheet2!PivoiTable2
FivotTable4

Cancel <« Back FEinish

Step 3: Where to add PivotTable or PivotChart

After the data sources have been defined, the Step 3 dialog allows
you to set where the new PivotTable or PivotChart is placed into
the document.

PivotTable and PivotChart Wizard - Step 3 of 3 ? X

Where do you want to put the PivotTable report?
® New worksheet
(O pisting worksheet

>

click Finish to create your PivotTable report.
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©

Consolidating Consolidating Data From Multiple Excel Sources

Mu Itipl e Excel offers several methods to combine or compile data from

across multiple worksheets or workbooks. Linking the files
Workbooks Or through formulas or using the Consolidation tool allows you to

aggregate data, creating data sets which provide clearer insights
Worksheets and understanding of information being gathered or tracked in
Excel. When you want to generate a PivotTable from this data
but do not need to have all the individual data sets in the file or
a single worksheet, using the PivotTable and PivotChart Wizard
provides the best solution

Note ~

Before opening

multiple files, you

may want to collapse
the ribbon in order to
save screen space. This is
done by double-clicking
any tab in the ribbon.

Sheets to be consolidated being viewed in Tiled format.

Before combining data from different workbooks, consider
opening and tiling the source files before using the PivotTable
Note — Wizard to make this process run as smoothly as possible.
If combining In the example above, the PivotTable will be placed into the

data f . . .
Wi)fksﬁézt:f;%ss can blank workbook. This could also be a blank worksheet in a file

create new windows for with data being drawn from other worksheets.
each worksheet and tile
them before beginning. Choosing Multiple Consolidation Ranges in Step 1 of the PivotTable

and PivotChart Wizard will bring together data from across
workbooks or worksheets. Step 2a is where you need to
consider an over all report filtering, the filter can be generated
automatically by the program or you can set the number of and
name the page fields manually.

PivotTable and PivotChart Wizard - Step 2a0f3 2 el

You can create a PivotTable report that uses
ranges from one or mare worksheets, and
that has no page fields or up to four page
fields.
How many page fields do you want?
() Create a single page field for me
@] will reate the page fields!

Cancel < Back Next > Einish
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©

Consolidating @
Multiple

Workbooks Or
Worksheets,

continued

bNSiEs The page field is

like setting a field
into the Filter area of
the PivotTable Field pane.

Create a single page field for me: this option generates
a single page field based on the source data being
combined. As the sources are defined, Excel organizes
them alphabetically by name, not in the order added.
Each source will be given the name of Item and
assigned a number.

I will create the page fields: this options allows you

to set the number of and name the page fields. The
number of page fields can range from 0 to 4. When
naming the page field consider the data being named,
does the data refer to a region, year or month, or some
other commonality that can uniquely be assigned to
the specific data being referred to.

Using The Create A Single Page Field

On Step 2b of the PivotTable and PivotChart Wizard, you will select
and add the data ranges to be consolidated.

o
NGz When selecting the
data range, select
a cell within the o
range and use the [Ctrl
A] keyboard shortcut to o

select all connected data.

Click into the Range: field, then select the worksheet
and highlight the cell range containing the data.

Click the [Add] button.

With the selected range still highlighted in the Range:
field, continue to select each workbook or worksheet
and highlight the data set clicking the [Add] button
after each.

PivotTable and PivotChart Wizard - Step 2b of 3 ? et

Where are the worksheet ranges that you want to consolidate?

Range:
| +

Add Delete Browse...

All ranges:

‘Columbus-Feb'|SAS3:5E57 A
‘Columbus-lan'!SAS3:5E58

‘Columbus-Mar'!5A53:5E58

‘Dayton-Feb'!1SAS3:5EST

‘Dayton-Jan’'!SA53:5E53

‘Dayton-Mar'|SAS3:5E53

‘Detroit-Feb'|SAS35EST

‘Detroit-lan’|SAS3:5E58 v

Cancel < Back Finish

® Notice the ranges in the All ranges: field are listed
in alphabetical order, no matter the order they were
added.
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Consolidating
Multiple
Workbooks Or
Worksheets,

continued

Creating Your Own Page Fields

On Step 2b of the PivotTable and PivotChart Wizard, you will select
and add the data ranges to be consolidated, as well as name and
determine the number of page field required.

©

@ Click into the Range: field, then select the worksheet

o
o

and highlight the cell range containing the data.

Click the [Add] button.

With the selected range still highlighted in the Range:
field, continue to select each worksheet and highlight
the data set and click the [Add] button after each.

Once all the ranges have been added:

All ranges:

‘Columbus-Feb'!5A53:5E57
‘Columbus-Jan’SAS3:5E58
‘Columbus-Mar'|5A53:5E58
‘Dayton-Feb'!5AS3:5E57
‘Dayton-Jan'|5A53:5E58
‘Dayton-Mar'|SAS3:5E58
‘Detroit-Feb'|SAS3:SEST
‘Detroit-lan'|SA53:5E58

W

How many page fields do you want?

— O 0 01 @2 O3

the selected data range?
Field one:

q v

Field three

Field twao:

Field four:

Cancel < Back

(@F!

What item labels do you want each page field to use to identify

Finish

® Select number of page fields in the How many page

fields do you want section of the dialog.

@ Select the first range in the All ranges: field.

@ Click into the Field one: field and type in a name

that helps define the data set.

® Continued adding names to each Field name field

and giving unique and descriptive names.

® Select the next range in the All ranges: field and

repeat naming each field. As you do this the

existing names are available in the field name drop
downs. There will be names that apply to more
than one data set, this will act as a mechanism that
groups the data in logical ways. (years, regions,

etc..)
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Action 3.2 - Consolidating Multiple Data Sets Into A PivotTable

Instructions:

Results/ Comments:

1.

10.

11.

12.

Open the ConsolidatedSales.xlsx
workbook.

Click the [PivotTable and PivotChart
Wizard] on the QAT.

In Step 1 of the Wizard, select the
[Multiple consolidation ranges] and
PivotTuable radio buttons, then click
[Next].

For Step 2a of the Wizard, select the
Create a single page field for me radio
button, then click [Next].

In Step 2b of the wizard, click into the
Range: field.

Click the Hellmen-Jan worksheet and
select the range A3:ES.

Click the [Add] button.

Repeat the steps 5 to 7 to add the data
ranges from the other worksheets in the
workbook.

The February months cell ranges will be
A3:E7.

Click [Next] to continue.

In Step 3 of the wizard, select the New
worksheet radio button, leave the default
cell address, and click the [Finish]
button.

In the PivotTable, click the Page 1 filter
drop-down.

Save the file.

The PivotTable and PivotChart Wizard opens.

Choosing this option will allow you to pull
data from across all the worksheets in this
workbook into a new PivotTable.

You will be letting Excel determine a page
field for the PivotTable.

You will be selecting the ranges you want
to consolidate.

This represent the first range of data to be
consolidated.

The range is added into the All ranges:
field.

To continue adding all the other data
ranges.

Step 3 of the wizard is opened.

The new PivotTable will be placed into it's
own worksheet.

The list displays each option as Item#,
which may not be very useful.

[Ctrl S].
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o
Editing A Once you have created a PivotTable and need to modify the
. Source data or add page fields of your own design, you will
Consolidated use the PivotTable and PivotChart Wizard again. If the active
PivotTable cell is outside of the consolidated PivotTable and you click the

[PivotTable and PivotChart Wizard] button, you will be starting
a new consolidation. With a cell actively selected within the
consolidated PivotTable, you will open the wizard at Step 3 of
the dialog, and it is possible to use the [Back] button to step back
through the process.

Reasons it may become necessary to modify the consolidated
PivotTable include the addition of or deletion of rows or
columns within data sets, or deciding that it is necessary to create
page fields.

Modifying a Consolidated PivotTable

Note

The keyboard ® Select any cell within the consolidated Pivottable and
shorteut to open click the [PivotTable and PivotChart Wizard] button.
the PivotTuable and

PivotChart Wizard is the ® The PivotTable and PivotChart Wizard dialog opens to

key sequence of [Alt] [D]

[P]. Step 3 of the process.

PivotTable and PivotChart Wizard - Step 3 of 3 ? X

Where do you want to put the PivatTable report?
@ New worksheet
O Existing worksheet

*

Click Finish to create your PivotTable report.

@ Click the [Back] button to step back to Step 2b.
® If you need to change the ranges:

® Select the range to be modified in the All ranges:
field and click the [Delete] button.

¢ Click into the Range: field, re-define the range and
click the [Add] button.

® Once all changes have been made, click the [Next]
button to proceed to Step 3.
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©
Editing A ¢
Consolidated
PivotTable,

continued

If you want to switch from having the single page field
created for you to I will create the page fields:

® While still in the Step 2b of the dialog, click the
[Back] button at go back to Step 2a.

® In the Step 2a dialog choose the I will create the page
fields radio button, click the [Next] button.

PivotTable and PivotChart Wizard - Step 2a of 3 ? =

You can create a PivotTable report that uses
ranges from one or more worksheets, and
that has no page fields or up to four page
fields.
How many page fields do you want?

(") Create a single page field for me

@ Twill create the page fields

[ Cancel ][ < Back ][ Next > ][ Finish ]

® The Step 2b dialog is redisplayed, notice that all
your previous selections are still in place, and you
can now define the number of fields and assign
them names.

® Select the radio button for the number of fields to
add.

| |
How many page fields do you want?
O 01 @2 O3 (OF!

® Select the first range in the All ranges: field.

All ranges:

‘Feb [2007)"15A51:5K582
‘Feb [2008)"15A51:5K512
‘Jan [2007)1SA51:5K575
‘Jan [2008)'15A51:3K527
‘Mar [2007)13A51:5K599
‘Mar [2008)1SA51:5K546

® Click into the Field one: field, and type in a name
that helps define the data set.
How many page fields do you want?
Oo O1 ®2 O3z O4

What itemn labels do you want each page field to use to identify
the selected data range?

Field one: Field twao:
| St St

Eimlrd blnrnms Einlrd fmurm

¢ Continued adding names to each Field name field,
giving unique and descriptive names to each data
range in the All ranges: field.
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Editing A ® Once all the ranges have had their fields named, click
. the [Next] button to advance to Step 3 of the dialog.
Consolidated ® In the Step 3 dialog, don't ch thi d click
. n the Step 3 dialog, don't change anything, and clic
PlVOtTabIe: the [Finish] button to update the PivotTable.
continued

Using Find&Replace to Rename Page Field Items

For the times when you simply wish to change the number items
in the list to descriptive names without having to go back a
create page fields, use the Find and Replace tools.

® Drag the Pagel field out of the Filter area in the
PivotTable Fields pane to the Rows area.

® The Find&Replace tool will not work if the Pagel
tield is the in the Filter area.

® On the Home Tab in the Editing Group, click the [Find

Note & Select] button drop-down and choose Replace.
[Ctr]l H] will also
open the Find and ® In the Find and Replace dialog;:
Replace dlalog Find and Replace ? X
Find Replace
Find what: | v
Replace with: ~
Options ==
Beplace Find All Close
® In the Find what: field, type in the Item# to replace.
® In the Replace with: field, type in what it should be
Note Remember the replaced with.
Items represent the ¢ Click the [Replace All] button.
data source names
Elphabeticaﬂy. ® Excel notifies you that one replacement has been
made.
Microsoft Excel d
o All done, We made 1 replacements.

® Repeat the find and replace until all items have
been renamed.

® Close the Find and Replace dialog.

® Drag the Pagel field back into the Filter area of the
PivotTable Field pane.
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Action 3.3 - Modifying A Consolidated PivotTable

Instructions:

Results/ Comments:

1. The ConsolidatedSales.xlsx file should
still be open.

2. Select cell A14 on Sheet1.

3. Click the [PivotTable and PivotChart
Wizard] button in the QAT.

4. Click the [Cancel] button to exit the
dialog.

5. Select cell A4 on Sheet1.

6. Click the [PivotTable and PivotChart
Wizard] button in the QAT.

7. Click the [Back] button twice to return to
Step 2a of the dialog.

8. Choose the I will create the page fields radio
button and click the [Next] button

9. Click the 2 radio button in the How
many page fields do you want? section
of the dialog.

10. In the All ranges: field select the first
item in the list.

11. Click into the Field One field and type
<Hellmen >.

12. Click into the Field Two field and type
<Feb >.

If not, re-open it.

An empty cell on the sheet where the
PivotTable is located.

The PivotTable and PivotChart Wizard dialog
opens to Step 1. Since you were not in

the PivotTable, Excel assumes you want to
create a new one.

This cell is within the PivotTable.

The PivotTable and PivotChart Wizard dialog
opens to Step 3. Excel now assumes you
wish to modify the existing PivotTable
created with this tool.

Here you can change how the page fields
are added to the PivotTable.

You will now create the number of pages
fields.

The Field One and Field Two fields are
now active.
The Hellmen-Feb data range is

highlighted.

This is the name applied in the first field
associated with the data range.

This is the name applied in the second
field associated with the data range.
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Action 3.3 - Modifying A Consolidated PivotTable, continued

Instructions:

Results/ Comments:

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

In the All ranges: field select the second
item in the list.

Click into the Field One field and type
< Hellmen >.

Click into the Field Two field and type
<Jan>.

Continued selecting the data ranges
from the All ranges: field and applying
appropriate named to the fields.

Once all data ranges have been assigned
fields and names, click the [Next] button
to advance to Step 3 of the dialog.

Click the [Finish] button to complete
making the modifications.

Click the Page 1 field drop-down to
examine the available fields to filter by.

Select cell A1 and type in;
< Sales Rep >.

Drag the Page?2 field into the Filter area of
the PivotTable Field pane. (If Necessary)

Select cell A2 and type in;
< Months >.

Select cell A5 and type in;
< Week >.

Rename the Column Label cell with a
descriptive name of your own choosing.

Save the file.

The Hellmen-Jan data range is highlighted.

This is the name applied in the first field
associated with the data range.

This is the name applied in the second
field associated with the data range.

Each data range should get names applied
in both field to better help identify them.

Do not change the location since you
are currently only updating the active
PivotTable.

This drop-down offers the list of Sales
Reps the PivotTable can be filtered by.

Rename the label according to the
grouping offer in the drop-down list.

The field and label are added in cells A1
and A2.

Rename the label according to the names
offered in the drop-down list.

Since this field contains financial data
consider naming it Financial.

[Ctrl S].
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Lesson 3: Advanced Features of PivotTables

Calculated Fields You canuse summary functions in value fields from an
underlying data source in PivotTable Reports. If they do not
provide the results that you want or need, you can create your
own formulas using Calculated Fields and Calculated Items.

and Calculated

Items

The difference between a Calculated Field and a Calculated Item
is that a Calculated Field will add an additional row or column
to your PivotTable, which then becomes a row or column from
which other calculations can be created. A Calculated Item, on
the other hand, creates a calculation within a field.

For example, you might use a summary function to add up
January, February, and March to return a First Quarter Total.
You could then use First Quarter Total as a Calculated Field in a

formula.

An example of a Calculated Item would be if you want to sum
only those occurrences on certain days of the week.

When you are working with Calculated Fields, it is important to
remember the summary functions that are available for source
data (with the exception of On Line Analytical Processing or

OLAP data).
Function | Summarizes
SUM Sum of the values. Default function for numeric data.
COUNT Counts the number of data values.
AVERAGE The average of the values.
MAX The largest value.
MIN The smallest value.
PRODUCT | The product of the values.
COUNT Counts the number of data values that are numerical.
NUMBERS
Estimate of the standard deviation of a population, where
StDEV . . .
the sample is a subset of the entire population.
StDEVP Standard deviation of a population, where the population is
all of the data to be summarized.
Estimate of the variance of a population, where the sample
VAR . . :
is a subset of the entire population.
The variance of a population, where the population is all of
VARP .
the data to be summarized.
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©
. In addition to these summary functions, there are other functions
Calcu Iated FleldS available for Custom Calculations in Value Fields. The list below
and Calculated shows some of the available options from the Show Values As

Ite ms, calculations list.

continued Function Result

Displays values as the difference from the value of the

Difference From Base Item in the Base Field.

Displays values as a percentage of the value of the Base

0,

% Of Item in the Base Field.

% Difference Displays values as the percentage difference from the
From value of the Base Item in the Base Field

Displays the value for successive items in the Base Field

Running Total In .
as a running total.

Displays the value in each row or category as a

()
/o of Row percentage of the total for the row or category.

Displays all of the values in each column or series as a

o,
‘o of Column percentage of the total for the column or series

Displays values as a percentage of the Grand Total of

‘o of Total all of the values or data points in the report.

Calculates values as follows:
Index ((Value in Cell) x (Grand Total of Grant Totals)) /
((Grand Row Total) x (Grand Column Total))

If Summary Functions and Custom Calculations do not provide
the desired results, you can create your own Formulas in
Calculated Fields and Calculated Items.

For data that comes from an external data source or from worksheet
data, Excel uses the Sum function to calculate Value Fields that
contain numeric data, and the Count function to calculate Value
Fields that contain text.

You can choose a different summary function like Average, Max
or Min to further analyze or customize the data.
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o

Calculated Fields When you use Formulas in a PivotTable Report, you must be
and Calculated aware of syntax rules and formula behaviors.

Items,

continued

® You can use operators and expressions as you do in
other worksheet formulas.

® You can use constants and refer to data from the
report, however you cannot use cell references or
defined names.

® Formulas for Calculated Fields operate on the sum
of the underlying data for any fields in the formula.
Therefore, you cannot sort a Calculated Field.

® Formulas cannot refer to totals.

® You can include the Field Name in a reference to an
Item but the Item Name must be in square [ | brackets.

® If you refer to an Item by its position in your
PivotTable Report as it is currently sorted and
displayed, the Item referred to can change whenever
the position of the Item changes or is displayed or
hidden. Hidden Items will not be counted in an index.

® You cannot add Calculated Items to PivotTable data
that contains Averages.

® You cannot add Calculated Items to data that has been
Grouped.

Creating a Formula in a PivotTable Report

® Decide whether you are creating a Calculated Field or
a Calculated Item within a field.

Use a Calculated Field when you want to use the data
from another field in your formula.

Use a Calculated Item when you want something
calculated within a field.
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Adding A

Calculated Item

Note

A field must be
actively selected

in order to add a
Calculated Item.

Note

:

In Calculated Items,

different formulas

can be entered cell
y cell.

Adding a Calculated Item to a Field

@ If the Items in the Field are grouped, select the Analyze
Tab, in the Group Group select [Ungroup].

®

®

©

Select the field where you want to place the Calculated
Item.

On the Analysis Tab, in the Calculations Group click
the [Fields, Items, & Sets] button drop-down and
choose Calculated Item from the menu.

Insert Calculated Item in "Financials” 7 X

MHame: Formula| " Add

Formula: =0 Delete

Fields: Items:

Row Sales

CETE | | income

Value Rents
Cities Operational
Month

Insert Field Insert ltem

oK Close

The Insert Calculated Item in "Field Name" dialog opens.

®

®

®

In the Name: field, type a name for the Calculated
Item.

In the Formula: field, enter the formula for the item.

The Fields: field list shows all the PivotTable fields.
The highlighted field in this list is the one having a
Calculated Item added.

The Items: field lists all the items from the selected
field.

To use data from an item in the formula, click the
Item in the Items: field list, then click [Insert Item]
button. The items can only be used in the field that
is having the Calculated Item added.

Click [Add] if you are creating more than one
Calculated Item.

Click the [OK] button to complete the process and see
the results.

Select any of the new cells and examine the Formula
Bar.

Regroup the items if necessary.
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Action 3.4 - Creating a Calculated Item

Instructions:

Results/ Comments:

1. The ConsolidatedSales.xlsx file should
still be open.

2. In the PivotTable Field pane, drag the
Sales Reps and Months fields from the
Filter area to the top of the Rows area.

3. On the Design Tab in the Layout Group,
click the [Report Layout] button drop-
down and choose Show in Tabular Form
from the menu.

4. On the Design Tab in the Layout Group,
click the [Grand Totals] button drop-
down and choose On for Columns Only
from the menu.

5. On the Design Tab in the Layout Group,
click the [Subtotals] button drop-down
and choose Do Not Show Subtotals from
the menu.

6. Select the cell with the label Sales, F5.

7. Move the cell over to column D.

8. Select cell F5.

9. On the Analyze Tab in the Calculations
Group, click the [Fields, Item, & Sets]
button drop-down and choose Calculated
Item from the menu.

10. Click into the Name: field and type in-
Total Expenses .

If not, re-open it.

You are rearranging the structure of the
PivotTable.

The layout changes accordingly.

The totals column is removed from the
PivotTable.

All subtotals are removed.

A heavy board line is displayed around
the cell.

Set the cursor over the border line of the
selected cell, the Mowve Arrow is shown. As
you click and drag the cell a thick green
I-beam is displayed that show where the
content is being moved to.

This cell is in the field you will be adding a
Calculated Item to.

The Insert Calculated Item in "Financial"
dialog opens.

This will be the name of the new item in
the Financial field.
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Action 3.4 - Creating a Calculated Item, continued

Instructions:

Results/ Comments:

11. Click into the Formula: field and type
=sum( then in the Items: field select
Operational Expenses and click the [Insert
Item] button then type a, and
in the Items: field select Product Cost and
click the [Insert Item] button
Typea ) .

12. Click the [OK] button.

13. Select cell H5.

14. On the Analyze Tab in the Calculations
Group, click the [Fields, Item, & Sets]
button drop-down and choose Calculated
Item from the menu.

15. Click into the Name: field and type in-
Bonus Earned .

16. Click into the Formula: field and type
=if( then in the Items: field select Income
and click the [Insert Item] button then
type a >2000), and
in the Items: field select Income and click
the [Insert Item] button then
type a *.05,0) .

17. Click the [OK] button.
18. Rename the Income and Sales column
headers as Net Profit and Gross Sales.

19. Save the file.

This formula will add the two expense
columns of data.

When completed the formula should read
=sum(Operational Expenses,Product
Cost)

The new item is added into the Financial
field. If you select any cell containing a
value in the new range, you can see the
formula in the Formula Bar.

You will be adding another item to this
field.

The Insert Calculated Item in "Financial"
dialog opens.

This will be the name of the new item in
the Financial field.

This formula will determine if a bonus was
earned and the value of that bonus.

When completed the formula should read
=if(Income>2000,Income*.05,0)

The new item is added in the Financial
field.

Click into each of the headers cells and
type new names.

[Ctrl S].
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(o]
OAdding A
Calculated Field

Adding a Calculated Field
¢ Select any cell in the PivotTable Report.

® On the Analyze Tab in the Calculations Group, click
on [Fields, Items, & Sets] button drop-down and
choose Calculated Field from the menu.

The Insert Calculated Field dialog opens.

Insert Calculated Field ?

) Add

Name: Field1|

Formula: =0

Fields:

Financials
Value
Cities
Maonth

Insert Figld

QK

Delete

Close

X

In the Name: field, type a name for the field.
In the Formula: field, enter the formula for the field.

To use data from another field in the formula, select

the field in the Fields: field list, then click [Insert

Field].

®
[Add] button.

If you are creating more than one field click the

Click the [OK] button to complete the process and see

the results.

To temporarily remove a Calculated Field from the
PivotTable, uncheck the checkbox in the PivotTable

Field pane.
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Action 3.5 - Creating a Calculated Field

Instructions:

Results/ Comments:

1. The ConsolidatedSales.xlsx file should
still be open.

2. Select any cell in the PivotTable.

3. On the Analyze Tab in the Calculations
Group, click the [Fields, Item, & Sets]
button drop-down and choose Calculated
Field from the menu.

4. Click into the Name: field and type in-
Expense Reduction .

5. Click into the Formula: field and type
= then in the Fields: field select Value
and click the [Insert Field] button then
type a -(, and in the Fields: field, select
Value and click the [Insert Field] button
and type *.03) .

6. Click the [OK] button.

7. Notice there is now a Sum of Expense
Reduction for each item in the Financial
field.

8. Click the Financial field filter drop-down
and uncheck every item in the list except
Operational Expenses.

9. Right-click any cell with a value in the
Sum of Value column and choose Value
Field Settings... from the menu.

10. Click into the Custom Name: field and

type
Current Expenses .

11. Click the [Number Formats] button.

If not, re-open it.

To add a Calculated Field you just need to
be in the PivotTable.

The Insert Calculated Field dialog opens.

This will be the name of the new field.

This formula will calculate what the desire
expense value will be.

When completed the formula should read
=Value-(Value*.03)

The new field is added to the PivotTable.
This filed runs the calculation on each item

in the field.

Limiting the data being displayed in the
PivotTable.

The Value Field Settings dialog opens.

This will be the name given to this column
of data.

The Format Cells dialog opens.
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Action 3.5 - Creating a Calculated Field, continued

Instructions:

Results/ Comments:

12.

13.

14.

15.

16.

17.

18.

19.

20.

Choose the Currency category and click
the [OK] button twice.

Right-click any cell with a value in the
Sum of Expense Reduction column
and choose Vale Field Settings... from the
menu.

Click into the Custom Name: field and
type
Target Expenses .

Click the [Number Formats] button.

Choose the Currency category and click
the [OK] button twice.

Examine the PivotTable data.

In the PivotTable Field pane, uncheck the
Expense Reduction field.

Click the Financial field filter drop-down
and check the (Select All) checkbox.

Save the file.

The currency format and name are applied
to the column.

The Value Field Settings dialog opens.

This will be the name given to this column
of data.

The Format Cells dialog opens.

The currency format and name are applied
to the column.

You are seeing a very specific subset of
information based on a mix of original and
calculated data.

The Target Expenses field is removed from
the PivotTable.

All the items in the Financial field are re-
displayed.

[Ctrl S].

Excel 2019: PivotTable Features, Rel. 1.0, 02/21/2020
Lesson 3: Advanced Features of PivotTables, Page 92




Lesson 3: Advanced Features of PivotTables

Editing Calculated Items and Fields may need to be modified or
corrected. This is done by opening the Calculated Items or Fields
dialog and choosing the calculation to be edited.

Calculated Items
Or Fields

Editing Calculated Items

@ Select the a field , any field will work since you can
choose the field in the dialog.

® On the Analyze Tab in the Calculations Group, click
the [Fields, Items, & Sets] button drop-down and
choose Calculated Item... from the menu.

® The Insert Calculated Items in "Field Name” dialog opens.

Insert Calculated Item in "Financials"

Mame: Formulal

? X

PN

Fields:
Weeks

Formula: Total Eernses

Delete

Finangials |
Value

Sales Reps

Manths

test

Met Profit

Product Cost
Total Expenses
Bonus Earned

Operational Expenses

Insert Figld

CK

Insert ltem

Close

@ Click the Name: field drop-down and choose the item

to be edited.

® Click into the Formula: field and edit the formula as

needed.

@ Click the [OK] button to apply the edit.

Deleting Calculated Items

@ Select a field. Any field will work since you can choose

the field in the dialog.

® On the Analyze Tab in the Calculations Group, click
the [Fields, Items, & Sets] button drop-down and
choose Calculated Item... from the menu.

® The Insert Calculated Items in "Field Name” dialog opens.

@ Click the Name: field drop-down and choose the item

to be deleted, then click the [Delete] button.

& Click the [OK] button to apply.

Excel 2019: PivotTable Features, Rel. 1.0, 02/21/2020

Page 93

©
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o
Editing Editing Calculated Fields
Calculated Items ® With any cell in the PivotTable actively selected.
Or Fields ® On the Analyze Tab in the Calculations Group, click
I

the [Fields, Items, & Sets] button drop-down and

ti d
continue choose Calculated Field... from the menu.

® The Insert Calculated Field dialog opens.

Insert Calculated Field ? X

Name: Fiald1
test

Formula: Delete

Fields:

Financials
Value
Sales Reps

Maonths
test

Insert Figld

QK Close

@ Click the Name: field drop-down and choose the item
to be edited.

® Click into the Formula: field and edit the formula as
needed.

@ Click the [OK] button to apply the edit.

Deleting Calculated Items

® Set the a field. Any field will work since you can
choose the field in the dialog.

® On the Analyze Tab in the Calculations Group, click
the [Fields, Items, & Sets] button drop-down and
choose Calculated Item... from the menu.

® The Insert Calculated Items in "Field Name"” dialog opens.

® Click the Name: field drop-down and choose the item
to be deleted, then click the [Delete] button.

@ Click the [OK] button to apply.
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Action 3.6 - Editing Calculations

Instructions:

Results/ Comments:

1. The ConsolidatedSales.xlsx file should
still be open.

2. Select any column field header cell in the
PivotTable.

3. On the Analyze Tab in the Calculations
Group, click the [Fields, Item, & Sets]
button drop-down and choose Calculated
Item... from the menu.

4. Click the drop-down of the Name: field
and select Bonus Earned from the list.

5. Click into the Formula: field and change
the value of 2000 to 1500.

6. Click the [OK] button.

7. Select any cell in the PivotTable.

8. On the Analyze Tab in the Calculations
Group, click the [Fields, Item, & Sets]
button drop-down and choose Calculated

Field... from the menu.

9. Click the drop-down of the Name: field

and select Expense Reduction from the list.

10. Click the [Delete] button.

11. Click the [OK] button.

12. Save the file.

If not, re-open it.

To edit a Calculated Item you must first
have a field actively selected; Gross Sales,
Net Profit, Operational Expenses, or
Product Cost.

The Insert Calculated Item in "Field Name”
dialog opens.

The list of all existing field calculations are
shown in the list. Choosing one of these
will show the name and formula in the
appropriate fields of the dialog.

To lower the threshold to earn a bonus.

The edit is applied to the item.

When editing Calculated Fields, any cell
in the PivotTable can be selected.

The Insert Calculated Field dialog opens.

The field details area displayed in the
dialog. At this point the field can be edited
or deleted.

The field is removed.

The field is no longer listed in the
PivotTable Field pane.

[Ctrl S].
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Lesson 3: Advanced Features of PivotTables

o
C>Solve Order Changing the Order

and Displavin If you are not getting the results that you expected, you can
playing change the order in which the calculations are performed for your

Formu Ia S Multiple Calculated Items.

@ Click on a cell inside your PivotTable.
® On the Analyze Tab in the Calculations Group, click

the [Fields, Items, & Sets] button drop-down and
choose Solve Order.

Calculated ltem Solve Order ? 4

Solve order:

‘Bonus Earned’ = IF['Met Profit’ =2000, Met Profit’ *0.05,0)

If the value in a PivotTable cell is affected by two or more calculated
items, the value is determined by the last formula in the solve order.

Move Up Move Down Delete Close

@ Select a formula from the list, click on the [Move Up]
or [Move Down] button to change the calculation
order.

Displaying Formulas

To display or view all the formulas that you are using in your
PivotTable do the following:

® On the Analyze Tab in the Calculations Group, click
the [Fields, Items, & Sets] button drop-down and
choose List Formulas.

® A new worksheet listing the Solve Order and
Calculations used in the current PivotTable is created.

A B iz D E F G
1 |Calculated Field i
2 |Solve Order Field Formula
3 1 test =Value -(Value *0.03)

4
5 Caleulated Iltem

6 Solve Order Item Formula

7 1 'Total Expenses' =SUM('Operational Expenses','Product Cost'}

g 2 'Bonus Earned'  =IF('Net Profit' =2000,'Net Profit' *0.05,0)

9

10

11 | Note: When a cell is updated by more than one formula,

12 the value is set by the formula with the last solve order.

13

14 To change the solve order for multiple calculated items or fields,

15 on the Options tab, in the Calculations group, click Fields, Items, & Sets, and then click Solve Order.

16
17
18
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Action 3.7 - Solver Order and Viewing The Calculations

Instructions:

Results/ Comments:

1.

The ConsolidatedSales.xIsx file should
still be open.

Select any field cell in the PivotTable.

On the Analyze Tab in the Calculations
Group, click the [Fields, Item, & Sets]
button drop-down and choose Solve
Order... from the menu.

Select the second formula in the Solve
Order: field list.

Notice that the [Move Up] button is now
active.

Click the [Close] button without making
any changes to the current order.

On the Analyze Tab in the Calculations
Group, click the [Fields, Item, & Sets]
button drop-down and choose List
Formulas from the menu.

Examine the new worksheet.

Save the file.

If not, re-open it.

The Calculated Item Solve Order dialog
opens. This dialog shows all calculated
items used in the PivotTable.

Choosing one of the formulas in the list
will activate the [Move Up] or [Move
Down] buttons. Rearranging the order
of the formulas can change results if the
items are used in other formulas.

The dialog closes, there was no need to
change anything in this instance.

A new worksheet is added to the

workbook with detailed information about
the solve order and formulas in use.

[Ctrl S].
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Lesson 4: Creating and
Modifying PivotCharts

Lesson Overview

You will cover the following concepts in this
chapter:

¢ PivotCharts

@ Inserting PivotCharts

@ Filtering PivotCharts

¢ Formatting PivotCharts

Excel 2016: PivotTable Features
Rel. 1.0, 12/21/2020
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Lesson 4: Creating and Modifying PivotCharts

©

PivotCharts Once you have created the PivotTable, you can create a
PivotChart to help better visualize the data. PivotCharts are
always based on PivotTables, in other words it is possible to
have a PivotTable without a PivotChart but not a PivotChart

without a PivotTable.
A When you create Creating a PivotChart can be done straight from the source data
a PivotChart from using the charting tools, PivotTable and PivotChart Wizard, or it
scratch, a corresponding can be created once the PivotTable has been setup. If you filter
PivotTable is either of these related objects the changes are reflected in the
automatically created. other.

A PivotChart is not unlike a regular chart, in that you have
access to the Chart Design and Formatting Tabs, chart control
buttons in the chart (minus the [Filtering] button), as well as
the chart elements formatting pane. Although, since it is a
PivotChart you will also have an Analyze Tab and similar filter
tools as the PivotTable.

Chart Element and
. . Format tools
Value Field Name Legend (Columns) Field
Filter Drop-down

Country Company Name * Required Date ~ - +
Sales Average percentage Vi
$40,000.00

$35,000.00

$30,000.00

$25,000.00

Values
b] $20,000.00 M Sales i
W Average
$15,000.00 percentage
$10,000.00
$5,000.00 ‘ I I
[ I_ - - - - - [ | [ | [ | [ ] [ | -
Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun
Quarterl Quarter2 Quarter3 Quarterd

Axis (Row) Field Expand & Collapse Fields Buttons

Filter Drop-downs

©

Excel 2016: PivotTable Features, Rel. 1.0, 12/21/2020 Page 101



Lesson 4: Creating and Modifying PivotCharts

©

Inserting Creating a PivotChart from the Source data

PivotCharts ® Select any cell in a structured data set. (Just like the
data set used to create a PivotTable)

® On the Insert Tab in the Charts Group click the
[PivotChart] button.

? e oI o
0 waw @ ) db
Recommended 5 Maps PivotChart 3D Line (
Charts e)' l'—' = = Map ~
Charts [@ Pivotchart

l{h PivotChart & PivotTable

® The Insert PivotChart dialog opens.

Create PivotChart ? X

Choose the data that you want to analyze
(®) Select atable or range
Table/Range: | invoicesiSAST:5KS2156]

£

e th vorkbook's Data Model
Choose where you want the PivotChart to be placed
(® New Worksheet
O Existing Worksheet

Location:

I

Choose whether you want to analyze multiple tables
[C] Add this data to the Data Model

¢ This dialog is the same as the dialog when inserting
PivotTables using the [Insert PivotTable] button.

® You will define the data range the PivotTable and
PivotChart will be based on.

® You will also decide where the PivotTable and
PivotChart will be placed within the workbook.

® When the [OK] button is clicked a blank PivotTable
and PivotChart are placed.

8 c D E F G H ! J K L M N o P Q R -

Nl J

PivotTable Fields
Choose felds to add to repor

eeeeeeeeeeeeee

® Now you will use the PivotTable Field pane to move
the fields into the PivotTable and subsequently the
PivotChart also.

o

Page 102 Excel 2016: PivotTable Features, Rel. 1.0, 12/21/2020



Lesson 4: Creating and Modifying PivotCharts

©

|nserting Creating a Chart Based on an Existing PivotTable
PIVOtChaI"tS, ® Select a cell in the PivotTable.
continued
® On the Analyze Tab in the Tools Group click the
[PivotChart] button.
o= o=
ot T F T key will ) id [
still create a new PivotChart Recommended
chart on its' own PivotTables
worksheet, since the Tools
source is a PivotTable
the new chart will be a ® The Insert Chart dialog opens.
PivotChart. This will use Lo
the default chart type
and formatting. e il A B8 o a8 83

Clustered Column

J

=

® Choose the type of chart most suited to your data
and click [OK].

® The new PivotChart is placed onto the same worksheet
as the PivotTable that it is based on.
51,200.00 $0.00

51,350.00 $0.00
51,050.00  current Expenses

+

$1,500.00 | ¢3,500.00
$960.00 | $2,000.00 <

51,620.00 | $2,500.00

$1,170.00 $2,000.00 ‘ ‘ ‘ ‘
$0.00 ‘ ‘

52,520.00 ;:;;:;xzzzzzzzz

51,860.00 $1,500.00

51,350.00 | * 1070

24220 $500.00

52,070.00 iiifiizifiziiis
52,460.00

$2,250.00
$300.00
52,850.00

52,520.00 $126.00
51.820.00 $0.00

Financials Y
W Net Profit

Bonus Earned

Jan  Feb Mar Jan Feb Mar Jan | Feb = Mar
Hellmen lames Sims

SalesReps ¥ Months v Weeks v + -

Chart Types Not Support as PivotChart

XY Scatter Map Stock
Treemap Radar Sunburst
Histogram Box & Whisker Waterfall
Funnel

o
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Action 4.1 - Creating a PivotChart From Source data

Instructions:

Results/ Comments:

1. Open the ShippingPivotChart.xslx file.
2. Select any cell within the data set.

3. On the Insert Tab in the Charts Group,
click the [PivotChart] button.

4. In the Rang/Table: field, the range
should read Invoices!$A$1:$K$2156.

5. The New Worksheet radio button should
also be selected.

6. Click the [OK] button.

7. Activate the PivotChart by clicking into
the chart area.

8. In the PivotTable Field pane, drag-
Country into Filter
Salesperson into Axis (Categories)
Quantity and Sales into Values

9. In the PivotChart, click the Country filter

drop-down and select any country from
the list. Click the [OK] button to apply
the filter.

10. In the PivotTable, click the Country filter

drop-down and choose All. Click the
[OK] button to apply the filter.

11. Save and Close the file.

From the data files folder.

The Create PivotChart dialog opens.

Excel has expanded the range to include all
connected data.

This ensures the new PivotTable

and PivotChart will be on a separate
worksheet. (Remember it is not possible to
have a PivotChart without a PivotTable.

The new worksheet is added and the are
both, a blank PivotTable and PivotChart
with all the pivoting tools active.

Notice the tabs and tools available to
manipulate it, a mix of the charting and
pivoting tools

As the fields are placed into pivot areas

both the table and chart reflect the
changes.

Whatever changes are made to the chart
are reflected in the table.

Whatever changes are made to the table
are reflected in the chart.

[Ctrl S] and [Ctr]l W].
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Action 4.2 - Creating a PivotChart From a PivotTable

Instructions:

Results/ Comments:

1. The ConsolidatedSales.xlsx file should
still be open.

2. Select any cell in the PivotTable on
Sheetl.

3. On the Analyze Tab in the Tools Group,
click the [PivotChart] button.

4. In the Insert Chart dialog choose the

Column category and click the [OK]
button.

5. Select the PivotChart and notice the tabs
and tools available to manipulate it.

6. On the Analyze Tab in the Actions
Group, click the [Move Chart] button.

7. Choose the New sheet: radio button and
click the [OK] button.

8. Save the file.

If not, re-open it. Use the
ConsolidatedSalesCompleted.xIsx
workbook if the other has been closed
without saving.

The Insert PivotChart dialog opens.

Take a moment to look at the charts types
that can be used. When done the chart

is placed on the same worksheet as the
source.

The tools are a mix of the charting and
pivoting tools. The same relation between
the table and chart exists as in the pervious
exercise.

The Move Chart dialog opens. Notice there
are many of the same tools as the Analyze
Tab in a PivotTable.

A new worksheet named Chart1 is added

with a full size chart. It is also removed
from the original location.

[Ctrl S].
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Lesson 4: Creating and Modifying PivotCharts
o

Filte ring Once the PivotChart has been created, it is time to take
. advantage of its filtering capabilities to better understand
PivotCharts trends in the data. Filtering in a PivotChart offers the same
functionality as in a PivotTable: value and label filters, sorting,
and slicers are available.

Using Field Filter Drop-downs
@ Select the PivotChart.

® In the PivotChart Field pane drag the field into the
PivotChart areas.

Filters Legend (Series)

Financials -

Axis (Categories) Z Values
Sales Reps v current Expenses -
Manths v

Weeks v

® Notice the names of the areas have changed-
Rows are now referred to as Axis
Columns are now referred to as Legend

® The field filter buttons are added to the PivotChart.

@ If you do not see the buttons added to the chart,
they are currently hidden.

® To unhide them, go to the Analyze Tab and click
the [Field Buttons] drop-down and uncheck Hide

il

Field Field
List  Buttons~

v Hide All

all.

@ From this drop-down, you are able to turn on and
off specific field filter buttons. This allows you

more control over how the data is filtered.
(o]
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Lesson 4: Creating and Modifying PivotCharts

Filtering
PivotCharts,

continued

Note If the majority of

tools are not active

on the PivotChart
Analyze Tab, the
PivotChart is on its own
worksheet.

Adding Slicers and Timelines

Both the slicer and timeline slicer work as they do in a

PivotTable, so this will be very familiar. These elements offer
another way to control what level of access users will have in
modifying the PivotChart. It is important to note that slicers can
only be added when the PivotChart is on the same worksheet as
the PivotTable.

&

&

Select the PivotChart on the same sheet as the

PivotTable.

On the Analyze Tab in the Filter Group, click the

[Insert Slicer] button.

The Insert Slicer dialog opens.

Insert Slicers ? *

" Weeks
[] Financials
[ value

[] sales Reps
[] Months

® Chose the field you want to add and click the [OK]

button.

The slicers are added and the Slicer Tools Options
Tab is accessible on the ribbon. Allowing you to apply

formatting to the slicer.

When you have added a slicer object to a PivotChart you will
be able to see what the they are connected to with the Filter

Connections.

® On the Analyze Tab in the Filters Group click the
[Filter Connections] button.

® The Filter Connections dialog opens.

Filter Connections (PivotTablel)

Select filters to connect to this PivotChart

?

X

Caption Mame
‘™ Order Date

Order Date
Shipped Date

Shipped Date

Sheet
Sheet2
Sheet2

Cancel

® Unchecking a connection disables the slicer object but

does not remove it from the worksheet.

©
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Action 4.3 - Adding a Slicer

Instructions:

Results/ Comments:

1. The ConsolidatedSales.xlsx file should
still be open.

2. Click into the PivotChart on the Chart1
worksheet.

3. Examine the Analyze Tab.

4. Right click the tab and choose Delete
from menu.

5. In the Delete Worksheet dialog, click the
[Yes] button.

6. Select any cell in the PivotTable on
Sheetl.

7. On the Analyze Tab in the Tools Group,
click the [PivotChart] button.

8. In the Insert Chart dialog choose the
Column category and click the [OK]
button.

9. Examine the Filter Group in the Analyze
Tab.

10. On the Analyze Tab in the Filter Group,
click the [Insert Slicer] button.

11. Choose Sales Reps and click [OK].

12. Choose one to the salespeople buttons in
the slicer.

13. Click into the chart.

If not, re-open it.

All of the Filter Group tools are greyed
out. The tools are not available since the
PivotChart is not on the same worksheet
as the PivotTable.

The Delete Worksheet dialog opens.

The Chartl worksheet is deleted.

The PivotTable Tabs are now active.

The Insert Chart dialog opens.

A chart is added to the existing worksheet
with the PivotTable.

Since this chart is on the same worksheet as
the PivotTable, the Filter Group tools are
available.

The Insert Slicer dialog opens, showing the
list of all available fields.

The Sales Rep slicer is added to the
worksheet.

Both the chart and table reflect the filtering
choice.

The Chart Tabs are now available.
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Action 4.3 - Adding a Slicer, continued

Instructions:

Results/ Comments:

14.

15.

16.

17.

18.

19.

20.

21.

On the Analyze Tab in the Actions
Group, click the [Move Chart] button.

In the Move Chart dialog select the New
Worksheet radio button and name the
worksheet;

Chart2

and click the [OK] button.

On the View Tab in the Windows Group,
click the [New Window] button.

On the View Tab in the Windows Group,
click the [Arrange Windows] button.

Choose Tiled and click the [OK] button.
Activate Sheet 1 and zoom out to make
the slicer and table visible.

Click a different salesperson button in
the slicer.

Save the file.

The Move Chart dialog opens.

The chart is moved to it's own worksheet.

A new window of the workbook is created.
The Arrange Windows dialog opens.

There are two windows of the workbook
displayed side by side.

Now both worksheets are visible.

As the slicer is modified, both the
PivotTable and PivotChart are still
modified. This is because the chart was
first created on the same worksheet as the

PivotTable.

[Ctrl S].
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Lesson 4: Creating and Modifying PivotCharts
©

Fo rmatting As With regular charts, when thg chart is active. the PivotChart
Design and Format Tabs are available along with the Analyze

PivotCharts Tab.

Analyze Design Format

File Home  Inset  Pagelayout  Formulas  Data  Review  View  Developer (RSB Design  Format Q@ Tell mewhat you want to do
Chart Name: | Active Field i i D D e
Expand Field | | =3 % = 7 |l
‘ & B 0 B w7 iy
— Dill - Diil == Cojlapsefiefd  Insert Insert  Fiter  Refresh ChangeData | Clear Move  Fields, ltems, OLAP Relationships | Field  Field
[ Options Field Settings pown  Up Slicer Timeline Connections. - Source - - Chart & Sets~  Tools List Buttons~
PivotChart Active Field Filter Data Actions Calculations Show/Hide

Analyze Tab

File Home  Insert  Pagelayout  Formulas  Data  Review  View  Developer  Analyze [EWETRUMM Format  Q Tell mewhat you want to do

1L @ e

=z I | QT

= | A = ] - = -
Add Chart Quick ~ Change || b0 = 4 ik s = = — Switch Row/ Select  Change  Move
Element -~ Layout = Colors - Column  Data  ChartType Chart
Chart Layouts Chart Styles Data Type Location
Fle  Home Insert  Pagelayout  Formulas  Data  Review  View  Developer  Analyze  Design [EHUEH

Chart Area EN L2 shopeFill - A - | We H

2 Format Selection imleJuifd - | L Shape Outline - A A A -lA- 5 d -

EResettoMatchsyle  |AL LT \‘:‘m | Q2 Shape Effects - I A - | Hfi Selection Pane fotate - &7
Current Selection Insert Shapes Shape Styles ‘WordArt Styles i Arrange Size

Desién Tab

Both the Design and Format Tabs are consistent with regular
chart tools. The Analyze Tab offers the same tools as in the
PivotTable.

When the PivotChart is actively selected, you will have access to
the [Chart Elements] and [Chart Styles] button at the upper left

corner of the chart. Since this is a PivotChart the [Chart Filter]
button is not available.

Chart Elements ———- —|_

Chart Styles m— /

©
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Lesson 4: Creating and Modifying PivotCharts

©

Formatting Using the Format Shape Dialog Box
PivotCharts An alternative to using the tools on the Format Tab, is to use
continued ! the Format Selection pane. Right-clicking a chart element and

choosing Format (Element Name) from the menu will open the
Format Selection pane on the right side of the interface. The
Format pane can also be accessed by clicking on the [Format
Selection] button on the Format Tab. The options in the Format
Selection pane will change based on the selected element in

the PivotChart. You can use the words at the top, or the icons
below those, or the index below the icons to select the different
elements you wish to affect.

Format Chart Area v
This drop-down allows you to choose
what element is being formatted ")y CHARTOPTIONS ¥ |TEXT OPTIONS

These are the type of formatting tools: Fills - {1) 3y I
& Lines, Effect, Size & Properties -

This is the formatting control area, these —— | F|LL

change according the active formatting tools. ¢ T

While this Format Selection pane is open, other elements in the
PivotChart can be formatted as they are selected. You may keep
the Format Selection pane open and simply click on an element
to format, make changes, then select the next element to format.
When all the elements have been formatted, you can close the
pane since all formatting has been completed.

()
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Action 4.4 - Formatting PivotChart Elements

Instructions:

Results/ Comments:

1.

10.

11.

12.

The ConsolidatedSales.xlsx file should
still be open.

Activate the Chart2 window and click
the [Maximize] button in the upper right

corner of the window.

Right-click anywhere in the chart on the
Chart2 worksheet.

Choose Format ... form the menu.

Locate the Element Selector drop-down
below the Format... title and click on it.

From the list of options, choose Plot Area.

Click the Fill & Lines icon.

Expand the Fill options.

Click the Picture or texture fill radio
button.

Below the [Insert] button is the Texture
drop-down. Click it and choose the
White Marble image.

Once an image or texture is placed, use
the Transparency slider to make it semi-
opaque.

From the Element Selector drop-down,
choose Vertical (Value) Axis.

If not, re-open it.

This window is now full screen.

You may see a wide variety of elements to
format, choose any that are available. The
Format .... pane opens.

This lists any chart editable elements, this
list will vary depending to the chart type.

The Plot Area formatting options are
displayed in the Format pane.

It looks like a paint bucket. The Fill & Line
formatting options are displayed.

The Fill options are displayed.

Those controls are now displayed. You
can now add logos or other types of
imagery

These basic textures are part of the

program. You can choose any of these.

Creating a very nice washed out
background image.

The Format pane now offers all controls to
related to the selected element.
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Action 4.4 - Formatting PivotChart Elements

Instructions:

Results/ Comments:

13. Click the Axis Options icon.

14. Expand the Axis options.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24. Save the file and close all open windows.

Change the Minor units to 1000.

Change the Major Units to 4000.

Click anywhere in the chart and then
click the [Chart Elements] button.

In the Gridlines fly-out menu, check the
Primary Minor Horizontal checkbox.

Click the [Chart Elements] button again
to collapse the options.

In the Format pane, choose Vertical (Value)
Axis Minor Gridlines.

Click the Fill & Lines icon and expand
the Lines options.

Choose Black from the Color Picker and
in the Width field, set the value to 1.25.

Try changing the Vertical (Value) Axis
Major Gridlines to Black with a width of
1.5.

It looks like a small three column chart.

Here, you are now able to set the axis
scale as well as the major & minor lines as
needed.

Nothing changes yet because the Minor
Gridlines are not currently displayed.

The major gridlines are now 4000 intervals.

This is the small + located in the upper
right corner of the chart.

The minor gridlines are now added to the
chart, but are not very easily seen.

This button must be clicked to display
the options and then clicked to hide the
options.

The formatting controls of the minor
gridlines are displayed.

Line formatting controls are displayed.
The minor lines are now more clearly
displayed.

Repeat steps 20 to 22 in relation to the

Major Gridlines.

You can continue to explore formatting

other chart elements to practice further.
[Ctrl S] and [Ctr]l W].
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Lesson 5: Creating
PivotTables from
External Data

You will cover the following concepts in this
chapter:

® Get Data from a CSV File
® Power Query
¢ Editing a Query

Excel 2019: PivotTable Features
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Lesson 5: Creating PivotTables from External Data

o
There are many instances where the required data is stored O
outside of Excel. Beginning with Excel 2016 you can use the Get
& Transform tools to connect to and query data sources. These
new tools allow you to use Power Query to bring data into Excel.
These tools are accessed from the Data Tab in Excel.

File Home Insert Page Layout Formulas Data Review View I

% I:% I:%‘@ @ I:E_) I:%] ’78 [H Queries & Connections

From  From From Table/ Recent Existing Refresh
Data'Text."CS‘u‘ Web Range Sources Connections All~

Get & Transform Data Queries & Connections

Data source types include:
CSV or Text file

Excel tables or cell ranges

Other Excel files

Web pages where the data is stored in tables
SQL servers

ODBC (Open Database Connectivity)
Access Databases

XML files

Sharepoint

Azure

Oracle

OLE DB (Object Linking and Embedding Database)
JSON files

Analysis Services

Exchange

Active Directories

Facebook

SR R R C R C R R C R T R C R R C R C R O R

Teradata

o
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Get Data from a
CSV File

o

One common way data is extracted from a database and given
to users is with CSV (Comma Separated Value) files. These CSV
files are simple plain text documents, as such they can contain
vast amounts of data with relatively small file sizes. Power
Query automatically detects delimiters and established columns
based on those delimiters, first rows are also as headers of the

columns.
Connecting to CSV files

® Activate the Data Tab in the ribbon.
® In the Get & Transform Group, click the [From Text/

CSV] button.
File Home Insert Page Layout Form
@[l B [ B
Get From From From Table/ Recent Existing

Data~ Text/CSV  Web Range  Sources Connectio

f Get & Transform Data

® The Import Data dialog opens, allowing you to search
for the necessary files.

K3l Import Data x
4 [E > ThisPC > Documents v| @ Search Documents P
Organize ~ New folder - O @
Name Date modified Type
s Quick access
Add-in Express Filef
B3 Microsoft Excel Adobe Filef]
" Adobe Captivate Cached Projects Filef
&2 Dropbox
Aptana Studic 3 Workspace Filef
@ OneDrive - The Comy Audacity Filef
0 This pC AWS Corrected Filef
Books_For_Review Filef
¥ Network Captivate_Projects Filef
ConnectWiseControl Filef
v
< T T ;
File name: v| Text Files (*prr:™ bt csv) -
Tools Cancel

@ Once the file has been selected and opened, the
Navigator window opens.

8/3/2007
9/18/2007
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Get Data from a

® The Navigator window shows a preview of the data

to be imported. If there are multiple sheet, pages, or

CSV Fi Ie: tables in the source, it also allows you to choose what
continued table or sheet of data to connect to.
® If the data is clean and ready to use, then you can

&

click the [Load] button drop-down.

Choosing Load will import the data as a table
directly into the active cell on the active worksheet.

Choosing Load To from the drop-down allows you
to decide how the data will be imported. You can
choose as a Table , PivotTable Report, PivotChart,

or simply to Create the Connection.

Import Data 7

T @ Table

() PivotTable Report

15 O PivotChart

|:° O Only Create Connection
Where do you want to put the data?

O Existing worksheet:

1%

=3A51

@ Hew worksheet

DEAdd this data to the Data Model:

Properties..

*

Select how you want to view this data in your workbook,

Cancel
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o
OPOWET Query Should the data need further editing in order to pull in only what
is required, clicking the [Transform Data] button in the Navigator
window will open the Power Query window. This workspace
allows users to remove unnecessary columns, split columns into
more meaningful data, change data types, and basically further
refine the dataset to you specifications.

Using Power Query

® While in the Navigator window, click the [Transform
Data] button to open the data in Power Query Editor.

| @8~ = | ShippingBase - Power Query Editor O x
“ Home Transform Add Column View e
f)’_j [i [E'Properties u = gl | % Data Type: Text = ﬁ D [ Mew Source ~
Q L DAd\ranced Editor :l rn [ Use First Row as Headers = D:L. Recent Sources ~
Close &  Refresh Manage Reduce Split Group Combine Manage Data source
Load~  Preview ~ [ Manage = Columns * Rows ~ Column~ By :‘l-)z Replace Values - Parameters = settings
Close Query Sort Transform Parameters  Data Sources Mew Query
> _}(x = Table.TransformColumnTypes(#"Promoted Headers”,{{"Company Name", type text}, W Que"y SEttir“gs e
E = ABC Company Name - nBc Country - ABC Salesperson - 123 Order 1D - E| Order Date
é:; 1 | Alfreds Futterkiste Germany Nancy Davolio 10835 1/ o 4 :‘::‘:ERTIES
2 | Alfreds Futterkiste Germany Nancy Davolio 10835 1/ —
3 | Alfreds Futterkiste Germany Nancy Davolio 10952 3/ shippingBase
4 | Alfreds Futterkiste Germany MNancy Davolio 10952 3/ All Properties
5 | Alfreds Futterkiste Germany Janet Leverling 11011
6 | Alfreds Futterkiste Germany Janet Leverling 11011 “ APPLIED STEPS
7 | Alfreds Futterkiste Germany Michael Suyama 10643 8/ Source
8 | Alfreds Futterkiste Germany Michael Suyama 10543 8/ Promoted Headers
9 | Alfreds Futterkiste Germany Michael Suyama 10543 8/ - i
10 |Alfreds Futterkiste Germany Margaret Peacock 10652 1c
11 | Alfreds Futterkiste Germany Margaret Peacock 10702 10/
12 | Alfreds Futterkiste Germany Margaret Peacock 10702 10/
13 | Ana Trujillo Emparedados y helados Mexico Margaret Peacock 10926 3
14 | Ana Trujillo Emparedados y helados Mexico Margaret Peacock 10926 3
15 |Ana Trujillo Emparedados y helados Mexico Margaret Peacock 10926 3
16 |Ana Trujillo Emparedados y helados Mexico Margaret Peacock 10926 iv
1? Ana Truiillan Franaradadac v haladae Mowvicrn lanat | avarling 1A8I8 £
= >
12 COLUMNS, 999+ ROWS PREVIEW DOWMNLOADED AT 12:57 PM

® This window can be expanded to full screen. It uses
the same ribbon navigation system as in Excel and the
other Office programs.

® The Query Setting pane on the right side shows each
step you take, you are able to modify any of those steps
as needed. You can undo, redo, modity a step, and
even rearrange the steps order.

® Once the data has been modifies to suit your needs,
on the Home Tab use the [Close & Load] button drop-
down to Load or Load To, just as in the Navigator
window.

o
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o
Power Query, Managing Columns O
continued

The Power Query Editor allows you to bring in only the necessary
columns from a data source. To select columns continuously,
select the first column and hold the Shift key as you select

the last desired column. For non-continuous selections, select
the first columns then hold the Ctrl key as you select each
subsequent column. Once the wanted or unwanted columns

are selected, use the [Remove Columns] button drop-down in
the Manage Columns Group on the Home Tab. You will also
find tools that allow you to control rows in a similar fashion as
columns.

LI B
Choose Femove Keep Remove
Columns = [Columns = Rows~ Rows~
Manage LxJ Remove Columns

H Remove Other Columns
FENSTOFMND s

Tald P4

Split a Column

It is not uncommon to find a single column of data needs to be
broken into several. The [Split Column] button offers an easy
solution to the problem. You are able to define how or where the
data is to be divided: use a set number of characters, a delimiter,
case, or digit.

® Select the column to be split.

® Click the [Split Column] button drop-down.

I % Data Type: Text =~
|_ —I D Use First Row as Headers -
Split Group

Column~| By %.,2 Replace Yalues
By Delimiter
By Mumber of Characters
{"Country'
By Paositions r
By Lowercase to Uppercase _ate - E
17957
By Uppercase to Lowercase 1/15/2007
17957
By Digit to Non-Digit 1/15/2007
. - 3/16/2007
By Mon-Digit to Digit
‘‘‘‘‘ 3/16/2007

® Choosing By Delimiter opens the Split Column by
Delimiter dialog.

o
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©

Power Query' ® In the Split Column by Delimiter dialog, you can choose
continued from standard delimiters or use a custom one found in
the data.
x

Split Column by Delimiter
Specify the delimiter used to split the text column.

Select or enter delimiter

--Custom--

Split at
Left-most delimiter
Right-most delimiter

* Each occurrence of the delimiter

I Advanced options

® Once the columns have been generated, it is a good
idea to rename them accordingly.

@ Select the column header cell.
® Right-click the cell; choose Rename from the menu.

® Type the appropriate name and tap the Enter key.

Sorting & Filtering Data

@ Select the column containing data to be sorted by or
filtered.

@ Click the drop-down in the header cell.

@ Use the tools in the drop-down as you would in any
table filter drop-down.

o
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5.1 - Getting Data from A CSV File

Instructions: Results/ Comments:

1. Open a blank new workbook. Ctrl N.

2. Activate the Data Tab.

3. Inthe Get & Transfrom Group, click the The Import Data dialog opens.
[From Text/CSV] button.

4. Navigate to the lessons folder and choose The Navigator window opens.
the ShippingBase.csv file, click the
[Import] button.

5. Examine the options in the Navigator
window.

6. Click the [Load] button drop-down and The second Import Data dialog opens.
choose Load to.

7. Select the PivotTable Report and Existing A blank PivotTable is added in cell A1 of
worksheet radio buttons, then click the Sheetl.
[OK] button.

8. In the Pivottable Fields pane set: The PivotTable now displays data.
Salesperson field in Rows,
Country in Filter,
Sales in Values.

9. Add a new worksheet. Click the [New Worksheet] button beside

10. Save the file as MyQuery.xIsx.

the sheet tab.

Ctrl S.
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5.1 - Getting Data from A CSV File, continued

Instructions: Results/ Comments:

1. Activate the Data Tab.

2. Inthe Get & Transfrom Group, click the The Import Data dialog opens.
[From Text/CSV] button.

3. Navigate to the lessons folder and choose The Navigator window opens.
the ShippingBase.csv file, click the
[Import] button.

4. Click the [Transform Data] button. The Power Query Editor window opens.

5. Examine the interface of the Power Query There is a tabbed navigation system in the
Editor. ribbon.

6. On the left side of the interface, click the A list of existing queries is displayed.
[Expand] button below the ribbon. Clicking the [Expand] button will now

collapse the Queries pane.

7. The data is shown in a tabular format. There is a formula bar above the
spreadsheet, as in Excel. Each cell in the
header row has a Sorting and Filtering
drop-down.

8. On the right side of the interface is the This pane shows which query is active and

Query Settings pane.

any steps that have been applied to it.
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5.2 - Editing the Query

Instructions:

Results/ Comments:

1.

10.

11

Select the Required Date and Shipped Date
columns.

On the Home Tab, click the [Remove
Columns] button drop-down and choose
Remove Columns.

Select the Quantity column.

On the Home Tab, click the [Data Typel
button drop-down and choose Decimal
Number from the list.

Select the Unit Price column.

On the Home Tab, click the [Remove
Columns] button drop-down and choose
Remove Columns.

In the Query Setting pane, set your cursor
over the last of the applied steps and
click the X.

Select the Order Date column.
On the Home Tab, click the [Split
Column] button drop-down and choose

By Delimiter from the menu.

Click the Select or enter delimiter drop-
down and choose Custom.

. In the new blank field type in a

/
set the Split at radio button to Each
occurrence of delimiter and click [OK].

Use the Ctrl or Shift keys to select
multiple columns.

The columns are removed from the table
and a new step has been added in the
APPLIED STEPS area of the Query Settings

pane.

You will change the data type of the
column to decimal number.

The data type is now formatted as a
decimal number; the formatting will be
applied and visible when imported into
Excel.

This is a mistake and needs to be
corrected.

The last step is removed from the list, and
the column is put back in place.

This column needs to split into three.

The Split by delimiter dialog opens.

A new blank filed is added; you can type
in any character to use as the delimiter.

This character separates the day, month,
and year in the date. Since we want a
column for each, choosing Each occurrence
of delimiter option allow the column to be
broken into three in one pass.
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5.2 - Editing the Query

Instructions:

Results/ Comments:

12. Right-click the first of the new column

headers, choose Rename from the menu.

13. Type in:
Month
and tap the Enter key.

14. Rename the other new columns as Day
and Year.

15. Click the filter drop-down of the
Salesperson column header.

16. Uncheck the (Select All) checkbox, then
check the checkboxes for first three
names in the list.

17. On the Home Tab, click the [Close &

Load] button drop-down and choose
Load to.

18. Select the Table and New worksheet radio
buttons, then click the [OK] button.

19. Save the file.

The header name is highlighted and ready
to be changed.

The column is renamed.

Repeat steps 12 and 13 respectively.

Sorting and filtering controls are displayed
in the menu.

Only records for these three reps will be
imported.

The second Import Data dialog is opened.

A new table is placed on Sheet3. Notice
the salesperson column only has the three
selected names and the order date column
is divided into the three desired columns,
and the unit cost column is formatted with
decimal numbers.

Ctrl S.
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o
Editing a Query After the data has been imported and tables or PivotTables
created from the data, it may be necessary to go back and make
further changes to the existing query. This is done from the Data
Tab in Excel. The Queries & Connections pane lists all existing
queries and allows you to jump to the data based on the selected
query.
Accessing the Queries
® Open a workbook with data based on a query.
® Activate the Data Tab.
® In the Queries & Connections Group click the
[Queries & Connection] button.
Data Review View
’D’é E Queries & Connections e
Refresh
All~
Queries & Connections
® The Queries & Connections pane opens.
Queries & Connections X
w Connections
& ShippingBase
2,155 rows loaded.
& ShippingBase (2) (2
2,155 rows loaded.
@ Clicking one of the connections will jump you to where
the data is being used in the workbook.
® Hovering over a connection bring up a preview of the
Note query and options related to the query.
Right-click the
connection to access ShippingBase (2) )
OptiOI'IS related to the Company Name Country Salesperson Order ID.1 OrderID.2 Orde
selected connection. i, S o i i
Alfreds Futterkiste Germany Nancy Davolio 10932 nui 3,
Alfreds Futterkiste Germany Nancy Davolio 10932 nui 3,
Alfreds Futterkiste Germany Janet Leverling 1on nui 4
Alfreds Futterkiste Germany Janet Leverling 1on nui 4,
Alfreds Futterkiste Germany Michael Suyama 10643 nul 8
Alfreds Futterkiste Germany Michael Suyama 10643 nu 8
Alfreds Futterkiste Germany Michael Suyama 10643 nu ?uv
< >
perse rder | D.2, Order Di Product Name, Unit Price, Qu
¢ ar:\br-:li ireson\desktop\books being worked on\excel_2019_pivottables\data files\shippingbase.csv
VIEW IN WORKSHEET EDIT oo DELETE
o
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o
Editing a Query' ® Choosing Edit from the bottom of the preview will
continued reopen the query in Power Query Editor.
¢ All the previous APPLIED STEPS are listed and
fully editible.

® You have full control to continue making changes
to the query.

® Whatever changes are made will be reflected in
the table or PivotTable in excel when the [Close &
Load] button is clicked.

o
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5.3 - Re-Editing the Query

Instructions:

Results/ Comments:

1. MyQuery.xlsx should still be open.

2. Activate the Data Tab.

3. In the Queries & Connections Group,
click the [Queries & Connections]

button.

4. Scroll over the two connections.

5. Click the first connection.

6. Click the second connection.

7. Click the [Edit] button at the bottom
of the preview window of the second
connection.

8. Click the X’s to remove the last several
steps to the point the order date column
is no longer split.

N

Click the [Close & Load] button.

10. Save and close the file.

If not, re-open it.

The Queries & Connections pane opens or
closes on the right side of interface, set it
to open.

As you hover over the connection, a
large preview window appears. The
preview shows a snapshot of the data
and connection related tools to edit,
load, duplicate, merge, append, access
the connection properties, or delete the
connection.

You should be taken to the PivotTable on
Sheetl.

You should be taken to the table on Sheet3.

The Power Query Editor window opens.
Notice that all the step are still listed in
the APPLIED STEPS section of the Query
Settings pane. Right-click the connection
will also allow you to edit the query.

Step back to remove the Split by Delimiter
step.

If the drop-down menu appears, choose
Load. The data in the table is reloaded and
refreshed on the Excel spreadsheet.

Ctrl S and Ctrl W.
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Appendix A

Lesson Overview

You will cover the following concepts in this
chapter:

@ Unlocking a Slicer

& Custom Slicer Styles

® Creating Custom PivotTable Styles
® Using Custom PivotTable Styles
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Unlocking a Unlocking a Slicer in a Protected Worksheet
Slicer ® Select the slicer(s) you wish the user to be able to
manipulate.

® Right-click on a slicer and select Size and Properties...
from the shortcut menu.

Assign Macro...
Bl Edit Al Text...
I:[l Size and Properties...
Slicer Settings...

® The Format Slicer pane opens on the right side of the
screen.

Format Slicer v %
(]

I Position and Layout
4 Size
Height 1217

Width 3447

A k[ [

Scale Height 100%

Ak [

Scale Width 1008

Lock aspect ratio

4 Properties

Move and size with cells
* Move but don't size with cells
Don't move or size with cells
| Print object

| Locked i

® Expand the Properties section and deselect the check
box next to Locked.

® Click into the worksheet to deselect the Slicer(s).

® Click the Review Tab. In the Changes group, click on
the [Protect Sheet] button.

® Click on the checkbox to Allow all users of this
worksheet to: Use PivotTable & PivotChart.

® Click on the checkbox to Allow all users of this
worksheet to: Select unlocked cells.
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Custom Slicer There are different ways to format your Slicers so that the user
Stvl can see what values have been selected and applied. Using
yles the New Slicer Style item from the Slicer Styles Gallery on

the Slicer Tools Options Tab, you can change the way a button
appears when hovered over or selected.

®

Select the Slicer you would like to affect, or choose one
and press [Ctrl + A] to select all of the Slicers.

Click the Options Tab. Click on the [More] button on
the Slicer Styles Gallery.

Select New Slicer Style.

Type in an appropriate name for your Slicer Style in
the Name: text box.

In the New Slicer Style dialog, select one of the Slicer
Elements in the list.

Click on the [Format] button and select the formatting
you would like to apply to that Element.

Repeat the previous steps for all of the Slicer Elements
you would like to change.

To reuse the Slicer Style you just created, click on it in
the Custom section of the Slicer Style Gallery.

MNew Slicer Style ? P

Mame: | gjicer Style 1
Slicer Element: Preview
Whale Slicer I B I
Header Al e e e e e
Selected Item with Data
Selected Item with no Data N | mmeme
Unselected ltem with Data T e e e
Unselected emwithno Data L e e e e
Haovered Selected Item with Data
Hovered selected Item with no Data
Hovered Unselected Item with Data i
Element Formatting:

|:| Set as default slicer style for this document

oK ] [ Cancel

Page A4

Excel 2019: PivotTable Features, Rel. 1.0, 02/21/2020



Appendix A

©

Custom Slicer Some of the items that can be changed in a Slicer Style are:

Styles,

continued Slicer.

® Header - This is the Field Name at the top of the

® Selected Item with Data - This is a value in the
Slicer that is selected and has associated data in the

PivotTable, and therefore, the PivotChart.

ProductName

Colonial Bentgrass

Perennial Ryegrass

Red Fescue
Redtop

The Best Bluegrass

4

m

® Selected Item with no Data - This is a value in the
Slicer that is selected and does not have associated data
in the PivotTable and PivotChart. For example, if you
filter the PivotTable and PivotChart to show data for
a certain month, but there were no sales of the selected

Product on the Slicer in that month.

® Unselected Item with Data - This is a value in the
Slicer which has corresponding data within the filter
criteria, but has not yet been selected in the Slicer.

® Unselected Item with no Data - It is helpful to format
this element when you wish to see items that do not
have corresponding data within the filter criteria.
Using the example above, you may format this element
if you would like to see which Products do not have
sales in that month before you even select them.

® Hovered Selected Item with Data - This is a value in
the Slicer that has already been selected. However,
you may wish to also see a format change when you

pass your mouse pointer over the value.
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Custom Slicer
Styles,

continued

Hovered Selected Item with no Data - This is a value
that has been selected in the Slicer that does not

have corresponding data in the PivotTable and/or
PivotChart. When you pass your mouse pointer over
this value, you may want to see a change in format.

Hovered Unselected Item with Data - Change this
element when you want a different format when you
Pass your mouse pointer over a value that has not
been selected, but does have corresponding data in the
PivotTable and/or PivotChart.

Hovered Unselected Item with no Data - Change the
format of this element when you wish to emphasize, on
hover, buttons which do not have corresponding data
in the PivotTable. This way you can see which items
will not produce a result when selected.

Page A6
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Creating Custom Creating a Custom PivotTable Style

PivotTabIe Styles ® Click on any cell in the table to display the Design Tab
on the Ribbon.

¢ In the PivotTable Styles Gallery, click on the [More]
button.

® At the bottom of the Styles gallery, click on New
PivotTable Style. This will open the New PivotTable
Style dialog box.

Name text .
Mame:  PpiyotTable Style 1 Preview
bOX Table Element: Preview

‘Whaole Table

Report Filter Labels

Report Filter Values

First Column Stripe
Second Column Stripe

TO Open the First Row Stripe
Second Row Stripe

Format dialog First Column

Header Row

bOX ) Clear
Element Formatting:
Set as
default
CheckbOX |:| Set as default PivotTable style for this document
Hote To rename the ) & In the Name: text box, type an appropriate name for
PivotTable itself, use your PivotTable style.
the PivotTable Name
text box in the PivotTable ® Use the Table Element: list to select an element of the
Tools Analyze Tab. PivotTable, then click on the [Format] button to open

PivotTable Name: the Format Cells dialog box.

PivotTablel ® In the Format Cells dialog box, click on one of the tabs
\ y to change the Font, Border, or Fill for that element.

® Click the checkbox to Set as default PivotTable quick
style for this document if you wish all PivotTables in
the current workbook to have this style.

Notice that your changes will show in the Preview
window of the New PivotTuable Style dialog box.

® Once you have made all of your selections, click [OK]
to close the dialog box.
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Creating Custom

PivotTable
Styles,

continued

Note

Once created, your

custom PivotTable

style will not be
applied automatically.

You must click on it in the

gallery to apply it.

Note
You can set any
PivotTable quick
style from the

PivotTable Styles

Gallery as the default
style by right-clicking
on it and selecting Set

\_ As Default.

~

Applying a Custom PivotTable Style

o
o

Click on any cell in the PivotTable.

Select your custom PivotTable Style from the Custom
section at the top of the PivotTable Styles Gallery.

Modifying a Custom PivotTable Style

o
o

®

Click on any cell in the PivotTable.

Right-click on your custom PivotTable Style in the
Custom section of the PivotTable Styles gallery.

Select Modify.

When the Modify PivotTable Style dialog box opens,
make the appropriate changes by, once again, selecting
the Table Element: and then clicking on the [Format]
button.

Click [OK] when you have completed the
modifications.

Page A8
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©

Using Custom Using a PivotTable Style in Another Workbook
PivotTable Styles @ Select the PivotTable in the originating workbook with

the style you would like to use.
® Copy it.

@ Paste it into the workbook where you would like to use
the PivotTable Style.

@ Click on the PivotTable and create a New PivotTable
Style using the New PivotTable Style menu item from
the PivotTable Style Gallery.

@ Click the checkbox at the bottom of the New PivotTable
Quick Style dialog box to Set as default PivotTable
quick style for this document.

® Delete the PivotTable from which you copied the style.
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Appendix B

Lesson Overview

You will cover the following concepts in this
chapter:

¢  Eliminating Leading and Trailing
Spaces

® Removing Blank Rows and Columns in
Your Data

Excel 2019: PivotTable Features
Rel. 1.0, 12/21/2020



©

Appendix B

Troubleshooting
Data

Leading and Trailing Spaces

Sometimes the data being used for your PivotTable does not
summarize correctly. One reason for this is that there may be
extra spaces in the data itself. This can happen when the data is
imported from another database or application. Excel treats a
space as a character, therefore, this data is considered separate
pieces of information even though it looks the same in the
spreadsheet. This issue can be resolved with the Trim function.

The TRIM Function

In the datasheet, click into a blank cell or create a “dummy”
column to create the formula.

® Type =TRIM(reference cell)

® Fill the formula down to the rest of the cells in the
column.

® Copy the cells just created.
® Paste the values back to the original column.

® Refresh the PivotTable.

Selecting Blank Rows/Columns for Elimination

® Click on the Home Tab, then select the [Find & Select]
button in the Editing group.

¢ Click on Go To Special... to open the Go To Special

dialog box
® Select the Blanks option button and click [OK].
Go To Special ¥ &
Select
) Comments () Row differences
() Constants () Column differences
) Formulas () Precedents
Numbers (") Dependents
Text (@ Direct only
Logicals All levels
Errars () Last cell
@ Blanks () Visible cells only
(") Current region () Conditional formats
1 Current array () Data validation
"I Objects @ Al
Same
[ oK ] [ Cancel l

Page B2
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o
Trou bleshooting ® Delete the cells using the Delete (cells) dialog box from
the [Delete] button on the Home Tab.
Data,
continued —— 9 =
Delete
Note (71 shift cells left
Press [Ctrl +-] to @ shift cells up
open the Delete () Entire row
(cells) dialog box. () Entire column
oK ] l Cancel
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Appendix C: Creating
PivotTables from
External Data - 2016

You will cover the following concepts in this
chapter:

¢ Importing Data from External Data
Sources

¢ Importing External Data Using the
PivotTable Tool

® Creating a PivotTable from an Access
Object

¢ Importing Data Using Microsoft
Query Connection

Excel 2019: PivotTable Features
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Appendix C: Creating PivotTables from External Data - 2016

©

|mpo rting Data It is often the case that the data you need for your Excel
PivotTable is stored in a database application or other files.

from External Database applications are great for managing, maintaining,

Data Sources and retrieving large amounts of data. Database programs also
provide features for defining relationships between data entities,
for developing queries to extract information, and for securing
sensitive information. For these reasons and more, organizations
often make extensive use of databases.

Excel allows you to import data from a number of external

Note ~ sources. Moreover, the imported data can be linked to the source,
A driver is so that any changes to the underlying source data tables can be
software that refreshed and updated in your Excel worksheets.

helps programs
communicate with The Microsoft Office suite provides drivers that will allow Excel
each other without to connect to a wide array of data sources.

knowing the
precise details of
the program being
accessed.

\- J

Some of the data sources that you can connect to with Excel are:
® Microsoft SQL Server

SQL Server Analysis Services Cube

Microsoft Access and Microsoft FoxPro
ODBC DSN

OLAP Services and OLAP cubes

dBase

S e @

Oracle

® Paradox

In this lesson, we will discuss three different methods of
importing external data into a PivotTable.

® Using the Insert PivotTable tool
¢ Using the From Access Object tool
® Using the Microsoft Query Connection

The advantages of each are discussed in their respective sections.

[ Connections Connections to external data in the current workbook can be
||$ viewed and refreshed with the [Connections] button in the

Refresh Connections Group on the Data Tab.
All - -

[

In a PivotTable or PivotChart, external connections canbe _© _
refreshed using the [Refresh] button on the Analyze Tab. )

Connections

o
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©

Importing
External Data
Using the
PivotTable Tool

Creating a PivotTable from External Data Using the
PivotTable Tool

The advantage of creating the External Data Connection from
the PivotTable tool is efficiency. By using the Create PivotTable
dialog box, you can create the connection and the PivotTable
simultaneously.

® Select the Insert Tab and click the down arrow on the
[PivotTable] button.

The Create PivotTable dialog box will be displayed.
@ Click the Use an External Data Source option button.

Choose the data that you want to analyze
() Select a table or range

Table/Range: @

®)iUse an external data source;

Choose Connection...

Connection name:
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed
() Mew Worksheet
(®) Existing Worksheat
Location: | Sheet1!SAS1 EI
Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

® Click the [Choose Connection...] button.

® When the Existing Connections dialog box appears,
select an item from the list and click [Open].

-OR -
® Select [Browse for More...] to select a database not
yet connected.

Existing Connections ?

Select a Connection or Table

Connections | Tables

Show: Al Connections [+]

Saved MlcrOSOft Connections in this Workbook n
Queries Area Fy eyt s et

Connection files on the Network
<No connections found >

m

Connection files on this computer

[[5‘ ABC Company #4 Absences
i) [Blank]
. ﬁ ABC Company #4 Employee List
Previously 2w
" Employee Employees
made connec- 2w
ﬁ MultipleCriteria Orders
tions Area -3 mak
ﬁ MultipleCriteria Products
7 Product names, suppliers, prices, and units in stock, J

). Browse for More...

Page C4
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©

L]
Importing ==
e |
== iv--| - |+ Search excelpiv--End of 44ug?.
E t I D t vi\ v excelpiv--End of 44ug2015 » [ | ! g2 P
X erna a a Organize Mew folder = B @
L3 - - -
Using the
g £ COLUMBUS xlsx
° [ Favorites £ DAYTONxlsx
PivotTable Tool m o
I & Downloads B MultipleCriteria.accdb
Continued %] Recent Places 1] My Pivot Tabledsx
4& OneDrive | My PivotTable Reportaxisk
| Page Fields.dsx
- Libraries B PivotTable Calculated xlsx
& Documents El | PivotTable Reportadsc
o Music B Shipping.xlsx
@] MyWebs B ShippingDatabase.accdb -
= Pictures a4 111} +
Mew So
File name: ~ | All Data Sources (*.odc;".mdb;*

® Once you have selected the database, click [Open].

® Depending on the external data source you have
chosen, you may be asked for login credentials
(a username and password) or other verifying
information. If so, enter the appropriate information
in the fields provided and click [OK].

® You will be returned to the Create PivotTable dialog box
to continue making your selections.

® When you click [OK], the PivotTable will be created.
You will see the PivotTable area and PivotTable Field
List Task Pane as before, but now the field headings
in the PivotTable Field List are from the external data
source that you have selected.

® Once you build a PivotTable using external data, you
can refresh the table by clicking the Refresh button
on the Data Tab. You may also use the [Refresh]
button on the PivotTable Tools Analyze Tab or
the PivotChart Analyze Tab. This will update the
PivotTable with any changes made to pertinent data in
the source database.

The connection you have created will be listed in the
Existing Connections dialog box located on the Data Tab in
the Connections Group for future use.
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Action 5.1 - Creating a PivotTable from External Data Using the

PivotTable Tool

Instructions: Results/ Comments:
1. Open a blank workbook.
2. Select the Insert Tab.
3. From the Tables group, select the

10.

11.

12.

13.

14.

[PivotTable] button.

Select the Use an external data source
option button.

Click [Choose Connection...].

Click the [Browse for More...] button.
From the exercise files folder, select the
MultipleCriteria.accdb file.

Click [Openl.

From the list of available tables in
the Select Tuble dialog box, choose the
Products table.

Click [OK], then click [OK] again
to close the Create PivotTable dialog
box.

Drag CategoryID to the Rows area.
Drag SupplierID to the Columns area.

Click on the checkbox for
UnitsInStock.

Save the file in your Student Folder
with the name Products PivotTable
and close the file.

This will open an Explorer window to
allow you to browse for the database file.

This will open the Select Table dialog box
which lists all of the tables and queries
available to import.

This will create a PivotTable frame and
show a PivotTable Field List with fields
from the Products table.
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Creating a
PivotTable from
an Access Object

Note

Itis a good idea

to run advanced

queries in the
database program and
then connect to the
resulting query or table.

©
PivotTables can also be created from Access database objects
using the Data Ribbon. Just like a linked spreadsheet, the data in
the PivotTable is also linked to the data in the Access database.

The advantage to using this method is that Excel only looks for
Access data, making it easier to browse for the source file.

The disadvantage to using this method is that this method does
not add the connection to the existing connections for future use.

Using the Data Ribbon
@ Display Excel’s Data Ribbon.

Formulas Review View

Q Tell me what you want to do

Al Y

Zl Sort Filter

File Home Insert Developer

f% [:* [E D::)- ||=6" =] Connections

From From From From Other Existing New Refresh
Access Web Text Sourcesv  Connections  Query~ D:“ Recent Sources All~

Get External Data

Page Layout

D FD [ Show Queries

D From Table
Yr Advanced

Get & Transform Connections Sort & Filter

@ In the Get External Data group, click the [From
Access] button.

® The Select Data Source dialog box will be displayed.

® Select the Access database that will serve as the source

of the data.
Select Data Source =
@k}'l + Databases ~ T3] [[Search Databases 2|
Organize *  New folder - 0 @

“ @Y MultipleCriteria.accdb
A5 ShippingDstabase.sccdb

3] Microsoft Excel

¢ Favorites
B Desktop
& Downloads

n

] Recent Places
& OneDrive

3 Libraries
= Documents
o Music
5 MyWebs

= Pictures

New Source...

File name:

@ Click the [Open] button.

Excel 2019: PivotTable Features, Rel. 1.0, 02/21/2020
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Creating a
PivotTable

& If the Access database being used has multiple tables
or queries, the Select Table dialog box will be displayed.

from an Access I
Ob'ect ["] Enable selection of multiple tables
-! u MName Description  Modified Created

continued ~TMPCLP11811 12/30/2014 9:08:58 AM  12/30/2014 9:04:32 AM
CompanyhMames 12/30/2014 9:08:28 AM  12/30/2014 9:08:258 AM
Countries 12/30/2014 9:08:28 AM  12/30/2014 9:08:25 AM
Orders 12/30/2014 9:08:28 AM  12/30/2014 9:08:28 AM
Products 12/30/2014 9:08:28 AM  12/30/2014 9:08:28 AM
Tabled 12/30/2014 9:08:28 AM  12/30/2014 9:08:25 AM
4 L 2

[ QK ] ’ Cancel
Note

If the Access
database has only
one table, the Select

Table dialog box will not

® Choose the table or query that contains your source
data.

® Click the [OK] button.

appear.
® The next step is to use the Import Data dialog box to
select how you want to view the imported data in
Excel.
Impaort Data ?ox
Select how you want to view this data in your workbook.
@ Table
() PivotTable Report
I (O PivotChart
[E* ) Only Create Connection
Where do you want to put the data?
@ Existing worksheet:
=3K540
Note - - \ ) New worksheet
If you miss this [ Add this data to the Data Model
step, you can
also access the ﬁ Properties... v] [ oK l [ Cancel ]

[Properties] button from
the Connections group
on the Data Tab

@ Click the [Properties] button in the Import Data dialog
J box to see the Connection Properties dialog box.
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Creating a
PivotTable
from an Access
Object,

continued

¢ In this box you can enable or disable settings for

Connection Properties ?

Connection name: |ShippingDatabase

Description:

Usage | Definition

Refresh control
Last Refreshed:
Enable background refresh
|:| Refresh every |60 | minutes
|:| Refresh data when opening the file

workbook
Refresh this connection on Refresh All
OLAP Server Formatting
Retrieve the following formats from the server when using this
connedion
Number Format Fill Calor
Font Style Text Colar
QLAP Drill Through
Maximum number of records to retrieve
Language

Retrieve data and errors in the Office display language when
available

Remaove data from the external data range before saving the

connections to external data sources, and use, reuse or
switch connection files.

® The Usage tab is used to control the way that the
connection information is used in the workbook.

&

® The Definition tab controls how the connection

If you put a check by Refresh data when opening
the file, the table data will be refreshed from the
database when you open the Excel workbook.

You can also specify how much time should pass
between refreshes with the Refresh every check

box.

information is defined and the source of the connection
information.

&

When everything is set the way you want, click
[OK] to implement the changes and return to the

Import Data dialog box.

When you have selected the PivotTable Report or
PivotChart option button in the Import Data dialog

box, click the [OK] button.

©
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©
Here is the original data from the Access database.

Creating a
PivotTable

All Access Obje... @ «|| 5 attase
Search 5 Salesperson + Product Name -| Country - | Quantity -
sarch..
Mancy Davolio | Geitost Italy 20
rom an Access bl ’ i
Nancy Davolio Tarte au sucre Italy 10
EH companyMames : .
° MNancy Davolio Jack's New England Clam Chowder  Italy 20
o b ect B countries Nancy Davolio Teatime Chocolate Biscuits Italy 5
j 1} ER orders Nancy Davolio Zaanse koeken Italy 5
continued ER Producs Nancy Davolio Chef Anton's Cajun Seasoning Italy 5
B Tables Nancy Davolio Guarana Fantastica Italy 12
Queries N MNancy Davolio Raclette Courdavault Italy 6
*
3 qnitalyND

Here is a PivotTable report based on imported data from the
database.

A B c D E F 6 -
1 PivotTable Fields Ve
2 ACIVE | ALL
3 |salesperson | ~|Countri~  Product Name ~ | sum of Quantity
4 =NancyDavolio  “ltaly  Chef Anton's Cajun Seasoning 5 e -
5 Geitost 20 P anyltalyND
3 Guarand Fantéstica 12 ) Salespersan
7 Jack's New England Clam Chowder 20 ] Prodhuct Name
8 Raclette Courdavault 5
9 Tarte au sucre 10  Country
o 7 Quantity
10 Teatime Chocolate Biscuits 5
1 Zaanse koeken 5
12 Italy Total 83
13 Nancy Davolio Total 83
14
15
16 Drag fields between areas below:
17
o FILTERS COLUMNS
19
20
21
2
Z ROWS ¥ VALUES
i: Salesperson | Sum of Quant...
2% Country -
27 Product Name ¥
28
™ etz [ ® G 5 - Defer Layout Update UPDATE

& If you right click on the table you created in Excel, and
click the Refresh option from the pop up menu that
appears, the data in your Excel table will be updated
with any changes made to the source data in the
database.

o
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Action 5.2 - Creating a PivotTable and PivotChart from Access Data

Instructions:

Results/ Comments:

1. Open a blank workbook.
2. Select the Data Tab.

3. From the Get External Data group,
select the [From Access] button.

4. Select the MultipleCriteria.accdb
database from your exercise files folder,
click [Open].

5. In the Select Table dialog box, select
Orders and click [OK].

6. In the Import Data dialog box, select
[PivotChart].

7. In the Where do you want to put the data?
area, make sure Existing Worksheet is
selected and the range in the text box is

[$AS1].
8. Click [OK].

9. The PivotChart and PivotTable frames
will appear on the worksheet and the
PivotChart Fields will appear on the
right-side of the worksheet.

10. Click on the PivotChart frame.

11. In the PivotChart Fields Task Pane
select ShipCountry and drag to Axis
(Categories).

Select Table PEIES
D Enable selection of multiple tables

Hame Description Maodified
Categories Categories of The Garden Company praducts, 8/27/2006 11:42:13 AM
Customers 8/27/2006 11:41:58 AM
Employees 8/27/2006 11:42:01 AM
Order Details 8/27/2006 11:42:03 AM
Orders 8/31/2006 10:14:13 AM
Products Praduct names, suppliers, prices, and units in stack, 8/27/2006 11:42:07 AM
Shippers 8/27/2006 11:42:08 AM
Suppliers 8/27/2006 11:42:11 AM
<[ 1 ] r

PivotChart Fields s
Choose fields to add to report: A

CustomerlD
Employeeld
Freight
OrderDate
OrderlD
RequiredDate
ShipAddress
ShipCity
ShipCountry
ShipName
ShippedDate
ShipPostalCode
ShipRegion
ShipVia

Drag fields between areas below:

FILTERS LEGEND (SERIES)
AXIS (CATEG.. & VALUES
Defer Layout Update UPDATE
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Action 5.2 - Creating a PivotTable and PivotChart from Access Data,

continued

Instructions:

Results/ Comments:

12.

13

14.

15.

16.

17.

18.

19.

Then drag ShipRegion and
ShipPostalCode from the PivotChart
Fields Task Pane into the Axis
(Categories) under ShipCountry.

.Drag Freight into the Values area.

In the Values area, click on the drop-
down arrow next to Sum of Freight
and select Value Field Settings....

Select the [Number Format] button.

When the Format Cells dialog box
opens, select Accounting to format the
field.

Click [OK] to close the Format Cells
dialog box, and then click [OK] again
to close the Value Field Settings dialog
box.

In the PivotChart Fields Task Pane,
drag the ShipPostalCode out of the
Axis fields (Categories) box.

In the PivotChartTools, click the
Design Tab. In the Chart Layouts
group, select [AddChartElment] and
trace to Data Table and then select No
Legend Key.

This will start to populate the PivotChart
and the PivotTable with the items that you
have selected and you will begin to see
how the data is going to display.

Notice that the PivotChart which, is
displayed, does not display very useful
information at this point. We will make
changes to display the information we
need.

Notice that the PivotTable changes to
show totals by Country and Region and
a Grand Total is at the bottom of the
PivotTable.
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Action 5.2 - Creating a PivotTable and PivotChart from Access Data, continued

Instructions: Results/ Comments:
Sum of Freight
A Total

1 |Row Labels ~ Sum of Freight $800.00

5700.00
2 =Canada 5 136.10 5600.00

5500.00
3 BC 5 132.60 5400.00

; $300.00
4 Québec 5 3.50 520000  Total
5 |EUSA ) 875.50 IS
BC Queb CcA ] Ma MO MT  OR Ut wWa  Wv
3] CA 5 42.60 &e
Canada UsA

? ID 5 42'40 Total 5132 535 342 542 513, 518 524 53B. 532 5683 SBO
8 1A 5 13.25 ShipCountry = ShipRegion =
9 MO 5 18.00
10 MT 5 24.50
11 OR 5 38.85
12 uT 5 3.25
13 WA 5 683.70
14 W 5 8.95
15 |Grand Total 5 1,011.60

The resulting PivotTable and

20. Save the file as My PivotChart.xIsx and

close the file.

[y

votChart should look like this:

A table containing the amounts for each
region appears below the horizontal axis.

Excel 2019: PivotTable Features, Rel. 1.0, 02/21/2020

Appendix C: Creating PivotTables from External Data - 2016, Page C13




Appendix C: Creating PivotTables from External Data - 2016

©
|mpo rting The Microsoft Query Connection allows you to import data
Data Usin from any Microsoft Application while filtering the data. The

ata Using advantage of using this method is that the data that is imported
M ICI'OSOft Query tits a specific criteria and you do not end up with data you

. cannot use or that has to be deleted. In addition, any connection

Connection established using this method is added to the Existing
Connections list and can be used in future data retrieval.

® Select the Data Tab.

® From the Get External Data group, click the [From
Other Sources] drop-down arrow.

sRh G| E

From  From  From  From Other Existing
Access Web  Text  Sources~ ' Connections

et External Data

® A menu is displayed with a number of options for
connecting to an external data source.

The bottom option in this menu, Microsoft Query, is a
powerful tool that will allow you to create a connection
and build a query. A query is a way to extract specific
information from a database.

(Al & |[ee|af@|Y

From Other Existing Refresh ‘ il‘ Sort Filter
Sources» ' Connections | All~ e s
| \ From SQL Server
E Create a connection to a SQL Server table. Import data into Excel as a
Table or PivotTable report.

From Analysis Services
Create a connection to a SQL Server Analysis Services cube. Import data
- into Excel as a Table or PivotTable report.
m From Windows Azure Marketplace
\:/ Create a connection to a Microsoft Windows Azure DataMarket Feed.
Import data into Excel as a Table or PivotTable report.
| From OData Data Feed
= Create a connection to an OData Data Feed. Import data into Excel as a
Table or PivotTable report.

b

Y From XML Data Import
e Open or map a XML file into Excel.

. From Data Connection Wizard
E_ Import data for an unlisted format by using the Data Connection Wizard
B . 5oL ?
and OLEDB.
From Microsoft Query
Import data for an unlisted format by using the Microsoft Query Wizard
g o ik = e S
and ODBC. Functionality is limited for compatibility in previous versions.

o
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Importing
Data Using
Microsoft Query

Connection,
continued

Note

ODBC stands for Open A

Database Connectivity.

This is a utility used to
define a connection between a
computer and a database. The
ODBC connection contains
information needed to allow
a computer user to access
the information stored in a
database that is not located
on the local computer.

- J

® Once you have selected From Microsoft Query from
the [Other Sources] button, you will see the following
dialog box. You will be creating an ODBC connection to

S O o @

the database.

The <New data source> option should already be

selected.

Choose Data Scurce

Databases l Queries] OLAP Cubes

<Mew Data Source:

dBASE Files®

[ o |
[ Gt |
Eucel Files Q
[ B |
I

M5 Access Datsbase”

Test
Yigio Database Samples?

@ ¥ Use the Query Wizard to create/edit queries

Click [OK],

The Create New Data Source dialog box displays.

Type a name for your data source.

Click the drop-down to select a driver type for the new

data source.

g N
Create New Data Source &J

‘What name do you want to give your data source?

1. |Test2

Select a diiver for the type of database you want to access:

L]

Driver da Microsoft para arquivos texto (*tst; % csv)
Driver do Microsoft &ccess [*.mdb]
3, |Driver do Microsoft dBase (*.dbf)
Driver do Microsoft Excel[.xls)
Driver do Microsoft Paradox (*.db )
Driver para o Microsoft Visual FoxPro
. |Microsoft Access dBASE Driver (*.dbf, * ndsx, *.mdsx)
ticrosoft Access Driver [*.mdb
Microsoft Access Diiver [*.mdb, * accdb) <

a o5 ]| cmee

m. | »

-

\

oI ===

What name do you want to give your data source?
1 [Testz

Select a diiver for the type of databass you want to scosss
2 e (b )

Click Cannest and enter any information requested by the driver

3 Comest.

4| =]
I=

) Cancel

® Click the [Connect] button to establish a connection.
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©

Importing
Data Using
Microsoft Query

Connection,
continued

o

® Click on the [Select] button

ODBC Microsoft Access Setup P =%
[ oK
Cancel
Database
Database Help
Select... | Create. ‘ Repair.. Compact... ‘
Advanced...
System Database
' None
" Database
g Options=>> ‘

® Browse to the location of the database and select the
database you want to connect to. Click [OK].

Select Database =

Database Name Directories: 0K
ShippingDatabaze accdb ¢ \desktop'databases
D 4

Cancsl
e -

= Users

[ David FEE
%’E’D[?;“ED I Read Only
aases [~ Exclusive
List Files of Type: Drives:

|}-‘\ccess Databases I_“.muj | Hec: 05 j Metwork. .

® You may be asked at this point to provide login
credentials for the data source. Enter your login
credentials and click [OK].

.F_ogin @
—Data Source ,
. Cancel
 Authorization |
Login name: r Database...
Password: ] Help

® Once this named connection is created, the Query
Wizard-Choose Columns dialog box will open to
allow you to choose the tables and the columns of
information that you can include in your query.
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©

°
Importing T —— 5
° what columng of data do you want to include in your query?

Da ta U s I n g Available tables and columns: Calumng in your queny:

° =1 CompanyMames - > Company Mame J

1] Courtry
M I c rOSOft Qu e ry Countiies_|D A J J
° =l Countries 3 <<
Connection o
o '
. 1 Produrts S
contl nued Preview of data in selected column:
@ Preview Now Cptions... Meat > Cancel

@ Select the table you want to include in your query by
clicking on the [Expand] button, [ +]. Then, select the
column of data you want to include in your query.
Press the [ > ] to move your selection into the Columns
in your query box.

® When you have selected all the columns you want to
include in your query, click [Next]

® The Query Wizard - Filter Data dialog box is displayed.
You can filter the data to extract specific information.

@ Select from one of your Column to filter: and in the Only
include rows where: drop-down use the search criteria to
build your filter.

® Once you have made all of your selections, click [Next].

Query Wizard - Filter Data — ]

Filter the data to specify which rows to include in your query,
If you don't want to filter the data, click Next.

Column to filter: Only include rows where:
Company Name

does not equal
is greater than

is greater than or equal to
is less than

@ < Back I Next > I Cancel |

® The Query Wizard - Sort Order dialog box will open and
offer you the option to sort your selected data. Select
the drop-down under Sort by and choose Ascending or
Descending.

® Once you have completed your selections, click [Next].

o
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Importing
Data Using
Microsoft Query

Connection,
continued

Query Wizard - Sort Order =
Specify how you want your data sorted.
If you don't want to sort the data, click Mexst.
Sor by 5 =
* fgcending
C M -
| ompary Hams J " Descending
Then by
| I
~
| I
§ -
@ < Back | Next = | Cancel |

The final step is the Query Wizard - Finish dialog
box which offers you the options to Return Data

to Microsoft Excel or View Data or Edit Query in
Microsoft Query if you want to make any changes,
and Save Query if you are going to use the query
again.

g Save As lﬁ
Savein: | Cueries j o B
= Name ° Date modified Type
"
Rec;:t-fl:laces Query from M5 Access Database.dqy 8/8/201510:29 PM Microsoft
B Query frem Multiple.dey 8/8/201511:45PM  Microsoft
" & 8 Shipping Quantity Over 20.dqy 8/8/20151006 PM  Microsft
Desktop
w=all
Libraries

-
Computer
w
Network

1 [ i r

File niame: [Boen from Mutiple day] = Save
Save as type: ‘Ouery Files {* day) j Cancel

Name the query if you are going to save it. You will
see in the background the information the query is
extracting from the table. Click [Save].

If you are selecting the option to Return Data to
Microsoft Excel, Click [Finish].

o
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Importing
Data Using
Microsoft Query

Connection,
continued

P
Import Data

Pl X

[ @ Table

1[5 O PivotChart

Select how you want to view this data in your workbook.
() PivotTable Report
Eg Cnly Create Connection

‘Where do you want to put the data?
@) Existing worksheet:

=5431 5.5
() Hew worksheet
Add this data to the Diata Model
Properties... ] [ OK l ’ Cancel

You will now see the Import Data dialog box offering you
the import options for your data, Click [OK].

Your Query data will then appear in an Excel worksheet

based on your selections in the dialog box.

A

Around the Horn
Berglunds snabbkdp
Blauer See Delikatessen
Bon app'

B's Beverages

Cactus Comidas para llevar
Chop-suey Chinese

Du monde entier

W~ Ot B W k) e

-
o

Eastern Connection
Franchi S.p.A.
Godos Cocina Tipica

=
(R

Excel table created from imported data

B c
Order 1D B order Date Bl Qua

10812
103812
10428
10908
10942
11010
10562
10655
10727
10813
10851

1/2/2007 0:00
1/2/2007 0:00
1/28/2007 0:00
2/26/2007 0:00
3/11/2007 0:00
4/9/2007 0:00
6/9/2007 0:00
9/3/2007 0:00
11/3/2007 0:00
1/5/2007 0:00
1/26/2007 0:00

40
20
20
20
28
20
20
20
20
35
42

©
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Action 5.3 - Importing From External Data

Instructions: Results/ Comments:

1. Open a blank workbook.

2. Select the Data Tab.

3. From the Get External Data group, Offers options of connecting to a variety
click the [From Other Sources] button. of databases to obtain information for

analysis.

4. Select From Microsoft Query. The Choose Data Source dialog box will

open.

5. Make sure <New Data Source> is
selected and click [OK].

6. In the Create New Data Source dialog
box, type Test for the name of the Data
Source.

7. From the Select a driver for the type of This ensures the necessary filter is used for
d.utubase you want to access: drop-.down Excel to interpret the data coming from the
*.mbd, *.accdb].

8. Under Click Connect and enter any Create New Data Source 3
information reques ted by the driver:l CliCk what name do you want to give your data source?
[Connect] 1. [Test

. Select a driver for the type of database you want to access:

9' In the ODBC Mlcrosoft ACC€SS Setup 2 |Microsoft Aocess Diiver [* mdb, * accdh) j
dialog bOXI under Databa‘sel Cth Click Connect and enter any information requested by the driver:
on [Select] and browse to select the 3 Connect..
database ShippingDatabase.accdb.

4| |
10. Click [OK] to close the Select Database r
dialog box. e | Concel |
11. Then, click [OK] in the ODBC Microsoft o |__Coresl |
Access Setup dialog box to return to the
Create New Data Source dialog box.
10. Under Select a Default Tublefor Your Data Here, you can see the existing Access
Source (OptiOTllll) select the dI'Op-dOWD. Objects in this file from which you can
extract information.
11. Do not make a selection. Click [OK].
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Action 5.3 - Importing From External Data, continued

Instructions:

Results/ Comments:

12. You may be prompted with a Login
Credentials dialog box. If so, select
[OKI.

13. Click [OK] to close the Choose Data
Source dialog box.

14. Click the [+] to expand the
CompanyNames table.

15. Select CompanyName and click the
[ > ] arrow to move it into the Columns
in your query: box.

16. Repeat steps 14 and 15 to move
OrderlID, Order Date and Quantity.

17. Click [Next].

18. Select Quantity in the Column to filter:
box, then select the drop-down under
Quantity to Only include rows where:

and choose is greater than or equal to.

Select 20.0 from the next drop-down.

19. Click [Next].

20. Select [Next] to skip the Query Wizard-
Sort Order step.

The Query Wizard — Choose Columns dialog
box will open and display the Available
Tables and Columns you can select to add to
the Columns in Your Query to be imported
into your Excel workbook.

LJUETY VYIZAra - _NOOSE LOoIUmns e

‘what columng of data do you want to include in your query?
Available tables and columns:
~TMPCLP11811
ComparyM ames
Countries
Orders
Products
Tabled

Colurnnz in your query:

A

Preview of data in selected column:

@ Options... Cancel

The Query Wizard — Filter Data dialog box
will open and offer you the ability to filter
the data imported by criteria you select.

Query Wizard - Filter Data P4

Fiter the data to specify which rows ta include in your query,
If you don't want o fiter the data, dlick Next

Column to fiter Only include ros
Quantity

[is creater than or equalto = | [200 =
& and C0Or

[ L =]
[ = =]
( [
@ <Bock | MNed> | Cancdl |

The Query Wizard-Sort Order dialog box is
displayed.

The Query Wizard - Finish dialog box is
displayed.
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Action 5.3 - Importing From External Data, continued

Instructions:

Results/ Comments:

21.

22.

23.

24.

25.

26.

27.

28.

At this point, Return Data to Microsoft
Excel should be selected in the Query
Wizard-Finish dialog box.

Click the [Save Query] button and
name the query Shipping Quantity

Over 20. Then click [Savel.

Click [Finish] in the Query Wizard-
Finish dialog box.

Select PivotTable Report in the Select
how you want to view this data in your
workbook.

Click [OK] to place the PivotTable

frame in the existing worksheet
starting at cell Al.

Drag Company Name to the Rows
area.

Drag Quantity to the Values area.

Save file as External Query.xlsx.

We will save the query so that we can
re-run it if necessary.

The Import Data dialog box will open.

Impaort Data IS

Select how you want to view this data in your workbook,
[ () Iable
@ PivotTable Report
1 () PivotChart
[‘ Only Create Connection
‘Where do you want to put the data?
@) Existing worksheet:

=5A51

() Mew worksheet

Add this data to the Data Model

Properties... ] [ QK ] ’ Cancel
| A
1 Row Labels ~ | Sum of Quantity
2 |Around the Horn 40
3 Berglunds snabbkap 20
4 |Blauer See Delikatessen 20
S |Bonapp' 20
Your Pivot Report 7 Zitm 0
p 7 Cactus Comidas para llevar 20
. . 8 |Chop-suey Chinese 20
should look similar o cumeneenie 20
. 10 Eastern Connection 20
tO thls: 11 Franchi S.p.A. 35
12 Godos Cocina Tipica a2
13 Gourmet Lanchonetes 30
14 Great Lakes Food Market 25
15 GROSELLA-Restaurante 40
16 Hanari Carnes 35
17 Hungry Coyote Import Store 24
18 Hungry Owl All-Night Grocers a0
19 Island Trading 25
20 |K&niglich Essen 70
21 |La corne d'abondance 20
22 Let's Stop N Shop a0
23 |LILA-Supermercado 20
24 Lonesome Pine Restaurant 21
25 Maison Dewey 20
26 Rancho grande 20
27 |Rattlesnake Canyon Grocery 20
28 Richter Supermarkt 50
29 simons bistro 40
30 Spécialités du monde 25
31 Split Rail Beer & Ale 30
32 |The Big Cheese 30
33 |Toms Spezialitaten 30
34 Tortuga Restaurante 24
35 |Wartian Herkku 25
36 \Wellington Importadora 24
37 |White Clover Markets 50
38 |\Wilman Kala 50
39 Grand Total 1113
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TCW BOOK MICROSOFT OFFICE EXCEL

PR ASSOCIATE EXAM MO-200

Excel Level 1 L-1

Excel Level 2 L-2 =

Excel Level 3 1.3 |Import data into workbooks

Excel Formulas FM Import data from .txt file DA

Excel Data Analysis DA Import data from .csv files DA

Excel Charts CH

Excel PivotTables — PT ['Nfa0 ionte within workbooks

Excel Data Analysis with S T for d i book

PowerPivot PPT earch for data within a workboo L-1
Navigate to named cells, ranges, or workbook L0
elements
Insert and remove hyperlinks L-3

Format worksheets and workbooks

Modity page setup L-1
Adjust row height and column width L-1
Customize headers and footers L-1

Customize options and views

Customize the Quick Access toolbar L-1
Display and modify workbook content in L2
different views

Freeze worksheet rows and columns L-2
Change window views L-2
Modity basic workbook properties L-2
Display formulas L-1

Configure content for collaboration

Set a print area L-1
Save workbooks in alternative file formats L-1
Configure print settings L-1
Inspect workbooks for issues L-1




TCW BOOK
CODES
Excel Level 1 L-1
Excel Level 2 L-2
Excel Level 3 L-3
Excel Formulas FM
Excel Data Analysis DA
Excel Charts CH

Excel PivotTables PT
Excel Data Analysis with
PowerPivot PPT

Manipulate data in worksheets

Paste data by using special paste options L-1

Fill cells by using Auto Fill L-1

Insert and delete multiple columns or rows L-1

Insert and delete cells L-1
Format cells and ranges

Merge and unmerge cells L-1

Modity cell alignment, orientation, and

indentation L

Format cells by using Format Painter L-1

Wrap text within cells L-1

Apply number formats L-1

Apply cell formats from the Format Cells dialog 11

box

Apply cell styles L-1

Clear cell formatting L-1
Define and reference named ranges

Define a named range L-2/FM

Name a table DA
Summarize data visually

Insert Sparklines L-2

Apply built-in conditional formatting L-2

Remove conditional formatting L-2
Create and format tables

Create Excel tables from cell ranges L-2

Apply table styles L-2

Convert tables to cell ranges L-2
Modify tables

Add or remove table rows and columns L-2

Configure table style options L-2

Insert and configure total rows L-2




TCW BOOK
CODES
Excel Level 1 L-1
Excel Level 2 L-2
Excel Level 3 L-3
Excel Formulas FM
Excel Data Analysis DA
Excel Charts CH

Excel PivotTables PT
Excel Data Analysis with
PowerPivot PPT

Filter and sort table data

Filter records L-2
Sort data by multiple columns L-2
Insert references
Insert relative, absolute, and mixed references L-1
Reference named ranges and named tables in L0
formulas
Calculate and transform datas
Perform calculations by using the AVERAGEY), L1
MAX(), MIN(), and SUM() functions
Count cells by using the COUNT(), COUNTA(), DA
and COUNTBLANK() functions
Perform conditional operations by using the
IF() function M
Format and modify text
Format text by using RIGHT(), LEFT(), and DA
MID() functions
Format text by using UPPER(), LOWER(), and DA
LEN() functions
Format text by using the CONCAT() and DA
TEXTJOIN() functions
Create charts
Create charts L-2/CH
Create chart sheets L-2/CH
Modify charts
Add data series to charts L-2/CH
Switch between rows and columns in source L2/CH
data
Add and modify chart elements L-2/CH
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TCW BOOK MICROSOFT OFFICE EXCEL

CODES
7 EXPERT EXAM MO-201
Excel Level 2 L-2
Excel Level 3 L3 |Manage workbooks
Excel Formulas FM Copy macros between workbooks L-3
Excel Data Analysis DA Reference data in other workbooks L-3
Excel Charts CH Enable macros in a workbook L-3
Excel PivotTables ) .PT Manage workbook versions L-2
Excel Data Analysis with
PowerPivot PPT
Prepare workbooks for collaboration
Restrict editing L-2
Protect worksheets and cell ranges L-2
Protect workbook structure L-2
Configure formula calculation options FM
Manage comments L-2

Use and configure language options

Configure editing and display languages L-1

Use language-specific features L-1

Fill cells based on existing data

Fill cells by using Flash Fill L-1
Fill cells by using advanced Fill Series Lo
options

Format and validate data

Create custom number formats L-1
Configure data validation L-3/FM
Group and ungroup data L-3
Calculate data by inserting subtotals and L3
totals

Remove duplicate records DA




TCW BOOK
CODES
Excel Level 1 L-1
Excel Level 2 L-2
Excel Level 3 L-3
Excel Formulas FM
Excel Data Analysis DA
Excel Charts CH

Excel PivotTables PT
Excel Data Analysis with
PowerPivot PPT

©

Apply advanced conditional formatting and filtering

Create custom conditional formatting rules L-2

Create conditional formatting rules that use

formulas L2

Manage conditional formatting rules L-2

Perform logical operations in formulas

Perform logical operations by using
nested functions including the IF(), IFS(), FM
SWITCHY),

SUMIF(), AVERAGEIF(), COUNTIF(),
SUMIFS(), AVERAGEIFS(), COUNTIFS(), FM
MAXIFS(),

MINIFS(), AND(), OR(), and NOT()

functions M

Look up data by using functions

Look up data by using the VLOOKUP(),
HLOOKUP(), MATCHY(), and INDEX() FM
functions

Use advanced date and time functions

Reference date and time by using the

NOW() and TODAY() functions M

Calculate dates by using the WEEKDAY/()

and WORKDAY() functions M

Perform data analysis

Summarize data from multiple ranges by

using the Consolidate feature L3

Perform what-if analysis by using Goal Seek
and Scenario Manager

Forecast data by using the AND(), IF(), and

NPER() functions M

Calculate financial data by using the PMT()

function FM




TCW BOOK
CODES
Excel Level 1 L-1
Excel Level 2 L-2
Excel Level 3 L-3
Excel Formulas FM
Excel Data Analysis DA
Excel Charts CH

Excel PivotTables PT
Excel Data Analysis with
PowerPivot PPT

Troubleshoot formulas
Trace precedence and dependence FM
Monitor cells and formulas by using the M
Watch Window
Validate formulas by using error checking M
rules
Evaluate formulas FM
Create and modify simple macros
Record simple macros L-3
Name simple macros L-3
Edit simple macros L-3
Create and modify advanced charts
Create and modify dual axis charts CH
Create and modify charts including Box &
Whisker, Combo, Funnel, Histogram, Map, CH
Sunburst, and Waterfall charts
Create and modify PivotTables
Create PivotTables PT
Modify field selections and options PT
Create slicers PT
Group PivotTable data PT
Add calculated fields PT
Format data PT
Create and modify PivotCharts
Create PivotCharts PT
Manipulate options in existing PivotCharts PT
Apply styles to PivotCharts PT
Drill down into PivotChart details PPT




