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MAKING TECHNOLOGY WORK FOR YOU

PivotTable Magic

Exploring complex Excel data is easier with a PivotTable.

QOur tips show you how. By BEN Z. GOTTESMAN

icrosoft Excel’s Pivot-

Tables give you an

amazingly flexible wav

to analyze your data.

PivotTables can take

any list in Excel, or the results of a data-

base query, and let you slice and dice the
data in almost any imaginable way,

Consider, for instance, our sample data

set, which provides detailed sales infor-

mation for a chain of superstores.

contain a certain value in a field, such as
how many orders were shipped within
cach product category. Just drag the
field label to the Row drop area, and
then drag it again to the Data drop area.
If the field contains text values, Excel

will count the number of instances of |

each value. If it contains numeric values

e | :
| but vou want a count instead of a sum,
) T T T = follow the next tip. |
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Data | PivorTable and PivatChart, and
walk through the process with the wiz-
ard, specifying what fields should be
summarized and where they should be
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for what vou can actually dowith a Pivot-
Table. The 14 tips that follow will help
you glean much more in-depth informa-
tion from your data.

Our sample data Excel spreadsheet
was provided tous by Tableau Software,
whose namesake software lets yvou cre-
ate tables of charts for an even deeper
look at large data scts. You can down-
load the spreadsheet to try out our tips
at go.pemag.com,/pivottables.

FOURTEEN WAYS OF LOOKING AT
A SPREADSHEET

Count Frequency: Sometimes you want
to know how many records in your list
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| can perform several other operations

PIVOTTAELE VARIATIONS
fields placed in the data zone. But vou

on them instead. Right-click within the
field and choose Field Settings. You can
now choose to summarize based on 11
different operations, from averages
and counts to standard deviations and
variances.

Sort Your Data in Your Order: By de-

fault, Excel sorts your dimensions (rows,

columns, and pages) alphabetically (or
chronologically, in the case of date/time
values). If you want to sort in your own

| order, such as East, Central, and West,

just grab one side of a label and drag it to
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MORE THAN THE SUM OF ALL VALUES

where you want it. Excel will remember
this order.

Sort Your Data Based on Another Field:
To zero in on particular results, you |
may want to sort your labels based on |
the values in another field. For example, |
you can find the best-selling items by '
sorting product categories based on the |
sum of the Sales Total field. To do this, |

|
|

double-click the row label for Product
Category, which makes the PivotTable
field dialog appear. Then vou click Ad- I
vanced, choose Descending under Auto-
Sort options, and, from the Using field

| drop-down list, select Sum of Sales To- |

tal. Clicking OK twice gets you back to

| the table.

—_— e

|
{
|
|
|
| Excel creates a separate row, column, I
|
[
|
[
{

Filter Your Data by a Specific Value:

tive results for a few product categories,
vou'd first have to set the value back to
“(All),” then double-click the Product
Category label in the Page area. In the

want to view all data again, don’t forget |

to unhide the records.
Filter Your Data Based on Values: [f vou
just want to look at the top performers

PivotTable field dialog that pops up, | inacategory—for instance, the ten best-

selling products—double-click on

FILTER YOUR DATA BASED ON VALUES

or page for each unique label in a list.
Sometimes you want to look at the val- |
ues for only one or just a few specific |
labels. For instance, to look at a specific

product category in our table, you would |

click on each category in the Hide Items
area that you don’t want to see. When
vou click OK to go back to the table, the
value “(All)" has changed to “(Multiple
Items)” to show that we're

[BINDERS AND BINDER ACCESSORIES
|BOOKCASFS

FE

Top 30 Retthos

looking at a filtered list.

If you want to see a break-
out by product category, but
only for specific categories,
place the Product Category
label in the Row area. When a
label is in the Row or Column

14 OFFICH 0 bt can g s = e o 2128 area, the drop-down box lets
iy Bleomur e you select each label you want
il o i to look at and removes all the
| e L others. As with most things in
== PivotTables, Excel remembers

E —— your settings fur_ﬁlt{:r:i. even
3 i if you drag the field label to

different dimensions. If vou

-

ot -2 I_ B | the field label (Product Category in
2 Eagen T | | our case) or right-click and choose
"2 Sum of Suins Tols | = | Field Settings..., then select the Ad-
T o | vanced button. Turn on Top 10 Auto-
: {EmOE | Show and choose the data field you
8 | CHAIRS [ e smens want to filter on. (Although the
-:E-_MR | feature is called Top 10 AutoShow,
:gﬂ".;’é-l'_-s L i | vou can choose to show anywhere
gioFen | Shmaemimen St oo | from]to 500 top items.)
16 phpEn | Ctmms ——— 3 | Grouping Dates: Often your
:';EFE'-'“ —— o t""| list will have a date field with the
FUBEE S o S Pl - e §
K —t=|| specific dates on which transac-
e, C=J = { tions occurred. In your analysis,
|22 TELEPHONES AND COMMLISCATION Lm_ | however, you'd probably prefer to

summarize information by month,
= quarter, or year. To do this, drag
the date field to a row, column, or page
dimension. Right-click within the ficld
or on its label and choose Group and
Show Detail and then Group. Excel will
sense that it’s dealing with date/time
data and offer to group it by seconds,
minutes, hours, days, months, guarters,
and years. You can even select mulriple
groupings, so vou can look at the data by
quarter and by year, for instance.
Grouping Other Data: Whar if a number
of values should be logically grouped, but
you don't have a field in your database
for those groups? For example, we have
region data, but you may want to look
at the Mid-Atlantic subregion, group-
ing Virginia, Maryland, and Delaware
together. Start by manually sorting the
rows so that related entries are together.
Next, highlight those entries, right-click,
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5 |Sum of Gross Frof .
E:Muﬂﬁﬂgﬁv = |Total Formula for value in column C
| 7 |APPLIANCES 23126.48) 23126 .48 aGETPIVOTDATA( Gross Profit” SASE “Product Catagary”,"AFPLIANCES")
| 8 [BINDERS AND BINDER ACCESSORIES 306GBB.B1| 23126 48 =BT
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and select Group and Show Detail and
then Group, A new field appears with a
label with the number 1 appended to the
name (such as Statesl), and vour grouped
items are listed as Groupl, Repeat these
steps for any additional groups you want
to create, Then, drag the more detailed
data (States) off the PivotTable, and
you'll be looking at the data by subregion,

Table toolbar and select Table Options.
Deselect AutoFormat Tables.

Change How Data Is Presented: Some-
times it"s more important to know how
much each value contributes to the
whole than to know the precise value
itself. For instance, if you look at the
sum of sales by product category, you'll
find that the figure for Telephones and

THE PROPER WAY TO POINT

twice, showing data first normally, then |
as a percent of the total.

The Proper Way to Point: If vou create
a formula with a reference to a cell in a |
PivotTable, and vou add the reference by
clicking on that cell, Excel defanlts to re-
ferring to the cell using the gETPIVOTDATA |

Click on the Statesl field label and typea | Communications is over $4 million. But | function, which can be verbose, making
[ [Sum of Seles Toid [Fagion [+ 1 noa Rl Rl e £ [Sum of Saks Total = 5
5 [Oroer Dale  [-|CEMTRAL _ EAET WEET _ [emwitew| know is what percentage of the | Proguct Calsgory =
g :;’3 W: ?‘,;3?3: company’s total sales thatis. To | [g APPLIANGES 1.549
Ex 1-'9;-3331 e 1:::&‘-;3{ get this value, right-click within _%.,EE&FEES?‘SD BINDER ACCESSORIES 1?‘?:
14 il o 1814481 - 7 L
10| b gmln Y b t]lle data and n;il_'mkmﬁ Field _Ser—_ 9| CHAIRS & CHAIRMATS 500
:; 1?;%: i 4] ,;ﬂf tings. Next, click the Options _'IE_.C‘.DMF'UTER PERIPHERALS 4954
{El| v2001[ | e 5| hugs| 13aseq Puttonand 5cicnft Show Data As _%lgﬁéﬁggﬁ Fax g.gg:
14| us2on| | o wais ey ‘% of column’. Click O to get out 13 1LABELS 5,884
:; A oaon ht‘? sz sore of the dialog, and you now see || 14 | OFFICE FURNISHINGS 1374
17 L2 - el imesds  that the telephone-sales propor- | | 15 | OFFICE MACHINES 3.18%
,:ﬂ 1472001 ety Lo H,MT;,E%' : tion is 52 percent | |7 PENS & ART SUPPLIES 0om
Lol weseootl v Gate 1= of the total. Show | | 18 | RUBBER BAKDS 0174
GROUPING DATES 320 =t Data As offers sev- | | 19 |SCISS0RS, RULERS AND TRIMMERS 0.269
[ e T 3 o3 eral other ways to -%?—'-fmlf A DRGANIZATION :':?
more suitable name, suchas {21 “ summarize the | [53{TELEPHONES AND COMMUNICATION | 51643
Subregion, and click on the '11 | o2 numbers, includ- | [ 23 [Grand Total 0O
Groupl label and type Mid- 1‘3| o ing as running | CHANGE HOW DATA IS PRESENTED i
Atlantic, 14 (2003 0irt totals and as a per- 3 e ]
Turn off AutoFormat: One ]g o centage of some | the formulas hard to decipher. We gener-
anneying aspect of Pivor- 47l ir4 other field. ally prefer using just the actual cell refer-

Tables is that, by default, Excel always
resizes the columns so that thev're all as
wide as the widest column or page label.

What Lies Beneath: If vou want to see
the records that contribute to a specific
value, just double-click on that value.

ence, BY, rather than =GETPINOTDATA("Gross
Profit™ $A%5 “Product Category 2%,“AP-
PLIANCES™],

This often pushes vour data way off the | Excel will create a new worksheet These are just a few of the tricks you
page, or makes cach column so far from | with these records. The records are | can do with PivotTables to get the most
the adjacent ones that it’s too difficult
to analyze the numbers. To stop this be- | | 4 Data -
havier and get control of column widths, | | 3 |Product Category [=|Sum of Sales Total? Sum of Sales Total
click the PivotTable button on the Pivot- 6 |APPLIANCES 130878.72 1.54%
| 7 _BINDERS AND BINDER ACCESSORIES 158207 .50 1.86%
| A ESSSSERNS C o | 8 BOOKCASES 145194,94 1.71%
o | 9 CHAIRS & CHAIRMATS 10600.83 7.20%
B3 11] | COMPUTER PERIPHERALS 417635.62 4. 920
4 |Sum of Sl 11 CGPEERE AND FAX 328261.98 3.88%
IEII%EE%J.% Eimmm Fﬁm?’rssﬂ.t.a DRAG THAT FIELD AGAIN ﬂND AGAIN out of your Excel data, Experiment with
7] o MARYLAND TIEGE3. 18 ST the options in the right-click menus and
%; e ggwfgﬁf ?ﬁgﬁg not linked back to the table’s source, so | all the dialog boxes. Try PivotCharts,
I'10] [CONNECTICUT |CONNECTICUT| 7éresagy| | changes made within them won't be re- | a graphical way to look at your data
1 [VERMONT _ [VERMONT rrazas ) | flected in the table or anywhere else, that's only one click away. And read
::g E.ﬂEﬁT Tl{fl st e *g‘?;ﬁ:ggf Drag That Field Again and Again: There's | our Beyond Excel story (go.pemag.com/
14 1OWA IS #aomas | nothing restricting you from using a par- | beyvondexcel) for reviews of Tahleau and
15 MICHIGAN  |MIGHIGAN NSENAT | ricular field more than onceinatable. For | other software solutions that let you
i %gggfg’? ::::;ES’ET" Simsssy | instance, perhaps you want to see sales | drillinto your data even farther.
18 WISCONSIN__ |WISCONSIN Z5eevaz| | by category both as a dollar amount and o %
19 [GENTRAL Total 189727004 | a5 a percentage of total sales. To do this, | Hen Z. Gottesman is an executive editor
| GROUPING OTHER DATA just drag the same field into the dataarea | of PC Magazine.
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