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Please Ask Questions Today

These webcasts are designed to be interactive. Some of
the best learning comes from questions from the
audience, and I'm here to help you.

[ often incorporate the answers to questions that get
raised into future sessions of this webcast, so your
questions might improve this presentation for others in
the future.

Please feel free to email questions to david@acctadv.com
after the presentation as well.

Next: Excel Versions
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Insert Page Layout

Alternate instructions for Excel 97-2003 |
appear on certain slides. |

FILE HOME INSERT

‘Excel 2010

Home Insert Page Layout Fol

Excel 2007

Home Insert Page Layout For

PAGE LAYOUT

B PR
Paste = Q[ =
v Fjle
Clipboard

Protect

2 Detailed handouts with numbered steps
make it easy for you to recreate the steps
you see me demonstrate onscreen.

Clipboard

Calibri
Use the Office button in Excel 2007

any time you see me use the File
menu in another version of Excel.

~ 11

16 As referred to during the presentation:
17 |Page 34 5
18 Page 35

1911 Page 3t hover over a slide number to view
20 Page 37 the PowerPoint slide that pertains

41 |Page 38 to a particular worksheet tab.
M 4 Text :

the presentation can be found on the Related
Articles tab of the example workbook.

At the bottom of each worksheet
in the example workbook, you can

16 |Transform ¢

4 4 » »| Related Articles .

Next: Ideal Data for Pivot
Tables
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‘Ideal Data for Pivot Tables

[~
FAIN™ B R

( Pivot Table 101 - Fruit.xlsx

Microsoft Excel [ 1 X4

Page Layout Formulas Data

Home Insert

Review

Vi Developer

v

itional Formatting ~__ 5*3 Insert ~

z - Aw

== « Each column must have a title.

—j » Titles need to be in a single cell.

pasty « Reword titles if necessary so that you
" | can remember what data is in that field.

Make sure the data file is anything except XLS. Certain
features will work differently or be disabled if your workbook
is in the obsolete Excel 97-2003 workbook forrmat.

P4+ Each title must be unique.
h_‘

A \ c D E F s | o [ ¥ 1 9 | %K
1@egion City Vendor Product Cases Sold Total SalesD
2 /North GA Atlanta FruitRUs Oranges 61638 6168 =
3| North GA Atlanta FruitRUs Apples 6079 106
4| North GA Atlanta FruitR Us Kiwi 6058
S)iNorth GA Atlanta | Fruit R Us Bananas Blank cells are permissible in columns that contain
6| NorthGA Atlanta  FruitRUs Mixed Berries text, but not in columns that are comprised of numbers.
7| North GA Atlanta Bob's Fruit Oranges ,
8] North GA Atlanta Bob's Fruit Apples 1565 21910
9] North GA Atlanta Bob's Fruit Kiwi 9967 99670
14 North GA Atlanta Bob's Frui Bananas 94 Be sure to remove any total
11 Mixed Berries 84 rows at the bottom of the list.
=1 No t?lank rows or column.s, all cells — a

| with data must be contiguous.
13 pples 7704
wg'e = - v

I}I]‘\] )Qﬁb; (:,.’:, Af:agi"a . vEnuflu Kiwi 551 = | }El
Ready | 73 | |[E@E 100% (=0 )

& | SKILL

Next: Initiating a Pivot Table 2 of 26
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Initiating a Pivot Table

7 ~
A" A 5 & Pivot Table 101 - Fruit.xisx - Microsoft Excel o B 2R
om w Page Layout Formulas Data Review View Developer (A 0 o EP 23
E'D'—f '7 7} S% [y shapes ~ T i Line ~ hg) Area ~ % Line }:‘i'l Q A= EE: Al Q
| ==s2 ; T2 smartart @B Pie v |1 Scatter ~ M Column | == - = -
Piy i i lumn e Slicer | Hyperlink |~ Text Header Symbols
1 lick h ithi data v } Bar v ‘J Other Charts ~ | ["a! Win/Loss Box & Footer "8 v
ICK anywhere within your data. Charts I Sparklines Filter Links Text
1 v\ Region v
Sy A c Foccrmotmabie ] N R
1 (Region i Vendor
| ty s Choose the data that you want to analyze
2 North GA Atlanta FruitR Us
| : {* Select a table or range
3 North GA Atlanta Fruit RUs &
| . = :
4 NorthGA Atlanta  FruitRUs By B rrutDaiaiasi:gres &l
5 NorthGA Atlanta  FruitRUs Leeariexieml doln s
6 NorthGA Atlanta  FruitRUs Goose Commecton.., |
7 North GA Atlanta Bob's Fruit aaRestha e
8 North GA Atlanta Bob's Fruit Choose where you want the PivotTable report to be placed
9 North GA Atlanta Bob's Fruit (¢ New Worksheet
10 North GA Atlanta Bob's Fruit " Existing Worksheet
11 North GA Atlanta Bob's Fruit Location: | =]
12 North GA Atlanta Fruitju cancel |
13 North GA Atlanta Fruitju Y
14 Narth GA Atlanta  Ernitio Kiwi 5519 2
4 4 » ¥ | FruitData . i | »
Ready | 73 | |[EEE 100% U ()
o SKILL Next: Pivot Table Interfaces 3 of 26
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Pivot Table Interfaces

A9 When you click on your pivot table, W o cBR
Home Inset  Pagelf these two menus appear on the ribbon. @ | Design 6@ o R
sroup Selection | = — = i v Ew (= D El Ei i
5 Q|| GrowmSelecton | g 8 7] = @ E] Q} Clear i i3 PivotChart [“Q Field List
; : @ Ungroup Ve — = :ﬂ Select v g s OLAP Tools ‘-+1J =/- BUﬁOHSI
PivotTable Active : Z| sort Insert = Refresh Change Data | Calculati f
v Field v | €3] Group Field A Shicpvn v Source~ | L@y Move PivotTable - What-If Analysis - | |EE] Field Headers
Group 301t & Filter Data Adions | This tab is labeled Analyze in Excel 2013.
A3 G Fe |
(S G B - S B > ) This is the Pivot Table Field List from Einble Beld e Z
1 which you select and position the fields , T £
2 | you want to see on the Pivot Table. % ik
: 7 [JRegion 2l
a Ocity
= I PivotTablel =| |[JVendor
: [JProduct oo
6 | Tobuild areport, choose [ Cases Sold =
7 | fields from the PivotTable '
8 Field List Drag fields between areas below:
3 This is the blank pivot table area W ReportFiter [ Column Labels
before any fields have been added. | || |
421 Row Labels > Values
| || |
| El' G Defer Layout Update Update
»
|[ED M 100% (=) { (£)

Next: Adding Fields to a Pivot 4 of 26
Table
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'Adding Fields to a Pivot Table

H | 4| PivotTable Field List v X

1 | @ =
2 Choose fields to add to report:

3 .Rﬂw Labels |~ Sum of Total Sales CRegion

4| Apples 614847 Ocity

5 | Bananas 756649

i i [ Cases Sold

7 | Mixed Berries 518888 ;

8 | Oranges 715977

s \GrandTotal  \ 3249638/

10 _

11 =

12 | :

13 The Pivot Table has been updated with the Drag fields between areas below:

14 | Products and Total Sales in their respective fields. W ReportFiter [ Columnlabels
15 {

16 |

17|

1: ' ind Row Labels i 3 Values -
20 ' | Product v | | sumofTotal... ¥
21

22 -

23 — o e — ¥ | || Defer Layout Update m
4 4 » M| PivotTable / FruitData . V. IKE I | » ] e

& | SKILL

Next: Adding Another Row 5 of 26
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'Adding Another Row Field
| A | B & [ o [ it

1 !

2

3 [Row Labels q_Sum of Total Sales
4 = Apples 614847
5 Bob's Fruit 21910
6 | Fruit Direct 82030
h Fruit R Us 85106
8 Fruitju 107856
9 Middle Georgia Fruit 15764
10 Mountain Fruit 83538
11 Navel Oranges & More 12770
12 | Orange U Glad

13 Oranges 'n Onions

14 Whistlestop Fruit Stand

15 ='Bananas 756649
16 | Bob's Fruit 98420
17 Fruit Direct 107406
18 FruitRUs 75548
19 Fruitju 126630
20 | Middle Georgia Fruit 14730
21 Mountain Fruit 60900
22 | Navel Oranges & More 23415
23 Orange U Glad 81521
4 4 » M| PivotTable / FruitData . V. ’

The Pivot Table has been updated.
The Vendors and their respective Total
Sales fall below each of the Products.

IKH

il

lick on Vendor to add another
Row Label to the Pivot Table.

« PivotTable Field List v X
Choose fields to add to report: _Eh_'
‘\' I:l Region

Drag fields between areas below:
Y Report Filter ] Column Labels

121 Row Labels 3 Values

| | sumofTotal... v |

1 Product el
Vendor v \
|| Defer Layout Update ‘ Update

& | SKILL

Next: Adding Columns to Pivot 6 of 26
Tables
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'Adding Columns to Pivot Tables
| A | B | ¢ D | E F | @

4 | PivotTable Field List v X
1
2 Choose fields to add to report: Bl
3 |Sum of Total Sales !Column Labels ~ \ORegion
4 Row Labels ,,vr‘AppIes Bananas Kiwi  Mixed Berries Oranges Grand Total | ;EICity
5 Bob's Fruit 21910 98420 99670 89930 93816 403746 | ;E]":‘:“
6 Fruit Direct 82030 107406 58800 51012 9604 308852 g::)asesu:; ;
7 FruitRUs 85106 75548 66638 29940 61680 318912 3|§|Total Sales
8 Fruitju 107856 126630 71747 11557 54263 372053
9 Middle Georgia Fruit 15764 14730 45960 48466 71097 196017
10 'Mountain Fruit 83538 60900 112450 36768 89810 383506
11 Navel Oranges & More 17772 23415 64669 68016 61501 235373
12 Orange U Glad 31260 81521 43121 93405 72061 321368
13 Oranges 'n Onions 61464 80145 11682 8350 52400 214041 Drag fields between areas below:
14 Whistlestop Fruit Stand 108147 87934 68500 81444 149745 495770 V ReportFiter ﬂ Column Labels
15 Grand Total 614847 756649 643277 518888 715977 3249638 ‘ " | Product v |
16 ]
17| e Pivot Table has been updated.
18 ‘:
19 1 Row Labels > Values
20 Product '): Sum of Total ... v |
21 | Vendor ¥ |
22
23 % T
! = : i > e ¥ | || Defer Layout Update Update
4 4 » »| PivotTable / FruitData .~ ¥J 4] Il 30
& SKILL Next: XLS Files 7 of 26
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XLS Files

= , — — y
@l H o M= @ot Table 101 - Fruit.xls)- Microsoft Excel Zﬁls;- = B R
Home Insert Page Layout Formulas Data Review View Developer Options Design (A o o @E &R
fevoos = = v [ iti ing~ g v . v I
j & Calibri i o ,.—.‘ General E}Condltlonal Formatting g Insert = .,i‘ ‘ﬂ
— J == B4+ $ v % » [GHFormatasTable ~ 3 Delete + | [g]-
Paste B 7 U~ | ifi~| &~ A~| o S = 5 Sort & Find &
e g U~ | B a7 s 9. 9 ;0 [} Cell Styles ~ ) Format | 27 Filter - Select v
Clipboard = Font Alignment = Number M Styles Cells Editing
A3 v | Je m of Total Sales v
| A B D E F G ~ | PivotTable Field List v X
= hoose fields to add : s
3 fSum of Total Sales | il CHoDEE BECS T S (0 (e
4 | Product |~ |Total L cCity 2
5 | Apples 614847 [T e
‘ [v] Product
6 | Bananas 756649 [ Cases Sold
7 | kiwi 643277 When you create a Pivot Table using it e -
8 | Mixed Berries 5138883 an .xls file, they look out dated. a
9 | Oranges 715977 Drag fields between areas below:
10 \Grand Total 324963 Y Report Filter 5 Column Labels
11| ’ | | |
12 421 Row Labels > Values
ii i Product ¥ | | Sumof Total ... ¥ ]l
| ‘ L. k> , ¥ | || Defer Layout Update Update
4 4 » M| Pivot Table < FruitData . ¥J - [4| m I » [l
Ready | 3 | |[EB|E @ 100% (=) v, ()

Next: Convert Excel 2003/XLS 8 of 26
Workbooks
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‘Convert Excel 2003/XLS Workbooks

n < S - 5 Fruitxls [Compatibility Mode] - Excel Table Tools

File Home Insert Page Layout Formulas , Data Review View Design O Tell me... Line

Column

Sparklines

7 The Convert command only

appears within XLS workbooks.
Open . s HP » Dropbox » Exce g»ExampIes
Save , -' N| Compatibility Mode Properties ©
,:_ i Some new features are disabled to prevent problems Size
Save As : 'G- it when working with previous versions of Office. . . :
Converting this file will enable these features, but may e i leltnts
Tanc Add atan

2 £ .. g ey P ROy e S
Excel 2007 Microsoft Excel B 21|
This action converts the workbook to the current file format, which allows you to use all of the new features of Excel, and it reduces the file size,

The original workbook will be deleted and cannot be restored after this conversion.

s
-

[~ Do not ask me again about converting workbooks. 3
Tell Me More... | : m ) Cancel |

Microsoft Excel B x|

(‘ —_-\‘) The workbook conversion to the current file format completed successfully. To use the new and enhanced features of the current file
@V format, you must close and reopen the workbook. Do you want to close and reopen the workbook now?

@3 _w |

Next: Number Formatting 9 of 26
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‘Number Formatting

@i H )y M- |5 Pivot Table 101 - Fruit.xlsx - Microsoft Excel = B 2R
Home Insert Page Layout Formulas Data Review View Developer Options Design (A} o o BB 22
o = =|__ f" = i i5% t - S - -
: &b Calibri N N = [EI g* General fé Conditional Formatting g*@ Insert b }4?
===8-|s-% |5 ,
Pt B i W | e s s | s i = St ’ = You can also format the numbers using the
= ‘- e e - s -
7 = |E=E ¥ ol Number section of the Home tab although
Clipboard Font M5 Alignment = \, Number steps 1:3 provide the best results.
Total Sales
= gy G 4| PivotTable Field List v %
r | Calibri ~ 11 ~ o = —
1 | Format Cells ‘3‘(1
2 BI=O-A “ I
3 Row Labels '~ |sum of Total Sales | :
4 = Apples 614847 =2 CopY
5, Bob's Fruit 219y X' Format Cells... M
oS 9 Number Sum of Total Sales
6 Fruit Direct 820 Number Format... Currency
i | Accounting General format cells have no spedific number format.
7 Fruit R Us 8510€ (3} Refresh Date
8 Fruitju 10785€ Time
. » . Percentage
9 Middle Georgia Fruit 15764 Fraction
10 Mountain Fruit 83538 X Remove "Sum of Tota Scientific
Text [ 3
11 Navel Oranges & More 17772 Summarize Values By |Spedal 3 ) select your number formatting from
12|  Orange U Glad 31260 | ghow Values As s this dialog box, and press OK.
13 Oranges 'n Onions 61464 | i ans
: : Q4 Value Field Settings..
1A Wihictlactnn Ernit Stand = 102145
4 4 » » | Pivot Table If;ruitsgta ¢ ¥ PivotTable Options... | OK I Cancel [ |
Ready | 3 | 8] Hide Field List e = =

Next: Removing Fields from a 10 of 26
Pivot Table
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Removing

Fi
|

[ A B C D B F G « | PivotTable Field List v X
; Choose fields to add to report: M
3 |Sum of Total Sales !Column Labels ~ 'ORegion ‘
4 Row Labels '~ Apples Bananas Kiwi  Mixed Berries Oranges Grand Total | L1 Gity
5 Bob's Fruit 21910 9| Alternatively, unclick the checkbox & [ Vemdor
6 |Fruit Direct 82030 10{ to remove the field from the table. '] Cases Soid
7 |FruitRUs 85106 7555887 606: 794 8912 iElTotal sales
8 Fruitju 107856 126630 71747 11557 54263 372053 ‘
9 Middle Georgia Fruit 15764 14730 45960 48466 71097 196017
Moot ain i : 0 0900 112450 36768 89810 383506
B P3415 64669 68016 61501 235373
‘Row Labels ~ Sum of Total Sales Bi1521 43121 93405 72061 321368 )
Bob's Fruit 403746 8350 52400 214041 Drag fields between areas below:
F[Qt Direct 308852 81444 149745 495770 ¥ Report Filter :ﬁ Column { 1 »
3) The products have been Do el
removed from the pivot table. ] M- MoncloRenottSilter
/ i Move to Column Labels
Mountain Fruit 383506 L™ 3> Move to Values
Navel Oranges & More 235373 il R\ 2 Remove Field
Orange U Glad 321368 | Vendor
Oranges 'n Onions 214041
Whistlestop Fruit Stand 495770
‘Grand Total 3249638 You can also drag the field out of the PivotTable Field List.
4 4 » M| Pivot Table ~ FruitData . ¥J = 4]

elds from a Pivot Table

Next: Text Within Data 11 of 26
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/Text Within Data

i Pivot Table 101 - Fruit.xlsx - Microsoft Excel o = 23\
> > 21 oo
" Choose the data that you want to analyze : : Tr———
|L*‘l Ej% {* Select a table or range \EI @c) ‘A Q2
Picture Clip Table/Range: Fr’-”tDat 1SA Eﬂ Slicer = Hyperlink | Text Header Symbols
% Art {~ Use an external data source Box & Footer "$d v
Tables Mu Choos—e where you want the PivotTable report tobe placed ——— Filter Links Text
Al v NewWorksheet Qﬁ | v
1)LA B ¢ Bxisting Worksheet ) K L M =
egion [Fity Vendor Product Cases Sold Total Sales L
2 North GA Atlanta Fruit R Us Oranges 6168 ,
3 North GA Atlanta FruitR Us Apples 6079 1
4 North GA Atlanta FruitR Us Kiwi 6058 2
5 North GA Atlanta FruitRUs Ba 3 Row Labels
6 North GA Atlanta FruitRUs M 4 =Bob’s Fruit
7 |North GA Atlanta Bob's Frui Ora 5 21910 'D:_asteslzl:;
8 |North GA Atlanta Bob's Frui Apples 1565 21910 6 89930
9 North GA Atld z Drag fields between areas below:
10 North GA Atlant¥™ the Row Labels field because of the W ReportFilter 2 Column Labels
11 North GA Atlant{ textin cell B2 on the Fruit Data tab. ' | |
12 North GA Atlanta Frevgomoranges g3 T 10 = Fruit Direct — L
== | 42] Row Labels > Values
13 North GA Atlanta Fruitju  Apples 7704 107856 11 9604 — Vi
14 North GA Atlanta Fruitju  Kiwi 5519 71747 12 51012 ;::é’ales :
5o Sheets'] frut Data ST pransecee f13 58800 e :
Ready ' = l ,'1/1‘ . ”,mginvr:) ¢ Table. AT | Defer Layout Update Update

12 of 26

Next: Subtotal by Region
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‘Subtotal by Region
l A | B [ ¢

D E = G | PivotTable Field List v X
T =
'2 ' Choose fields to add to report: ;@_v
i . =
3 [Row Labels _ Lsum of Cases Sold rag Region above Vendor.
4 =MidGA 56088 |
5 Middle Georgia Fruit 1553 i
6 Whistlestop Fruit Stand 40550 [] Cases bold
7 =NorthGA 173289 [JTotal Saks
Drag fields beteen areas below:
Y ReportFil ] Column Labels

Y Report Filter 75 Column Labels 3 Row Labels **' S vValues

| || —

Region ¥ Sum of Cases... ¥

i Row Labels X Values (V;n e -

Vendor v I ' ‘@
\
|| Defer Layout Update ¥ | || Defer Layout Update Update
4] I » ]
Next: Show Subtotals at 13 of 26

Rottom of Grotin
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FAIN™ B AR Pivot Table 101 - Fruit.xisx - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer

| —E,J :ééJ [¥] Row Headers  [J] BandedRows |===== =[====

Subtotals/ Grand | Report Blank Column Headers [_| Banded Columns
{ |Totals~ Layout~ Rows~ ,

| btTable Style Options 3 Row Labels '~ Sum of Cases Sold
1 Do Not Show Subtotals Fizabals 4 | = Mid GA
r c D £ . 5 Middle Georgia Fruit 15538
Show all Subtotals at goﬁo@ ' 6 Whistlestop Fruit Stand 40550
7 'Mid GA Total 56088
I Show all Subtotals at Top of Group es Sold = 8 ‘NOfth GA
1 | 56088 Botf's F.ruit 38185
::I, e s e 15538 Fru!t Direct 25322
— 40550 Fruit R Us 27169
7 = North GA ol
8 Bob's Fruit 23013
9 Fruit Direct 2o
10 FruitR Us 6 | B SoutRiGH L
11 Fruitju ————
1 Mountain Fruit 29015 17 Navel Or’ange% & More 20180
13 Orange U Glad 26111 18; Oranges 'n Onions 18030
Sl @ Cncsth CA b 7 ST T 19 ;South GA Total 38210
4 4 » M| PivotTable / FruitData . ¥J 4] I 20 Grand Total
Ready | 3 | 14 4 » ¥ | Pivot Table  FruitData

Next: Expanding/Collapsing 14 of 26
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‘Expanding/Collapsing

FAIN™ B ARt Pivot Table 101 - Fruit.xisx - Microsoft Excel ble Tools o= B R
Home Insert Page Layout Formulas Data Review View Develope Design (A e o BB 22

F PivotTable Name: Active Field: =[5 1 [ [+l | =
¥L B | B | =
PivotTablel Vendor ' ;

— ; 0. \ lect  Move Field +/- Field
| 21" Options ~| 23 Field Setti *  PivotTable | List |Buttons|Headers
PivotTable Active Field Group Sort & Filter Data Actions Show
A e S | Mid GA

Select a field within the table.

5 Middle Georgia Fruit

6 Whistlestop Fruit Stand 4055 A

7 = North GA 17328

j Hob=dmut 38184 3 RowLabels| - |Sum of Cases Sold is field has been expanded.
9 Fruit Direct 2532 4  #Mid GA 56088

10 F N o W | K Yo e |

S ) Click the plus sign to drill

12 Mo
13 Orange U Glad

56088
173289

+ Mid GA
+ North GA
='South GA

+ North GA 173289
D 38210
7 Grand Total 267587

5

8 Navel Oranges & More 20180
1A =Santh QA ' - 921 ' g
W 4 b M| PivotTable  FruitData ¥ 9 Oranges 'n Onions 1803
Ready | 3 | 10 Grand Total

Next: Sorting Fields 15 of 26
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‘Sorting Fields

F : Y
1 Note: Sorting occurs based onthe |
5 field level, not the entire Pivot Table.
Number Format...
3 ROW I.abEIS ! umber rormat
4 | =North GA 17328° Refresh | |
g 2 y 3 | Sort Smallest to Largest
6 25322
X Remove “Sum of Cases Sold’ Sort Largest to Smallest
7 Fruit 27169 3 )
] Fruitju 27487 Summarize Values By »
o Mountainl F 29015 Show Values As » i B
Er : { vl
10|52 Copy 261110 3| <hoi Detaits | ,Rf"",’ Labels ~'/Sum of Cases Sold
11 ﬁ Format Cells... 56088 =/North GA 173289
' ‘ Q5 Vvalue Field Settings... | Bob's Fruit 38185
12 || ) Refresh 15538 ) )
1 @ o PivotTable Options... ‘ Fruit Direct 25322
14 sort m B  SshowField List | FruitR Us 27169
15 | Fitter %l sortZtoA ' Fruitju 27487
16 ,,Jf Subtotal “Vendor" More Sort Options... D Mountain Fruit 29015
— ) ‘ Orange U Glad 26111
When you click on a text item, step C says Sort 5 Mid GA 56038
A to Z instead of Sort Largest to Smallest. 12 Middle Georgia Fruit R
20 Ungroup... ‘ 13 Whistlestop Fruit Stand 40550
21 || Move vl & 14 =South GA _ 38210
22 || X Remove "Vendor’ ' Navel Oranges & More 20180
23 : : Oranges 'n Onions 18030
— — T - — —_— -§ 17 Grand Total 267587
4 4 » » | PivotTable  FruitData ~ ¥J

Next: Renaming Fields 16 of 26
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‘Renaming Fields

4 4 » ¥ | Pivot Table -

B3 v(© XV

| A |

1 |
:]Row Labels E(‘;um of Total Sales}

4 Bob's Fruit 403746
5 Fruit Dire 308852
6 FruitRUs 18912
7 |Fruitju 72053
8 Middle Georgia Fruit 196017
9 Mountain Fruit 383506
10 iNaveI Oranges & More 235373
11 Orange U Glad 321368

Microsoft Excel ‘ x|

i::é PivotTable field name already exists.

3 :Row Labels
4 Bob's Fruit
5 Fruit Direct

ptTable Field List

Choose fields to add to report:

EFe e

You can't use a name in the field list when
renaming fields. That is why we added a

space after "Total Sales" in step 2.

#2] Row Labels X Values

Fruit Data

Vendor v

Sumof Total ... ¥

|| Defer Layout Update

’ Update |

Next: Filter Columns

17 of 26
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| A ! B | ¢ D | E F G 4 PivotTable Field List v X
1 T 5
2 Choose fields to add to report: M
P c
3 |Total Sales |column Labeld ~ '[JRegion
4 (2] sotAtez ‘Bananas Kiwi  Mixed Berries Oranges Grand Total | iDC'ty
5% sortztoa 98420 99670 89930 93816 403746 | | |MVendor
— = '[v] Product
A 406 58800 1030 D040 2000509
ou can hide selected data from the 66638 The funnel s|gn|ﬁes one or more
table. Click the arrow for that field. e fields have been filtered.
9 - | 14730 45960 48466 71097 196017
10 Value Filters > 60900 11249
11 [Searct P|| 23815 6466 a = £ 2 2
Search | ]
- 3 Total Sales Column Label
12 .[m] (Select All) 81521 4312
; 4 Row Labels v | Apples Bananas Oranges Grand Total
- Foliie | T | 21910 98420 93816 214146
14 [ Bananas 37934 63501 ob's Frui
: | ; 6 FruitDirect 82030 107406 9604 1935040
756649 64327 3
7 FruitRUs 85106 75548 61680 222334
8 |Fruitju 107856/] 126630 54263 288749
9 Middle Georgia Fruit 157, - 14730 71097 101591
10 |Mountain Fruit 8 60900 89810 234248
== 11 Navel Oranges & More 23415 61501 102688
‘4% _ _ 184842
Kiwi and Mixed Berries no longer appear on the report. | 194009
- STUP T TUTTSTETTC SRty TTITIE 45 345826
! 15 Grand Total 614847 756649 715977 2087473
4 4 » »| Pivot Table ./ FruitData . ¥J [

Next: Drill Down 18 of 26
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Drill Down

1
2
3
4 |
5
5]
T

8

9

10
11
12
13
14
15
16
17
18
19
20
21
22
23

4 4

A B

Total Sales Column Labels ~
Row Labels '~ | Apples

Bob's Fruit 21910
Fruit Direct 82030
Fruit R Us 85106
Fruitju 107856
Middle Georgia Fruit 15764
Mountain Fruit 83538
Navel Oranges & More 17772
'‘Orange U Glad 31260
Oranges 'n Onions 61464
'Whistlestop Fruit Stand 108147
Grand Total 614847

» » | Pivot Table ./ Fruit . ¥J

Bananas Kiwi
98420 99670
107406 58800
75548 66638
126630 71747

Mixed Berries Oranges Grand Total

89930 93816

51012 96

29940 318912
11557 54 372053

609
23415
81521
80145
87934

43121
11682
68500
756649 643277

o

SKILL

3

93405 72061 321368
8350 52400 214041
81444 149745 455770
518888 715977 3249638

Region R4 City Vendor u Product
'North GA, Clarkesville Fruit Direct Apples
North GA rkesville Fruit Direct Bananas
North GA sville Fruit Direct Kiwi

[ » i

1]

Cases Sold R Total Sales jd

."2\
You can now see a summary of
underlying numbers on a new worksheet.

the

Next: Refresh Your Pivot 19 of 26
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‘Refresh Your Pivot Table

9 ;
gostion: 1)

A B

Bob's Fruit

.Row Labels ';%To'tal' Sales
0

3 : % Group Selection ] {375 Clear ~ = T
F 9 ' on | 4l [Alz D &2 Clear B | Fruit Direct
@ Ungro M L_'—_l —‘l Select v —'/ :
PivotTable Active Z| Ssort Ins hange Data | . Calculations. " : ILR 53
v Field ~ f_] Field o Slicer Source ~ _$ Move PivotTable v =P 4 The Pivot Table
Group Sort & Filter y ' Befresh ins _ has been updated. :
A3 e \ Row Labels 3 Refresh All )‘
| A | B C |@ Refresh status G H ! J K =
1 A 1 [ ]
2 \ N ‘
3 [Row Labels P [ e ; If you changg your source data after you h.ave
BB ohs Frutt 403@ created the Pivot Table, your changes won't be
. — = reflected in the Pivot Table until you refresh it. Follow =
o steps 1-3 to manually refresh your Pivot Table.
6 |FruitRUs 318912
7 |Fruitju 372053
8 Middle Georgia Fruit 196017
| A | B | C | B |
7 North GA Atlanta Bob's Fruit Oranges 7818
8 North GA Atlanta Bob's Fruit Apples 1565
9 North GA Atlanta Bob's Fruit Kiwi 996
10 North GA Atlanta Bob's Fruit Bananas 984 = v
11 North GA Atlanta Bob's Fruit ~ Mixed Ber 8993 IEN - 31
14 4 » ¥ PivotTable | Fruit Data /¥ 7 - |[EOE 100% (=) Y, ()
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‘Report Filter Feature

| A | B C & D : : G '+ PivotTable Field List v X
. mmr (Al = lick here to filter the Pivot Table by City. | wssworepres 01~
|Search : : i
3 Row| 1 ——
__jT Bob" € Select the City that
5 Eruit - BoeRdge you want to filter by.
| - Brunswick
g ;rwt Clarkesville
7 |Fruit . macon rag City into the Report Filter section.
8 Midc - valdosta
G MOU. . <. joct Muitiple Hems
10 Nave ¢

11 Oran Cancel |

13 \| Excel 2007 and later allows [,
you to select multiple items.

5 Column Labels

v || |

15 .

16i 1 City Atlanta |

17 ¢ -

18 | 3 Row Labels ~ Sum of Total Sales i §

19 4 Bob's Fruit 403746 42l Row Labels - Z Values _

20' S~ - . 5 FruitRUs 318912 ; Vendor v | || SumofTotal ... ¥ 1

21 S )The Pivot Table is now filtered 6_|Fruitju 372053

22 by the city of Atlanta. 7 Orange U Glad 321368

23 | 8 Grand Total 1416079 5 ————
: —. || Defer Layout Update ' Update ‘

4 4 » »| Pivot Table . FruitData . vJ 4 4 » ¥ | Pivot Table  FruitData ~¥J

Next: Generate Multiple Pivot 21 of 26
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G te Multiple Pivot Tabl
X d9-™~-|s Pivot Table 101 - Fruit.xisx - Microsoft Excel o B R
“ Home Insert Page Layout Formulas Data Review View Develope Design (A e o @ R
PivotTable Name: < Group Selection 2] x]fer ~ 7 i3] PivotChart & Field List
' . v B OLAP Tool (B4} +/- Buttons|
. : il B Sl ek M S i Calculations e
| %f Optio £3] Group Field iCity ve PivotTable - b What-If A \& Field Headers |
3 X Options 7 FHl hctions Tools Show -
Show Report Filter EBQD, 1 | >
v Generate GetPivotData F G - | J K =
1 [City !(AII) |
; o
3 Row Labels ¥ Sum of .n' c—l
4 Bob's Fruit 403746
5 Fruit Direct 308852 =
6 FruitRUs =S
7 Fruitju
> X
8 Middle Georgia Fruit BRIty _Atlanta ,
9 Mountain Fruit =
10 Navel Oranges & More 3 Rowl Labgls ~ Sum of Total Sales -5\ .
11 | Orange U Glad 4 |Bob's Fruit 403746 xcel cé?"_‘;ed Ia sep;rgte :’néot Table
12 |Oranges 'n Onions 5 Fru!t-R Us 318912 on indaiviaual worksneeis ycnty.
13 Whistlestop Fruit Stand B Frultju S7A03
1A | Crand Tatal J 7 OrangeUGlad 321368
4 4 » » | Pivot Table ~ FruitData ¥ 8 Grand Total 1416079
Ready | 3 | 4 4 » M| Atlanta Blue Ridge .~ Brunswick .~ Clarkesville’ .~ Macon _ Pivot Table X_Fruit Data

.

Next: GetPivotData function
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‘GetPivotData function

@i H )y M- |s Pivot Table 101 - Fruit.xlsx - Microsoft Excel = B 2R
Hom\ Insert Page Layout Formulas Data Review View (A o o EP 23
pvotrale Namk O & Unclick this checkbox to prevent Excel from Jear > G WaPvotChart |3 Fietd List
PivotTa 4 using the GetPivotData function when you create Belect - ced o | S OLAP Tools 2L} ~/- Buttons|
#F Opti formulas that refer to cells within a Pivot Table. ove PivotTable o 5 What-If Analysis - | [EE Field Headers |
A Optioﬁs : 0 er 3 Actions Tools Show
@ Show Report Filter Page J« | =GETPIVOTDATA("Sum of Total Sales",5AS$3,"Vendor","Bob's Fruit")/GETPIVOTDATA("Sum of A~
@ crate GetPivotData Cases Sold",SAS$3,"Vendor","Bob's Fruit") .
A x B c | b E - = | PivotTable Field List v X
1 e
2 4
3 Row Labels '~ Sum of Total Sales Sum of Cases Sold’
4 |Bob's Fruit 403746 3818
5 Fruit Direct 308852
6 FruitRUs 318912
7 Fruitju Y Drag fields between areas below:
8 Middle Georgia Fruit o~ W Report Filter ] Column Labels
9 |Mountain Fruit 6 I This is what the formula looks like once
10 Navel Oranges & More the GetPivotData function is turned off.
11 Orange U Glad 321368 26111 ' - ;
|"Vendor i umor1o... ¥ j
12 Oranges 'n Onions 214041 =i —
12 \Whictlactan Ernit Stand. X _AQS770n || Defer Layout Update ‘ Update [
14 4 » ¥ | PivotTable < FruitData ~ ¥J -
Ready | =3 |

Next: Pivot Table Calculations 23 of 26
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‘Pivot Table Calculations

2
4

5
6
7

1
2
3
4
5
6
7
8
9

14

4 4 » ¥ | Pivot Table .

; !

zl Row Labels

A | B

Bob's Fruit
Fruit Direct
FruitRUs
Fruitju

'Row Labels ~  Sum of Total Sal
Bob's Fruit 40374
Fruit Direct 30885
FruitR Us 31891
Fruitju 37205
Middle Georgia Fi 19601
Mountain Fruit 38350
Navel Oranges & 23537
Orange U Glad 32136
Oranges 'n Onion 21404

'Whistlestop Fruit 49577
Grand Total

32496

I S | = |
C :
I—Calibri 11 v A AT S v % v

BIED-A-H~%:%

m of Total Sales2

12.42%
9.50%
9.81%

11.45%
6.03%

11.80%
7.24%
9.89%
6.59%

15.26%

100.

FruitData . v -

~ Sum of Total Sales |Sum of Total Sales? |

53 Copy
% Format Cells...
Number Format...
|#] Refresh
Sort >

Remove “Sum of Total Sales2”
Remoye Values

2

3 ummarize Values By

how Values As

'+ | PivotTable Field List

Choose fields to add to report:
(.1# Drag Total Sales into the
a

lues section a second time.

No Calculation
3s below:

% of Grand Total ij Column Labels

% of Column Total i 3 Values v |

=&

Value Fieldéettiggs...

PivotTable ons...
Hide Field Lis

% of Row Total

% Of...

4] i ‘

In Excel 2007 and earlier, click here
to get to the Show Values As tab.

Sotal

Total

; Sum of Total ... ¥ |
| Sum of Total ... ¥
‘ ‘

Difference From...

% Difference From...

Running Total In...
g 8 B Update

% Running Total In...
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‘Calculated Fields

Per Case Price

="Total Sales'/'Cases Sold'

11 0' GIIBC VOTau

'Row Labels
Bob's Fruit
Fruit Direct
Fruit R Us

Fruitju

7

11 Orange

13 _Whistlest
14 Grand Total

12 Oranges 'n Onions 214041
13 Whistlestop Fruit Stand 495770
1A Grand Tatal 3 2240R2R
4 4 » » | Pivot Table < FruitData .~ ¥J
\ Ready | 73 |

M 4> M|

A

Middle Georgia Fruit
Mountain Fruit
10 Navel Orqn%s & More

X9~ ™~-|s Pivot Table 101 - Fruit.xlsx - Microsoft Excel . PivotTable o B8R
Home Insert Page Layout Formulas Data Review View Develope 1 w Design A e o e 2R
e @; || ¥ Group Selection j j jj 675 Clear ~ = ‘o | ; Field List
. _ a un -y iﬂ» Select ~ e —_] =/- Buttons’
PivotTable Active ; Z| Refresh Change Data ., Sh Fields, Itemg rem————
v Field + < Move PivotTable & Sets v/ | [E5] Field Headers |
You can also use worksheet functions, such g Calculation: . Show
as IF in a calculated field. This is helpful Calculated Field - e
when you need to eliminate #DIV/0! Errors. - :
J
Solve Order... :\
[ig List Formulas

B

v | Sum of Total Sales

403746
308852
318912
372053
196017
383506
235373

12 Oranges Nl ge|d has been added.

Pivot Table

C
ﬁn of Per Case Pric}

10.57341888
12.19698286
11.73808385
13.53559865
12.61533016
13.21750819
11.66367691

The Per Case Price B

3249638

FruitData . ¥
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Questions? Spreadsheet Consulting Help?

I'm happy to hear from you (e-mail is best):

David Ringstrom
Accounting Advisors, Inc.
614 Park Avenue SE
Atlanta, Georgia 30312
404-784-0275

david@acctadv.com

Get notifled when | write new articles about Excel and other topics:
2 www.twitter.com/excelwriter
www.facebook.com/accountingadvisors
Y www. linkedin.com/in/davidringstrom



