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Formulas

VLOOKUP

The VLOOKUP function searches vertically (top to bottom) the leftmost column of a table until a value that
matches or exceeds the one you are looking up is found.

The elements being looked up must be unique and must be arranged or sorted in ascending order; that is,
alphabetical order for text entries, and lowest-to-highest order for numeric entries.

The syntax is =VLOOKUP(lookup_value,table_array,col_index_num,[range_lookup]).

An example of the formula is: VLOOKUP(E2,D2:M3,2,TRUE) The English translation is using the value found in the
cell E2, look in the range of D2 to M3 row by row. If you find a value that matches or exceeds the value in E2,
using that row, go over 2 columns to the right, grab the value there and bring it back.

There are two range_lookup argument options; TRUE or FALSE

TRUE

Is the default answer, so you may leave it out of the formula

Looks for an approximate match

If it finds an exact match it will use it.

If it doesn’t find an exact match, it will use the last item before it got greater

Alphabetical: Looking for Cat. If elements are Apple, Bird, Carpet, Dog; then Carpet
would be returned because Dog exceeds Cat alphabetically.

Numeric: Looking for 5.25. If elements are 3.0, 4.0, 5.0, 6.0, 7.0, then 5.0 would be used.
The last number before 5.25 was exceeded.

FALSE

Looks for an exact match.

If it finds an exact match it will use it.

If it doesn’t find an exact match, it will return #N/A

Alphabetical: Looking for Cat. If elements are Apple, Bird, Carpet, Dog; then #N/A would
be returned.

Numeric: Looking for 5.25. If elements are 3.0, 4.0, 5.0, 6.0, 7.0, then #N/A would be
returned because there is no exact match.
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1 Resc Prgm Check# Vendor Name JE# Transaction Description  Effective  Actual Number
= 0000 75200 9010526789 ROBERT K. GOOD EX12-05441 JUL11 MLGE BG-JA 08/17/2011 11.16 300198
- 0000 '5200 9010528300 ZACHARY D. BAKER  EX12-08818 AUG11 MLGE ZB-JA 09/19/2011  20.42 300250
. 0000 "5200 9010528326 ROBERT K. GOOD EX12-08791 AUG11 MLGE BG-JA 09/19/2011 3.33 300198
= 0000 "5200 9010528334 SHANNON I. HETZEL EX12-08782 AUG11 MLGE SH-JA 09/19/2011  13.99 300024 =
= (0000 "5200 9010528336 KENDELL L. KILBORN EX12-08780 AUG11 MLGE KK-JA 09/19/2011  51.62 300085
- 0000 '5200 9010530220 JAMES W. ALSPACH  EX12-11734 SEP11 MLGE JA-DO 10/17/2011  13.43 300121
= 0000 '5200 9010530224 ZACHARY D. BAKER  EX12-11728 SEP11 MLGE 7B-1A 10/17/2011  42.85 300250
= 0000 5200 9010530261 SHANNON I. HETZEL EX12-11687 SEP11 MLGE SH-JA 10/17/2011  14.76 300024
10 /0000 "5200 9010530267 KENDELL L. KILBORN EX12-11680 SEP11 MLGE KK-JA 10/17/2011 8.88 300085
110000 '5200 9010530682 ROBERT K. GOOD EX12-11825 SEP11 MLGE BG-JA 10/19/2011  42.46 300198
12
s | =VLOOKUP(H4,5A$16:38$22,2,FALSE) | [ 22290

=1

s Name EE Nbr (D/’ '—I—'I —

GREGORY BEHRENS 300222
7| JAMES W. ALSPACH 300121 .

iz | KENDELL L. KILBORN 300085 English Translation @

12 |ROBERT K. GOOD 300198

20 |SHANNON 1. HETZEL 300024 (D Use the value found in this cell,

21| ZACHARY D. BAKER 300250 @ Look in the first column of this range until yOL. find it exactly or something greater.

22 @Usmg the row that matches exactly or but not greater, move to the right # columns, and bring
23 back the exact match nothing.

25 TRUE Looks for an approximate value within the column, but not larger, and uses that

27 FALSE Looks for an exact match and uses that row to access the desired information.
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Select destination and press ENTER or choose Paste (-T-)_EI

Recall quickly the COUNT and IF commands.

COUNT

The COUNT function counts the number of cells that contain numbers and counts numbers within the

list of arguments.
The syntax is COUNT( valuel, value2, ...)

Continuing on with our SUM formula from above, let’s not only add up the values of the range A1:A4,
but let’s count how many numbers are included within the range, i.e. how many cells within the range

has a value in it.

The formula is =COUNT(A1:A4). The English translation is count how many cells within the range has a
value in it and display the result.

| AT .| fi| =COUNT(A1:A4) I-

1 E.?I:EEE - . 0 £ Notice that the range is exactly the same as our
2 10.20000 SUM, A1:A4, which includes four rows. The value
3 324578 returned in cell A7 is three, because only three of
; EEEECT the four rows have values in them.

Le

A —




If you are trying to count text, use the COUNTA formula which counts the non-blank cells.

IF
The formula makes a statement/question, if the answer is true then one response is obtained. If the
answer if false, then another answer is obtained.

The syntax is =IF(logical_test,value_if true,value_if false)

Continuing on with our SUM formula from above, let’s add some verbage to emphasize whether the
result is greater or less than twenty.

The formula is =if(A5<20,” Amount is less than twenty”,” Amount is more than twenty”). The English
translation is if the value found in A5 is less than twenty THEN display the comment ‘Amount is less than
twenty’ ELSE display the comment ‘Amount is more than twenty’.

| CE - | _fr| =IF{A5=20,"Amount iz legs than twenty” "Amaount i mare than twenty™)
A B B D E F G H | J
1 5.00000
2 10.20000
3 3.24578
5 18.45000 IAmuunt is .!535 than twenty
[
7 3
8
COUNTIF

The COUNT function counts the number of cells in a range, that meets single criteria.
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El6 A Jfe | =COUNTIFS{A3:A10,"=2013",B3:B10,"=0ranges") &
=
A B C b | E | F | 6 H | =
1 .
2 Year Product Cost |
3 2013 Oranges 12.25
4 | 2012 Bananas 10.50 g =COUNTA(B3:B10) =
5 2012 Apples 510 :
6 2013 Bananas 8.35 3 =COUNTIF(B3:B10,"Oranges")
|
7 2013 COranges 13.45 |
8 2011 Apples 7.95
9 2013 Pears 6.00
10 | 2009  Oranges 4.55
11 -
M4k M PT 1 Data PT 2 Data PT 3 Data viookup2 IF | COUNT ws COUNTIFS SI‘E|4 [ ] » |I| |
Ready | Average: 2 Count: 2 Sum: 2 |@|§|EI 100% (=) [ + M




COUNTIFS

The COUNT function counts the number of cells in a range that meets multiple criteria.

r| D9 -w-2l 7 & 5= Hil &&= ~ i3l @' iy @ | = Advanced_Master Workbook upd... |£|M1
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat o7 9 o B £
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h
: A B B D E F G H J K L i
2 Year Product Cost
5 2013 Oranges 12.25 |
4 | 2012 Bananas 10.50 8 =COUNTA(B3:B10) H |
5 2012 Apples 510
6 2013 Bananas 8.35 3 =COUNTIF(B3:B10,"Oranges")
7 2013 Oranges 1345
8 2011 Apples 7.95 2 =COUNTIFS(A3:A10,"=2013",B3:B10,"=0ranges")
0 2013 Pears 6.00 I
10 2009 Oranges 455
11
17 '
4 4 M| “PT1Data ,PT2Data .~ PT 3 Data , viookup2 . IF | COUNT vs COUNTIFS . Sheetd ¥ [T w ][]
Select destination and press ENTER or choose Paste | ||:|_3] 100% 6—0—@ il




Filters

Ribbon Tour

2l (a2

A =

Quick Filtering

The secret to filtering is not to have a space between your titles and your data. In fact, Excel is so smart, that you

do not even have your data selected, but may if you prefer.

Select your data and left click on
the filter icon in the Sort & Filter
Group.

Notice that a chevron appears to
the left of each header.

NEHDBED - BEHRAE) ey - X
Home | Insert | Page | Form.|||}ztz|| Revie | View | Devel | Add | Acrotl@ - 7 X
2 W2 4l EEIE
||| & p Zv [z|a| (S 7
Get Extarnal|| Refresh Zl Sort Filter - Datz || Outline
Data ™ a- =2 || A Yf) Tooks ™ -
Connections Sort & Filer |
Al - (» fic| Vendor Name
A |

Vendor Name ILI
ROBERT K. GOOD

5 |MENDELL L. KILBORK EX12-08750
SHANNCM | HETZEL EX12-08782
ROBERT K. GOOD EX12-08721

ACHARY D. BAKER EX12-08313
KENDELL L. KILBGRN EX12-11880

1
2 EX12-05441
3

=

4

&

|
2 |SHANMOMN I HETZEL EX12-11887

i

Iy

R

e

JUL11 MLGE BG-JA
AUGT1 MLGE KH-JA
AUG11 MLGE SH-JA
AUGT1T MLGE BG-JA
AUG11 MLGE ZB-JA
SEP11 MLGE KK-JA
SEP11 MLGE SH-JA
SEP11 MLGE ZB-JA
SEP11 MLGE JA-DO
SEP11 MLGE BG-JA

CT11 MLGE RG-JA

CT11 MLGE GB-JA

ACHARY D. BAKER EX12-11728
JAMES W. ALSPACH EX12-11734
ROBERT K. GOOD  EX12-11825
ROBERT K. GOOD  EX12-14134
12 |SREGORY BEHRENS EX12-141585
14 |GREGORY BEHRENS EX12.17856
15 |ZACHARY D. BAKER EX12-17800
16 |KENDELL L. KILBORN EX12-20000
17 |ROBERT K. GOOD
18 |ZACHARY D. BAKER EX12-20022

MNOV11 MLGE GB-JA
MOV11 MLGE ZB-DO
DEC11 MLGE KHK-JA
Ex12-20010 DEC11 MLGE RG-JA

DEC11 MLGE ZA-JA

E | [ | D | E
JEE lLITrans-acti:}n Descxip{LI Eﬁ:—cti»‘lll }-‘u:tull

08172011
0811802011
0811802011
09/19¢2011
09192011
10/ 752011
10/ 752011
10/ 752011
10/ 752011
10/ 2011
1101852011
11/M18/2011
12M15:2011
12M15:2011
01/18/2012
01/18/2012
01/18/2012

11.18
51.62|
13.99
3.33
20.42
5.88
14,78
42 85
13.43
22 48
.89
21.08
7.22]
32.08
27.75|
3.89
28.03

M4k W[ LEFT FIND -~ COMCATEWATE -~ ROUCIEIL

Aversge: 2043514265 Count 50

Sum: 624794 85




By selecting the chevron to the left of Vendor Name, a dialog

box appears displaying all unique text filters found in the range B
as well as other common sort icons. W

If you only want a particular filter, deselect the (Select All) box o

and check the filter you desire.

(Salec Al
GREGORY BEHRENS
JAMES W, ALSPACH

SHAMNMON I, HETZEL
L [wf] ZACHARY D, BAKER

0K I Cance

In the below screen shot, Kendell Kilborn is selected. Notice the hidden rows to the left. Those represent
data lines for mileage paid to individuals other than Kendell. No data is lost, it is just currently hidden.

Also note that the icon to the left of
the vendor name now displays the filter icon.

This so at a glance the user may see that the 3 i
data range has been filtered. ' s

# o
Lo B Get External || Refresh ZJ, Sort Fitter K Textto
. T ) Dt~ AlT =2 = \f? Columins
1 Vendor Name [T JE# | ¥ — S— ]
5 KEMOELL L. KILBORK EX1 208780 E1 .| fe| Actual
s |[KEWMDELL L. KILBCRN EX12-11880 i 5 =
- - — . - - 1 Wendor Mame [TV JE# | ¥ | Transaction Descrip] ™ H
|_' hEhEELL L hILEUHr E'A\"I '_-'_:ljjj £ |KEMDELL L. KILBORK EX12-08780 AUG11 MLGE KK-JA 0
g |KEMDELL L. KILBCRN EX12-11880 SEP11 MLGE KK-JA 1
= KENDELL L. KILBCRMK EX12-20000 DEC11 MLGE KK-JA 0
19
20
21
27
23
24

M4 b v| LEFT _FIND COMCATEMATE FOUMD |

Average 20442 04167 Cownt 20 Sumc1Z




Filtering by Multiple Criteria
The filtering tool is fine when you only want one item. However the power of the advance filter tool really shines
when you want to sort by multiple criteria. There are several thou shalts of advanced filtering.

Thou Shalts of Advanced Filtering

The headers in the criteria range must be exactly as they are in the list range

=

There must be at least one blank row between the criteria range and the list range

N

Steps For Advanced Filtering

Create a criteria range by inserting a few rows and copying the header from the data range.
Although not required, it is often best to have the range above your data for simplicity.

Type in the criteria you want to filter by.

Have your curser somewhere in the data range

kY

Select the Advanced icon L= with your left mouse button.

The list range most likely will be your data. If not, you will need to correct it.

Select your criteria range.

e The range must include the headers of the criteria range
e The rows with criteria

e All columns in the range

Select OK

O 0OLKOO
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21 |ZACHARY D. BAKER EX12-20023 DEGT1 MLGE ZA-JA | 01/18/2012
=

W+ v n| LEFT FND ~ CONCATEWATE ~ FOUNDetal [JNIL

Rezay | B |

Advanced Filter

2l x|

Ackion
& Filter the lisk, in-place
' Copy ko another location

Lisk range:

Criteria range: |$.ﬁ.$1 $ESZ

Copy ko I

™ Unique records only

I

Cancel |

B
B
&

The results appear below.

2} (@2 u HEe -

U] et B & — Fa

et External || Refresh i il Sort Fitter - Textto Rer.':rce - Ourtiine

Data™ Mlr &2 M Advanced || Columins Duplicates P~
Connections Sort & Fitter r\ Diztz Toolks |
G232 - J U/

A B c D E Fool

1 Vendor Mamse JE# Transaction Description Effective Actual

2 |KEMDELL L. KILECRN =10 -

3

4 Wendor Name JE= Transaction Deswiption Effective Adual\

5 |SREGORY BEHRENS EX12-14188 CCT11 MLGE GB-JA 11182011 21.09

g |GREGORY BEHRENS EX12-17888 NCV11 MLGE GB-JA 12182011 7.22

7 [JAMES W. ALSFACH EX12-11734 SEF11 MLGE JA-DC 10172011 12.42

s |KENDELL L. KILBORN EX12-08780 AUGT1 MLGE KK-JA o1 e2011 51.82

o |KENDELL L. KILBGRK EX12-11880 | SEP11 MLGE KK-JA 10/17/2011 5.88

1p |FENDELL L. KILBCRN EX12-20000 DEC11 MLGE KK-JA 01/18/2012 2775

14 ROEBERT K. GCCD Ex12-05441 JUL11 MLGE BG-JA Q872011 11.16

1z |ROBERT K. GOCD Ex12-08781 AUG11 MLGE BG-JA o2/182011 333

12 |ROBERT K. GCOD | EX12-11825 |SEP11 MLGE BG-JA 10/192011 4748

14 |ROBERT K. GCCD | EX12-14134 | OCT11 MLGE RG-JA 11/18/2011 3.89

15 |ROCBERT K. GCOD Ex12-20010 DEC11 MLGE RG-JA a1/18/2012 2.89

18 |SHANNCN | HETZEL EX12-05782 AUG11 MLGE SH-JA 09182011 13.99

17 |SHANNCN | HETZEL EX12-11887 |SEP11 MLGE SH-JA 10/17/2011 14.76

1g |ZACHARY D. BAKER Ex12-08818 AUG11 MLGE ZB-JA a1e2011 20.42

19 |ZACHARY D. BAKER EX12-117328 5EF11 MLGE ZB-JA 10172011 42 85

ag |ZACHARY D. BAKER EX12-17800 NCV11 MLGE ZB-D0 12152011

10
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Get External|| Refresh il Sort Fitter Y" Textto  Remove ) Outline

Dat=~ Al &2 Editlinks X Advanced || Columns Duplicates (2™ =

Connections Saort & Filtter Diats Tools
Ad - (3 | Wendor Hame
A B M D E E G

1 Vendor Name JE= Trenszction Desoription  Effsctive Actusl
2 |KEMDELL L. KILBCRN =10
3
4 Vendor Name I JEZ Transaction Desoiption  Effective Actusl
g |KENDELL L. KILBCRNEX132-08720 AUGT1 MLGE KK-JA o212v2011 £1.82
1p |KEMDELL L. KILBCRN EX12-20000 |DEC11 MLGE KKE-JA 01/M18/2012 2775
22
PR YLOOKUR Chart Filtering Sheet2 mileageE-__ Ll
Rezdy  Zofl7recordzfourd | o Lﬁ@l - [} +) .

Saving the Filtered Data

Now that the data has been filtered it would be great to save it so you can manipulate it further. To do
so is a rather straight forward process. Basically you will go to where you want to save it, Sheet2 in our
example, and go through the filtering process that we did above with just a couple of twists.

Steps For Advanced Filtering

On the destination worksheet (Sheet2 for example) place the cursor in a blank cell.

b
Select the Advanced icon L= with your left mouse button.
Under Action, select copy to another location

. . . Lisk range: I ( F.'ﬂ b
e Inthe list range, select the range finder icon.
x| —
The Il E appears. Navigate to the appropriate

worksheet and select the data range not forgeting the headers, and click on the
little icon at the bottom right.

®© O

o Do the same for the criteria range.
e For the copy to range, select the first cell and select OK

11
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Action

' Filter the lisk, in-place
& Copy to another locakion

List range: IFiItering!$.ﬁ.$4:$E$21 E,‘ﬂ @
Criteria range: IFiItering!Criteria E,‘}j
Copy ko ISheet2!$.ﬁ.$1 E,‘}j

™ Unique records anly

K, I Cancel |

Performing Calculations on Filtered Data
Excel’s traditional formulas do not work on filtered data since the function will be performed on both
the hidden and visible cells. To perform functions on filtered data one must use the subtotal function.

The syntax is SUBTOTAL(function_num, range_referencel, range_reference2,....)The following functions
may be performed with the subtotal. The function_num within the syntax relates to the numbered

function.
Function Function Function Function
Number Number
1 AVERAGE 7 STDDEV
2 COUNT 8 STDDEVP
3 COUNTA 9 SUM
4 MAX 10 VAR
5 MIN 11 VARP
6 PRODUCT

12
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A B c i E F G H I ﬂ
1 Vendor Name - JE£Z |*| Transaction Description|~ Effective | *| Actui~
. |KEMDELL L. KILBORN Ex12-08780  AUGTT MLGE KK-JA 09192011 51.62
. KENDELL L. KILBORN EX12-11680  SEP11 MLGE KK-JA 10/17/2011 5.88
- KEMNDELL L. KILBORNM EX12-20000  DEC11 MLGE KK-JA 01182012 2775 =
19
20 | Grand Total | 347.85 =SUM(E2:E19)
iy
22 Total en Filtered Data 88.25 =SUBTOTAL(9,E2:F19) I‘
23
H o4k H YWLOCKUP Filtering =ave filter Calc_Filtered data Sheetf Sheet? Sheet E! 1111
Rezdy  FrerMosz | ] Uﬁ [E]] | L0055 G—m @ -

An example of the formula is: =SUBTOTAL(9,E12:F19) The English translation is using the ninth
subtotal function, which is SUM, add up all of the data within the range that is selected by the filter.

For comparison, included is the SUM function for the same range which brought back the total for all
of the data cells, hidden or displayed.

PivotTables

Defined

The foundation of what is a PivotTable report is explained as follows:

As long as you can connect to the data, whether it be locally in the same workbook or remotely

in other locations, you can built PivotTable reports that rearrange the raw data and change
it into meaningful information

A pivot table is an interactive way to quickly summarize large amounts of data; to analyze numerical
data in detail and to answer unanticipated questions. They are especially designed for:

e Querying large amounts of data in many user-friendly ways

e Subtotaling and aggregating numeric data, summarizing data by categories and subcategories,
and creating custom calculations and formulas

e Expanding and collapsing levels of data to focus your results, and drilling down to details from
the summary data.

e Moving rows to columns or columns to rows (or “pivoting”0 to see different summaries of the
source data.

e Filtering, sorting, grouping, and conditionally formatting the most useful and interesting subset
of data to enable you to focus on the information that you want.

13




Thou Shalts in PivotTable Land

1 Headers should be in columns, not rows

2 No blank rows between the headers and the data

Best to have the pivot table on a separate worksheet so it does not accidently clobber the

3
data
4 Best to have simple data, rows and columns of data.
5 Best to format your area as a table, especially when you will be adding data to it. The table

is automatically expanded when data is added to the next row. Now when you launch
create a pivot table the range will be the table name, and not the cell addresses

Basic PivotTable Data

| I-/Dﬂ RE=A" R o _n_‘f = (& @ JﬁJ j": # == .L'P' iz i Microsoft Exce
[} . - Home Insert Page Layout Formulas D=tz Rewigw Wiew Dzveoosr Agd-Ins Acrobat
[ Al - J=| 300030
EI_] Advanced Master Workbook
A B c D E F G H |
_ID First Name Last Name Address City State  Zip Dept Site
z 300002 George Washington 32490 Highway 292E San Diego CA 90111  Alternative Ed 1644 Magnolia
2 300004 John Adams 3662 Fairoaks Court Santa Barbara OR 90222  Business Services 15644 Magnolia
H 300006 Thomas Jeffersan 22086 Wesley Drive San Jose CA 90333 |ECS Excel
il = 300008 James Madison 17757 Flowers Lane San Diego OR 90444 Food Services Sequoia
8 300010 James Manroe 1125 Gold Street Santa Barbara CA 90555  Graphics Casis
7 300012 John Adams 751 Hilltop Drive £74 San Jose OR 90666  Human Resources 1644 Magnolia
] 300014 Andrew Jackson 422 shell Drive San Diego CA 90777 Info Technology 1644 Magnolia
g 300016  Martin Wan Buren 7738 Justice Mine Road Santa Barbara OR 908338 |Inst Services 1644 Magnolia
10 300018 Wiliam Harrison 17280 Narth Fork San Jose CA 90925 Maint/QPER Warehouse
11 300020 John Tyler 1973 Sycamore Drive 5an Diego WA 91110 Project SHARE Alta Mesa
12 300022 James Palk 1931 Herbscenta Lane Santa Barbara MY 91221 SELPA 1544 Magnolia
13 300024 Zachary Taylor 7745 Music Road San Jose MK 91332 Specdal ED 43 Hilltop
14 300026 Millard Fillmore 13357 Kokanee Drive San Diego CA 91443 Superintendent 1644 Magnolia
15 300028 Franklin Pierce P.O. Box 71234 Santa Barbara WA 91554 | Transportation Transportation
15 [ 300030 .Jl ames Buchanan 17290 Flowers Lane Seattle MY 91665  WES Camp MEED Camp
17 300032 Abraham Lincoln 225 Ridoetop Drive 115 |Boston VMY 91775 Alternative Fd 1644 Maanolia
44k H WLOOKLUF Filtering save filker Cali_filtered data pivot table data Sheet? SheE- L

Pivot Tables work best when you have simple data in rows and columns.

e Headers are across the top in the first row
e Data consists of a single row across numerous columns
e There is not a blank row between the headers and the rows

Inserting a Pivot Table
e Select any active cell within your data
table
o Navigate to the Insert tab and select
PivotTable

14



Create PivotTable

2l x|

When you do so, the create PivotTable
dialog box appears.

Choose the data that wou want to analvze

@ Select 3 kable or range

e Excel will guess the data range
that you will want; correct it if it is

Table/Range: I

ivok bable daka'l$a%1 4157

© Use an external data source

Chomse Connection. . . |

Conneckion nane:
Choose where vou want the PivatTable repart ko be placed

# Pew Workshest
i Existing Worksheet

wrong.

e The default destination for the
PivotTable will be a new
worksheet.

e When doing so, a new sheet will

Laocation: Eﬂ
automatically be added to your
Ok I Cancel |
7 workbook.
&)

e Itis good to use a new worksheet
for the pivot table so that your
source data doesn’t accidently get
clobbered.

PivotTable Geography
EDEHRE9 ¢ BERE —_—_
- . Home Inzart Page layout Formuls: Add Acrobat | Options Deesign
B Gn la o= ‘.'|
L e I S
Eﬂ: 4] ProtUhnart koo ";_ e _\_::_-.
Group Tools
! ¥
D E "% PivotTable Field List v x
7
‘; i \ ,’ Chm-se fields to 2dd 1o report: Iﬁ - |
4 g_o
g [ Frst Mams
? To build a report, choose fields g':’_' Nams
from the PivotTable Figld List seress .
3 rom votla [ I . . F|e|d
9 Pivot _< [ Stzt= L_ t
10 oz IS
T > Table Do
12 il
i Report o .
14 o
15 \
17 P
18 (] Dirzg fizlos between srsss below:
19 J “f Report Fiher-\ j Coksmn Labels
20 )
21 \fj ( 4 )
32
23 Drop A RDwLaI:elsA ¥ \I'ELEA
e Zones ( ) ( 6 )
25 5
26 S
27 =
M4k H YWLOOKLUP Filtering =ave filker Calc_filke
Rezoy S
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PivotTable Geography

The pivot table will be located here. The size will adjust as it needs to automatically.

e NOTE: If you move your mouse out of this area, the PivotTable Field List will disappear. To
get it back, merely left click your mouse within this area again and it will appear.

The fields listed here are your column headers on your original data source.

e These fields may be utilized in designing your PivotTable Report.

e You may use a field more than once.

Report Filters:

e Similar to a mentally page break. Allows the user to classify the data

Column Labels:
e  Often created automatically by dragging data fields to the value zone. The user may also
drag data fields to this zone for grouping, etc.
Row Labels:
e  Most common label

Values:
e  Wide range of calculations may be performed on the values dragged to this zone.

OO OO

Building a PivotTable Report - Part One

Adding row labels, adding column data, changing formulas in columns, changing headers &
number formats

In order to best illustrate how to design pivot tables, we will begin with the goal report, depicted below,
and then step through each design component.

This table will represent by department, the number of employees per department and their average
salary. We will also change a column header and the number font for the salary column.

16



@"-L‘Iﬁﬂ'ﬁ?ﬁ%"*t’“lﬁul@?jﬂlfz?‘i [P~ i3 ¥ ) = | ouortabeToos s
W |
Home Insert  Pagelsyout  Formulas  Data Review  View  Developer Adddns  Aoohst | Options Design @& - @ X
cs - Jfe| 53567.4 ¥
- [ B ] C 0 B 7 &pivotTable Field List v x
1
Z i - |
- Values d'\mse_ fiekds to 2dd to report:
2 |Departments |+ |Nbrof Ees Average of Salary O
5 |Alernative Ed 5 353,567 [ Frsz Name
& |Busineszs Services 5 234,807 [ Last Name
7 |ECE 4 $60,028| [ Address
& |Food Services 5 540,530 O Cry
9 |Graphics 5 545 835 [ St=t=
10 |Human Resources 5 $54,899 Oze
11 |Infe Technelogy 5 541,958 [ Dept
12 |Inst Services 5 244282 O 5=
13 Mﬂi!‘ltl'UPER 5 241,824 @ Salary
14 | Project SHARE 5 $75,755| =
15 | SELPA 5 556,322
16 | Special ED 5 245,104
17 | Superintendent 5 556,457
18 |Tranzportation 5 244120
18 |VWES Camp 4 $34,234|
Drag fizkis between areas below:
20 Grand Total 73 9,
L — Jora ol 7 Report Filer ] Column Labeks
21
2 ¥ Vales -
23
24|
| 25 | B Row Lsbeks ¥ Vahes
26
27 Dwept - Mbr of Ees -
= . Average of Salany -
29
20 O] Defer Layout Update ipies
W 4 v W Filering . savefiber - Cale filkered datali —
Resay | (5| Awersgei$43032  Count15  Sum: §735.482 i-@lll}]h—@—ﬂ i

Figure 1: Building a PivotTable- Part One
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y

D D EH@E9-¢- [FEHQE & =& ) pomselos - - 77
- Home | Irzzrt | F'agELa:| FcurmulalData | Review | View | DE\'EbF| Add-lnslﬁ{mbat|0p‘tbns | Design | @ - = X
| Al ~ Joe| WES Camp ¥
| A | B c & PivotTable Field List v X
1
i Departments El Chooss fields to add to report: @ T
4 |Atternative Ed g
S Business Services [ Firsz hizme
& ECES [ L=t lams
7 |Food Services [0 Address
& |Graphics O Ciry
9 |Human Rezources [ St=t=
10 |Info Technology Oz
11 |Inst Services [d Dept
12 | Maint/OPER O
13 |Project SHARE O] Sslary
14 [SELPA i
15 | Special ED =
16 |Superintendent
17 | Tranzportation
18 [WES Camp 1
19 |Grand Total Drag fizkds betwesn arezs below:
i? P Report Fter S Column Lzbes
22
23
24
25
25 fi Row Lebek ¥ Vahes
27 Cr=pt -
28
= ®
30
31

[0 Defer Layout Update

M 4 b M| 7 Filtering o saue filker[:

Ready | 3 |

[EOO

Create Row Label

Select the Dept name with your mouse, left click, and drag it to the row label

zone.

®
@ .

The list our SCOE departments now appear to the left.

18



" F . — A= T . - ) I - x
|'_ E% lJ lj lg '—'Iﬁ @ 'J - E"' ﬁ Hﬁl b‘l @ .+| _."— J - E w‘ 43 =
~ Home | Inzen | Page Layout | Formulas | Data | Review | Wiew | Developer |A-:-:-Zr; Acrobat | Options Design @ - B8 X
| B13 - (2 Jfe| 5 ¥
A B c D & PivotTable Field List v x
1
2 e iy - |
3 Values Chaoose fiekis to add to report:
4 Departments E| Count of Last Name Sum of Salary ox
5 |Alernative Ed 5 287837 [ Firsz hiams
& Business Services 5 174034 [d Last Hame
7 |ECS 4 240110 [ Address
2 |Food Servicesz 5 202851 O Ciew
5 |Graphics 3 E345EY [ Stat=
10 |Human Rezources 5 274453 Oz
11 |Infe Technology 5 205781 [ Dept
12 |Inst Services 3 224403 O Si=
13 | Maint/OPER 5 209119 g Salary
14 |Project SHARE 5 378773 A
15 | SELPA 5 281812 =l
18 | Special ED 5 245522
17 |Superintendent 5 282335
18 |Transportation | =l 220599
19 |WWES Camp 4 135936 )
Crag fizls betwesn arsas below
;IJ Grand Total 73 3583147 7 Report Fiter ﬂ o
o ¥ Vahes -
23
24
25 { 5 \
25 4] Row Labek ¥ Vahes \ ,
27 Dept - Count of Last Name -
28 Sum of Salany - )
29
20 ( ! )
3 [0 Defer Layout Update
W 4k M| o Filering -~ zavefiter - CIINIL il
e [EEERTNC======C""

Adding a COUNT and SUM Columns

e Drag down last name and salary into the Value zone

e lLast Name
@ 0 Every employee has a last name. So if we use last name in a value field the
result displayed in the field will merely be the number of last names that
we have.
0 Note that the formula used is count because it is a text field.

e Salary
0 Excel automatically used the SUM formula.
0 The SUM formula needs to be changed to the AVERAGE formula

To change the formula, we will launch the value fields setting dialog box and choose a different
formula.

19



Drag fekds between aress below!

" Report Filter T Column Labels
% Vakes -
41 Row Labek ¥ Valees
Dept - Count of Last Name i
Sum of Salany ‘/v/

[] Defer Layout Update

tMove Up

LT L Tl ]

=

MMove to Beginning

~

MMowve to Row Labels

Remave Field

'
FHEEE
] Move to Column Lab
X
X
%

Yalue Field Settings.

Move to Report Filter

[P AL L L L LA LLLLLLLLLLLLLL L L L L L e |

Source Mame:  Salary

Yalue Field Settings

2l =]

Summarize value field

Cuskor Mame: ISum af Salary

summarize by | Show walues as |

®

els

Choose the bype of calculation that yau wank bo use ko summarize
the data from selected Field

Mumber Formak |

Zancel

Changing a Formula

Left click on the Sum of S

alary field

The value dialog box will appear. Using a left click on your mouse, select the Value Field Settings

90,0,

calculation from the drop down box

The value field settings dialog box appears. On the summarized by tab, select the average

20




The result is represented below.

Notice that the header now is Average of Salary, rather than Sum

of Salary.
DEHdaE9- 0 - GRLA& Y === P~ | | siotTable Toos TR T— TR
Home Inset Pagelsyout Formulas Dats  Review  View Developer Add-ns  Acobat | Options Design @ - 2 X
[ B13 ~ [ FAE ¥
A L8 ] c D I PivotTable Field List v x
1
i Values Choose fields to add to report: El
4  Departments E‘ Count of Last lame Average of Salary o
5 | Alternative Ed 5 53567 .4 [ First Name
6 |Business Services 5 34308.8 [ Last Name
7 |ECs 4 60027.5 | | O Address
8 |Food Services 5 4a0s30.2 Ocey
S |Graphics 5 46585.4 5=
10 |Human Resources 5 42586 Oz=
11 | Info Technolegy 5 418582 [ Dept
12 |Inst Services 5 44381 6 Ot
13 | Maint/OPER 5 418238 = Salary
14 |Project SHARE 5 TETELE
15 |SELPA 5 553224
16 | Special ED 5 451044
17 | Superintendent 5 SE4ET
18 |Transportation [ el 4s118.8
19 | WES Camp Z 24234 Drrzg fizlis betwesn arszs belows
20 Grand Total 73 49084.20548 T TEmiEeE ] Colimn Lebe
21 ¥ Vales -
22
23
;; [ Row Lebek T Vahes
o5 Diapt - Count of Last Name -
27 Average of Sslary -
28
29 [0 Defer Layout Update
M 4 v w[ 7 Filering . savefiker - Cale filterei- L
resty | B |

Now we want to change the column headers and the number format.
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— . (2 ~ = = T . § ad - x
!'/l:!g '—I Lj lg =3 L‘]ﬁ - |_‘-? —'j Ial @ S i - @' PreotTable Tooks L =
- Home Insert Pagelayout Formadzs  Datz Rewisw  Wiew  Developer Acrobat Options Design ':@1 - a2 X
[ B4 - (» J| Count of Last Name ¥
& ( 51 ) + 0 =| PivotTable Field List v x
1 =
2 ) ) i - |
2 Values Choose figkds to add to report:
4 Departments : ICount of Last Name !Average of Salary o
5 |Alernative Ed 5 £3887.4 [0 First Name
6 |Business Services 5 34808.8 [d Last Hame
7 |ECS 4 80027.5 =| | Acdess
2 |Food Services 5 40530.2 O ey
9 |Graphics 5 455854 [ Stz
10 |Human Resources 5 £4858.5 Ozio
11 |Infe Technolegy 5 418882 [ Dept
12 |Inst Services 5 428818 Ot
13 I-1a|!'|ta'0PER 5 418228 @ Salary
14 |Project SHARE 5 TITE4E
15 | SELPA 5 SEizzs
16 |Special ED 5 431044
17 | Superintendent 5 56467
18 | Transportati 5 42118.8
19 ”I': Tg:m: en 4 '!;2:,'!; Drag fields between areas below:
20 Grand Total 73 49084.20548 T EEE EH GolumnLebes
21 ¥ Vahes -
22
23
24 ] Row Lebels ¥ Wahes
25
Capt - Count of Last Name -
2 Average of Sslary -
27 =
28
29 [] Defer Layout Update Upd
Hod bk Filkering =awe filker Cale_filbere! !
Ready S L@@E‘ —w— =

Changing Column Headers and Number Formats

Left click on the Count of Last Name column header, B4. Modify the title as you would any title
in a normal spreadsheet, in other words, get typing.

Select any cell in the Average of Salary column. Right click on your mouse which launches an
option dialog box. Left click on value field settings option which launches the value field setting

In the value field settings dialog box, select the number format button on the bottom left
corner.

Within the format cells dialog box, select your desired format

©
@ .

o B
©
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e Place your mouse anywhere within the
Average of Salary column data.

e Right click your mouse which will display
the option box.

e Select the value field settings option.

12| | i)
Source Mame: Salary
Caktegary:
Custom Mame: ISum of Salary: General ample ——
Murmber CRIZZ. 4
Summarize by | Show values as Currency
Accounking izeneral Farmat og
Summarize value field Date
Tirne:
Choose the type of caloulation that you want bo use bo summarize Percertage
the daka from selected Field Fraction
Scientific
Text
Special
Zuskormn
3
Murnber Format | Ik I Zancel ;l

Figure 2: Value Field Settings Dialog Box

We now have the final results below.
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(D) DEdRE92-0-GERE § < =3 [P~ @ ¥ ) 7| siotTabieToos . - BX
o
Home  Insert  Pagelsyout  Formulsz  Datz Review  View  Developer  Adddns  Aercbat | Options Design @) - =@ X
[ cs - J| 53567.4 ¥
A B [ c | D E F__ & pivotTable Field List v x
1
2 & -]
Cl Fiekd dd 2
3 Values _ SIDEDE
4 Departments E| Nbr of Ees Average of Sala ome
S |Aternative Ed g 553,567 [ First Name
£ |Businsss Services H £34,807 [ Last Name
7 |ECS 4 250,028 [J Acdrass
£ |Feod Services 5 240,530 O Sy
9 |Graphicz = 545 985 [mp==
10 |Human Resources 5 554,899 Ozie
11 |Infe Technology 5 241 858 [ Dept
1Z |Inst Services g 544 882 Ose=
13 l.|air|t-'0PER 5 £41 824 @ Salary
14 |Project SHARE 5 $75,755| =|
15 |SELPA 5 $56,322|
16 |Special ED £ 248,104
17 |Superintendent 5 555 487
18 | Transportation 5 544 120
18 [WES Camp 4] 234234
20 Grand Total 73 549,064 2E t‘ds he:_"':“ T R P
51 S Report Fi EH Cobmn
22 ¥ Vales -
23
24
= ] Row Lsbes ¥ Vahes
26
27 Dept - Mbe of E=s — -
23 Average of Salary -
29
o [0 Defer Layout Update Updzte
W A b W[ 7 Filtering ~ savefilter ~ Cale_filtered data] ] I
rezay | 23 | Aversges$49.032  Count1S  Sum: §735482 iﬁuug

Building a PivotTable Report - Part Two

Adding multiple row labels, collapsing and expanding, drill down to data, sorting, &
refreshing

We can expand the detail provided in the pivot table if we would like. Using the table grouped by
departments if the last name is dragged to the row label zone then each department will have the last
name of the employees listed.
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Ho-o-DE@QFr=% <BH=-8 )~ PivatTable Toals - B8 X
i __.
- Home [ Insert | Page Layout| Farmulas [ Data | Review"d’iew |Add-1ns | Options Design @ - O X
Fa
| B9 » (2 £ |1 v
: A - c PivotTable Field List v x
2 @]
3 Values Choose fields to add to report: -
4 |Departments |E| Count of Last Name Average of Salary DID o
5 | =lAlternative Ed 5 $53,567 ] —
6 Bogos 1 539,463 [IFirst Name
7 Hoowver 1 $38,234 Last Hame
(-] Keeler 1 399,672 [JAddress B
[} Linceln | 11 511,234 [city
10 Washington 1 225 224
11 | = Business Services 5 $34,807 [(state s
12 Adams 1 545 234
13 Carsw 1 364,088 Draq fields between areas below:
14 Jehnson 1 514,234 % Report Filter Column Labels
15 Roozevelt 1 528234 £ ﬂ
16 Terry 1 518,234 ¥ Values -
17 [ =ZIECS 4 $60,028
18 Grant 1 585 566
19 Jefferzon 1 578,076 4 Row Labels X Values
20 Truman 1 535,234
' Dept - Count of Last... =
21 Wagner 1 539,234
2|3 Fot;d Services 5 540,530 Last Mame - Average of 5... ™
23 Anson 1 221,234
b e 4 Ena o [1 pefer Layout Update
M4+ [ Partl Part2 - PT 1 DalJl m
Ready | | O e O]

The results can either be collapsed or expanded by either selecting the collapsed or expanded icon
located on the PivotTable Tools\options tab and within the active fields group. Using the + or —icon
located to the left of each row label will have the same result.

" - H oo o —— —
ﬁ:!g H9-¢ - DS@AF=Y B HE-0E = %E S& )" | euotableTools
~ Home Insert Pagplmqut Formulas Data Review View Add-Ins | Options Design
PivotTable Name: || Active Field: % Group Selection " i 7 crear - iz Pi
Zv |Z|a
PivotTablel Last Mame <@ Ungroup '_l—;l Ld, Select = Mé Fd
; Zl Sort Refresh Change Data | =
5 options ~ @y Field setting €3] Group Field A = Source ~ [i8 move PivotTable | E50
FivotTable Active Field Group Sort Data Actions
| A3 -2 | Lincoln
r |+I B Insart Function c D - F 6 H PivotTable
Values Choose field
B Count of Last Name Average of Salary |:|ID
5 §53,667 )
2 1 589,463
T 1 538,234
a e 1 299,672 Drag fields bj
g | Lincoln 1 1 511,234 " Report
10 Washington 1 525,234
11 | =lBusiness Services 5 $34,807
1 Adams 1 240734 T niew

If we want to obtain detail information on our items we can by double left clicking on any calculated
field. For example, if we double click on cell B19, the number of employees in the WES Camp
department, the following appears on a separate tab.
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ID- NDE DG EZ9 -~ ﬁ-:j;ul@dﬁd ECR I M s A riook soft Ex - =
Home Insert Page Layout Formulas Datz Revizw Wi Developer Add-Ins Acrobat ©® - = x
[ F7 - I i
K =
1 mm Last Name mmmm-zmm
2 300142 Harry Heilmann 830 Gold Street Seaftle 93330 WES Camp Sequoia 36234
3 | 300112 Heinie Manush P.O. Box 494383 Seattle NY 916653 WES Camp Sequoia 37234
4 300060 Calvin Coolidge 2200 Eureka Way Seattle WA 93330 WES Camp MNEED Camp 20234
5 | 300030 James Buchanan 17290 Flowers Lane Seattle  NY 91665 WES Camp NEED Camp 43234,
G
7 I ]
L L Filtering 2ane Filter Calc_filtered data Sheet2 Sheet] piviat bable data Sheet? E- AL 1]
Select destination and oress ENTER or choose Paste UE =] 12066 —w— "

Two very useful icons on the PivotTable Tools tab are sort and refresh.

(Eg)

Homi | Insed | Page Fnrmli Data | F{evie-‘u‘iew | Add-]ilnpti:rns | Design |

—

R et " T R

PivotTable Tools

Q |{[| > |[a ' 3 B2 | | | B

& Tl J, |z ﬁ . __+;| —_J" e

PivotTable  Active Gmup Sort Refresh Change Data | Adions | Tools
Field™= Source = * *

@S-:urt ‘ ’ Diata

PivotTable Tools Option Tab

®

Sort works exactly the same as the sort on the Data tab. However, if you want to sort the results
created in the PivotTable, you must use the icon located on this tab.

®

If you update your source data, it is imperative to refresh your pivot table results, actually each
pivot table created using the same source data.

Building a PivotTable Report - Part Three

Grouping by dates, grouping by ranges, show items with no detail, show values in empty
cells, grouping across columns

The next illustration will focus on grouping, using both a default group as well as a self-defined group.

Pivoting on dates, we will use a default group how to design pivot tables, we will begin with the goal
report, depicted below, and then step through each design component. At the conclusion of Building a
PivotTable Report, all steps will be summarized.

This table will represent by dates, the number of employees per department and their average salary.
We will also change a column header and the number font for the salary column.
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f’l):!g: Y- QEGEL > =R PivotTableTools # - = X

=~ Home |Insert | Pagel| FormL| Data | Re'lrie’u|\-"iew |Add-1r| Options | Design | @ - B X
B14 - £ 1 ¥

. A | B | iPivutTahle Field List v x

2 Choose fields to add to report:

3 Row LahelsE|Cuunt of Last Name -

1 10/01/79 [CJFirst Name ~

5 03/04/85 _| |[tast Name

6 |08/27/87 [laddress

7 11727191 Clcity

8 |11/16/92 [state

9 |08/24/95 Oz

10 |01/20/96 [oept

11 |02/09/96 [site

12 | 07/01/97 [(salary =

13 09/08/97 [#]Start Date v

14 [12/08/97
15 |05/11/98
16 [12/01/98
17 1 04/29/99
18 07/01/99
19 109/03/99
20 101/03/00
21 06/04/00
22 110/09/00
23 01701701
24 10117701
25 102/15/01

®

“¢ Report Filter

Drag fields between areas below:
H column Labels

14 Row Labels

Z  Values

Start Date

-

®

Count of Last..., ¥

H 4 M flPartl]Part

1
1
1
1
1
1
1
1
1
1
.
.
1
1
y
1
1
1
1
1
1
1
1

Ready |

.-y
[] Defer Layout Update

=

Create the basic structure by
dragging the start dates to the row
labels zone and the last name to
the values zone.

Select any cell with the data area
(row labels) and right click on your
mouse.

The dialog box at the right appears

Notice the group & ungroup
options.

4 ¥

i X

E

Copy

Format Cells...
Refresh

Sort

Filter

Subtotal “Start Date”
Expand/Collapse
Group...

Ungroup...

Maove

Remoave “Start Date’
Field Settings...
PivotTable Gptions...
Hide Field List
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Grouping

Auto

Starking at: | 101101

Ending at: | 3(27/2007

By

Seconds
Minukes
Hours

Quarkers
Years

DaEs

O

The grouping dialog box appears as
displayed to the left.

Excel defaulted to Months.

The following screen shots show
the pivot table results for when we
choose:

0 Months

Quarters

Years

(0]
(0]
0 Years & Quarters

Ik ] [ Cancel ]

3 Row Labels| ~ | Count of Last Name
4 Jan 5
5 Feb 4
6 Mar 7
7 Apr 2
8 MaE | 1
9 |Jun - 5
10 Jul 10 3 Row Labels ~ | Count of Last Name
]; -‘;UQ ; 4 0t 16

ep
13 10ct 4 5 |Qtr2 a
14 Nov 8 6 Qtrd 24
15 |Dec g8 7octrd 25
16 Grand Total 73| | 8 [Grand Total 1| 73
3 |Row Labels | ~ Count of Last Name
4 1979 1
5 1985 1
6 (1987 1
711991 1 3 Row Labels| ~ Count of Last Hame
g 1992 1 4 =1979
9 11935 1 5 Qtrd 1
10 {1996 2 6  =1985
11 11997 3 7 Qtrd ]
12 11993 2 5 =1987
13 {1999 3 g Qitr3 1
14 12000 3 10 | =1991
15 12001 12 1 Qtrd 1
16 12002 5 12 [=1992
17 12003 5 13 ard 1
18 2004 4 14 | =1995
19 | 2005 14 15 Qtr3 1
20 |2006 12 16 | =11996
212007 2 17 Qtr1 2
22 |Grand Total i3 18 | =11997
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Tables can also be grouped by ranges. In our previous examples our pivot tables have broken down by
department, the number of employees per department and their average salary. If we wanted to pivot
our data by salary ranges we could with the end result appearing as below.

Grouping 7[5 Grouping
Auka Ao
i 1 20234 | [ starting at: |0 |
Endingat: | 101544 | [Jending at: | 105000 |
By 10000 | By: | 20000] |
[ (0] 4 l [ Cancel ] [ 04 l [ Cancel ]
— SEA e Drag the salary to the row labels
{ Sl g, & =" % = " 4 PivotTable Toal - B X
! ':‘g Rkl zone and the last name to the
Home | Insert | Page || Form: | Data | Reviel | View | Add-1 | Options | Design | @ - T X
| a6 - £ 1 ~ values zone.
A B

PivotTable Field List v X
Notice that no one makes less than
Choose fields to add to report: @

1

2

3 |Row Labels|~|Count of Last Name o — $20,000 so that the range 0-19999

4 20000-39999 27 ] —

5 |40000-59999 23 CFirst Name = does not appear.

6 |60000-79999 | gl [“]Last Name

7 |80000-99999 11 [Address v
H 8 100000-120000 1 e To force all ranges appear, we turn
E 9 |Grand Total 73 Drag fields between areas below: . . .

10 7 Report Filter = Column Labels on the option to show items with

" | N | no detail.

12

13 1] RowLabels = Values

14 sal + | | countofLast.. ~

15 ‘ alary ‘ ‘ ount oT Las ‘ ° TO do SO:

M 1R
| W4 w] “Part1l Part ]
Ready

e 0 select any cell within the row

labels

0 right click your mouse

@ 0 Select Field Settings
@ 0 Select the Layout & Print tab

0 Check the Show items with no
data box.
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Field Settings

Source Mame: Salary

Custom Mame; ISaIary

®

Subtotals & Filkers

Layou

1O

2]

' Show itemn labels in outline farm

[¥ Displary labels From the next field in the same column {compack Form)

[¥ Displary subtatals at the bop of each group

© Show jbem labels in tabular Form

™ Insert blank line after each item label

™ Show itemns with no data
Print

" Insert page break after each item

Mumber Farmat |

o]

Cancel

(5]

- =
= |99 =R LA

-
(%]

Rowr Labels

100000-120000

=120000
Grand Total

= | Count of Last Hame

L I ]
— —a o R

73

Let’s clean up the data a bit by removing the <0 and >0 lines, as well as having the value zero (0)
appear for ranges with no values.

@ e By choosing the chevron to the right of Row Labels, deselect the <0 and >120000 range.

option.

Ros Labedy « Cournd of Lasi Bame

T ST YL

e To display zeros, navigate to PivotTable Tools\options tab and select Options from the
PivotTable Group and select options which launches the options dialog box.

Within the Layout & Format tab, insert a zero in the box for the For Empty cells show:

Inzert

NP EY-LE
— Home:

Page layout

BEL&§

Forfmu Datz Review
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x|
Mame: IPivotTabIeS

Layout & Format |Totals&FiIters I Display I Prinking I Cata I

Layout

I” Merge and center cells with labels

when in compact form indent row labels: Il E‘ character(s)

Display Fields in report Filker area: IDown, Then Cwer vl
Repart filter Fields per column: ID 5‘

Forrnat

I™ For error values show: I

I¥ For empty cells show: I —— 3

I¥ gutofit column widths on update

I¥ Preserve cell Formatting on update

(a4 I Cancel

So far the only grouping we have done has been by the rows. Groups can be done by columns as well. In

all of our first tables, we group on the starting date by grouping, or combining, the individual dates by
month.

Build a pivot table with the departments as the row labels and drop the start dates into the column
labels. The table appears as follows:

CNC EAGR =L TEE R il

—/ Home Insert Page Layout Formulas Data Review View Add-Ins

53 X % =8+ " PivotTable Tools P o B x
Options Design 'Q) - 2 X

x
Q Security Warning Data connections have been disabled Options...

I G8 - ( k] ¥
A o c D E F G H ;|

Column Labels |~
Row Labels |~ 10/01/79 03/04/85 08/27/87 11/27/91 11/16/92 08/24/95 01/20/96 02/09/96 07/01/97 0
Alternative Ed
Business Senices
ECS
Food Senices I _|
Graphics
Human Resources
Info Technology
Inst Semices
13 [Maint/OPER
M4k M Sheetl | Sheet6 ~PT 1 Data Sheet? ~PT 2 Data She

[T |
Ready uﬁ@ 100% g;g—@—g;g E.E:E

|
e = A L T

To group by the years, navigate your mouse to any date in the pivot table. Right click you mouse so that

the dialog box appears, select group, and select years. Finish by selecting OK. The pivot table appears as
below.
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'

(Ca) H9-®- 15 B = % =B ) PuotTableTools £ -
L

Home |Ir|sert | Page L

= X
Formu | Data | Revieu|‘u"iew | Add-Ir| COptions | Design | @ - B X

BS - K | ¥
b

2 | E = [u] E F G H I J K L =
1
2
3 Column Labels |E|
4 | How Labels BIS?H 1985 1987 1991 1992 1995 1996 1997 1998 1993 2000 2001
5 | Alternative Ed
E | Buzineszs Services
7 ECS
£ | Food Services 1 = 2
3 | Graphics B

10 | Human Resources
11 |Infa Technology

12 | Inst Services

13 | Maint/OFER

14 | Project SHARE

15 | SELPA

16 | Special ED

17 | Superintendent

18 | Transportation

4 4 » M| “Sheetl | Sheet6 . PT 1 Data . Sheet2 B[ i | 0
Ready | 3

The final grouping we will review is by group by categories that are not part of the original table.
Returning to the pivot table where we are pivoting be departments, counting the number of employees
by department, and calculating the average salary, you will recall it appears as below.
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Building a PivotTable Report - Part Four

User defined groups, adding/removing subtotals
The user may define groups for data that is not included in the original source data.

(oa) H9-¢-DGHGQ )~ AdM- = X
~ Haon | Inse| Fag | F::urr| Dat | Revi | Viey | Add | @ - = x In order to group each department
B27 - i fe | v by its cabinet member, we will take
b
A | B | C = the following steps.
1
2 e Select those departments under
3 Values A . .
4 Departments E| Count of Last Name Average of Salary 3 the first cabl_net member by
5 |Alternative Fd 5 $53,567 CTRL +left click:
6 _|Business Services 3 $34,507 0 Alternative Ed, Inst Services,
T |ECS 4 360,028 .
2 Food Services g 540,530 Special Ed
9 |Graphics 5 246 985
10 |Human Resources 5 £54 300 .
11 |Info Technology 5 =41 958 e Choose group selection on the
12 /Inst Services 3 544,882 PivotTable Tools\Options tab
13 | Maint'OPER 5 241 824 .
14 |Project SHARE g 575,755 and select group selection.
15 | SELPA 5 £56 322
16 | Special ED 5 345104 .
17 | Superintendent 5 556,467 * Notice that Group 1 now
18 Transportation 5 544,120 appears at the top of the pivot
19 |WES Camp 4 534,234
20 Grand Total 73 $49,084 table.
21
22 L 1 .
27 e Left click on the Group 1 header
M4k M I I
Calc_filtered data el and type Flores.
Ready | == e iy = )= *
O\ H9-C-QEEAF 7 =R A T % &H- = * puotTableTools P - = x
f .
Home Insert Fage Layout Formulas Data Review View Add-Ins | Cptions Design @ - g X
& 2 Ty 75 clear - fil5 PivotChart B Field List
~a . LA Cld I_ﬂ Select - uﬂ Formulas = % +/- Buttons
PivotTable | Active - ) %‘L Sort Refresh Change Data | ) A .
- Field - || 3] Group Field - Source T logp Move PivotTable || (5 OLAP tools = Field Headers
Group Sort Data Actions Toaols Show/Hide
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O\ d9- - 05 3 & =% = " PivotTable Tools - B x
N Crig) — |
chme| Insert| Pagel| Forml.| Data | Reviem|View | hdd-I|| Options | Design | @ - B X
AlB > @ I | Graphics
A | B [ & [ i) | E | F

1]
| 2 |
|3 | Values =
4 Departments B Qﬁﬂ of Last Name Average of Salary

5 | =IGroupd )y d
6 | Alternative 5 $53,567
| 7 | Inst Services 5 544 882
8 | Special ED 5 245104

9 | =lBusiness Services
10 Business Services 5 534,807

11 [ ZIECS
12| ECS 4 550,028

13 | =/Food Services
14 Food Services 5 540,530

15 | =/ Graphics
16| Graphics 5 $46,985

17 | ='Human Resources
18 | Human Resources 5 554,859

15 | =linfo Technology
| 20 | Info Technology 3 541,958

M <« » »| -~ Calc fitered data | Part 1 Part2 . [INI_ m |
Ready | Count: 3 (JES\[O/EN

Continue with the group selections until it is completed by cabinet member and appears as below.

'E!EI‘-.H'J'(‘J DEEEd )r AdoMo =2 0x
Hom| Inse|| Page| Forn| DatE| Revinl Vie'u\| hdd-l@ - 2 X
B28 - QS k|
A ] B | C |

1]
2]
'3 | Values

4 Departments E] Count of Last Name Average of Salary

% | =IFlores
6 | Alternative Ed 5 $53,567
| 7 | Inst Services 5 344,882
8 | Project SHARE 5 §75,755
' 9 | Special ED 5 345,104
10| WES Camp 4 534,234

11 | =/ Hillman
1z Business Services 5 534,807
113 | Graphics 5 546,985
14| Info Technology 5 541,558
115 | Waint'OPER 5 341,824
16 | Tranzportation 5 544120

17 | = Thompson
18 | ECS 4 560,028

19 Food Services 5 340,530

20 | =lArmelino
1 21 | Human Resources 5 $54,889
(22 | SELPA 5 556,322

23 Superintendent 5 556 467

24 Grand Total 73 $49,084

The departments are grouped by cabinet
members.

To add subtotals by cabinet members:

Navigate to the PivotTable
Tools\Design Tab.

Select subtotals within the layout
group.

Select from one of the three options:
o
0}

Do not show subtotals

Show all subtotals at the bottom
of the group

Show all subtotals at the top of
the group.
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Selecting the option to display
the subtotals at the bottom of
the group looks like this.

Building a PivotTable Report - Part Five

Using formulas on pivoted data

Information displayed in a pivot table may be enhanced by adding additional computations by using

formulas and functions.

-I./Es! HY-o- SR Ad.M - B X
- Hor | Inst| Pag| For | Dat | Rev | Vie| £* @ - = x
H D15 - 5|
L A B C [
Ho3 Values
Average of
4 Row Labels |z| Nbr of Ees  Salary
Pl 5 'WES Camp 4 $34.234
6 |Food Senices 4l 540,530
7 |Business Senices 5 540,807
8 Maint/OPER 5 543,824
9 |Info Technology 5 543,958
10 | Graphics 5 546,985
11 |Inst Sernvices 5 §48.882
12 |Transportation 5 550,120 =
13 |Human Resources g 554,899
14 |SELPA 4 $56,322
15 | Superintendent 5 $58‘48?I
16 |Alternative Ed 5 559,567
17 |ECS 4 $60,028
18 Special ED 5 563,104
19 Project SHARE 5 §75.755
{| 20 Grand Total 73 $51,824
21
M 4> n[] Sheet7 PTlDEG
Reacy | |[FEHI[] ]l .00 (=) ) s

Starting with our basic average salary

by department pivot table, we will:

e Drag salary again down to the
formulas zone

e Navigate to a cell with the
column and right click the mouse
to launch the dialog box

e Select value fields settings to
launch the dialog box.
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f@ H9-c DE@mad >4 ) AdaM_ = x
- Hort | Inse| Pag | For | Dat | Rev | Vie' | Adc| Optio | Desig " @ - = x
\ B11 - fe| 24
A B D
1
2
3 Values
4 Departments B Count of Last Name Average of Salary
S | =IFlores
6 Alternative Ed 5 $53,567
I Inst Services ) 244 222
8 Project SHARE 5 $75,755
9 Special ED 5 240104
10 WES Camp 4 $34,234
11 Flores Total | 241 §52,228
12 | =/ Hillman
13 Business Services =) £34,807
14 Graphics 5 $46,985
15 Info Technology ) £41958
16 Maint/OPER 5 541,824
17 Transportation 5 44120
18 |Hillman Total 25 §41,939
19 | = Thompson
20 ECS 4 $50,028
21 Food Services 5 $40,530
22 |Thompson Total 9 $49,196
23 | EJArmelino
24 Human Resources =) §54,899
25 SELPA 5 §56,322
26 Superintendent 5 $56 467
27 |Armelino Total 15 $55,806
28 |Grand Total 3 549,084
29
30
M4 F M Calc_fittered data | Part 1 .{| i
Ready EEE 05 ;



!Ifﬁg 'H q Tl r '.:I\.cl‘hra... M — ™ x
Hor | Inse| Pag| For | Dat|R" @ - = x
| D24 e FEE
B C D Em
i i 3 Values
Value Field Settings pverage of Percentof

4 |Nbr of Ees  Salary Total
Source Mame:  Salary 3 4 534 234 9 62%
, 6 5 340,530 5.36%
Custom Mame: |Sum of Salary | 7 - $40.807 290
8 5 543,524 h.79%
| Summarize by | Show values as 9 5 543958  581%
show values as 10 5 346,985 6.21%
= 1 5 348,882 6.46%
% of total ~ 12 5 §50,120 6.62% 1
- 13 5 554,599 T.26% 0
% Difference Fram FS 1 ; 566,322 7 445,
7 % Do e
oo 16 5 $50567  7.87%
o of okal E 17 4 360028  6.35%
Index v 18 5 $63104  834%
19 5 575,755 10.01%
| | 20 73 $51,824  100.00%
21
22

[ ok | [ cancel | « *in Sheet7 77 1 I IR

e Navigate to the Show values as tab.

e Instead of showing the values as normal, select the down arrow to display
the various options.

e Inthis example we want to show the values as a percent of column total.

You may also make calculations on the pivot table results themselves. For instance, to
calculate the percent of salaries paid by the various departments:

e Drag the salaries once again to the formulas zone.

e Navigate to a cell with the column and right click the mouse to launch the dialog box

e Select value fields settings to launch the dialog box. On the summarize tab, select count.

e Within the value fields settings dialog box now select the show vales as tab.

e Launch the dropdown box and select Percent of grand total.
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@)\ E 2 DBSBQF FF ) Aden.M- o x
Home |Insert | Page L | Formu | Data | Review | View | Add-Ir|':@ - T X

| G12 - | ¥ The resulting pivot table

- A 2 & 2 3 3 appears to the right.

2

3 Values . .

% of Salary At first glance, it may appear
Average of Percent of Paid by . P

4 |Row Labels =) WbrofEes  Salary Total  Depariment that the calculation is incorrect
5 |WES Camp 4 534 234 382% 5.4755% H—

6 |Food Services 5 540,530 5.36% 5.8493% because the ma‘lorlty Of the

7 |Buszinezs Services 5 240,807 5.39% 6.84593% results in the % of Salary Paid by
& |Maint/OPER 5 43024 5.79% 6.8493%

3 |Info Technology 5 ge30E3 581%  6.8403% 1 Department is 6.8493%.

10 | Graphicz 5 £45 985 5.21% §.8493% 1

11 |Inst Services 5 £48 382 5.48% §.8493%

12 | Transportation 5 350120 5.62% §.8493% [ It iS correct The reason the

13 |Human Resources 5 $54,8089 7.28% 6.6493% '

Y| SELPA 5 556322 744%  6.8403% percent is the same for so many
15 | Superintendent ) 856 467 7.45% 6.8493%

18 | Alternative Ed 5 59,567 7.87% §.83493% departments is due to the fact
17 |ECS 4 280,023 5.35% 5.4795%

18 | Special ED 5 283104 B34%  6.8403% that so many departments have
19 | Project SHARE 5 75,755 10.01% 5.8453% .

20 | Grand Total 73 $51,824  100.00%  100.0000% five employees.

21

22

)

44 b M Sheet? . PT 1 Data Sheet2

Ready | Scroll Lock u@ 5]

Building a PivotTable Report - Part Six

Displaying multiple row labels in columns, or tabular form.

As with any other zone, multiple
data fields may be added to the row
label zone. However, depending on
your settings, the label plus one
indents within the table.

To the right is an export from
Escape of mileage paid to the IT
staff. It is organized by Employee
number, name, and the total of the
amount paid each employee.

Notice the name is displayed on a
separate line below the EE ID and
indented.

So that the table is cleaner, and half
the size, the names may be
displayed on the same line.

O\ HY - I EEQd Sy s FivatTable Tools - = x
= | T =
Home | Insert | Page Lay: | Formulas | Data | Review | View | Add-Ins | Options | Design | @ - = X
‘ A3 -0 13 | Row Labels ¥
A B c iPivotTable Field List v x
1
2 Choose fields to add to report:
3 |Row Labels ~ | Sum of Actual Jwar 2
4 | 2300024 28.75 [checks =
5 SHANNON | HETZEL 2875 []Vendor Name
6 | =300085 60.5 s
7 KENDELL L. KILBORN 60.5 [ransaction Description
g | =300M21 13.43 Dlfrective
9 JAMES W. ALSPACH 13.43 Actual E
10| 5300198 56.95 = ua Y
1 ROBERT K. GOOD 56.95
12 | 2300250 £3.27 Drag fields be?ween areas below:
13 ZACHARY D. BAKER 63.27 “W Report Filter 73 Column Labels
14 |Grand Total 2229
15
16
17 1] RowLabels E  Values
18 EE Mumber hd Sum of Actual ~
19 Vendor Name ¥
20
%1 [] pefer Layout Update
L L Sheet2 - PT 2 Data
Ready = Scroll Lock | BR[O & e
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L —/I Hom: | Inser | Page | Form | Data | Revie | View | Add-ﬁl'ﬁ] - 8 X This is a much cleaner
i C15 M Jx | # presentation of the data.
’; A = C DI
i i The steps performed were:
W 2
! 3 |EE Number '~ |Vendor Name '~ | Sum of Actual 1
4 =300024 SHAMMOM | HETZEL 28.75 3 e Display the labels in tabular
5 = 300085 KEMDELL L. KILBORM 60.5 form, and
6 =300121 JAMES W. ALSPACH 13.43
[ =300198 ROBERT K. GOOD 56.95
H 8 = 300250 ZACHARY D. BAKER 6327 e eliminate the subtotals by
9 |Grand Total 2229 employee
10
11
12
M4k H Sheet2 PT 2 Data Shell il |
|| Ready = Seroll Lock u@ (Ol ], 200% (=) [ ()

To display the labels in tabular form navigate to PivotTable Tools\design tab. Within the layout group select report
layout.

M\ H2-C- DR T =R 3@ = % - =& ' PivotTable Tools
R

M- Home Insert Page Layout Farmulas Data Review View Add-Ins Options Design

= ¥| Row Headers Banded Rows

Subtotals Grand | Report Blank || [#f] Column Headers Banded Columns
- Totals = | Layout ~ Rows =

I Layouir\ PivotTable Style Options PivotTable Styles
2 ) s \ 1+) S« | KENDELL L. KILBORN
? p -

Three display options are

available.

r
d
RE
d

Show in Compact Form

By selecting show in tabular form

Show in Qutline Form

the ID and the employee name will

appear on the same row. “=:| Show in Tabular Form F
A B L . . TN

1 Although the table is better, it still is too busy due to

2

2 |EE Humber [+ Vendor Hame [+ ] Sum of Actual the subtotals.

4 =1300024 SHANNON |. HETZEL 28.75

5 300024 Total 28.75 L .
1 =300085 KENDELL L KILEORN 505 To eliminate the subtotals, we will return to the
| 7 300085 Total 60.5 . . . L

5 —300121 JANES W ALSPACH 1343 PivotTable Tools\design tab. This time within the

9 300121 Total 13.43 .

= 5300198 |ROBERT . GO0D 5505 layout group we will select subtotals, and choose the
|| 11|300198 Total 56.95 .

12| 300250 ZACHARY D. BAKER 6327 option not to show subtotals. @

13 300250 Total 63.27

14 Grand Total 2229
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2
[ EENumber [~ Vendor Name [~| Sum of Actual The resulting report is easy to
i 300024 SHANNON | HETZEL 28.75

5 51300085 KENDELL L. KILBORN 60.5 read.

5 51300121 JAMES W. ALSPACH 1343

v -300198 ROBERTK. GOOD 56.95

3 51300250 ZACHARY D. BAKER 83.27

5 Grand Total 222.9

0

1

Other Cool Things to do with a Pivot Table - Part Seven

Report Filters

After dragging the site into the report filter drop zone, notice the filter that appeared on row 1 which
includes the Site (label of field dragged into the filter zone) and the dropdown box in column B which
will display all of the sites when the chevron is selected.

A EI-EER |+ | PivotTabie Toots [ [EmaEEx)

File Home | Insert | Page Lay | Formulas | Data | Review | View | Add-Ins  Acrobat |"Options | Design | 2 a o RS

A3 - J | Row Labels -
.
w
: |S_ A llhll} B C D' PivotTable Field List v X
ite A —
2 Choose fields to add to report:
3 |Row Labels |~ ICount of Last Name Average of Salary
4 Altemative Ed 5 $59.567 O =
5 Business Senices 5 540,807 [CFirst Name El
5 ECS 4 560,028 [7] Last Hame
7 Food Senices 5 $40.530 [ Address
8 Graphics 5 $46,985 [lCity e
9 Human Resources ) 554,899 N bl
£ rag neids Detween areas Deow:
:113 ::fst:;';eec:rizglsogy g ﬁ::gg D 4 Repaort Filter A Column Labels
12 Maint/OPER ] 543824 Site A ¥ Values -
13 |Project SHARE 5 575755
14 SELPA 5 566,322
15 |Special ED 5 563,104
16 Superintendent 5 $56.467 i RowLabels L Values
17 |Transportation 5 550,120 Dept hd Count of Last... =
18 WES Camp 4 534 234 Average of 5... *
19 Grand Total T3 $91,824 L&
20
21 ¥ | [ pefer Layout Update Update
M 4 » W[ Blnk VLOOKUP . Fittering .~ Calc_fitered data | [J4 | ]
Ready | I@@E 100% (=) (B
> |

By selecting just 1644 Magnolia as the site, only the selected information will be displayed for those
individuals whose site is 1644 Magnolia.
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T B |+ | PivotTable Tools

File Home | Insert | Page Lay | Formulas | Data | Review | View | Add-Ins  Acrobat |'Options | Design | %9 9 = E &S

A3 - J | Row Labels A
r
-
| A | B C D" PivotTable Field List v X
1 Site 1644 Magnolia el —
2 Choose fields to add to report:
3 |Row Labels |~ ICount of Last Name Average of Salary o
4 Alternative Ed 2 $35.234 O _ el
5 Business Senices 3 $33,901 =| |EIFirst Name =
6 Human Resources 3 541,901
7 |Infa Technalogy 3 $38.940 Drag fields between areas below:
8 Inst Senices 1 §54 234 B W Report Filter 4 Column Labels
9 Superintendent 3 561,881 | Site - | | ¥ Values v :|
13 s o i $43.638 ] Row Labels % Values
12 | Dept - | | Countof... = :_|
13 ¥ | [C] pefer Layout Update Update
4 4 » M| Blank VLOOKUP - Fitering Calc_fittered data_ | [i] 4 [ » [
Ready | |@@E 100% @—U—@j bes

rInsert Slicers M1 Report Slicers
Report filters are not too exciting; slicers on the other hand are
[Cm super cool. By navigating to PivotTable Tools\Sort & Filter group
[]First Name . .
[Last Name and select insert slicer.
[[]address . . ) . .
ElGity After selecting Site to filter by, a pop up appears with the list of all
[Fstate sites. One or many individual sites may be chosen to filter by.
[Czip Holding down the shift or Ctrl keys work when selecting multiple
["]Dept items to filter by.
[]site
[C]salary To remove the slicer, merely select the slicer pane and press the
[]5tart Date
delete key.
Site &
: ' 1644 Magnolia 1=

' 1644 Magnolia |

| 43 Hilltop ||

[ Alta Mesa ]

[ Excel ]

| NEED Camp 15

[ Dasis ]

[ Sequoia ] v

L
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Expanding Filter Results to Individual Tabs
Returning to the report filters, there is one feature that gives the cool slicers a run for its money. Simply
put, a single criteria element results may be shown on individual pages, or worksheet tabs.

Note the tabs below.

1o

A7 |

Deody

|4 4 » ¥ | Blank VLOOKUP - Fitering .~ Calc fitered data | Sheet4 ~PT1Data ~PT2Data ~PT3Data . |

Utilizing the site report filter that we have before; select PivotTable tools\Options within the PivotTable
group. Then select the chevron to the left of Options and select show report filter pages.

Only one filter can be utilized when filtering to pages. The show report

CIRET ERCE =T Tr PR FIeaTY o roo. [IESNTE X"
Home | Insert | Page La | Formul | Data | Review | View | Add-In:  Acroba | Options | Design | % e o e E2
B13 - K |5 A
A B c — | PivotTable Field List v %
1 —
§ Site (A1) hd Choose fields to add to report: -'1'ifl M
4 Row Labels |~ Countof Last Name Average of Salary DIP i
5 |Alternative Ed 5 559,567 [JFirst Name
6 |Business Sewices 5 540,807 [ILast Name =
7 ECS 4 560,028 [Claddress
8 Food Senvices 5 540,530 [Clcity
9 | Graphics 5 546,985 [[state
10 |Human Resources 5 $54,899 Flzip
11 |Info Technology 3 §43956 |_| [Fnent =
12 |Inst Senices 5 548,882
13 | Maint/OPER :‘5 543824 Drag fields between areas below:
14 |Project SHARE 5' $75.755 “¥ ReportFilter #H Column Labels
15 SELPA 5 556,322 Site | [z vaues -
16 Special ED Row: Project SHARE 5 563,104
17 |Superintendent 5 556 467
12 E?;%:r:t;n j :23;33 1 Row Labels X Values
20 Grand Total 73 $51,824 Dept )| |.Countoflast... ~
21 Average of 5., *
22 B
%3 ¥ | [] pefer Layout Update pdate
W 4 v v Blank VLOOKUP - Fitering .~ Calc_fitered data[]4 »[]
Ready | [T 100% (=)

PivotTable Name:

PivotTable2s

gf'(]ptinns W
| ﬁ" Options
=

Show Report Filter Pages...
v | Generate GetPivotData

Active Field:
Count of Last Man
D Field Settings

e

Show Report Filter Pages

2 |

Show all report filter pages of:

E- N -

h

filters pages pop-up will appear from which you can only select one. Once OK is selected, Excel will do

some quick magic. The tabs below is after the page filter has been applied.

Formatting as a Table - Part Eight
It is often best to format the source data area as a table, especially if it is data that has the potential of
being appended. By formatting the data as a table, as additional rows are added at the bottom of the

table, without any spaces, the data area automatically expands.
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Ready |
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P

— . ™ =] n . — — = — - -
@) 2 NEBAF T rHE- DAT v H BHIENE ( cl--afce>l Master

—/ Home Insert Page Layout Formulas Data Review View Add-Ins

=& Tahoma - = General @ *j ﬁj;l ,__!'I

7j B3 = 23] "—1 —Aﬂ

Paste B I U - S 55| Bd- [ $ - % 9| %% ;% Conditional Format  Cell

- - 4 — = - ~'|| Formatting = as Table ~ Styles =

Clipboard ™ Font [= Mumber = Styles

FY
_____ S e e
e e s e s | T
Medium i MMy table has headers
R B B S N S E——— 1
e e e e e e e e | ok || cance |
!-/:,3\\' = NE@EQY =y =R B2 % * 4 Table Tools - 8 X
jﬁ/ Home Insert Page Layout Formulas Data Review View Add-Ins Design 'Q) - 2 X
| ES - | fe | San Diego
A B C D E W
1 ID [~/ First Name |- Last Name -/ Address [~ CitE
2 300002 George Washington 32490 Highway 299E San Diego
3 300004  John Adams 3662 Fairoaks Court Santa Barbz
4 300006  Thomas Jefferson 22086 Wesley Drive San Jose
5 300008  James Madison 17757 Flowers Lane San Dieqo
5 300010  James Monroe 1125 Gold Street Santa Barbz
7 300012  John Adams 751 Hilltop Drive #74 San Jose
8 300014  Andrew Jackson 422 Shell Drive San Diego
9 300016  Martin Van Buren 7788 Justice Mine Road Santa Barbz
10 300018  William Harrison 17280 North Fork San Jose
111300020  John Tvler 1973 Svcamore Drive San Dieao
LR Part 1 Part 2 PT 1 Data | PT 2 Data .~ Sheetd 1 1l 0
Ready |2/ | ae0sen(=) [1] ()

Formatting Data as a Table

Select a cell within your data area. From the Home tab, select format as a table from the
styles group.

Select the format | want. Choose light in this example.

Excel guesses the data area. Modify if necessary. Select OK

OO

This is an example of the light table format.

If the table format is no longer desired you may turn off the ‘table formatting’ by navigating to \table

tools\ tools and select the convert to range option.
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Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat
Table Name: lig Summarize with PivotTable % =) Header Row  [C]] First Column i‘j{;'
Table2 5 |:| Total Row |:| Last Column ‘éﬂ
Export Refresh ick
T Resize Table ;J' Convert to Range pvo £ :es g3 Banded Rows []] Banded Columns S%:]I:; -
Properties External Table Data Table Style Options Table Styles
H9 - fr | SHANNON I. HETZEL -
rY
-
A B C D E F G H | J E
1 Resc v Prgm Obj ~ Goal~ Func~ Mgr v Check# ~  Vendor Name - JE# |~ Transaction Descripj
2 0000 '5200 5211 ‘0000 7700 '520 9010526789 ROBERT K. GOOD  EX12-05441 JUL11 MLGE BG-JA
3 [oooo "5200 5211 "oooo 7700 520 9010528300 ZACHARY D. BAKER EX12-08818 AUG11 MLGE ZB-JA
4 "oooo 5200 5211 "oooo 7700 520 9010528326 ROBERT K. GOOD  EX12-08791 AUG11 MLGE BG-JA
5 [oooo "5200 5211 ‘o000 7700 520 9010528334 SHANNON L HETZEL EX12-08782 AUG11 MLGE SH-JA
6 'oooo 5200 5211 o000 7700 520 9010528336 KENDELL L. KILBORN EX12-08780 AUGI11 MLGE KK-JA
7 [oooo "5200 5211 "oooo 7700 520 9010530220 JAMES W. ALSPACH EX12-11734 SEP11 MLGE JA-DO
3 oooo 5200 5211 "oooo 7700 520 9010530224 ZACHARY D. BAKER EX12-11728 SEP11 MLGE ZB-JA
9 [oooo 5200 5211 "oooo 7700 520 9010530261ISHANNON L HETZEL _lEXlZ-llES? SEP11 MLGE SH-1A
10 'oooo 5200 5211 "oooo 7700 520 9010530267 KENDELL L. KILBORN EX12-11680 SEP11 MLGE KK-JA
11 "oooo 5200 5211 o000 7700 520 9010530682 ROBERT K. GOOD  EX12-11825 SEP11 MLGE BG-1A
12
(D) d 9~ PivotTable Tools - B X
1 d T =
—/ Home |Insert | FPage Layout | Formulas | Drata | Review |View | Add-Ins | Options  Design @& - & X
| B6 - (. £]s v ) o
. : e Report filters is similar to a
[ A = & iPivotTahle Field List v x
1 |Site (Al page break.
3 Values Choose fields to add to report:
4 Departments |~ Count o st Name Average of Salary |:|ID V.
5 | A tive Ed 5 §53,567 i — - .
6 Bu:ir::;:es.arvices| =l 534,807 [JFirst Name e By draggmg Site to Report
7 |ECS 4 550,028 I.ast Hame . .
& |Food Services g 540,530 [Jaddress Filter, the filter appears
9 | Graphics 5 545,985 DCiW = .
10 |Human Resources 5 554,399 above the pIVOt table.
11 |Info Technology 5 541,958 —| |[state
12 | Inst Services 5 544 882 DZip [V
13 |Maint/OPER 5 541,824
1: g?ﬂzi SHARE : :;;;;; Drag fields bereen areas below: ® Note the site ﬁlter, in cell B1,
16 | Special ED 5 549 104 W ReportFilter j Column Labels . .
17 | Superintendent 5 556,467 Site - = Values - displays All; and the grand
18 | Transportation 5 244120 t t | t . 73
19 |WES Camp 4 534,234 otal countis .
20 |Grand Total 73 549,084 2] Row Labels Z  Values
= ‘ Dept - Countof... ~ "‘
= =
A e T W .
z e —— vermas e By selecting the chevron, a
ETEr Layou’ 3
W 4» W[ Part1 “Pat2 PT drop down appears, select
Ready uﬁ =] &0% 05 : I
1644 Magnolia.
e The second picture displays
only those employees at
43 1644 Magnolia and now

display 15 employees.



0 (00 | = | LA | L [ =

— |
—_ =

520,234
$30,567
541,901
§35,607
554 734
61,881

Site 1644 Magnolia -
Values

Departments |~ Count of Last Name Average of Salary
Alternative Ed 2

Business Services | E!

Human Rezources 3

Info Technology 3

Inzt Services 1

Superintendent 3

Grand Total 15

$40,305
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