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Pivot Tables — Creating

Agenda Pivot Tables — Tool Bars

Pivot Charts




Pivot Tables - Creating

e Two ways to create

S

File Home  Insert Page Layout Formulas Data  Review  View  Autor

i-‘?l ’ ~ b ﬁ €7 3D Models  ~

P.
PiwvatTable| Recommended Table Forms Pictures Shapes lcons = SmartArt
PivotTables - v - 5. Screenshot ~

‘ E From Table/Range ] IMustrations

i [E From External Data Source | Residential

4 @ From Data Model

<

File .  Home Insert Page layout Formulas Data Review View Automate Developer Help ACROBAT  Table Design

Table Name: Summarize with PivotTable | @ |:|51 Properties Header Row (] First Column Filter Button
=/ Iz
K

n.( Remove Duplicates @ Open in Browser [ Total Row [ Last Column

Insert Export Refresh
‘@' Resize Table l‘ﬂ Convert to Range Slicer M e s,‘d% Unlink Banded Rows [ Banded Columns

Properties Tools External Table Data Table Style Optians

Table Styles




Pivot Tables — Creating

» Table/Range can be a range of cells or just refer to an Excel Table by name

r ™ -

PivotTable from table or range X PivotTable from table or range

Select a table or range Select a table or range

Table/Range: |ResidentiallSAS1:5K52797] Table/Range: |Tablel|

Choose where you want the PivotTable to be placed Choose where you want the PivotTable to be placed

O New Worksheet O New Waorksheet
() Existing Worksheet () Existing Worksheet

Location: [ Location: [

Choose whether you want to analyze multiple tables Choose whether you want to analyze multiple tables
[ Add this data to the Data Model [] Add this data to the Data Model

ok | | cancel | ok | | cancel |




Pivot Tables — Creating

« You can choose to place the pivot table in a new worksheet (most often) orin an
existing worksheet.

» This choice can be changed as pivot tables can be moved or copied later.

« If you choose Existing Worksheet, you must also specify a location.

| Choose where you want the PivotTable to be placed

O New Worksheet
) Existing Worksheet

Location: [




Pivot Tables - Creating

Fle Home Insert Pagelayout Formulas Data Review View Automate Developer Help ACROBAT PivotTable Analyze Design

) . - ey E= =
PivotTable Name: | Active Field: i) Eepand Fiekd —> Group Selection E EE? @ i @ 7 @ g
otTablel Show &0 Ungroup Insert  Insert Filter Refresh ChangeData  Clear Select  Move Fields, temns, OLAP PivotChart

-3 Collapse Field
T options v | [3 Field Settings  Details lepmere Slicer Timeline Connections  ~  Seurce v~ PiotTable = &Setsv Took - PivotTables

PivotTable Active Field Fitter Data Actions Calculations Tools

R

[ e [ o

>

PivotTable Fields

Choose fields to add to report:

PivotTablel | Search

To build a report, choose [ Parcel_Number
fields from the PivotTable ] Parcel Class
Field List

[ subdivDescr
[ Occupancy
[ Main_Style_Deser
in_Year_Built
[ Gross_Bldg_Area
[[] Main_Condition_Descr
Basement Area
r_Conditioning_Descr
[ Total_Acres

re Tables...

Drag fields between areas below:

T Filters 1l Celumns

Z Values

o
—

4
Y
2

| =]
4

s
| 2]
7

3
9|
10
|
12
13|
|
15
16|
17
18
19
20
|
2|
23|
|
25|
26
27)
28]
29
30
31
32|
]
34
35
36
37
38
29

» [] Defer Layout Update Update

> Sheetl  Residential ~ School ~ PRC +
Ready T Accessibility: Investigate @ Display Settings B M - oo




Pivot Tables - Creating

Field List —>

PivotTable Fields

Choose fields to add to repo

| Search

O Parcel_Mumber

[ Parcel Class

[ SubdivDescr

[] Occupancy

[[] Main_Style Descr
[] Main_Year_Built

[[] Gross_Bldg_Area

[[] Main_Basemen t_Area

[ Total_Acres
More Tables...

[[] Main_Condition_Descr

[[] Main_Air_Conditioning_Descr

Rows create the primary
categories displayed down the
left side of the PivotTable,
while Columns create
headings across the top for
side-by-side comparisons.
Values contain the data being
calculated, such as sums,

Drag fields between areas below:

counts, averages, or other
summary statistics. Filters

Four Field Areas (Filters, allow you to limit the data

T Columns. Rows Values) shown in the PivotTable to
! ! focus on specific records or

categories.

T Filters Il Columns

[ Defer Layout Update




Pivot Tables - Creating

File ~ Home Insert Pagelayout Formulas Data Review View Automate Developer Help ACROBAT PivotTable Analyze Design 2 Comments

: — = 5= 5= 5 5=
PivatTable Name:  Active Field: ] Expand Field % Group Selection — [;v\ [‘& @ f @ IﬁJ E}r f 0 §
PivolTablel MainStyle Deser | o 8H Ungroup Insert  Insert Filter Refresh ChangeData  Clear Select  Move  Fields, ltems, OLAP Relationchips  PivotChart Recommended

Collapse Field
[ options ~  [3 Field Settings  Detals olpmere Slicer Timeline Connections v Source~ v~ PivotTable  &Setsv Took~ PivotTables

PivotTable Active Field Filter Data Actions Calculations Tools

>

o/ fe~ Main_Style_Descr

A | 8 | c | b
Main_Style_Descr (an)

PivotTable Fields

Choose fields to add to report:

Sum of Gross_Bldg_Area Column Labels E
|~ | Ductless No  Yes =

g
&
g
&

01-0021200
04-0106000

05-0134500 & Parcel Number
05-0135050 [ Parcel Class
05-0136085 [ SubdivDescr
05-0136150 [ 0ceupaney

05-0136160 B4 Main_Style Descr
05-0136170 [ Main_Year_Built

B3 Gross_Bldg_Area

[] Main_Condition_Descr

[] Main_Basement_Area

B3 Main_Air_Conditioning_Descr
[ Total_Acres

More Tables...

2
4

!
|

Drag fields between areas below:

;
:

T Filters Il Columns

Main_Style Descr ~ ‘ | Main_Air_Conditionin...~

Rows  Values

1
HH

Parcel Number | Sum of Gross_Bldg_A..

2424
1178

> Sheet!  Residential =~ School =~ PRC
Ready % Accessibility: Investigate & Display Settings H O -—a—+ 100%

4
1
| 2
3
4
B
| 2]
| 2]
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10
|
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|
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16|
17
18]
19
20
a1
2|
23|
|
2|
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[] Defer Layout Update Update




Pivot Tables — Tool Bars

File Home  Insert  Page Layout Formulas Data  Review View  Automate  Dewveloper Help ACRCBAT  PivotTable Analyze  Design

PivotTable Name: Active Field: +— = . - Group Selection = ‘“='§‘| mE= mE= =] mE= mE=
lﬁ = Expand Field -? E ’l_g'? Da [?-_T @ 0 ; @ If:tj E:}r Iﬂ 1]
Mowe

i i |
[PivotTable1 || [Main_Style Descr | Show 18 ungroup Insert  Insert Filter Refresh ChangeData = Clear Select Fields, ltems, OLAP Relationships | PivotChart Recommended
E Options ~ + @ Field Settings  Details Group Field Slicer Timeline Connections - Source v - ~*  PivotTable Bt 5ets~  Tools ~ PivotTables

PivotTable Active Field Group Filter Data Actions Calculations Taals

- = Collapse Field

File Home  Insert  Page Layout Formulas Data  Review  View  Automate Help  ACROBAT  PivotTable Analyze

Fow Headers [] Banded Rows

Sub’i}tals Ti;:lr;dv REPS:' Ril:;i Column Headers || Banded Columns

[

Layout PivotTable 5tyle Options PivotTable Styles




Pivot Tables — PivotTable Analyze

« Pivot Table Name (no spaces or special characters) _P;__‘"’t:";f:‘a'““"'

« Pivot Table Options (more on this soon) @optios ~

e Active Field r‘dw&ﬁe'dz J/ 4\ += Expand Field

| Drll  Drill
ﬁField Settings Down Up >

-= Collapse Field

° G rou p Ta g —> Group Selection

EJ:E Ungroup
EG[DUP Field

E

® Sllce rs Insert  Insert Filter

Slicer Timeline Connections

Filter




Pivot Tables — PivotTable Analyze

« Refresh the Pivot Table or change data source 3

Refresh Change Data
v Source ¥

 Pivot Table Actions {:@E %
v v PivotTable

. Calculations i@ G-

Fields, Items, OLAP Relationships
& Sets~  Tools v

e Pivot Charts q E

PivotCMart Recommended
PivotTables

- Show Hide Toggles FENEII=

Shon




Pivot Tables — Design

Turn Subtotals on or off
Subtotals

v

Row Headers || Banded Rows

Subtotals Grand Report Blank
e Totals ¥ Layout ¥ Rows ¥

File Home Insert Pagelayout Formulas Data Review View Developer Help ACROBAT

[

Turn Grand Totals on or off

Column Headers | | Banded Columns

Layout PivotTable Style Options PivotTable Styles

Change Pivot Table Layout

How to handle blank rows

Rows v

Pivot Table Styles on/off Row Headers | | Banded Rows

Column Headers | | Banded Columns

Change Colors of Pivot Table

.|T||||||T|




Pivot Tables — Design

Do Not Show Subtotals

SUthtaIS Show all Subtotals at Bottom of Group

Show all Subtotals at Top of Group

E‘? Include Filtered Items in Totals

Off for Rows and Columns
Grand TOtalS On for Rows and Columns

On for Rows Only
Show in Compact Form
Show in Qutline Form On for Columns Only
Report LayOUt Show in Tabular Form

Repeat All Item Labels
Do Not Repeat Item Labels

Blank Rows Insert Blank Line after Each Item

Remove Blank Line after Each Item




Pivot Tables - Calculations

« Two Ways to change the calculation

File  Home ngent  Pagelayout  Formulas  Data  Review  View  Automate  Oeveloper  Help  ACROBAT mw
PivciTable Name | Active Fielt

Right Click

on any
number

[PretTabier Seyte Deser i,m_
E Faad Sottingy  Details
_ Anwe Red

[ oprions =
mll.

L3

s L

,. "
% Dxpand Fiedd

= Crltapae Firld

Main_Style_Descr

i
3]
4 IR
3
6
71
8]
B

R wj:e LIEEE
=

BRUERE

-+ Group Sefection

0 Ungrown

7 Grouipe Finicd
Graup

fnzert  insest
Slicer  Timedne O
Filter

|i"_é\'.l

m:l-c'u

b BER D

ﬁl‘mmbﬂ Uﬂr!dm Mml MMLM Felatioontups  PivotChart Recommended Field ||+,
Took

*  PivetTable

i? O

ESets v

o @ & (B

PivetTables List
Toaks.

M

-
v () Diefer Layout Update Ugdate

C@DuplaSettings. B 0 M - ————+ o

Or click the
arrow on the
Values Field and
choose “Value
Field Settings...”

Move Up

Mowve Down

Move te Beginning
Move to End

Move to Report Filter
Move to Row Labels
Move to Column Labels
Mowve to Values

Remove Field

Value Field Settings...

Sum of Gross_Bldg_A...




Pivot tables - Calculations

¥ Sum

Count
[E Copy No Calculation

Average % of Grand Total
El Eormat Cells...

Max % of Column Total

Mumber Format... Min % of Row Total

[é Refresh % Of...
Product
Sort % of Parent Row Total

Distinct Count % of Parent Column Total

Remove "Sum of Recorded_Acre More Options... % of Parent Total..

Summarize Values By Difference From...

% Difference From...

Show Values As
Running Total In...
Show Details % Running Total In...

Value Field Settings... Rank Smallest to Largest..

. . Rank Largest to Smallest...
PivotTable Options.. =g

Index
& ige Field List

More Options...




Pivot Tables Slicers - Connections

Report Connections (ParcelMo)

? X
Select PivotTable and PivotChart reports to connect to this filter
IName

File  Home
PivotTableT

[nsert

5

|Sheet
Sheet4

Slicer Caption:
«— Report

El Slicer Settings ~ Connections

Slicer I

« Two ways: Slicerto Pivot Table (above)

file  Home [Insert Page Layout Formulas
mmmm|mrm [ /|\
= Y |
PuotTaolel || Sumof Recorded 4
= Dl il
Eﬁﬂdm Down Up

Data

3

Help ACROBAT  Pivotlabe Analyze ~ Design

E5% DG BRD B0

Refresh Change Data | Clear Select  Move
Slicer Timeline Connections.

mrI'

Review  View  Developer
= =7 (rcup Selection
tZhpandted |

A Ungroup

[ options «

FivotTable

"= (ollapse Feld EGFND Feld Source ¥ v
Actve Field Groip

v PvoiTable | &Setsv Tookv
Data Adions Caloulations:

Fields ltems, 0LA7 Relationships

Page Layout  Formulas

3

Help  ACROBAT Slicer

Data Review View Developer

=] === [===]
E== E== ===
—IEIIEI
===

b b AEEA T

[x]m=]
ip |
PivotChart Recommended
PivotTables
Tools

I]] Height:
Fwidh

Size y

5 s 1T Height: 0.26"
Bring Send  Selection Align Group Rotate

Forward ¥ Backward ¥ Pane ¥ v B Width:
Slicer Styles

v

A
-

158"

Arrange

Buttons

Pivot Table to Slicer (Below)

Filter Connections (PivotTable1)

Select filters to connect to this PivotTable
|Caption |Name
ParcelNo ParcelNo

|Sheet
Sheet4




Pivot Charts

« Start by creating a pivot table then click the PivotChart button

Insert Chart

Row Labels |E| Count of Parcel Number
ASSMINT ZOMNE 01 396

ASSMNT ZONE 02 386
ASSMNT ZONE 03 79 \_Ilﬂ M M m l!rﬂf M M

ASSMNT ZONE 04 441

! Clustered Column
ASSMNT ZONE 05 345 » » |
ASSMMT ZOME 06 Pwﬂtﬁhart

ASSMINT ZOME 07 129

ASSMMNT ZOME 08 |22 XV (Scatter)
ASSMNT ZONE 09 134 :::k
ASSMNT ZONE 10 73

Grand Total 2800

EBEEEREEER

Surface

#%  Box & Whisker
M) waterfall
= Funnel
m Combo




Pivot Charts

« Charts are a floating object that exists above the spreadsheet rather than in any
specific cell or cells.

Row Labels |~ | Count of Parcel Number
ASSMNT ZONE 01 396
ASSMNT ZONE 02 386
ASSMNT ZONE 03 379
ASSMNT ZONE 04 aa1
ASSMNT ZONE 05 345
ASSMNT ZONE 06

ASSMNT ZONE 07 129
ASSMNT ZONE 08

ASSMNT ZONE 09 134
ASSMNT ZONE 10 73
Grand Total R0

2_
3

4
Bl
6
i
Bl
9
10
1
12
13

1
15
16

27|




Pivot Charts

e Three menus for PivotCharts

Review  View

= =

Insert  Insert

File Home Insert  Page Layout  Formulas  Data

\I/ /‘\ *+= Expand Field

Dirill Dirill
Down Up~

Chart Mames Active Field:

E Options
FivotChart

_ -= Collapse Field
i[5 Field Settings

Active Field Filter

Automate

Filter

Slicer Timeline Connections

Developer

Help

3

w

Refresh Change Data
Source

Data

ACROBAT

PivotChart Analyze | Design  Format

i7 O =g

Fields, ltems, OLAP Relationships
B Sets >~ Tools~

o=
I =
Maove
Chart

Field

List

il

Field
Buttons ~

Clear

-

Actions Calculations Show/Hide

File Home  Insert Formulas Data Review View  Automate

Add Chart  Quick Change
Elernent ~ Layout~ = Colors~

Chart Layouts

Page Layout

-,

ey

gy

L

Y

"y L
Sk L
S
T

"

Developer

Chart Styles

Help

Format

CEil

Switch Row/ Select
Column Data

ACROBAT

PivotChart Analyze | Design

il

Change
Chart Type

i :
S

-,

ey

gy

LY

by R
Ty

Sk
S

b M

-

Chart

Data Type Location

Review View Automate Developer Help ACROBAT

HEEE

Shape Styles

Formulas  Data

O
Change
Shape ~

Insert
4NN
Ooo
AL

Insert Shapes

File  Home Page Layout

[Chart Area

% Format Selection

@ Reset to Match Style

Current Selection

PivotChart Analyze
A ShapeFill ~
z Shape Outline ~

&) Shape Effects ~
]

A Text Fill = i

" SUTS I = ST N
Bring Send  Selection Align  Group FRotate

Forward » Backward ~ Pane - - ~

D

Size [

A Text Outline

B\ Text Effects ~

WordArt Styles [P Arrange




Pivot Charts

 You can move the chart to a special tab for charts

« Select the chart so the grab handles appear
e Right click anywhere and select "Move Chart”
« Now select "New sheet”

Choose where you want the chart to be placed:

© new sheer lﬁ

Ly
@ O Objectin: | sheetr

0

~EEEBE

L cut
(@ copy
[Tl Paste Options:
i
Paste Special...
] Reset to Match Style
A Font...
ﬂ Change Chart Type...
|:|B§] Save as Template...
B Select Data...
Ef Move Chart...
E] 3-D Rotation...
H?_'I Group
rl:_h Bring to Front
l?_?:‘ Send to Back
Save as Picture...
Assign Macro...

B View Alt Text...

[[@ PivotChart Opticns...

Hide Field List




Pivot Charts

 The PivotTable and PivotChart are linked, so changes made to one are reflected in
the other. Because some settings that work well for a PivotChart may not be ideal
for displaying data in a PivotTable, it is often a good idea to create a separate

PivotTable specifically for the chart while using another PivotTable to display the
data.

e PivotTables and PivotCharts do not have to be on the same worksheet. You can
move either the PivotTable or the PivotChart to a different worksheet at any time.




Data Dashboards

» You can combine simple pivot tables and pivot charts each showing one piece of
information into a single sheet and then link them all to slicers to create a
dashboard to analyze your data.




Data Dashboards

Primary Residence
Credit

11/ $tary Aframe HARMON VILLAGE 2157

11/2 Stary Frame HARMON VILLAGE 16TH

13/4 Story Frame HARMOMN VILLAGE 15TH
HARMON VILLAGE 18TH
HARMON VILLAGE 17TH
HARMON VILLAGE 4TH
HARMON VILLAGE 13TH
HARMON VILLAGE 15T

HARMON VILLAGE 370
HARMON VILLAGE 22ND
HARMON VILLAGE ESTATES 15TH
HARMON VILLAGE 2D
HARMON VILLAGE 6TH REPLAT
HARMOMN VILLAGE 8TH
HARMON VILLAGE 7TH
HARMON VILLAGE 11TH
HARMON VILLAGE 12TH
HARMON VILLAGE 9TH
HARMON VILLAGE 10TH REPLAT
HARMON VILLAGE 2330 SUBDIVISION
HARMON VILLAGE 14TH
HARMON VILLAGE 6TH

HARMON VILLAGE 6TH REPLAT BT LT 1 ALK 1
_Lll\llMON VILLAGE STH REPLAT
Grand Total

™
CRERwvaeas

School District

s DAL W VSV P11

=
B
:
F
L

:

:

|

O O R P WY o

E’f
H
&

Assessment Zone
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=== Donald LaFleur

Morton County Director of Tax Equalization

s /01-667-3325



mailto:donald.lafleur@mortonnd.gov
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