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1: PivotTables – The Basics 
Complete this unit and you'll be able to answer the 

following questions: 

A. What is an Excel PivotTable? 

B. How do you create a simple PivotTable? 

C. What are the rules for setting up source data for a 

PivotTable? 

D. How do you pivot in a PivotTable? 

E. How do you change the value calculation? 

F. How do you change the number formatting? 
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Topic A: What is an Excel PivotTable? 
An Excel PivotTable is tool that can be used to quickly create interactive 

summary reports (tables) from raw data.  Because they are interactive 

PivotTables allow you to easily do any of the following: 

• Choose a summary calculation (sum, average, maximum, minimum, 

etc.) 

• Display the results vertically or horizontally 

• Sort the results in ascending, descending or a custom order 

• Filter the data to show what is important to you 

• Change or insert additional summary calculations as needed 

• Pivot the data (switch the rows and columns) 

• Group the data into larger collections 

• "Drill down" to see additional details 

The following figures are examples of PivotTables that were created from an 

Excel list of 5406 movies. 

 
Figure 1: Movies from the 1970s by Year and by Rating 
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Figure 2: Movies by Decade 

 
Figure 3: Movies by Category and Rating 
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Figure 4: Movies per Category, per 
Rating report 

 
 

Figure 5: Movies per Rating, per Category report 

 
 



Excel PivotTables © TechMentors 
1: PivotTables – The Basics 

9 

Topic B: How do I create a simple and easy to use PivotTable? 
The exercise below uses the 1b_Movies.xlsx file. 

1. Start Excel and create or open your file. 

2. Position the cursor in one cell, and only one cell of the data. 

 
Figure 6 

3. From the ribbon choose Insert, Tables, PivotTable. 

 
Figure 7 

4. In the resulting dialog box make sure the table/range is referring to 

the correct table or range and that the destination is a 

New Worksheet, then click OK. 

 
Figure 8 
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5. Drag the fields from the PivotTable Field List to the desired location 

as shown below. 

 
Figure 9 

6. Notice, you now have a PivotTable. 



Excel PivotTables © TechMentors 
1: PivotTables – The Basics 

11 

 
Figure 10 
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Topic C: What are the rules for setting up source data for a 
PivotTable? 
PivotTables are based on source data.  That source data is usually already in 

Excel as a range of cells or as an Excel table.  But it is also possible to create 

PivotTables from source data that is outside Excel.  For example you could 

create a PivotTable from an Access database.   

When setting up your source data in Excel make sure it is in a tabular format. 

In other words you should make sure your source data follows these rules. 

• Each column of data has a column heading 

• Each column heading is unique 

• Each column heading is in the same row 

• The column headings do not span multiple rows 

• No merged cells exist anywhere in the data 

• All the data is contiguous - there should be no blank rows and no 

blank columns in the source data 

• The data in each column follows a consistent format 

• The data is not in section headings 

• Data values are not used in column headings 
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Topic D: How do you “pivot” in a PivotTable? 
To pivot is to turn.  In an Excel PivotTable you can “pivot” or move one field 

to a new location, from row to column for example, while all the other fields 

stay in their current location. 

To pivot just drag the field from its current location to its new location as 

shown in the following examples. 

 
Figure 11: Pivot from column to filter 

 
Figure 12: Pivot from row to filter 

 
Figure 13: Pivot from row to column 

 
Figure 14: Pivot from column to row 
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Topic E: How do you change the value calculation? 
The exercise below uses the 1e_Employees.xlsx file. 

When creating the PivotTable the value calculation will default to SUM if the 

field is numeric and COUNT if the field is text.  To change the calculation do 

the following. 

1. Click the arrow next to the value calculation. 

 
Figure 15 

2. From the pop up menu choose Value Field Settings… 

 
Figure 16 

3. In the Value Field Settings dialog box click the desired calculation 

type. 

 
Figure 17 
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4. Optional:  Edit the name in the Custom Name box as needed. 

 
Figure 18 

5. Click OK. 

The Pivot Table is updated with the new calculation and label. 

 
Figure 19 
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Topic F: How do you change the number formatting? 
The exercise below uses the 1f_Employees.xlsx file. 

The wrong way 
When changing the formatting of numeric fields and calculations, resist the 

temptation to use the number formatting options on the ribbon’s Home tab, 

because these tools only change the formatting of the cell(s) you have 

selected.  If you later pivot or refresh the data you may then discover that 

some of the updated values have the wrong format. 

 
Figure 20 

 

The right way 
The correct way to change the number formatting is to use the Number 

Format button on the Field Settings dialog box as shown below. 

1. Click the arrow next to the field’s name. 

  
Figure 21 

2. From the pop up menu choose Value Field Settings… 

  
Figure 22 

3. In the Value Field Settings dialog box click the Number Format 

button. 
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Figure 23 

4. Use the Format Cells dialog box to format the number as desired, 

then click OK. 

  
Figure 24 
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The Pivot Table is updated with the new formatting. 
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2: Drilling Down 
Complete this unit and you'll be able to answer the 

following questions: 

A. What does it mean to drill down? 

B. How do you drill down on a summary value? 

C. How do you drill down on a row label? 

D. How do you drill down on a column label? 

E. How do you remove the details? 
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Topic A: What does it mean to drill down? 
The example below uses the 2abc_Orders.xlsx file. 

To "drill down" is to investigate in depth or at a deeper level.  In a 

PivotTable we can drill down to get more details.  For example, if your 

PivotTable shows total sales for the month you can drill down to see the 

details of who bought what when.  

 
Figure 25 
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Topic B: How do you drill down on a summary value? 
The exercise below uses the 2abc_Orders.xlsx file. 

Drilling down is easy, just double click on the cell with the summary value.  

When you do a new sheet is added that shows all the records that made up 

the summary value. 

 
Figure 26 
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Topic C: How do you drill down on a row label? 
The exercise below uses the 2abc_Orders.xlsx file. 

In addition to drilling down on a summary value, you can also drill down on a 

row label.  This will give you additional summary information based on 

another pivot field. 

1. Right click on the row field value for which you want to drill down, 

then choose Expand/Collapse, and then Expand. 

 
Figure 27 

The Show Detail dialog box will appear. 

 
Figure 28 
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2. Choose the field you want to display and click OK. 

The new field will appear in the PivotTable. 

 
Figure 29 

The new field will also appear in the row fields list. 

 
Figure 30 
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Topic D: How do you drill down on a column label? 
The exercise below uses the 2d_Orders.xlsx file. 

Drilling down on a column is very similar to drilling down on a row label. 

1. Right click on the column field value for which you want to drill down, 

then choose Expand/Collapse, and then Expand. 

 
Figure 31 

The Show Detail dialog box will appear.

 
Figure 32 

2. Choose the field you want to display and click OK. 
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The new field will appear in the PivotTable. 

 
Figure 33 

The new field will also appear in the row fields list. 

 
Figure 34 
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Topic E: How do you remove the details? 
The example below uses the 2e_Orders.xlsx file. 

After drilling down you can use the hide details Collapse buttons which 

appear as little boxes with minus signs.  To view the details again just click 

the expand buttons which appear as little boxes with plus signs. Similar 

buttons are found on the PivotTable Tools, Analyze ribbon (PivotTable 

Tools, Options in Excel 2010). 

 
Figure 35 

You can also remove the details by removing the field from the field list area 

as shown below. 

 
Figure 36 
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3: PivotTable Tricks 
Complete this unit and you'll be able to answer the 

following questions: 

A. How do you show items with no data? 

B. How do you show 0 instead of blank? 

C. How do you select different parts of the PivotTable? 

D. How do you move a PivotTable? 

E. How do you duplicate a PivotTable? 

F. How do you rename a PivotTable? 

G. How do you change the data source? 

H. How do you create a Pivot Chart? 
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Topic A: How do you show items with no data? 
The exercise below uses the 3a_Movies.xlsx file. 

PivotTables, by default only show records that have values.  For example 

compare the two PivotTables below.  The one on the left shows no PG-13 

movies prior to 1983.  But the example on the right show all items, even if 

when they have no data. 

 
Figure 37 
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1. Click the arrow next to the field. 

 
Figure 38 

2. From the pop up menu choose Field Settings… 

 
Figure 39 

3. In the Field Settings dialog box click the Layout & Print tab, then 

check the Show Items with no data option and click OK. 

 
Figure 40 
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Topic B: How do you show 0 instead of blank? 
The exercise below uses the 3b_Movies.xlsx file. 

When you display items with no data you can show the data with a blank or 

a zero value. 

1. From the PivotTable Tools, Analyze ribbon (PivotTable Tools, Options 

in Excel 2010), choose the Options drop down and select options. 

 
Figure 41 

2. On the Layout & Format tab check the For empty cells show: option, 

and then type 0 or whatever value you would like to see when the cell 

is empty, then click OK. 

 
Figure 42 
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Topic C: How do you select different parts of the PivotTable? 
The exercise below users the 3cdef_Movies.xlsx file. 

There are multiple ways to select the different parts of the PivotTable 

including the following: 

• From the PivotTable Tools, Analyze ribbon (PivotTable Tools, Options 

in Excel 2010), choose the Entire PivotTable option to select the 

whole table. 

 
Figure 43 

• Select a row by positioning the cursor on the left side of the row, and 

clicking when the cursor appears as a black arrow. 

 
Figure 44 
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• Select a column by positioning the cursor at the top of a column, and 

clicking when the cursor appears as a column. 

 
Figure 45 
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Topic D: How do you move a PivotTable? 
The exercise below uses the 3cdef_Movies.xlsx file. 

A PivotTable can be placed in its own spreadsheet, or it can be moved to 

another sheet. 

1. Position the cursor in any cell of the PivotTable. 

2. From the PivotTable Tools, Analyze ribbon (PivotTable Tools, Options 

in Excel 2010), choose the Move PivotTable icon. 

 
Figure 46 

The Move PivotTable dialog box will appear. 

 
Figure 47 

3. Specify if you want to move the PivotTable to a New Worksheet or to 

an Existing Worksheet. 

If you choose an Existing Worksheet then you need to specify the 

address of the cell that will serve as the top left corner of the 

PivotTable.  As shown in Figure 47 above the address must include 

the sheet name, and exclamation mark, and the cell reference. 

4. Click OK. 
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Topic E: How do you duplicate a PivotTable? 
The exercise below uses the 3cdef_Movies.xlsx file. 

1. Click in any one cell of the PivotTable. 

2. Select the entire PivotTable by choosing from the PivotTable Tools, 

Analyze ribbon (PivotTable Tools, Options in Excel 2010), and then 

selecting the Entire PivotTable option. 

 
Figure 48 

3. Copy the PivotTable to the clipboard by pressing Ctrl C.  

4. Position the cursor in a different sheet or in a new location on the 

same sheet, provided the new location is not currently part of a 

PivotTable. 

5. Paste the data by pressing Ctrl V. 
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Topic F: How do you rename a PivotTable? 
The exercise below uses the 3cdef_Movies.xlsx file. 

Each PivotTable has a unique name.  This name is found in the PivotTable 

Name box on the left side of the PivotTable Tools, Analyze ribbon 

(PivotTable Tools, Options tab in Excel 2010). 

 
Figure 49 

You can rename the PivotTable by simply typing the new name in the 

PivotTable Name box. 

Note: Unlike named ranges, PivotTable names can have spaces as shown 

below. 

 
Figure 50 
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Topic G: How do you change the data source of a PivotTable? 
The exercise below uses the 3g_Movies.xlsx file. 

As we saw in the first lesson, each PivotTable is based on some source data.  

You can change the source of a PivotTable. 

1. Click in any one cell of the PivotTable. 

2. From the PivotTable Tools, Analyze ribbon (PivotTable Tools, Options 

in Excel 2010), click the Change Data Source button. 

 
Figure 51 

3. Using the Change PivotTable Data Source dialog box identify the new 

source (table or range) for your PivotTable, then click OK. 

 
Figure 52 
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Topic H: How do you create a PivotChart? 
The exercise below uses the 3h1_Movies.xlsx file. 

A PivotChart is a graphical representation of the data in a PivotTable.  

Because it is an Excel chart it has all the features of regular Excel charts, plus 

it has PivotTable like features because it is based on an existing PivotTable. 

There are two ways to create a PivotChart  

Method 1 

1. Position the cursor in any one cell of the PivotTable. 

2. Press F11. 

 
Figure 53 

Method 2 
The exercise below uses the 3h2_Movies file. 

1. Position the cursor in one cell, and only one cell of the data. 
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Figure 54 

2. From the ribbon choose Insert, Charts, PivotChart (Insert, Tables, 

PivotTable, PivotChart in Excel 2010). 

 
Figure 55 

3. In the resulting dialog box make sure the table/range is referring to 

the correct table or range that holds your data and that the 

destination is a New Worksheet, then click OK. 

 
Figure 56 
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4. Drag the fields from the PivotTable Field List to the desired location.  

 
Figure 57 

5. Move and resize the chart as needed. 

 
Figure 58 
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4: Refreshing Pivot Data 
Complete this unit and you'll be able to answer the 

following questions: 

A. Why do you need to refresh a PivotTable? 

B. How do you refresh a PivotTable? 

C. How do you refresh all the PivotTables in the 

workbook? 
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Topic A: Why do you need to refresh a PivotTable? 
The exercise below uses the 4a_Northwind.xlsx file. 

Unlike Excel formulas and function, PivotTables do not get automatically 

updated when the source data changes.  That’s because the source data of 

the PivotTable is contained in a hidden object called a PivotCache.  The 

PivotCache is a static copy of the data as it appeared when the PivotTable 

was created.  Thus, when you change the original data the PivotTable does 

not automatically get updated because its cache needs to be refreshed. 

To demonstrate the need to refresh the PivotCache try the following: 

1. View your Pivot Table and take note of some of its calculations. 

 
Figure 59 

2. Change one or more values in the source data. 

In this example you might change the discount rate in cell K1 of the 

Orders sheet from 1% to 2% and see all the discounts and extended 

prices change. 
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Figure 60:  Notice the extended prices change when the discount is changed. 

3. View the Pivot Table again.  Notice that the numbers have not 

changed. 

 
Figure 61 
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Topic B: How do you refresh a PivotTable? 
The exercise below uses the 4bc_Northwind.xlsx file. 

When you refresh a PivotTable you are in reality refreshing its PivotCache. 

You can do so by following the steps listed below.  However, please note 

that all the other PivotTables that use the same PivotCache will also be 

refreshed because their cache has been refreshed. 

1. If needed, notice the values in the various PivotTables. 

In this example four PivotTables are on the Pivots sheet.  The 

PivotTable in columns A and B is based on the Orders sheet.  The 

three PivotTables in columns D and E are based on the Employees 

sheet. 

 
Figure 62 
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2. As needed, change the data in each of the source data ranges that 

support the various PivotCaches. 

In this example change the discount rate in the Orders sheet cell K1 

to 5%.  Also change the employee’s raise in the Employees sheet cell 

F1 to 6%. 

3. Click in any one cell of the PivotTable. 

In this example click on cell D4. 

 
Figure 63 

4. From the PivotTable Tools, Analyze ribbon (PivotTable Tools, Options 

in Excel 2010), click the Refresh, Refresh option. 

 
Figure 64 

Notice that the data in the three PivotTables based on the Employees 

sheet (the PivotTables in columns D and E) have changed, but the 

data in the PivotTable (the PivotTable in columns A and B) has not 

changed. 
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Figure 65 
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Topic C: How do you refresh all the PivotTables in the 
workbook? 
The exercise below uses the 4bc_Northwind.xlsx file and is dependent on your completing 

the exercise in topic B. 

If you have a workbook with multiple PivotTables which are based on 

multiple PivotCaches you can refresh all of them by doing the following. 

1. If desired, notice the values in the various PivotTables. 

 
Figure 66 

2. As needed, change the data in each of the source data ranges that 

support the various PivotCaches. 

In this example change the discount rate in the Orders sheet cell K1 

to 3%.  Also change the employee’s raise in the Employees sheet cell 

F1 to 3%. 
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Figure 67 

3. Click in any one cell of any PivotTable in your workbook. 

In this example click again on cell D4. 

 
Figure 68 

4. From the PivotTable Tools, Analyze ribbon (PivotTable Tools, Options 

in Excel 2010), click the Refresh, Refresh All option. 

 
Figure 69 

Notice that all the PivotTables in your workbook have been updated. 
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Figure 70 
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5: Sorting PivotTables 
Complete this unit and you'll be able to answer the 

following questions: 

A. How do you sort PivotTable data by row labels? 

B. How do you manually rearrange row labels? 

C. How do you sort PivotTable data by column label? 

D. How do you manually rearrange column labels? 

E. How do you sort PivotTable data by a value field? 
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Topic A: How do you sort PivotTable data by row labels? 
The example below uses the 5a_Employees.xlsx file. 

You can easily sort PivotTable results by selecting a row label and then 

clicking any of the three sorting buttons shown on the Data ribbon (in Excel 

2010 sort options are also on the PivotTable Tools, Options tab). 

 
Figure 71 

You can also sort by a row label by clicking the field's drop down menu and 

choosing Sort A to Z or Sort Z to A. 

 
Figure 72 
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Topic B: How do you manually move row labels? 
The example below uses the 5b_Employees.xlsx file. 

In addition to sorting the rows in your PivotTable you may want to manually 

rearrange the location of each row.  For example instead of listing each 

office alphabetically, as shown below in Figure 73, you may want to list all 

the cities by their location (i.e. East coast cities first followed by the Midwest 

cities, and then finally West coast cities at the end) as shown in Figure 74. 

Figure 73 – Offices sorted alphabetically Figure 74 – Offices manually rearranged. 
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To manually move rows do the following: 

1. Right click on the row that you want to move. 

2. Select Move, and then select one of the available move options. 

 
Figure 75 
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Topic C: How do you sort PivotTable data by column label? 
The example below uses the 5c_Employees.xlsx file. 

In addition to sorting PivotTable results vertically, you can also sort the data 

horizontally by selecting a column label (assuming it has at least one column 

field) and then clicking any of the three sorting buttons shown on the Data 

ribbon (in Excel 2010 sort options are on the PivotTable Tools, Options tab). 

 
Figure 76 

You can also sort by a column label by clicking the field's drop down menu 

and choosing Sort A to Z or Sort Z to A. 

 
Figure 77 
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Topic D: How do you manually move column labels? 
The example below uses the 5d_Employees.xlsx file. 

Manually rearranging column labels is very similar to manually moving rows 

labels.  To manually move columns do the following: 

1. Right click on the column that you want to move. 

2. Select Move, and then select one of the available move options. 

 
Figure 78 
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6: Grouping PivotTables 
Complete this unit and you'll be able to answer the 

following questions: 

A. How can you group different labels together? 

B. How do you group numbers together? 

C. How do you group dates by year, quarter, or month? 

D. How do you ungroup a grouped field? 
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Topic A: How can you group different labels together? 
The exercise below uses the 6_Northwind.xlsx file’s Region Pivot sheet. 

Sometimes you want to group together the row labels or the column labels 

that appear in your PivotTable.  For example, with you may want to put the 

west coast states in one group and the mountain states in another group. 

 
Figure 79 
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To group labels together do the following: 

1. Click on the first label that you want in the group. 

2. While holding down the control key click on other labels that you 

want in the group. 

3. From the PivotTable Tools, Analyze ribbon (PivotTable Tools, Options 

in Excel 2010), click the Group, Group Selection option. 

 
Figure 80 
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Topic B: How do you group numbers together? 
The exercise below uses the 6_Northwind.xlsx file’s Product ID Pivot sheet. 

When a PivotTable row or column labels are numeric you may want to group 

the numeric data together in set of fives, tens, hundreds, etc.  For example 

instead of showing the Total Quantity Sold per Product ID, you may want to 

show the total sold per product grouping, where the grouping is in sets of 

ten. 

 
Figure 81 

 
Figure 82 

 



Excel PivotTables © TechMentors 
6: Grouping PivotTables 

61 

To group numeric labels together do the following: 

1. Click on one of the numeric labels. 

2. From the PivotTable Tools, Analyze ribbon (PivotTable Tools, Options 

in Excel 2010), click the Group, Group Selection option. 

 
Figure 83 

3. Optional:  In the grouping dialog box set the desired starting and 

ending numbers, as well as the desired grouping interval. 

In this example we changed the starting value to 0. 

 
Figure 84 

 
Figure 85 
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Topic C: How do you group dates by year, quarter, or month? 
The exercise below uses the 6_Northwind.xlsx file’s Order Date Pivot sheet. 

In addition to creating groups for textual labels and numeric labels, you can 

also create groups based on date labels.   

 
Figure 86 
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Note:  In order to group a date label by date, it must include all three parts 

of a date (year, month, and day).  If the date label has only one or two of the 

three parts, then Excel will not recognize it as a date. 

 
Figure 87:  The year and month columns above cannot be used as a date grouping field in a 

PivotTable because they are not complete dates.  However, the order date field can be grouped as a 

date because it contains a month, day and year. 

To group date labels together do the following: 

1. Click on one of the date labels. 

2. From the PivotTable Tools, Analyze ribbon (PivotTable Tools, Options 

in Excel 2010), click the Group, Group Selection option. 

 
Figure 88 

3. Optional: In the grouping dialog box change the desired starting and 

ending dates. 
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Figure 89 

4. In the grouping dialog box click on the desired date intervals. 

In the example below the PivotTable will group the Invoice date by 

Year, Quarter, Month and Day. 

 
Figure 90 

5. Click OK. 

 
Figure 91 
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6. Optional:  Drag the original date field from the row area to remove 

the details of each individual date. 

 
Figure 92 
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Tip: It is highly recommended that you select the Days option in the 

grouping dialog box.  If you do not include the Days option the 

PivotTable will redefine your date field as shown below. 

 
Figure 93 
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Topic D: How do you ungroup a grouped field? 
The exercise below uses the 6_Northwind.xlsx file’s Product Grouping Pivot sheet. 

After combining multiple values into a group, you may want to ungroup that 

field so you can again view the details associated with that field. 

To ungroup a grouped field do the following: 

1. Select one of the values of the grouped field. 

 
Figure 94 

2. From the PivotTable Tools, Analyze ribbon (PivotTable Tools, Options 

in Excel 2010), click the Group, Ungroup option. 

 
Figure 95 

The field will be restored to its original non-grouped state. 

 
Figure 96 
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7: Filtering PivotTables 
Complete this unit and you'll be able to answer the 

following questions: 

A. How do you filter by selecting row labels? 

B. How do you filter by selecting column labels? 

C. How do you filter by using comparison operators? 

D. How do you filter by values? 

E. How do you filter when there are multiple 

rows/columns? 

F. How do you create and use a report filter? 

G. What are Report Filter Pages and how do you create 

them? 
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Topic A: How do you filter by selecting row labels? 
The exercise below uses the 7a_Movies.xlsx file. 

When you apply a filter to a PivotTable you limit the data that will appear.  

You can filter the rows that appear by doing the following: 

1. Click the Row Label drop down button. 

 
Figure 97 

2. Uncheck the Select All option. 

 
Figure 98 

3. Check the boxes for the values you want displayed in the PivotTable. 
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Figure 99 

4. Click OK. 

The resulting PivotTable displays the rows you selected. 

 
Figure 100 

Tip: Notice that whenever a label filter has been applied the button 

changes to show an icon with a filter. 

 No filter was applied. 

 A filter has been applied. 
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Topic B: How do you filter by selecting column labels? 
The exercise below uses the 7b_Movies.xlsx file. 

In addition to selecting the row labels, you can filter a PivotTable by 

selecting column labels by doing the following: 

1. Click the Column Label drop down. 

 
Figure 101 

2. Uncheck the Select All option. 

 
Figure 102 

3. Check the boxes for the values you want to display in the PivotTable. 

 
Figure 103 
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4. Click OK. 

The resulting PivotTable displays the columns you selected. 

 
Figure 104:  PivotTable with both column and row filters. 
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Topic C: How do you filter by using comparison operators? 
The exercise below uses the 7c_Movies.xlsx file. 

In the previous topics the PivotTable were filtered by the user selecting the 

items they wanted to see.  Sometime a faster approach is to apply a “Label 

filter” which lets you filter by a comparison operators such Equals…, 

Greater Than…, Less Than…, Begins With… and many more as shown 

below. 

 
Figure 105 

To filter by using a comparison operator do the following: 

1. Click either the Row Label drop down button, or the Column Label 

drop down button. 

2. Click on the Label Filters option. 

3. Click on the desired operator. 



Excel PivotTables © TechMentors 
7: Filtering PivotTables 

75 

 
Figure 106 

4. Fill in the desired values in the resulting dialog box. 

 
Figure 107 

5. Click OK. 

The resulting PivotTable displays the rows or columns that meet your 

criteria. 
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Figure 108 
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Topic D: How do you filter by values? 
The exercise below uses the 7d_Movies.xlsx file. 

In the previous topics we have filtered the data based on the row or column 

labels.  But sometimes you may want to filter the results based on the value.  

For example you may want to show all the years where the movie count is 

between 100 and 200. 

To filter by value do the following: 

1. Click either the Row Label drop down button, or the Column Label 

drop down button. 

2. Click on the Value Filters option. 

3. Click on the desired operator. 

 
Figure 109 

4. Fill in the desired values in the resulting dialog box. 

 
Figure 110 
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5. Click OK. 

The resulting PivotTable displays all the rows or columns where the 

row or column total meets your criteria. 

 
Figure 111:  Display only rows that have a total count between 100 and 200. 
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Topic E: How do you filter when there are multiple 
rows/columns? 
The exercise below uses the 7e_Movies.xlsx file. 

You can have many rows and/or many columns in your PivotTable.  For 

example, the PivotTable shown below has two rows and one column.  

 
Figure 112 

When there are multiple items the label’s drop down will include a select 

field option so you can specify which of the rows or columns you want to 

filter. 

 
Figure 113 
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Topic F: How do you create and use a report filter? 
The exercise below uses the 7f_Movies.xlsx file. 

In addition to filtering data that appears in the rows and columns, you can 

also filter the PivotTable by fields that are not in the rows and columns.  For 

example, you may want to create a PivotTable that shows the number of 

Adventure movies by Year and Rating. 

 
Figure 114 

To create a PivotTable with a Report filter do the following: 

1. Create the PivotTable as you would normally. 

2. Drag one or more desired fields to the report filters area. 
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Figure 115 

3. Click the report filter’s drop down, and then choose the desired 

value. 

 
Figure 116 

4. Click OK. 

The PivotTable is updated to meet your criteria. 

 

Note: During step 3 you can check the Select Multiple Items option and 

then choose multiple items for the desired filter.   
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Figure 117 

The end result shows all the values that match either value. 

 
Figure 118 

 



Excel PivotTables © TechMentors 
7: Filtering PivotTables 

83 

Topic G: What are Report Filter Pages and how do you create 
them? 
The exercise below uses the 7g_Movies.xlsx file. 

Now that you have created a PivotTable with a report filter, imagine if you needed to create 
a separate sheet for each of the possible values in the report filter field.  The results, called 
“Report Filter Pages”, would look something like the following.  To manually create all of 
these would be tedious and time consuming. 

 
Figure 119 

Thankfully you can quickly and easily create Report Filter Pages by doing the following. 

1. Click in any one cell of the PivotTable. 

2. From the PivotTable Tools, Analyze ribbon (PivotTable Tools, Options 

in Excel 2010), click the Options drop down and then click Show 

Report Filter Pages… 

 
Figure 120 



Excel PivotTables © TechMentors 
7: Filtering PivotTables 

84 

3. If the Show Report Filter Pages dialog box displays, then choose the 

desired Report Filter and then click OK. 

 
Figure 121 

Excel will then create a separate sheet for each value in the selected 

field. 

 
Figure 122 
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8: Using Slicers 
Complete this unit and you'll be able to answer the 

following questions: 

A. What is a slicer? 

B. How do you insert a slicer? 

C. How do you move the slicer? 

D. How do you resize the slicer? 

E. How do you change the slicer caption? 

F. How do you delete a slicer? 

G. How do you connect a slicer to multiple PivotTables? 
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Topic A: What is a slicer? 
The examples below uses the 8a_Movies.xlsx file. 

A slicer is a visual tool that makes filtering data easy and intuitive.  With 

slicers a user can easily see all the possible values from which they can filter 

the data.  

The following screen shot shows a PivotTable from the Movie List with four 

connected slicers based on the Category, Rating, Color and Year fields. 

 
Figure 123:  PivotTable with four connected slicers based on the Category, Rating, Color and Year 

fields. 

With slicers you can easily filter the data by simply clicking on the desired 

value.  For example in the screen shot below the user clicked on 1980. 

 
Figure 124: The user filtered the PivotTable to only show movies from 1980 by clicking on that button 

in the Year slicer. 
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Multiple values can be selected from the same slicer by doing the following: 

1. Click on the first desired value. 

2. Hold down the control key and select the next desired value from the 

same slicer.  

3. Repeat step 2 until you have selected all the desired values. 

4. Release the control key.  

 
Figure 125:  By clicking on 1970 and then control clicking on 1971, the user filtered the 

PivotTable to show movies from 1970 or 1971.  They then further filtered the data by clicking 

on Action and then control clicking on Adventure, Musical and Romance. 
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To clear a filter from a slicer click on the clear filter icon in the top right 

corner of the slicer.  

 
Figure 126 

As you use the slicers you may notice that some slicer buttons change 

positions and become greyed out.  This occurs when those items are not 

found in your current selection. 

For example in the screen shot below the user selected G and PG movies 

from the 1960s.  Notice that some of the buttons in the Category slicer 

moved to the bottom and are greyed out because no G and PG movies with 

those categories were made in the 1960s. 

 
Figure 127 

 



Excel PivotTables © TechMentors 
8: Using Slicers 

89 

Topic B: How do you insert a slicer? 
The exercise below uses the 8b_Movies.xlsx file. 

To insert a slicer do the following: 

1. Click inside the PivotTable. 

2. From the PivotTable Tools, Analyze ribbon (PivotTable Tools, Options 

in Excel 2010), choose the Insert Slicer icon. 

 
Figure 128 

3. From the Insert Slicers dialog box, check the field(s) to be used for 

the desires slicers and then click OK. 

For this example we selected only the Category field. 

 
Figure 129 
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Topic C: How do you move the slicer? 
The exercise below uses the 8cd_Movies.xlsx file. 

When you insert multiple slicers you may find that they often overlap.   

 
Figure 130 

The good news is you can move the slicers by dragging them from their title 

bar. 

To move the slicer do the following: 

1. Position the cursor in the title bar of the slicer. 

2. While holding down the mouse button, drag the slicer to the desired 

location. 

3. Release the mouse button. 
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Figure 131 
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Topic D: How do you resize the slicer? 
The exercise below uses the 8cd_Movies.xlsx file, and assumes you have completed the 

exercise in topic C. 

You can change the size of the slicer by dragging and dropping the size 

handles that appear when the slicer is selected. 

 
Figure 132 



Excel PivotTables © TechMentors 
8: Using Slicers 

93 

You can also change the dimensions of the slicer by using the size options in 

the ribbon’s Slicer Tools, Options tab. 

 
Figure 133 

The buttons on the slicer, and the number of columns displayed can also be 

modified from the ribbon’s Slicer Tools, Options tab. 

 
Figure 134 

In the example below the slicers were moved, the category slicer was set to 

two columns, and the year slicer was set to three columns. 

 
Figure 135 
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Topic E: How do you change the slicer caption? 
The exercise below uses the 8ef_Employees.xlsx file. 

Because field names are not always user friendly, you may want to change 

the caption that appears at the top of a slicer.   

To change a slicer’s caption do the following: 

1. Click on the slicer. 

2. Select the ribbon’s Slicer Tools, Options tab and then change the 

value in the Slicer Caption box. 

 
Figure 136 

In this example we changed the Dept and Office slicers’ captions to 

Department and Home Office. 

 
Figure 137:  Before the captions were changed 

 
Figure 138: After the captions were changed. 
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Topic F: How do you delete a slicer? 
The exercise below uses the 8ef_Employees.xlsx file and assumes you have completed the 

exercise in topic E. 

To delete a slicer do the following: 

1. Select the slicer. 

2. Optional: Click the clear filter icon in the top right corner of the slicer. 

3. Press the delete key on the keyboard. 

 
Figure 139 
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Topic G: How do you connect a slicer to multiple PivotTables? 
A slicer can be connected to multiple PivotTables thus allowing you to 

create electronic dashboards that filter multiple PivotTables and their 

related PivotCharts with one click. 

To connect a slicer to multiple PivotTables do the following: 

1. Select the slicer. 

2. From the ribbon’s Slicer Tools, Options, tab click Report Connections. 

 
Figure 140 

3. In the Report Connections dialog box, check the PivotTables that 

should be connected to this slicer, and then click OK. 

 
Figure 141 

Now when you click a button in that slicer all the connected 

PivotTables and their related PivotCharts will be modified. 
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9: Subtotals and Grand Totals 
Complete this unit and you'll be able to answer the 

following questions: 

A. How do you add / remove Grand Totals? 

B. How do you turn on / off subtotals? 

C. How do you change the location of the subtotals? 
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Topic A: How do you add / remove Grand Totals? 
The exercise below uses the 9a_Orders.xlsx file. 

A PivotTable can be displayed with or without grand totals for its rows 

and/or its columns. The options to turn them on or off are found on the 

ribbon’s PivotTable Tools, Design tab. 

 
Figure 142 

If you choose Off for Rows and Columns then no grand totals will be shown. 

 
Figure 143 
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If you choose On for Rows Only then grand totals they will appear on the 

right side of the PivotTable. 

 
Figure 144:  PivotTable with Grand Total for rows.  Column H was manually highlighted for emphasis. 

If you choose On for Columns Only then grand totals will appear at the 

bottom of the PivotTable. 

 
Figure 145: PivotTable with Grand Total for columns.  Row 32 was manually highlighted for emphasis. 

If you choose On for Rows and Columns then grand totals will appear at the 

bottom and at the right of the PivotTable. 

 
Figure 146: PivotTable with both row and column Grand Totals.  Row 32 and column H were manually 

highlighted for emphasis. 
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Topic B: How do you turn on /off subtotals? 
The exercise below uses the 9b_Orders.xlsx file. 

In addition to displaying Grand Totals you can have an Excel PivotTable 

display subtotals.  But, as shown in this example, you may want subtotals for 

some fields and not for others.  Thankfully Excel allows you to decide which 

fields get subtotals. 

In the figure shown below you will notice the PivotTable has four row fields, 

Region, Store Name, Product ID and Product Description.  Notice that this 

PivotTable has subtotals for the Region, Store Name, and Product ID (the 

first three row fields). 

You may also notice that the subtotals are shaded.  You will learn how to 

shade your subtotals in chapter 10 Layouts and Styles. 

 
Figure 147 
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To turn off all the subtotals do the following: 

1. Click anywhere within your PivotTable. 

2. From the ribbon choose PivotTable Tools, Design, Subtotals, 

Do Not Show Subtotals. 

 
Figure 148 

 
Figure 149:  The subtotals have been removed from the PivotTable. 
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Excel allows you to turn on subtotals for selected rows as shown below. 

1. Click anywhere within your PivotTable. 

2. In the PivotTables fields list, rows area, click on the field that should 

have a subtotal, and then click on Field Settings…. 

In this example we clicked on the Region field. 

 
Figure 150 

3. Select one of the following options: 

Automatic Excel uses the Sum function if the value field is 
numeric.  For alpha-numeric data it uses the Count 
function. 

None No subtotals are displayed 

Custom Allows you to choose one or more functions. 
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In this example we chose the Automatic option. 

 
Figure 151 

 
Figure 152 

4. Repeat steps 2 and 3 to modify the subtotal for additional fields. 
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In this example we did automatic subtotals for both the Region and 

the Store Name fields. 

 
Figure 153 
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Topic C: How do you change the location of the subtotals? 
The exercise below uses the 9c1_Orders.xlsx file. 

The subtotals, for row fields, can appear at the top of the group or at the 

bottom of the group. 

 
Figure 154:  PivotTable with subtotals at the bottom of the group 

 
Figure 155: PivotTable with subtotals at the top of the group 

Excel provides two methods for changing the location of the subtotals.  The 

first uses options on the ribbon, the second uses options in the field settings 

dialog box. 
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To change the location of the subtotals using the ribbon do the following: 

1. Click anywhere within your PivotTable. 

2. From the ribbon choose PivotTable Tools, Design, Subtotals, and 

then choose either the Show all Subtotals at Bottom of Group or the 

Show all Subtotals at Top of Group option. 

 
Figure 156 

 
Figure 157 

Notice that this method shows ALL subtotals at the bottom or top of the 

group, meaning the subtotals you turned off earlier are now turned back on.  
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To change the location of the subtotals using the field settings dialog box 

do the following. 

The exercise below uses the 9c2_Orders.xlsx file. 

1. Click anywhere within your PivotTable. 

1. In the PivotTables fields list, rows area, click on the field that should 

have a subtotal in a new location, and then click on Field Settings…. 

In this example we clicked on the Region field. 

 
Figure 158 

2. In the Field Settings dialog box click on the Layout & Print tab. 

 
Figure 159 
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3. To display subtotals at the top of the group select the Show item 

labels in outline form and check the Display subtotals at the top of 

each group. 

 
Figure 160 

To display subtotals at the bottom of the group either select the 

Show item labels in outline form and uncheck the Display subtotals at 

the top of each group…. 

 
Figure 161 

…. or select the Show item labels in tabular format. 

 
Figure 162 

4. Click OK. 

5. Repeat steps 2 through 5 for the desired fields. 
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In this example we chose the Show item labels in outline form and 

checked the Display subtotals at the top of each group for both the 

Region and the Store Name fields. 

 
Figure 163:  Subtotals at the top of the group. 
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10: Layouts and Styles 
Complete this unit and you'll be able to answer the 

following questions: 

A. What are the three layout options? 

B. How do you repeat item labels? 

C. How do you not repeat item labels? 

D. How do you use styles? 

E. What are the style options, and how do you use them? 

F. How do you show/hide field headers? 

G. How do you show/hide the expand and collapse 

buttons? 

H. How do you hide the field list? 
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Topic A: What are the three layout options? 
The exercise below uses the 10ab_Movies.xlsx file. 

The data in an Excel PivotTable can be laid out in any of the following three 

layouts: Compact Form, Outline Form, or Tabular Form. 

Compact Form 
This layout display all the rows in the same column, and places subtotals at 

the top of the group. 

 
Figure 164 

Outline Form 
This layout display each row field in its own column, and places the subtotals 

at the top of the group. 

 
Figure 165 
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Tabular Form 
This layout display each row field in its own column, and places the subtotals 

at the bottom of the group. 

 
Figure 166 

To change the layout format do the following: 

1. Click anywhere within your PivotTable. 

2. From the ribbon choose PivotTable Tools, Design, Report Layout and 

then choose one of the following options. 

• Show in Compact Form 

• Show in Outline Form 

• Show in Tabular Form 

 
Figure 167 
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Topic B: How do you repeat item labels? 
The exercise below uses the 10ab_Movies.xlsx file. 

As shown below you have the option to repeat items labels in a PivotTable.  

Notice how the values “Action”, “PG”, and “R” are repeated on each row. 

 
Figure 168 

To repeat the item labels do the following: 

1. Click anywhere within your PivotTable. 

2. From the ribbon choose PivotTable Tools, Design, Report Layout, and 

then choose Repeat All Item Labels. 

 
Figure 169 
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You can also repeat item labels for individual fields by doing the following: 

1. Click anywhere within your PivotTable. 

2. In the PivotTables fields list, rows area, click on the field that should 

have a subtotal in a new location, and then click on Field Settings…. 

In this example we clicked on the Region field. 

 
Figure 170 

3. In the Field Settings dialog box click on the Layout & Print tab. 

4. Check the Repeat item labels option and then click OK. 

 
Figure 171 

5. Repeat steps 2 through 4 for each additional field as needed. 
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Topic C: How do you not repeat item labels? 
You can also turn off the repeating labels.  The first method is from the 

ribbon.  Choose PivotTable Tools, Design, Report Layout, and then choose 

Do Not Repeat Item Labels. 

 
Figure 172 

You can also turn off repeating item labels by unchecking the Repeat item 

labels option in the Field Settings dialog box. 

 
Figure 173 
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Topic D: How do you use styles? 
The exercise below uses the 10d_Movies.xlsx file. 

You can add color and other formatting features to a PivotTable using the 

PivotTable styles feature.   

To apply a PivotTable style do the following: 

1. Click anywhere within your PivotTable. 

2. From the ribbon choose PivotTable Tools, Design and then click the 

PivotTable Styles More button shown below. 

 
Figure 174 

3. Drag the mouse over the various styles and notice that the effect on 

the PivotTable. 

 
Figure 175 

4. When you find a style that you like click on it with the mouse. 
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Topic E: What are the style options, and how do you use 
them? 
Excel has four style options that appear on the PivotTable Tools, Design tab 

of the ribbon.  They are explained below. 

Row Headers 
When checked, the row’s headers are emphasized, often with a bold font 

and/or different background. 

 
Figure 176:  Styled PivotTable with row headers checked 

 
Figure 177:  Styled PivotTable with row headers not checked 

Column Headers 

 
Figure 178: Styled PivotTable with column headers checked.  Notice the top row has bold text. 

 
Figure 179: Styled PivotTable with column headers not checked.  Notice the top row is not bolded. 
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Banded Rows 

 
Figure 180: Styled PivotTable with banded rows checked.  Notice every other row has a darker 

background. 

Banded Columns 

 
Figure 181: Styled PivotTable with banded columns checked.  Notice every other column has a darker 

background. 
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Topic F: How do you show/hide field headers? 
The exercise below uses the 10f_Employees.xlsx file. 

The field headers are the labels that appear above the row labels and above 

the column labels. 

 
Figure 182 

These headers can easily be turned on and off by doing the following: 

1. Click anywhere within your PivotTable. 

2. From the ribbon choose PivotTable Tools, Analyze, and then toggle 

the Field Headers option. 

 
Figure 183 

 
Figure 184:  PivotTable with headers turned off. 
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Topic G: How do you show/hide the expand and collapse 
buttons? 
The example below uses the 10gh_Employees.xlsx file. 

The expand and collapse buttons, shown below, can be useful for hiding 

(collapsing) or showing (expanding) the details of your PivotTable. 

 

But there may be times when you want to hide them.  You can toggle their 

visibility from the ribbon by clicking the PivotTable Tools, Analyze, Buttons 

icon. 

 
Figure 185 
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Topic H: How do you hide the field list? 
The example below uses the 10gh_Employees.xlsx file. 

The field list that appears on the right side of the screen whenever you click 

inside a PivotTable can also be toggled on and off.  To do so from the 

ribbon click the PivotTable Tools, Analyze, Field List icon. 

 
Figure 186 

 
Figure 187 
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11: Calculated Fields and Items 
Complete this unit and you'll be able to answer the 

following questions: 

A. What is a calculated field? 

B. How do you create a calculated field? 

C. What is a calculated item? 

D. How do you create a calculated item? 
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Topic A: What is a calculated field? 
The example below uses the 11a_Employees.xlsx file. 

When you first create your PivotTable the column headings in the source 

data become the field list for the PivotTable.  In addition to those fields you 

can create your own calculated fields based on a calculation.   

For example the PivotTable below shows the additional earnings each 

employee will receive if they received a 5% raise.  The “Raise” field is not in 

the original data.  Instead it is based on a calculation of 5% of the salary 

field. 

 
Figure 188: PivotTable field list including the calculated field named “Raise.” 

 
Figure 189:  Source Data – Notice there is no Raise field. 

 
Figure 190 
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Unlike regular PivotTable fields, calculated fields can only be placed in the 

Values section of a PivotTable.  They cannot be used in the Rows, Columns, 

or Filters section. 

 
Figure 191 

Calculated fields have limitations.  For example a calculated field cannot: 

• Reference cells, tables, nor named ranges.  It can only reference other 

fields within the PivotTable. 

• Reference the PivotTable’s Subtotals and Grand Totals. 

• Perform text calculations.  For example you cannot create a 

calculated field to combine the employee’s last and first name. 

• Perform calculations that use the SumProduct function. 
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Topic B: How do you create a calculated field? 
The exercise below uses the 11b_Employees.xlsx file. 

You can add a new calculated field by doing the following: 

1. Click anywhere within your PivotTable. 

2. From the ribbon choose PivotTable Tools, Analyze,  

Fields, Items & Sets, Calculated Field…. 

 
Figure 192 

3. Enter the calculated field’s desired name in the Name box. 

The name must not match any of the existing field names. 

4. Enter the calculated field’s formula in the Formula box. 

 
Figure 193 
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5. Click OK. 

6. If needed add the new calculated field to the values area. 

7. Optional:  Modify the calculated field’s settings in the settings dialog 

box as you would with any other field.  

 
Figure 194 
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If you need to modify or delete a calculated field, do the following: 

1. Click anywhere within your PivotTable. 

2. From the ribbon choose PivotTable Tools, Analyze,  

Fields, Items & Sets, Calculated Field…. 

 
Figure 195 

3. In the Insert Calculated Field dialog box click the drop down next to 

the name box, and choose your calculated field. 

 
Figure 196 
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4. Do one of the following: 

• Click Delete to delete the calculated field, then click Close. 

• Change the formula and click OK. 
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Topic C: What is a calculated item? 
A calculated item is similar to grouping multiple items together.  For 

example suppose you want to group the following movie ratings together 

for the movie database. 

Ratings Rating Group

G and PG Family Friendly 

PG-13 and NR Questionable 

R and NC-17 Not acceptable

 

 
Figure 197 

You could easily do this with the manual grouping feature we learned about 

in chapter 6.  But, you could also do it with a calculated item. 
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Topic D: How do you create a calculated item? 
The exercise below uses the 11b_Movies.xlsx file. 

To create a calculated item do the following: 

1. Click on a cell in the column or row heading that has the field you 

want grouped. 

In this example we clicked on cell B4 because we want to create a 

grouping based on the existing ratings. 

2. From the ribbon choose PivotTable Tools, Analyze,  

Fields, Items & Sets, Calculated Item…. 

 
Figure 198 

Notice in the resulting Insert Calculated Item dialog box that the 

system has selected the field you selected in step 1. 

3. Enter the calculated item’s desired name in the Name box. 

The name must not match any of the existing field names. 

4. Enter the calculated item’s formula in the Formula box. 

You can either type the formula, or you can double click on the 

desired items and type the arithmetic operator. 
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In this example we created a calculated field for Family Friendly 

movies based on the rating being either “G” or “PG.” 

 
Figure 199 

5. Optional: Click Add and then repeat steps 3 and 4 to add additional 

calculated items. 

 
Figure 200:  Notice that items with dashes like PG-13 are enclosed in single quotes in the 

formula. 
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Figure 201 

6. Click OK. 

7. As needed filter the field to avoid redundant data. 

 
Figure 202 


