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The small print

Prerequisites

Time in the workshop is precious — it is an opportunity for you to interact with the workshop leader
and other participants through questions and discussions and to share your experiences and
concerns. To make the most of this time we sometimes ask you to carry out learning activities ahead
of the workshop so that everyone comes into the class with the same basic knowledge. We keep this
prior learning to a minimum and often make use of online videos. Online videos provided through
‘Molly’ can be accessed by University members anytime, anywhere, through a browser or app.

Your course booking will tell you if any prior learning activity is required. If you don’t have an
environment where you can do this learning, you can come along to one of our ‘quiet’ sessions.
These are scheduled every week in normal term-time, and are a quiet space where you can work
through ‘Molly’ videos or other workshop resources.

If you turn up for a workshop without having done the prior learning, the workshop leader may
suggest that you come back on another session.

Copyright
Graham Addis makes this booklet and the accompanying slides available under a Creative Commons
licence (BY-NC-SA: Attribution-NonCommercial-ShareAlike).

The Oxford University crest and logo and IT Services logo are copyright of the University of Oxford
and may only be used by members of the University in accordance with the University’s branding
guidelines.

About the workshop designer

Graham Addis started his first technology role in 1978 and has gathered decades of practical
experience in industry. He has always been passionate about passing on his knowledge and
undertook his first formal teaching position as a Customer Training Specialist for Intel back in 1984.
Since that time his career has combined extensive real world experience with teaching and
mentoring. In 2017 he joined the academic world at the University of Oxford and currently
specialises in teaching spreadsheets, databases and programming.

Revision history

Version Date Author Comments

3.2 October 2021 Graham Addis Update for accessibility

2.0 May 2020 Graham Addis Convert to online format.

1.2 October 2019 Graham Addis Update workbook references
1.1 August 2019 Duncan Young Small print updates

1.0 September 2016 Traci Huggins



About this workshop

A PivotTable allows you to summarise large amounts of data and perform calculations quickly and in
a meaningful way. They allow you to create an interactive view of your data set. This is called a
PivotTable report. With a PivotTable report, you can summarise and perform various calculations on
large amounts of data, categorise your data into groups and organize your data into a format that is
easy to chart. But the real power of a PivotTable report is that you can interactively drag and drop
fields within your report, dynamically changing your perspective and recalculating totals to fit your
current view.

Use a PivotTable when you need to

Find relationships and groupings within your data.

Find a list of unique values for one field in your data.

Find data trends using various time periods.

Anticipate frequent requests for changes to your data analysis.
Create subtotals that frequently include new additions.
Organize your data so it is easy to chart.
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We will include pointers to other workshops and further resources that will help you go on later to
analyse and organise your data.

What you will learn

At the end of this session you will have learned how to create pivot tables from different lists of data.
You will learn to create Pivot Charts from tables.

You will learn how to create calculated fields and calculated items. You will also learn to create
calculated items by position and dynamically adjust your pivot tables using slicers.

What you need to know
The ideas and techniques covered in this workshop will apply to a range of tools. We will

demonstrate using Excel for Windows, which is widely available. However, the concepts will be the
same, whatever spreadsheet software you decide to use.

| will assume that you are reasonably confident in using the tool you have chosen to use to create
your spreadsheets. With your chosen tool, you will need to be able to:

e open and navigate around a workbook using the mouse and scrollbars, save a workbook
e add data to cells, and select and amend such data

e create a formula that calculates using values found in other cells

e Navigate the commands and menus, using Help as necessary

If you need to review these activities, Molly is a great place to get guidance. There is an activity with
relevant Molly videos in the IT Learning Portfolio: visit skills.it.ox.ac.uk/it-learning-portfolio and
search for “Spreadsheets: Good Practice with Pivot Tables (Activity)”.

The resources you need

Sample documents that you can use to experiment with will be made available, but you may like to
bring along your own.

Unless you have been told otherwise, in classroom workshops there will be a computer available for
you to use with Excel for Windows installed.

You can use your own computer with your preferred app installed if you want to — just bear in mind
that | am not an expert in every app (although | am sure that between us we will be able to sort out
most problems!).


https://skills.it.ox.ac.uk/it-learning-portfolio

Learning Objectives

This workshop has the following learning objectives:
Learning Objective One - Create PivotTables from different lists of data
Learning Objective Two - Group data
Learning Objective Three - Creating Report Filters
Learning Objective Four - Use Slicers to filter data
Learning Objective Five - Create calculated fields and calculated items
Learning Objective Six - Create and work with Pivot Charts

Learning Objective Seven - Creating PivotTables using external data
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Learning Objective One - Create PivotTables from different lists of data

The fields in the PivotTable Field List appear as checkboxes in the task pane dialog box (see diagram 4
above). To add fields to the PivotTable simply drag the field name to the appropriate PivotTable area of
the PivotTable task pane. The PivotTable has four areas

Report Filter: Allows you to view a subset of data and focus on a specific area such as a particular period

of time or person.

Row Labels: The unique values within the field selected appear as row items in the PivotTable.

Column Labels: The unique values in the field selected appear as column items in the PivotTable

Values: The field is summarised in the PivotTable by using a function. When you drag a field checkbox to

the Values area, Excel will automatically apply the SUM function to fields which contains numeric data
and the COUNT function to fields which contain non-numeric values.

You can drag as many fields as you want to any of these locations. You do not have to use all the fields.
If you drag a field to the wrong location, just drag it off the table diagram to remove it or uncheck the
checkbox in the field list. The order in which you list the fields in the data area will affect how the data
is sorted. It will sort by the first item followed by the second item and so on.




To Do: ....

Using the workbook Transactions.xlsx worksheet “Data” (a large data set comprising of information on
details of orders sold by a DVD wholesaler) you need to create a one dimensional PivotTable to find
information out about sales by Genre and how many units were sold by each Employee.

In the new PivotTable, tick the following fields; Genre, Qty and Total (in that order) — you will then
notice that you have already discovered the answer to the Genre sales from above — but what if you
wanted a breakdown of the Total for each Genre?

Whenever Excel shows a total it is possible to “drill down” to enable you to see the transactions that
were used to calculate the total — to do this you need to double click on a total. A new worksheet then
opens showing the source transactions — it will list everything that has made up that total — this extra
sheet then stays there and will have to be manually deleted if it is not needed.

Now make some changes to the PivotTable;

e Show the values in Sum of Total to display as 2 decimal places
e Change the title Row Labels to display a new title of Genre

Extra

e Now look at the other data provided, choose one of them and create a PivotTable
e Decide from the newly created PivotTable data the best way to filter this data

Note;

A PivotTable does not automatically update when the data source changes until you click PivotTable
Tools — Analyze — Data — Refresh. A PivotTable will not update to reflect changes to the source data
(whether this source data is a worksheet or an external data source). By default Excel invisibly stores a
local copy of data from an external data source. This means that you can still use the PivotTable even if
the source database is down.



Learning Objective Two - Group data

Grouping PivotTable items is a handy feature that enables you to group specific items in a field. A group
field provides a higher level of summary detail than that provided by the original source data. For
example, companies can be grouped into regional areas, numbers grouped into ranges and dates
grouped into months or quarters.

In the row and column label areas of a PivotTable report, you can group the items in a field in a custom
way. Grouping the data can help you to isolate a subset of data that satisfies your specific needs and
that cannot be grouped in other ways such as sorting and filtering.

When you group items by selection you create a new field based on the field whose items you are
grouping. For example if you group the SalesPerson field by specific names, you create a new field
SalesPersonl, which is added to the PivotTable Field List.

You can work with this new field in many ways for example; move it to different areas of the PivotTable
report, rearrange it with other fields in an area, rename the field by using the Field Settings dialog box,
and filter the field it is based on by using the new group name and values. However please note that
you cannot add a calculated item to a grouped field. You must first ungroup the items, add the
calculated item and then regroup the items.

Rows and columns of data in a PivotTable can easily be grouped and it is also possible to group non-
adjacent field items in a row or column.

To group data within a field, select either adjacent or non-adjacent data by holding the <Ctrl> key and
clicking on non-adjacent data or holding the <Shift> key down to select adjacent data. Select

To Do: ....

Grouping is quite important to understand and use when working with PivotTables. There are
many different ways in which you can group data in a PivotTable. Using the PivotTable created in the
workbook Transactions.xlsx, you will now have some practise at using grouping by doing the following;

Group Selected Items;

e Select two or more items in the PivotTable report that you want to group, either by clicking and
dragging or by holding down CTRL or SHIFT while you click

e Select ; give that selection you’ve just grouped a
name

e Repeat this process to group other sections

Group by Date/times;

e Date or time field in the PivotTable report that you want to group

o Select

e Enter the first date or time to group in the Starting at box and enter the last date or time to
group in the Ending at box.

e Inthe By box, click one or more time periods for the groups (to group items by days in the By
box make sure that Days is the only time period selected and then click 7 in the Number of days
box. You can then click additional time periods to group by such as month.)

Group by Numerical items;

o Select the numeric field in the PivotTable Report that you want to group

e Select

e In the Starting at box enter the first item to group

e |nthe Ending at box enter the last item to group

e Inthe By box, type a number that represents the interval included in each group



Learning Objective Three - Creating Report Filters

So far we have added rows, columns and values to a PivotTable. However there is one area of the
PivotTable field list screen we still need to look at; this is the Report Filter section.

Report filters allow you to;

e Display a different set of values in a report based on a report filter item
e Display each set of values in a report based on a report filter item on a separate worksheet

e To add afield to the Report Filters area, select it from the field list and drag and drop it to the
Report Filter area.

COMPANY NAME (All) v
The filter appears at the top left of the pivot table, the Sum of TOTAL _ Column Labels |~
e, . Row Labels |~ 410 an
report filter is ‘COMPANY NAME (ALL) ’ which means all 01/09/2003 2541 3
Company Names are visible. 11/09/2003

Once you have a report filter added to your PivotTable, you can then click into your PivotTable, select
PivotTable Analyse->PivotTable->Options from your ribbon. In the PivotTable area on the ribbon, click

on the arrow to the right of Options and select Show Report Filter Pages, the dialogue box will now
appear. Select the name of the report filter you want your report pages to contain and select OK.

PivotTable Mame: Active Field:

-d Show Report Filter Pages ? ﬁq
PivotTablel Mame Show all report fiter pages of:
- = i -
7 Options| - @‘ﬂ Field Settings
| fr‘ Options i
{3  Show Report Filter Pages...
v | Generate GetPivotData

To Do: ....

Using the PivotTable created in the workbook Transactions.xlIsx, use the Report Filter facility to
create separate worksheets for the genre.

To gain more practice at using Report Filters and Filtering out data in your PivotTable try Exercises 3-8,
which will give you the opportunity to try lots of different filtering examples.


http://office.microsoft.com/en-gb/excel-help/use-a-report-filter-in-a-pivottable-or-pivotchart-report-HP010167854.aspx#BMworksheets

Learning Objective Four - Use Slicers to filter data

Slicers are a different way to enable you to filter your PivotTable, similar to the way Filter fields work.
The difference is that slicers offer a more user-friendly interface that enables you to see the current

filter state.

To understand the concept behind slicers, place your cursor anywhere inside e R Cpons et
your PivotTable then go up to the Ribbon and select the “PivotTable Analyze” - y

Tab. Once on the Tab click the Insert Slicer icon _______________-———-—ﬁ" =] @ i

G

ort Insert | Refresh Change Data
Slicer = = Source ™
P " Sort & Filter Data
Insert Slicers l 2 iE-J
[JRegion This activates the Insert slicers dialog box, as shown opposite. The idea is to
S:';ft select the dimensions you want to filter. In this case the Region and Market
[C] Customer Name slicers are created when you select these dimensions.
[ Account Manager
Ezo:““;b:; After the slicers are created you will see the filtered version Region
[ Ship Date as shown opposite. You can click the filter values to filter
7 S;“h:“it:ff your PivotTable. You can also select multiple values by CotdEn =
meducmam: ! pressing the Ctrl key while selecting the other filters Midwest
[C1Quantity required.
[]5ale Amount Nonth
[Equipment Cost Another advantage with user’s slicers is that each slicer can
. . Nontheast =
be tied to more than one pivot table. In other words any
| filter you apply to your slicer can be applied to multiple South
pivot tables Southeast
[ cancel | Southwest
I West -
VT
Region % cut feet To connect your slicer to more than one PivotTable, right click the
CAMNADA 23 Copy tmore  slicer and then select PivotTable Connections. This activates the
Michrast W |[{Paste Option falo PjotTable connections dialog box as shown.
Rz 2| e M2 /Next select the check box next to any pivot table that you want to
Morthesst — filter using the current slicer.
ot il SortAtoZ
Soutenc &l | sonziga At this point any filter you apply to the Slicer is applied to all the
koms | connected PivotTables. Again slicers have a unique advantage over
Southwest - ) . . . . .
st < Pivotfable Connections... |72 Filter Fields in that they can control the filter state of multiple
- X Remoye "Region’ PivotTables. Filter fields can only control the PivotTable in which they
= live
1. Rrinnta Frant
To Do: ....
e Create a variety of Slicers using one of your PivotTables.
e Change the column and width size of your slicer.
e Alter the colour of your slicer so that each slicer looks different.

Test your slicers work by filtering out the information.



Learning Objective Five - Create calculated fields and calculated items

When you create a PivotTable the fields are taken from those in your range or table of data. Once your
PivotTable is created you may decide that a new field is required and this can be created using a

calculation

When a calculated field is created it will insert a new data field into the PivotTable. This data field does
not exist in the source data but obtains its value from a formula. The new formula can include existing

fields, numbers and other arithmetical operators.

For example, if the PivotTable’s underlying data consists of only three fields, “Week date”, “Sales” and

’

“Expenses” you will only be able to use those three fields and place them in either the report filter, row,
column or value fields. You may want to calculate the “Profit” (Sales — Expenses) in your pivot table. A
calculated field allows you to do this by creating a customised field which acts as a combination of one

or more fields already existing in the pivot table.

To create a calculated field for profit, the PivotTable below has been created
using the week date field as the row field and the sales and expenses as the
value field. The PivotTable has then been grouped by months on the week

date.

To create a calculated field click into the PivotTable and select PivotTable
Analyse->Fields, Items, & Sets->Calculated Field from the ribbon.

FIVOTTABLE TOOLS

AMALYZE DESIGM

[ 7 Fields, Items, & Sets ~

e ="
Calculated Field... | ™
- imended
ivotTable Calculated Item...
- Insert Calculated Field
ons Solve Order...

16
17

Row Labels ~ | Sum of Sales Sum of Expenses
Jan £7.591 £175
Feb £13.366 £346
Mar £13,71 £309
Apr £11,866 £360
May £11.446 £303
Jun £9.434 £338
Jul £11,064 £483
Aug £13.774 £276
Sep £12,607 £411
Oct £12,3M £383
Nov £8.589 £294
Dec £11,706 £535
Grand Total £137,525 £4,243

You would then complete the calculated field dialog with the formula you require for the calculation to

take place.

To Do: ....

e Using the workbook Staff Finance.xIsx create a PivotTable ensuring that you have the following

Name, Sales and Expenses.

e Now create a calculated field to work out the amount of profit per member of staff.
e Look at other ways you can use calculations, choose one of your other PivotTables and try out

some calculations
e For additional practice use Exercise 11



Learning Objective Six - Create and work with Pivot Charts
A chart can easily be created from your PivotTable data. When you create a chart from a PivotTable it is
worth remembering that the chart will always match the data shown in the PivotTable.

A pivot chart can be created on the same worksheet or a separate chart sheet. To create a chart from a
PivotTable filter your data to display the data you require in your chart.

Click within your PivotTable and select PivotTable Analyse->Tools->PivotChart. The Insert Chart dialog
will appear.

rInsertCharl l 2 ﬂh‘
L3 Templates Column -
o |l (=8 28] ga) 8] 93] 59
¢ une | | | | | | | 3
M| & Pie 'R ] i
2| i JaR) I08) ) L) k] 01
@ Area
[ % (Scatter) /m{l
s stock —
M | @@ surface Line
@ Doughnut L
92 Bubble L
‘ﬁ' Radar 22
Al e ] ov] ARl [an] ol -
[ManageTemplahes... ] [ Set as Default Chart ]

To move the chart to a different worksheet select the chart then select PivotChart Tools, Design,
Location and then Move Chart. Select New Worksheet from the Move Chart dialog box.

On the newly created chart use the dropdown arrows next to field names, these will filter your chart
data or you can filter the data in your PivotTable and the chart will immediately update.

To Do: ....

Now have a look at this exercise; Exercise 9 — Creating Charts, is a good starting point to practice
working with Pivot Charts.

Try using some of the data from one of the other PivotTables you have created and work with Charts to
see what kind of results you get.

Also use the filter options on the Pivot Charts to see how the whole dimensions of the chart and data
change.

10



Learning Objective Seven - Creating PivotTables using external data

In the previous examples the PivotTables were created from an existing spreadsheet, populated with
data. Itis also possible to create and link a PivotTable or Pivot Chart to an external data source, for

example a database file.

When data in the external source changes, the changes are
reflected in the spreadsheet PivotTable when the data is

subsequently refreshed.

To create a PivotTable from an external data source you will

first require to open a blank worksheet. Select Insert,

PivotTable and the Create PivotTable dialog box will appear.

See opposite;

-

Existing Connections

Show: | ll Connections

Select a Connection:

<MNo connections found >
<MNo connections found>

FinanceWork{OUCS) tblOrders
=2 [Blank]
FinanceWork({OUCS) tblOrders{1)
-~ [Blank]
Items gryStockItems
T [Blank]
Items tbiStockItems
T e
Ttems tbiStockItems{1)
T [Bark]
; M5H MoneyCentral Investor Currency Rates
B P
= MSN MoneyCentral Investor Major Indicies
[Elank]
MSN MoneyCentral Investor Stock Quotes

e

m

The spreadsheet will now link to the
external data source and will display a
blank PivotTable, ready for fields to be
inserted and a PivotTable created.

When the source data changes it needs

to be refreshed manually. To refresh the

source data when it changes, Select
PivotTable Analyse->Data->Refresh on

the ribbon to update the data in your
PivotTable.

To Do: ....

[ Create PivotTable l P |
Choose the data that you want to analyze
() Select a table or range
TableRange: 25
@ iUse an external data source!
Connection name:
Choose where you want the PivotTable report to be placed
() Mew Worksheet
@) Existing Worksheet
Location: | Sheet1!SAS1
[ 0K ] ’ Cancel ]

(S

In the Create PivotTable window select Use an external data
source. Choose Existing Worksheet to place the new
PivotTable in your new worksheet, cell A1, and click on Choose

Connection.

In the Existing Connections window, click the Browse for

More... button.

The Select Data Source dialog box will appear. Navigate to the

external database file and select Open.

The Select Table dialog will appear. This is where you select
either a table or a query from the list and select OK.

P

? e |

Select Table

Mame Description  Modified Created Ty =
qryCounh’yDrder 9/1/2011 11:54:20 AM  9/1/2011 10:15:17 AM  VTI E‘
&P gryOrdereditems 10/19/2013 8:35:10PM  6/13/2006 12:10:56 PM VI
Address 10/19/2013 8:35:59PM  6/13/2006 12:24:36 PM  TA
CountryRegion 10/19/2013 8:35:59PM  &/13/2006 12:24:37FPM T
CreditCard 10192013 8:35:59PM  6/13/2006 11:2%:21 AM TaA
Customer 10/19/2013 8:35:59 PM  &/13/2006 11:23:23 AM TA
CustomerAddress 10/13/2013 8:35:59 PM_ 6/13/2006 12:24:37PM TA 7
1| m 3

Ok l [ Cancel

| %

Exercise 14 — Create a PivotTable using an Access Query. Use this exercise to enable you to practice
how to create a PivotTable from external sources (this would work with another Excel Spreadsheet,

Access Table...)

Additional Exercises;

Both Exercises 16 & 17 are consolidation tasks, using multiple PivotTables and multiple Slicers, have a go
at these exercises and see the results that you get.

11




Further information

Getting extra help
Course Clinics

The IT Learning Centre offers bookable clinics where you can get pre- or post-course advice. Contact
us using courses@it.ox.ac.uk.

Study Videos from Molly

Molly is our collection of self-service courses and resources. This includes providing LinkedIn Learning
video-based courses free to all members of the University. Visit skills.it.ox.ac.uk/molly and sign in
with your Single Sign-On (SSO) credentials.

Some courses recommend pre- and/or post-course activities to support your learning. You can watch
these online videos anywhere, anytime, and even download them onto a tablet or smartphone for
off-line viewing.

If you need a quiet place to work through learning activities away from distractions, the IT Learning
Centre offers ‘quiet’ sessions where you can book a place. These are scheduled frequently during
normal term times.

About the IT Learning Portfolio online

Many of the resources used in the IT Learning Centre courses and workshops are made available as
Open Educational Resources (OER) via our Portfolio website at skills.it.ox.ac.uk/it-learning-portfolio.

Find the pre-course activity for this course in the IT Learning Portfolio: visit
skills.it.ox.ac.uk/it-learning-portfolio and search for “Spreadsheets: Good practice with pivot tables

(Activity)”.
About the IT Learning Centre

The IT Learning Centre delivers over 100 IT-related teacher-led courses, which are provided in our
teaching rooms and online, and we give you access to thousands of on-line self-service courses
through Molly (powered by LinkedIn Learning).

Our team of teachers have backgrounds in academia, research, business and education and are
supported by other experts from around the University and beyond.

Our courses are open to all members of the University at a small charge. Where resources allow, we
can deliver closed courses to departments and colleges, which can be more cost-effective than
signing up individually. We can also customize courses to suit your needs.

Our fully equipped suite of seven teaching and training rooms are usually available for hire for your
own events and courses.

For more information, contact us at courses@it.ox.ac.uk

About IT Customer Services

The IT Learning Centre is part of the Customer Services Group. The group provides the main user
support services for the department, assisting all staff and students within the University as well as
retired staff and other users of University IT services. It supports all the services offered by IT Services
plus general IT support queries from any user, working in collaboration with local IT support units.

The Customer Services Group also offers a data back-up service; an online shop; and a
PC maintenance scheme. Customer Services is further responsible for desktop computing services —
for staff and in public/shared areas — throughout UAS and the Bodleian Libraries.

12
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What is a PivotTable..
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L Road-750 /i $281 876 40

$54 90401 $1381564.17

How to create a PivotTable ..

%'ﬁ— — You first need to select a cell in your table
|

of data, the click on Insert, PivotTable

Create Pivotiable T [
HOME PAGE LAYOUT FORMULZ
~ Choose the data that you want to analyze
|_‘{?I I | O E L~ a g (@ Select & table or range
H _ 1 == k ﬁ Table/Range: | FivotTablei
Recommended Table  Pictures Online 1|\ o
PivotTables Pictures @+ ™ " B e i dala s
Tables Tllustrations
Connection name:
B2 - j; Rob RCI\-' Choose where vou want the PivotTable report to be placed
(71 New Warksheet

@) Existing Worksheet

B e O E0 N e HorEneet
1 Name |_Week | Spending | Amount | :
2 |Rob Roy 21/01/2015 Rent £18.00
3 |Janine Brown .28![}1J2015 Food £17.00 E
4 Pamela Wright  04/02/2015 Rent £14.00
5 |Rob Roy 11/02/2015 Food £12.00 .
6 RobRoy 21/01/2015 Rent £19.00 You then need to decide whether you
7 |Pamela Wright  28/01/2015 Car £12.00

want you PivotTable in the existing
worksheet or in a New Worksheet

iT Centre
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Data

PivotTable Screen ..

_m ey Bt ¢ PivotTable
o A E7 -JE:.., Ribbon
betepmsgonins e, € Field List
PivotTable :
PivotTable
<=
Areas

P Yr——

headings

> Clear filters

Formatting a PivotTable..

» Formatting values in a Pivot Table
» Change the name of row and column

» Expand and collapse Pivot Table data
> Filter, Sort and Group Pivot Table data

i [
e 3T




Grouping data in a PivotTable

P Yr——

Group by;

= Text
= Date
= Numerical Value

Report Filters ..

Sum of Net Sales Product|~

p AN 4 v

/ sales Person | - |FastCar  RapidZoo SuperGlue Grand Total

1oseph £46,494 £44,335 £139,014

Lawrence 796 £52,030 £51,513 £151,339

Maria £51,545 £432,497 £43,076 £138,118

= --.I " Matt £50,664 £42,966 £45,619 £139,249

fﬁ Option S: % ‘Jil Field Settings Grand Total £198,190 £184,987 £184,543 £567,720
B Options = 5

=== Show Report Filter Pages e |
L7 Show Report Filter Pages.., Show all report fiter pages of:
i N
v | Generate GetPivotData

By using the Report Filter Pages — you can
create multiple reports depending on the
filters you choose to add to your Pivot Table




Fmd the resources for the workshop
in our IT Learning Portfolio

——

Download the files (and more)
from the IT Learning Portfolio at

https://skills.it.ox.ac.uk/
it-learning-portfolio

o0 Oo0OQ0OCQCOCOCOC
P oxo: il
o0 o0OQ0OCOCOCOC

Practical Session 1

Learning Workbook
Objective

One Transactions.xlsx Data
Two Transactions.xlsx (PivotTable created in Learning
Objective One)
Three Transactions.xIsx (PivotTable created in Learning
Objective Two)

Extra Exercises are located in a separate handout.
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Creating and using Slicers ..

Insert Slicer

Sum of Amount _ Column Labels -/
Row Labels - |Car

L=y Insert [imeline

Food Rent Grand Total
y]

= Janine Brown 80
21/01/2004 16 16 . P =
200112004 72 7 Filter Connections
11/02/2004 12 15 2
= Pamala Wrinht 4R w5 129
19 19 i
Week 2 2 Filter

4 49

21/01/2004 3
81 178

26/01/2004 37 66
7

04/02/2004 30 49

| 11/02/2004 & 387

Week W
Sum of Amount __Column Labels |~ e
Row Labels |-T[Food IRent Grand Total | 2vov2004 |
=Janine Brown 16 16 2810112004
21/01/2004 16 16
= Pamela Wright 19 19 04/02/2004
YO0 3 19 11/02/2004
“RobRoy % 37 6
21/01/2004 29 37 66
Grand Total 23 12 101

Multiple PivotTables and Slicers ..

¥ e
'___‘

Sales Summary

Customer - sum of Total Employee | sum of Total Genre
Addison-Freelander Screen Agency @ 1713523 AndersonJane  ofl 88334 [ || Adventure || Animation
AV Supplies @ 151993 Armstrong,Dan gl 7880.51
Box Office supplies ® zmos ashe Lucile 575566 | siography | comedy |[ crime
Cheapo Cheap DVD's Ltd O 201451 Bell,Stephen | 11649.76 \ Drama H Fantasy H Sci Fi
Cinefocus DVD @ 227745 Bradshaw,John 9329.37 ot )
. riller
Classic Films O 175498 carrey,Julia 609191 s
Creative Films @ ue27.39 Davis,Charles 6800.56
Lights-Camera-Action Ltd O 181062 Diamond Elizabeth | 8965.29
Magic Lantern Classic FilmRental () 20055.78 Goodman,Paul 957801 Customer
silver Screen Video @ 20757.07 Hawking,Alfred 10946.28
Soft Focus Video Rental © 178706 Hicks,Michael 70911 | Addison-Freelander scre... || AV Supplies | Boxoffice supplies |
Video Flicks International @ 16129.73 Jennings,John 11150.73 | Cheapo CheapDVD'sitd || Cinefocus DVD. || classic Films |
frand ol ZEEIB0R LeeFrank AEE 10 | creative Films || Lights camera-Actionttd || Magiciantern classicFil... |
Manning,Marilyn 906416 =
Newhart, Anna 8937.66 | silver screen video || soft Focus Il ]
Genre | sum of Total Putin Julia 8590.69
Action [ s Richards, Andy 8302.17
Adventure 0 ssszo3 Sagan,Jessica 11004.66
Animation I sosss7 silverstone,Gloria 8349.05 Employee
Biography B 1717478 Simpson, Howard 9370.3 [Fee T = = H e |
inderson,Jane
Comedy 13761416 Simpson,Meryl 6522.8
Crime B bs212.68 Spears,Julie 10683.14 | Bell,staphen || Bradshaw,John [ carrey,ulia |
1 Stieep,Maigaret 1313 | Davis,charles || Diamond,lizabeth || Goodman,paul |
Fantasy 11785.28 ‘West,Chuck 6847.74
Sifi I 7 e e | Hawking,Alfred | Hicks,michael || sennings,john |
Thriller I ssiass | Lee,Frank || Manning,Marilyn || Newhart,Anna |
Sistlon) Ll [ putin,Jutia || Richards,Andy. |[ sagan,essica |
[ Gl I Howard || simpson, Meryl |
'spears Julie || streep,Margaret |[ West,chuck |

IT Centre
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reatmg a Pivot art ..
‘iwotTable Field List v K
Choose fields to add to report;
|F/mMvOICE NUMBER
[7|DATE
[TIFIRM CODE
[V] COMPANY NAME "4
Drag fields between areas below: BUDG]—_T CODE
“& Report Filter . jﬁ Legend Fiel [FAMOUNT
COMPANY MA... » || | BUDGET CODE [FIDISCoUNT
[V TOTAL
[T COMPANY NAME2
[7]Quarters |
] AxisFields (Ca... X Values
Quariees ~ || [ sumofToTAL ~
DATE = ||
[T Defer Layout Update '_ Update

Using Calculated Fields ..

FIVOTTABLE TOOLS

AMNALYZE DESIGN

[ 7 Fields, temns, & Sets glm F

I Calculated Field...
PrvotTable Calculated Itemn...
g Sobve Order..,

E'& List Formulas

IT Centre
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Working with linked data ..

- == =
Create PivotTable m

Choose the data that you want to analyze

" Select a table or range

Table/Range; [

(@ Use an external data source!

Choose Connection...

Connection name:
Choose where you want the PivotTable report to be placed
) Mew Worksheet
(@) Existing Worksheet
Location: | Sheet1!$AS1

Practical Session 2

Learning Workbook
Objective

Four Transactions.xlsx (PivotTable created in Learning

Objective Three)
Five Staff Finances.xlsx Staff Sales
Six SalesEx6 Completed.xlsx Pivot Sales
Seven (New workbook) (Blank Worksheet)

Data source: OUCSWorks.accdb

Extra Exercises are located in a separate handout.
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Find the resources for the workshop
W‘#V“'* in our IT Learning Portfolio

Download the files (and more)
from the IT Learning Portfolio at

https://skills.it.ox.ac.uk/
it-learning-portfolio
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This presentation is made available by Graham Addis @@@@
under a Creative Commons licence:

Attribution-NonCommercial-ShareAlike

CC BY-NC-SA

Graham.Addis@it.ox.ac.uk

IT Centre
Learning



