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Introduction 

This booklet is the companion document to the Excel 2013: PivotTables and Pivot Charts workshop. 

The booklet will explain PivotTables and Pivot Charts, how to create them, and how to use them to 

quickly analyze large quantities of data. 

 

Learning Objectives 

After completing the instructions in this booklet, you will be able to: 

 Understand what PivotTables and Pivot Charts are 

 Insert PivotTables 

 Insert Pivot Charts 

 Filter information in your PivotTable and Pivot Chart 

 Understand what Slicers are 

 Insert Slicers 
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PivotTables 

PivotTables are a powerful tool in Excel that will allow you to quickly summarize, sort, filter, and 

analyze data. They can handle large amounts of data in lists and tables by organizing data, on the fly, 

by different rows and columns. This is faster, aŶd ŵore fleǆible for aŶalǇziŶg Ǉour data, as Ǉou doŶ’t 
need to rely on formulas. 

 

For example, you could have a spreadsheet that contains information on salespeople, products sold, 

regions, items sold, etc. Using a PivotTable, you can quickly organize the data so different relationships 

are visible (e.g. Who is the top salesperson? What product has sold the most?) (See Figure 1).  

 

 
Figure 1 - Sample Sales Spreadsheet 

Note: When working with PivotTables, the data should contain your titles in a single row, and the table 

should not contain any empty cells.  

 

Creating PivotTables  

The following will show you how to create a PivotTable using the sample sales spreadsheet as an 

example:  

 

1. In the Ribbon, click on the Insert tab (See Figure 2).  

 
Figure 2 - Insert Tab 
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