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Introduction 

This tutorial covers creating and using a pivot table to extract different information from one data sample. 

This course will give you the skills to use a Pivot Table to produce meaningful analysis and charts from a 

simple table of information.   

Topics Include  

 Creating a Pivot Table 

 Analysing Data using Pivots 

 Filtering and Slicers 

 Creating a Pivot Chart Report 

 Working with multiple Values Areas 

 

Prerequisite 

Comfortable with Windows 7, or OSX 

Platform 

Windows, OSX 

Software 

Microsoft Excel 2013, Microsoft Excel 2010 (Windows) 

Microsoft Excel 2011 (MAC) 

Instructor  

Anna Neagu – Application Support Consultant 
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1. Pivot Tables 

 

When you have a lot of data, it can sometimes be difficult to analyze all of the information in your 

worksheet. PivotTables can help make your worksheets more manageable by summarizing data and 

allowing you to manipulate it in different ways. 

Using PivotTables to answer questions 

Suppose we wanted to answer the question: "What is the amount sold by each salesperson?" for the sales 

data in the example below. Answering this question could be very time-consuming and difficult—each 

salesperson appears on multiple rows, and we would need to total all of their different orders individually. 

We could use the Subtotal command to help find the total for each salesperson, but we would still have a 

lot of data to work with. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fortunately, a PivotTable can instantly calculate and summarize the data in a way that's both easy to read 

and manipulate. When we're done, the PivotTable will look something like this: 

 



  Excel Training - Level 3 

Page | 5 

 

 

 

 

 

 

 

 

Once you've created a PivotTable, you can use it to answer different questions by rearranging, or pivoting, 

the data. For example, if we wanted to answer the question: "What is the total amount sold in each 

month?" we could modify our PivotTable to look like this: 

 

 

 

 

 

1.1. Create a Pivot Table 

 

Being able to analyse all the data in your worksheet can help you make better business decisions. But 

soŵetiŵes it’s hard to kŶoǁ ǁhere to start, espeĐiallǇ ǁheŶ Ǉou haǀe a lot of data. Excel can help you by 

recommending and then automatically creating PivotTables, which are a great way to summarize, analyse, 

explore, and present your data.  

 TIP: Make sure your data has column headings or table headers, and that there are no blank rows. 

1. Select the table or cells (including column headers) containing the data you want to use. 

2. From the Insert tab, click the Recommended Pivot tables.  

3. In the Recommended PivotTables dialog box, click any PivotTable layout on the left to get a 

preview to the right, and then pick the one that shows the data the way you want.  

4. Click OK. 

5. Excel places the PivotTable on a new worksheet and shows the Field List so you can further 

rearrange the PivotTable data as needed.  

 

Mac Users (2011) – Data tab / Create 

Automatic Pivot Table 
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