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What is a Pivot Table?

The pivot table feature is perhaps the most 
technologically sophisticated component in Excel. With 
only a few mouse clicks, you can slice and dice a data 
table in dozens of different ways and produce just about 
any type of summary you can think of.



So Why Pivot a Table?

Pivot, as a verb, means to rotate or revolve. If you think of 
your data as a physical object, pivot table lets you rotate 
the data summary and look at it from different angles or 
perspectives. A pivot table allows you to move fields 
around easily, nest fields within each other, and even 
create ad hoc groups of items.



• Open Bank account data only.xlsx
• The date the account was opened
• The day of the week the account was 

opened
• The opening deposit amounts
• The account type (CD, checking, 

savings, or IRA)
• Who opened the account (a teller or a 

new-account representative)?
• The branch at which it was opened 

(Central, Westside, or North County)
• The type of customer (an existing 

customer or a new customer)



Questions that Needs to Be 
Asked Against Data

WHAT IS THE DAILY TOTAL NEW 
DEPOSIT AMOUNT FOR EACH 

BRANCH?

WHICH DAY OF THE WEEK ACCOUNTS 
FOR THE MOST DEPOSITS?

HOW MANY ACCOUNTS WERE 
OPENED AT EACH BRANCH, BROKEN 

DOWN BY ACCOUNT TYPE?

WHAT IS THE DOLLAR DISTRIBUTION 
OF THE DIFFERENT ACCOUNT TYPES?

WHAT TYPES OF ACCOUNTS DO 
TELLERS OPEN MOST OFTEN?

IN WHICH BRANCH DO TELLERS OPEN 
THE MOST CHECKING ACCOUNTS FOR 

NEW CUSTOMERS?



Pivot tables are much less 
prone to error than creating 

formulas.



Sample Pivot Tables 



This range is 
not appropriate 
for a pivot table.



To transform a table to 
a normalized table, 
use Get & Transform 
function in Powery
Query.

Data: contains a value or data to be 

summarized. For the bank account 

example, the amount field is a data 

field

Category: Describes the data. For the bank 

account data, the Date, Weekday, AcctType, 

Opened By, Branch, and Customer fields are 

category fields because they describe the 

data in the Amount field

Category

Data



Pivot Table 
from a 
normalized 
data.



Selecting a 

Recommended 

Pivot Table



Wells

Results

Data can be Categorical
Or

Calculatable

1

2

3



Laying Out the Pivot Table

• Drag the field names (at the top of the PivotTable 
Fields task pane) to one of the four boxes at the 
bottom of the task pane

• Place a check mark next to the item at the top of the 
PivotTable Fields task pane. Excel places the field into 
one of the four boxes at the bottom. You can drag it 
to a different box, if necessary

• Right-click a field name at the top of the PivotTable 
Fields task pane and choose its location from the 
shortcut menu (for example, Add to Row Labels)



Formatting the Pivot Table

• Subtotals: Hide subtotal or choose where to 
display them (above or below the data.

• Grand Totals: Choose which types, if any, to 
display

• Report Layout: Choose from three different 
layout styles (compact, outline, or tabular). 
You can also choose to hide repeating labels

• Blank Row: Add a blank row between items 
to improve readability





Modifying the Pivot Table

• To remove a field from the pivot table, select it in the bottom 
part of the PivotTable Fields task pane and then drag it away

• If an area has more than one field, you can change the order in 
which the fields are listed by dragging the field names. Doing so 
determines how nesting occurs and affects the appearance of 
the pivot table

• To temporarily remove a field from the pivot table, remove the 
check mark from the field name in the top part of the PivotTable 
Fields task pane. The pivot table is redisplayed without that field. 
Place the check mark back on the field name, and it appears in its 
previous section

• If you add a field to the Filters section, the field items appear in a 
drop-down list, which allows you to filter the displayd data by 
one or more items. The below example shows that the Date field 
was dragged to the Filters area. The pivot table is now showing 
the data only for a single day (which I selected from the drop-
down list in cell B1)



Pivot Table Examples



What is the daily total 

new deposit amount for 

each branch?

• Place Branch field in the Columns section
• Place Date field in the Rows section
• Place Amount field in the Values section and is summarized by 

Sum



Which day of the week 

accounts for the most 

deposits?

• The Weekday field is in the Rows section

• The Amount field is in the Values section and is summarized 

by sum

• Add conditional formatting data bars to make it easier to see 

how the days compare. As you see, the largest deposit days 

are Fridays



How many accounts were 

opened at each branch, broken 

down by account type?

• The AcctType field is in the Columns section

• The Branch field is in the Rows section

• The Amount field is in the Values section and is 

summarized by Count by right-clicking any cell in 

the Values area and choose Summarize Values By 

> Count



What is the dollar distribution of 

the different account types?

This pivot table is unusual because it uses only one 

field: Amount.

• The Amount field is in the Rows section 

(grouped, to show dollar ranges)

• The Amount field is also in the Values section and 

is summarized by Count

• •A third instance of the Amount field is the 

Values section, summarized by Count and 

summarized by Percent of Column Total

When the Amount field was initially added to the Rows section, the pivot table 

showed a row for each unique dollar amount. To group the values, right-click one 

of the Row labels and chose Group from the shortcut menu. Then use the 

Grouping dialog box to set up bins of $5,000 increments. Note that the Grouping 

dialog box does not appear if you select more than one Row label.

The second instance of the Amount field (in the Values section) is summarized by 

Count. Right-click a value and chose Summarize Data By > Count from the shortcut 

menu.

Add another instance of Amount to the Values section, and set it up to display the 

percentage. Right-click a value in column C and chose Show Values As > % of 

Column Total. This option is also available in the Show Values As tab of the Value 

Field Settings dialog box. 



What types of accounts do 

tellers open most often?

• The AcctType field is in the Rows section

• The OpenedBy field is in the Filters section

• The Amount field is in the Values section 

(summarized by Count)

• A second instance of the Amount field is in the 

Values section (summarized by % of Column 

Total)

This pivot table uses the OpenedBy field as a filter and is showing the data only 

for tellers. Sort the rows so that the largest value is at the top, and I used 

conditional formatting to display data bars for the percentages.



In which branch do tellers open 

the most checking accounts for 

new customers?

This pivot table uses three filters.

• The Customer field is in the Filters section.

• The OpenedBy field is in the Filters section.

• The AcctType field is in the Filters section.

• The Branch field is in the Rows section.

• The Amount field is in the Values section, 

summarized by count.

The Customer field is filtered to show only New, the OpenedBy field is filtered to 

show only Teller, and the AcctType field is filtered to show only Checking.



Go Beyond the 
Proficiency Level for 
Pivot Tables

• Using Power Query to Normalize Your Tables

• Creating Groups (manually or automatically)

• Using Nonnumeric Data

• Creating Frequency Distribution

• Percentage of Column Total

• Filtering the Data by using the Filter Well or by 
Slicers

• Using Timeline to Filter the data

• Creating Charts

• Creating Data Models by linking 2 or more 
tables



Thank You

Q&A
Acknowledgement: Excel Bible 2013 




