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NDUS Training and Documentation 

    

Analyzing Excel Data Using Pivot Tables 
Pivot Tables are interactive worksheet tables you can use to quickly and easily 
summarize, organize, analyze, and compare large amounts of data without having to 
build complex formulas. Data in a pivot table report is cross-tabulated in two or more 
ways by combining values from different fields. 

Pivot tables are named "pivot" tables because they allow you to easily rotate row and 
column headings used in the pivot table to analyze the data in different ways. 

The Data Source:  
The data you use to create the pivot table in Excel can come from several different 
sources: 

•  An Excel list (see "Using Excel 
As A Database" for more 
information about creating lists in 
your Excel worksheets) 

 

 

• External database files or tables 
created in applications like 
Microsoft Access, FoxPro, 
dBASE, Oracle, or SQL Server 

Since data can be easily extracted from PeopleSoft into Excel, you can quickly create a 
pivot table and then view that data in just about any way you need to see it. You can 
also rapidly reorganize the data in the pivot table as your needs change. The source 
data for your pivot tables will be an Excel list. 

Creating Pivot Tables 
If your worksheet contains an Excel list, you can specify which data to include in the 
pivot table by choosing fields and items: 

• Fields are categories of data (each column in an Excel list is a field) 
• Items are subcategories of a field 

An Excel list

http://www.und.edu/dept/cndtrain/Excel/database.pdf
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For example, you may have a column (field) in your list labeled Year, and the years 
1999, 2000, 2001, 2002, 2003, and 2004 in that column. Year is a field, and 2003 is one 
item in that field, 2004 is another item. 

When creating pivot tables, there are two types of fields you can use: 

• Row/Column/Page fields – usually contain text values (but can contain 
numerical values). Refers to the specific areas where you place the fields from 
your source data. 

• Data fields – usually contain numeric data used for summarizing data with 
summary functions like SUM, AVERAGE, COUNT, etc. (can also contain text 
values that can use the count functions). Refers to the Data area where you 
place fields to be summarized. 

Note: Because a pivot table report creates the necessary totals based on the fields you 
place in the report layout area, you must remove any automatic totals from your Excel 
list before creating the pivot table. 

Create the Pivot Table Using the Pivot Table Wizard 
1. Open the source data file (the Excel workbook containing a list of data) 
2. Place the cell pointer in any cell within the list 
3. On the Menu Bar, select Data, PivotTable and PivotChart Report… 

4. Select the data source (an 
Excel list in this example) 

5. Select PivotTable 
6. Click Next to go to Step 2 of 

3 in the Wizard 
 
 
 
 
 
 
 
 
 

7. Excel automatically selects your list 
(indicated by the "marching ants" border 
surrounding the list range) 

8. If the list range is incorrect, change the 
Range: text box to the correct range 
where your list is stored 
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9. Click Next to go to Step 3 of 3 in the Wizard 
10. Select New worksheet to create the 

pivot table on a new sheet in the 
workbook, OR 

11. Select Existing worksheet, then type the 
cell reference where you want to place 
the pivot table (if you choose an area 
that already contains data, the pivot 
table will replace the existing data) 

12. Click Finish to create the pivot table report layout grid 

The Pivot Table Toolbar (Excel XP and 2000) and the Pivot Table 
Field List (Excel XP) appears on 
screen alongside the pivot table 
grid 

Each of the column headings (fields) from the list appear in the Field 
List. 

Drag fields from 
the Field list to 
an area of the 
Pivot Table: 

Drag a field to the "Drop Row 
Fields Here" area to display that 
field's items as row labels. 

Drag a field to the "Drop Column 
Fields Here" area to display that 
field's items as column headings. 

 
Drag a field to the "Drop Page Fields Here" area to create a category that can be filtered 
to display specific items one item at a time. 

Drag the field you wish to summarize to the "Drop Data Items Here" area. By default, 
Excel uses the Sum function to total numerical data fields dropped into the Data area 
and the Count function if a text field is dropped in the Data area. 

In this example: 

• The Course field was dropped in 
the Page Field area (cell A1) 

• The Year field was dropped in 
the Row Field area (cell A4) 

• The Term field was dropped in 
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the Column Field area (cell B3) 
• The Enrolled field was dropped in the Data area 
• The data items from the Enrolled field were totaled using the SUM function  

(cell A3) 

Adding a Field to a Pivot Table 
1. Select any cell within the pivot table 
2. Excel XP – drag a field from the Field List to the 

Row, Column, Page, or Data area 
3. Excel 2000 – click the Display Fields button on 

the PivotTable toolbar to display all fields on the 
toolbar, if necessary, then drag a field from the 
toolbar to the Row, Column, Page, or Data area 

4. This is the same pivot table as the example 
above – the Term field was dropped to the right 
of the Year field in the Row area to change the 
data display slightly 

Deleting Fields in a Pivot Table 
1. Click the cell containing the field you wish to delete to select it 
2. Drag the field outside the blue boundaries of the pivot table layout 

area. The mouse pointer turns into a button with a large red X on it 
3. Release the mouse button 
4. A pivot table must have at least one data field (a field dropped in the Data area); 

you can't delete the data field from the pivot table if only one data field exists. 
5. Deleting a field from the Pivot Table does not delete the field from the original 

source data 

Deleting an Entire Pivot Table 
1. Select all of the cells contained in the pivot table layout area 
2. On the Menu Bar, select Edit, Clear, All 
3. Deleting a pivot table does not delete any of the data from the source data. 

Page Fields 
If you place a field in the Page Field area of the 
pivot table, you can filter the data to display one 
particular item within a field: 

The Page field button appears at the top of the 
pivot table with a drop-down list button next to it. 

1. Click on the Page Field's drop-down arrow 
to display a window which lists all of the 
items in that field 

2. Click the item you wish to display, then click 
OK 
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Reorganizing the Pivot Table 
You can quickly change the organization of data in your pivot tables using the mouse to 
drag Row, Column, or Page fields to other field locations in the table layout area. When 
you change the organization of the table, you also change the way items in the Data 
area are summarized. 

1. Click the cell containing the field you wish to move 
2. Drag that field to a different area (i.e. if it's currently in the Row Field area, drag it 

to the Column Field area) 
3. Release the mouse button  

Formatting Pivot Table Data 
You can quickly change the format of numbers displayed in the Data area of the pivot 
table: 

1. Select the cell containing the Data field (usually cell A3, displaying Sum of, or 
another function, then the field name) 

2. Click the Field Settings button on the 
PivotTable Toolbar 

3. Click the Number… button in the 
PivotTable Field dialog box 

4. Choose a number format from the Format Cells 
dialog box 

5. Click OK twice to return to the pivot table 

Note: Don't use the Format, Cells command from 
Excel's Menu Bar to format data in a pivot table – if 
you do, you'll lose all of the applied formatting 
whenever you refresh the pivot table data. 

Changing the Name Displayed on Field Buttons 
1. Select the cell containing the field name you wish to change 
2. Click the Field Settings button on the PivotTable Toolbar 
3. Type the name you want in the Name: text box in the PivotTable field dialog box, 

then click OK, OR 
4. Double-click the cell you wish to change, type the new name in the Name: text 

box and click OK 

Changing the Calculation of the Data Field 
Excel provides eleven different functions to summarize the original data in the Pivot 
Table – you're not limited to the default SUM or COUNT functions assigned by the Pivot 
Table Wizard: 

1. Select the cell that displays the function used (usually cell A3 – displays Sum of, 
or another function) 

2. Click the Field Settings button on the PivotTable Toolbar 
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13. Select the function you want to use from the Summarize by: list box, then click 
OK 

Refreshing Pivot-Table Data 
If the source data changes after you've created the pivot table, data summarized in the 
pivot table isn't automatically recalculated as it is in a normal Excel worksheet. 
However, you can still update or refresh data: 

1. On the Menu Bar, select Data, Refresh 
Data, OR 

2. Click the Refresh Data button on the 
PivotTable Toolbar 

Changes that are made when you Refresh the data: 

1. Data field changes made in the source data 
2. Items or fields deleted from the source data 
3. Existing row or field data that have been changed or added in the source data 

Rows added to the bottom of the source data range after the pivot table was created will 
not be included in the Refresh unless you add those rows to the list range manually by 
returning to Step 2 of the PivotTable Wizard: 

1. Click the drop-down list arrow next to PivotTable on the PivotTable Toolbar 
2. Click Wizard, then click the Back button to return to Step 2 of the Wizard 
3. Change the Range: to include the added rows of data 
4. Click Finish 

Changing Individual Data Values in the Pivot Table 
You can't change the cells in the data area of the pivot table directly, but you can: 

• Change the desired data value(s) in the source data, then click Refresh Data on 
the Pivot Table Toolbar, OR 

• Copy and Paste the data from the Pivot Table Data area to another worksheet 
and make the changes there 

Grouping Data in a Pivot Table 
You can summarize data in a pivot table at different levels than the source data allows 
by grouping items within pivot table fields. Items can be grouped in one of three ways, 
depending on the type of item selected: 

• By categories (i.e. In the College of Engineering you may have four different 
departments – you can group the four departments under Engineering so that all 
of the data is summarized together 

• By ranges, if the data is numeric (i.e. Course Numbers from 100 – 200) 
• By larger time units (i.e. group four Months into one Semester) 
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1. Select the range of items (cells) to group in the pivot table 
layout area 

2. On the Menu Bar, select Data, Group And Outline, Group 

Excel creates default group and item names for you. You can 
change these default names by clicking the cell 
containing the group name and typing a new 
group name.  

 

 

 

 

 

After you Group data, you can delete the field that displays 
the separate items from the pivot table. When you remove 
the separate item data, the data summary changes to group 
all of the items under a group total.  

Ungrouping Grouped Data 
1. Click the cell containing the group name to select the group item 
2. On the Menu Bar, select Data, Group and Outline, Ungroup 

Pivot Chart Reports 
After you create a pivot table, you can create a pivot chart report to represent your data 
graphically. 

You can create a pivot chart report from an existing pivot table report, or you can create 
the pivot chart report from the Pivot Table Wizard, before you create the pivot table 
report. When you create the pivot chart report first, Excel automatically creates an 
associated pivot table report. 

When you create a pivot chart report from an existing pivot table report, Excel 
automatically creates a stacked column chart on a separate chart sheet and uses the 
layout of the pivot table report to determine the placement of fields. The Row fields 
become Category fields, and the Column fields become Series fields in the pivot chart. 

1. Select any cell within the pivot table 
report 

2. On the PivotTable Toolbar, click the 
Chart Wizard button  
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If you want to make changes to the 
pivot chart after you create it, click 
the Chart Wizard button again, then 

make the changes you want using the Chart Toolbar. 

Any changes to the source data and/or to the pivot table will be reflected in the pivot 
chart once you Refresh the data. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
A Pivot Chart Report 
created from a Pivot Table 
Report 
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