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Learning Objectives (1 of 2)

5.1 Subtotal Data

5.2 Group and Ungroup Data

5.3 Create a PivotTable

5.4 Modify a PivotTable

5.5 Sort, Filter, and Slice a PivotTable
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Learning Objectives (2 of 2)

5.6 Create a Calculated Field

5.7 Change the PivotTable Design

5.8 Create a Data Model

5.9 Create a PivotChart
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Grouping and Ungrouping Data
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PivotTable Basics
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Creating a PivotTable (3 of 5)

Area Description

Filters Area Displays top-level filters above the PivotTable so that you can set 

filters to display results based on conditions you select.

Columns Area Displays columns of summarized data for the selected field(s). When 

you drag a field to the Columns area, the PivotTable displays one 

column of data for each unique value contained in the dataset.

Rows Area Groups the data into categories in the first column based on the 

selected field(s). Each unique text entry is listed only one time in 

alphabetical order in the first column regardless of how many times 

the text is present in the original dataset. These labels identify the 

content on each row.

Values Area Displays summary statistics, such as totals or averages, for the 

selected field. The default function is SUM for quantitative fields. If 

you select a field containing labels, the default function is COUNT to 

count the number of text entries within each category.
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Modifying a PivotTable (2 of 4)

Further PivotTable modifications:

– Removing fields

– Moving fields between areas

– Rearranging fields within an area

– Changing summary statistics
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Modifying a PivotTable (4 of 4)

GETPIVOTDATA function

GETPIVOTDATA(data_field, pivot_table, [field1, item1, 

field2, item2], . . . )

=GETPIVOTDATA("TotalBookSales", PivotTable!$A$4)



Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved

Sorting, Filtering, and Slicing a 

PivotTable (1 of 7)



Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved

Sorting, Filtering, and Slicing a 

PivotTable (2 of 7)



Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved

Sorting, Filtering, and Slicing a 

PivotTable (3 of 7)



Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved

Sorting, Filtering, and Slicing a 

PivotTable (4 of 7)



Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved

Sorting, Filtering, and Slicing a 

PivotTable (5 of 7)



Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved

Sorting, Filtering, and Slicing a 
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Group Commands

Slicer Changes the slicer caption, display the Slicer Settings dialog box for 

further customization, and manage the PivotTable connected to the 

slicer. The Edition slicer has been sorted in ascending order. For 

example, the light blue items 6 and 9 do not apply to the selected 

disciplines.

Slicer Styles Applies a style to the slicer by specifying the color of the filtered item in 

the slicer. For example, given the workbook theme, the default active 

filters appear in blue and unavailable items appear in light blue.

Arrange Specifies the slicer’s placement in relation to other groups, such as 

placing a slicer on top of other slicers.

Buttons Defines how many columns are displayed in the selected slicer and the 

height and width of each button inside the slicer.

Size Sets the height and width of the slicer window. For example, the Edition 

slicer’s height is 1 point 96 inches.1.96".
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Creating a Calculated Field (2 of 3)

Option Description

% of Grand Total Displays each value as a percentage of the grand total.

% of Column Total Displays each value as a percentage of the respective column 

total. The values in each column total 100%.

% of Row Total Displays each value as a percentage of the respective row total. 

The values in each row total 100%.

% of Parent Row Total Displays values as: (value for the item)/(value for the parent item 

on rows). Two fields should be contained in the Rows area 

where the first field is a parent of the second field. For example, 

if Discipline is the first field and Area is the second field, Family 

would be the parent for the Family Interaction and Marriage and 

Family areas. The calculation would divide the Family Interaction 

value by the total value in the Family parent row.

Running Total Displays values as running totals. 

Rank Smallest to 

Largest

Displays the rank of values in a specific field where 1 represents 

the smallest value.

Rank Largest to 

Smallest

Displays the rank of values in a specific field where 1 represents 

the largest value.
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Creating a PivotChart (2 of 3)

Group Commands

Chart Layouts Add chart elements (such as a chart title and data labels) and apply a 

layout to the PivotChart.

Chart Styles Apply a different chart style to the PivotChart and then customize the 

chart by changing the color scheme.

Data Switch how rows and columns of data are represented in the PivotChart 

and change the data source used to create the chart.

Type Change the chart type, such as changing a column chart to a bar chart.

Location Move the chart to a different sheet in the workbook.
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Copyright

This work is protected by United States copyright laws and is 

provided solely for the use of instructors in teaching their 

courses and assessing student learning. Dissemination or 

sale of any part of this work (including on the World Wide 

Web) will destroy the integrity of the work and is not 

permitted. The work and materials from it should never be 

made available to students except by instructors using the 

accompanying text in their classes. All recipients of this work 

are expected to abide by these restrictions and to honor the 

intended pedagogical purposes and the needs of other 

instructors who rely on these materials.


