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Lesson 5 Topics: 

 

Pivot Tables. 

 

Create a PivotTable to analyse worksheet data 

 

Before you get started: Your data should be organized in a tabular format, and not 

have any blank rows or columns. Ideally, you can use an Excel table like in our 

example above.. Tables are a great PivotTable data source, because rows added to a 

table are automatically included in the PivotTable when you refresh the data, and any 

new columns will be included in the PivotTable Fields List. 

 

Overview of PivotTables and PivotCharts 

 

Excel tables Excel tables are already in list format and are good candidates for 

PivotTable source data. When you refresh the PivotTable, new and updated data from 

the Excel table is automatically included in the refresh operation. 

 

Design the layout and format of a PivotTable 

 

Otherwise, Excel displays a default value. Refresh and save. Save source data with 

file. Select to include the PivotTable's source data in the Excel file when you save. 

Note that this could result in a fairly large file. Refresh data on file open. Select to 

have Excel refresh PivotTable data each time the file is opened. 

 

Sort data in a PivotTable or PivotChart 

 

Excel has day-of-the-week and month-of-the year custom lists, but you can also 

create your own custom list for sorting. Note: A custom list sort order is not retained 

when you update (refresh) data in your PivotTable. 

 

Filter data in a PivotTable 

 

If you have the Excel desktop application, you can use the Open in Excel button to 

open the workbook and apply additional filters or create new slicers for your 

PivotTable data there. Here’s how: Click Open in Excel and filter your data in the 

PivotTable. For news about the latest Excel for the web updates, visit the Microsoft 

Excel blog. 
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Consolidate multiple worksheets into one PivotTable 

 

Excel also provides other ways to consolidate data that work with data in multiple 

formats and layouts. For example, you can create formulas with 3D references, or you 

can use the Consolidate command (on the Data tab, in the Data Tools group). 

Consolidate multiple ranges. You can use the PivotTable and PivotChart Wizard to 

consolidate multiple worksheets. 

 

Refresh PivotTable data 

 

At any time, you can click Refresh to update the data for the PivotTables in your 

workbook. You can refresh the data for PivotTables connected to external data, such 

as a database (SQL Server, Oracle, Access, or other), Analysis Services cube, data 

feed, and many other sources. 

 

Change the source data for a PivotTable 

 

To change the data source of a PivotTable to a different Excel table or a cell range, 

click Select a table or range, and then enter the first cell in the Table/Range text box, 

and click OK. To use a different connection, do the following: Click select a Use an 

external data source, and then click Choose Connection. 

 

Use the Field List to arrange fields in a PivotTable 

 

If a workbook you’ve opened in Excel for the web has a PivotTable, you can use the 

Field List to add, remove, or arrange its fields. It appears when you click anywhere in 

the PivotTable. If you don't see the Field List, try right-clicking anywhere in the 

PivotTable to click Show Field List. 

 

GETPIVOTDATA function 

 

If the pivot table argument is a range that includes two or more PivotTables, data will 

be retrieved from whichever PivotTable was created most recently. If the field and 

item arguments describe a single cell, then the value of that cell is returned 

regardless of whether it is a string, number, error, or blank cell. 

 

Microsoft Excel Blog: 

 

https://techcommunity.microsoft.com/t5/excel-blog/bg-p/ExcelBlog/label-name/Blog 

 

https://techcommunity.microsoft.com/t5/excel-blog/bg-p/ExcelBlog/label-name/Blog

