More on Pivot Tables

Having trouble visualizing how to use a PivotTable© report to analyze your data? This article shows how to start with a basic data source and create PivotTable reports that answer common questions about your data. Use the SampleSalespersonReports.xls

To make the examples extra easy to follow, they're all formatted with the Report 5 format, which you can apply to your own PivotTable reports with the Format Report command.

Compare your salespeople

Start with source data that contains information about your salespeople. Here are some of the source data records used for the reports in this section. 


To set up your PivotTable:

1. Click a cell in the source data.

2. On the Data menu, click PivotTable and PivotChart Report.

3. Follow the instructions in steps 1 through 3 of the wizard. 

Note  You can lay out the PivotTable report by clicking the Layout button in step 3 of the wizard, or you can lay out the report directly on the worksheet.

Now you are ready to try the following reports:
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What are the order amounts for each salesperson?
Drag the Salesperson field into the Row area, and then drag the Order Amount field into the Data area.
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What are the order amounts for salespeople in a specific country?
Drag the Country field into the Page area. You can then switch between "pages" to view the data for each country.
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How are salespeople ranked by order amounts?
To sort the salespeople, click the Salesperson field, click PivotTable on the PivotTable toolbar, and then click Sort and Top 10. Under AutoSort Options, click Descending, and then click Sum of Order Amount in the Using field box.
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Who are the top five salespeople?
To view the top items in a field, click the Salesperson field, click PivotTable on the PivotTable toolbar, and then click Sort and Top 10. Under Top 10 AutoShow, click On, click Top in the Show box, and then enter 5.
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How did salespeople perform in a specific quarter?
Drag the Order Date field into the Row area. Note that the source data contains actual order dates, but it would be nice to group the dates by quarter. To do this, right-click the Order Date field, point to Group and Show Detail, and then click Group. In the By box , click Quarters. Note that in the example below, the Order Date field name has been changed to Quarters.
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How does each salesperson's performance vary by quarter?
Drag the Sales person field to the left of the Order Date field. Note that in the example below, the Order Date field name has been changed to Quarters.
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What are the details for a specific order amount?
Double-click a cell in the PivotTable report to see the data "behind" it. Here are part of the details for cell C5, Buchanan's first-quarter sales:
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What percent is a specific order of the total order amounts?
In this case, you'll create a new data field and use a custom calculation. That way, you can compare the original data field (Summary) and the new calculated data field (Percent of Total). First, drag the Order Amount field into the Data area. Double-click the new Order Amount field, click Options, and under Show data as, click % of total.
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What bonus amount should each salesperson receive?
All salespeople receive a 10% bonus, but you'd like to award a 15% bonus if they exceed $20,000 in orders per quarter. To create a formula that uses PivotTable data, you can use a calculated field. Click the report, click PivotTable on the PivotTable toolbar, point to Formulas, and then click Calculated Field. In the Name box , type Bonus Amount. In the Formula box , enter the formula you want. If you want to use data from an existing field in your formula, click the field in the Fields box, and then click Insert Field.
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