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How to Add a Column in a Pivot Table

This wikiHow teaches you how to create and insert a new column to a pivot table in Microsoft Excel with the
pivot table tools. You can change an existing row, field or value to a column, or create a new calculated field
columnwith a...

Method 1 of 2:

Changing a Field to Column
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Open the Excdl file with the pivot table you want to edit. Find and double-click your Excel file on your
computer to open it.
1. If you haven't made your pivot table yet, open a new Excel document and create a pivot table before
continuing.
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Click any cdll on the pivot table. Thiswill select the table, and show the pivot table Analyze and Design
tabs on the toolbar ribbon at the top.
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Click the[ Pivot Table Analyze ]tab at thetop. You can find this tab alongside other tabs like
Formulas, Insert, and View at the top of the app window. It will show your pivot table tools on the toolbar
ribbon.
1. On some versions, thistab may just be named Analyze, and on others, you can find it as Options
under the "Pivot Table Tools" heading.
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Click the( Field List ) button on thetoolbar ribbon. Y ou can find this button on the right-hand side of

the pivot table Analyze tab. It will open alist of all the fields, rows, columns, and values in the selected
table.
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Check the box next to any item on the FIELD NAME list. Thiswill calculate the summary of your
original datain the selected category, and add it to your pivot table as a new column.

1. Typically, non-numeric fields are added as rows, and numeric fields are added as columns by
default.

2. You can uncheck the checkbox here anytime to remove the column.
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Drag and drop any field, row or valueitem to the" Columns" section. Thiswill automatically move
the selected category to the Columns list, and re-design your pivot table with the newly added column.

Method 2 of 2;

Adding a Calculated Field

Open the Excel document you want to edit. Double-click the Excel document that contains your pivot
table.
1. If you haven't yet made the pivot table, open a new Excel document and create a pivot table before
continuing.
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Select the pivot table you want to edit. Click the Pivot Table on your worksheet to select and edit it.
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Click the[ Pivot Table Analyze ]tab. Thistabisinthe middle of the toolbar ribbon at the top of the
Excel window. It will open your pivot table tools on the toolbar ribbon.
1. Ondifferent versions, this tab may be named Analyze, or Options under the "Pivot Table Tools'
heading.
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Click the_Fields, Iltems, & Sets | button on thetoolbar ribbon. This button looks like an "fx" sign on
atableicon on the far-right end of the toolbar. It will open a drop-down menu.
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Click [ Calculated Field ) on the drop-down menu. It will open a new window where you can add a
new, custom column to your Pivot Table.




Enter anamefor your column in the” Name" field . Click the Name field, and type in the name you
want to use for your new column. This name will appear at the top of the column.

Enter aformulafor your new column in the" Formula” field. Click the Formulafield below Name,
and type the formula you want to use for calculating you new column's data val ues.
1. Make sure you type the formula on the right side of the "=" sign.
2. Optionally, you can also select an existing column, and add it to your formula as avalue. Select the
field you want to add in the Fields section here, and click Insert Field to add it to your formula.



Click [ OK . Doing so will add the column to the right side of your pivot table.

Y ou finished reading the article "How to Add a Column in a Pivot Table" edited by the TipsM ake team. We
hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on
tips and guides. Thank you for reading and for following us regularly.
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