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Instructions for using PivotTablein Excel - How to
use PivotTable

A PivotTableisatool used to analyze data from different angles and requirements from alist or atable. From
theinitial huge data block, the PivotTable can help you to aggregate data in groups and collapse data as required.

A PivotTable is atool used to analyze data from different angles and requirements from a list or a table. From
the initial huge data block, the PivotTable can help you to aggregate data in groups and collapse data according
to your needs.

This is one of the most useful features of Excel. To better understand the PivotTable, refer to the examples
below.

Suppose we have the following data table:

A B C D E F G H
A o Théng Pin Man hinh vi tinh D& tin nhigt| O dia réri |Ban laptop Loa may tinh
Tén cira hang i

7 (quy 1) (vnd) (vnd) (vnd) (vnd) (vnd) (vnd)

2 |Clrahangl |1/2015 1500000 5000000 1500000 3050000 7500000 6570000
3 |Clrahangl |[2/2015 2000000 6500000 3000000 4150000 9000000 6860000
4 |Clrahangl |3/2015 19500000 6800000 2700000 4550000 8250000 7550000
5 |Clrahang2 |1/2015 2550000 6000000 1700000 4350000 7750000 5570000
6 |Clrahang2 |2/2015 2070000 6500000 3560000 A720000 8880000 6910000
7 |Clrahang2 |3/2015 1730000 7000000 2990000 4580000 9250000 8050000
8 |Clrahang3 [1/2015 | _ 1050000 7090000 1600000 | 4500000 | 6500000 | 5500000
9 I?IL-H l_:i il EZ_‘,, 2015 1S70pE0 | 7500000 2460000 A720000 7250000 6500000
10 |Clra hang 3 |3,/2015 1730000 | 8100000 3200000 5600000 8000000 F000000

Use PivotTable for ssimple statistics

Example 1: Using a PivotTable to calculate sales of the Computer Screen items at each Store using the data
table above.

Step 1: First, you need to put the cursor in any cell in the data area (or you can select al the data ranges). Then
select the Insert tab -> PivotTable.
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A B & D E F G H
. Théng Pin Man hinh vi tinh| D& tan nhigt| O diar&i |Ban laptop |Loa may tinh
Tén cira hang 5
1 (quy 1) (vnd) (vnd) (vnd) (vnd) (vnd) {vnd)
2 |Clrahangl [1/2015 1500000 5000000 1500000 3050000 | 7500000 6570000
3 |Clrahangl |2/2015 2000000 6500000 3000000 4150000 | 5000000 6860000
4 |Clrahangl [3/2015 1500000 6800000 2700000 4590000 | 8250000 7550000
5 |Clrahang2 |1/2015 2550000 6000000 1700000 4350000 | 7750000 5570000
6 |Clrahang2 |[2/2015 2070000 6500000 3560000 4720000 | B880000 6910000
7 |Clrahang2 [3/2015 1730000 7000000 2990000 4980000 | 9250000 8050000
8_ C:Cra_hﬂw_g:i_ _]:.-’2_02_1.5 ______ 1050000 7090000 1600000 4500000 | 6500000 5500000
9 Q}a hargl3 l‘-'EE15 SO0 W 7500000 2460000 4720000 | 7250000 6500000
10 |Clra hang 3 |3/2015 1730000 3100000 3200000 5600000 | 8600000 7000000

Step 2: The CreatPivotTable dialog box appears, in the Table / Range section will display the address of the
data container. In the Choose where you want the PivotTable report to be replaced section, you choose where
you want the PivotTable report to be placed.

New sheet: put in new sheet.

Existing sheet: put in the current sheet, if you select this item, you need to select the address where the
PivotTable islocated in the L ocation box .

Then you click OK to create PrivotTable.

A B C D E F G H
i ) o Thing Pin Man hinh vi tinh|D& tan nhiét| O dia ri¥i |Ban laptop Loa mdy tinh
Tén cira hang =
1 (quyl) (vnd) (vnd) (vnd) (vnd) (vnd) (vnd)
2 |Clrahéngl [1/2015 1500 create PimtTa_ el | 6570000
3 iCirahangl  [2/2015 2000 — 6360000
4 Iciea héngl 3;2015 1901 Choose the data that you want to analyze 7550000
5 lcirahang2 |1/2015 255(| @ Selectatable orrange 5570000
5 |Clrahang2 |2/2015 2071 Table/Range: | Sheetl!SASL:SHSLO| %| | | 5910000
7 iClrahang2 |3/2015 173 () Use an external data source 2050000
8 IClrahang3 [1/2015 105 2
9 Iclrahang3 [2/2015 157 Connection name:
10 |Clra hang3  |3/2015 17308 Choose where you want the PivotTable reportto be placed ||| 7000000 |
11 @ Mew Worksheet
12 () Existing Worksheet
13 Location:
g Choose whether you want to analyze multiple tables
1? [ Add this data to the Data Model
1;1 | I oK I [ Cancel ]
15

Step 3: At thistime, the spreadsheet interface will appear a PivotTable Field List dialog box on the right side of
the screen. In this section there are 2 parts: Choose fields to add to report - select the data fields to add to the
PivotTable report, Drag fields between areas below - 4 areas to drop the dragged data fields or choose from the
choose fields to add to section report ( report filter - data filtering area, column labels - column names, row
labels - row names, values - values ?2to display).

At the request of the example is the sales statistics of the Computer Monitor items at each Store. You have
checked 2 boxes of Computer Monitor and Shop .



A B C D E E .

1 PivotTable Fields T
2
Choose fields to add to report: L * g

s ]

PivotTable1 g =
6 To build a report, choose Pin (vnd)
7 | fields from the PivotTable Man hinh vi tinh(vnd)
8 Field List D tan nhigt(vnd)
9 G dia réifvnd)
10 Ban laptop(vnd)
11 Loa may tinh{vnd) 72
12| 8 5
13| = ; “"l:: Drag fields between areas below:
14 - 4 - .
15 FILTERS Il COLUMNS
16
17
18 ROWS % VALUES
1q,
201
21

- If the Computer screen is displayed in the ROWS box , hold down the mouse pointer on that cell and drag it to
VALUES.

A B C o} &

1 PivotTable Fields TR
i I:lRW o -1 Choose fields to add to report: "
4 |=Cirahangl 7] Cira hing =
) 5000000 Thang (quy D)

[ 6500000 Pin (vnd)

7 6300000 +| Man hinh vi tinh(vnd)

& | =Cira hang 2 BEtan nhigt(vnd)

9 6000000 0 dia rai(vnd)

10 6500000 Ban laptop(vnd)

11 7000000 Loa may tinh(vnd) -
12 | =Cira hang 3

13 7090000 Drag fields between areas below:

14 7500000 )

15 2100000 FILTERS | COLUMMNS

16 |Grand Total

17

L ROWS I VALUES

19 - 3 = N -
20 1r B f,’ Ciahang ~ (= Man whz
e [0 <&

Then click on the cell just dragged to the VALUES section and select Value Field Settings and select the Sum
function to statistic according to requirements. For other requirements, you can choose a different calculation
function accordingly.



1 PivotTable Fields T
2 : i .
3 |Row Labels { Value Field Setting‘ _ e fields to add to report: 2
4 |Clra hang 1 . " RO a hang e
S ource Name:  Man hinh vi tinhfvn
5 |Clra hang 2 sl ing (quyD
6 |Clra hang3 Custom Mame: |Sum of Man hinh vi tinh (vnd)
7 GrandTotal || — 1 hink s #inh e
8 Summarize Values By | Show Values As tan nl
9 | Summarize value field by dia rai
10 Choose the type of calculation that you want to use to summarize n laptc
11 data from the selected field a may
12
Meove to Report Filter

13 ields b
14 Move to Row Labels
15 LTERS Move to Column Labels
16
17 | X Remove
18 Humber Format

Th iR aniiliarys un OwWs IFQ Value Field Settings... I
19 e IR TSP BRI I AN TR
20 Cira hang - Count of Man... *

A B (i D -
1 PivotTable Fields X
2
3 [Row Labels - [sum of Man hinh vi tinh Conaher ook il
4 |Clra hangl 18300000 | Cira hing -
5 |Cira hang2 15500000 Thang (quy D)
& |Cirahang3 22690000 Pin (vnd)
7 Grand Total 60490000 +| Man hinh vi tinh{vnd)
8 PEtan nhigt(vnd)
9 0 dia raivnd)
10 Ban laptop(vnd)
11 Loa may tinh{vnd) o
12
13 Drag fields between areas below:
14
15 FILTERS COLUMMNS
16
17
L ROWS = VALUES

,_
o
—

|
{

Cia hiang - Sum of Man h... ¥

=]
o

Note: You can aso press and hold on the data at the top to select and drag directly to the 4 regions at the bottom.
As the above example, you hold down the mouse in the Store box and drag down the ROWS area, click and hold
the mouse on the Computer screen and scroll down to VALUES.

Use PivotTable to statistic data of multiple columns

Example 2: Use a PivotTable to display the sales of Computer Screen items over the Months of Stores in the
datatable above.

First, you aso need to create a PivotTable like Step 1, Step 2 in the previous example. Next in the dialog box,
PivotTable Field List, select three items: Store, Month, Computer Screen (or you can drag the Store and Month
boxes to the ROWS area, Computer Screen into the VALUES areq). Y our results will be as follows:



1 PivotTable Fields pis
2

3 [Row Labels v_|5um of Man hinh vi tinh{vnd) Ehoase ficlds to add tolfs port: i
4 |=Cirahang1 18300000 /| Cira hang =
o 1/2015 5000000 /| Thang (quy D

5 2/2015 6500000 Pin (vnd)

7 3/2015 6800000 +| Man hinh vi tinh{vnd)

& | =Cira hang 2 19500000 DE tan nhiét(vnd)

g 1/2015 6000000 0 dia rai(vnd)

10 2/2015 6500000 Ban laptop(vnd)

11 3/2015 7000000 Loa may tinh(vnd) =
12 | =iCira hang 3 22690000

13 1/2015 7090000 Drag fields between areas below:

14 2/2015 7500000 )

15 3/2015 8100000 FILTERS COLUMMNS

16 | Grand Total 60490000

17

i ROWS % VALUES

19 — -

20[ i $ Chahang ~ ||*| || Sum of Man h...~
1 Thang (q.. ™ ||*

If you want to make comparisons easier, you can move the Month box to the COLUMNS area by left-clicking
the Month box in the ROWS area and dragging to the COLUMNS area. Or you can left-click on the Month box
in the ROWS area and select Move to Column Labels.

A B € D -
1 PivotTable Fields Yk
2
3 [Row Labels v_|5um of Man hinh vi tinh{vnd) Ehaase field to add 1o report i
4 |=Cirahang1 18300000 /| Cira hing =
5 1/2015 5000000 | Thing (quy )
G 2/2015 6500000 Pin (vnd)
¥ 3/2015 6800000 +| Man hinh vi tinh{vnd)
§ |=Cdra hang 2 19500000 PEAN nhigthndl
] 1/2015 6000000 Mave Up
10 2/2015 6500000
11 3/2015 7000000 Maove to Beginning X
12 | =Clra hang 3 22690000
13 1/2015 7090000 %
Move to Report giffer
14 2/2015 7500000
15 3/2015 8100000 NS
16 |Grand Total 60490000 I Move to Column Labels I
17 %  Moveto Values
18 X Remove Field
1g,
20| huThuat [§ Field Settings... nh.. v
21 Thang (g.. ™ =~
Y our results will be asfollows:
A B C D E F G H
i
2
3 |Sum of Man hinh vi tinh{vnd) |column Labels [~
4 |Row Labels - |1/2015 22015 3f2015  Grand Total
5 |Cira hang1 5000000 6500000 G800000 18300000
6 |Clrahang2 6000000 6500000 7000000 19500000
7 |Clra hang 3 7050000 7500000 8100000 22690000
& |Grand Total 18090000 20500000 21900000 60490000
9
ol 1
11

Thus, using PivotTables, you can process and synthesize data quickly from basic requirements or complex
requirements. Good luck!



Y ou finished reading the article "Instructions for using PivotTable in Excel - How to use PivotTable" 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.

© 2019 TipsMake.com


https://tipsmake.com

