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Pivot Tables Demos 

1. Open ABC Company Pivot Table Data.xls 

2. Create Pivot Table 

a. Customer No. in the Page 

b. Region in the Column 

c. Category and Product in the Row 

d. Sum of Sale in the Data 

3. Click in the PivotTable Field List 

a.  Point to Sum of Sales, click the arrow and choose Value Field Setting 

b. Under Summarize by make sure the Function is Sum 

c. Change Custom Name to Total Sales 

d. Click Number Format button and change to Currency Format with 2 decimals 

4. Drag  Sale into the Data 4 more times 

5. Move the Value from the Column Labels to the Row Labels 

6. Click in the PivotTable Field List 

a. Point to Sum of Sales, click the arrow and choose Value Field Setting,   

b. Under Summarize by click Average function 

c. Change Custom Name to Average Sales  

d. Click the Number Button and change to Currency Format with 2 decimals.   

7. Click in the PivotTable Field List 

a. Point to Sum of Sales2, click the arrow and choose Value Field Setting 

b. Under Summarize by click Max function 

c. Change Custom Name to Highest Sale 

d. Click the Number Button and change to Currency Format with 2 decimals.   

8. Click in the PivotTable Field List 

a. Point to Sum of Sales3, click the arrow and choose Value Field Setting 

b. Under Summarize by click Min function 

c. Change Custom to Lowest Sale 

d. Click the Number Button and change to Currency Format with 2 decimals.   

9. Click in the PivotTable Field List 

a. Point to Sum of Sales4, click the arrow and choose Value Field Setting 

b. Under Summarize by click Count function  

c. Change Custom Name to Number of Sales 

d. Do not change the number format.   

 

10. Remove Category from the Pivot Table 

11. Remove Product from Pivot Table 

12. Move Customer No to the row and Sales Rep to the Page 
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13. On the Pivot Table Tools, Options Ribbon, in the first group PivotTable, click options, click Show 

Report Filter Pages, on Show Pages, leave Sales Rep highlighted and Click OK. 

14. To remove the extra sheets, Click on the Adams Sheet hold Shift and click on Moss, right click 

and delete, click Delete 

 

 

15. In the PivotTable Field List  

a. Point to Average Sales, click the drop down arrow and choose remove field 

b. Point to Highest Sale, click the drop down arrow and choose remove field  

c. Point to Lowest Sale, click the drop down arrow and choose remove field 

d. Point to Number of Sales, click the drop down arrow and choose remove field 

16. Remove Customer No from the Pivot Table and add Date into the Row for the Pivot Table 

17. Click on the cell in Column A that has a date in the cell, On the PivotTable Tools, Options ribbon, 

Click on Group Selection, choose Months, click OK. 

18. Click on the cell in Column A that has a date in the cell, On the PivotTable Tools, Options ribbon, 

Click on Group Selection, leave Months highlight and also choose Years, click OK  

 

19. Notice the total Sales for Jan 2009 for the Northeast Region is $4,647.87. 

20. Switch to Sheet1, Change the Quantity in cell C5 from 4 to 20 

21. Switch back to Sheet4 , notice the sales in cell C5 did not change, you will need click on the 

Refresh option on the PivotTable Tools Options Ribbon. 

22. Discuss if you add new rows to the button of the data on Sheet1 will the Refresh Data button 

update the data.  Explain why it doesn’t, show how click on the Change Data Source on the  

PivotTable Tools Options Ribbon. 

 

 

23. Discuss the Drill Down feature, point to cell C5, the total should read $6,711.87, double click the 

cell and switch to the new sheet that was created and discuss how Excel copies the rows from 

the original data to a new sheet that make up the $6,711.87 value. 


