Chapter

17

Pivot Tables

Pivot Tables allow spreadsheet data to be summarised into reports similar to those
created in database programs such as Microsoft Access and FileMaker Pro. Within the
spreadsheet data, the columns become the fields of the database and the rows become

the individual records.
There are three sections to a Pivot Table which headings need to be assigned to:
Rows  which are displayed down the left of the table.

Columns  which are displayed across the top of the table.

Values  which are the values that are displayed in the cells.

Loading the Prepared Data

The sales data for a month for an online store that sells products over the internet has
been prepared for you and summaries of the data are required.

1 Load Google Sheets then display the FILE menu and select OPEN.
2 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

3 Access the SHEETS SUPPORT FILES, open the CHAPTER 17 folder and load the file:

Selanything Sales

4  Look through the data to familiarise yourself with it. There are 3 Branches and
within each branch there are 4 Departments with sections within each Department.
The figures show the total sales for a month for each section.
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Creating a Pivot Table

A Pivot Table will be used to summarize the sales for the month. The DEPARTMENTS
will be displayed at the left of the table, so it will be added to the ROWS section. The
MONTHS will be displayed at the top of the table in the COLUMNS section and the
SALES will be the VALUES of the table.

A Setting Up the Pivot Table

i= Selanything Sales =]
File Edit View Inset Format Data Tools Add-ons Help Last edit was seconds ago
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A B c D = =

1 Position the cursor at cell A6 which
is the beginning of the table.

1 Selanything Online Sal

2

3 Sales for: mber, 2015

4

5

—

6 ch - Department Section Manager Sales
7 Sydney Electrical Entertainment Joe McKemzie 535,737
8  Sydney Electrical Appliances Andrew Knokes 546,140
8  Sydney Clothing Womens Kellie Mancini 515,709

2 Display the DATA menu and select PIVOT TABLE REPORT.

V 3 A new SHEET is created with a blank
Pivot Table inserted.

Selanything Sales [ ]
File Edit View Inset Format Data Tools Add-ons Help All changes
"5 AP o5 % 0_ .00, 123~  Arial
‘Sales Data'lA6:E33 - Edit range.
1 li Rows - Add field
4 Columns- Add field
: Values - Add field
1913 Filter- Add field
: 4 The REPORT EDITOR pane is opened
" with the sections of the Pivot Table
+ = Sales Data ~ .F'wol Table 1 displayed.
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NOTE: i When setting up a spreadsheet that will have Pivot Tables
created from it, it is best to have no blank rows or columns. If
there are blank rows or columns, the Pivot Table will only select
the data up to the blank row or column.

ii Notice that, in the REPORT EDITOR pane, the complete table has
been recognised, that is, cells A6 to E33.

B Inserting the Rows, Columns and Values

The Pivot Table is created by placing fields in the sections of the REPORT EDITOR pane.
Let’s set the DEPARTMENTS to be down the left of the report (in the ROWS section), the
BRANCHES across the top (in the COLUMNS section) and the SALES to be the VALUES
within the Pivot Table.

Selanything Sales [ ] info@iget.com.au +

. File Edit View Inset Format Data Tools Add-ons Help All changes saved in Drive Commen ts m
B AT s % o0 00 123-  Aral - w - B I S5A. ®.H- Mors - Report Editor x

"Sales Data'lA6:E33 - Editrange
A B c D E [

Rows - |Add field |

Branch
Departrment eld

Section

Manager

1 In the ROWS section of the REPORT
EDITOR pane click on ADD FIELD
and select DEPARTMENT.

® e N e wm AW N S

I

= Selanything Sales [ | info@get.com.au =
File Edit View Insert Format Data Tools Add-ons Help  All changes saved in Drive Commen ts m
e o~ T s % 0 .00 123-  Aral . w - B I 5 A. & . 0~ More ~ Report Editor x

Giothin
Clothing 'Sales Data'lAG:E33 - Editrange...
A B c D E F

1 Clothing I Rows - Add field

2 Electrical *

3 Sports Group by: Department
4 Toys Order: Asgending ~

5

= Frand okl Sort by: Depigtment ~
7

8

| 2 The DEPARTMENTS are added to the
left rows of the Pivot Table and the

sorting and totals can be controlled
from the REPORT EDITOR pane.
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Seianyting Saes 1 3 Click on ADD FIELD next to
= ything BB

File Edit View Insert Format Data Tools Addons Help Al changes saved in Drive COLUMNS in the REPORT EDITOR
SoxT sramwoww o0 BIEA % pane and select BRANCH.

Clothing
A B 53 D E
Clothing 1
Electrical
Sports
Toys
Grand Total

R R R SRR TR

10 Column5-|Addﬂe\d

11

Branch
12 )
13 Sectiol
14 Manager
15 Sales

16

BN sconyring Saies 4 BRANCH heagimgs becom.e the
File Edit View Inset Format Data Tools Add-ons Help Al changes saved in Drive column head|ngs Of the Plvot Table

BOAT | hmme s v o8 T EA and their sort order and totals can
p , o : be controlled from the REPORT
Brishane Melbourne Sydne Grand Tofal
; Clothing — = EDITOR pane.
3 Electrical
4  Sports Order: Ascendiflg ~
Z ::::d Total Sort by: Departrijent =
7 ' Show totals
8
199 Columns - Add field
:; Group by: Branch X
13 Order: Ascending
" Sort by: Branch ~
15
18 +/ Show totals
17
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