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 Analyzing Your Data Using PivotTable Reports 
and PivotChart Reports 

 
THE BOTTOM LINE

Although a Microsoft Office Excel worksheet can contain millions of pieces 
of data organized in rows and columns, you might not be able to find the 
information you need. For example, a worksheet for your business might 
record thousands of sales made during the year by hundreds of sales 
representatives. Each sale is recorded as a separate record. How can you use 
the worksheet to answer specific questions such as the number of sales made 
in the third quarter? A PivotTable report summarizes the data in an Excel 
worksheet, enabling you to analyze existing data to make critical decisions. 

Creating a PivotTable Report 
Like any table, a PivotTable report consists of columns and rows. When 
you create a PivotTable report, you choose the worksheet data to be 
included in the PivotTable report. 

TROUBLESHOOTING 

Before you create a PivotTable report, verify that the worksheet’s first row 
contains names for all of the columns. Verify that each column contains only 
one type of data, such as text or numeric data. Finally, remove any empty 
rows and columns from the worksheet. 

CREATE A PIVOTTABLE REPORT 

GET READY. Before you begin these steps, be sure to launch Excel. 

1. OPEN the Contoso Services Sold document from the data files 
provided. (See your instructor for the location of the data files). 

2. Select any cell containing data, such as the A2 cell.  
3. Click the Insert tab. In the Tables group, click the PivotTable arrow, 

and then click the PivotTable option. The Create PivotTable dialog 
box is displayed, as shown in Figure 1, with all of the worksheet’s 
data selected. 
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Figure 1 

Create PivotTable 
dialog box 

 

All of the  
data is 
automatically 
selected

 
4. Click OK to close the dialog box. A new worksheet is automatically 

inserted on Sheet2, with the layout area for the PivotTable report 
displayed on the left. The field list is displayed on the right in the task 
pane area, as shown in Figure 2. The field list contains the column 
titles from the source data on Sheet1. 

 

Figure 2 

PivotTable area 
created 

 

Layout area 

Field list 

New 
worksheet 
created 

 

When you click outside the layout area, the field list disappears. To display 
the field list again, click inside the layout area. TROUBLESHOOTING 

 
5. In the field list, click the Service checkbox, and then click the Fee 

checkbox. The fields are displayed in the layout area, as shown in 
Figure 3.  
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Figure 3 

Service and fee 
displayed in the layout 
area 

 

Selected 
fields 

Selected 
fields 
displayed 

 
6. In the layout area, select the A3 cell if necessary. Select the text in 

the cell, key Services, and then press Enter. This creates a 
meaningful column heading.  

 

TAKE NOTE 
Column headings can contain any text except those existing field titles 
already found in the field list on the right.  

 
7. SAVE your document as Contoso Services Analysis. 
 PAUSE. LEAVE the document open to use in the next exercise. 

You can use a PivotTable report to analyze existing data. In the preceding 
exercise, for example, Laura Steele created a PivotTable report to answer a 
specific question about her business, Contoso, Ltd. In January, her pet 
supply business began offering grooming services. Now it is June and Laura 
is deciding how she should allocate her advertising budget. The quick 
PivotTable report she created answers the question, “How much income 
was earned for each type of service?”  

Adding, Rearranging, or Removing Fields in a 
PivotTable Report 
By default, fields containing text are displayed as rows in a PivotTable 
report, while fields containing numbers are displayed as columns. Dates are 
considered to be text fields. You can add, move, and remove fields in the 
PivotTable report as needed to analyze the source data. 
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ADD, REARRANGE, OR REMOVE FIELDS IN A 
PIVOTTABLE REPORT 

USE the workbook from the previous exercise. 

1. In the Contoso Services Analysis file, click the Sheet2 tab and 
select the A4 cell in the PivotTable report. 

2. On the Ribbon, click the Options tab if necessary. In the Actions 
group, click the Clear arrow, and then click Clear All. This removes 
all of the fields from the PivotTable report. You can remove individual 
fields by clicking a specific field’s checkbox in the field list, 
deselecting the field for display. 

3. In the field list, click the Service checkbox. Next, click the Fee 
checkbox, and then the Date checkbox. Because the Service and 
Date fields are considered to be text fields, they are placed in the 
layout area as rows. The Date field is indented below each service, 
as shown in Figure 4. The fields that can help you make marketing 
decisions are displayed in the PivotTable report, but they need to be 
rearranged to be more useful. 

 

Figure 4 

Nested rows 

 

Nested rows 

 

4. In the Row Labels area of the field list, click the Service field. Drag 
the Service field and drop it below the Date field in the Row Labels 
area. As shown in Figure 5, the data in the layout area is rearranged. 
Placing the services provided below the date answers the question, 
“When were services provided?” However, the result is a little too 
specific to be useful. 
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Figure 5 

Rearranged data 

 

Rearranged 
data
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fields 

 

5. In the layout area, click the A4 field. In the Ribbon, click the Options 
tab, if necessary. In the Group group, click the Group Field button. 
The dialog box is displayed, as shown in Figure 6. 

 

Figure 6 

Grouping dialog box 

 

Months is the 
default for 
grouping 
dates 
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6. Click OK to close the dialog box. The data is grouped into services 
sold each month, as shown in Figure 7. 

 

Figure 7 

Grouped data 

 

Grouped data 

 
7. In the layout area, select the A3 cell if necessary. Select the text in 

the field, key Services, and then press Enter to create a meaningful 
column header. 

8. SAVE your document as Contoso Monthly Analysis. 
 PAUSE. LEAVE the document open to use in the next exercise. 

In the preceding exercise, Laura Steele modified a PivotTable report to 
answer another question about her business, “How much income was 
earned for each type of service each month?” Laura can use this 
information to select a specific service to advertise and to determine the 
amount she will spend on advertising each month. 

To answer a variety of questions from the same source data, you can 
manipulate the data in a PivotTable report. For example, you can add the 
Employee field to the PivotTable report by dragging it to the Report Filter 
area. Adding the filter enables you to view the fees each employee earned in 
a month by performing the services.  

To create a PivotTable report that answers your specific questions, play 
with the fields available. Move the fields around in the PivotTable report. 
Group and filter the data in different ways. Be creative. 
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Creating a PivotChart Report from a PivotTable Report 
A PivotChart report graphically portrays information contained in a 
PivotTable report. Often, the visual presentation of the data reveals or 
emphasizes important information. 

CREATE A PIVOTCHART REPORT FROM A 
PIVOTTABLE REPORT 

USE the workbook from the previous exercise. 

1. In the Contoso Monthly Analysis file, click the Sheet2 tab, if 
necessary, and select the A4 cell in the PivotTable report. 

2. On the Ribbon, click the Options tab. In the Tools group, click the 
PivotChart button. The Insert Chart dialog box is displayed, as 
shown in Figure 8. 

 

Figure 8 

Insert Chart dialog box 

 

 

3. Click OK to close the dialog box. The bar chart and a small 
PivotChart Filter window are displayed. You can use the PivotChart 
Filter window to limit the data included in the chart. For example, you 
could exclude the data for specific months or services. This chart 
seems too detailed to present a clear picture of the monthly fees 
earned from the services Contoso provides. 

4. In the field list, click the Service checkbox to deselect the field. The 
service is removed from the PivotTable report and the PivotChart 
report, as shown in Figure 9.  
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Figure 9 

PivotChart report 
created 

 

PivotChart 

 
5. SAVE your document as Contoso Analysis Summary. 
 STOP. CLOSE the document and Excel. 

When you create a PivotChart report, you have the same options available 
for creating any chart. Choose the chart type, such as bar chart or pie chart, 
which most clearly presents your data in a way that is meaningful to your 
audience. If necessary, change the fields selected for the PivotChart report. 
Use your Excel tools to create the kind of impact you want. 
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