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Pivot Tables – Tool of the Accounting Gods
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Creating Pivot Tables in Excel 2010

Pivot Tables are an amazing tool in Excel where you can summarize and filter data in literally seconds.  I use pivot tables in just about every spreadsheet I use and can quickly produce professional looking reports using pivot tables which I can then print as PDFs and send to anyone in minutes.

To create a pivot table, use the following steps:

1.  Under the [image: ] tab, select the [image: ] button.  The following screen will appear:

[image: ]
2.  The system should automatically select the entire table for the data that you want to analyze, but if not, highlight the table that contains the data you want to analyze and click “OK”.  The following screen will appear.
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3.  Click on the fields you would like to include in your pivot table.  To set up the pivot table design and data, you drag and drop the fields into the windows on the lower right-hand side of the window.
· The [image: ] window is used if you want to limit the data in your report or filter specific data for the report.  I often use this report filter if I only want to look at certain departments, or certain account numbers, etc.  A new tool is available in Microsoft Office 2010 called “Slicer” that makes report filtering even easier.
· The [image: ]  window is used if the data from your spreadsheet needs to be summarized in a columnar format.  I often use this functionality if I want the monthly data to show in a columnar format, but often this window is blank.
· The [image: ]window is used for the “meat” of your report.  This is where you drag any field that contains the information you want to show on the report.  Generally, you will want to have fields in this window.
· The [image: ]  window is used for the data that you want summarized.  This field is almost always “Total Amount”, or the financial information you are wanting to analyze when using your accounting or HR system data.

Below is an example of a Pivot table using a PeopleSoft Trial Balance query:
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The report filtered only “ACTUALS” data (excluded FULLACCRUE and CONSOL), returned Dept, Fund, Account, and Account Description in the results, and calculated the Sum Total Amount, by month (period).

As you can see from the example above, you can modify headings, formats, etc. in the pivot table before printing.  You can also decide which subtotals you want in the report.  In this particular example, I chose to subtotal by Fund and by department.
Now, you can use the value and label filters in the Pivot Table to further enhance your data or reporting.

For example, if I wanted to exclude “salaries and benefits” information from this report, I would click on the [image: ] heading, and select [image: ] “Label Filters” or “Value Filters”.  I would then select “Not Between” and enter 511000 and 519999.  This will exclude all Salary and Fringe data from the report.  Additionally, I could select the “Value Filter” to further summarize data such as if I don’t want it to return rows if the grand total equals zero.

Formatting your Pivot Table

You can now format the table to make it “pretty” or easier to read.  You can use colors, band your columns or rows, or even change fonts if you wish.

By using the [image: ] tab under the Pivot Table option, you can use preformatted templates to make your reports look more professional, etc.

I will walk you through an example of how to do this.



Other Excel Formulas to incorporate with Pivot Tables for Optimum Results

(We will cover some of these functions if time permits)

1. IF and embedded IF statements
2. AND and OR functions
3. LEFT, RIGHT, and MID functions
4. CONCATENATE function
5. VLOOKUP function
6. ROUND function
7. GETPIVOTDATA function
8. YEARFRAC function
9. SUBSTITUTE function
10. Removing Duplicates in Excel




Commonly Used Functionality in Pivot Tables

	Subtotal Columns
	Right-click on the column heading and select or unselect the subtotal function

	Grouping Data
	Highlight the cells that contain the data you want to group.  Then right-click on those cells and select Group or select  [image: ]from the Options tab under PivotTable Tools.

	Adding and Removing fields from the report
	Place a [image: ] next to the fields that you want included in the report.  Then put them in the appropriate Column Label, Row Label or ∑ Values section in the Pivot table Field List section.
To remove fields, simply uncheck the box.

	Changing Heading names
	Click on the heading you want to change and overwrite the existing name.  The pivot table will keep the changes.  If you want to change the period from a number to a month just overwrite the number with the name of the month.

	Adding or deleting grand totals and subtotals
	Click on the Design tab under the PivotTable tools.  Under the “Layout” section of the ribbon, select the appropriate total you want to modify.  Select from the dropdown menu.

	Formatting Value data
	Click on the field in the ∑ Values section; Select Value Filed Settings. Click on the [image: ] button; select the appropriate number format and hit [image: ]

	Rearranging columns on the report
	Select the column you want to move in the [image: ]section of the PivotTable Field List and drag and drop it within the row labels section where you want it to appear.  Then look at your pivot table and make sure the cell sizes are readjusted and subtotals are in the fields you want.

	Creating Calculated Fields in a Pivot Table
	Highlight one of the rows you would like to calculate a number on.  On the Options tab of the PivotTable Tools ribbon, select the [image: ] button.  Select the “Calculated Field” function from the dropdown menu.  In the Name: section, enter the name for the column.  Then, using the fields listed, enter the formula for the calculation in the Formula: section.  Click ok when complete and the field will automatically be added to the Pivot table.

	Creating a Calculated Item in a Pivot Table
	Highlight one of the columns you would like to calculate a number on; On the Options tab of the PivotTable Tools ribbon, select the [image: ] button. Select the “Calculated Item” function from the dropdown menu.  In the Name: section, enter the name for the column.  Then, using the items fields listed, enter the formula for the calculation in the Formula: section.  Click ok when complete and the field will automatically be added to the Pivot table.

	Using the % of functionality
	Add the field you want to use for the % (usually the “Amount” field) and enter it for a second time in the ∑ Values section.
Then click on the [image: ] button in the “Calculation” section of the ribbon.  Select what percentage you want to calculate from the dropdown box.

	Formatting the report
	Under the “Design” tab of the PivotTable Tools menu, there are several various color schemes with different banding, bolding, etc.  Select the style of your choice.  For banded rows and columns, put a check box in the desired box.
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