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Microsoft Excel Course — PivotTable and PivotChart
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Overview:

Nowadays, most organizations use Microsoft Excel to create various types of reports for data analysis
and decision making purposes. Microsoft Excel provides a useful tool called “PivotTable and PivotChart”
that equips you with a way to create, analyze, and present data professionally.

Objective:
Users will be able to create many types of reports effectively using PivotTable and PivotChart with in-
depth knowledge and apply the useful techniques from workshop session to their work.

Course Length: 1 Day (9:00-16:00)

Course outline

Understanding concept and structure of data and the impact of PivotTable

Preparing database before creating PivotTable and solving problems when PivotTable cannot be
created

Techniques for filling duplicated data in blank cells in database in order to solve incomplete data
problems in PivotTable

Techniques for deleting blank rows in the database

Creating PivotTable quickly; e.g., no need to select data source or PivotTable destination
Understanding the components of PivotTable Field List and learning how to use it to create a
report

Sorting Field Name in PivotTable Field List

Setting Value calculation style in PivotTable; e.g., Sum, Count, Average; and setting report
displaying format; e.g., % of total, YTD cumulative total sales, etc.

Setting Subtotal and Grand Total to be displayed or not displayed in PivotTable and setting
calculation type of subtotal; e.g., count the number of transactions instead of SUM

Setting PivotTable to show the same data repeatedly on each line; this is useful for data sorting
or filtering when data are copied to different areas

Setting PivotTable Style and Layout for quick report customization and learning a technique for
mixing various layouts

Setting print option to print a report by Section and to show table header on every page
Moving PivotTable within the same worksheet or to different worksheet and deleting PivotTable
Learning how to drill-down the details of the total amount in PivotTable and turn off the drill-
down feature

Technique for a quick cells selection in PivotTable such as select every cell with the product name
"AA", select all product names quickly, etc.

Techniques for creating a report that shows the unique records count. For example, when
counting the number of participants categorized by gender, the normal PivotTable generates
incorrect result as it counts the number of courses that each participant attends instead of
counting the number of participants

Showing data in number range; e.g., showing number of employees in each group ages

Grouping data in PivotTable in order to categorize data; e.g., showing sales by category from
data source which contains only product name
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- Showing data in period; e.g., showing yearly sales by using data source which contains only date
field and no need to add the Year field in data source

- Setting a default value for a blank cell; e.g., show “N/A” in a blank cell

- Sorting data in PivotTable in different styles; e.g. sorting by custom order, sorting by descending

- Filtering data in PivotTable in different styles; e.g, showing the top 10 best-selling product

- Technique for creating a new PivotTable from existing database and allow user to set different
field values and manage fields. Normally, when we create a new PivotTable, Excel will use the
same PivotCache, thus, the structure of the new PivotTable is the same as that of the existing
PivotTable. This prevents a user from setting some values for the new PivotTable such as group
data for different fields in each PivotTable

- Creating a new field and new item without changing data source ; e.g., a field showing % of
monthly product defect of total products, creating the first half-year sales from the first-quarter
and second-quarter sales and how to check if there is any custom field / item which is not
included in the data source

- Learning how to use GETPIVOTDATA function and compare the differences and the benefits
between direct cell link and GETPIVOTDATA function

- Technique to sort Filter List.

- Learning how to set source data of PivotTable so that when the data are refreshed, the number
of rows or columns will be updated automatically; e.g. enable to refresh PivotTable after adding
new record in source data

- Setting PivotTable to refresh data automatically when opening the file

- Technique for applying AutoFilter in PivotTable to use more filter capabilities than general
PivotTable Filter e.g. filter by cell color, filter by font color, etc.

- Creating PivotTable from data from multiple worksheets or files and knowing its limitations

- Creating PivotTable from related multiple tables; e.g., Sales report by product category which
the data sources are separated into Sales table and Product Category table

- Learning how to separate data into different worksheets; e.g., separate the total sales of each
month into each worksheet

- Learning how to use Slicer and TimelLine to filter the same data in multiple PivotTables; this is
useful when there are many styles of PivotTables which, normally, the same data must be
filtered in each PivotTable at a time

- Creating and formatting PivotChart properly

- Creating Dashboard by using PivotTable and PivotChart

- Techniques for setting Dashboard screen to show information efficiently

Who should attend:
- A user who works with data analysis and creates reports using PivotTables.

- A user who wants to learn how to use PivotTables to transform transactional data into summary

Office

reports.

Please call 089-546-2557 or email: training@excel-smart.com

Master

Taught by an experienced instructor with Microsoft Office certifications from Microsoft Corporation
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