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Use Pivot Tables to transform the Source Data from last year:

Into meaningful information by using a Pivot Table:
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Pivot Tables

A. Select any cell with data on the Source Data Sheet, for example cell C7.

B. On the Insert tab select Pivot Table

C. The Table/Range is defined based on the number of rows and columns in the data
Place the Pivot Table on an Existing Worksheet: 'Pivot 1 Product by Salesperson'!$A$1

Select OK
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Pivot Tables

D.
to the Values section. 

E.
the Columns section.

Add Sales  to the Values section, by selecting the field and dragging it 

Add Salesperson  to the Columns section by selecting the field and dragging it to 
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Pivot Tables

F.
the Rows section.
Add Products  to the Rows section by selecting the field and dragging it to 
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Pivot Tables

G. Change the format of the numbers

(1) Right click on cell A1, which contains the heading Sum of Sales.

(2) Select Number Format

(3) Currency

(4) Decimal places 0

(5) OK
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Pivot Tables

H. Change the "Sum of Sales" to "Total Sales"
(1) Left click on cell A1, which contains the heading Sum of Sales

(2) Type in the new heading, "Total Sales"

I. How many orders of Stuffed Bears did George Washington's clients place?

(1)
to the Values section. 
For the second time , add Sales  to the Values section, by selecting the field and dragging it 
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Pivot Tables

(2) Right click on cell C3, which contains the heading Sum of Sales

(3) Select Value Field Settings

(4) Select Count

(5) Select OK

(6) Change C3 from Count of Total to Count

7

Mark Friedman 
University of Miami



Pivot Tables

J. George Washington's clients placed 757 orders, of which 141 were for Stuffed Bear product.
What was the average sales in dollars for George Washington's clients that purchased the Stuffed
Frog product?

(1)
to the Values section.
Again, add Sales to the Values section, by selecting the field and dragging it
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Pivot Tables

(2) Right click on cell D3, which contains the heading Sum of Sales

(3) Select Summarize Value By

(4) Select Average

(5) Change D3 from Sum of Total to Average

(6) Change the format to Currency
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Pivot Tables

K. George Washington sold his clients $263,700 of the Stuffed Elephant product.
The sales of Stuffed Elephants represent what percent of his total sales?

(1) Again, add Sales to the Values section, by selecting the field
and dragging it to the Values section.
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Pivot Tables

(2) Right click on cell E3, which contains the heading Sum of Sales

(3) Select Show Values As

(4) Select % of Column Total

(5) Change E3 from Sum of Total to % of Salesperson
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Pivot Tables

L. The sales of Stuffed Elephants represent 30.69% of George Washington's total sales.
The sales of Stuffed Bear by George Washington represent what percent of the total sales of the
Stuffed Bear product.

(1) Again, add Sales to the Values section, by selecting the field
and dragging it to the Values section.
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Pivot Tables

(2) Right click on cell F3, which contains the heading Sum of Sales.

(3) Select Show Values As

(4) Select % of Column Total

(5) Change F3 from Sum of Total to % of Product

263,700  

1,673,400  
= 15.76%
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Pivot Tables

M. The sales of Stuffed Bear by George Washington represent 15.76% of the total sales of the
Stuffed Bear product.
What were the sales in dollars of the product with the second highest sales for salesperson
George Washington?

(1) Again, add Sales to the Values section, by selecting the field
and dragging it to the Values section.

(2) Right click on cell G3, which contains the heading Sum of Sales.

(3) Select Show Values As
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Pivot Tables

(4) Select Rank Largest to Smallest

(5) Select OK to make the base field Product

(6) Change G3 from Sum of Total to Rank

The Stuffed Bear product, with sales of $263,700,  had  the second highest sales for salesperson
George Washington.

15

Mark Friedman 
University of Miami



Pivot Tables

Y. Draw a thick outside border around B2:G14, copy the format to AQ.
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	How to Create a Pivot Table

