
Chapter-18 Working Pivot Table for Data 
Summarization in MS Excel 
 

A Pivot Table in Microsoft Excel is a powerful tool used for summarizing, analyzing, exploring, 

and presenting large datasets in a more organized way. It allows you to quickly summarize and 

aggregate data, making it easier to derive insights from complex datasets. Pivot Tables are 

especially useful for data summarization, trend analysis, and report generation. 

What is a Pivot Table? 

A Pivot Table enables you to: 

 Summarize data: Aggregate large datasets by grouping values based on various criteria. 
 Filter data: Quickly focus on specific aspects of the data. 
 Analyze data: Perform calculations like totals, averages, counts, and percentages on your 

dataset. 
 Reorganize data dynamically: "Pivot" data to view it from different perspectives by dragging 

and dropping fields. 

 

Creating a Pivot Table in Excel 

Step 1: Organize Your Data 

Before you create a Pivot Table, ensure your data is well-organized: 

 The dataset should be in a tabular format with column headers. 
 Each row should represent a record (e.g., a sale or a transaction). 
 There should be no blank rows or columns within your data. 

Example of Raw Data: 

 A B C D E 

1 Date Product Salesperson Region Sales Amount 

2 2024-01-01 Widget John East 500 

3 2024-01-01 Gadget Alice West 700 

4 2024-01-02 Widget John East 300 

5 2024-01-02 Gadget Alice East 400 

6 2024-01-03 Widget John West 600 



Step 2: Insert a Pivot Table 

1. Select the data range for the Pivot Table (including headers). 
2. Go to the Insert tab on the Excel ribbon. 
3. Click on PivotTable in the Tables group. 
4. In the Create PivotTable dialog box: 

o Confirm the data range is correct. 
o Choose whether you want the Pivot Table to be placed in a new worksheet or existing 

worksheet. 
o Click OK to create the Pivot Table. 

Step 3: Set Up the Pivot Table 

Once the Pivot Table is inserted, the PivotTable Fields pane will appear on the right side of the 

screen. The field list consists of the columns from your dataset, which you can drag and drop 

into different areas of the Pivot Table. 

1. Drag Fields to Areas: 
o Rows: Fields placed here will determine the rows of your Pivot Table. For example, you 

can place "Product" here to see the data grouped by product. 
o Columns: Fields placed here will determine the columns of your Pivot Table. For 

example, you can place "Region" here to see data split by region. 
o Values: Fields placed here will be aggregated (summarized). For example, you can place 

"Sales Amount" here to calculate total sales for each product and region. 
o Filters: Fields placed here allow you to filter the entire Pivot Table by specific criteria. 

For example, you can place "Salesperson" here to filter the Pivot Table by individual 
salesperson. 

Example Setup: 

 Rows: Product (This will show products in rows). 
 Columns: Region (This will show regions in columns). 
 Values: Sales Amount (This will calculate the total sales). 
 Filters: Salesperson (This allows you to filter data based on salesperson). 

Step 4: Customize Your Pivot Table 

 Summarize Values: By default, numeric fields placed in the Values area will be summed. 
However, you can change the summary function (e.g., Sum, Average, Count) by right-clicking the 
value in the Pivot Table and selecting Summarize Values By. 

 Group Data: You can group data in a Pivot Table. For example, you can group dates by months, 
quarters, or years by right-clicking a date field and selecting Group. 

 Sort Data: You can sort the data by any field. Right-click a row or column label, and select Sort 
to organize the data in ascending or descending order. 

 Apply Filters: You can use filters to display only certain data in the Pivot Table. For example, if 
you want to see only sales in the "East" region, you can filter the region field. 



 

Example: Sales Summary Pivot Table 

Let’s take an example of summarizing sales data for different products and regions: 

1. Raw Data (as mentioned earlier): 
o Date, Product, Salesperson, Region, Sales Amount. 

2. Pivot Table Setup: 
o Rows: Product → Groups by product. 
o Columns: Region → Groups by region. 
o Values: Sales Amount → Sum of sales amount for each product and region. 

3. Resulting Pivot Table:  

Product East West 
Grand 
Total 

Gadget 400 700 1100 

Widget 800 600 1400 

Grand Total 1200 1300 2500 

 

In this example: 

 The data is grouped by Product (rows) and Region (columns). 
 The total sales amount for each product is calculated, and the Grand Total sums the total sales 

across all products and regions. 

 

Advanced Features of Pivot Tables 

1. Grouping Data 

 Group by Date: If you have a Date field, you can group it by days, months, quarters, or 

years. Right-click a date field in the Pivot Table and choose Group. 

 Group Numeric Data: You can also group numeric values, such as prices or amounts, 

into ranges (e.g., group sales into ranges like $0-$500, $500-$1,000, etc.). Right-click a 

numeric field in the Pivot Table and select Group. 

2. Slicers and Timelines 

 Slicers: Slicers are interactive filters that allow you to filter Pivot Tables in a more 

visually appealing way. You can add slicers by clicking Insert > Slicer and selecting the 

field(s) you want to filter. 



 Timelines: For date fields, you can use Timelines to filter Pivot Table data by date 

ranges. You can add a timeline by selecting Insert > Timeline. 

 

3. Calculated Fields 

 A Calculated Field allows you to add custom calculations to a Pivot Table. You can create 
calculated fields by: 

o Clicking on the Pivot Table. 
o Going to Analyze > Fields, Items & Sets > Calculated Field. 
o Entering a formula to perform custom calculations based on other fields in the Pivot 

Table (e.g., calculating profit as Sales - Costs). 

4. Pivot Table Styles and Formatting 

 You can apply different formatting options to your Pivot Table to make it easier to read and 
more visually appealing. Use the Design tab on the ribbon to choose from a variety of styles. 

 

Common Pivot Table Issues and Troubleshooting 

1. Blank Cells: If your Pivot Table is showing blank cells, it may be due to missing or 

incorrect data in the source range. Ensure all relevant data is filled in properly. 

2. Data Refresh: Pivot Tables do not automatically update when the source data changes. 

To refresh the data, right-click the Pivot Table and select Refresh. 

3. Incorrect Grouping: If your grouping is not working as expected (e.g., dates or numbers 

not grouping properly), check that the field is formatted correctly (e.g., date fields should 

be recognized as dates). 

 

Benefits of Using Pivot Tables 

 Quick Summarization: Pivot Tables allow for fast aggregation and summarization of data 
without the need for complex formulas. 

 Interactive: You can interactively rearrange, group, and filter data to explore different 
perspectives. 

 Flexible: Pivot Tables can handle large datasets and complex analyses, making them suitable for 
financial reporting, trend analysis, and other business applications. 


