USING PIVOT TABLES IN EXCEL®

TO MANIPULATE DATA IN AUC SY-165

This document describes using a Pivot Table to analyze data within Excel® spreadsheets. Examples from
Human Resources are used where timesheets are entered and a total of hours per pay code is needed
for each spreadsheet. The instructions are applicable to all sorts of data produced from AUC modules.
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1. Save The Spreadsheet as .Xls or .XlIsx Type

ADMINS produces spreadsheets that often have an .xml extension. If the file extension is not .xls or
xlsx, save the spreadsheet as an Excel® workbook.

'n Save As X
T Iﬁ > ThisPC > OS(C) > Users > theresa > Documents (] Search Documents yel
Organize ~ New folder == - a
& This PC ~ Name Date modified Type ~
_# 3D Objects Add-in Express 1/20/2020 11:39 AM File fc
Allentown 4/23/2020 1:38 PM File fc
[ Desktop
@ Documents Custom Office Templates 3/2/2020 4:30 PM File fc
$ Downloads Downloads 3/27/2020 4:24 PM File fc
b Musi Duplicates 4/11/2020 4:37 PM File fc
usic
Expenses 4/24/2020 10:32 AM File fc
= Pict
= riclures G2MChatLogs 2/10/2020 11:00 AM File fc
B videos History 47232020 1:21 PM File fc v
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Save as type: ‘F_xcel Workbook ~
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~ Hide Folders Single File Web Page
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2. Select the Cell Columns to Create a Pivot Table From

Note: The data should not have any empty columns. It must have only a single row heading.

A A B C D E F G

Period Ending

3. Select Insert Pivot Table from The Menu

20200407_MDT_Timesheets_Il ~

Page Layout  Formulas Data Review View Help

[~ [~ o
i-B [ag "©shere LS B Get Add-ins [

§ 'E Icons ;]_ Screenshot ¥
Recommended Table Pictures ":IM Addoi H
PivotTables + €D 3D Models ~ &I My Add-ins v

Tables lllustrations Add-ins

PivotTable

Easily arrange and summarize
complex data in a PivotTable.

FYI: You can double-click a value to
see which detailed values make up
the summarized total.

@ Tell me more

1. Select Insert from the menu
2. Click on Pivot Table to activate the Pivot Table Dialog box
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. . . .
4. Create PivotTable Dialog Box is Displayed
1. The selected columns will be the default selection. Verify the cell range is correct.
A B C D E F G H | J K L M N o P Q
1 |Period Ending |Timesheet Groug Numbe Name Day Pay Code Hours
2 3/23/2020 0010-01 1369 Monday S 4
3 Tuesday s 8|
4 Wednesday
5 Thursday
(3 Friday a
7 Saturday Create PivotTable In the Choose the data you want
2 Sty to analyze, the selected columns
= o o Tvoriey Choose the data that you want to analyze will be the default selection
" Tuesda:
= wEd"E:day 5 @ Select a table or §ange
& Tinmzts; v Table/Range:\ Sheet1!$A:$G o o
14 Friday -
5 Selinisy (O Use an external dat) source
16 Sunday
i Choose Connektion...
18 0010-01 4077 Moore, LuAnn Monday
i Tuesday Connection name:
20 Wednesday v
21 Thursday v Use this workbook's Daks Model
22 Friday
23 Saturday Choose where you want the Piv§tTable report to be placed
24 Sunday
25 O New Worksheet Select any blank cell - this
2? 0010-01 5521 - “":b"d’" example used Column |, Row 2
uesday
28 Wednesday Vi R
29 TR v Location: | Sheet1!$1$2 g *
30 Friday o
31 Saturday Choose whether you want to analyze multiple tables
32 Sunday
33 |:| Add this data to the Data Model
34 0010-01 3305 | I— - Monday
35 Tuesday Cancel
36 Wednesday Vi
37 Thursday Vi o)
38 Friday
39 Saturday
2. Select the location for the pivot table. Any blank cell may be used.
3. Click on [OK] to display the Pivot Table Options.
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5. Select Fields for the Pivot Table
1. Select the field name checkbox in the PivotTables Fields pane.

PivotTable Fields v X

Choose fields to add to report:; @ A

Search ,O
L] Period Ending
(] Timesheet Group
L] Employee Number
[ ] Name
Hours
More Tables...

-

Drag fields betweenall  Selecting Pay Code and Hours wiill

Y Filters put them in the Rows area; click

and drag the Hours over to the
Values area.
= Rows
Pay Code
= Defer Layout Update
] - i +  86%
2. Dragthe “Hours” data field from the Rows area to the Values area
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[{4 14 o ”
6. Change From “Count of Hours” To “Sum of Hours
Pi.._l_'l'_l_l_ =l — L |
Value Field Settings ? X
Chi
Source Mame: Hours
Seill Custom Name: |Sum of Hours a
D Summarize Values By Show Values As
E Summarize value field by
Value Field Settings Choose the type of calculation that you want to use to summarize
data from the selected field
Source Name: Hours Sum ~
Count
Custom Name:  Count of Hours Average
Wlax
summarize Values By Show Values As Min
Product v
Summarize value field by
Choose the type of calculation that you want to use to summ:
data from t ected field MNumber Format 5 Cancel
Sum & ~ A
Il Move to Row Labels
Average
Max = Move to Column Labels
Min
Product e
7<  Remove Field
" Value Field Settingk.
MNumber Format Cancel
4 5 Coun = |}
Right click to change the
N value field settings for Hours
efer La
from "Count" to "Sum"
]
T
1. Select the Count of Hours field and click on the tiny down arrow «
2. Right Click to change the Value Field Settings (the default is “Count”)
3. Select Sum
4. The custom name is shown as “Sum of Hours”
5. Click on [OK]
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7. View the Results

K -
IRow Labels| = _|Sum of Hours PivotTable Fields <
0 Choose fields to add to report: @}
5 12
Sear

v 84 f Close the Pivot Table
(blank) A'r"‘he Pa?‘tr‘\:ft’ges are Fields Selection

shown wi e sum
. =) 1 4 of the hours for each

0 and a grand total
O

Pay Code

This works with all sorts of data — if there were dozens of pay codes, a sum of hours value would be
shown for each code.

8. Pivot Tables Are Not Dynamic

{ -
ID‘T.;;,ET
i If the data is changed in the spreadsheet, delete the existing PivotTable, and recreate it.
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