
Using Pivot Tables 
In MS Excel 97



What is a Pivot Table? 
 
A pivot table is an interactive worksheet containing a summary of the data contained in an Excel list. It allows 
you to change the column and row headings and produce a table, which can help you summarize, organize and 
analyze your data. The data you wish to summarize must be in the form of a database and can be an Excel list or 
an external database.  

Creating a Pivot Table from an Excel List 
 

1. Click to place the active cell somewhere inside your list 
2. From the menu bar, select Data, Pivot Table Report. 
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3. The Pivot Table Wizard will walk you through four steps to creating the pivot table. Step 1 asks what 

type of data you wish to make a pivot table from. Select Microsoft Excel list or database and click next. 
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4. Step two of the wizard asks for the location of the data. If you clicked in the list first, Excel should guess 

the data range correctly. If not, correct the range and click next. 
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5. Step three of the wizard has you build the table. Click and drag the field labels from the right side of the 

screen to the diagram on the left. Use the label placement on the diagram to determine column and row 
headings, as well as which field gets summarized (data area). Once you have the labels in place, click 
next. 
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6. The last step of the wizard asks if you would like to place the pivot table on a new worksheet or on the 

existing sheet. It is recommended you select new worksheet and click finish. 
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The new pivot table will be displayed, along with the pivot table toolbar. The toolbar can be used to edit and 
customize the table. (if the toolbar does not display, first click somewhere in the pivot table. If the toolbar still 
doesn’t appear, from the menu bar select view, toolbar, and select pivot table.) 
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Editing the Pivot Table 

Adding a field 
1. Click somewhere in the pivot table. 
2. On the pivot table toolbar, click the button for the pivot table wizard. 
3. Back in the wizard, drag the Sales Rep field to the page area, and drag the month field to the row area, and 

click finish. 
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4. The new pivot table will be displayed. Notice that the page field (salesperson) has a drop-down arrow button 
beside it. 

5. Using the drop-down arrow button, change the salesperson field from ‘all’ to ‘Barone’ and back to ‘all’, to 
see the options available. 
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Using the Show Pages feature 
1. Display all the salesreps’ data. 
2. Click on the ‘Show Pages’ button on the pivot toolbar. 
3. In the show pages window, ‘Salesrep’ will be selected. Click OK. 
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4. Excel will display each salesperson’s data on a separate worksheet. 
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Deleting a Field 
Fields can be deleted by dragging them off the pivot table without going through the wizard. 
1. After returning the display to all salespersons, drag the month field off the pivot table grid until you see the 

black X over the field name, and let go to remove it from the table. 
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Reorganizing the display 
Fields can also be re-organized right in the table without going to the wizard. 
1. Drag the salesrep field from cell A1 to cell A4, dropping it to the right of the year field. 
2. Drag the region field to cell A1 (the page area). 
3. Display the data for just the East region, then for all regions. 
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Changing the Subtotal data displayed 
At this point, the data is displayed with totals for each year, and a grand total. We can ask Excel to display 
additional subtotals other than sum. 
 
1. Click in cell A4 to select the year field. 
2. Click the Pivot Table Field button on the pivot toolbar. 
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3. In the Pivot Table Field window, click to select sum and average for the subtotals you wish displayed, and 

click OK. 
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4. Your pivot table will now display with the data for each year averaged as well as summed. 
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Changing the formatting of a field 
The totals by year are displayed as numbers. We may wish to display them as currency. 
 
1. Select the sum of sales field (click in cell C5). 
2. On the pivot toolbar, click the pivot table field button. 
3. In the pivot table field window, click the number button. 
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4. This will bring you to the format cells dialog. 
5. On the left side of the screen, select the type of format you want (currency). 
6. On the right side of the screen, set the number of decimals you wish, whether you’d like the dollar sign ($) 

displayed, and how you wish negative numbers to display. When these are set, click OK. 
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