
Lab 3: Data Analysis in Excel 

---- Pivot Table and Pivot Chart--- 

 

A pivot table allows you to extract the significance from a large, detailed data set. 

Insert a Pivot Table 

To insert a pivot table, execute the following steps. 

1. Click any single cell inside the data set. 
2. On the Insert tab, click PivotTable. 

 

The following dialog box appears. 

 

3. Select your data area (table or range). The PivotTable field list appears. 
Select the fields to add to report. You can drag the following fields to the 
different areas. 
 



 
Result. 
 

 
 

Sort data in pivot table 

Click any cell of pivot table, the PivotTable Tools contextual tab activates. On the 
Options tab, select sort type you refer. 
 

 
 



Change design 

You can change pivot table format by clicking to Design tab 

 

Change Summary Calculation 

By default, Excel summarizes your data by either summing or counting the items. 
To change the type of calculation that you want to use, execute the following 
steps. 

1. Click any cell inside the Total column. 
2. Right click and click on Value Field Settings... 

 

3. Choose the type of calculation you want to use. For example, click Count. 



 

4. Click OK. Then result 

 

Get Top products 

Based on the above result, you can get top of products. 
1. Click on Row labels icon, a popup menu appears.  

 



 

2. Select top/bottom 

 

Result 

 

Group Products 

The Product field contains 7 items. Apple, Banana, Beans, Broccoli, Carrots, 
Mango and Orange. 
To create two groups, execute the following steps. 

1. In the pivot table, select Apple, Banana and Beans. 



2. Right click and click on Group. 
 

 
3. Select the rest of product and click Group again then we have 

 

Group Dates 

The Date field contains many items. 1/6/2012, 1/7/2012, 1/8/2012, 1/10/2012, 
1/11/2012, etc. 
To group these dates by months, execute the following steps. 

1. Click any cell inside the Date column. 
2. Right click and click on Group. 



 

3.  Select Months and click OK. 



 

 

Group Order ID 

The Order Id field contains 213 Ids, we can group them by a distance. 

1. Right Click any cell in column Order ID and select Group. A dialogue appears 
as follows. 

                                    



Pivot Chart 

A pivot chart is the visual representation of a pivot table in Excel. 

Click Insert tab and select chart type at charts area. Then select data table. 

 

NOTE: to have the pivot table as above. Select Order ID  Row labels, Product  
Column labels, Amout Values. 

You can also filter your data in pivot chart (see red circle). 

 

Slicers 

In numerous situations, you need to analyze your data to again important 
insights. Slicers in Excel help you to do that. 

1. Click any cell inside the pivot table. The PivotTable Tools contextual tab 
activates. 

2. On the Options tab, insert a slicer. 



 

3. Select “Date” 

   

 

4. Click to each month to see exported product by month 

 


