procedures for creating pivot tables and pivot charts in excel

pivot tables are functions of Excel that allow you to re-visualize your data. You can rotate the columns and rows to show more effectively your data. The following is one way create pivot tables.

	What you want to do
	What you will see

	1. Open your Excel file.

You want to rotate the months across the top of your table with the corresponding monthly value underneath the correct month.
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	2. Open the PivotTable and PivotChart Report wizard under the Data menu.
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	3. Determine where your data is coming from, which in this case is your opened worksheet. Click next.
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	4. Click the range button.
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	5. Highlight the area of your data. The highlighted area is automatically pasted into the range box. Click range button.
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	6. Click next.
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	7. Put the pivot table in a new or existing worksheet. Click layout button for pivot table layout.
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	8. Move the field buttons to the appropriate locations. Place the year button in the row area, the month button in the column area and the value button in the data area. Click OK.
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	9. Determine options for pivot table. Uncheck the Grand totals for columns and Grand totals for rows since they won’t be needed. Click OK, then Finish.
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	10. The pivot table and dialog box appears. Format pivot table to meet your needs. Create a pivot chart by clicking the pivot chart button.
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	11. Your finished pivot table may look like this.
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