Lecture Notes
Chapter 12
PivotTables and PivotCharts
Overview
In this chapter, learners will be taught how to summarize data using PivotTables and PivotCharts. They will also learn to modify, format, and apply filters to PivotTables. Finally, learners will create calculated fields in a PivotTable and create PivotCharts.
Chapter Topics
	Creating PivotTables
What Is a PivotTable?
Arranging the Source Data
Remove Duplicates
Adding PivotTable Fields
	Using PivotTables for Analysis
Formatting PivotTables
Changing Value Field Settings  

	Filtering a PivotTable
Filtering with AutoFilter
Filtering with a Filter Field
Filtering with Slicers

	Creating Calculated Fields
Show Values As
Refreshing PivotTable Data
Referencing PivotTable Data
	Creating PivotCharts
Filtering PivotCharts

	


Chapter Timing
The following table lists the estimated time to complete this chapter:
	Develop Your Skills
	Self-Assessment (online)
	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills
	TOTAL

	1 hr 50 mins
	20 mins
	50 mins
	30 mins
	1 hr 30 mins
	1 hr 30 mins
	6 hrs 30 mins


Preparing for This Chapter
[bookmark: _GoBack]A complete installation of Microsoft Excel 2019 and an Internet connection are required for successful completion of this chapter.
[bookmark: _Hlk11649067]A customizable PowerPoint presentation is available to support this chapter.
Lecture Plan
	Major Topic
	Subtopic(s)
	Notes

	Creating PivotTables
	· VIDEO: “Making a PivotTable”
· What Is a PivotTable?
· Arranging the Source Data
· Remove Duplicates
· Adding PivotTable Fields
	Discussion
· Explain that PivotTables are used to summarize complex information.
· Discuss how PivotTables take large amounts of data and let you present it in various ways.
· Show the video “Making a PivotTable” and then discuss its content:
· Explains what rows and columns of information represent in a PivotTable
· Creates a PivotTable using existing worksheet data
· Adds fields to the default areas 
· Share that PivotTables combine features of a table and outline with additional features.
· Show how data can be rearranged in different ways by “pivoting” the table.
· Explain that source data should be arranged with column headings, rows of unique record data, no duplicates, and no blank columns or rows.
· Explain that if combining information from multiple people there may be duplicates, so you can use the Remove Duplicates command to remove these duplicates.
· Show that column headings are the PivotTable fields that you can check or uncheck when creating a PivotTable.
Questions/Activities
· Ask: What is the default function in the Values area for a numeric field? 
· Ask: What are some unique features of a PivotTable? (Possible answers: You can rotate data, switch between views, add/remove fields.)
· Activity: Allow learners time to practice adding/removing fields and moving fields to different areas in the PivotTable.

	Using PivotTables for Analysis
	· VIDEO: “Changing a PivotTable”
· Formatting PivotTables
· Changing Value Field Settings
	Discussion
· Explain that you can add, remove, or change the position and order of fields in a PivotTable.
· Demonstrate that dragging field names to a new position changes the order of fields, which creates different groupings.
· Show how switching field labels from row to column or column to row pivots the data.
· Show the video “Changing a PivotTable” and then discuss the video contents:
· Explains about adjusting fields
· Adds new fields
· Moves fields from rows to columns
· Adds and removes filters
· Show the Design tab and present the layout and style options.
· Discuss the Report Layout options: Compact, Outline, and Tabular.
· Explain that subtotal and grand totals can be turned on or off.
· Share that number formatting from the worksheet does not transfer to the PivotTable.
· Discuss the value field settings: change the field name, number format, and function.
Questions/Activities
· Ask: What happens when you move a field from a column to a row or vice versa?
· Ask: What are methods you can use to change the number formatting? (Answer: Field Settings command or right-click a field in Values and use Number Format)
· Ask: When you add a nonnumeric field to a PivotTable, what is the default location of it? (Answer: rows area)
· Activity: Have learners practice manipulating PivotTables.

	Filtering a PivotTable
	· Filtering with AutoFilter
· Filtering with a Filter Field
· Filtering with Slicers
	Discussion
· Show that filtering a PivotTable removes unnecessary data from view. 
· Demonstrate how the AutoFilter menu button allows you to choose sorting and filtering options from a drop-down menu like you see in a worksheet list or table. 
· Demonstrate how you can add one or more field names to the Filters area at the bottom of the Fields List.
· Explain that slicers are placed on the worksheet next to the PivotTable containing all filtering choices in a field (an alternative to using the AutoFilter buttons).
· Show how slicers can be formatted to match the look of the PivotTable. 
Questions/Activities
· Ask: Which filtering methods do you think you would use most? Why?
· Activity: Allow learners some time to experiment with filtering techniques.

	Creating Calculated Fields
	· Show Values As
· Refreshing PivotTable Data
· Referencing PivotTable Data
	Discussion
· Explain that a new calculated field can be created with a formula using values from the PivotTable fields.
· Show the Value Field Settings dialog box; discuss the options for using comparison operations for a field.
· Explain that if source data in the worksheet changes, the PivotTable must be refreshed.
· Demonstrate making a change to a date; point out that the PivotTable hasn’t updated and then refresh the PivotTable.
· Discuss the option for refreshing data each time a file is opened.
Questions/Activities
· Ask: Why might you create a calculated field in a PivotTable?
· Ask: If you change a value in the worksheet data, when does the PivotTable reflect the change?

	Creating PivotCharts
	· Filtering PivotCharts
	Discussion
· Explain that PivotCharts are based on a PivotTable and provide a visual way to display that data.
· Demonstrate how the parts of the PivotTable are reflected on a PivotChart.
· Values are displayed as the data series.
· Row labels are used as the axis labels.
· Column labels are used as the chart legend.
· Point out that PivotCharts have AutoFilter buttons on each part of the chart the data is representing.
· Demonstrate how to create a PivotChart based on the PivotTable being displayed.
Questions/Activities
· Ask: What purpose do slicers, added to a PivotTable, have in regard to a PivotChart?
· Ask: Where are the chart formatting options located? (Answer: PivotChart Tools tab)
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