office 2016- Excel Basics 04

Video/Class Project #16
Excel Basics 4: PivotTables & SUMIFS Function to Create Summary Reports (Intro Excel #4)

Goal in video # 4: Learn how to create a summary report for adding with one condition with:

1. SUMIFS Function

and
2. The PivotTable feature
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1) What Excel can do

Make Calculations: like calculate % Grade or Net Income or AVERAGE.
1. Like we did in video #1 & #2:

A

B

C

1 LElS Quiz 1 Quiz 2
2 Max 20
G H I A B 3 Sioux 15
3 A 4 Abdi 19
a % Grade 1 2017 NI Projections Jan 5 Chin 16
i i 1 6 Tyrone 20
100, 360 ) Pevcrue |6 500.0] 7 Shelobmun| 15
99 289 =H3/$H‘$2 Rl Expenses 8 Mo 19
9 Gigi 11
98 311| 86.39% B Net Income 10 [Average |-AVERAGE(E3:89)
i. Data AnaIYSlS: Converting Raw Data into Useful Information, like taking table of data and
creating a Reginal Sales Report.
1. Like we will do in this video:
f
12 |
1
14 10/20/17|West Gigi $620 Northwest $4,083 SUMIFS
15 10/20/17|Northwest Gigi S484 Southwest $3,117 F X
16| 10/20/17|West Freddy $376 West $6,215 unction
17| 10/20/17|Northwest  |Freddy $1,141
18 10/20/17|Northwest Chin §725
19| 10/20/17|West Chin $222
20 10/20/17|West June $1,038
21 10/21/17|Northwest Chin $154 Region v Sum of Sales
Lots of 22 10/21/17|Northwest  |Gigi $205 Northwest $4,791
23|  10/21/17|Southwest  |Gigi $895 Southwest $3,117 PivotTable
24| 10/21/17|West Chin $1,254 West $6,215
Raw Data
25|  10/22/17|Northwest  |June $596 Grand Total $14,123
26 10/24/17|Southwest Gigi $799
27| 10/24/17|Northwest  |Gigi $651
28 | 10/24/17|West June $1,235
29| 10/24/17|Southwest  |Chin $684
30 10/24/17|Northwest  [June $127
31 10/24/17|West June S269
32| 10/25/17|Southwest Chin $739
33| 10/25/17|West Gigi $1,201 Reginal Sales
34 10/25/17|Northwest  [June S546 Report is Useful
35 10/25/17|Northwest  |Chin $162 .
Al Information

2. You may hear the term “Data Analysis” or “Business Intelligence”. They are synonyms.
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2) Define Proper Data Set

F G H I J K L M N O P Q R

“Column Headers” / “Field Names”) in first row

1) “Column Headers” (also known as “Field Names”) in first row

Field Names tell the user what data goes into the column: Date? Sales? And so on...
2) Each row after row with Field Names must have a transaction or record (for our example it is one sale in each row)
3) Must have empty cells or row/column headers all around data set.

A B c | D E

| Date Region SalesRep  Sales <

10/20/17|West Gigi $620

10/20/17 |Northwest | Gigi $484

10/20/17 |West Freddy $376

10/20/17 |Northwest  |Freddy $1,141 | Records in each row

10/20/17|Northwest  |Chin $725 | +—— Records in each row

10/20/17|West Chin 5222 | ] Retords in‘each row

10/20/17 |West June $1,038

10/21/17 |Northwest |Chin $154

10/21/17 |Northwest |Gigi $205 Define:

10/21/17 |Southwest |Gigi $895 Proper Data Set

10/21/17|West Chin $1,254

10/22/17 |Northwest  |June $596

10/24/17|Southwest  |Gigi $799

10/24/17 |Northwest  |Gigi $651

10/24/17 |West June $1,235

10/24/17 |Southwest  |Chin $684

10/24/17 |Northwest  |June $127

10/24/17 |West June $269

10/25/17|Southwest  |Chin $739

10/25/17 |West Gigi $1,201

10/25/17 | Northwest _|June $546 empty cells or row/column headers

10/25/17 |Northwest  |Chin $162

all around data set
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3) SUMIFS function to create Regional Sale Report

i.  Type and Format words, like:

Region Total

ii. Type out the criteria / conditions for the SUMIFS function, like:

Region Total

Northwest
Southwest
West

iii. Because we are copying the formula we must lock the ranges of cells using the F4 key (Absolute Cell
Reference), but keep the cell for the criteria as a Relative Cell Reference, like:

13 PEIGE _Region SalesRep Sales i
14|  10/20/17|West Gigi $620 Northwest |=SUMIFS($D$14:5D$35,5B$14:$B$35,F14)

15| 10/20/17|Northwest  |Gigi $484 Southwest
16 10/20/17|West Freddy $376 West
17| 10/20/17|Northwest  |Freddy $1,141
18 10/20/17|Northwest Chin $725
19| 10/20/17|West Chin $222
20 10/20/17|West June $1,038
21| 10/21/17|Northwest  |Chin $154
22 10/21/17|Northwest Gigi $205
23| 10/21/17|Southwest Gigi S895
24 | 10/21/17|West Chin $1,254
25| 10/22/17|Northwest  |lune $596
26 10/24/17|Southwest Gigi $799
27| 10/24/17|Northwest  |Gigi S651
28 | 10/24/17|West June $1,235
29| 10/24/17|Southwest  |Chin $684
30| 10/24/17|Northwest  |June 5127
31| 10/24/17|West June S269
32 10/25/17|Southwest  |Chin $739
33 | 10/25/17|West Gigi $1,201
34 10/25/17|Northwest  |June S546
35| 10/25/17|Northwest Chin $162

iv.  Then you copy the formula down the column to get final Reginal Sales Report, like:

Region Total

Northwest $4,791
Southwest $3,117
West $6,215

V. Using SUMIFS requires that you type out each criteria and create a formula with Relative and Absolute
Cell References.
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4) Pivot Table to create Regional Sale Report

i.  The Proper Data Set we are using has Column Headers (Field Names) for “Date”, “Region”, “SalesRep”,

and “Sales” and looks like:

13
14

15|

16
17
18

19 |

20
21
22

23 |

24
25
26

27 |

28
29
30

31|

32
33
34

35 |

a2

10/20/17|West Gigi $620
10/20/17|Northwest  |Gigi $484
10/20/17|West Freddy $376
10/20/17|Northwest  |Freddy $1,141
10/20/17|Northwest  |Chin $725
10/20/17|West Chin $222
10/20/17|West June $1,038
10/21/17|Northwest Chin $154
10/21/17|Northwest  |Gigi $205
10/21/17|Southwest Gigi $895
10/21/17|West Chin $1,254
10/22/17|Northwest  |June $596
10/24/17|Southwest Gigi $799
10/24/17|Northwest  |Gigi $651
10/24/17|West June $1,235
10/24/17|Southwest  [Chin $684
10/24/17|Northwest  |June $127
10/24/17|West June $269
10/25/17|Southwest Chin $739
10/25/17|West Gigi $1,201
10/25/17|Northwest  |June $546
10/25/17|Northwest  |Chin $162

picture here, cell C15 is selected, like:

13 PEIG Region SalesRep Sales

14|  10/20/17|West Gigi $620
15 10/20/17|Northwest Gigi 5484
16 10/20/17|West Freddy $376
17| 10/20/17INorthwest  |Freddv $1.141

PivotTable Recdmmended Table

The names in the first row are

called:
“Column Headers”
or

“Field Names”

L

Region SalesRep

Sales
Gisi

I

|Gigi $484 |

To Start a PivotTable, you click in one cell in the Proper Data Set. You can click in any one cell. For the

Page Layout

acd

Pictures

PAotTables
Tables

A

Ot
Pic
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Click on the PivotTable button in the Table group in the Insert Ribbon Tab, like:




iv.  The Create PivotTable dialog box will appear. Because we had a single cell selected in our PivotTable, the
Table/Range text box has the correct range. Click in the Existing Location / Location text box, then with your
Selection Cursor, click in cell F12. The dialog box should look like this::

13 pEGE Region SalesRep Sales

7 5
14| 10/20/17|West Gigi $620 Create PivotTable 9l !
15 10/20/17|Northwest | Gigi $484 Choose the data that you want to analyze

16 10/20/17|West Freddy $376 @ Select a table or range

17 10/20/17|Northwest Freddy $1,141 Table/Range: | 'SUMIFS or PivotTable'!SAS13:5D$35 @

18 10/20/17|Northwest  |Chin $725 (©) Use an external data source

19| 10/20/17|West Chin $222

20 10/20/17|West June $1,038 Connection name:

21 10/21/17|Northwest Chin $154 :':::::::::: Use this workbook's Data Model

22 10/21/17 Northwest Gigi 5205 Choose where you want the PivotTable report to be placed

23| 10/21/17|Southwest  |Gigi $895 3 New Worksneet

24| 10/21/17|West Chin $1,254 b s

25 10/22/17 Northwest iine 5596 Location: | 'SUMIFS or PivotTabIe'!SFSZlI

26 10/24/17 Southwest Gigi $799 Choose whether you want to analyze multiple tables

27 10/24/17 Northwest Gigi $651 E Add this data to the Data Model

28| 10/24/17|West June $1,235 [ ok ][ canca |

29|  10/24/17|southwest  |Chin $684 -
30 10/24/17|Northwest  |June $127

v.  After you click OK, you will see an Empty PivotTable appear in the sheet and you will see the PivotTable Field List.
Notice that the Field Names in the Proper Data Set appear in the PivotTable Field List, like this:

13 ‘ SalesRep Sales 2 :
i PivotTable Fields v X%
e oL m

10/20,
16 10/20/17|West Freddy
17 10/20/17|Northwest Freddy
18 10/20/17|Northwest  [Chin

Choose fields to add to report: L+ ¢

[] Date

19 10/20/17|West Chin [ Region

20 10/20/17|West June [ SalesRep

pat 10/21/17|Northwest  [Chin [ sales

22 10/21/17|Northwest  |Gigi

23 10/21/17|Southwest  |Gigi

24 10/21/17|West Chin $1,254 To build a report, choose fields from the

25 10/22/17|Northwest June $596 PivotTable Field List Drag fields between areas below:

26 |  10/24/17|Southwest  |Gigi $799 < ‘

27| 10/24/17|Northwest _ |Gigi $651 ST | (S
28 10/24/17|West June $1,235 [ [ ] —

29| 10/24/17|Southwest  |Chin $684 =—===

30 | 10/24/17|Northwest  |June $127 ==== n

31|  10/24/17|West June $269 - LT ales
32 10/25/17|Southwest  |Chin $739

33 10/25/17|West Gigi $1,201 [ e

34 10/25/17|Northwest  |June $546

35 10/25/17|Northwest  |Chin $162 Defer Layout Update

36

37

38

an
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vi.

Vii.

viii.

Using the Check Box for the “Region” Field in the PivotTable Field List, check the box for “Region”, and a unique list
of Region Names will appear in the PivotTable Report, like:

13 pPESE Region SalesRep Sales
14| 10/20/17|West Gigi $620 PivotTable Fields vy X
15 10/20/17|Northwest Gigi 484 Choose fields to add to report: 4 -
16 10/20/17|West Freddy $376
17| 10/20/17|Northwest  |Freddy $1,141 Search L
18 10/20/17|Northwest  [Chin $725
19 0207 ~L: $222 [] Date
-] Region
20 | | . . $1,038 [[] SalesRep
al | Unique List $154 Row Labels - | 0] Sales
2| | $205 Northwest
23| | or | S205 Southwest
24 | ] $1,254 West
= ‘— D i Sti n Ct List $596 Grand Total Drag fields between areas below:
26 $799 N
27 ] — S— - $651 T Filters Il Columns
28 10/24/17|West June $1,235
29 10/24/17|Southwest  |Chin $684
30 10/24/17|Northwest  |June $127
31| 10/24/17|West June $269 = Rows 2 Values
32| 10/25/17|Southwest  |Chin $739 Begidn v
33| 10/25/17|West Gigi $1,201
34 10/25/17|Northwest  |June $546
35 10/25/17|Northwest  |Chin $162 Dot lavont Undate
36

Using the Check Box for the “Sales” Field in the PivotTable Field List, check the box for “Sales”, and the total sales
for each Region will appear in the PivotTable Report, like:

13 PR Region SalesRep Sales

14| 10/20/17|West Gigi 3620 PivotTable Fields T
15 10/20/17|Northwest Gigi sag4 Choose fields to add to report: £ * 2 4
16 10/20/17|West Freddy $376

17 10/20/17|Northwest  |Freddy $1,141 Search yel
18 10/20/17|Northwest  [Chin $725 ] Date

19 10/20/17|West Chin $222 Region

20 10/20/17|West June $1,038 [ salesRep

21 10/21/17|Northwest Chin $154 Row Labels v_ISum of Sales [ Sales

22 10/21/17|Northwest Gigi $205 Northwest 4791

23 10/21/17|Southwest Gigi $895 Southwest 3117

24 10/21/17|West Chin $1,254 West 6215

25 10/22/17|Northwest  |June $596 Grand Total 14123 Drag fields between areas below:

26 10/24/17|Southwest  |Gigi $799 =

27| 10/24/17|Northwest  |Gigi $65 L Eiliers W Colurins

28| 10/24/17|West June $1,205

29| 10/24/17|Southwest _ [Chin 84

30| 10/24/17|Northwest  |June [127

31| 10/24/17|West June / $269 = Eaaies

32|  10/25/17|Southwest _|Chin / $739 Region ~ | || Sum of Sales -

33| 10/25/17|West Gigi /  $1201

34 10/25/17|Northwest  [June $546

35 10/25/17|Northwest  [Chin $162 Defer ayoutUndate

7

Notice that the label above the Region names says “Row Labels”. This is not a smart name for our report. We would
like to change it to show the Field Name / Column Header Name.
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X.  With a cell selected in the PivotTable, click on PivotTable Tools Design Ribbon Tab, go to the Layout group, like:

H ©- s EB04-SUMIFSandPivotTables.xlsx - Excel

e Home Insen Page Layout Formulas Data Review View Developer Add-ins ACROBAT Power Pivot () Tell me wl

E H 2R E 2

Subtatals. Grand EEROE Blank Cofimn Headers [] Banded Columns
v Totals~ Layout~> Rows~

Layout

Headers [] Banded Rows

[NRNRR NN
[ARHRRRN

PivotTable Style Options PivotTable Styles

SalesRep Sales
14| 10/20/17|West Gigi $620 PivotTable Fields v X
- 10120117 Notthwest: |Gl i Choose fields to add to report: a8~
16 10/20/17|West Freddy $376
17 10/20/17|Northwest  |Freddy $1,141 Search p
18 10/20/17|Northwest  |Chin $725
19| 10/20/17|West Chin $222 L] Date 2]

Region

20 10/20/17|West June $1,038 O] salesRep
21 10/21/17|Northwest  |Chin $154 Row Labels |~ [Sum of Sales Sales
22 10/21/17|Northwest  |Gigi $205 Northwest 4791 i =
23 10/21/17|Southwest  |Gigi $895 Southwest 3117
24| 10/21/17|West Chin $1,254 West 6215 Drag fields between areas below;
25 10/22/17|Northwest  |June $596 Grand Total 14123 Y Filters il Colamns
26 10/24/17|Southwest  |Gigi $799

xi.  Click drop-down for Report Layout and then click on “Show in Tabular Form”.

H - s EB04-SUMIFSandPivotTables.xisx - Excel

Hom Insert Page Layout Fon. ilas Data Review View Developer Add-ins ACROBAT

jubtgfals Grand | Report  Blank
Totals~  Layout~ Rows~
Layot

Column Headers [] BandeWColumns

yle Options PivotTable Styles
B Show in Compact Form

F21 w Labels

a D Show in Outline Form 5 E G H 1 ) K L
i Date D SEOLR TR
4] 10/20/17 PivotTable Fields T X
5] 10/20/17 HepesARTiEm st Choose fields to add to report: & -
6 10/20/17

10/20/17 Do Not Repeat Item Labels Sesech 2l
18 10/20/17|Northwest Chin
19 [ \Q0/20/17|West Chin 4 i‘:m
0 1EM§; West June 7038 O] Saleskep
n | 10/21, rthwest  |Chin $154 Row Labels |~ |Sum of Sales Sales
2 10/21/17%0%5!!— $205 Northwest 4791 A,
23 10/21/17|Southwest Gigi $895 Southwest 3117
24 10/21/17|West Chin $1,254 West 6215
5 10/22/17|Northwest  [June $596 Grand Total 14123 Drag fields between areas below:
%6 | 10/24/17|Southwest  |Gigi $799
77 10/24/17|Northwest _|Gigi $651 LT MScone
28| 10/24/17|West June $1,235
9 10/24/17|Southwest  |Chin $684
30 | 10/24/17|Northwest  |June $127
31| 10/24/17|West June $269 B i e
32| 10/25/17|Southwest |Chin $739 kegjoo 7. |l Sumgk Sales b/
1B 10/25/17IWest Gisi $1.201

Xii. After we choose “Show in Tabular Form”, the Field Name / Column Header Name will show up in report. We can
see our Field Name / Column Header Name “Region”, like:

Southwest 3117
West 6215
Grand Total 14123
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xiii. Now We need to add Number Formatting to the Sales Field.
Xiv. Click in one cell in the Sum of Sales column, like:

Region  ~ Sum of Sales

Northwest 4791
Southwest 31171
West 6215
Grand Total 14123

XV. Right-click the cell and click on “Number Format...”, like:

] Calibi ~[11 ~ A" A" § -
Region  ~ Sum $

= M- - =

Northwest B I =324 *
Southwest | 2117
West FR Copy
Grand Total

Number Format...

~
Sort »
27X Remove "Sum of Sales”
XVi. In the Number Formatting dialog box select the Number Formatting that you would like and then click OK. Be sure

to notice that because we selected the “Number Format...” option in the previous step, the dialog box has only one
tab, and that tab is “Number” (this is a different dialog box than the Format Cells dialog box that has six tabs, and it
will add Number Formatting to the actual “Sum of Sales” area of the PivotTable.

>
Format Cells LM
Number I
Region |~ |Sum of Sales Category:
o | sampl
Northwest 4791 genebral AP
Ll $3,117.00
Southwest | 3117| :
- ccounting ; » LA
West 6215 Date Decimal places: |2 i
| Time Symbol: |$
Grand Total 05 Bl e e s [=]
Fraction Negative numbers:
Scientific %1 73410
Text $1,234.10
Special (51,234.10)

Custom (51,234.10)

Currency formats are used for general monetary values. Use Accounting formats to align
decimal points in a column,

[ OK ][ Cancel ]

m

Page 9 of 12



xvii.  The finished Report looks like this:

13 PEIG Region SalesRep Sales

14 10/20/17|West Gigi $620 PivotTable Fields = X
15| 10/20/17|Northwest  |Gigi $484

16 10/20/17|West Freddy $376 Choose fields to add to report: * B4
17 10/20/17|Northwest Freddy $1,141 eoarch 7
18 10/20/17|Northwest  |Chin $725

19 | 10/20/17|West Chin $222 [] Date -
20| 10/20/17|West June $1,038 Region

21 10/21/17|Northwest  |Chin $154 Region  ~ Sum of Sales [ salesRep

22 10/21/17|Northwest  |Gigi $205 Northwest $4,791.00 e

23| 10/21/17[Southwest |Gigi $895 Southwest $3,117.00| MozaTohlas =
24| 10/21/17|West Chin $1,254 West $6,215.00 s ik hebwecn arees bl

25 10/22/17|Northwest  |June $596 Grand Total  $14,123.00 N

26| 10/24/17|southwest  |Gigi $799 SR e

27 | 10/24/17|Northwest Gigi $651

28 10/24/17|West June $1,235

29| 10/24/17|Southwest  |Chin $684 = =

30| 10/24/17|Northwest  [lune $127 = =

31| 10/24/17|West June $269 Region ™ [ Suenof Sales i
32 10/25/17|Southwest  |Chin $739

33 10/25/17|West Gigi $1,201

34 10/25/17|Northwest  |June $546 Defer Layout Update

35| 10/25/17|Northwest |Chin $162

5)Drag & Drop Fields in PivotTable Field Task Pane

i Rather than use the Check Boxes in the PivotTable Field Task Pane, you can have more control by using
your Move Cursor to drag & drop fields in the PivotTable Field Task Pane, like in this picture:

PivotTable Fields v X
Choose fields to add to report: £ * B4
Search el
O % N

[] sales

More Tables...

Drag fields between areas below:

Y Filters Il Cplumns

= Rows % Values

Defer Layout Update

Page 10 of 12



6) Summary of how to create PivotTable for Video 04

vi.

Click in one cell in Proper Data Set

Insert Ribbon Tab, Tables group, PivotTable button.

From Field List, drag field name to Rows area or Columns area. These are the conditions/criteria for the
calculation in the Values area of the PivotTable.

From Field List drag the field you would like to make a calculation on to values area.

With a cell selected in the PivotTable, click on PivotTable Tools Design Ribbon Tab, go to the Layout
group, click drop-down for Report Layout and then click on “Show in Tabular Form”.

To add Number Formatting to the Values area of the PivotTable, click in one cell in the Values area of
the PivotTable, Right-click the cell and click on “Number Format...”, then in the Number Formatting
dialog box select the Number Formatting that you would like and then click OK.

7) Compare SUMIFS and PivotTable

iv.

Advantage of PivotTable:
1. Quick and easy to make.
2. Conditions or Criteria in Rows area are created automatically
Disadvantage of PivotTable:
1. If source data changes, you must right-click PivotTable and point to Refresh.
Advantage of SUMIFS:
1. If source data changes, formulas update instantly.
Disadvantage of SUMIFS:
1. Have to type out conditions/criteria for Rows area
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8) Picture of Data Analysis

_—
Date Region SalesRep  Sales
10/20/17|West Gigi $620
10/20/17 |[Northwest |Gigi S484
10/20/17 |West Freddy $376 Resi S £Sal
10/20/17|Northwest |Freddy $1,141 egion [ ]oUmor>ales
10/20/17|Northwest _[chin / "\ $725 Northwest $4,791
10/20/17|West Chiy”’ $222 Southwest $3,117
10/20/17|West West $6,215
10/21/17|Northwes !
10/21/17|Northwy” \”b‘ I $205 Grand Total $14,123
10/21/17|souy’ Q’b' " 4 $895
10/21/17|y/ ¥ $1,254 — __» | Useful Information
i ’b‘$ e $596 Into
% /G!g! 2 Region Total
A |cigi $651
v June $1,235 Northwest 54,791
thwest |chin $684 Southwest $3,117
10/2aM forthwest  [June $127 West $6,215
10/24/17|West June $269 -
10/25/17 |Southwest  |Chin $739
10/25/17|West Gigi $1,201
10/25/17 |[Northwest  |June $546
10/25/17 |[Northwest  |Chin $162
R
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