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O V E R V I E W
This reference guide uses two different excel files to help guide a new

employee through the basic functions of using a Pivot Table. Two excel

files are used: a "Financial Statement" with no relevance to Frontier, and a

"Delivery Variance Report" which is a report commonly used by Frontier.

Section 1: The Basics
Section 2: Using Filters

Section 3: Distinct Counts

O U T L I N E :

PIVOT TABLES

A reference  guide  



S E C T I O N  1 :  T H E  B A S I C S

SECTION 1
Topics  o f
d iscuss ion What is a Pivot Table?

Selecting a range
Inserting a Pivot Table
Refreshing data
Fields & areas

W H A T  I S  A  P I V O T  T A B L E ?
A Pivot Table is a helpful tool offered in Microsoft Excel that allows you to

summarize large groups of data. A Pivot Table presents the data in a way

that can be easily understood and manipulated to find valuable

information.



SECTION 1

Select ing  a  range
& insert ing  a  P ivot

Table

I N S E R T I N G  A  P I V O T  T A B L E

S E L E C T I N G  T H E  R A N G E
This will allow you to select the data you

want to include and view in more detail

S T E P  1 :
Click the arrow in the top left-hand corner of

the sheet to select the entire area of data

S T E P  1 :
Under the insert tab on the main menu

select "Pivot Table" on the left-hand side

S T E P  2 :
A screen will appear asking you to select a

range of data

S T E P  3 :
Confirm that it is the data you wish to

include and select "OK"



SECTION 1
Design

D E S I G N  O F  T H E  P I V O T
T A B L E
The Pivot Table may be hard to read in a way

that makes sence or is visually appealing

S T E P  1
In the menu at the top, select "Design"

S T E P  2
On the far left-hand side of the design menu,

under "Subtotals" select "Do Not Show Subtotals"

C H A N G I N G  T H E  D E S I G N :  

S T E P  3
On the far left-hand side of the design menu, under

"Report Layout"" select "Show in Tabular Form"



SECTION 1

Refreshing data

R E F R E S H I N G  D A T A
If new data is added to the spreadsheet,

you must refresh the corresponding

PivotTable for it to update

S T E P  1
Select any portion of the Pivot Table field

to indicate the area that you want to

update 

S T E P  2
Under the data tab on the top menu, select

data

S T E P  3
Click "Refresh All" to include the data that

was added to the corresponding sheet



SECTION 1

Column tota ls

C O L U M N  T O T A L S
Used to find the sum of a column or row of numbers

S T E P  1
In the Pivot Table, select any singular cell in the column you you want to sum 

S T E P  2

Please note whether a distinct

count is needed to avoid

counting duplicate values** (see

section 3)

Right click the selected cell scroll

down to "Show Value as" and select

the desired type of percentage



SECTION 1

Pivot  Table  F ie lds

P I V O T  T A B L E  F I E L D S  
Pivot Table Fields are created based on the column header data from

the selected data range in the worksheet.

D A T A  S E T P I V O T  T A B L E  F I E L D S

S T E P  1
Select any cell that is in the Pivot Table Report

to make the "Pivot Table Field appear".

S T E P  2
Drag the field nto one of the 4 areas 

U S I N G  A  F I E L D :  



SECTION 1

H O W  T O  U S E  A N  A R E A

Pivot  Table  Areas  

P I V O T  T A B L E  A R E A S

Filters

Columns

Rows

Values

There are four Pivot Table areas 

S T E P  1
Simply drag and drop the individual

field into one of the area's.

S T E P  2
Drag the field nto one of the 4 areas 



SECTION 1
Value  f ie ld
sett ings

V A L U E S  A R E A
As soon as you drop a Field into the Values Area it will automatically change the

value of the Field to a "Sum" value.

V A L U E  S E T T I N G
You can change the value setting in the Value area by right clicking on the

specified field and clicking "Value Field Settings".

V A L U E  F I E L D  S E T T I N G S :
Count

Max 

Min 

Average



S T E P  3   " V A L U E  F I E L D  S E T T I N G "  E X A M P L E

SECTION 1

Using P ivot  Table
Areas  


