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Pivot To.bles

* Pivot tables are used to summarize,
sort, reorganize, group, count, total or
average data stored in a database. It
allows its users to transform columns
Into rows and rows into columns.




When or why would | use
EXCEL or Pivot Tables in
MEP?

» We often have to produce or decipher a lot of
data.

« SAVE TIME
 Make sure data is accurate.
 Check data about enrollment or services.

« Database is not giving you all the reports you
need.

cccccccccccccccccccccccccc
Consortium



Pivot To.bles

* They can actually be surprisingly simple
to utilize—and, they're sure to remove a
lot of headaches from your data
management duties.

« Put simply, a pivot table summarizes
your data. It empowers you to extract
significant trends or findings from what
IS otherwise a totally overwhelming
spreadsheet.
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Creating a Pivot Table
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The fields in the ‘Choose fields to add to report’ area can be dragged into the following four

main Pivot Table areas:

4 Areos

Understanding the areas

Values

Values are the engine of any analysis, because they represent
MEASURES, e.g. Sum of Quantity, Sum of amount, Avg Rate,
Maximum Credit Limit, etc.

Filters
Columns
Rows

Values

PivotTable Fields

Choose fields to add to report:
Search

[] €lass Mame

[] Company Name
[J Custormer Name
[ Date

[ item Mame

[] Line COGS Amount

[] Line Credits Applied On Document

[] Line ltern Description
[ Line Sales Amount

[] Line Sales Profit Margin Armount

[] Line Sales Quantity

[] Line Serial/Lot Mumber
[] Refz

[] Sales Rep Mame

[ site Name

Drag fields between areas below:

Filters

Columns

Rows

* Values

Defer | avout Lndate
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Sum of Sales
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The fields in the ‘Choose fields to add to report’ area can be dragged into the following four

main Pivot Table areas:

4 Areos

Understanding the areas

Rows

Row Labels provide CONTEXT for the items you place in the
Values box. In other words you GROUP BY the items you place
in the Rows area.

Filters
Columns
Values

Rows

PivotTable Fields

Choose fields to add to report:
Search

[] €lass Mame

[] Company Name

[J Custormer Name

[ Date

[ item Mame

[] Line COGS Amount

[] Line Credits Applied On Document
[] Line ltern Description

[ Line Sales Amount

[] Line Sales Profit Margin Armount
[] Line Sales Quantity

[] Line Serial/Lot Mumber

[] Refz

[] Sales Rep Mame

[ site Name

Drag fields between areas below:

Filters Columns

Rows * Values

Defer | avout Lndate
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4 Areos

Understanding the areas

Columns

The fields in the ‘Choose fields to add to report’ area can be dragged into the following four

main Pivot Table areas:

This is a powerful feature that lets you ‘split’ the values column

into different buckets. e.g. class, sales rep, etc.

Filters
Rows
Values

PivotTable Fields

Choose fields to add to report:
Search

[] €lass Mame

[] Company Name

[J Custormer Name

[ Date

[ item Mame

[] Line COGS Amount

[] Line Credits Applied On Document
[] Line ltern Description

[ Line Sales Amount

[] Line Sales Profit Margin Armount
[] Line Sales Quantity

[] Line Serial/Lot Mumber

[] Refz

[] Sales Rep Mame

[ site Name

Drag fields between areas below:

Filters Columns

Columns |

4

Rows * Values
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4 Areos

Understanding the areas

Filters

Allows you to filter the whole block of data.
Columns

Rows

Values

The fields in the ‘Choose fields to add to report’ area can be dragged into the following four

main Pivot Table areas:

PivotTable Fields

Choose fields to add to report:
Search

[] €lass Mame

[] Company Name
[J Custormer Name
[ Date

[ item Mame

[] Line COGS Amount

[] Line Credits Applied On Document

[] Line ltern Description
[ Line Sales Amount

[] Line Sales Profit Margin Armount
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[] Line Serial/Lot Mumber
[] Refz

[] Sales Rep Mame

[ site Name

Drag fields between areas below:

Filters

Filters Columns
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Filtering

* Filtering Pivot Table Data
in Excel

e Pick Filters
e Label Filters
e VValue Filters
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Lo.bel Filters

Label is another name for
the fields you put in the
Row Quadrant of a Pivot
Table

LI Insert | Page | Formu | Data
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VoluweFilters

In the Pivot Table you can
filter out specific fields (e.g.
customer,item, etc.) based
upon a particular value, e.g.
filter out Items that have a
sales amount > 50.00.
NOTE: you create the filter
using a drop down in a row
field — NOT the actual
number based column.

https://clearify.com/wiki/view/3459/how-to-filter
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Eligible Students- e
Columns- Grade- Rows- County

- W - e = v L ' + mop e o 5 £ v "t " - [ e " we ~ v ==

Row Labels v 1 2 3 4 5 6 7 8 910 11 12 3TOSNOTK KG 005 Grand Total PivotTable Fields x X
BEDFORD COUNTY 11 203 1 1 1 101 12

BLEDSOE COUNTY 9 9 7 9 7 6 B 6 1 2 8 68 29 120 Choose fields to add to report: G -
BRADLEY COUNTY 13 1 1 12 2 2 14

CARTER COUNTY 11 2 Search Jo
CHEATHAM COUNTY 1 1 11 13

CL&Y COUNTY 1 1 [] Last Mame -
COCKE COUNTY 3 2 2 2 2 2 2 2 3 11 i6 6 6 50 [ First Name

COFFEE COUNTY 1 1 [ Birth Date

CROCKETT COUNTY 21 1 11 12 2 1 12 Age

CUMBERLAND COUNTY 211 1 11 1 4 2 3 17 [ sex

DAVIDSON COUNTY 2 3 1 2 3 4 1 1 1 7 2 27 [] Race

DEKALB COUNTY 2 12 1 2 1 11 20 [] Student ID

DICKSON COUNTY 1 1 1 17 20 [] State Id

FRAMKLIN COUNTY 4 2 2 11 3 1 1 2 i 2 1 12 34 Grade

GRAINGER COUNTY 5 4 2 1 3 3 1 1 g 1 g 43 Countenrollment e
GREEME COUNTY 6 5 2 4 4 4 1 202 1 3 25 71 County Name

HAMBLEN COUNTY 19 13 13 11 1212 5 9 9 4 ) 32 15 52 212 o e e s
HAMILTON COUNTY 13 3 5 3 2 3 3 1 5 3 1 33

HAWEKINS COUNTY 1 1 1 2 1 1 7 Drag fields between areas below:

HAYWOOD COUNTY 1 1

HEMRBY COUNTY 1 7 2 Filters Columns

HUMPHREYS COUNTY 1 1 1 3 Countenrollment Grade

JEFFERSON COUNTY 5 3 a4 15 13 13 3 5 51 Age Grade

JOHNSON COUNTY 5 2 5 4 1 1 1 1 3 27 58

KNOX COUNTY 1 1 1 11 1 1 8

LAUDERDALE COUNTY 2 2 201 1 3 11

LINCOLN COUNTY 1 1 2

LOUDON COUNTY 11 1 7 e

MACON COUNTY 11 3 5 611 2 1 2 3 &4 2 1 19 8§ 117 195 County MName

MARSHALL COUNTY 11 1 12 2 1 2 11

MAURY COUNTY 12 1 1 1 6

MOMROE COUNTY 1 3 a4

MONTGOMERY COUNTY 2 03 1 11 2 2 2 1 2 33 50

OBION COUNTY 1 1 11 1 1 1 7
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What Would | need?

* If | wanted to create a
pivot table that shows
which students were
served during the
Performance Period
what Filters, Columns,
Rows, and Values
would | need?

Drag fields between areas below:

Filters

il

Columns

Rows

2 Values
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Served Performance Period 235 Y

Countenrallment
Age Grade

Count of Age
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BEDFORD COUNTY
BLEDSOE COUNTY
BRADLEY COUNTY
CARTER COUNTY
CHEATHAM COUNTY
CLAY COUNTY

COCKE COUNTY
COFFEE COUNTY
CUMBERLAND COUNTY
DAVIDSON COUNTY
DEKALB COUNTY
DICKSON COUNTY
FRANKLIN COUNTY
GRAINGER COUNTY
GREENE COUNTY
HAMBLEN COUNTY
HAMILTON COUNTY
HAWKINS COUNTY
HUMPHREYS COUNTY
JEFFERSON COUNTY
JOHNSON COUNTY
KNOX COUNTY
LINCOLN COUNTY
LOUDON COUNTY
MACON COUNTY
MARSHALL COUNTY
MAURY COUNTY
MONROE COUNTY
MONTGOMERY COUNTY
OVERTON COUNTY
PUTNAM COUNTY
RHEA COUNTY
ROBERTSON COUNTY
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23
11
13
27
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What Would | need?

* If | wanted to create a
pivot table that shows
which students
received instructional
services during the
performance period
what Filters, Columns,
Rows, and Values
would | need?

L
Drag fields between areas below:

Filters

Columns

Rows

2 Values
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Performance Period- Instructional
Services

A
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Instructional PP 2.35.3 Y
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RHEA COUNTY
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What Would | need?

* If | wanted to create a
pivot table that shows
which students
received summer
services what Filters,
Columns, Rows, and
Values would | need?

L
Drag fields between areas below:

Filters

Columns

Rows

2 Values
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A B

Count of Age Column Labels
Row Labels -
BEDFORD COUNTY
BLEDSOE COUNTY
BRADLEY COUNTY
CLAY COUNTY

COFFEE COUNTY
CUMBERLAND COUNTY
DEKALE COUNTY
FRAMKLIN COUNTY
GRAINGER COUNTY
GREEME COUNTY
HAMBLEN COUNTY
HAMILTON COUNTY
JEFFERSOM COUNTY
KNOX COUNTY
LINCOLN COUNTY
MACON COUNTY
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MAURY COUNTY
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PUTMNAM COUNTY
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RUTHERFORD COUNTY
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UNICOI COUNTY
WARREN COUNTY
WASHINGTON COUNTY
WILLIAMSON COUNTY
WILSON COUNTY
Grand Total
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What Would | need?

* If | wanted to create a
pivot table that shows
how many students
are priority for service
what Filters, Columns,
Rows, and Values
would | need?

L
Drag fields between areas below:

Filters

Columns

Rows

2 Values
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Drag fields between areas below:

Filters Columns

Countenrollment e Grade
L__{i=sr Priority1 2.3.2.1 -
Age Grade A

Rows Values

County Mame ~ Count of Age

Defer Layout Update
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+ Shift+F11: Insert a new worksheet ))ldrc

* Ctrl+Z: Undo an action
Excel Hacks and Shortcuts
» Ctrl+Y: Redo an action

s Ctrl+F2: Switch to Print Preview

* F1: Open the Help pane

 https://www.goskills.com/Excel/Re
sources/Excel-hacks

» Alt+Q: Go to the "Tell me what you want to do” box

» F7: Check spelling

» F9: Calculate all worksheets in all open workbooks

» Shift+F9: Calculate active worksheets

e https://www.excel-easy.com/data-
analysis/pivot-tables.html

» Altor F10: Turn key tips on or off
» Cirl+F1: Show or hide the ribbon

° htt pS //WWW h Owtogee k CcO m/3 6 1 5 « Ctrl+Shift+U: Expand or collapse the formula bar
82/a | I_th e_best_m |Crosoft_exce|_ « Ctrl+F9: Minimize the workbook window
kevboa rd -S h 0O I‘tC UtS/ » F11: Create a bar chart based on selected data (on a separate sheet)
» Alt+F1: Create an embedded bar chart based on select data (same sheet)
° htt pS //WWWteC h o nt h en et .CO m/ex » Cirl+F: Search in a spreadsheet, or use Find and Replace

cel/formulas/vlookup.php « AltsF: Open the File tab menu



https://www.goskills.com/Excel/Resources/Excel-hacks
https://www.excel-easy.com/data-analysis/pivot-tables.html
https://www.howtogeek.com/361582/all-the-best-microsoft-excel-keyboard-shortcuts/
https://www.techonthenet.com/excel/formulas/vlookup.php

— T aT-1BAVAd B G Il m b~
11 <) o0:08rady 5°~"C" YouTube (2

* https://www.techonthenet.com/excel/formulas/viookup.php



https://www.techonthenet.com/excel/formulas/vlookup.php
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Syntax

The syntax for the VLOOKUP function in Microsoft Excel is:
VLOOKUP( value, table, index_number, [approximate_match] )

Parameters or Arguments
Value-The value to search for in the first column of the table.

Evreral AT OO D Table-Two or more columns of data that is sorted in ascending
Il <) o005rady 5" YouTube 2

order.

index_number-The column number in table from which the
matching value must be returned. The first column is 1.
approximate_match-Optional. Enter FALSE to find an exact
match. Enter TRUE to find an approximate match. If this
parameter is omitted, TRUE is the default.

* https://www.techonthenet.com/excel/formulas/vlookup.php
e https://www.youtube.com/watch?v=aJXggNhRWMM One more video



https://www.techonthenet.com/excel/formulas/vlookup.php
https://www.youtube.com/watch?v=aJXgqNhRWMM

Ablebits

Ablebits Ultimate Suite: 60+ professional tools for your daily work in Excel 2019 - 2007

26,146 views - Jul 26,2017 i 7 &l s 4 SHARE =i SAVE ...


https://www.youtube.com/watch?v=mndXNJ4GZqw

https://www.ablebits.com/excel-suite/index-

2020.php?visitfrom=index-button

Ablebits.com Home  Products v Download v Docs  Support v

Blog Aboutus Purchase v
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VN Ultimate Suite for Excel

Comprehensive set of time-saving tools

There's no sense in wasting time in Excel anymore, speed up yourself with Ablebits!

The toolset includes 60+ professional tools with 300+ options and use cases for you to
accomplish any task in Excel quickly and flawlessly. We've been developing Office add-ins for 18
years and paid our dues to create the perfect code of solutions that work on all Excel and
Windows versions.

Free download for:

AEHEBAE

2019 3ES 2Me 2012 2010

Buy Now

Winter offer

v/ 60-day unconditional money back guarantee
v Life-time license
/' Free upgrades for 2 years

v Free life-time support


https://www.ablebits.com/excel-suite/index-2020.php?visitfrom=index-button

Evo.luation

QR Code/Link to Form 2: Training Evaluation

Electronic Survey Version-
https://www.surveymonkey.com/r/IDRCStaffT

rainingEval20-21

Training Name: Advanced Excel


https://www.surveymonkey.com/r/IDRCStaffTrainingEval20-21
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Contact Info

Jessica Castaneda

IDRC Director
931-668-4129- office
931-273-4050- cell
jcastanedaidr@gmail.com

www.idrconsortium.org



mailto:jcastanedaidr@gmail.com
http://www.idrconsortium.org/
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