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Named Ranges

Overview
Naming a range is a useful tool for visual purposes, as it makes formula’s more concise
i.e. One word will appear in a formula, as opposed to a sheet name and cell reference.

They can also prevent errors if the data range is used in many places, by allowing all references to be
updated once, as opposed to individually.

i.e. If you have 10 pivot tables relating to one sheet of data and you add 2 rows of data, you will
need to manually amend the range within each of the 10 pivot tables. However, with a ‘Named
Range’, you would update the range once, and each of the pivot tables would automatically update.

To Name a Range:

e Highlight data that you want to include in the range

E okl - Microsoft Excel

."- | E I Add-Ins
% %@%'ﬁam“

Insert AutoSum Re(:nt\y Fmarma\ Luglcal Text Date& Lookup & Math More

Function ~  Time~ Reference & Trig~ Functions = nagev @ Create from Selection || /7
Function Library Defined Names
| B2 - b | Learner

A | B = D E & G 1t 1 K

i
Date Hours
Learner Name&Week We Month

2 (w/c) worked
3 Emma Shiffman Emma Shiffman1 1 Aug-07 30.0]
4 Zaram Baig Zaram Baig2 2 Sep-07 38.0|
5 [Anthony Ekhimelo Anthony Ekhimelo2 2 Sep-07 35.0]
6 [Zaram Baig Zaram Baig3 Sep 07 3 Sep-07 42.5]
7 [Anthony Ekhimelo Anthony Ekhimel, 10 Sep 07 3 Sep-07 30.0]
8 Alison Gittins Alison Gittins; 10 Sep 07 3 Sep-07 37.5]
9 | Emeka Okenwa Emeka Okerfva3 10 Sep 07 3 Sep-07 37.5|
10| David Craven ven3 10 Sep 07 3 Sep-07 41.5]
1 Louise Cranage 10 Sep 07 3 Sep-07 40.0]
12 | Zaram Baig ram Baigd 17 Sep 07 4 Sep-07 39.5|
12 [Anthony Ekhime)d” Anthony Ekhimelod 17 Sep 07 4 Sep-07 40.0l

®  From the menu at the top, choose
o Formula
o Define Name
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Mew Mame m
Mame: | R

Scope: | Wurld:unq Izl

Comment:

Refers to: | =5heet1!$ia$2:$G$13 E.3

® Name the Range, i.e. Learner
e C(Click OK.

To update a previously Named Range:

e  From the menu at the top, choose
o Formula
o Name Manager
e This will show a list of all of the ‘Named Ranges’, in this instance, there is only the one we
have created.

MName Manager i - " i m
[ mew.. | [ Edt. | [ Deete | Eilter ~
Mame Walue Refers To Scope Comment
L=l earner {Learner”, Mame&... =Sheet1!$6842:55$13 Workbook

Refers to: |
>( E=5heet1!$s$2:$G$13‘ ( [E=] ‘>
[fo== ]

e Make any changes manually into this box, or use the browse button to select the range.

e Then click on the tick to save your changes, and then click Close
e Note: You must click on the Named Range that you want to change, from the above list (if
there is a list!)
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Pivot Tables

Overview

A Pivot Table is used to consolidate a large set of data, in order to summarise the data in a
meaningful way.

Method
There are several Steps to follow to create a Pivot Table:

1. Ensure that the data range does not contain any blank Columns / Rows or ‘Titles’.
2. Highlight all of the data in the range.

3. From the ‘Insert’ Menu, select ‘Pivot Table’

Cla
v

Home Insert

= | bl

PivotTable / Table Picture

Tables

4. The next menu will ask you to define the data range to be used. This should be the range you
have just highlighted, so click ‘OK’.

Create PivotTable M

Choose the data that you want to analyze

@ Select a table or range
R E o ta sheet'| SAS1:5US137 2.5

(") Use an external data source
Connection name:
Choose where you want the PivotTable report to be placed
@ Mew Worksheet
|| ) Existing Worksheet

Location: e

| [ OK ]’ Cancel L{

Pivot Tables can also use ‘Name Ranges’ as the basis of information, these will be covered
later. These are particularly useful if you have several Pivot Tables that are using the same
set of data as their basis.
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5. The

next screen will show you the layout of the pivot table, and the options for creating the

layout. /

v Add-Ins Options Design - 3 X
Ea'WraD Text General = ﬂ Ig?‘ 3—‘—‘ EAutoSum & ';}F Eﬁ
: = g Fill ~ i
| o comer | B G oot rom ot e oo o G0 mnf e
ment T | Mumber ) Styles Cells Editing |
/ / v
H I L K L M N (o] [iPivoiTable Field List T
< Drop Page ?|e|ds Here
l Choose fi add to report:
Drop Column :ieES\Hete\ ecthlame =~
/O sthame 1
=% SurMame
_8 FirstMameSuriame
[[]5tartDate
A [JActualEnd
% [[DidComplete
[T|ReasonFarLeaving
n |Drop Data Items Here [ —
(] [[|ClaimPeriod E
E [Location
w []BME
T :! [IFemales
D []Awareness
8 [ TradingClaimPeriod
[ Disability
[|AwarenessBME
=\ ["]AwarenessEqualOpps L9
BusinessCourse
Drag fields between areas below:
7 Rembds
{2 Row Labels E  Values
e Each of these items, represents a column from the original data source
e Asthese items are selected (drag and drop from the list, into one of the four boxes

below), the pivot table on the left will become populated with data, so you can preview
the report, as follows:
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| Drop Page Fields Here |
Count of Females CIaimPeriod\Z‘
ProjectName ~ |Females | > |Dec-07 Jun-07 Mar-07 Sep-07 Grand Total
=Project1 20 34 2 26 82
Dec-07 9 9
Jun-07 29 29
Mar-07 3 3
S5ep-07 12 12
{blank)
Project 1 Total 29 63 3 38 135
Grand Total 29 63 3 38 135

[C|Firstiame -
[F15urName .
[C]FirstNameSurMame
[FIstartDate
[ClActualEnd
[FIpidComplete
DREasonForLeawng
[T|EmploymentStatus
[¥]ClaimPeriod
[CLocation

[FleME

Females
[Fawareness
[C]TradingClaimPeriod
[ |Disability
[FlawarenessBME

[~ | AwarenessEqualOpps
[F|BusinessCourse
[CDateStartedTrading
[Flclaimed

Choose fields to add to report:

n

Drag fields between areas below:

W Report Filter H Column Labels
ClaimPeriod =
42 Row Labels I values

FrojectMame T CountofFem... ™

Females =

IV_| Defer | aunit | indate

e This report now shows the number of females, by Claim Period, by Project.
e If ‘Project Name’ had been placed in the ‘Column’ box, instead of the ‘Row’ box, there

would be a column showing each project.

As items are placed in the ‘Values’ box, Excel automatically selects an option by which to
calculate the data. In this instance it has chosen ‘Count of’, which is appropriate in this case,
as we want to count how many females have been included. If this needs to be amended, you

should take the following steps:
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e ‘Left’ click on the line ‘Count of Females’

“ Repart Filter 7 Column Labels

ClaimPeriod !
[ Row Labels alues
Projectlame Count of Fem...

Females A

e Select ‘Value Field Settings’ from the Menu that appears.

e Here you can select the most appropriate calculation measure, and also format the

way that the data will appear.

Value Field Settings

0 )

Source Mame: Females

Custom MName: |mntuﬂ-'m*s

Summarize by | Show value;a{|

Summarize value

Choose the type pFralculation that you want to use to summpafize

[
Average
Max
Min
Product

Mumber Format I
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Column Order

You will have noticed that the columns do not appear in the most appropriate ‘Date’ order. To
correct this, you should:

Report Filter

Place the cursor within the cell of the title of the column that you wish to move.
Position the cursor on the bottom line of the cell, until the cursor looks like this:

4.

Hold down the left mouse button, and drag the column into the required position.
This method can also be used to correct the order of items in rows.

Any item that is placed in the ‘Report Filter’ area, will provide a drop down selection that you will be
able to control on the face of the Pivot Table, as follows:

3
GymentStatus |t

B
Y —

« Tl PatTatle Fiaa Lt

FCowntat Femal:

D)
od ]

ProjectName

~ [Females

Dec07 Jun-07 Sep-07

Grand Total

=Project 1

Deco07

lun-07

B 2 11]
1

[sep-07
(blank)

‘;
|

1]

Project 1 Total

2]

Grand Total

2]

= values

IV—‘ nct

CountofFem... v

® |nthis instance )tmployment Status’ has been placed into this area, so the report can
now be narrowed down to one particular status, by selecting from the drop down box
on the pivot table.

Copyright of Excel Ace Limited, not to be re-sold or re-distributed

info@excelace.co.uk

www.excelace.co.uk

07813 347 139

excelace



Formatting

Excel 2007 provides a really simple way of formatting a Pivot Table. When you place the cursor
within the Pivot Table, you will notice that the ‘Field List” appears on the right, and also two new

menu options appear at the top of the screen:
.

PivotTable Tools

View Add-In Options Design

Review

Data

Formulas

Insert Page Layout

Home

B | [T [ = = Ruler V| Formula Bar B [ 5 = =
=[BT K ) B
Gridlines W Headings e A | e i ]
Mormal| Page Page Break | Custom  Full Zoom 100% Zoomto Mew  Arrange Freeze
Layout  Preview Views Screen Message Bar selection || Window  All Panes™
Show/Hide Zoom

‘Workbook Views

To format a pivot table you should choose:

e Design, Pivot Table Styles.
e As you move the cursor across each of these options, your pivot table will reflect

each design, to help you to decide which one to select.

Updating the Pivot Table

When additional data is included into the data source, you will need to update the range of data that

the Pivot Table is using, as follows:

e Using the additional Pivot Table Menu’s, as described above (Section 9)

e Select, Options, Change Data Source.
e This will take you back to the screen shown in Section 4, where the data range is

detailed.

Change PivotTable Data Source

Choose the data that you want to analyze
(@ Select a table or range
Table/Range:

Use an external data source

Connection name:

[ ok || cancel L

¢ You will need to key into this box the updated range details, e.g. If the data is now
populated up to Row 167, you will need to change the range as follows:

r B
Change PivotTable Data Source @Iﬁ
Choose the data that you want to analyze
@ Select a table or range
Table/Range: |'Data sheet'|$a461: 205167 e

Use an external data source

Connection name:

[ o« || cancel L

e The Pivot table will now include any new data that has been included within this

range.
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Refreshing Data

If existing data is amended within the ‘Data Sheet’, you will need to ‘Refresh’ data within the Pivot
Table, in order for it to represent the changes:

e Position the cursor within the Pivot Table
e Right Click mouse
e Select ‘Refresh’

Pivot Table & Named Ranges

To view the Range that a Pivot Table is using:

e When your cursor is positioned within the Pivot Table and you will see an additional

menu in Excel: \

Bookl - Microsoft Excel PivotTable Tools

T s d
Home Insert Page Layout Formulas Data Review View Add-Ins Options Desig

PivotTable Name: | Active Field: #2 Expand Entire Field % Group Selection %Jr @ H \i;] ii% Q:;I h @ _,>|__‘ % _ ilj
PivotTablel Sum of Hours woi < Ungroup &4 = ] v = _vf“ : L
PivotTable AFti\te Field L Group Sort Da Actions Tools Show/Hide
[ 87 - fe| 375 /
A B L D E; F G H 1 1 K L M N o
1
2
3 Row Labels E|Sum of Hours worked
4 Alison Gittins 375
5 Anthony Ekhimelo 105
6 David Craven 41.5
7 |Emeka Okenwa I 37.5!
8 |Emma Shiffman 30
5 Louise Cranage 40
10 Zaram Baig 120
11 Grand Total 411.5
12

e Using this menu, choose:
o ‘Change Data Source’ icon, and ‘Change Data Source’ from list

Change PivetTable Data Source lilg

Choose the data that you want to analyze

Connection name:

\

e The above screen will show you either the Name of the Range being used (or the name
of the sheet and cells being used, if a Named Range has not been selected.
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Trouble Shooting Pivot Tables

Q: Data I've added does not appear in the Pivot Table.

Refresh Data in Pivot Table.

Check that the data inserted, falls within the relevant ‘range’ that the pivot table is using.
Check within each field of the Pivot Table to ensure that the data has not been ‘unticked’
from the drop-down list.

Q: How do linclude (or remove) totals for each Row or column?

1.
2.
3.

4.

Position the cursor within the Pivot Table

Right Click mouse, select ‘Pivot Table Options’.

Go to Tab ‘Total & Filters’, tick (or untick) the boxes for ‘Show Grand Totals for Rows
(Columns)’

Click ‘OK’

Q: The Pivot Table contains data that does not come from a column within my data range?

This will be due to the use of a ‘Calculated Item’ or ‘Calculated Field’.

This basically means that the pivot table contains a formula to calculate data using the
available columns. If you click on one of the figures, the formula should show, which would
tell you which columns have been used to make this calculation.

Q: The Pivot Table takes a long time to adjust when | try to make changes to it.

If a ‘Calculated Item’ or ‘Calculated Field’ has been used, the pivot table will need to
recalculate these fields for every item, each time a change is made. Unfortunately, this does
mean that it takes some time to refresh the pivot table. If the time it takes is excessive, you
should consider removing the calculated items, as they are not always useful.

Q: How do I change the formatting of a Pivot Table?

1.

Click within the Pivot Table, and two new menu options will appear at the top of the screen
under ‘Pivot Table Options’: Options & Design.

Select ‘Design’, and then within the ‘Pivot Table Styles’ area, if you hover your mouse over
each option, you can see your pivot table take on each option, before you select it.

To select a design, just click the mouse.
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Pivot Charts

Overview

Most data is best displayed visually, and Excel can display all information from a Pivot Table in a
Graph, very quickly and easily. This graph will be linked to the Pivot Table, so when you make
changes to the layout, the changes will automatically feed into the graph.

The variety of chart options is virtually unlimited in Excel, and you can change from one type to
another very easily.

Method

The simplest method to generate a Pivot Chart, is to create the Pivot Table with the required data.

A [ B [C]
| 1]
| 2 |
3]
| 4 | Net
| 5 |Years [~ |Date [~ | Total
| 6 | =I2009 Aug £235
| 7 | Sep £439
| 8 | Oct £97
EN Nov £242
| 10| Dec £78
|11 =12010 Jan £243
112 | Feb £77
113 | Mar £248
|14 Apr £83
| 15| May £257
| 16 | Jun £83
| 17 | Jul £252
18 |Grand Total £2,328
A

Click within the ‘Pivot Table’, and you will see the two additional Menu’s appear in the Toolbar.

2 Costsxlsx - Microsoft Excel non-commercial use FvotTable Tools

- Home Insert Page Layout Formulas Data Review View Developer Options Design
PivotTable Name: || Active Field: % Group Selection || 41 T - . el 55
A PV F B I Jz’la

#Z Expand Entire Field i
‘ PivotTablel ]

Date < Ungroup

'E Collapse Entire Field

z 7 i
(& options = || @ Field Settings e 7] Group Field & sen = Chsa;l?rece[]-ata s Pw':tUTVE List |Buttons Headers
PivotTable Active Field Group Sort Data M Tools Show/Hide
B12 - fe | Feb
- |BICID\E\FIG\HI\\JIK\LIMI,N/IO\P\QIRIS\TIU\V\WIX\Y\Z\EPMaumu
1

Select: Options, and then ‘Pivot Chart’
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Select the required Chart format form the following screen:

["Insert Chart [ 7 [t
A Templates Column =
s |y | o8] 98] ol Jo8) 188 9]
@ Fie
e o] 108 ] L ) 1
e i) L] ] 08
& surbace Line
ol E =
¥ Radar Pie

[ | o] (AW [ o] [l s
(i e ) [ setmsosmstcot Cox Jlow)

The Chart will appear as follows:

A TS T O = O 0 Y O Y N [ o Jp[a@R] S

|1

2]

El

4| Net

| 6 |Years [~ Date[~ Total
| 6 |-2009 Aug £235
71 Sep 2439
8| Oct £97
El Nov £242
[10] Dec £78
| 11| -2010 Jan £243
[12] Feb £77
| 13| Mar £248
| 14 Apr £83
| 15| May £252
| 16| Jun £83
117 ] Jul £252
| 18 |Grand Total £2,328
|19

|20

[21]

[ 22|

[ 23]

[ 24|

|25 |

|26 |

£500
£450
£400
£350
£300
.| €250
| £200
£150
£100
£50

£0

Aug [Sep

Oct |Nov

2009

Dec| Jan | Feb|Mar| Apr|May| Jun | Jul

2010

L el

Position the cursor within the chart, and right click mouse to make changes.
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Chart Type

Select ‘Change Chart Type’ and choose any other ‘Type’, e.g.:

Score Score

.
|

g

rri

Hoiizontl (Category) Axis

Data Labels

By adding ‘Data Labels’ to the chart, you will show the value that each bar represents. To include
these within the chart, you should:

e Position the cursor within the chart, Click the right mouse
e Select ‘Add Data Labels’

As you can see, this chart now includes the values for each bar:\

\
Score &
100 =
‘ 95 )

W Score
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Formatting the Chart
To amend the formatting of the chart, e.g, the colour of the Bars:

e (Click onto one of the bars, Click the right mouse

e Select ‘Format Data Series’

e Choose ‘Fill' and select the required colour

® Asyou can see, this chart now includes the amended colours of each bar:

Score

Format Axis
To amend the format of the Axis:

e (Click on the relevant Axis, Click the right mouse
e Select ‘Format Axis’
e Here you can amend the Scale, Font, Number Format etc

Gridlines

If you want to remove Gridlines from a chart (this can make the data clearer, especially if the chart is
small), simply click on the gridlines and press delete.
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Overall Format

In Excel 2007, there are several pre-defined format’s for Charts that you can choose from. Click on
the chart, and you will see the four additional Menu’s appear in the Toolbar.

2 Costs.xlsx - Microsoft Excel non-commercial use PivotChart Tac!:

Fo\as R V D:‘VH - m
et T [

Switch Select
Row/Column Data
Data

Change  Save As
Chart Type Template

Type

Chart Layouts I

Select: Design, and you will see many options to choose from

Chart Title

Click on the ‘Title’ within the Chart to overwrite it. If you want to remove the title, simply click on the
‘box’ surrounding it, and press delete.
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Slicers

Overview

Slicers can only be used with Pivot Tables & Pivot Charts and enable the User to Filter the data. They
are very similar to the ‘Filter’ function in a Pivot Table, but much more User Friendly.

The beauty of Slicers, is that you can connect them to more than one Pivot Table (Chart), so when
you make a change using the Slicer, ALL the Pivot Tables / Charts will be amended.

Slicer

Create a Pivot Table in the usual way, then go to the ‘Analyse’ (or Options) ribbon in the ‘Pivot Table
Tools’, and select ‘Insert Slicer’:

File Home Insert. Draw Page Layout Formulas Nata Review Developer Help Design Format Q Tell me what you want to do
Chart Neme: = ! [‘% I @ i
- Y £ e D fx ¥
E :
Insert Refresh  Change Data Clear  Move Fields, Items, Field Field
’:éﬂptmns imeline . Source - Chart & Sets Lt Buttans~
PivotChart Active Field Filter Data Actions Calculations Show/Hide

You will then be prompted to select a ‘Field’ for the Slicer to connect to. Make your selection and
click ‘OK’:

Insert Slicers ? X

[] Budget Line
[ Act

[] Budget
[ vars
O a2

[] Budget2
[] var%2
[ Ad3

[ Budget3
[ var%3
[] Acta

[] Budgeta
[ varsd

oK Cancel

The Slicer can be connected to any ‘Field’ within the Pivot Table, and will appear similar to this:

] H | J KK P Q R 5 T u \ w
Postcode Area = Month i= || vear i=
[cHa1 |[cHez  [chaz | ||| [ oet ) Jan ~
| cHa6 || cHe2 | cHB3 | Feb Mar

N Apr May
Jun Ju
Aug Sep
Nov Dec
il waniin b4
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The ‘Slicers’ enable Users to select single or multiple items to change the data.

To select a single item in a Slicer, click the required choice and the other items in the box will turn

white. Once the selection has been made, any Pivot Charts or Tables will be updated to reflect the
choice.

Postcode Area = %

CH41 CH43
CH45 CHas CH43
CHE0 CHB2 CHB3
112 122 N/A

L1

Multiple items can be selected by holding the ‘CTRL’ key down and clicking the required items.

Postcode Area = T
CHa1 CH43
CHa6

CHeO CHe2 CHB3
L1z L2z M/A
L1

A range of items can also be selected by holding down ‘Shift’ and clicking on the first and last items
in the range. This can also be used to select all items.

Postcode Area = T

| cHa1 || cH42 || cHa3 |
| cHa5s || cH46 || CHa9 |
| cHe0 || cHB2 || CHB3 |
112 L22 N/A
L1

Where there is no data linked to an item it will remain in a list but will be a lighter shade than the
main buttons as below. If an item with no data is selected the charts will be blank.
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Postcode Area ¥=

| CH41 || CH42 || CH43

| CH45 || CH46 || CH49

| CHBD || CH62 || CH63

(2 22 ][ N/A
L1

e e e

To clear the selected items and show all data, click the ‘Clear Filter’ button at the top right of the
Slicer and the charts will return to the original selecti

Postcode Area i=
CHa1 CH43
CH46

CHBO CHBZ CHB3
L1z L2z M/A
L1

Connecting Slicers
Note: This is only possible if the Field is available in all Pivot Tables / Charts

To connect a Slicer to more than one Pivot Table / Chart, simply right click on the Slicer, and select
‘Report Connections’. You will be prompted with a screen (as below), for you to select the Pivot
Tables to connect to this Slicer:

Report Connections (Group) ? X
Select PivotTable and PivotChart reports to connect to this filter
Mame Sheet

PivotTable10 Dashboard

[l PivotTables Dashboard

O PivotTable? Dashboard

O PivotTabled Dashboard

[ [if] PivotTables Dashboard

Conce
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