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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: 

• Highlight data that you want to include in the range

 

 

• From the menu at the top, choose 

o Formula 

o Define Name 
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• Name the Range, i.e. Learner 

• Click OK. 

To update a previously Named Range: 

• From the menu at the top, choose 

o Formula 

o Name Manager 

• This will show a list of all of the ‘Named Ranges’, in this instance, there is only the one we 

have created. 

 

 

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

• Then click on the tick to save your changes, and then click Close 

• 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’ 

 

 

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’. 

              

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. 

 



 

Copyright of Excel Ace Limited, not to be re-sold or re-distributed 
info@excelace.co.uk      07813 347 139 

www.excelace.co.uk 

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

layout. 

           

• Each of these items, represents a column from the original data source 

• As these 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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• This report now shows the number of females, by Claim Period, by Project. 

• If ‘Project Name’ had been placed in the ‘Column’ box, instead of the ‘Row’ box, there 

would be a column showing each project. 

 

6. 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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•  ‘Left’ click on the line ‘Count of Females’ 

 

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

 

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

way that the data will appear. 
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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:  

• 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: 

 

• 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. 

Report Filter 

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: 

 

• In this instance ‘Employment 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. 
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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: 

 

To format a pivot table you should choose: 

• Design, Pivot Table Styles. 

• 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: 

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

• Select, Options, Change Data Source. 

• This will take you back to the screen shown in Section 4, where the data range is 

detailed. 

 

• 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: 

 

• 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: 

• Position the cursor within the Pivot Table 

• Right Click mouse 

• Select ‘Refresh’ 

 

Pivot Table & Named Ranges 

To view the Range that a Pivot Table is using: 

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

menu in Excel: 

 

 

• Using this menu, choose: 

o ‘Change Data Source’ icon, and ‘Change Data Source’ from list 

 

• 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. 

1. Refresh Data in Pivot Table. 

2. Check that the data inserted, falls within the relevant ‘range’ that the pivot table is using. 

3. 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 I include (or remove) totals for each Row or column? 

 

1. Position the cursor within the Pivot Table 

2. Right Click mouse, select ‘Pivot Table Options’. 

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

(Columns)’ 

4. 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 I 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. 

2. 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. 

3. 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.  

 

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

 

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

 

The Chart will appear as follows: 

 

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.: 

     

 

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: 

• Position the cursor within the chart, Click the right mouse 

• Select ‘Add Data Labels’ 

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

 

 

 

 

 



 

Copyright of Excel Ace Limited, not to be re-sold or re-distributed 
info@excelace.co.uk      07813 347 139 

www.excelace.co.uk 

Formatting the Chart 

To amend the formatting of the chart, e.g, the colour of the Bars: 

• Click onto one of the bars, Click the right mouse 

• Select ‘Format Data Series’ 

• Choose ‘Fill’ and select the required colour 

• As you can see, this chart now includes the amended colours of each bar: 

 

 

Format Axis 

To amend the format of the Axis: 

• Click on the relevant Axis, Click the right mouse 

• Select ‘Format Axis’ 

• 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. 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Copyright of Excel Ace Limited, not to be re-sold or re-distributed 
info@excelace.co.uk      07813 347 139 

www.excelace.co.uk 

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’: 

 

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

click ‘OK’: 

 

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

 

 

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

 

 

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. 

 

 

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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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 selection. 

 

 

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: 

 

 


