
Pivot tables and pivot charts are powerful tools in Excel for analyzing and
summarizing large amounts of data. Here's an overview of how to create and use
pivot tables and pivot charts effectively:

Pivot Table:

1. Select Data:
● Select the range of data that you want to analyze with the pivot table.

2. Insert Pivot Table:
● Go to the "Insert" tab on the Excel ribbon.
● Click on "PivotTable" and select "PivotTable" from the dropdown menu.

3. Choose Data Source:
● In the Create PivotTable dialog box, ensure that the "Select a table or

range" option is selected.
● Verify that the correct range of data is selected in the "Table/Range"

field.
● Choose where you want to place the pivot table (e.g., New Worksheet

or Existing Worksheet).
4. Design Pivot Table:

● Drag and drop fields from the Field List pane to the Rows, Columns,
Values, or Filters areas to organize your data.

● Rows and Columns define the structure of your pivot table.
● Values contain the summarized data (e.g., sum, count, average).
● Filters allow you to filter the data based on specific criteria.

5. Customize Settings:
● Customize pivot table settings, such as number formatting, sorting,

subtotaling, and layout, to suit your analysis requirements.
6. Refresh Data:

● If your source data changes, right-click on the pivot table and select
"Refresh" to update the pivot table with the latest data.

Pivot Chart:

1. Create Pivot Chart:
● After creating a pivot table, select any cell within the pivot table.
● Go to the "Insert" tab on the Excel ribbon.
● Click on "PivotChart" and choose the desired chart type (e.g., Column,

Line, Pie).
2. Design Pivot Chart:

● Excel will create a pivot chart linked to your pivot table.
● You can customize the pivot chart by modifying chart elements, styles,

colors, and labels.



3. Interact with Pivot Chart:
● Just like regular charts, you can interact with a pivot chart by clicking

and dragging elements, zooming, and using chart tools.
4. Update Pivot Chart:

● If your pivot table data changes, the pivot chart will automatically
update to reflect the changes.

● You can also manually refresh the pivot chart by right-clicking on it and
selecting "Refresh" if needed.

Benefits:

1. Data Analysis:
● Pivot tables and pivot charts provide dynamic and interactive ways to

analyze and summarize data quickly.
2. Visual Representation:

● Pivot charts offer visual representations of pivot table data, making it
easier to identify trends, patterns, and outliers.

3. Flexibility:
● Pivot tables and pivot charts are highly flexible and allow for easy

customization to meet specific analysis needs.
4. Interactivity:

● Users can interact with pivot tables and pivot charts by filtering, sorting,
and drilling down into the data for deeper insights.

Considerations:

1. Data Structure:
● Ensure that your data is well-structured with consistent formatting and

clear headers for optimal pivot table and pivot chart functionality.
2. Performance:

● Large datasets or complex pivot tables may impact Excel's
performance. Consider optimizing your data and pivot table settings
for better performance.

3. Refresh Frequency:
● Regularly refresh pivot tables and pivot charts to reflect changes in the

underlying data.

By mastering pivot tables and pivot charts in Excel, you can gain valuable insights
from your data and effectively communicate your findings through visual
representations. Experiment with different settings and layouts to unleash the full
potential of these powerful analytical tools.


