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How to Create Pivot Tables in Excel 2013: A
Step-by-Step Guide

Are you drowning in a sea of Excel data, struggling to find meaningful
insights? Do spreadsheets filled with rows and columns leave you feeling
overwhelmed? Then you need to learn about pivot tables! This comprehensive
guide will walk you through the process of creating pivot tables in Excel
2013, transforming your raw data into easily digestible summaries and
insightful reports. We'll cover everything from the basics to more advanced
techniques, ensuring you can unlock the power of pivot tables to analyze your
data efficiently.

Understanding the Power of Pivot Tables in Excel
2013

Before we dive into the "how-to," let's understand why you should use pivot
tables. They are incredibly powerful tools that allow you to:

Summarize large datasets: Quickly calculate sums, averages, counts, and more,
across different categories.

Analyze data dynamically: Easily rearrange fields, filter results, and
explore different perspectives of your data without rewriting formulas.
Identify trends and patterns: Discover hidden relationships and insights in
your data through interactive visualizations.

Save time and effort: Automate the process of data analysis, saving you hours
of manual calculations and sorting.

In short, pivot tables are your secret weapon for turning raw data into
actionable intelligence. They're especially useful for analyzing sales

figures, customer demographics, financial data, and any large dataset you
need to understand better.

Step-by-Step Guide: Creating Your First Pivot Table
in Excel 2013

Let's get started! Follow these steps to create your first pivot table:

1. Prepare Your Data:



Ensure your data is organized in a tabular format, with each column
representing a different variable and each row representing a data point.
Avoid merging cells within your data range, as this can interfere with pivot
table creation. Header rows are essential — they identify the columns for the
pivot table.

1. Select Your Data:

Click and drag your mouse to select the entire data range, including the
header row.

1. Access the PivotTable Wizard:

Navigate to the "Insert" tab on the Excel ribbon. In the "Tables" group,
click the "PivotTable" button.

1. Choose Your Destination:

The "Create PivotTable" dialog box will appear. Here, you'll choose where you
want to place your pivot table:

Existing Worksheet: Place the pivot table within the same sheet as your
source data. Select a cell where you want the top-left corner of your pivot
table to appear.

New Worksheet: Create a new sheet specifically for your pivot table.

Click "OK".

1. Drag and Drop to Build Your Pivot Table:

Now, the "PivotTable Fields" pane will appear. This is where the magic
happens! This pane lists all the columns from your source data. Each column
header represents a field that you can add to your pivot table.

Rows: Drag fields here to categorize your data. For example, if you're



analyzing sales data, you might drag "Region" to the "Rows" area to see sales
by region.

Columns: Drag fields here to further sub-categorize your data. You could add
"Product Category" to the "Columns" area to see sales by region and product
category.

Values: This is where you choose how to summarize your data. Drag a numerical
field (like "Sales Amount") to the "Values" area. By default, Excel will
usually sum the values, but you can change this to average, count, or other
functions by clicking the dropdown arrow next to the field in the "Values"
area.

Filters: Use this area to filter your data based on specific criteria. For
instance, you could filter by "Year" to analyze sales only for a particular
year.

Experiment with dragging different fields to different areas to see how the
pivot table changes.

1. Refine and Analyze:

Once your pivot table is built, you can further refine it:

Formatting: Change the number formatting, add totals, subtotals, and grand
totals.

Filtering: Use the dropdown arrows at the top of each column to filter the
data.

Sorting: Sort the data in ascending or descending order by clicking the
column header.

Calculations: Add calculated fields to perform more complex calculations
within the pivot table.

Advanced Pivot Table Techniques in Excel 2013

Once you've mastered the basics, you can explore these more advanced
features:

Calculated Fields: Create custom calculations using existing fields.
Slicers: Add interactive filters to quickly drill down into your data.
Timeline: Analyze data over time with a visual timeline.

Data Consolidation: Combine data from multiple ranges or worksheets into a
single pivot table.

Conclusion

Creating pivot tables in Excel 2013 is a powerful skill that can
significantly improve your data analysis capabilities. By following these
steps and exploring the advanced features, you can transform raw data into



meaningful insights, saving you time and enabling you to make better data-
driven decisions. Remember to practice and experiment — the more you use
pivot tables, the more proficient you'll become!

FAQs

1. Can I refresh a pivot table if my source data changes? Yes, absolutely!
Right-click anywhere within the pivot table and select "Refresh" to
update it with the latest data.

1. What if I make a mistake while creating a pivot table? Don't worry! You
can easily undo changes or start over by deleting the pivot table and
recreating it.

1. Can I use pivot tables with different data types (text, numbers, dates)?
Yes, pivot tables can handle various data types. However, the types of
calculations you can perform will depend on the data type of your
fields.

1. Are there any limitations to the size of data I can use with a pivot
table? While there are practical limits based on your computer's memory
and Excel's capabilities, pivot tables can generally handle very large
datasets effectively.

1. Can I format my pivot table to look more professional? Yes! You can
customize the formatting of your pivot table to match your report's
overall style and branding. Explore the various formatting options
available in the "Home" and "Design" tabs of the Excel ribbon.
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