Power of Pivot Tables Plus Microsoft Tips

Inportant tips for table, before creating Pivot Table
1. The first row needs to contain column names.
2. The second and following trows contain data to be processed.
3. There cannot be any blank rows or columns within the dataset.

Important tip: Always "Format as Table" before creating Pivot Tavle. This will allow you to add columns and
rows at any time to your table and it will udtae by clicking "Refresh."

Now, we are ready to creatre a Pivot Table. It takes just eigjht clicks to create a Pivot Table.




Pivot TableVideo Tutorials

Topic Vﬁo Video Length
1 Format as table. 2 93
2 Prepare and Setup Pivot Table 3 5:37
3 Split View 4 2:46
4 Sub-Total on Top (Must be either “Compact” or ”"Outline”) 5 2:17
5 Repeat Items 6 2:54
6 Groupings 7 4:11
7 Calculations 8 2:57
8 %of Column 9 3:00
9 Slicers 10 4:23
10 Insert Timeline 11 5:06
11 Drill Down to Data 12 2:03
12 Generate Reports 13 4:09
13 Running Total In 14 10:45

Microsoft Tutorials

Topic Video Video Length
1 Highlight Data 15 2:28
2 Fill Down, Fill Up of Fill Left 16 4:42
3 Crop, Copy, and Paste: Windows Key, Shift Key, and "S" Key 17 1:08
4 Taskbar: Recentr raised to '30"/ On Open: Recent raised to "50" 18 2:15

Excel "F" Keys Short Cuts

F1 F2 F3 F5 F6 F8 Fo F10 F11 F12
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