
Automation with Excel Pivot 
Tables

Teksouth Tips and Tricks

By Pamela Dvirnak



Problem Statement

Time is wasted daily

Downloading the same data 
and 

Formatting the same report
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Goal
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AUTOMATE
• Use Excel Pivot Tables (and Power Query) to automate the process
• Spend your precious time analyzing data and actually doing your job



Objectives
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1. Download data
2. Connect to data
3. Transform data
4. Create Pivot Table 
5. Create Pivot Chart
6. Refresh Data
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Objective 1
Download Data



1 - Download Data
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• CRIS – 7 new perspectives to be released soon
• Consolidated Transaction Register (CTR)

• Combined DEAMS, BQ, AFM and EFD transactional data



1 - Download Data
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• Export Data as excel
• Save in folder

• Don’t put dates / specifics in file name 
• Don’t save in folder particular to a certain FY or month 
• Standardize so that links don’t have to be fixed every year / month / day

• Don’t open or change this file

• Keyboard Shortcut:  CTL + Shift + N = New Folder
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Objective 2
Connect to Data



2 - Connect to data
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• Create new Excel workbook 
• Will use this workbook to connect to the data and make our 

changes/create our pivot tables



2 - Connect to data
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Office 365 & 2019
• Date Tab on Ribbon > Get Data > From File > From Excel Workbook



2 - Connect to data
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Office 2016
• Date Tab on Ribbon > New Query > From File > From Workbook



2 - Connect to data
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• Select the file you saved previously 
• Click Import 
• Select Table1
• Click ‘Transform Data’ (‘Edit’ in Office 2016)
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Objective 3
Transform Data



3 - Transform data
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• Fix the data types in Power Query
• Select all text columns (AAI/ADSN to Period Name)
• Home Tab > Data Type Drop down menu > Select ‘Text’
• Click Replace Current
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Objective 4
Create a Pivot Table



4 - Create Pivot Table 
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• Home > Close & Load Drop Down Arrow > Close & Load To…

• We want to only insert a Pivot Table 
• We do not want a table



4 - Create Pivot Table 
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Microsoft 365



4 - Create Pivot Table 
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Office 2016



4 - Create Pivot Table 
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Office 2016
• Create a new worksheet > Insert Ribbon Tab > PivotTable
• Use an external data source > Choose Connection
• Select connection > open



4 - Create Pivot Table 

Let’s create our Pivot 
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4 - Create Pivot Table 
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Problem: We want to hide RCCCs that have $0 dollars in all fields.



4 - Create Pivot Table 
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Solution Step 1:  Create a Helper Calculated fields



4 - Create Pivot Table 
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Solution Step 2: Use a Value Filter



4 - Create Pivot Table 
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Solution Step 2: Use a Value Filter



4 - Create Pivot Table 
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4 - Create Pivot Table 
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Problem: If we want to also manually filter on RCCC, the value filter 
is removed.



4 - Create Pivot Table 
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Solution:  Turn on ‘Allow multiple filters per field’ in Pivot Table 
Options

**To get to Pivot Table Options, Right-Click Anywhere inside the pivot table.**



4 - Create Pivot Table 
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Problem: 

You’d like to quickly and easily switch (filter) 
between the different BAs and Commodities.



4 - Create Pivot Table 
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Solution:  Use Slicers
• PivotTable Analyze Tab > Insert Slicer
• Check mark BA and Commodity > Click Ok



4 - Create Pivot Table 
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Formatting Slicers
• When selected, Slicer menus on the ribbon show that allow you to adjust their 

design.



4 - Create Pivot Table 
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Formatting Slicers

**Keyboard Shortcut – New Tab = Ctl+ Left click the tab and drag **



4 - Create Pivot Table 

Let’s duplicate the tab and make a new pivot report.

• Delete the slicers
• Remove everything but GrObl
• Add System
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4 - Create Pivot Table 
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You can add values to a pivot more than once.

**Drag and drop Dir GrObl from the field list to the Values box again**



4 - Create Pivot Table 

Summarization 
Options

**Right Click within the 
value to get this menu**
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4 - Create Pivot Table 

Calculation 
Options

**Right Click within the 
value to get this menu**
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4 - Create Pivot Table 
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4 - Create Pivot Table 

Running Totals 

• Swap out System for 
Period Date

• Turn Dir GrObl 2 back to a 
sum

** Right Click within the 
value to get this menu**
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4 - Create Pivot Table 
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Running Total
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Objective 5
Create a Pivot Chart



4 - Create Pivot Table 
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Insert a Pivot Chart

**If you don’t see PivotTable Analyze tab, make sure you are clicked 
inside the Pivot Table**



4 - Create Pivot Table 
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This Pivot Chart doesn’t make much sense…lets change the values we 
are looking at.



5 - Create Pivot Charts

• Remove from the Pivot Table Values:
• ‘Sum of Dir GrObl’ and ‘Sum of Dir GrObl3’

• Add to the Pivot Table Values:
• Dir Avail Auth, Dir Commits, Dir AEP

• Turn all values into running totals
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5 - Create Pivot Charts
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• Change Chart Type to Combo Chart
• Sum of Dir GrObl2 = Stacked Column
• Sum of Dir Avail Auth = Line
• Sum of Dir Commits = Stacked Column
• Sum of Dir AEP = Area

**If you don’t see PivotChart Design tab, make sure you have the 
Pivot Chart selected**



4 - Create Pivot Table 
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Now we’ll clean this Pivot Chart up



5 - Create Pivot Charts
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• Rename values
• Remove the 2 from Sum of Dir GrObl2 
• Remove ‘Sum of’ from all of them



5 - Create Pivot Charts
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• Hide field buttons

**If you don’t see PivotChart Analyze tab, make sure you have the Pivot Chart selected**



5 - Create Pivot Charts
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• Add a Chart Title: Daily Status of Funds



5 - Create Pivot Charts
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• Scale Axis to thousands 
• Set Minimum Value to 0



5 - Create Pivot Charts
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• Design the chart how you see fit



5 - Create Pivot Charts
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4 - Create Pivot Table 
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Office 365 & 2019 allows you to insert a Pivot Chart directly – without 
needing to be tied to a Pivot Table
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Objective 6
Refresh Data



6 – Refresh Data
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Questions
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