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Using slicers with non pivot data

Sometimes you may want to present your data simply as a range, but would like to make use of Slicers (available in Microsoft® Excel®
2010 and 2013) to be able to quickly filter data. Commonly, slicers are applied only to data that is presented in Tables, PivotTables and
PivotCharts — not non Pivot data, but there is a way around that, which is what we will show you in this tip.

Note: Download the workbook to practice this exercise

Applies to: Excel 2007, 2010 and 2013

We start by inserting a Pivot Table using the cost centers.

16 CostCentre  Key

17 |sales 1

18 |Cost of Sales 2

19 |Expenses 3

20 Other Income 4

21 |Net Income 5

1. Select any cell within the Cost Centre table.
2. Select the Insert tab then PivotTable.
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3. Add the PivotTable to the existing worksheet in cell C16 and select OK.

et Pt lanie |2 [l

Choose the data that you want to analyze

@ Select a table or range

Table/Range: | Sheetl!SAS16:36521

(") Use an external data source

| Choose Connection... |
Connection name:

Choose where you want the PivotTable report to be placed

() Mew Worksheet
i@ Existing Worksheet

Location: | Sheet1!5C516

Choose whether you want to analyze multiple tables

Add this data to the Data Model
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4. Place the Cost Center to the rows area.
5. Drag the Key field to the values area.
6. Select the PivotTable.
7. From PivotTable Tools, select Options.
8. Select Insert Slicer.
Data Review View Design
% Group Selection Al m - [y
Z £
4 Ungroup . Lo L]
- Sort Insert |§Refresh Change Data
&3] Group Field Al Slicer = - Source ~
Group | Sort & Filter | Data
9. Select Cost Center.
10. Select OK.
Cost Centre W
[ Cost of Sales ]
[ Expenses ]
[ Met Income ]
[ Other Income ]
[ Sales ]
11. Right click your Slicer and select Slicer Settings.
12. Uncheck the Display header box.

Slicer Settings m

Source Mame: Cost Cenire
Name to use in formulas:  Slicer_Cost_Centre

MNarme: |Cost Centre |
Header

[7] Display header

Caption: |Cost Centre |

ITtem Sorting and Filtering

@ Ascending (A to Z) Wisually indicate items with no data
Descending (Z to A) Show iterns with no data last

Use Custom Lists when sorting Show items deleted from the data source

o ][ cance

13. Select OK.
14. Select Sales on the Slicer.



15. Select cell G1 and enter the following formula:

=INDEX(B1:F13,,$D$17)

NOTE: The reference for D17 should be typed in not selected. Press the F4 key to make this cell absolute.
The INDEX function returns the value in a table at the intersection of a given row and column number.

B1:F13 is the data range
There is no row number hence returning , , (two commas).
The column number is returned by the value in $D$17(1).

16. Copy the formula down to G17 (the values for Sales or the selected cost center will be copied down).
17. Select the data range A1:A13 and G1:G13 (Hold down the control key to make your selection).

18. Select the Insert tab.

19. Select the Column chart under the Charts group.
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The chart data and the values in G1:G13 will change based on the selected Cost Center from the slicers list as can be seen the data in
the range B1:F13 can be filtered with a slicer without inserting a PivotTable.



Using slicers to view different scenarios for forecasting

Forecasting the outcome of a financial model can lead to better planning and positive results for an organization. You can use
scenarios to forecast the outcome of a financial model. A scenario is a set of values that Microsoft® Excel® saves and can substitute
automatically in your worksheet. You can create and save different groups of values on a worksheet and then use slicers to switch to
any of these new scenarios.

We have previously shown you how to insert scenarios using the What-If analysis tool. However in this tip we shall do it differently, by
setting up the scenarios in a table. A PivotTable will then be inserted so that slicers can be used to switch between the best case and
worst case scenarios.

Note: Download the workbook to practice this exercise

Applies to: Microsoft Excel 2007, 2010 and 2013

1. The first step is to create a table for the Best Case and Worst Case scenarios for the 4th quarter which has been created in
the example workbook.

Scenario Account Name Value

Best Case Sales 5 3500 000.00
Best Case Costof Sales 1 300 000.00
Best Case Direct Expenses 5 200 000.00
Best Case Other income & 250 000.00
Best Case Expenses 5 60 000.00
Warst Case Sales 1 450 000.00
Worst Case Costof Sales 5 50 000.00
Waorst Case Direct Expenszes 1 55 000.00
Worst Case Other income 5 12 000.00
Worst Case Expenses 5 45 000.00
2. Then create a PivotTable from the scenario data:

a. Select any cell within the scenario table
b. From the Insert Tab, select PivotTable
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c. In the Location box, select any cell on the existing worksheet where you would like to place the PivotTable.
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Create PivotTable |2 ||

Choose the data that you want to analyze

@ Select a table or range
Table/Range:  Projection!SI57:5K516

() Use an external data source

Choose Connection

Connection name:
Choose where you want the PivotTable report to be placed
() New Worksheet
@ Existing Worksheet
Location:  Projection!SC517
Choose whether you want to analyze multiple tables
D Add this data to the Data Model

[ ox || [antelL

W o

d. Drag Account Name and place it in the Row Labels and Value in the Values area.
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3. Insert a slicer:
a. Select any cell on the PivotTable.
b. From the Analyze tab, select Insert Slicer in Excel 2013. If you're using Excel 2010, go to Options and select Insert

Slicer.

LAYOUT FORMULAS DATA REVIEW VIEW INQUIRE POWERPIVOT DESIGM

< Group Selection @ = = D L [# Clear- [7 Fields, Ttems, & Sets -
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4. Select the scenario field from the slicer list and click OK.
Insert Slicers M
Scenario
[ Account Hame
[Tvalue
5. Select cell F8 in the financial model.
6. Press “=" and click on the value representing Sales in the PivotTable.

| =GETPIVOTDATA[ Value" $1$18,"Account Name","Sales")

et

3rd Quarter

2nd Quarter

dth Quarter
s 350000000]

7. Repeat steps 5 and 6 until you have linked the cells in the financial model to the corresponding values in the PivotTable.
8. Click on the slicer and select Options.
9. Change the number of columns to two.

VIEW INQUIRE POWERPIVOT OPTIONS
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o o Dh . C e ||Height: 063 em
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10. Right click on the slicer and select slicer settings. Then uncheck the display header check box and click OK.

Slicer Settings M

Source Name:  Scenario
Mame to use in formulas: Slicer_Scenario

Mame: |5cenarin |

Header
——
Display header I

Caption: |Scenario |

Item Sorting and Filtering

@ Ascending [Ato Z) Hide items with no data
") Descending [Z to &) Wisually indicate items with no data
Use Custom Lists when sorting Show jtems with no data last

Show items deleted from the data source

| ok || cance

11. Resize and move the slicer above the financial model.

] C
Advanced Solutions (Pty) Ltd
¥T0 Income Statement

i B e W @ AN DR P

1000 Sales % 120860800 | § 21000 000.00 | & 3000 000.00 | ¥ 3500 000.00 | § 9708 608.00
2000 Costof Sales 17595800 | § 20000000 | S 300 000.00 | 5 000000 | S WIS 999.00
000 Direct Expenses 3 21172100 | & 20000000 | & 200 000.00 | & 20000000 (% &11721.00

Gross Proft 5 F20 86800 | § 1600 000.00 | § 2 500 000.00 ['F 300000000 | § 7920 8E5.00
"an00 Oiher income 3 62 0TE.00 | 5 300 000.00 | & 300 000.00 | & 25000000 ( $  219078.00
000 Expenses 3 BTS00 (S 60 000.00 | § 6000000 | 5 BODODO0 |5 458 75400

Mt Profit % ET121200| % 1840 000.00 | § 2740 000.00 | & 219000000 |5 834121200

As can be seen one can quickly switch between the best case and worst case scenarios. This is also another method of creating
scenarios without using the What if analysis option under the data tab.



How to forecast quickly using trendlines

Forecasting is integral to business success but it can be frustrating when you don’t have the right tools. Fortunately Microsoft® Excel®
gives you the ability to forecast quickly without cracking your head with complex mathematical models using trendlines.

When you have existing data for which you want to forecast a trend, you can create a trendline in a chart. For example, if you have a
chart in Excel that shows sales data for the first few months of the year, you can add a trendline to the chart that shows the general
trend of sales (increasing or decreasing or flat) or that shows the projected trend for months ahead.

Note: Download the workbook to practice this exercise

Applies to: Microsoft Excel 2007, 2010 and 2013

We start by creating a column chart for the data below.

| Sales Forecast Report

Jan $ 35 000.00
Feb $ 35 000.00
Mar $ 40 000.00
Apr $ 38 000.00
May $ 42 000.00
Jun $ 41 000.00
Jul
Aug
Sep
Oct
MNowv
Dec
1. Select a cell within the data range and press F11.
2. Click on the chart tittle and change to “Sales Forecast Report”.
3. To create a linear trendline:
a. Right click on one of the series (blue bars).
b. Select Add Trendline.
c. Select Linear under Trend/Regression Type and type 6 as your forecast period as demonstrated below.
Trendine Optons | | Trendline Options
Line Color Trend/Regression Type
Line Style
Shadow
Glow and Soft Edges

Order:

[¥]

:
i

[[] setIntercept = 0.0
[C] Display Equation on chart
[7] Display R-squared value on chart 10
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d) Select Close.

Sales Forecast Report
500000
58000000
ss00m00 /
58000000
_— Amaunt
— Linear [Amount)
53000000
$20000.00
51000000
5 T
Jn  Feb Mar Apr May Jun il Aug Sep  Oct  Now Duc

A linear trendline has been inserted and can help you to forecast future sales trends.

View course info
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Enjoy greater flexibility in filtering dates with Timelines in Microsoft Excel 2013

To make it easier for you to drill down on data, Microsoft has provided a more flexible way of filtering PivotTables by dates in Microsoft®
Excel® 2013 with the addition of Timelines. Timelines are a visual filter for dates, which make it easy for you to see what date range
has been filtered, plus they add a nice aesthetic to your worksheet. Dates can be analyzed by years, quarters, months and days.
Unfortunately Timelines can only filter PivotTables, they don’t work on standard tables.

In our example we’ve already created the PivotTable.

Note: Download the workbook to practice this exercise.

Applies to: Microsoft Excel 2013

1. Open the workbook.
2. To insert a timeline:
a. Click on the PivotTable.
b. Select the Analyze tab and then select Insert Timeline in the Filter section.

“ HOME  IMSERT  PAGELAYOUT  FORMULAS  DATA  REVEW _ VIEW  POWERPINOT DESIGM

PivotTable Name  Active Field: - =% Group Selection  [ee=ll = e ) 7 Clear=

Vo e e F | B B

| PivetTablel Preduct i Ungroup e ok yh — [T} Select =

L e ) Drill  Drill =3 _ Insest] Insert Filter Refresh Change Data -

poptiens -  EgField Settings poyn up- (0] Group Field licer] Timeline fonnections = Source= [+ Maove PivotTable
ProatTable Active Field Group Filtér Diata Adtion:

c. Then check the Date box and select OK.

Insert Timelines &u

ok || cancel

d. The timeline will be inserted.

Date B
All Periods MOMNTHS =
20

JAN FEB MAR APR NAAY JUN JuL

*

1 k
12
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3. To filter the PivotTable by months, select a month from the timeline.

4. To filter by quarters; select Quarters in the top right hand corner.
5. Then select the quarter you would like to filter by.
Date h ¢
al 2009 QUARTERS -
2009 YEARS
« - MOMNTHS
! DAYS

As you can see, the PivotTable in our example has been filtered by Quarter 1.

SalesmanName
=B. Nixon

= Gavin 0 Connor

=K. Swartz

=P.Cox

-~ Reaaan Atkins

= Product

Hygenix Almond Toilet
Quadrant 300 White Clear Shower Door
Serenade Acrylic Cowne Cval

CE900 White Clear Comer Entry Shower Door
Hygenix Almend Toilet
Rose De Grade

CE900 White Clear Comer Entry Shower Door
Moce De Grade

Saphire Sink Mixer

Serenade Acrylic Cowne Oval

Serenade Acryhc Piazza Conversion Bath

CE900 White Clear Comer Entry Shower Door
Serenade Acrylic Cowne Oval

= Sum of InclusivePrice

66480.24
M61.04
26665.74
36353.48
19365.18
13558.02
43263
1480.86
57766.08
13558.02
2961.72
1588.02
2974374
9914.58
22903.74
9684.3
13219.44

34909.08

The timeline can also be filtered by years and days giving you the ability to analyze data interactively.
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How to rank items quickly without sorting them

This week we’ll show you how to quickly rank items from smallest to largest using a feature that already exists in PivotTables. Let's say
you’re analyzing your products or even expenses and need to rank them from the smallest to the largest value, instead of writing your
own formulas in calculated fields, you can use the Rank Smallest to Largest feature in PivotTables to assign ranks or position without
sorting or list or re-arranging your list.

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2007, 2010 and 2013

In our example, the PivotTable has been set up with the Product Sales field allocated to the values area twice. In the second column the
other Product Sales field has been renamed Rank.

Row Labels _* ProductSales Rank
Alice Mutton 374 4 3744
Boston Crab Meat 320.46 320 46
Chai 360 360
Chang 152 152
Chartreuse verte 864 86.4
Chef Anton’s Cajun Seasoning 22528 22528
Chocolade 137.7 1377
Filo Mix 756 75.6
Flatemysost 4988 4988
Geitost 64 64
Gnocchi di nonna Alice 608 608
Gorgonzola Telino 167 167
Gravad lax 208 208
Guarana Fantastica 64 8 64 8
Gudbrandsdalsost 979.2 979.2
Gula Malacca 22397 22397
Gumbar Gummibarchen 821.7 a21.7
Gustafs Knackebrad 2016 2016
1. Right click on one of the values in the Rank column and select as below.
2. Select Show Values As, and then Rank Smallest to Largest.

Mumber Format... _ | |
—
(] Refresh | ] Mo Calculation
Sort % of Grand Total
20 ¥

% of Column Total

- S
¥ Remove Ran % of Row Total

[ Summarize Values By * % Of...
Show Values As k % of Parent Row Total
#I  Show Details % of Parent Column Total
@y value Field Settings... % of Pargnt Total...
PivotTable Options... bt b oo
|Q ! Hide Field List % Difference From...
s T Running Total In...
248 )
136 | % Running Total In...
1396.8 b

Rank | arnact tn Smallact
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3. Select OK.

The items will be quickly ranked without sorting or re-arranging the list. The same approach can be used to rank other items like
expenses.

Row Labels * |ProductSales Rank
Alice Mutton 3744 31
Boston Crab Meat 32046 26
Chai 360 29
Chang 152 13
Chartreuse verte 86.4 T
Chef Anton's Cajun Seasoning 22528 22
Chocolade 137.7 1
Filo Mix 756 5
Fletemysost 498.8 36
Geitost 64 2
Gnocchi di nonna Alice 608 40
Gorgonzola Telino 167 15
Gravad lax 208 19
Guarana Fantastica 648 3
Gudbrandsdalsost 9792 47
Gula Malacca 22397 21
Gumbar Gummibarchen 8217 45
Gustafs Knackebrid 201.6 18
Ikura 3472 28
Inlagd Sill 684 4
Ipoh Coffee 662.4 43
Kaonbu 13.44 1
Lakkalikaari 637.92 42

Longlife Taofu 248 24



How to create custom PivotTable Groups

The PivotTable grouping option in Microsoft® Excel® allows you to see summaries of data by grouping it together so that less detail
is shown. Grouping can be done automatically on date fields and the data summarised by days, months, quarters or years. However,
you can also create your own custom groups. For instance, you can group your expenses by reporting categories, which is what we’ll
demonstrate in this tip.

Note: Download the workbook to practice this exercise

Applies to: Microsoft Excel 2007, 2010 and 2013

The example PivotTable has been populated with expenses and amounts.

3 Expenses |~ Amount
4 Accounting Fees $3 000.00
5 Advertising & Promotions $3 500.00
& Cleaning $1000.00
7 Computer Expenses S700.00
8 Courier & Postage $250.00
9 Donations $3 000.00
10 Electricity & Water $3 000.00
11 Entertainment Expenses $2 000.00
12 General Expenses $3 000.00
E]Insurance 51 000.00
14 Motor Vehicle Expenses $1 400.00
15 Printing & Stationery $1 250.00
16 Rent Paid $3 500.00
17 Repairs & Maintenance $1 500.00
18 Salaries & Wages $3 500.00
19 Staff Training $2 000.00
20 Staff welfare 51 500.00
21 Telephone & Fax 55 000.00
22 Travel & Accommodation 52 500.00
23 Grand Total 542 600.00

To create the grouping for Admin expenses:

1. Select all the expenses related to admin.

2. Right click on one of the selected expenses.

3. Select Group.

4 Select the cell in the PivotTable now named Group 1 and rename it to Admin in the formula bar.
3 Expenses2 |Z| Expenses |Z| Amount
4 | = Admin
5 | laccounting Fees 53 000.00
i Advertising & Promotions  $3 500.00
7 Cleaning 51 000.00
8 Donations 53 000.00
g General Expenses $3 000.00
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5. Repeat step 2 for all subsequent grouping levels to be created.

6. To remove the grouping, right click on the group name and select Ungroup.
|EIAdmi - !
1 lqa Lopy ing Fees $3 000.00
& Eormat Cells.. sing & Promotions 53 500.00
[#] Refresh g $1 000.00
sort ., ns 53 000.00
Filter , |Expenses $3 000.00
=Comp
Subtotal "Expenses2” er Expenses S?O0.00
= Couri Expand/Collapse 3
@  Group.. & Postage $250.00
SElectr Ungroup...
tv & Water $3 000.00

The PivotTable will thus be set up with the different grouping levels summarising the data.

Enjoying this e-book?

You'd also enjoy ou
e-books and handy r
available for you tod
free.

View all Excel e-books ar
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How to install the PowerPivot add-in in Microsoft Excel 2010 and 2013

In this tip, we'll look at how to install the PowerPivot add-in which is available for free in Microsoft® Excel® 2010 and 2013.

PowerPivot enables you to process immense volumes of data that cannot be efficiently handled by PivotTables. Furthermore
PowerPivot easily integrates with data from multiple sources and is flexible in handling data from Microsoft® SharePoint® and
Microsoft® SQL Server®.

Applies to: Microsoft Excel 2010 and 2013.

1. Establish if your computer meets the applicable system requirements. The requirements for Microsoft Excel 2010 are:
e Windows XP with Service Pack 3, Windows Vista with Service Pack 2, Windows 7, or Windows Server 2008 or higher
e NET Framework 3.5 SP1 may be required if you are not running Windows 7
e Excel 2010
e 3.5 gigabytes of free hard disk space
¢ 1 gigabyte of RAM (2 gigabytes or more is recommended)
® 500 MHz processor or higher

2. The PowerPivot installation must correspond to your Microsoft Excel 2010 installation. That is 32 or 64 bit installation.
3. Click on the link below from Microsoft to download the PowerPivot add-on.

Download PowerPivot for Microsoft Excel 2010

4. Click on Download.
5. Choose the files to download and select Next.
-
Choose the download you want
Filg Mare Sirw
Download Summary:
103 Raadhie_Powdrrot hom 12 KB
1. 160 Pl PowesPivotJor_Excel_ ks
L0ET 0 Poswtr ot _jod Esce_smdtlmsi e T
! 10 oAE PowerPvol_tor_ Esoel_dfurd SE.5 ME
Total Sice: 985 MB
6. Select Run, and then Next.

Open File - Security Warning u

Do you want to run this file?

L] Name: ..\Downloads\PowerPivot for Excel amdé4 (1].msi
I ‘:E Publisher: Microsoft Corporation

Type: Windows Installer Package

From: C\Users\edwin.chuza\Downloads\PowerPivot_f...

I .

[¥] Aways ask before opening this file

i | While files from the Intemet can be useful, this file type can
potentially harm your computer. Only run software from publishers
you trust. What '= the risk?

18
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) PowerPivot for Excel Setup - — — - u

Welcome to the Installation Wizard for
PowerPivot for Excel

Setup helps you install, modify or remove PowerPivot for Excel.
To continue, dick Next.

WARNIMNG: This program is protected by copyright law and
international treaties.

< Back l Next = I [ Cancel

7. Click on “l accept the terms in the license agreement” and then click Next.

ﬁ PowerPivot for Excel Setup u
L e— —

License Agreement

Flease read the folowing license agreement carefully,

MICROSOFT SOFTWARE LICENSE TERMS a3
MICROSOFT SQL SERVER POWERPIVOT FOR MICROSOFT EXCEL

These license terms are an agreement between Microsoft Corporation (or
based on where you live, one of its affiliates) and you. Please read them.
They apply to the software named above, which includes the media on which
you received it, if any. The terms also apply to any Microsoft

» updates,

@) I accept the terms in the license agreement |

() I do not accept the terms in the license agreement

[ < Back | | Next > 1 Cancel

8. Select Next, then Install, and Finish.

ﬁ.‘ PowerPivot for Excel Setup s S i s . S g

Completing the PowerPivot for Excel
installation

Setup has installed PowerPivot for Excel successfully. Click
Finish to exit.




9. Open Microsoft Excel 2010. You will notice that after installation, a PowerPivot has been created.

Review View Add-Ins

Home Insert Page Layout Formulas
A

Data
I = E & 8 B E
i | =N < | e = & ¢
owerPivot Hew Delete Measure | PivotTable Create  Update Settings Field

Window | Measure Measure Seftings Linked Table  All List
nch Meas“res Report 1l i i

If you are using Microsoft Excel 2013 you will have to activate instead of install the PowerPivot add-on.

NOTE: PowerPivot is only available for Office Professional Plus and Office 365 Professional Plus editions.

To activate PowerPivot in Excel 2013:
1. Select File, Options, Add-Ins, COM Add-ins, and Go...

Bl Options ~_ dik B B 0 W [t '.--l—:Lm

G I ; i i
eners [3. View and manage Microsoft Office Add-ins.

Formulas
Preafing Add-ins
Gritn Name = Location | Type =
Language Active Application Add-ins

Inquire Ch fice\ Officel S\DCP\NativeShimudll - COM Add-in L
Alchancec Microsoft Office PoweiPivet for Exel 113 C\...m\PowesPivotExcelClienthddindll  COM Add-in g
Custornize Ribbon PLDRILL.Connect Ci\on Files\BIComponents\PLDRILL.dll  COM Add-in

Power View Ch.in\AdHocReportingExcelClient.dll  COM Add-in

Quick Access Toolbar

= ] Inactive Application Add-ins
_ Anatysis ToolPak CASiLibrany\Anslyss\ANALYSIZ XL Excel Add-in

Trust Center Analysis ToolPak - VBA Chibran/\ Analysi\ ATPVBAEN XLAM  Excel Add-in
Bl Generstor ChoantAlchemeWizard vitalvstolocal  COM Add-in -
Add-in: Trguiire

Publisher: Micrasoft Corporation
Compatibality:  Ne compatibility infermation available
Lecation: C\Pregram Files (x36)\Microseft Office’\Officel S\DCF MativeShirn.dil

Description: NativeShirm Inquire Addins used by SpreadsheetiQ).

2. Then select Microsoft Office PowerPivot for Excel 2013 and OK.

COM Add-Ins ed

Add-Ins available:
D Bl Generator

1h il

Location: CAPROGRA~Z\MICROS~1\Officel S\DCPANATIVE~1.DLL
Load Behavior: Load at Startup

= o

After activating it, a PowerPivot tab will have been created and will show up on your menu.

“ HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  INQUIRE

@ WEhw=— BE 4 ¢

IBEI;\l.ligﬂ. Horizontally
Manage  Caleulated KPIs Addte Update Detect Settings
Fields - - Data Model Al
Data Model Calculations Shicer Allgnment Tables Relationships

20



How to set up a PivotTable using the PowerPivot add-on module

In the previous tip we showed you how to install the PowerPivot add-on module in Microsoft® Excel® 2010 and 2013 and how you
can use it to process immense volumes of data that cannot be efficiently handled by PivotTables. In this tip we want to show you how
to set up a PivotTable using PowerPivot to enable you to analyze large volumes of sales data efficiently. We will use a Product Sales by

category report as our example.
Note: Download the workbook to practice this exercise

Applies to: Microsoft Excel 2010 and 2013

The data below will be used to create a PivotTable using PowerPivot.

[l A B [ D E F G H | I | 1
1
Sales Person
2 Date Doc No Product Category Product ID Product Name Qty MName Unit Unit Price Total Sale
3 2013/03/01 INV115525 BEVERAGES BOHEDL Bohemian Grapey Tea 4 FRED BOX § 14580 § 599.20
4 20130302 INVI15445  BEVERAGES BOHENL Bohemian Grapay Tea 2 DAVE BOX & 14580 § &49.40
5 | 2013/03/02 INV115446 BEVERAGES CRYS02 Crystal Puddle Grape Jukce 2 FRED LT § 52257 § 1567.70
6 | 2013/03/D3 INV115454 CEREALS BIGMO3 Big Max Health Bran 3 DAVE BOX 5 7419 5 22358
7 2013/03/03 INVI15450 BEVERAGES BOHEDL Bohemian Grapey Tea 3 FRED BOX § 17303 § 519.08
8 2013/03/03 INV115453  OTHER DCs001 DC'S Samoosas 2 DAVE BOK & 34355 § 1030.65
9 2013/03/03 INV115445 OTHER RONADL Ronalds Dried Basil 4 DAVE PKT 5 17147 § 685.68
10, 2013/03/03 INV115456  ALCOMOL YARDOL Yardville Sherry 5 FRED IT & 28168 % 1408.39
11 2013/03/04 INVI15466 BEVERAGES CRYS03 Crystal Puddle Ranberry Juice 3 FRED LT $ 18000 § 540.00
12 20013/03/07 INVI15476  CEREALS HANKOS Hankles Mueseli 4 FRED BOX & 14727 § 589.08
13 2013/03/07 INV115477  OTHER PADDOZ Paddys Rock Pepper 3 FRED BTL 5 160.04 5 450.12
14| 2013/03/07 INVI154T1  ALCOHOL REDBOG Redberg Tequila 4 FRED IT 5§ 14647 % 585.88
1. Select the PowerPivot tab, and Create Linked Table in the Excel Data group, and them select OK.
m“n Insert Page Layout Formulas Data Review View Add-Ins
=3 === | qu—F' 8 “ - W
@ B X R E B B B
PowerPivot MNew Delete Measure | PivotTable Create pdate Settings Field
Window | Measure Measure Settings k : All List
Launch Measures Report Excel Data Options | Show/Hide | Relationship

i
Create Table

‘where is the data for your table?

AS2 55674

PR

[] My table has headers

2. Select the Home tab and PivotTable.
M Design | Linked Table
= & Faste Append IF (5| -~
. (£ Paste Replace ‘E/ H ﬂ

Paste . Fram From From Asuré Refresh
4 Copy Database = Report DataMarket -
Clipboard Get External Data

2013/03/01 12:00:00 AM

| or]

P8 poc vo B Product Category B3| Product 10 Bk
[2013/0... | INv115525 BEVERAGES
. INV115445 BEVERAGES

. INV115436 BEVERAGES

.. INV115354 CEREALS

. INV11S450 BEVERAGES

Data Type : Date - 4| sort Oldest to Newest | |
Format: 20090402 = | % | Sort Newsst to Oidest i
e | Clear All
$- % * 37 | §oCearson Filtars
PivotTable I | Sart and Filter
PivotChart

Chart and Table (Horizontal)
Chart and Table [Vertical)
Two Charts (Horizontal)

Two Charts [Vertical)

Four Chams

Flattened PivotTable 21
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3. A Create PivotTable screen will pop up. To place the PivotTable on a new worksheet, select New Worksheet and OK.

Create PivotTable - B

@ Mew Worksheet

() Existing Workshest

. 0

i Location: |Raw Data'lSC85 ﬁ

- o

! — — —_—

-
4. Using the field list placed on the right hand side of the worksheet arrange the fields into the different areas of the PivotTable.
& [ 3 [ 3 F G H ] ] £ L ] [ [} P Q| Fowetuot Fuid Lat -

] oarr i b add b et

il ettt —
1) 1  Tagiad 3
= G 25

5 e [T

8 Timon this PrvotTable Fegld :wcr;nm

? Lt b werk writh tha quw

L] PrcoTabie tay

L] Saten Ferion Bame

18 ()

1 iy P

12 el bale

nm

14

1% i8] Seen Vetcd ) Seom Ao
: |

= —— W Emport PEer 3 Colume Labain
13

¥
5. Place the fields as follows:

e Product Category, Product Name (Rows labels area)
e Total Sale (Values area)
e Sales Persons Name (Slicers Horizontal)

PowerPivot Field List -
Choosefields to add to report:

] |5v:.m:ﬂ‘:
=l Tablel
[ Date
[[] DocMNe
| S |wl Product Category
[ ] Product ID
|w Product Name
[] Oty
v Sales Person Name
[ Unit
[ Unit Price
|wl Total Sale

18] Slicers vertical i Slicers Horizon
Sales Person Ma..

“& Report Filter [ column Labels

1] Row Labels Z Values

Froduct Category ™ Surm of Total Saled
Product Mame ™




6. The PivotTable will be displayed.

Sales Person Name

| DAVE | FRED | TOM

Row Labels

=IALCOHOL
Captain Vital Signs Cane
Captain Vital Signs Rum
Mexi Cactus Drops
Redberg Brandy
Redberg Cane
Redberg Cider
Redberg Tequila
Redberg Vodka
Ricky Liguors - Brandy
Ricky Liguors - Vodka
Ricky Liguors - Whisky
Yardville Health Ale
Yardville Lager
Yardville Sherry

=/ BEVERAGES

~ | Sum of Total Sale
191783.3871
632.4387097
2409.925032
34867.741594
615.6580645
32882.85032
3123.870968
10711.69032
93693.83226
2945,419355
659.8193548
4633.548387
1589.032258
200.7741935
2816.741935
176009.9097

The PivotTable displays the Product Sales by category. Slicers, which are used to easily filter components are part of the PivotTable field
list and are automatically added to the PivotTable. By clicking on a Sales Person, say Dave, you are able to filter on the transactions or

sales made by Dave.
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How to calculate Sales Tax/Vat using PowerPivot Measures

In the previous tip we showed you how to set up a PivotTable using PowerPivot. In keeping to the same theme as the previous tip, we'll

show you how you can easily calculate Sales Tax/Vat using the Measures feature in the PowerPivot tab. If you’re an accountant you

may want to analyze the Sales Tax/Vat that will be paid on the products you’ve sold, luckily the Measures feature in the PowerPivot tab
enables you to create formulas in your PivotTable. We'll show you how in the steps below.

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2010 and 2013

1. Open the example exercise workbook, where a PivotTable is set up.
Row Labels |~ Sum of Total Sale
=IALCOHOL 191783.39
Captain Vital Signs Cane 632.44
Captain Vital Signs Rum 2409.93
Mexi Cactus Drops 34867.74
Redberg Brandy 615.66
Redberg Cane 32882.89
Redberg Cider 3123.87
Redberg Tequila 10711.69
Redberg Vodka 93693.83
Ricky Liguors - Brandy 2945.42
Ricky Liguors - Vodka 659.82
Ricky Liguors - Whisky 4633.55
Yardville Health Ale 1585.03
Yardville Lager 200.77
Yardville Sherry 2816.74
=IBEVERAGES 176009.91
2. Select any cell within the PivotTable.
3. Select the PowerPivot tab and then New Measures under the Measures group. Refer to the screen shot below.

Reviewr

m Home Insert Page Layaut Formulas D
& |5 ;
PowerPivot Hew
Window J Measuref

> Linked Table  All

L & &8 3

PivotTable Create  Update Settings

Vil

Developer Add-Ins
=g |

Detection|

.USt —

Launch S| cyres Report Excel Data Options | Show/Hide Relationship

4, In the Measure settings screen:
a. Rename the custom name to Sales Tax.
b. Enter the formula: =[ Sum of Total Sale]*14/100
i. Press the left square bracket key.

ii. Select Sum of Total Sale from the drop down list.

gL

i I [Sum of Total Sale]
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. Then enter *14/100
c. Click on Check formula, to ensure that the formula is correct.

Measure Settings M

Table name: Table1 -

Measure Name (All PivotTables):  Measure 1
Custom Name (This PivotTable):

| =[Sum of Total Sale]™14/100 |

® No emors in formula. -

5. Select OK.

The PivotTable with a calculated field (Sales Tax) will be displayed. The percentage rate for Sales Tax will vary for each country, we used
14% for illustration purposes. Measures can also be used to create advanced functions on PowerPivot.

Row Labels - Sum of Total Sale S5ales Tax

= ALCOHOL 101783.30 26849.67
Captain Vital Signs Cane 632.44 88.54
Captain Vital Signs Rum 2409.93 337.39
Mexi Cactus Drops 34867.74 488148
Redberg Brandy 515.66 B6.19
Redberg Cane 32882.85 4603.80
Redberg Cider 3123.87 437.34
Redberg Tequila 10711.65 1499.64
Redberg Vodka 93693.83 13117.14
Ricky Liguors - Brandy 2945.42 412.36
Ricky Liguors - vodka 659.82 92.37
Ricky Liguors - Whisky 4633.55 548.70
Yardville Health Ale 1589.03 222.46
Yardville Lager 200.77 28.11
Yardville Sherry 2816.74 394.34
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How to set up custom subtotals in a PivotTable

PivotTables are a very useful tool for business reporting especially when you have a lot of data to report on. PivotTables help you quickly
summarize, analyze, explore, and present large volumes of data. Did you know that you can summarize or analyze your data with more

than one subtotal? To demonstrate this, we show you how to summarize expenses by using the Sum and Average functions.

Note: Download the workbook to practice this exercise

Applies to: Microsoft® Excel® 2010 and 2013

1. Open the example exercise workbook, where a PivotTable is set up.
] A B C

1 Category |~ | Description | * | Amount
2 = Communication Cost
3 Cell Phones 15529.33
4 Courier and Postage 7411.57
5 Telephone and Fax 78267.84
6 -/Fees & Levies
7 Accounting Fees 3500
8 Consulting Fees 1991.21
9 Legal Fees 5923.04
10 | lLevies 5456.2
11 Skills Levies 3395.84
12 =Finance Charges & Fines
13 Finance Charges 1000
14 Fines 199806.74

15 =General Expenses

Select Field Settings from the list.

Select Custom under Subtotals and Filters.

From the functions list, select Sum and Average.
Click OK.

Field Scttings [

Source Mame: Category

o oA W

Custom Mame: |Catvag|::ur3-I |

Subtotals & Filters | Layout & Print

Subtotals

() Automatic

Right click on one of the categories within the PivotTable, for instance General Expenses.
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The expenses will be analyzed by the Sum and Average functions. Thus you can see the total and average expenses under one
subtotal.

A B C
10 Consulting Fees 1591.21
11 Legal Fees 5923.04
12| Levies 5456.2
13 Skills Levies 3395.84
14 Fees & Levies Sum 20266.29
15 Fees & Levies Average 4053.258
16 | ='Finance Charges & Fines
17 Finance Charges 1000
18 Fines 199306.74
15 Finance Charges & Fines Sum 200806.74
20 Finance Charges & Fines Average 100403.37
21 = General Expenses
22 Donations 1716.18
23 Entertainment Expenses 10927.56
24 General Expenses 2046.67
25 Gifts 151.84
26 Insurance 55782.59
27 General Expenses Sum 70624.84
28 General Expenses Average 14124.968

Learn 13 time saving Financial
Functions with this quick

Microsoft® Excel® Reference Guide!

Download Now
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How to set the Sum function as the default in a PivotTable

Sometimes when working with PivotTables, the Count function is set as the default instead of the Sum function. This can be frustrating
as you have to set each column value to Sum.

The problem is caused by having blank cells in the PivotTable source data and as a result the values default to count. In order to rectify
the problem you have to replace the blank cells with zero values. Follow the instructions below to see how:

Applies to: Microsoft® Excel® 2010 and 2013

1. To replace the blank cells with zero values in the example workbook:
a. Click on one of the values in the source worksheet.
b. Press F5.
c. Click Special.
i 2 |
Go to:
Reference:
| |
o ) [ ool ]

d. Select Blanks and then select OK.

Field Settings [ 2 [

Source Mame: Category

Custom MName: |Ca1:egur5-I |

Subtotals & Filters | Layout & Print

Subtotals

() Automatic

() None

F!} Custom

Select one or more functions:

-
Count
E

Maix

Product 4

Include new items in manual filter

.
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e. Enter 0 in one of the blank cells.
f. Press CTRL + Enter.

L F | 6 | H |
Quantity Unit Price Product Sales
60 7 432

21 14 248

40 1" 426

2 15 26

5 15 64

10 14 144

15 29 432
[0 17 504
0 14 346

20 0 146

35 10 364

50 211 10540

4 7 25

20 12 216

2 25 50

14 0 140

10 19 144

g. To create a PivotTable with the Sum as the default.
i. Select any cell within the source worksheet.
i. Click on the Insert tab.

Home Page Layout Formulas
=ITEEVE
al EE = [ai+

Picture Clip Shapes SmartArt Screenshot
Art - -

Tables Hllustrations

iii. Select PivotTable.

iv. Click OK.

v. Move the Product Name field to the rows area.
vi. Move the Product Sales field to the values area.

Drag fields between areas below:
“W Report Filter T Column Labels
1] Row Labels *  Values

Product Mame = Sum of Produ... =




3 |Row Labels v!E‘»um of Product Sales
4 Alice Mutton 11537.06
5 Aniseed Syrup 2803.13
6 Boston Crab Meat 6622
7 |Camembert Pierrot 13088.16
8 Carnarvon Tigers 3413.64
9 |Chai 10042.02
10 |Chang TBET.T5
11 Chartreuse verte 646327
12 |Chef Anton's Cajun Seasoning 9043.2
13 |Chef Anton's Gumbo Mix 250
14 Chocolade 411532
15 |Cote de Blaye 6499 9
16 Escargots de Bourgogne 221414
17 Filo Mix 13606.94
16 |Fletemysost 8411.61
19 Geitost 19623.7
20 | Genen Shouyu 319221
21 | Gnocchi di nonna Alice 1334624
22 Gorgonzola Teling 8208.91
23 Grandma's Boysenberry Spread 1262
24 Gravad lax 126 .4
25 (Guarana Fantastica 773561
26 Gudbrandsdalsost 10549 57
27 Gula Malacca 776231
28 Gumbar Gummibarchen 16903.96
29 Gustafs Knackebrid 6631.9

A PivotTable with the Sum function as the default will be created. However if a PivotTable was set up with blank cells in the source data
the default for Products Sales would have been count instead of Sum.
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Additional Learning %

Learnt some handy tips and tricks in this e-book? Learn how to use Excel even
smarter.

This e-book is a just taste of how we can teach you to use Excel smarter. We also offer a unique training course, Excel on
Steroids, which focuses specifically on Excel features that are essential for business reporting.

How will the Excel on Steroids course benefit you? , — -
The course will help you become more efficient in using Excel for business reporting so ‘

you can: ! -

e Improve you reporting skills —

e Increase productivity -, Y=

L A

e Make better business decisions through improved report presentation and analysis

Excel on Steroids is offered classroom-based in South Africa for Microsoft Excel 2007,
2010 and 2018. It is also offered online on the Sage Intelligence Academy for Microsoft
Excel 2010 and 2013.

e For queries on classroom-based training in South Africa,_get in touch with us.

e For online training visit the Sage Intelligence Academy

For further information, please visit www.excelonsteroids.co.za
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Additional Learning %

Use Sage Intelligence, our Microsoft Excel-based reporting tool? Make the
most of it with our handy tips and tricks.

Sage Intelligence is a flexible Business Intelligence (Bl) reporting tool that gives you the freedom to design reports
according to your business’s unique requirements. And it’s built in Microsoft® Excel®, a tool you’re already familiar with.

If you already use Sage Intelligence, learn tips and tricks that will help you to
maximize your investment in Sage Intelligence so you can gain meaningful
insights from your data to give your company a competitive edge. Sage
Intelligence Tips and Tricks are published twice a month, and Sage Intelligence
Tips and Tricks e-books are available for you to download at no cost.

Don’t use Sage Intelligence and would like more information about it? Get in touch with us.

Facebook

f
€ Twitter
in,

LinkedIn

1 YouTube

For further information, please visit www.sageintelligence.com
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About The Sage Group plc

We provide small and medium sized organisations, and mid-market companies, with a range of easy-to-use, secure and efficient
business management software and services - from accounting, HR and payroll, to payments, enterprise resource planning and
customer relationship management. Our customers receive continuous advice and support through our global network of local experts
to help them solve their business problems, giving them the confidence to achieve their business ambitions. Formed in 1981, Sage
was floated on the London Stock Exchange in 1989 and entered the FTSE 100 in 1999. Sage has millions of customers and 12,975
employees in 23 countries covering the UK & Ireland, mainland Europe, North America, South Africa, Australia, Asia and Brazil. For
further information please visit
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