Task 7.  Filter, Sort and Pivot Tables.
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Filtering a list of data will display a chosen subset of that data. A second filter 

can bring up select information. 

Data can also be sorted alphabetically and numerically. To sort multiple data a table of criteria can be completed. A daily subtotal may also be displayed using the subtotals table of criteria.

Pivot tables are used to create a dynamic summary. Use the layout wizard to drag the field buttons into the pivot table. Use the floating toolbar chart icon to create a pivot table chart.
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Filtering.

Open the Task7PivotTable.xls worksheet with the Acme CD wholesaler’s details. Open a new worksheet and rename it Pivot, copy into your new worksheet.

1.    The list is long; to see the headings when scrolling, highlight the rows, (Menu > Window > Freeze Panes).

2.    Click on a heading, (Menu > Data > Filter > Auto Filter). Experiment by trying different filters on different columns. Click on the arrow to choose an entry, or select the top five or other criteria.

Sorting.

3.    Data can be sorted by column using the sort icon, but data in the other columns wouldn’t correspond, the information would all be wrong, try this but remember to click Undo. Therefore select (Menu > Data > Sort) and sort similar to the first table example above. 

4.    Data can be arranged into sub totals by criteria that is set, (Menu > Data > Sub Totals), and arrange similar to the table example above.  

Pivot Tables.

5.    Create a pivot chart, click  on a cell with data in the worksheet, select (Menu > Data > Pivot Table), (step 1 select next, step 2 the whole data is offered, select next, step 3 choose layout, drag over data to show in a pivot table, Ok, click finish.

6.    Use the pivot table toolbar to produce a chart.

7.    Experiment with different data and different styles of charts. Fields in a pivot table can be filtered by deselection of checkboxes.

8.    Save your work and print your pivot table.
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