Department of Atomic Energy

Administrative Training Institute

MS Excel – Create Pivot Table

Pivot Tables are useful for doing data analysis.  Using the same data, you can have different calculations and view.  Now please do the following. 

1. Create the following worksheet

	
	A
	B
	C
	D

	1
	Name
	Designation
	Unit
	Category

	2
	A
	LDC
	DAE
	SC

	3
	B
	UDC
	HWB
	ST

	4
	C
	STENO
	NFC
	SC

	5
	D
	LDC
	DAE
	GEN

	6
	E
	LDC
	DAE
	GEN

	7
	F
	LDC
	HWB
	GEN

	8
	G
	LDC
	HWB
	SC

	9
	H
	LDC
	NFC
	ST

	10
	K
	STENO
	DAE
	SC

	11
	L
	STENO
	DAE
	SC

	12
	M
	STENO
	DAE
	GEN

	13
	N
	STENO
	DAE
	OBC

	14
	P
	STENO
	DAE
	SC

	15
	Q
	UDC
	HWB
	ST

	16
	R
	UDC
	NFC
	SC

	17
	S
	UDC
	DAE
	GEN

	18
	T
	UDC
	DAE
	GEN

	19
	U
	UDC
	HWB
	GEN

	20
	V
	UDC
	HWB
	SC

	21
	W
	UDC
	NFC
	ST

	22
	X
	UDC
	DAE
	SC

	23
	Y
	UDC
	DAE
	SC

	24
	Z
	UDC
	DAE
	GEN

	25
	AA
	UDC
	DAE
	OBC
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2. Select the entire data

3. Click Data > Pivot Table and PivotChartReport

4. You will get Pivot Chat Wizard – Step 1 of 3 window (Please see figure)
5. Click Next

6. A window asking where is the data you want to use? will appear

7. If the dialogue box is blank, then click on the red button on the right hand corner

8. Select the entire data

9. Click next

10. A window will appear asking where do you want to put the pivot table
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Select new worksheet

12. Click Finish

13. You will get the following dialogue box
14. Click on Unit, drag it and drop it inside the box “drop column Fields here

15. Click on Category, drag it and drop it inside the box “drop row fields here”
16. Again click on Category, drag it and drop it inside the box “Drop Data items here”

17. Now you can see the comparative position of SC, ST, OBC & General in various Units

18. You will also see total number of SC, ST, OBC and General candidates

19. You can drag the dropped fields out and change the appearance.

20. Now put Units in Row area, Category in Column area and Data Area

21. This way we will be able to do analysis.

