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Section 4 -
PivotTables and PivotCharts
What is a
PivotTable

In the earlier versions of Access, a Crosstab query was available.
Thistype of query was designed to evaluate numeric fieldsin a
Spreadsheet appearance.

The PivotTable view of data also presents data in a spreadsheet
appearance. PivotTablesin Access can use various objects as the
source: tables, forms, queries or reports. Y ou can use functions
such as sum, average, count, maximum and minimum to evaluate
numeric datain a PivotTable.

PivotTables have field placement options for both columns and
rows. The manipulation of field placement is easily accomplished
in PivotTableview. PivotTablesin Accessare similar to
PivotTablesin Excel, but they are not identical. If you are familiar
with creating PivotTables in Excel, it may take some time to be
comfortable with the differences.

Creating a PivotTable

PivotTables can be based on a query and displayed in PivotTable
View. PivotTables may be created with the Form Wizard or
Report Wizard.

In this exercise, you will build aPivotTable using the Form
Wizard and an existing query.

1. Open the database Tablesfor Pivots.mdb.
2. Click on the For ms Objects tab and click the [New] button.
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3. Select PivotTable Wizard and gryEmployees for the source.

+ bt Design Yiew

- Form ‘Wizard
e — SutoFarm: Colurnnar
= AutaFarm: Tabular
AutoForm: Datasheet
AutoForm: PivotTable

AutoForm: PivotChart
Chart \Wizard

This wizard creates a Form with
a Microsoft Excel PivotTable.

PivokTable Wizard

Choose the table or guery where

the object's data comes From: Iqr';.-'Empll:u';.-'ees j

4. Click the [OK] button.

A window defining PivotTables will open.
5. Click [Next].
6. Select all of thefields.

ES PivotTable Wizard |

Which fields would you like to include in your PivokTable object?
HEH A
EEtd
S i o Tables/Queries

HEH MR e

i |Query: qryEmplovess ;l
HEH I R
| Available Fields: Fields Chosen For Fivoting:

V¥ Show introductary page?

Cancel | < Back | [ext = Finish

‘8 P O Box 5218 e Charlotte, NC 28299-5218 & Phone: 888.274.0004 & Fax: 877.274.0004
“& Web site: www.solutionsrus.com “% E-mail: cpi@solutionsrus.com



Section 4 — Microsoft Access 2003 Advanced Page 3

7. Click the [Einish] button.
A blank PivotTable form will appear, as shown below.

B Microsoft Access

-2
Fle Edit Yiew PivotTable Tools Window Help Type & question for help
W-H R SR (]EEE =R AR 2 ENEIE=R=RaK") |
L J=su <

Drop Filter Fields Here
Drop Colurnn Fields Here

PivolTable Fi A
Drag items to the PivotTable list
W arvEmplayess

[F Fultiame

[Z] Department

[F) Pasition

[F pivision
Salary

Start Date: Drop Totals or Detail Fields Here
Start Dake By Wesk
Start Dake By Month

8. Fromthe PivotTable Field List, drag the Salary field to the
middle of the PivotTable where you see the text “Drop Totals
or Delete FieldsHere.”

9. Fromthe PivotTable Field List, drag the Department field to
the areadefined as “Drop Column FieldsHere.”

Notice the pivot is populated with the data from the Salary and
Department fields and both fields appear bold in the Field List.

Drop Filter Fields Hers
Department v|

Engineering |Marketing [ETETT ML & Pivot Table Field List E|
I=1 I

I +[=]

Draq items ko the PivotTabls list
|Sa|ary = Mo Totals
gryEmployvess

» §21,789.00 | $55,529.00 | §21835.00 | $56,751.00 e
§22341.00 | $21,789.00 | $39.854.00 | $49,000.00
§31995.00 | $56,854.00 | $56,762.00 | $62,308.00 P
$77.305.00 | $71534.00| $22500.00 | $41,225.00
$79,148.00 | $40,100.00 | $67 512.00 | $41,335.00 Sl
§33.215.00 | $39,812.00 | $43.222.00 | $66,900.00 Salary
§20054.00 | $32,400.00 | 23 476.00 | $32,125.00 Start Date
$39 87600 | $54,332.00 | $4609600 | §22 13500 Start Date By Week
$24 512,00 | $71,5663.00 | $47 S65.00 | $49 550,00 &-[3 Start Date By Month
$30 665.00 | $27 455.00 | $66,459.00
$76/690.00 | $54,895.00 | $74,155.00

$41,22500 | $44 72500

$36,224.00

§37 855.00

57 9R3 A0

oz
=
T
ur
=
2
L
=
=1
(%8
o=
2
(s}

Add ko I |Row Area |
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10. Drag the Position field to the area defined as “Drop Row
FieldsHere”

11. Drag the FullName field to the area defined as “Drop Filter
FieldsHere”
The completed PivotTable appears below.

E Microsoft Access - [qryEmplo:
=3 File Edit Mew PFivotTable Tools  Window Help Type a question for held

A EET=R=E]

Department » |
Admin Engineering |Marketing R and D [|PivotTable Field List |
|

+[=] 4[=] +[=T Drag ikems ko the PivotTable list
\Salary A |Sa|ary - |Sa\ary | i; aryEmployees

Admin. Assist. v §21,789.00 : Fu"NamE

$22341.00 E

Department

$31,855.00
528,840 Divisian

24 512,00

Chief Scientist 55675100 | | EEl Salary

$52 308,00 [#1-[5] Start Date

355 500 D\jsse 761,00 (Salarylle By wesk

Position

Cost Accountant $33,215.00 Start Date By Month

§33 875.00
$38,665.00
Engineering Mg, §71,534.00
§71,563.00
§75,462.00
Group Admin. Assist. $21,789.00 | $21,888.00 | %22135.00
$22,156.00 | $22,500.00
$23,500.00 | §23.476.00
$23,998.00 Add to Row Area
Group Myr. §57 512.00 |_I I
$66,459.00
74 155 00

PivotTahle Wiew

12. Save the form as frmEmployeesPivot.
Leave the form open for the next exercise.

Filtering Data in
a Pivot Table

In this exercise, you will filter the datain your PivotTable using
the selection arrows for Filter Fields, Row Fields and Column
Fields. Since fields currently occupy the Page, Row and Column
areas of the PivotTable, the field names will appear with drop-
down arrows similar to AutoFiltersin Excel. These arrows allow
you to filter data for each field added to the table.
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1. Click on thefilter arrow for the FullName field.
2. Click inthe check box to uncheck the All check box.

FuIINameF|

e

[(]Able, Saron
[C]Albert, Max
[ Alexi, Steven
[]Aruda, Felice

[JAsonte, Tany
[(]Barber, Lisa
[|Barth, Eil
[[|Beech, Susan

[]Berg, Bobby LI

Cancel |

3. Click in the appropriate check boxes for the following names:
Barber, Lisa; Ferngood, Jules; Fine, Caroline; Lin, Michael
and Wells, Jason.

4. Click the [OK] button.

The PivotTable is filtered by those names.

E qrvEmployees

FullHame ~
{Multiple tems)

Department -~ |
Admin Engineering |Marketing  |Grand Total

e =] e e
|Sa|ary = |Sa|ary = |Sa|ary * |Mo Tatals
F24 512.00

L]

Position

Adrmin. Assist.
Engineering Mar.
Product Marketer
Senior Engineer
Software Engineer
Grand Total

§71,663.00

$39,854.00

$a4,332.00

$36,224.00

nnananannns

5. Click thefilter arrow for the FullName field again and click
the All check box.

6. Click the [OK] button.
All the employees are now included in the table.

7. Click thefilter arrow for the Department field.
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8. Click to uncheck the All check box.

9. Click to select the check boxes for the Admin and Marketing
fields.

FullName ~

DepartmentF|

[l
[w]Asdrnin
[|Engineering

Admin. Assist.

Chief Seientist

Cancel
Cost Accountant

10. Click the [OK] button.
The PivotTable is filtered by the Department field.

FullName ~

Department ~ |
Adrnin Marketing | Grand Total
+] ] =]

|salary = ||Salary = [No Totals
Admin, Assist. v §21,789.00
$22.341.00
$31,995.00
$29,854.00
$24,512.00
Cost Accountant §33,215.00
$39,575.00
$38 565.00
Group Admin, Assist, §21,888.00
$22 500.00
$23,476.00
Group Magr. $67,512.00
¥66,459.00
§74,155.00
Product Marketer §39,354.00
$56,782.00
$43,222.00
$46,096.00
$47 565.00
$44,725.00

11. Check All for the Department field check box
12. Click on the [OK] button.
This will restore all of the Departments to the table.
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Part One

© N o U

Section 4
Summary Exercises

Open the AdvAccess database, if it is not already open.

Click the Forms Objects tab and create a new form using the
PivotTable Wizard.

Select qryFor PivotOr CrossT ab as the record source.

Select the following fields: Name, CategoryName,
ProductName and Customer Cost.

B qryForPivotOrCrossTab - E||

Drrop Filter Fields Here
Drop Column Fields Here

PivotTable Field List |

Draq items to the PivotTable list

Drop Row Fields Here|

+ Producthame
Category Mame
CuskomerCost

Drop Totals or Detail Fields Here

Drag Customer Cost to Drop Totals.

Drag Nameto Drop Filter Fields.

Drag Category Name to Drop Column Fields.
Drag ProductName to Drop Row Fields.
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9. Filter the Name field for Buchanan, Steven.

Frame ~
Buchanan, Steven
Category Name ~ |
Meat/Foultry Seafood Grand Total
+[-] +]= P
ProductMame - |CusmmerCnst - |CusmmerCDst = |Mo Totals
Alice Mutton B $555.00
B $3,500.00
$1,053.00
Baston Crab Meat = $308.70
] §772.80
Escargots de Bourgogne B $159.00
] $397.50
lkura B $310.00
] $436.00
Inlagd Sill = $304.00
Jack's New England Clarm Chowder| $405.30
Maord-Ost Matjeshering = 4 $1,035.60
] §776.70
Paté chinois B $240.00
| $403.20

10. Click on the (+) in the Grand Total column.
11. Right mouse click and select AutoCalc » Sum.

-

—
Hame
Buchanan, Steven

Category Name ~ |
Meat/Poultry Seafood Grand Tatal
+[=[ +[=[ +[=[
ProductName - |Cust0merCost - |Cust0merCost - |Cust0merCost -
Alice Mutton Bl $585.00 ' $585.00
$3,200.00 $3,200.00
$1.063.00 $1,063.00
$5,538.00 $5,538.00
Boston Crab Meat B ‘ $308.70 $308.70
| §772.50 §772.50
$1,081.50 $1,081.50

12. Click on the (-) to hide details.

Category Name ~ |
eat/Poultry Seafood Grand Total
=T +1=1 +T=1
|CustamerCnst * | [CustomerCost « |Sum of CustomerCost
$555.00 $5,535.00
$3,900.00
$1.,053.00
$5,535.00
$308.70 $1,081.50
§772.80
$1.081.60
$159.00 $556.50
$397.50
$556.50
$310.00 $806.00
$496.00

13. Save the form as frmPr oductsPivot.
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14. Switch to PivotChart View.

ESl aryForPivotOrCrossTab

Buchanan, Steven

Sum of CustomerCost

$6,000.00

5,000,00

$4,000.00 4

$3,000,00

i
=

o
-
g

$2,000,00

$1,000.00

F0.00

Mest
Chovnder
Mord-Crst
Tourtigre ]

Bourgogne
Matjeshering

Rageds sid =

Alice Mutton
Boston Crab
Escargots de
Inlagd Sill
Jack's Mew
England Clam
P&te chinois
Perth Pasties

Axis Title

ProductName ~

Part Two
1. The Crosstab query was replaced by the

feature in Access.

PivotTables can be created as a ora
The areafor calculationsin aPivotTableis called

4. Selecting data from the drop down list of any section of a
PivotTableis called
5. The(-) inaPivotTable column indicates

6. When you export an Access PivotTable object to Excdl, itisa
separate file.
7. ThePivotTable may also beviewed asa
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