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Pivot Tables 

 
 
The major addition to Access 2003 is the inclusion of Pivot tables 
and Pivot charts. 
 
A Pivot table allows the user to evaluate data from a table or a 
query.  Instead of the field names that appear as columns in 
queries, a pivot table has fields in both columns and rows.  A 
summary area appears between the column and row headings (field 
names).   Pivots can summarize numeric data as a Sum , an 
Average, Max (maximum value) or Min (minimum value).  This 
feature has been included with Microsoft Excel for several 
versions. 
 
In this exercise you will create a query in the Customer database 
for a Pivot Table View. 
 
1. Open the Customer database. 

2. Click on the Query objects. 

3. Create a new query with the option: Create query in Design 

view. 

4. Add the Customer table. 

5. Select the following fields 
• ST 
• CUSTOMER 
• SALES ID 
• 2001 
• INDUSTRY 

6. Sort by Industry. 

7. Save the query as qryForPivot. 

8. Run the query. 

9. From the View menu, select PivotTableView. 

10. A blank screen with Drop field here instructions will appear. 
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11. Display the Field list, if it is not already displayed.  Use the 
View then Field List command. 
 

 
 

12. Drag the Industry field to the area with the description: 
Drop Columns Fields Here. 
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13. Drag the Sales Id field to the Drop Row Fields Here. 

 

 
 

14. Drag the 2001 field into the Drop Totals or Detail Fields 
Here workspace. 
Totals will appear for each year for each Industry. 
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15. Click on the list arrow for Industry. 
16. Click on the (All) option.  This will remove the checkmarks for 

all of the industry options. 
17. Click on the check boxes for only Health Care and 

Hospitality (or Catering Services). 
 

 
 

18. Click [OK]. 
Notice that only the two industries now appear in the table. 
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19. Right-click in the totals workspace (on any number cell) to 
open the context menu. 
 

 
 

20. Select AutoCalc and then Sum. 
The Totals for each Salesperson by Industry are displayed as a 
Sum for 2001. 
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21. In the menu, click on View and select PivotChart View. 
 

 
 

22. Save the Chart layout. 
23. Switch back to Pivot Table View and save that layout. 
24. Return to datasheet view. 
25. Save and close the Customer database. 
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