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Agenda

1. Brief overview of spreadsheets in the market

2. Theory:

• Brief introduction to Microsoft Excel

• PivotTables

• Dashboards

3. Practical examples

• Simple PivotTables

• Advanced PivotTales

• PivotCharts

• Dashboard



Spreadsheet: The first ‘killer app’?



The other ground breakers…..



Spreadsheet programmes

OpenOffice.org Calc LibreOffice Calc

Calligra Sheets

Gnumeric

Google SheetsMicrosoft Excel

Kingsoft

NeoOffice



Market shares: Excel versus Google Sheets

Source: https://medium.com/grid-spreadsheets-run-the-world/excel-vs-google-

sheets-usage-nature-and-numbers-9dfa5d1cadbd

https://medium.com/grid-spreadsheets-run-the-world/excel-vs-google-sheets-usage-nature-and-numbers-9dfa5d1cadbd


Microsoft Excel: Introduction and overview 

Microsoft Excel is a spreadsheet application 

that was first launched by Microsoft 

Corporation in 1985.

In order to perform mathematical functions on 

the data, the program organizes the data into 

columns and rows.

This can then be manipulated through 

formulas that allow users to input and analyze 

large sets of data.

The uses of Microsoft Excel are practically 

limitless - especially when you combine it with 

the accompanying Office Suite Programs.

Source: https://excelsemipro.com/2019/10/history-of-microsoft-exce/

https://excelsemipro.com/2019/10/history-of-microsoft-exce/


Popular Features of Microsoft Excel

Top 10 features of Microsoft Excel to improve your ability to analyze data for your 

personal use or for your business:

1. Efficiently model and analyze almost any data

2. Zero in on the right data points quickly

3. Create data charts in a single cell

4. Access your spreadsheets from virtually anywhere

5. Connect, share, and accomplish more when working together

6. Take advantage of more interactive and dynamic PivotCharts

7. Add more sophistication to your data presentations

8. Do things easier and faster

9. Harness more power for building bigger, more complex spreadsheets

10. Publish and share through Excel Services

Source: https://99vibe.com/news/technology/the-history-of-microsoft-excel-and-how-it-came-to-be

https://99vibe.com/news/technology/the-history-of-microsoft-excel-and-how-it-came-to-be


What is a pivot table?

A pivot table is a table of statistics that summarizes the data of a more extensive 

table (such as from a database, spreadsheet, or business intelligence program). 

This summary might include sums, averages, or other statistics, which the pivot table 

groups together in a meaningful way.

Pivot tables are a technique in data processing. 

They arrange and rearrange (or "pivot") statistics

in order to draw attention to useful information.

Although pivot table is a generic term, Microsoft 

trademarked PivotTable in the United States in

1994 (cancelled in 2020).

Source: https://en.wikipedia.org/wiki/Pivot_table

https://en.wikipedia.org/wiki/Pivot_table


What is a dashboard?

A dashboard is a tool used for information

management and business intelligence.

Much like the dashboard of a car, data

dashboards organize, store, and display

important information from multiple data

sources into one, easy-to-access place.

Dashboards often provide at-a-glance 

views of key performance indicators (KPIs)

relevant to a particular objective or

business process.

Source: https://en.wikipedia.org/wiki/Pivot_table

https://en.wikipedia.org/wiki/Pivot_table
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Creating a pivot table

1. Select a range of data.

2. Format range as a Table (optional) 
and select a style.

3. Rename the Table (optional)

4. Click on the Insert ribbon tab and 
select PivotTable.

5. Confirm the table or range and 
location for the PivotTable.

6. Press OK.

7. Alternative: choose one of the 
Recommended PivotTables



Create PivotTable pop-up

Select table or 
range:

Confirm or 

amend the data 

sourceDetermine location:
New or specified 

location on the 

spreadsheet

Data Model:
Work with multiple 

tables in a relational 

database (HG)

External data 
source:

TBC (HG)



PivotTable: The Field List

Field selection area:
Can drag from here. 

Also toggle on/off

Options:
Choose layout and 

other factors

Values area:
Select count, sum, 

average, min, max

Columns area:
Choose what 

appears in columns 

(1 or more)

Filters area:
Choose global filter(s)

Rows area:
Choose what 

appears in rows (1 or 

more)

Defer Layout Update:
Toggle off when 

dealing with big 

tables, press Update 

to recalculate

Field list 
button:

Hide or expose 

the Field list



Slicers

Clear filter:
Resets the filter 

(selects all)

Multiselect:
Toggle between 

select only one item 

or several

Tip:
Slicers only work on a 

Table. 

Note: The features of 

Slicers vary per version / 

release of Excel.



Timelines

Clear filter:
Resets the filter 

(selects all)

Period:
Choose Years, 

Quarters Months or 

Days.
Tip:
Timelines only work on 

a PivotTable and 

needs a suitable date 

field.

Timeline bar:
Drag to choose 

relevant years, 

quarters months 

and/or days.

Note: The Timelines 

feature is not available 

in all versions of Excel.



Design 

Tip:
Click on any cell in a 

pivot table and 

openthe Design tab

Options for totals:
Use these to turn 

totals on/off

Note: The Design 

feature is not available 

in all versions of Excel.



Practical creation of PivotTables



https://bit.ly/GoDigitalWC_Pizza




Explore in Excel

1. Basic PivotTable

2. Advanced PivotTable

a) Slicers

b) Timeline

3. PivotCharts

4. Dashboard

5. Conditional formatting



Summary and conclusion



Summary and conclusion (the last slice)

1. PivotTables can be easily created 
from any tabular data

2. PivotTables provide alternative 
views of the data

3. PivotTables are complemented 
with PivotCharts

4. PivotTables and PivotCharts can be 
used to create meaningful 
dashboards for the presentation of 
your data

5. The best way to learn is to 
experiment with a data set -
experiment and have fun

6. This is just a first taste!



Thank you


