EXCEL FILTERS AND PIVOT TABLES

Sarah Cohen, The Washington Post
(Updated for Excel 2007 by Jaimi Dowdell)

Some reporters choose to use Excel as a
little database. The reason is that it’s simple
and flexible for summarizing and filtering
small data sets.

The two key tools are filters and pivot
tables. Filters let you see just the items you
want, without changing the underlying data.
Pivot tables are powerful summary tools,
much like statistical software for large
databases. You’ll use them to create
crosstabs.

SETTING UP YOUR SPREADSHEET

There are two steps to get ready for a filter
or pivot table. One you have to do. The
other is optional, but will make your life
easier.

Make sure it looks like a database

To make a filter or pivot table work, you
need your data in columns all next to one
another, and rows without blanks. You also
need field or column names directly above
the data in a single cell:
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Make sure any totals, averages, notes or
other words you placed at the bottom are
separated by a blank row:

846 Total $2,786, 161,291
847 Average £3,305,085
848 Median $1,175,000
843

© INVESTIGATIVE REPORTERS AND EDITORS 2011

Name the database

You don’t have to do this, but it makes later
work easier.

Select the data, including the titles but
excluding the totals at the bottom (click in

your dataand | & o
4 oy
type ) [ Paste
Ctr|+ShIft+8 to Paste Special..
quickly make e
the selection). e Contents
Right click on Fiter 5
the SeIeCted [sri:n Comment ’
data and & Format C;Is...
Choose “Name Pick From Drop-down List..,
aranger |,
Now, type in a

name to represent the data range. | usually
call it “Database.”

Now whenever you want to refer to that
area, you can refer to the name Database
instead of its address.

Try it. Select any cell on your worksheet.
Now drop down the menu on the upper left
corner of your worksheet (where the cell
address usually appears) and pick Database:
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You’ll be taken to your data.

FILTERING

Select your database using its name, and
click on the Data tab. Under the Data
ribbon, select Filter. It looks like a funnel.
After you’ve clicked on it, drop-down
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menus will appear next to each of the
column headings:

Get External Data Connections
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1 [PLAvER ~ | SALARY_2{ = POSITION |~ Team
2 [Ad Bumen . New
3 |AJ Eke -
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Use the drop-down ’
{ Clear Filter From ‘League
menu to show only ~ © : :
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- v (elect All)
words, like AL ma
here: .
— S "~ Gormam
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Your row numbers will turn blue to give you
a visual clue that you’re filtering. The drop-
down arrow turns blue next to League to
show that it’s the field that’s filtered.

To return to all rows, drop down the filter
again and click on the box next to (Select
All).

Number Filtering

To choose numbers, you’ll usually want to
choose values greater than or less than a
certain value.

Drop down your menu in the appropriate
column and choose Number Filters. Then
choose “is greater than” and type in the
value:

Custom AutoFilter

Show rows where:
SALARY_2011

is greater than RAREEEEEE | v
®ad Oor
- -

Use ? to represent any single character
Use = to represent any series of characters
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REMOVING AFILTER

Make sure to get rid of any filters before
you sort or make any new calculations. To
remove the filter, choose Data tab and click
on Filter. Now all of the drop-downs will
disappear.

SETTING UP APIVOT TABLE

You have powerful summary tools with a
Pivot Table. It’s much like a Totals, Group
By or Summary query in a database
manager, but it allows even more flexibility.

To start a Pivot Table, select your data,
including the headings. Then choose the
Insert tab, then Pivot table and pivot table
again.

You’ll get a Pivot Table Wizard. Make sure
Excel recognized your database. If there
aren’t marching ants going around your
data, then type in Database if you named it.

Now make sure Excel recognized your
database:

Type in Database if you named the range.
You can also click in somewhere in your

data and type ctrl+shift+8 to highlight the
selection.

Create PivotTable @ @

Choose the data that you want to analyze
(&) Select a table or range
TebleRange: | STTTSICIEHERRRE E3

(O Use an external dats source

Choose where you want the PivotTable report to be placed
() New Worksheet
O Existing Warksheet
Location: 4

There’s no reason why you should put your
pivot table over your current work, so make
sure “New Worksheet” is select. Then click
“Ok.”

This is the meat of your pivot table. You’ll
drag the buttons for each element you want
to see from the right-hand side to the boxes.
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To add or delete elements

If the pivot table field list along the right
disappears, simply click back on your pivot
table along the left.

This brings you back to your choices for the
table.

(When you drag a column that contains only
numbers into the center, Data, area, Excel
assumes you want to add up the values.
Otherwise it assumes you want to count up

the lines, or players &
- - (o] PivotTable Field List v X
per team in this case.) N

Choose fisids to add to report:

[CIPLAYER
[CsaLary_2011
[Crosmmion
[JTeam
Em e L e [eague
PivotTable Active Field
A3 - fe| con
C =
1
2
3 |Coum of Team
4 [Team > |Total Drag fields betneen areas belon:
5 Arizona Diamondbacks 27 7 Report Filter 2 Column Labels
6 Atlanta Braves 26
7 |Baltimore Oricles 26
8 Boston Red Sox 27
9 Chicago Cubs 25 i Row Labels T values
10 | Chicago White Sox 27] lca e/ Counto ool
11 Cincinnati Reds 30
12 [Cleveland Indians an
[] Defer Layout Update
[EEERTeE) U ()

To change column or row headings

Type right over what Excel gave you:

PivotTable Active Field
| A3 -~ (> X v K|
A B C
1 | Drop Page Fields Here |
2
3 |Players per‘[eam| J_
4 |Team EleaI
5 |Arizona Diamondbacks 27
6 | Atlanta Braves 26
7 |Baltimore Oricles 26
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AUTOMATICALLY CALCULATING
PERCENTAGES

You can add data elements more than once,
and change how Excel presents them to you.
For example, let’s say you had a pivot table
with total salary by team as shown in the
following figure:

FvuLiaue ALLVE FIE anuws e

[ A4 - fe | Te: lz
A B i PivotTable Field List v x
1 Drop Page Fields Here
2 l Choose fields to add to report:
3 |Sum of SALARY_2011 [CleLaver
4 [Team ~ [Total [V]SALARY_2011
5 |Arizona Diamondbacks | 53639833 LIPosTion
6 |Atlanta Braves 87002692 =| [dTeam
" . [(League
7 |Baltimore Oriales 85304038
8 |Boston Red Sox 161762475
9 |Chicago Cubs 125047329
10 |Chicago White Sox 127789000
11 |Cincinnati Reds 73947134
12 |Cleveland Indians 49190566
13 Celorado Rockies 88148071
14 Detroit Tigers 105700231
15 |Florida Marlins 56944000
16 |Houston Astros 70694000 Drag fields between areas below:
17 |Kansas City Royals 36126000] ¥ Report Filter  column Labels
18 |Los Angeles Angels 138543166
19 |Los Angeles Dodgers 104188939
20 |Milwaukee Brewers 85497333
21 |Minnesota Twins 112737000
22 |New York Mets 118847309 f Row Labels Z Values
23 |New York Yankees 202689028 Team > Sum of SALA... ¥
24 Oakland Athletics 66536500
25 |Philadelphia Phillies 172976379
26 |Pittsburgh Pirates 43047000
27 |San Diego Padres 45869140 ] pefer Layout Update
W 4+ M| Sheet4 ~Sheetl - Sheet? ~Sh
Ready == 100% (=) 0)——

Drag another copy of the salary field into
your data area by dragging it under
“Values” in the lower right-hand corner of
the field list box:

Drag fields between areas below:
¥ Report Filter B column Labels

T Values =

£ Row Labels T Values

Team - Sum of SALA... ¥
Sum of SALA... ¥

[ Defer Layout Update

E[EEST e E===g ===
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Then click on the drop-down arrow next to
the “Sum of SALA...” you just added.
Select, “Value field settings...” Under

[ Value Field Settings T

Source Mame: SALARY_2011
Custom Mame: [Sum of SALARY_2011_2
Summarize by Show values as

Show values as

Mormal |
%o Difference From ~
Running Total in

%o of row

%o of column

o J [

“Show Data As”, click on the drop-down
menu and choose % of Total:

Notice under “Summarize by” that you can
change Sum to count, average, etc.

[ Value Field Settings 3

Source Mame: SALARY 2011

Custom Name: |Sum of SALARY_2011_2

i| Show values as

Summarize value field by

Choose the type of calculation that you want to use to summarize
the data from selected field

~

Count

Average

Max

Min

Product v

Mumber Format OK

] ’ Cancel

A B C D
1
2
3 Data
4 Team > |Sum of SALARY_2011 Sum of SALARY 2011 2
5 |Arizona Diamondbacks 53639833 1.93%
6 Atlanta Braves 87002692 3.12%
7 | Baltimore Orioles 85304038 3.06%
& BostonRed Sox 161762475 5.81%
9 Chicago Cubs 125047329 4.49%)|
10 Chicago White Sox 1271 Galibi <11 - A A $ % 1 F
11 Cincinnati Reds _
12 Cleveland Indians 491 BIEi-b-A-wAE
13 Colorado Rockies 8g1aen 1 reu]
14 |Detroit Tigers 1057 =2 | Lopy
15 Florida Marlins 569 (5| Eormat Cells..
16 Houston Astros 706 Number Farmat...
17 Kansas City Royals 361 |4 Refresh
18 Los Angeles Angels 1385 sort » (2
19 |Los Angeles Dodgers 1041 X | Remoye "Sum of SALARY_2011° Zl
20 Milwaukee Brewers 854
21 Minnesota Twins 1127 Summarize Data By '
22 New York Mets 1188 #2 | Show Details
23 New York Yankees 2026 @ | value Field Settings...
24 Dakland Athletics 665 PivotTable Options...
25 |Philadelphia Phillies 1729 B Hide Field List
26 Pittsburgh Pirates 450700 10279
27 |San Diego Padres 45869140 1.65%

A WORD ON PIVOT TABLE SETUPS

SORTING PIVOT TABLES

Newer versions of Excel have made this
very simple. If you’d like to sort by numbers
created in the pivot table, like the total
salary per team, simply right click on one of
the values and select sort then “smallest to
largest” or “largest to smallest.”
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Pivot tables are easy to read when they
follow Philip Meyer’s rule of thumb: Put the
independent field as columns, the dependent
field as rows, and calculate a column
percent.

Translation: Put whatever comes first in
time in the COLUMNS area, put whatever
comes last in time in ROWS and change
“Normal” to “% of Column” in the Show
Data As area.

That way you can read it normally, from left
to right.

You can use this for all kinds of stories: Do
women with expensive insurance get c-
sections more frequently than those covered
under Medicaid or charity cases? Do upper-
income minority homeowners get refused
loans more frequently than similarly
situated whites? How frequently do public
officials use their cell phones during work
hours?

TIPS, TRAPS AND FAQS

How do | get back to my original data?

At the bottom of your screen are little tabs,
like index markers. Click on the appropriate
one. If you haven’t named it, choose Sheet
1.
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Sort Largest to Smallest
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How do | get Pivot Tables to calculate
medians?

You don’t. It’s a key element missing from
both Pivot Tables and database management
programs. There are ways to calculate
medians for groups, but they’re quite
difficult.

How do | get a Pivot Table to update data
[’'ve changed in the original database?

Right click on the pivot table and select
“refresh.”

| get an error when | try to create the pivot

table.

You probably have a missing heading.
Check to make sure that the row above your
data is filled in with titles.

Creating bigger categories:

Rather than using formulas, it may be
simplest to create an “Other” category or
other groupings through a pivot table.

Put the values you want together next to one
another. Then select them, and choose the
Group button on your query and pivot
toolbar. You can also find “group” if you
right click on the values.
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