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UPDATE DATA BEHIND A PIVOT TABLE

Problem: You discovered that some of the underlying data in the pivot 
table is wrong. After correcting the number, the pivot table does not ap-
pear to include the change, as shown in Fig. 865.

Strategy: This is one of the important things to understand about pivot 
tables. When you create the pivot table, all of the data is loaded into 
memory to allow it to calculate quickly. When you change the data on the 
original worksheet, it does not automatically update the pivot table. 

Select a cell in the pivot table. The PivotTable toolbar will appear. As 
shown in Fig. 866, choose the Red exclamation point on the toolbar to 
recalculate the pivot table from the worksheet data.

Fig. 865

Fig. 866
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Result: The pivot table is updated, as shown in Fig. 867.

Additional Details: If you make changes to the underlying data, it 
could cause the table to grow. For example, if you re-classify some re-
cords from the East region to the Southeast region, be aware that choos-
ing the Refresh button will cause the table to grow by one column. If 
there happens to be other data in that column, Excel will warn you and 
ask if it is OK to overwrite those cells, as shown in Fig. 868.

Summary: Changes to the underlying data do not automatically get 
calculated in the pivot table. You must choose the red exclamation icon 
in the toolbar to have Excel re-read the original data.

Commands Discussed: Data – Pivot Table

Fig. 867

Fig. 868
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REPLACE BLANKS IN  
A PIVOT TABLE WITH ZEROES

Problem: Since you had no sales of a particular product in a particular 
region, Excel leaves those cells in the pivot table blank, as shown in Fig. 
869. This seems like a really bad idea. You’ve learned in this book that if 
your data has blanks instead of zeroes, Excel will assume that a column 
is a text column. It is really ironic that Microsoft would dare to use a 
blank cell in the middle of numeric results.

Strategy: When pivot tables first came out, there was no way to correct 
this. After much outcry from accountants everywhere, Microsoft gave us 
two ways to solve the problem.

Fig. 869



496 of 604 LEARN MICROSOFT EXCEL

Method 1: If you discover the problem after the fact in a completed 
pivot table, follow these steps.

1) Select one cell in the pivot table in order to display the PivotTable 
toolbar. From the toolbar, use the PivotTable dropdown and select 
the Table Options menu item, as shown in Fig. 870.

2) In the Table Options dialog, on the right side, locate the field called 
For Empty Cells, Show:, as shown in Fig. 871.

Fig. 870
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3) By default, this setting is 
blank. Type a zero in the 
textbox and choose OK, as 
shown in Fig. 872.

Fig. 871

Fig. 872
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Result: As you see in Fig. 873, blanks in the data section of the pivot 
table are shown as zeroes.

Method 2: The other method for having zeroes appear is to use the Op-
tions button in Step 3 of the PivotTable Wizard, as shown in Fig. 874. 
This button will open the same Options dialog as shown above.

Summary: Make sure to use the Options dialog to display empty cells 
as zeroes instead of blanks.

Commands Discussed: Data – Pivot Table

Fig. 873

Fig. 874
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ADD OR REMOVE FIELDS FROM  
AN EXISTING PIVOT TABLE

Problem: You’ve seen how easy it is to rearrange an existing pivot table, 
swapping Region and Product fields, as shown in Fig. 875. Now, what if 
you want to replace the Region field with the Customer field?

Strategy: In order to remove the Re-
gion field from the pivot table, click 
on the gray Region button and drag 
it off the pivot table, as shown in Fig. 
876. The mouse pointer will eventu-
ally change to include a red X, which is 
synonymous with Delete.

Fig. 875

Fig. 876
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This will remove the Region field from the pivot table, as shown in  
Fig. 877.

Select any cell in the pivot table and the PivotTable Field List will ap-
pear. This list is one of the things that look different in various versions 
of Excel. In Excel 2002 and 2003, the list is a floating box, as shown in 
Fig. 878, that appears when you select a cell in the pivot table.

In Excel 2000 and earlier versions, the Field List appears as a part of 
the PivotTable toolbar, as shown in Fig. 879. The toolbar expands when-
ever you select a cell in the pivot table.

Fig. 877

Fig. 878
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To add the customer field, drag the field from the Field List and drop it 
in the correct area on the pivot table, as shown in Fig. 880.

Fig. 879

Fig. 880
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Result: The new field is added to the pivot table, as shown in Fig. 881.

Summary: It is easy to remove or add fields to the pivot table by using 
the mouse to drag the field off or on the table.

Commands Discussed: Data – Pivot Table

SUMMARIZE PIVOT TABLE DATA  
BY THREE MEASURES

Problem: You want to summarize data by Region, Product, and Cus-
tomer. How can a two-dimensional report show three dimensions of 
data?

Strategy: Several views of the data are possible. From the PivotTable 
Field List, drag the Region field and drop it in the Row area of the pivot 
table, to the left of the Customer field, as shown in Fig. 882. 

Fig. 881
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Fig. 882
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Another option is to drag the third measure to the Column area of the 
pivot table, as shown in Fig. 883.

Even with this view, the report looks different if you move the Region 
field and drop it to the right of the Product field, as shown in Fig. 884.

Summary: You can use more than one field along either the row or col-
umn axis of the pivot table to produce more complex summaries.

Commands Discussed: Data – Pivot Table

Fig. 883

Fig. 884
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MAKE PIVOT TABLES BE TALLER THAN WIDE

Problem: An Excel worksheet has 256 columns and 65,536 rows. As 
you start adding fields to a pivot table, it is possible to quickly run out of 
columns, as shown in Fig. 885. If you want a report with products, cus-
tomers and regions, it can quickly get large. Three Regions x 10 Prod-
ucts x 300 customers would require 900 columns. 

Strategy: Make your pivot tables tall instead of wide. If you have most 
of the measures in the Row area of the pivot table, it is far less likely 
that you will run out of room for the table.

As shown in Fig. 886, this 668-row table fits fine going down the rows, 
but would fail if we tried to have it going across the columns.

Fig. 885

Fig. 886
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Summary: If you are going to have a combination of fields that will be 
larger than 255 columns, build the table to have these fields going down 
the rows.

Commands Discussed: Data – Pivot Table

MANUALLY RESEQUENCE THE ORDER OF 
DATA IN A PIVOT TABLE

Problem: A Pivot Table organizes data alphabetically by default. For 
the Region field, this means that the data is organized with Central 
first, East second, and West third, as shown in Fig. 887. Your manager 
wants the regions to appear in the order of “East, Central, West”. Un-
less you can convince the company to change the name of the Central 
region to the Middle region, the regions will not appear in the proper 
order. After unsuccessfully lobbying to have the Central region renamed 
to Middle, you need to find a way to have the following table sequenced 
with the East region first.

Strategy: It is amazing that this trick works. 

1) Select cell B4 in the pivot table, as shown in Fig. 888.

Fig. 887

Fig. 888
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2) Right in cell B4, start typing the word “East”, as shown in  
Fig. 889.

3) When you hit Enter, Excel senses what you are trying to do. All of 
the data from the East region moves to Column B. Excel automati-
cally moves the Central region heading and data to column C, as 
shown in Fig. 890.

You can easily use this trick to resequence the fields into whatever order 
is necessary.

Additional Details: The technique shown above will only change the 
Region sequence in a single pivot table. If you would like to change the 
sequence in all future pivot tables, create a custom list.

1) In a blank area of the worksheet, type your regions in the desired 
order in a column. Enter East in one cell, Central in the next cell, 
and West in the next cell. Select these three cells.

Fig. 889

Fig. 890
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2) From the menu, select Tools – Options. Go to the Custom Lists 
tab. At the bottom of the Custom Lists tab, there is a section called 
Import List from Cells. Your selected range will be in this field. As 
shown in Fig. 891, choose the Import button to add a custom list of 
East, Central, West.

All future pivot tables will automatically sort into Central, East, West 
sequence.

Summary: The manual sort feature of a pivot table is astounding. Sim-
ply type a heading in a new place to have Excel turn on manual sequenc-
ing of the data.

Commands Discussed: Data – Pivot Table

Fig. 891




