Quick Reference Card
How Create Excel Pivot Table

How to create and utilize a pivot table in Excel

Role: Supply Chain Buyer Staff Frequency: As Needed

**Creating a pivot table has many benefits, the below is how to create a pivot table from BA

Report data
e Open the spreadsheet containing the BA Report data

e At the top, under the “Insert” tab, select Pivot Table
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**The pop-up is confirming your data range to be used in the table

Click OK

[ Create PivotTable [m}

| Choose the data that you want to analyze
H ©§eled:atable ar range

Table/Range: | Sheet1!SA51:5R582

H O Use an external data source

Choose Connection...

Connection name:
Use this workbook's Data Model

£l Choose where you want the PivotTable report to be placed
H @ Mew Worksheet
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Location:

Ef Choose whether you want to analyze multiple tables

H |:| Add this data to the Data Model
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e Under the PivotTable Fields, move “Material” to Rows and “Order Quantity” to Values

PivotTable Fields ~ %

Choose fields to add to report: A
Search pel
Material -

[1 Manufacturer Part No.
[ Original Mfr part number
[] Vendor Material Number
[] Material Description

[ Equal To

[[] Base Unit of Measure

[ Order Unit

O Purchasing Document
] ttem

[] Document Date

[] Req. Tracking Number
Order Quantity

[ Supplier

] CDOM Mumber -

Drag fields between areas below:

Filters Columns
= Rows E Values
Material & Sum of Order ... ¥

e A table like the below will populate based off the data

[Row Labels ~ lSum of Order Quantity
10392 173
260498 12
262581 283
Grand Total 468
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**A VLOOKUP Function can be done to pull usage to another spreadsheet

ATTACANIENT A

— Function Arguments ? X
VLOOKUP
| | Lookup_value | A2 4+ = 10392
Table_array | [EXPORT.XL5¥]Sheet2!54:56 = 1
Col_index_num |2 | = 2
9 Range_lookup | qf 4 | = FALSE

Looks for a value in the leftmost column of a table, and then returns a value in the same row from a column you
specify. By default, the table must be sorted in an ascending order.

Range_lookup is a logical value: to find the closest match in the first column [sorted in
ascending order) = TRUE or omitted: find an exact match = FALSE,

Formula result =

Help on this function Cancel

**If "N/A" is returned for all rather than usage it could be a formatting issue between
value/text

**Example of all N/A returning but there is usage:

_ Material
Material |CC
ingMo |Met Price [Usage PCI I
3-007 348.00 #N/A 10332 7 » Fo3gz?
3-007  324.007 #N/A 260498 ; %0392
3-007 35100  #N/A 262581 i’ :]EEE‘E

**To fix this, on both sheets, select the column and click “ALT, A, E, F” on your keyboard,
click the refresh icon at the top under the Data Tab if needed
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**If "N/A" is still returned, there was no usage for those items for the time frame designated

**Break the link between the two sheets to keep the data and avoid error messages
e Click “Edit Links” at the top under the Data Tab
e Select "Break Link”, Confirm and Close
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