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Who This Book Is For
This book is for advanced computer users who want 
to take their knowledge of this particular technology 
or software application to the next level. 

The Conventions in This Book
1 Steps
This book uses a step-by-step format to guide you 
easily through each task. Numbered steps are 
actions you must do; bulleted steps clarify a point, 
step, or optional feature; and indented steps give 
you the result.

2 Notes
Notes give additional information — special 
conditions that may occur during an operation, 
a situation that you want to avoid, or a cross 
reference to a related area of the book.

3 Icons and Buttons 
Icons and buttons show you exactly what you need 
to click to perform a step.

4 Extra or Apply It
An Extra section provides additional information 
about the preceding task — insider information and 
tips for ease and efficiency. An Apply It section takes 
the code from the preceding task one step further 
and allows you to take full advantage of it.

5 Bold
Bold type shows text or numbers you must type.

6 Italics
Italic type introduces and defines a new term.

7 Courier Font
Courier font indicates the use of scripting 
language code such as statements, operators, or 
functions, and code such as objects, methods, 
or properties.

How to Use This Visual Blueprint Book
Ch

apter 5: Filterin
g a PivotT

able

5

3

4

1

2

3 Click  and then 

select the orientation.

4 Specify the maximum 

number of fields that 

you want Excel to 

display in each 

column.

 If you select the 

Over, Then Down 

report filter layout in 

step 3, specify the 

maximum number of 

fields that you want 

Excel to display in 

each column.

Note: If you type 0 in the 
Report filter fields 
per column (or 
Report filter fields 
per row) box, Excel 
displays the report 
filter fields in a 
single row (or 
column).

5 Click OK.

• Excel reconfigures 

the layout of the 

report filter.

2 Click Options➔

PivotTable➔Options.

 The PivotTable Options 

dialog box appears.

1 Click any cell in the 

PivotTable.

Change the Report filter Layout

I n Chapter 3, you learned how to add multiple fields 
to the PivotTable’s report filter. When you add a 
second field to the report filter, Excel displays one 

field below the other, which is the basic report filter 
layout. However, many PivotTable applications require a 
large number of report filter fields, sometimes half a 
dozen or more, so displaying these fields vertically, one 
on top of another, may not be the best way to display 
your report. You can alter this default configuration by 
changing the report filter layout to one that suits the 
layout of the rest of the PivotTable.
Excel gives you two ways to change the report filter 
layout. The most basic change is to reconfigure how the 
report filter fields appear on the worksheet. That is, 

instead of displaying the fields vertically (one on top of 
another), you can display the fields horizontally (one 
beside another).
After you select the basic orientation, you can change 
whether Excel displays the fields in multiple columns or 
rows. For example, if you choose the vertical orientation 
(Excel calls it Down, Then Over), you can also specify the 
number of fields that appear in each column. If you have, 
say, six report filter fields and you specify two columns, 
Excel displays the first three fields in one column, and 
the other three fields in the next column. Similarly, if you 
choose the horizontal orientation (called Over, Then 
Down), you can also specify the number of fields that 
appear in each row.

Change the Report 
Filter Layout

If you want to use VBA to control the report filter layout, the PivotTable object has two properties you can 
work with: Report filterFieldOrder and Report filterFieldWrapCount. Use the Report 
filterFieldOrder property to set the report filter orientation (to either xlDownThenOver or 
xlOverThenDown); and use the Report filterFieldWrapCount property to set the number of rows or 
columns you want in the report filter layout. The following code sets these properties for a PivotTable object:

Example:

Set objPT = ActiveSheet.PivotTables(1)

With objPT

    .Report filterFieldOrder = xlOverThenDown

    .Report filterFieldWrapCount = 2

End With

2

1

4

3

5

6
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2

T he PivotTables and PivotCharts that you learn 
about in this book are part of the larger category 
of data analysis. You can get the most out of 

these tools if you have a broader understanding of what 
data analysis is, what its benefits are, and what other 
tools are available to you.
Data analysis is the application of tools and techniques to 
organize, study, reach conclusions and sometimes also 
make predictions about a specific collection of information. 
A sales manager might use data analysis to study the 
sales history of a product, determine the overall trend, 
and produce a forecast of future sales. A scientist might 
use data analysis to study experimental findings and 
determine the statistical significance of the results. 
A family might use data analysis to find the maximum 

mortgage it can afford or how much it must put aside 
each month to finance retirement or the kids’ education.
The point of data analysis is to understand information 
on some deeper, more meaningful level. By definition, 
raw data is a mere collection of facts that by themselves 
tell you little or nothing of any importance. To gain some 
understanding of the data, you must manipulate it in 
some meaningful way. This can be something as simple 
as finding the sum or average of a column of numbers or 
as complex as employing a full-scale regression analysis 
to determine the underlying trend of a range of values. 
Both are examples of data analysis, and Excel offers a 
number of tools — from the straightforward to the 
sophisticated — to meet even the most demanding needs.

Understanding 
Data Analysis

Data Entry

In many data analysis situations, the required data must be 

entered into the worksheet manually. For example, if you want 

to determine a potential monthly mortgage payment, you must 

first enter values such as the current interest rate, the 

principal, and the term. Manual data entry is suitable for small 

projects only, because entering hundreds or even thousands 

of values is time consuming and can lead to errors.

Imported Data

Most data analysis projects involve large amounts of data, and 

the fastest and most accurate way to get that data onto a 

worksheet is to import it from a non-Excel data source. In the 

simplest scenario, you can copy the data — from a text file, a 

Word table, or an Access datasheet — and then paste it into 

Data

a worksheet. However, most business and scientific data is 

stored in large databases, and Excel offers tools to import the 

data you need into your worksheet. See Appendixes B and C 

for more about these tools.

Table

After you have your data in the worksheet, you can leave it 

as a regular range and still apply many data analysis 

techniques to the data. However, if you convert the range 

into a table, Excel treats the data as a simple flat-file database 

and enables you to apply a number of database-specific 

analysis techniques to the table. To learn how to do this, 

see Chapter 2.

The “data” part of data analysis is a collection of numbers, 

dates, and text that represents the raw information you have 

to work with. In Excel, this data resides inside a worksheet 

and you get it there in one of two ways: You enter it by hand 

or you import it from an external source. You can then either 

leave the data as a regular range, or you can convert it into a 

table for easier data manipulation.
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have the same general structure: an equals sign (=) followed 

by one or more operands — which can be a value, a cell 

reference, a range, a range name, or a function name — 

separated by one or more operators, which are the symbols 

that combine the operands in some way, such as the plus 

sign (+) and the multiplication sign (*). For example, the 

formula =A1+A2 adds the values in cells A1 and A2.

Functions

A function is a predefined formula that is built in to Excel. 

Each function takes one or more inputs — called 

arguments, such as numbers or cell references — and then 

returns a result. Excel offers hundreds of functions and you 

can use them to compute averages, determine the future 

value of an investment, compare values, and much more.

In many cases, you perform data analysis on worksheet 

values by organizing those values into a data model, a 

collection of cells designed as a worksheet version of some 

real-world concept or scenario. The model includes not 

only the raw data, but also one or more cells that represent 

some analysis of the data. For example, a mortgage 

amortization model would have the mortgage data — 

interest rate, principal, and term — and cells that calculate 

the payment, principal, and interest over the term. For such 

calculations, you use formulas and Excel’s built-in 

functions, as described in Appendix A.

Formulas

A formula is a set of symbols and values that perform some 

kind of calculation and produce a result. All Excel formulas 

Data Models

What-If Analysis

One of the most common data analysis techniques is 

what-if analysis, where you set up worksheet models to 

analyze hypothetical situations. The what-if part comes 

from the fact that these situations usually come in the form 

of a question: “What happens to the monthly payment if 

the interest rate goes up by 2 percent?” “What will the 

sales be if you increase the advertising budget by 10 

percent?” Excel offers four what-if analysis tools: data 

tables, Goal Seek, Solver, and scenarios.

Data Tables

A data table is a range of cells where one column consists 

of a series of values, called input cells. You can then apply 

each of those inputs to a single formula, and Excel displays 

the results for each case. For example, you can use a data 

table to apply a series of interest rate values to a formula 

that calculates the monthly payment for a loan or 

mortgage.

Goal Seek

You use Excel’s Goal Seek tool when you want to manipulate 

one formula component — called the changing cell — in 

such a way that the formula produces a specific result. For 

example, in a break-even analysis, you determine the 

number of units of a product that you must sell for the profit 

to be 0. Given a formula that calculates profit, you can use 

Goal Seek to determine the break-even point.

Solver

You use Excel’s Solver tool when you want to manipulate 

multiple formula components — called the changing cells — 

in such a way that the formula produces the optimal result. 

For example, you can use Solver to tackle the so-called 

transportation problem, where the goal is to minimize the 

cost of shipping goods from several product plants to 

various warehouses around the country.

Scenarios

A scenario is a collection of input values that you plug into 

formulas within a model to produce a result. The idea is 

that you make up scenarios for various situations — for 

example, best-case, worst-case, and so on — and Excel’s 

Scenario Manager saves each one. Later you can apply any 

of the saved scenarios, and Excel automatically applies all 

the input values to the model. 
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