Pivot Table Tutorial

Pivot tables are Microsoft Excel spreadsheets for arranging and summarizing large quantities of
data. For example, they can be used to create a table of per capita K-12 education spending in
California versus New York in 2002, or tax revenue to local governments over time. This four-
step tutorial is meant for the novice user. It shows how to perform basic manipulations of the
Expenditures pivot table available through the data depot at PPIC’s website.

Step 1

This pivot table shows California’s state and local spending by Function 1 and 2, for all years in
current dollars.
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Step 2

To display data for 2002 only, drag the year field up to just below the state field.
Click the downward pointing arrow for the year field, and select 2002.

E Microsoft Excel - Expenditures 2 [Read-Only] = ] ll

2] File Edit Yiew Inset Fomat Tools Data ‘window Help Typeaguestionforhelp - o & %
NEHRSSRIVE|$BRB- FE9 -

: BivotT able » '/‘_:] @ = & = E
{[Times NewHaan <] %8 %o - o-A-EEEl

& = -4 %)M 100z - ._g;.!

C11 -
A B [ ¢ [ o 5 ) T | [ & [ K [ C T[4

| 1 |Census of Governmenis, 1972 - 2002
| 2 |Expenditures

3

4 |Government Level State +Local -
| 5 |Expenditure Type (Al -

B |Census Code 1A -

7 |Hormalization Current § -

0 |State CA -

9 |[Vear [FNIT] -
| 11 [Sum of Amount o

12 |Function 1 199
| 13 |K-12 Education 1997 0,966
| 14 1998 3,334

15 1999 1,237

16 |K-12 Education Total < 2000 5,537
| 17 |Higher Educ 2001 7, 545
|18 | 3526

19 - 2003 — 2832

20 |Higher Educ Total =1 lan13
| 21 |Social Services | Ok I Cancel 3,229
|22 “laz17
| 23| W elfare Other Cash 7,017,440
|24 | Othet Vendor Payments 181,377
| 25 | W elfare Institutions 1,533,873
| 26 | Other Welfare 01,950,976

2 Veterans' Services 419,253

28 |Social Services Total 264171 D67
| 29 |Health Health Q7 873,776
Exl Own Hospitals 151,313,799 |

3 Other Hoseital 61 J;l
M 4 + »Expenditures IET| | r
Ready UM



Step 3

To display California’s Social Services spending in 2002, drag the Function 1 and Function 2
fields up to just below the year field. Then click the downward pointing arrow of the Function 1
field, and select Social Services.
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Step 4

To show Social Service spending in other states, drag the state field down into the column just
below the Sum of Amount field. Select the states of interest.
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