
Custom Sorting: Sort 
PivotTable row labels

Left-click a row label > drag 
it upward or downward to 
reorder

How to:

PivotTable Tricks Video & Practice File: https://bit.ly/pivottablefile24
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How to:

Timeline Slicer: Easily filter data across date

Insert tab > Timeline

2. Select a time level

3. Drag to select the desired timeline

1. Expose for time level selection

Home tab > Conditional Formatting > Colour Scales or Top/Bottom Rules

How to:

Calculated Fields: Perform custom calculations directly in your PivotTable

PivotTable Analyze > Fields, Items, & Sets > Calculated Field

Keep the original data source 
intact & minimize file size

Create an on-the-fly 
calculated field

Add the calculated 
field to the PivotTable

How to:

Conditional Formatting: Apply visual cues to your PivotTable data

Quickly identify pain 
points using a heat-map

Highlight top or 
bottom N values

4. Visualize data of the 
selected timeline

4. Visualize the values of 
the selected timeline

How to:

MoM, QoQ & YoY Analysis: Compare performance to prior periods

Right-click on any cell in Sum of Sales 2 column > Select ‘Show Value As’ > 
Select ‘Difference From’ > Select values for ‘Base Field’ & ‘Base Item’

© Copyright 2024
TEACHING YOU CAREER TRANSFORMING SKILLS Follow me for tips and tutorials

Follow me for tips and tutorials
Mynda Treacy

Drill Down: See underlying 
transactions behind values

×2

Double-click 
on any value 
field in a 
PivotTable

How to:

Report Pages: Automatically generate separate PivotTable 
reports for each filter item, such as each country or department.

PivotTable Analyze > 
Options > Show 
Report Filter Pages

How to:

Generate a new sheet for 
each country, to be shared 
with the corresponding 
stakeholders.

Slicer Connections: Single 
slicer filters multiple PivotTables

Right-click on the slicer > 
Select ‘Report Connections’ 
> Check Multiple PivotTables

How to:

Add the same 
field twice

Select desired time frame

Select comparison period

Comparison values will 
be calculated 
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