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Assumptions 

Microsoft 

Basic familiarity with Excel and Microsoft Windows XP and Microsoft Excel 2007 
installed on your computer 

Minnesota Dept of Education/Pearson  

Familiarity with MCA II Assessment Data (Minnesota Comprehensive Assessments II) 
Understand/Use óUniversal File.xlsô 
 

Note: Pivot charts do not work properly on Macintosh versions of MS Excel.  Visual basic 
macros do not work on Excel 2008 for the Mac.  A Macintosh computer with a Core 2 Duo 
processor running in the Windows mode and Excel for Windows loaded is the least-cost 
solution. 

 

 

Introduction 

Using Excelôs powerful pivot feature is considered to be an advanced spreadsheet topic, but itôs 
not as daunting as you might be led to believe.  Having an understanding of the mechanics of the 
pivot tables and charts will prepare you for ódrivingô them during presentations and using them for 
reports.  Hopefully, youôll also gain some appreciation for the work thatôs been put in to provide you 
with óready to runô collections of data. 
 
This guide focuses on a structured procedure to create pivot charts and tables specifically for use 
in working with MCA II assessment data.  After youôve created your first pivot table and pivot chart 
and explored how your data can be presented and analyzed, youôll have gained the necessary 
skills to move forward and experiment on your own.   
 
Your tabular source data is typically voluminous and complex.  The whole idea of using a pivot 
analysis is to distill or simplify that data so that it can be easily interpreted and evaluated.  So itôs 
really important to keep in mind that youôll often be working with SUMMARY data items.  This 
concept should become apparent as you learn to create pivot tables and pivot charts. 
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Constructing a Pivot Table 

 
After youôve taken initial steps to 
prepare the source data, your 
spreadsheet should look similar to the 
one shown at the right.  If yours looks 
significantly different make sure you 
understand WHY before continuing. 
 
Tip:  For rapid source file preparation, 
download and use the MCA II Data 
Groomer from ARCCôs website. 

 
 
 
 
 
 
 
 
 
With cell óA1ô selected, click on óInsertô 
on the Ribbon bar.  Then click on óPivot 
Tableô . 
  



User Guide ð Fundamentals For Pivot Analysis  Of Assessment Data  

Last Revised ï 11/17/2008                      5 

 
By default, all columns and rows 
containing data are selected.  Itôs 
probably best to work with this default 
selection of ALL data until youôve 
gained more experience. 
 
Make sure that the Pivot Table will be 
created in a New Worksheet. 
 
Click óOKô. 
 
 
 
 
 
 
 
 
 
 
 
Excel will create a new worksheet that looks similar to the one shown below. 
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This is a good time to take a moment to explain whatôs going on in this worksheet.  Data-wise, 
everything is done using the Pivot Table Fields List.  By default the top part of a Pivot Table Fields 
List is made up of all the available field headings from your source data worksheet.  You can either 
click the checkbox next to the field or click and drag it to the appropriate report area, below.  Itôs 
best to ódragô the desired field to the desired function as a report filter, column label or row label, or 
value because just clicking will appoint your selections by default and place them where you may 
not want/require them.  

 The Report Filter is used for limiting the report contents or Filtering.  An example might be to 
use student names, making it possible to display records belonging to a specific grade level.   

 The Row and Column Labels are self explanatory and usually donôt give users too much 
trouble.   

 The default Sum Values can get a little slippery to work with though.  By default any óalphaô 
field dropped into Sum Values are counted for the row and heading it belongs with.  
Numerical values are summed by the rows.   

 

Define Goals ï What Do You Want To Learn From The Data? 

Itôs really helpful to state a simple goal before you start dragging fields.  Now is a good time 
to define that goal:   

Goal Example 

ñShow proficiency counts for each grade level, by each achievement level, for each subject 
tested, for each year of data that is available.ò 

Determine Which Fields Will Be Needed 

After identifying information needs drag fields from the Pivot Table Field List and drop them into 
the 4 areas of the Pivot Table.   Listed in the table below are the óbare essentialsô fields needed to 
accomplish the goal statement are: 
 

Field Pivot Table Area 

Test Name Report Filters Area 

Test Subject Report Filters Area 

Achievement Level Column Fields Area 

Achievement Level Values Area 

Test Date Row Fields Area 

Grade Row Fields Area 
 
Note: Other fields can optionally be added to the Page Fields Area for filtering purposes, for instance, Special Ed 
and/or Free and Reduced Flags, etc. 
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(The table below specifies fields needed to make a Student Proficiency Growth illustration. After completing 
the user guide, try making your own pivot table and chart using this specification.) 
 

Field Pivot Table Area 

Student Name Report Filters Area 

Test Subject Row Fields Area 

Achievement Level Column Fields Area 

Score (maximum) Values Area 

Test Date Row Fields Area 

Grade Row Fields Area 
 

 
After youôve 
dragged and 
dropped the fields 
listed in the table 
(above), and 
depending where 
those fields are 
being used in the 
table, your pivot 
table might look 
similar to the one 
shown at the right. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Pivot Table Cleanup 

Does the Table Data Answer the Goal Statement?  

Constantly asking onesô self this question is an acquired discipline ï at least it is for me and I still 
struggle with it.  This will become evident as you begin experimenting with designing your own 
tables later on. 


