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Assumptions 

Microsoft 

Windows XP and Microsoft Excel 2003 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 Mac 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.  Once 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
With cell óA1ô selected, click on the 
Excel menu, óDataô and select, óPivot 
Table and Pivot Chart Reportô 
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éthat will open the Pivot Table and Pivot 
Chart Wizard. 
 
In Step 1: 
Leave the selection for data that you 
want to analyze at óMicrosoft Office Excel 
list or databaseô. 
 
You can select EITHER option below 
because a Pivot Chart can be created 
manually following the creation of a Pivot 
Table.  Pivot charts are dependent upon 
pivot tables so for at least this one time, 
you know that the chicken came before 
the egg! 
 
Click óNextô. 
 
 
 
In Step 2: 
Notice that your entire set of data has 
been automatically selected.  This can 
be changed if you desire, but while 
youôre learning how this works itôs best 
to let Excel make the decisions for you. 
 
 
 
Click óNextô. 
 
 
 
 
 
In Step 3: 
Youôre asked where to create the new 
Pivot Table.  ALWAYS select óNew 
worksheet! 
 
 
 
 
 
Click óFinishô. 
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Excel will immediately open a new worksheet that should look similar to the one shown below. 
 

 
This is a good time to take a moment to explain whatôs going on in this worksheet.  Probably the 
most noticeable thing is the area outlined in blue that says óDrop Data Items Hereô.  Thatôs the 
empty pivot table. 

Functional Parts of a Pivot Table Worksheet: 

Page Fields Area 

The top portion of the pivot table is referred to as the Page Fields Area.  Itôs used for exactly 
the purpose that its name implies.  For example, if you drag the Student Name field from the 
Pivot Table Fields List and drop it into the Page Fields Area, youôll be able to view data for 
ALL, or INDIVIDUAL student names.  This is a useful place for FILTERS! For example, Free 
& Reduced Flags, Special Ed Flags, etc.  

Column Fields Area 

In this discussion the Column Fields Area is going to be used for MCA II Achievement 
Levels.  Column Fields will be used as labels for the data youôll be viewing, so if weôre using 


