
Making a Pivot Table
A Pivot Table is used to do calculations on a set of data. In this example we have the English
marks for males and females in two classes. Both classes sat the same test. We want to find
out:

1. Did Class_1 do better than Class_2?
2. Did the girls do better than the boys?

1. Put the Marks, Class and Gender into columns in a spreadsheet.
2. Click somewhere in the data and then Insert -> Pivot Table

3. Click on OK



4. Now you make the Pivot Table by moving the headings into the correct box.

5. Before you click OK double click on Sum - Mark and change it to Average - Mark

6. Click on OK and then click OK again.
7. You should see this Pivot Table.

8. If you don’t see the Total Result row and column you will need to add totals by editing
the table and making sure that the totals are selected



ClickOK when finished.
9. Now format the table so that it looks like this.

10. Now you have the information to answer the two questions
11. If you want to you can make a column chart by clicking somewhere in the table and then

Insert ->Chart to make something like this,


