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Question: | use pivot tables and would like to reorganise all of my date fields into months. How can | do
this?

Answer: By using the Group option in the pivot table
Process (Excel 2003 and 2007):

Pivot tables are very powerful, allowing you to group the information in a table by any of the columns in
the table.
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However, there can sometimes be an issue with the date field. When a date column lists individual days,
the pivot table will group the information by the actual day listed which, while correct, may not be as
useful as having the information grouped by month. The graphic below shows the dates listed in column B,
and an example of how the pivot table groups those days in column G.
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To group this information into months, quarters or even years is a simple process. This example uses the
above table, with the Date field in the row area of the pivot table and the product sales in the values field.

1. Right-click on any date in the Row area and select Group...

Row Labels | - | Sum of Product Sales
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2. The Grouping dialogue box will be displayed. Select the Months option in the By area and then
click OK
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Row la__be_l_s_ézé Sum of Product Sales

2010/01/31 236
2010/02/02 2608
2010/02/03 739.9

2010/02/04

Auto
[V] Starting at: | ERFEEVERD
[¥] Ending at: | 2011/03/08

By

Seconds
Minutes
Hours

Mumber of days: 1

[ o || concel ]

The date information will now be grouped into the months listed in each date field.

B | c | D | E | F | G | H

3 Quantity Unit Price Product Sales

0/02/02 30 16 480

.0/02/02 70 30 2128 Row Labels | - | Sum of Product Sales
0/02/28 60 i 432 Jan 236
0/02/03 2 14 292 Feb 4758.1
0/02/03 40 11 448 Mar 1185.4
0/03/07 2 15 29 Apr 11424.8
1/03/07 5 15 76 May | 1533.8
0/03/07 10 14 144 Grand Total 19138.1
0/03/07 15 29 432

If you have any suggestions for an Excel Tips & Tricks topic, or you would like help with a particular
function, please email enablement@alchemex.com and yours could be the next Tip Of The Week.

Alchemex provides examples of MS Excel procedures for illustration only, without warranty either expressed or implied, including but not
limited to the implied warranties of merchantability and/or fitness for a particular purpose. The MS Excel procedures on this web site are
provided "as is" cannot be guaranteed that they can be used in all situations
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