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SCENARIO 1: STRAIGHTFORWARD UNPIVOT

In this example we want to unpivot columns B:D and remove the Grand Total column (E).

» |Finchley

[
o

Ullnb w N e A

w0 ﬂlj\l-ﬂl

A

B C D

salesperson B 2013 B4 2014 B4 2015

. |Bromley
3 |Callahan

Coghill
Farnham

Fuller

3 |Gillingham

Gloucester

: Rayleigh

32,310.84 44,050.64 10,995.71 87,357.19
49,400.07 43,263.95 18,059.50 110,723.52
124,655.56 51,163.01 49,945.11 225,763.68
103,719.07 79,253.24 18,223.96 201,196.27
95,850.36 55,787.97 30,861.76 182,500.09
71,168.14 73,524.18 17,811.46 162,503.78
40,826.37 17,181.58 14,519.68 72,527.63
31,433.16 19,691.89 17,667.20 68,792.25
59,827.19 41,903.64 15,232.16 116,962.99,

E
B2 Grand Total B3

4 RENAME COLUMNS

Double click the Attribute column header and enter a new name; Year:

> fx || = Table.unpivotOtherColumns(#"Removed Co
3 . A% salesperson [~ | A% MR  [~]12 value [~]
v
& Bromley 2013 @ 32310.84
Bromley 2014 44050.64
2 Rromlex ms 10985 71

1 LOAD THE DATA

Data tab > From Table/Range. This will open the Query Editor window.

2 REMOVE GRAND TOTAL COLUMN

Left click to select it and press the Delete key, or go to the Home tab > Remove Columns, as
shown below.

» [E. Properties

]

= [ Advanced Editor 2
Cl

a)

Transform

Add Column View
[ o g

HH BH

l [_' '| % Data Type:
i

E Use Fir:

o

4

Close &  Refresh ho Keep Remove Split  Group
Load~  Preview~ [ Manage = Columns 7| Columns * | Rows~™ Rows~™ Column~ By ™2 Replact
Close Cuery Manage Columns Reduce Rows Sort Transform
> f:( \ = Table.TransformColumnTypes(Source,{{"5Salesperson”, type text}, {"2813",
2 [E3.]A% satesperson [~ |12 2013 ~ |12 2014 ~12 2005 |- |12 Grand Total n :
€ |F
6 1 |Bromiey 32310.84 44050.64 10995.71 87357.19
2 |Calishan 48400.07 43263.95 18059.5 110723.52
3 | Coghill 124655.56 51163.01 4594511 225753.68
4 |Famham

103719.07 7925324 18223.96 201156.27

" - wﬁ"ﬁ — M ., .

9 CHANGE YEAR COLUMN TYPE

Click the ABC icon in the Year column header > select 'Whole Number":

| E5. [a% solesperson -] A8 ear 2y,
1 |Bromley & Decimal Number
2 |Bromley $ Currency
3 | Bromiey I 123 Whole Number
4 |Callahan % Percentage

6 CLOSE AND LOAD

Now you're ready to load the data back into the Excel worksheet. Click the 'Close
& Load' button on the Home tab:

“ Home Transform Add Column View

[:2 Properties = L | o/

(& & X HH BH
= [} advanced Editor

Refresh Choose  Remove Keep Remove

Preview » (] Manage ~ Columns * Columns~ Rows~ Rows~
Query

Manage Columns Reduce Rows

3 UNPIVOT YEAR COLUMNS

Select the Salesperson column > right-click > Unpivot Other Columns:

v

Queries

r}GiIIinmm JE"\“ E,O’i, "-

[ % ||

= Table.RemoveColumns{#"Changed Type",{"Grand Total"})

.

4 |Farnham
5 | Finchiey
6 IFuIIer

7|

- A stesperran

Eg

[

:54

[« 112 2ma f'.l-]_z 2014 [

Copy 44050.
Remove 7 43263
Remove Other Columns 5 51163
Duplicate Column 7 79253.
Add Column From Examples... 5 55787.
4 73524.

Remove Duplicates

~

kil 3
Unpivot Columns

Unpivot Other Columns

Unpivot Only Selected Columns

P A1

Now you can create your PivotTable reports using data correctly formatted in a
Tabular layout:

A B C

1 ol g

2 Bromley 2013 32310.84

3 Bromley 2014 44050.64

4 |Bromley 2015 10995.71

5 |Callahan 2013 49400.07 SWIPE

6 |Callahan 2014 43263.95

7 |Callahan 2015 18059.5

8 |Coghill 2013 124655.56

9 |Coghill 2014 51163.01 Mynda Treacy
10 | Coghill 2015 49945.11 Microsoft MVP
11 |Farnham 2013 103719.07 Offes 10
12 |Farnham 2014 79253.24 FOLLOW ME oo ¥
13 Farnham 2015 18223.96 ON LINKEDIN %éh i
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SCENARIO 2: MULTI-COLUMN DATA TYPES

In this example we want to unpivot columns G &H (hours) and | & J (Cost) separately

A A B C D

1 -

2 |TC00001234 Project One Task One Resource 1 Manager 1
3 |TC00001234 Project One Task One Resource 2 Manager 2
4 |TC00001234 Project One Task Two Resource 2 Manager 2
5 |TC00001234 Project One Task Three  Resource 3 Manager 3

cw 22 34 1980 3060
cw 12 9 1056 792
cw 0 L 0 352
FTE 4.5 0 418.5 0,

1 LOAD THE DATA

Data tab > From Table/Range. This will open the Query Editor window.

2 UNPIVOT VALUES COLUMNS

Select the 4 columns containing values > rignt-click the column header > Unpivot:

¥
(=112 Jam Act. Hours = 123 FebAc. Hours =] 12 jam Act. Cost - 0% Fehanaa -]
2 - w0, B Copy M
12 £l 1056 %' Remove Columns
0 4
45 0

L Remgrve Other Columng
485
Remove Duplicates
Remqwve Ermors 5)
Lz Replace Values L

F v i
Change Type »
Transform ’
Merge Columns
Sum

Product

2, GroupBy.. |
E Unpivet Columns

Unpivet Other Columns

Move .

A A ek b W

4 PIVOT ATTRIBUTE.2 and VALUE COLUMNS

This will put the Hours and Costs values into separate columns.
Tip: Select the Attribute.2 column first, then select the Value column >
Transform tab > Pivot:

A% Resource Manager [~ A Type [~ | A Anribute.n - AL Awribute.2 v]12 vame  [~]
Manager 1 oW Jan Act. Houwrs 22
Manager 1 ow Feb Act. Hours 3

Pivot Column
Use the names in column "Attribute.2” to create new columns.

Values Column
Value - I

4 Advanced options.
Sum -

Leamn more about Pivot Column

3 SPLIT ATTRIBUTE COLUMN by NUMBER of CHARACTERS

Select the Attribute > Home tab > Split Column > by Number of Characters.

In the dialog box enter 3 (this will split after the month name) > Split; Once, as far left as

possible: -2 3 Duta bype: ot = [yrep—

i = ; v
HH HH il | © Toappendquenes = = L&
Keep Remove oup - Mansge  Dats sourc|
e e By Loy Replace Values 1] Combine Binaries | parsametors= | acttings
Reduce Fows Sort %Dﬂ_w [ Combne Farametess  Data Sour
ted Column®, ({"Attr.
W% Mesourceame |- | % Mesource Masager (- | % Type (- A% Awribe [~ |12 Vel
Besource 1 Manager | ow Jan Act. Mours 2
S— Manager | ow FebAck Hows "
Besource 1 Manager 1 o 1o Act Cont 1580
it A Matugee i o FebAcs Cast 2060
x
Split Column by Number of Characters
Specify the number of characters used 1o spiit the text column.
i ber of characters
oit
# G, as o bkt o possibie
Crce, o2 lor right a% possible
Repestedy
o Carce

Lo ]/ an
9 RENAME COLUMNS

Double click the column headers and rename as required:

Resource Manager [~ | A% Type [~ | A% Month [~ 12 Act. Hours [~ 12 Act.Cos{ |~
‘nager 1 ow Feb 34 3060
"snager 1 w Jan 22 1980
.ager2 cw Feb 9 792
nager 2 cw Jan 12 1056
1ager 3 FTE Feb 0 o
-nager 3 FTE Jan 45 4185
ager 2 cw Feb 4 352
.ager2 cw Jan 0 0

6 CLOSE AND LOAD

MNow you're ready to load the data back into the Excel worksheet. Click the 'Close
& Load' button on the Home tab.

7 . -
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SCENARIO 3: NESTED COLUMN HEADERS

4 A B | ¢ D _ E | e | & | H | 1 |

1] Jan Feb In this example we want to unpivot
2 |Project Code Project Name Task Name Resource Name Resource Manager Type ActHours  Act$  ActHours  Act$

3 [TC00001234 ProjectOne TaskOne  Resource 1 Manager 1 w 2 1980 34 3060 Columns G to.} but th? headers are
4 |TC00001234 ProjectOne TaskOne Resource?  Manager2 ow 12 1056 9 792 split over rows 1and 2.

5 |TC00001234 ProjectOne TaskTwo  Resource 2 Manager 2 cw 0 0 4 352

6 |TC00001234 ProjectOne Task Three Resource 3 Manager 3 FTE 4.5 418.5 0 0

1 FORMAT in EXCEL TABLE

Columni ﬂ Column2 ncolnmnlﬂcolumn«l ﬂ Column5 n Eolumnsn colnmnﬂ columnn Eolumnﬂ calumnln R 2 %
Jan Feb IMPORTANT:
Project Code Project Name Task Name Resource Name Resource Manager Type Act Hours ActS Act Hours ActS Do not select Where is the data for your table?
TC00001234 ProjectOne TaskOne Resource 1 Manager 1 ow 2 1980 34 3060 + . L SAS1:5I56 *
TCO0001234 ProjectOne TaskOne Resource2  Manager2 cow 12 1056 9 92 My table O enier] —
TCO0001234 ProjectOne  TaskTwo  Resource 2 Manager 2 ow 0 0 4 352 has headers'
TCO0001234 Project One  Task Three Resource 3 Manager 3 FTE a5 418.5 [} 0
Data tab > From Table/Range. This will open the Query Editor window. Merge Columns 1 and 2. | won't use a delimiter because the month values in
Column1 are all 3 characters long, so | can easily split the column by length later
3 TRANSPOSE NESTED HEADER COLUM = P traspose | Dot Type Ay e
] A —_ > o =
= Reverse Rows | 7 Detect Data Typi = Extract -
Transform tab > Transpose:  Use First Row ) Spiit Format -
As Headers - S—CountRows | (=] Rename bt To List Column- =~ S5 Parse~
Home  Transform Add Column  View . Table ol Text Column
= _ Datape Tt~ L, SOnOREIV e E @ ( fe || = Table.Fi110oun (= Transposy i
(8 Reverse Rows 7 Detect Data Type [T] Fill Rounding ~ ) - — - — - Concatenate the cu
Group Use First Row | E ) Date Time Du (3. 155 Columa1 [~ 155 Column2 [~ §25 Column3 § .ans (-] §35 Columng [-] | columns into one c
By asHeaders~ iJCountRows (=]l Rename - A = < 1 null ProjectCode  TC00001234 € 234 TC00001234
Table Date & Time Coluj 2 null Project Name Project One ne Project One
Transpose 3 null Tagk Name Task One Tagk Three
> pes (So 2e text}, {"Column5", type te: »
L Transpose this table, treating rows — - 4 null Resource Name  Resource 1 1‘ Resource 3
E [T, A8 Colug 35 columns and columns as rows.  hmn3 olumnd [~ |335 coumni0 [~ 5 null Resource Manag._. Manager 1 Manager 3
é 1 noll null null 6 null Type ow -~ FTE
2 | Project Code Project Name Task Name Tgs ActS 7 Jan Act Hours o 4.5
3 |TCo0001234 Project One Task One - 34 3060 8 g acxs o0 455
— 9 Feb Act Hours - 4 0
Select Columnl > Transform tab > p . B tome | Tamstom | AddCowmn  View
Fill Down. £B Transpose Data Type: Any ~ Replace Valu Transpose the table back to its original
(& Reverse Rows T Detect Data Typ Iavout: | D D_mmt‘ AL
Use First Row 5 Count Rows EE f—— G Reverse Rows | |7 Detect Data Type
This will repeat the month names on | As Headers - i Cou e R Counthows | Bl Rename
each row where relevant: 52 Table
fx = Table.Transpose(#"Changed Type™) y
- = Transpose this table, treating rows
. 155 Columnl [~ 455 Column2 |~ |135 Column3 [~ 155 Columnd . A% s e o e e Y
1 null ProjectCode  TCODODI234  TCOOOD1234 1 Poecron L Jos
o N on Pro on 2 Project Name Project One Project
= ame . o 3 Task Name Task One Task
3 null Task Name Task One Task One 4 Resource Name Resource 1 Resourg
4 null Resource Name  Resource 1 Resource 2 5 Resource Manager  Manager 1 Manage
5 null Resource Manag... Manager 1 Manager 2 6 Type o o
6 null Type ow ow 7 JanAct Hours 2
7 Act Hours » e 10
5 ol As 1550 1 9 Febhct Hours 34
i 10 Febhats 3060
o I Act Hours 5 Co:ttlnued on : >
next page " P
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1 PROMOTE HEADERS to FIRST ROW

Now that the column labels are in one row we can promote them to the header.

Transform tab > Use First Row as Headers:

. Home

Add Col

Transform

., o A
Data ( i) Merge Columns XO [+]-] 2 4 Trigonometry
G asc s @@ 100
¥ 123 Bdract - 4 Rounding
t Statistics Standard Scientific ;. Date  Time |
5 Parse - - i+ Information - -
\ -5
Table Number Column Date & Time C

<t Column
Use First Row As Headers
ble.Trans -~

. 435 Comnl =] 155 Colmn2 a6 [+ ]335 column7 [+ 135 columng [~ 135 Columne
1 Project Code Project Name JanAct Hours JanAct S FebAct Hours
2 TCO0001234 Project One . 22 1980
3 TC00001234 ProjectOne 4 12 1056
4 TO00001234 Project One 4\ 0 0
S TCO0001234 Project One 45 4185

~] 435 Column1o [~
FebAct S

34 3060

] 792

4 352

' [

8 UNPIVOT VALUES COLUMNS

Select the 4 columns containing values > right-click the column header > Unpivot:

| ABC
123 JanAct Hours fy Copy ct Hours.

wa

X Remove Columns

34

9

Remove Other Columns A
Remove Duplicates 0

Remove Errors

Replace Values...

Change Type ]

Transform »

Merge Columns
Sum

Product

Group By..

Unpivot Columns

Unpivot Other Columns

155 FebAct$

3060
792
352

o

10 PIVOT ATTRIBUTE.2 and VALUE COLUMNS

This will put the Hours and Costs values into separate columns.
Tip: Select the Attribute.2 column first, then select the Value column >
Transform tab > Pivot:

A% Resource Manager
Mariager 1

- A% Type
o
ow

- | A% Auibute.d

Jan

= A% Amibute.2
Act. Hours
AT Hours

= 12 Value -
22
34

Marager 1 Fen

Pivot Column

Use the names. in column “Attribute 2" 1o create new columns.

Values Column
l Value

4 Advanced options
Agqragate Value Functicn
Sum

Leam maore about Pivot Column

=]

Cancel

11 RENAME COLUMNS

Double click the column headers and rename as required:

Resource Manager |~ | AB. Type ELIABC Month [~ | 1.2 Act. Hours |~ | 12 Act. Cost| ;]

nager 1 ow Feb 34 3060
“anager 1 cw Jan 22 1980
ager2 ow Feb 9 792
ager 3 FTE Feb 2] (1]
-nager 3 FTE Jan 45 4185
ager2 w Feb 4 352
«ager2 =" Jan [ 0

9 SPLIT ATTRIBUTE COLUMN by NUMBER of CHARACTERS

Select the Attribute > Home tab

> Split Column

> by Number of Characters.

In the dialog box enter 3,

(this will split after the month name)

T DataType: Text =
=

Group |
By g Replace Values

By Delimiter
[» o= =, “Task

> Split; Once, as far left as possible: "= 7 i fesouree Mameer
fource 1 Manager 1
lource 1 Manager 1
jource 1 Manager 1
fource 1 Manager 1

o Merge Queries - —:J
" [ Use First Row as Headers = 7 Append Queries ~ —

Manage

44| Combine Binaries | parsmeters =
Combine Parameters

Name®, “Resource Name™, “Resourc

55w (- (M Asee

ow JanAct Hours

ow lanAct§

ow Fenact Hours

o FebAct 5

f imber of characters
Split
# Once, as far left as possible

Once, as far nght as possible
Repeatedly

Split Column by Number of Characters
Spacify the number of characters used 1o split the text column.

© My Online Training Hub Pty Ltd

12 CLOSE AND

‘

Now you're ready to load the data back into the Excel worksheet. Click the 'Close
& Load' button on the Home tab.

2 VOILA

Now you can create your PivotTable reports using data correctly formatted in a
Tabular layout:

a [ < o [ F G H i
Fl [Project code B Project Name B Task name B Resource Name [ Resource Manager [ Type Bl month B act wours B Act $
2 [TCO0001234  ProjectOne  TaskOne  Resourcel Manager 1 W Feb 34 3080
3 TC00001234  ProjectOne  TaskOne  Resourcel Manager 1 W Jan 22 1980
4 |TCO0001234 Project One Task One Resource 2 Manager 2 o Feb 9 2
5 TCO0001234  ProjectOne  TaskOne  Resource2 Manages 2 W Jan 12 1056
6 |TCO0001234 Project One TaskThree  Resource 3 Manager 3 FIE Feb o o
7 | TCO0001234 Project Gne TaskThree  Resource 3 Manager 3 FTE Jan 45 4185
8 |TCO0001234 Project One Task Two Resource 2 Manager 2 o Feb 4 352
9 |TCO0001234 Project One Task Two Resource 2 Manager 2 o Jan o Q
Mynda Treacy

Microsoft MVP
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SCENARIO 4: REPEATING ROWS

B c Select the Entitlements column > Transform tab > Pivot Column:

The data in columns B and C follows
a pattern of repeating rows.

Add Column View

A
1
:Ne c;art\, ulse :’lvot :0 help convert it ;7 Ea:: Bale, Brend;wozns:'o % £B Transpose DataType:Text = %, Replace Values ~
0 a tabular layout. ~ o= )
1 & Reverse Rows |7 Dete Type |4| Fill =
4 |Hourly Rate $2325 Group Use First Row Ic S i e
5 |Holiday Leave Hours 9.97 By  AsHeaders - iEjCountRows = Ren e —
6 |Holiday Leave Accrual $231.80 Table Any Column
7_ 23180 fx = Table.AddColumn(#*Added Index”, “Inserted
8 |Total: . Il .
9 | & Entitlements | ~ | 55 Value [<]12 ndex [
10 |Name gilling, Brian & |||S1]|Neme Gals, Brenda d
11 D.O.B. 2061952 | 2| D0OB. 27/02/1970 12:00:00 AM 1
12 |Hourly Rate $27.50 | 3 || Hourty Rate 23.25 2
13 |Holiday Leave Hours 5744 4 || Holiday Leave Hours 997 L]
14 |Holiday Leave Accrual $1.579.52
15 In the Pivot Column dialog box under 'Advanced Options' select 'Don't
16 |Total: Sk Aggregate':
17
18 \Name Brown, Bob Pi
=) e ivot Column
19 |D.0.B. 910211976
20_ HOUflv Rate $30.00 Use the names in column “Entitlements” to create new columns.
21 |Holiday Leave Hours 101.96 Values Column (7
22 |Holiday Leave Accrual $3,058.90 | Value - |
23_
24 Total: $3,058.90 4 Advanced options
= Aggregate Value Function & _
| Don't Aggregate |
Learn more about Pivot Column
1 LOAD THE DATA

Data tab > From Table/Range. This will open the Query Editor window.

9 FILLUP
2 REMOVE ROWS Select the D.0.B. to Holiday Leave Accrual columns > Transform tab > Fill Up:

Remove rows we don't need. Select the Entitlements column > Filter > uncheck '(null)' and Mo | Add Column  View
Total': T f_:a Transpose Data Type: Any ~ {, Replace Values ~ lumns XO —|
% Entit [~  Reverse R 177 Detect Data Type 2 > =%
. A (4 lements -—l w ?E - “::hm :T ; Lot e Statistics Standard
1  Name ?l Sort Ascending .I iH Count Rows ename v - .
e um
2 %l Sort Descending -
3 Hourly Rate ear Sort fr [ = Table.Pivot(#"Added Index", List. :::p‘g(x 5", "Value")
4 Holiday Leave Hours lex [ )1255 Name -4 p.o.. solumn S Holiday Leave Accrual | - |
5 Holiday Leave Accrual B Clear Filter 0 Bale, Brenda null nuil
s |Name Remave Empty 1 null  27/02/1970 12:00:00 AM !
2 null null null
7 DOB. Text Filters 3 null null auil
8 Hourly Rate
9 Holiday Leave Hours | =garch
10 Holiday Leave Accrual [m] (Select All) 6 FILTER NAME COLUMN
N L
1 Remove the null rows. This will remove all of the rows that we don't need,
12 DOB. vl D.OB. leaving us with just one row per person.
13 Hourly Rate [ Holiday Leave Accrual - -
. & Holiday L H 155 Name %5 D.0.B. [~ 355 HourtyRate | - | 55
14 Holtdw Leave Hours oliday Leave Hours Bale. Brenda 8] Sort Ascending
15 Holiday Leave Accrual ] Hourly Rate 73] Sort Descending
16 Name [¥] Name .
'
17 D.0.B. X
18 Hourly Rate II‘ Billing, Brian Remave Empty
' i »
19 Holiday Leave Hours 1 Tt Fiters
3 ADD INDEX COLUMN S .
] W Bale, Brenda
Add Column > Index Column; From 0 or From 1, it doesn't really matter:
Home  Transform | AddColumn | View 1 DELETE INDEX COLUMN
’ X ; iti N | +— /% 1] Merge Columns i
f _f_.,'_. ABC o e We don't need the Index column anymore. Select the headers and press the
155 Extract ~
Custom Invoke Custorn Format al:’ Delete key. -
Column  Function - ShParse~ Mynda Treacy (8] *;;'?'w@
el From1 Create a new column with an index }-f . - Microsoft MVP 321 .» x-uF‘t
| i myOnlineTraininghub H -
N starting at 0. y g FOLLOW ME L H{%
J fif g
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