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Grouping 

If you've ever experimented with pivot tables on your own, you've probably found that 

when you insert a date field into the ROWS or COLUMNS section of a pivot table, you 

don't see the list of unique dates for that field as you'd expect, but you see the months. 

This is because the data of one month was automatically grouped into one row for the 

given month. It makes sense because you are rarely interested in such detail as 

individual days. Nevertheless, you do not have to accept the grouping of data by months 

and you can change it to another type of grouping or cancel grouping. 

In this chapter we will learn how to group field values. We'll find that grouping varies by 

field data type: 

• date-type fields, 

• number-type fields, 

• text-type fields. 

Grouping Date Fields 

Grouping date fields is completely self-explanatory. Companies are not interested in 

financial results for individual days, rather they are interested in financial results for 

individual months, quarters or years, and Excel is ready for this. 

If you have a date field in the ROWS or COLUMNS section of the pivot table and you 

want to see the data grouped in a different way than is set up, click on any date value in 

the pivot table and click the GROUP FIELD button on the PIVOT TABLE ANALYZE context 

tab. In the GROUPING dialog box, choose the desired time units by which you want to 

group the date. It is possible to select several time units by clicking the mouse. 
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Figure 1 Dialog box Grouping and an example of grouping by date field 

You can ungroup a group by clicking on any grouped value and clicking on the 

UNGROUP button on the PIVOT TABLE ANALYZE context tab. 

Grouping Number Fields 

Number fields can be grouped in a similar way to date fields, but the GROUPING dialog 

box looks different. In this box, using the BY property, you set the size of the number 

interval that will form groups of numbers. 

 

Figure 2 Dialog box Grouping and an example of grouping by number field 
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Grouping Text Fields 

For text fields, grouping works quite differently than for date or number fields. In 

principle, it is not possible to make any text intervals here, so there is no dialog box for 

grouping here, and grouping must be done only manually. 

If you want to group several text values in the rows or columns of the pivot table, you 

must select them in a block by clicking with the SHIFT or CTRL keys, and then clicking the 

GROUP SELECTION button on the PIVOT TABLE ANALYZE context tab. The default group 

name GroupX can be renamed by simply rewriting it. 

After the first group is created, the remaining values remain ungrouped, so you can 

continue grouping further in the same way. Just select the values at the value level and 

not at the group level. 

 

Figure 3 An example of manual grouping by text field 
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