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How to Easily Convert a Pivot Table to a Reqgular Table in Excel

While Excel's Pivot Table functionality is indispensable for advanced data analysis and

summarization, often users require the resulting output to be a static, traditional data range. This
transformation is necessary when the summarized data needs further manual manipulation,
external sharing without the associated pivot cache, or application of specific custom formatting
that is typically constrained within the pivot structure.

The primary method for converting a dynamic Pivot Table back into a conventional data table
involves carefully copying the displayed values and pasting them into a new location using the
Paste Special feature. This process, specifically selecting the option to paste only Values,

effectively detaches the summarized dataset from its underlying source data and eliminates the
dynamic pivot features, yielding a clean, fixed data structure.

This comprehensive guide details the necessary steps for achieving this conversion, ensuring that
the resulting data range is accurate and ready for subsequent analytical tasks or reporting needs.
We begin by preparing a sample dataset and creating the initial pivot table structure, followed by
the precise conversion procedure required in the Microsoft Spreadsheet environment.

The following step-by-step example provides a detailed walkthrough, illustrating how to effectively
convert an Excel pivot table object into a standard, static data range.

Setting the Foundation: Input Data Preparation

Before we can generate a pivot table for conversion, we must establish the underlying dataset. A
robust dataset is essential for creating meaningful summaries. For this example, we will utilize
sales data recorded across three distinct retail stores, encompassing different products sold and
their respective quantities.

It is crucial that the source data is organized in a tabular format, meaning each column has a
unique header, and there are no blank rows or columns interrupting the data flow. This structure
ensures that the pivot table creation process is seamless and accurate.

Let's begin by entering the following example sales data into a new worksheet, starting from cell
Al. This data includes fields for the Store Location, the Product Sold, and the Quantity of units
moved.
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A _ B E D E _ F

1 Store Product Quantity
2 A Laptop 4
3 |A TV 9
4 A TV 5
5 A Laptop 6
6 A Phone 6
7 B Phone 3
8 B TV 2
9 |B Laptop 7
10 B TV 5
11 B Phone 4
123 C Phone 4
13 [C Phone 6
14 C Laptop 3
58| C TV 10
16 |C Laptop 4
17

18 |

o) =
O

This source data will serve as the foundation upon which our dynamic summary tool will be built,
allowing us to rapidly aggregate sales quantities by product and store location.

Initiating the Pivot Table Creation Process

Once the source data has been correctly input, the next phase involves utilizing Excel's built-in
tools to construct the Pivot Table. Ensure that any cell within the data range (in this case, A1:C16)
is selected before proceeding.

To launch the PivotTable wizard, navigate to the top ribbon interface. Click on the Insert tab, which
houses all the insertion functionalities, and then locate and click the PivotTable icon, typically
situated on the far left of the ribbon within the Tables group. This action initiates the dialogue
necessary for defining the table parameters.

File Home Insert Draw  Page Layout  Formulas  Data  Review View  Devel
o o w '-_C|) Shapes v 33 SmartArt o .
0 | ) R o H Get Add-ins
- ¥ Icons 51 Screenshot v
- . B+
PivotTable Recommended Table Pictures ./J ; "
v PivotTables v 3D Models v DSy tuic e E
Tables Illustrations Add-ins

PSYCHOLOGICAL SCALES scales.arabpsychology.com



https://en.wikipedia.org/wiki/Microsoft_Excel
https://support.microsoft.com/en-us/office/create-a-pivottable-to-analyze-worksheet-data-a9a84538-bfe9-40a9-a8e9-f99134456576
https://scales.arabpsychology.com/?p=102190
https://scales.arabpsychology.com
https://scales.arabpsychology.com

How to Easily Convert a Pivot Table to a Reqgular Table in Excel

Defining the Pivot Table Scope and Location

Upon clicking the PivotTable icon, a new window labeled "Create PivotTable" will prompt the user
to define two critical parameters: the data source range and the placement of the resulting pivot
table. For our demonstration, the source data range is specified as A1:C16, encompassing all
headers and records we entered previously.

For placement, we will choose the option to place the pivot table in the Existing Worksheet rather
than creating a new sheet. It is strategic to place the pivot table adjacent to the source data for
easy reference. For this exercise, we will specify cell E1 as the starting point for the pivot table

output.
A B C D E ________ F G H
1 Store Product Quantity
2 A Laptop 4
3 A TV 9
4 A v 5 PivotTable from table or range ? X
5 |A Laptop 6
6 |A Phone 6 Select a table or range
7 B Phone 3 Table/Range: Sheet1!$A$1:$C$16 1
8 B v 2 Choose where you want the PivotTable to be placed
9 B Laptop 7
10 .B v 5 (O New Worksheet
1 B Bheone 4 @ Existing Worksheet
i [e Phone 4 Location:  Sheet1!$£$1 1
13 C Phone 6 Choose whether you want to analyze multiple tables
141C Laptop 3 [] Add this data to the Data Model
15 |C TV 10
16 C Laptop 4 oK Cancel
17
18
19
20
21
22
23

After confirming these settings by clicking OK, Excel generates a placeholder for the pivot table
starting at E1, and simultaneously, the crucial PivotTable Fields panel appears on the right side
of the screen, allowing us to structure the summarized data analysis.

Configuring the Pivot Table Fields for Summary
The structure of the Pivot Table is determined by how the available fields are distributed among the
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four quadrants of the Fields panel: Rows, Columns, Values, and Filters. Each placement dictates a
different aspect of the data aggregation and visualization.

To achieve a cross-tabulation summary showing the total quantity sold for each product at each
store, we execute the following dragging operations:

Drag the Store field into the Rows box to display store locations down the vertical axis.

Drag the Product field into the Columns box to display different product types across the
horizontal axis.

Drag the numeric field Quantity into the Values box. By default, Excel applies the SUM function,
calculating the total quantity for each intersection of Store and Product.

This configuration provides a highly organized summary of the transactional data.

= PivotTable Fields - X

Choose fields to add to report: &~

Search /D

[ Store
[ Product
|\—/_ Quantity

More Tables...

Drag fields between areas below:

Filters Columns
Preduct -
Rows ¥ Values
Store w: Sum of Quantity b
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Upon setting these fields, the pivot table will immediately populate the worksheet with the
aggregated values, providing a clear summary.

) E F G H J
Sum of Quantity Column Labels ~
Row Labels -~ Laptop Phone TV Grand Total
A 10 6 14 30
B 7 7 7 21
C 7 10 10 27
Grand Total 24 23 31 78

Transitioning from Dynamic Pivot to Static Data

The generated pivot table, while powerful, retains several dynamic properties, such as automatic
grouping, field drop-downs, and a linkage to the underlying data source. When the goal is to obtain
a simple, static snapshot of this aggregated data, these dynamic features must be stripped away.
This is where the conversion process, utilizing copying and pasting, becomes essential.

The core concept of this conversion method is to isolate the calculated result--the numbers and
labels displayed in the pivot table--from the formulas and structure that generated them. This
isolation prevents the data from automatically changing when the source data is updated or when
the pivot table itself is refreshed or modified.

To initiate the conversion, we must first carefully select the entire area occupied by the Pivot Table.
In our current example, this range extends from E1 (the starting cell we specified) down to 16,
covering the row labels, column headers, all aggregated counts, and the grand totals. Use the
mouse to select this entire block, or type the range into the Name Box and press Enter.

Once selected, press Ctrl+C (or navigate to the Home tab and click Copy) to place the entire
structure, including both values and formatting, onto the clipboard.
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A B C D E F G H I
1 |Store Product Quantity Sum of Quantity Column Labels - !
2 |A Laptop 4 Row Labels ! TV ~ Laptop Phone Grand Total
3 |A v 9 A 14 10 6 30
4 |A v 5 C 10 7 10 27
5 |A Laptop 6 B 7 7 7 21
6 |A Phone 6 Grand Total 31 24 23 78
7 B Phone 3
8 B vV 2
9 B Laptop 7
10 B v 5
11 B Phone 4
12 |C Phone 4
13 |C Phone 6
14 C Laptop 3
15 |C vV 10
16 |C Laptop 4
17
18
19

)
)

Executing the Conversion via Paste Special

The crucial step in converting the pivot table lies in the manner in which the copied data is pasted
back into the worksheet. Simply pasting normally (Ctrl+V) would often result in pasting the entire
pivot object or linked formulas, defeating the purpose of creating a static table. We must utilize the

Paste Special functionality.

First, choose a new destination cell for the static data. It is recommended to choose a location
clear of existing data to avoid overwriting or confusion; for instance, cell E8 in our current
worksheet. Select this cell, then right-click to bring up the context menu, or navigate to the Home
tab and click the arrow beneath the Paste icon.

From the Paste Options menu, select the option labeled Values (often represented by an icon
containing '123"). Choosing Values ensures that only the numerical results and text labels are
transferred, leaving behind all pivot table definitions, formulas, and connections to the source data.
This action achieves the desired conversion from a dynamic object to a static range.
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E8 v fx
A B G D E F G H |

1 Store Product Quantity Sum of Quantity Column Labels -}
2 A Laptop 4 Row Labels ! TV Laptop Phone Grand Total
3 A TV 9 A 14 — 5 30
4 A v 5 c (Calibi V11 VA A v % 9 EH 27
5 A Laptop 6 B BIZOvA-HEH RARE 71 21
6 A Phone 6 ‘GrandTotal ¢ 31 . 24 23 78
7 B Phone 3 X cut
8 |B TV 2
9 B Laptop 7 (® copy
10 B TV 5

EQIEI Paste Options:
11 B Phone 4

rn On Dy o

12 |C Phone 4 BIGL G Co 70,
13 |C Phone 6
14 C Laptop 3 Paste Special...
c L 10 §O; Smart Lookup
16 |C Laptop 4
17 Insert Copied Cells...
18
19 Delete...
20 Clear Contents
21
22 =

)
J

Reviewing the Final Static Data Output

Following the application of the Paste Special: Values command, the summarized data will appear
in the new location, starting at cell E8. This new range is functionally distinct from the original pivot
table object, even though its appearance may initially be similar.

The resulting structure is now an ordinary range of cells containing hard-coded values and text
strings, as opposed to links or pivot formulas. Examining the formula bar when selecting any cell
within this new range will confirm that the contents are static numbers, not references to the pivot
cache or complex formulas typical of dynamic objects.
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A B C D E F G H |
1 Store Product Quantity Sum of Quantity Column Labels ~!
2 A Laptop 4 Row Labels ! TV Laptop Phone Grand Total
3 A v 9 A 14 10 6 30
4 A 1Y 5 C 10 7 10 27
5 A Laptop 6 B 7 7 7 21
6 A Phone 6 iGrandTotaI 31 24 23 78!
7 B Phone 3
8 |B TV 2 Sum of Quantity Column Labels
9 (B Laptop 7 Row Labels TV Laptop Phone Grand Total
10 |B TV 5 A 14 10 6 30
11 (B Phone 4 C 10 7 10 27
12 |C Phone 4 B 7. 7 7 21
= C Phone 6 Grand Total 31 24 23 78
14 C Laptop 3 ﬁ
15 |C Y 10
16 |C Laptop 4
17
18
19
20

A key difference to notice is the absence of any specialized formatting, filtering dropdown arrows,
or the contextual PivotTable Analyze and Design tabs in the ribbon when this new range is
selected. We are simply left with a rectangular block of regular data values, entirely suitable for
custom formatting, filtering using standard Excel filters, or use as a source for other calculations or
charts.

Considerations and Best Practices for Data Conversion

While this method effectively converts the summarized data, users should be aware of several
important considerations. Firstly, this process is irreversible in the sense that the connection to the
original source data is severed; updating the original input will not update the newly created static
table. This snapshot nature is precisely why the conversion is performed.

Secondly, if the data requires custom formatting (e.g., currency symbols, percentage styling), this
must be applied manually to the new static table, as pasting only values typically strips away
advanced numerical formatting applied by the pivot table designer. It is often beneficial to apply a
simple formatting scheme immediately after the paste operation for improved clarity in data

analysis.

Finally, consider the inclusion of Grand Totals and Subtotals in your selection. If these summary
rows and columns are not needed in the final static output, ensure they are excluded from the
initial copy selection (E1:16 in our case) or deleted after the spreadsheet conversion is complete.
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Mastering this simple copy and Paste Special technique is vital for analysts requiring flexible
manipulation of summarized reports.

PSYCHOLOGICAL SCALES scales.arabpsychology.com



https://support.microsoft.com/en-us/office/paste-options-f1311029-73e0-474c-87d9-36104e76d91b
https://scales.arabpsychology.com/?p=102190
https://scales.arabpsychology.com
https://scales.arabpsychology.com

