
Step 1

Go to 
Insert tab.
Highlight
all the data
Then Click 
PivotTable

Ensure 
that Create 
PivotTable 
options 
are 
selected 
like shown



Step 2

Highlight 
the 
numeric 
values in 
Column B 
and click 
the $

For this assignment 
we are looking for 
how much total 
money  each 
distribution company 
has made for this list 
of movies

Make sure
Lifetime_Gross and
Distributor are 
checked



Step 3

Double-Click 
header of 
column

Ensure that 
Sum is 
selected 

(this step may have happened automatically when the Pivot Table was created)

Step 4

Click the Row 
Labels drop 
down and 
Select “More 
Sort Options…”



Step 5

Sort 
Descending (Z 
to A) and 
Choose Sum of 
Lifetime Gross

Step 6

1.Go to the 
Insert Tab

2. Then 
highlight the 
data in the 
pivot table 
(avoid the 
header and 
total)

3. Click 
“Recommended 
Charts”

Create a Clustered Column 
Chart and Click “OK”



Step 7

Click the 
values on the 
Y-axis; It will 
bring up the 
Format Axis 
options for the
next step

Step 8

1.Click the bars

2.Click Axis 
Options

3.Change 
Display units 
to Billions



Step 9

Click on the 
title and 
change it to 
something 
with your last 
name

Step 10

Click and 
hold one 
of the 
white 
circles on 
the corner 
of the 
chart. 
Expand the 
chart to 
make the 
Distributor 
readable


