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Step 1: Open either your 
own data or the “dummy 

data” provided. Click 
“Data” in the menu bar and 

select “Pivot Table and 
Pivot chart Report” from 

the drop down list. 



Step 2: In the dialogue box 
that comes up click

“Next >”



Step 3: MS Excel will 
automatically select the 

data. Click “Next >”



Step 4: In the dialogue box 
that comes up click

“Finish”



Step 5: Drag the variable 
“Schoolorprogram” from 

the Pivot Table Field List to 
the  area labeled “drop row 

fields here.”



Step 6: Drag the variable 
“Primary_Disability” from 
the Pivot Table Field List to 

the  same area as you 
dragged 

“SchoolorProgram”



Step 7: Drag the variable 
“prog_cat_OSEP1” from the 
Pivot Table Field List to the  
area labeled “Drop column 

fields here”



Step 8: Again, drag the 
variable “prog_cat_OSEP1” 
from the Pivot Table Field 
List but this time drop it 

into the area labeled “Drop 
data Items here”



Step 9: Click on the drop 
down menu to the right of 

the “SchoolorProgram” 
title, select programs  with 
more than 10 children in 

this data set that is 
programs ‘c’ ‘e’ ‘m’ ‘n’ and 

‘o’ and click OK 



Step 10: Click on the drop 
down menu to the right of 
the “Primary_Disability” 

title, select only Speech or 
Language Impairment



Step 11: Right click in a 
data cell. From the drop 

down menu that comes up 
select “Field Settings”



Step 12: In the Pivot Table 
Field dialogue box, click 

“Options>>”



Step 13: Under the “Show 
data as” drop down menu, 
select “% of row” and click 

“OK”



Step 14: Right click in the 
cell labeled “c Total.” Select 
“PivotChart” from the drop 
down menu that appears. 



Step 15: Right click in the 
chart area. From the drop 
down menu select “Chart 

Type” 



Step 16: In the chart 
dialogue box, click the top 
left option under column 

and click “OK”




