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Learn How to Add a Running Total to an Excel Pivot Table

Understanding cumulative performance is absolutely critical in sophisticated data analysis and

reporting. Whether your focus is tracking quarterly sales growth, monitoring project budget
consumption, or evaluating inventory depletion rates, the ability to visualize a running total offers
immediate, invaluable insight into the aggregated effect of individual data points across a given
timeline. This comprehensive guide is designed to walk you through the precise, step-by-step
process of adding a dynamic running total column directly into a Pivot Table within Microsoft
Excel, thereby dramatically enhancing your capacity to analyze trends, assess trajectory, and
ultimately make more informed business decisions.

Introduction to Running Totals and Cumulative Analysis in Excel

A running total, often technically referred to as a cumulative sum, represents a sequence of partial
sums derived from an ordered data set. In practical terms, each value calculated in this sequence
represents the combined total of the current data point and all preceding data points up to that
moment. For example, if you are analyzing a series of monthly revenue figures, the running total
reported for the month of May would encompass the entirety of sales accumulated from January
through May.

Implementing running totals directly within Excel Pivot Tables provides enormous analytical

flexibility. Pivot Tables are renowned as powerful, interactive tools that enable users to swiftly
aggregate, summarize, and analyze massive volumes of raw data. By seamlessly integrating a
running total calculation, you gain the capability to dynamically observe how your metrics
accumulate over time, eliminating the need to construct complex or error-prone formulas directly
within your source data sheet. This feature is particularly essential for critical tasks such as
tracking progress against annual or quarterly goals, monitoring cash flow projections, or assessing
customer acquisition velocity across a fiscal period.

This tutorial will detail a highly efficient and standardized method for calculating and displaying the
cumulative sum. By mastering this simple technique, you will transform a standard, static summary
report into a powerful, dynamic analytical instrument capable of delivering deeper operational
insights.

Step 1: Preparing and Structuring Your Source Data

The success and reliability of any Pivot Table analysis depend fundamentally upon the
organization and structure of the underlying data. For the purpose of this demonstration, we will
utilize a straightforward dataset detailing hypothetical monthly sales figures for a retail operation. It
is paramount that your source data is structured in a clean, tabular format, featuring distinct and
clearly labeled headers for every column, as this organization is mandatory for Excel's Pivot Table
engine to correctly identify and process the information.
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To begin, accurately enter the required data into a new spreadsheet. Our sample dataset requires
two main columns: one labeled Month (containing the temporal sequence) and a second labeled
Sales (containing the corresponding numerical amount). Ensure that every row represents a
unique record, that there are no blank rows or columns interrupting the data range, and that all
numerical values are consistently and correctly formatted as numbers or currency.

A B c D E

1 Month Sales

2 January 22
3 January 7
4 January 8
5 February 14
6 February 29
7 February 25
8 February 24
9 March 20
10 March 17
11 March 10
12 April 9
13 April 4
14 April 8
15

16

17

18

il

20

21

Maintaining your data within this clean, contiguous range is the prerequisite for Excel to effectively
select and process the information when creating the Pivot Table object. Attention to detail in this
initial preparation phase will guarantee the accuracy and reliability of all subsequent calculations
and analysis.

Step 2: Constructing the Core Pivot Table Structure

With the source data fully prepared and verified, the subsequent step involves establishing the
initial Pivot Table. This step will generate the basic summarized view of the sales data, which we
will then augment with the cumulative calculation. Excel's highly intuitive interface facilitates this
construction process efficiently.
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To initiate the Pivot Table creation, first select any cell within your structured data range (A1:B14).
Next, navigate to the Insert tab located on the top ribbon interface. Within the leftmost section of
this tab, locate and click the PivotTable icon; this action will launch the crucial "Create PivotTable"

dialog box.

File Home Insert Draw Page Layout Formulas Data Review  View  Devel
o= E=] (] IO shapes v 2= SmartArt i .
1% P XN o HA Get Add-ins

. : . ‘75 Icons @} Screenshot ¥

PivotTable Recommended Table Pictures /J dd-i o
v PivotTables v D 3DModels v 0 Myadd-tns B
Tables lllustrations Add-ins

In the "Create PivotTable" dialog box, you must define the scope of the data and the desired
location for the output. Confirm that the range A1:B14 is selected, as this range encapsulates the
headers and all required data points. For placement, select the "Existing Worksheet" option and
specify cell D1 as the starting point for the new table. Placing the Pivot Table adjacent to the
source data often improves workflow and visualization.

A B c | | D E i | G H
1 [Month  Sales
2 |January 22
3 |January 7
4 |January 8 PivotTable from table or range ? X
5 |February 14
6 |February 29 Select a table or range
7 |February 25 Table/Range: Sheet1!$A$1:$B$14 1
8 |February 21 Choose where you want the PivotTable to be placed
9 |idaiek . O New Worksheet
10 [March 17
11 |Mareh 10 @® Existing Worksheet
12 | April 9 Location: |Sheet1 ‘.$D$1‘ i
13 |April 4 Choose whether you want to analyze multiple tables
14 | April 8 [] Add this data to the Data Model
15
16 oK Cancel
17
18
19
20
21
22 |
23
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Once confirmed, the PivotTable Fields pane will appear. This pane dictates the layout of your
analysis. Drag the Month field into the Rows area, ensuring the monthly sequence forms the
primary axis of the table. Critically, drag the Sales field into the Values box two separate times.
The first instance will function as the standard monthly sum of sales, while the second, duplicate
instance will be subsequently manipulated to display the cumulative or running total.

1 PivotTable Fields v
Choose fields to add to report: & ~
Search 0O
Month
Sales
More Tables...

Drag fields between areas below:

" Filters Il Columns
> Values v
= Rows > Values
Month hé Sum of Sales hé
Sum of Sales2 -
=|IZI Defer Layout Update

The newly created Pivot Table will automatically populate, initially showing two identical columns,
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both summarizing the sum of sales for each month. This duplicate column, labeled "Sum of
Sales2," is the target we will convert into our powerful cumulative metric.

_ A : B : C _ D _ E F (
1 Month Sales Row Labels ~ Sum of Sales Sum of Sales2
2 January 22 January 37 37
3 January 7 February 92 92
4 January 8 March 47 47
5 |February 14 April 21 21
6 |February 29 Grand Total 197 197|
7 February 25
8 February 24
9 March 20
10 March 17
11 March 10
12 |April 9
13 |April 4
14 | April 8
15 |
16
i[5
18
=
20
21

Step 3: Implementing the Running Total Calculation via Value Field Settings

With the dual-column Pivot Table foundation now fully established, the next critical phase involves
transforming the second "Sum of Sales" column into the desired running total calculation. This
powerful transformation is achieved through a specialized configuration tool known as the "Value
Field Settings," which grants access to a wide array of calculations beyond standard sums or
averages.

To initiate the conversion, right-click on any numerical value situated within the Sum of Sales2
column of your Pivot Table. From the context menu that appears immediately, select the Value
Field Settings option. This action will launch the comprehensive dialog box, allowing detailed

customization of how the field's underlying values are displayed and calculated.
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FIs - -

S E Calibri ~/11 ~ A A § v % 9 B
Row Labels ~ SumofSales Sumo B I = <& v A v & o 60 00
January 37 37

February 92 bt

March 47 earc e menus

April 21 [@ Copy

Grand Total 197

Within the "Value Field Settings" dialog box, you must perform two essential steps. First, ensure
the reporting is clear by changing the Custom Name at the top to "Running Total." Second,
navigate to the Show Values As tab. Open the large dropdown menu located here and select the

option designated Running Total In. Immediately following this selection, you must define the

crucial Base field. Select Month from the provided list, as this instructs Excel to calculate the
progressive sum based on the chronological order of the months displayed in the row labels.

PSYCHOLOGICAL STATISTICS

Format Cells...

Number Format...

Refresh

Sort >
Remove "Sum of Sales2"

Summarize Values By >

Show Values As >

i# Value Field Settings...

PivotTable Options...
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[

A B D E F G H
1 Month Sales Row Labels| ~ Sum of Sales Sum of Sales2
2 January 22 January 37 37
3 |January 7 February 92| 92_|
4 January 8 March a7 47
5 February 14 April 21 21
6 February 29 Grand Total 197 197
7 February 25
8 February 24 Value Field Settings [/ X
9 March 20
10 March 17 Source Name: Sales
11 March 10 Custom Name: Running Total
12 April 9
13 ) April a Summarize Values By ~ Show Values As
14 April 8 Show values as
15 _
1 -
16
17 j Base field: Base item:
Month |
)
20
21 |
22
23 |
24 Number Format OK Cancel
25 A
26 |
27 |
28
29"
30

Upon clicking the OK button, the second column will instantly be transformed into the "Running

Total" column. This column will now dynamically display the cumulative sales figure accumulated

up to and including each corresponding row's month. This finalizes the technical configuration,

equipping your Pivot Table with a new and indispensable analytical dimension.
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| A B C D E | F _
1 |Month Sales Row Labels ~ |Sum of Sales Running Total
2 January 22 January 37 37
3 |January 7 February 92 129
4 January 8 March 47 176
5 February 14 April 21 197
6 |February 29 Grand Total 197
7 February 25
8 |February 24
9 March 20
10 |March 17
11 |March 10
12 April 9
13 |April 4
14 | April 8
15
16 |
7
18 |
19 |
20
21 |

Analyzing and Interpreting Cumulative Performance

The successful integration of the Running Total column fundamentally changes the interpretive

power of your Pivot Table. The figures presented here provide a year-to-date or period-to-date
perspective: each value represents the aggregate sum of all sales from the initial data point
through to that specific month. For example, by examining the running total for March, you are
immediately shown the total revenue generated from the combined sales of January, February,
and March.

This cumulative visualization is essential for several key analytical purposes. It allows analysts to
rapidly identify overarching growth trends, accurately assess progress against predetermined
annual objectives, and monitor the overall trajectory and momentum of sales performance.
Analysts frequently utilize this view to determine exactly when a financial milestone was achieved
or to quantify the total revenue generated across a partial fiscal year. This methodology forms a
core component of effective financial analysis and sophisticated performance tracking systems.

Furthermore, because this cumulative calculation is inherently linked to the Pivot Table framework,
its results remain fully dynamic and responsive. Should you update the underlying source data,
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alter the filtering criteria, or change the grouping structure of the Pivot Table, the running total will
automatically recalculate and refresh. This capability guarantees that your insights are always
consistent, current, and derived without the necessity of manual data manipulation.

Advanced Excel Proficiency and Resources

Achieving mastery in Excel is a continuous process that involves consistently learning and
applying specialized techniques. The ability to quickly and accurately generate a running total
within a Pivot Table is merely one example of the powerful features that can dramatically elevate
your data analysis skills. We strongly advocate exploring the full range of functionalities Excel
offers, as they are designed to streamline complex workflows and provide deeper, actionable
insights into your operational data.

To further enhance your proficiency in utilizing this essential tool for business intelligence and

high-level reporting, consider exploring tutorials and guides on related advanced topics.

The following resources can help you master other common, high-value analytical tasks within the
Excel environment:
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