
Excel Pivot Tables and Charts    
(for Mac users) 
 
Pivot tables allow you to summarize data in Excel and can be especially useful if you want to 
derive meaning from a large set of non-numerical data. Once you’ve created a pivot table, you 
can then visualize this information using graphs and pie charts. This tutorial was adapted from a 
similar tutorial by Miriam Posner. 
 
Note: This tutorial was created with Mac OS version 10.10.5 and with Microsoft Excel for Mac 
version 15.24.   
 
Getting Started 
 
To begin, go to this github page for The Museum of Modern Art in New York. Click on the file 
Artists.csv, and you’ll be taken to a dataset of all artists in the museum’s collections.  
 
https://github.com/MuseumofModernArt/collection 
 

 
 
 
At the next page, click the ‘Download’ button. You’ll be taken to a webpage with the csv data. 
To download, click ‘File’ in the browser’s menu, then ‘Save page as…’ Create a name for the 
file (such a ‘Moma_Artists’) and format it as ‘comma-separated values’. Save it to your 
computer. Make sure the file saved as a .csv file. 
 



 
 
Now open the file in Microsoft excel. 
 
Charting Gender  
 
Let’s begin by using Pivot Tables to summarize the gender of the artists collected by the MoMA. 
Click on column E, the ‘Gender’ column, so that all cells in the column are selected. 
 
Now go to ‘Data’ in your Excel menu and click ‘Summarize with pivot chart’. You can also 
select the ‘Insert’ tab and click ‘Pivot Table.’ A dialogue box will appear – simply click ‘OK’.  
 
At this point, the Pivot Table Builder appears. Excel allows you to drag and drop the information 
you want summarized into boxes that arrange the data into tables. In this case, drag the field 
name ‘Gender’ in the first box down to both the Rows and Values boxes. 
 



 
 
 
Voila! You can now see how many women versus men are listed in MoMA’s artist data. Go 
ahead and rename this tab to ‘Gender.’ 
 
You can also create a chart with this information. First select only the data you want charted. 
Highlight the cells with the text ‘female’ and ‘male’ and their assigned values – four cells total. 
Then click on the ‘Insert’ tab. The chart options allow you to select between columns, bars, lines 
and scatter plots. Go ahead and try out different visualizations. You can also get a preview of 
these options by selecting ‘Recommended Charts.’ 



 

 
 
You can play around with the chart styles. Click anywhere on the chart, and the tab ‘Chart 
Design’ will appear. Click on the tab and you’ll see options for colors and layouts. 
 
You might also want to label your chart. On your chart, click on the text ‘Chart Title’ and 
rename the chart to your liking. If you want to add horizontal or vertical axis titles, click the 
‘Chart Design’ tab and in the options below, click ‘Add Chart Elements’ à ‘Axis Titles’. 
 
To delete a chart, select it and press the delete key. 
 
Sorting Data 
 
We can understand the artists in MoMA’s collection by examining their nationality. Go back to 
the original data by clicking on the ‘Artists’ tab and select another column this time, D 
(‘Nationality’). From here create a new pivot table.  
 
In the Pivot Table Builder, drag ‘Nationality’ into both the rows and values boxes. You now 
have a summary of the different countries in the collection. Label this new tab ‘Nationality’. 
 
At this point you’ll find the data will be cumbersome to visualize, given all the country variables. 
In order to reduce the data to a smaller set, we can sort the data so that it shows us which 
countries are represented the most in the collection.  
 
Click on the dropdown menu in the cell called ‘Row Labels’. A pop up window will appear. Sort 
by ‘count of nationality’ and select ‘Descending’. You can now see which countries have the 
most artists represented in the collection.  
 



 
 
If you want to visualize these, select the top 20 or 25 nations in the list and explore different 
charts in the menu. 
 
Correlating Data 
 
We can now create a more complex understanding of the artists in MoMA’s collection by 
correlating their nationality with their gender. Go back to the original data by clicking on the 
‘Artists’ tab and select two columns this time, D (‘Nationality’) and E (‘Gender’). From here 
create a new pivot table.  
 
In the Pivot Table Builder, first drag ‘Gender’ into the columns box and ‘Values’ box and drag 
‘Nationality’ into the row box. You now have a summary of the different countries in the 
collection by gender.  
 
Note: you can also drag ‘Nationality into the ‘Values’ box and achieve the same result. 
 
You can label this spreadsheet’s tab ‘Gender by Nationality.’ 
 
You can similarly sort by number of artists from each country. Again click on the drop down 
menu in the ‘Row Labels’ tab. In the ‘Sort by’ drop down menu, put ‘Count of gender.’ Click the 
‘Descending’ button.  
 
You can now select the top 20 or 25 countries and visualize how they correlate based on gender. 
Be sure to select the column headings (‘Row Label’, ‘Male’ and ‘Female’) and highlight only the 



first three columns (‘A’, ‘B’, and ‘C’) before making your chart.

 
 
Exporting Charts as Pictures or Charts 
 
To export your chart as a picture, click on the out edge of the chart to make sure that it has been 
selected in its entirety (and not an element within it). Next, control click slightly inside the chart 
to bring up a dropdown menu. Click ‘Save As Picture…’ 
 
In the pop up window, save your image in the format you like. As a JPEG, for instance, you can 
pull the chart into a Window document or import onto a webpage.   
 



 
 
To export your chart so that it’s readable in other Microsoft products, click on the out edge of the 
chart to make sure that it has been selected in its entirety (and not an element within it), then 
control click slightly inside the chart to bring up a dropdown menu. Click ‘Copy’. You can then 
paste the chart with all of its discreet elements into another Excel document or Microsoft word. 
 
Credits: 
Written by Morgan Currie, September 2016.	  
 
 


