Advance Excel

Lesson no. 5: Data Consolidation in Excel

Data Consolidation

Do you need to view and compare lots of data in a single spreadsheet? There is a quick and easy
way to do this — using the Data Consolidation tool. In this blog, Edmund, one of our Excel experts,
shares his top tips.

Data Consolidation allows you to gather together your data from separate worksheets into a
master worksheet. In other words, the Data Consolidation function takes data from a series of
worksheets or workbooks and summaries it into a single worksheet that you can update easily.

The trouble is, working with Data Consolidation can be tricky! Don’t be put off. Data Consolidation
is an incredibly useful tool that help you understand and present your data quickly and easily. The
screen may look daunting but like all great things, good planning is the key.

This example contains some tips from Edmund, one of our Excel experts, and will help you decide
how to organise your data before you start summarising it to get easily understandable results.

Here we look at:

1. Consolidating data from multiple worksheets to one summary within the same workbook.
2. Consolidating data from multiple workbooks to one summary in a new workbook.

NOTE: The following processes will work in Excel versions: 2007, 2010, 2013 and 2016. If you are
using an older version (Excel 2003 or older), this tip may not work for you.

Consolidate data in multiple worksheets within the same workbook

In our example, we have data for 3 years expenditure on tea, coffee and milk. The data is broken
down into quarters and stored in one year per worksheet in one workbook. We can create a
‘Consolidated Summary’ sheet which will show expenditure by year and quarter. It does not matter
if the data has the same arrangement of columns and rows or not. Excel will sort that out for you.
Amazing!
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Year 1 worksheet
A A B | ¢ | D | E |
1 Quarter1 Quarter2 Quarter3 Quarter4
2 Coffee £ 2,128 £ 3,526 £ 5372 £ 9,378
3 Tea £ 1,633 £ 5,392 £ 1,730
4 Milk f 4,837 £ 3,082 £ 5,272
C Lvesrn e [eara | Comsosteasimman |
Year 2 worksheet
8 Quarter1 Quarter2 Quarter3 Quarter4
o Coffee £ 2,944 £ 3,528 £ 7,822 £ 8,464
10 Milk £ 8,227 f 9,462 £ 2,748
11
[Yeari | Vear2 |vear3 || Consolidated summary | ()
Year 3 worksheet
7 Quarter4 Quarter 3 Quarter1
8 Coffee £ 9,664 £ 7,123 £ 2,643
9 Tea £ 7,356 £ 2,865 £ 6,092
10 Milk £ 6,787 £ 1,595 £ 8,356
11
Year1 | Yearz Year  Consolidated Summary
As you can see, Years 1, 2 and 3 each have different arrangements of columns and rows. There is
no tea in Year 2; in Year 3 the first quarter appears at the end of the table, there is no Quarter 2
and the Quarters are not in order. The ranges you consolidate do not have to be of the same size
in each worksheet, the number of rows or columns might be different from sheet to sheet. And yet,
you can still consolidate the data into a summary sheet. How incredible is that!
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Consolidation steps:

To start using the Data Consolidation tool, you need to select an empty sheet in the workbook as
your master worksheet or add a new one if necessary. The worksheet is renamed ‘Consolidated
Summary’.

Select the upper-left cell of the area where you want the consolidated data to appear.

On the Ribbon, Choose Data > Consolidateto view the Consolidate dialog:
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Data Tools

In the Function box, click the summary function that you want Excel to use to consolidate the data.
As you will see from the drop-down, there are 11 functions to choose from. For our data we want to
add up the values SO we'll set the Function to Sum.
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Click in the Reference area and select the first data range to consolidate — to do this you will need
to click the Sheet tab i.e. “Year 1” and then drag over the data (including row and column
headings) and then click the Add button to add this first set of data to the consolidation dialog.
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7|  Quarterl Quarter2 Quarter3 Quarterd |
8 ICoffee £ 2,128 £ 3526 £ 5372 £ 9,378|
9 Tea £ 1,633 £ 5392 £ 1,?305
10 milk £ 4837 £_308 £ 5272)

i

Continue in the same way by clicking on the next sheet, highlighting the data, and clicking on
the Add button until all your data and worksheets appear in the References section of the dialog
e.g. “Year 2’ and “Year 3.
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7 | Quarter 4 Quarter 3 Quarter1 |
8 Il:u-f‘FEE £ 9664 £ 7,123 £ 2,543:
9 [Tea £ 735 £ 2865 £ 6,092

|
10 Milk £ 6787 £ 1595 £ 8356

Top Tip: You can name your ranges before you start the Consolidation process. If you name each
range then, when you create the consolidation, place your cursor in the Reference field, press F3
and then choose the range from the |list in the Paste Name dialog.

Fungtipn:
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To indicate where the labels are located in the source ranges, select the check boxes under Use
labels in: either the Top row, the Left column, or both. In this example, Top row is the name of the
guarters, i.e. Quarter 1, Quarter 2, etc. and the Left Column are the list of items, i.e. Coffee, Tea
and Milk.

Automatic vs. Manual updates: If you want Excel to update your consolidation table automatically
when the source data changes, select the Create links to source data check box. If unchecked,
you can still update the consolidation manually.
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When you click OK, Excel summarises all the data into your new sheet as your master worksheet

(Consolidated

Summary).

1]2] 4/al B | ¢ b E  F G | H |
: Consolidated Summary
2 |
L2 | l Quarter 1 Quarter 2 Quarter3 Quarter 4

7 | Coffee £ 7,715 £ 7,054 £20,317 £27,506

10| Tea £ 7,725 £ 8257 £ 9,086

14| Milk £21,420 £14,139 £14,807
15

You'll immediately notice a change to the Excel worksheet that you may never have seen before.
You will see grouping tools down the left of the screen which you can use to display and hide the
data. Next to rows 7, 10 and 14, there are plus signs. This signifies that cells are part of a group
that is currently collapsed. Clicking on the plus sign will expand the group and there is a line

connecting these rows to the left:
1]z] 4/A| B | c b  E  F G | H |
: Consolidated Summary
2
3 | l Quarter 1 Quarter 2 Quarter 3 Quarter 4
-4 Core Excel Level 2 £ 2,128 £ 3,526 £ 5,372 £ 9,378
- 5 | Core Excel Level2 £ 2,944 £ 3,528 £ 7,822 £ 8,464
. 6 | Core Excel Level 2 £ 2,643 £ 7,123 £ 9,664
7 | Coffee £ 7,715 £ 7,054 £20,317 £27,506
10| Tea £ 7,725 £ 8,257 £ 9,086
14| Milk £21,420 £14,139 £14,807
15
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You'll find that the second column (Column C) of data shows the name of the workbook (Core
Excel Level 2) that contains the data. You can hide this column if you want to, by right clicking it
and choosing Hide. This simply hides the column so the data is there should you need to refer to it
later on.

Copying your worksheets to a new workbook

Here’s another time when pre-planning will be your friend.

When you look at your Consolidated Summary, you will see that there are some entries which are
not helpful. For instance, range C4:C6 shows only the name of the workbook, so we cannot
immediately see where the figures in the range D4:G6 come from.

If you wish to show the location of the source data on the summary sheet, | strongly advise you to
separate all worksheets to individual workbooks before you apply the data consolidation. Let’s look
at how to do this.

We’re going to copy the selected worksheet into a new workbook, so select (new book) from the
To book drop-down list. Select the Create a copy check box. Because we’re creating a new
workbook, there are no worksheets in the Before sheet list before which we can insert the copied
worksheet. It will be the only worksheet in the new workbook.

Mowve or Copy ? >

Move selected sheets
To book:

[new book]

Before sheet:

Create a copy

= =

014 || Cancel |

Click OK. A new workbook is created and the worksheet is copied into it. If you chose to move the
worksheet, it will no longer be in the original workbook. Save the current workbook by the name of
the worksheet that you copied to i.e. “Year 1.xls”.

Continue creating new workbooks for each year e.g. “Year 2” and “Year 3” to “Year 2.xIs” and
“Year 3.xIs” respectively. Yes, this is tedious, especially if you have a lot of worksheets, but you'll
thank me in the end!
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Consolidate data from multiple workbooks to one new workbook

Make sure all the individual workbooks you wish to consolidate are currently open.

Open a new, blank workbook as your master worksheet or add a new one if necessary. The
worksheet is renamed as “Consolidate Summary” and save this workbook with a name e.g.
Summary.xls.

Select the upper-left cell of the area where you want the consolidated data to appear.

On the Ribbon, Choose Data > Consolidate to view the Consolidate dialog

We now simply proceed as we did in the first example, the only difference being we are selecting
data ranges from different workbooks instead of different worksheets.

When you click OK, Excel summarises all the data into your new master worksheet (Consolidated
Summary).

[1]z] 4/al 8 | ¢ | o | & | ¢ | & |
Consolidated Summary

2_ | |

3 | Quarter 1 Quarter 2 Quarter 2 CQuarter 4

[ 1 | Yearl £ 2,128 £ 3,326 £ 3,372 £ 5,378
3| Year2 £ 2,944 £ 3,528 £ 7,822 £ 8,464

. & | Yeard £ 2,643 £ 7,123 £ 5,664

IEI [l Coffee £ 7,715 £ 7,054 £20,317 £27,506
B g Yearl £ 1,633 £ 3,392 £ 1,730
. 9 Year2 £ 6,092 £ 2,865 £ 7,356

IEI 10|  Tea £ 7,725 £ 8,257 £ 9,086
[ - 11 | Yearl £ 4,837 £ 2,082 £ 5,272
12 | Year2 £ 8,227 £ 9,462 £ 2,748

- 13 Year2 £ 8,356 £ 1,595 £ 6,787
IEI 14 | Milk £21,420 £14,139 £14,807

Here you will see the same data as in the first example, except displayed in a much more helpful
way — Column C now shows the name of the workbook that contains the data.
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