Using Append Function in Excel to Combine Multiple Pages in Excel into One.
Greg Rohner, APA, Berkshire Hathaway Homestate Companies

In this exercise we will combine multiple sheets in an Excel workbook onto one page. With this ability,
we can summarize by employee information using a Pivot Table without having to manually enter all of
the data or copying and pasting multiple times.

Scenario is that the customer provided payroll data by quarter, but put each quarter on a separate page
in the example below:
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With the append function, the data on each tab will be consolidated onto one tab automatically. The
first step in this process is to ensure that the data on each tab is formatted in the same method.
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Note that the headers on the Qtr2 tab are in the same order at the Qtrl tab
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Looking at the Qtr3 tab, there is a severance figure in Column D whereas column D has overtime figures
on the Qtrl and Qtr2 tabs. We need to move the Severance figures to the column next to the overtime

and delete the existing column D so that overtime on this tab is in Column D as in the example below:
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The Qtr4 tab maintains the same order as the other tabs
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The first step is to place the data on each tab in tables. To do this, highlight the first data set
(shift/control/end will do it) and click on the “Data” tab
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This is the result. Click ok
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“X” out this box and select the “Keep” option
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Click on the Qtr2 tab and repeat the process as shown for the Qtrl tab to place the data into table form
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Finally click on the Qtr4 tab and repeat the process as shown for the Qtr. 1 tab again.
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This dialog box will appear. Select the option for “Three or More Tables”
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This box will then appear:
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At this point you can hold the Control key down and click on each table
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Then click the “Add” button. Make a note of the number of rows loaded on the right hand side of the
screen. Notice in this example they add up to 62.
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Next click the “Ok” Button. At the bottom row you will see that 6 columns are brought over and there
are 62 rows (the same number as your total of queries from the previous step)
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This is the result. Note that there are 63 rows on this sheet (62 rows of data and 1 header row)
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At this point, you can add a column at the far left and concatenate the name and title using @ to
separate the two columns to organize this information in a pivot table. In this example there is also a
position change, so this will allow the pivot table to document the related exposure around this change

as well. For a pivot table a column header is required, and this example uses the word “key” for that

header.
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Click on “ok”
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In the pivot table options, drag the “key” field to the rows, and the Overtime, Gross and Severance fields

to
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the values and this is the result.
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Copy the entire page and paste as values in the same place to convert all formulas to values

s AppendFunctionTrainingWorkbook1 xlsx - Excel - i
Insert Page Layout Formulas Data Review View Developer Foxit PDF ACROBAT () Tell me what ant to do.. Greg Rohner, APA
— . ov|= - B , =2 AutoSum -
y 36 Cut Calibri 1 -A A T=E & Hwepla General - R By Wy e 85X (N EF:'" ISR p
\ Copy - £ & Fill =
Paste TU- - H-A- === == FlMerge&Conter - § - % 3 43 2 Conditional Formatas Cell | Insert Delete Format . Sort&Find &
. ¥ Format Painter = A Ere e $ o Formatting - Table = Styles - - - - gL Cleay Filter ~ Select -
Calbii <11 (A A $ % 9 Alignment Number Styles Cells Editing ~
IBI=O-A--Wa v
5 B C D E F G H | J K | M h -
& Cut
1 y |
Ty Paste Options: '~ Sum of Gross Sum of Overtime Sum of Sevarance
= “4 T [, [7 [Foreman 17717.17 353.13 3000
AF
= <P S M 11229.46 1987.61
Pask Speg |G 28242.33 2085.07
O Smart Lockup i Ok B B 23382 1107.32
- 23164.39 0
L 22561.55 951.57
1 Paste Values 15882.02 206.5
1 % [ 2642288 3169.27
123 1123
1 er Paste Options 2179.37 36.83
T e e oo 10492.85
1 % e La IS 6815.5
{ Ser ' Paste Spedia 15152.29 867.93
1% Insert Comment uction Employee 24183.41 2725.51
1 Colle uction Employee 23270.38 1007.73
1 . Lt uction Employee 25276.15 0
1 on Y e 9547,05 207.21
F define Name uction Employee 21974.28 921.22
2 or 18074.56 0
22 |  Fir 9@General Manag 78186.98 0 .
“ ... | Sheet5 | Sheet6 | Sheet7 | Sheet8 | Sheet9 | Sheet11 | Sheet12 Sheet10 ® ] »
Select destination and press ENTER or choose Paste Average:21119076 Count64 Sum:B4476304  [H ] [ L1 I 1 + 100%

AppendFunctionTrainingWorkbook1 xlsx - Excel - i
Insert  Pagelayout Formulas Data Review View Developer FoxitPDF  ACROBAT Q) Tell me what ant to do. Greg Rohner, APA

iy . o= . [ , 1= AutoSum ~

““x-c”' Calibri i AN T=E ®- Bwepla General - R By Wy e 85X (N EF:""’" =5 ¢ p

™ Copy - £ rs 3] Fill -
Paste TU- 9+ &H-A- === =5 S Merge&Center » $ % 9 %I 20 Conditional Formatas Cell | Insert Delete Format . Son&Find&
- Format Painter a A S verg $ el Formatting - Table~ Styles~  ~ - - gL Cleay Filter - Select =

Clipboard . Font d Calibri ~[11 <A AT $-% 9 e Styles Cells Editing -
B1 - fe BI=O-A-0-%0 v
1 A By D E F G H ! J K L M h-
2 2 Copy
3 |Row Labels sumfof T Paste Options: ievarance
4 |LastName1,FirstName1@Shop Foreman 7i AnNrEri- NN 3000

. m L L% e
5 |LastName10,FirstName10@Office Manag 12 , -
6 |LastNamell,FirstNamell@Production Employee 28
7 |LastNamel2 FirstNamel2@Production Employee Insert
8 [LastNamel3,FirstNamel3@Production Employee -
9 |LastNamel4 FirstNamel4@Delivery Driver 22t Clear Contents
10 |LastName15,FirstName15@Production Employee 158 B
11 |LastName16 FirstName16@Office Manager 26¢
12 [LastNamel7 FirstNamel7@Production Employee 21
13 |LastName18,FirstNamel8@Production Employee 104 Hide
14 |LastName2,FirstName2@Production Employee € Unhide
15 [LastName2,FirstName2@Shop Foreman 151een, e
16 [LastName3,FirstName3@Production Employee 24183.41 2725.51
17 |LastNamed4,FirstName4@Production Employee 23270.38 1007.73
18 |LastName5,FirstName5@Production Employee 25276.15) 0
19 |LastName6,FirstNameb@Janitor 9547.05) 207.21
20 [LastName7 FirstName7@Production Employee 21974.28 921.22
21 [LastName8 FirstName8@anitor 18074.56 1]
22 |LastName9 FirstName9@General Manager 78186.98 0 -
“ ... | Sheet5 | Sheet6 | Sheet7 | Sheet8 | Sheet9 | Sheet11 | Sheet12 Sheet10 ® ] »

Select destination and press ENTER or choose Paste Average: 40375462 Count21 Sum:B0750024 [ B [ - ] + 100%
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AppendFunctionTrainingWorkbook1.xsx - Excel T [u}

Insert Pagelayout Formulas Data Review View Developer Foxit PDF  ACROBAT ) Tell me whaty an - Greg Rohner, APA O Share

™ ‘g@m ol T AN == #- SWapTet General S = gy Wy em EX i %:\:msm r /O

5 Copy - * . il -
" v 8147 7 0 A BT T HE Bmaoe - §1% 1 5 Sl e G4 o oo gy 1808

Clipboard 3 Font 2 Alignment Number . Styles Cells ~
Ad - f LastName1,FirstName1@Shop Foreman v

A B 4 D E F G H l J [~
1 «
2
3 Row Labels Sum of Gross Sum of Overtime Sum of Sevarance
4 |LastNamel,FirstNamel1@Shop Foreman | 17717.17 353.13 3000
5 |LastName10,FirstNamel0@Office Manager 11229.46 1987.61
6 |LastNamell FirstNamell@Production Employee 28242.33 2085.07
7 LastNamel2 FirstNamel2@Production Employee 23382 1107.32
8 |LastNamel3,FirstNamel3@Production Employee 23164.39 o]
9 LastNamel4 FirstNamel4@Delivery Driver 22561.55 951.57
10 LastName1l5,FirstNamel5@Production Employee 15882.02 206.5
11 |LastName16 FirstName16@Office Manager 26422.88 3169.27
12 LastNamel7 FirstNamel7@Production Employee 2179.37 36.83
13 |LastName18,FirstNamel8@Production Employee 10492.85
14 LastName2,FirstName2@Production Employee 6815.5
15 LastName2,FirstName2@Shop Foreman 15152.29 867.93
16 LastName3,FirstName3@Production Employee 24183.41 2725.51
17 |LastNamed,FirstNamed4@Production Employee 23270.38 1007.73
18 |LastName5,FirstName5@Production Employee 25276.15 0
19 LastName6,FirstName6@Janitor 9547.05 207.21
20 |LastName7 FirstName7@Production Employee 21974.28 921.22
21 |LastName8 FirstName8@anitor 18074.56 o]
22 LastName9 FirstName9@General Manager 78186.98 0 -
“ ... | Sheet5 | Sheet6 | Sheet7 | Sheet8 | Sheet9 | Sheet11 | Sheet12 Sheet10 ® ] »

Ready %3 H @ M- 1 + 100%

Then highlight the data in the column labeled “Key” and select “Data” and “Text to Column”

H ©- = AppendFunctionTrainingWorkbook1.xlsx - Excel o
File Home Insert Pagelayout Formul m view View Developer Foxit PDF  ACROBAT o tItyTuwant to do. Greg Rohner, APA £ Share
fiFrom Access ) : 7 Srvnn % [FConnections a [T ' Flash Fill F=Consolidate
% From Web < F_. B From Table e ez Y B Remove Duplicates =2 Relationships - ? o)
- From Other  Existing  New Refresh 7| Sort Filter Text to What-If Forecast
[[iFrom Text  Sources~  Connections Query - |()Recent Sources — j« i e TV advandd  golymns F D2ta Validation - Analysis - Sheet Esubtotal
Get External Data Get & Transform Connections Sort & Filter Data Tools Forecast Outline ] ~
Ad - o lastNamel FirstName1@5Shop Foreman Text to Columns v
Split a single column of text into
A B C multiple columns. F G H 1 ) [~
5 <
3 |Row Labels Sum of Gro| o example, you can separate a ‘ance
" lurmn | names into separate
4 |LastNamel,FirstNamel@Shop Foreman 17717 first and last name colurmns. 3000
5 [LastName10,FirstNamel0@Office Manager 11229.
6 |LastName11,FirstName11@Production Employee 2B242.] o can choose how to split it up:
7 |LastName12 FirstNamel2@Production Employee 233 fix each comma,
8 [LastNamel3 FirstNamel3@Production Employee 23164.] r other character.
9 [LastNamel4,FirstNamel4@Delivery Driver 22561.! @ Tell me more
10 |LastName15,FirstName15@Production Employee 15882.Uz 2uo.3
11 |LastName16,FirstName16@Office Manager 26422.88 3169.27
12 |LastName17 FirstName17@Production Employee 2179.37 36.83
13 |LastName18,FirstNamel8@Production Employee 10492.85
14 [La :2,FirstN 2@Production Employee 6815.5
15 |LastName2,FirstName2@5Shop Foreman 15152.29 867.93
16 |LastName3,FirstName3@Production Employee 24183.41 2725.51
17 |La ,FirstN; 4@Production Employ 23270.38 1007.73
18 |La , Fir Production Employ 25276.15 0
19 |LastName6,FirstName6@Janitor 9547.05 207.21
20 La: 7,Fir: 7@Production Employee 21974.28 921.22
21 [LastName8, FirstName8@Janitor 18074.56 0
22 |LastName9,FirstName9@General Manager 78186.98 0
ldrand Total 403754.62 15626.9 3000 -
“ ... | Sheet5 | Sheet6 | Sheet7 | Sheet8 | Sheet9 | Sheet11 | Sheet12 Sheet10 ® ] »
Ready %3 count1s (B B H - 1 + 100%
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Chose the “Delimited” option

H 9 . ctionTraining
File Home Insert Pagelayout Formulas Review View Developer Foxit PDF  ACROBAT Q) Tell me wh o do. Greg Rohner, APA
F [ Show Queries [FlConnections g [ZTA| Y 7y [F Flash Fill B Consolidate 9 7
B Flfrom Table 2 Al E-RRemove Duplicates =3 Relationships ‘ =
New - Re E Sert  Filter Text to + Data Validation ~ What-If Forecast
Query - LooRecent Sources ! . VAdvanced  colymns A Analysis - Sheet
Get External Data Get & Transform Connections Sort & Filter Forecast Outline 3 A
Ad b Je LastNamel,FirstNamel@Shop Foreman
A B g D E F G H I J [~
2
3 |Row Labels Sum of Gry - -
4 [LastNamel,FirstNamel@Shop Foreman 17717| Convert Text to Columns Wizard - Step 1 of 3 ? X
5 [LastNamel0,FirstNamel0@Office Manager 11229 The Text Wizard has determined that your data is Delimited.
B LaslName11,F|rstName11@Pru:u:t\on Emp:ovee 28247 1 ic comect, choase Next, or choose the data type that best describes your data.
7 |LastNamel2,FirstNamel2@Production Employee 23 -
8 |LastName13 FirstNamel3@Production Employee 23164 COrinal datatpe .
9 |LastName14 FirstName14@Delivery Driver 2256 ol i
10 |LastName15, FirstName15@Production Employee 1588 - Characters such as commas or tabs separate each field.
11 |LastName16,FirstName16@Office Manager 26422 - Fields are aligned in columns with spaces between each field.
12 |LastName17 FirstNamel7@Production Employee 2179
13 |LastName18, FirstName18@Production Employee 10492
14 |La 2, FirstName2@Production Employ 681
15 [LastName2,FirstName2@Shop Foreman 15152
16 |LastName3,FirstName3@Production Employee 24183
17 [La FirstN. 4@Production Employee 23370 Preview of selected data:
18 |LastName5,FirstName5@Production Employee 25276 |4 fasthamel,FirstNanel@shop Foreman A
= - 5 [LastName10, FirstNamel0@office Manager
19 |LastName6,FirstName6@Janitor 9547, lLastiame1l, Firstiamell@Production Employee
20 |LastName7 FirstName7@Production Employee 21074 [T fastemei pieeiiameidterodiction ooy
s 136E: ployse
21 [LastName8, FirstName8@ Janitor 18074 |2 [astMameld,FirstNamel4@Delivery Driver
stHam irstNamels n v
22 |LastName9,FirstName9@General Manager 78186 HLFastHamels, Firsey Bxployes
23 Grand Total 403754 Ii
« ... | Sheet5 | Sheet6 | Sheet7 | Sheet8 Sheet9 | Sheet11 | Sheet12 = Sheet10 @ r— Finish
Ready %3 )

Select the “Other” options and enter @ in the field provided

H 9 . / ction Traini
Home Insert Pagelayout Formulas Review View Developer Foxit PDF  ACROBAT Q) Tell me wh i Greg Rohner, APA £ Share
F [1Show Queries [ZlConnections | [TTA] y  [E/ Flash Fill EreConsolidate A “[HGroup -
- 2 A7 " ) Ao 2
I FTFrom Table E-ERemove Duplicates =7 Relationships :
New — Re Z| Seort  Filter Textto What-If Forecast
Query - L& Recent Sources ! A" Vo Advanced  cglymp = Dta Validation - Analysis - Sheet
Get External Data Get & Transform Connections Sort & Filter Data Tools Forecast Outline ] ~
Ad b Je LastNamel,FirstNamel@Shop Foreman
A B g D E F G H I J [~
2
3 |Row Labels Sum of Gry - -
4 [LastName1 FirstName1@Shop Foreman 17717 Convert Text to Columns Wizard - Step 2 of 3 ? X
5 [LastName10,FirstName10@Office Manager 11229 1his screen lets you set the delimiters your data contains. You can see how your textis affected in the preview below.
6 [LastNamell FirstNamell@Production Employee 28242 e
7 |LastName12 FirstName12@Production Employee 23 miters
8 |LastName13 FirstNamel3@Production Employee 23164 £ 1ab
9 |LastName14,FirstName14@Delivery Driver 22561 L semicolon [ rreat consecutive defimiters as one
10 |LastName15 FirstName15@Production Employee 15882 [] comma T .
11 |LastName16,FirstNamel6@Office Manager 2642 ==
12 |LastName17 FirstName17@Production Employee 2179 [ other | &)
13 |LastName18, FirstName18@Production Employee 10492
14 |La 2, FirstName2@Production Employ 681
15 [LastName2,FirstName2@Shop Foreman 15152 Dt §
ata preview
16 |LastName3,FirstName3@Production Employee 24183 v
17 |Lat  FirstName4@Production Employee 23270
18 |LastName5,FirstName5@Production Employee 25276 -:jiﬁ:’;:if;f:::;‘:ﬁ; N "r'gli’c?;:'::;eu A
19 |LastName6,FirstName6@Janitor 9547 Lastnamell,FirstNamell froduction Employee
- 7 @D s 1, fLastN. 12,FirstNamel2 [Production Employe:
20 [LastName7 FirstName7@Prod ploy 21074 st s e predion meloves
21 |LastName8 FirstName8@Janitor 18074 [astNamel4,FirstNameld Pelivery Driver
s 1 n Emplo v
22 |LastName9, FirstName9@General Manager 781gg [asthamels FirstNameis Production Employee
23 |Grand Total 403754 I
“ ... | Sheet5 | Sheet6 | Sheet7 | Sheet8 | Sheet9 | Sheet11 | Sheet12 | Sheet10 ® Cancel < Back I P | Einish
Ri =] }
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This is the result

Ho o

AppendFunctionTrainingWorkbook1.xlsx - Excel

File Home Insert Pagelayout Formulas Review View Developer Foxit PDF  ACROBAT ell me wh t to do.
@From Access ?— [ Show Queries [£Connections 8, [77 Y £y [=' Flash Fill . ﬂ'.'_‘cuns.ahdate 5 A
(% From Web - I FTFrom Table L5 E-ERemove Duplicates =7 Relationships ~ —¥
(% From Tt From Other Existing New [ Recent Sources Refresh il Sert  Filter T advanced Text to + Data Validation ~ What-If Forecast
B Sources *  Connections Query ~ All~ b Advanced  cglymns Analysis = Sheet

Get External Data Get & Transfarm Connections Sort & Filter Data Tools Forecast
Ad E Je LastNamel FirstNamel
A C D E F

2
3 Row Labels Sum of Gross Sum of Overtime Sum of Sevarance
4 |LastName1lFirstNamel Shop Foreman 17717.17 353.13 3000
5 |LastNamel0,FirstNamel0 Office Manager 11229.46 1987.61
6 |LastNamell,FirstNamell Production Employee 28242.33 2085.07
7 |LastNamel2 FirstNamel2 Production Employee 23382 1107.32
8 |LastName13 FirstNamel3 Production Employee 23164.39 0
9 |LastName1l4 FirstNameld Delivery Driver 22561.55 951.57
10 |LastName15,FirstName15 Production Employee 15882.02 206.5
11 |LastName16,FirstNamel6 Office Manager 26422.88 3169.27
12 |LastNamel7 FirstNamel7? Production Employee 2179.37 36.83
13 |LastName18, FirstNamel8 Production Employee 10492.85
14 |LastName2,FirstName2 Production Employee 6815.5
15 |LastName2,FirstName2 Shop Fareman 15152.29 867.93
16 |LastName3,FirstName3 Production Employee 24183.41 2725.51
17 |LastNamed,FirstName4 Production Employee 23270.38 1007.73
18 |LastName5,FirstName5 Production Employee 25276.15 0
19 |LastName6,FirstName6 Janitor 9547.05 207.21
20 |LastName7 FirstName7 Production Employee 21974.28 921.22
21 [LastName8 FirstName8 Janitor 18074.56 1]
22 |LastName9, FirstName9 General Manager 78186.98 0
23 |Grand Total 403754.62 15626.9 3000

“ Sheet5 | Sheet6 | Sheet7 | Sheet8 = Sheet9 | Sheet11 | Sheet12 | Sheet10 ® 4

5| count1e SEEN B [
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“fEGroup ~
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