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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:

Using Append Function in Excel to Combine Multiple Pages in Excel into One.

  Greg Rohner, APA, Berkshire Hathaway Homestate Companies

GRohner
Rectangle



2 
 

 

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 Qtr1 tab 

Looking at the Qtr3 tab, there is a severance figure in Column D whereas column D has overtime figures 

on the Qtr1 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 

 

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

 

A dialog box will pop up that looks like this 
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“X” out this box and select the “Keep” option

 

This is the result 
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Click on the Qtr2 tab and repeat the process as shown for the Qtr1 tab to place the data into table form 

 

Click on the Qtr3 tab and repeat the process as shown for the Qtr1 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.  

 

The next step is to use the “Append” function.  Create a new tab and click on “Data”, then “New Query”, 

then “Combine Queries” and finally “Append” 
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This dialog box will appear.  Select the option for “Three or More Tables” 

 

This box will then appear: 

 

GRohner
Rectangle

GRohner
Rectangle

GRohner
Rectangle



10 
 

 

 

At this point you can hold the Control key down and click on each table 

 

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) 

 

“X” out of this box and select the “Keep” option 
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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. 

 

Create a pivot table by highlighting the entire data set and clicking on “Insert”, then “Pivot Table” 
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Click on “ok” 

 

 

 

In the pivot table options, drag the “key” field to the rows, and the Overtime, Gross and Severance fields 

to 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 

 

 

Insert a column between Column A and Column B 

 

 

GRohner
Rectangle

GRohner
Rectangle

GRohner
Rectangle

GRohner
Rectangle

GRohner
Rectangle



16 
 

 

 

 

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

 

 

 

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

 

 

 

 

 

 


