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Consolidate and Summarizing Data from Multiple Worksheets
There are a few methods to summarize data from different worksheets in a workbook. You
can use the Consolidate command, in the Data Tools group on the Data tab to
consolidate data by Position or by Category.
The Consolidate tool combines values from multiple worksheets and does calculations into
one worksheet.
Or you can also consolidate data by Formula. It is necessary to understand how to
reference cells when building a formula including a cell reference from another worksheet.
To reference cells from other worksheets, the worksheet name is used, which works as the
worksheet reference, and the cell reference.
When consolidate by Formula, you will deal with two options regarding cell references.
The data to be consolidated might be:
a) In different cells on different worksheets, or
b) In the same cells on different worksheets.
If you are going to reference different cells from many worksheets, it is necessary to
reference the cell for each individual worksheet.
If you are going to reference the same cell from many worksheets, it is necessary to
reference the first worksheet name, followed by a colon (:), the last worksheet name, and
ending with the cell reference.
The colon (:) between the first worksheet name and the last worksheet name instructs
Excel to include not only these two worksheets but also all the worksheets in between, just
as Excel does with a range of cells on a worksheet.
Consolidate Data by Position
1. Do the set-up of all the data to be consolidated on each worksheet.
How to set up the data


Make sure that each range of data is in list format, it means that each column
has a label in the first row and contains similar facts, and there are no blank
rows or columns within the list.



Make sure that each range has the same layout in all the worksheets.



Click the upper-left cell of the area where you want the consolidated data to
appear in the summary worksheet.



Make sure that you have enough cells to the right and below this cell for the
consolidated data.
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The Consolidate command fills the area as needed.

2. On the Data tab, in the Data Tools group, click Consolidate.

3. In the Function box, select the function that you want to use to consolidate the
data.
4. Click the Collapse button in the Reference box; select the range in the first
worksheet. Click the Collapse button to expand the Consolidate Dialog box and
click the Add button to add it to the “All reference” section.

Collapse button

5. Repeat the process in step 4 until you have added all the ranges to consolidate to
the All References section.
6. Leave the two boxes under Use labels in blank.
7. Decide if you want or not, to update automatically when the source data changes.
Select the Create links to source data check box, if you want update
automatically.
8. Click OK.

4-12 Hands-on Exercise
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Consolidate Data by Position
1. Open the Chapter 4 folder, and then open the Motorcycle Rentals file.

2. Make sure that Summary is the active tab; then select cell B3.
3. On the Data tab, in the Data Tools group, click Consolidate.
4. In the Function box, select the Sum function if it is not selected.
5. Click the collapse button in the Reference box; and select the range of cells B3:E8
in the Sector 1 worksheet. Then click the collapse button again.
6.

Click the Add button to add it to the “All reference” section.

7. Repeat the same process in step 5 and 6 to add the ranges for the Sector 2 and
Sector 3 worksheets.
8. Leave the two boxes under Use labels in blank.
9. Click OK.
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10. See picture below. Save and Close the file.

Consolidate Data by Category
1. Do the set-up of all the data to be consolidated on each worksheet.
How to set up the data


Make sure that each range of data is in list format, it means that each column
has a label in the first row and contains similar facts, and there are no blank
rows or columns within the list.



Make sure all the labels either for columns or rows in the ranges that you
want to consolidate have the same spelling and capitalization.



Click the upper-left cell of the area where you want the consolidated data to
appear in the summary worksheet.



Make sure that you have enough cells to the right and below this cell for the
consolidated data. The Consolidate command fills the area as needed.

2. On the Data tab, in the Data Tools group, click Consolidate.

3. In the Function box, select the function that you want to use to consolidate the
data.
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4. Click the Collapse button in the Reference box; select the range in the first
worksheet.
5. Click the Collapse button to expand the Consolidate Dialog box and click the Add
button to add it to the “All reference” section.

Collapse button

6. Repeat the process in step 4 until you have added all the ranges to consolidate to
the all references section.
7. Select the two check boxes under Use labels in. It indicates where the labels are in
the source ranges. The top row, the left column, or both.
8. Decide if you want or not to update automatically when the source data change.
9.

Select the Create links to source data check box, if you want to update
automatically.

10. Click OK.
11. Excel consolidates the data and the Expand and Collapse buttons will appear on
the left of the row headings.
12. To see the details of a category, click an Expand button.
13. To hide the details of an expanded category, click the Collapse button.

Note: You can name each range that you want to consolidate, and type the name range in
the Reference box instead of using the collapse button.
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4-13 Hands-on Exercise
Consolidate Data by Category
1. Open the Chapter 4 folder, and then open the Restaurant Weekly Sales file.

2. Make sure that Summary is the active tab; then select cell A1.
3. On the Data tab, in the Data Tools group, click Consolidate.
4. In the Function box, select the Sum function if it is not selected.
5. Click the Collapse button in the Reference box.
6. Select the range of cells A3:I7 in the Food worksheet.
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7. Click the Collapse button to expand the Consolidate Dialog box.
8. Click the Add button to add it to the “All reference” section.
9. Repeat the same process in step 5 and 6 to add the range for the Beverage and
Beer & Liquor worksheets.

10. Select the two check boxes under Use labels in.
11. Select the Create links to source data check box.
12. Click OK.
13. Click the Expand button to see the details of the Patio category.
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14. See picture below.

Expand
Button

15. Save and Close the file.
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