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Microsoft Excel  
Consolidate Data to Create a PivotTable 
There will be occasions when a PivotTable needs to be created, however the data source is scattered 

in multiple worksheets and/or workbooks. Excel can consolidate this data into one worksheet and then 

summarize into a single PivotTable; via a feature called PivotTable and PivotChart Wizard. 

 

 

Figure 1 – The data range needed to create the PivotTable is capture in four different worksheets. 

First, add the PivotTable and PivotChart Wizard button on the Quick Access Toolbar; or, you can 

choose to add it to the Ribbon. (By default, this feature is not readily available on the Ribbon). 

Go to File > Options > Quick Access Toolbar. From the ‘Choose commands from’ list, select All 

Commands and search for PivotTable and PivotChart Wizard. Add this to the Quick Access Toolbar. 

Click OK. *(See Bonus Tip at the end of this document). 

Next, open the workbook(s) that contains the worksheets where the data needs to be consolidated. 

From the Quick Access Toolbar, click (1) the PivotTable and PivotChart Wizard button. 

Wizard Step 1 of 3, select (2) Multiple consolidation 

ranges.  

(3) Select PivotTable, click (4) Next. 

 

 

 

 

 

 Figure 2 - PivotTable Wizard Step 1 of 3 



                          Microsoft Excel – Consolidate Data to Create a PivotTable Report 
  Explainit2Me, LLC © 

RaphaelChalvarian.com                                                                                             Telephone   +1 505 398 3298 
 

2 

 

Wizard Step 2 of 3, select (6) I will create the 

page fields, click (7) Next. 

 

 

 

 

 

From each worksheet or workbook, select (8) the 

data range you want to include in the PivotTable, 

and click (9) Add.  

Repeat these steps until you have gathered all 

your data ranges. 

 

 

 

 

 

From (10) ‘How many page fields do you want?’ 

select 1. 

In (11) ‘Field one:’ type a label that identifies the 

data; i.e. North Region.  

Repeat these steps by labelling all the data 

ranges. 

Click (12) Next. 

 

  

Figure 3 - PivotTable Wizard Step 2a of 3 

Figure 4 - PivotTable Wizard Step 2b of 3 

Figure 5 - PivotTable Wizard Step 2b of 3 
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Wizard Step 3 of 3, choose (13) where you 

want to place your PivotTable report. Click 

(14) Finish. 

 

 

 

 

Bonus Tip: if you don’t want to add the PivotTable and PivotChart Wizard button on the Quick Access 

Toolbar you can always use a keyboard shortcut to launch this feature; press ALT, D then press P. 

Figure 6 - PivotTable Wizard Step 3 of 3 

Figure 7 - Excel consolidates all your data ranges into one PivotTable report. 


