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How to spot check 
your data



Select the data and create a pivot table.  Choose Supplier Name or 
Normalised if available, and the levels of classification.

Change the report layout to show in tabular form, this will list by 
supplier, by classification.  From this you’ll be able to pick out any 
lines that stand out.
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1. In one window, have the pivot 
table tab selected

2. In the other window, have the 
raw data tab selected

3. When you’ve made any changes 
in the raw data you can refresh the 

pivot table

If there’s a large amount of data, work with multiple sheets side by 
side.  

As you spot errors in the pivot table, you can amend in the raw 
data at the same time
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Click on New Window

Arrange vertically

Select arrange all



If you have a supplier with a large number of rows, you can view it 
separately by copying the data into a new tab and creating a new 
pivot table from that.
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Don’t forget your COAT! 
Before using your data, make sure it has it’s coat


