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Select the data and create a pivot table. Choose Supplier Name or
Normalised if available, and the levels of classification.
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6 =IPassenger transport [[] Supplier Name
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8 Taxicab services ' [[] Description
9 = ACCESS SELF STORAGE ] Code
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1 =IStorage Family
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14  ='BECHTLE DIRECT More Tables...
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20 =Computers easy option, but it
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23| =Adhesivesand sealants with pivot tables ¥ Filters Il Columns
24 = Tape
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27 - Office supplies
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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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4 = ABCCARS ansportation and Storage and Mail Services E = Passenger transport - '=/Passenger road transportation Taxicab services

5 | = ACCESS SELF ranSpestation and Storage and Mail Services | =IStorage = Specialized warehousing and storage Self storage or mini storage service
6 | “BECHTLEDIR — Information agy Broadcasting and Telecommunications ; =IComponents for information technology or broadc =/Sub assemblies for electronic devices Computer cable

7 | ===| Repeat All Item Labels | = Computer Equipment and Accessories = Computers Tablet computers

8 Manufacturing Components arve ¥ =ITape

9 v =| Do Not Repeat Item Labels Dffice Equipment and Accessories and Cha nge the view to ! -'
10 ='BRAKES Food Beverage and Tobacco Products =]
1 : tabular form and '

12 | scroll for anythin g ;l Br.ead and biscuits and cookies Fresh br?ad
13 | ' ='Milk and butter products Fresh milk or butter products
14 ; that doesn’t look ' @ Apples
15 i =/Bananas
16 | ! -='Oranges

17 1 | = M8 5 = Minimally processed meat and poultry products  Beef, minimally processed without ac
18 | i ' Chicken, minimally processed withou
19| : : ! Pork, minimally processed without ad
20 -/ Transportation and Storage and Mail Services E = Storage - ='Specialized warehousing and storage Self storage or mini storage service
21 =BRITISH GAS = Plileddtilities and Public Sector Relatadie€iVices | & Utilities =
22 = Electric utilities
23 I i /=0l and gas utilities
24 = DELL : = Engineering and Research and Technology Based Services i = &
25 | | | = Computer services 8
26 =/Information Technology Broadcasting and Telecommunications ' = Computer Equipment and Accessories - =/Computer data input devices Computer mouse or trackballs
27 | I : Keyboards
28 s = Computer displays Liquid crystal display LCD panels or m¢
29 I | = Computers Computer servers
30 1 5 ! Personal computers L
3 ! | =ISoftware =
32 = DELOITTE = Financial and Insurance Services ; = Accounting and bookkeeping services = Audit services
33 - '='Management and Business Professionals and Administrative Sen{ = Management advisory services = Business and corporate management consultation services
34 =DHL ] = Transportation and Storage and Mail Services E ='Mail and cargo transport - =/Postal and small parcel and courier services Letter or small parcel worldwide deliv
35 = EUREST - =/Food Beverage and Tobacco Products | = Fresh fruits 1c

36 : =Travel and Food and Lodging and Entertainment Services E = Restaurants and catering .= Banquet and catering services Catering services
37 | = EVERSHEDS SUTHERLAND ‘=’ Management and Business Professionals and Administrative Sen = Legal services =

38 | = JAMES SMITH = Transportation and Storage and Mail Services : =IPassenger transport = Passenger road transportation Taxicab services

39 .= Travel and Food and Lodging and Entertainment Services | =/Hotels and lodging and meeting facilities ='Hotels and motels and inns Hotels
40 : = Restaurants and catering .= Eating and drinking establishments Restaurants =
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If there’s a large amount of data, work with multiple sheets side by

side.
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3 Normalised Name v | Segment ~ Family v Class

4 | = ABC CARS ='Transportation and Storage and Mail Services =/Passenger transport = Passenger road tr
5 | =JACCESS SELF STORAGE = Transportation and Storage and Mail Services =IStorage ='Specialized ware
& | ='BECHTLE DIRECT = Information Technology Broadcasting and Telecommunications = Components for information technology or broadc = Sub assemblies fc
28l =IComputer Equipment and Accessories =/ Computers

8 | = Manufacturing Components and Supplies =IAdhesives and sealants ='Tape

9 = Office Equipment and Accessories and Supplies = Office supplies =

0 | = BRAKES ='Food Beverage and Tobacco Products = =

1 =/Beverages =

2] ='Bread and bakery products = Bread and biscui
3] =/Dairy products and eggs = Milk and butter p
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20 | = Transportation and Storage and Mail Services =IStorage O Cascade iecialized ware
21 | ='BRITISH GAS = Public Utilities and Public Sector Related Services =lUtilities [[] Windows of active workbook
P2 actric utilities
23 | X Sahcel ]I and gas utilitie
24 | = DELL = Engineering and Research and Technology Based Services = =
25 | =IComputer services =
26 | = Information Technology Broadcasting and Telecommunications = Computer Equipment and Accessories = Computer data in
27

As you spot errors in the pivot table, you can amend in the raw
data at the same time
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3. When you’ve made any changes - P : g
4 in the raw data you can refresh the C ]| 4 A 1 B 1 c | b E
1| pivot table 1 |Supplier Name '~ Normalised Name '~ Description '~ !Code |~/ Segment
2 | 2 |ABC Cars ABC CARS Taxi 78111804 Transportation and Storage and Mail S
3 |Normalised Name [~] Family 3 |ABCCars ABC CARS Pickup 78111804 Transportation and Storage and Mail S
4 | ='ABC CARS > =IPassenger transport 4 |Access Self Storage Ltd ACCESS SELF STORAGE Storage Costs 778131806 Transportation and Storage and Mail S
5 | =/ACCESS SELF STORAGE =Transportation arre =IStorage 5 |Access Self Storage Ltd ACCESS SELF STORAGE Storage Costs 78131806 Transportation and Storage and Mail S
6 | = BECHTLE DIRECT = Information Technology Broadcasting and Telecommunications =’ Components for information 6 |Access Self Storage Limited ACCESS SELF STORAGE Storage Costs 78131806 Transportation and Storage and Mail S
7 | =IComputer Equipment and Ac 7 |Access Self Storage ACCESS SELF STORAGE Storage Costs 78131806 Transportation and Storage and Mail S
8 | ='Manufacturing Components and Supplies = Adhesives and sealants 8 |Access Self Storage ACCESS SELF STORAGE Storage Costs 78131806 Transportation and Storage and Mail S
g = Office Equipment and Accessories and Supplies =1 Office supplies S |Access Self Storage Limited ACCESS SELF STORAGE Storage Costs 78131806 Transportation and Storage and Mail S
10 | ='BRAKES ='Food Beverage and Tobacco Products & 10 |Access Self Storage Ltd ACCESS SELF STORAGE Storage Costs 78131806 Transportation and Storage and Mail S
1 =/Beverages 11 |Access Self Storage Ltd ACCESS SELF STORAGE Storage Costs 778131806 Transportation and Storage and Mail S
12 =IBread and bakery products 12 |Bechtle Direct Ltd BECHTLE DIRECT County Adhesive Tape - Printed Fragile 131201500 Manufacturing Components and Suppl
13 | =/Dairy products and eggs 13 |Bechtle Direct Ltd BECHTLE DIRECT Office Stationery "4120000 Office Equipment and Accessories and
14 = Fresh fruits 14 |Bechtle Direct Ltd BECHTLE DIRECT 2m HDMI V2.0 4K UHD Connector Cable 743202222 Information Technology Broadcasting
15 15 |Bechtle Direct Ltd BECHTLE DIRECT 5m VGA Monitor Connector Cable "3202222 Information Technology Broadcasting
16 16 |Bechtle Direct Ltd BECHTLE DIRECT Apple Pencil iPad Pro 2. Gen Pen "3211509 Information Technology Broadcasting
17 =/Meat and poultry products 17 |Bechtle Direct Ltd BECHTLE DIRECT Apple Pencil iPad Pro 2. Gen Pen "3211509 Information Technology Broadcasting
18 18 |Bechtle Direct Ltd BECHTLE DIRECT 5m VGA Monitor Connector Cable "3202222 Information Technology Broadcasting
19 18 |Bechtle Direct Ltd BECHTLE DIRECT 2m HDMI V2.0 4K UHD Connector Cable "3202222 Information Technology Broadcasting
20 = Transportation and Storage and Mail Services =IStorage 20 |Bechtle Direct Ltd BECHTLE DIRECT Office Stationery "4120000 Office Equipment and Accessories and
21 | =/BRITISH GAS =/ Public Utilities and Public Sector Related Services = Utilities 21 |Bechtle Direct Ltd BECHTLE DIRECT County Adhesive Tape - Printed Fragile 31201500 Manufacturing Components and Suppl
22 | 22 |Brakes BRAKES Apples ’50301500 Food Beverage and Tobacco Products
23 23 |Brakes BRAKES Bananas ’50301700 Food Beverage and Tobacco Products
24 | =DELL =/ Engineering and Research and Technology Based Services = 24 |Brakes BRAKES Oranges ’50305000 Food Beverage and Tobacco Products
25 | =Computer services 25 |Brakes BRAKES Milk ’50131701 Food Beverage and Tobacco Products
26 | = Information Technology Broadcasting and Telecommunications ='Computer Equipment and Ac 26 |Brakes BRAKES Milk ’50131701 Food Beverage and Tobacco Products
27 | | 27 |Brakes BRAKES Bread ’50181901 Food Beverage and Tobacco Products
28 | 28 |Brakes BRAKES Bread ’50181901 Food Beverage and Tobacco Products
29 | 29 |Brakes ’50181901 Food Beverage and Tobacco Products
30 | 30 Brakes ’50111515 Food Beverage and Tobacco Products
31 . : = Software 31 Brakes . 50111515 Food Beverage and Tobacco Products
32 | = DELOITTE 1. In one window, have the pivot =l Accounting and bookkeeping 32 |Brakes 2. In the other window, have the ’50111515 Food Beverage and Tobacco Products
33 table tab selected ess Professionals and Administrative Sen = Management advisory servic 33 |Brakes raw data tab selected ’50111515 Food Beverage and Tobacco Products
34 | =IDHL torage and Mail Services ='Mail and cargo transport 34 Brakes 50111515 Food Beverage and Tobacco Products
35 | ZEUREST age and Tobacco Products =Fresh fruits 35 Brakes ’50111513 Food Beverage and Tobacco Products
36 =Travel and Food and Lodging and Entertainment Services =IRestaurants and catering 36 |Brakes Beef ’50111513 Food Beverage and Tobacco Products
37 | = EVERSHEDS SUTHERLAND ='Management and Business Professionals and Administrative Sen = Legal services 37 |Brakes Beef ’50111513 Food Beverage and Tobacco Products
38 | = JAMES ;M‘lﬁ ='Transportation and Storage and Mail Services =IPassenger transport v|| 38 Brakes Beef ’50111513 Food Beverage and Tobacco Products
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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.

You can also do the
same by supplier, but
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Al v I b2 Supplier Name

4 A B C D E F G | H | 1 J K L M

1 _{“SupplierhNormaIiseDescripticCode Segment Family Class Commodity

2 +Brakes BRAKES Apples ’50301500 Food Beverage and Tobacco I Fresh fruits Apples
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1 | PivotTable Fields ~ %
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4 | = BRAKES = Food Beverage and Tobacco Products 3 = Search £
S =/Beverages | |
6 =/Bread and bakery products Fresh bread [[] Supplier Name
7| = Dairy products and eggs You can then look Fresh milk or butter products | Normalised Name
8 | = Fresh fruits for anything that’s ‘ [] Description
9 : ‘ [] Code
- not right Segment
1 =Meat and poult Beef, minimally processed without additions ‘ Family
12 Chicken, minimally processed without additions Class }
13 Pork, minimally processed without additions Commaiity
14 =/Transportation and Storage and Mail Services =IStorage =ISpecialized warehousing and storage Self storage or mini storage service More Tables...
15 =(blank) =l(blank) =/ (blank) (blank)
16
L I N R

25 |Brakes  BRAKES Beverages'sozooooo Food Beverage and Tobacco i Beverages
26 |Brakes  BRAKES Beverages'sozooooo Food Beverage and Tobacco | Beverages
27 |Brakes  BRAKES Beverage530200000 Food Beverage and Tobacco | Beverages
28 |Brakes  BRAKES Meals ’50000000 Food Beverage and Tobacco |
29 Brakes BRAKES Meals 50000000 Food Beverage and Tobacco |
30 |Brakes BRAKES Meals 78131806 Transportation and Storage a Storage Specialized warehousit Self storage or mini storage service
31 |Brakes BRAKES Meals 50000000 Food Beverage and Tobacco |
32 Brakes  BRAKES Meals 50000000 Food Beverage and Tobacco |
33 Brakes BRAKES Meals 50000000 Food Beverage and Tobacco |
34 |Brakes BRAKES Meals 50000000 Food Beverage and Tobacco |
35 |Brakes  BRAKES Meals 50000000 Food Beverage and Tobacco |
36
37
38
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Don’t forget your COAT!

Before using your data, make sure it has it’s coat

C - consistent
O - organised
A - accurate

T - trustworthy




