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“All I'm saying is we plug these into Excel, let it do
its thing, and then we can all play until lunch!”
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Outline

» Quick, Easy, Simple Queries in
Millennium/Sierra

» Preliminary, But Easy Excel Setup and
Practices

» Useful, Easy Functions

» (Easy?) Questions




But First...

» What follows is intended for those who consider
themselves to have some knowledge of Excel,
but do not consider themselves to be experts

- if, for example, you know how to create Macros, this
may not be the presentation for you.

» These are the practices and tips I’ve found
useful. Some may know of other, maybe better
ways to do some things in Excel

» These are just SOME tips, practices, functions,
intended for those who want to generate reports
or compile statistics.




Quick, Easy, Simple Queries

.



A Few Examples

What could be problematic with the following?

» | want to find bibliographic monograph print records in our system
from this fiscal year that do NOT have order records. | write:

bib mat type=a and bib level = m and cat date between 7-1-2012 and
6/30/2013 and bib does not exist to order

» | want to find the number of checkouts of books in N for FY12 |
write:

INDEX LC/NLM between N and O. ITEM LOCATION starts with "S"
AND ORDER ODATE between "07-01-2012"and "04-22-2013"

» How would | find out how many monographs in Special Collections
have an imprint date between 1800 and 19007




Takeaways

» Keep queries as short and simple as possible -
let Excel do the work for you

» The longer and more complex the query, the
greater the risk of missing data

» Of course, depends on size of holdings, number
of empty review files, and size of review files

» Export as much data as you can - you can always
get rid of what you don’t need in Excel

» Save queries and exports that work well




Preliminary, Easy Excel Setup
and Practices

.



Case Study

» | want to examine org:ler rgcord_s for aI.I of our
electronic resources in Millennium / Sierra

Query:

Order Query

ORDER FORM equal to "e" OR BIBLIOGRAPHIC
MARC Tag 856 has "http” OR BIBLIOGRAPHIC
MARC Tag 956 has "http”

» Export as much information as you can from
order and bib records. Why? Because later,
eliminate what you don’t need in Excel




Preliminary Work

» Get ASAP Utilities!

- Why? Many commonly used formulas in Excel are built in,
such as for concatenatln?, equations. Formatting is
extremely easy, such as for for alpha case, dates, cells.

Trimming cells - no more trim right, left. Deduping. And
much, much more

» Put data in Tables. Cntrl + N + T

- Why? Easy for filtering, adding columns, inserting a
formula in a column

» Have a Word Doc, Text File, or other Word
Program open

- Why? Every time you figure out how to do something in
Excel, write it down.



http://www.asap-utilities.com

Best Practice

» Create a KEY worksheet

AU ERY:

Order

ORODER FORM egual o "e™ OR BIBLIOGERAPHIC MARC Tag 856 ha=s “"hoaap™ DR BIBLUOSRAPHIC MOARC Tag 95& has “http'
Orrigimal spreadshest: "erecords MASTER"

"erecords MASTERIZ2).

EMICEL WM

- translation tables used for lacation, vendor cade, bib v, mat type, order status, ete.

- Rermowed all order status=cancelled. Total: FLS

- Rermowed all aorder form=print AMND aorder fund doss nat hawve (2] AMD order fund does ot hawe serial-electromnic

AMND MASARC 099 ot egual to electronic book AMND bils location doss nat hawese wsweeww. Total: 120

- Rermowed 2 aorder form=D%Wwi»

L e e S

- highlight dup= aon bhibh records

- sart om bib record dups, then mnumber A-F

‘pivatTablerari2)"

Use Call numiber filver. Formula: ©* — wswhill get yow all call numibeers im O (nob. select “rmultiples iterms” box]) OR filter “"begins with™
sandbaoxFor{Z2]" -- analysis work for '"erecardsPAAasSTER[(2)"

dashboard’ -- Charts and Sraphs from sandbos/amalysis woark

|—| s oo e VI S erecordsMASTER ) erecordsMASTER (23 )

pivorTableFor{2) _J sandbox For{2) dashboard |

Why?

This can document the query you ran, and what exactly is contained
within your Excel file.

You can also document what you did within the worksheets - e.g. what
formulas you ran, what filters you created. Etc.




Best Practice Continued
» Create a MASTER worksheet

Usage by Member and Content Type

Faport Gaenerabed: 18 Jamuary 2014 10005 FM

Jate Rarga: 01 Jamnuary 2013 b 31 Decembser 2013

aXFORD

JhioLlIME: Institution Report

Shorers o minch esch instibuton reguesstes of sach oonbant bepe.

MASTER (2) | pivotThbi-(2) | pivorCht-(2) | MASTER (3) | charu3) | + I
Why?

You can copy this spreadsheet, but keep the MASTER

intact in case, on future work, you lose or forget a step

you did




Learn Index and Match

Advantages to Index—-Match to VLookup:

4
4
4

Index-match is more flexible and faster than viookup
Vlookup’s data range is limited to a table

Vlookup always searches the leftmost column of the
specified table to find the lookup value

Vlookup provides a very limited approximate match
feature

Vlookup can provide false results if the table is not
sorted in ascending order

Index returns the \_/alue at the intersection of a row
and column in a given range

Match returns a position of an item in an array that
matches a value




Index and Match in Action

USE THIS FORMULA IN EXCEL WHEN TRANSLATING CODES (See 'Excel Tips and Tricks')
Change 'L2" in these forumuas accordingly when using in Excel

This Excel File consists of codes and their translztions for:
MNOTE: COPY TABS TO OTHER EXCEL FILES -- NEVER MOWVE ANY TAB IN THI5 EXCEL FILE WITHOUT COPYING

=INDEX jordAcqType$852:58513, MATCH(LZ ordAcg Type 15A52:54513,0))
=INDEX[ordTypelSBS2:5B515, MATCHILZ, ordTypelSAS2:54515,0)
=IMDEX(fundCode!5B52:585507, MATCH(L2 fundCodel5A52:5A5507,0))
=INDEX[VendorCodes|5852:5085458, MATCH(LZ VendarCodes|5A52:545458 0])
=INDEX[ordForm|SBS2:58526, MATCH(LZ, ordFormISAS2:5A526,0)
=INDEX(ordStatugl$B52:58512, MATCH(L2 ordStatusl SAS2:5A512,0))
=IMDEX(item5tatus|SES2:5B526, MATCH(L2, iternStatus1SAS2:5A526,0))
=INDEX(itemTLOCISBS2:5855, MATCH(L2,itemTLOCISAS2:5455,0))
=INDEX(LocCodes |SBS2:3B5144, MATCH(L2 LocCodes 15A52:5A%5144,0))
=INDEX|LstatusCodesISBS2:5857, MATCH(LZ, LstatusCodes 1SAS2:5A57,0))
=IMDEX(LtypeCodes|SB52 5858, MATCH(L2, LtypeCodes|SAS2:5A58,0])
=INDEX(EresstatusCodesI$B52:5858, MATCH|LZ EresStatusCodes| SAS2:5A58,0))
=IMDEX[EresRightsTypes | SBS2:5B58, MATCH(LZ, EresRightsTypes|SAS2:5A58,0)
IMDEX|EresAdminGrp!$852:58510, MATCH(L2, EresAdminGrpl5A52:54510,0))
INDEX [bibMatType15852:58517, MATCHI(L2, bibMatTypel5A52:54517,00)
=INDEX[bibLyl15B52:5858, MATCH(LZ, bibLvlISASZ:SASE,0))

=INDEX [bibSuppress5852:5855, MATCHILZ, bibSuppressI3A52:3A55,0))
=INDEX(| TypeCodes|5852:58528, MATCH(L2 I TypeCodes|SAS2:5A528,0))

E-RESOURCES
status

rights types
admin group
BIBLIOGRAPHIC
mat type

bib level
suppress

SHORTCUT KEYS [last spreadsheet in this Excel file)
Use esp. when exporting for:

arder

item

bib

eresource

IMPORTANT POINT! Copy-and- cense
Paste worksheets and formulas. Do
NOT cut-and-paste




What | did

» | went through the order, item, bib,
checkin records, etc. and created what
| call ‘translation tables’

» Next, | created this formula:

=INDEX(ordAcqType!$B$2:$B$13,
MATCH(L2,ordAcqType!$A$2:$A$13,0

)

» | copied this formula, and adjusted
the range of the translation table for
subsequent tables: $B$13 AND $A$13

» | also adjusted the name: ordAcqType!

ol el o el il el B

=M = OB X 3T

purchase
gift
noCharge
exchange
exchPurchase
depository
deposAcct
prepaid
comes with
lease

other
EMPTY



In Excel Workbooks:
» Create a column

23055157 comes with ‘Warld Wide weh 5

n 22852155 comes with ‘Warld Wide web 5

a I O n S I d e C O d e S 02114082 comes with ‘Waorld Wide web 5
g 22114148 comes with ‘Warld %Wide web 5

23023345 comes with ‘Warld Wide web 5

. ™ 22114240 comes with ‘Warld Wide web F1

P I n r r n d n 22114252 comes with ‘Warld Wide weh 5
} u g I C O e S p O I g 22452131 comes with ‘World Wide web 5
23056715 comes with ‘Warld Wide weh 5

22114318 comes with ‘Warld Wide web 5

O r m u a 22852271 comes with ‘Waorld Wide web 5
23023333 comes with ‘Warld %Wide web 5

2211415k comes with ‘Warld Wide web 5

- (14 7)) 2211440k comes with ‘Waorld Wide web 5

} A u S t t at L O u S aW 32114545 comes with ‘Warld Wide weh =
22154740 comes with ‘Waorld Wide web 5

» 02114305 comes with ‘Warld Wide weh 5

2211457 comes with ‘Warld Wide web 5

e a r I e r O C O r re S p O n 22114185 comes with ‘Warld Wide web =
230608 I comes with ‘Warld %Wide web 5

- , 2211404 comes with ‘Warld Wide web =
W I t t e C O u m n O u r e 2lld422 comes with ‘Waorld Wide web 5
22452240 comes with ‘Warld Wide weh =

- 22882154 ourchase ‘Waorld Wide web 5

230438 5 ourchase ‘Warld Wide web 5

r a n S a I n g 22114161 comes with ‘Warld Wide web 5
22114350 comes with ‘Warld Wide web 5

. 32114065 comes with ‘Warld Wide web 5

22520771 ourchase ‘Waorld Wide web 5

» Use copy-paste special T —
22452175 comes with ‘Warld Wide web =

= 22114215 comes with ‘Waorld Wide web 5
I n n ew C O I u m n — S O 02114410 comes with ‘Warld Wide web 5
230556 b comes with ‘Warld Wide web 5

- , 22452210 comes with ‘Warld Wide web 5

2305T K comes with ‘Warld Wide web 5

CO nte nt I S n t fo rI I l u I a_ 23057343 comes with ‘Waorld Wide web 5
23055105 comes with ‘Waorld Wide weh 5

22114585 comes with ‘Warld Wide web =

d e e n d e n t 22113322 comes with ‘Waorld Wide web 5
0211401 comes with ‘Warld Wide web 5

22114445 comes with ‘Warld Wide web 5

22415033 aurchase ‘Warld Wide web 5

23060A602 comes with ‘Warld Wide web 5

D30E0EEE comes with ‘Waorld Wide web 5

211432 comes with ‘Warld Wide weh 5

H

2aurng deweb
P | e erecordsMASTER | erec




Takeaways

Recommendations:

» Explore ASAP Utilities - can save you time,
especially in regards to formulas,
calculations, cleanup

» Document what you do in Excel

» Create KEY worksheet - beneficial to you and
your audience

» Set up translation tables and use with index-
and-match. Again, beneficial to your
audience




Useful, Easy Functions

.



Pivot Tables and Charts
Why?

» Easy to create
» Easy to experiment with

» Quick, easy calculations. Quick, easy graph
creation

» Easy to sort




Example:

| [ B [ C E [ F [ G [ H
1 Report Fifter
2
3 Row Labels -1 Bum of Searches  Sum of Home Pages  Sum of All TOC  Sumn of Abstract  Sum of HTML Full-text Sum of PDF Full-text  Sum of Total Full-text
4 |Onio State University 5229 73203 . : 82106
5 |University of Gincinnati 2060 28207 = uRder 41961
B |Cleveland Glinic Alumni Library 1321 7204 a E3E2
| Case Western Resarve University 1456 20540 30706
8 |Wright State Universily 602 4192 Field 11894
9 | Miami University 726 14786 leld name 1077
T [Kent State University 617 5864 7 HTML Full-text 10805
11 | Ohio University 628 TT45 _ g701
12 | Northeastem Ohio Universities College of Medicine 270 1489 Percent of HTML B280
13 | University of Toledo 444 1833 " 6023
14 |Bowling Green State University a0 2350 PDF Ful-tent 5574
L5 |University of Akron 187 1145 7 Percent of PDF 4340
16 |Medical College of Ohio 95 3674 3141
17 |College of Wooster 180 862 7 Total Full-text a079
L& |Oberlin College 218 1274 2980
19 | Denisan University 277 1256 . 2882
20 |Clevetand State University 118 57T Drag fields between areas 2458
21 | Ohio Morthem University 83 537 - 2041
2Z |Youngstown State University 140 358 ¥ Report Filter i= Column Labels 1460
23 |Unversity of Daylon 133 995 1455
24| Xavier University &7 325 Values 1453
25 | University of Findlay 140 244 1319
26 |Cedarville University 41 224 1306
27 |John Carroll University 96 184 1029
28 |Baldwin-Wallace Caollege kil 150 filc:]
29 |Wittenbarg University az 154 895
30 | Otterbein College 54 183 87T
31 | Ohio Wesleyan University 28 108 597
32 | Mourt Unian Collage 14 96 = BET
33 |Columbus State Community College 9 122 i3 Row Labels - Values 630
34 | Hiram College 13 H ; : 625
35 | Cuyahoga Communily College a9 3z Institution Sum of Searches 541
36 | Franciscan University of Steubenville 47 122 = 538
37 |Washington State Community College 13 35 SUm of Home Fages 475
38 |Malkne Callage 23 a2 Sum of All TOC [ 405
39 |Shawnee Stale University 19 55 - 387
40 _|Capital University 36 59 Sum of Abstract 380
— Sum of HTML Full-text :

AR BR
MASTER | MASTER (2) | pivotTbi-(2) | pivotCht-(2) | MAS




Pivot Chart:

A B c | b | E | F | & | H | I | J | K | L | M | N o | P | Q@ | R

Row Labels 17| Sum of Searches (5
Ohio State University 529

University of Cincinnali 2060 Total
Case Western Reserve Universily 1456
Cleveland Clinic Alumni Library 131 000

Bowling Green State University 810

Miami University 726 || cpon
Ohio University 628

Kent State University 617 4000 1
Wright State University 602

University of Toledo 444 2000

Denisan Universily 277

Mortheastam Ohio Universities College of Medicing 270 |
Oberin College 218 2000
College of Wooster 190 ]
Univarsity of Akron 187 5] 2000 7 i
Universily of Findiay 140 | . e n ||
Yﬂuﬂwtﬂwﬂsﬂ[&unimmﬁf 14“- _hn'l:?- L=} & = T = E--;- @4 = = o= a =onod Woe o= 4 o4 T 4 o4 od =4 oxouou
Unwersiy of Dayton Wl FEEEPEEEIiiibiEiiogifiihiiicoisiEriihrhEuiEEEEIEE |
Clevoand Siae Unversy Ml IS EririEEsiob e i85 t5585¢88885333f58¢£38¢8 |

edical College of Ohio 99| || EG65e5E55555 523355554555 ::2555;;:;55¢:58;z5z¢esm:5:2E8¢6z |
John Carroll University 96| || g'se.-EE-E,Q&EEEDEEQE‘gﬁ‘gé:EEﬁgEg:gg,—vﬂﬁa:Egmgﬂﬂ%%%lggﬂgg_
Ohia Morthern University 83 :s;gga:s_ggggﬂﬁgg%;:s'ﬁggﬁg';ggE;.EEE-EL;;EEgsgs-ﬁéﬁ‘ggiizézs
Xavier University 67 SLifcE II:E0 SEET:gzOfAEIG -EEE‘SEE 3 fgElgflcsrga &
Ottertain College 54 3-%55@ §85°¢ ”33335,55 gzgag R T S cYETEEEITVE Y
Franciscan University of Steubenville 47/ || S 2E *é E H 8z g 22 £6 = 3 R ?E ER 5 zF g |
Mount Viernon Mazarene University 45| | 3 T < £ 3 @ o E 5% ° 578 " 3 pe 2§ &
Cedarvile University 4| g i 5 = 2 S £ - - i
Ohio Deminican University 40 a7 E g E E

Sinclair Community Collage 38 = - = &

Marietla College Bl 41
Capital University 36
Wittenberg University a2

Baldwin-Wallace College kI
Antioch College kI
Ohio Wesleyan University 28 Chart filtered to show only those greater than 10. Chart sorted in descending order, by sum of searches

Malone College 23
Cuyahoga Community College 22 Ta make this chart easier to read:

Shawnee State University 18 Under Pivot chart Tools, select Layout, and then under Axes, select Primary Vertical Axis, and ‘show axis with log scale

Lorain County Community Colleoe 18




Sparklines

What?
» Quick snapshot of data from multiple columns

Why?
» Easy way to see data over time

» How

1. Put at end of column when you have multiple
columns of data

2. Insert = line

3. For date range, select all the rows in order that
contain values to capture




1/pi to 1.000.000 Digits [1 Divided by Pi)

—

(=]

0 0 1 0 0 0 1] 0 0 1]
100 Ideas for Primary Teachers: Deveboping Thinking Skills 1 [1] 1] [1] [1] [1] [1] [1] [1] 1] [1] [1] 1
101 Ways to Run the Option 2 2 o '] '] '] '] '] '] o '] '] o
The 108 Skills of Matural Born Leaders 2 [1] 1] 1 [1] [1] [1] [1] [1] 1] 1 [1] 1]
The 2000-2005 World Outlook for Frozen Ready Meals and Pizzas 1 0 1] 0 0 1 0 0 0 1] 0 0 1]
The 2000-2005 World Outlook for Rubber Tires fior Cars 1 [} 1] [} 1 [} [} [} [} 1] [} [} 1]
The 2000-2005 World Dutlook for Soft Drinks 1 1] 1] 1] 1 1] 1] 1] 1] 1] 1] 1] 1]
The 2002 Official Parent's Sourcebook an Sudden Infant Death Syndrome 1 [1] 1] [1] 1 [1] [1] [1] [1] 1] [1] [1] 1]
The 2002 Official Patient's Saurcebook an Lugus 1 1 o '] '] '] '] '] '] o '] '] o
The 2002 Official Patient's Saurcebook on Muscular Dystrophy 1 [1] 1] [1] [1] 1 [1] [1] [1] 1] [1] [1] 1]
The 2002 Official Patient's Saurcebook on Sickle Cell Anemia 1 1] 1] 1 1] 1] 1] 1] 1] 1] 1] 1] 1]
201 Best Questions 1o Ack on Your Interview 1 '] 1] 1 '] '] '] '] '] 1] '] '] 1]
30-Day Low-carb Diet Solution 1 '] o '] '] '] '] '] '] 1 '] '] o
50 Self-help Classics: 50 Inspirational Books to Transfarm Your Life 3 [1] 1] [1] [1] 3 [1] [1] [1] 1] [1] [1] 1]
68 letters to and from Jefferson, 1805-1817 1 '] 1] '] '] '] '] '] '] 1 '] '] 1]
9 Natural Laws of Leadership 12 [1] 4 5 3 [1] [1] [1] [1] 1] [1] [1] 1]
Abortion: A Reference Handbook (Cont ary world issues) 1 0 1] 0 0 1 0 0 0 1] 0 0 1]
Abortion, Meral and Lepal Persgectives 1 [1] 1] [1] [1] [1] [1] [1] [1] 1] 1 [1] 1]
Action Research: Principles and Practice 1 0 1] 0 0 0 0 1 0 1] 0 0 1]
ADD/ADHD Alternatives in the Classroom 1 [1] 1] [1] [1] [1] [1] [1] [1] 1 [1] [1] 1]
Adiposs Tissue (Medical Intelligence Unit) 2 0 1 0 1 0 0 0 0 0 0 0 0
Adult Learning and Development: Persgectives from Educational Psychology (Educational psy 1 1] 1] 1] 1] 1 1] 1] 1] 1] 1] 1] 1]
Adult Severa Mental lllnass. 1 1] 1] 1] 1] 1] 1] 1] 1] 1 1] 1] 1]
Advanced Abnormal Child Psychology 1 [1] 1] [1] [1] [1] 1 [1] [1] 1] [1] [1] 1]
Atvanced Calculus With Applications in Statistics [Wiley series in probability and statistics) |1 0 0 0 1 0 0 0 0 0 0 0 0
Advances in Chemical Physics, Volume 126 1 ] 1] ] 1 ] ] ] ] 1] ] ] 1]
Advances in Chramatography. Vel. 40 [Advances in chramatagraphy; v. 40} 1 [1] 1] [1] [1] [1] [1] [1] [1] 1] [1] [1] 1
Advanges in Lithium-lon Batteries [] '] 1] [ '] '] '] '] '] 1] '] '] 1]
Advances in the Mechanics of Plates and Shells: The Avinoam Libai Anniversary Velume [Solid 2 0 1] 0 0 0 0 1 1 1] 0 0 1]
African-American Writers: A Dictionary 2 1] 1] 1] 1] 1] 1] 1] 1] 1] 2 1] 1]
Agent-centered Morality: An lian Alternative to Kantian l 1 0 1] 1 0 0 0 0 0 1] 0 0 1]
AIDS, Drups and Prevention: Perspectives on Individual and Community Action 1 [1] 1] [1] [1] [1] [1] [1] 1 1] [1] [1] 1]
American Dietetic Association Guide to Healthy Eating for Kids: How Your Children Can Eat 5q 1 0 1] 0 0 0 0 0 1 1] 0 0 1]
American Environmental Leaders. Vols. 1and 2 1 1 1] [1] [1] [1] [1] [1] [1] 1] [1] [1] 1]
American Fish and Wildlife Policy: The Human Dimension 1 1 1] 0 0 0 0 0 0 1] 0 0 1]
The Arnerican Heritare Book of Enelish Usage (Book of Enelish Usase) 1 [1] a [1] [1] [1] [1] [1] [1] a [1] [1] 1




Comparison Formula

Why?
» Common to want to see differences between titles, or data

How?

1. put data in column 1 and column 3

» create empty column between the 2

2. put formula in the middle column

» =IF(ISERROR(MATCH(A2,$C$2:$C$5,0)),"",A2)

3. start with 1st cell that has data -- this is your Al
4. $c$5 is the very last cell that has data

5. For TEXT, use ASAP utilities to trim cells, eliminate characters
such as &, -, and articles such as ‘the,” ‘a,” ‘an’

6. Also for TEXT, make case uniform

» N.B. In running this formula, you want to compare the LONGER
list to the SHORTER list (i.e. “A2” should be for the long list,
$C$2 should be for the short list)




Example

|+ @ © [ fx| =IFOSERROR(MATCH(B6,5D$2:5D5224750,0))," B6)
B

=] EBSCO TITLES
ECOMOMIC FORUM chinese journal of aeronautics
ear and hearing ear and hearing dagism religion history and society
international journal of instructional media nternational journal of instructional meda thaught and wards journal of the humanities an
EXCEFTIONAL CHILD Frrtatud eesti seltsi aastaraamat annales Itter
AULLETIM OF PSYCHONOMIC SCLIETY 1 sart
TEACHING ENGLEH 1M TWO-YEAR COLLEGE 2 journal of african migration
mTYON review RGN review 1000 bags tags and labels distinctive designs fo
TAX MANAGEMENT INTEANATIONAL JOURMAL 1000 facd art and styling iceas mouthwatering
american demaographics american demographics 1 000 garment graphics 3 o rehensive colisct
JOURNAL OF AMERICAN PLANNING ASSOCIATION 1 330 graphic elements special details for distim
COMSUMER TRENDS. 1000 greetings creative corespondence design
HEGIONAL SCENCE FERSPECTIVES 1 300 icons symibods 2nd pictograms visual comr
50 PLUS 1000 ideas by 100 manga artists
SEHAWIORAL COUNSELING QUARTEALY 1000 ideas for graffit and street art murals tag:
american arganist american arganist 1 000 illustrations for children amazing art mack
MUNICIPAL MANAGEMENT 1000 incie posters
peace and change peace and change 1000 [greetings creative e f
popalar stence popular science 1 000 music graphics a compilatian of packagirg

ALCOHOL HEALTH AND RESEARCH WORLD f NATIONAL INSTITUTE ON ALCOHOL ABUEE AND ALCOMOLISV

1000 package designs a comprekensive guide t

WACLA REPOET 0N AMERICAS

1000 pases ir fashion

1000 product designs form function and technc

1000 restaurant bar and cafe graghics from sigr

journal of portfalic management Journal of portfolic
crafts repart crafts repart
ohic media spectrum chio media spectrum

1 000 retail graphics from signage ta logos and ¢

SULLETIN OF INSTITUTE OF HISTORICAL RESEQRCH, SPECIAL SUPPLEMENT

1000 tyoe treatments from script to serf lettert
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Duplication

Why?

» To see, for example, multiple orders on one bib
record

How?

1. Highlight the column where you want to find

duplication

2. Go to Home = conditional formatting

3. Highlight cell rules = duplicate values

4. Select the format and color

5. Do advanced sort:

First, by color, then by record number
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Add Hyperlinks

Why?
» If your target audience wants to easily navigate to record in system

How?
1. Create a new column alongside the one with the URLs

2. In the first cell, use this formula: =hyperlink(b2) ['b2’ being the first
cell with the hyperlink]

Paste for remainder of column
Create another new column
Copy the new hyperlinked column

Paste special - values and number formats. Shortcut keys are: alt + H,
V,S, U

S v MW

NOTE: Remember to copy and paste special, value only. Otherwise, cells
are reliant on formula created for them. For Hyperlinks, follow step 6
here




One Quick Extra

» How to convert roman numerals to numbers (useful if
dealing with older material)

1. You have in cell A1 MCMXI

2. In the adjacent cell, the formula is:
=MATCH(A1,ROMAN(ROW(INDIRECT("1:3999"))),0)

3. HOWEVER, rather than hit "enter” on your keyboard, you hit
cntrl + shift + enter

4. if you have these roman numerals in several rows, you can copy
this formula and just paste from that point forward.




Lastly, Dashboards

.
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What Was That?

AII enerated by highli htm? parts of prior workbooks in Excel file,
choosing ‘Insert Chart’ function in Excel, then saving to new
worksheet

What NOT to do:

avoid trendlines

avoid background colors

don't use unnecessary legends; they take up too much room
avoid unnecessary shading, fancy formatting

reduce noise -— delete grid lines; use data labels instead
remove axis labels, especially if you're using data labels

v Vv Vv Vv Vv VW

What to do:

For line charts, start at zero. Plot 2 data sets

Use data labels rather than axis grids

Space bars in a bar graph

Abbreviate common labels, such as months or days of week
Use nesting labels when you can

v Vv Vv Vv Vv WV




And for disparate data...

When you have an additional plot point you want

to put in a chart, but its numbers vary drastically
from the other chart data

1. Go to Chart Tools - Layout - Axis
2. Choose either Vertical or Horizontal

3. Experiment with one to choose (e.g. Under
Pivot chart Tools, select Layout, and then
under Axes, select Primary Vertical Axis, and
‘'show axis with log scale)




THE END - QUESTIONS?

Pz sl
R IR S

THANK YOU
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» Pivot Table Guy - in youtube
https://plus.google.com/116259010624364098598
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/posts
https://www.voutube.com/user/PivotTableGuy
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https://www.udemy.com/excel-dashboard/

Microsoft Excel Dashboards & Reports, 2"d Edition
(2013). M. Alexander & J. Walkenbach

.
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