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Instructions for Graphing the Age of Collection
Updated: October 12, 2010

Using the following instructions, you will be able to run a shelflist report and import the information to Microsoft Excel to obtain a report and graph displaying age of the collection data. 

General Notes:

· MS Excel has a limit of 65,000 rows of data. This should accommodate most libraries/collections. However, if you think you may exceed 65,000 items in a library/collection, you will need to break your selection criteria down by a single item group and/or call number range.

· If you choose to run the report for several item groups at a time, the final report/chart will not be broken down by those item groups. (i.e. The information will be aggregated.) Since the final data cannot be broken down by item group, it is recommended that you run the report either for the entire collection (provided you have 65,000 items or fewer) or for a single item group. You may, however, wish to exclude item groups such as PERIODICAL, ELECRSRCE, and/or EQUIPMENT since those records may not contain appropriate publication date information. In addition, if you have a large number of items with a status of WEEDED, DISCARD, etc., you may want to exclude. If you leave the item group field blank, by default, the report will be run for all item groups.

· For complete instructions on running the CAT: Shelflist report, go to section 15.8.3a of the online Sirsi Java manual at: http://www.infohio.org/Documents/SirsiManual/SirsiJava/J15.8.3aCAT.Shelflist.doc 

Instructions:

1. Download the Age of the Collection Reporting Spreadsheet at: http://www.lnoca.org/departments/library/files/handbook/H_PR_age_collection_spreadsheet.xls. Save the spreadsheet to your computer. Open the spreadsheet from your computer and minimize it to the taskbar.

2. From Sirsi, click on Reports Session and, in the Session Settings window, set the application to Print reports to Excel. 

3. From the Schedule New Reports wizard, choose the CAT: Shelflist report from the INFOhio tab.

4. From the Item Selection tab, enter the building. If you are running the report for your entire collection, leave the item group blank; otherwise, enter any desired (single) item group. Or, use the item group gadget to exclude certain item groups (as explained above). You may also wish to excluded WEEDED or DISCARD statuses.

5. If you wish to run for a call number range, enter this information on the Call Number Selection tab.

6. From the Sorting Criteria tab: Although the sorting option makes no difference, you may wish to choose a sort of ‘pub year/author/title’ or ‘pub year/title/author’ so you can view the finished report in order of publication year. 

7. From the Output Options tab, choose the Spreadsheet report type and the Plain Text format. Choose only the following options: Barcode, Title, Call Number, Author, Pub Year. 

8. Run the report; click the Finished Reports wizard; select the report name and click Print; uncheck both ‘Print log’ and ‘Format report’ and click OK. When you view the report, it should be in Excel.

9. Select columns A, B, C, D, and E by highlighting the column headers. From the Edit menu, choose Copy.
10. Maximize the Reporting Spreadsheet. IMPORTANT: Be sure you are on the Data & Chart tab/worksheet. Click once in Cell A1 and from the Edit menu, choose Paste.
11. Your finished chart will appear on the Data & Chart worksheet; your finished report will appear on the Report worksheet. You can choose to copy and paste the information into another document, or print it from Excel. Note: to print the chart (alone), be sure to click once on the chart to select it (black handles will appear at the outside corners) before choosing to Print.
Manipulating Your Data

· [image: image2.png]Do NOT manually modify the gray section below.

PubYear [#of Occurrences [% of total Collection
1800-1893 0 0.00%
100-1509 0 0.00%
1910119 T 0127
16201929 21 027%
1630-1939 79 101
1940-1949 i) 1.4
1950-1959 P 5.84%
1960-1969 782 2230}
1970-1979 2207) 2.1}
180-1989 1214 15.54%
1990-1999 1309 16.75%

000-2009 663 5.49%
ﬁnta\ items | 7813 700.00%




Chart Labels: You may need to move your data labels around to make the chart more readable. To move a label, click on it, taking care that just that single label is selected (see example to right), and drag it to your desired location.

· Chart Title: You should also change the Chart Title by placing your cursor in the text field for the title.

· Zero Information: If you have “zero” occurrences of items within a particular decade, you may want to exclude this data from your chart as much as is (easily) possible. To change the data set included in the chart, do the following:
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Using MS Excel 2003: 

a) Click once on the chart to select the whole chart (black handles will appear at the outside corners).

b) You will notice in the gray data section, that the chart data is highlighted in purple (category information) and blue (value information).

c) Move your mouse pointer to the top of the boundary until it looks like a double-arrow; drag the boundary down to eliminate any top rows of “zero” data. 

Using MS Excel 2000:

a) Click once on the chart to select the whole chart (black handles will appear at the outside corners).

b) On the spreadsheet, determine at which row your “non-zero” data begins. 
c) From the Chart menu, choose Source Data.

d) In the Data range field, change the “17” to whichever row number you determined above.
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LNES: Non-Fiction

Decade # of items % of Collection
1800-1899 17 0.22%
1900-1908 5 0.08%
19101918 12 0.15%
19201929 2 0.27%
1930-1933 78 1.01%
1940-1949 118 148%
1950-1959 456 5.82%
1960-1969 1.742 22.23%
19701978 2,202 28.10%
1980-1989 1214 15.48%
1990-1999 1,308 16.70%
2000-2009 663 846%

Total # of items: 7.836




Examples of Chart and Report:

If you have any questions, please contact the Library Systems Department via email: LNOCA_SUPPORT@LNOCA.ORG or phone: 216.520.6900 x252.
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