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How to Import Sirsi Report Information into Microsoft Excel
Revised: March 1, 2009

The example below was created using MS Excel 2003.
1. Run the desired Sirsi report, for this example, the CAS: Value of Collection Report.

2. From Finished Reports, open the finished report (uncheck View Log).
3. Save the report to your computer, keeping the default file type of Plain Text. (If a File Conversion window appears, simply click OK.)

4. Open Microsoft Excel.
5. From the File Menu, choose Open.
6. The Open window will appear. At the bottom of the window is the field: Files of Type; be sure to choose a type of All Files.
7. Select to open the Sirsi report you saved to your computer.
8. A Text Import Wizard will appear. 
· At Step 1 of 3, choose a data type of Fixed Width. Click Next.
· At Step 2 of 3, create lines between the “main” columns of data by clicking on the Data Preview pane. Click Next.

· At Step 3 of 3, click Finish.Your data should now appear in the spreadsheet.
9. To create a chart, you need to highlight the cells containing the information you want to chart. You may need to delete columns of information you do not want to include. Note: Typically, you don’t want to include any “total” lines in a chart. 
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For Example: For the Value of Collection report, you may not want to report the number of items that do/don’t have a price. Delete those columns by highlighting the column headers (B and C), and choosing Delete from the Edit menu.
[image: image3.png]Insert
cels

Format _Tools D:

Rows
Columns
worksheet

Symbl.





Then, highlight just those cells containing information you want to chart.
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From the Insert menu, choose Chart.
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At Step 1 of 4, choose the chart type (e.g. column, bar, pie, etc.) you want to create. Note: If you hold down the button to Press and Hold to View Sample, it will show you approximately what your finished chart will look like.

12. At Step 2 of 4, click Next.

13. At Step 3 of 4, choose any options you see fit from the Titles, Axes, Gridlines, Legend, Data Labels, and Data Table tabs. Don’t hesitate to try different things, since it is easy and quick to try them and undo them. 
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For Example: For the Value of Collection report, you might want to change the following settings on the Titles tab:

· Chart Title

· Category (X) Axis Label

· Value (Y) Axis Label
Again, the nice thing is that the chart preview pane will update itself so you can see the effect of your modifications.
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Settings you typically might want to change on the Legend tab: 
· Uncheck Show legend
Leave all other tabs (Axes, Gridlines, Data Labels, Data Table) alone; click Finish.
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14. At Step 4 of 4, you can choose where you want the finished chart to appear; we recommend having it appear as an object either in your current worksheet or another worksheet (choose the worksheet from the drop down box). 
15.  You now have a finished chart that you can print (be sure to have the chart selected) or copy/paste into another document.
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If you have any questions, please contact Library Systems via email: LNOCA_SUPPORT@LNOCA.ORG or phone: 216.520.6900 x252.
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