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Instructions for Charting the Value of Collection
Updated: February 3, 2010

Using the following instructions, you will be able to copy data from the Value of Collection report into Microsoft Excel to obtain a chart and report displaying value of the collection data. 

Instructions: (If you are comfortable working in Sirsi, MS Word, and MS Excel, you may wish to use the more brief instructions on page 4.)
1. Download the Value of the Collection Reporting Spreadsheet at: http://www.lnoca.org/departments/library/files/handbook/H_PR_val_collection_spreadsheet.xls. Save the spreadsheet to your computer. Open the spreadsheet from your computer and minimize it to the taskbar.

2. Your Report Session properties must be set to open in MS Word. From the Report and Notices wizard group, click the Schedule New Reports wizard; from the INFOhio report tab, select to Setup & Schedule the CAS: Value of Collection report.

3. From the Call Number Selection tab: enter a single library code. 

4. From the Item Selection tab:

a. Item Group: It makes sense to run this report for the majority of your collection. However, if there are item groups that are not truly part of your library collection (e.g. EBOOK, EQUIPMENT) or item groups for which you know many prices have not been entered (e.g. often times, PERIODICAL, ELECRESRCE), then you may wish to exclude them from the report.* 

· To run the report for your entire collection, leave the item group field blank.

· To run the report and exclude certain item groups, use the gadget next to the item group field. At the top of the window, choose the button to exclude selected policies; then, choose the item groups you do not want to include on the report and click OK. You will also have the opportunity of removing item groups in step 7.*

b. Current Status: You may wish to run this report only for items with a status of AVAILABLE or CHECKEDOUT. This will exclude items with a status of LOST, MISSING, etc.

5. Choose the option: Run Now; choose to Display Finished Reports; select the report name and click View; uncheck ‘View log’ and Format Report’ and click OK. The report should open in MS Word.

6. Go to the Edit menu and choose Replace. Leave the Replace with field blank; in the Find what field, enter: $    Click Replace All; click OK at the prompt that confirms the number of replacements.

7. If you see item groups with very low value, you may wish to remove the (entire) rows containing that data. Just be sure to keep the columns properly aligned and leave no blank rows.*
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Select/highlight only the rows of text containing your item groups and values. You must select the entire row and no extra rows. 
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9. With the text highlighted, go to the Edit menu and choose Copy.
10. Maximize the Value of the Collection Reporting Spreadsheet. IMPORTANT: Be sure you are on the Data tab/worksheet. Click once in Cell A1 (where it reads in red font: CLICK HERE & PASTE DATA); from the Edit menu, choose Paste. Column A should be partially highlighted. Don’t worry about the spacing…you’re about to fix it.

11. With Column A still partially highlighted, go to the Data Menu and choose the option Text to Columns. A wizard will pop up and you can simply hit Finish. (Note: If you do not see the values update in the gray section, something has gone wrong and you’ll need to start over and/or contact LNOCA_SUPPORT.)

12. In the gray area, make note of the number of the last row where item group data exists. In the example below, the row would be: 18.
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13. Your finished chart will appear on the Chart tab/worksheet. Don’t worry that it doesn’t look correct right now. Because each library has a different number of item groups, the chart needs to allow for the maximum number of item groups. As such, your finished chart will need one, simple fix:

a. Right click in the ‘open’ white background area of the chart.

b. A pop-up menu should appear; choose Source Data.
c. In the Data Range field, take out the ‘56’ and insert the row you noted in step 11; click OK.

Before/Default:


    After:




d. Your chart should now look correct. You can print the chart from Excel, or you can copy/paste the chart into another document (Word, PowerPoint, etc).
14. A report with general information on the Value of the Collection will be generated on the Report tab. You can print the report from Excel, or you can copy/paste the information into another document (Word, PowerPoint, etc). 
* Remember, any rows of data you chose to remove in steps 4 and/or 7, will not be factored into the values reported.
Examples of Chart and Report:


	
	

	General Information on the Value of the Collection

	LNOCA High School: 2007-2008

	
	

	
	

	Total number of items in the collection:
	13,951

	Number of items with price information entered:
	11,106

	Total value of items with price information entered:
	$145,972.98

	 
	 

	Number of items with no price entered:
	2,845

	Average price of items with price information entered:
	$13.14

	Approximate value of items with no price
	$37,393.58

	 
	 

	Approximate total value of ALL items:
	$183,366.56


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

Brief Instructions 

(for those comfortable working in Sirsi, MS Word, and MS Excel)
1. Download the Value of the Collection Reporting Spreadsheet at: http://www.lnoca.org/departments/library/files/handbook/H_PR_val_collection_spreadsheet.xls. Save the spreadsheet to your computer. Open the spreadsheet from your computer and minimize it to the taskbar.

2. Setup/Schedule the CAS: Value of Collection report from the INFOhio tab.

a. Call Number Selection tab: enter your library
b. Item Selection tab: include/exclude any item groups as appropriate; you may also wish to include only items with a current status of AVAILABLE or CHECKEDOUT (this will exclude items that are LOST, MISSING, etc.)

3. Run the report; when viewing the finished report, uncheck View Log and Format Report.

4. Go to the Edit menu and choose Replace. Leave the Replace with field blank; in the Find what field, enter: $    Click Replace All; click OK at the prompt that confirms the number of replacements.

5. Completely remove any rows of data you don’t want to appear on the report. Select/highlight only the rows of text containing your item groups and values. You must select the entire row and no extra rows. (You may want to refer to steps 7-8 of the detailed instructions above.) From the Edit menu, choose Copy.*

6. Maximize the Reporting Spreadsheet. From the Data tab/worksheet, click once in Cell A1 and from the Edit menu, choose Paste. 
7. Go to the Data Menu and choose the option Text to Columns. A wizard will pop up and you can simply hit Finish. 
8. In the gray area, make note of the number of the last row where item group data exists. 

9. Your finished chart will appear on the Chart tab/worksheet. You’ll need to do the following to finish:

a. Right click in the ‘open’ white background area of the chart.

b. A pop-up menu should appear; choose Source Data.
c. In the Data Range field, take out the ‘56’ and insert the row you noted in step 8 and click OK. (You may want to refer to step 13 of the detailed instructions above.) Your chart should now look correct.  
10. In addition, a report will appear on the Report tab.
* Remember, any rows of data you chose to remove in steps 2 and/or 5, will not be factored into the values reported.
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