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Introduction 
Three topics 

~ :-i:f-,/,: : ... :..,::.·.: .. -·- ,,, 

• Create Lists built-in tools 
• Using Excel with Create Lists 
• Creating a review file with a set of barcodes (if time) 
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Using Excel vvith Create Lists 
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Using Excel's default import settings = 
text that doesn't look so good I 

A B ---------1 l BARCODE TITLE 

-2 : 3,5132SE+131P/-BA«-ShA«-shikr Kan-Wa-EI daljiten=A. B. C~Japanese-English dlctiona 
- . ! - , - ~~, - _-- .. •---'-~ .. --- «- ·--··-·-··~- . ' '' ' '' ' ' ' ' . 
3 ! 3.513~E-r131~~die> telescopes : 27-30 March 2000, Mul'l!ch, German}' /Harvey R, 8_utch~ 

-4 ! _ 3.5132SE+-13iThe Europe;;;dy~;~,~ st;tes, 1494-1660 / Richard Bonney. · ... ,. ·--
~5 'f i sB25E+13 SVi .fi .ta i~-:;s····· t1=0 Hol O~e: forSATB th~i~and ~~l~-cello/JohnTa' 

.· 6 ! 3.51325£+13 MAokohA!lnokihongenri/UAN. R azanofusuk.A« cho;AoklTomitarA!iyak1. 
7 ·i 3.51325E+13

1
Lurs Bar~,_A ..... in .... / _Re_·n_l _©_B_ur_rl_. __________ _ 

8 ! 1~re-a1CEa- le™('~1•a• l {Online journal]. 
_ 9 _ J ·a.s13·25E+13l8S0-01 Op~~A- rodA- (v(deo~ecording)-=-O=ff=ro~:a·=,i/~c-h-ej-ak~, H=· w-a-lt-on-:i=.~=_Jl~_,I-

~li, uu7ur 
2 0 t l 

. - • . <'.o.';; f(:,. (.- < . .. 

• The default character set Excel uses when importing files is intended for American 
English with no diacritics. 

• Using the default character set results in this type of garbled text. 

• Also, if a cell contains only numbers, Excel assumes it can store it as a number in 

the internal Excel format. 

• You also see similar problems like ISSNs being stored as dates if the sequence of 
numbers looks like it just might be a date. 
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A File Correctly Imported -
text that looks good ! 

;TlTLE 
· \ ~.· 35132501091193 '~Bi-Shi-shiki Kan-Wa-Ei dai lten =A. B. C. Japanese-English dictionarv..: 

.· S' ; 3513~01082325. lRadlotelese<> . e~:2N0March 2000,VM~!'lich, GermanyLf:i.!.'!~Yvl.~.~~-~!5 
,4 : 3~1~~()1~60713 1J!!e Europeari din~~Jcstates, 14941660 /Richard Bonney •. 

3?!~6§9117780.2, .. 1SylaM ::_Syy~!}_::: q H<lly Ooe, for ~A TB tjlofr and solo cello/ Johrt'Tay~r 
35132501091581. }Mokoho no kihon ~nri / ue. -~Y.~~~~!!.~.fusuki cho; Aok, Tomitaro ya~u.~ 
3513250117.9766 1 Luis Barra· an/ Rene Burri. 

,lt.$1~1l1t~~ {online oumafJ. 
35132504298167 !880-01 O 'O rodCi [videorecordin . =-Off road l che :~k, HwaitongSaj_!!l,,l 

~ IUG 
. . • . ;? 0 I .1 .. . , 

,,,,.-~,~~ . . - .... -··. •-",y <">:;.,. ~,~--,1,- ••• -. ~- ' -·• •.•.. 

'How to' shown in movie on next slide 
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. i.1~'.t'•;h1r"hi£/ · 

-· -.·~· -· - ,"'-~!~ . . . f¼J!ffl~!Jt i ·~,~ L ~!lt¥:.,.·~=·· •=·; ~.;.;....-~'=.:"'-'f"'--;.;:.......-~::::"':-'-'- ~I 

•·~I ,1;(~::;·.1 .. ::,tJJ 
. I 

IUG 
Correctly Importing a File in Excel 

2 i) I 1 
. ·.·~,:·, .-~ · ... ··: ·.-·-: -~,. .-,;..;-,:,.~~ ,. .. , 

MOVIE 
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Problem: Millennium 
Concatenating Fields 

.... .... ................. ....... -~.; . - •·- j 

.. . l~957~9$$1.J;t~7:W ... t 

If a record contains multiple fields with the same MARC tag, Millennium normally 
puts a marker in between the fields (the defult is a semicolon) 
Excel's Text to Columns tool can split any data which has a consistent character where 
you want the split to be (even a space) 
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~ ~ IUG 
···· ?--?.J.,l ..... .. . 

Solution: Excel's Text 
to Column Tool 

The video shows the process of splitting a column 
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Problem: Duplicate Values in 
a Column 

• In this situation, I had created a list of items with their checkouts and in-house use. 
• A staff member then went through and removed any items from the list that we 

wanted to retain. 
• We now have a spreadsheet of those items we want to withdraw. 
• Stacks Maintenance, however, wanted to have only a single line for each call 

number as it would be easier for the students doing the work. 
• Instead of manually removing the lines with duplicate call numbers, I used Excel's 

Remove Duplicates tool - shown in the video on the next slide. 
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'DATE fotKOUT < 

2 iBlU,1661.3& st-~1,aui;:llansha.sllny{udl~l :!l)_t~~~-llil11~1ju~I'.'lll~~l:.Vlt1~~- 1'96'. 1' 
} /~

7
B_i : ......... ~ _ _,_iv_.1~_..,. ~~P..t.J!~~~~i-~¥..m~~r,1~~-.,,i_111J~.,,yofwpnne1 Ii · i,i,iif ··········· 2' 

Z l!t}~:i .;fphl!osophyindp>)~~:~-~i~!~:~~!{~-~~~1: =: 1
• 

6 
iUl,Bl • Am02oliafJXl::1ze~,,.o,:\"1',~~c,~~}.~:'!~l~=~=o.f_.~er.'~~Jt .. ··:!} 

iv, 2 )Afilot<\fla IMio•te . 

iv,3 iA fll02oflatllrulnet• ~""c'."~~-.ie---..,;---,-,; 
"-'-f=c;;':"=':'--""'~=---+--~----+iA.rf1.1nl:cr111n;bu2,y~•~~11 Q!laezh, ~h•rlsi,iwr> ~h@l •tl'.I. ltl>aral erooi_ 

i~ r~jz'!1:tcon1paruooj0J1am1:~ffl5-3! ' 
·_i v, t . ' oolc 
~r,J J Me:a.~~~:a1!'J~l@r~£tf.,s~"-mil>o.o•. _ . . . . .: .. : 

. . . . . IJ£S~;,,.,~ icjh)c:al,_p~lcgle,tl, t(ld ~~?.: 
JlloCO 

, ,OeM!nt~~~.;_tl)~ ldea,tif d~ftdtl!Cl! Ill arj. h~_rotyre, phil<>$,O~~Y, ~ 
,,jHl~l)'~"5Ul,_'()pc!~:l'.ll.o~fr.~r.o~'!t:~liS_to~,'?.'ii11!· 
_}.l!lrto ~EVropeanmor~iJn,mAQ~!~-~!!~~!§1)~ ....... - -~-

~ -,- Iii Solution: ~xcel_ 's Remove 
, ,, rnG , Duphcates Tool 

- -------- --... :l·.~~,1.:.- -· -----,,-., .. '. --· ---· · · · · · · · · · · · · - · · · --- - ----., --- · -..- ------ ------- -· -- -

MOVIE 

I've also used the Remove Duplicates tool when I ne€ded the list of unique values in a 

field (e.g., location codes) in a set of records. 

You can combine the Text to Columns and the Remove Duplicates tool to examine the 

main part of URL's - or to analyze pieces of Millennium PAID fields, etc. 
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Goal: Add new field to 
existing records in Excel 

.. :::: -· =-~:~= -·-.. ·'·• -r:::::~~::~--------
- ..................... OM3 .($71l$ 159$ !Cold War. vol. t 

,_.. OMS .l'~62ll0l.,,..,,.,.......;.. _ __,..ste ..... t<>nd ..... --d .... e ~=·•1t....,tit_ro_11_~-, ,._- i'.-!n-wl-!!>_cut_•-,.t-

~..P76199S !P'fflf~"orEd,vatdSatd ,n lfflU~: th~ rnyth oflM-. 
!v,2 !Vtl\lCUr.dAt:twerp 

• .---;.i,. ·~i-• .:l'!' .. ~- - -<-·'-·,' :,,. ·. - • · ·: . --~-~·:-,. 

I sometimes can't foresee what data I'll need in a spreadsheet until I actually begin 
manipulating the data. 
At times, I've spent hours manipulating a spreadsheet, only to realize that I'll need an 
additional bit of information for each record in the spreadsheet. 
Instead of beginning all over with the exported data and trying to recreate the work 
I've already done, I just add a new column in the spreadsheet, export the new field 
from Millennium, and merge the new and old data. 
For this to work, you have to have a common match point in both sets of date - often 
a record number - bib, item or order depending on what I'm doing. 
The next slide is a video of how to do this. 
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!t"il'U;~ ~ ~-- :,r~-~-r~ . ··-~r:-~~~~ n~ll~:.!~\:~_;;~::( .-.:~::~~-~;:~ r~~i 

VLOOKUP ~;~,c~;:£~:~=~-~-
• Import data ¥, • " ;; 

• Make sure 
there is a 
common 
match point 

• Cleanup 

• Sort 

~ 5S~ 
I UG 

, · .,· _, -", .ttJL -···· ·· ·· 

Using VLOOKUP step 1: 
• Import data 
• Make sure there is a common match point 

• Cleanup 
• Sort 

·:•_· : ::·;.,, _;/fl t:l 
,{ {)~ ~ ~ 
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VLOOKUP 

• Add new 
data 

• Insert new 
column 

• Add formula 
• Cleanup 

Using VLOOKUP step 2: 
• Add new data to new spreadsheet in the same workbook 
• Insert a new column 
• Create your formula and add it to all rows 
• Cleanup 
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VLOOKUP Formula 

=VLOOKUP(A2,Status! $A$2: $B$183, 1, FALSE) 

:F :" >A •. t . 6 i C ! 0 i ·1 !RECORD" isi•l.....ATU- S ~l,_CA ___ ll_# __________ j_vo_LU __ M_E:_lT_IT__,LE 

2 lt21m24x I lAM231 .HaS 1994 [Hunte 

6 if22393717 r lena.P734S91995 !swam 

~ IUG 
2 0 I 1 :.: .. :.: .·,;, .. ;_, .·.:"<I.··:<~-, .. ~<:_·,.;..:,.,;.:.. . .-.. , .. -. -___ ; .-.. 

A 8 

l RECORD# .!STATUS 
l il0286342 l 

3 · 1110286366 !Lost & Paidi 

4 ·1 11028_637~ --i....,.. } s 110286615 ' .... .. ... 1 ·-

~- ~~~:::~~ :Missing __ _ ~::: 

. !,_ 116012033 [Missln "" . .J_." 
-~ i160U045 ;Mtsslng i 
10 i160-12057 •vv-~c~ 

VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup]) 

• Lookup_value: the cell address of the value in this spreadsheet that I want to look 

up in the new spreadsheet 
• Table_array: the top left and bottom right cells of the new spreadsheet; NOTE: 

VLOOKUP will always check for the match point in the left most column of the new 

spreadsheet 
• Col_index_num: the-column that contains the data you want to display in the main 

spreadsheet 
• Range_lookup: when TRUE is used, Excel will accept an approximate or close 

match; FALSE forces Excel to only use exact matches 
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Goal: Mark records matching 
a specific criteria 

---------- ... 1149253: --- • -~~ =- "" 1104565,. .w.,w ... , ·.•·•'·'"-"·" •·w,,1 

:m~µ 

Ves 

. Ye$ 
1104:5~· .... Yes 

We had a large list of VHS tapes we were considering withdrawing. We wanted to 
know which ones had seen use in the past two years, which had been on reserve, and 
if a faculty member had checked out the video as we could assume they checked it 
out to show in class. We needed to know all this so that we could order DVD or 
streaming video replacements for videos that were being used in class. 

In this situation, I needed to know if the Last Patron that checked a the item out 
(which is recorded by Millennium in the item record) was a faculty member, e.g., if 
the number in the LPATRON field was present in a separate list of faculty patron 
numbers 
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MOVIE 

Patron 
Type 

Lookup 

• Import new 
data 

• Convert 
format 

• Copy 

Here is the first step in using Excel's MATCH function to check for the presence of a 

value in a separate list 
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MOVIE 

Patron 
Type 

Lookup 

• Paste new 
data 

• Insert new 
column 

• Add formula 
• Populate 

remaining 
cells 

Here's is the second step in the process 
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Patron Type Lookup 

MATCH{] 2, Faculty! $A$2: $A$2297, FALSE) 

; H l r ! j · . K 

2010/11 ltcHKlN iLPATllON ·. !Faculty? 

A . ·· : B 

o! 20081 1130US) 
O, 2008: ! ---·-~·--~-~,1 . . .. 
O; 20lli 1141033! 

C?l . 2002J 10~793l . yes ... . . r 
Oi 2002! 1087602l l · ,. · or 20011 · 1osiiia·-, ---

~ . . . ·- .. :. ·_; i·,., , .~ ::.~(;,;;. ·. ·.: . . . . . . . . : ·. · ... : ........ ·.-:. ;_·_ :,, •. . •. 

MATCH(lookup_value, lookup_array, [match_type]) 

• Lookup_value: the cell address of the value I want to look up in the new 

spreadsheet 
• Lookup_array: the first and last cells in the new spreadsheet that I want Excel to 

check 
• Match_type: for FALSE (or zero), MATCH finds the first value that is exactly equal to 

lookup_value 
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Patron Type Lookup 

ISNA(MATCH(J2,Faculty! $A$2 : $A$2297 ,FALSE)) 

2010/U !tCHKJN . !LPATRON Fa~tf~ 
~I ·· ::1 11301181 --=i 
01 2011! 11~iQ?a1 

. .. . . . . . .. 

. . ...... <>! ... . . Z002, 101§193 'I~$ 
-0! 20021 1687602, 

··. · .. . . .. V- (. . ·- . ! . . . . ... ·1 ···••·· · .•.. · .... ·.· ..• , 

:: :;! ~~:~!~I ~ < =M 

~

•· ... ···.· :; 
' . :: 

IUG 
.. , ... , ... · .. ,., .•. ..t.JJ .. ...l . .. , .. '., ..... '. .. :··.•.:,:•· ----··.,,.v.;_ ·-· 

If MATCH doesn't find the lookup_value in the second list, it returns a #N/A error (Not 
Available). 
Displaying a lot of #N/A values in the column makes it harder to find the values were 
interested in. 

We can test to see if MATCH is returning a #N/A error by using the ISNA function, in 
other words, we asking MATCH if it didn't find the value we were looking for. 
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Patron Type Lookup 

=IF(ISNA(MATCH(J2,Faculty!$A$2 :$A$2297,FALSE)), 1111
, "Yes11

) 

H I J K 
2010/11 (LCHKIN l LPATRON ! Faculty? 

o! 200sl mo11sj 
ol 2008) _ · t_. . 
O; 20uj U41033 1 

o 2002f 10157931 _. Yes 

O 20021 1087602) -~--
ol 20011 10m2sl j_ · 

01 2009) 1132471} -

~ IUG 
"··'··· , .. ,,_.,:., :·,.,.,.s--.t:,.~J,}.,,,r·,.· _-,.,:,·,·,, ,, .. · 

We then wrap everything up in a standard IF function. The formula above says if the 

MATCH return value is the #N/A error, we want Excel to display a blank cell (the 

double quotes with nothing between them), but otherwise (if the lookup_value is 

found) we want it to display "Yes" (or some other value) 

IF(logical_test, value_if_true, value_if_false) 
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l 

·~ AJ1ffl1~ . i !1 . : ~ : : : : : 

IUG 
2 0 I 1 

. . . . . • . . , ' ,:~,·,'; ... ~~ ' _;..., . ' .. . . -f.. . _.;~. . 

WLN programmers 

l 

File Splitting -
or, Creating 

Subsets 

I -
One of the most commonly used tools was a program that split a file into two subsets 
- the records matching some criteria in the first set, and the records not matching the 
criteria in another set 
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Goal: Creating non-overlapping 
sets of records 
1. Create a file 

2. Pull records matching 
criteria 

3. From the records that 
didn't match the previous 
criteria, pull records that 
match a new criteria 

4. Repeat 

~ W/l~ 
2 0 1 l :, -·- : ... : ._ . . ~;.: . . . . ·. ~:, ., .. ~~.,,(!;:. . . . . . .. · . .... -.. ..:. · -- '.;•· •: ... ,~- . 

- Create a file of all bibs with 
web item location and non­
web item location 

- Pull all BIB LVL=m & 086 
present (GPO books) 

- Pull all Canadian 
documents (field 'c' begins 
with 'CAN') 

- Next set 

In this case, we were transitioning from the single record approach to the multiple 
record approach so we could allow patrons to limit based on the MAT TYPE code in 
Millennium bib records. In this step, I needed to analyze the size of various types of 
records that needed to be split into separate records based on physical formats. 

First I created a list of all bib records that had items records attached for both a web 
location and a non-web location. 

Then, I needed to create sets of those records that we could work on, one set at a 

time. 

So first, I pulled out all the Government Document books. 

From the remaining records, I pulled out all the Canadian Government books. 

And repeated the process many times - each time pulling some new set of records 

from the records remaining after the last step. 
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How: Use a marker 
- Create a file of all bibs with web item location and non-web 

item location 

- Pull all BIB LVL=m & 086 present (GPO books) 

- Use Global Update to insert a Marker (e.g., 902 XX) in 
each bib included in the first subset 

- Create a new file of all original records except those 
that contain the marker (All 902 fields don't contain 
'XX') 

- From the new file of all records except those in the 
first set, pull all Canadian documents (field 'c' begins with 
'CAN') 

- Repeat 

Millennium, however, doesn't provide a means of putting one set of records in one 
review file, and the records that didn't match the criteria in a separate review file. 
The way to do this is to add a marker to the records that match the new criteria, pull 
out the records with the marker into a one review file, and pull out the records 
without the marker in a separate review file. 

The use of a record marker makes many very difficult tasks much easier. 

In this case, I decided to add a 902 field in the bib record, with the field contents XX 
(use something that you know will never occur in that field in your database) 
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Finding Records with Multiple Items 

• One of the librarians wanted to review all the books in the Music Library that had 

more than one copy so they could consider withdrawing some of the added 

copies. In our catalog, the copy number in the item field is not always trustworthy. 

• So, I created a file of all the bib records in the location of interest (or with a 

specific call number range, etc.). 

so 


