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DOWNLOAD and SAVE

CSv

Comma Separated Values
o The data in each cell of the table is separated by a comma: celll, cell2, cell3. Evergreen
data also uses quote marks to differentiate cell contents: “cell1”, “cell2”, “cell3”
Standard spreadsheet file type compatible with all spreadsheet programs
All ad hoc reports are downloaded and saved as CSV files
They can later be saved as an excel workbook

Ad Hoc option: Copy

If you select Copy, the table data is copied to your PC’s clipboard memory (in CSV format)
Open a new Excel workbook and paste the data into a spreadsheet

Save as Excel Workbook

This step skips the download/save as CSV
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WORK with REPORTS

Multi-worksheet Reports
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Circulatiol Shelving L Call Numk Title Barcode [Creation Date
Mew Item First Floor BEST best amey 5.21E+13| #aHH#aEHs
MNew Item First Floor EVANOVIC takedowr] 5.21E+13| #H
MNew Item First Floor FRAME  havisham| 5.21E+13| s
MNew Item First Floor FRANCO actors and 5.21E+13| #H##HH
Mew Item First Floor HOOPER hostage | 5.21E+13| #HHHEHH
MNew Item First Floor JACKSON someone| 5.21E+13| st
Mew Item First Floor KINGSBUF fifteen mi] 5.21E+13| #H##HH
MNew Item First Floor KIRWIN  death ove] 5.21E+13| sty
MNew Item First Floor MCCALL Slthe minon| 5.21E+13| #H#HH
MNew Item First Floor MORGAN the road f| 5.21E+13| st
MNew Item First Floor PERRY achristmg 5.21E+13| #H
New Item First Floor TRIGIANI the supre| 5.21E+13| #H###HHHH
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Sort and filter
@l Hwo-®~- = MewltemsExpired_2014-06-12 - Microsoft Excel = B =
Home Insert Page Layout Formulas Data Review View Add-In ) e o e 22
= Calibri General - rﬁ_ill Conditional For x - % [ﬁ
- El $ - % +  [EFormatasTable - ks
Pafte & =) Cell Styles = - S-orth find &.
£ 08 .0 S Filter = |Select
Clipboard Font = Alignment = MNumber = Styles Cells %m;\mz
Al - f | Circulation Modifier Zl sotZtoa
A | B | c | D | E | F | G | H | I | [¥f custom sort...
1 |Circulatiol Shelving L Call Numk Title Barcode Creation Date = Filter
2 |New Item First Floor BEST best amer 52118300728216 10/21/2013 z
3 |New ltem First Floor EVANOVI( takedown 52118300713960 12/5/2013 ‘,
4 Mew Item First Floor FRAME  havisham 52113300729685 11/7/2013 &
5 Mew Item First Floor FRANCO actors anc 52118300725693 11/7/2013
6 Mew Item First Floor HOOPER hostage 52118300714141 12/5/2013
7 Mew Item First Floor JACKSON someone 52118300714034 12/5/2013
8 New Item First Floor KINGSBUER fifteen mi 52118300729586 11/7/2013
9 Mew ltem First Floor KIRWIN  death ove 52113300714349 12/6/2013
10 Mew Item First Floor MCCALL Slthe minor 52118300713945 12/5/2013
11 New Item First Floor MORGAN the road f 52118300714240 12/5/2013
12 MNew Item First Floor PERRY a christmz 52118300714117 12/5/2013
13 New Item First Floor TRIGIANI the suprel 52118300714166 12/5/2013
Custom sort by multiple columns
| A | B | ¢ | b E F | 6 | m | L
1 |Call Numk Barcode Shelf LocaTCN Title Author  ISBN Copy Added Published Publisher Sirsi Circ%
L FIC ABEEY 3444300010006P Adult Ficti 75000831 the monk abbey, ed {00611297 4/20/2003 1975 lippincott 2
i FIC ABE 52133100098074 Adult Fictio7033541( the dream abe, shan; {05535880 11/22/2006 2006 bantam bt i
iFICAberCI 3 Q0208160 Ad icti ocnsA864: the heroe gbercrom|{03160449 0 0 arbi (
| 5 |FIC Abercr T @ boks (
6 |FIC ACOST bt bo H
T FIC ADAIR ““'gladd Lewvel ” X Delete Level ” 153 Copy Level ”B v My data has headers htine 7
i FIC ADAIR Column Sort On Order ntine P
| 3 |FICADAM Sortby | published [x] |values [+] |smallest to Largest [=]] Py ! t
| 10 |FIC ADAM Then by El Values lz‘ AtoZ |Z| Py | =
i FIC ADAM Call Mumber - £ :
12 |FIC Adams Barcode i book (
[ 13 |Fic ADAM ShefLocation | htine 1t
14 |FIC ADAM Title 3 ntine 1t
—— Author :
| 15 |FIC ADLER 15BN |4 rtins 2
16 |FIC ADLER C lorte i
[ 17 |Fic ADLER EEEI::EEE‘ oo J[ cencel | fiine «
£ FIC ADLER JZISsIUUUN E'ést':ﬁgs i mmmm‘smﬂrtins 3
£ FIC ADLER 52133100119938 Adult Ficti o1222618¢ meet me iadler, eliz {03123644  8/11/2007 2007 st martins e
20 |FICADLER 52133100160585 Adult Fict 01848228 one of theadler, eliz 03123644 11/25/2008 2008 stmarting 1
M 4+ M| shelf List Adult Fiction %] o l|[| 4| T | » [1]
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Optimize page layout for printing
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70 W30 - Village of Sodus 3 0.04%

71 |W34-T012 - Village of Waolcott & Tow 1 0.01%

72 14 0.18%

73 7916 100.00%

74

| 75 |School Code Total % Overall

| 76 | 11 0.14%

| 77 |Maot Applicable 10 0.13%

| 78 |OOS - Out of System 130 1.64%

| 79 |SD082 - Canandaigua 59 0.75%

| 80 |SD118 - Clyde-Savannah 9 0.11%

| 81 |SD147 - East Bloomfield (Bloomfielc 3 0.04%
| 62 |SD218 - Geneseo 1 0.01%
| 83 |SD218 - Geneva 7012 88.58%
| 84 |SD278 - Holland 1 0.01%
| 85 |SD283 - Honeoye Falls-Lima 3 0.04%
| 86 |SD350 - Livonia 1 0.01%

87 |SD360 - Lyons 25 0.32%

86 |SD374 - Marcus Whitman (Gorham- 111 1.40%

| 89 |SD420 - Naples 4 0.05%
| 90 |SD431 - Newark 19 0.24%
| 91 |SD446 - North Rose-Wolcott 2 0.03%
| 92 |SD478 - Palmyra-Macedon 6 0.08%
| 93 |SD488 - Penfield 1 0.01%
| 94 |1SD483 - Penn Yan 26 0.33%
| 95 1504393 - Phelps-Clifton Springs 258 3.26%
| 96 |SD498 - Pioneer (Yorkshire) 3 0.04%
| 97 |SD500 - Pittsford 1 0.01%
| 98 |SD527 - Manchester-Shortsville (Re 14 0.18%
| 99 |SD542 - Romulus 54 0.68%
10050578 - Seneca Falls 16 0.20%
10150592 - Sodus 4 0.05%
102150653 - Victor 5 0.06%
1103 |SD671 - Waterloo (Border City) 109 1.38%
104 [SD705 - Williamson 2 0.03%
10550716 - York 2 0.03%
106 14 0.18%
107 7916 100.00%
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