Create a report in pipe delimited format for import to Excel

“Pipe delimited” means that fields in the report are separated by “pipes”.  When printed out, a pipe looks like a vertical line   |   and is on a keyboard with the backslash.  On the keyboard, it can look like 2 short lines or one longer line.
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Reports that create lists, can be printed out in pipe delimited format. Examples:
List Items

List Users

List Titles
List Bibliography

List Items with Holds

Check for a “Print” tab on the report that specifies pipe-delimited printed arrangement.
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To get a list of items with Author, Title, Call Number and Item ID
EXAMPLE:  What items are in the Montana Room and added in the last 5 years?
Create the report:

1) Use the report “List Items”

2) On the “Item Selection” tab, choose:

a. Library – select it

b. Home Location – Mont-Room

c. Date Created – After 6/20/2011
Note:  Enter any information that can help select ONLY the items you want on the list

3) On the “Sorting” tab, select “call number”  (Report will be in Call Number order)
4) On the “Print Item” tab:

a. Printed arrangement:  Record by record
b. The “generate pipe delimited output” box should be checked

c. Under “Title information”, select “Entry list only”

d. In the Entry List box select tags 100 and 245  (Author and Title)
e. Under “Call Number Information” select “call number only”

f. Under “Item Information” select “Brief copy information”

Run the report and view it.

1. Open the Fixed Format Manager in WorkFlows and locate the file that was downloaded at the same time as the finished report. 
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2. Click on VIEW to open the file in Word

3. The file will look like rows of data with pipes between the fields
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CATALOG> |[MARC>|Title|The Billings Gazette
[microform] | <MARC|CALLNUM> |MICROFILM 1882 FEB-APR 30
1885| ITEM>| copy: |1/id: |31238008546375|In this
library: |BILLINGS | location: |MONT-ROOM| <ITEM|<CALLNUM| <CATALOG|
CATALOG> |[MARC>|Title|The Billings Gazette
[microform] | <MARC| CALLNUM> |MICROFILM 1909 FEB 7-AUG
7IITEM>|copy: |11id: |31238008866799|In this
library: |BILLINGS|location: |MONT-ROOM| <ITEM|<CALLNUM| <CATALOG|
CATALOG> |[MARC>|Title|The Billings Gazette
[microform] | <MARC| CALLNUM> |MICROFILM 1910 JUL 1-DEC
25| ITEM> | copy: |2]id: |31238006607609|In this
library: |BILLINGS|location: |MONT-ROOM| <ITEM|<CALLNUM| <CATALOG|
CATALOG> |[MARC>|Title|The Billings Gazette
[microform] | <MARC | CALLNUM> |MICROFILM 1918 OCT 27-MAR 12
1919/ ITEM>|copy: |1/id: |31238009484089|In this
library: |BILLINGS | location: |MONT-ROOM| <ITEM|<CALLNUM| <CATALOG|
CATALOG> |[MARC>|Title|The Billings Gazette
[microform] | <MARC| CALLNUM> |MICROFILM 1920 JAN 2-APR
” 17| ITEM>| copy: |11id:131238006605801|In this
library: |BILLINGS|location: |MONT-ROOM| <ITEM|<CALLNUM| <CATALOG|
CATALOG> |[MARC>|Title|The Billings Gazette
[microform] | <MARC| CALLNUM> |MICROFILM 1929 SEP-
OCT | ITEM>| copy: |211d: |31238008780537 | In this
library: |BILLINGS|location: |MONT-ROOM| <ITEM|<CALLNUM| <CATALOG|
N CATALOG>|MARC>|Title|The Billings Gazette
[microform] | <MARC| CALLNUM> |MICROFILM 1930 SEP-
OCT | ITEM>| copy: |111d: |31238008780511|In this
- library: |BILLINGS|location: |MONT-ROOM| <ITEM|<CALLNUM| <CATALOG|
CATALOG> |[MARC>|Title|The Billings Gazette
[microform] | <MARC| CALLNUM> |MICROFILM 1931 OCT-
© DEC| ITEM>| copy: |211d: |31238008780529|In this
library: |BILLINGS|location: |MONT-ROOM| <ITEM|<CALLNUM| <CATALOG|
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Save the file as a text file
Put the data in Excel:

1. Open a new Excel document
2. Click on the A1 cell to make it active

3. Import the data:

· Data
· Get External Data
· From Text

· Find the file you saved - click it - click IMPORT

· Choose Delimited, then click NEXT

· Choose OTHER for delimiter and designate the pipe ( | ) character.  The data in the preview will appear to line up. Click NEXT
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4. On step 3, click Finish.  Data will appear columns in Excel.
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1 [caraoe>  Imarcs Title ‘The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1882 FEB-APR 30 1885 ITEM>  copy: 1id:  3.124E413 Inthis libranBILUNGS  location:  MONT-ROOM <ITEM  <CALINUM  <CATALOG
2 [CATALOG> MARC> Title. The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1909 FEB 7-AUG 7 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
3 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1910 JUL 1-DEC 25 ITEM> copy: 2id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
4 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1918 OCT 27-MAR 12 1919 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
5 CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1920 JAN 2-APR 17 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
6 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1929 SEP-OCT ITEM> copy: 2id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
7 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1930 SEP-OCT ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
8 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1931 OCT-DEC ITEM> copy: 2id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
9 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1933 APR 1-JUN 30 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
10 | CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1940 APR 1-JUN 30 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
11 | CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1944 JAN-MAR ITEM> copy: 2id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
12 | CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1945 OCT 1-DEC 31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
13 | CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1947 AUG 21-DEC 29 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
14 | CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1947 JUL-AUG ITEM> copy: 2id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
15 | CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1955 SEP-OCT ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
16 | CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1956 MAY 1-JUN 30 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
17 | CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1956 JUL 1-AUG 31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
18 | CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1957 SEP 1-OCT 31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
19 | CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1959 JAN-FEB ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
20 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1960 SEP 1-OCT 31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
21 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1964 JUN 1-30 ITEM> copy: 2id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
22 CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1964 AUG 1-31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
23 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1968 MAY 1-31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
24 CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1968 OCT 1-31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
25 CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1970 OCT 1-31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
26 | CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1970 NOV 1-30 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
27 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1970 AUG 1-31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
28 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1970 NOV 1-30 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
29 CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1971 JAN 1-31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
30 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1971 MAR 1-APR 30 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
31 CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1972 APR 1-15 ITEM> copy: 2id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
32 CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1972 AUG 1-15 ITEM> copy: 2id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
33 CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1972 SEP 1-15 ITEM> copy: 2id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
34 CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1972 SEP 16-30 ITEM> copy: 2id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
35 CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1975 OCT 1-15 ITEM> copy: 2id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
36 | CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1975 JAN 16-31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
37 CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1975 SEP 1-15 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
38 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1976 AUG 1-15 ITEM> copy: 2id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
39 CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1987 NOV 1-15 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
40 |CATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1988 JAN 16-31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
41 cATALOG> MARC> Title The Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1992 MAY 16-31 ITEM> copy: 1id: 3.124E+13 In this libran BILLINGS  location: MONT-ROOM <ITEM  <CALLNUM  <CATALOG
42 |CATALOG> MARC> Title he Billings Gazette [microform] <MARC CALLNUM> MICROFILM 1996 SEP 1-15 ITEM>. copy: 1id: 3.124E+13 In this libran BILLINGS __ location: MONT-ROOM <ITEM _ <CALLNUM __ <CATALOG A
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Sort the Excel file – Two goals:

Align all columns so that each column contains the same kind of data
Make the file work for you – sorted by title or call number or author, etc.

1. The first sort for many reports should be on Column C – Title or Personal Author

a. Select all data

b. Sort on Column C

2. Select all data rows with “Title” in Column C

3. Cut and paste those data rows so “Title” for each row appears in Column E

4. Create headings.

5. Delete the unnecessary columns that are labels and not data.
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