Composing Rock ‘n’ Roll Stories from the Usage Data Blues

Excel, live in concert: Consolidate similar information
(Please note that these instructions were developed with Excel 2003 for Windows)

Using this tool, you can solve a common problem:
“‘How can | quickly total a year of data from monthly worksheets?”

Consolidating data takes too long!

Libraries often gather usage data in monthly or quarterly increments. When it’s time to
get a picture of an entire year’s usage data, someone is usually stuck with the laborious
manual task of bringing together and totaling information scattered across many
different files. Under the right circumstances, Excel can do this onerous chore for you.

When can | use the Consolidate Data feature?
There are several requirements for successful data consolidation with Excel:
e Data attributes are the same, but values are different
o Example: Monthly usage of Journal of Questionable Results
e Data is saved in one or more Excel spreadsheets or worksheets
o Example: One Excel spreadsheet containing a worksheet (tab) for each
month of usage data in one year
e The results you want can be achieved with Excel’s mathematical and statistical
functions:
o Examples: Sum, Count, Average, Max, Min, etc.

What else do | need to know?
e Data that you're going to consolidate does NOT have to be in the same order on
every spreadsheet or worksheet
e Each data element must have the exact same label in all originating files to be
consolidated correctly:
o Journal of Questionable Results and The Journal of Questionable Results
will not consolidate
o If you are importing monthly or quarterly data into Excel, don’t edit the
data labels. You’re much more likely to have consistent files you can
consolidate at the end of the year.
o If you must edit data labels, use a system that helps you enforce
consistency.
e Excel creates references to data in other spreadsheets when you consolidate
data. If you consolidate and then move the original files, you’ll need to update the
consolidated data’s references.

How can | consolidate some of my data?
e Identify the data you want to consolidate
o Inthese screenshots, we'll be consolidating SFX data about monthly
target usage
o Part 1 demonstrates consolidating data saved in different worksheets
(tabs) within one spreadsheet
o Part 2 demonstrates consolidating data saved in different spreadsheets
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information
Part 1: Consolidating worksheets within one spreadsheet

(Please note that these instructions were developed with Excel 2003 for Windows)

Part 1: Instructions for consolidating worksheets within one spreadsheet

1.

Open the file containing the originating data:

|1'_=§ Microsoft Excel - TopTargets0809 . xls

@_1 File  Edit ‘“iew Insert Format  Tools Daka  window  Help  Adobe PDF

AR RN NN NN - N W A

A TRE TN RN

: drial -10 <|[Blz U |E==H|$ % 0 @B EE
A1 - A Query 7 Mumber of Clickthroughs per Target, limit to 100
A =] |
1 [Query 7: Number of Clickthrouqhs per Tarqet, limit to 100 Clickthroughs
2 |Target
3 |Total: 19451
4 JAIP_SCITATION AMERICAN_ASSOC_OF _PHYSICS 9
8 |AIP_SCITATION_AMERICAN_INSTITUTE_OF PHYS 132
B |AIP_SCITATION _AMERICAN_SOCIETY _OF _CMIL_ 35
7 AMAZDN 25
8 |AMERICAN_CHEMICAL_SOCIETY _JOURNALS 546
9 |AMERICAN_CHEMICAL_SOCIETY _LEGACY _ARCHIVE 20
10 |AMERICAN_PHYSICAL_SOCIETY JOURNALS 21
11 |AMERICAN_PHYSICAL SOCIETY_PROLA 4
12 [AMNUAL REVIEWYS  BACK VOLUME_COLLECTION 13
13 |ANNUAL REYIEWS COMPLETE 39
14 |ASK_A_LIBRARIAN_LOCAL a0
15 |ASS0CIATION_FOR_COMPUTING_MACHINERY_ACM 24
16 |BIO_ONE_1 177
17 |BIOMED_CEMTRAL DPEMN_ACCESS_FREE 24
18 |CAMBRIDGE_UNNERSITY _PRESS_JOURMNALS COMPLETE 51
18 |CHADWYY TR IIMP 73
20 |CHADWY CK.LITERATURE_ONLINE 25
21 |CINI_FREE 46
22 |CSA_PEYCARTICLES 162
23 |DOAJ_DIRECTORY_OPEN_ACCESS JOURNALS FREE 273
24 |[DOCDEL_ILLIAD 2012
25 |EBSCOHOST_CINAHL WITH_FULL_TEXT 170
2B |EBSCOHOST_COMM_MASS_MEDIA_COMPLETE 101
27 |EBSCOHOST_HOSPITALITY _TOURISMW_COMPLETE 23
28 |[ELSEYIER_SD_CELL PRESS 26
29 |[ELSEYIER_SD_ELSEVIER 110
30 |[ELSEYIER_SD_SCIENCE_DIRECT COMPLETE 10
31 |[EMERALD 63
32 |GALEGROUP_ACADEMIC_ONEFILE 63
33 |GALEGROUP_GN BUSINESS COMPANY RESOURCE 113
M 4 » »[\2008-07 ¢ 2008-08 4 2008-00 4 2008-10 4 200811 4 2o008-12 4 200901
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 1: Consolidating worksheets within one spreadsheet
(Please note that these instructions were developed with Excel 2003 for Windows)

2. Open a new worksheet (tab) for the consolidated data:
24 |DOCDEL |LLIAD
25 |EBSCOHOST Insert... |TE}<T

26 |EBSCOHOST) Delete \ COMPLETE
27 |[EBSCOHOST) S COMPLETE
28 |[ELSEVIER_SI
29 |ELSEVIER_SI Move or Copy...
30 |[ELSEVIER_SI Select Al sheets  COMPLETE

Rename

31 |[EMERALD
32 |GALEGROUP Tab Calar, .
£ CALEGROUP Y Yiew Code PANY_RESOLIF

M 4 » W]\ 2008-p7 (200808 f 200509 4 2008-10 4
IDraw~ le | Autoshapesy N w [ O A 4l
Ready

Right-click

¥

Insert

General | spreadsheet Salutions |

g 3 B |o==

Presview

Chart MS Excel 4.0 MS Excel 5.0
facro Dialog

Preview not available,

Click OK

Templates on Office Online OF, Cancel

23|

4 4 v wi\Sheet1 4200807 { 2008:08 / Double-click to highlight text in tab

Er= ewr——" - —

|
Ju s >|\guDBEDnsulidatedwe'name the tab

—_—— a _3
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 1: Consolidating worksheets within one spreadsheet
(Please note that these instructions were developed with Excel 2003 for Windows)

3. In the new worksheet (tab), highlight the A1 cell. The consolidated data will
land here when you’re finished:
(B Eile  Edt View Ins

ARN=A" NEYE= WY
i prial » 10

A1 -
A, B

1
2

4. Choose Data from the menu bar, then choose Consolidate...:

@ File Edit Wiew Insert Formak Tools | Data | Window Help  Adobe PDF
= - = = A =
NG 7w % il ki
 Arial .10 | B I U|E Eilter &
iy = fx Farm. .. B
A B [ i [ O Subkatals. .. E
1 Walidation. ..
2
T Table, ..
e Text ta Columns. ..
% | Consolidate. ..
7 Group and Qutline 3
% |i5]| PivotTable and PivatChart Report...,
W Impork External Data »
B List v
Ll ML ’
13
14 | Refresh Data
Er=
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 1: Consolidating worksheets within one spreadsheet
(Please note that these instructions were developed with Excel 2003 for Windows)

5. The Consolidate dialogue box will appear:

Consolidate
Eunctinn_:_
| Surm |
Reference;
|}| Browse...
All references:
fdd
Delete

Use labels in

|:| Top row

[] Left calumn [ create links to source data

[ QF ] [ Close I

6. In the Consolidate dialogue box, first choose your preferences:
a. Select the function you want Excel to perform on the data:

i. “Sum” is the most common, but others are available.

ii. Experiment with other functions as you get comfortable with the
Consolidate Data feature.

ii. We will select “Sum.”

b. Select which data labels you want Excel to use in consolidating the data:

i. “Top row” will summarize the data contained under labels in the top
row of the original worksheets or spreadsheets

ii. “Left column” will summarize the data contained beside labels in
the left column of the original worksheets or spreadsheets.

lii. You can select both; you must select at least one. What you
choose here affects how your data will be consolidated; experiment
with these choices to fully understand what they do.

iv. We will select “Left column”

c. Select whether you want Excel to create references to the original data:

i. Choose this option when you are consolidating data that will
change after consolidation. Excel will detect the changes and
update the consolidated data the next time you open it. If you move
the original files, you will need to update the references in the
consolidated file.

ii. Don’t choose this option if the data you’re working with will not
change after consolidation. Most usage data falls into this category
—once it's reported, it stays the same. Likewise, don’t choose this
option if you will be sharing the consolidated file with colleagues
who don’t have access to the original files.

iii. We will not choose this option.
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues

Excel, live in concert: Consolidate similar information

Part 1: Consolidating worksheets within one spreadsheet
(Please note that these instructions were developed with Excel 2003 for Windows)

Consolidate

Function:
| Surn |

Reference:

All references:

Use labels in

Erowse. ..

Delete

[Cliap row
Left column [] create links to source data
—

l l Close l

7. Now tell the Consolidate tool which files you want to get data from:

a. Click the Browse... button to browse to the

file you want (you must do this

even though you have already opened the file):

Browse
Loak in: EIJJ My Documents @ @ Q X Cu E - Toos~
E‘g Deskiop akaChapter |y 5F¥CooperatestWithTH
’J -é My Computer. tSuccessRate |2} 5F¥Documentation
e () Local Disk . E
SExStatistics ), (D) DYD-RY Drive RCit |} SF¥Maintenance
(W) Ksul on ‘platinum.ads.ca [rata Sources |Z)5F¥Marketing
-] o leBooks | 5FRProblems
=% (1) apps_voll$ on 'platinum, .. - i
_ﬁ {421 jamenebk on ‘platinum.a. . Google Gadgets -gSFXStatlstlcs
My Documents & My Network Places Meetings (D Teams
&3 Music | TravelRequests
F— [} Fictures I)UnixksL
| ERLZ00Z Wideos [)Updater
Deskkop I3 ExLManuals ts] iverde
) ) LinkResolverSuccess konal I WebEx
23 |} ProfessionalDocs2009 kfalio ICywish
My Recent 1) SF¥Checkinlan0d Fessionallnberest ) azListserviceMenu, bx|
Documents O FTP Locations Backstary ] CitatianLinker tmpl
[@] AddModify FTP Locations ol
w-!j_g File name: |+ | )
P COmDUtEr | Fieg of type: | g Fies (v, %) P p————
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues

Excel, live in concert: Consolidate similar information

Part 1: Consolidating worksheets within one spreadsheet
(Please note that these instructions were developed with Excel 2003 for Windows)

b. Navigate to the file and click OK:

Browse
Look in: _’| July03-Juneds @ @3 Q K 4 [ v Tools+
B ReqaClickTotals0809. s
”J & s0urcelse0509. xls
T @_]TitlesByTargetosog.xls
]
My Documents
Deskiop
A
G
My Recent
Documents
- - .
. e B
M Comouter | o of bvpe: |4l Files o) [v .

c. The name and full path of the document should now be visible in the

“Reference” line.

8. Add references to the data you want to consolidate:
a. Just to the right of the “Reference” line, click the button that looks like a

little chart:

Consolidate

-

Funckion:

| Surm
Reference:
Z:A\Documents and Settings!jamenebk)

&l references:

Ise labels in
|:| Top row

Left column [ create links to source data

Diesklo n'IEF!.Ee::n:

Erowse, ..

EE

Delete

[ o

J |

Close ]

b. The Consolidate dialog box will shrink, and you will be able to move

around in the open document:
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 1: Consolidating worksheets within one spreadsheet
(Please note that these instructions were developed with Excel 2003 for Windows)

.Cunﬁnlidate - Reference:

| Z:\Documents and Settings!jameneblk) DeskboplER esourcedorkFoldert JulyOs

c. With the Consolidate — Reference window open, navigate to the first
worksheet. The Reference line will change to include the name of that

worksheet:

28 |[ELSEVIER_SD_CELL _PRESS 26
;g Etggﬁ:gﬁ:griunsulidate - Reference:
|31 |[EMERALD  |['2008-071 @]
|32 |GALEGROUP_ACADEMIC_ONEFILE B3
ﬁ!GALEGROUF‘_GN_BUSINESS_COMF‘AN‘T‘_RESOURCE_ 113

W 4 » W\ 2008Consolidated % 2008-07 4 200808 4 2005-09 £ 2008-10 4 2005-11

d. Highlight the cells you want included in the consolidation — usually this
includes all cells with data and the data’s labels. The Consolidate —
Reference window will change to include the range of cells you've

selected:
Ll A | B |
1 |Query 7: Number of Clickthroughs per Target, limit to 100 Clickthroughs
) E—
3 iTotal 19361}
4 A|FI SCH’.’\TIF\M ARACDNT AR Moy (OF DL O e o 9:
| 5 AP _ZCI Consolidate - Reference: 1325
6 AP SO o reatn. 351
LAMAZOPJ 2003-07"1$443: 465103 @ 5 E
| B AMERICAN_CHEMICAL SOCIETY_JOURNALS 545!
|9 AMERICAN_CHEMICAL SOCIETY _LEGACY_ARCHINE 20
10 AMERICAN_PHYSICAL SOCIETY _JOURNALS 213
|11 WAMERICAN_PHYSICAL SOCIETY_PROLA 41,
12 ANNUAL REVIEWS  BACK WOLUME_COLLECTION 13
13 ANNUAL_REVIEWS COMPLETE 395
14 BASK_A_LIBRARIAN_LOCAL 501
15 JASS0CIATION_FOR_COMPUTING MACHIMERY_ACM 24
15 [BI0_OME 1 1773
17 JBIOMED_CENTRAL_OFEM_ACCESS_FREE 24}
18 \CAMBRIDGE_UNNERSITY _PRESS_JOURNALS COMPLETE 60
19 CHADWY G IMP 73
|20 :CHADWYCK_LITERATURE_OMLINE 251
21 JCINI_FREE 46}
|22 ICEA_PSYCARTICLES 162
|23 :D0AJ DIRECTORY_OPEMN_ACCESS_JOURMALS FREE 273
24 {DOCDEL _|LLIAD 2012}
25 [FBSCOHOST_CINAHL_WITH_FULL_TEXT 170!
|26 \EBSCOHOST_COMM_MASS_MEDIA COMPLETE 101}
27 \EBSCOHOST HOSPITALITY _TOURISM_COMPLETE 23
28 |[ELSEVIER_SD_CELL_PRESS 261
| 29 'ELSEVIER_SO_ELSEYIER 11015
30 'ELSEVIER_SD_SCIENCE_DIRECT COMPLETE 101
|31 |EMERALD B3
| 32 IGALEGROUP_ACADEMIC_ONEFILE 53!
33 JGALEGROUP_GN_BUSINESS_COMPANY_RESQOURCE_ 113
M 4 » M}y 2008Consolidated , 2008-07 4/ 2008-08 4 2008-09 4 2008-10 4 2008-11 4
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 1: Consolidating worksheets within one spreadsheet
(Please note that these instructions were developed with Excel 2003 for Windows)

e. When the selected range of cells is correct, click the button that looks like
a window with an arrow to the right of the Consolidate — Reference text:

Consolidate - Reference:

|'2nna-n?'!$n$3:$s$103| (
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues

Excel, live in concert: Consolidate similar information

Part 1: Consolidating worksheets within one spreadsheet
(Please note that these instructions were developed with Excel 2003 for Windows)

f. The Consolidate dialog box will reappear. Click the Add button to add that
range of cells to the list of items to be consolidated:

Consolidate

Funckion:
| S |

Reference:

&l references:
['z008-07' 15443405105

Ise |labels in
[] Top row
Left column

[ create links to source data

add |

[

(] 4 ] [ Close I

9. To obtain data from other worksheets within the open spreadsheet, repeat the
process detailed in step 8 as often as necessary:

Click the little chart button

Highlight the cells you need
Click the little window button

P20 T O
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 1: Consolidating worksheets within one spreadsheet
(Please note that these instructions were developed with Excel 2003 for Windows)

10. Consolidate the data you've gathered references for:

a. When you have references to each worksheet that needs consolidation,
click OK:

Consolidate

Eunction: :

| Sum |

Reference:

'2008-11'1$A43:464103
Allreferences: .

"2005-05 4452 565102 [
'2008-09" 5443 $E5103 i

|'2005-10' 443 $E4103

008 1114A%3: 564103 ] L Delete
Ise labels in
[] Top row
Left column [ create links to source data
| O D[ Close
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 1: Consolidating worksheets within one spreadsheet
(Please note that these instructions were developed with Excel 2003 for Windows)

b. The consolidated data will appear beginning in cell A1 of the new
worksheet you opened in step 2:
IE_] File Edit Miew Insert Format  Tools Data  Window  Help  Ac

HRNE=A" BENE= REN - Y TN R A RSERal-
: Avial ~10 »| B I U|IE=E=r|8§ %
A1 - e Total:
A EE
1 [Total: 162212
2 JAIP_SCITATION _AMERICAN ASS0C OF PHYSICS 9
3 JAIP_SCITATION_AMERICAM_INSTITUTE_OF _PHYS B33
4 JAIP_SCITATION AMERICAM SOCIETY _OF CIWIL_ 406
B JAMAZON 198
B JALLEM PRESS AMERICAN FISHERIES SOCIETY £9
7 JAMERICAN CHEMICAL SOCIETY JOURNALS 2984
8 JAMERICAN_CHEMICAL SOCIETY LEGACY ARCHI 127
9 |AMERICAN MEDICAL ASSOCIATION 286
10 |AMERICAN_PHYSICAL SOCIETY _JOURNALS 146
11 |[AMERICAN_PHYSICAL_SOCIETY_PROLA 258
12 |ANNUAL_REVIEWS_ BACK WOLUME_COLLECTION 46
13 |AMERICAN_SOCIETY_AGRICULTURAL_AND_BIOLO 23
14 JANNUAL REVIEWS BACK VOLUME COLLECTION B2
15 [ANNUAL REVIEWS COMPLETE 343
16 [ANTHROSOURCE 40
17 |ASK_ A LIBRARIAN LOCAL 356
18 [ASSOCIATION FOR_COMPUTING MACHINERY _AC B
19 |BERKELEY ELECTROMIC_PRESS 17
20 |BIO_ONE_1 1186
21 |BIOMED_CEMNTRAL _OPEMN_ACCESS_FREE 403
22 |CAMBRIDGE_UNIVERSITY _PRESS JOURNALS CO 71
23 |CHADWY CR_IIMP 146
24 |JCHADWY CK_LITERATURE_ONLINE 338
25 |CINIL_FREE B3
26 |CSA PSYCARTICLES 1689
27 |DIALNET 70
28 |DOAJ DIRECTORY _OPEN_ACCESS JOURNALS FF 2278
29 |DOCDEL _ILLIAD 15122
30 |EBESCOHOST _CINAHL WITH_FULL TEXT 1955
31 |EBSCOHOST _COMM_MASS MEDIA COMPLETE 12899
32 |EESCOHOST HEALTH SOURCE_CONSUMER_EDIT 134
33 |EBSCOHOST HOSPITALITY TOURISM COMPLETE 198
4 4 » »\2008Consolidated / 2008-07 / 2008-08 4 2006-00 4 200

If the consolidation process does not give the results you expected, try again using
other labels (“Top row” or “Left column”), or use a smaller set of data. This is a complex
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 1: Consolidating worksheets within one spreadsheet
(Please note that these instructions were developed with Excel 2003 for Windows)

process that will take you some time to master. Be forgiving and allow yourself plenty of
time to practice.
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Composing Rock ‘n’ Roll Stories fro
Excel, live in concert: Consolidate similar info

Part 2: Consolidating different spreadsheets
(Please note that these instructions were developed with Exce

Part 2: Instructions for consolidating data

m the Usage Data Blues
rmation

| 2003 for Windows)

contained in different spreadsheets:

1. Open all the files containing the originating data:
Open
Laakin: :, ZDDB-DQMontHintats v @-3|Q »* Cu EE - Tods-
—J [E zonangalgueries. s
e | = z008098000er s s
Srstatistcs (B 20081 04lIGueries. xls
= 20081 18lIQueries. s
My Documents
F'"-T}
Deskiop
-
EE)
My Recent
Documents
\:E‘I’_g .i:ile nanme: V i .
My Coﬁwnuter Files of type! | )l Micrasaft Office Excel Files (*.x*; * xls; *.xlt; *.htm; ":_.v. _
2. Open a new spreadsheet for the consolidated data.

Save the spreadsheet.

Highlight cell A1 — the consolidated data will land here when you’re finished.
From the Menu bar, choose Data, then choose Consolidate...:

(B File
IRN=N" BENIE RN A- N =l
10 ~|B I U]|E

Edit View Insert Format Tools

i prial
Al
A

c |

Data

‘EL Sart...

wWindow  Help  Adobe PDF

Filker

FirlE

Farmm, ..

Subtotals. ..

7]

Walidation. ..

Takle...

Texk bo Colurnns, ..

| Consolidate. .,

e

ey
=

Group and Cutline

4| PivotTable and PivotiChart Repart, ..
Import External Data
List

ML

-
n
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 2: Consolidating different spreadsheets
(Please note that these instructions were developed with Excel 2003 for Windows)

3. The Consolidate dialogue box will appear:

Consolidate
Eunctinn_:_
| Surm |
Reference;
|}| Browse...
All references:
fdd
Delete

Use labels in

|:| Top row

[] Left calumn [ create links to source data

[ QF ] [ Close I

4. In the Consolidate dialogue box, first choose your preferences:
a. Select the function you want Excel to perform on the data:

i. “Sum” is the most common, but others are available.

ii. Experiment with other functions as you get comfortable with the
Consolidate Data feature.

ii. We will select “Sum.”

b. Select which data labels you want Excel to use in consolidating the data:

i. “Top row” will summarize the data contained under labels in the top
row of the original worksheets or spreadsheets

ii. “Left column” will summarize the data contained beside labels in
the left column of the original worksheets or spreadsheets.

lii. You can select both; you must select at least one. What you
choose here affects how your data will be consolidated; experiment
with these choices to fully understand what they do.

iv. We will select “Left column”

c. Select whether you want Excel to create references to the original data:

i. Choose this option when you are consolidating data that will
change after consolidation. Excel will detect the changes and
update the consolidated data the next time you open it. If you move
the original files, you will need to update the references in the
consolidated file.

ii. Don’t choose this option if the data you’re working with will not
change after consolidation. Most usage data falls into this category
—once it's reported, it stays the same. Likewise, don’t choose this
option if you will be sharing the consolidated file with colleagues
who don’t have access to the original files.

iii. We will not choose this option.
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues

Excel, live in concert: Consolidate similar information
Part 2: Consolidating different spreadsheets

(Please note that these instructions were developed with Excel 2003 for Windows)

Consolidate

Function:
| Surn |

Reference:

All references:

Use labels in

Erowse. ..

Delete

[Cliap row
Left column [] create links to source data
—

l l Close l

5. Now tell the Consolidate tool which files you want to get data from:
a. You will be telling the tool about only one file at a time
b. Click the Browse... button to browse to the file you want (you must do this
even though you have already opened the file):

Browse
Look in: |5 My Documents @ @A Q X Cu E - Toos~
E‘g Deskiop akaChapter |y 5F¥CooperatestWithTH
’J -é My Computer. tSuccessRate |2} 5F¥Documentation
e (1) Local Disk 3 3
SExStatistics ), (D) DYD-RY Drive RCit |} SF¥Maintenance
@ (wi) Ksul on ‘platinum, ads.ca [rata Sources |Z)5F¥Marketing
- o JeBanks |2 SFxProblemns
=% (1) apps_voll$ on 'platinum, .. - i
“ (1) jamenebk on 'platinum.a... Google Gadgets |Z) 5Fxstatistics
My Documents ||| € py Network Places Meetings [DTeams
&3 Music | TravelRequests
F— [} Fictures I)UnixksL
| ERLZ00Z Wideos [)Updater
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues

Excel, live in concert: Consolidate similar information
Part 2: Consolidating different spreadsheets

(Please note that these instructions were developed with Excel 2003 for Windows)

c. Navigate to the file and click OK:

Browse
Lookin: || 2008-09MonthlyStats [ @ -3 |Q * Cu E - Tools~
B 200507 allqueries. xls
E}J & 20080880 Queries. xls
T i !’—_‘_l]ZDDBDQAIIQueries.xIs
{20081 08lQueries s
; B 200811 AllQueries s
E’/ [Z] stats_sfxlcl3_guery_1_20081208_5243.txt
My Documents [£] stats_sfxlcl3_query_2_20081208_8469, kxt
[£) stats_sfxlcl3_query_5_20051208_8703 kxt
Fr [£] stats_sfxicl3_query_7_20051208_9031 kxt
[Z] stats_sfxlcl3_query_10_20081208_9315.kxt
Deskiop @I skats_sfxlcl3_guery_19_20081208_9630.kxt
A
G
My Recent
Documents
- - .
3}5 File name: s.v- )
P CEQOUEer | Files of type: @l Fls (4043 v [ g ]

d. The name and full path of the document should now be visible in the

“Reference” line.

6. Add references to the data you want to consolidate:
a. Just to the right of the “Reference” line, click the button that looks like a

little chart:

&ll references:

Ise labels in
|:| Top row

Left column [ ] create links to source data

Z:\Documents and SettingstjamenebkiDeskiop) EF!.Ee::r_

..
Consolidate ﬁ
Function:

| Sum w |

Reference:

Browse, ..

Delete

04

] [ Close
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 2: Consolidating different spreadsheets
(Please note that these instructions were developed with Excel 2003 for Windows)

b. The Consolidate dialog box will shrink, and you will be able to move to the

other open documents:

Consolidate - Reference:

| Z:\Documents and Settings!jamenebkiDeskioplEResourcetorkFolder|2003-

c. With the Consolidate — Reference window open, navigate to the open
spreadsheet you told the Consolidate tool about in step 5. If applicable,
navigate to the worksheet you want within this spreadsheet. The
Reference line will change to include the name of the spreadsheet and

worksheet you're in:

28|CSA_PSYCARTICLES 162

23 |JSTOR_ARTE Consolidate - Reference: 153

30 |NATURE 159

31 WlLSON_ED||[ZDDSD?A!Queries.xIs]ToplDDTargets! 139

E‘PUBMED_CENTRAL_JOURNALS 133

|33 | AIP_SCITATION_AMERICAN_INSTITUTE_OF_PHYS 132

W 4 » w] ReqClick 4 Sourcelse 4/ FTComp % Topl00Targets { TitlesByTarget / ToplOOdournals /

: Draw ~ | Autoshapes - o o 1 s ] |ﬁ%v=‘vévE:Eﬂ ‘jﬁ

Paint
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 2: Consolidating different spreadsheets
(Please note that these instructions were developed with Excel 2003 for Windows)

d. Highlight the cells you want included in the consolidation — usually this
includes all cells with data and the data’s labels. The Consolidate —
Reference window will change to include the range of cells you've

selected

A | B |
| 1 |Guery 7: Number of Clickthroughs per Target, limit to 100
] Clickthroughs 200807
3 |Tatal: 194613
4 [LOCAL_CATALOG_EXLIBRIS_VOYAGER 2450
| 5 JDOCDEL_ILLIAD 22y
| B jLOCAL CATALOGUE _ENDEAVOR_WVOYAGER 1259}
|7 ISYMERGY _BLACKWWELL PREMIUM 1163}

" ]

% EESOZ\SEET?F Consolidate - Reference: 1;2;5
E SPRINGER_LI| [200807AllGueries. xIs]Top100T argets! 453 $B4103] 8131
11 |GALEGROUP _IT_EXFANDED_ACADEMIC_ASAF ?Dfii
12 JREFWORKS_EXPORT_TOOL 532:
13 WILEY _INTERSCIEMCE _JOURNALS 550
14 BAMERICAN_CHEMICAL SOCIETY _JOURNMNALS a46!
15 IMISCELLANEOUS _EJOURNALS 455!
16 IMISCELLANEOUS _FREE_EJOURNALS 435}
17 |SAGE_COMPLETE 429,
18 JISI_RESEARCHZOFT_EXFORT_TOOL 427}
19 |HIGHWIRE_PREZZ_FREE 3535
|20 ,00A] DIRECTORY _OPEM_ACCESS_JOURNMNALS_FREE 2?3:
21 JINFORMAVWORLD _JOURNALS 229
|22 WSTOR_ARTS_AMD _SCIEMCES 1 n
|23 WSTOR_BIOLOGICAL_SCIENCES _COLLECTION 182
24 1BI0_ONE_1 177!
25 JPROQUEST_ABI_INFORM_GLOBAL 175,
| 26 LEXISMERIS_ACADEMIC 1740
27 |EBSCOHOST_CINAHL WITH_FULL_TEXT 170}
|28 ,CSA PSYCARTICLES 1624
|29 | JSTOR_ARTS_ANMD_SCIEMCES_4 159}
| 30 INATURE 159}
31 WILSON_EDUCATION_INDEX 139}
| 32 IPUBMED_CEMTRAL JOURMALS 133
|33 JAIP_SCITATION_AMERICAM_INSTITUTE_OF _PHYS 1 32;
W 4wl Reqllick { SourceUse £ FTComp Y Topl00Targets { TitlesByTarget 4 ToplODJournals /

e. When the selected range of cells is correct, click the button that looks like
a window with an arrow to the right of the Consolidate — Reference text:

Consclidate - Reference:

|[EDDSD?HIIQueries.xls]Tu:uplDEITargets!$P.$3:$B$1EIS| ( |
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 2: Consolidating different spreadsheets
(Please note that these instructions were developed with Excel 2003 for Windows)

f. The Consolidate dialog box will reappear. Click the Add button to add that
range of cells to the list of items to be consolidated:

Consolidate

Eunu:tiu:un_:_

| Surm W |

Reference:

[2o0B07AlQueries, xIs]Topl 00T argets | $A53: $65103 Browse, ..

All rgFere_nces: _ _ - _
| (200807 allGueries, x1s]Topl00Targets 1$443: 464103 fidd

Ise labels in

[+#]iLeft columni [ ] create links to source data

[ (o4 ] [ Close I

7. Obtain data from other spreadsheets that you opened in step 1 by repeating

the process detailed in step 6 as often as necessary:

a. Within the same Consolidate dialogue box, click Browse to select a
different file (make sure that file is already open)

b. Click the little chart button

c. Navigate to the open spreadsheet and choose the worksheet (tab) you
need

d. Highlight the cells you need

e. Click the little window button

f. Click Add to add the cells to the list of references
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 2: Consolidating different spreadsheets
(Please note that these instructions were developed with Excel 2003 for Windows)

8. Consolidate the data you’ve gathered references for:

a. When you have references to each spreadsheet that needs consolidation,
click OK in the Consolidate dialogue box:

Consolidate

Eunu:tiu:u_n_:_

| Surm |
Reference:

200311 allueries, xIs]Topl00T argets 1 $443: 464103 Browse, ..

slieleent

| [200805aI0ueries, <|s]Top1 00T argets | 443 464103 [
[Zo0a09alcueries, xIs]Topl00Targets | $A43: $64103

[200810ANQueries, xIs]Topl 00T argets | $A53: $65103 = |
(20031 1AlCueries. xIs]Topl00Targets | $A43: $64103 | =

se labels in
[] Top row
Left column [ create links to source data
[ (814 ] [ Close
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 2: Consolidating different spreadsheets
(Please note that these instructions were developed with Excel 2003 for Windows)

b. The consolidated data will appear beginning in cell A1 of the new
spreadsheet you opened in step 2:
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 2: Consolidating different spreadsheets
(Please note that these instructions were developed with Excel 2003 for Windows)

@_’] File Edit Mew Insert  Format  Tools  Daka  Window

ARNE=N" BENE= RN AN RN AR

: Arial 10 - B I U|=E == ]|
A - f Total:
A | B
1 |Total: 152212
2 |LOCAL CATALOG EXLIBRIS wOYAGER 27712
3 |DOCDEL ILLIAD 15122
4 |LOCAL CATALOGUE EMDEAWOR WOYA 1299
5 |SYMERGY BLACKWELL PREMILIM g570
B |[ELSEVIER_SD ELSEWIER FaE2
7 |PROCIUEST RESEARCH LIBRARY 7RO7
8 |SPRINGER LMK _JOURNALS STANDARD 5535
8 |GALEGROUP IT EXPANDED ACADEMIC 5785
10 [REFWORKS EXPORT TOOL 5235
11 [WILEY INTERSCIEMCE JOURMALS 3796
12 [AMERICAN CHEMICAL SOCIETY JOLIRM 2084
13 IMISCELLANEOUS EJOURMNALS 2779
14 IMISCELLANECUS FREE EJOURMNALS 3084
15 |SAGE_COMPLETE 4445
16 [|1S]_ RESEARCHSOFT EXPORT ToOOL 1373
17 [HIGHWIRE PRESS FREE 2552
18 |[DOAJ DIRECTORY OPEN ACCESS JOU 2278
18 [INFORMAWORLD JOURMALS 1637
20 LJSTOR_ARTS AMD SCIENCES 1 1940
21 WUSTOR_BIOLOGICAL SCIENCES COLLEC 1140
22 |BIO COrE 1 1186
23 |PROCLUEST ABI INMFORM GLOBAL 2331
24 |LEXISMEXIS ACADEMIC 1993
25 |EBSCOHOST _CINAHL WITH FULL TEXT 1955
26 |CSA PSYCARTICLES 1689
27 USTOR ARTS AND SCIENMCES 4 1181
28 INATURE 12449
29 WMWILSON EDUCATION IMDE- 940
30 |PUBMED CEMTRAL JOURMALS 975
31 |EBSCOHOST PROFESSIONAL DEVELOF 1878
32 |AIP_SCITATION AMERICAR INSTITUTE C B33
33 |GALEGROURP GM BUSINESS COMPAMNY B3b
M 4 » ]} Sheetl /Sheet2 f sheet3 /
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Composing Rock ‘n’ Roll Stories from the Usage Data Blues
Excel, live in concert: Consolidate similar information

Part 2: Consolidating different spreadsheets
(Please note that these instructions were developed with Excel 2003 for Windows)

If the consolidation process does not give the results you expected, try again using
other labels (“Top row” or “Left column”), or use a smaller set of data. This is a complex
process that will take you some time to master. Be forgiving and allow yourself plenty of
time to practice.
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