
 

Word/Excel Training 

1. Editing Reports from Workflows 

2. Importing Data to Excel 

3. Converting text to Date 

4. Remove unique rows 

5. Editing Excel for use with Word Mail Merge 

6. Creating a Word Mail Merge 
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Editing Reports from Workflows 

View your Workflows report 

Change the margins to at least Narrow  

Click on Page Layout 

Click on Margins  

Click on Narrow. If you want to make the margins smaller, click on Custom Margins at the bottom. 

 

Now remove the report title and the date the report was run. 

Click on Home  

Highlight the Title 

Copy the highlighted text 

Click Replace 

Paste in the Find what: 

At the end of the text line put in a paragraph mark (^p) 

Leave Replace with: blank 

Click on Replace All 

Remove the blank line next 

Highlight the blank line that is between the title and the date 

Copy the blank line 

Click Replace 

Paste in the Find what: 

At the end of the blank line put in a paragraph mark (^p) 

Leave Replace with: blank 

Click on Replace All 

Remove the date of the report next 

Highlight the Date of the report 

Copy the highlighted text 

Click Replace 

Paste in the Find what: 

At the end of the text line put in a paragraph mark (^p) 

Leave Replace with: blank 

Click on Replace All 

 

 

Remove extra blank lines 

Click on Replace  

In the Find what: field type 2 or 3 paragraph marks (^p^p) 

In the Replace with: field type  1 or 2 paragraph marks (^p) 

Click on Replace All, Repeat the Replace All until you only have one or two lines being replaced. 

Now your report should be a little easier to read and you can finish editing it manually. 
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If you plan on importing your report into Excel you will need to save the report as a txt file. 

Click on the Microsoft Office Button in the upper left corner 

Mouse over Save As 

Click on Other Formats 

Save as type: change to Plain Text (*.txt) 
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How to import a text or csv file into excel. (Office 365) 

Open Excel 

Click on Data 

 

Click on Text/CSV 

 

Navigate to where you have the file saved you want to import. You may need to change the selection to All Files.  

 

Select your file and click Import 
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For most imports from Sirsi you will select Delimiter –Custom--, Date Type Detection Do not detect data types, Under 

Delimiter selection put a pipe symbol (|), then click Load. 
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How to convert text field to date (Office 365) 1st Option 

Select the column you want to convert to a date. 

 

Click on Data 

 

 

Click Text to Columns in Data Tools 
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Click Next 

 

Click Next 
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Under Column data format select Date then from the drop down select YMD, Click Finish. 

 

This will automatically change the entire column to the date format of mm/dd/yyyy. 

 

2nd Option to change date (office 365) 

Click in the first blank Column 

 

Type the following formula =LEFT(B2,4) hit enter (B2 is where my text is that I want to convert, your column might 

be different) 
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Click in the next blank column and type the following formula =RIGHT(B2,2) hit enter 

 

Click in the next blank column and type the following formula =MID(B2,5,2) hit enter 

 

Click in the next blank column and type the following formula =DATE(D2,F2,E2) hit enter. The formula is 

=DATE(year,month,day).

 

Right click on the last column with the DATE formula and click on Format Cells 

Under Category select Date, Under Type select the format you want then click OK 
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Your spreadsheet should look like the following. 

 

Now you can rename your columns and sort as needed. 
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Edit Excel for use with Word Mail Merge 

You will need to either edit the excel spreadsheet or the Microsoft word document.  

Edit the Excel document by rearranging the columns so the User Name, User ID, and Alt ID are at the front.  

Highlight the 3 columns 

 

Right click at the top of the selected columns and click Cut 

Right click at the top of Column A and click Insert cut cells 

Select the duplicate users 

Highlight the first column that has the students name  

 

Click on Home  

 
 

Select Conditional Formatting under Styles 
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Select Highlight Cells Rules  

 
 

Select Duplicate Values 

Choose a color to highlight them  

 
Click OK.  
Now your students that have more than one item will be highlighted, cut the multiple titles, call numbers, item ids, and 

date dues and put at the end of the first row for each duplicate student.  

Add a column heading to the columns you just created (Title 2, Call Number 2, Item ID 2, Date Due 2, etc.)  

When you are done you can remove the duplicate student rows 

Highlight the User Name Column  

Click on the Data tab  
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Click Remove Duplicates under Data Tools 

 
 

Click Expand Selection, then click Remove Duplicates button 

 

 

Click Unselect All 
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Select the User Name, Click OK 

 
  

Now save your spreadsheet where you can find it so you can do the mail merge. 
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Creating a Mail Merge in Word 

Open Microsoft Word 

Click on Mailings 

 
 

Click Start Mail Merge under Start Mail Merge 

 
 

Click Step-by-Step mail Merge Wizard 

 
 

Lower right side click Next Starting Document 
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Click Next Select Recipients 

 
 

In the right side select Use an existing list, click Browse and browse to your excel file 

 
 

Click OK 
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Click OK 

 
 

Lower right side click Next Write your letters 
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If you want the User name, User ID and User ALT ID at the top then you  

Click on More Items in the upper right side 

 

Highlight User Name, Click Insert, Click Close, Click Shift +Enter (for a single return) 
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Click More Items, Highlight User ID, Click Insert, Click Close, Click Shift +Enter (for a single return) 

 

Click More Items, Highlight User Alt ID, Click Insert, Click Close, Click Shift +Enter (for a single return) 

 
Click Cancel 

You may need to put spaces or returns between the fields 
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Add a salutation Type Dear then add the User Name. 

Click More Items, Highlight User Name, Click Insert, Click Close, Click Shift +Enter (for a single return) 

 

 

Type the body of your letter. 

Now you will put the titles and item ids, etc in the letter 

Click More Items, Highlight Title, Click Inset, Click Close, Click Shift +Enter (for a single return) 
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Click More Items, Highlight Date Due, Click Insert, Click Close, Click Shift +Enter (for a single return) 

 

You can add more fields if you wish. 

 

Add a Closing Salutaion 

Your letter might look like this  
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Click Next preview your letters in the lower right corner 

 
 

Click Next complete the mail merge in the lower right corner 

 
 

Top ribbon Click Finish & Merge under Finish 

 
 

Click Edit Individual Documents 

 
Select All, click Ok 

 
 

Another Document will open with your letters in them. From this document you can save or print the letters you just 

created. Close that document, then save your Mail Merge Document for later use. 
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How to remove everything but duplicate rows in Excel (office 365) 

To remove the non-duplicate rows, you need to create a formula helper column first, and then filter all the unique 

values based on your helper column, finally delete the filtered unique values. 

1. Enter this formula =COUNTIF($A$2:$A$15,A2)=1 into a blank cell beside your data. ($15 represents the last 

cell with data in it, yours might be 100 or 1000) 

2. Then drag the fill handle down to the cells that you want to apply this formula, False indicates the duplicate 

values and True stands for the unique values. 

3. Then select the data range and click Data > Filter. 

4. Click the filter drop-down in the new helper column and uncheck FALSE option to just show the unique values 

of column A, and then click OK. 

5. After showing only the non-duplicate records, select the entire rows of these visible rows, and then click Home 

> Find & Select > Go To Special, in the Go To Special dialog box, select Visible cells only option. 

6. Then click OK to close the dialog box, and only the visible rows have been selected. 

7. Then you need to remove these visible rows only, put the cursor at the selected rows, right click to choose 

Delete Row from the context menu. 

8. Only the visible rows are deleted at once, then you need to cancel the filter by clicking Data > Filter again to 

disable the Filter function, and you can see all the unique value rows have been removed, and only leave the 

duplicate records. 

9. You can delete the contents of the helper column if you want. 

 


