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Getting Started
1. Download a report of the call number range for your subject area, 

Anthropology is GN. This should come from your collection services 
librarians. 

2. You will need a basic understanding of a spreadsheet program and a basic 
understanding of Tableau. Tableau is quite expensive, but has a free version 
called Tableau Public, that does all of the basic things as regular Tableau.

3. Include: call number, title, author, publication date, check out totals, and 
anything else your ILS system collects 

4. Clean your data: this will vary by column. Make sure everything in the 
column is in the exact same format – spelling, punctuation, and 
capitalization. In my sheet, dates had a lot of variation.  

5. There are three thousand books in this example collection. 

1. Make new columns for each LOC classification. Anthropology 
has four subsections. 

2. By hand, fill in each box with the corresponding classification 
for the call number. Make you type the classification exactly 
the same each time. 

3. Combine each classification subsection: concatenate!
4. Create a pivot table. 

Concatenate
1. Create a second column and name it
2. In the first cell of the new column, type: =concatenate(A1,B1,C1,D1). You 

can also just click in the first cell of each column you want to combine. 
3. If you want to add a space between the combined fields, type: 

=concatenate(A1,” “,B2)
4. Now my four separate columns for each subsection are combined into 

one column. 

1. Now you need to take your long list and get a count of how many books you 
have in each subsection. 

2. Select Insert > Pivot Table. This will put it in a new tab. 
3. You will see here any discrepancies you had in typing out the subsections. See if 

you can spot mine!

Pivot Table

In every book collection, there will be recurrent themes in the titles 
that quickly point to the subject area. In Anthropology, an easily 
identifiable one was a country and continent. Let’s look at 
countries. 

By Hand

How can I use this?

1. Create new columns for however many categories of code you want. I 
made columns for “continent”, “country”, and “state”. 

2. By hand: enter the word or “code” you want to represent that title. If a 
title I had mentioned “Asia”, I put that in the Continent Column, etc. 

3. These spreadsheets are great to have when you want something mindless 
to do. 

Tableau has many different options for data visualization. Showing an image of 
how I set up the data in the row and column is easier than describing steps. 
Above: The countries are in a bar graph, selecting “mark label” will give you the 
number at the end. 
Below: Tableau automatically used my data to make a map. 

This gives you a snapshot of the representation of your collection in terms of smaller 
subject areas. I chose countries for Anthropology because many of the books had a 
country in the title. I noticed in my final lists that we had an abundance of titles about 
Australia. 

To better line up your collection, look at the classes your professors teach and their 
areas of research. If I have a professor who heavily studies and teaches on Japan, it 
would be good to have a better representation of books on Japan. 

Since the Anthropology department is relatively small, we have had a relatively small 
budget. To make the budget go as far as possible, I look for books that cover a wide 
variety of geographic areas or for a geographic area that covers a wide variety of topics.

Don’t forget, many of your titles may not mention the subjects you decided to code for. 
Remember, you’re trying to get a quick visualization, this doesn’t need to be perfect.  

1. Create a new tab/sheet within your original spreadsheet and name it 
“Publication Range”

2. On your original Data tab, sort your publication years from first to last to 
establish your earliest and most recent year. Mine was 1864-2019

3. In the Publication Range tab, name Column A “Publication Date”
1. In A2, enter the first year (1864) then populate the column to your final 

year (2019). 
2. You now have a column that has each year listed from 1864-2019

4. In the Publication Range tab, name Column B “Decade”
1. In B2, enter your decade range, and be consistent
2. I chose 1860-1869, 1870-1879, etc

5. Enter the corresponding date range in Column B, that matches the year in 
Column A. 

1. The year 1864 in Column A would have the corresponding date range 
1860-1869 in Column B

2. Manually do this for all of the years in Column A
6. Return to your original Data tab and make a new column called “Publication 

Range”

Prepare Your Data VLOOKUP – Turn Dates into Date Ranges
1. On your original Data tab, in the new Publication Range column, in the first cell 

underneath the heading, type in: =VLOOKUP
1. You are now entering a formula, so pay close attention to punctuation and 

cells because one tiny mistake can give an error
2. Your cell now says: =VLOOKUP(

2. Click into the cell immediately to the left of the cell with your equation, this cell 
should be the first cell in your publication date column. We are still on the Data tab

3. The equation now reads: =VLOOKUP(P2,
1. Make sure you add the comma after clicking on the cell to the left
2. Mine says P2 because my Publication Date in my Data tab was in Column P

4. Now you want to go to the dataset, where you want to associate the new 
information, which is the Publication Range tab that you created which has the list 
of years and corresponding decade ranges

5. Highlight Column A and Column B
6. The equation now reads: =VLOOKUP(P2,PublicationDecade!A:B,

1. Make sure to add the comma

7. Put in the number: 2 for the second column which is Column B in your Publication    
Decade tab. I cannot explain why it is a 2, and not a B, but it is. Add another comma.

8. The equation now reads: =VLOOKUP(P2,PublicationDecade!A:B,2,
9. Now type: FALSE into the equation. In code language, FLASE means “exact match”.
10. The equation now reads: =VLOOKUP(P2,PublicationDecade!A:B,2,FALSE
11. Close your parentheses and hit enter
12. Final equation: =VLOOKUP(P2PublicationDecade!A:B,2,FALSE)
13. Go back to your original Data tab. 
14. You should now see the decade range next to the year in the first two cells of the 

columns Publication Date and Publication Range
15. Double click on the small square at the bottom right of the cell to auto populate down 

the whole column. If this doesn’t work, you can drag it down.
16. Now every year should match the correct decade range. 

How can I use this?
For data to be more user friendly, sometimes it 
helps to break it down into ranges such as turning 
single years into decades, or number of checkouts 
into checkout ranges.  

You can now see how many books that were purchased during a decade. You can put it into Tableau 
and find other interesting data visualizations. 
Remember: these are totals and not percentages. Maybe your institution experienced budget 
changes or a switch to more electronic books. Keep in mind other things that may affect your data. 

How can I use this?Trapped in an era of budget restrictions, libraries everywhere have to make choices on 
where to spend money. Libraries are also running out of space from years of pressure 
to acquire large collections to meet national standards. 

What determines success? - To check out books? To meet quotas? To have available just 
in case?

How do you justify purchasing books that are never touched? 

What do you prioritize in your library? Collections? Technology? Librarians?

According to this collection, 40% of the books, 1,451 have never been checked out.
What is a library without books?

What are books if they aren’t being used? What is a library without print books?

How do you justify purchasing books that are never touched?

If the average Anthropology book costs around $70.00, this is a loss of around $100,000 
just for one small collection over about 60 years which is about $1500 a year.  Depending 
on your collection development philosophy, here are some other options. 

Other Options
1. Purchase on Demand
2. Join or create a consortium
3. Join an organization that identifies libraries to hold on to certain titles
4. Check metadata to make sure books are findable in your collection
5. Promote usage of books to students and faculty
6. Only purchase e-books that are DRM free with unlimited users

Be realistic, find out what students, staff and faculty need. If it isn’t books, consider 
purchasing fewer books and move funds toward other types of collections. 

To prepare your checkout data, follow the same directions for creating ranges. Your 
checkouts will have too many individual numbers and it is more useful to put them into 
individual ranges. This will depend on the range of numbers you have. 

I chose the following ranges for checkouts: 
0
1+5
6-10
11-20
21-30
31-40
41+

Using checkout/usage statistics  to evaluate your print 
collection is daunting, but it can tell you how much of the 
collection is being used. It can also lead to interesting 
discussions of the overall value of what we purchase for the 
library. 

Further Reading
What ideas do you 
have or what data 
from your collection 
have you used to 
make decisions?

1. Totals and percentages tell different stories. Make sure to look at both when 
assessing change over time. 

2. The numbers don’t always tell the whole story. Consider outside influences that 
may affect purchasing books over time

1. Budgets
2. National economy
3. Technological changes
4. Collection policies
5. Individual librarian preference

3. If errors arise – ask the internet. Someone has had your problem before and has 
made a page or video about it. 

Tell More Stories

Try out different combinations to see interesting 
visualizations

• Gender of author x publication date 
• Country x checkout
• Checkout x LOC classification
• Top 10 titles
• Country x zero check outs
• Location of book in the library  x checkout
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