
DIGITAL 
LITERACY: 
EXCEL AND 
EVERGREEN

Look at Evergreen Reports as more 
than numbers. Use that data to 
analyze, see trends, and put it in 
larger contexts. 



Today's Objectives

At the end of the session, you'll know

• Best practices for loading Evergreen reports data into Excel

• Using Count reports for overviews

• Using List reports for details

• Using Pivot tables to summarize data

• Tips and hints
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Best Practices
Evergreen Reports Data in Excel
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Evergreen 
Essentials

Template Search

Pivot Columns

Calculate grouping 
subtotals
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Template Search
Limit Field to Name by default

Limit Folder to 

• Circulation (WEST)

• Collections (WEST) 

• Patrons (WEST)

• WLS Shared Report Templates (WEST)
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Pivot Columns
In Count report setup, choose the Pivot Label Column entry that you want to 
display in columns
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Calculate grouping subtotals

• In the Output setup, choose Calculate grouping 
subtotals to get a snapshot view of totals

• In Excel, recalculate these as autosums or sums
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Excel 
Essentials

Barcode IDs

Transpose rows 
and columns
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Barcode ID Essentials

In Excel output, barcode IDs must be reformatted to 
display as 14-digit numbers

1. Select the barcode column

2. In the Numbers format dropdown, choose Number 
Numbers will display with decimals

3. Use the decrease decimal button to remove the 
decimals

You can also complete 2 – 3 with a right-click and the 
Format Cells… menu.
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Transpose rows and columns

1. Copy Data
2. Move to an empty cell 

where you want the data
3. Right click to Paste
4. Choose Transpose
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Count Reports • Patrons

• Collections
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Patron Report Templates

• Users by Profile - Count by Year Created

• Users by Profile - Total Count

• Count Users by Profile and Expiration Year

• Count Patrons by Library, Profile, & Age 
Divisions

Search terms in Bold 
in the Name field
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Collection Report Templates

• Count Annual Circulation by Owning Library, 
Checkout Library and Shelving Location

• Count Circulation by Owning Library, Shelving 
Location, and Date Range

• Annual Circ Count By Owning Library Shelving 
Location, Month, & Dewey Tens

Search terms in Bold 
in the Name field
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Circulation Report Templates

• Count Annual Circulation by Owning Library, 
Checkout Library and Shelving Location

• Count Circulation by Owning Library, Shelving 
Location, and Date Range

• Annual Circ Count By Owning Library Shelving 
Location, Month, & Dewey Tens

Search terms in Bold 
in the Name field
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List Reports • Patrons

• Collections
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Patron Report Templates

• List Patrons After a Last Checkout Date by Library 
& Profile Group

• List Patrons by Library Created in Previous Month

• Patrons by Statistical Category

• Patron Email List

• List Patrons With No Email Addresses

• List Patrons with Outstanding Balances by Home 
Library Between $ and $$ with Item information

Search terms in Bold 
in the Name field

16



Collection Report Templates

• Item List by Call Number With Circ For a Date Range

• List Titles Used In House

• List Titles With Annual Circ by Owning Library 
(most popular titles, what you own)

• List Titles With Circ by Checkout Library and Date Range 
(most popular titles, checked out at your library

Search terms in Bold 
in the Name field
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Pivot Tables
• Choosing Data

• Choosing Data Points

• Choosing Values
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Pivot Tables – Choosing Data
1. Select nothing to include all the data

2. Select a data range from the sheet
• Include all columns and rows that have data fields 

you may want to use 

• Consider making multiple tables. It’s often easier for 
viewers to understand a couple data points in a few 
tables than more data points in one table.

3. Choose Insert > Pivot Table

4. Choose where you want to put the table
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Pivot Tables – Choosing Data Points
• Drag data fields to 

• Rows
• Columns
• Values
• Filters

• The table is created 
based on the fields 
you include 

• Fields can be 
“nested” to create 
sub-categories
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Pivot Tables – Choosing Values
• Count (the number of 

things) is the default value.

• Drag the same or another 
field to provide more detail 
or summarize in a different 
way.

• Click the value dropdown to 
• choose a calculation on the 

value, e.g. sum, Average, etc
• display the value as other 

than a number,  e.g. % of 
grand total
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Top Tips Before, During, and After
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Tips & Hints - Before
Convert your question into Evergreen data fields that will tell you want you 
want to know

• Draw a quick visualization of the table display, including column headers and 
row names. Choose a template that includes them.

• Consider modifying a template to include the needed data fields or data 
transforms (e.g. change a timestamp or date to Year or Month+Year).
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Tips & Hints - During
In Excel, 

• Duplicate the tab with your data to create a working version and a master version 
so you can always revert to the original data

• Review the data. Sort it by several different columns and scan for inconsistencies.

• Do you have what you need? Rerunning the report with different filters, 
choosing a different template, or modifying a template can save you more time 
than adding or removing data from the spreadsheet.

• Is the data consistent? Remember that the more consistent the data is, the 
easier it will be to summarize and analyze it. Consider cleaning up the data in 
Evergreen instead of massaging the data in Excel to be more efficient and save 
yourself future time (see also After).
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Tips & Hints - After
• Use the report for data cleanup. Sorting by each column 

allows you to see anomalies in Call number, Status, Circ 
Mod, etc.

• Set up recurring reports monthly, quarterly, or annually 
so you can easily update and/or recreate your data and 
analysis.
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Help and Links

• Evergreen Reports and Excel 

• Evergreen Reports on the IT Wiki

• Microsoft Overview of Pivot Tables and Charts 

• Allison Midgley

• training@wlsmail.org

• support@wlsmail.org
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https://it.westchesterlibraries.org/wp-content/uploads/2024/07/Digital-Literacy-Excel-and-Evergreen.pdf
https://it.westchesterlibraries.org/help-and-faqs/evergreen-help-and-faq/evergreen-reports-essentials-2/
https://support.microsoft.com/en-us/office/overview-of-pivottables-and-pivotcharts-527c8fa3-02c0-445a-a2db-7794676bce96
mailto:training@wlsmail.org
mailto:support@wlsmail.org
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