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The Format Screen allows you to setup how you want your 
results displayed.  When working with Tables, you can 
choose to utilize:  Title, Sort By, Group By, and Data 
Type. 
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For “Type of Output”, click “Table”. 
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To give your table a title, type the title 
in this field. 
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You may sort on variable elements selected in the 
“Data” section.  To sort, click the drop down 
arrows next to the “Sort By” box, and choose a 
variable from the drop down menu.  After 
selecting a variable, choose to sort it in 
Ascending or Descending order. 
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You may also choose to “Group By” either Libraries, 
Data Elements, or Years (if multiple years are 
selected).  When viewing a table if you choose to 
Group By Libraries, the libraries selected will appear 
in a left hand column. (see next slide) 
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Since you grouped by Libraries, the library names 
appear in the left hand column.  You also added a 
Table Name called “Total Book Circulation”. 
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You have added a Table Title called “Total Book 
Circulation”.  You will now change the Group By 
to “Data Elements”, this will change your output 
results to display the data elements on the left 
hand side with the libraries displaying along the 
top row. (see next slide) 
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We have the Table Title called “Total Book 
Circulation”, and since you grouped by Data 
Elements, it now displays in the left hand column. 
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If you have selected multiple years at the 
“Data” tab,  “Years” will be displayed in the 
drop down menu for “Group By”.  If you 
choose to group by Years, the Years selected 
at the “Data” tab will display in the left hand 
column.  (see next slide) 
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Since you selected to “Group By” Years, the Years 
now appear on the left hand column. 
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The next option available to you is “Data Type”. 
You have the option to choose between, 
Standardized, Percentile, Regular, and Rank.  
The most commonly used is “Regular”.  (see 
next slide) 
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Data Type of “Regular” will return a standard 
table that includes the data elements and 
libraries that have been selected. 
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Now select “Percentile”.  Selecting 
“Percentile” will rank all the libraries selected 
into a percentile based on all the libraries in 
the selected database.  To illustrate this data 
type, we will first look at the “Regular” Data 
Type.  (see next slide) 
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Here is a list of libraries within a 
particular database along with their 
corresponding Total Circulation figures.   
Take note of Araphoe Library District 
(2,532,850), and Aguilar Public Library 
(300). 
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You will now choose “Percentile”. 
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Notice that each library now has a 
“percentile” associated with their 
Total Circulation.  Again, this 
percentile is based on all the libraries 
within the dataset selected at 
“Setup”.  Notice Aguilar Public 
Library (which was had a total 
circulation of 300); its percentile is 
(0).  Which means it ranks in the 
very bottom percentile for the entire 
state.  However if you look at 
Arapahoe Library District (which 
had a total circulation of 2,532,850), 
its percentile is (96).  Which means 
that it ranks in the 96th percentile for 
the entire state 
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Percentile data is a broader way of expressing rank, but 
essentially expresses the same idea of position within a 
group.  On large datasets like FSCS, percentile is often more 
meaningful than rank.  For example, its more meaningful to 
know that a library is in the 74th percentile on collection 
expenditures than that it is ranked 2,238.  However, on 
smaller datasets, rank might be a better number. 
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Now select “Rank”.  Rank data shows what 
rank the regular value for that library is 
within that particular data element within the 
dataset selected at setup. 



 19 

Looking at the rank for this 
example, you will notice that 
Adams County Library System 
ranks 15th in the state.  Denver 
Public Library ranks #1 in Total 
Circulation for this state. 
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The last option for “Data Type” is Standardized.  
Although standardized data is usually for stat 
gurus, it is still a very useful type of data.  
Standardized data tells how many standard 
deviations away from the average a particular 
value is. 
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In order to understand standardized data, look at a regular data table for 4 libraries 
and their total circulation. 
 
These 4 libraries circulate an average of 667,408 items.  One of them circulates 
45,309.  Is that low?  It depends on what the range of circulation is among the 4 
libraries.  Lets take a look at the standardized data for these libraries.  (see next 
slide) 
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In this example, Araphoe Library District is almost 2 standard 
deviations from the mean.  By definition of standard deviation, 
2/3 of all libraries will fall within 1 (plus or minus) of the mean.  
95% of all libraries will fall within 2 of the mean.  Any library 
with a value outside of 2, is very exceptional.   
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One of the best applications of standardized data is comparing two data 
types that normally are not comparable together.  For example, you could 
look at Total Circulation and Circulation per Capita on the same chart to 
see if a particular library stands out on either of these measures and how far 
they stand out.  Thus standardized data can help you quickly identify areas 
where a library stands out from others.   
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All the options on the right side of 
the “Format” page deal with 
formatting graphs and have no effect 
on Tables. 
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To copy your table into an 
Excel worksheet, do the 
ollowing: f

 
1. Click in the top left hand 

column (which will be 
blank) 

2.  While holding down the 
SHIFT key, either “Page 
Down” or scroll down to 
the end of the block that 
you want to transfer to 
Excel 

3. While continuing to hold 
down your SHIFT key, 
click behind the “last” 
digit within the last cell.  
This will highlight the 
entire bock. 
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Holding down the SHIFT 
key click behind the last 
digit in the cell (in this 
example it’s an eight) 
This will highlight the 
entire block. 
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Now you need to copy this 
block, so you can paste it into 
Excel.  To copy hold down the 
CTRL key and hit the “C” 
key.  – This is the universal 
copy command that can be 
used in any Windows 
Program. 
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While keeping Connect open, you can open up an Excel 
worksheet.  Place the cursor in the cell where you want 
to start.  Now you need to paste your copied block into 
your worksheet.  To paste hold down the CTRL key and 
hit the “V” key.  – This is the universal paste command 
that can be used in any Windows Program.  You can 
also go to Edit and choose “Paste” to accomplish the 
same function. 
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This will paste the results from your Connect table into the 
appropriate columns in your Excel worksheet.  You can then 
use Excel commands to format, sum, average, graph, etc.. 
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You then may choose to save your 
spreadsheet in Excel for future 
reference. 


	Understanding Formatting and Tables
	Table of Contents

