Lexile Report – List of books with their Lexiles (or patrons)
It will be very useful to be able to print out a list of books along with their lexiles. This is a slightly more difficult report since you will have to export titles into Excel. Here is the procedure.

1. Go to file

2. Choose export

3. Choose Export type: Export items

4. Choose Operation type: tab delimited

5. Sort by: Copy Call Number or Lexile (depending on how you want to see the data)

6. Character list: don’t change
7. Select Fields: Check only the filed important you – good choices would be call number, title, and lexile (This will make a simple and easy to read list) 

8. Select by : Lexile

9. Starting with 000 and ending with 2000

10.  Click on run.
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The following screen shot shows you the details of the select fields’ window:
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By default, all fields are checked so you need to go through and de-select or x-out all but the most useful to you. Again, we recommend just placing a check by copy call number, title, and lexile. (This list of fields is long!)
After you choose to run the export utility, you must save the file. See the screen below. We have chosen:

1. to save to the desktop

2. to name the file item export

3. to save as : text file

These are all of the default options.
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The final step is to open the file you exported in Excel. This is very similar to the Patron Sasi procedure we do with student records.

1. Open Excel.

2. Go to file and choose open
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3. Choose desktop under the look in pull-down box.

4. Click on the name of the file (item export)

5. Change files of type (at the bottom pull-down box) to All Files

6. Click on Open (bottom right button)

7. The text wizard will pop up. (see below) –Step 1
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8. Delimited should already be checked, click on next.
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9. As you can see, the data is lining up. Tab should be checked. Click on finish.
10.  The next screen shot shows your list.

[image: image7.png]DEESR SGRAY IRR-F - @ =- P -0,
a @ @ g -
Fle Edt Vew Inset Fomet Took Data Window Hep -omx
Al - A #FTON 2245/2025/27571
A B © [ E F G H J =i
1 [EFETOp24502005/2757/
2 Waller Wi 15214 Wil 380
3 lsabluewis37 WEL 850
4 [Thewild b 15545 GE 530
5 [Girls spea1555.J0H 1040
6 |Apeople 2897 KEN 1080
7 [The gift of 299 SEY 1000
8 Tumof the30523 JAC 880
9 |Bloomers| 30542 BLI 1050
10 From slaw306.3 LES 720
11 Gone a-wk306.3 MUF 1150
12 The Pledg 3236 PLE 600
13 | Jade greer327.12 OV 1040
14 Mar-of wa 359.1 BIE 960
16 Pedro and 3621 WIN_ 460
16 | Exploring ‘3631 B 960

17 Fire in the 363.37 BE 1010
18 One good 363738 P, 1210
19 Kennedy :354.1 HA 1040

20 Corpses, (393 COL 1190
21 A medieva394.1 A 840
22 What you 394.1 LAU 580

O WlItem Export/
Ready [





11. Column A is the title, Column B is the copy call number and Column C is the lexile score.

12. To expand the columns place your mouse between the columns until it forms a cross hair, you should be able to stretch out the column to the length you desire.
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13. You can choose to sort by lexiles if you prefer, right now the list is sorted by copy call number. To sort, click on the empty box above number one of the left. This should highlight all fields and all columns. 
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Go to data> choose sort>by column C
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Then your list will be in order by lexiles.

14. Your final step should be saving the spreadsheet and printing it.

To save, choose save as. In the example, the report has been saved in My documents in a file named Lexiles as a Text (Tab delimited) file. When you save, you will receive a warning, just click on yes.
. 
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15. To print, go to file then choose print. Usually it can be printed in either portrait or landscape

This procedure can also be used to print out a list of students with their lexile scores.

Choose export patrons instead of items and choose patron appropriate fields like last name, first name, homeroom, teacher, grade, and lexile.
