Quick Guide to using herbarium data in Excel

How to sort data

Select sort and filter, then custom sort. When prompted select “expand selection”. This opens a submenu and you can add levels to sort on. In the example below, it will sort first by family then by Genus species, and then by subspecies. You can use to organize your data in many ways.
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           Where is the data tab?                                                                          Where is subtotal?
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How to use “Subtotal” to count sorted records 
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Sort your data by what you want to count. In the example below we wanted to count the number of plant families in the county. So we sorted the records by Family.

2. Select the Data tab and then “Subtotal” (see the right side of the screen above “Outline” in the Data tab)

3. When the submenu pops up, select “Family” for At each change in: and  “Count” for Function
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Some hints for creating a species list 

(including one way to remove duplicate records -modified from MS Office help)
1. Download the data for your county

2. Save one copy as your main county dataset

3. Save the file again, but this time name it Species list and work with this copy for the following steps.

4. Delete all columns except Family, Genus/species (and if you are going to keep them, subspecies and variety)
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Sort by Family, Genus/species, subspecies, and variety

6. Determine if you want to include subspecies and varieties

1. if yes: then keep those columns 

2. if not: delete them

7. Select the “Data” tab, Click on the Remove Duplicates icon (See image right). Clicking on the icon highlights all data in the database and opens the Remove Duplicates dialog box.
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When the dialog box opens, all of the column headings are selected by default. Click okay

· Note: If you wish remove records from the spreadsheet that have duplicate data in one or more columns: Remove the check marks from those columns you do not want to compare then be sure to remove the checkmarks from those columns. Click OK
8.  Note: If you remove the wrong data, click the Undo button on the Quick Access toolbar or press CTRL + Z on the keyboard to get your data back. 
9.  After you have eliminated duplicates, select the Genus/species column, then select the button to italicize the font. Do the same for subspecies and variety if you have kept these data.

10. Select your data, copy and paste into a Word document (Save this as Species list).
Hints: Italicize the Genus/species row before copying into your Word Document. Also, paste “text only” if you want it to appear as a list rather than a table.  Go through the list and edit so that “var.” or “subsp.” is written where appropriate.

Making your species list look nice

· If you want to have family name listed for the first species of that family, use “Find” and “Replace” to delete the extra family names

· If you find something that looks like PolynonumNOarvensis this means that the name has changed. You could look up the species at USDA Plants to see what name is generally used for that species

· Sometimes a species name appears more than once. If you have time go through your list and check this. 

· You can add photos from the Kansas Wildflower and Grasses website available through the BiodIS portal. However, just be sure to credit the photographer!

Look at Family names, if you have time, try looking up the common names for some of these families. Asteraceae is sometimes called the sunflower family, Solanaceae is often called the tomato family, and Poaceae is the grass family.

Learning more about your flora


· You can use online resources to learn which species may be introduced weeds, or which are trees, or aquatic plant families. Some common tree families include Fagaceae (oaks), Juglandaceae (walnut, hickory, pecan),  Aceraceae (maples) , Salicaceae (willows). 

· Look at the dataset that includes locality data and sort by date. If you see a group of plants all collected on the same date, check the locality field. Are they all collected in the same town, are around the same place? See if you can learn from what kind of habitat these collections came.

Do you want to graph things like:

· percentage of specimens collected by a certain person

· percentage of specimens collected in a year/month or season

1. You will need to sort your data and then use Subtotal to count each occurance

2. Then: Use this calculation:


portion/whole  X 100= percent of whole that portion represents


3. Enter that data into a new worksheet

4. Then after highlighting the relevent cells, select the “Insert” tab and select a style of graph to use.

Do you want to find out how many specimens of a certain plant family there are?

1. Sort by family

2. Count the number of specimens per family using “Subtotal”

Do you want to count the number of unique localities (This might be difficult, but give it a try) 

1. Sort the verbatim locality field alphabetically first

2. Then use the subtotal button, under Data to count unique fields. 

You may notice that there are clusters of localities that are the same, but usually since each collector writes labels differently, there will likely be a number of localities written slightly differently. You can scan the data to find out which parts of the county have the most specimens collected. If you are skilled with Excel, you may already have a creative solution to determining if certain localities (e.g. Junction City in Geary Co) were collected more than others.

Another way to look at patterns in localities is to sort by date. You may see that nearby localities were collected on the same date.
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