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SCC Library Index User Guide 
 

This short user guide is intended to give you an overview of how to find material available in the 

Scandinavian Collector’s Club (SCC) Library using the SCC Library Index Excel workbook. 

 

Overview 
 

The SCC Library Index is an Excel workbook containing indexes of a substantial portion of the material that 

is available in the SCC Library. The workbook is organized into several different spreadsheets. These are 

accessed by clicking on the appropriately labeled colored Tabs in the lower left corner as shown in 

illustration 1: 

 

Illustration 1: Spreadsheet Tabs 

  

There are currently three indexes, each in their own spreadsheet: 

• Books 

• Exhibits and Collections 

• Audio and Video 

In the future we plan to add three additional indexes: 

• Catalogs 

• Articles 

• Publications 
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How to Find Information in the SCC Library Index 
 

The easiest way to find information in the SCC Library Index is to use the built-in Excel filter and sorting 

functions. Let’s say you are looking for books on Swedish Postal History. To find these, please follow these 

steps: 

Click on the Books tab. 

In the Country column, click on the little down arrow in the lower-right portion of the column header. This 

brings up the Excel sort and filter dialogue which then allows you to select one or several countries. In our 

case we want to uncheck the “Select All” box and then click on the Sweden checkbox. See illustration 2 

on the next page. 

Illustration 2: Excel’s Sort and Filter Dialogue Box 

 

This filters the books down to only include the books on Sweden. Next, we want to select only those books 

with Category of Swedish Post History. We accomplish this by using the sort and filter button on the 

Category column in a similar fashion to how we filtered countries in the previous step. 

Now we have filtered our selection down to only those books that are about Sweden in the category of 

Swedish Post History.  

Lastly, we want to sort our results by year issued. We again click the little down arrow on the header, this 

time on the date column. Now, instead of filtering we want to click “Sort Smallest to Largest”. See 

illustration 3. 
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Illustration 3: Sort by Date 

 

Now we get our results which shows all Swedish books in the category of Swedish Post History sorted by 

date issued. The result should look something like this. 

 

 

Returning all Records 
 

To remove all filters, and return all the books in the index, the easiest method is to go to the Data menu 

in Excel, then click the Clear button on the Sort & Filter menu. This will return all records. See Illustration 

4: 

Illustration 4: Clear Filters Menu 
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Summary 
 

In this short user guide, we have demonstrated how to find books using the filter and sort functions in 

Excel. The same exact methods can be applied to any of the other indexes in the SCC Library Index. 


