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To select a range in Materials Editor

Prerequisite

1. Understand that the concept of selecting a range in BiblioTECH is the same as selecting a block of cells in Microsoft Excel. Once the block is selected you can print it, or export it, etc.

2. Ensure that a ‘view’ exists for the order in which you will want to list the selected items (see relevant FAQ)

3. Perform a quick backup to your hard disk (see FAQ) before making any change to your data.

Process

1. Uncheck [Read Only]

2. If you need to work with more than one field, then move the required fields (columns) to the left hand side of the multi-item view in the order you require

3. View by the required field.  

Click on the down arrow in the [View by:] window and select the order (view) in which you want the selected items to be

4. Find the first item you wish to include in your selection.  

Click on [Search].  Type in the search term and press [OK]. 

5. Click once on the item you are searching for

6. On the Pull Down [Options] Menu Bar click on [Select Range Start (From Current Cell)]. 
Note that the column title names will change to green to indicate that you are midway through the range selection process

7. Find the last item that you wish to include in your selection.  

Click on [Search] Type in the search term and press [OK]. 

Hint: If you want to go to the end of the same name list then in the search window type the name of the item with a number at the end. This will automatically find the last item in the list.   ie. To find the first occurrence of John search for John. To find the last occurrence of John search for John1
8. Click once on the cell that is located at the bottom right corner of your selection 

Remember if you are including more than one column in your selection you will need to click in the cell in the rightmost column of your selection. 

9. On the Pull Down [Options] Menu Bar click on Select Range End (To Current Cell). 
Note: The column title names will change back to black and your selected block will be highlighted. 
10. The ‘Selected Range Options’ window will now appear. Proceed as required

