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Instructions on using the Sample Costumes Export spreadsheet:

1) Download the CostumesExport - Web.zip file from the Costume Inventory Resources web
page.

2) Use your computer’s extract program (WinZip or the extract program on your computer) to
unpack the *xlsm file.

3) Open the file in MS Excel. If you open it with a desktop (PC or Mac) it will open with all the
features. If you open it with a web version of MS Excel 365 - you will not be able to see the
photos.
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5| Select? -| TaglD -| SortTagiD -| Costume Name = ipti -] CostumeType -| Color > Time Period/Era__ -| Gende -| _Adult-Child -
NE 00001 000000000001 erstrips on sleeves shirt white Contemporar u c
- o1 Tooooo0000011 Tie Black <
5|0 ooz 200000000012 Tie Black < v
- Tous Tooooooooonse Tie Black cont v
/0 Toa0s 200000000208 s, brown fake leather strips on sleeves shirt white Contemporary u c
. a0 000000000209 shirt white Contemporary v c
/0 o210 000000000210 shirt Whit Contemporary u c
5|0 oz ooooooooozs1 Jacket Blue v c
140 Tase 200000000298 Pants / Slacks Black M A
150 ) 000000000200 Pants/Slacks Black M A
. 01 200000000401 o Blu ¢ A
|0 isos 000000000508 shirt whit v c
2|0 Tissa 200000000584 Silv M A
1|0 007 000000001007 Blue doll dress Blue v A
2|0 "o0s 000000001003 Red Polka dot Dress ed G A
2|0 "o13 000000001013 Red dance dress Red on A
2|0 "o oo0000001014 pp Red 1920 A
|0 "o1s 000000001015 Blue c
= "6 200000001016 Red 1950 ¢ A
5|0 “low7 000000001017 Gold on
2|0 "o1s 200000001019 Multcolor ¢ c
»|0 o0 000000001020 dress o Blue A

Sample data as it opens in MS Excel

4) The spreadsheet opens with the fields identified at the top of the columns. You can sort the
data, filter (search) the data, view the photos and print from the sheet.

5) To Sort a column - for example the Color column - go to the Color .
b- v| Color [~

column and click on the Y in the column title. You will see the this I g —
popup: ==>> Z] SotZtoA
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6) To Filter the data - go to the column you want to filter and click on the ¥ in

the column title. You will see the this popup: ==>>

To Filter by Costume Type:

1) Click on the ‘Select ALL" box to clear it.
2) Click on one or more values in the list to select for those Costume

types.

3) To see all Dresses and Dance Dresses - click those 2 selections.
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5 TaglD -| SortTagD -| Costume Name - | 0 Costume Type | color -[  TimePeriod/Era -] Gender -| Adult-Child-| size -
15001 c00000000401  SnowWhie ress Slueyelow, red cresswithwhitacllar oress e femmna/Restell ¢ A s
10 1007 000000001007 Blue doll cress Blue leotard and sirt for Dol character Dance Dress- leotard & skirt Blue Contemporary 1 A s
201009 Red Red , capsleeves, fullskirt tie belt Dress Red 19505 3 A ™
21 1013 000000001013 Red dance dress Red leotard and skirt with white lace on bodice Dance Dress - leotard &skirt Red Contemporary A s
21004 000000001014 Red lapper dress Red flapper dress with gold trim Dress Red 19205 A s
241016 000000001015 Red dress full skirt Red dress, heart shaped neckine, cap sleeves, tie belt Dress Red 19505 1 A L
27[1020 v dress, short sleeved, gold buttons, self belt Dress Blue Contemporary 1 A L
3411502 00000001502 Green Dress Green dress Dress Green Contemporary A xs
351508 00000001504 Red satin dress Red satin dress with lace trim Dress Red Contemporary c s
282006 000000002006 Red Waltz Dress Red dance cress with lace bodice Dance Dress- leotard & skirt Red Contemporary A s
ao[2001 000000002001 Blue Dress Light blue short sleeved dress with dark blue collar. Dress Blue Contemporary 3 A ™
o002 000000003502 Green velvet Dress Fitted green velvet Cocktall dress with shoulder accent, 3/4 sleeves, knee length  Dress Green Contemporary 3 A %
5114506 000000004505 Greeen/Yellow Dance bress Green to yellow ombre dance dress with leotard Dance Dress - leotard & skirt Green Contemporary £ A s
7o[5108 000000005104 Zanetas ress Galico dress Dress Multicolor 1900 13 A 5
920401 000000008401 Blue Lycra dress Blue Iycra halter top dress Dress slue Contemporary £ A xs
430402 000000008402 Floral minisun dress Red/pink floral mini sun dress Dress pink Contemporary 3 A xs
o0 08403 00000008403 Blue/white sun dress Blue/white circles print sun dress Dress Blue Contemporary £ A xs
010002 000000010002 Greenplaid dress Green plaid dress with red and white accents Dress Green Edwardian £ra £ c ™
o007 o dance Lilac dance dress, calflength Dance Dress- leotard & skirt purple Contemporary 13 A xs
0510008 000000010008 Purple dance dress Lilsc dance dress, calflength Dance Dress- leotard & skirt purple Contemporary f A L
10610009 000000010003 purple dance dress ilsc dance dress, calflength Dance Dress - leotard & skirt purple Contemporary 3 A xs
710010 000000010010 Purple dance dress Uilsc dance dress, calflength Dance Dress- leotard & skirt purple Contemporary 3 A M
o022 000000010022 purple dance dress Lilsc dance dress, calflength Dance Dress - leotard & skirt purple Contemporary £ A xs
oos T le dance o Lilsc dance dress, alflength Dance Dress- leotard & skirt purple Contemporary 3 A X

7) You may Filter and Sort on multiple columns at the same time.

8) To remove all the filters/sorts - click on the Clear All Filters button.

9) To see the photos - look to the Tag ID column and look for

the RED triangle in the upper right corner. Hover over the cell
with your mouse/cursor and the photo will appear in a
Comment/Note box.
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10) You may mark certain costumes pieces to review later with a check box in the ‘Select’
Column (Column A).

You can filter your list by the Select Column by going to the LAST column (Column Z) in sheet.
Click on the Y to bring up the filter popup.
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11) To print a list of the selected costume pieces - use the Excel features:

Page Layout - Set Print Area - to select the columns/rows to print.
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To print the selected Print
rows/columns to a printer or & |
PDF ﬁ|e _ go to Fi|e / Pr|nt_ -~ Costume Inventory Resource:
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