How to Create an Excel or Word List of Just Subject Headings.
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Note: there’s a small bug in the results – Headings with subdivisions come before headings without – I think it’s sorting the blank space character as smaller than period (character by character application of the “nothing before something” rule.)  Example:

Biodiversity conservation -- California.

Biodiversity conservation -- Government policy -- California.

Biodiversity conservation.

Extract the subjects from Millennium.

Use the Create List Function to create a review list of the records you want to extract subject headings from.

No need to sort at this stage.

Export just the subject headings (field ‘d’ from the bib records) Use the same delimiter ‘|’ for both Field delimiter and Repeated field delimiter.  Save to a text file. 

Use Excel and Word to merge columns into one.

Start Excel and open the text file created.  You have several columns just of subject headings. 

Copy the entire first column to the clipboard (<Ctrl> V)

Open a word document and paste the column into Word. Leave the cursor at the bottom of the column.

Go back to Excel and copy the second column.

Back to Word, paste the second column below the first.

Repeat for the third, fourth, fifth, etc.? columns.

There will be many blank lines in your text because some records had fewer subject headings than others.  Don’t worry about that yet.
Highlight and copy all the lines of your Word file.

In you Excel document, highlight everything (<Ctrl> a) and replace with the paste of the single column.
Sort entries in Excel

Highlight your entire single column.
Pull down the Data menu and choose Sort.  
At the bottom of the dialog box, mark that your list has a header row.

Execute the sort.

De-duplicate entries in Excel 
(This section is based on instructions from

 http://office.microsoft.com/en-us/excel/HA010346261033.aspx)

Again select your single column.

On the Data menu, point to Filter, and then click Advanced Filter. 

In the Advanced Filter dialog box, click Filter the list, in place. 

Select the Unique records only check box, and then click OK.

The filtered list is displayed and the duplicate rows are hidden (but still there)
Save de-duplicated list in Excel

Select and copy the cells with data of the deduplicated column (excluding the blank cells).
Select (<Ctrl> A) and delete the content of the spreadsheet.

Paste in the deduplicated column.

Save the Excel document.

Save de-duplicated list in Word
In Excel, select and copy the cells with data of the deduplicated column (excluding the blank cells).

Go to your Word document.

Select (<Ctrl> A) and delete the content of the document.

Paste in the deduplicated column.

To get rid of the table formatting, select just the table by using <Ctrl> A to select the document and then holding down the shift key and tapping backspace once to unselect the last line

On the Table menu, point to Convert, and then click Table to Text....

Format as desired.

Save the Word document.
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