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List All Sites

Home Dashboard Catalog Circulation Reporits Badk Office

Library Reports

Catalog -- Titles & Copies
- - Barcode Lists - Identify used and unused copy barcodes.
Report Builder Bibliography - Create reading lists for curriculum or promation.
A R Call Number Reports - |dentify copies that may be incorrectly cataloged.

Reported Abuses - View reported abuses submitted by your patrons.

Shelf List - List copies in the order they should be shelved

Title & Copy List - List your collection with optional copy detail.

Weeding Log - List copies that were weeded, deleted, or transferred.
Circulation

Current Checkouts/Fines - [dentify or send notices to the patrons with checkouts/fines.
Follett Digital and eContent

Follett Digital - View Follett Digital reports (This will open in a new browser window)

| Library Reports

Holds
Holds - View all current holds and reserves
Hold Motices - Print or email ready hold notices
Inventory Control
Completed Inventories - View the results of completed inventories
In-Progress Inventories - Report on inventories that are in-progress.
Labels
Barcode Labels - Create new or replacement copy barcode labels.
Reading Program Labels - Create new or replacement Reading Program Labels.

Step 1: Open the Reports tab then the Library Reports sub-tab.
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Library Reports

My Favorites .
Catalog -- Titles & Copies

Patron Reports Barcode Lists - Identify used and unused copy barcodes

Report Builder Bibliography - Create reading lists for curriculum or promation.

A R Call Number Reports - |dentify copies that may be incorrectly cataloged.
Reported Abuses - View reported abuses submitted by your patrons.

opies in the order they should be shelved

Title & Copy List - List yourcollection with optional copy detail.

- List copies that were weeded, deleted, or transferred.

| Library Reports

Shelf List - List ¢

Weeding Log
Circulation

Current Checkouts/Fines - [dentify or send notices to the patrons with checkouts/fines.
Follett Digital and eContent

Follett Digital - View Follett Digital reports (This will open in a new browser window)
Holds

Holds - View all current holds and reserves

Hold Motices - Print or email ready hold notices
Inventory Control

Completed Inventories - View the results of completed inventories

In-Progress Inventories - Report on inventories that are in-progress.
Labels

Barcode Labels - Create new or replacement copy barcode labels.

Reading Program Labels - Create new or replacement Reading Program Labels.

Step 2: Click Title and Copy List under the Catalog—Titles & Copies category.
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Library Reports > Library Title & Copy List

My Favorites
Howdol.. (7)

| Library Reports R
Create NewReport | Saved Reports

Patron Reports
Report Builder List library titles & copies.... l
repertitanager Date Copies Added v || After the Date v
Show Titles | Only v
OQutputas |PDF v

Save Setup Run Report

©2002-2016 Folleti School Solufions, Inc. 14_0_0_AU2 12/28/2016 9:55 AM EST

Step 3: Open the drop down menu and choose Date Copies Added.

Step 4: Click the calendar icon.
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Library Reports > Library Title & Copy List = Select Date

My Favarites

<< December 2016 >>

|Library Reports Sun|Mon|Tue [Wed | Thu|Fri|Sat]
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Report Builder 11 [ 12524714 [ 15 [16[17
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Selected Date: 12/28/2016
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Patron Reports

Report Manager

€2002-2016 Follett School Solufions, Inc.  14_0_0_AUZ2 12/28/2016 9:57 AM EST

Step 5: Click a date to set as the “added after” date.

Step 6: Click the Save button. If you don’t click save, your report will be blank!
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Messages
Library Reports = Library Title & Copy List
My Favorites
How do |
|Library Reports — @
Create NewReport | Saved Reports
Patron Reports

Report Euilder List library titles & copies....

Report Manager
Select By |Date Copies Added ¥ || After the Date ¥ | - 12/14/2016 =

nly .

Outputas |PDF v

Save Setup Run Report ——

©2002-2016 Foletl School Solufions, Inc. 14 0_0_AUZ 12/28/2016 9:58 AM EST

Step 7: Open the Show Titles drop down menu and choose Only.

Step 8: Click the Run Report button.

*if you choose to save this setup, you will need to edit the report to adjust the date every month.
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Report Manager

My Favorites
Jobs:1-30f3 Refresh List
Library Reports $
Q@ Job

Patron Reports

Status

Library Title & Copy List Completed View o
) (3431/2015 10:03 AM)
RepgiBuilder ) A
Overdue Materials, Unpaid Fines. Completed o
|Repor1 Manager (325/2015 10:44 AN)
Completed Library Inventory Report S lew o

[Q"R"Z]H 10:25 AM)
Jobs:1-30f3 Refresh List

Delete Jobs...

All Selected (on this page)
® Based on | Date Started

Started on or before &

& =Selectall @ =Clearall

©2002-2016 Folett School Solufions, Inc. 14 0 0_AU2  12/28/2016 9:52 AM EST

Step 9: Your Report Manager will open automatically. The status of your report will go from “pending” to
“in progress” to “completed.” You can help it along by clicking Refresh List.

Step 10: Click View - your report will open in a new window or tab.



