Gearing up for Year End and Inventory!

“Weeding Steps”

1. If you would like, run a report to determine what items have not been circulated.
a. Go to the INFOhio Workflows Handbook (you should have this site bookmarked)

www.infohio.org
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b. Use the CAT: Shelflist report to find out what items are at least 3 years old or older and have
not circulated in a specific time frame.
i. Follow the instructions in the Workflows Handbook under Report Favorites

ii. Then Database Cleanup area called DBC — Items Not/Never Circulated.
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BLUECLOUD

PATRON ACCESS

This section includes documentation for BLUEcloud products. This section contains guides for teaching patrons to use

CATALOGING

This section contains guides for doing item maintenance,
basic and advanced cataloging, cataloging with templates,
and using authority headings.

CIRCULATION

This section contains guides for all regular and special
circulation tasks, item search and status, user maintenance,
and holds.

ISearch, BookMyne, eBooks and the Catalog.

REPORTS

This section contains guides for setting and running many
useful reports. Visit the link below for library staff favorite
reports.

REPORT FAVORITES,

This section contains guides for setting and running those
reports that are favorites among library staff.

SETUP

This section details items that need to be understood or
completed as part of the initial setup to prepare a new user
or workstation for running the WorkFlows client.

SPECIAL TASKS

This section has guides for using Staff Web, using Offline
Circulation, performing an Inventory, and working with
Circulation Sets.

VIDEO TUTORIALS

This section contains brief video tutorials that clarify
processing and wizard steps and functions.


http://www.infohio.org/

Report Favorites
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2. If you have already pulled books for discarding/weeding and set them aside in a box:
3. Use the Global Item Modify wizard
a. Set the Shelf Location to Discard or Weeded
b. Scan all the books in the box.
c. It will change them all to Discard (or Weeded) status
d. Then email helplibrary@mveca.org and request all the books with Discard (or Weeded) status
to be removed before you begin Inventory steps.
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