
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  

 
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. 
 

 

http://www.infohio.org/


 
 

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. 

 

 

mailto:helplibrary@mveca.org

