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Run a Report Listing Discard or Weeded Books using the Shelf List Report 
(Why? So you know what you have already weeded or discarded this year.) 

1. Go to Reports and Notices Group. 

2. Click on Schedule New Reports wizard. 

3. Click on the INFOhio tab. 

4. Click on CAT: Shelf List. 

5. Click Setup & Schedule at the bottom: 

 
 

6. On the Item Selection tab choose your library in the library field and select “Discard” and “Weeded” in the 

Shelf Location field: 

 
 

7. Then click “Run Now” at the bottom of the screen. 

8. Go to Finished Reports and view your report. 


