Deleting Items in WorkFlows
1. Open the Catalog Module.
2. On the Common Tasks toolbar, open the Call Number and Item Maintenance wizard.

3. Search for the item.

4. Highlight the title in the search result list.

5. Click on the Modify button on the bottom of the search screen.

6. Go to the Call Number/Item tab.

7. Highlight the item id number.

8. Click on the Delete button on the bottom of the screen.

9. The item will immediately delete.

The software allows a library to delete their items only.

Deleting Titles in WorkFlows

1. Open the Catalog Module.
2. On the Titles toolbar, open the Delete Title, Call Number or Items wizard.
3. Search for the title.

4. Highlight the correct title in the search result list.

5. Check the box in front of the call number on the Call Number/Item tab on the bottom half of the screen.
6. Click on the Delete button on the bottom of the screen.

7. Click Yes in the pop up box.

8. The title and all items attached will immediately delete.

The software allows a library to delete their titles only.
Deleting Titles and Items using Reports
1. Open the Circulation module.

2. Open the User toolbar.

3. Click the User Registration wizard.

4. Type or scan the user id number.

5. In the Profile name box, select DISCARD from the drop down menu.

6. On the Basic Info tab, type DISCARD, a slash, and your library name.  Example: DISCARD/ALLIANCE

7. Click Register user. 

 (You will need to set up the DISCARD user only once)
8. Go to the Checkout wizard.

9. Find your Discard user and enter the patron id in the User ID box.

10. Scan in item id from items/titles you want to discard in the Item ID box.
11. The current location will change to DISCARD.

12. Periodically run a report, using Web Reporter, that counts items with DISCARD as the current location.  (Keep a copy of the report for statistics, once the process is complete all previous discard statistics will be cleared)
13. Notify Jon that you would like the report run that removes all of the DISCARD items.

14. Jon will run the report and notify you when it is done.
15. Run another report in Web Reporter that list items still in the current location of DISCARD.
16. Go to WorkFlows and search items using the Item Search and Display wizard.

17. Clean up bills attached to item.

18. Discard the cleaned up items using WorkFlows.

None of the reports will list if the discards are titles or items.

