Keeping Track of NEW BOOKS:

When new books arrive, it is a good idea to catalog these items especially popular ones, as New-Book under Item Type.  When items are marked NEW, they are not available to other libraries for borrowing.  Periodically, you will want to get rid of the NEW item type, so the item may be lent.  

Directions: 
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How to run the report:  Log in as TECH

· Click on reports across top

· Click on Report Session at right top. (Check: Page length: 61, Page width 80, Top margin 3, Bottom Margin 7.)

· If you have not run reports on this machine you will also need to open Word Pad and go to FILE and then PAGE SET UP. Set Margins to left 0.92 and right 0.92.) & click OK.

· Next click Schedule New Report at Right top.

· Then find the tab that says MY TITLES

· Highlight New Title by Item Type & click setup and schedule at bottom

· Change the Report name to the first two digits of your library code and call it what you want. For example: We are O0_OLMP-HS so call it O0Newlist.

· You can look through other tabs but the only one that needs changing is Item Selection. Click on ITEM SELECTION and click on the little diagonal tool and move all the item types you want to work with over to the right and then click RUN NOW. 
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