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eleting Records

 

 

1.

In cataloging, find the items 

you want to delete 

and click 

in front of the r

e

cords to s

e-

lect them.

 

 

2.

Right

-

click anywhere in the 

window and choose “Delete 

Selected Records.”

 

 

 

 

 

 

 

 

 

 

 

 

3.

The items marked for del

e-

tion will turn red.
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4.

Open Report Tool, and print 

the “Deleted Booklist” report.

 

 

 

 

 

 

 

 

 

 

5.

Switch back to Cataloging, 

and right

-

click again an

y-

where in the window.  

Choose “Purge Deleted R

e-

cords.”

 

 

 

 

 

 

 

 

 

 

6.

The records should now be 

gone from your catalog.  

 

 

Note that if there are any ou

t-

standing transactions on any of 

the items, they will not allow you 

to purge them.  Outstanding tran

s-

actions can include:

 

 

¨

Loans

 

¨

Reserves/Holds

 

¨

Fines

 

¨

Bookings

 

¨

Messages

 

 

In these cases, you must go into 

circulation and return items, ca

n-

cel reserves/holds/bookings, fo

r-

give fines, and/or remove attached 

messages, then repeat Step 5 

(purging).
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