USING THE CLEANUP UTILITY TO DELETE ITEMS

CleanUp.exe

1. Access your Cleanup Utility either from your Start Menu or your Mandarin folder on
the server.

2. Choose your database.
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3. Choose Delete Records by Barcode.
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4. The Actions box in the lower left corner will become available; the e
cursor will blink. Scan your barcodes into the box (or type them in
i Enter
and press Enter after each one.) "

[ Open Barcode File

Save Barcodes
Save Information
Delete Selected Records
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5. When you scan or type the barcodes, it will create a list of barcodes to be deleted in the
top center. If you want to see the holding record for any of these items, simply click on

any you wish to see. The record will appear on the right.

Riversid Elementary [ Connected ] » Delete Records by Barcode

{ Functiofe I
Holdings Bibliographic
Call Nurgper  Barcode Title Author
mac W NGKO411 National Geographic ...
MAG ¥BB041L Your Big Backyard. 0000017528
MAG DOGO511 Dog Fancy : aa3 0000019643
005 20120807152246.0
o0& 1103240u x4 0 000
852 (0|0 a|ERIV
b | GSTE
c | MAG
k | MAG
p | YBBO411
991 a | 0000000010
993 z |0
7 | 0.00
Bibliographic
LDR 00355nas 22001571 4500
001 0000019645
005 20110324112707.0
008 110324c wowwurp 0 Oengd
Transactions 0 records found e a | BRIV
c | ERIV
Date Type Borrower Trans 001 245 | 0|0 | a | Your Big Backyard.
260 c | April 2011,
300 a|v:
b | il
650 0| x | Periodicals.
650 0| x | Periodicals.
852 a | ERIV
b | GSTE
908 a | 110324

6. Once you have
entered all your
barcodes, choose
“Select AlL.”

7. You can either choose DELETE records or PURGE records. Itis recommended that

you choose DELETE only; that way you can still go into
Report Tool and print out a list of items that have been
deleted for your records. If you choose PURGE, there is
no way to count how many items you have discarded.
Instead of using Report Tool, you can also click the “Save
Information” button — this will give you a simple text file
that lists the items you have deleted.
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