AASL Survey Section:  Library Collection – Questions #10, 12 & 13
Questions #10 – Number of books (exclude bound volumes of periodicals & textbooks).

1. Log in to Workflows

2. Go to Report and Notices module

3. On the pull down menu for Report and Notices select Schedule New Report
4. From the several tabs that appear at the top of the center window, click on Custom Report tab

5. In the list that appears, highlight the OH Item Count (Library) report

6. At the bottom of the window, click on the Set Up & Schedule button

7. At the top of the new window, select the Call Number Selection tab

8. For the Library: field, click on the gadget [image: image1.png]


 to select the proper building/library name

a. Make sure you highlight your selection and then click on the arrow [image: image2.png]


  so your choice appears in the List Selected box and then click the OK button

9. Next select the Item Selection tab, which is located at the top of the window

10.  For the Item Group: field, click on the gadget [image: image3.png]


 and then click on the appropriate items (i.e. biography, desk, easy, fiction, nonfiction, oversized, paperback, professional, reference, etc.).  Do NOT select BOOK.  

a. Click on the arrow so your choices appear in the List Selected box and then click the OK button
11. For the Material Type: field, click on the gadget [image: image4.png]


 and then click on the appropriate material, which would be Book.  (click on the arrow) 
12. At the bottom of the window, click on the Schedule button

13.  Under Schedule, leave ASAP set as the default and then click on the Schedule button again

14. In the new window, click on Display Finished Reports button

15. The OH Item Count (Library) report should be highlighted at the top of the list. Click on the View button at bottom of the window

Note:  If your report isn’t listed, it may not have had a chance to process yet.  Click the Close button at the bottom of the window and then go to the Report and Notices module and on the pull down menu click on Finished Reports.

16. In the new window, uncheck View Log & Format Report.  Then click OK.

17.  The report will pop up and your answer will be listed at the bottom of the Total column

Question #12 – Video materials (i.e. VHS cassettes, DVDs)

Follow steps 1 - 9
10.  For the Item Group: field, click on the gadget [image: image5.png]


 and then click on the appropriate item, which would be Video.  

a. Click on the arrow so your choices appear in the List Selected box and then click the OK button

11. For the Material Type: field, click on the gadget [image: image6.png]


 and then click on the appropriate materials, which would be DVD, Video, etc. (click on the arrow)
Follow steps 12 – 17
Question #13 – Audio materials (i.e. audio books, music on tape, CDs)

Follow steps 1 - 9

      10.  SKIP THIS STEP
11.  For the Material Type: field, click on the gadget [image: image7.png]


 and then click on the appropriate materials, which would be CD, Cassette, etc. (click on the arrow)

Follow steps 12 – 17
