AASL Survey Section:  Library Collection – Question #14
Question #14 – Average copyright year for Dewey range 610-619, health and medicine.
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 All Titles tab
5. In the list that appears, highlight the Average Pub Year by Call Number 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. For the Call Number Range: field, click on the gadget [image: image3.png]


 and then click on the X – Y button

10.  In the 1st field box, enter 610.  In the 2nd field box, enter 619. Then click OK
11.  At the bottom of the window, click on the Schedule button
12.  Under Schedule, leave ASAP set as the default and then click on the Schedule button again

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

14. The Average Pub Year by Call Number 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.
15. In the new window, uncheck View Log & Format Report.  Then click OK.

16.  The report will pop up and your answer will be listed under the Average Pub Year column
