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Introduction: The FDCC Excel display was developed for high school financial data control clerk, (FDCC), 
formally, stock clerk or school administrative assistant also useful for end of year financial reporting, (EOY reporting).  
Report: Borrower Notices includes Lost and All Check Outs, converts to CSV and imports to FDCC Excel. This allows 
for the data to be easily reviewed for yearend reporting.  
 

Location of report  
Public Folders> then select 
Custom or Library Authored Reports> then select 
Borrower Notices includes Lost and All Check Outs 
 
Excel spread sheet, FDCC has been configured for 1057 lines of raw data and all ASD locations 
FDCC_Name_Last_First1057 
Save FDCC Excel – save twice, 1 to use, 1 for back-up 
Best practice: School name FDCC example: South FDCC and South FDCC back-up 
 

Instructions: Log in to Reports Module  

Run report Borrower Notices includes Lost and All Check Outs 
Location  
Public Folders> then select 
Custom or Library Authored Reports> then select 
Borrower Notices includes Lost and All Check Outs 
 
Report selections: 
1st selection is Location(s), select your school 

Note: report (sometimes) will run – the famous spinning cube – the report runs to find borrower types for selected 
location, then lists’ selection 2 –  

 
Selection 2 = Select Borrower type 

Note: All or one borrower type per run.   
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Selection 3 = Select Report Type 

 All items out, Lost Items and Fines 

 Overdue Items, Lost Items and Fines 

Note: ASD does not accumulate fines. Fines = N/A (Fine is not associated with replacement cost) 

 
Selection 4 = Select Yes to display all items 

 
 

When all selections are made, finish button will highlight and report can be run 

 Click Finish 
Finished Report Display options: 

• HTML = Internet look and options, 1 page per borrower 

• PDF = 1 page per borrower – (Default for most users) 

• Excel (2000 or 2002) = 1 work sheet (tab) per borrower  
Note: Click Yes, if message window displays; (  The file you are trying to open …) 

 

• CSV = Excel but one row per borrower (select this option)  

• Limited usage: XML = code 
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The following instructions have been written with right mouse clicks – in theory the right mouse clicks in 
Excel 2000/2003/2007& MAC 2008 have the same behavior, resulting in the screen shots and all steps having the same 
final outcome. 
 

MAC users: Excel MAC 2008 – mouse options translate to, command c (copy) and command v (paste) 

FDCC Excel opens in MAC Excel  

 
Finished report: CSV display, Borrower Notices includes Lost and All Check Outs 
 

 
 
To display in FDCC Excel  
Instructions: Copy and Paste into FDC work sheet 1st (tab) Raw Data. 
 

Click upper most left corner to highlight entire work sheet 
Right click anywhere on highlighted work sheet 
Select Copy 
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Paste CSV to 1st (tab) Raw Data 
Click on cell A1  
Right click Paste 

 
Click on work sheet (tab) FDCC 
Raw data has been dumped into work sheet and re formatted to column headers in screen shot below 

 
Thank you South High: Jill and Pete – for the perfect display in FDCC Excel. 
Review FDCC data –  
To save FDCC report 

• Top menu 
• File 
• Save As – Uniquely name ex. South FDCC 3_31_11 
• After work book has been saved – modify columns, sort - delete – move 

 Librarian tab is to allow librarians additional flexibility  
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FYI-Known issue, report conversation option fails: 

1. After you click on CSV icon and nothing happens and you click icon again and wait and wait . . . 
a. Just before you click CSV icon, hold down your Ctrl key and Alt key – then – click icon CSV - wait until 

you see the option to Open or Save your report.  
b. Release Ctrl key & Alt key 
c. Uncheck box  Always ask before opening this type of file. 
d. Select: Open 
e. Continue instructions from instructions on page 3,  

→To convert to FDCC Excel  
→Instructions: Copy and Paste into FDC work sheet (tab) Raw Data. 

 
 

2. If # 1 fails – TLC suggestion: IE pop up blocker needs to be disabled for http://circ.asdk12.org:8082/LS2Circ/ 
a. Log in to Report Manager, then select; 
b. Tools 
c. Pop-up Blocker 
d. Review options – Turn off pop up blocker  
e. Then run report, Borrower Notices includes Lost and All Check Outs 

 

 
 

3. If disabling the pop-up blocker does not allow you to convert to CSV, TLC suggestion. 
a. Go to Tools 
b. Internet Options 
c. Security tab 
d. Custom level... button 
e. Scroll down to the "Downloads" section 
f. Select Enable for "Automatic prompting for file downloads" and for "File download." 
g. Click OK 
h. Click Apply 
i. Close Internet Options window 
j. Then run report, Borrower Notices includes Lost and All Check Outs 


