TLC Reports Module
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091

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:
1% 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 —

Johnstone_Suzette
ne Report Viewer - Borrower Notices includes Lost and All Check Outs

Borrowers with Items Out, Overdue

Select Location(s) Select Borrower Typ
: v 3

Selection 2 = Select Borrower type

Note: All or one borrower type per run.

Borrower Services  Staff Services

PAC

Johnstone Surette
T= Report Viewer - Borrower Notices includes Lost and All Check Outs
Borrowers with Items Out, Overdue, Lost, and F

Select Location(s) Select Borrower Type(s)
* | sauth v MICET
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TLC Reports Module
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091

Selection 3 = Select Report Type

« All items out, Lost Items and Fines

R/
0.0

Overdue Items, Lost Items and Fines

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

Select Report Type

#*

= | Report Type

Report Type

All terns Out, Lost Ttermns, and Fine

* 0O

2 |Overdue Tkemns, Lost Ttems and Fi

Selection 4 = Select Yes to display all items

Display Bormower's Fine Balance
: Fine Balance b

Fine Balance

M

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

v

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; (A The file you are trying to open ...)

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

Limited usage: XML = code

Johnstone_Suzette m Reports Manager
i nE Report Viewer - Borrower Notices includes Lost and All Check Outs Return About

Wigw in C5V Format

e
E Day. Borrower Type: AL1 Borrower 1D: 21002
f E
1 ITEM v - e JE
! Call Amount Replacement
j Title Item Barcode Coll. Number DateOut Date Due Due Cost

A nnccihla traa IMIANANANNICIOR AIFR F A AIMIAnTT NI ANN nonn 175 nn

uMLibrary Resources FDCC Excel / End of Year Financial Reporting

Page 2 of 5
3/24/2011



TLC Reports Module
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091

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 ¢ (copy) and command v (paste)
FDCC Excel opens in MAC Excel

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

i’:? & [J httpeffcirc.asdkl 2, orgjcrnjcgi-binfcognos, cai?SM=qu... l l
Al - F Sort RP

A | B | ¢ | o [ E [ F | &6 [ H [ 1 ]
1 [Sort RPIRP Narme RESPOMSBorrower NAGENCYNAGENCYTBARCODE ISSUINGE TYPE |
| 2 |BackstrurChris Back 118797 Carmack, . 112164 509 21E+13 60 ITEM CHE!
3 |Bodick, BeBarbara Br 118352 Osgood, 5 B2765 509 2Z1E+13 G600 ITEM CHE!
| 4 |Campbell, Robin Carr 1158336 Allen, Nad 65309 509 21E+13 860 ITEM CHE!
| & |Campbell, Robin Carr 119336 Allen, Nad 65309 509 21EH3 g60 ITEM CHE!
| B |Campbell, Robin Carr 118336 Brinkman, B2557 509 21E+13 860 ITEM CHE!
| 7 |Campbell, Robin Carr 119336 Coleman, . B2343 509 21EH3 gb0 ITEM CHE!
' 8 |Campbell, Robin Carr 119335 DeSpain, 62720 509 21E+H3 860 ITEM CHE!
' 9 |Campbell, Robin Car 119336 Kisar, Bria B4506 509 21EH3 860/ ITEM CHE!
10 |Campbell, Robin Car 119336 McEwen, . 64305 509 21E+13 060 ITEM CHE!
|11 |Campbell, Robin Carr 118336 MNaemeka, 86667 509 21E+13 860 ITEM CHE!
| 12 |Campbell, Robin Carr 119336 Maemeka, gBeE7 509 21EH3 g60 ITEM CHE!
| 13 |Campbell, Robin Carr 1158336 Popoff, Ba 92635 509 21E+13 860 ITEM CHE!
| 14 |Campbell, Robin Carr 119336 Snelsan, C 62984 509 21EH3 G600 ITEM CHE!
|15 |Camnpbell, Robin Carr 119335 Snelson, C 52994 509 21E+H3 860 ITEM CHE!
16 |Campbell, Robin Car 119336 Tatom, Lar 98891 509 21EH3 860/ ITEM CHE!
|17 |Clark, DelyDelynn Clz 118830 Rodriguez 64434 509 21E+13 060 ITEM CHE!
| 18 |Clark, DelyDelynn Clz 118830 Rodriguez 64434 509 21E+13 860 ITEM RETHI
19 |Clark, DelyDelynn Cle 118330 Rodriguez 64434 509 21E+13 g60 ITEM RETH
A A CLO b Alla, ™ A0 M dmvmmen Co0s | O TAC 4D oCh ITERA S s

To display in FDCC Excel
Instructions: Copy and Paste into FDC work sheet 1* (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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TLC Reports Module
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091

Paste CSV to 1% (tab) Raw Data
Click on cell Al
Right click Paste

B3 Mibconsadt Ducel - best_tryom sverdues] 11

Tl e B Yen bt Fume Dok Qs Bvdem thb Ak

HERER BRI NN A N S RNl WX 1R (0w ] su s L D EERHS % S -
s 7 |

Al - & 5o RP

[ £

[ ] + G H | M
MESPONS Borrower Mame LT AGENCYN AGENCYT) BARCODE FSSUINGEI TYPL

i 3 L X H c [
PAYMENT CHARGEN ITEMBARC TITLE HC Meplacem CALLN

B autans [0 b 119140 Adares, Alison € 66404 508 2100 119641 13
k| b 113140 Adam, Alllson £ 66484 509 2150 BS2 (T RETLLOST 10099 1196413 Polar bt &
5, K s 113412 Aghayanl, Neyiah, 67949 5012 LIEHE 2136413 15 975,81
4 tete 164971 Aherm, sasch X 100860 5012 LIE43 B 148613 3 RALL
Pastn pecel ot 164971 Ahen, basc MK, 100860 $012 L1813 B0 ITEM CHE| OVERDUE 1196413 The essen SONF sl
tehie, T | it fehie 11879 Aleander, Colton K 63406 509 216010 FEteT] 5
phell | pouce phedl 113006 Allen, Madis Antonis 65109 509 21610 863 ITEM CHEC SVIRDUT 1196410 Mature of SOFIC s
pholl | o cogess POl 11536 Allen, WadiaAntonk 65909 SO% 21603 TA3E+13 Wild ¢S
M e [PUEI LI Alsirom, Sharon M £3178 509 21613 B9 TEM RETL LOST 54 3096413 The lost ol 0 82NR
irwin. pat 118901 Andersen Leif kibsti 99918 5018 21643 860 [TEM CHE! OVERDUE 3496413 Blological SONF FIEETY
rpa et 118901 Andersen, Leil Keisti 25018 5010 2aee13 [ 19413 Fingerpri SONT 23 36525
T e 118304 Anderion, Make 0 61284 303 EETET] B0 [T CHELOVIRDUE 1490411 Chin's 55 SONF 18 w8103
o | b ban 11899) Anderion, Sarsh ). 89700 5011 216403 B0 ITEM CHELOVIRDUT 196413 Fight Club SOFIC »
torton, Pafrica  PandaMorton  LLERZ6 Barrett, Allion Dend 61125 5019 LIEHE B3 F196413 ks
arton, Patricla  PatriclaMorton 118436 Barrett, Allison Dend 61126 $018 L1Es13 B4 ITEM RETLLOST 4547 319413 Adoration 15 PEA
Bl orton, Patricia 118826 Barrett, 81125 S018 EXTET] 880 (TEM RETLLOST 10007 318E+13 Halt's perl n
(Y resick aulin  julia hedick 118346 Wander, Jack G 62035 509 ERTOT] FRUST] e
byes, Laurle Laustia Salyer 115081 Batse, fordan N 101385 £011 21010 L L O3 1
gacghelley  Shelley Cooper 118324 Baster, Alysra G. 62681 509 LIER B60 ITEM CHELOVERDUE J.19E+13 Fiy way  SOFIC »
[homas  Themas Ritchie 118796 Beck, Bryce Adem 101161 5001 ZIEH3 863 ITEM CHE{ OVERDUE 3436413 Crank SOFIC 1w
115924 Behm, 98805 509 L1EH3 860 ITEM CHE! OVERDUE 3196413 Catch-22 SOFIC %
118819 Belarde, lesse © L1Es13 6o 3196413 ES
FRToT o 119641 15 2683
216403 BEQ ITIM RETLLOST 7054 3.196413 ok Marle 5 92 MA
Z1E113 863 ITEM CHE{ OVERTUE FA9E+13 The illusts SONF 5 97371
il Sarah Sarah Subelka 115007 Brewster, Elfjah J 101520 5012 L1Es13 860 ITEM RETLLOST €329 3.19€+13 Pigs st the X2 36413
fsaah  Sarah subelka 115007 Brewster, Bijah) 101520 5012 FRTE] 860 ITEM RETLLOST €330 3196403 Juvenile ¢ e
fsarah  sarah subelka 115007 Beewster, Djah) 101520 5012 PR 86 ITIM RETLLOST TIZT BAMLD Hew e 15 61069
ol Robin  Robin Campbell 113036 Brinkman, Laramie ) 62557 S09 2aEs1n 863 ITIM CHELOVIRDUE ASEAN Treaure | SOFIC 16
febecca RebeccaMelion 118457 Browning TylerC.  10¥541 5011 2163 BED ITEM CHEQVERDUE 119613 A short hi- SONF 8 5000
Jane Gray. 113343 Bullack, Vance 86221 509 LIEH3 860 3156413 2% 3431
Abert  Robert lones 115024 Bushy, Regan M 41350 509 2113 863 (TEM CHEC OVERDUE 3186413 The wizan SOFIC 1
In, Chais  Chifs Backstrm 114797 Carmack, Julia 112164 508 PR 860 ITEM CHE| OVERDUE 31913 Boys, bew SOFIC »
aichael  MichaelDanieli 119057 Carse, Brent 102860 5011 PR e 319641 18 3470
ooy Beyee Purcells 1771 Care, Brent B 60152 5018 21010 BE ITIM CHEI OVIROUE 196410 John Mrow SOMO 4 92080
Eric  EricFautanu 115180 christopher, lames ! 51463 509 216413 863 ITEM CHE QVERDUE 196413 The long s SONF 15 940,54
fsteve  Steve Kemper 113056 Claeke, Kenneth | 2504 5011 216413 863 ITEM RETLLOST H04 3196413 The story 5785
fiteve  steve kemper 115056 Clacke, Kenneth | 42504 5011 PR 860 ITEM RETLLOST 05 3196413 The story 578050
. eve  Steve Kemper 115056 Clarke, Kenneth | 823504 5011 L1ED 86 ITEM RETLLOST 06 1196413 The story o5 7805)
Txemper, Steve Kemper 115056 Clarke, Kenneth | 2304 5011 ERTET] 863 ITEM RETLLOST 07 119LD Mang vour 14 70064
i m\Rma.{mww A paciground .T:\
Surmm] | THES16 L

B e £

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

) e E FOCE Sl Ley St n8r sbe [Coenpatibiey LSt < Weraict Kl
L
e ——— et o -
__]* Calme A= || |G y fl;l
L @+
il IS SR SR I B E R i
b [ Font 2l flonees il L )
Az i I3
[ n [.n ‘ c | o 3 3 & "
1 Due Date_|student in| ‘;lm.ump Grage _|Title Item Barcoce
2 052310 02054 ML 12 Running loose { by Chris Crutcher, JAGOO000T
3 0L/3LA11 10011 wstin 13 Two treatises of gavarnmant IRBO0000T
4 03/22/13 wou 12 1" s for homicide EITLte ]
S| 02/09/11 4803 u, 1 Mathematicsl scandals 2186010000
& 020411 9803t e { F] The essential haiiu JBG0O00002
7 02/09/11 9803¢ X ] The gurs of August 11R6020004
8 oafin1n sost A a2 The meadern mind LBGHRRRID
9| 12811 w8001 o 12 The black hote at the center of our g 3186020000
10| 0322718 9801} thT 12 The amnivare’s dilemma JLRGOG0N0G
1 03/14/11 07013 anl n Calor purple J1RE020000
1 /2310 3031 i 1 cut/f
13 10/04/10 0105 L b vl The words we lrve by @ your annotate 31BB000009
14 020318 0400 [3 ” The macnstone: ABGO0002
15 03/14/11 1009; ichee 12 Wousa rules TRGO0000T
% 10//06{10 01t L] i Paychology { David G, Myers. SRR
17| 11/01/20 9801t ] 1 The Supreme Court of the United 55 3186000008
13 1072610 0404) 3 2 Speak / Laurie Halse Anderson, ALRGO0000G
19 021111 9809 n Dafinitiva boak of hady languags 1186000005
-] 10/fo6/ 10 B0% 12 Hew 1 survive anything, snywhere IGO0
weh et Ui A
T o ey

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

e Top menu

e File

e Save As — Uniquely name ex. South FDCC 3_31 11

o  After work book has been saved — modify columns, sort - delete — move

« Librarian tab is to allow librarians additional flexibility
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TLC Reports Module
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091

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.

o o0 o

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.
Release Ctrl key & Alt key
Uncheck box O Always ask before opening this type of file.
Select: Open
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.asdk12.0rg:8082/LS2Circ/

Log in to Report Manager, then select;

Tools

Pop-up Blocker

Review options — Turn off pop up blocker

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.

o Se@mheoo0 o

Go to Tools

Internet Options

Security tab

Custom level... button

Scroll down to the "Downloads" section

Select Enable for "Automatic prompting for file downloads™ and for "File download.”
Click OK

Click Apply

Close Internet Options window

Then run report, Borrower Notices includes Lost and All Check Outs
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