
TLC Module  
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091 
 
 
Introduction: TLC Equipment records are brief MARC for the purpose of tracking checkouts to staff. The 
records are divided into groups by level and alpha for only elementary; currently.  
Equipment titles are shadowed in the PAC.  
In LS2 Circ, search for equipment records by title;  
 

• EQ [equipment] Elementary A – N 

• EQ [equipment] Elementary O – Z 

• EQ [equipment] Middle School(1)  

• EQ [equipment] Middle School(2) 

• EQ [equipment] High School  

• EQ [equipment] High School(2) 

 
 
NOTE: Middle and High schools have 2 MARC records – this is an undesirable result of the data conversation 
in 2009.  
Locations have equipment on both records. 
Starting January 2012, the records have been renamed to differentiate the MARC records.  
ONLY the title records with a (2) at the end will ultimately be retained.  
 
TLC does not have a function to transfer from one title to another title.  

• The process to consolidate the middle and high school items to one record will require the items to be 
touched one by one. 

• Items that are still in circulation that are on record, EQ [equipment] Middle School(1) or EQ 
[equipment] High School 

1. The barcode will need to be deleted 
2. Search for title: EQ [equipment] Middle School(2) or EQ [equipment] High School(2) 
3. Add the equipment – see page 2 

 
 
 
 
Note: TLC Item Transfers Overview; The Item Transfers option on the Staff Services tab allows users to easily 
move items from one collection and/or location to another.  Item Transfers makes it easy to assemble your 
special event collections using items from multiple collections in your library.   

  
 
  
 
 
 
 

To learn about transferring items, see the following: 
http://circ.asdk12.org:8082/LS2Circ/webcirc/Help/ls2circ.htm 
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Add equipment steps 
 
In LS2 Circ, search for equipment records by title;  
 

• EQ [equipment] Elementary A – N 

• EQ [equipment] Elementary O – Z 

• EQ [equipment] Middle School(2) 

• EQ [equipment] High School(2) 
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Select button Add New Item  
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Add Item window opens 
 

 
 
Enter: 
Item ID – barcode 
Collection – EQ 
Call Number 

• Prefix – Blank 
• Class – EQ 
• Cutter – Title/description of your equipment – only 7 characters display but the field can accommodate 

25 characters and display in the item list  
 
Price – Do not place $. Only price, example 25.00 
Copy # - The format for the PAC is c.XX. EQ does not display in the PAC. 
Serial Year – Blank 
Volume # - The format for the PAC is v.XX. EQ does not display in the PAC. 
Accession # - Blank 
Check In/Out note – Check the box “Show” if a pop up window at check out and check in is desirable. The 
pop-up is nice when pieces and parts need to be accounted for before borrower leaves. 
Comment – Displays in LS2 Circ in the right menu 
Condition - Check the box “Show” if a pop up window at check out and check in is desirable. The pop-up is 
nice when pertinent information needs to be communicated to the borrower. 
Parts/Subdivisions - Displays in LS2 Circ in the right menu. Example inventory tag 
 
Click button, Save and Check in New Item 
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Reports Module 
There are 2 standard reports that display equipment comprehensively. 
1. Call number clean up by location, Holdings Code and Call Number 
2. Items in selected holdings Codes Call Number Range and/or Pub YR Range and /list by Call, Title or Author 
 
 
Call number clean up by location, Holdings Code and Call Number 
Located in ASD Core Reports Folder 
Screen shot is selections in report 
Click Finish to run report 
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Finished report view: Call number clean up by location, Holdings Code and Call Number 
An option to convert the PDF view to .csv, allows for better sort options 
Go to LR help file; Call number clean up for detailed instructions on how to convert to .csv 
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TLC Module  
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091 
 
 
Items in selected holdings Codes Call Number Range and/or Pub YR Range and /list by Call, Title or Author 
Located in ASD Core Reports Folder 
Screen shot is selections in report 
Click Finish to run report 
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Finished report view: Items in selected holdings Codes Call Number Range and/or Pub YR Range and /list by 
Call, Title or Author 
 
An option to convert the PDF view to .csv, allows for better sort options 
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