
TLC Module  
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091 
 
 
Introduction: Responsible Party (RP) listed incorrectly or not assigned, search for student, open student record. A button 
at the bottom of the student record, under DOB field is, Resp. Party. The option to modify current RP or assign is a click 
away. 
Warning – The nightly borrower update will overwrite RP field if stored in Zangle. 

 

 
 
1. Search borrower 
2. Select borrower type to expand record and view all borrower information 
3. The button to add or change RP is below D.O.B 
4. The option to Add or Change is based on: 

a. No RP assigned the button will default to Choose 
b. RP assigned the button defaults to Remove 

 
 Add RP review steps 5 to 15 
 Remove RP follow steps 1 – 4 
 Remove & Add follow steps 1 - 15 

1. Click the button “Remove” next to the current Resp. Party name 
2. The RP name is blank 
3. Click button “Save Changes” 
4. The button by Resp. Party has changed to “Choose” 
5. Click “Choose” button 
6. Search for correct RP, click search 
7. The search result will be the teachers personal record and the RP record 
8. Select the RP record 
9. The RP class list displays 
10. Click on the teachers name 
11. Class list window closes 
12. Resp. Party now has RP teacher name populated 
13. Click button “Save Changes” 
14. Confirmation window opens – to verify change has been made 
15. Click OK 
16. Now that the student is listed with the correct RP 
17. Run report, Borrower listing by Location and Responsible Party w/ barcodes 
18. Warning – the nightly borrower update will overwrite RP field  
19. The nightly update will list the student with the correct RP when Zangle has updated TLC 
20. The PDF class list can be converted to csv. display but the scannable barcode is lost 
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http://circ.asdk12.org/crn/cgi-bin/cognos.cgi?b_action=xts.run&m=portal/report-viewer.xts&method=execute&m_obj=%2fcontent%2ffolder%5b%40name%3d%27ASD%20Core%20Reports%27%5d%2freportView%5b%40name%3d%27Borrower%20listing%20by%20Location%20and%20Responsible%20Party%20w%2f%20barcodes%27%5d&backURL=%2fcrn%2fcgi-bin%2fcognos.cgi%3fb_action%3dxts.run%26m%3dportal%2fcc.xts%26m_path%3d%252fcontent%252ffolder%255b%2540name%253d%2527ASD%2520Core%2520Reports%2527%255d

