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

Introduction: LS2 Circ Staff Services tab provides options to delete an item displayed on the list of Items.

How to Delete / Discard an Item / barcode

1. Staff Services tab, click the Titles & Items, search for the title you want to delete / discard
2. With the correct title displayed in Items, highlight the barcode you want to delete

3. Click Delete Item button.
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A Confirm Item Delete dialog will display asking, “Are you sure you want to delete the item barcode, owned by
Location. If this is the correct item to be deleted, click OK.”.

5. A highlighted notice will briefly display to the right of the Items section heading advising, Item barcode was
deleted successfully.

6. The deleted item will be removed from the Items list.
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Note: You cannot delete a barcode that is checked out or in-transit. If you attempt the deletion, an error message will
display advising, “Items that are checked out cannot be deleted.”
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