
TLC Reports Module  
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091 
 
 
Introduction: TLC reports module has over 300 reports, creating a shot cut of frequently used reports is a time saver. 
 
How to: Save reports to “My Folders”  
Log on to: 
TLC reports module: http://circ.asdk12.org/crn 
Click OK 

 

 

 

 

 

User ID: last_first 
Password: is your ASD email password 

Click OK 

 

Public Folders> Then select folder and then the report you want to save 
 
Example: Items in selected holdings Code(s) – Call Number Range and /or Pub YR Range and /list by Call, Title or Author 
Public Folders> Then select 
Custom or Library Authored Reports> Then select   
Items in selected holdings Code(s) – Call Number Range and /or Pub YR Range and /list by Call, Title or Author,  
Right of the report is the word “More . . .” click the word “More” 
 

 
Perform an action window opens 
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http://circ.asdk12.org/crn
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%27Custom%20or%20Library%20Authored%20Reports%27%5d%2freport%5b%40name%3d%27Items%20in%20selected%20holdings%20Code(s)%20%e2%80%93%20Call%20Number%20Range%20and%20%2for%20Pub%20YR%20Range%20and%20%2flist%20by%20Call%2c%20Title%20or%20Author%27%5d&backURL=%2fcrn%2fcgi-bin%2fcognos.cgi%3fb_action%3dxts.run%26m%3dportal%2fcc.xts%26m_path%3d%252fcontent%252ffolder%255b%254
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%27Custom%20or%20Library%20Authored%20Reports%27%5d%2freport%5b%40name%3d%27Items%20in%20selected%20holdings%20Code(s)%20%e2%80%93%20Call%20Number%20Range%20and%20%2for%20Pub%20YR%20Range%20and%20%2flist%20by%20Call%2c%20Title%20or%20Author%27%5d&backURL=%2fcrn%2fcgi-bin%2fcognos.cgi%3fb_action%3dxts.run%26m%3dportal%2fcc.xts%26m_path%3d%252fcontent%252ffolder%255b%254
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Select: Create a shortcut to this entry . . .  

 
 
Specify a name and description window opens 
Select a new name for the report or leave default 
Description: Leave blank 
Screen tip: Leave blank  
Locations: Select radio button My Folders 
Select Finish 

 
 
Click on My Folders to view report(s) 
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