
TLC Reports Module  
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091 
  
Introduction: Shelf location generally is the call number; titles with non standard call numbers can be misleading for 
students/staff to locate material in the library. TLC mandates call number placement, inconsistency’s can skew report 
types; shelf list, inventory and statistical. 
 Report: Call Number Clean Up by Location, Holdings Code(s) and Call Number(s). Located in folder; ASD Core. The 
finished report displays the call number boxes; Prefix Class and Cutter; just like in LS2 circ, the display is nice to see the 
call number in the box as it was entered. 
 
Helpful hint: Have the Call Number placement help file in front of you to review TLC’s recommended Call placement. 

Link to LR help file: http://www.asdk12.org/depts/library_resources/help/callnumber_placement.asp 
Some locations have very large collections, only select a portion of the call numbers displayed; otherwise the spinning 
cube will spin a very long time. Suggest selecting in groups of 10 or less at a time.  
PC users 
Shift + click will select congruent call numbers 
Ctrl + click will select random call numbers  
Mac users  
Shift + click 1st number then click last number – all numbers between are selected, congruent 
Command + click will select random call numbers  
 
1 Example of report selections that show no call number discrepancies before the report is run 

 
1 Example of report selections that show potential call number discrepancies before the report is run 

 
 
Finished report display  
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Helpful hint: A large collection, view finished report in csv format – 

 
 
Helpful hint: Save as an Excel Workbook to sort/edit data. 
 

 

Scroll to top of list to save as Excel workbook 
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