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Introduction: To view collections run, shelf list report – Best practice – run one collection at a time.  
Additional help files, Collection codes and Call Number placement may be helpful to have in front of you when 
you review shelf list report. 
 
 
Reports Module:  
 
Public Folders>then select 
Custom or Library Authored Reports>then select report 
Items in selected holdings Code(s) – Call Number Range and /or Pub YR Range and /list by Call, Title or 
Author 
 
Make selections in report –  

• Holdings Code Type: Owning or Active 

• What is Owning? Owning is the location that owns the material. 

• What is Active? Active is the location the material circulates at/from, normally the same as Owning.  

• Location: Your site 

• Holdings Code(s): Best practice one collection at a time or 

PC users: Hold Shift key to select congruent collections or Hold Ctrl + Alt keys to select certain collections  

MAC users: Shift + click 1st line & last line – all collections in between or Command + click will select random 

• First Call #: Format based on holding code – see Call Number table 

• Last Call #: Format based on holding code – see Call Number table 

• First Publication Year: YYYY 

• Last Publication Year: YYYY 

• Sort Order: Review drop down menu 

• Status and Check out:  

• Yes = Status, Last check out date, Total check outs No = no status info, no check out information 

• Status key; 

I =  On the shelf 

CO = Checked out 

S = Being re-shelved 

T = In-transit between branches 

HD = Item is an "arrived" hold (item waiting for patron to check it out) 

L = Lost item (status assigned to individual item by staff) 

• Run report – screen shot of finished report 

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_path2%3d%7E%252ffolder%26m_path%3d%252fco
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_path2%3d%7E%252ffolder%26m_path%3d%252fco
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_path2%3d%7E%252ffolder%26m_path%3d%252fco
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Finished report 

 

Call Number Table  
    

Collection First 
Call # 

Last 
Call # 

Example 

EB 
 

EA ED Range will be  
A - D 

NonFiction 500 600 All 500’s  

Fiction AAA AZZ All A’s 

 

 

 

 

 

 
 
*Note: If you opt to review report from your computer; Convert to Excel, this will allow you to make 
notations. 
             
Note: TLC reference, call number type D for Dewey or X for non standard. 
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