Granite School District Library Media
Cataloging

Printing Unused Barcode Labels

1. Go to the Reports tab, and T msvscion recmton

“Tstallsies | Home | Catalog | Circulation (¥ T3"3) Back Office |

choose Library from the left e

Library . "
Catalog -- Titles & Copies
Patron
Barcode Lists - Identify used and unused copy barcodes. #HMorel
. Bibliography - Create reading lists for curriculum or promotion. More]
Report Manager

Call Number Reports - Identify copies that may be incorrectly cataloged. ¥More]
Shelf List - List copies in the order they should be shelved.
Title & Copy List - List your collection with optional copy detail.

2 ) CI i C k o n Ba rcod e La be I s Weeding Log - List copies that were weeded, deleted, or transferred.

Circulation

Current Checkouts/Fines - Identify or send notices to the patrons with checkouts/fines.
Holds

Holds - View all current holds and reserves.

Hold Notices - Print or email ready hold notices. [¥More]

Inventory Control

Completed Inventories - View the results of completed inventories.
In-Progress Inventories - Report on i ies that are in-progress.

. abels
3. Click on the Unused tab on the I
right hand side of the n.

Howdo L. [ 7

U » Unused

Print unused library copy barcodes...

Print 1 ‘Iabel(s) for each barcode

*Number of Barcodes *

*Starting Barcode [Follett Classic]

Include ™ (‘site Name 3] on each label

Use label stock [ Avery white address labels (style 5160) B

Start on label 1
Printer offset Horizontal: o Vertical: 0

In addition to adjusting your printer offsets, you must also
nfigure Adobe Reader so that your labels are properly aligned.

For assistance configuring Adobe Reader or the printer offsets, see
Troubleshooting

. Run Report

Required Field
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