How to Fill Out a LP Tracking Form


I.
Place the call number of the LP or LP set in the space marked call number.

II.
Answer the question, “Does it have a brief record?”  A brief record is a record in which 

only the author and title of the LP is listed (usually in all caps).  To find this out do a Miscellaneous Call Number search for the LP call number, then click the Show Detail button to look at the record.  Do not exit this screen; you will need it to complete the form.

III.
Place the “Use Statistics” in the space available.  To determine the use statistics there are a 

few steps.


A.
While in the item record choose the Bookmark menu and then select the Add 

Bookmark Entry from the submenu.  Pressing F6 will also execute this command.


B.     
A window will open prompting you to Bookmark either Title or Item.


C.     
Choose the Item check box and click on OK.


D.     
A window will open telling you that your bookmark has been saved.


E.     
Close the window telling you your bookmark has been saved by pressing OK..


F.     
Now to display your bookmark choose the Bookmark menu and then select View

Marked Items from the submenu.  Pressing the Shift and F6 keys will also execute 

this command.  .


G.    
If the bookmark does not show the number of checkouts click on the Display 

button.  This will open a window with a scroll down display on the left side.


H.     
Scroll down the display list until you find the field # Checkouts.


I.      
Highlight # Checkouts and then press the OK button.


J.     
This will display a number beneath the item’s title and call number. This number is 

the amount of times the item has been checked out.  If no number displays repeat 

steps III.F – III.I.

Note:  LP with multiple barcodes have multiple item records,

be sure to use the highest checkout number.

IV.
Using the weeding and recon procedures to determine if the item can be withdrawn.  If yes, 

check the “Recommend for withdrawal” box.  If you check this box  give your reason in the 

space provided.  Then initial and date the form, place the form inside the LP sleeve, place 

the LP on the appropriate shelf containing withdrawn items, and mark the LP in the 

Weeding/Recon notebook.  If you cannot withdraw the LP move on to V.

V.
If you cannot withdraw the LP move on to replacing it.  Follow the procedures and 

attempt to buy the necessary copies we will need to withdraw the LP.  After you have


completed this check the box marked “Searched for replacement” .

VI.
Answer the question, “Exact copy found?” by checking the appropriate box.  Initial and date 

the form and give to the Technical Services Supervisor.
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