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Removing Tags from Tagged Records: 
After reviewing and or transferring your newly imported records its time to remove the 
tags from the import. Tags appear as a green stick or map pin located within each 
individual records Control # field. 

 

1. Open the Search/Edit Catalog menu to the collection 
where the tagged records are to be untagged are located. 
Create a search (used defaults) in this collection by 
marking the Show Tagged Records Only box and then 
choosing the Search button. The result will show all 
tagged records on screen. 

 
 

 

2. To remove these Tags place your mouse 
pointer on the Green Stick Pin locate to the left 
of the double arrows. Pressing your right 
mouse button will cause a drop down menu to 
appear, choose the “Clear all tags in set” and 
all items tagged will become untagged. 
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