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Tabular Reports Designer: All Items Out Reporting 

This custom report designer is a relatively easy to use option within the library program. Many reports 

have already been added and can be found within the Reports Management - Expert/Custom Reporting 

and Tabular Reports Designer. 

Most reports can be used as a template to create additional reports; this area is named appropriately 

Expert/Custom Reporting. However, once you learn how to use this area you can create most any 

report.  

Reports can be generated for Borrowers, Circulation and Cataloging, any reports that are made by a staff 

person should be saved as a custom report. When saving a report add a number at the beginning of 

each saved report name (ex. 1. All Items Out Report) this will add your report to the top of any reports 

that are listed, without this will list reports alphabetically. 

This document will explain how to use the “All Items Out Report”, we have chosen this report as it is one 

of the most requested informational reports. 

Locate the Tabular Reports Designer and open this section, 

 

 

 

Select Custom Saved Reports 
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Find your Report – All Items Out Report 

 

Set the Selection Criteria as shown or described. 

 

 

Click on the Custom/Saved Reports 

and select 1. All Items Out Report 

Click on the “Selection Criteria” Tab 

and set the “AND” to show, this will 

set the Status Code of the letter” O” 

to only report all items out. Click the 

“Preview Data” to preview what the 

report will display. There are many 

options to producing a report through 

these buttons and also using the 

“File” Menu option for creating 

another version of a printed report. 
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Run this report BY GROUP: 

This same report is used for Group and Individual reporting, all that is needed is the addition of 

information to the third row. See the examples below. 

 

Run this report BY BORROWER ID 

 

 


