Deleting Records
In SWiftnet
Full Records: there are three methods to delete records. Note: you no longer need to leave the MARC record when you delete the last item.
Method 1

· Go to “Cat Admin” then “Edit Item” and scan the barcode of the item to be deleted. Make sure the title matches your item.
· Select “Delete this Item” and OK.
· If you see “Last Item deleted. Click here to delete bibliographic record.” Click on it. Otherwise, go to the next item to delete.
Method 2 (good if you have several items to delete)
· Go to “Circulation” and click on “Exceptions.”

· Click on “Multiple Item Exceptions.”

· Set “Change to Item Status” to your library name deletes (ex: Ashland deletes).

· Move to the “Barcode” field and start scanning the barcodes on the items.

· When you’ve scanned the last item, click on “Circ Reports.”

· Select “Run Reports.” *
· Select “Delete Item Exceptions.”

· Select “Item Exception” of your library name deletes (ex: Ashland deletes).

· Click “Submit” and “OK” and “Submit” again.

· Wait one or two minutes and then select “View Reports.”  

· Click on “Delete” to the right of “Item Exception Report.”
Method 3

· Go to “Return to Searching” and “Advanced Search” 

· Select search by Item Barcode and scan your barcode (or type in the title and select Title search if you do not have the item to be deleted).

· Click on the title and the record will open.

· [image: image1.png]


Click on the Edit/Delete item icon 

· Select “Delete this Item” and OK.
*If you need a record of what has been deleted, run the Item Exception report first. Again select your library name deletes and submit, OK, submit. After the report has generated continue with the next step above.

