
Generate a Title & Copy List Report

The Title & Copy List creates collection reports based on  all of the titles that 
are available in the database, as well as all copies, including teacher’s 
editions, resource kits, or specific copy status.  These reports show all the 
lost copies, checked out copies, and copies needing barcodes. 

Create a New Report  
 1. Select Reports > Textbook Reports.
 2. In the Catalog -- Titles & Copies section, click Title & Copy List.

 3. Log into the district, select either the district or an individual school from 
the For drop-down. 

Note: If the district is selected, the report is limited to the first 
10,000 qualifying titles and copies.

 4. Click the Select & sort by drop-down, and select a method for 
identifying the titles to include in the list.

 l Select Title, Publisher or Vendor, enter a range in the from and to 
fields and next to the Select  By drop-down.

Notes: 
 l Leave both fields blank, the report includes all titles.
 l Or leave the from field blank and enter a name in the to field, 

the report includes all those up to and including the title 
entered. 

 l Or enter a name in the from field and leave the to field blank, 
the report includes that name and all those after it. 

 l Or enter the same name in both fields, the report is limited to 
that one name. 

 l Ranges cannot use wild cards (?, *). 
 l If running a report on a specific title in Textbook Manager, 

enter the name of the primary textbook, not the supplement.

 l Select a Category or Subject, select from the drop-down. 
 o For Categories, the report includes copy information for only 

those copies assigned to those categories. 
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Note: If  running the report by category for the district, note 
that the Include list is limited to district-only categories. For a 
school report, the list is limited to categories specific to the 
school.

 5. Choose to include teacher's editions, resource kits, bundles. 
 6. To include itemized copy information in the list, select one of the options 

with copies in the Show Titles drop-down. Then, choose which 
conditions to include in the report.

 7. Choose one, two or all three checkboxes from the Include the 
following information section. 

 8. To run the report now, click Run Report.   
To save the setup, click Save Setup. A Save Report page appears:
 l Enter a unique name. 
 l To save the report, click Save. To save the report and run it now, 

click Save and Run. 
 9. If selected Save & Run in the previous step, Report Manager opens 

and displays the report at the top of the list and automatically updates its 
status.

When the status is Completed, do one of the following:

 l To view the job summary, select View.

 l To open or save a spreadsheet file in Excel, select Excel®.
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