
Deleting items (batch deleting, long overdue/lost) 

NOTE: Before deleting items in your catalog, please remember that we do 

not want you to delete an item from another library, so make sure that it 

does not belong to someone else.  

When you find an item that you no longer want in your catalog, you can scan 

the barcode (or ISBN if needed) into the search bar to bring the record up.  

 

 

Once you find the correct item, click edit on the right side of screen.  

 

This will bring up a different screen. From here, you will need to first click on 

the ‘actions’ button and then select ‘delete.’ 

 

You will get a message asking if you are sure you want to delete the item. 

Make sure it is the correct one and if so, click ‘ok.’ The item is deleted.  



Batch item deleting 

If you are weeding your collection, you may want to batch delete to speed 

up the process. To do this, go to ‘Cataloging’ from the main page.  

 

Choose ‘Batch item deletion.’  

 

 

 

 

 

 

 

 



You can then scan (or copy and paste) your item barcodes into the barcode 

box and click continue.  

 

This will bring up another screen letting you know the job has been queued. 

The process usually should not take long to complete.  

 

Deleting long overdue/lost books: 

If you have books that have gone into lost status because of overdue 

checkouts, you will need to check that item in before you can delete it. If the 

book is lost and not checked out, you can skip the check-in step. You will 

likely need to copy and paste the barcode into the check-in module.  

You will get a message stating that the item was lost, and a refund charge 

has been applied. Please note that if you do not want the lost book fee 

removed from the patron account, then do not check them in. Let NCKLS 

know that you want items deleted but not refunded, and we can help with 

that. If you do not want to charge the patron account, then go ahead and 

check the item in.  

 

 



Here is what the screen will look like when you check it in. 

 

Once the item is checked in, you can follow the previous steps to delete it 

(or batch delete if you have several items). We recommend scanning the 

barcode to take you directly to that item record. If there are multiple copies 

of the same item in the record, remember to make sure you are selecting 

YOUR item from the list. Your libraries’ item will normally be highlighted, 

but it’s never a bad idea to double-check.  

 

 

 

 


