
Printing a List of Items Selected  

If you want to print a list of items that you have selected for purchase through a WCTS Selection List so 

that patrons can place the items on hold, first understand that there's no way to print from the Selection 

List itself, and that you wouldn’t want to give a patron a list of items on the Selection List. That’s 

because items on the Selection List may not exist in the library catalog yet; a patron might search for a 

title, but because the title record doesn't exist, they wouldn't be able to place a hold. 

After the Selection List is closed, and the items officially ordered, WCTS creates short records for the 

titles not already in the catalog, so that holds can be placed on them. 

With the Selection List closed, you can see all titles you have selected on the "Orders" screen; these are 

things that have been purchased for your library, and that will then exist in the catalog for patrons to 

place holds on. 

Viewing the items that you have purchased can be done by using the Advanced Search from the Order 

screen: 

 

On the Advanced Ordering window, in the “Distribution Institution” field, select your library: 



 

 

If you want only the items ordered off of a particular Selection List, or specific set of Selection Lists, use 

the “Selection List” dropdown to choose which List(s) you want to print your selections from. 

 

 



More than one Selection List can be chosen from the dropdown; use the small arrow on the right on the 

right of the search field to close the dropdown box.  

If you are selecting many Selection Lists, another way to select all items off of the Selection Lists (instead 

of selecting each one individually) is to use the “Order Source” dropdown to select the option “Selection 

List”: 

 

 

This will select all orders that were placed using a Selection List, regardless of which list they were on. 

Optionally, you can set a date limit for the orders; this is useful as a way to keep from exporting every 

order, including ones that have already been exported. Use the “Created On or After” field to set a 

beginning date (all orders created after this date) by clicking on the calendar gadget in the field: 

 

 

Likewise, the “Created On or Before” field sets an end date (select orders up to this date). This is useful 

if you  need a list of orders created only in the previous month. 

 

With the fields filled in as needed, click the blue “Search” button: 



 

On the list of results, select all the titles you want printed out, or select all by clicking on the checkbox 

on the top header bar: 

 

 

To export the orders, click on the “Export Order Data” button located just above the header bar: 

 

 

In the popup window that appears, be sure that the Format dropdown is set to Excel, and that “Only 

show distribution for current institution context and descendants” is checked (both are the defaults): 

 



Click “Export”, and the file will download as Excel, to the browser’s default location for downloaded files 

(usually “Downloads). 

Upon opening the Excel file, click “Enable editing” in the top yellow header if prompted, and then 

delete, rearrange, or expand columns as need to print the list; it works just as any other Excel file.  

 


