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Relocating Library Items


Relocating Library Items
Building Consolidations

Identify the Situation and Create a Plan

1. Determine number of Libraries involved
· Already setup in Sirsi?

· Library name changes?

· Able to re-use library codes? (Remember you can’t delete unused codes as they are a policy!)
· Need to add new library code? (Follow instructions for adding new library location

      http://www.infohio.org/Documents/DAS_Docs/AddBuildingToUnicorn.doc
NOTE: When running the OHrunit script to make users, when it asks if you want to load users, reply No and exit the script.  Then cycle the services for the instance to put into affect various new policies that were just added.  Then start the OHrunit script again this time saying yes to load the users. Any new libraries must be done prior to moving items to the new location.
2. Determine timeframe for move

· Will items be moved before/after, during the school year? 
· Will items need to be warehoused and therefore unavailable for an extended period of time?  If so consider shadowing them in the catalog.  You can use the password (sirsicorp) protected report, DAS-Edit Collection, found on the ITC Admins tab to globally edit any of the following copy record fields: 
· Shelf location (Home Location)                                        

· Item group:                                            

· Material type:                                            

· Funding source:                                            

· In the shadow catalog:

	NOTE:  This program does not have a ‘test” mode and updates are immediate!  USE EXTREME CAUTION!  Verify that your selection criteria (based on title, call numbers, items) will correctly isolate the desired records to be changed, by first testing it with the All Copies Report – List Inventory by Item Number. Once you have verified the numbers are correct (that you aren’t getting too many or too few items) with the test report, then setup the actual report using the EXACT same selection criteria. If updates are made with DAS-Edit Collection, follow up with the ADUTEXT report to redo indexing.


3. Determine additions/changes you need to make to policies affecting circulation

· Item Groups

· Loan Periods

· Library calendars and library holding codes

· User Profiles and tracking dates

· Patron Updating routines 

· Circ Rules and Circ Map
· Library Property files (make new/update old in Unicorn/Config/Properties)

· Library Staff Users – Library assignment/Property file assignment
4. Determine how items will be reallocated
· If all items from old library are moving to one new/different library you can use the password (sirsicorp) protected report, Move Copies to another Library, found on the ITC Admins tab to globally move items from one library to another in the same instance. You can also assign a new Shelf location (Home Location-status), but only if also changing the library.  (If you just want to otherwise just change the Shelf Location, use the DAS-Edit Collection report.)
	NOTE:  This program does not have a ‘test” mode and updates are immediate!  USE EXTREME CAUTION!  Verify that your selection criteria (based on title, call numbers, items) will correctly isolate the desired records to be changed, by first testing it with the All Copies Report – List Inventory by Item Number. Once you have verified the numbers are correct (that you aren’t getting too many or too few items) with the test report, then setup the actual report using the EXACT same selection criteria If updates are made with Move Copies to another Library, follow this program with ADUTEXT to redo indexing.


· If Library staff will selectively be moving items from old library to new/different location they can use the Global Copy Edit (C Client)  /  Global Item Modification (Java Client) wizard.  Refer to the appropriate Cataloging section of the INFOhio Sirsi handbook documentation.
C Client – section 11.16

http://www.infohio.org/Documents/SirsiManual/Sirsi31/11.16GlobalCopyEdit31.doc
Java Client – section 12.3

http://www.infohio.org/Documents/SirsiManual/SirsiJava/J12.3GlobalItemModification.doc
5. Call number prefix changes
· Do moved items need prefixes changed for some collections?
Example.  ES Easy items moved to MS and need to change prefix from E to FIC

Use OHchangeprefix.sh described in: http://www.infohio.org/Documents/DAS_Docs/ConversionUtilities.doc
6. Spine Labels

May need to create new spine labels due to Item Group/prefix changes. Use the INFOhio report, LBL – Item Labels (spine label output option) with specific title, call number, item selection to isolate the desired items.
7. Barcode Labels 

May need to create new barcode labels with new school name if the library insists. Use the INFOhio report, LBL – Item Labels (barcode label output option) with specific title, call number, item selection to isolate the desired items.

8. Library Inventory (suggested before or after reallocation of items)
9. Removal of Weeded/Missing/Discarded items (part of inventory process)
10. Removal of bibs/callnum records without attached items. (use OHdelcallnums.sh) http://www.infohio.org/Documents/DAS_Docs/ConversionUtilities.doc
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