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Transfer Titles, Call Numbers, or Items

The Transfer Titles, Call Numbers, or Items wizard is used to transfer one object to another object already
in the database.

This wizard performs the following functions:
o Transfer an item to an existing call number on the same record or on a different record.
e Transfer a call number and all of its associated items to a different existing record.
o Transfer all call numbers/items from one existing record to a different existing record.

Note: Items in transit or on reserve cannot be transferred.

Transferring an item or call number to a different record

Click the Cataloging wizard group. , I
Click the Transfer Titles, Call Numbers, or ltems R Transfer Titles, Call Numbers or Ttems
wizard.

3. Search for the source you want to transfer (poor record).

A

Records scription | Call Number/Ttem

KEVWORD Title harry potter chamber, LMHS: 2 records

itle Euthor Pub. Year
Harry Potter and the chamber of secrets [Rowling, 1K, 1000 |

a. Click the Records tab to display
the List of titles.
b. Click the Call Number/ltem tab to

display call number/item
information. You may click back

Harry Potter an| -
Records | Description | Call NUFﬂhEI’HtEI‘ﬂ@

= [=l Rowling, 1. K. - Harry Potter and the chamber of secrets
= iy FIC ROW - LMHS
M 3262000017851 - 1 - FICTION - &vallLapLE
= pﬂl] FIC ROMWY - DISTRICT
I 25545-10001 - 1 - NONFICTION - &WVAILABLE
= iy FI1C ROW - LMEC
I 35545-14001 - 1 - NONFICTION - &VAILABLE

and forth on Records and Call Number tabs
to locate the correct title, call numbers, or
items.

4. On the Records list: (bottom screen)

a. Select the title you want to transfer %f% ~umbw€;:w e
Bt iy 4= =
(poor record). M w
b CIICk Add to Tree Search for: |harry potter v
. Add to tree Index: Title | Typs
Library: Full access to all libraries | | ® keyword
button. _ ' & ereer
C. The record dISplayS in the Transfer Current: Rowling, 1. K. --- Harry Potter and the sorcerer's stone --- PBFIC ROW --- ID:TESTBB... O Exact
tree pane (tOp scree n) + = Rgwling, 1. K. - Harry Potter and the chamber of secret@=
d. Click the plus sign to open record @ A
tree. (MAC displays » V)
Records | Description | Call Numblr/Ttem
KEYWORD Title harry potter, Fulllaccess to all libraries: 12 records
[ritls J[author JlPub. rear |
Harry Potter and the sorcerer's sjone Rowling, 1. K. 1998 ~
Harry Potter and the prisoner of hzkaban Rowling, 1. K. 1999
— arry Potter and the sorcerer's sfone Rowling, 1. K. 1999
\garry Potter and the sorcerer's stone Rawling, J. K. 1999
Harry Potter and the order of the Phoenix Rowling, 1. K. 1999
Harry Potter and the goblet of fire Rowling, 1. K. z000
Harry Potter and the Chamber of Secrets Rowling, 1. K. 2000
Harry Potter and the prisoner of Azkaban Row\!ng, 1K, zool v
(4p
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5. Inthe Transfer tree pane,

click on the title, call

number, or item you want

to transfer, (poor record)

and then click Retain for

Transfer button at the
bottom of the screen.

[RetahwfurtraHSfed

More than one item can
be transferred at a time.
The call number or item
line selected will display
in italics.

Transfer Tiles, Call Numbers or Ttems

M B B

[1)35845-1000F - I - NONEICTION - AV ¥
# iy F1C ROW - LMEC

= iy F1C ROW - LMEC

Search for: |harry potter v
Indes: Title: | T
Library: Full access to all libraries Select an Index to Search. j @ Keyword
O Browse

Current: Raowling, 1. K. --- Harry Potter and the sorceret's stone --- PEFIC ROW --- ID:TESTEB1Z --- Ctri#:ad2410 ) Exact
= E Rowling, 7. K. - Harry Potter and the chamber of secrets #|| Price: $.00 item group: NOMFICTION

& |'|ﬂ-|'\ FIC ROW - LMHE Shelf location: AYAILABLE Current location: AWVAILABLE

= il F1c ROW - DISTRICT Material type: BOOK Funding source: none

Date created: 7/1zfz005 Media desk: naone

Date last charged: 7/1z72005
Last discharged:
Date inventoried:
Times inventoried: 0

Previous user ID: 22620000915446
Last activity: 7/13/2008
Total checkouts: 1

In-house uses: 0

7/13/2005,13:53
NEVER

# il F ROW - LMFM
# ) FIC ROW - LMFM
= 1l FIC ROW - LMHE
= il FIc ROW - LMIN
e L s
Records | Description | Call Humber/Item
KEYWORD Title harry potter, Full access to all libraries: 12 records
[T\tle ][Author ][Pub. Tear ]
Harry Potter and the sarcerer's stone Rowling, 3. K. 1998 -~
Harry Potter and the prisoner of Azkaban Rowling, J. K. 19093
Harry Potter and the sorcerer's stone @ Rowling, J. K. 1999
Harry Potter and the sarcerer's stone Rowling, J. K. 1933
Harry Potter and the order of the Phoenix Rawling, 1. K. 1999
Harry Potter and the goblet of fire Rowling, 3. K. 2000
Harry Potter and the Chamber of Secrets Rowling, J. K. z000
Harry Potter and the prisaner of Azkaban Fow] . z001 B

Add to tree

HRemove fram tree”Retain for tr’ansfar”

Transfer H Close

6. Inthe Records list (bottom screen) click on the title to which you want to transfer call numbers or

items. (good record) You
may click back and forth
on Records and Call
Number tabs to locate
the correct title/item.

7. Click the Add to Tree
button at bottom of the
screen. You will now
have 2 titles/items in the
top screen.

8. Inthe Transfer tree
pane, select the
destination record (good
record).

9. Click Transfer button.

Transfer Titles, Call Numbers or Items

£ PG e= EW

Search for:  harry potter e
Index: Title j Type:
Library: Full access to all libraries ﬂ (&) Keyword
O Browse
Current: Seuss, Dr --- The cat in the hat --- E SEU AR 2.1 --- 1D: 3262007515641 --- Ctrl#:43763 --- Copy:1 ) Exact

= = Rowling, J. k. - Harry Potter ang-+kg order of the Phoenix
= 1l FIc ROW g EMHS
= B rowling, 3. k8 Harry Potter & Order of the Phoenix
M 52620040195211 - 1 - FICTION - CHECKEDOUT
w1y FIc RoOw -

® flly Fic Row - guso
@ ol Fic Row - Lhwe

-~ 1
Records | Description Ca||"(6 yItEm

= =l rowling, 1. K. - Harry Pseer’and the Order of the Phoenix

N 3262000019521 - 1

= oy FIC ROW - LMNO
I 32620004952906 - 1
M 3z6z0004952922 - 2

= il FIc ROW - LMSO
I 32620019960142 - 1
I 32620019960159 - 2
I 32620019960167 - 3

= ol Frc - LMWE
L!l!‘!ﬂ,!F;‘?m\zagsgmo -1

- FICTION - CHECKEDOUT

- FICTION
- FICTION

- CHECKEDOUT
- AVAILABLE

- FICTION
- FICTION
- FICTION

- AVAILABLE
- AVAILABLE
- AVAILABLE

- FICTION - CHECKEDOUT

v

©

[ Add to tree

HRemove from tree”Retam for transfer”

Transfer H Close
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Coa = e T
10 Depend|ng on hoW Search for: |harry potter v
H Index: Title ﬂ Type:
propertles are Library: Full access to all libraries ﬂ (& Keyword
configured, a O Browse
Current: Rowling, J. K. --- Harry Potter and the Order of the Phoenix --- FIC ROW --- ID; 3262000019521 --- Chrl#:i043935.., O Exact

message may display
stating that this
operation will remove
the title record.

a. Click Yesto
proceed with the
transfer.

Click No to cancel

== Rowling, J. K. -
= 1y FIc ROW - LrHS
= ERUW'H‘IQ,J K.

3262000015211 -
1l FIC ROW - LMNO
My FIC ROy - LMSO
Wy FIC ROW - LMWE

5

¥

+

Harry Potter and the aorder of the Phoenix

Harry Fotter and the Order of the Phoenix

1 - FICTION - CHECKEDOUT

Deletion confirmation

@ This operation will remave the title record, Do you want to continue?

fes

the transfer.

Records | Description | Call Number/Ttem

= E Rowllng,

=) 1flly FIC ROW - LMNG

= iflly FIC ROW - LMSO

= iy FIC ROW - LMWE

- Harr\r Potter and the Order of the Phoenix
o 32620000195211 -

I 526 20004952906 -
I 326 20004952922 -
I 5262001996014 2 -
Il 326 20019960159 -
Il 52620019960167 -

Il 52620024959790 -

@

- FICTION - CHECKEDOUT

- FICTION
- FICTION

- CHECKEDOUT
- AVAILABLE

- FICTION
- FICTION
- FICTION

- AVAILABLE
- AVAILABLE
- AVAILABLE
- FICTION

- CHECKEDOUT ¥

Add

to tree HRemove from trea”Retain for transfer” Transfer H Close

A Transfer Operation Results dialog box displays with information about the transfer status, item

number, and server message.

11. Click OK to close the dialog box.

Unsuccessful:

LG| Transfer, Operations Resulis

aprefer =... Source Element Server
Cucceeded |326200199?860? |Itemtransferrd

Wi

Trapsfer Status
Failed Y\

]|

Source Ele Server Message
F26200199@ 8607 |NDr| unigue call number, please specify item ID

”Rernova fram tree”Ratain for transfarl

Close

[ Add to tree

Successful:

| Transfer, Operations Results

Transfer Status
Succeeded

Source Elegm

Server Message
[TESTEES

|Item transferred; empty callnum removed

12.Click Close to close the wizard.
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Transferring an item to a different call number on the same record

A

wizard.

3. Locate the record containing
the item(s) you want to
transfer.

In this example, the librarian
wants all 6 copies on one call
number. She will transfer
copies 2-6 to the first copy,
and then remove the copy
number from the call number.

4. Highlight Title and click Add
to tree.

5. Click on the barcode number

of item you want to move.

Click Retain for transfer.

Repeat for each item you want

to move.

N o

8. Click on the barcode number
under the destination call
number.

9. Click Transfer.

Transfer Operations Results
screen will display.

10. Click OK and Close.

Use the Call Number and Item
Maintenance wizard to make additional
changes to call number or item
information.

Click the Cataloging wizard group.
Click the Transfer Titles, Call Numbers, or Iltems

ﬂ Transfer Titles, Call Numbers or Items

Transfer Titles, Call Humbers or kems

A 8 W == FEw

......

= Animal action ABC - Pandell, Karen.
E| 1Bl EMF 550 PAM - ELKY
: Il 30455002484921 - 1 - EASY - AVAILABLE
II 30455002527968 - 2 - EASY - AVAILABLE

Price:

Shelf location:
Material type:

Date created:

Date last charged:
Last discharged:
Date inventoried:
Times inventoried:

$.1
A
B
279
=
=
=
]

iy ENF 590 PAN - ELKY
iy PR MF 590 PAN PE C-01 - ELMC

- rlElJ] PR MF 350 PAM PE C-06 - ELMC

(9)

@ Add to tree | Remaove from tl’EEl R

—

etain for tranﬁferl Transfer | ([

=& Animal action ABC - Pandell, Karen.
=-nly ENF 590 PAN - ELKY

[l Transfer Operations Results

Transfer Status Source Element

Date i
Times

Price: $.00

Shelf location: AnAILABLE
Material type: BOCk
Date created: 2/20/200%2
Date last charged: NEVER
Last discharged: NEVER

nventoried: MNEVER
inventoried:

X

Server Message

Succeeded
Succeeded
Succeeded
Succeeded
Succeeded

Records Descrip
KEYWORD Title

30453006040661
30452006040633
30455006040646
30455006040638
30455006040620

Item transferred,
Item transferred,
Iter transferred,
Itern transferred,
Item transferred;

empty callnum removed
empty callnum removed
empty callnum removed
empty callnum removed
empty callnum removed
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	Transferring an item to a different call number on the same record
	In this example, the librarian wants all 6 copies on one call number.  She will transfer copies 2-6 to the first copy, and then remove the copy number from the call number.


