Steps for Adding Item information to a Title or an Additional Copy to a Bibliographic Record in Workflows

To add a new item to an existing title record: (Brand new title to your library)
1. Open the Call Number and Item Maintenance wizard
2. Search and locate the correct title record

3. Click on the Add Call Number button at the bottom of the window
4. Choose your library from the window that appears

5. Enter the item information, including barcode and call number
6. Click the Save button
This is for an item that is new to your library.

You will also use these directions when adding a new issue of a magazine to the database.  Enter the date of the issue as the call number

To add an item only to an existing record: (Additional copies to a title you already own)
1. Open the Call Number and Item Maintenance wizard.

2. Locate the correct title record

3. Click the Add Item button at the bottom of the window

4. Enter the item information, including barcode
5. Click the Save button

This is for adding an additional item to a title already owned by your library. 

  (example: Second copies)
