Creating Call Numbers for Multi-Piece Items
Correctly creating call numbers using |z allows patrons to place holds on individual pieces of a multi-piece set/items in the OPAC.  (|, called a pipe, is created on the keyboard by shifting the key with the \ on the lower half of the key)
Follow these instructions when creating call numbers for multi-piece items:
1)  Multivolume sets: 
A volume number, as displayed on the item, should be included in the call number following the Dewey/LC/cutter number.  When there is a V. usually Symphony will automatically put in the |z when you save the item. If not, it can be typed in. (Example: 030 Enc|zV. 20)

2) Discs:  
Follow the call number with a |z before putting in a part, disc number, etc. (Example: DVD HOUSE|zDISC3)

3) Multi-part sets: 
Follow the call number with a |z before the part. (Example: E GIN|zPUPPET or E GIN|zCD)

4) Serials – Books: 
Follow the call number with a |z before the 4-digit year as the date or the Edition (Example: 917.73 ILL|z2009 or 428 BAR|z2006-07 or 650 BAR|zED. 14)

5) Serials – Magazines: (For libraries not using the Serials Module)
 Follow the call number with a |z before the date, using a specific format to ensure correct sorting.

a. If the issue has only a year, use the 4-digit year (|z2010)

b. If it has a month and year, enter the month first, using the approved abbreviations at the end of this document, followed by a space and the 4-digit year (|zMar 2010)

c. If it has a day, month and year, enter the month first, followed by a space, the day, a space, and the 4-digit year (|zMar 16 2010)

d. If it has a season and year, enter the season first, followed by a space and the 4-digit year (|zSPR 2010)

If your library does not allow holds on any particular item type, such as periodicals, you do not have to follow these rules.  But if you decide in the future to allow holds, the call numbers will have to be adjusted according to this format.

Copy numbers:  
Some libraries still use copy numbers when they have multiple copies of one title.  The copy number also can be placed after the |z (Example: |zC. 2).

949 field: 
 When adding the 949 field to a MARC record, the |z information is added after the call number and is identified as |v.    The small v does not show in the SIRSI display, so add your information as follows: |vV.3 or |vDISC3 or |vPUPPET or |vED.2009 or |v39ED.
For example, the 949 field in OCLC will look like this:  

917.59 FOD|v2009|iA120047|mNP_NORMAL|lNONFICTION|p$25.00|tBOOK|xNONFICTION|zADULT.  
 When the item is loaded into WorkFlows, any spaces after the V are automatically removed (Example: |vV. 3 will become |zV.3 in Symphony), although the spaces when a date is inserted are not (|vMar 23 2009).  If you wish to have a space between the V. and the number, you will have to insert it manually using the Call Number & Item Maintenance wizard after the record is loaded into WorkFlows.  The copy number in the 949 field comes after the volume (Example:  917.59 FOD|v2009|cC.2|iA120045, etc.)
List of approved abbreviations for months and seasons: 

JAN

FEB 

MAR 

APR 

MAY 

JUN 

JUL 

AUG 

SEP

OCT 

NOV

DEC  

SPR

SUM 

FALL 

WIN
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