General Instructions on How to Check In Serial Issues

Common Tasks

The Check In Serial Issues wizard, found in the /7% Check In
group of Serials wizards, is the first wizard under

Common Tasks E"-_l_ Diisplay Contral

ﬂ' i—reate Control

Before using this wizard for the first time, right % Modify Cortrol
click on the wizard and set the properties. For

assistance refer to the Technote on Serials Wizards % Remoye Contral
Property Settings.

% ftem Search and Display
@ Check tem Status

Help

&0 Crint




Check In : Select Search

4 fRE TG = =

Search for: backpacker

Index: Periodical Title

Library: ALL

Current Title: Oceans [wideorecording] — XX (16

Current Control: SC-74 — WWYLD

KEYWORD Periodical Title hackpacker, ALL: 3 recao

Title
Backpacker [electronic resource]

Backpacker |

Check In : Select Search
£ Rl &= =

Search for: sc-74

Index: Control 1D

Library: W‘n’LD

-—

Search for the title

Different windows will display depending
on how you search

A periodical title search in all libraries
may retrieve a title hit list from which you
have to select the title

A periodical title search in your library will
retrieve that title and, if other libraries
also own that title, a display of serials
control records associated with that title

A search in your library for your serials
control number retrieves a direct hit on
your library’s serials control record for
that title

You must include the dash in the control
number



Check In : List of Controls Found on Lookup = e

If a list of control record numbers is retrieved, select
the one for your library and click the Check In Issues
button

List of Controls

Control ID| Library
5C-39 YWWCC

If special instructions have been created for the title, a 2R NRER S
window will appear like the one below. Click the OK SC62  CAMP
5C-9 SWTR
bUtton S5C-11 SUBL
SC-256 LARM
5C-91 LINC
Check In : Special Instructions - 5C-25 FREM
5C-1 NATR-ED...
Backpacker 5C-117  CCHS

) . 5C-383 NWC
ID: SC-74 Ctrl lib: WYLD cogs  TETH

. SC-268  MATR
Base call number: PERIODICAL 6C128  WEST

Enumeration: V. 39 NO_ B8 SC-389 ALBY
Chronology: OCT 2010 S5C-354  SWTR-R..

sc74 D | | |
5C-18 LINC-ALPI

Follow the SPECIAL INSTRUCTIONS below when checking in issues. BAC2009 SWTR-V...

SC-102  BHM-GREY

SC-195  JOHN

NOTES FOR THIS SERIAL—

5C-H LINC-LBAR
MNote: 2nd copy is a gift
Check In MNew Close
.................. Issues (o) Search (b)




Check In : Check In Issues

Special Instructions ‘

If the issue you received Backpacker

matches the issue shownin | ==
the NEXT ISSUE tab, C||Ck Next Issue | Expected | Received | Claimed | Control| MARC Holdings | Distribution
the Check In Now button

Expected Issue

Enumeration: V.39 NO. 9
Chronology: NOV 2010
Base call number: PERIODICAL

Copies expected: 2 Copies received: 2

Issues Checked In

MNew
Search {j)

Return to
Search {g)

Selected
Issue (b}

Different
Issue

Check In Different
M owr Copies

Close




o . N Distribution
If you indicated in the Distribution tab of the

serials control record that you were going to

add copies, and if you are going to manually

scan a barcode for the item, you should get a
prompt to enter the Item ID (barcode)

Copies to add to catalog

lli Check In : Set Properties

_ If you do not get the prompt allowing
Behawior | Defaults | Helpers |
you to scan a barcode, make sure that
Preferences for Working with Issues the box is NOT checked for the Auto
Create Copies for Received Issues in the
Behavior tab of the Property Settings

¥ Receive Special Issues . .
for the serials Check In wizard
[T Auto Create Copies For Received Issues

W Modify Issues



Scan the barcode to
Backpacker automatically add an item
ID: 5C-T4 Ctrl lib: WY LD . .
"""""""""" record for this issue for

Basic info circulation

Enumeration: . 39 NO_ 9

Chronology: ROV 2010 .
Click on the down arrow to

select the option for an
auto-generated barcode

Copies received: 2

Copies to add to catalog

Holding code Item 1D instead
WYLDPERJ M
Click the OK button to
4] I

continue
OFK. {(h) |

Unigue name: WYLDPERJ Clicking on the Holding Code

Description: WYLD - Jurenile Periodical <« .

Library- WYLD Location: JUV_PER Displays the Glossary

item type:  JUVMAG Price: $0.00 describing the values

Item cat1: Item cat?: JUVENILE associated with that code
Circulate: Y Permanent: M




A routing slip has been generated for this
title

Click Print Helper to print the routing slip

To get a routing slip, you must:

1. In Circulation, allow routing on the
user card

2. Specify user names in the Routing tab
of the serials control record

3. Set the option to Print Routing Lists
for Received Issues in the Behavior
tab of the Property settings of the
Check In wizard

/LJJ_I;ILI

.Prlnl: Preview:

Page:|1

=L

Return to WyLD when
finished

Date sernal received:
5/24/2010
Backpacker,

[ ]
THORPE BOBBI

Shelved near \WyLD
printer




Check In : Copies Created

= [E =
Backpacker
ID:SC-74 Ctrl lib: WYLD
Basic info
Enumeration: . 39 NO_ 9
Chronology: MOV 2010
Copies Created
Holding code  Item ID
WYLDPERJ 4540301632001
Kl | 0

An auto-generated barcode
has been created for this item
record

Click the OK button



Check In : I55ue Received

Backpacker

ID: 5C-74 CArl lib: WYLD

Basic info

Enumeration:v. 39 NO_ 9
Chronology: MNOY 2010

Copies received: 2

Rl

Mext
Issue {0}

Mew

Close
Search (h)

Click the Next Issue button to check in another issue of the same title
or click the New Search button to search another title



Check In : Check In Issues

Special Instruchions ‘

Backpacker
ID:SC-74

Ctrl lib: WYLD

Next Issue | Expected| Received| Claimed| Control| MARC Holdings | Distribution |

Expected Issue

Enumeration: V.39 NO. 12
Chronology: FEB 2011
Base call number: PERIODICAL

Copies expected: 2 Copies received; 2

Issues Checked In

Check In : Select & Predicted lssue = O

Check In
MNow

Different
Copies

lssue

Selected
Issue {h)

New
Search (j)

Backpacker
Ctrl lib: WY LD
==
Expe...| Enumeration Chronology Date expected | Receipt status |
V.37 MNO.8 QCT 2008 10172008 none rewd
V.37 NO. 9 NOV 2008 1171172008 none rewd
V.3NO 8 JAN 2010 9/172009 nohe rewd
Y. 3NO. 9 FEB 2010 10172009 none rewd
V. 3NO 10 MAR 2010 111112009 none rewd
| V.3N0.11_ [sPR2010 | 121172009 none rovs |
V.38 NO. 9 NOV 2009 1/172010 none rewd
Y. 3NO 12 MAY 2010 11152010 none rewd
V.38 NO. 10 DEC 2009 2172010 none rewd
Y V.39 NO. 12 FEB 2011 41112011 none rewd
V.40 NO.1 MAR 2011 Hr152011 none rewd
Selected Special Comhine hodi
Issue I‘:ssue Issues___ Issue f(!:;) Cancel

If the issue received does not match the expected issue,
choose the Different Issue button and choose the appropriate
button to check in the different issue
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