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Chapter 10 — Transferring Volumes and Items

Chapter 10 -- Transferring Volumes and ltems

Transferring allows you to move holdings from one record or branch to another,
for instance when items have been miscataloged, when they have been attached
to the wrong record during migration, or when you have items that will be
transferred permanently to a different branch of your library. Transferring
volumes means transferring a call number and all items attached to the call
number simultaneously. Transferring items means transferring specific items
(barcodes) to a different call number.

Transferring Volumes from One Record or Branch to Another

To transfer volumes from one record to another, you first will mark the volume
transfer destination, the record or branch where you want the volumes to go.

When you transfer volumes, you are selecting a call number and transferring that
call number, plus any and all the items attached to the call number, to a new
bibliographic record or library branch.

To do this, bring up the record where the volumes belong in the catalog. You will
need to be in the Holdings Maintenance display. Go to Actions for this Record
(Alt + A), and choose Holdings Maintenance (Alt + H).

)

" 1: hm-cat1@HMMPL -sarahc.evergreen.lib.in. us

File Edit Search Circulstion  Cataloging Admin (=) Help

1 Bib Record: 5212423 | 2 Catalog || 3 Bib Record: ocmS5981274

Record Summary

Title: Twilight {iigw MARC)

Author: Meyer, Stephenie Edition: Pub Date: 2005
TCN: (System) 5212423 Created By: (EG-IN) 101010101010101 Last Edited By: (E=-IN) 101010101010101 Last Edited On: 10/05/08
Record30F90 [ gpar | [ previos | [ mext | [ End Actiens For this Record

MARC Yiew
EVERLIGREEN - MARC Edit
1 ITANA. | ftetaiight Gol Tile | | AlFomats 8B Holdings Maintenance
3 Hussey Mayfield Memorial Branch Wiew Halds
Hame Result 3 0790 Stat == == End Add to Bucket
Mark For Overlay
Record Summary Place Hold =
Advanced Search T - Delete Record
My Account e willg

Undelete Record

. Authar Meyer, Stephenie
You are logged in as hin-cat1 15BN 0316015849 Duplicate in Mew Tab
Nty Title Results Edition Remove this Frame
My Title Details Fublication Date 2008 Set bottom interface as Default
& ) Publigher Little, Brown and Co. Reset Display
== Relevant Subjects Physical Description. print 438 p . ill; 21 cm.
L _
j\f’amplres Farmat [ﬂ teut
Schools When seventeen-yeat-old Balla leaves Phoenix to live with het father in Forks, Washington, she
[ High schools Abstract meets an exquisitely handsome boy at school far whom she feels an overwhelming attraction
= b Dl yashington (State) and who she comes to realize is notwhaolly human

‘7_'\ Relevant Series
=0 Twilight saga

| Copy Summary | Shelf Browser ‘ MARC Recard |

View cof )! information for all libraries
[Library [canumper [actions [availapie [Checkedout [inprocess [intransit [Reshening |on holos sheit | on order |
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The Holdings Maintenance display will show the copies at your library for this
record. If you have no copies, <0> will display under copies. If you have copies,

but they are not displayed, you may need to click the box next to the branch
name.

o | hm-cat1@HMMPL -sarahc.evergreen. lib.in. us

File Edit Search Circulstion  Cataloging Admin (-} Help
1 Bib Record: 5212423 | 2 Catalog || 3 Bib Record: ocmS5961274

Record Summary

Title: Twilight iz MARC
Author: Meyer, Stephenie Edition: Pub Date: 2005
TCN: (System) 5212423 Created By: (EG-IM) 101010101010101 Last Edited By: (EG-IN) 101010101010101 Last Edited On: 10/05/08
Record 3 of 90 [ Start ] [ Previous ] [ Mext ] [ End ] Actions For this Record

Holdings Maintenance
| PLFDP Plainfigld Branch v Consortial Tokal: 3 Available: 1
show Valumes Show Items ‘ Refresh ‘ [ show Libs with Ttems ] Actions for Selected Rows

LocationjBarcods Yaolumes | Copies Call Nurber Circ Lib - Circ ... | Location Own... | Price | Status laz}
= Ea-IN ¢ Evergreen Indiana

=1PLFD : Plainfield Public Library
ELFDP : Plainfield Branch 1] <0
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To transfer volumes to this record or from one branch to another, you will need to
highlight the name of the desired branch by clicking on it. Make sure to click on
the branch, and not the library. If you have multiple branches, and wish to
transfer an item from one branch to another, be sure to select the correct branch.
You must have a library branch highlighted for the correct action to be active. If
“Mark Volume as Item Destination” is active then you have highlighted a call
number instead of a branch name. Under Actions for Selected Rows (Alt + f),
you will select Mark Library as Volume Transfer Destination (Alt + M). You
can also right click on the branch line to select it from the drop down list.

1

1: hm-cat1@HMMPL -sarahc.evergreen.lib.in. us [Z”Elgl
Fle Edit Search  Circulstion  Cataloging Admin {3 Help

L 8ib Record: 5212423 | 2 Catalog || 3 Bib Record: ocmSS981274

Record Summary

Title: Twilight {yizw MARC)
Author: Mever, Stephenie Edition: Pub Date: 2005
TCMN: (System) 5212423 Created By: (EG-IN) 101010101010101 Last Edited By: (EG-IN) 101010101010101 Last Edited On: 10/05/02
Record 3 of 30 [ Start ] [ Previous ] l Mext ] [ End ] Actions for this Record

Holdings Maintenance

|PLFDP Plainfigld Branch v Consortial Total: 3 Available: 1

[ show Volumes  [Z] Show ltems | Refresh | [ show Libs with Items |

LocationfBarcods Yaolumes | Copies Call Nurnber Circlb  Circ ... | Location Copy ta Clipboard
[= E&-IN : Evergreen Indiana

[=PLFD : Plainfield Public Library
=-PLFDP : Plainfield Branch

Add Yolurmes

umne Transfer Destination

Save Columns

Refresh Listing

A dialog box will pop up, informing you that you have marked the Volume
Transfer Destination.

The page at hitp:ffevergreen.lib.in. us says: [‘S__<|

/ 1 Library + Record marked as Wolume TransFer Destination

Click OK, or press Enter.
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Then, if you are transferring volumes from one record to another, open a new tab
and bring up the record of the volumes you wish to transfer. You will again need
to be in the Holdings Maintenance Display.

Click on the call number of the volume(s) you wish to transfer to highlight that
line. All the volumes with that Call Number will transfer. If you wish to select

multiple call numbers on one record, press the Control key as you click on the
call numbers.

Under Actions for Selected Rows (Alt + f) select Transfer Volumes to
Previously Marked Library (Alt + T), or right click on the Call Number line and
select it from the drop down list. If you did not highlight a call number, this will
not be an active selection. Do not choose “Transfer Items to Previously Marked
Volume.” If this is an active selection, then you have highlighted a barcode
instead of a call number.

1: hm-cat1@HMMPL -sarahc.evergreen.lib.in. us

Fle Edit Search  Circulstion  Cataloging Admin {3 Help

L Bib Record: 0cmS6807811 | 2 Catalog || 3 Bib Record: ocmS5951274

Record Summary

Title: Twilight : a novel (Wiew MARC)
Author: Mosby, Katherine Edition: 1zt ed, Pub Date: c2005
TCN: (OCLC) ocmSaa07811 Created By: (EG-IN) 101010101010101 Last Edited By: (EG-IM) 101010101010101 Last Edited On: 03/24/03
Record 4 of 70 [ Start ] [ Previous ] l Mext ] [ End ] Actions for this Record

Holdings Maintenance

PLFCP Plainfigld Branch v Consortial Total: 28 Awailable: 9

[ show Volumes  [Z] Show ltems | Refresh | [ show Libs with Items |

LocationfBarcods Yaolumes | Copies Call Nurnber Circlb  Circ ... | Location Copy ta Clipboard
[= E&-IN : Evergreen Indiana
[=PLFD : Plainfield Public Library
[=} PLFDP ! Plainfield Branch 3 <6

=-T FIC Meyer T FIC Meyer
31208910633777 TFIC Meyver FLFDP  book Stacks
31208910767799 T FIC Meyver FLFDF  book Stacks
31208910767507 TFIC Meyer FLFOP  book Stacks
31208910767815 TFIC Meyver PLFOP  book Stacks
=T FIC Mey 1 TFIC Mey
31208910415529 TFIC Mey FLFDP  book Stacks Add Thems
[=FIC Mas 1 FIC Mos Edit Valumes
31208910165147 FIC Maos FLFOP  book fickion

Delets Yolumnes

Save Columns

Refresh Listing
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A window will pop up asking you to verify the transfer. Check it carefully! If you
have forgotten to mark the correct record transfer destination, the last location
you have marked that day will be used. Check to make sure the information is
correct, then click the Transfer button. If you have marked the wrong record or
branch, or changed your mind, you can click Cancel to abort the transfer. Make
sure the blue bar at the top of the box says “Volume Transfer.” If it says “Iltem
Transfer” then you are transferring the item only, not the call number.

* Yolume Transfer E] [E| E|

Transfer volumes T FIC Mevyer ta library PLFDP an the Fallowing recard?

Transfer ] [ Cancel

Record Summary

Title: Twilight (Wiew MARC)

Author: Mever, Stephenie Edition: Pub Date:
2005

TCM: {System) Created By: (EG-IN) Last Edited By: (EG-IN) Last Edited

9212423 101010101010101 101010101010101 On: 10/05/03

A dialog box will pop up, confirming your transfer:

The page at hitp:ffevergreen.lib.in. us says: E|

[ Volumes transferred,

Click OK, or press Enter.
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Your volumes will disappear from the Holdings Maintenance screen in the current
record or branch.

1: hm-cat1 @HMMPL -sarahc.evergreen.lib.in. us

File Edit Search Circulation  Cataloging Admin (=) Help

56! ;| 2 Bib Record: 5212423 | 3 Bib Record: ocmS5981274

Record Summary

Title: Twilight : & novel

(Wigw MARCY
Author: Mosby, Katherine Edition: 1st ed. Pub Date: c2005
TCN: {OCLC) pemSES07E11 Created By: (EG-IN) 101010101010101 Last Edited By: (EG-IN) 101010101010101 Last Edited On: 08/24/03
Record 4 of 70 [ Skart ] [ Previous ] [ ext ] [ End ] Actions Far this Record

Holdings Maintenance

|PLFDP Plairfield Branch v Consartial Total: 24 Available: 16

Show Yolumes Show Ttems [ Refresh ] [Shuw Libs With Items ]

Actions for Selected Rows

LocationfBarcode Wolumes | Copies | Call Number CircLib Circ ...

Location Qwn... Price Status B
[=) EG-IN : Evergreen Indiana
[=1PLFD : Plainfield Public Library
[=}PLFDP : Plainfield Branch 2 <2
(= TFIC Mey 1 TFIC Mey PLFDP
31208910415629 TFIC Mey FLFDF  book Stacks FLFDF 19,99 Checked...
[=/FIC Maos 1 FIC Mas PLFDF
31208910168147 FIC Mas PLFOP  book fickion PLFDP  24.95 Lost
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And reappear under holdings maintenance for the record or branch you marked
as the Transfer Destination. You may need to hit Refresh to see them appear,
or click the box next to the call number to see your barcodes listed.

o | hm-cat1@HMMPL -sarahc.evergreen. lib.in. us @@@
File Edit Search Circulstion  Cataloging Admin (-} Help

1 Bib Record: ocm56607611 | 2 Bib Record: 5212423 | 3 Bib Record: ocmS5961274

Record Summary

Title: Twilight iz MARC
Author: Meyer, Stephenie Edition: Pub Date: 2005
TCN: (System) 5212423 Created By: (EG-IM) 101010101010101 Last Edited By: (EG-IN) 101010101010101 Last Edited On: 10/05/08
Record 3 of 90 [ Start ] [ Previous ] [ Mext ] [ End ] Actions For this Record

Holdings Maintenance

|PLFDP Plainfield Branch — sse— w Consortial Tokal: 7 Awailable: 1

show Valumes Show [tembm R | || show Libs with Ttems Actions for Selected Rows

LocationjBarcods Yaolumes | Copies Call Nurber Circ Lib - Circ ... | Location Own... | Price | Status laz}
= Ea-IN ¢ Evergreen Indiana
=1PLFD : Plainfield Public Library

=IPLFDP ! Plainfield Branch 1 <4
FIC Meyer 4 T FIC Mever PLFDFP
31208910633777 T FIC Meyer FLFDP  book Stacks FLFDP 1999 Checked...
31208910767799 T FIC Meyer PLFDP  book Stacks PLFOP 1999 Checked...
31208910767807 T FIC Meyer FLFDF  book Stacks FLFDP 19,99 Checked...
31208910767515 T FIC Meyer FLFDP  book Stacks FLFDP 19,92 Checked...

Transferring Items from One Volume to Another

Transferring items is very similar to transferring volumes. You can transfer items
from one volume to another within the same record or branch or to other records
or branches.

When you transfer items, you are transferring only items (barcodes), not the call
number. You would do this when you have multiple items attached to a call
number and you don’t wish to transfer all of them, or if you are transferring a pre-
cat item which does not have a call number.

TIP: Another instance when you would transfer items is if you want to change the
call number of an item to a call number that already exists. Since you can't have
two identical call numbers attached to the same record, you would transfer the
item to the existing call number and delete the old call number.
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You must have a call number already on the record where you wish to transfer
the item. If there is no appropriate call number, you must add it before an item
transfer can be done. To add a call number, simply add a volume with O copies
to the records where you will be transferring the item(s). See Chapter 5 --
Adding Holdings, if necessary.

In the Holdings Maintenance view, highlight the volume to which you would like
to transfer your item. Then under Actions for Selected Rows (Alt + F), select
Mark Volume as Item Transfer Destination (Alt + M). You have to have a call
number highlighted, or Mark Volume as Item Transfer Destination will not be an
active option. If Mark Library as Volume Transfer Destination is active then you
have highlighted a branch instead of a call number.

L]

1: hm:-cat1@HMMPL-mobile2.evergreen.lib.in.us

File Edit Search Circulation  Cataloging Admin (-3 Help
2 Bib Record: 5031452 | 3 Bib Record: 5032353

Record Summary

Title: BASKET TO CHECK OUT (Wiew MARC)
Author: Edition: Pub Date:

TCM: {ystem) 5032353 Created By: (EG-IN) 101010101010101  Last Edited By: (EG-IN) 101010101010101  Last Edited On: 03/24/03

Record 1 of 1

Actions For this Record

Holdings Maintenance

| HMMPL Hussey-MayFfield Memarial Branch - Consortial Total: 132 Available: 67
[ show volumes [ Show Itemns Refresh l ’ Show Libs With Tkems Actions for Selected Rows
Location/Barcode Call Mumber Circ Lib | Due Date -

BASKET #173 1 BASKET #173 Copy to Cliphnard

BASKET #174 1 BASKET #174

BASKET #175 1 BASKET #175

BASKET #1756 1 BASKET #176

BASKET #177 1 BASKET #177

BASKET #1748 1 BASKET #178

BASKET #179 1 BASKET #179

BASKET #1680 1 BASKET #180

BASKET #1851 1 BASKET #181

BASKET #162 1 BASKET #182

BASKET #183 1 BASKET #183 fdd Irems

BASKET #005 1 BASKET #005 Edit Volumes

Iark Yolume as Item Transfer Destination

Transfer Volumes to Previousky Marked Library

A dialog box will pop up telling you the volume has been marked:

The page at hitp:ffevergreen.lib.in. us says:

Volurme marked as Ikem Transfer Deskination
P \
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Click OK, or press Enter.

Next go to the record with the item you wish to transfer. If you do not have it
open, bring it up in a new tab.

*1: hm-cat1 @HMMPL-mobile2.evergreen. lib.in. us

ile  Edit  Search  Circulation  Cataloging Admin (-3 Help

o

S

: | 3 Bib Record: 5032353

Record Summary

Title: BASKET #06 (wigw MARC)
Author: Edition: Pub Date:

TCM: {ystem) 5031452 Created By: (EG-IN) 101010101010101  Last Edited By: (EG-IN) 101010101010101  Last Edited On: 03/24/03

Record 3 of 211 ’ Start ] ’ Previous ] ’ Mext ] [ End ] Actions For this Record

Holdings Maintenance
Consortial Total: 1 Awvailable: 1

HMMPL Hussey-MayFfield Memarial Branch -
[1 show volumes [ Show Items ’ Refresh l ’ Shaw Libs With Thems ] Actions for Selected Rows
Location/Barcode Call Mumber Circ Lib | Due Date L -

Copy to Clipboard
Add Ikems to Buckets
Show Ttem Details

(= BEG-IM : Evergreen Indiana
[=-ZFL : Zionsville Public Library
= HMMPL 1 Hussey-Mayfield Mer... 1 ...
(= BASKET #0046 1 BASKET #0065
F3946000050729 BASKET #006 HMMPL Sk Edit Ttem Attributes

Show Last Few Circulations

Transfer Ikems ko Previously Marked Waolume

Highlight item/barcode that you wish to transfer. Then under Actions for
Selected Rows (Alt + F) select Transfer Items to Previously Marked Volume.
You have to have a barcode highlighted or this will not be an active option. If
Transfer Volumes to Previously Marked Library is active, you have highlighted a
call number instead of a barcode.

Last Updated: 02/10/2010
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A window will open up allowing you to verify that the item is being transferred to
the correct record and volume. Check it carefully! If you have forgotten to mark
the correct item transfer destination, the last volume you have marked that day
will be used as your item destination. Note the volume (call number) is listed in
the text at the top of the box. Here the volume is “BASKET #006.” Also, make
sure the blue bar at the top of the box says “Iltem Transfer.” If it says “Volume
Transfer,” then you are transferring the call number and all volumes attached to
it, not just an item or items.

* Item Transfer E] [E| E|

Transfer items From their ariginal valumes ko HMMPL's valume labelled "BASKET #005" an the Fallawing
record {and change their circ libs to makch)?

Transfer ] [ Cancel

Record Summary

Title: BASKET TO CHECK QUT (i FMARC)
Author: Edition: Pub Date:

TCM: {System) Created By: (EG-IN) Last Edited By: (EG-IN) Last Edited
S032553 010oioioiniod 101010101010101 On: 032405

If the volume and record are correct, click the Transfer button. Otherwise, click
Cancel.

The page at hitp:ffevergreen.lib.in. us says: E|

A dialog box will pop up, telling you that the item has been transferred.
Click OK or press Enter.

Last Updated: 02/10/2010
Version 1.6.0.0
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You will find that your item/barcode is no longer attached to the original record.

*1: hm-cat1 @HMMPL -mobile 2. evergreen.lib.in.us |Z| |E| rzl

File Edit Search Circulation  Cataloging Admin (=) Help
2 Bib Record: 5031482 | 3 Bib Record: 5032353

Record Summary

Title: BASKET #0& (Wiew MARC)
Author: Edition: Pub Date:

TCN: (Systemn) 5031482 Created By: (EG-IN) 101010101010101  Last Edited By: (EG-IN) 101010101010101  Last Edited On: 05,2408

Record 3 of 211 [ Start ] [ Previous ] [ Mexxt ] [ End ] Actions for this Recard
Holdings Maintenance
| HMMPL Hussey-MayField Memorial Branch v Consortial Total: 0 Available: 0
[ show Yolumes [ Show Items [ Refresh l [ Shaw Libs With Ttems ] actions for Selected Rows
LocationBarcode Call Mumber Circ Lib | Due Date Location Cwning Lib Status B2

(=] EG-IM : Evergreen Indiana
[=-ZPL : Zionsville: Public Library
= HMMPL : Hussey-Mayfield Mem... 1 ...
B -BASKET #006 0 BASKET #006 HMMPL

If this was the only item attached to the record, the record will be automatically
deleted, so if you close the tab, you may not be able to find it again. If there are
other items attached to this record, but no other items are attached to your call
number, you must delete the call number. See Deleting Volume Records from
Evergreen, page 18.3, if needed.
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You can open up the destination record and find your item there. You may need
to hit refresh, if you already have the record open in another tab.

1: hm:-cat1@HMMPL-mobile2.evergreen.lib.in.us

File Edit Search Circulation  Cataloging Admin (-3 Help

2 Bib Record: 5031452 | 3 Bib Record: 5032353

Record Summary
Title: BASKET TO CHECK OUT (Wiew MARC)
Author: Edition: Pub Date:
TCN: {System) 5032353 Created By: (EG-IN) 101010101010101  Last Edited By: (EG-IN) 101010101010101  Last Edited On: 03/24/058
Record 1 of 1 Actions For this Record
Holdings Maintenance
HMMPL Hussey-MayFfield Memarial Branch - Consortial Total: 133 Available: 68
[1 show volumes [ Show Items Refresh l ’ Show Libs With Items Actions for Selected Rows
Location/Barcode Call Mumber Circ Lib | Due Date Location Cwning Lib Status R
BASKET #174 1 BASKET #174 HMMPL A
BASKET #175 1 BASKET #175 HMMPL
BASKET #176 1 BASKET #176 HMMPL
BASKET #177 1 BASKET #177 HMMPL
BASKET #1758 1 BASKET #1758 HMMPL
BASKET #179 1 BASKET #179 HMMPL
BASKET #180 1 BASKET #1380 HMMPL
BASKET #151 1 BASKET #151 HMMPL
BASKET #1582 1 BASKET #1582 HMMPL
BASKET #1835 1 BASKET #1383 HMMPL
BASKET #005 1 BASKET #005 HMMPL
(= BASKET #0046 1 BASKET #0065 HMMPL
F3946000050729 BASKET #006 HMMPL Skarage . 2n.., HMMPL Available N
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