
FIX or DELETE Titles with XX Call Numbers (BC) 

1. Find Titles with XX Call numbers 

a. If you have Titles with XX call numbers, those call numbers will not have (should not have) any copies 

(a.k.a. items) attached.  Usually this means you began importing a record using Smart Port but forgot to 

finish it.  You should delete these Titles as long as they have no items attached. 

b. If you have Titles with XX **and they DO have items**, you need to search for the Title in the Call 

Number/Item Maintenance screen and edit the record, correcting the Call Number field since a title with 

copies/items attached should have a correct call number. 

c. Below is a screen shot showing how I searched for XX Call Numbers, and the list showing has some Titles 

with 0 copies (so those should be deleted) and some Titles with actual copies/items attached so those 

Titles need the Call Number corrected.  I have blacked out the library I used for my example but you will 

want to be sure your library is specified in the Library field. 

d. Start out in BC and click on Cataloging. 

 

 
e. In the search box, enter XX, for the “All Targets” field choose your district, and in the “All Fields” choose 

“Call Number”.  Click Search. 

 



f. Now you see a list of XX Call Number Items. 

 
 

 



g. Click on the the first XX record.  You will see the bib record display on the right.  In the middle/center 

column you will see it default to “Edit Record”.  Click on “Manage Holdings” in the center column and 

this way we can see what library the XX Call Number is in. 

(See the copies column – it shows 1.  This would be a Call Number to FIX since it has one book copy  attached) 

 

 

 

 

 

 



h. You are only needing to clean up the XX Call Numbers in your own library.  If that is not showing your 

library, move to the next record by clicking on it as shown below.  You will see that your screen stays in 

the “Manage Holdings” screen and you can see the schools in the right column with the XX Call 

Numbers. 

 

(See the copies column – it shows 0 for both of these.  Both of these would be a Call Number to DELETE since it has 

NO book copy  attached) 

 

To FIX Titles that have XX Call Numbers *with 1 or more Copies attached* 
 

a. Click on the the record in the right side pane (column).  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



b. Change the Call Number to be correct. (you can see the name and author in the right pane) 

 
 
 

c. Click Save.  (You will see the Call Number change in the right column.  See the screen shot above and the 
one below for the change.) 

 
 

d. Return to the Hitlist to continue to the next record. 

 
NOTE:  Remember complete “Harvests” of the data only takes place nightly so when you return to the 
HITLIST and click the search Icon again to “re-search”, you are still going to see the XX call number that 



you just fixed, but if you click on it, you will see the right side column that is showing the Manage 
Holdings, **IS SHOWING THE NEW CALL NUMBER WE CHANGED IT TO**. 

 
 
  



 
 

To REMOVE Titles that have XX Call Numbers and *0 Copies attached* 
 

a. IF THERE IS ONLY ONE RECORD - Click on “Edit Record” (AFTER you have looked at the “Manage 
Holdings” tab to verify there are no copies) 
(Check “Manage Holdings for copies) 

 
 
(Then click on Edit Record) 

NOTE:  If you only have 1 record, you will see the screen above. You will be in the “Edit Record” view. 
b. Click Delete. 

 
 
 
 
 
 
 
 
 



NOTE:  If you have multiple records, you will see the screen below.  Stay in the “Manage Holdings” 
view. 

 
 
  

c. Click on the record that is showing the XX call number while in the “Manage Holdings” view. 
d. The following screen will display 

  
 
 
 
 
 



e. Click the “X” beside the XX Call Number.  It will display a dialog box, asking if you want to permanently 
want to delete the Call Number and any associated items.  This is a record that should have 0 (zero) 
items attached so you will want to click “delete”. (Shown in screenshot above.) 

 
f. Return to the Hitlist to continue to the next record. 

 
 
 


