
FIX or DELETE Titles with XX Call Numbers (WF) 

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. 

 

 

 

 

 



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

a. Click on the “Cataloging” wizard group and click on “Call Number/Items Maint”.  

 
b. In the Search For field enter XX. 
c. In the Index field change to Call Number. 
d. In the Library field make sure you have your library selected.                   
e. In the Type field on the far right, make sure it is set to “Browse”. 
f. Click Search. 
g. This will list any XX call numbers and show how many copies for each title. 

 

 
  



h. Click on the first XX call number, *that has copies*,  under the “Browse Call Number” area so that it is 
highlighted.  

i. Click “Modify” at the bottom.  

 
j. Click Delete at the bottom. 
k. Edit the “Call Number” field so that it is correct. 

(Incorrect) 

 
(Correct) 

 
 

l. Repeat these steps until all XX call numbers in your library are fixed. 
 

 

 



 

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

a. Click on the Item Maintenance wizard group and click on Remove Item. 

  
b. In the Search For field enter XX. 
c. In the Index field change to Call Number. 
d. In the Library field make sure you have your library selected.                   
e. In the Type field on the far right, make sure it is set to “Browse”. 
f. Click Search. 
g. This will list any XX call numbers. 
h. Click on the first XX call number (with 0 copies) under the Browse Call Number area so that it is 

highlighted.  
i. In the Call Number/Item area below the Browse area, you will see boxes.  Check the box BESIDE the XX 

Call Number. 

j. Click Delete at the bottom. 
k. It may give you a message that it is going to delete the title record as well and that will be correct when 

there are no copies attached to that title. 
l. Repeat these steps until all XX call numbers, with 0 copies, in your library are removed. 


