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 | 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. | have blacked out the library | used for my example but you will
want to be sure your library is specified in the Library field.
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Call number Title Copies
WR(110767.1) Slow cooker recipe collection : 3 cookboaoks in 1. 0
WW{111717.1) Nadya Skylung and the masked kidnapper / Jeff Seymour ; illustrated by Brett Helquist, i
WM¥(111722.1) Castles and fortresses / Robert Snedden, 1
¥¥(111921.1) Major impossible {(Nathan Hale's hazardous tales #9) / Mathan Hale | [edited by] Maddy. [u]
®¥(112106.1) 12 questions about slave narratives / by Lois Sepahban, 1

all Humnber/Item

Leader am a

key 13303302

Dateftime stamp 20040910144 201.0

Fixed field data 03080752003  ilua 000 0 eng d
LCCN 2003273078

ISBN 0785351779

Local system # {OCoLC)ocm52215794

Cataloging Source XSN XSN DLC

Authentication code lccopycat

LC Call Number Tr771.2 .B57 2003

Dewey Decimal Classification Number 641 .8/6539 22

Title Birthday cakes for kids.

Publication info Lincolnwood, Il ¢ Publications International, c2003,
Physical description 94 p, i col.ill. ; 28 cm.

Subject term Cake decorating.

Subject term Birthday cakes.

Held by ]



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/ltems Maint”.
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In the Search For field enter XX.

In the Index field change to Call Number.

In the Library field make sure you have your library selected.

In the Type field on the far right, make sure it is set to “Browse”.

Click Search.

This will list any XX call numbers and show how many copies for each title.
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Call number

WX(110767.1)
%¥(111717.1)
®®(111722.1)
®X(111921.1)
WX(112106.1)

Title

Zlow cooker recipe collection @ 3 cookbooks in 1.

Madya Skylung and the masked kidnapper / Jeff Seymour ; illustrated by Brett Helquist.

Castles and fortresses / Robert Snedden.

Major impossible (Nathan Hale's hazardous tales #9) / Nathan Hale ; [edited by] Maddy,
12 questions about slave narratives / by Lois Sepahban.

Copies
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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.
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Title Caopies
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Castles and fortresses / Robert Snedden.
Major impossible (Nathan Hale's hazardous tales #9) / Mathan Hale ; [edited by] Maddy.
12 questions about slave narratives / by Lois Sepahban.
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Dewey Decimal Classification Number Fic 23
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Title

Publication info
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References
Summary

Awards

Held by

Subject term
Subject term
Subject term

Added Entry-Personal Name
Item Level Holdings

Seymour, Jeff, (Fantasy fiction writer)

Madya Skylung and the masked kidnapper / Jeff Seyrmour ; illustrated by Brett Helquist,
MNew York : G, P. Putnam's Sons, 2019, c2019.

3lap. il ; 22 cm.

Junior Library Guild

"# gang leader called Silvermask is kidnapping skylung and cloudling children in the port of Far Agondy, and it is up to Nadya and her friends to rescue the missing
& Junior Library Guild selection

SPHY

Secience fiction,

Airships--Fiction,

Kidnapping--Fiction,

Helquist, Brett,
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j. Click Delete at the bottom.
k. Edit the “Call Number” field so that it is correct.
(Incorrect)

Itemn Info H|:|I|:|s|

Call number information

Call nurnber: 211171710

Zall library: ——
[ ] shadow call number

(Correct)

Itermn Info H|:|||:|s|

Call number information

Call nurnber: FIC SEY

[ ]1shadow call number

Call hbrary:

o ERE Y o B

|.  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.

Item Maintenance

W Add Brief Title

d@; Add Item
n%. Edit Itemn

I change Item ID

t[l] Mark Item Missing

% Rerove Item

b. In the Search For field enter XX.
c. Inthe Index field change to Call Number.
d. In the Library field make sure you have your library selected.
e. Inthe 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.
Remove Itern X |
!‘nove Item :
£ A @5 &= = I
Search far: |®X¥
Index: Call Mumber
Library: L ]
Current: Seyrmour, Jeff, (Fantasy f... --- Nadya Skylung and the masked kidnapper --- ®¥¥{111717.1) --- ID:111717-1001 --- Ctrl#:4111717 --- Capy:l
BROWSE Call Number X, S
Call number Title Copies
T SKIN Skin [DVD] 1

¥¥(110764.1) Betty Crocker's easy slow cooker dinners @ delicious dinners the whale family will lave / Betty... 0
¥®(110765.1) Campbell's M'm! M'm! homemade in minutes, o
¥¥(110766.1) Birthday cakes for kids, o
¥W(110767.1) Slaw cooker recipe collection @ 3 cookbaooks in 1. o

Description | Call Numnber/Itern |

= |— = eest-loved
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cookizs - Mestle Toll House Kitchen,

pAl 785 1]

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.

I.  Repeat these steps until all XX call numbers, with 0 copies, in your library are removed.



