Adding individual copies of periodicals
Type in the name of the magazine into the catalog search

Click on actions for this record
e Click on the Monograph Parts tab.
e Click on new monograph part
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In label enter the issue example: 2021/02 for February 2021 for a monthly magazine. Click this link for
more information about formatting parts.
e Choose save
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Click on magazine title line in Holdings View
e Highlight call number line.
e Click on the Holdings Maintenance tab.
e Right-click on call number line and choose “Add items.”
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Scan barcode, then tab over and choose part designation.
Make Changes in copy editor that apply

Click on “Save/Exit” when changes are complete.



