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Abbreviations for Multivolume Records

•For tome or tomo always use: t. 



Item Preview Screen: Client vs. Leap



The Enhanced 505 Contents Note

• These publications require an enhanced 505 Contents Note:
• Short story collections by multiple authors

• Plays

• Literary collections (two or more forms of literature)

• Fairy tales

• Song titles (sheet music or Music CDs)

• Supreme Court cases

• Collective biographies



Enhanced 505 Contents Note



Missing Prices in Item Records for 
Magazine Issues

Option to update each record’s price:
1. Run a report in SimplyReports to identify Magazine item records missing a 

price. 
2. You can bulk add a price to the records by using the ad hoc bulk change or 

bulk change from a record set.
3. Modify the publication pattern in the serial holdings record by adding in 

the price. 
4. After the price has been added into the serial holdings record, all new 

issue and item records will have a price. 
Option to update the replacement fee:
1. Contact the helpdesk to change the replacement fee to an amount lower 
than $25.01.



Items with MisMatched Volume Numbers 



Audiobooks with a CD-ROM for a PDF



Missing Item Procedures

• Do not check out missing items with a missing item barcode.

• Missing items that are checked out are still visible in the PAC.



Deleting Item Records

• Please don’t double delete the item records.

• Pressing the delete button once marks a record for deletion. 

• If you double delete the item records, they can’t be recovered. 

• They are automatically purged once a month.



Travel guides, test prep books, tax prep 
books & law guides 

• Any new books should be on single volume records.

• The multivolume records are older records that will be retained until all 
books are withdrawn.

• Do not use multivolume records for new books. 


