Creating Item Records for Journals (Placing Barcodes on Journals)

Many of our older journal titles do not have barcodes. This makes it difficult for the volumes to be checked out. Whenever a volume is found without a barcode, it should be brought to the serials office and barcoded.

To do this, follow the steps below:

1. Open the Cataloging module of ALEPH.
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3. Type the System number into the search box and press enter (Please refer to the Online Catalog Searching Guide for directions on how to find the System (SYS) number).
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4. The journal record will open with a list of volumes. Scroll through the volumes, searching for the one you have. If you find an exact match, double click on that volume and skip to step 5.  If you do not find an exact match, highlight the closest volume in number and year and select “duplicate”.
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5. This will open up the “General Information (1)” tab. Click refresh to fill in the call number automatically.
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6. Revise the Enumeration and Description Fields with the correct information. “Enum.Level1(A)” is the volume number. “Enum.Level2 (B)” is the issue numbers or page numbers if issue numbers are not available. (For further help, please refer to Christine’s chart.) For the description information, follow the pattern established by other volumes in the series.
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7. Switch to tab “5.Serial Levels” and fill out the year in the “Chron.Level1 (year)” and “Chron. Level 2 (months)” fields.
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8. Switch to tab “4. Serial Information” and select today’s date as the arrival date.
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9. Return to the second tab and scan in the barcode or type in the barcode and click “Add”.
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10. Place the barcode in the journal and return it to the shelf.

