Transferring titles
[image: image1.png]0 sirsiDynix Symphony WorkF lows

File Edit Wizards Modules Preference Tools Window Help

»

Comman Tasks

R, cheskout

B, pizcharaing

&, oislay User

HI¥ Change Item 1D
[ ~deredit call numy.
& Remove Item

&5 Add Title

B 1tem search and 0.
Chesk ttem status

& print





1) On barcoding toobar, select “Transfer titles” choice.

2) Search for title using your favorite searching method.
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3) Click on Records tab.

4) Select title to be transferred and click on Add to tree (at bottom of screen) or right click and select add to tree.

5) Select title to transfer to and repeat as above.
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6) On the tree select title to be transferred and click on “Retain for transfer” at bottom of screen or right click and select this choice.
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7) Highlight title to be transferred to and click on Transfer  [image: image5.png][ sirsiDynix Symphony WorkF lows
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8) Pop-up screen will appear cautioning that this action will remove the title record.
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9) Click on Yes.

10) Screen will appear telling whether transfer was successful.   Click on OK.
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11) Title is complete, transfer window can be closed.

Transferring items

1) Follow same procedure as transferring titles to select titles.
2) The example shows a videocassette on a DVD record and is showing the Call Number/Item tab to help identify the record to be transferred.  Add title to tree.
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3) Find the correct record for the item and add to the tree.

4) Highlight the call number to be transferred and click on Retain for transfer.  It is very important that you highlight the call number, not the item.  If item is highlighted and transferred it will transfer to another library’s call number
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5) Highlight the title of the record to be transferred to and click on transfer.
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6) Screen will appear telling whether transfer was successful.
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7) Click on OK.

8) Go to next transfer or exit transfer wizard

Click here





Click here





Highlight title and click on Add to tree





Highlight title and select Retain for transfer





Highlight title and click on transfer





Highlight call number and click on Retain for transfer





Highlight title and click on Transfer








