
 
Adding Items for Periodical Issues  
 
Add Items to a Periodical at Checkin 
Before going to Checkin, you will need to edit the Copy Record for Item Creation. 
 
• Open the Copy Record for the periodical title. Click Page Down to the second screen. 

• At Item Creation, select With barcodes. 

• At Item Type, select the appropriate IType (i.e. Periodical). Click Save and Close. 

 

 
 

• Press F10 and select Serials Checkin. 

• Click the CKI button. Click OK to check in the issue. The Serials Checkin window opens. 

• The Create Item checkbox is checked and the Barcode field is active. 
 

 
 

 
 
 
 



 
 

• Enter a barcode. The issue is checked in and the item record is created. The vol./issue and 
date are entered in the Copy Statement field. The Item status is Newly Acquired and will 
need to be checked in to complete the process. 
 

 
 
 

Add Items to Periodical Issues already Checked In 
If you have issue records in Serials Checkin under the Copy History, you can create item 
records there. There you only have to enter the barcodes and the items are created just like when 
checking in new issues. 
** For issues that do not have checkin records in Serials Checkin you must use the usual process 
for Item creation thru the cataloging module. You will need to enter vol. info, etc.  
 
• Open the Copy Record for the periodical title. Click Page Down to the second screen. 

• At Item Creation, select With barcodes. 

• At Item Type, select the appropriate IType (i.e. Periodical). Click Save and Close. 

 

 
 

• Press F10 and select Serials Checkin. 

 

 

 

 



• Click the Copy History button. The Copy history window opens. 

 
• Select the issue for which you are creating an Item record and click Issues/Special Handling 

on the menu bar. 
 

 
 

• The Serials Checkin window opens. Enter the barcode.  
The issue is checked in and the item record is created. The vol./issue and date are entered in 
the Copy Statement field. The Item status is Newly Acquired and will need to be checked in 
to complete the process. 
 

 


