Rushed books checklist

Checklist for rushed books that have call numbers:

Check the spine, inside front cover, and title page to make sure the call number (including volume number and copy number) agrees with BraveCat.

Add the 33511-style barcode to the online record and book.

If the book has additional pieces (CD, DVD, software, etc) add a note to the item record to check for the additional parts.  In addition, add a note that the book must be returned to Technical Services (include your initials and the date) BEFORE the book is taken to Circulation.

Add the CDate to the order record.

Check the bib record to make sure that the locations are correct. Check the item record to make sure the location is correct. If the location is Reference, make sure the item’s status is set to o.
Give either the printout or something with the call number on it to the University Library Technician (Preparations) for Cataloging and include a note with the information that the book was rushed and the date.  If there’s more than one copy, or multiple volumes, be sure to let her know that.  If the book was an added copy or volume, be sure to indicate that as well.

Take the book out front to the Circulation Desk.

Checklist for FLY books:

Add an item record with the call number FLY and a barcode. Don’t forget to include the price of the book in the item record.

Make sure that the IMessage is set to f.

If the book has additional pieces (CD, DVD, software, etc) add a note to the item record to check for the additional parts.

Add a message to return the book to Technical Services with your initials and date.

Take the book out front to the Circulation Desk

