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Using the Add Brief Title Helper Procedure 
 
Last updated: July 29, 2024 
 
If you have an item that comes up as “Item not found in catalog” or get an item from a 
patron via OCLC or an outside the system library, you can create a Brief Record from the 
Checkout Wizard.  
 

 
 
There are only 3 required fields for an ILL Brief Record: 

• Title (Must be entered in all upper case) 
• Library (your library) 
• Item ID (whatever barcode you are scanning to check item out) 
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Under the SUPER User, you can set up your most likely to be used item type, your library 
and the home location you would like to use.  
 
See the Setting Up the Add Brief Title Helper Procedure for step-by-step instructions.  
 
Click the Add Brief Title button on the bottom of the box. 
The item will immediately check out to the patron and appear in the List of checkouts 
display on the Checkout screen.  
 
When the item is returned and discharged, “Route/Transit to” on the discharge screen will 
display ILL. 
 
If this is a brief record of an item the library intends to keep, the brief record should be 
reported to the RSA Cataloging department.  
If this is a brief record for an ILL item, it should not be kept in the database, but checked 
out to your library’s Discard User for deletion upon its return.  
 
 
 

https://support.librariesofrsa.org/project/add-brief-title-helper/

