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Overview of the WorkFlows Item Group Editor Wizard 

 
All RSA members may use the item group editor wizard. Since the item group editor is a 
very powerful wizard, RSA requires library staff to complete training before beginning 
to use the item group editor—even if staff are only searching for, but not modifying, items 
in the library’s collection. Item group editor training is provided by RSA staff and may also 
be conducted internally at the library by other staff who have already completed RSA item 
group editor training.  
 
When you participate in training, RSA will configure item group editor access into your 
individual cataloger account. If you are conducting internal training, please reach out to 
help@librariesofrsa.org to request item group editor access be configured in the cataloger 
account of the staff member who will be trained. Please do not allow other staff members 
to use your cataloging account to access the item group editor wizard.  
 
All library staff who plan to use the item group editor must be subscribed to and 
regularly monitor the RSA Announcements, Public/Academic/Special/School, and 
Cataloging email groups. These email groups will be the communication mechanism for 
RSA staff to share important information about the item group editor wizard, such as 
indexing issues. To subscribe to the RSA Announcements, Public/Academic/Special, 
School, and Cataloging email groups, please fill out and submit this form: 
https://form.jotform.com/RSAnfp/rsa-email-groups. Library staff are also subscribed to 
these forums after completing item group editor training. If staff are already subscribed, 
duplicate subscriptions will not result.  
 
The purpose of the item group editor wizard is to allow you to search for a group of items in 
your collection and then make changes to all of those items in a single batch. Examples of 
values that can be changed using the item group editor include: 

 
▪ Home location 
▪ Price 
▪ Item type 
▪ Item category 1 
▪ Item category 2 
▪ Item category 3 
▪ Item category 4 
▪ Item category 5 
▪ Item category 6 
▪ Number of pieces 
▪ Extended information notes (public, circ, and staff notes) 
▪ Statuses for permanent, circulate, and shadowed  

 

mailto:help@librariesofrsa.org
https://form.jotform.com/RSAnfp/rsa-email-groups
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The item group editor advanced search interface allows you to search your collection using 
values that cannot be used to search for items in other WorkFlows wizards (created date, 
last activity date, current location, etc.). Searching for items in your collection via the item 
group editor is also more convenient than running a report of your collection in BLUEcloud 
Analytics (BCA). The item group editor is particularly helpful in identifying inconsistencies 
in how your collection is cataloged.  
 
The item group editor wizard also includes the option to upload a list of item IDs that all 
need the same edit(s) performed on them. When the list is uploaded, the item group editor 
will search WorkFlows and retrieve the item IDs listed in the file. Then the items can be 
batch edited in item group editor.  
 
The item group editor wizard has another option to save a list of items to make it easy to 
restore the original values of those items. For example, fiction books shelved on a display, 
which are no longer on that display, could be edited back to their original home location 
code of FICTION using a list saved in the item group editor wizard. Lists of items can also 
be merged in the item group editor into a single list. 
 
Each RSA library can use the item group editor to modify up to 5,000 items per day. 
Please note this limit applies per library – not per staff member at your library who 
uses the item group editor. It is very important you carefully track the number of items 
you edit in the item group editor. RSA staff cannot track edits for you. Exceeding the 5,000 
item per day modification limit may cause indexing trouble overnight and WorkFlows 
issues the following day. 
 
RSA staff may periodically schedule days for RSA libraries to perform edits to their 
collections that involve larger numbers of items than the 5,000 items per day limit that is 
usually in effect. If implemented, these “bulk edit days” will allow your library to change 
larger numbers of items more efficiently in the item group editor wizard. If you would like 
RSA to consider scheduling a “bulk edit day” for a special project involving your collection, 
please contact James Campbell, the RSA System Supervisor, at help@librariesofrsa.org or 
1-866-940-4083.  
 
Batch editing requests for library users should also be submitted to James, as the 
WorkFlows item group editor wizard only has the capability to modify items—not users. 
 
The item group editor is unable to batch edit call numbers. Batch editing requests for call 
numbers should be submitted to Erica Laughlin, the RSA Cataloging & Database 
Supervisor, at help@librariesofrsa.org or 1-866-940-4083.  

mailto:help@librariesofrsa.org
mailto:help@librariesofrsa.org
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Before You Begin Using the Item Group Editor Wizard 

 
If you have not done so already, work with colleagues at your library to determine batch 
edits that are needed in your collection.  
 
Examples of batch edits: 
 

• Does your library currently use the home location code STACKS, but you would 
prefer to use more specific home locations, such as FICTION, NONFICTION, J-
EASY, etc., to make materials easier to find and provide more specific collection 
statistics?  

 
• Does your library have quite a few books or DVDs assigned a “new” item type code 

(e.g., N-BK or N-DVD) that are no longer new and need to be assigned the item type 
your library uses for its non-new materials? 

 
• Has your library assigned the item category 1 code UNDEFINED to many of its 

materials, and UNDEFINED needs to be changed to FICTION, NONFICTION, or 
EQUIPMENT? 

 
• Has your library assigned the item category 2 code UNDEFINED, which needs to be 

edited to the appropriate reading level (adult, young adult, or juvenile)? 
 

• Are mystery, romance, science fiction, or other genres popular in your collection? If 
so, assigning item category 4 codes would improve searching for patrons in RSAcat, 
as well as statistics for how your collection is being used.  

 
You can use BLUEcloud Analytics to generate reports of how your collection is cataloged. 
The reports will help you identify potential edits that are needed. If you have questions 
about how to run a certain report, or if you would like RSA to run a report for you, please 
submit an RSA report request: https://support.librariesofrsa.org/project/report-request-
forms/.  
 
RSA staff can also provide you with a shelf list of your entire collection, or a section of it, 
sorted in call number order. The shelf list is helpful for a bird’s eye view of how different 
sections of your collection have been cataloged.  
 

https://support.librariesofrsa.org/project/report-request-forms/
https://support.librariesofrsa.org/project/report-request-forms/
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Checking Your WorkFlows Version Number 

 
Please check your WorkFlows version number to ensure your WorkFlows software is up to 
date. You will only need to check your WorkFlows version number once. However, if you 
will use the item group editor wizard on another computer that has WorkFlows installed on 
it, you will need to repeat these steps to verify that WorkFlows 4.2.0.0.1335 is installed on 
that computer.  
 

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Help menu at the top.  
3. Click on the “About…” option.  
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A pop-up box will open: 

 
4. In the pop-up box, under the SirsiDynix WorkFlows logo, look for the following series 

of numbers (circled above): 4.2.0.0.1335 
 

5. If version number 4.2.0.0.1335 appears in the pop-up box, your WorkFlows software 
is up to date. You will be able to access the item group editor wizard.  
 
If a version number other than 4.2.0.0.1335 appears in the pop-up box, you must 
update your WorkFlows. The WorkFlows installation files for the most recent 
version of the software are posted here: 
https://support.librariesofrsa.org/project/downloads-setup/.  
 
If you need assistance updating WorkFlows, please contact James Campbell, the 
RSA System Supervisor, at help@librariesofrsa.org or 1-866-940-4083. 

 
6. After you check the WorkFlows version number, click OK to close the pop-up box.  

https://support.librariesofrsa.org/project/downloads-setup/
mailto:help@librariesofrsa.org
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Enabling Multiple Windows Mode & Tabbed Windows in WorkFlows 

 
In order to allow you to easily switch between the WorkFlows item group editor wizard and 
another wizard (for example, Item Search and Display), check the WorkFlows desktop 
preferences to make sure multiple windows mode and tabbed windows are enabled. 
These settings will only need to be adjusted once, but if you will use the item group wizard 
on another computer that has WorkFlows installed on it, you will need to repeat these 
steps on that computer. 
 

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Preference menu at the top.  

 
 

 
 

3. From the Preference menu, click on “Desktop.” 
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4. From the next menu, click on “Desktop Setup…” 
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A Desktop Setup box appears: 
 

 
 
 
 

5. Click the gadget next to the max response size box.  
 

6. Type 5000000 into the field and click OK: 
 

 
 
 If 5000000 already appears as the max response size, click OK. 
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7. Scroll down to the bottom of the Desktop Setup box. 
 

 
 

8. Check the box next to “Multiple windows mode.” 
 

9. Check the box next to “Tabbed windows” in order to display the tabs for open 
wizards at the top of the WorkFlows screen. 
 
If you prefer the tabs for the open wizards to display at the bottom of the WorkFlows 
screen, check the box next to “Tabbed windows on bottom.” 
 

10. Once you enable multiple windows mode and tabbed windows, click OK to close 
the Desktop Setup box. 
 

11. A pop-up box appears, warning the changes will not take effect until you restart 
WorkFlows: 

 
Click OK to close the box.  
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12. Exit WorkFlows in order to activate multiple windows mode and tabbed windows. 
Click the red X in the upper right corner.  

 

 

 

13. A pop-up will appear with the message, “This will halt the workstation”:  
 

 

Click Yes. 

WorkFlows will close. You should see your computer’s desktop. 

14. Double click on the WorkFlows icon on your computer’s desktop. Log into 
WorkFlows using your individual cataloging account.  
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15. Once you restart WorkFlows, you should be able to open multiple wizards at once. 
WorkFlows will display a tab for each open wizard at the top or bottom of the 
screen, depending on your selection in step 7 from above.  
 

The following screen shot shows WorkFlows with multiple windows mode and 
tabbed windows enabled to display at the top of the WorkFlows screen. The item 
group editor and the item search and display wizards are simultaneously open in 
the screen shot below. 
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Setting Item Group Editor Wizard Properties  

 
Before you use the item group editor wizard, check its properties to make sure it uses 
those listed below. Properties will only need to be adjusted once, but if you use the item 
group wizard on another computer that has WorkFlows installed on it, repeat these steps 
on that computer. 
 

1. Log into WorkFlows using your library’s SUPER account.  
(Important: The SUPER account should only be used to adjust properties for the 
item group editor wizard, as well as properties for other WorkFlows wizards. Never 
catalog or circulate while logged in as SUPER.) 

2. Click on the Cataloging module at the top. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and right click. 
5. Select Properties.  
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6. A Set Properties box appears. Click on the tab labeled “Behavior”: 
 

 

 

7. Check the box next to “Update dynamic indexes when editing items.”  
8. If you modify items in the item group editor and then re-search for those items using 

the value(s) you just modified, the item group editor will retrieve the recently edited 
items only if your item group editor wizard is configured to update dynamic indexes. 

9. In the Set Properties box, click on the tab labeled “Defaults.” 
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10. Next to “Display property page,” make sure the radio button next to “Never” is 
selected.  

11. For “Start with,” select the button next to “Item Search.” 
12. For the number of items per browse screen, enter 5000 
13. For “Item Search,” select the button next to “Advanced.”  
14. Use the index drop-down menu to select Item ID. This will serve as the default index 

if you perform a search using only one field in the item group editor.  
15. Optional—Under “Item lists,” you can select additional fields to display in the item 

lists generated by the item group editor. Author, copy number, and circulate flag are 
the optional fields you can include in the item list. You might find it helpful to select 
author.  

 
Below is a screen shot of the Defaults tab in the item group editor’s Set Properties box:  
 

 
 

16. Click OK to close the pop-up box.  
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17. Important: To ensure WorkFlows saves the default properties for the item group 
editor, click the X in the upper right corner of WorkFlows.  

 

 

18. A pop-up will appear with the message, “This will halt the workstation.” Click Yes. 
 

 

19. Another pop-up will appear with the message, “Properties have been changed. 
Would you like to save changes?” Click Yes.  
 

If No is selected, none of the item group editor wizard’s settings will be saved for 
your next WorkFlows session. 

 

WorkFlows will close. You should see your computer’s desktop. 
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Searching for Multiple Items 

 
1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 
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The item group editor’s advanced search screen opens.  
 

The top portion of the screen contains the various fields you can use to search for items.  
 

The result list appears below the search fields.  
 

The item list is below the result list. You will add results to the item list so that those items 
can be edited together or saved as a group for editing.  
 

  

Search 

Fields 

Result List 

Item List 
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5. Select the values you want to use to search for items in your collection.  
 
Tips for using the item group editor’s advanced search interface:  
 

• You can select a single value to search by, or you can select multiple values 
to search by. 

 
• The media desk, reserve status, and item cat 7-10 fields are not currently 

used by RSA libraries and should not be selected in your search. 
 

• A gadget button appears next to many of the search fields:  
 
 
 
 

 
 

• Click the gadget to open a box that will allow you to select one value or 
multiple values for that particular search field. The gadget box for the library 
value is shown below.  
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• To select a value, click on it from the “List to choose from” on the left so that 
it appears in blue: 

 
 

• In the gadget selection box, select a value or values from the “List to choose 

from.” Click the  button to move the value(s) to the “List selected” on the 
right. 

 
• To remove a value from the “List selected,” click on that value and click the 

 button. 
 
Important Note:  
If your library’s WorkFlows drop-down menus for item type, home location, or item 
category 1-5 codes have been customized to only include those codes your library 
assigns to its collection, only the codes from your customized menu(s) will appear 
in the gadget selection boxes in the item group editor.  
 
Please see the next section of this document for instructions on how to search for 
items in your collection that are assigned codes that no longer appear in your 
WorkFlows drop-down menu. 

 
• Several gadget selection boxes on the item group editor’s advanced search 

screen include four options involving “policies.”  
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Below is a screen shot of these policy options for the library value: 
 

 
 

• Includes selected policies will include the specified values in the search 
results. This option is selected by default in the gadget selection box.  

• Excludes selected policies will not include the specified values in the search 
results. 

• Contains invalid policy will search for any values RSA has removed on a 
system-wide level and are no longer recognized as valid by WorkFlows. You 
should see an “Item not found in catalog” message if you attempt to perform 
a search that uses the invalid policy option.  

• Contains no policy will search for any items that are assigned a blank value if 
that value may be selected as a possible value for that field. “Contains no 
policy” is helpful to find those items to which your library assigned a blank 
value for item categories 1-10. For many of the search fields, “Contains no 
policy” will return no results if you select it and perform a search.  
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6. After you select the fields for your search on the advanced search screen, click the 
Search button or hit <Enter> on your keyboard. 
 
If you need to enter a new search, click the Clear button to quickly clear all of your 
search field selections.  

 

The results of your search are displayed in the result list. 
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7. From the result list, select the item(s) you want to add to the item list. These are the 
items you will edit together or use to create a group.  

Tips for adding items to the item list:  

• If you only want to add certain search results to the item list, click on one of 
the search results and drag your cursor up or down to highlight multiple 
items in the search results list. To add the highlighted search results to the 
item list, click the “Add selected” helper button:  

 

 

 

• If you want to add all of the items that are displayed on the current page of 
search results to the item list, click the “Add all” helper button:  
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Important: Only 5,000 items may be added to the item list at one time. Editing a list of 
more than 5,000 items will slow WorkFlows. To avoid slow performance, limit your item list 
to 5,000 items or less.  

The “Add all” helper button adds only those items displayed on the current page of results. 
You may use the blue arrow buttons for “Search Forward” and “Search Backward” to 
navigate through the search results.  

Remember: Only 5,000 items may be added to the item list at one time. Your library 
should edit no more than 5,000 items per day.  

The navigation buttons are circled in the screen shot below. WorkFlows may take a minute 
or two to navigate between pages of search results. 

 

• You can search for other libraries’ items in the item group editor wizard. 
However, WorkFlows will not allow you to add other libraries’ items to the item 
list. If you click either the “Add selected” or the “Add all” helper button to try to 
add items not created by your library to the item list, WorkFlows will simply not 
add the items. No error message will appear. 
 

• You can easily remove items from the item list. 
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If you only want to remove certain items from the item list, click one of the items 
in the item list so that it appears in blue. Drag your cursor up or down to highlight 
multiple items that are listed consecutively. Click the “Remove Items” button to 
remove the highlighted items.  
 

 

The highlighted items will immediately be removed from the item list. WorkFlows will not 
prompt you to confirm the removal. 
 

• The total number of items currently in the item list displays at the top of the 
list (circled below). 

 
Remember: Only 5,000 items may be added to the item list at one time. Your 
library should perform no more than 5,000 total edits in a single day. 
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• If you want to remove all items from the item list, you do not need to highlight 
all of the items. Simply click the “Clear Item List” button.  
 

 
 
All of the items will immediately be removed from the item list. WorkFlows will not prompt 
you to confirm the removal.  
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Searching for Items Assigned Cataloging Codes No Longer in Your WorkFlows Menu  

 
If your library’s WorkFlows drop-down menus for item type, home location, or item 
category 4-5 codes have been customized to only include those codes your library assigns 
to its collection, only the codes from your customized menu(s) will appear in the gadget 
selection boxes in the item group editor. Items in your collection may still be assigned 
codes that formerly appeared in a WorkFlows drop-down menu, even though those codes 
have since been removed from the menu.  
 
For assistance identifying cataloging codes still assigned to items in your collection, but no 
longer in your WorkFlows drop-down menus, please contact the RSA Help Desk at 
help@librariesofrsa.org or 1-866-940-4083. 
 

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 

 
 

 

mailto:help@librariesofrsa.org
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5. The advanced search screen opens. Click the gadget button next to the library field: 
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6. From the gadget selection box, click on your library in the list on the left. Click the 
arrow to move it to the list selected on the right. 

In the example below, the Viola Public Library is selected. Please select your library 
from the list on the left. 
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7. Once you click OK, the gadget selection box will close. The name of your library 
should appear in the library search field.  

Viola Public Library appears in the example below: 

 

Click the gadget button next to the field by which you want to search (home location, item 
type, or item category 4 or 5).  

Once the gadget selection box opens, check to see if the value you want to use in your 
search still appears in the list. If the value does not appear in the list, it has been removed 
from your WorkFlows drop-down menu.  

In the example below, the MYSTERY item category 1 code does not appear in the gadget 
selection box. Codes appear in alphabetical order in each gadget selection box. Since the 
code does not appear in the gadget selection box, it no longer appears in the library’s item 
category 1 menu. 
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8. Since the code is unavailable for you to select, click cancel to close the gadget 
selection box.  
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9. Turn your <Caps Lock> key on. In the blank field to the right of the code you want to 
search by, type the code in upper case.  

In the example below, MYSTERY is typed into the item category 1 field in upper case.  

 

 

 

You must type the code in uppercase.  

If you type the code in lower case and click search, you will see this error: 
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10. After you type the code in upper case into the search field, a list of items in your 
collection that are still assigned that code will display in the result list. The item 
group editor is able to retrieve the items even though the code no longer appears in 
your WorkFlows drop-down menu.  

A list of items assigned to the MYSTERY item cat 1 code in Viola Public Library’s 
collection is shown in the example below:  
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11. From the result list, identify those items you want to edit. Use the "Add all" or "Add 
selected" helper buttons to move the items to the item list at the bottom of the 
screen.  

The number of items in your result list will vary from that shown below:  

 

 

In the example below, the “Add all” helper was clicked, which moved all results to the item 
list. 

 

“Add selected” helper button 

“Add all” helper button 
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12. Create a group of items or edit them. See the following sections of this document 
for instructions: 

• Editing an Unsaved Item List  
• Saving an Item List as a Group  

 

Searching for a Single Item 

 
1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 
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5. The advanced search screen opens. Click the radio button next to “Single.” 
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6. The item search screen opens.  
 
Item ID should appear as the default in the index drop-down menu if you selected 
item ID in the item group editor wizard’s properties.  
 
The single search by item ID is most useful if you need to retrieve one item in the 
item group editor.  

 
Scan or type in the barcode in the item ID box that appears below the index drop-
down menu.  
 

 
 

To select a search index other than item ID, click the index drop-down menu to 
select a different index. Once selected from the drop-down menu, many of the 
indexes display a gadget button to help you expand or limit your search. Other 
search index options, once they are selected from the index drop-down menu, 
provide a radio button that can be used to expand or limit the search.  
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Searches in the item group editor’s single search interface that use indexes other 
than item ID will not be very helpful for retrieving items in your collection. Searches 
in this interface that are not based on the item ID will retrieve all records in all RSA 
libraries that meet your selection in the index menu. If an index other than item ID is 
selected, search results will not be limited to only those items owned by your 
library.  
 

7. After you enter your search in the single search interface, click the Search button or 
hit <Enter> on your keyboard. 
 
If you searched by item ID, the item will appear in the item list (circled below).  
 

 
 

If you performed a search using an index other than item ID, the items will display in 
the result list, above the item list (circled below).  
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Printing Items in the Item List  

You can print a list of the items that appear in the item group editor’s item list. The 
following fields can print for each item:  

▪ Title  
▪ Author* 
▪ Call number  
▪ Library  
▪ Item ID  
▪ Copy number*  
▪ Type  
▪ Current location  
▪ Circulate flag*  

The asterisked ( * ) fields—author, copy number, and the circulate flag—display only when 
they have been selected in the properties for the item group editor wizard. The author field 
should be configured to display in the item list if you adjusted the item group editor wizard 
to use the properties discussed earlier in this guide.  

To adjust the item list display properties for printing:  

If you also want the copy number or circulate flag to display in the item list and appear 
when you print the list, check the boxes next to “Display copy number” and/or “Display 
circulate flag” in the item group editor’s properties box. (You can be logged into WorkFlows 
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using your individual cataloger account when you adjust the item list display properties.) 
Click the OK button on the properties box to save your selections.  

To print items in the item list: 

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 
5. The advanced search screen opens. Search for the items you want to print.  
6. Click the “Add selected” or “Add all” helper button to add the items you want to 

print to the item list.  
7. Once the items appear in the item list, click the Print Items helper button in the 

upper left corner:  
 

 
The Print Items helper button will be grayed out, and you will not be able to click on it until 
you add at least one item to the item list.  
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A Print Preview window opens: 

 

 

The arrow buttons at the top of the Print Preview 

window help you navigate through the document 

page by page. The arrows followed by the vertical 

line allow you to navigate quickly to the first or last 

page of the document. 

 

The page  

drop-down menu 

lets you quickly 

navigate to a 

specific page in a 

multi-page 

document.  
 

The magnifying 

glass buttons allow 

you to zoom your 

view of the 

document in and 

out.  
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When you are ready to print the list of items, click the Printer button at the top of the Print 
Preview window: 

 

 

8. A Print box should open. Select the appropriate printer and any properties, such 
as double-sided, stapled, etc. 

Click the OK button to send the document to the printer. 
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Editing an Unsaved Item List  

The item group editor wizard allows you to easily change in batch a single value, or a 
combination of values, which are assigned to multiple items in your collection. This 
section will discuss how to edit values for a list of items that you have not saved as a group 
in the item group editor wizard.  

RSA recommends only making changes to items that are not saved as a group if you 
will not need to restore the edited items to their original values at some point. If you 
will eventually need to restore the original values of the items in the list (for example, a 
collection that will be assigned to the DISPLAY home location code will eventually return to 
its original home location of FICTION), RSA recommends first saving that item list as a 
group in the item group editor. Doing so will allow those items to be more easily restored to 
their original values at a later date. Groups will be discussed in more detail later in this 
guide.  

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 
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5. The item group editor’s advanced search screen opens. Search for the items you 
want to modify. You can select a single value to search, or you can select multiple 
values for your search.  

 
6. Add the items to be modified to the item list using the “Add all” or “Add selected” 

helper buttons. 
 
Remember:  
You can search for items cataloged by other libraries in the item group editor 
wizard. However, WorkFlows will not allow you to add other libraries’ items to the 
item list. If you click either the “Add selected” or the “Add all” helper button to try to 
add items not created by your library to the item list, WorkFlows will simply not add 
the items. No error message will appear. 
 

7. Once the items to be modified have been added to the item list, click the “Edit 
Items” button at the bottom of the screen:  

 



Resource Sharing Alliance 

Page 47 

The Edit Items box will open:  
 

 
 

8. Select the values you want to modify for all of the items in the item list. You can 
select a single value, or a combination of values, to modify at one time.  

Under “Item information” in the edit items box, use the drop-down menus to select 
the values that the item group editor should assign to all of the items in the item list. 
See the next page for a chart that lists the item values that can be modified in the 
item group editor.  

Remember:  
The item values you select and the extended information text you enter into the edit 
items box will be applied to all of the items in the item list. 
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The chart below lists each item value, as well as a short description of that value, which 
can be modified using the item group editor wizard.  

 
Item Value 

 
Description 

 
Copy number WorkFlows automatically assigns sequential copy numbers when you 

catalog more than one item that is attached to the same call number 
on a bibliographic record. Please do not edit the copy number. Editing 
the copy number can cause trouble in the automatic counter on the 
WorkFlows backend, including if RSA needs to run a history log of the 
item at some point. 

Type The code assigned to the item that indicates its format (BOOK, N-BK, 
DVD, MAGAZINE, etc.). The item type determines circulation and hold 
rules. 

Item library The WorkFlows code of the library that cataloged the items. The value 
for item library will remain “Will not be modified.” You may only 
modify items owned by your library and its branches (if applicable) in 
the item group editor.  

Home location The code that indicates where the item is shelved in your library 
(FICTION, NONFICTION, STACKS, etc.). 

Current location 
 

The code that indicates where the system “thinks” the item is located 
(checked out,  
in-transit, holds, etc.). This value cannot be modified in the item 
group editor.  

Item cat 1 The item category 1 code indicates if the item’s content is fiction or 
nonfiction. Select the EQUIPMENT item cat 1 for any items that do not 
have fiction or nonfiction content. Each item cataloged in WorkFlows 
must be assigned an item cat 1. The UNDEFINED value should never 
be assigned to item cat 1.  

Item cat 2 The item category 2 code is assigned to the item to indicate its 
reading, viewing, or listening level. Select the EQUIPMENT item cat 2 
for any items that do not have a reading, viewing, or listening level. 
Each item cataloged in WorkFlows must be assigned an item cat 2. 
The UNDEFINED value should never be assigned to item cat 2. 

Item cat 3 The item category 3 code indicates the item’s general format. The 
item cat 3 code assigned to an item depends on its item type. Each 
item cataloged in WorkFlows must be assigned an item cat 3. The 
UNDEFINED value should never be assigned to item cat 3. RSA runs a 
daily script to ensure items are assigned the correct item cat 3 based 
on their item type.  
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Item cat 4 The item category 4 code indicates the item’s genre. RSA strongly 
recommends you assign item cat 4 codes to your collection, 
especially for any new items cataloged.  

Item cat 5 The item category 5 code indicates the item’s sub-genre. Assigning 
item cat 5 codes to your collection is optional. 

Item cat 6 The OCLCEXCLUD item category 6 code may be assigned to an item 
whose holding should not be updated in OCLC WorldCat during the 
RSA monthly process that batch updates OCLC holdings. Because 
the holding is not updated in OCLC, the item will not be visible for 
WorldShare interlibrary loan requests. Assigning the OCLCEXCLUD 
item cat 6 code is optional. Leave the item cat 6 value as “Will not be 
modified” if you do not want to assign OCLCEXCLUD. If item cats 6 
does not appear on the item group editor screen, you are not running 
the latest version of WorkFlows. Download it here from the RSA 
support site. 

Item cats 7-10 The value for item categories 7-10 will remain “Will not be modified.” 
No need to edit these item cats because RSA is not currently using 
them. If item cats 7-10 do not appear on the item group editor screen, 
you are not running the latest version of WorkFlows. Download it here 
from the RSA support site.  

Media desk This code is part of a WorkFlows module not currently used by RSA 
libraries. The value for media desk will remain “Will not be modified.”  

Number of 
pieces 

Multi-piece items that circulate as a single unit (i.e., assigned a single 
barcode) should be assigned the appropriate number depending on 
how many pieces are included in the item. To enter a value for 
number of pieces in the edit items box, select the blank option from 
the drop-down menu. Type the value for the number of pieces that 
should be assigned to all of the items in the item list. Editing the 
number of pieces to a value greater than one may interfere with self-
checkout machines.  

Permanent 
 

Select “Yes” or “No” to indicate if the item is permanent to your 
collection. Most items should be marked as permanent. Rental or 
interlibrary loan items are two examples of items that may be marked 
as non-permanent. 

Price  All items cataloged in WorkFlows should be assigned a price in case 
the item is lost or damaged. To enter a value for price in the edit items 
box, select the blank option from the drop-down menu. Type the price 
that should be assigned to all of the items in the item list. You do not 
need to include a dollar sign before the price, but you will need to 
enter the price in dollars and cents (i.e., 20.00 – not 20). 

Shadow item 
 

Select “Yes” or “No” to indicate if all of the items in the item list 
should be shadowed. Shadowed items are visible in WorkFlows, but 

https://support.librariesofrsa.org/project/downloads-setup/
https://support.librariesofrsa.org/project/downloads-setup/


Resource Sharing Alliance 

Page 50 

not the RSAcat. Equipment and interlibrary loan items are two 
examples of items that your library might shadow.  

Circulate item 
 

The value for Circulate should remain “Will not be modified.” The 
circulate box must be checked for all items. A no circulation rule 
associated with an item type should be used to block the checkout of 
an item, rather than unchecking the circulate box.  

Extended 
information 

Type the text that should be assigned to all of the items as a circ, 
public, or staff note. You can create a new note, add the note to the 
end of the existing note (“append”), or replace the existing note with a 
new note. You cannot erase an existing note by leaving the note’s text 
field blank and selecting the “New” or “Replace” option.  

 
Below is a screen shot of the edits performed on a list of items cataloged by Odell Public 
Library District that share the following: 

• The item type NEW-BOOK 
• The home location FICTION  
• A date created before 07/01/2012 

 
The item group editor will be used to modify the following for all of the Odell items: 

• The item type will be modified to BOOK.  
• The item category 1 code will be modified to FICTION.  
• The item category 2 code will be modified to ADULT. 
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9. After you select the item value(s) to modify, click the Edit Items button.  

Depending on the number of items in the item list, the item group editor may take a minute 
or two to modify the items.  

Once the modifications are complete, the items from the item list will appear listed at the 
bottom of the edit items box: 
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10. Scroll through the item list and check the Status column. Make sure “Modified” 
appears as the status. 

If “No Changes” appears as the status, this means that particular item was already 
assigned the value(s) you selected to modify.  

If “Item not found in catalog” appears as the status, this most likely means the item 
was deleted from WorkFlows since you included it in the item list. The item group 
editor was unable to find the item in the database to modify it.  



Resource Sharing Alliance 

Page 53 

 

 

11. Click the Close button once you confirm the items were modified. 

--or-- 

If you need to make additional modifications to this item list: 
a. Click the Reset button in the edit items box to clear the values you selected 

to modify under “Item information” and “Extended information.” 
b. Select the appropriate item values or extended information notes to modify. 
c. Click the Edit Items button.  
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Verifying Edits to Items 

 
After you modify items in the item group editor wizard, you have two options to verify the 
modifications were performed on those items: 

▪ Run a report in BLUEcloud Analytics (BCA). Please note that modifications to items 
are not immediately visible in BCA. The modifications will only be visible in BCA the 
following day. For more information about searching for modified items, please see 
the section of this document titled “Considerations When Searching for Recently 
Modified Items.” 

▪ “Spot check” several items you modified using the Item Search and Display wizard. 
You must use another wizard to spot check modifications, as the item group editor 
is unable to display item information directly from the result list or item list. In order 
to easily switch between the item group editor and the Item Search and Display 
wizard, please ensure multiple windows mode and tabbed windows are configured 
in WorkFlows. For instructions how to configure these settings, please see the 
section of this document titled “Enabling Multiple Windows Mode & Tabbed 
Windows in WorkFlows.” 

 

To verify edits to items using the Item Search and Display wizard: 

1. From the Edit Items box in the item group editor wizard, note either the title or the 
item ID of an item whose edits you want to verify. An example title and item ID 
appear in red boxes below.  

If you will use the item ID, you may find it helpful to write down the item ID on 
scratch paper. 
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Leave the Edit Items box open in the item group editor in case you want to spot check more 
items.  

2. From the Common Tasks toolbar, left click on the Item Search and Display wizard: 
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3. Once you click on the Item Search and Display wizard, two tabs—one for the item 
group editor and another for Item Search and Display—should appear at the top or 
the bottom of your screen. The location of the tabs on your screen depends on your 
setting for tabbed window display.  

In the screen shot below, the two tabs for the item group editor and the Item Search 
and Display wizard appear at the top of the screen:  

 

4. Search by title or item ID in the Item Search and Display wizard.  

If you search by title, narrow the search to your library’s collection using the Library 
drop-down menu. Hit <Enter> on your keyboard or click the Search button. 

 

If you search by item ID, click the Advanced Search helper button in the upper left corner of 
the Item Search and Display wizard: 
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From the Advanced Search screen, select “Item ID” if it does not already appear in the 
Index menu.  

Under Type, select the button next to “Exact” if it is not already selected.  

Type in the item ID for which you want to search.  

 

Hit <Enter> on your keyboard or click the Search button. 

5. Once the record displays, click on the Call/Number Item tab if it is not already open: 
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6. Make sure the line with your library’s item ID is highlighted in blue in the tree: 
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7. On the Item Info tab, verify the information assigned to that item reflects the edit(s) 
you performed on that item in the item group editor wizard.  

 

 

 

8. Once you verify the item information reflects your edits, click the “Return to Search” 
button if you want to check another item you modified in the item group editor.  

9. If you are finished verifying items modified in the item group editor, click the “Close” 
button at the bottom. 
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Creating a Text File of Item IDs 

 
1. Use BLUEcloud Analytics (BCA) to generate a report of the items you need to edit in 

the item group editor. The “Item List Builder (from WR)” is a helpful BCA report, but 
there are many other reports as well. Export the BCA report into an Excel 
spreadsheet. 

a. To request the setup of a BCA account or the user ID or password for your 
existing BCA account, email help@librariesofrsa.org.  

b. For instructions on how to run a BCA report, refer to these resources: 
i. Cheat sheet: https://support.librariesofrsa.org/wp-

content/uploads/2024/08/BLUEcloud-Analytics-Running-a-Report-
Cheat-Sheet-2024-08-16.pdf  

ii. Video (4 ½ minutes): https://support.librariesofrsa.org/wp-
content/uploads/2024/08/BLUEcloud-Analytics-Running-a-Report-
Cheat-Sheet-2024-08-16.pdf  
 

2. Remove all of the data on the Excel spreadsheet except for the item IDs.  

When the report is uploaded into the item group editor wizard, the report may 
contain only the item IDs of the items to modify. The report cannot contain any 
other information--title, library, item type, etc.  

Each item ID must appear on a separate line on the report. If more than one item ID 
appears on a line, WorkFlows will be unable to recognize the item IDs when you 
upload the report into the item group editor wizard. If more than one item ID 
appears on a line, copy (Ctrl c) paste (Ctrl v) the item IDs onto separate lines in the 
spreadsheet.  

RSA asks that you limit files of item IDs to upload into the item group editor to no 
more than 5,000 items per day. Smaller files of 100 to 200 items will upload more 
quickly into the item group editor than a file of 5,000 items. 

  

mailto:help@librariesofrsa.org
https://support.librariesofrsa.org/wp-content/uploads/2024/08/BLUEcloud-Analytics-Running-a-Report-Cheat-Sheet-2024-08-16.pdf
https://support.librariesofrsa.org/wp-content/uploads/2024/08/BLUEcloud-Analytics-Running-a-Report-Cheat-Sheet-2024-08-16.pdf
https://support.librariesofrsa.org/wp-content/uploads/2024/08/BLUEcloud-Analytics-Running-a-Report-Cheat-Sheet-2024-08-16.pdf
https://support.librariesofrsa.org/wp-content/uploads/2024/08/BLUEcloud-Analytics-Running-a-Report-Cheat-Sheet-2024-08-16.pdf
https://support.librariesofrsa.org/wp-content/uploads/2024/08/BLUEcloud-Analytics-Running-a-Report-Cheat-Sheet-2024-08-16.pdf
https://support.librariesofrsa.org/wp-content/uploads/2024/08/BLUEcloud-Analytics-Running-a-Report-Cheat-Sheet-2024-08-16.pdf
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To delete a column from the spreadsheet, put your cursor over the column and right 
click. Select “Delete” from the menu.  
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Remove any rows at the top of the spreadsheet that are blank, contain the report 
name, or have column headers such as title, library, item type, item ID, etc. Only an 
actual item ID should appear in the first row. 
 
To delete a row, put your cursor over the row and right click. Select “Delete” from 
the menu. 
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3. Scroll to the bottom of the report of item IDs. Note the number that appears to the 
left of the last item ID in the list (circled below). You will use this number to confirm 
the items successfully uploaded into the item group editor.  

 

 
4. After all of the content except for the item IDs have been removed, and there are no 

more than 5,000 items listed, save the spreadsheet using the “text (tab delimited)” 
option in Excel.  
 
To ensure a successful upload into the item group editor wizard, your report of item 
IDs must be saved in this text file format.  
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On the “Save As” box in Excel, click on the drop-down menu for “Save as type.”  
 
Select “Text (Tab delimited).” 

 

5. Select a location on your computer to save the file of item IDs.  

RSA recommends saving the file in an easy-to-find location on your computer, such 
as the desktop, a network drive, or a flash drive. 
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6. RSA suggests you name the file of item IDs using these guidelines: 
• Begin with the first two letters of your library’s WorkFlows code (e.g., AY for Ayer 

Public Library District). 
• The value (item type, home location, item category, etc.) currently assigned to 

the list of item IDs, which will help you identify the item IDs contained in the file 
(e.g., DVDs). 

• Enter today’s date so you can easily determine from the file name when that file 
was created  
(e.g., 9.11.12). 
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Uploading a Text File of Item IDs 

 
After you create the text file of item IDs, you are ready to upload the file into the item group 
editor wizard. The item group editor will search WorkFlows and retrieve the item IDs listed 
in your file.  
 

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 
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5. The advanced search screen opens. Click the Upload Item IDs helper button:  

 

  

A pop-up box appears for you to upload the file of item IDs: 

 

 
6. Click the gadget button next to the “File to upload” box.  

 
7. A “Select File” box opens.  

 
Click the “Save in:” menu at the top of the box to find where you saved the file of 
item IDs on your computer.  
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Remember: RSA recommends saving files to your computer’s desktop, a flash 
drive, or a network drive so you can easily find the file to upload into the item group 
editor. 

 

 

8. From the list of files, click on the file you want to upload so that it is highlighted in 
blue.  

The name of your file should then appear in the “File name” box. 
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9. Click OK to close the “Select File” box. 

The file name should now appear in the “File to upload” box in the item group editor: 

 

(Your file name will vary from that shown above.) 

10. Click the Upload button. 

During the upload, WorkFlows uses the item IDs listed in your file to retrieve the 
items from the database.  

Depending on the number of item IDs in your file, WorkFlows may take several 
minutes to retrieve the items. 
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If any of the item IDs in the file were not found in WorkFlows, an error pop-up box 
appears that lists those item IDs that were not found.  

Items that display the “Item not found in catalog” message were likely deleted from 
WorkFlows between the time you ran the report of item IDs and uploaded it into the 
item group editor wizard. Click the red X in the upper right corner to close the error 
box. 

11. The items from your file that WorkFlows was able to find during the upload have 
been added to the item list.  

Confirm the total number of items in the item list (circled below) matches the 
number of item IDs that were included in your text file. If there are discrepancies, 
consider any item IDs that generated the “item not found in catalog” error or 
duplicate item IDs in the text file.  

Now that the items are in the item list, you can edit the items from there. Close the 
wizard once the edits are complete.  
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Considerations when uploading files: 
 

• The item group editor will display any items in the result list that are not owned by 
your library, if those items were included in your uploaded file. Although these other 
libraries’ items can appear in the result list, you cannot add the other libraries’ 
items to the item list. You may only edit items cataloged by your library.  
 

• Item IDs that are uploaded into the item group editor will replace any items that 
already appear in the item list. If you want to add the uploaded items to a list of 
items that already appear in the item group editor’s item list, RSA recommends 
uploading the file of item IDs first. Then you can use the item group editor to search 
for the additional items and add them to the list of uploaded items.  
 

Remember: Your library should edit no more than 5,000 items per day in the item 
group editor wizard. 



Resource Sharing Alliance 

Page 72 

Saving an Item List as a Group  

After you perform a search in the item group editor wizard, you can save those items as a 
group. Saving groups allows you to easily restore the items’ original values if you had 
subsequently modified those values. For example, nonfiction books shelved in the new 
nonfiction section, NEW-NF, which are no longer considered new materials, could be 
edited back to their original home location code of NONFICTION by using a group you had 
previously saved in the item group editor wizard.  

You may only create groups of items cataloged by your library. You may create groups that 
contain more than 5,000 items, but please remember your library should edit no more than 
5,000 items per day in the item group editor. 
 
Once a group is restored to its original values, that group should be promptly removed 
from the item group editor wizard. Large numbers of groups saved in the item group 
editor may affect your ability to search for and display a list of all groups saved by your 
library.  
 

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 
5. The advanced search screen opens. Search for the items you want to save as a 

group. 



Resource Sharing Alliance 

Page 73 

6. Click the “Add selected” or “Add all” helper button (circled below) to add the items 
you want to save as a group to the item list.  

 
 

 

 
 



Resource Sharing Alliance 

Page 74 

Remember: 
 

• The “Add all” helper button adds only those items displayed on the current page of 
results. Use the blue arrow buttons for “Search Forward” and “Search Backward” to 
navigate through the search results. The navigation buttons are circled in the screen 
shot below. WorkFlows may take a minute or two to navigate between pages of 
search results. 
 

• Only 5,000 items may be added to the item list at one time. Your library should 
edit no more than 5,000 items per day. 

 
• You can search for items cataloged by other libraries in the item group editor 

wizard. However, WorkFlows will not allow you to add those other libraries’ items to 
the item list. If you click either the “Add selected” or the “Add all” helper button to 
try to add items not created by your library to the item list, WorkFlows will simply 
not add the items. No error message will appear. 
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7. Once you have added all of the items to the list that you want to save as a group, 
click the “Create Group” button at the bottom. 
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8. The Create Group window opens.  
 
In the Group ID field, type a name for the group. The group ID may be up to 20 
characters. Any text typed into the group ID field will automatically appear in 
uppercase. 
 
Please do not select the AUTO option that appears in the group ID drop-down 
menu. If you select this option, WorkFlows will assign an auto-generated number to 
your item group, which will not help you – or RSA staff – easily identify to which 
library the group belongs.  
 
RSA recommends you create group IDs using these guidelines:  

• Begin with the first two letters of your library’s WorkFlows code (e.g., AP 
for Alpha Park Public Library). 

• The value (item type, home location, item category, etc.) currently assigned 
to the group, which you plan to modify after you save the group (e.g., NEW-
NF). 

• If there is space in the group ID’s 20-character limit, enter today’s date so 
you can easily determine from your library’s list of saved groups when that 
particular group was created  
(e.g., 07.05.12) 

 
For example, for a list of Alpha Park Public Library’s items that are currently shelved 
in the new nonfiction location, you would enter the group ID: AP NEW-NF 07.05.12 
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9. In the Description field, enter a short statement that describes the items in that 
group.  
For example: Alpha Park items shelved in NEW-NF as of 07.05.12 

 

 
 

10. Once you have entered a group ID and description, click the “Create Group” button 
at the bottom.  
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WorkFlows may take a minute or two to save the group, depending on its size. 
 

11. A pop-up box will appear, confirming the “Group created.” Click OK to close the 
box.  

 

 
 

12. After the group is saved, the following information (circled below) appears at the top 
of the item list, confirming the creation of the group: 

• Date created 
• Date last modified 
• Created by 
• Last modified by  
• Library  
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13. Click the Close button at the bottom. 
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Finding a Group  

 
You can use the item group editor wizard to search for all of your library’s saved groups or a 
specific group.  
 

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 
5. The advanced search screen opens. Click the Item/Group Search helper button:  
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6. The Group Search screen opens.  
 
To retrieve a list of all groups created by your library: 

a. Leave the group ID box blank.  
b. Select your WorkFlows code from the Library drop-down menu.  

 

 
 

c. Click the Search button or hit <Enter> on your keyboard.  
 
The item group editor wizard will retrieve a list of all groups created by your library:  
 

  
 
You can re-sort the list of groups by clicking on any of the column headings. Contents in 
the list can be sorted in ascending or descending order.  
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For example, if the “Group ID” column heading from the screen shot shown above is 
clicked, the list will re-sort in ascending order by the group ID: 
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To retrieve a specific group created by your library: 
a. Enter all or part of the name in the group ID field. Remember to include the first 

two letters of your library’s WorkFlows code when searching by group ID.  
b. You can leave the library selection as “ALL,” or you can select your library from 

the drop-down menu. 
 

 
 

c. Click the Search button or hit <Enter> on your keyboard.  
 
The item group editor will display the item list for that group: 
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Exporting a Group 

 
You can export a group from the item group editor into an Excel spreadsheet. You can then 
save the spreadsheet to your computer and manipulate it from there (re-sort the data, 
resize columns, remove rows or columns, etc.). Exporting groups may be helpful if your 
library wants to save lists of display items, subject bibliographies, and other groups of 
items external to the item group editor.  
 

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 

 
The advanced search screen opens. Click the Item/Group Search helper button:  
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The Group Search screen opens: 
 

 
 



Resource Sharing Alliance 

Page 87 

5. Search for the group you want to export.  
 
If your search returns a list of groups, click on the group you want to export so it 
appears in blue: 
 

 
 

 

6. Click the “Manage Group” button at the bottom. 
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The item group editor will display the group:  
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7. Go to the File menu in the upper left corner. Select “Print Screen”: 
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8. Your internet browser will open a window displaying the group: 
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9. Beginning with the text “Group Info” in the upper left corner, highlight all of the text 
on the page or simultaneously press <Ctrl> + <a> on your keyboard so that all the 
text on the page appears in blue.  
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10. Once all the text is highlighted in blue, right click with your mouse. Select “Copy” 
from the menu: 
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11. Open Microsoft Excel.  

12. Right click on the first cell in the Excel spreadsheet and select Paste. 

If there is more than one “Paste” option in the menu, select the option to “Match 
Destination Formatting”: 
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13. The exported group will paste in plain text into the spreadsheet:  

 

You can then save the spreadsheet to your computer and manipulate it from there (re-sort 
the data, resize columns, remove rows or columns, etc.). 
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Adding Items to a Saved Group 

WorkFlows will only allow you to add items to a group created by your library. WorkFlows 
will not allow you to add items to groups created by other RSA libraries.  

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 
5. The advanced search screen opens. Click the Item/Group Search helper button:  
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The Group Search screen opens: 
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6. Search for the group you want to modify.  
 
If your search returns a list of groups, click on the group you want to modify so it 
appears in blue: 

 

 
 

 

7. Click the “Manage Group” button at the bottom. 
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The item group editor will display the group:  

 

 

8. Click the Add Items helper button in the upper left corner: 
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The Item Search box will open:  

 

9. Using the single or advanced search, find the items you want to add to the group.  
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10. Click the “Add Items to Item List” button when you are finished searching for items 
to add to the group: 
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11. The items you added will appear at the bottom of the displayed group. You may 
need to scroll down to see the items you added to the group.  

 

 

12. Click the “Save Group” button to save the group with the added items.  

13. A pop-up box will confirm the group saved. Click OK. 
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Removing Items from a Saved Group 

WorkFlows will only allow you to remove items from a group created by your library. 
WorkFlows will not allow you to remove items from groups created by other RSA libraries.  

Removing items from a group only removes the items from that group. The items still 
remain in WorkFlows, but they are no longer associated with that group in the item group 
editor wizard.  

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 
5. The advanced search screen opens. Click the Item/Group Search helper button:  
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The Group Search screen opens: 
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6. Search for the group you want to modify.  
 
If your search returns a list of groups, click on the group you want to modify so it 
appears in blue: 

 

 
 

 

7. Click the “Manage Group” button at the bottom. 
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8. The item group editor will display the group. Click on the item you want to remove 
from the group so that it appears in blue: 

 

 

9. Click the Remove Items helper button in the upper left corner:  
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10. The item you selected will be immediately removed from the group. The item list 
count at the top of the group should have decreased by one item.  

The number shown on your screen will differ, depending on how many items were 
saved in your group and how many items you removed.  

 

 

 

11. Click the “Save Group” button to save the group with the items removed from it.  

12. A pop-up box will confirm the group saved. Click OK. 
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Editing Items Saved as a Group 

The item group editor wizard allows you to edit values for a list of items that you have saved 
as a group.  

RSA recommends saving groups of items if you plan to restore those items to their original 
values at some point. When you edit items that belong to a saved group, you can select the 
option to “archive before editing.” When this archive option is selected, WorkFlows saves 
the original, pre-edited values of the items that will be modified. (Note, however, that 
WorkFlows will not archive values of fields that are not modified in the item group editor 
wizard.)  

WorkFlows will retain the archived values until you restore those values to the items in that 
group. Any actions that are performed on the items between the time you save the archive 
and restore the values will not affect the archived values.  

If an item is included in more than one group, and those groups have also been archived, 
that item will use the values of the group that is most recently restored.  

WorkFlows will only allow you to edit items in groups that are created by your library. 
WorkFlows will not allow you to edit any items in groups created by other RSA libraries.  

For example: 
You create a group of holiday DVDs, archive the values, and then change the home 
location value to indicate these DVDs are on display. While the holiday DVDs are on 
display, you might change the home location value for one or two of these DVDs (for 
example, the item needs to be sent to the cataloger to be repaired so the item’s home 
location value is changed to CATALOGING.)  
 
When you restore the item values for this group of DVDs, they will all be restored to the 
home location value that was saved in the archive (i.e., HOLIDAY). The DVD assigned the 
home location of CATALOGING (or some other modified value) would also have its home 
location value restored to HOLIDAY.  
 

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 

 



Resource Sharing Alliance 

Page 108 

5. The item group editor’s advanced search screen opens. Click the Item/Group 
Search helper button:  
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6. The Group Search screen opens. Find the group you want to edit. 
 
Group Search Tip: To quickly retrieve a list of all groups created by your library, 
leave the Group ID field blank, select your WorkFlows code from the library menu, 
and click the Search button: 
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7. From the group list, click on the group you want to edit so that the group appears in 
blue: 

 
 

8. Click the Manage Group button at the bottom. 



Resource Sharing Alliance 

Page 111 

The Manage Group screen will display a list of the items that are saved in that group:  

 

 

9. Click the Edit Items button at the bottom.  
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The Edit Items box will open:  

 

10. Important: To save the current values for all of the items before you perform the 
edits, check the box next to “Archive before editing.” 
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By selecting the archive option, you will be able to restore the values of the items in 
that group back to the values they were originally assigned before you edited those 
items.  

11. In the Edit Items box, select the fields you want to modify for all of the items in the 
group. You can select a single field, or a combination of fields, to modify.  

Under “Item information” in the Edit Items box, use the drop-down menus to select 
the values that the item group editor should assign to all of the items in the group.  

Under “Extended information” in the Edit Items box, you can type in the text that 
should be assigned as a circ, public, or staff note. You can create a new note, add 
the note to the end of the existing note (“append”), or replace the existing note with 
a new note. You cannot erase an existing note by leaving the note’s text field blank 
and selecting the “New” or “Replace” option.  

Remember:  
The item information values you select and the extended information text you enter 
in the Edit Items box will be applied to all of the items in the group.  
 
Below is a screen shot of the edits performed on a group of items cataloged by 
Tremont District Library that share the following: 

• The home location HOLIDAY  
• The item type DVD 

 
The item group editor will be used to modify the home location of all these items to 
DISPLAY. 
 
Note that the “Archive before editing” box is checked (squared below).  
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12. After you select the item value(s) to modify, click the Edit Items button at the 
bottom.  

Depending on the number of items in the group, the item group editor may take a minute or 
two to modify the items.  

Once the modifications are complete, the items included in the group will appear listed at 
the bottom of the Edit Items box: 
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13. Scroll through the item list and check the status column. Make sure “Modified” 
appears as the status. 

If “No Changes” appears as the status, this means that particular item was already 
assigned the value(s) you selected to modify.  

If “Item not found in catalog” appears as the status, this most likely means that the 
item was deleted from WorkFlows since it had been included in the group. The item 
group editor was unable to find the item in the database to modify it.  

Remember: WorkFlows will only allow you to edit groups that include your library’s 
items. If you try to edit items in another library’s group, WorkFlows will display this 
status message: “Failed: You may not maintain this library’s item information.” 
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14. Click the Close button once you confirm the items were modified. 

--or-- 

If you need to make additional modifications to this group: 
d. Click the Reset button in the Edit Items box to clear the values you selected 

to modify under “Item information” and “Extended information.” 
e. Select the appropriate item values or extended information notes to modify. 
f. Check the box next to “Archive before editing” if you want to save the current 

values for all of the items before you perform the edits. 
g. Click the Edit Items button.  
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Important: 
For information about how to search for recently modified items in WorkFlows, the RSAcat, 
and BLUEcloud Analytics, please see the section of this guide “Considerations When 
Searching for Recently Modified Items.” 



Resource Sharing Alliance 

Page 118 

Restoring Items in a Group to Their Original Values  

If you selected the archive option before you edited the items in a saved group, you can use 
the item group editor wizard to easily restore the items in that group to their original values.  

If an item is included in more than one group, and those groups have also been archived, 
that item will use the values of the group that is most recently restored.  

WorkFlows will only allow you to restore values for items in groups that are created by your 
library. It will not allow you to restore values for any items created by other RSA libraries.  

For example: 
In the previous section of this guide, you created a group of holiday DVDs, archived the 
values, and then changed the home location value to indicate these DVDs are on display. 
When the holiday DVDs are no longer on display, you can use the item group editor to 
restore the home location of all of the DVDs in this group to HOLIDAY—the home location 
value originally assigned to these DVDs that is saved in the group’s archived settings in the 
item group editor wizard.  
 

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 
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5. After you enter the override password, the item group editor’s advanced search 
screen opens.  
 
Click the Item/Group Search helper button:  
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6. The Group Search screen opens. Find the group you want to restore. 
 
Group Search Tip: To quickly retrieve a list of all groups created by your library, 
leave the Group ID field blank, select your WorkFlows code from the library menu, 
and click the Search button: 
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7. Click on the group you want to restore so that the group appears in blue: 

 

 

8. Click the Manage Group button at the bottom. 

The Manage Group screen will display a list of the items that are saved in that group:  
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9. Click the Restore Items button at the bottom.  

Important: The Restore Items button is only available for groups that have been 
archived. If the group was not archived, the Restore Items button will appear grayed 
out. 

10. In the Confirmation pop-up box, click “Yes” to restore the edited fields to their 
original values for all items saved in the group.  
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Depending on the number of items saved in the group, the item group editor may take a 
minute or two to modify the items.  

Once the modifications are complete, the Restore Items Results window opens: 

  

11. Scroll through the item list and check the status column. Make sure “Restored” 
appears as the status. 

If “No Changes” appears as the status, this means that particular item was already 
assigned the values you selected to restore.  
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If “Item not found in catalog” appears as the status, this means that the item was 
deleted from WorkFlows since it had been included in the group. The item group 
editor was unable to find the item in the database to restore it.  

12. Click the Close button once you confirm the items were restored. 

The updated Manage Group screen will appear. The items in the list will appear, restored to 
their original values.  

In the example below, the home location value for the DVDs has been restored to the 
original value -- HOLIDAY -- from the modified home location value of DISPLAY: 

 

 

13. Click the Close button at the bottom. 
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Remember:  
You are able to search for and display groups created by other RSA libraries. However, 
WorkFlows will only allow you to restore items in groups created by your library. If you try to 
restore items in another library’s group, WorkFlows will display this status message: 
“Failed: You may not maintain this library’s item information.” 
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Merging Groups 

 
You can merge groups in the item group editor wizard to combine all of the items in two or 
more groups into a single group. When you merge groups, the original groups are deleted. 
A single, new group is created that contains all of the items from the merged groups.  
 
Please use caution when merging groups. There is no way in WorkFlows to undo the merge.  
 

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the item group editor wizard and left click. 
5. The item group editor’s advanced search screen opens.  

 
6. Click the Item/Group Search helper button: 
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7. Search for all groups in your library. Leave the Group ID field blank, select your 
WorkFlows code from the library menu, and click the Search button. 

 

8. From the list of groups, click on the groups you want to merge so they are 
highlighted in blue. You can click on a group, dragging your cursor up or down, to 
select multiple groups. You can also highlight multiple groups while clicking with 
your mouse and holding down the Ctrl key on your keyboard.  

 

9. Click the Merge Groups button at the bottom.  
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10. The Merge Groups pop-up box opens. 
a. In the Group ID field, type a name for the group. The group ID may be up to 20 

characters. Any text typed into the group ID field will automatically appear in 
uppercase. 
 
Please do not select the AUTO option that appears in the group ID drop-
down menu. If you select this option, WorkFlows will assign an auto-
generated number to your group, which will not help you – or RSA staff – 
easily identify to which library the group belongs.  

 
b. In the Description field, enter a short statement that describes the purpose 

of the merged group.  

c. Select your library from the library drop-down menu if it is not already 
selected. 

 

 
 
11. Click the “Merge Groups” button.  

 
12. A pop-up box will appear, confirming the merge was successful. Click OK to close 

the box.  
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WorkFlows will not allow you to merge archived groups. You will see a pop-up box with 
the error “Archived groups cannot be merged.” 
 
13. After the groups are merged, the following information (circled below) appears at 

the top of the item list, confirming the creation of the group: 
• Date created 
• Date last modified 
• Created by 
• Last modified by  
• Library  

 

 
 
The original groups that merged into the new group were removed during the merge 
process. 

 
14. Click the Close button at the bottom.  
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Deleting a Group  

You can remove any group your library has saved in the item group editor wizard. Deleting a 
group only removes the group. The items still remain in WorkFlows, but they are no longer 
associated with that group in the item group editor wizard.  

Once a group is restored to its original values or it is no longer needed, that group 
should be promptly removed from the item group editor wizard. Large numbers of 
groups saved in the item group editor may affect your ability to search for and display a list 
of all groups saved by your library.  
 
Please use caution when deleting groups, as there is no way in WorkFlows to retrieve 
deleted groups.  
 
Although you are able to search for and display groups created by other RSA libraries, 
WorkFlows will only allow you to delete groups created by your library.  
 

1. Log into WorkFlows using your individual cataloging account. 
2. Go to the Cataloging module. 
3. Open the Call Numbers and Items toolbar on the left. 
4. Put your cursor over the Item Group Editor wizard and left click. 
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5. The item group editor’s advanced search screen opens.  
 
Click the Item/Group Search helper button:  
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6. Search for the group you want to delete. 

Group Search Tip: To quickly retrieve a list of all groups created by your library, 
leave the Group ID field blank, select your WorkFlows code from the library menu, 
and click the Search button: 
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7. From the list of groups, click on the group to delete so that it appears in blue:

 
8. Click the Manage Group button at the bottom.  
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9. The group, along with a list of the items assigned to that group, will open. Check the 
group ID and description boxes at the top of the item list to verify the group 
displayed is the group you want to delete:  

 

10. Click the Remove Group button at the bottom.  
 

11. A pop-up box will appear, asking you to confirm the deletion: 
 

12. Click “Yes” to delete the group. 
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13. Another pop-up box will appear, confirming the group has been removed: 
 

 
 
Click “OK” to close the removal confirmation box.  
 
Remember: 
Although this message confirms the group and its items have been removed, only 
the group your library saved in the item group editor wizard has been removed. The 
items that formerly belonged to the removed group remain in WorkFlows.  
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Considerations When Searching for Recently Modified Items 

 
The considerations discussed below apply when searching for items that were edited in 
either an unsaved list or as part of a saved group in the item group editor wizard. 
 
Searching for recently modified items in the item group editor wizard only:  
As soon as items are modified in the item group editor, the modified value(s) will 
immediately take effect for searching in the item group editor wizard, provided you 
selected the “update dynamic indexes” option in the “Setting Item Group Editor Wizard 
Properties” section of this guide.  
 
If you modify items in the item group editor and then re-search for those items using the 
value(s) you just modified, the item group editor will retrieve the recently edited items if 
your item group editor wizard is configured to update dynamic indexes.  
 
If you did not select the dynamic indexing option in the item group editor wizard’s 
properties, the recently modified value(s) will not be retrieved if you search for them in the 
item group editor. An “item not found in catalog” message will appear after you perform 
the search. Overnight the WorkFlows Rebuild Item Database report will index the modified 
items, so they are visible the next day if you search for them in the item group editor wizard.  
 
In order to ensure search-ability of modified items in a timely manner, RSA recommends 
selecting the property to update dynamic indexes.  
 
Searching for recently modified items in the RSAcat:  
The modified items, with their newly assigned values, are visible in the RSAcat one to two 
hours after you change them in the item group editor wizard, depending on when the 
RSAcat indexing cycle began.  
 
Searching for recently shadowed items in the item group editor wizard, other 
WorkFlows wizards, and the RSAcat: 
Modifications involving the shadow property in the item group editor do not take effect until 
the next day, after the WorkFlows indexing report runs overnight. The shadow property you 
modified using the item group editor will immediately display on the item’s record, but a 
search for that shadowed item will continue to perform as though you had not changed 
that item’s shadow property. In other words, if you shadowed the item using the item group 
editor, the item’s “shadow” property check box will immediately appear selected, but the 
item will still be visible in RSAcat searches until the following day. 
 
Running reports of recently modified items in BLUEcloud Analytics (BCA):  
Modifications made to items using the item group editor are not immediately visible in 
BCA. The WorkFlows Rebuild Item Database report will update BCA overnight. The 
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modifications you made to items using the item group editor will only be visible in BCA the 
following day.  
 
Once BCA is updated the next day, you may find it helpful to run a report that lists any 
items still assigned the original value(s)—i.e., the value(s) that you changed to a different 
value using the item group editor wizard. This report will allow you to easily determine if 
modification of any items is still needed. For assistance using BCA, please contact the RSA 
Help Desk at help@librariesofrsa.org or 1-866-940-4083. 
 

mailto:help@librariesofrsa.org

