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Introduction
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Please follow on-order procedure A, starting on page 3 of this document, if your library
assigns new item types for at least one of these scenarios:

e Scenario #1: Anitem is assigned a new item type when it is on-order, and the
physicalitem has not yet arrived at the library to be cataloged.

--OR--

e Scenario #2: An on-order item is assigned a new item type once the physical item
arrives at the library, and it is fully cataloged.

New item types include:

Item Type Code: Use For:

N-BK Book New - No Holds or Local Holds

N-BK-H Book New - System-wide Holds

N-BK-ON-CD Book on CD New - and holds rule

N-BLRAY Blu-ray HD Video Disk New - No Holds or Local Holds
N-BLRAY-H Blu-ray HD Video Disk New - System-wide Holds
N-BLRAY-J Juvenile Blu-ray HD Video Disk New - any holds rule
N-CD Music CD New - any holds rule

N-DVD DVD New - No Holds or Local Holds

N-DVD-H DVD New - System-wide Holds

N-DVD-J Juvenile DVD New - any holds rule

N-PLAYAWAY Playaway New - any holds rule

N-VIDEOGM Videogame New - any holds rule

If your library does not assign any of these new item types in either of the scenarios
described above, please follow on-order procedure B, starting on page 11 of this

document.
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Procedure A: What to do if your library uses new item types for on-order items
Before you begin

Decide if your library wants to allow patrons to place holds on the on-order items but
prevent the on-order items from appearing on your pick list until they have physically
arrived at your library.

If you want to do this, use the User Registration wizard to create an on-order user for your
library. Be sure you assign the user profile of LIB-USE. This profile has no expiration date
and an unlimited checkout period with no fines. Patrons will be able to place holds on the
on-order item, but WorkFlows will not place it on your pick list because the item is already
checked out to your library’s on-order user.

If LIB-USE does not appear in your library’s profile menu, please contact the RSA Help Desk
at help@librariesofrsa.org or 1-866-940-4083.

Please do not assign the LIBRARYUSE profile to your on-order user even if this profile
appears inyour library’s menu. LIBRARYUSE is configured to recirculate, which means the
on-order item will be able to be checked out to both the on-order and discard users at the
same time. The double checkout will prevent discard of the on-order item and cause
confusion with holds.

To create a brief record for an on-order item

1. Loginto WorkFlows using your individual cataloger account.
2. Click on the Cataloging module at the top of the screen.

3. Usethe Call Number and Item Maintenance wizard to search foran OCLC or brief
record for your item.

Important:
= |fyou find a matching record, either OCLC or brief, already in WorkFlows,

attach your on-order item to the record using the Call Number and ltem
Maintenance wizard.

= Please do not create a new brief record if a matching one already exists. If
more than one brief record is created, only one of the records will be
replaced (or “overlaid”) when the OCLC record is imported into WorkFlows.
If your brief record is not overlaid, your holds will not transfer to the OCLC
record.

= |fthereis no matching OCLC or brief record for your item in WorkFlows,
continue to step 4 below.
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4. From the Titles group on the left side of the screen, open the Add Title wizard.
5. Onthe Bibliographic tab, fill in the following information under “Contents”:

a.

Examples:

~/ISBN
~lISBN
~/ISBN

b.

Examples:
~ISSN
~ISSN

Examples:

Resource Sharing Alliance

ISBN (020): Enter the 13-digit ISBN if the item has more than one ISBN. If the
item only has a 10-digit ISBN, enter it. Do not use hyphens or spaces.

If the item is a book, book on CD, Playaway, Vox, or Wonderbook, and both
an ISBN and UPC are associated with the item, prefer the ISBN. Enter the

ISBN in the 020 field. No need to enter the UPC in the 024 field.

020 9780355398754
020 9791027601387
020 1338784854

ISSN (022): Enter the 8-digit ISSN if the item has one. Use a
hyphen between the fourth and fifth digits.

022 0032-4558
022 0272-961X

UPC (024): Enter the 12-digit UPC if the item has one. Do not
use hyphens or spaces.

If the item is a Blu-ray, DVD, or music CD, and both an ISBN
and UPC are associated with the item, prefer the UPC. Enter
the UPC in the 024 field. No need to enter the ISBN in the 020
field.

If the item is a binge box with a single UPC, but an ISBN is also
associated with the item, prefer the UPC. Enter the UPC in the
024 field. No need to enter the ISBN in the 020 field.

|ﬂ Standard identifier# 024 826150208925
]ﬂ Standard identifier# 024 191329208410

d.

Examples:

Jﬂ Personal Author 100 1 DICKENS, CHARLES
|ﬂ Personal Author 100 1 LE GUEN, SANDRA

Author (100): Enter the author’s name in ALL CAPS in the LASTNAME,

FIRSTNAME format.
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If UNAUTHORIZED automatically appears after the author’s name in the 100
field, there is no authority record in WorkFlows to control that name to the
authorized form found in the Library of Congress authority file. No need to
report the unauthorized heading to the RSA Help Desk. The unauthorized
name will continue to be searchable in WorkFlows and the RSAcat.

. Title (245): Required for all brief records. Backspace to remove the auto-
generated **REQUIRED FIELD** text. Type the title in ALL CAPS and include
initial articles a, an, the if part of the title.

To ensure the title is fully searchable in WorkFlows and the RSAcat, enter the
first and second indicator values. These values are entered under the “Ind.”
column next to the 245, shown below.

Festschr 0 Indx

Lang eng MM

S d - F

.. Label Tag Ind. ontghts
~ISBN 020

|-lIssSN 022

' -lupc 024 1

' |=/Personal Author 100 1
~ITitle 245 [

Examples are shown below to help you determine the indicator values to
enter on your brief record.

e Example for a title that begins with “The” and has an author:

~ITitle 245 14 THE HELP

e Example for a title that begins with “The” and does not have an author:

~ITile 245 04 THE HELP

e Example for a title that begins with “A” and has an author:

:IﬂTitIe 245 12 A DANCE WITH DRAGONS

e Example for a title that begins with “A” and does not have an author:

]ﬂTitle 245 02 A DANCE WITH DRAGONS

e Example for atitle that begins with “An” and has an author:

]ﬂTitIe 245 13 AN APPLE A DAY
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e Example for a title that begins with “An” and does not have an author:

]ﬂTitIe 245 03 AN APPLE A DAY

e Example for a title that does not begin with “A,” “An,” or “The” and has
an author:

A‘jTitIe 245 10 LEAVE NO SCONE UNTURNED

e Example for a title that does not begin with “A,” “An,” or “The” and does
not have an author:

:IﬂTitIe 245 00 LEAVE NO SCONE UNTURNED

f. General Note (500): This field is optional. Use it to enter information about
the on-order item that is helpful for the patron to know when they are
considering placing a hold. Information may include (but is not limited to)
large print, abridged versus unabridged, DVD versus Blu-ray, wide screen
versus full screen, playing or listening time, or a movie rating. No need to
enter the general note in ALL CAPS.

g. Cataloger Email (592): Required for all brief records. Backspace the auto-
generated **Required Field** text. Type your preferred email address in this
field. No need to enter the email address in ALL CAPS. If RSA has a question
about your on-order record, we will know the best way to contact you based
on what you enter in the 592 field.

h. Held by (596): Leave this field blank. Your library’s WorkFlows code will
automatically be entered into this field as the record is indexed.

6. Onthe Control tab, edit the title control number, which will allow the brief record to
be overlaid by a matching OCLC record when it is imported into WorkFlows.

a. Iftheitem has anISBN, enter a lowercase i followed by the ISBN you entered
in the 020 field on the Bibliographic tab. Do not use hyphens or spaces.

If the item is a book, book on CD, Playaway, Vox, or Wonderbook, and both
an ISBN and UPC are associated with the item, prefer the ISBN.

Page 6



Resource Sharing Alliance

Examples:

Title control number: 9780355398754
Title control number: 9791027601387
Title control number: 1338784854
b. Iftheitem has an ISSN, enter a lowercase s followed by the ISSN you entered

in the 022 field on the Bibliographic tab. Use a hyphen between the fourth
and fifth digits.

Examples:

Title control number: 350032-4558
Title control number: 50272-961X

c. Iftheitem has a UPC, enter an uppercase U followed by the UPC you entered
in the 024 field on the Bibliographic tab. Do not use hyphens or spaces.

If the item is a Blu-ray, DVD, or music CD, and both an ISBN and UPC are
associated with the item, prefer the UPC.

Examples:
Title control number: YUg826150208925
Title control number: |J191329208410
d. Ifthe item does not have an ISBN, ISSN, or UPC, leave the SirsiDynix auto-

generated title control number that begins with an ‘a’ (e.g., a16578) as-is in
the title control number field.

Example:

Title control number: 52251125

7. Onthe Call Number/ltem tab, enter this information:
a. Callnumber: type in ON ORDER.
b. Calllibrary: your WorkFlows library code (should appear by default).
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Item ID: Type in a placeholder item ID using your library’s preferred naming
convention or the following convention recommended by RSA:
l. Cataloger’s first and last initials, followed by
1. First three letters of the title (excluding the initial articles a, an, the)
and
lll.  The date cataloged inthe MMDDYYYY format.

Example:

Iltem ID: ELWORO08232022

Please do not use the actual item ID, beginning with A or 3344, when you
enter the on-order item. Using the actualitem ID when the on-order is
cataloged may cause RSA to batch edit the item to a standard, non-new item
type (e.g., BOOK) sooner than necessary, when the owning library still
considers the item new.

When the actual on-order item arrives at the library, it will be cataloged
separately, as a new item with an actualitem ID. The on-order item will then
be discarded. The date for the newly cataloged item will be used to
determine when it ages past 13 months. At that point, the new item will be
batch edited by RSA to a standard, non-new item type (e.g., BOOK) if the
owning library has not already edited it.

Type: select ON-ORDER or the applicable new item type from the drop-down
list.
Item Library: your WorkFlows library code (should appear by default).
Home Location: select ON-ORDER or the appropriate location from the drop-
down list.
Item cat 1: Select FICTION or NONFICTION. Item cat 1 cannot be blank or
UNDEFINED.
Iltem cat 2: Select the item’s reading level, choosing from JUVENILE,
YOUNGADULT, or ADULT. Item cat 2 cannot be blank or UNDEFINED.
Item cat 3: Select BOOK even if the on-order item is a DVD, Blu-ray,
audiobook, or other non-book format. The BOOK item cat 3 corresponds to
the ON-ORDER item type. Item cat 3 cannot be blank or UNDEFINED.
Item cats 4-10: UNDEFINED.
Number of pieces: 1.
Price: $0.00.
. Optional: In the extended information, enter notes about the on-order item.
i. Examplesinclude the first and last initials of the library staff
member’s name who cataloged it or the book’s anticipated general
release date.
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ii. RSArecommends using STAFF for most notes, so they are invisible to
patrons in RSAcat but still visible to staff in WorkFlows.

8. Click the Save button at the bottom of the screen.

Important:
= Always use the close button at the bottom of the screen to shut the brief
record.
= Afterabriefrecordis saved, and the brief record screenis closed, you are
unable to edit the brief record’s ISBN, ISSN, UPC, author, title, general note,
cataloger email address, or title control number. Please report mistakes on
brief records to help®@librariesofrsa.org.

If your library has set up an on-order user to prevent on-order items with holds from appearing
on your library’s pick list

1.
2.
3.

Go to the Circulation module.

Open the CheckOut wizard.

In the User ID box, scan or type in the barcode you assighed to your on-order user.
--OR--

Go to the upper left corner of the Checkout wizard. Use the first helper button— the

User Search—to search for your on-order user. Click the “Checkout To User”

button.

Type in the on-order item’s placeholder item ID into the Item ID box.

Click the “Check Out Item To User” button at the bottom of the screen.

The on-order item is now checked out to the on-order user. Patrons will be able to place
holds on the item, but it will not appear on your pick list because WorkFlows thinks the
item is already checked out—i.e., unavailable to fill the hold.

Once the on-order item arrives at the library and is ready to be fully cataloged as permanent to
the collection

1.
. Use the Call Number and Item Maintenance wizard to search for your on-order item.

Go to the Cataloging module.

Once the record is retrieved with your on-order item attached to it, go to the Call
Number/ltem tab within the Call Number and Item Maintenance wizard.

Click the “Add Call Number” button at the bottom of the screen.

Catalog the item as brand new, permanent to your collection (i.e., not assigned on-
orderinformation). Assign an actual item ID beginning with A or 3344. Click save.

Go to the next section for what to do with your on-order item still attached to the
record. There are two options depending on whether your library checked out the on-
order item to an on-order user.
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Option #1: If your library checked out the on-order item to an on-order user

Check out the on-order item to your library’s discard user by doing the following:

1.
2.
3.

o

Go to the Circulation module.
Go to the CheckOut wizard.
In the User ID box, scan or type in the barcode you assigned to your library’s discard
user.

--OR--
Go to the upper left corner of the Checkout wizard. Use the first helper button— the
User Search—to search for your Discard User. Click the “Checkout To User” button.
In the Item ID field on the CheckOut screen, type in the placeholder item ID that
you assigned to the on-order item.
Click the “Check Out Item To User” button at the bottom of the screen.
You will see a pop-up box that says, “ltem was not discharged, override to clear
charge.” Enter the override of RSA and click “Override & Checkout Item.”
You may see another pop-up box that says, “ltem has holds.” Enter RSA as the
override, then click “Override & Checkout Item.” Please do not click “Override
Checkout Item & Cancel Hold” to avoid removing the hold from the record.
You may see another pop-up box that says, “ltem in transit — cannot charge.” Enter
RSA as the override, then click “Release Item.”

The on-order item is now checked out to your library’s discard user, shadowed in the
RSAcat, and will be automatically removed by the WorkFlows discard process once all the
holds on the record have been filled. The hold that was placed on the on-order item has not
been cancelled but will be filled by another item attached to the same record.

Option #2: If your library did not check out the on-order item to an on-order user

Check out the on-order item to your library’s discard user by doing the following:

1.
2.
3.

Go to the Circulation module.
Go to the CheckOut wizard.
In the User ID box, scan or type in the barcode you assigned to your library’s discard
user.

--OR--
Go to the upper left corner of the Checkout wizard. Use the first helper button— the
User Search—to search for your Discard User. Click the “Checkout To User” button.
In the Item ID field on the CheckOut screen, type in the placeholder item ID you
assigned to the on-order item.
Clickthe “Check Out Item To User” button at the bottom of the screen.
You may see a pop-up box that says, “Item has holds.” Enter RSA as the override,
then click “Override & Checkout Item.” Please do not click “Override Checkout
Item & Cancel Hold” to avoid removing the hold from the record.
You may see another pop-up box that says, “ltem in transit — cannot charge.” Enter
RSA as the override, then click “Release Iltem.”
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The on-order item is now checked out to your library’s discard user, shadowed in the
RSAcat, and will be automatically removed by the WorkFlows discard process once all the
holds on the record have been filled. The hold that was placed on the on-order item has not
been cancelled but will be filled by another item attached to the same record.

Procedure B: What to do if your library does not use new item types for on-order items
Before you begin

Decide if your library wants to allow patrons to place holds on the on-order items but
prevent the on-order items from appearing on your pick list until the items have physically
arrived at your library.

If you want to do this, use the User Registration wizard to create an on-order user for your
library. Be sure you assign the user profile of LIB-USE. This profile has no expiration date
and an unlimited checkout period with no fines. Patrons will be able to place holds on the
on-order item, but WorkFlows will not place it on your pick list because the item is already
checked out to your library’s on-order user.

If LIB-USE does not appear in your library’s profile menu, please contact the RSA Help Desk
at help@librariesofrsa.org or 866-940-4083.

Please do not assign the LIBRARYUSE profile to your on-order user even if this profile
appears inyour library’s menu. LIBRARYUSE is configured to recirculate, which means the
on-order item will be able to be checked out to both the on-order and discard users at the
same time. The double checkout will prevent discard of the on-order item and cause
confusion with holds.

To create a brief record for an on-order item

1. Loginto WorkFlows using your individual cataloger account.
2. Click on the Cataloging module at the top of the screen.

3. Use the Call Number and Item Maintenance wizard to search foran OCLC or brief
record for your item.

Important:
= Ifyou find a matching record, either OCLC or brief, already in WorkFlows,

attach your on-order item to the record using the Call Number and Item
Maintenance wizard.

= Please do not create a new brief record if a matching one already exists. If
more than one brief record is created, only one of the records will be
replaced (or “overlaid”) when the OCLC record is imported into WorkFlows.

Page 11


mailto:help@librariesofrsa.org

Resource Sharing Alliance

If your brief record is not overlaid, your holds will not transfer to the OCLC
record.

If there is no matching OCLC or brief record for your item in WorkFlows,
continue to step 4 below.

4. From the Titles group on the left side of the screen, open the Add Title wizard.

5. Onthe Bibliographic tab, fill in the following information under “Contents”:

a.

ISBN (020): Enter the 13-digit ISBN if the item has more than one ISBN. If the
item only has a 10-digit ISBN, enter it. Do not use hyphens or spaces.

If the item is a book, book on CD, Playaway, Vox, or Wonderbook, and both
an ISBN and UPC are associated with the item, prefer the ISBN. Enter the
ISBN in the 020 field. No need to enter the UPC in the 024 field.

Examples:
~ISBN 020 9780355398754
~ISBN 020 9791027601387
|ﬂ ISBN 020 1338784854

ISSN (022): Enter the 8-digit ISSN if the item has one. Use a hyphen between
the fourth and fifth digits.

Examples:
~lISSN 022 0032-4558
~lISSN 022 0272-961X

UPC (024): Enter the 12-digit UPC if the item has one. Do not use hyphens or
spaces.

If the item is a Blu-ray, DVD, or music CD, and both an ISBN and UPC are
associated with the item, prefer the UPC. Enter the UPC in the 024 field. No
need to enter the ISBN in the 020 field.

If the item is a binge box with a single UPC, but an ISBN is also associated

with the item, prefer the UPC. Enter the UPC in the 024 field. No need to
enter the ISBN in the 020 field.
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Examples:
~|Standard identifier# 024 826150208925
~|Standard identifier# 024 191329208410

. Author (100): Enter the author’s name in ALL CAPS in the LASTNAME,
FIRSTNAME format.

Examples:
Jﬂ Personal Author 100 1 DICKENS, CHARLES
|ﬂ Personal Author 100 1 LE GUEN, SANDRA

If UNAUTHORIZED automatically appears after the author’s name in the 100
field, there is no authority record in WorkFlows to control that name to the
authorized form found in the Library of Congress authority file. No need to
report the unauthorized heading to the RSA Help Desk. The unauthorized
name will continue to be searchable in WorkFlows and the RSAcat.

. Title (245): Required for all brief records. Backspace to remove the auto-
generated **REQUIRED FIELD** text. Type the title in ALL CAPS and include
initial articles a, an, the if part of the title.

To ensure the title is fully searchable in WorkFlows and the RSAcat, enter the

first and second indicator values. These values are entered under the “Ind.”
column next to the 245, shown below.

Festschr 0 Indx
Lang eng Mog

. d - rFd
. Label Tag Ind.#Contehts
|=ISBN 020

~ISSN 022
' |Zlupec 024 1

~!Personal Author 100 1

|=ITitle 245 :

Examples are shown below to help you determine the indicator values to
enter on your brief record.
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e Example for a title that begins with “The” and has an author:

—‘jTitIe 245 14 THE HELP

e Example for a title that begins with “The” and does not have an author:

]ﬂTitIe 245 04 THE HELP

e Example for a title that begins with “A” and has an author:

]ﬂTitIe 245 12 A DANCE WITH DRAGONS

e Example for a title that begins with “A” and does not have an author:

jﬂTitIe 245 02 A DANCE WITH DRAGONS

e Example for a title that begins with “An” and has an author:

]ﬂTitIe 245 13 AN APPLE A DAY

e Example for a title that begins with “An” and does not have an author:

]ﬂTitIe 245 03 AN APPLE A DAY

e Example for a title that does not begin with “A,” “An,” or “The” and has an
author:

A‘ﬂTitle 245 10 LEAVE NO SCONE UNTURNED

e Example for a title that does not begin with “A,” “An,” or “The” and does
not have an author:

:IﬂTitIe 245 00 LEAVE NO SCONE UNTURNED

General Note (500): This field is optional. Use it to enter information about
the on-order item that is helpful for the patron to know when they are
considering placing a hold. Information may include (but is not limited to)
large print, abridged versus unabridged, DVD versus Blu-ray, wide screen
versus full screen, playing or listening time, or a movie rating. No need to
enter the general note in ALL CAPS.

. Cataloger Email (592): Required for all brief records. Backspace the auto-
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generated **Required Field** text. Type your preferred email address in this
field. No need to enter the email address in ALL CAPS. If RSA has a question
about your on-order record, we will know the best way to contact you based
on what you enter in the 592 field.

Held by (596): Leave this field blank. Your library’s WorkFlows code will
automatically be entered into this field as the record is indexed.

6. Onthe Control tab, edit the title control number, which will allow the brief record to
be overlaid by a matching OCLC record when it is imported into WorkFlows.

a.

If the item has an ISBN, enter a lowercase i followed by the ISBN you entered
in the 020 field on the Bibliographic tab. Do not use hyphens or spaces.

If the item is a book, book on CD, Playaway, Vox, or Wonderbook, and both
an ISBN and UPC are associated with the item, prefer the ISBN.

Examples:

Title control number: 9780355398754
Title control number: 9791027601387

Title control number: 9780355398754

If the item has an ISSN, enter a lowercase s followed by the ISSN you entered
in the 022 field on the Bibliographic tab. Use a hyphen between the fourth
and fifth digits.

Examples:

Title control number: 350032-4558
Title control number: g0272-961X

If the item has a UPC, enter an uppercase U followed by the UPC you entered
in the 024 field on the Bibliographic tab. Do not use hyphens or spaces.

If the item is a Blu-ray, DVD, or music CD, and both an ISBN and UPC are
associated with the item, prefer the UPC.
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Examples:
Title control number: yUg26150208925
Title control number: 191329208410

If the item does not have an ISBN, ISSN, or UPC, leave the SirsiDynix auto-
generated title control number that begins with an ‘a’ (e.g., a16578) as-is in
the title control number field.

Example:

Title control number: 32251125

7. Onthe Call Number/Item tab, enter this information:

a.
b.
C.

j-

K.

L.

Call number: type in ON ORDER.

Calllibrary: your WorkFlows library code (should appear by default).

Item ID: Scan or type in the item barcode beginning with A or 3344 (the latter
for Quincy Public Library).

Type: select ON-ORDER or the applicable item type from the drop-down list.
Item Library: your WorkFlows library code (should appear by default).

Home Location: select ON-ORDER or the appropriate location from the drop-
down list.

Item cat 1: Select FICTION or NONFICTION. Item cat 1 cannot be blank or
UNDEFINED.

Item cat 2: Select the item’s reading level, choosing from JUVENILE,
YOUNGADULT, or ADULT. Item cat 2 cannot be blank or UNDEFINED.

Item cat 3: Select BOOK even if the on-order item is a DVD, Blu-ray,
audiobook, or other non-book format. The BOOK item cat 3 corresponds to
the ON-ORDER item type. Item cat 3 cannot be blank or UNDEFINED.

Item cats 4-10: UNDEFINED.

Number of pieces: 1.

Price: $0.00.

m. Optional: In the extended information, enter notes about the on-order item.

i. Examplesinclude the first and last initials of the library staff
member’s name who cataloged it or the book’s anticipated general
release date.

ii. RSArecommends using STAFF for most notes, so they are invisible to
patrons in RSAcat but still visible to staff in WorkFlows.

8. Click the Save button at the bottom of the screen.
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Important:

e Always use the close button atthe bottom of the screen to shut the brief
record.

e Afterabriefrecordis saved, and the brief record screen is closed, you are
unable to edit the brief record’s ISBN, ISSN, UPC, author, title, general note,
cataloger email address, or title control number. Please report mistakes on
brief records to help®@librariesofrsa.org.

If your library has set up an on-order user to prevent on-order items with holds from appearing
on your library’s pick list

1.
2.
3.

Go to the Circulation module.

Open the CheckOut wizard.

In the User ID box, scan or type in the barcode you assigned to your on-order user.
--OR--

Go to the upper left corner of the Checkout wizard. Use the first helper button— the

User Search—to search for your on-order user. Click the “Checkout To User”

button.

Scan or type in the on-orderitem’s barcode into the Item ID box.

Click the “Check Out Item To User” button at the bottom of the screen.

The on-order item is now checked out to the on-order user. Patrons will be able to place
holds on the item, but it will not appear on your pick list because WorkFlows thinks the
item is already checked out—i.e., unavailable to fill the hold.

Once the on-order item arrives at the library and is ready to be fully cataloged as permanent to
the collection

1.
2.
3.

o

Go to the Cataloging module.

Use the Call Number and Item Maintenance wizard to search for your on-order item.
Once the record is retrieved with your on-order item attached to it, go to the Call
Number/ltem tab within the Call Number and Item Maintenance wizard.

Edit the on-order item to reflectitis now permanent to your collection (i.e., not
assigned on-order information). Leave the same item ID assigned to the item.

Click Save.

If your library checked out the on-order item to an on-order user, discharge the item
using the Discharge (Checkin) wizard in the Circulation module.

The item is no longer checked out to the on-order user. WorkFlows will begin filling
the holds that patrons have placed while the item was checked out to the on-order
user.
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