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Circulation Department

Policy & Procedure Manual
Unbarcoded Items
If a patron brings an unbarcoded item to the desk for check-out, and you do not know how to add a barcode to a record in Voyager, see if they can wait. If they can wait a few minutes, find out if Carol Cooper (downstairs in Technical Services extension 7834) is available. If Carol is available, take the item downstairs to her so that she can add a barcode to the book’s record in Voyager. 
Only if Carol is unavailable and there is no one else who can add a barcode to the Voyager record, copy the title page from the book and write down the following information on the copy:

- Call Number of the Book


- The barcode number you attached to the top left corner of the book’s front cover


- Patron’s Name, Phone Number, and Student ID Number


- Due Date
A sheet of barcodes is kept near the main telephone at the Circulation Desk. The unbarcoded book should have a bookcheck (card) in its front cover. It looks like this:
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Make sure it matches the book you are working with. Attach this card to the copy of the title page on which you have written the necessary information and leave it for Ken. 
If you’re not sure about this, just write down the patron’s contact information and ask them to come back the next day to get the book after it has been processed. Leave the book with this information in Ken’ box (Instructors’ Reserves In-Box).
For Supervisors Only
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*Please note that only supervisors should add barcodes to item records in Voyager.*
Here are the steps to adding barcodes:

Remove the bookcheck from the inside cover of the book. There should be a call number on it as well as on the spine of the book. Many unbarcoded items have a brief bib record in Voyager, so you can look up the item by call number.
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There is a small plastic bin behind the main phone at the Circ Desk. It is labeled “Book Checks From Unbarcoded Items.” Leave the book check here for Carol Cooper. She checks this in the mornings.

Do a call number search for the item. When you get to the item record, it will look like this:
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        S HATFORD             LIBRARY         Pasadena City College  


 

Right click on the title display of item record (the screen that comes up with the list of volumes, which looks like the one above).
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Click on Add Item. 
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Click Yes. (You want to link to existing holdings.)
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Click on the Item tab (Circled in blue.). 
 

Enter the barcode you are assigning to the item and click OK. You can now check the book out to the patron.
**IMPORTANT** Do not forget to take the book check card out of the pocket on the front cover of the book and leave it for Carol Cooper. Be sure to write the date, the barcode number you issued to the item, and your initials. (Sample is above.)
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How to Add a Barcode to a Record in Voyager





�





Click on the Item Maintenance button. You will see this pop-up:





�





Click on button with the ellipses for more search options.





You will get this screen. Select “Call Number” to search by the call number.





�





Type in the call number and click on “Do Search.”





�





Verify that this is the book you are looking for and click “OK.”





�





You are now in the item record for the book.





�





Click on the “Item” menu and go to “Barcodes…”





�





You will see this pop-up:





Click on “Add.”





�





Type in the barcode you are assigning to the book and click “OK.”





�





The barcode now shows up as the active barcode. 





Click “Close.”





�
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The barcode now shows in the item record.





Now you need to change the location and item type.





Right-click in the gray area to get this pop-up.





Go to “Edit Item…”





Click on the “Item” tab.





Click on “Perm Loc:”





Select “Circ 000-899.” Or


“Circ 900s,” depending on the book’s call number.





Click “OK.”





Click on “Type:”





Select “book.”





Click “OK.”





You can now see that the location and item type have also been changed. 





Go ahead and charge the book to the patron as usual.





Be sure to write the barcode number assigned to the book on the book check along with the date and your initials.





Like this: 
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A sheet of barcodes is kept near the main telephone at the Circulation Desk. 





Attach the barcode sticker to the top left corner of the book’s front cover





For an item that belongs to a multi-volume set do the following:
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