Adding Magazine Issues with Serial Control Module

1. Select Check In Wizard
2. Enter the Control ID for the magazine you are checking in:
(request SC ID from support@superiorlandlibrary.org when subscribing to new magazine titles)

(Updated 9/26/2025 eem)

Check In *

w Check In: Select Search

| PG E==

Search for: SC-8| v Search
Index: Control ID ~| rType:
Library: BAYLISS v| | - Keyword
Current Title: Architectural digest [serial] --- MAG V.81 NO.1 JAN 2024 --- ID:3510... Browse
Current Control: SC-8 --- BAYLISS © Exact

3. You will now see this screen:

Check In *

W Check In: Check In Issues

WA &

b Architectural digest [serial]
ID:SC-8

Ctrl lib: BAYLISS

Next Issue Expected Received Claimed Control MARC Holdings Distribution

Expected Issue

Enumeration: V.82 NO.9
Chronology: OCT 2025
Base call number: MAG

Copies expected: 1 Copies received: 1

Issues Checked In

a. With these choices:

Check In Different  Different Selected Return to New cl
Now Copies Issue Issue Search (b) Search (g) ose

4. 1If the information is correct, choose “Check In Now”. (If not, jump to step 8) The next screen will
prompt you to add the Item ID/barcode. Scan in the item barcode for your library.

National geographic [serial]
ID: SC-37

Basic info

Enumeration: V.28 NO.2
Chronology: AUG 2025

Copies received: 1

Copies to add to catalog
Holding code Item ID
SER-TRAIN BARCODE # HERE v


mailto:support@superiorlandlibrary.org

5. Now click “OK” through the following screens:

z2ck In : Copies Created

=0
Mational geographic [seriall
ID: SC-37 Ctrl lib: T
Basic info

Enumeration: V.28 NO.3
Chronology: SEP 2025

Copies Created

Holding code Item ID
SER-TRAIN  320111111111111

OK

6. On the next screen you can choose to add the next issue of the same publication, search another SC

number for a different title, or close the wizard.

ack In : Issue Received

National geographic [seriall
ID:SC-37

Ctrl lib: TRAINING

Basic info

Enumeration: V.28 NO.4
Chronelogy: OCT 2025

Copies received: 1

Distribute Copies Received

Holding code » Copies received Holdings
SER-TRAIN 1 Created

Copies added

Next New cl
Issue (0)  Search (b) ose



7. Ifthe item is incorrect in 3 above and it is just an issue out of sequence, click on Different Issue:

Check In Different Different Selectaed Return to New cl
Now Copies Issue Issue Search (b) Search (g) ose
Highlight the issue you received and then click on Selected Issue.
Expected = Enurmner ation Chronology Date expected f
by WO MO 17 QCT 22, 2007 TOr2202007
WoAFO MO 18 QCT 29, 2007 1072902007
 [w1FomNO MOY 5, 2007 11/82007|[]
WoITO0 MO, 20 MOV 12, 2007 11202007
WoOTFO MO, 21 MOV 19, 2007 1192007
WoITO MO, 22 MOV 26, 2007 1102852007 |
WoITO MO 23 DEC 3, 2007 12032007 |
WoIF0 MO, 24 DEC 10, 2007 12002007
WoIFO MO, 25 DEC 7, 2007 12752007
Selected Special Combine Modify
= = Cancel
Issue Issue Issues, ., Issue (g)

8. You will see the screen below and you can enter a comment if you wish.

ID: 5

Receiving & Predicted Issue

Y. 170 MO, 21
MOV 19, 2007
Mumber expected: 1

Enurneration:
Chronalogw:

Murnber received:

Receipt comment:

9. You will then see the same screens as in 5 and 6 above. Enter Barcode and click ok through the next

two screens.



10. If the item is different in 3 above because it is a

a.

b.
C.
d

special issue 11b
index issue 1lc
fill-in issue 1la
duplicate issue 11a

Ctrl lib: TRAINII

ibution

The New Yorker [serial]

ID: 5C-39

Check In *
Tk In : Check In Issues
WE;:k In : Select A Predicted Issue = O
T The New Yorker [seriall
j ID:SC-39 Ctrl lib: TRAINING
N - =
Expe... Enumeration Chronology Date expe... Receipt st...
V.101 NO.27 SEP 8, 2025 8/31/2025 none rcvd
V.101 NO.28 SEP 15, 2025 9/7/2025 __none rcvd
‘ V.101 NO.29 SEP 22, 2025 9/14/2025 none rcvd
V.101 NO.30 SEP 29, 2025 9/21/2025 none rcvd
V.101 NO.31 OCT 6, 2025 9/28/2025 none rcvd
V.101 NO.32 OCT 13, 2025 10/5/2025 none rcvd
: V.101 NO.33 OCT 20, 2025 10/12/2025 none rcvd
V.101 NO.34 OCT 27, 2025 10/19/2025  none rcvd
V.101 NO.35 NOV 3, 2025 10/26/2025 none rcvd
V.101 NO.36 NOV 10, 2025 11/2/2025 none rcvd
Selected | Special | Combine  Modify c |
Issue Issue Issues.. Issue ance
Check In  Different | Different | Selected Return to
Now Copies Issue Issue Search (b)

New

Search (g)

Close

Ctrl lib: TRAINING

Prediction Information

O According To Pattern © Special

Type of special issue:

O Basic O Supplement CIndex

V.
NO.

Enumeration:
Chronology:

Number expected: 1

Number received: |1

Receipt comment:

Check In (o)

Cancel



11. On the screen above change Prediction Information to Special: Then select Basic, Supplement or Index.

a. Basic —used when you receive an additional copy of an issue

i.  When you are prompted for enumeration, type the enumeration of the issue.

ii. Be consistent with the enumeration of the first copy received.
b. Supplement — special addition of some sort

1.  When you are prompted for enumeration, type the enumeration of the issue.

ii. Enter something under Chronology such as: Spring Issue, Swim Suit Issue, etc.
c. Index — to other issues

i. Enter information similar to b.

12. After making your selection above, click ok. Enter Barcode and click ok through the next two screens.

Discarding issues - two steps
Step 1: Change the Home Location to DISCARD. Use Global Item Modification (or any item record
editing Wizard)
¢ You can scan the individual library barcodes/item ID’s or look up the title and check the boxes
for the issues you wish to discard

Global Item Modification *

~Ebal Item Modification

oI & B
m ID:
m Values to Modify
Item type: »Will not b... ~¥| Home location: %, DISCARD tem category 1: | »Wi

Item category 2: »Will not b... ~| Item category 3: » .~ Item category 4: |»Wi
Item category 5: »Will not b... ~| Item category 6: Item category 7:

Item category 8: Item category 9: Item category 10:

Display Control x Modify Control x |

Modify Control : Mod

Step 2: In the Serials

Control Module, use

. People [serial
the MOdlfy Control et ] People [serial]
. ID: SC-142
wizard. ID: SC-142

1. Select Received Binding | Extended Info | Expected Claimed

Modify Control : Selection of Received

Distribution

}
| |
tab | Basic | Pattems | OPAC Display WARC Holc [ | Delete All Issues
2. Select the icon Order of issues ) Ascending (@ Descending [ Selected | Enumeration
1 v V.95 NO.6
Wlth the red X. Sorted by: (&) Enumeration (_) Date received () Date expected TR
3. From the pop- V.95 NO 4
= El
up pane, select £ V95 NO.3
the issues you Enumeration » ‘ Chronology Date expected ‘ Date IO
. V.95 NO.6 FEB 8, 2021 2/8/2021 R
wish to delete. o e ’
V.95 NO.5 FEB 1, 2021 2/1/2021
V.95 NO.4 JAN 25, 2021 1/25/2021
V.95 NO.3 JAN 18, 2021 1/18/2021
V.95 NO.2 JAN 11, 2021 1/11/2021
V.94 NO.27 JAN 4, 2021 12/26/2020

Modify Return to
Control Search

New al Delete
Search (b) = Issues (c




