Adding 2nd copies of CDs:

1. Process as per normal

2. Search Horizon to find the correct bib record.  Some have the CD number on them.  Make sure it is the right CD.  You can check 245, 028, or other fields.

3. Create new item:

A. <F10> -- Copy/Item List

B. “New”

C. 
Item type:
mmescd


Barcode: 
(scan barcode)


Location:
JMusic


Collection: 
mme


Call No.:
CD-####


Copy Statement:
c. 2


***If separately barcoded pieces, you will need separate item records, with “booklet” or “disc 1” etc. in the call no., i.e. CD-8765 booklet
D. Save and close

4. Check CDs in

5. Record statistics

6. Put on the cart to be shelved
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