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How to Change an Item’s Location within the Library’s Collection

There are certain times when an item will be put in a temporary location for a period of
time, before being added to the regular collection in the stacks. The most common
occurrence you will deal with is when an item is taken out of the Current Interest
collection and is added to the General Stacks. Let’s walk through an example.
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1. In your main page search bar, pull up the Physical Items option, and scan in the
barcode of the book to bring up the record.
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2. Click on the Ellipses on the right, and click on the Items link on the bottom of the
list.
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3. Scroll down to the bottom of the item record to the Location Information and
Temporary Location Information segments.
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4. Switch the Item in Temporary Location button from Yes to No. Open up the drop-
down list in the Temporary Location field, click under the Illinois State Library
sub-list.
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5. Make sure what you choose in the Temporary Location matches what is in the
Permanent Location field. Press Save at the top of the screen.

6. Open the book, and erase the CI and the date marked in pencil on the due date slip

on the inside of the cover. Then, place the book on the corresponding return shelf to
be re-shelved by the Stacks Staff.



