Moving Old P.O. to New Subscription in the Context of Title Changes




This procedure is for use by Acquisitions Staff (after subscription and prediction patterns have been setup for the new title, holdings information for the old title has been updated, and links between the old and new titles have been recorded in the Cataloguing module):

1. Call up the old title in Serials module
2. Click on [L] Subscription List and highlight the subscription record of your sub-library in the top right pane.
a. **Note the P.O. number associated with the old title** (you will need this at a later step).
3. Click the Overview radio button at the top of the left pane. 


4. Push the record to Cataloging.

5.
In the Cataloging module / Records Tab, make sure you are in Split Editor mode (button highlighted in yellow below) by choosing the button in the top right navigation bar on your screen. 
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6. Highlight the top right pane (the blank one) and do a search for the new title 
a. Enter the bib number (if available) of the new title in the Record Bar field on top left of the menu bar and click the blue Load arrow (the old title should be in the left pane and the new title in the right pane).
b. If you don’t have the bib number of the new title, you may search the title and push the record to the Cataloguing module:  click the Search tab, select the Browse node to find the title, highlight the title and click the Show button to view the MARC info and confirm that you have the correct title, with the correct title highlighted in the upper pane, click the Cataloguing button to push the title to the Cataloguing module (the old title should be in the left pane and the new title in the right pane).

7. Click the Overview Tree icon, which is just to the left of the Split Editor mode button shown above. 
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8. In the left pane (old title) click the plus sign (+) preceding the NOV50 branch to display all of the Administrative items associated with this title. Expand the Orders sub-branch to display all the orders for the old title.  Highlight the order for our library and drag and drop it to the NOV50 branch in the right pane (new title). (A dialog box will display asking you to confirm the move -- at this point you should make sure that NOV50 branch of the new title is highlighted; if it is press YES to execute the move, if it is not, press NO to cancel the move and try again.)
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a. When you're done dragging the P.O., highlight the right pane (new title) and push the record to the Acquisitions module to check that the new title is now associated with the old P.O. and correct the ISSN information.
b. Select Cataloguing→Open Acquisitions Record from the menu bar.

c. View the information in the Order List tab of the top right pane to verify the P.O.
d. In the 2.General tab of the Order List node, change the “Order ISBN/ISSN” field to reflect the ISSN associated with the new title and click the Update button to save the changes.
9. If you created a Subscription record for the new title (prior to moving the p.o.), you should also check to ensure that the new subscription is linked to the old p.o.# (in the Serials module):
a. Click the arrow next to the “Order” field located on the 2.Subscription Info. (1) tab and double-click the old p.o. # to select it.  Click the Update button to save the change.
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