HOW TO ADD AN “ITEM-ON-FLY”
(Circulation Coordinators Only)

See steps pages 1 — 3 in Appendix C, or the instructions on how to
change the bar code of a book, before continuing on with adding an
item.

If you type in the title of the book and see the following message “Your entry ... would
be here,” this is an item that has no record. You will have to create an “item on the fly.”
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You will need to go back to the Circulation Desk on the Millennium system and swipe
the patron’s card:
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Once in the patron’s account, you would scan the barcode of the book. The “item-on-
fly” message box will appear. You would click on the “New” button to enter the book’s
title:
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1) Type the title of the book. 2) Click on the “Next” button:
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3) Type the author of the book. 4) Click on the “Next” button:
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5) Click on “Next” for item type. It always defaults to book. You would have to double

click next to the red “0” in order to bring up other items.
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6) Click on “Next” for location. You may notice that the location zzzzz is already on the
record. However, if you don’t choose it, the location will be changed.
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You’re not done yet. This is the tricky part. In order to give the record more
information, you will have to click on the “Insert” button:
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The first entry that appears is barcode. However, since you scanned in the barcode
when you first started the entry, it is already there:
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You would click on the “Barcode” button to display other choices:
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This is where you could enter the call number & click “OK”:
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Next, you want to press the “Insert” button again, click on the barcode button to bring up
the menu, click on the “Message” button. This is very important. You want to press the
“F12” key to put in the following message, “Give book to supervisor or Tammy.” Click
the “OK” button:
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Press the “Save” button to save and close the record:
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The following screen will appear. Click “OK.”
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This will automatically put the book on the patron’s account & print out a due date slip.
You may also notice that the due date is only two weeks. This is standard for any “item-
on-fly” book.
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When the book is checked in the following message will appear:
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