PUTTING ITEM RECORDS INTO GROUPS

A. Adding holding items to a Group using the SEARCH Box

1. Open the M3 GRoup EDITOR R

2. Double Click on the Group you want to add things to (ex. Deletes)

BiM3 Group Editor P =] | 7 CHIm DELETES
T Daabsse Set- | Chiterango Mo 55 7] Gorert | CrePaics | Memers | Group dcces |
Name Description
@ Administrators [Group 3]
™ CHimFaculy [Group 8] Name:
™ CHmILL [Group 9]
™ CHim Students [Group 2] —_ Descriptian: [Group 13)
™ Librarians [Group 4]
G Library Assistants [Group 5] New
CHim COROM Graup 17
e " (5roup 17) Delete
@  CHimDELETES [Group 13] _I
@  CHmDYD [Group 16) Duplicate
e CHim Gen Coll 2004-2005 [Group 10)
e CHIm General Collzction [Group 1)

3. Click on the Members tab, if a window pops up saying “No records found” just click the OK button.

|| Bee Deletes

Generall Circ Periods  Members | Group Access |

All Teems

Teems in Current Group Only Location

Scan Ikems into Current Group

4. From the Items in Current Group drop down menu
select Search.

5. Search for whatever type of records you are looking
for (here our criteria was record status of d)

il Bee Deletes x|

General | Circ Periods  Members I Group Access |

- Display: — Specified ltems | - ! 6 '
Barcode Group Location
[#| 794.8 Der BEE 0700006 Bee General Collectio Ballst :
F FICHan 12m3z Bee General Collectio where's Wal
F 793.7 Han 1233 Bee General Collectio where's Wal 7 .
F hAG 28016 Bee hMagazines Bee AMERICAMN [
F MAG 60310 Bee Magazines Bee BM PLUS :
F MAG. B1270 Bee Magazines Bee DISHEY ADY
F taG BO377 Bee Magazines Bee B PLUS : 8 .
F taG BOAE Bee Magazines Bee MOTOCROS
E MAG E0400 Bee General Collectio Bee MOTOCROS
F hAAG. 1363 Bee Magazines Bee DISHE™Y A0
F TEMP Timely Topic B2823 Bee General Collectio Getting to Sc
F MAG B1131 Bee Magazines Bee BM PLUS :
F MAG. B1431 Bee Magazines Bee SPORTS ILL
F MaG E1645 Bee Magazines Bee SPORTS ILL
F E Par Bee General Collectio Junie B first o
b | i
Murmber of holding records:
Move |

oK

search =151
r Search FDr:IHOIdmgs =
IHBcord Statuz j
d
IDF\ j INumbar local cal d
IAND j I.&nywhare d

Results of search come up:
a. click on Select All button OR
b. checkmark the items you want

After items are checked select the Move button. (you
can uncheck anything you don’t want)

Then select the group you want (here it’s Deletes)
All selected Items will move into the Deletes Group.

select Group

Bee BOCES Yideo Collection
Bee COROM Collaction

x|
= oK I
Canecel |

Bee DVD Callection

Bee General Collection

Bee General Callection 04-05
Bee ILL Temp Adds

Bee Inv Mizsing

Bee Inventor Found

Bee Manazines

v




B. Adding holding items directly to a Group BY SCANNING (from a Weeding Cart etc.)

Open M3 GRoOuUP EDITOR
Select and Open your group (here it’s Deletes)
Click the Members tab.

pPOONME

| Bee Deletes

Generall Circ Periods  Members | Group Accessl

From the Items in Current Group drop down menu select Scan Items into Current Group.

— Diisplay; — {tems in Curent Group Onbe |
|ii All Items
Items in Current Group Only
L 74 £ earch... Bee Deletes
L FICH Scan Items into Current Group Bee Deletes
| 7937 0 Bee Deletes
| MaG 28016 Bee Deletes
| MaG BO310 Bee Deletes
| MaG. g1270 Bee Deletes
| MaG 0377 Bee Deletes
| MaG BO316 Bee Deletes
| MaG £0400 Bee Deletes
| MAG. B1369 Bee Deletes
F TEMP Timely Topic E2823 Bee Deletes
| MaG B1131 Bee Deletes
| MAG. £1431 Bee Deletes
| MaG. B1645 Bee Deletes
F E Par Bee Delates
|

Murmber of holding records; 52
Tove

d

Xl
Location
Ballet :
wihere's Wwal
Wihere's Wwal
Bes AMERICAN [
Bee B PLUS
Bes DISHEY ADY
Bee BM PLUS
Bee MOTOCROS
Bes MOTOCROS
Bee DISHEY ADY
Getting to Sc
Bee B PLUS -
Bee SPORTS ILL
Bee SPORTS ILL
Junie B first o
| o
Selectdl | Deselectdl |

ok |

Cancel |

Apply

5. At Barcode window scan or type in barcode number of all items you want to put into this Group.

6. When done click OK button

{| Bee Deletes

Generall Circ Periods  Members | Group .&ccessl

— Display: — Scan ltems into Current Group | - I_

Barcode

|

Barcode:|1651]

Locauun

Bee Deletes

MNumber of holding records: 1

Tove |

GUIMESS WOR

|

Select all I

Deselect Al |

0K

Cancel | Appl




