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Procedures for Creating 

Serials Controls Records  
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Serials Control Toolbar 

Create a Serial Control wizard 

Right click on Sirsi toolbar.  

Arrow up or down to Serials 

Controls.  

OK. 



 
 

 

 

 
 

 

Set up Properties with the following 

information with the first Serial 

Control: 

Display Property page: Never 

Enter Search index: Periodical Title  

Library ID: XXX 

Create Control Records: TBN 

Categories 1 & 2 (blank) 

Status: Active 

Check: Allow automatic prediction of 

issues 

 

Properties must be set up with the first 

Serial Control record added to Sirsi. 

Right click on the Create Serial 

Control icon: 

Choose: Properties 

In: Create Control: Set Properties 

 

 



 
 

 

 

 
 

 

 

Create Control screen:  

Library for new Serial Control: XXX 

Holding code: XXXP 

OK 

Search by periodical title, Title 

Control number, etc 

Set Properties cont’d: 

Do NOT Check: Automatic update 

MARC holdings 

Display the most recent: 0 

Form of name to display: Both 

Insert holding Code: XXXP 

Number of copies to add: 1 

Number of copies to receive: 1 

OK 

It is not necessary to set Properties 

again unless Properties values 

change. 

 



 
 

 

 
 

 

Create Control Basic tab: 

Control ID: AUTO 

Base call number: Periodicals 

Base Call number: LCPER 

Status: Active 

 

Create Control Patterns tab 

Limit: Number of issues in subscription 

cycle 

Set Chronology type:  

Check: Allow automatic predictions 

Days to wait before claiming: Default 

Days before subsequent claim:  Default 

 



 
 

 

 
 

Create control OPAC Display tab: 

Do NOT check automatic update        

MARC holdings 

Number of recently arrived issues: 0 

Form of name to display: Both 

Ignore the MARC Holdings tab 



 

 

 
 

 

 

Create Control Subscription tab: 

Number of copies to be received 

each week, month, etc.: 1 

Number of issues expected in a 

subscription period 

Fiscal cycle: 200X 

Library: XXX 

 

Create Control Distribution tab: 

Holding code: XXXP 

Copies expected: 1 

Copies to add to catalog: 1 

Update holdings: N 

Edit Distribution if necessary with 

helper 

Click: Create Control button 



 

 

 
 

 

 

Create Control Get Expected Issue Information 

Enter number of predictions to preview 

Enter volume and issue number of issue in hand 

Enter chronological information from issue in hand: MMM DD YYYY 

Date of first prediction: Use gadget to indicate 

the actual date given on this first issue:  

August 1 200X for AUG 200X issue 

OK 



 

 

 
 

 

 

Date expected: Use the gadget to 

indicate the date when it will 

probably or did arrive at your 

library 

OK 

Click Generate Predictions button 

Scroll down listed 

predictions to be sure they 

are correct for this 

periodical. 

If correct:  

Click: Save Predictions 

If not correct: Redo Predictions 

OK 



 

 
 

 

 

Serials Control Record for this magazine for library XXX has been created. 

OK 

Close the Serial Control Creation screen 

Predictions created. 

OK 



 

 

   
 

 

 
 

 

 

 

Serials Control toolbar: 

Use Check in Issues of a Serial wizard 

to immediately check in issue in hand 

Check in the issue in hand 

Properties must be set up with the first Serial 

Control record added to Sirsi. It is not 

necessary to set Properties again unless 

Properties values change. 

Right click on the Check In Issues Serial 

Control icon: 

Choose: Properties 

In Check In Control: Set Properties 

 

 



  
 

 

 

Set up Properties with the 

following information with only the 

first Check In: 

Display Property page: Never 

Set other Properties as illustrated. 

OK 

Search screen: 

Double click on the Serial Control number 

on the Current Control line or Search for 

the title 

 

 



 
 

 

 
 

 

Check in Issues: If correct 

information is on the screen: 

Click: Check in now button 

Check in: Update Copy list screen: 

Holding code: XXXP 

Must enter a numerical barcode here!! 

OK 



 
 

 

 
 

Copies created screen: 

OK 

Check In: Issue received screen: 

Check in next issue or New Search or 

Close. 

This issue is available 

immediately on Workflows and 

iBistro. 


