
Edit a Barcode

Easily replace a damaged or missing barcode with a new one. 
 1. Log in to the school.             
 2. Select Circulation > Copy Status. 
 3. Scan or type the copy barcode in the Find Copy field.      

 4. Click Go. 
 5. On the Copy Status page, click Edit Copy. 

 6. Enter the new Barcode number. 

 7. Click Add Note.
 8. Enter the original barcode number in the note field. 

 9. Click Save Note. 
 10. Make any other changes, and then click Save Copy.
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Replace the Barcode
The barcode label is  affixed on the back of the textbook and the identity 
label is placed on the back inside cover at the bottom:

Note: Barcodes must be applied at least ¼ inch from the spine.

The exact placement of the barcode label is important. Barcode labels 
include the actual label and an identity strip. Both of these ensure the 
identification of the materials if the barcode is removed. The identity strip 
should be placed on the bottom center of the end page. If using label 
protectors (optional), be sure to allow for overlap.
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