
Using a bibliographic record from another location 
 
In the cataloguing module, click on “Item search and display”. 

 
 
Search for the title required. Make sure you are searching across ALL libraries. 

 
 



Click on the title you require from the list of results. You are presented with 
the bibliographic record. 

 
 
Under the call number/item tab you can see that no copies are available at this 
library (the Met). 

 



Close the record and click on “Call number and items”. 

 
 
The last title you searched for has been retained. Click on the blue link.  

 
 



You now are presented with a call number/item display. Click on “Add Call 
Number”. 

 
 
You are then asked to choose the library for a new call number. Choose your 
own location. 

 



You can now add the required call number and item fields. Once you have 
completed this, save the record. 

 


