Withdrawal procedure overview

. Remove the item record from the catalog (and associated records, e.g. checkin, bib,
order)

. Remove holdings from OCLC when the item record for the withdrawn copy does
not share a bib record/OCLC # with the volume remaining in the stacks

. Record statistics

. Stamp the books with the "No Longer the Property of..." stamp. Books should be

stamped on the title page, inside the back cover near the barcode, and on the top of the
book (if thick enough to accommodate the dimensions of the stamp).

. Deliver books to the mail room so Parente can send them to Better World Books.

NOTE: If a withdrawn older edition has fewer than 10 libraries in OCLC listed as holding, route the
volume to Joanna for examination, before withdrawing.
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Open ALMA and open OCLC Connexion
In Alma search ALL TITLES with bar code number from book (if no bar code, type in title)
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First thing, click on the title.
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A new page will open with the bib record, scroll down to see if there is a 583 field.
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If the 583 field is there, check to see if it says “COMMITTED TO RETAIN” and then either EAST or NOAA.

If these words are in the record, do not withdraw, put it on the cart to reshelve.

IF there is nothing in the 583 field, click the BACK button (or the arrow at upper left) to get back to the
main record/title page.
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Copy the RECORD NUMBER (99% of the time there is one, if there is not, see alternate procedure for
looking up title in OCLC at end of this document)

Click on ITEMS to see if there is more than one copy. If there is more than one copy and you are only
removing this copy that you have looked up, then you can completely skip the OCLC portion. If there is
only THIS copy you are working with, then you also need to remove the item from URI’s holding in OCLC.

Log onto OCLC Connexion by clicking FILE and LOGON, click yes/agree/whatever it is twice then your
window will look like this

£ OCLC Connexion - [Online WorldCat: The sophists ]

@l File Cataloging Authoriies Edit Action Batch Vi Is  Window -8 x

SREAH AR 8 Ry IS HETE 282 &R en r-
E2 Text Strings 5% User Tools ~ #16524398 =

n

OCLC 16524392 sy Held by RIU - 219 other holdings
/)1 RIU holding in GLIMIR cluster; 231 other holdings in GLIMIR cluster of 6
\Emks | Reesmt ¢ Entered 19870804 Replaced  2024( IUS
. a L Sree Audn cul Lang eng ] P
Ll m o Cont 0 MRec Cir cau mber
fhld Z 155 25 E b

Desc 5 llis Fest g S 1987 . c l ed
fowo ] | | svoz1051 | ]
040 DLC +b eng #c DLC #d BTCTA +d LVB +d BAKER +d YDXCP +d OKR +d GEBAY r‘o m a
r Q +d EUM +d JHY d OCLCF +d OCLCQ #d DEBBG #d COX #d OCLCQ #d OCLCO i
+d OCLCA +d SNN $d OCLCQ +d OCLCA +d OCLCO +d OCLCL

020 0883165570 #q (pbk.)

sl withdeaw | 5

F
m
:
s

i
m
B
=
&

]
£l
I
=
-

‘D
@

o
£3
i
i

U_
Ly
0
4

050 0 0 B288 +b.B37 1987
+ w 082 0 18314218
%C 034 6.1 425500
. 084 6,12 +2ssan
rd VE 10 084 6.15 42 ssgn
Q jl 034 FB 4041 %2 vk
090 +b
049 RIUU
, m n n q 100 1 Barelt Harold
* 245 1 4 The sophists : b rhetoric, democracy, and Plato's idea of sophistry | %¢ Harold
Barrett
260 Novato, Calif : +b Chandler & Sharp, +c ©1987.
300 ix. 85 pages : +c 23 cm
336 text +b txt +2 rdacontent
337 unmediated b n £2 rdamedia
338 volume $b nc +2 rdacarrier
504 Includes bibliographical references (pages 77-81) and index

505 0 Chapter 1. Sophist— Chapter 2. Five sophists of the fith century — Chapter 3.
Athenians and the sophists — Chapter 4. Contributions of the sophists — Chapter 5.
Plato and the idea of sophistry — Appendices — Glossary — Works cited and other

Delete Holdings- Export- Label- Produce- ‘Submit- Replace- Report Emor-

Workflow-In Process Inst-RIU
L

In the empty box at the top (1.) enter a pound sign/hashtag/number sign and then the RECORD NUMBER
you copied from the ALMA page. No space in between, click enter

Check (2.) where OCLC says the title is HELD by URI (or not, sometimes it is mistakenly not recorded) and
how many other holdings there are — if it held by fewer than 3 other places, do not withdraw. Set aside



and give back to Joanna with a post it note that says “HELD BY (whatever number)” and she will decide if

we need to keep it or not.

In example above, we hold it and so do 219 other libraries, so it is not important for us to keep it

Click on the two books icon with the red X (3.) — and then the icon will gray out and the text below will
change to “No holdings in RIU”. You are done with OCLC portion.
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There are two ways to remove the item — Choose whichever one works best for you — the first way is to
check the box on the left, then click on the three dots to the right and choose withdraw
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The second way is to click the box at the left and then choose WITHDRAW ITEMS from the drop-down list
under MANAGE SELECTED

Then you get this pop — up (below), click CONFIRM
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Confirmation Message

Please note the following:

n Are you sure you want to withdraw the item?

Are you sure you want to perform this action?

Cancel

The next window comes up, and the top item “Don’t change the holdings record” will automatically be
filled in. Change the selected option to “Delete bibliographic record”, then click GO. You have now
finished with this title.

[90% of the time this is the option you are choosing because most of the time you are removing the last
copy of something. In the cases where there are multiple copies and you are removing just one of them,
keep the selected option on this page as “Don’t change the holdings record” and click GO]
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Last item(s) of Holdings record deleted or moved
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Record on a piece of paper how many items you have withdrawn to keep for stats. Keep separate records
for monographs and serials.

Stamp the books with the "No Longer the Property of..." stamp. Books should be stamped on the title
page, inside the back cover near the barcode, and on the top of the book (if thick enough to
accommodate the dimensions of the stamp).



Deliver books to mailroom/storeroom for transfer to Better World Books.

Alternate procedure for looking up title in OCLC
If there is no record number in the Alma record to input into the OCLC window, you can still locate the
proper item by clicking on the magnifying glass icon on the upper left
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A new window opens up where you input certain information about the book you are looking for. In
most cases it is only necessary to do the TITLE and the YEAR that it was published — then click OK
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So for our book, | put in the TITLE “The Sophists”
| added the author’s last name just because
And | looked at the book to get the publishing date for this edition and clicked OK
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Click OK to get back to the form

So then | added the name of the PUBLISHER to my search
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And that did the trick, a new window opens up with a list of titles that probably are the one you are
looking for. There will be one in this list that has a check mark in the column marked HELD, double click
on that and it will take you to the same window you would be at if you had had the record number in the
first place.
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