
 

Procedure SB: Add Trigger to Electronic Serials Title for Access Check 

In the Acquisitions Module: 

1.​ Click on “Trigger List” in Navigation Pane. 

 

 

2.​ Fill in the following: 
 “Trigger Date”-the date you would like to be reminded to check access. 

“Department”-SERIALS 

“Trigger Text”-information about frequency and package can be entered here. 

 

3.​ Click on “Update”.​ ​ ​ ​ ​ ​ ​ ​  

 

 



4.​ An item must be created at this time to contain the access information about the title.  

This item is added after the HOL record and order are already in place.  This item must 

be suppressed and may be moved or deleted without concern if the need arises to 

delete the record from the catalog.  The item does not need to be linked to the HOL 

record. 

5.​ Click on the “Serial” tab in the Navigation Pane.  Click on “[K] Check In”.  Then click on 

“Add”. 

 

 

 

6.​ This form will appear in the lower pane after clicking on add.  On tab “2. Arrival Form”, 

fill in Sublibrary, Collection, Item Status, Item Process Status and Material Type as 

indicated below. 

 

 

 



7.​ On tab “3. Serial Levels”, fill in Description with the word “viewed” after which you will 

add what volume was checked when the journal is accessed.  Click on “Add”. 

 

 

8.​ When it is time to check access for the titles with triggers, click on the 

“Administration” tab in the navigation pane. 

9.​ Click on “Triggers”. 

10.​Fill in “Days Before Today” and “Days After Today”. 

11.​Choose “SERIALS” as the Department.  This will bring up all the “SERIALS” triggers that 

were set in order to check access for the electronic orders. 

 

 

 



 

12.​ Click on the title you wish to check in your trigger list.  It will become highlighted.  The 

click on either “Orders” or “Serials” to push to that title’s record. 

 

13.​ Click on the “Overview” radio button in the Navigation Pane and the click on the 

“Cataloging” button on the right. 

 

 

 

 



14.​ You will be pushed to the catalog record.  Check the 856 field to look for FAU’s URL in 

the SB record.  This is the link you will use to check access for the electronic title 

chosen. 

 

 

 

15.​ Once you determine the correct link, use Ctrl O on your keyboard to push to the OPAC 

which will appear in the lower pane. 

 

 

16.​ Click on this link to go to the journal title you are checking.  Check access to the pdf 

level for the most current issue available. 

 

 

 



17.​ Once you determine there is access for the current issue of the title,  go back to the 

Acquisitions module by clicking on the symbol indicated below. 

 

18.​ You will be back in the Acquisitions module.  When there click on the “Functional” 

radio button in the Navigation Pane and the “Serial” tab as indicated below. 

 

 

19.​ Click on “[P] Group” in the Navigation Pane. 

 



20.​ Click on “2. Enumeration/Chronological”. 

 

21.​ Fill in “Description” with whatever issue was viewed; include the date viewed and 

your initials.  Click on update.  The information will be pushed to the upper pane and 

will be in place until the next check. 

 

22.​ Click on “[T] Trigger List” in the Navigation Pane. The trigger you created will appear.  

Adjust the date for the next desired access check and click on “Update” on the right.  

The trigger will be reset for the date you indicated in the Administration Triggers. 
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