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3. Click the drop-down arrow next to “Items in Current
Group Only” and choose “Search...” from the list.
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4. A box will pop up that is just like the one you see
in Cataloging when you are doing a search, and it
operates the same way. Enter your search criteria to

earch For, | | Holdirngs

find the items you wish to put into this group. (Note: -l
the actual search terms for this step will vary from
catalog to catalog depending on how you have your
items classified in your catalog.) Click “Search” to OF | Jeszek =l
execute the query.
|OR =] |8E2ttk |

|KIT

Clear

Audio/Visual Collection

General] Circ Periods  Members ] Group Accessl

Display: Specified [tems - |
| can# [ Bacode [ Group [ Location | =
= KIT 641.5 Fei 1KATZ00000115 General Caollection American co
= KIT 641.5 Fei 1KATZ00000116 General Collection K.&TZ American co
5. When your ||St appear& CIiCk = KIT 574 Hut 1kATZ00000141 General Collection  KATZ Life's key--O0t
@ I = KITE Mac 1KATZ000001 46 General Collection  KATZ “Y'ou can get
SeleCt All to Sele(:t the records. \ ) VID 34373 wei 1KATZ00000008 General Collection  KATZ Tune in, tune
WID 364.2 LeS 1KATZ00000009 General Collection  KATZ The roots of
4 920 Fab 1KATZ00000010 General Collection  KATZ Lowe & rivalr,
= ViD ten 1kATZ00000011 General Collection  KATZ The mystics,
= VD Fic Hol 1KATZ00000012 General Collection  KATZ Perdita /
= VID Fic Ste 1KATZ00000013 General Collection  KATZ Once in a life
e VID 3314 Wer 1KATZ00000016 General Collection  KATZ Wwie were the
= VID Fic Meu General Collection KATZ Liza, bright a
| VID 349,73 Mil General Collection  KATZ Miller's court
W Audiobook FIC General Collection  KATZ Anne OF Gres
W Audiobook FIC General Collection KATZ Black Beauty «
1| | LlJ
Mumber of holding records: 16
Mee (™ Dezelect Al |




6. Click the “Move” button and
highlight the group to which you
want to move your items. Click
OK.

7. A box will come up to show you the progress of the move.

8. Once your items have been
moved, you will see their new
group name listed next to them.

9. Click OK to finish. This will
return you to the main Group
Editor page, where you may make
changes to other groups, create
new groups, or delete groups. If
you are finished, click “Exit.”
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