[bookmark: _GoBack]Fast cataloging 
If you have an item that is not able to be checked out, the two main possibilities are that item was not tied to a catalog record, or the entire record is missing.
If the tag does not read, check that the barcode was not entered incorrectly by looking for the item, either by the title, author, or the UPC or ISBN.  
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If you cannot find the item use the “Add record using fast cataloging” option. 
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Type in the title in the title statement field, then click “save.”
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KOHA will add in the barcode that started this process, update it if necessary, then change the material type.  In this instance everything pre-filled was correct, so I simply “add item.”  
If you are adding something besides a book, adding it as “fast cataloging media” will allow check-outs for 7 days.  Fast catalog books check out for 21 days.  
After the record has been created, and an item added, the material automatically checks out to the user.
When these items are returned they will automatically give a message requiring they be sent to tech services. 
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The other option is that the catalog record is added, but the title has not been attached to it.  
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You can see that KOHA found the record, but not the barcode.  Clicking on the “check out” option did not work, but clicking the title in the pop up took me to the record.
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No barcodes were attached to this record, so I just need to update with the barcode.  This is not a temporary record.  Not everyone will have access to edit a record.  If you do not have an “edit” option you will have to ask for help with this.
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Enter the item barcode in the barcode field.  
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Then click “save changes.”
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