
  

Symphony Cataloging Steps
Workflow for adding a title using SmartPort

Add  
Call#
(click

Open 
SmartPort
(Cat.>Sma

Add additional item
(add new item ID and 

verfiy location and item 
type)

yes

Search Catalog -
Cataloging>Call# Item 

Title doesn't exists in 
Symphony

no

Scan item 
ID - Verify

Call#,
Location 
and Item 

type

Check Item status
(This will tigger a hold if 

the item has a holds 
and change status of 

the item)

Juvenile
material? yes

Add item 
category 2 

of
"Juvenile"

no

Updated	11/6/2013	‐ LR


