LOAD ORDER (FOR BRIEF RECORDS THAT HAVE BEEN OVERLAID)
Make sure that you have overlaid the brief record with the correct OCLC record (change the control number in WorkFlows to match the OCLC number of the incoming record).   Then:

In Modify Title: 
Type in title of item (or however you usually retrieve item)
Make sure book and record are the same.
Copy call number from the bib record.
Tab to Vol/Copy Tab (see below).
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If there is no call number in the item record, paste call number into the Call Number box, removing the “On Order” information.   If there is a call number, remove the (On Order) from in front of it.   Click OK, then on Review.  Then Click on Load Order (book with telephone) which has the full name of Link Order Line Holdings to Titles, or use Shift F5.
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Select Current Title.
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Paste call number, then remove indicator(s) from the call no. This has created a copy and loaded the order. 

Click OK.   An expanded screen will now display with a slot for a barcode (see below).
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Scan in your barcode, replacing the auto-generated number in the box.
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Click OK, and then close (this is for loading only 1 copy.  If more than 1 copy shows in the order, Ask).

Click close.
Return to Search List, then select Modify Item. 

Tab to Vol/Copy Tab (This should now be fleshed out and have Copy Info.)
Copy Call number and Paste into Label Program.
Select Print Icon and highlight text for slip for processing students to match item to labels. 
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