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Weekly Exchange Cheat Sheet 
 

Create a Saved Query  
Save time generating an advanced search each week by creating a Saved Query. 

In Enquiry select:  

➢ Search Holdings 

➢ Advanced Search 

Enter details for the exchange criteria:  

 

Refine the list that is generated to remove titles already at the branch you are exchanging with: 

 

 

Date range, e.g. 2018-2023 

Location 

Collections; you can 

select multiple by 

holding down CTRL key  

Location 
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Now select Save Query 

 

Give the Query a name so you can identify it, e.g. [Week 1], [Collection], [Date range], [from Branch] > [to Branch] 

 

Click Save Query  

Now repeat these steps for each of the searches required for your location’s exchange. You will only need to do this 

once a year when the exchange timetable is updated.  
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Save Query Search 
Save time selecting items by running your saved query. 

In Enquiry select: 

➢ Operations 

➢ Saved Query Search  

Enter [Week #] [from Branch] > [to Branch] into the Description field and click Submit 

 

You will be given a list of all Saved Query Searches for your exchange.  

Select the appropriate search: 

 

 

 

 

 

 

 

 

 

e.g. Week 1 KO > WR 
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Click Run Saved Query 

 

You will now have a list of titles suitable for the exchange that are not already held at the other branch. 

You can choose to sort this list based on publication date, or you might like to sort it based on number of loans, or 

you can just leave it in alphabetical order.  

  

Keep an eye on the Last Returned date and avoid anything that looks like it might have arrived in your last exchange 

for that same collection. Try to pick the ones that haven’t moved in a while.  
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Batch Returns 
Save time processing incoming exchanges by not double handling books to run them through returns. 

In Circulation select: 

➢ Item 

➢ Bulk Item Maintenance  

Set Location to your branch  

 

 

Change RFID pad settings to allow you to scan items with the pad: 

➢ Click ↑ icon on toolbar 

➢ Right click on Circulation Assistant icon 

➢ Untick Require LMS window focused 
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Now you can start scanning your exchange items with the RFID pad 

 

Once you have scanned all items to change their location to your branch, click Export to Excel 

This will give you a spreadsheet with all the items scanned: 

➢ Click on Column A to highlight the entire column of accession numbers 

➢ Hold CTRL+C to copy the accession numbers 

➢ Open a blank Notepad document  

➢ Hold CTRL+P to paste the list of accession numbers 

➢ Delete the heading at the top of the list  

➢ Save document on your desktop 

 

Click the Home icon in Circulation and select Batch Returns  
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Click Select files…  

  

Find the file you just saved to the desktop and click Open 

Click Process 

Once it reaches 100% you can click Close  

 

Scroll down the list of returns and check any items that have the   !   icon – they may be reserved.  

 

The exchange is now complete. 

 


