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Purpose

The purpose of this job aid is to guide you through the step-by-step process of adding
an item to a library.

In this job aid, you will learn how to:

e Task A. Access Item Record
e Task B. Add Item to Library
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Task A. Access Item Record

1. Select Learning Activities to expand the menu of options.
2. Select Items.

3. Enter Search Criteria.

4. Select Search.
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Q Task B. Add Item to Library

1. Select the Libraries tab in the item record.
2. Select the Add Library icon.

Item Search

Personal Computer Components
1276937

Other Status: Active
- Non-Federal (NFED) Cover Page: Inactive
Revision/Date: Version 1, 2/4/2010
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< ks Categories Curricula Assignment Profiles Instructors Grading Options Surveys Prerequisites Sub >

Actions ~

Libraries (0) 9 +
Library 1D Remove from Library On  Description Price
There are no libraries associated with this item.
3. Enter Search Criteria.
4. Select Search.
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5. Select the Add checkboxes for the Library you want to add the item to.

6. Select the Add button.
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INTERMAL
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7. You have successfully added the item to the Library you selected.
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