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Item Group Editor 

 

The Item Group Editor Wizard (IGE) allows you to edit a list or group of items simultaneously. 

IGE can be used to change many item characteristics and fields.  

 

Some examples of the usefulness of IGE are :   

 Changing the library code when moving collections from a main library to a branch library,  

 Changing the default loan period of an entire home location (DVD, Book on CD, New Fiction, etc.)  

 Modifying the price of a group of items 

 Creating a temporary group of items  

 Creating a list of items cataloged on a certain day or date range 

 Restoring items to their original settings  

 Gathering statistical counts of owned items 

 Printing a list of retrieved items 

 

Using Item Group Editor 

To use IGE, you must login into WorkFlows with a Tech login.  

You can search for items by either a simple, one-field query or by an advanced multiple-field query. An       

example of a single search query would be to scan item IDs. Searching by specifying library, home location, 

and item type would be an example of a advanced, multiple-field query.  

 1. To Edit Items by Creating an Item List Using a Single Search Query  

  A. In the Tech Module, click on the Item Group Editor Wizard.    

  B. Click the Single radio button and the Index field will become active. 
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 To Edit Items by Creating an Item List Using a Single Search Query cont. 

  C. In the Index box, select a search index from the drop down list. 

  D. Specify the value you want to search for in the search field box. Most search indexes include 

  a gadget to help you expand or limit your search. Others let you select the search option either 

  through a radio button or drop down list. For this example, I am using the Item ID index. 

  E. In the example above, you can see that I scanned three item IDs and the titles appear in the  

  Item Results List.  

  F. To edit the items in the Item List, click Edit Items.  
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 To Edit Items by Creating an Item List Using a Single Search Query cont. 

  G. Use the drop down arrows to select the changes you wish to make. As you can see below, 

  there are many item fields that can be edited. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  H. For this example, we changed the Home Location, Price, and Extended Information.  

  I. To save the changes, click Edit items 
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 To Edit Items by Creating an Item List Using a Single Search Query cont. 

  J. When the items have been edited, they will be listed in the bottom pane as modified.  

 

  K. Click Close. 
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 2. To Edit Items by Creating an Item List Using an Advanced Multiple-Field Query  

  A. In the Tech Module, click on the Item Group Editor Wizard. 

  B. Click the Advanced radio button. 

  C. Enter your library three letter code in the Advanced Search Window, . *** This is the single 

  most important field in this step. If you do not enter your library code, you will get results for all 

  libraries. *** You can either enter the three letter code or use the gadget to the right of the   

  library field to choose  the code.  

  D. Below is the gadget you can use to choose your Library. Scroll to find your library three letter 

  code. Highlight the code and use the blue arrows to move the code to the List Selected box. 

  Yes, you can choose more than one library. Example: Main library and branch locations.  

  No, you will not be able to edit any other library’s items unless they are in your library group.       

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  E. Continue to enter or specify the values you want to search for in the advanced search fields.  

  F. After making your advanced search field selections, click Search. The results of your search 

  will display in the Result List. 
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 To Edit Items by Creating an Item List Using an Advanced Multiple-Field Query cont. 

  G. After making your advanced search field selections, click Search. The results of your search 

  will display in the Result List. 

  H. In the example below, you can see the criteria set for this search was: 

       Library = SEO 

       Home Location = ADVD 

       Date Created = Items Created after  August 1, 2012 

  I. In the Results list you can see that 12 items were retrieved. 

 

  J. You must move the items you want to edit down to the Item List before you can begin to edit 

  them. To move them, select the item or items you want to edit. Click the Add Selected Helper. 

  If you want to move all the search results, click the Add All Helper.  

  K. Once the items have been moved to the Item List, you can click Edit Items. In the new        

  window that opens, make any changes to the items.  

  L. When you have finished, click Edit Items again, to save your changes and close. 

Add Selected Helper and Add All Helper 

  Item List 
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 3. Creating a Group 

 After you have compiled a list of items, you can save the list as a Group. You can archive the  

 groups, add items to an existing group, merge and remove groups. When you create a group  

 of items, you can save or archive a snapshot of the item values of each item. This allows you to  

 restore the affected value of each item in a single action. If you want to be able to revert back  

 to the original settings of an item, you must first save your original list of items as a Group and  

 then Archive the values before you make any changes to the items. See page 10 for more                 

 information about Archiving. 

 

  To Create a Group:  

  A. In the Tech Module, click on the Item Group Editor Wizard.   

  B. Perform your search using either a single or multiple field query. 

  C. Move the items you want to include in the group into the Item List using the Add Selected or 

  Add All Helpers. 

  D. Click Create Group. 
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 Creating a Group cont. 

  E. In the next window you must name your Group. For each list you create, please        

  precede the name of the list with your library three letter code. You can use up to      

  eighteen characters. Example:  SEO JUNE NEW ITEMS or STE DVD LIST  

  F. You can also enter a Description of your group using up to seventy characters. 

 

 

 

 

 

 

 

 

 

 

   

  G. Click the Create Group button.  

     



Revised 7/17/2015                                                                                                                                                                                       Page   9 

 

Item Group Editor 

 

 4. Finding a Group  

 WorkFlows lets you search for groups by name. The search finds all group names that begin with  

 the search string you enter.  To find a Group that you have previously created, please do the              

 following: 

  A. In the Tech Module, click on the Item Group Editor Wizard. 

  B.  Click on the Item/Group Search Helper to open the Group Search window.  

   

 

 C. Type all or part of the group name in the Group ID field and click Search.  

 

 

 

 

 

 

  D. You can sort the results list by clicking on a column name. 

  E. Click on the group you want to edit.    

     F. Click the Manage Group button. 

  G. You can then print, edit, archive, or add and remove items in your group. You can also 

  remove the group. 
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 5. Archiving a Group  

 **Symphony saves the original values for the modified fields for each item. Symphony does not  

 save the values of fields that are not edited.** 

 When you archive the item values for a group, those archived values are saved until you       

 restore them. What happens to the item between the time you save the archive and restore  

 the values has no effect on the restored values.  

 For example: On May 1st you may create a group, archive  the values, then change the Home        

 Location for the items.  On May 31st, using the Call Number and Item Maintenance Wizard, you 

 change the Item Type for one or two of these items. On June 1st, when you “restore” the item values 

 for the group, your second changes to the Item will stay the same and will not revert back to the             

 May 1st archived version. 

   

  A. After you have created your group, you can archive and edit your items. To archive the    

  original settings for your items, search for your group using the Item/Group Search Helper. 

  B. Click on the group you want to edit.    

     C. Select the Manage Group button located at the bottom of the screen. 

  D. In the next window that opens, Check the box next to Archive Before Editing. 

 

 

 

 

 

 

 

 

 

 

 

  E. Make any necessary changes to your items. 

  F. To save your changes, click Edit Items. 
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 6. Restoring Items To Their Original Values  

  **Symphony saves the original values for the modified fields for each item. Symphony does not 

  save the values of fields that are not edited.**  

  If you archived the item values before you edited the items, you can restore the edited values 

  to their original values. When you archive the item values for a group, those archived values 

  are saved until you restore them. What happens to the item between the time you save the 

  archive and restore the values has no effect on the restored values. To restore archived item    

  values, please follow the steps below:  

  A. In the Tech Module, click on the Item Group Editor Wizard. 

  B.  Click on the Item/Group Search Helper to open the Group Search window.  

  C. Type all or part of the group name in the Group ID field and click Search. You can also leave 

  the Group ID field empty to see all of the groups in the system. You will only be able to edit 

  items in your library family.  

  D. Click on the group you want to restore. 

  E. Click the Manage Group Button. 

  F. Click the Restore Items Button. 

 

 

 

 

 

 

 

 

 

 

 

 

  G. Click Yes to modify the items. 

  H. Click Close to close the Restore item                        

  Results window.  
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 7. Adding and Removing Items In a Group  

  After you have created a group, you can continue to manage which items are included in the 

  group. To add or remove items in a group, please follow the instructions below: 

  A. In the Tech Module, click on the Item Group Editor Wizard. 

  B.  Click on the Item/Group Search Helper to open the Group Search window.  

  C. Type all or part of the group name in the Group ID field and click Search.  

  D. Click on the group you wish to manage. 

  E. Click Manage Group. 

 

 

  F. To add an item to the existing group, click the Add items Helper. This will open the IGE search 

  box. 
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 Adding and Removing Items In a Group cont.  

  G. Perform either a single or multiple query search to find the item or items you wish to add. If 

  you are using a multiple query search, select the items you wish to add to your group and 

  move them down to the Item List using the Add Selected Helper.  

  H. After you have moved your selected items down to the Item List, click Add Items to Item List. 

  This will add the items to your group.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 I. The Item Search window closes and the items are moved to the list of items in the Manage  

 Group list. To save the changes to the group, click Save Group. 
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 Adding and Removing Items In a Group cont.  

  J. To remove an item or items from a group, search for the group you wish to manage. 

  K. Click on the group name. 

  L. Click Manage Group. 

 

 

 

 

 

 

 

 

 

 

 

 

  M. Click on the item or items you wish to remove from the group.  

  N. Click the Remove Items Helper. 

  O. Click the Save Group Button and click OK.  
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 8. Merging Groups  

  Merging groups lets you combine all of the items in two or more groups into a single group. 

  When you merge groups, the original groups are deleted and a single, new group is created 

  that contains all of the items from the groups. Groups that have been archived, cannot be 

  merged. To merge groups, please follow the instructions below:  

  A. In the Tech Module, click on the Item Group Editor Wizard.                 

  B. Click on the Item/Group Search Helper to open the Group Search window.  

  C. Type your three letter code in the Group ID field and click Search.  

  D. In the Group Search window, select the groups you want to merge. You can either click and 

  drag or use Control + Click to select groups.  ***Warning– make sure you only select groups that 

  belong to you. The system will not alert or block you if you try to merge groups from multiple 

  libraries. Please do not undo someone else’s work.*** 

  E. Click Merge Groups. The Merge Groups dialog box will open. 

  F. Enter the new name for the group in the Group ID field, a description, and your library code. 

   

 

 

 

 

 

 

 

 

  G. Click Merge Groups. The manage Group window will open displaying the new, merged 

  group of items. The groups that merged into the new group are deleted automatically.   
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 9. Printing the Item List 

  The Print Items helper remains inactive until you add at least one item to the Item List.     

    To print the list of items displayed in an Item List: 

  A. In the Tech Module, click the Item Group Editor Wizard.  

  B. Perform either a single or multiple query search for your items.  

  C. Choose the items you wish to edit or print and move them to the Item List using the  

  Add Selected or Add All Helpers.  

  D. Click the Print Items Helper. The Print Preview window will open. 

   

 

 

 

 

 

 

 

 

 

 

 

  E. Click the Print button. 

  F. The Print Dialog box will open. Select the printer and properties that you want, then  

  click OK. Your list will print.  
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 Printing the Item List cont. 

  You can also print the items in a saved Group.  

  To print the list of items saved in a Group: 

  A. In the Tech Module, click the Item Group Editor Wizard.  

  B. Click the Group Search Helper. This helper toggles between the Item Search and

  Group Search windows.  

 

  C. Because your group names should all be preceded by your library three letter code, enter 

  your library’s code in the Group ID field. 

 

 

 

  D. Click Search. 

  E. Select the Group you wish to print.  

  F. Click Manage Group. 

  G. Your list will display as an Item List. 

  H. To print your list, click the Print Items Helper. The Print Preview window will open. 

  I. Click the Print button. 

  J. The Print Dialog box will open. Select the printer and properties that you want, then  

  click OK. Your list will print.  


