
Re-linking Bibliographic Information on a Purchase Order 
 

When it is discovered that a title exists in the catalog as both a valid cataloging 
record and an acquisition record, it is possible to re-link the line item on the 
purchase order to the correct bibliographic record and then delete the 
bibliographic record created in acquisitions.   
 
Example of two records for the same version of a title. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



After identifying the problem in Cataloging, open the Acquisition client.  With the 
bib record created in acquisitions that you want to replace open use <control><m> 
to retrieve the detailed line item record in acquisitions.  If you would like to view 
the purchase order before proceeding, you can do that by selecting the order tab 
and the “…” button in the order number field.   When ready to proceed with the 
change, select the button “Change Bib Record.” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



This action will bring up a search screen.  Search for the record that you want to 
use as a replacement in the purchase order for the acquisition bib record.  The 
recommended search is for the OCLC control number.  Searching for the OCLC 
number should result in a single record.  Make sure that the correct record is 
selected.  Click OK and the information will fill in the search box in the Acquisition 
module.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



A box will appear which is headed: “Change Holdings Records for Line Item 
Copies.”   There will be an option to delete current holdings.  Unless the choice is 
made to link to an existing holding, the system will automatically create a holding 
record as part of the Relink function. Usually you will no longer need the original 
acquisition holding record and it can be deleted at this time or you can delete it 
manually at the end of the procedure if it is no longer needed. 
 
If a volume is to be added to an existing holding, then click in the “New Holdings” 
area.  Clicking in New holdings will display the “…” button which opens the “Link 
to Holdings” screen allowing the user to select and link to the appropriate holding 
from a list.  (See the “Link to Holdings” display below.)  Choose the appropriate 
holding record and click “Relink” 
 

  
 

 
 
If a copy is to be added, a new holding record will be needed.  Simply check the 
“Delete Current Holdings Box” and click “Save” button.  This will delete the 
acquisition holdings record and will add a holding record to the correct 
bibliographic record which can be used for the new copy. 
 
 



After clicking Save, a warning will appear.  Click OK. 
 

 
 
Clicking OK replaces the bibliographic information in the line item with the 
cataloging record and creates a new holding record for it.  
 

 
 
The final step is to delete the old Acquisition record from the catalog.  Work can 
then continue to correctly add the new item in Cataloging. 


