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SIERRA SERIALS 

Routing Issues 
  

 
This How to Guide is a review of Sierra routing.  There are two ways to add an individual to a serial 
record.  Either from the routing tab on the serial holding record to build a list of individuals or from 
the Routing function to add a list of serials to an individual.   
 
How does routing work? 
 
When checking in an issue from the Checkin Card a record with a routing list will have the Print 
Routing Slip checked.  To cancel printing a slip for that specific issue, uncheck the box before 
checkin. 
 

 
 
Using the Serial Routing Function to build a list on specific individual patron records 
 

 
 

1. Select Routing from the Function dropdown list. 
2. Search for the patron record. 

a. See the note at the end of this guide if you are using routing records. 
b. See the note at the end of this guide for information regarding the Notify by Email. 

3. In the routing section use the Add Journal option to search for the serial record. 
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4. If there are more than one holding record, highlight the correct one. 
5. From the summary tab with the correct holding record selected - there are multiple ways to 

get to the routing tab. 
a. Click directly on the Routing tab. 
b. Click on Select. 
c. Click on Use Selected Holdings. 

6. On the Routing Tab click on the first blank cell under Copy 1 and then click Use.   
a. For holdings records that have multiple copies being checked in, you will need to 

select which copy or issue to assign to your staff patron record. 
b. Records with just one copy being checked in will display as Copy 1. 
c. A copy may already have staff members linked to it. 

7. Your patron record will now have a journal attached.  
8. Continue to add additional journals or click on Close 
9. To remove a journal from the patron’s list, highlight and click Delete Journal. 

 
 
Attaching individual patron records to a journal 
 

 
 

1. From Serials Checkin, retrieve the journal. 
2. Click the routing tab.  As with the previous sequence, the record may already have routing 

set up and/or may have multiple copies to choose from. 
3. Click on Add and search for the patron record to assign. 
4. To add additional staff records, click on Add 

a. Sierra adds the most recent record as the first entry.  Thus, add these in reverse 
order starting with the person who should be last on the list. 

5. When finished with your list click on Close. 
6. To remove a staff member from the routing list, highlight them and click Delete. 
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Last reader instructions 
 
There are two options to add instructions to the end of the printed routing list as to what the last 
reader should do with the journal.  For example, return to a department or discard when finished. 
 
1. Create a patron record that has the instruction as part of their name.  This record is not used 

for circulation and exists as a place holder for the last reader routing instruction. 
2. Use Print Templates to edit the Routing Slip to add customized instructions to the end of the 

routing slip. 
 
Resequencing the order 

 
 
If you need to move a staff member in the list, use the right click options to Cut and Paste. 
1. In the above example you need to move McClellan to second.  Click on the second entry – 

Borquez. 
2. Right click and select Cut. 
3. Click on the first entry and right click to Paste. 
 
Email notification when a serial has been checked in. 
 

 
When editing the routing records via the Routing function there is an option to notify by email 
those who are on the routing list.  This can only be enabled from the Routing function. 
 

 
1. Chose Routing from the function list. 
2. Retrieve the patron record 
3. Select the serials from which email notification is desired by checking the appropriate box in 

the Notify by Email column.  To check all listed serials, click the column header. 
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Patron records and routing records (using initials) 
 
The assumption in this how to guide is that you are using patron records, presumably staff patron 
records for routing.  These can be the actual patron record used for circulation or a special patron 
record with their internal routing address instead of their actual mailing address. 
 
However, your library might have the legacy “routing records” which are short records (initials) that 
store the individual’s name, initials, short address (up to 11 characters) which prints on a routing 
label, address, journal count and priority.  The functionality described previously to add individuals 
to a routing list is the same regardless of which set up your library has. 
 

 
This publication is supplied for the exclusive use of customers of Innovative Interfaces with the 
understanding that it shall not be shown or distributed to anyone outside of the customer's 
organization without the prior written permission of Innovative Interfaces. This publication may be 
copied only if the copies are for the exclusive use of staff members of libraries that have purchased 
the Innovative system. 
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