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 Add a Subscription
 Receive Issues
 Create a Routing List
 Subscription in Staff Client
 Subscription in OPAC
 Claim Late Serials
 Searching Serials
 Check Serial Expiration
 Renewing Serials



 The Serials module in Koha issued for keeping 
track of journals, newspapers and other items 
that come on a regular schedule

 As with all modules, make sure you go through 
the related Implementation Checklist before 
using the Serials module

◦ More > Serials
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 Subscriptions can be added by clicking the ’New’ 
button on any bibliographic record

 Or by visiting the Serials module and clicking 
’New Subscription’



 New subscription from the Serials module you 
will be presented with a blank form
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 Issues can be marked as received from several 
locations

 To find a subscription, use the search box at the 
top of the Serials page to search for the serial 
you’d like to receive issues for:



 From the search results you 
can click the ’Serial 
Receive’ link or you can click 
on the subscription title and 
then click the ’Receive’ 
button

 The final way to receive 
serials is from the ’Serial 
Collection’ page. To the left 
of the Subscription summary 
page there is a menu with a 
link to ’Serial Collection’



 From the page that opens up you can click 
’Edit Serial’ with the issue you want to receive 
checked

 All three of these options will open up the issue 
receive form:



 If you are receiving multiple issues at once, or 
have marked an issue as ’Late’ or ’Missing’ 
there you can click the ’Generate Next’ 
button below the list of issues
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 A routing list is a list of people who receive the 
serial before it goes to the shelf

 When setting up your serial subscription you want 
to be sure to pick ’Routing List’ from the 
’Patron Notification’ pull down

 When on the subscription page you will see a link 
to the left that reads ’Create Routing List’ or 
’Edit Routing List’



 Clicking that link will 
bring you to the menu to 
add a new routing list

 Click ’Add recipients’ in 
order to add people to 
the routing list



 Clicking ’Add’ to the 
right of each name will 
add them to the routing 
list

 When you have chosen 
all of the people for the 
list, click the ’Close’ link 
to be redirected to the 
routing list



 If the list looks the way you expect it to, then 
click ’Save’

 Next you will be brought to a preview of the 
routing list
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 Subscription information will appear on 
bibliographic records under the ’Subscriptions’ 
tab



 Clicking the ’Subscription Details’ link will take 
you to the Subscription summary page in the 
staff client
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 When viewing the 
subscription in the 
OPAC there will be 
several options

 Like in the staff client, 
there will be a 
Subscriptions tab on 
the bibliographic record



 There are two views:
oCompact : The compact serial subscription will show 

basic information regarding the subscription

oFull: shows extensive details, broken out by year, 
regarding the subscription
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 Koha can send email 
messages to your serial 
vendors if you have late 
issues

 To the left of the main 
serials page there is a 
link to ’Claims’

  The links to claims also 
appears to the left of the 
subscription detail page



  If you don’t have a claim notice defined yet 
you will see a warning message that you need 
to first define a notice



 Clicking ’Claims’ will open a report that will ask 
you to choose from your various serial vendors 
to generate claims for late issues
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 Once in the Serials module there is basic search 
box at the top that you can use to find 
subscriptions using any part of the ISSN and/or 
title

 You can also click the ’Advanced Search’ link to 
the right of the ’Submit’ button to do a more 
thorough search of your serials



 From your results you can filter by using the 
search boxes at the bottom of each column and 
adjust the number of results using the toolbar 
at the top of the results set
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 When adding serials you enter a subscription 
length, using the check expiration tool you can 
see when your subscriptions are about to expire

 To use the tool click the link to ’Check 
expiration’ on the serials menu



 In the form that appears you need to enter at 
least a date to search by

 In your results you will see all subscriptions that 
will expire before the date you entered

 From there you can choose to view the 
subscription further or renew it in one click
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 If your serial subscription has expired you won’t be 
able to receive issues

 To renew your subscription you can click the ’Renew’ 
button at the top of your subscription detail page

 Another option is to click the ’Renew’ link to the 
right of the subscription on the Serial Collection page



 Once you click the ’Renew’ link or button you 
will be presenting with renewal options



Thanks
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