
Go to Back Office, select Library Policies on the left-hand side, click Add Circulation Type, type 
in the title, I chose Lunch pass, adjust the loan period accordingly, click Call Number and add 
the call number assigned to your lunch passes. Click Save. You can change the circulation type 
on your existing lunch passes three different ways (I suggest the second way).  1: change each 
record individually.  go to the lunch pass record and select copies, click the pencil to edit and 
then change the circulation type on the drop-down menu on each lunch pass.  2: change it by 
barcode by going to Update Copies on the left-hand side of the Catalog page and then selecting 
Individual Update from the tabs in the top right. Change the first drop down to Circulation 
Type and the drop down that appears to Lunch pass, then scan all of your lunch pass barcodes.  
3: If you have had the foresight to have a specific prefix for your passes you can do a global 
update by going to the Global Update tab.  
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