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Abstract

The cataloging module enables librarians to create and import bibliographic records; perform
holdings maintenance; edit an item’s status; and manage copies and records in buckets.
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Preface

Typographic Conventions

This manual includes typographic conventions to draw your attention to specific items:

Bold

Items that are in Bold are the names of specific menu items or functions in the Evergreen ILS.
For example, the process might describe a cataloger selecting Import Record from Z39.50 or
clicking Submit.

Italic

Items in italics are those that are entered in the ILS as part of an example. For example, the
title of the book, might be entered to complete a catalog search.

Notes

The following icon will draw your attention to additional information that you will need as you
use the cataloging module:

Note
This icon represents a note. Notes are tips and tricks that will facilitate your use
of the cataloging module. Ignoring a note will not have negative consequences,
but using notes will assist you with the module.

Important

This icon represents important information, such as settings that apply at this
point of use in the module. Ignoring starred information will cause irritation and
problems for the user.

Chapter 1: Overview

1.1 Introduction
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The cataloging module enables librarians to create and import bibliographic records; perform
holdings maintenance; edit an item’s status; and manage copies and records in buckets. This
manual will provide you with descriptions of the features of this module, a Quick Start Guide
that describes core cataloging processes in the module; and exercises for further practice.

1.2 Requirements

Before using this manual, you should be familiar with the process for searching the catalog via
the staff client. To learn more about searching the catalog, visit the documentation Evergreen
OPAC Manual at http://esilibrary.com. To understand this guide, you should also be familiar
with core cataloging principles.

1.3 Using this Manual

This manual will provide you with general information about the cataloging module in
Evergreen as well as a Quick Start Guide to get you started with the core cataloging functions.
Before you begin to catalog, review the processes as they are described in the Quick Start
Guide. Do not enter the data described in the Quick Start Guide; rather, read through the
process and familiarize yourself with the screenshots. Then, for further practice, do the
exercises that are listed in the section, Exercises for the Cataloging Module.

Chapter 2: Cataloging Functions and Screens

2.1 Locating Cataloging Functions

Cataloging functions are available from four locations within the ILS: 1) Cataloging menu, 2) the
catalog search via the staff client, 3) the Holdings Maintenance screen, and 4) the Display
Item/Item Status screen.

To access cataloging functions through the catalog in the staff client, click Cataloging = Search
the Catalog. After retrieving a record, you should see a tab, Actions for this Record, in the top
right corner of the frame. This menu contains many cataloging functions, including the link to
the Holdings Maintenance screen.

In the Cataloging menu, the link, Display Item, will also take you to the Item Status screen that
is available as a Toggle Button. In the top right corner of this screen is the link, Actions for
Catalogers.
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2.2 Screen Display for Catalogers
The following screen display options may be useful to catalogers:

1.Set bottom interface as default — This feature allows you to choose your results screen when
you perform a search in the catalog. If you perform a catalog search via the staff client, the
default results screen is the OPAC View. Other viewing options, including MARC View and
MARC Edit (which opens the MARC Editor) are available in the top right tab, Actions for this
Record. Highlight the view that you want to display.

CPAC Yiew
o . MARC View
Text Size: Reqular/ Large | Language: £ e
Ikeyword:lamp Gal Kewward % Holdings Maintenance
Wigw Halds
Mobhmeux Hall

Add to Bucket

Record Summary Mark For Cverlay
Title The Berenstain bears and the truth / Stan & Jan Berenstain Delete Record
Authar Berenstain, Stan Undelete Record
15BN 0354856406 - :
z o Duplicate in Mew Tab
Berendain Baars | -
7& and o il Edition Femove this Frame
(RLLTEH Publication Date £1883
U [QL I‘*.%‘L Sek bottom interface as Default
: Sl S B Puhlichar Randnrn Holea

If this is your preferred view, then highlight Actions for this Record = Set bottom interface as
Default.

of 1

Actions for this Record

ns CPAC View
- MARC Yiew
ack subfislds Walidate ] [Save Recard ] ’ Help MARC Edit
Holdings Maintenance
> Record View Holds
ad] Fields -- Record type: BKS add to Bucket
e |a ELvl Srce Audn | Ctrl Lang |&ng Mark for Overlay

Delete Record

d|m Form Conf |O Biog MRec Ctry |myu Undelete Record
Cont GPub LitF |1 Indx |0
i |a Ills a Fest |O Dt5t |s Datel |1923 Date2 Duplicate in New Tab

Remove this Frame

Set botkom interface as Default

The next catalog search will display results in the MARC Editor. If you want to change screens,
simply click another view.
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2. Remove Frame— A Record Summary frame appears above each record that is retrieved.

Record Summary
Title: The Berenstain bears and the truth (Wwienw MARC)
Avuthor: Eerenstain, Stan Edition: Publication Date:
TCN: {Unknown) 1405261 Created By: (ES[) 2000100000001 Last Edited By: (ESI) 2000100000001 Last Edited On: 12
Record 1 of 1
. Text Size: Regularf Large | Languadge: E
ﬂ- eauinoX —

To remove this frame and view only the record, click Actions for this Record > Remove this
Frame. This action will remove the frame only for the record that you are viewing. If you
perform another search, the frame will return.

3. Column Picker — The column picker appears throughout Evergreen screens, including the
Item Status screen. To customize the columns that appear, click the column picker, and add
and remove the columns that you would like to display.

Circulation Modifier Due Date Fines Stopped Holdable? Location Status Title

Available Arthur's new puppy |

To save your column configuration, click Actions for Catalogers = Save Columns, or click Save
Column Configuration, in the bottom left corner in the List Actions drop down menu. These
columns will be saved to your workstation, not your login. After you save your columns, any
staff member who logs in to that workstation will have the same column configuration that you
saved.

Chapter 3: Cataloging Basics

3.1 Record Structure

To create the item information, with its bibliographic record, call number, and copy
information, that a patron sees, the Evergreen ILS connects and stores information about an
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item at various levels. The top level is the meta-record. A meta-record is a group of
bibliographic records. The meta-record groups multiple formats and editions for a title. For
example, the meta-record groups the book and CD formats of Harry Potter and the Prisoner of
Azkaban. The next level is the bibliographic record, which stores the TCN and the MARC record.
The volume level stores the call number and the owning library. Finally, the Copy/Item level
stores the barcode and the circulating library. The circulating library may be identical to or

different from the owning library.

Meta-Record
. ]

Bibliographic Record
Title Control Number MARC Record

Volume

Call Number Owning Library

Copy/Iltem
Circulating Library

- The terms “copy” and “item” are interchangeable.

3.2 Creating and Importing MARC Records

To add records to the ILS, you can create a new record; import a record via Z39.50 or batch
import MARC records. To create records, you will use the MARC Editor.

3.2.1 Using the MARC Editor

The following are tips and tricks to get the most out of the MARC Editor:
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The Options at the top of the MARC Editor allow you Stack Subfields so that you can display
subfields vertically rather than horizontally.

The Fast Item Add feature allows you to quickly and easily add a call number and barcode
(volume and copy) to the MARC record. If this information is not entered, then the ILS will not
add copies at this stage. After the record has been created/imported, then you can add copies
through the Holdings Maintenance or Item Status screen.

The Help button lists the shortcuts available in the cataloging module.

DOptions

H Fast Itemn Add ‘gall Mumber I:I Item Barcode | ’ Walidate ] ’Create Recorg] ’ Help |

MARC Record

Fixed Fields -- Record type: BKS

Type |a ELvl |K Srce  |d Audn Ctrl Lang |eng
BLvl |[m Form Conf Biog MRec Ctry
Cont GPub LitF Indx
Desc |4 Tlls Fest Di5t |s Datel Date2
LDR 00620cam a2200205Ka 4500
aag 070101= eng d
010 $a
020 $a
082| 0| 4|+a
09z fa
100 +a
245 +a
+h
Fc

If you want to change the template, right click over the current Record type. Other template
options appear. Highlight the template that you want to implement. However, the fixed fields
will change, but the data in those fields does not.
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MARC Record

Fized Fields -- Record type: BK® BKS

Type |a EL¥l |K Srce  -ER ln7
BLyl |m Form Con
Cont GPu M
Desc |3 Ills Fest MAF t
SCO
REC
O

To identify the purpose of tags or fields, mouse over to find a definition:

LDE N062Z0can aZ=00=205Ka 4500

ons 070101=s eng d
nin fa

nzn fa

0

o The ISEM assigned to a monographic publication by designated agencies in each [
—| country participating in the program. The field may include terms of availatility -
AV and canceled or invalid ISEMs, It rmay be repeated for multiple numbers L
21 associated with the itern (2.0., [SBMs for the hard bound and paperback
manifestations; ISEMs for a set as a whole and for the individual parts in the set),

| I

To change or add a tag, right click over any tag:
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Add Ronwe
Insert Row
Remove Row

AddfReplace 00&
| AddfReplace 007
[ AddfReplace 003

010
01z
015
015
017
0is

There is no way to numerically order tags in the MARC record.

. The MARC Editor supports Unicode standards, including scripts in the 880 fields.

3.2.2 Shadowing/Revealing Records

If a record does not have physical copies attached to it, then the record will display in the staff
client, but it will not display in the OPAC. Thus, adding electronic resources, such as
downloadable books, e-journals, or websites, to the catalog can pose challenges for catalogers
who want the items to appear in the OPAC despite their lack of physical holdings. To make an
electronic resource transcendent, Evergreen allows you to add holdings information with an
856 tag:

1. To add the web location for electronic resources, enter an 856 tag into the MARC record with
indicators 4 (including HTTP) and the appropriate second indicator.

2. You can also add a subfield u for the Uniform Resource Identifier and a subfield z for a public
note. The note may specify, for example, that a patron must be a patron of the Etheridge
Public Library system to access this electronic item.
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3. You can also add a subfield 9 to indicate the branch that provides access to this resource. For
example, if an item was purchased by the Charlton Branch, then search results for this item
would reveal it only at the branch, the system, or the consortium level. A search for holdings at
other branches or systems would not reveal this record.

3.3 Adding Volumes and Copies

You can add volumes and copies by using the Fast Item Add feature during the cataloging
process. However, you can always add volumes and copies at any time.

Make sure you add volumes (call numbers) before you add copies (barcodes).

You can add volumes in two ways:

1. If you have a bib record that has volumes and copies: Find the bib record in the catalog,
and copy the barcode of a copy attached to that record. Enter the barcode into the Item
Status screen, and click Actions for Catalogers - Add Volumes.

2. If you have a bib record with no volumes or copies: Find the bib record in the catalog, and
click Actions for this Record = Holdings Maintenance. Select the library to which you
would like to add the volume, and click Actions for Selected Rows = Add Volumes.

You can add items to volumes without copies or volumes with existing copies. You can add
items in either case in two ways:

1. Search the catalog for a record. Retrieve the record, and click Actions for this Record >
Holdings Maintenance = Add Items.

2. Click Item Status. Enter the barcode, and click Actions for Catalogers = Add Items.

Adding more than 2,000 items to a bib record will break the bib record.

3.3.1 Using the Copy Editor

When you add an item, the ILS enables you to edit the item’s characteristics or attributes. You
can edit multiple copies at once if you add multiple copies in the Volume and Copy Editor.

You can edit these attributes for each item, or you can save templates for specific groups of
items. For example, you may want to save a template for reference materials. To create a
template:
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1. Open the Copy Editor
2. Make desired changes to the item’s attributes.
3. Click Save.

4. A box will open that will allow you to enter a template name. Enter the title, and click OK.

Copy Editor
- Histarical Fiction A l Apply I Cielete Imnport Export
Identification Location {1} Circulation (2) Miscellaneous (3)
Barcode
Location/Collection Circulate? Alert Message
3436676668 1 copy ) ) _ _
BOQENEo0a0 1 copy Stacks 2 Copies Yes 2 Copies <lnzet= 2 Copies
i 1l il ¥ it?
Creation Date Circulation Library Holdabhle? Deposit?
2 copies MAIN 2 Copies Yes 2 Copies u] 2 Copies
Creator e R Loy Lhe page at hitp://demo3.evergreencatalog.... §| Deposit Amount
. MAIN . GEMERALG-0000269 0.00 2 copies
2 copies 6 Enter kemplate name:
Last Edit Date Copy Number Referenc] Price
. <lUnset=> S0.00 2 copies
2 copies
[ (o4 ] ’ Cancel
icil ri
Last Editor DOPAC Visible?
. Morrnal 2 copies Yes 2 copies
2 copies
Circulate as Type Reference?
zlnset> 2 copies Yes 2 copies

5. A message will confirm that the template has been saved.

6. To apply a template to items, choose from the templates drop down box in the upper right
corner of the Copy Editor, and click Apply.

3.4 Using Authority Records

The Evergreen ILS does not have an Authority Module in Release 1.6. To validate a record, you
must import authority records. When you validate a new record, the ILS will check against
imported authority records. You cannot create authority records in this release of Evergreen.

When you validate a record, you may right click over the validated heading to view more
information about the authority, such as cross-references. You can check the boxes to replace
the information in the field that you have selected.
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4+d DIULDIALU

+a 0590477242 035 D +a (DLC)6714988

$a DLC #c DLC #d DLC

+a lcac 035 ["] #a (DLC)sh2005008473

+a PZ8.3.K6554 Fp Mi 15954 035 D +a (DLC)339564

$a [E] 2 20

+a Kirk, David, #d 1955- 906 [#0609 [|:ute0a [0

+a Mi=s=s Spider's tea party_.-’ o by Davi 010 D 3 sh2005008473

$a New York : #b Scholastic : $b Callal

a1l v. (unpaged) : #*bcol. ill. ; #c 040 [T#aure [l #b eng [C] #c DLC

Fa Wh?n lonely H:-I.SS-SpldEI‘ tries to host 150 D +a Stories in rhyme

$a Spiders #x Fiction.

$a Insects #x Fiction. 550 [[I#wg []%a Fiction

a2 EMI - — 670 ["] +a Work cat.: Seuss, Dr. Cattus petasatus, 2000,

$a Parties #x Fiction.
a Stories in Rhyme % 670 [C] #a LC database, Dec. 14, 2005 [ | b (subj. hdg. for children's literature: <
a I no galley LE sirles Tyl 670 ["] #a sCIS Genre Subject Headings for Fiction, via the WWW, Dec. 14, 2005
LTIl UL L I PLO . 0. 00007 + L IlL J.SH

+a 3941726 +b Unknown *c 10464 952 ["] #a 0 bib. recordis) to be changed

953 [C] #a yzo0

4| 1 | b

3.4.1 Title Control Numbers (TCN) and Record Identifiers (Record ID)

The Title Control Number (TCN) is a unique identifying number that is assigned to a catalog
record by an authoritative cataloging organization, such as the Library of Congress. This
number might also be called the accession ID. A record’s TCN is located in the Record
Summary frame that always appears at the top of a record. If the source of the TCN is known, it
will appear in parentheses beside the TCN. If the source is not known, then (Unknown) will
appear beside the TCN.

Record Summary

Title: Snog the Frog

Author: Bonning, Tony Edition: 1st ed.
I'I'CN: (Unknown) 13605456 I Created By: (ESD) 2000100000001 Last Edited By: (ESI) 2000100000001
Record 10 of 1000 ’ Start ] ’ [ ] ’ Next ] ’ End ]

Go Back Go Forward

To retrieve a record by TCN, select Cataloging = Retrieve Record by TCN, and enter the TCN.

The TCN is often used as a match point when importing records. If an imported
record has a TCN that matches the TCN of a record in the database, then
Evergreen will alert you to a possible collision. The ILS will search for the TCN in
the 001 field first, followed by 901, 020, 022, 010, and 035.

The Record ID is the unique number that the Evergreen ILS assigns to each record. This number
can be found by hovering over the phrase Record Summary at the top of the page.
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Record Summary

Title: § Record ID = 16853 i

Author: Bonning, Tony

TCN: (Unknown) 135605456 Created By: (ESI) 2000100000001
Record 10 of 1000 | §tart | ‘ Erevious ‘ | ﬂert | ‘ Eﬂd
3.5 Overlaying Records

You can overlay records by searching the catalog for a record, marking the item for overlay by
clicking Actions for this Record = Mark for Overlay. Then, you can import the record via
Z39.50. The ILS will recognize that the item has been marked for overlay (See a complete
description of this process in 4.4)

However, if you attempt to import a record via Z39.50 and do not know that an identical record
exists in the catalog, the ILS will warn you that a possible match exists and will ask you if you
want to overlay the catalog record with the record that you are importing.

3.6 Deleting Records

Records in Evergreen are never deleted; they are only hidden. Thus, when a record is deleted
in Evergreen, you can no longer retrieve it by searching the catalog, but you can retrieve a
record by searching for the TCN or the Record ID.

You can delete records in one of three ways:
1. Search the catalog to retrieve a record. Then click Actions for this Record > Delete Record.

2. Open the Item Status screen. Enter a barcode, and click Actions for Catalogers—> Delete
Items.

3. Place arecord in a bucket. The Bucket View gives you the option to delete records that are
in the buckets.

If you delete a record by mistake, you can Undelete it by retrieving the record and clicking
Actions for this Record > Undelete Record.
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3.7 Retrieving Records

Records can be retrieved in one of four ways: 1) by searching the catalog 2) by clicking
Cataloging = Retrieve Record by TCN 3) by clicking Cataloging = Retrieve Record by Record
ID, and 4) by entering the barcode in the Item Status screen. You can also retrieve the last
record that you viewed by clicking Cataloging 2 Retrieve Last Record. For a discussion of
TCNs and Record IDs, look at section 3.5.1.

3.8 Using Buckets

Buckets allow you to organize and save lists of records and items that you want to amend or
review at a later date. Buckets that you create are tied to your login, so when you log in to the
staff client, you are able to see only the buckets that you created. However, you can share
buckets with others and view their buckets.

Record buckets allow you to store and organize records. Copy buckets enable you to store
specific copies. For example, you may want to create a weeding bucket so that you could
delete copies that need to be weeded in batch.

For more information on buckets, explore 4.7.1 and 4.7.2.

Chapter 4: Quick Start Guide

4.1 Create new MARC Record
1. Click Cataloging = Create New MARC record
2. The option to load the book template appears. Click Load.

3. The empty MARC record will appear. This screen is called the MARC Editor and will be
discussed further in 3.2.1. Enter the desired information into the MARC Record.

4. To validate the record against authority records, click Validate.

5. To create the record, click Create Record.
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1K_baok |
Options
Fast Ttem Add <l NUmbar [ FIc iane Item Barcode | 3p000099559 ||| walidate ||| create Record

MARC Record

Fixed Fields -- Record type: BKS

Type |a ELvl |K Srce |d Audn Ctrl Lang [eng

BLyl |m Form Conf Biog MRec Ctry

Cont GPub LitF Indx

Desc |4 Ills Fest DSt = Datel Date2
LI'R 00620cam a2200205Ka 4500
oos 070101s eng d
0z0 fa 9756543212345
052/ 0| 4+a
092 fa
100 $a Elizabeth Kane
245 $a The long journey home +h tc
260 fa +h o
300 fa +h o
500 fa
650 $a Dogs  #w
650) 0 fa

6. If you entered a call number and barcode in the Fast Item Add, then you will be taken to the

Copy Editor. If you did not enter the call number and barcode, then you will go directly to the

catalog.

7. The Copy Editor enables you to edit the item’s attributes. Any changes that you make will

appear in green. After you have finished making changes, click Create Copies in the bottom

right corner. The Copy Editor is discussed in more detail in 3.4.1.

Copy Editor
Historical Fiction v I Apply I Delete I Imnport I Export l Save I
Identification Location (1) Circulation (2) [ Miscellaneous (3) ] ’ Statistics
Barcode - ’
Location, Collection Circulate? Alert Message Library Fitter
300000993239 1 copy ) -
Stacks 1 copy Yes 1 copy zUnset= 1 caopy ESI : Funding
Creation Date 2
J Circulation Library Holdable? Deposit?
o
il MAIMN 1 copy Yes 1 copy Mo 1 copy ESI : Genre
Creator 2
q Owning Lib : Call Number Age-based Hold Protection Deposit Amournt
copy . ;
MAIM ; FIC Kane 1 copy <lUnset= 1 copy 0,00 1 copy ESI : Reading L
Last Edit Date o7
q Copy Number Loan Duration
copy
<lUnset= 1 copy Maorrnal 1 copy 25.00 1 copy

(RS i R,
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8. The title appears in the catalog via the staff client.

r I EALDILE, MEUUIEN ! LETue | LANYUEUE. (Enghsh (Us
LN
|| Ginl Foesaword % | Al Formats
Mohmeuz Hall
Record Summany
Title The lang journey hame
Author Elizabeth Kane
ISBM 9786543212344
Edition
Fuhlication Date
FPublisher
Physical Description print
Format > text
Ahstract
Subjects Dogs -

4.2 Import Bibliographic Records
4.2.1 Import via 239.50

Many catalogers will use Z39.50 to import records. In this example, we will search for a record
for a book about Emily Bronte’s Wuthering Heights. We will find the record using a Z39.50
server, edit the record, validate it, and import it into the catalog. We will then edit copy
information using the Copy Editor.

1. Select Cataloging - Import Record from 239.50

2. The MARC Import via Z39.50 screen will appear. In the top half of the screen, you will enter
your query and select the services to which you would like to connect. In the Service and
Credentials box, check the boxes of all of the Z39.50 servers to which you would like to
connect. Make sure that you check Local Catalog to check the catalog for any existing
records in your catalog.

A staff member with administrative privileges can configure the Z39.50 servers
in Administration = Server Administration -»239.50 Servers.
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3. The left side of the top half of the screen will repopulate with blanks after you have checked
the boxes in Service and Credentials. In the Item Type drop down box, leave All Formats
selected. Enter an ISBN or other identifying information to find the record that you need.

4. The results of your search will appear in the bottom pane. The pane will display only a few
results at a time. If you do not see the record for which you were searching, click Fetch
More Results to view other results. You can Hide Top Pane to view more results at once.

5. Select the record that you want to import. Select MARC Editor for Import in the top right
corner of the bottom half of the screen.

MARC Import via Z39.50

Query Service and Credentials

Tip: Click a search field label and then the 'Save as Default' button to have that field focused by default. Service Username Password

Ttem Type [ A Eormats = Local Catalog

Keyword acLc

Pub Date Library of Congress

Subject [¥] biblios.net

Author

1SSN

Title

1SBN 9780143105831

Publisher

TN

LceN
Raw Search clear Form | [ search | [ save as pefautt

Results

Showing 1 of 1 No record
Fetch More Results | | List Adtions. » MARC View | | MARC Editor for Overlay | | MARC Editor for Import

Author Edition ISEN Publication Date Publisher Service TCN Title
q Penguin Books

6. The MARC Editor will open and the record will appear. The Fast Item Add feature allows
you add a barcode and call number quickly and easily and will create a copy for you. Check
the Fast Item Add box. Call Number and Item Barcode boxes appear. Enter a call number
and an item barcode. If you do not enter this information, you must enter volume and copy
information after the record has been imported.

— DOpktions

[ Stacksubfields |W Fast Ttem add| o Mumber IFIC BRONTE Ttem Barcode |30001225569 walidate Import Record Help

~ MARC Record

Fixed Fields -- Record type: BKS

Type |a ELvl 1 Srce Audn Ccrl Lang |eng

BL¥l |m Form Conf |0 Biog MRec Ckry myd
Cont GPub LitF 1 Indx |0

Desc Ilis a Fest |0 DESt |5 Datel | 1963 Date?

Page | 19 sfortin: revised 07/10



© equinox

7. Next, we will edit the record and validate it. We will add a note in the 500 field indicating
that the item was purchased with funds provided by the Smith Foundation for the Classics.
To add afield, right-click in the field beneath where you want the item to appear. Click
Insert Row on the menu that appears.
8. A blank field will appear in the MARC record. Enter a 500 and the text: Purchased with
funds provided by the Smith Foundation for the Classics. Then click Validate.
- Options
[T stack subfields Fast Item Add Call Number  Fic BRONTE Item Barcode | 31245678956 Walidate
- MARC Record
- Fixed Fields -- Record type: BKS
Type |a ELvl |4 Srce Audn Ctrl Lang |eng
BLvl |m Form Conf |0 Biog MRec Ctry |nyu
Cont GPub LitF |0 | Indx |0
Desc |a Iils Fest |0 DSt |r | Datel |2010 Date2 | 1847
LDER 01307cam 22003014a 4500
001 15865256
005 20100423151845.0
008 090812r20101847Tnyn 000 0 eng
906 a7 %bcbc #c orignew #d1 #eecip #f 20 #g y-gencatlg
925| 0 ¥a acguire Fb 2 shelf copies #x policy default
] #b rgll 2005-08-12 #i rgll 2009-08-12 #w rgll 2009-08-12 to CIP #a xel7 2010-02-22 1 copy rec'c
010 Fa 2005033101
020 +a 9780143105831
040 #a DLC #c DLC #d DLC
050| 0| 0 |+a2 PR4166 #b 2010
082| 0|0 |¥a2 8B23/.808 %2 22
245/ 0| 4 |¥#a The Bronté =sisters : $b three novels——Jane Eyvre, Wuthering Heights, and Agnes Grey.
250 F¥a Penguin cla=ssics deluxe ed.
500 ¥a Purcha=sed with funds provided by the Smith Foundation for the Classics.

9. Any field with information that cannot be validated appears in red. This may occur even if

the information contained in the fields is correct if the ILS does not contain the authority

records needed to validate the information. After the MARC record has been amended,
proceed with importing the record. Click Import Record.
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Seq

SOFTWARE

Options
[ Stacksubfields [ Fast Item add <3 Mumber [ere pponre Ieem Barcode [ 50007205589 * validate || Import Record |
MARC Record
— Fixed Fields - Record type: BKS

Type |a ELvl |1 Srce Audn Ctrl Lang |eng

BL¥l |m Form Conf O Biog MRec Ctry iy

Conk GPub LitF 1 Inde 0O

Desc Ilis a Fest O DSt |= Datel | 1963 Date?
LLE 010%0cam 22003131 4500
001 278801
05 z00412011145854.0
a0s 79071351363 TIFUE 000 1 eng
035 +3 (DLC) 53014838
206 fa ? b chc o orignew fdwu e ocip Frf 13 tg y-gencatly
alno ta 63014838
040 taDLC FcDLC #dAdDLC +ddCoLC +dDLC
043 fa e-uk-en
050|000 |$fa PEZ.BY20E +bh Wed +fa PR41TE_ WY
100f 1 ta Bronté, Emily, #Fd4 18128-154%8.
45| 1| 0 |$a Mathering Heights. o Illustrated by Bernarda Bryson. Afterword by Clifton Fadiman.

10. A message will appear to confirm that you have imported the record. Click OK.

If you do not enter a barcode in the Fast Item Add boxes, then you will skip
Steps 11-14. You can add copies through the catalog later by searching for the
bib record and selecting Actions for this Record = Holdings Maintenance to

add copies.

11. The Copy Editor will now open. This feature allows you to edit information about the copy

that you are adding, including locations, circulation rules, and other necessary information.

We will edit only the funding information in this example. In the Statistics (4) column,

select Foundation from the ESI:Funding drop down box. Click Apply.

Record Summary

Title: YWuthering Heights
Author: Bronte, Emily
TCN: (System Local) 276801

Created By: (EST) 2000100000001

Edition:

Last Edited By: (ESI) 2000100000001

(¥iew MARC)
Publication Date: 1963
Last Edited On: 02/13/10

Copy Editor
- Juvenile Short Stories - II Apply I Delete I Impork I Export I Save I
Identification Location {1} | Circulation (2) | Miscellaneous {3} | Statistics (4)
Barcode Location/Collection Circulate? Alert a Library Filter
|V 30001225569 1 copy |VStac|6 1 copy |VVES 1 copy |V <Unset> 1 copy | CASSELL : Dewey Range
7
CreationDate — | | - Circulation Library Deposit?
|V 1 copy | |VCASSELL 1 copy ‘ |7Yes 1 copy | |VN0 1 copy | ESI:Funding —

Owning Lib : Call Number

Creator
|7 CASSELL : FIC BROMTE

1 copy | {

1 copy ‘ {

Age-based Hold Protection
<Unset>

1 copy | {

Deposit Amount
.00
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12. The screen will refresh to show the change(s) that were made. The change appears in

- Juvenile Short Staries ;I] Apply I Delste I Tmport I Export I Save Reset
lification Location {1) I | Miscellaneous (3} | Statistics (4} |
le——— || - Location/Collection ————— | | - Girculate? Alert g Library Filter 4
25569 1 copy | lrstacks 1 copy | ’7\‘55 1 copy ‘ ’7 <Unset= 1 copy | CASSELL : Dewey Range
<Unset: 1 copy |
mbDate ——————————————— Circulation Library F Deposit?
1 copy | ’V CASSELL 1 copy | ’VVES 1 copy ‘ ’VND 1 copy | ESI: Funding

~ Muninn Lih - Call Nomber

~ Bne-haced Hald Prakerkinn

Foundation 1 copy |

~ Nenncit Amounk

13. To save the copy information, click Create Copies in the bottom right corner.

14. A message that confirms the changes will appear. Click OK.

15. The item has been cataloged and will appear as it does in the OPAC.

Record Summary

Title: Wuthering Heights
Author: Eronté, Emily
TCN: {System Local) 278801

Record 1 of 1 Stark | Previous

Created By: (ESI) 2000100000001

Mext I End

Go Back | an Forward |
© equinox
SOFTWARE
Horme

Advanced Search
by Account

Youare logged inas admin
Iy Title Results
Iy Title Details

=
=

== Relevant Subjects

0 Yorkshire (England)
0 Rural families
0 Foundlings

D Trizngles (Interpersonal relations)

Rejection (Fsychology)

Page | 22

Edition:
Last Edited By: {(ESI} 2000100000001

Ti

Cassell Branch

Record Sumirany
Title

Authar

ISBMN

Edition

Fublication Date
Fublisher

Physical Description
Format

Abetract

Subjects

Wuthering Heights. lllustrated by Bernarda Bryson. Afterword by
Bront&, Emily

19685

Nl millan

print xviii, 348 p. illus. (partcol) 24 cm.
et

Triangles (Interpersonal relations) -- Fiction.
Rejection (Peychology) -- Fiction.

Rural families -- Fiction.
Foundling s -- Fiction.

If you attempt to bring in a duplicate record via Z39.50, then you will be
alerted to the potential collision. You will be asked if you want to overlay the
matching record, cancel the import, or import the record with an alternate TCN.
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You can use this function to batch import both bibliographic and authority records.

4.2.2 MARC Batch Import

1. Click Cataloging = MARC Batch Import/Export. The MARC Batch Importer/Exporter
opens.

2. Choose a record type: Bibliographic or Authority.
3. Create a new upload queue or choose an existing upload queue.

4. Check the box to Auto-Import Non Colliding Records if you want to automatically import
records that do not have a matching record in the database.

5. Check the box to Import Attached Holdings if you want to import holdings attached to the
record. You can only import from the fields that are available in the Holdings Import Profile
below.

6. Choose the field that contains holdings information from the Holdings Import Profile if you
want holdings information.

7. Select a record source.

8. Upload the MARC record(s). When the records finish loading, you will be taken to your
queue.

B Export Records G5 Import Records B Inspect Queue B3 Edit Attributes

Evergreen MARC File Upload

Record Type Bibliographic Recards -

Create a Mew Upload Clueue or Add to an Existing Queue | SallyTest -
Auto-lmport Mon-Colliding Records
Import Attached Holdings

Holdings Import Profile -

Select a Record Source oclc -

File to Upload: CADocuments and Setiingsvannick\Deskiop\Author Elru:nwse
Upload
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9. You can view the MARC record of the item that you imported, and, if there are matching
records, you can click Matches to view collision points.

Record Queue SalflyTest

—Actions — * | Limit to Collision Matches Limit to Mon-Imported Recaords|v’| Results Per Page 10 % | Page1
0 View MARC | Matches | Import Time | Title of work |* therof |Language of [, oootion 1SN ISSN
work wrork
The seals on
the bus / by
' Lenny Hart ; 1w

[ Wiew MARC  Matches illustrated by Hort, Lenny. (unpaged) : 0805059520
5. Brian
Karas.

10. In this example, the imported record matches a record that is already in the catalog on two
match points: the ISBN and the TCN. If you are satisfied that the record in the catalog matches
the record that you have imported, then you can overlay the old record with the new one by
clicking Overlay Target.

11. Next, click Back to Import Queue.

{4 Export Records ') Import Records W Inspect Queue ' Edit Attibutes
Import Matches
~ Back To impont Queue
Overlay Source Destination ~ < Last Edit
NV C 1
Target Match Point | Match Point 0 View MARC Creator Create Date Date Source TCN Sowce TCN Value
vl isbn isbn 16807 View MARC admin 122109 1221109 101 Unknown 4995957
| rec_identifier  tcn_value 16807 Vigw MARC admin 1221708 122109 101 Unknown 4995957

12. To overlay the current record with the new record, click Actions = Import Selected.
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By Export Records B ImportRecords BY InspectQueus B EditAttributes

Record Queue SallyTest

V Limit to Collision Matches| | Limit to Non-Impaorted Recordsv| Results Per Page| 10 % | Page 1

Author of Language of

MARC | Matches Import Time | Title of work Pagination | I1SBN

Import Selected winrk itk

Import All
The =eals on

Delete Queue the bus / by

- Lenny Hort ; 1w

View MARC  Matches hustrated by HOM: Lenny (inpaged) . DBUA158520
(5. Brian
Karas.

13. After importing the record, the record will disappear from the queue unless you uncheck
the option to Limit to Non-Imported Records.

4.3 Import Authority Records

Follow the directions in 4.2.2 with the exception of choosing Authority rather than Bibliographic
records.

4.4 Overlay Records

When catalogers find a record in the catalog that is insufficient to the needs of the patrons,
such as a brief record for a title that is on order, they may want to find a new record and
overlay the old record with the new, better record. First, find the record in the catalog that
needs to be replaced and Mark for Overlay. Then, perform a Z39.50 search for the new record.
The Z39.50 search will provide you with more match points than the batch import. Import the
new record and overlay the record that is currently in the catalog.

1. Select Cataloging —> Search the Catalog
2. Enter an ISBN, and click Submit Search.
3. The results screen should appear. Click the title of the item to display the Record Summary.

4. The Record Summary will appear. In the right corner of the screen, click Actions for this
Record.

5. A drop down menu will appear. Select Mark for Overlay.
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title:breath of snow and ashes

Equinox Library Network

Record Summary

Title

Author

ISBN

Edition
Publication Date

Abreath of snow and ashes / Diana Gabaldon. A breath of snow and ashes
Gabaldon, Diana
9780385324168

2005

© equinox

Text Size: Regular/ Large | Langu|

Keyword ~ = All Formats

e
&

Actiens for this Record

OPAC View
MARC View
MARC Edit
Holdings Maintenance

View Holdg

Add to Bucket

Mark for Overlay

Delete Record
Undelete Record

Duplicate in New Tab

6. A confirmation screen will appear. Click OK. The item has now been marked for overlay.

7. Now, import a better record to replace the current record. Select Cataloging = Import

Record from Z39.50.

8. The MARC Import via Z39.50 screen will appear. In the top half of the screen, you will enter
your query and select the databases to which you would like to connect. In the Service and
Credentials box, check the boxes of all of the services to connect to them.

9. Inthe left pane, leave All Formats selected in the Item Type menu. Enter identyifying
information in the fields. Click Search.

MARC Import via 739.50

Query

Tip: Click a search field label and then the 'Save as Default’ button to have that field focused by default.

Item Type

Service and Credentials

Service

All Formats - V| Local Catalog

LCCN V| OCLC

Pub Date /| Library of Congress

Author V| #hiblios.net

15N

ISBN

Title breath of snow and ashes "

TCN

Publisher

Keyword

Subject v

Raw Se Clear Form | I Search I | Save as Default
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10. In the bottom pane, the results of your search should appear. Notice the message in the
right corner above the pane: Record with TCN 14065827 marked for overlay. The ILS
recognizes that you just marked a title for overlay.

11. Select the new record that you wish to import, and click MARC Editor for Overlay.

Results
Showing 9 of 1210

Fetch More Resu\ts] ILlst Actions ~ MARC View ] II MARC Editor for Qverlay]

Author Edition 15BN Publication Date Publisher Service TCN
Schafer, Elizabeth D. 0933833571 (alk. paper) 2000 Beacham Pub. Carp. biblios 12427
Zipes, Jack David. ap g

12. The MARC Editor will appear. Select Overlay Record.

13. The Record Overlay screen will appear. The Record Summary and MARC View will appear,
and you are asked if you want to overlay the record that is currently in the catalog. Select

Overlay.
| Record Overlay
Crwerlay this record?
I Overlay I ’ LCancel ]
Record Summary -
Title: A breath of snow and ashes (View
MARC] =
Author: Gabaldon, Diana. Edition: Public:
Date: i
TCN: Created By:  Last Edited Last Ed
(Unknown) (ESI) By: (ESI) On: 7
1| i 3
MARC View

LDR 01454cam 2200325 a 4500
001 14065827
005 20060724202015.0
008 05080552005 nyu 000 1 eng
ta 7 Ib cbe fc orignew
9206 id 1 fe ocip if20
ig y-gencatlg
ta acquire b 2 shelf
copies 1x policy default
fa pcl5 2005-08-05to
HLCD ic lh46

14. You will receive a message that the record was successfully overlaid. Click OK.
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15. After clicking OK, the new Record Summary will appear as it would in the OPAC. The
process is complete.

LUDITH LI G

Record Summary
Title A breath of snow and ashes / Diana Gabaldon. A breath of snow and ashes
Author Gabaldon, Diana.
ISBMN 9780385324168
Edition
Publication Date 2005

@ Google F'ubli-sher . D?Ia.corte Press

Physical Description printix, 979 p. ; 24 cm.

Farmat
Abstract
Subjects

Online Resources

e text

Time travel — Fiction.
Contributor biographical information
Publisher description

Sample text

4.5 Perform Holdings Maintenance
4.5.1 Use the Item Status and Holdings Maintenance Screens

To access the Holdings Maintenance screen, find a record in the catalog, click Actions for this
Record - Holdings Maintenance.

The Holdings Maintenance screen and the Item Status screen allow you to perform the same
actions. In the Holdings Maintenance screen, the tab, Actions for this Record, corresponds to
the tab, Actions for Selected Items in the Item Status screen. In the Holdings Maintenance
screen, the tab Actions for Selected Rows corresponds to the tab, Actions for Catalogers, in the
Item Status screen.

You can upload multiple barcodes into the Item Status screen in batch using the Upload from
File button. However, these barcodes must be in CSV format.
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3010200003506
Submit Upload From File Actions for Catalogers | Actions for Selected Items
Barcode Call Number Checkout Date Checkout Library Circulate As Type Due Date Fines Stopped Holdable? Location Copy te Clipboard

3010200003506
3010200003506

GENERAL102-00001963
GENERAL102-00001963

Ves

Stacks Add to ltem Bucket
Show in Catalog

Show Item Details

Show Last Few Circulations

Edit ltem Attributes

Transfer ltems to Previously Marked Volume:
Add Yolumes

Mark Library as Volume Transfer Destination
Add ems

Edit Volumes

Mark Volume asTtem Transfer Destination
Transfer Volumes to Previously Marked Library
Delete ltems

Delete Volumes

Mark Item Demaged

Mark Item Missing

Print Spine Label

Replace Barcode

Save Celumns

The Holdings Maintenance screen, however, also allows you to view copies at other libraries

within a system or consortium. Click plus signs to look at volumes and copies at a specific

branch. If you would like to view all volumes or items at all locations, then check the boxes

adjacent to Show Volumes and Show Items, or click Show Libraries with Items. You can also

click the drop down box, to highlight libraries with volumes in green.

Ereord ey
Mbe B Pebarn {ser PR
b Bax, ©. 1. Eekiore |k pd. Pkl abion Dhtes 2008, c2T07
O undroman) |S01LFFSS (resbed Byt (EST) 2000 LOO0000ET Last Bt Bys (051 20001 00000080 ILarsh Elite Ol L 212010
o 0l 1 : | | | | Eptwrn For B B
Al P el
CAESEL £ gyl e grch =] Cormortial Total: 5 Awakatbie:
™ Sowvdames ™ S oen s gy St i e et Wt ew. dutres e Sberiend B
: Pr— TR — ] foem e [ Lpton ] ey s ET I
5 by ot i
= ETH | D Pl Lbe ey

[®jcassma | e a1 s

+ el | Bookmanbd o i

R O | Charlbon B @ <l

# [HNERG | [nchers Brane § <l

The volumes and items beneath each branch will appear.

[=1 CASSELL : Cassell Branch 1 =2

= GEMER&L102-00001 ... 2 GEMERAL102-00001170

3010200002139 GEMNERAL102-00001170 CASSELL
3010200003499 GEMERAL102-00001170 CASSELL

4.5.2 Add Volumes and Items
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1. To add volumes, click Cataloging = Display Item or click the Item Status button on the
Toggle Button Bar.

2. Enter the barcode and click Actions for Catalogers 2 Add Volumes. The Volume and Copy
Creator opens.

3. Enter the number of volumes, the call number, the number of copies, and the barcode(s).
The call numbers from the MARC record are listed in the drop-down box. You may apply one of
those, or you may enter a new one. The Check Barcodes? box checks your barcode against the
codabar standard.

4. To create volumes and copies, click Edit then Create.

& Volume and Copy Editor E@
Record Summary “
Title: Heartless {Wiew MARC) :
Author: Palmer, Diana. Edition: Publication Date:

2009
TCN: {1 Inknown) Created Bv: (COMNS) Last Edited Bv: (COMS) Last Edited On: g

Veolume and Copy Creator

PS53566.4513H425 2009b - +4pply Check Barcodes?  [¥] Print Labels? | Edit then Create
Library # of volumes
BR1 1 Call Numbers # of Copies

P53366.A513H425 2009k 1 3000215348859652

6. The Copy Editor enables you to edit the item’s attributes. Any changes that you make will
appear in green. After you have finished making changes, click Create Copies in the bottom

right corner. The Copy Editor is discussed in more detail in 3.4.1.

Copy Editor
Historical Fiction v I Apply I Delete I Imnport I Export I Save I
Identification Location (1) Circulation (2) Miscellaneous (3) ] [ Statistics
Barcode - ’
Location, Collection Circulate? Alert Message Library Fitter
30000099339 1 copy ) -
Stacks 1 copy Yes 1 copy zUnsets 1 caopy ESI : Funding
Creation Date PP
1 Circulation Library Holdable? Deposit?
copy .
MAIN 1 copy Yes 1 copy No 1 copy ESI : Genre
Creator 2
) Owning Lib : Call Number Age-based Hold Protection Deposit Amount
o o
il MAIN ; FIC Kane 1 copy zUnsets> 1 copy 0.00 1 copy ESI : Reading Lt
Last Edit Date P
q Copy Number Loan Duration
copy
<Unset:= 1 copy Mormal 1 copy 25,00 1 copy
1 oard FAidAL
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6. The changes will appear in the staff client.

To add only an item from the Item Status screen, click Actions for Catalogers = Add Items.
The Volume and Copy Editor will open, and the volume information will already be filled in the
boxes. You will need to add the copies and then make changes in the Copy Editor.

4.5.3 Edit Volumes and Items

1. To edit volumes, click Actions for Catalogers = Edit Volumes. The Volume Editor, which
allows you to modify an item’s call number, opens. Make the changes, and click Modify.

2. To edit items, click Actions for Catalogers = Edit Item Attributes. The Copy Editor opens.
Make the changes, and click Modify Copies.

4.5.4 Mark Item Damaged

To mark an item damaged, click Item Status = Actions for Catalogers = Mark Item Damaged.
You can also mark an item damaged by clicking Circulation = Check Items In = Actions for
Selected Items = Mark Item Damaged. You can also perform this function through the
patron’s account in the Items Out screen.

4.5.5 Mark Item Missing

To mark an item missing, click Item Status = Actions for Catalogers = Mark Item Missing.
You can also perform this function through the patron’s account in the Items Out screen.

4.5.6 Print Spine Labels

To print spine labels, click Item Status = Print Spine Labels. You can also print spine labels
form the Volume and Copy Editor.

4.5.7 Replace Barcodes

To replace an old barcode with a new one in the Item Status screen, enter the barcode and
click Replace Barcode. You can also replace a barcode by going opening the Cataloging menu
and clicking Replace Barcode.

4.5.8 View Item Details

To find information about the recent holds, transits or circulations on an item, open the Item
Status screen, and scan in an item. Then, highlight the item and click Actions for Catalogers 2>
Show Item Details.
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To view the last circulations on an item, click Item Status - Actions for Catalogers - Show
Last Few Circulations

4.5.9 View Last Circulations

4.6 Manage Buckets
4.6.1 Manage Record Buckets

Buckets allow you to store items that you will need at a later time or that you will need to work

with as a group. In this example, we will weed four of James Patterson’s novels. We will search
for these items and put them in a weeding bucket.

1. Select Cataloging > Manage Record Buckets
2. The Record Buckets screen will appear, and the Bucket View tab will be open. If you want

to create a new bucket or delete a bucket, you can click Bucket Actions. In this example, we
will choose the Weeding bucket from the drop down menu.

1 Recard Buckets |

Record Quersy | Pending Records  Buckst Wiew I

Choose a bucket, .. j Bucket Actions -

Choose a bucket. ..

Betrieve shared bhucket. .. bdd Selected ko Pending Fecor
Meroge I ISEM

3. The Weeding Bucket will open. Items that are currently in the bucket for weeding will
appear. The bucket number appears next to the bucket.

weeding Bucket Actions ~ | Contains 20 bucket ikems
Bucket # 7 Weeding Owner: System Account (2000100000001) @ ESI

XRemove Selected from Bucket | < Add Selzcted to Pending Records |

fwthor | Edition | 138M | Publication Date | Publisher | Tem | Title

Bass, Jefferson, isted. S7E0060759858 c2008 ‘Williarm Marrow 15141213 The devil's bones

Roy, Ron st ed. 0375913688 c2003 Random House 12814528 The school skeletan

Cazet, Denys. st ed. 0060730072 2005 HarperZollins Publishers 13728123 Minnie and Moo : the case o

Ernst, Lisa Campbell, st ed, 0689818831 1993 Simon & Schuster Books For ¥o... 1654268 Stella Louella's runaway boc

Connelly, Michael 1st Little, Brown and Compa... 031615377% (hardcaver ;... 2006 Little, Brown and Co, 14135141 Crime beat ; a decade of co
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Click the Record Query tab. Enter a keyword in the query box. This box will perform a

keyword search across items in the catalog.

5. Then click, Submit.

The ILS will retrieve the record(s). Highlight the item(s) that you want to put in a bucket.

2atterson, James

AUTOGENERATED-4 1, Alex Cross

Iatterson, James 1st ed.

0316000612 2004

Little, Brown 13456555 Santakid
2atterson, James 1st ed. 0316015724 2008

Little, Brown 15343652 Cross country a novel

7. Then click Add Selected to Pending Records at the bottom right corner of the screen.

8. Open the Pending Records tab. The items that you added will appear.

g Hecoras

Author | Edition 15BN | Publication Date | Publisher | Tcm | Title

Patterson, James 1sk ed, 9780316002699 2009 Little, Brown and Co, 15472007 Max 1 a Maximum Ride novel
Patterson, James 1sk ed, 9780316018708 2008 Little, Brown 15167258 Sail : a novel
Patterson, James 1sk ed. 9780316018746 2009 Little, Brown and Co. 15388665 Run For your life s novel
Patterson, James isted. 97E0316002929 (he) 006 Little, Brown 15100926

The dangerous days of Daniel X

7. Select Add All to Current Bucket at the bottom right corner of the screen.

8. Click the Bucket View tab. The items will appear at the top of the screen. You can use the
buttons at the bottom right of the screen to further process the items, or you can return to the

bucket at a later time. These buttons allow you to show the records in the catalog, delete all
records, merge all records, and export all records.

- Bucket # 7 Weeding Owner: System Account (2000100000001) @ ESI

)(Remuva Selected from Buckst | < Add Selected to Pending Records |

futhor | Edition | 1sEn |_Publication Date | Publishier | Ten _itle

Patterson, James 1st ed. SFE0316002599 2009 Little, Brown and Co. 15472007 Max 1 a Maximum Ride novel
Patterson, James 1st ed, 97FE0316018705 2008 Little, Brown 15167255 Sail 1 a novel

Patterson, James 1st ed, O7FE0316018746 2009 Little, Brown and Co. 15388665 Run for your life a novel
Patterson, James 1st ed, AFE0316002929 (he) 2008 Little, Brown 15100926

The dangerous days of Daniel %

4.6.2 Manage Copy Buckets
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1. Choose a bucket or create a New Bucket in the Bucket View in the bottom half of the screen.

2. Scan an item barcode into the Pending Copies portion of the screen. Highlight the item(s)
that you want to add to a bucket, and click Add Selected, or Add All.

iding Copies
‘code Call Murnber Deleted? Location Status Title &
10600002254 GEMNERALE-00000644 Mo Stacks Ayailable Arthur's tooth

GEMERALG-00003627 Avyailable Miss Julia takes over

b Actions - l +add Al ] I&Add Selected

3. The item appears in the bucket. You can use the buttons in the bottom right corner of the
screen to further process the items. You can show the item’s status, transfer items in batch
to another volume, edit an item’s attributes, or delete items from the catalog.

Bucket View

Library Book Sale w | | Mew Bucket ] lDeIete Bucket ] l Refresh l ¥ Remove Selected From Bucket
Bucket # 8 Library Book Sale Owner: 2000100000001 @ ESI

Barcode Zall Murnber Deleted? Location Status Title
3000500002122 GEMERALS-00003627 Mo Stacks Availabla Mizs Julia takes ower

Chapter 5: Administrative Functions and the Cataloging
Module
5.1 Local Administration

Local Administration functions enables administrators to set policies and procedures at the
local level. You must have administrative permissions to view these screens.

5.1.1 Copy Locations Editor
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The Copy Locations Editor enables you to create shelving locations for items. You may specify
if the attributes of items in this location, e.g. if these items holdable or OPAC visible. Based on
permissions, you may view items in your location or at other branches or systems within your
consortium. The locations that are set in the Copy Locations Editor appear as potential
shelving locations in the Copy Editor.

5.1.2 Non-Cataloged Types Editor

The Non-Cataloged Types Editor enables you to create items that you do not want to catalog
but that you will lend to patrons. You can specify if you want the items to circulate or stay in
house.

5.1.3 Statistical Categories Editor

The Statistical Categories Editor allows you to keep statistics on items. You can create
statistical categories such as reading level or funding. You can enter information in these
statistical categories in the Copy Editor.

5.1.4 Library Settings Editor

The Library Settings Editor is comprised of many setting that impact various modules within the
ILS. The following settings work together and pertain to the cataloging module.

5.1.4.1 Alert on Empty Bib Records
This setting will alert you to an empty bib record if you try to delete it.
5.1.4.2 Do Not Automatically Delete Empty Bib Records

This setting enables you to choose to automatically delete empty bib records. If this setting is
set to False, and the alert of empty bib records is set to False, then you will receive no warning
before you delete an empty bib record.

5.2 Server Administration

5.2.1 Permission Groups

Permission Groups enables you to assign groups of permissions to groups of staff members. To
access the default permissions for the catalogers’ permission group, click Admin - Server
Administration = Permission Groups = Catalogers.

To add a new permission

1. Click New Mapping.
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2. Select the permission from the drop down box.

3. Add the depth of the permission.
Check the box if the permission is grantable, that is, can the staff member can grant the
permission to another staff member?

5.2.2 Permissions

Click this link to view a list of all possible permissions.

5.2.3 Copy Statuses

This setting enables you to create copy statuses. These can be made holdable and OPAC visible.
5.2.4 MARC Codes

The MARC Codes are defined in this portion of the Admin module.

5.2.5 Z39.50 Servers

This screen enables you configure the Z39.50 servers.

5.2.6 Circulation Modifiers

Circulation modifiers enable you to create and define item types. These choices appear in the
Copy Editor.
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