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Section 1: Training
Training standards

It is important that anyone who works in the WorkFlows cataloguing module receive training prior to using it.  Often this training can take place on a local level.  However when there is no one trained locally to do training, the cataloguing committee will assist the library if they need help beyond these procedures.  
The LARS Cataloguing group will set up annual, mandatory training sessions at one of its cataloguing meetings.  Training will be provided in the use of the serial module for the libraries currently not using it.

Section 2:  On Order Records
a.  Baker & Taylor On-order records 
Copies of orders from B&T have short MARC records that can be downloaded from B&T website and added to Sirsi Dynix. Here are the steps to a B&T download:

1. Click on www.btol.com.

2. Login to the library account (you can set it up to login in automatically. 

3. Click on B&T Link (online) and then on My Lists (carts)

4. Once in, select Confirmed from the drop-down menu on the left(Cart status). Locate the right order and click on the circle on the right side of the column

5. Select Export from the drop-down menu on the right(Navigation)

6. Select Brief Marc from the Format status

7. Select HTTP Link when the next page loads. Right click on the HTTP link and select Save Target as or choice with similar wording. I usually work in Explorer, but Netscape and Foxfire have Save Target Link As or a similar phrase. Copy down the auto generated file name, usually a series of letters, numbers.

8. Save onto desktop

9. Close out of B&T
Go to SirsiDynix cataloging. You will find the term Marc Import in the Common Tasks area. Select Marc Import. Click on OK at the bottom of the screen. Another screen appears which has a gadget (diamond shape). Click on the gadget, select Desktop and find the B&T marc file you downloaded. Click on the file and then on the OK button at the bottom right of the screen. Give the file a name that you will remember!
Click on Import (b) and reply Yes when they ask if the disc is ready. Reply No when they ask there is another disc.  If you have several files to download, and you reply yes to the second question, the files will be downloaded in one large report. This could lengthen the maintenance time when you work with the down loads. If the batches are small, you might want to combine these files.
The system tells you how many items are in the report and offers you the chance to Close out of this. Close out of the screens that are up and then select Schedule New Report.

Select Load Bibs B&T-Rule 1 set up for your library. 
Select Setup and Schedule at the bottom of the screen and then select the Load tab on the next screen.

At the top of the next screen, there is a drop-down menu telling the system which file to load. Select the file with the same name you gave the download in the Marc Import screen, check to see if the rest of the defaults are correct for this particular download and make changes where necessary.

Click on the tab that says Run Now on the bottom of the screen, and select Display Finished Reports. If all the bubbles are checked, you can see which titles were already in Sirsi and have to be updated by adding a Call Number for your library, and which titles are new to the system and will need different data added to the order record. I go down the order copies and mark IS by those already In Sirsi, and checks by those new to the system. You may wish to print this report to use.

Close out of the Display Finished Reports report.

Updating B&T downloads 
Go into Cataloging Common Tasks and select Call Number and Item Maintenance. Search by ISBN no. & Keyword, or General & Keyword and key in the ISBN. If the item were already in Sirsi, you click on Modify, select Add Call No. and make sure the default is your library’s name. Then create an item number-I usually use the series of numbers on the other library’s bc, but alter it by going up 1 number from the first number in the sequence.   For Example: 54623-1001 becomes 64623

Then select the Type and choose Book, Tradepbk, CD-Music, DVD, or whichever format the material belongs in. Make sure the current location is ON-ORDER. Choose the right option in CAT. 2 and note the price. Save and Return to Search.

If the item was unique to your library, modify it by selecting the correct Type, verifying the current location is ON-ORDER, choosing the right option for CAT. 2 and making sure the price is in the correct field. Save and Return to Search.  If the item is a large print or audio version of the item, go into modify title and put the following in parenthesis after the title (LARGE PRINT) (CD) (DVD)
NOTE: Because B&T media records generate a false ISBN that begins with the numbers 63, there will be overlay problems when the final MARC record enters the system. Books  and audiobooks usually have few problems, unless they are current editions of a serial record. Compact discs, DVDs and computer files may have overlay problems which can be corrected by Deleting or Transferring the short record. (This will be explained further onl)

b.  Items from other Vendors
Some vendors gave you the capability to download brief records.  If this is the case, follow the above procedure for B&T.
When orders are made with other vendors who do not provide brief MARC records, check to see if the title is already in Sirsi.  Select the Call Numbers Item Maintenance in Cataloging and search for the title using ISBN Keyword search in ALL libraries whenever possible.

 When you find the title in the system, check to see if your library already owns the item, or if another library does. If your library doesn’t own it, Click on Add Call Number and select your library name from the list. Fill in the appropriate type and list the location as ON ORDER. Complete the Cat. 2 field and price, Save, and click on the Call Number.  Assign a dummy barcode number.
If the library already has a copy of the title, select, Add Item and fill in the fields. Assign a dummy barcode number. 

Do not add any information in SIRSI when only titles are listed on the order form, and there are several hits in the system. Wait until you have the book in hand to verify the ISBN and type (large print, pbk., library binding, etc.)

If you are the first person putting in a record for a large print, or audio item, put in a short order record.
c.  Short On-Order Records
If there is no record for the on-order item, create a record by duping template in Workflows (search for book template, DVD template, or CD template). 

Change Title Control Number to ISBN number with small i in front (i9781439597217)

Un-shadow title and item   

or create your own short record by following these guidelines (remember to change Title Control Number to iISBN#:
Book: 
020: ISBN number


100: Author’s Name


245: TITLE ALL IN CAPS include(LRG PRINT) if necessary

260: Publishing location :  |b Publisher ,  |c  date.


300: p. ; |c cm.

DVD:
020: ISBN number or 028: UPC number


245: TITLE (DVD)

CD:
028: UPC number


100: Author’s name or group


245: TITLE (CD)

Section 3:  Entering Items into the Sirsi System

Enter titles with holds first.  B&T and other vendors’ shipments contain notes when an item should hit the street. Do not completely catalog and process these items until that date!
a.  Call number and Item Maintenance
Go into Call Number and Item Maintenance and search for the title by General & Keyword, ISBN & Keyword, or Title & Keyword Search. Key in the ISBN or the title.  If a line appears highlighted in blue, but is not the title of the item, the system is telling you that it is not in Sirsi at this time. 
Items that are in Sirsi will appear on the screen. Select Modify and check to see if your call number is listed on the screen. If it isn’t, click on Add Call No. and assign a call number, scan a barcode and complete Home Location, Cat.1, Cat. 2, and the price. The price should be what you would charge if the book was lost or missing. Add any circulation notes, if needed. Save the changes.

 If you are dealing with audiobooks, or multiple DVD and CD music sets, or any item with multiple parts, a circ note should be added with notations such as 10 compact discs, 2 videodiscs, 1 CD-Rom + book, etc.  Don’t put a circulation note for just one item!
Library may use these fields to add additional information:

To add this information, go into the TITLES area and select Modify Title, click on the highlighted title (which should be the same item that was just added.)  Click on modify and add these fields:

599:  (local note)  Tab 2x and type in the place where the media was purchased from.  

690 (local subject)  Tab 2x and list the type of media (Compact discs.  Or DVD or Computer game or Audiocassettes)

Click save and return to search.

b. Item added to another library’s record
Key in the ISBN or Title. If the result is a short order record, attach a call number if your library has a different one. Scan a barcode in the Item ID line, update the I Type, Home Location, Cat 1 and Cat 2.  Put a circ note if there are multiple media.  Click and save work.  
Note. If the record is a short order record and Manitowoc is not listed as owning or having a copy on-order, find a MARC record for the item using Smart Port.  If Manitowoc is listed, do not download a record!
c.  Smart Port

Set properties by right clicking on mousing on the Smart Port list in Common Tasks
Use the following properties:

	Display property page:

	(  )  Wizard Startup    (o)  Never    



	

	

	MARC Import
Bibliographic Record Load Options
(  )  Replace current record   
(o)  Match and load   

(o)  Match on title control number   
(  )  Match on title control number or indexed MARC tag   
(  )  Match on title control number and indexed MARC tag   

Title control number source:  ilso
 

Indexed MARC tag number:  
 

Call sources:    DEWEY,000,,N
 

Library:        Select Library Name
 

Format:

MARC

Remove subject headings

 

Authority Record Load Options
(  )  Replace current record   
(o)  Match and load   

Authority control number source:

 

Save directory:

 

Verify options:

(o )  Yes    (  )  No    

Strip junktags:

( o )  Yes   (  )  No    

Script for special processing:

 

Hit limit for brief display
Single server limit:

5

Multi-server limit:

3

Browse terms limit:

8

Gateway timeout:

20

Seconds

Formatted full display:

(o)  Yes    (  )  No    




Click OK to save.
Open Smart Port
Select databases:  Search OCLC first.  If no record is found, select the other databases and search.  Click on Connect.   (If you cannot log in, try later- there are 2 licenses in the system for SmartPort)  

Search by ISBN number- (does not work in UWMadison and Wiscat) Look at results. Click on result to see information.  If it fits your item, capture (properties you put in will display)  Other searches such as title/ author can be used as well when looking for items.

Edit Bibliographic record as needed.  Delete any extra ISBN numbers.  Add call number information for item and save.  Close out when finished.  
d. Transfers and Deleting Records

Go to the Common Tasks and choose Call Number and Item Maintenance to see if the record is combined with the OCLC record.  If it didn’t overlay the record and it remains on the short order record, do the following:

Key in the title. Two hits may show up on the screen. The B&T record usually has all the main words in the title capitalized. Go into the B&T record, locate the price of the item and mark it down.

If the title is not popular, you can go into the Titles wizard and choose delete title. Key in the title. Find the short order record and highlight it. The Call No. & Item should appear with little boxes in front of the call number. Click on that box and a check mark appears. Then click on Delete. They ask if you want to delete and you say yes. If there are holds on the order record, the system will tell you it cannot delete because there are holds. Then you must try transferring the title to the OCLC record.

Go into the Special wizard and select Transfers. Key in the title. When the two records show up, make sure your copy is on On-Order or Checked in. You are ready to Transfer.  Click on the title of the on-Order (Short) record, click on Add to Tree on the bottom of the page. Then find the OCLC record, click on the title to highlight it and click on Add to Tree on the bottom of the page. Both records should appear in a white box on the left upper side of the screen.

Highlight the on-order (short) record in the white box and click on Retain for Transfer on the bottom of the screen. Then click on the OCLC record and select Transfer on the bottom of the screen. It will prompt you, asking if you want to finish the action. You say yes, and a message box should appear telling you that the item was transferred.

Key in the title. The Order (short) record should be gone and a note that says Unavailable for display should be included in the list of titles. Select the OCLC MARC title and modify any information that needs modifying.  

You can then go into the Titles wizard and choose Modify Title to edit the record.  When editing, delete any extra ISBNs listed.  

TRANSFER OF RECORDS

Cataloging – Special – Transfers

Search title

Highlight line you want to get rid of – Add to tree

Highlight line you want to keep – Add to tree

Go up into tree box and highlight line you want to get rid of


and click on “Retain for transfer”

Go back into tree box and highlight line you want to keep


and click on “Transfer”

Answer “yes” to next question that it will remove the record

Next box will tell you if the transfer worked or not. If it didn’t work


it will tell you why.

Click on OK. If it didn’t work set aside and try again another day.
(If you had to transfer records for proper overlaying you may need to delete an extra call number line)
Please note that if any item under the title is in transit, transfers will not work.

e. Item Types

Select an item type that fits the item you are entering in the system.  If none fit, leave blank.

f.  Item Categories

Item Cat 1

Select the genre that best fits the item.  Leave blank, if none are appropriate.

Item Cat 2

Select the age level that the material is intended for.
g.  Price

Put a price for the item that you would expect to be paid if the item were lost or damaged.

h.  Number of pieces

Leave field at one.

i. Circulation note

If item has multiple pieces, place a note.  Do not put a note if there is only one item.

Section 4:  Printing Labels
 a.  Printing individual labels
Templates have been created for labels for each library.  Once an item is entered, click on the icon with the magnifying glass to view your label.  If you wish to choose a label with a different template, click on the label designer icon at the top and select the label you would like.  Click default and close out of the templates.  The design will appear.  Click the printer to print (if you are not doing a batch printing)  If you wish to edit the label, select the icon with the piece of paper and pencil and edit the label. This can be used to add circulation notes.  Once you are finished editing, click print and print the label.

To have a template created for labels, contact the MCLS LARS administrator.

b.  Instructions for printing batch labels 







Schedule new report

Highlight Label report (each library has their own)

Set up and schedule

Select tab for item Ids

Click on gadget at far right

Wand in barcodes

Run now

Unclick View Log box

Click OK and edit labels

Print labels

If you need to add check-in notes

hand write them in.

Section 5:  Fast Adds

Fast add should be used for all ILL records.  All ILL records should have the title field begin with the prefix ILL-followed by the title.  ILL records should be discarded when returned using the discarding procedure.

Section 6:  Original Cataloguing

Libraries with unique items can have catalog records created by Manitowoc Public Library, per the Resource Library agreement. These items should be those not found on OCLC and should be those that will be in library collections for a long time.  Libraries can create a short record to use the item prior to a complete record being created. Talk to Manitowoc Public Library Cataloguing if you have questions about a specific item.  Try finding a record for 2 months before sending to Manitowoc.

Short record

A short record can be used if no OCLC record is available.  A template will be created to use.  Fields included are:

020  ISBN #

100  Author

245  Title

260  Publisher

300  Pagination

490  Series

Change the title control number to the ISBN #

Kindles and other ebook readers

A dummy record has been created for an ebook reader.  To have specific circulation rules attached to a record, contact the LARS system administrator.
Section 7:  Serials
Serials

Travel serials should be on their own record.  Download a new record for the item from OCLC if none exists

Section 8:  Magazines

Each Library will maintain its own magazine records.  A magazine record will be done by copying the previous year of the title and adding the year followed by the library name (ie. Good Housekeeping 2011 Brillion)  If the title of a magazine changes, a new record should be downloaded from OCLC and the library should add the year and their name to the title.
The call number of the magazine should start with the year of the issue.  
It is recommended that the serials module be used for maintaining magazines.
Section 9:  Discarding Items

a.  Discarding items 

When discarding a large number of items, use the Global Item Modification found under the item column.  Change home location to discard; Change shadowed to yes and Circulation to no.  Scan item barcode.  The title will appear below.  Once all items have been scanned, check items in using fine free check in.  The status of all items should be discarded.

If you are discarding just a couple of items, use the Call Number and Item Modification and change home location to discard, shadow item and uncheck circulation.  Save this record.  Check item in under fine free check in and make sure discarded comes up as the home location.

b.  Removal of records

The LARS system administrator will routinely run reports to remove records from the system.  
Section 10:  Questions/Problems
Questions/Problems

If you encounter any problems or questions while cataloguing an item, contact the Resource Library cataloguer.  

If you notice a problem with another library’s record, contact that library directly.

To set up a new item type, contact the LARS system administrator.  
If you encounter problems running cataloguing reports, contact the LARS system administrator.
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