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Sirsi Record Structure and Display
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and copies

Every record in our Sirsi database consists of various interconnected elements, tied to each other
in arelational database. The fundamental principle is simple: a“oneto many” relationship
between a single bibliographic record and multiple holdings for multiple libraries. That is, there
isasingle bibliographic record for each edition of a given title, to which multiple libraries attach
their call number and item records (or for serials, MARC holdings to show which issues they
have). This underlying record structure can be seen in the Workflows display whenever an
individual record is viewed and edited, or the command Add Titleisissued for a new record.
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Iltem Search and Display Wizard
Overview

Use the Item Search and Display Wizard to produce a “read-only” display of arecord with all
volumes and copies of atitle, and other associated information such as charges, holds, orders, etc.
To open arecord for editing, use the appropriate cataloguing wizard as described below.

1. Click the Item Search and Display Wizard in the Common Tasks group %
(shortcut: F4). Invoking this wizard brings up a window to begin your search, with a
Search for: box where you type in your search terms.

Item Search and Display = m

4 4 R [f ==

Search for: || j Search

Indes: Title Ll Type:

Likrary: ALL ll % Keyword
" Browse

Current; Erown, Christopher, 1943- — A new yvear's carol : prologue from The circli... -... " Exact

Note:  This basic search window is used in conjunction with all
Cataloguing wizards in Workflows. You can set different default
Index and Type values for each wizard.

2. The drop-down list of indexes for searching lets you specify Title, Author, Subject,
Series, etc. The radio buttons at the right enable you to set the search options:

o Keyword searches bring back all results matching your search term(s) in the specified
index, in a list that you can sort by title, author, or date of publication. If no
results are found, a supplementary Browse search on your term(s) is done
automatically.

o Browse will find the closest matching results within the specified browse index in the
alphabetic vicinity of the term you entered, which may then be browsed forward
or backward. Y our term appears second in the list, if it isfound.

o Exact lookup will display a single record, if the exact heading is found, and there is
only one matching catalogue record. If the exact heading is found, and there is
more than one matching catalogue record, a hit list is displayed. If the exact
heading is not found, a browse list of neighbouring headings is presented. (The
exact option behaves this way using the search indexes for Author, Title, Series,
and Subject.)

Current provides a link that displays/reopens the last record opened during the current
workstation session; therefore this line will be empty for your initial search.
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3. Use the Library box to select from the drop-down list when you want to restrict your
search to a single specific library. (Call number Browse searches require you to specify a
library).

4.  Enter your search term and press Enter or click Search. This will retrieve a list of any
matching results.

Itemy Search and Display = m[

4 8 RETE ==

Search for; Ischularly resources LI Search

Indes: Title LI Type:

Library: [ALL 7] | © Leyward
" Browse

Current; " Exact

KEYWORD Title schalarly resources, ALL: 13 records

Titla FPub. vear

Goog lar and it competi |
Scholarly resources for children and childhood studies ;. aresea.. 2007

Scholarly resaurces far children and childhood studies © a resea... Bowrman, Vibiana, 1953- 2007
Kenkyd to shiryd to jahd o musubu "Nihon Kenkyd Gakujutsu ... Nihon Kenkyd Gakujutsu Shiryd Johd Mo Riyo Seibi Ni Kansur... 2002
Committee of Fitteen records, 1900-1901 : guide to the Scholarl... Committee of Fiftean (Mew York, MY 1900) 1988
A Guide to scholarly resources on the Russian Empire and the ... Karlowich, Robert A. 19490
Records of the Office of Chinese Affairs, 1945-1955 [microform) 1985
Scholarly resources in art history  issues in preservation : repor.. Commission on Preservation and Access. 1989
Tinker guide to Latin Armerican and Caribbean policy and schol... Hellman, Ronald G. 1988
Burma, a study guide Hihler, Anita. Burma, a selective guide to scholarly resources. 1. 1988
British Foreign Office Russia correspondence ; guide to the Sch... Great Britain. Public Fecord Cffice, 1980
Understanding China : an assessment of American scholarly re_.. Lindbeck, John hd. H. 1971
Understanding China; an assessment of American scholarly re... Lindbeck, John k.H. 1971

Description | Call Mumberftern | Open Orders Information
Leader am alc

key BKA-2416

Dateftime stamp 200605031
Fixed field data 2009
ISBM 9781543344476 (phk)
ISBM 1843343375 (phk
ISBM 9781843344483 thhk)
ISBM 1343344483 (hbk)
Personal Author Hzieh-Yee, Ingrid.
Title Google Scholar and it campetitors @ acegsing scholarly resources on the weh [ Ingrid Hsieh-Yee.
Publication info Cxford, UK. . Chandos PubNshing, 2009,

Physical descrip 200 p.

592 OISE acouisitons dunlicated. then edited ton 005036160 for this bib record. affkdaw 10. 2008,

b 001 0eng

Detailed Display | Close |

A preview of the bib record in labelled format will
ith associated volume and copy (and orders if they

5. Highlight the title you want to
display below the hitlist pane along
exist) information.

6. In the preview pane, click the Call Number/Item tab for a quick view of all attached call
numbers and copies and the associated circulation information.



Description  Call Nurmberitem

EI:;J A Guide to scholarly resources on the Russian Empire and the Soviet | price: $0.00 tem type: BOOK
=roflly 22481 .G86 1990 - ROBARTS Home location:  STACKS Current location: STACKS
BRI 761052745171 -1 - BOOK. - STACKS Item category 1:  hane lem category 2: hahe

Date created: Ar7iZ000  Media deskc naone
Date last charged: Mever Prewious user ID:
Last discharged: Mever Last activity: MNever
Date inwentoried: MNever Total checkouts: 0
Times inventoried: 0 In-house uses: [0

7. To see the MARC format record with all associated data, click on the [Detailed Display|
button. At this level you are able to see tabs for record data such as: Control, Bibliographic,
MARC Holdings, All Volumes (if multiple call numbers and/or copies are associated with the
title), Orders, and Serials Control. The All Volumes tab lists each item attached to the
record with its barcodes and location. To see more information about a particular item or
volume, click on the item, then click on the Display Vol/copy button at the bottom of the
window.

There are some buttons, called “helpers’, at the top left of the search window.

First is the Configure options for the ltem Search helper 5@% which allows you to limit
searches for items in a particular language, format, with a certain date of publication, and so on.
You can also set the sort order for search results; e.g. you can list results by title instead of
publication date when performing an author search.

After choosing your search index and options, type your search string into the Search for and
press <Enter>, or click the[Search| button.

Beside that is the Advanced search helper &4 which lets you combine two indexes (e.g.
Author and Title) in your search. Click it again to return to the ssmple search.

The Show/Hide Search Pane hel per lets you suppress the display of your search terms after a
search, in order to devote more screen space for hitlist and record display.

Similarly, the show/Hide Viewer helper ¢’ lets you switch off the preview of each highlighted
hitlist entry that normally displays below the hitlist.

Note:  The default values and behaviour for every wizard can be modified
by adjusting the associated Properties. To open the Properties
window, right-click on any wizard, and select Properties. All users
can change defaults for display, search indexes and search types.
An administrative log-in is required to set “behaviour” defaults.




Call Number and Item Maintenance Wizard
Overview

Use the Call Number and Item Maintenance wizard to add, edit, or delete call number and item-
level records.

Note You can aso use the Add Items and Edit Items wizards discussed
in the Item Maintenance chapter below; these will only allow
editing of the item records, not the bibliographic or call number
levels.

Add Call Numbers/ltems
To add a new call number to an existing title

1. Click the Call Number and Item Maintenance wizard ii’ (Shortcut: Shift-F9). The
Call Number and Item Maintenance search window appears:

Call Humber and Item Maintenance - 0O =

$ 4 fRffg ==

Search for: |

Inde:x: .Ti_tl_e % | rType:—

Library: ALL w () Keyward
5 'f:," Browse

Current: Oppelt, Marman T. --- Earth, water, and fire : the ... ) Exact

Close

2. Type search terms in the Search for box and click Search, or click the Current title, if
available.

3. Select the correct title from the list, and click M odify. The following window appears:



Call Number and Item Maintenance = Cf =

. %E EII:I I:II:I

Water, prey, and game birds of Morth America / Wetmore, Alesander, 1886~

| Control || Bibliographic | all Mumber/Item | Bound-with|

Water, prey, and game birds of Morth Americ Call number information

[ |||-|631 JAAE - GREEN R — Call nurnber: [aLeatl was | ©lasz scheme: | LcPER |

Call library: GREEMN |
[ shadow call number

Item information

Item ID: [soooooooosz3e0 | copy number: 1
Typs! BOOK v Itern library: GREEN v
Hame locationt [sTACKS I v Current location: STACKS. N v
Trem catli  [NONFICTION B8] from cat2i [ADULT [
Media dezk: w | Mumber of pieces: 1
Total charges: o Price: F11.95
FPermanaent: Circulate:
I:‘ Shadow item
_<_ | ’ Extended information
Date created: 1171270 Tag Contents
Date last charged: 9/15/2003 CIRCHOTE
Date due: none
Last discharged: 7/19/2004,14:44 PUBLIZ
Date inventoried: Mever STAFF
Times inventored: 0
Previous user ID: DISCARD . =
Last activity: Fr1afz004 1
In-house uses: u]

[Return to Search] ake [Add Call Number] [."—\dd Item] [Delete] [Close]

4. Click Add Call Number. The following window appears.

Add Volume: Library for new call number g|

Library for new call number: CARMEGIE V

Cancel

Note: Thiswindow can be turned off by an administrative user, by changing
this default on the Behaviorstab of the Set Properties window.

i i =R Departrnent of Energy's environmental restaration
5. Select the appropriate library, and L_LlEl 405 7.0) - RACKERELLR
click OK. The Call Number/Item tab R I 4027-1001 - 1 - BOOK - STACKS
reappears with the new call number Sl ST L) - CARNESIE

anditemrecord added to the list ||

Note: By default, WorkFlows adds an item record when you create a call
number record. An administrative user can change this default on
the Behaviors tab of the Set Properties window.

6. Make any other modifications to either the call number or item record.
7. Scan an item barcode, or type an Item 1D, and click Save.
8. Click Close when you are finished.
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Edit Call Numbers/ltems

There may be times when you need to change the information in an existing call number or item
record, for example: change the item type or location of an item; edit the public note in an item
record; or change the call number.

To edit an existing call number record

1. On the Common Tasks toolbar, click the Call Number and Item Maintenance wizard. W
The Search window appears.

2. Typeyour search termsin the Sear ch for box and dick Search, or click theCurrent title, if available,

3. Select the correct title from the list, and click Modify. The Call Number/Item tab appears
displaying the call number and item information:

Call Number and Ttem Maintenance

Bt EE

Helen Hayes, first lady of the American theater / Barrow, Kenneth,

__Control Bibliographic | Call Mumber/Item | Bound-with |

=-|=| Helen Hayes, first Iadl,l of the American theate Call number information
3 it Callnumber:  [PNZZE7 H3S B37 1985|21985(2724,2)| Class scheme:  [LCPER
A 50000000432160 1-BOOK - 5TA 2ellikaty Al |

L[l snoo0000432178 - 2 - BOOK - STA

D shadow call number

< e Item information

Item ID: [32449000126301 | Copy number: [t
Date created: 10/27/1997 R — : s
Date last charged: 9/15/2003 Type: BOOK & | Item library: MAIN
Date due: none i — = i —
Last discharged:  9/15/2003,13:57 Heme location: |B1O v | Current location: [B1O
Date inventoried: Mever S S —
Times inventoried: 0 Item catl: |MOMFICTION w | ITtem carz: |ADULT
Previous user ID: DISCARD ———— i —
Last activity: 9/15/2003 Media desk: % | Mumber of pieces: [1
In-house uses: ] E E

Total charges: o Price: [$15.55

Permanent; Circulate:

D Shadow item

Extanded information

< =

[Retum ta Search] . [Add Call Number][Add Item][Delete]

6. To display only call number information, click the appropriate call number record:

fall Number and Item Maintenance -

Bt S5

Helen Hayes, first lady of the American theater { Barvow, Kennath,

3}

Control | Bibliographic | Call Humber/Item | pound-with

—

=153 Helen Hayesz, firzt lady of the American theater - Bar Al number information
=-nills PH2287 H3S B3T 1985 1985(2724.2) - MAINA

""“244900012630: i BOOK - BIO all numben [pN2287 .H35 B37 198521985 | Class schamer [LCPER w

Call library: GREEM o

...... [_ Shadow call numbar
>

|Retum to Search | [Add call Humber] [Add Itam] [Delers] [Close

7. Make modifications to either the Call Number or Item information. Click Save and then
Close when finished.




i. TIP' When making alibrary field change, modify either the Call Library
or the Item Library (not both). When the record is saved, the other library
field will automatically be updated.

Delete Call Numbers/ltems

Note You cannot select to remove a call number if the call number being
removed is the only remaining call number attached to thetitle.

To delete an existing call number and item record

1. On the Common Tasks toolbar, click the Call Number and Item Maintenance wizard .

The Search window appears.

2. Type your search termsin the Search for box and click Search, or click the Current title,
if available.

3. Select the correct title from the list, and click M odify. The Call Number/Item tab appears
displaying the item information.

4. Click the call number record to eliminate, and click Delete. This will delete both the call
number and item records.

Note You can aso remove Title, Call Number, and Item records using the
Delete Title, Call Numbers or Items wizard.




ltem Maintenance group

Overview

The wizardsin the Item Maintenance group let cataloguers add and edit Item records
while limiting access to just the item level. Otherwise, you may prefer to work with items
through the Call Number and Item Maintenance wizard as discussed previoudly.

This chapter discusses the following tasks that you can perform using the Item
Maintenance wizard group:

e AddItems
e Edit Items
e Add Ordered Items to Catalogue

Add Items Wizard

Use the Add Items wizard to add a new item (copy) to existing call number records.

Note Workflows catdoguing wizards are hierarchical, that is, when you use
the Item Maintenance wizards to add or modify item information, you
cannot change bibliographic information within these wizards.

To add an item to an existing call number record

1.  On the Item Maintenance toolbar, click the Add Items wizard. “;Z]g“ (Shortcut: F9).
The Search window appears.

Enter the title (or other search term) for which you want to add items, and click Sear ch.

If the search results in a hit list of titles, select the title from the list, and click Modify.
You can aso click the Current title, if available. The following window appears:

Add Ttem - =
,% EDEI:EEIEI:
Park's quest / Paterson, Katherine.
Contral | Biblisgraphic | Call Mumber/Ttem | Bound-with
=- =] Mkls quest - Paterson, Katherine, Call number information ~
—-ily P27 P23 DAR 1988 1988 - MAIN \ :
BTN = 2545000147507 1 - BOOK - F Sall npmber: P27.P273 PAR 1988|21988 Classsc hama:  LCPER
Call library: MATIN

Shadow call number

Irem information

Ttem ID: 32449000147307 Copy number: 1
b3 b Type: BOOK Trem library: MATH
Date creatad: 10/2/1957 Home lacationt FICIUY Current location:  FICILV
Date last charged: 5/15/2003
Date due: none Itemn catl: FICTION Itern cat2: JUVENILE
Last di 3/15/2003,13:57
Date t Maver Media deski Number of pieces: 1
Time: toried: 0
Preu vID: DISCARD ;
Total ch : Price:
Last activity: S/15/2003 oval charges 2 ree $50.00
In-house uses 2 & Permanen 1 v Circulater v
Shadow item ™

Tag Contents

CIRCNOTE

PUBLIC v
< >
[Return to Search] [Add Item] ©e
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Although the Call Number/Item tab looks virtually the same as when you used the Call
Number and Item Maintenance wizard, you cannot add or edit call number records.

4.  Click the call number in the tree to which you want to add the new item, and click Add
I tem. The following window appears.

Add Item - O
Wﬁ] P [mF T
Park's quest / Paterson, Katherine,

Qon!:ro_! | Bi_!:_!iogt_’aphic Call Mumber/Item | Bou_ljel-!.\liﬂ'!'

== Park's quest - Paterson, Katherine, Call number infarmation =
=l PZ7 .PZ73 PAR 1988 1988 - MAIN . )
H’HIH 22448000147307 - 1 - BOOK - F1 Call numnber: PZ7 .P273 PAR 198821988 Class scheme: LCFPER
........... -2 - BROOK - STACKS all library: AN

Shadow call numbar

Iter information

Ttem ID: | Copy number: |2
< > Type: BOOK w | Itern library: MATH
Date created: 1/7/2008 Home location: STACKS w | Currentlocation:  [gTacKs
Date last charged: Maver - - ' -
Date due: none Item catil: W | Item catz:
Last discharged: Maver
Date inventoried: Mever Media desk: a | Mumber of piecest [q

Times inventoried: 0
Previous user ID:

Total charges: o Price: [#0.00

Perrmanent: Circulate:
[] shadow item

Last actuvity: Mever
In-house uses: a

Extended infaormation

Tag Contents
CIRCHOTE
PUBLIC g

< >

[Return to Search] [Add Item] [Delete] [Close]

5.  Scan or type a new barcode, and make any other changes in the Item information and
Extended infor mation sections.

Click Saveto retain the new item record.
Click Closeto exit this window.

Edit ltems Wizard

Use the Edit Items wizard make changes to item records already in the catalogue. This wizard
does not give you access for making changes to the bibliographic or title record.

To change information in an existing item record

1. On the Item Maintenance toolbar, click the Edit Items wizard . “ﬁ' The search
window appears.

Enter the title (or other search term) for which you want to add items, and click Sear ch.

If the search results in a hit list of titles, select the title from the list, and click Modify.
You can also click the Current title, if available. The following window appears:
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Edit Ttem : = o

G iEiE

Park's quest f Paterson, Katherine,

| Control | Biblingraphic| Call Number/Item | Bound-with|

=| Park's quest - Paterson, Katherine, Call number infarmatian
My P27 P273 PAR 1985 1988 - MATN
1111} 43000147307 -1 - B N

Call number PZ7 .P273 PAR 1988|21988 Class scheme: LCPER

Call library: MATH
Shadow call number p

Item information

Item IC: [z2443000147307 | Copy number: i
Type: BOOK | Item library: [MaId
Home location: TFreauy % | Current location:  [FIoIgw
e [FrcTIon | Tem cata [JUVENILE 8]
Media dask: w | Mumber of pieces: |1
Total charges: ] Price: [#50.00
Permanent: Circulate:
b3 % [] shadew item
Date created: 10/2/1997 Exntended infarmation
Date last charged: 3/15/2003 -
Date dus: nane Ta e
Last discharged: 2/15/2003,13:57 I 2
Date inventoried: Meuver |CIRCHOTE
Times inventoried: 0 |PUBLIC
Previous user ID: DISCARD |lsTAFF
Last activity: Q15,2003
In-house uses: o]
& 2
[Return to Search] ue [Close]

4.  Click theitem in the tree to which you want to make changes.

5.  Make changesin the Item information and Extended infor mation sections. Click Save
to retain the new information.

6. Click Closeto exit this window.
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Add Ordered Items to Catalogue Wizard

Use this wizard to add copies to Order records when items have been received and are being
catalogued. Order records will have a Call number for the ordering library, but no Item record.
By using this wizard instead of the Add Items Wizard to add the copy and barcode for a call
number to which an Order is attached, you will update the Acquisitions module at the same
time as you create the item record.

To add ordered itemsto the catalog
1. On the Call Numbers and Itemstoolbar, click the Add Ordered Itemsto Catalog wizard

z@ or press Alt+F12.

2. Search for the item you want to load, or select the current record, and click L oad Order ed
Copies. The following window appears:

Add Dedered Items to Catalog : Loading Order PO-75; 2007; ARROWOOD; UKBDOKS = 0O =

WRIB

Eas

Title: Rural econory of the west of England

Authar: Marshall, Mr, (William), 1745-1218,

Base call number: :545_? D3 M3|.
Distributions
Holding code: [BoOKST w @ Quantity: 1 Cate received: 1/3/2008 Add Item
b
Return to Mew
Add/Update Items (b) Search Search [q) Cloze

3. Besurethat the Holding code matches the library name associated with the call number for
which you are loading a copy. E.qg. if the Order call number hasthe library COLL_DEV
then the holding code must also say COLL_DEV; if you have updated the Order call
number to say ROBARTS then the Holding code here must be set to ROBAB. Use the
drop-down list to change Holding codes.

4. Besurethe Add Item box is checked, and click Add/Update I tems. The window reappears
with updated information.

Add Drdered Items to Catalog @ Loading Order PO-75; 2007; ARROWOOD; UKBDODKS = o x

wadE

Title: Rural economy of the west of England

Author: Marshall, Mr, (William), 1745-1818,

Base call number 5457 .DS M3

Diztributions

Holding cade: £ & Quantity: 1 Date received: 1/3/2008
Ttem created
Mew call number: 5457 .05 M3|2 | Library: ARROWOOD
Mew item 10 2326-1002 ] Copy: 2
b
Return ta Mew
[ Add/Update Trems (B) Search Search [(g) Close

5. To barcodethe item, scan the New item I D, and click Add/Update | temsto complete the load.
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Title Maintenance toolbar
Add Title Wizard

Use the Add Title wizard to create a new bibliographic record and associated call numbers and
items. This wizard presumes you have already searched your local catalogue using the Item
Search and Display wizard and determined that no other record exists for the material you have
in hand. Workflows will not alert you to duplicate catalogue infor mation.

To create a new title

A
1. OntheTitle Maintenance toolbar, click the Add Title wizard. "’;

The Set Properties window appears.

(Shortcut: Shift-F2).

Default Wizard Properties

Default properties are vishble to dl logins and can be saved to the machine when you exit the
workstation. Because these properties are saved to the Documents and Settings folder under the
Windowslogin, each Windows user may set individual default properties.

The optionslisted on the Default tab determine what entriesdisplay inthe Add Title template.

Add Titde : Set Propertdes

Display property page: (@ Wizard Startug O Never

Behavior|{ Defaults | Helpers

ltle detault walues

Format: jm,ch w | Entries template: | TEMPLATE
[] shadow title Entries:
Add iterm when creating title

Editor display options
() MARC Yiew

(*) Descriptive view [] isplay descriptive labels (for entri...

Call number default values

Library: ROCKEFELLR | []shadow call number
Class scheme:  |Lg ~ | []show shelving key

Iterm required default walues

Type: BOOK ~ | [#] Permanent
Home location:  |sTacCks | [¥] Circulate

[ shadaow itemn

Iterm optional default values

Price: |$ Item category 1: |
Media deslk; | Itemn category 2: |
Cancel

-13-

= impe
~
=
v.
=
~




The values set on this page control the defaults that appear while using this wizard. You
can choose to display this page on Wizard Startup in order to see the properties page
whenever the wizard is selected from the toolbar. (Recommended).

Title Default Values

The following values are available at the title level.

Format — Relates to the catalogue record format, not the physical format of the
material being cataloged. The format selected, in combination with the Entries
Template value discussed below, determines which fixed fields and catalogue
entries display on the Bibliographic tab. The MARC format is the most commonly
used format for monographic materials.

Entries template — When combined with the Format value, this entry determines
which fixed fields and catal ogue entries display on the Bibliographic tab.

o TEMPLATE —Includes many commonly used entries.

o FULL —Includes amore comprehensive list of entries.

o BRIEF —Providesafew fields.

o SELECT_ENTRIES - Lets you create a customized list of entries rather than
using one of the predetermined templates. Enter the list of tags to include in
the Entries box asa comma-delimited list, for example, 100,245,650.

Shadow title — Shadows a title from the online catalogue as you create it.

Add item when creating title — Automatically adds an item record to the title as
soon as you create it. On occasion, you may want a title record without an item
record, such as with the Workflows Acquisitions module. In those cases, you might
want to clear this box.

Make any necessary changes to the Defaults, and click OK. The Bibliographic tab
appears.

Bibliographic Tab

Information that displays on the Bibliographic tab, which is part of the title-level record, is
common to all volumes and copies of the title, and is used primarily to describe the item(s)
in question. This tab contains the data that is indexed for keyword searching and browsing.
Which fields display is based on the format and template selections in the Title Default
Values section on the Defaults tab (Set Properties window).

-14 -




Helpers Fixed Fields
Add Titde -
FOTERNE
=] ( Rl iBE
**REQUIRED FIELD**
| Gontrol| Bibliographic | MARC Holdings | Call Number/Irem)
D Shadow title
Rec_Type a Bib_Lul m TupeCtrl Enc_Lul 1
Dresc a Entrd 030174 Ipat T Coatel 2005
Drate? Ctiy A Illu= Audience
Repr Cont GovtPub ConfPub o
Festschr a Indu a Fiction Biog
Lang eng Mod_Rec Saurce
— =
ul Tag Ind, Contents
-] 010 el
;I azo 03221320073 (
-] 100 1 Castro, Elizabeth
-] 245 10 HTML for the warld Wide Web visual guickstart quide : |bwith ¥HTML and C5S flcby Elizabeth Castro
-] 250 [Eerkley. CA ([bPeachpit Press, [cc2003 N
-] 300 430 p ¢ |bill. (some col);|c23 cm,
-] 500 Includes index
| sos
| sz0
| 590
-] 650 u] HTML (Docurnent markup language) bl
X >
|
\
Entry IDs Indisators Subfields

Variable length data fields

On the Bibliographic tab, enter appropriate information for the fixed fields and MARC

entries. For further details, see Appendix 1, The Record Editor.

After entering fixed fields and bibliographic information, click the Control tab.

Control Tab

Information in the Control tab, which is part of the title-level record, is primarily used
“behind the scenes’ to administer and maintain the catalogue, authority, and review data
files. Information in the Control tab is common to all volumes and copies associated with
theftitle.
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*H¥REQUIRED FIELD**

Cantrol | Bibliographic | MARC Holdings | Call Mumber/Item|

Basic title information

Title control number: a.1'8"5".516|"

Record format: EMP.RC L

Mumber of volumes: |1

Title creation

Created by SIRS-I ~
[rate cataloged: IMever ~
Date created: .'-",."3,"2IZIDE~

id Anot Tkl dd | fioi H dd Call N Close

Basic title information

Title Control Number

This serves as the unique numeric identifier of each title, and is used to prevent
potential duplicates when loading or overlaying bibliographic records. Records
created since Sirsi implementation in 2002 use either LCCN, 1SBN, ISSN or the
OCLC number, preceded by alowercasel, i, s, or o respectively, as the title control
number, in that preferred order (L | S O). If none of these is applicable, a number is
system-generated, with an “a” prefix, as shown above. When you manually enter a
title using the Add Title wizard, Sirsi auto-generates the title control number. Y ou
should change this to a more significant value, such asthe ISBN, if available.

Record Format

This is for the catalogue record format, not the physical format of the material
being cataloged, which is coded in Rec Type, the first fixed field on the
Bibliographic tab. The Record Format code here on the Control tab determines
which fixed fields and catalogue entries display on the Bibliographic tab. The
format that Sirsi calls “MARC” isthe MARC 21 “Book” format, standard for text-
based monographic works. Record Format codes for non-textual monographs
include MUSIC, MAP, VM, and MRDF. See Appendix ?? for more details about
which Record Format codes correspond with which Rec_Type codes.

.Number of volumeS

The system supplied value in this field is automatically computed from the number
of volumes, or call numbers, associated with the title record, and cannot be edited.
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Title creation & Title modification
Created By, Date Cataloged, Date Created

Modified By, Date Modified, Previously Modified by

These self-descriptive fields are used to track the history of each record’s creation
and updates. The Date Cataloged is the only one of these fields which needs to be
edited. When a record is created or imported the default is NEVER; at the point
when an item is fully catalogued and on the way to the shelf, thisis set to TODAY
(which is trandated to a date by the system). This will prevent the record from
being overlaid by automated batch loads. This information is also used to identify
newly-completed records in the database, for various purposes.

5.  After updating the Title control number (if necessary) and setting the Date Cataloged to
TODAY (if you are finishing arecord), click the Call Number/Item tab.

Call Number/ltem Tab

The Call Number/Item tab displays all call numbers and items associated with the title. Item
nformation that displays on thistab is specific to a single volume and/or copy of thetitle.

Three levels of information are available on this tab, displayed graphically in a“tree”:

Cu:-ntr-:-ll E-ll:-llu:-graphlc Call Murnber Ttem I Bound- wlthl

Title Level
Information

Detailed title-level information appears on the Bibliographic tab described previously. On this
tab, the title simply acts as a placehol der.

Cu:untru:ull E-ihliu:ugraphic Call MumberiTtem I E-u:uund-withl

Call Number
Level
Information

—> = 2
I Il 386740015457~ 1 - BOOK - STACKS

When you select the call number level information, detailed call number information displays
in the right pane.

Add Tide =)
ferss :.1 Huj s e
4

J 4> E‘J\‘—'B:EE

**REQUIRED FIELD™*

Controll Bibliographic | MARG Holdings Call Mumber/Itam |

(=8 LTJ Castro Ellzabeth HTMLforthe World Wlde Web Call number information
= A R e R e Call number [GATE.76 H33 Coeo6 2003 Class schemer LT =

38674001549? 1 BOOK ST#\CKS

Call library: [aRRCWOSD =1
[ shadow call number

Save | Add Another Title | Add H0|dinl§§| Miadify H°|':|i|'|';IE| Add Call Mumber | add Itér'nl De‘let’el Glbs'él
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Call number — When importing records through SmartPORT this value may be
derived automatically from a call number field in the bibliographic record. For
creating origina records you can configure Add Title properties to generate a
dummy call number which you can subsequently update.

Class scheme — Select a value from the list. Workflows does not check to seeif the
call number isin the correct format for this particular class scheme.

Call Library — This represents the owning library for this call number. Each library
must have its own call number record, even if the call number values areidentical.

Shadow call number — If you click this box, Workflows hides this call number in
the OPAC. Note that if you shadow the last call number of a title, Workflows
automatically shadows the title from the OPAC.

Note: multi-volume works require the call number to be repeated for
each volume with the respective volume designations appended
in subfield |z.

C-:-ntr-:-ll Bibliographic Call MurbepTtem I Bnund-withl

Item Level
Information I ...... 3

==] Castro, Elizabeth, - HTML for the Warld Wide Web
ERE cﬁ.q?s.?s H94 CHE9E 2003 - ARROWOOD
> -'

When you select the item level information in the tree, the pane to the right displays Call Number
fields, Item fields, and Extended Information fields.

Add Tite - B

WG =10 ¢ PSEE

*F*REQUIRED FIELD**

_Contral | Bibliegraphic | MARG Holdings | Call MumberTtem

=| **REQUIRED FIELD** - Call number infarmation
= = Call number: f Class scheme: Lo A
Call library: MAIM v

[] hadow call number

< > Item information

Item ID: Copy number: {1
Date created: 1/7/200% . i _
Date last charged: Mever Type: BOOK w | Item library: [EFSE] o
Date due: none S —— = —— _ —
Last discharged: HMaver Hoeme location: | sTACKS 4w | Current location: STaACKS v
Date inventoried: Mever I — = - .
Times inventoried: O Item catl: || ITtem catZ: R
Previous user ID: - * -
Last activity: Mewer Media desk: | Mumber of piaces: [1
In-house uses: u] =

Total charges: [o Price: [$o.00

Permanent: Circulate:

I:l Shadow item

Extended information

Tag Zontents
CIRCHOTE
PUBLIC
STAFF
other i di E IAdd Call Number] [Add Item] lDeIete] [Close]
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Note:

TIP!

In cataloguing wizards that allow call nhumbers and items to
be added or modified, Call Number fields can be changed
and saved together with Item field changes; however, item
and cal number Library fields cannot be changed
simultaneously.

When making a Library field change, modify either the Call
Library or the Item Library (not both). When the record is
saved, the other library field will automatically be updated.

You can link each call number to one or more item records. Each item record represents one
physical copy or barcode in the collection.

e Workflowsrequiresauniqueltem ID to save an item record.

Note:

For material that will not receive an actual barcode, you can
auto-generate a dummy Item ID, such as 94485-1001. To
auto-generate an item ID, type AUTO in this field if this
property has not already been set on your workstation.

e Theitem Type and Home location fields display the default values previously selected
on the Set Properties page. You can change these values to reflect the material in hand,

if necessary.

Note:

Current location of an item is determined by its home
location. As circulation activities occur with an item, its
current location changes, for example to CHECKEDOUT or
HOLDS. You should not directly edit information in the
Current location field.

e |tem category 1 isan optional statistical reference field. Your library may or may not
have chosen to use thisfield.

e Item category 2isnot used by U of T.

e Media desk is an element of the Workflows Materials Booking module. This field is
optional unless you are booking thisitem.

e Setting the number of pieces field to a value other than 1 has an impact at the
circulation desk. When checking an item in or out, circulation staff will be asked to
confirm with an override that all elements of amultipart set arein place.

e Permanent indicates whether the item is part of your library's permanent collection.
Circulate alows items that would normally not circulate, by system-generated
circulation rules, to be charged with an override.
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e Extendedinfo

In the Extended info section, you can enter notes about this particular item. You can
view all three types of notes in the item level record in WorkFlows. PUBLIC Notes are
also visible to patrons when viewing the record in the OPAC.

Properties can be configured to allow information entered in the CIRCNOTE field to
display when the item is either checked out with the Checkout Wizard or discharged
with the Discharge wizard.

If there is no item associated with the call number, only call number information will display in
the Call Number/Item tab.

6. On the Cal Number/ltem tab, type the call number information. Use the List Catalog By
Call Number helper (top left) for looking up nearby call numbers for shelf-listing.

7. Onthe*“tree,” click the item. In the ltem Information and Extended | nfor mation sections,
enter appropriate information. Y ou must supply a barcode or other Item 1D in order to save
the record. If you set defaults for this window using the Properties associated with the Add
Title wizard, these fields should populate automatically.

8. After modifying all tabs, click Save.
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Modify Title Wizard

Use the Modify Title wizard to make changes to material aready in the catalogue. This is the
only maintenance wizard that gives you access to bibliographic and title control information as
well asal call numbers and items attached to arecord.

To edit an existing title

1. Onthe Title Maintenance toolbar, click the Modify Title wizard. @ (Shortcut: Alt-F2).
The Modify Title search window appears:

Modify Tide — o] -
e

5@‘% % 4 e "ﬁj = =

Search for: J v

Index: Title bl “Type:

Library: ALL w (&) Keyward

{:!' Browse
Current; () Exact

Enter thetitle (or other search term) for which you want to add items, and click Sear ch.

If the search results in a hit list of titles, select the title from the list, and click Modify.
You can aso click the Current title, if available. The Bibliographic tab of the title

appears.

4.  Modify the entries as needed. Use the helpersto insert fields, as needed. You can aso use
the Record Editor to modify the fixed fields, indicators, and subfields. For more
information, see the Record Editor section, Appendix A.

5. To modify the information pertaining to the administration and maintenance of the title
record, click the Control tab.

To modify call number and item-level information, click the Call Number/Item tab.

Once you' ve finished making changes, click Save to retain the information, then Close to
move to another wizard.
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Duplicate Existing Title Wizard

Use the Duplicate Title wizard to create a new title record by copying the bibliographic data of
an existing title, as well as associated call number and item records. Records for new items that
are similar to materials already in the catalogue, such as a new edition, reprint, or item in a
series, can be duplicated to minimize the amount of data entry required of the cataloger.

To duplicate an existing title

1. On the Title Maintenance toolbar, click the Duplicate Title wizard. [ =] (Shortcut:
Shift-F3). The search window appears as described previoudly.

Search for the title to duplicate. The search may return alist of titles.

3. Select thetitle from the list, and click Duplicate. Bibliographic information for existing
title appears. (Or, if a Current Title appears, and this is the title you want to duplicate,
click thetitle. Y ou don’'t need to click Duplicate.)

4.  On the Bibliographic tab, modify the fields to reflect the new title's bibliographic
information. Use the helpers to insert fields, as needed. You can aso use the Record
Editor to modify the fixed fields, indicators, and subfields. For more information, see the
Record Editor section in Appendix A.

Note:  Be sure to remove or modify all control numbers such as
LCCNs (010 field) and 1SBNs (020 field) which apply only to
the original record!

5.  On the Call Number/Item tab, modify information as needed. You must supply a
barcode or other I1tem I D to identify the item.

6. Click the Control tab to modify the information pertaining to the administration and
maintenance of thetitle.

7. Click Saveto retain the new information.
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Delete Title, Call Numbers or Items Wizard

Use the Delete Title, Call Numbers or Items wizard to remove a Title, Call Number, or Item
record from the catalogue. Once you use this wizard, the catalogue record no longer exists in
the database.

You can suppress titles (items) from view in the public catalogue by moving them to a
shadowed location such as DISCARD or MISSING, instead of deleting the Title.

Y ou cannot remove items with charges, holds, or bills.

To remove an item from the database

1. OntheTitle Maintenance toolbar, click the Delete Title, Call Numbersor |tems wizard.

(Shortcut: F11). % The search window appears.

2. Type the search terms in the Search for box, and click Search. The following window
appears (notice the check boxes next to the title and all call number and item records):

Delete Tide, Call Numbers or Itens - O =
4 (R &= = |

Search for: Ihtrnl ;I Search |
Index: Subject LI Type:

Library: Full access to all libraries LI & Keyword
. Browse
Current: Castro, Elizabeth, --- HTML for the World Wide Web visual gukstart,.. --- QA7 .76 \H34 C36... " Exact

KETvWORD Subject html, Full access to all libraries: 4 records

Title Mar | Pub. vear |

HTML for the world Wwide web visual quickstart guide 7., Castro, Elizabeth, 2003
HTML wirtual classroom Fuller, Robert, 1966-

Digital poetics : the making of E-poetries Glazier, Loss Pequefio, 2002
How to create Web pages using HTML Laudaon, Kenneth C., 1944- 2000

Description  Call Nup.b&r/flteml

E- T B FullepAobert, 1966- - HTML virtual classroom Price: £.00 item type: BOOK
[ il oa76.76 H94 FE5 2002 - ARROWOOD Home location: STACKS Current location: STACKS

[ |— I.'.'J!.I.I 1000234590153 - 1 - BOOK - STACKS Item category 1: none ItE.'IT_I category 2: none

Date created: 1/6/2004 Media desk: none

[ By oa7s.76.H94 FB5 2002 - FEW

L Date last charged: MEVER Previous user ID:
=1 i . P
Nt Last discharged: MEVER Last activity: MEWVER
Date inventoried: MEVER Total checkouts: 0
[l 31000234590151 - 1 - BOOK - sTacks | Times inventoried: 0 In-house uses: 0

uuuuuu

[T 31000234590152 - 2 - BOOK - STACKS

Kl | B

Qeletel Close |
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To delete the title and all of its call numbers and items, select the check box next to the
title you want to delete. To delete a call number and its associated items, select the check
box next to the call number record you want to delete. Y ou can also delete an individual
item by selecting the check box next to the item you want to delete.

Y ou cannot delete a call number or item record if any of the following conditions apply:
e A call number/item that has holds or is on reserve cannot be del eted.

e Any item that is charged, has unpaid bills, is booked, or is the last call number
under serials control for a particular library can be selected, but cannot be removed
until it has been discharged, the bill is paid, or the booking or serial control record
IS removed.

e |If an open order exists for the title, the items associated with the call number used
when creating the order cannot be removed.

e |f your system is configured to save charge histories and the Delete Items with a
Charge History behavior is not selected, an item with history charges cannot be
removed.

After making your selections, click Delete.

Note: If you selected call numbers or copies that are not eligible for
removal, these will display in an exception list indicating why the
items could not be removed.

If you remove the last copy or volume attached to atitle, and if the Properties associated
with this wizard have been set to allow it, then this will remove the title aswell. In such a
case, a confirmation window appears.
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Special Cataloguing Functions

Bound-Withs Wizard

The Bound-With wizard is used to link database records for separately-published titles that
have been bound together after publication. Each title has a separate bibliographic record, but
of necessity only the first can have its own call number and barcode. The second and
subsequent titles do not have real call numbers and have no copy records. Instead, these bib
records are linked via a call number with zero copies to the call number and copy record for the
first title. (These zero-copy call numbers do not show in the catalogue). Sirsi uses the terms
“Parent” and “Child” to describe the relationship between the titles: the Parent is the bib and
vol/copy record for the first title; a Child is any one of the subsequent titles which must share
the call number record and barcode record of the first title.

Restrictions

When using the Bound-Withs feature to link bibliographic descriptions for
items bound together, the following restrictions apply:

e A call number with items attached cannot be linked to another call
number with items attached.

e Multiple title records may be bound together, but only one may
have an item record attached.

e Linked call numbers must be cataloged in the samelibrary.

To link multiple title recordsto a single item record

1. On the Specia toolbar, click the Bound-withs wizard. ﬁ (Shortcut: Alt-F3) The
Bound-Withs search window appears.

2. Type the search terms seund-win . e
for the first of the #%& fRkfE«= Bl i
reCOI'dS yOU WISh to Search for: STDm Sawyer v
link in the Search for ibdy ? N
box, and click Search. c U & erowse

Current: (j Exact

Results appear in the

following window: “
\ Records | Description | Call Number/Item

3 %I&t the tltle tO be KEYWORD Title Tom Sawyer, ALL: 15 records

. itle Author -Puh. Year.
bound| and CI | Ck Add The adventures of Tom Sawyer sain, Mark, 1635-1910 034
t t |The adventures of Tom Sawyer Twain, Mark, 1835-1910, 1982
otr Tam Sawer shraoad © Tom Sawver deter Twain Marle 18351910 1987

ik |Clase

Add to tree | f

4. Typethe search termsfor the next record in the Sear ch for box, and click Sear ch.

5. Select the second title and once again click Add to tree. Repeat steps 4 and 5 as necessary.
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6. Click thetitlein thetree with no copy attached (the “child” record) and click Retain for Linking.

Bound-with ~ ool s

HH R fe= PR

Search for; |Huck|eberry Finn / V|

Index: Title / B [T

Library: aLL / 25 {8} Keyand
O Browse

current: / O Exact

EI The adventures of Torm Sawyer - Twain, Mark, 1835-1910,
- Eepllly ¥x(925.1) - ROCKEFELLR

Tile Adventures of Huckleberry Finn

Adventures of Huckleberry Finn -
iy PERSOMAL COPY - CARNEGIE
Lol 6565350559674 - 1 - BOOK - RESERVES

Recards | Description | Call Nurnber."ltern| /
KEYWORD Title Huckleberry Finn, ALL: 12 records /
[Title

Pub. rear
I

adventures of Huckleberry Finn
Mark Twain's Adventures of Huckleberry Finn Bloom, Harofd,

1986
adventures of Huckleberry Finn @ Tom Saw... Twain, Mark, 1835-1910, 1935
The annotated Huckleberry Finn @ Adventur... Twain, Mafk, 1835-1910. 1981
Adverntures af Hucldleherry Finn + an authe Tinain /Arlr 1/8475-19310 19

Y4
Add to tree][Remove from tree] [Retailr'u for LinkingJ Link | {Remove Link

7. Click the copy record of the other title, and click Link. A confirmation window appears:

Bound-With Operation Results

Status Bound-With Child Bound-With Parent Description
Succeeded |HX(18548.2) i ROCKEF...|XX(925.1) = ROCKEFEL...|Link created

8. Click OK, then Close to exit the wizard.
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Transfers Wizard

Use the Transfers wizard to transfer item or call number records to other existing call number
or title records. This wizard was designed to conduct searches to collect records, mark them for

transfer, and send them to the destination record. The wizard can perform the following
functions:

e Transfer anitem to an existing call number.

Transfer acal number and al of its associated itemsto a different existing cata ogue record.

e Transfer al call numbers from one catalogue record to a different catalogue record.

To transfer an item to an existing call number

1. On the Specid toolbar, click the Transfers wizard. The Transfer Item search window
appears.

2. Typethe search termsin the Search For box, and click Sear ch. The following window

Transfer Tites, Call Numbers or [tems

=T

M4 RTae= AW

Search for: ¥| | search !

Index: Title ¥ Type:

Library: ALL v (@) Keyword
' Browse

Current: Campbell, Peter A. --- Old-time baseball and the first modern World .., --- GW867.5 .C36 2002a --- ID:1480... () Exact

Records | Description | Call Number/Item

KEYWORD Title baseball, ALL: 4 records

(Titte ___Jlauthor JlPub. rear |
B 5 irs T jes, 1903 (e lcampbell Peter & __________________________Jeooz |
Baseball parks [electronic resource] Owens, Tom, 1960- 2001
Baseball, an illustrated history Woigt, David Quentin. 1987
American baseball Woigt, David Quentin. 1983

[CIosel'.
appears:

3. Select thetitle from thelist, and click Add to Tree. Expand the title to see the call number
and copy information.
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Transfer Titles, Call Numbers or Ttems

M4 fRfae- Fw

Search for: |baseball

Index: | Title ~| rType:
Library: |ALL | | (@) keyword

Damwsa
Current:

Campbell, Peter 4. --- Old-time baseball and the first modern World ... --- GVES67.5 .C36 2002a --- |

D:1480...

() Exact

E._'E Old-time baseball and the first modern World Series, 1903 [electror
= filly GV867.5 .C36 2002a - ROCKEFELLR
M) 14807-1001 - 1 - BWIEBOOK - ON-LINE
=l GV867.5 .C36 20023 - CARNEGIE
) 14807-2001 - 1 - BOOK - STACKS
WM 14807-2002 - 2 - BOOK - STACKS

£ | ¥
Records | Description | Call Number/ltem -
KETWORD Title baseball, ALL: 4 records

i uthor Euh- Tear |

|Campbell. Peter A. 2002 ||

|Baseball parks [electronic resource] Owens, Tom, 1960- 2001
iBasobaII, an illustrated history “aigt, David Quentin. 1987
|American baseball aigt, David Quentin. 1983

i tres ransfer||Tr

4. Inthe Transfer tree pane, select the record to be transferred, and click Retain for Transfer.

Note:

You may aso right-click the item and select from the

menu options.
Transfer Tides, Call Numbers or Ttems - O x
MH R Fae= AW
Search for: baseball ~!
Indesx: i':r'it!a “Type:~ .
Library: | ALL (@) Keyword
o Browse
Current: Campbell, Peter &. --- Old-time baseball and the first modern World ... --- GV867.5 .C36 2002a --- ID:1480... O S
(= B 0ld-tme baseball and the first modern World Series, 1903 [eleckror | price: $.00 Ttem type: BOOK
= oy Gv867.5 .C36 20022 - ROCKEFELLR Home location: STACKS  Current location: STACKS

) 14807-1001 - 1 - BWIEBOOK - ON-LINE

Item category 1: none Item category 2: none
= flly Gv867.5 .C36 20022 - CARNEGIE Date created: 7izsizooe  Media desk: none
W 14807-2001 - 1 - BOOK - STACKS Date last charged: NEVER Previous user 1D:
- £ Last discharged: MNEVER Last activity: MEWER
Date inventoried: MNEVER Total checkouts: 0
Times inventoried: 0 In-house uses: 0
< i | >
Records | Description | Call Number/Item
KETWORD Title baseball, ALL: 4 records
uthor [Pub. vear |
. _|Campbell, Peter & 200z
|Baseball parks [electronic reasource] Owens, Tom, 1960- 2001 |
|Baseball, an illustrated history WYoigt, David Quentin. 1987 |
Enmerican baseball Voige, David Quentin. 1983

|.ﬁ,d’d o treei [Remo\re from u-eell&etain for transfer] Transfer ICIoseI
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5. Select the record to which it should be transferred, and click Transfer. A confirmation
window appears. click OK, then Closg, to exit the wizard.

Transfer Tites, Call Numbers or Ttems

- B =

4% 84 PR T == Fi i

R 2

Index: Title ~ Type: 1

Library: ALL ~ (&) Keyword
() Browse

Current: Campbell, Peter A. --- Gld-time baseball and the first modern World ... --- GV867.5 .C36 2002a --- 1D:1480... B

Qid-time baseball and the first modern World Series, 1903 [electror
00Za - ROCKEFELLR

MMl 14807-1001 - 1 - BWIERBOOK - ON-LINE

WH] 14807-1002 - 2 - BOOK - STACKS

= pflly GVas7.5 .C36 Z002a - CARNEGIE

LT o - - 9 Y

¥ 14507-2001 - 1 - BOOK - STACK Fnyp| EENNNS

fer Operations Results

American baseball

Transfer S... Source Element Server Message
Succeeded  |14807-z002 |Ibern transferred
<
Records | Description | Call Number/Item
KETWORD Title baseball, ALL: 4 records
B i
Baseball, an illustrated history

[add to tree | [Remove from tree][Retain for transfer| -

To Transfer a call number from one catalogue record to a different record.

1. On the Specia toolbar, click the Transfers wizard. i The Transfer Item search window
appears.

2. Search for, then select, the titles (the “origina” title and the “wrong” or “duplicate’ title)
from the list and click Add to tree. Expand titles to see attached call numbers and items.

Transfer Titles, Call Numbers or Items

HAA fRfae= Lo
Search for: three nights in august b

S S

Index: Title ¥ Type:
Library: ALL *| | @ keyword
(_:) Browse

Current: Bissinger, H. G. --- Three nights in August : strategy, heartbreak... --- 796,357 --- 1D:14986-1001 --- Ctri& ...

O Exact

B EThree nights in August | strategy, heartbreak, and joy, inside the m
= ﬁ 796,357 - CARNEGIE
M 14986-1001 - 1 - BOOK - STACKS
= BH Three nights in August : strategy, heartbreak, and joy, inside the m
= llly 796.357 - ROCKEFELLR
W} 14985-1001 - 1 - BOOK - STACKS

< >

Records | Description | Call Number/Item
KETWORD Title three nights in august, ALL: 2 records |

JPub. vear |

trategy, heartbreak, an
August : strategy, heartbreak, and joy
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3. Select the call number attached to the “wrong” or “duplicate’ title and click Retain for
Transfer.

Transfer Tittes, Call Numbers or [bems

- O =
M A RFae- AW
B ek G e i in swguet “l
Index: Title: vl Type: 1
Library: ALL | (@) Keyword
) Browse

Current: Bissinger, H. G. --- Three nights in August : strategy, heartbreak... --- 796.357 --- 1D:14986-1001 --- Ctri#... Oixad

= B Three nights in August ; strategy, heartoreak, and joy, inside the m

= plly 796.357 - CARNEGIE
Wl 14986-1001 - 1 - BOOK - STACKS
=-B= Three nights in August : strategy, heartbreak, and joy, inside the m

SR | 796 357 (14985.1 ) - ROCKEFELLR
WAl s 4585 -1001 - 1 - BOOK - STACKS

€ >

Records | Deseription Call Number/Item
KEYWORD Title three nights in august, ALL: 2 records

1

e... Bissingar, H. G. z005

]Add to tree] |F!:rncwe from lree! |F!etain far tr—ansferl Transf

Select thetitle to which it should be transferred to and click Transfer.

5. If the Properties on your workstation are configured so that you can delete Titles, the
empty title will be removed if you transferred itslast call number to another title. If not,
then you cannot transfer and thus remove the last call number from atitle.

Transfer Tittes, Call HNumbers or Items

MA R fae= LD
Search for: three nights in august "

Index: Title v| Type: 1

Library: ALL v | (@ keyword
O Browse
O Exact

Current: Bisslm}!r, H. G. === Thres nlqh‘ls in August : strategy, heartbreak... «-- 796.357 --- ID;14986-1001 --- Ctrié&...

= = Three nights in August :
#ly 796.357 - CARNEGIE
W 14986-1001 - 1 - BOOK - STACKS
=B Three nights in August : strategy, heartbreak, and joy, inside the m
= flly 796.357(14985.1) - ROCKEFELLR
1 1 3085-1001 - [gutoac_t

m Deletion confirmation

AL E, | Personal Author Bissinger, H. G.
Title Three nights in August : strategy, heartbreak, and joy, inside

11

\__.{j This operation will remove the title record. Do you want to continue?

" T :

Records | Description | Call Number/Item

7 5 ]
KEYWORD Title three nights in august, ALL: 2 records |

uthor ub. Year
¥, heartbreak, and joy, inside...

Three nights in August : strategy, heartbreak, and joy, inside... Bissinger, H. G. 2005

]Add to tree] |Remuve fram trea! |Ratain for transfor”‘rransfer| |Clos-e|

v



6. A confirmation window appears. Click OK, then Close to exit the wizard.

Transfer Tites, Call Numbers or Thems - O x

8 R Ta == FA

Search for: three nights in august N
Index: Title bt Type:
Library: ALL - (@) Keyword
": Browse
Current: Bissinger, H. G. --- Three nights in August : strategy, heartbreak... --- 796.357 --- ID:14986-1001 --- Ctri#... e
s N T L e o s | Do rsonal Author Bissinger, H. G.
= iy 796.357({14985.1) - ROCKEFELLR Title Three nights in August : strategy, heartbreak, and joy, inside

<

M) 14986-2001 - 1 - BOOK - STACKS
g 796.357 - CARNEGIE

Transfer Operations Results

Transfer Status Source Element Server Message
Succeeded |796.357(14985.1) :'Uolufne transferred; empty title removed
>
Records | Description || Call Nd
KEYWORD Title three nights
P, vear |
Add to tree“hemove from :ree] |Retain for trensferi

Updating Information Linksfor Transferred Items and Modified Call Number
Libraries

When objects are transferred or the Library field of acall number is modified, the
following links are always maintained:

e Bills

e Charges

e Outreach histories

e Requests

Transferring Items with Holds

Existing copy-level holdsin a copy transfer are maintained. However, a copy
with an available hold cannot be transferred, nor can a call number or title be
transferred or the Library modified if any attached copy has an available hold.

There are some other scenarios when circulation status can prevent an item from
being transferred. A copy transfer that would result in the removal of the copy’s
current call number is not allowed if the call number has a copy-level hold. A
copy or call number transfer or modification of the Library that would result in
the removal of the current catalogue record is not allowed if the catalogue has a
title-level hold.
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Transferring Itemswith Orders

When the Workflows Acquisitions moduleisin use, order lines associated with
call numbers are maintained in call- and title-level transfers.

A copy transfer that would result in the removal of the copy’s current call number
isnot alowed if the call number islinked to an order line item.

Other Restrictionsto Transfer Item or Modified Library Links

e Academic Reserves— Copies and call numbers with links to reserves
cannot be transferred or the Library modified.

e Bound-With — Call numbers that have bound-with links cannot be
transferred or the Library modified. Copies cannot be transferred to call
numbers that have bound-with links. Copies cannot be transferred from
call numbers that have bound-with links.

e Review records— Transfers cannot be made to or from titles that have
been loaded for review or are locked because they are being updated.

e Accountability — Transfers cannot be made to or from titles under
accountability.

e SerialsControl — A transfer resulting in the removal of the catalogue
record or the last call number belonging to alibrary that has the title under
serial control cannot be transferred or modified. A title that islinked to a
serial control record cannot be transferred.

e MaterialsBooking — A copy that is linked to a booking calendar cannot
be transferred or the call number Library modified.
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Capturing and Loading Records with SmartPORT
Overview

SmartPort is a Z39.50 client that allows dynamic capturing and loading of MARC bibliographic
and authority records from a Z39.50 server directly into the library’ s catalogue. Y ou can:

e Search other databases such as LC, NLC, New Y ork University, Oxford, Yale, etc.

e Capture anew record, then edit and load it into Sirsi

e Overlay an existing brief order record currently displayed in Workflows with a complete
MARC record.

e Capture abibliographic record for acquisitions
e Capture a new authority record from the LCAUTH or CANAUTH databases
e Overlay an existing authority record with a new record from LCAUTH

Note: Details for setting various options and default values are given in
Appendix 2, Configuring SmartPORT.

Connecting to a Z39.50 Server

1. On the Common Tasks toolbar, click the SmartPort wizard. g (Shortcut: F5). A
window appears listing all the Z39.50 target servers currently available for the University
of Toronto.

SmartPort : Connect to Databases - 0O =

B

2. Highlight the server you want

to search, and click Connect. Select All Clear Selections |
The SmartPort Search window Gateway name | Description | Selected |
appears. CATALOG Catalog

; ; LCAUTH
3. You can save time by searching L CHARC [T

Se\/eral targets a Once'_ Use the QCLC-DEMO QCLC WarldCat Sample
Add/Remove Destinations

ﬁ Connect | Close

helper to connect to additional
Z39.50 servers on the list. This helper aso allows you to disconnect from a server without
closing SmartPORT.

Tip:  Avoid connecting to LCAUTH at the same time as bibliographic
databases. To obtain useful results, bibliographic record and
authority record searches need to be done separately.
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Searching for records

1. Type your search terms in the SmartPORT Search Search for box, select the appropriate
Index, and click Search. Any matching records appear in the Search Results pane.

2. Use the Change Search
Pane View helper to
toggle between the Single
Field Search and
Labeled Field Search.
(The letter lets you do
combined  Author-Title
searches).

3. Usethe helpers on the top
left toolbar to move
forward and backward
through long lists.

4. To view a record,
highlight the title, and
click Display.

5. Review the record. Use
the scroll bar to view
additional lines of the
record. To view another
record, use the helpers to
move through the list one
record at a time. Click
Close to return to the
Search window.

the—

SmartPort : Search - 0O =

R = E R

Search |
Erawse |

Search

Search for: Itwain mark

Index [auTHOR =l

Search Results

Library of Congress Books found 1325 recordis)

4 classic American novels, With ...
The adventures of Huckleberry F...
american fickion: Edgar allan Poe,

American humor and satire soun...

[ I O N

arguments befare the Joint Com..,

| Clase |

/ Displa\,rl Capture

SmartPort : Viewing 1 of 1325 from Library of Congress Books - 0O x

4|>|El||

V¥ Formatted

Title Info
000 am Oc
key 1712416
Date/time stamp 19940809154433.0
Fixed field data 69101451969 nyu 0001 eng

(DLC) 71075389
7 cbec orignew u ncip 19 y-gencatlg
71075389
DLC DLC DLC
PZ1 .FB4 PSA53
813/.3/03
4 classic American novels, With an introd. by Willard Thorp.
Mew York, New American Library [1969]
245, 283, 125, 85 p. 18 cm.
0.95
Signet classics, CQ451
The scarlet letter, by M. Hawthorne,--The adventures of Huckleberry Finn, by M, Twain.-
Budd, by H. Melville,
American fiction.
Hawthorne, Nathaniel, 1604-1864. Scarlet letter. 1969,
Twain, Mark, 1835-1910, Adventures of Huckleberry Finn, 1969,
Crane, Stephen, 1871-1900, Red badge of courage. 1969,
Melville, Herman, 1519-15891., Billy Budd. 1969,
c-GenColl P21 F84 Copy 1 BOOKS

Local system #
906

LCCM

Cataloging source
LC call number
Dewey class number
Title

Publication info
Physical description
Price

Series

Contents

Subject
Personal author
Personal author
Personal author
Personal author

991

Capture | Clase |
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Capturing records
1. When you find a record to add to your library’s catalogue, click Capture in either the

Search Results or Viewing window. The Verify options window appears:

. This contains the default

settings you have
previoudy set using the
SmartPORT  configuration

(for details see Appendix 2).

Make any  necessary
changes. Only select the
Replace current record
option if you want to
overlay the record that was
most recently displayed,
and selected in WorkFlows.
(This  will overwrite
whatever is in  the
Bibliographic and Control
tabs of the record being

SmartPort : Capture - 0O =

{Tﬂl Replace current record
(;} Match on title control number
O Match an title control number or indexed MARC tag

{3 Match on title control number and indexed MARC tag

Title control number source: jils @
Indered MARC tag number: | [
Call sources: [LC, 050,%/LC,090,,Y _
Library: | GREEM '

replaced, but any call numbers, items, and holdings will be retained.)

The Match and load option uses the specified match points to determine whether any
existing record in the local catalogue matches the one being captured. This is the normal
setting whenever you are importing new records.

Note

If Match and load detects an existing record with a matching title
control number, a message will open indicating a matching record
was found and on which title control number entry the match was

Information x|

@ Matching record found on LCCH (010%---|71075389

made. Click OK to close the message, and the incoming record is
displayed. Immediately click Close to cancel the overlay unless
you are sure you want to completely replace the existing record!
Then use the Workflows Item Search and Display wizard to ook
up this title control number to see if the existing item really is the
same as the one you are loading. If it is, but you want to update it,
repeat the Capture, and this time continue despite the warning.
SmartPORT will automatically replace the older record with the
incoming one, just as if you had selected the Replace Current
Record option, rather than Match and Load. (See p. 38 for
instructions on preventing the replacement of existing records
when thetitle control number match is afalse one.)
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3. After making changes or accepting defaults, click OK. The Capture window appears:

SmartPort : Capture - 0O =
SR E
Control Bibliographi0| MARC Haldings | Call Number/Ttem |
[T shadow title
Fec Type |a Bib_Lwvl m Typectr| Enc_Lwl
Cesc Entrd 691014 Dat_Tp s Catel 1969
Date2 Chry U Illus Audience
Fepr Cont GovtPub ConfPub 0
Festschr ] Indx [} Fiction 1 Biog
Lang eng Mod_Rec Source
PS4
Label | Tag Ind. | Contents
| key 001 1712416 |~
—lIDatE.-’time stamp oos 199405091544335.0
;I LCCM o1n 71075389
_j Zataloging source 040 DLC|eDLC|dDLC
_ﬂ LC Call Mumber [Rep.] oS0 00 PZ1|b.F5d|aPSESS
_;l Dewey class number [Rep.] 082 i} @13/.3/048
_;lTitIe 245 i} 4 classic American novels.|cWith an introd, by willard
Thorp,
;l Fublication info [Rep.] Z60 Mew Tork,|bMew American Library |c[1969] e
_j Physical descrip [Rep.] 300 245, 283, 125, 33 p.|cl3 cm.
= | Price [Obs.] 350 0.95
;l Series [Rep.] 440 i} Signet classics, CQ451
LlCu:untents [Rep.] 505 i} Tl:ue sclalrlnlet Ietterj,. byIN. Hawthc_urne.—l—The aldlveruturers d
Save Add Holdings | Madify, Holdings Close

The incoming record has not yet been added to the catalogue. Y ou can edit the record as needed at

this point, but none of your changes will be permanent until you save the record.

4. Click Save to save the record and add it to the catalogue. Keep in mind that any record
loaded from SmartPort consists entirely of the title and call number-level records.
Copies must always be added using the Call Number and Item Maintenance, Add

Items, or Add Ordered Items wizards.

5. Click Closeto close the window and return to the SmartPort Search window.

6. Click Clear to clear the previous hitlist and search terms, to continue searching for
other titles. Click Close to close the SmartPort wizard. This closes all

connections.
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Capturing Authority Records

Authority Records are searched and captured in exactly the same way as described above for
bibliographic records. Y ou have the same choice either to “Match and Load” or “Replace’.
Simply ensure that you are connected only to the LCAUTH or CANAUTH servers.

Loading Saved Records using SmartPORT

The Saved files button allows batches of records which have been searched elsewhere and
saved to disk to be loaded one by one into the U of T Sirsi database through SmartPORT. This
can be useful in cases where you don’'t wish to batch load files of MARC records, but want to

be able to select and load particular single records, one at atime.

To select and import saved records

1. On the SmartPORT search window, click on the Saved Files helper.
showing all your saved files containing MARC records. \

A list appears

SmartPort : Search X

2. Select from the list the file |14 4] > | 1[0 | 2] 35| |

which contains the record(s)

you want to load, and |
click the View helper. B search for: | search |

Index |GENERAL =l Browse |

Search

3. The individua records within

the saved file are listed in just Search Results
the same way as results from a
SmartPORT search. You can
move back and forth through
the list, open individual records,
and capture them for loading or
overlaying just as you would
with records retrieved through
SearChlng Display Capture | Close |

To remove a saved file

1. Select afile from the list to remove, and click the Remove helper. X
window appears.

2. Click Yestoremovethefile, or click No to cancel and return to the Saved fi
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Avoiding False Matches and Overlays

Sirsi depends on the Title Control Number to detect duplicate bibliographic records. Whenever
an incoming record contains an LCCN, ISBN, ISSN, or OCLC number that matches an
existing Title Control Number, SmartPORT warns you that the new record is a duplicate. You
have a choice of cancelling your import, or, if you proceed, of replacing the existing record
with your new one.

Problems arise because these numbers are not fool proof, particularly ISBNs. Sirsi assumes that
ISBNs are unique identifiers, but publishers occasionally assign the same ISBN to different
editions or titles, by accident or design. This leads SmartPORT to report matches when in fact
the items are not the same.

Whenever SmartPORT warns you that a match has been found on your incoming ISBN, it is
safest to click the Close button rather than Save, thus aborting the capture. Then do a Title
Control # search in Workflows to see if the existing item really is the same as the one you are
loading. If it is then there is generally no need to bring in the new record; add your holdings to
the existing one. If you want to update the old record for some reason, repeat the Capture, and
this time click Save despite the warning. SmartPORT will automatically replace the older
record with the incoming one, just as if you had selected the Replace Current Record option,
rather than Match and Load.

However: if the existing record is in fact a different title or edition, and you want to add your
incoming item as a new record, you cannot merely repeat the Capture and ignore the warning.
If you do, the existing record will be completely wiped out and replaced by the one you are

importing. Therefore, you must prevent
SmartPORT from matching on your ISBN

in the first place. To do this, after clicking
the Capture button, smply delete the
letter i from the liso/liso string

in the Load Record Options box, instead
of accepting the defaults. In this way you
can suppress the false match for this
particular record without affecting the
normal settings. Since no match will be
detected, SmartPORT will simply add
your record to the database rather than
overlaying an existing one.

" Heplace current record

* Match and load

itle : llisofliso

Call sources: |LC,5IL,N.-'LC.9I],,N

Library: [ROBARTS

CANCEL
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Authority Maintenance toolbar

Overview

Authority control is the method by which a library can standardize headings used in the
bibliographic description of items in the catalogue. Headings in authority records can also be
used to generate cross-references that aid users in searching the online catal ogue.

Asimplemented in SirsiDynix Symphony 3.2, authority control has two main functions:
. Creation of cross-references in the public catalogue

. Verification of bibliographic headings against authority indexes

Display Authority Wizard

The Display Authority wizard lets you look up and display an authority record and any cross
references attached to that authorized term.

To display an existing authority record

1. On the Authority Maintenance toolbar, click the Display Authority wizard. }5]
(Shortcut:  Alt-F5). The Display Authority search window appears.

2. Enter your search terms in the Search for box, select the appropriate index (e.g.
LCSUBJECT) and click Search. A browse list of the closest matching authority index
headings appears:

Display Authorty - O =
T = =

Search for: Iworld wide web LI

Search
|LesueecT = [Tyee:
1D

¥ Browse
7 Exact

Index:

Heading:world Wwide Web
Ctrl# =¥65930

Current:

Browse LCESUBJECT world wide web

Authority term I

[ warld war Twa, 1939-1945
¥ world Wide Web

[ 1T 1

U’ World wide Web Directories

Contral Description I Extended info |

Status |n Rec Type z Enc_Lwl Entrd 050714 -
DirfInd Raoman authType Rules n
Sys/Thes Ser_Type n Ser_Num Name_Use b LI
F S
|| =50 whorld wide Web

=] 450 W fworld wide web)
_;| 550 Internet

Qlosel
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In the Browse list pane, established authority headingsin 1xx fields are preceded by ared
check, indicating that thisis an authorized heading. Unestablished headingsin 4xx fields
are preceded by an arrow, indicating a cross- reference to an authorized heading.
Established “ See Also” headingsin 5xx fields are not indexed in the browse list, unless
they also exist as a 1xx in another record.

3. Select an authority record from the list to view in the Viewing pane. Click on the Control
or Extended Info tabs to view more information about the record.

4. When finished viewing the record, click Close.

Duplicate Authority Wizard

Sometimes new authority records must be added that are similar to established terms already in
the authority file such as a heading with subdivisions.

The Duplicate Authority wizard is used to create a new authority record in the authority file by
copying the authority information of an existing record.

To duplicate an existing authority record

1. On the Authority Maintenance toolbar, click the Duplicate Authority wizard. tﬁj
(Shortcut: Shift-F7). The Duplicate Authority search window appears.

2. Type the search terms in the Search for box, select the appropriate Index, and click
Sear ch.

3. Select the authority term to duplicate from the list, and click Duplicate. The Duplicate
Authority window appears with DUPLICATE AUTHORITY preceding the leading term in
the new record:

Duplicate Authority -
R 1G]

Control Authority | Extended infu:ul

Status |n Rec Type 2 Enc_Lvl n Entrd 0s0714
CirsInd Roman AuthType a Rules n
SysfThes Ser_Type N =er_Mum n Mame_llse b
Subj_Use a Ser_Use b Subdiv n Govt_Aagn
Ref Ewal dpd_Proc a Unighlame Lewl_Est a
Mod_Rec Source
S, 4
| Tag Ind. I Contents

;I 150 DUPLICATE AUTHORITY World wide web
_;| 450 won (Cworld wWide weh)

=] 550 Internet

Search

Save | Close
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5.

Modify the entry to the new heading, and add any additional authority information to the
fixed fields and entries. Use the helpers to add or delete entries in the Entries area. Modify
information in the Control and Extended I nfo tabs if necessary.

Click Saveto save the new authority record.

Modify Authority Wizard
The Modify Authority wizard is used to modify records that are already in the authority database.

To modify an existing authority record

On the Authority Maintenance toolbar, click the Modify Authority wizard. Ef
(Shortcut: Shift-F4).The Modify Authority search window appears.

Type the search terms in the Search for box, select the appropriate Index, and click
Sear ch.

Select the authority term to modify from the list, and click M odify. The Modify Authority
window appears.

Modify authority fixed fields and entries as needed. Use the helpers to add or delete entries
in the Entries area. Modify information in the Control and Extended I nfo tabsif necessary.

Click Saveto save the newly updated authority record.

Delete Authority Wizard

Thiswizard is used to remove authority records from the authority file.

To delete an authority record

1

On the Authority Maintenance toolbar, click the Delete Authority wizard. E (Shortcut:
Alt-F9). The search window appears.

Type the search terms in the Search for box, select the appropriate Index, and click
Sear ch.

Select the authority term to delete from the list, and click Delete. A confirmation window
appears.

Note: Removing an authority record will leave any occurrence of that
heading in the catalogue marked as [2?UNAUTHORIZED.
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Authority Control from the Bibliographic Record

When modifying, creating, or importing any bibliographic record, you can use the Validate
headings helper on the Bibliographic tab, along with the Browse Authority, to check existing
bibliographic records against the authority database, and either correct the heading with an
existing authority heading or create a new authority “on the fly.” You can also check indicators
for correctness and replace them.

Validating Bibliographic Entries and Indicators

Use the Validate headings helper to check bibliographic headings under authority control and to
validate indicators and subfields. This helper displays only in the Bibliographic tab when you

Modify Tide - 0O =
=0 2 H I

SR T E G

Thrae nights in August | strategy, heartbreak, andjoy, inside the mind of a manager [ Bissinger, H, G,

Caontra|l Biblisgraphic I MaRC Holdings | Call Mumber/Ttem | Bound-with |

[T shadow title
I
R,ec_Tt)Fe |a EBib_LI.II m iT',lpeCtr} Enc_Lwl 4
Cresc \ A Entrd 041200 |par Tp & iDatel 2003
Cratez \ Crry may :}I”LIS i.ﬁ.udierrce
Repr \ Cont b IGWtP‘uH ConfPub a
Festsc.hr\ o Tndu 1 iFiction o Bing d
Lang \ £ng fMod_Rec !Source- |
aw |
| Label | Taq | 1nd, | Contents

| Dewely class number [Rep.] 022 an F96.357/097 TS/ 66222 ;]

=] Perzojpal Author 100 1 |E.issinger, H. G | UNALUTHORIZED :

j'ﬁtle 245 10 Three nights in August |bstrateqy, heartbreak, and joy, inside the mind

of a manager /| cBuzz Bissinger ; [foreword by Tony La Russal,

| Puklic fion info [R_ep.] 280 Boston : |bHoughton Mifflin, | c2005,

=1 Phusickl descrip [Rep.] 200 i, 280 p. 1| c24 cm,

| =] Biblicgnaphy note [Rep.] 504 Includes bibliographical references (p. 269-270) and indes,

=] Corporape subject [Rep]  &10 20 St Louiz Cardinals (Baseball tearm)

=] Corporate subject [Rep.] 610 Z0 Chicago Cubs (Baseball team] |7 UNAUTHORIZED

=l Personal\subject [Rep.] 400 io La Russa, Tony, [PUNAUTHORIZED

=] Held by 596 ARROWOOD -
| \\

\ E,:'gargﬁl S.aué-l addiHaldimgs Mu—dlﬁlrl Holding= | DE|‘!_!'|‘.E I‘lé;‘j;;g:gl

create or modify altitle.

1. Click the Validate headings helper to check the entries in the Bibliographic record against
the headings in the authority database. If an entry is found that does not have amatch in the
authority database, the following window appears:
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Modify Titde: Validate Headings
100: Main entry - Personal mame, Indicator 1: 1: Surname, Indicator 2: Heut |
Heading [Bissinger, H. 6.|PUNAUTHORIZED =] Browse |
Index  [LCMAME =l serFrom L=t
Unauthorized heading. Please change it or select an authorized heading from the list. Skip |

Skip-E\egt |

Propoze |

Browse LCMAME Bissinger, H, G| PUNAUTHORIZED

Autharity term |

I Bion,PeterF\. )
W Bizzon. Robert A:

IR

Control Description I Extended infol

A A o

agn7ze *

Bizsinger, H.G, [d1954-

If there is an appropriate replacement heading on the list, highlight it and click Get From
List. The selected heading replaces the unauthorized heading. Use the Browse button to

widen your search for replacement headings.

After validating a heading, click Next to move to the next unauthorized heading. When all
headings have been validated, a confirmation window

appears: —_— —
Validation Complete  [7|

Click OK to return to the bi bllogl’aphlc record. Entries checked:

2
Unautharized headings found: 3
1
2

4

Unautharized headings autharized:
Unautharized headings skipped:

Click Save to save your changes, and Close to close the
wizard.

Note: Entries may be skipped during the process by using the Skip or
Skip Rest buttons. However, catalogue entries that are skipped
will still not match existing authority records, and remain flagged
as |?UNAUTHORIZED in the bibliographic record.







Proposing Authority Records

If you find a matching authority record for a controlled heading does not exist in the authority
database to replace the existing entry during the Validate headings process, you can use
SmartPORT (see p. 35-38 above) to search for and import one from LCAUTH into the local
authority database. If there is no LC authority either, and the heading is a name or series for
which an authority is required, you can choose to create a new authority record as part of the

Validate headings process.

1. When an unauthorized heading appears, review the authority database for a possible

replacement.

2. If no appropriate replacement exists, click the Propose button to create a new authority
record “on the fly.” This new record is based upon the unauthorized entry in the

Modify Authority
C_u
}’I }’EJ_'DE ¥

| Cortr [ Aathority

Status\ h Rec. Type z Enc. Lyl n iEntrd' 070223
Dl \ n Rormat | Euth Type il [Fules jc
Sy_s.l"l'hes\ a Ser_Type n Ser_hum n iName__Use a
Subj_Use'\ & Ser Llzs b Subdi n |Gavt Agn |
Ref_Ewval \ n Lipd_Proc a |UriigiMame a Levl_Est a
Mod_Fec \ Source d

S,

.. Label Tag Ind,
_~ | Cortrol Aumber
- | Control niymker 1D 003
- | Date 005
= | Perzonal name 100 1
| = | Source data Yound 70

Cortents
HXI2962
SIRSI
20070223115656.0
Castra, Elizabeth
PERL and- CGlHfor the World Wide Wek , c2001 bt p, by Elizabeth Castro)

bibliographic record.

@ Cancel

3. Fixed fields and entries are populated with information based on the entry in the
bibliographic record. Use the helpers to insert additional entries such as 4xx cross-
references. After making any necessary changes or additions to fixed fields and entries
information, click the Control tab.

4. Set the Date authorized field from NEVER to TODAY and the Authorization level field
from PROVISIONAL to AUTHORIZED (unless you will be submitting your proposed
records to a supervisor for review).
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5. After making all necessary changes, click OK to save the record. The Validate Headings
window reappears.

Meodify Title: Walidate Headings - 0O -=
100 ind: 1 et

3 =CTely Tl Castro; Elizabeth [PUNAUTHORIZER V_I [ Browse ]
Index | LCMAME v [ cetFrom st |

Unauthorized heading
Skip Rest

Browse LCHAME Castro, Elizabeth [3UNALUTHORIZED

| “Butharity term
[#  castieton, Wt ~

in:& Catalogna (Spain)
[ Catalogne (Spain)
|E$ Catalonia (Spain)

ll@ Catalonia (Spain) Histary o

ControlJ Description | Extended info

_.__v_i-EDD HESA A A RS AR A
[ - fiooy Ao 91000735
] | ~ | oos 19910122000000.0
_._'-_-i.-':DEIR 91 011 Briracannaal[Haassstis g ghets o
oo Ao 91000798
Tl ‘;vj 040 Oleo
[~ |00 10 Catslano, Grace
—..:_1‘1:8?0 Her Richard Grieco, 1990 .0 (Grace Catalano)

6. Click Browseto add the new proposed authority heading to the list.
7. Click Get from List. The Next button becomes available.

8. Click Next to validate the current heading and continue to check other unauthorized
headings.
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Diacritics and Special Characters
Because the latest version of Workflows uses Unicode fonts, you may first need to customize
fonts to use a Unicode font when setting it up.

1. On the Prefer ence menu, point to Desktop.

2. Click Font Settings. The Select Fonts dialog box opens.

3. Click the Font Chooser Gadget in the Customize Font field under Window Text. If you
have installed the Microsoft Unicode fonts, select Arial Unicode M Sin the Font list.

Note: The font selection you make in the Customize Font field is saved
and used for future WorkFlows client sessions.

To enter diacritics and special characters

Not only do Unicode characters display differently, but working with Unicode diacritics requires
adifferent method of input. In fact, you can now choose between two basic methods:

(@) enter aletter followed by a code for the diacritic mark that modifies the | etter;

(b) enter the letter-plus-diacritic as a single combined character, either by selecting from a
table of symbols, or by typing a code.
Method (a) has the advantage that you need to learn only one code to represent each diacritic.
For example to enter the character & you would type a followed by the umlaut code
Ctrl+Alt+h; these two characters (a+umlaut) then display as a single character (8). To enter O,
you would type O followed once again by the same umlaut keyboard code, which would display
asthe single character O. (See Appendix 5a and 5b for tables of these keyboard codes.)

Using method (b), you can enter the

. Gadget : Symbol Table = el s
symbol O either from the Symbol Table,
or with a ke’yboal’d numeric code Select code setIDiacritics and Symhbols j =
representing the o-plus-umlaut combin- Custorgizefont [12 Arial Unicode MS %
ation. The Symbol Table is found on the
Tools drop-down menu. Make sure th Character. Language
code set is Diacritics and Symbols; then ~ [Aeue E | [
find the symbol and select with'the = | & T T r Tt 8 o & r &
mouse or press Tab until the right R | s | 1 | 0| a | & |t a | 8
symbol is highlighted; then click Insert g [ R_| 1 m_| f o | e
or Insert and close. e B B B S B B o s
Because this is somewhat laborious, [——— \2\\;\ —— T J
cataloguers dealing with languages gk L MmN o | P | R | S
containing numerous diacritics may T LU W v 1 Zo~a | b ¢ | d .
prefer method (a). However there are ﬁ L g ;‘ : i Ff L', m
some symbols that are not available as g |2 | A L E |6 [ T [ a | oal 0
letters followed by diacritic codes: these v v lalelelol[ 7 [ N 4
include any letters with a circumflex, insert(@ | nsertangclose | ciose |
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grave, and tilde. Instead of using the Symbol Table to input these, you can aso enter them
directly from the keyboard by typing numeric codes on the number keypad, while holding down
the Alt key. These symbols with their corresponding codes are shown in the following table.

Symbol Alt+numberpad: Symbol Alt+numberpad:
A 0194 A 0195
3 0226 a 0227
E 0202 letters N 0209
letters é 0234 with fi 0241
with [ 0206 tilde o) 0213
circumflex ) 0238 o) 0245
o 0212 ugpjraﬁﬁm & 0216
0 0244 degreesign ° 0176
U 0219 plus/minus + 0177
a 0251
A 0192
a 0224
E 0200
|etters e 0232
with I 0204
grave i 0236
O 0210
0 0242
U 0217
u 0249

Note: Remember that when inputting letters and diacritics as two
separate characters into our new Unicode database, the diacritic is
now entered following the letter it modifies.
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Appendix 1 — Record Editor

Overview

The Record Editor simplifies the input of bibliographic data by providing lists of appropriate
codes for fixed fields, indicators, and subfields. It also displays an alternate, expanded view of

indicator and subfield data. The Record Editor presents MARC 21 definitions for most MARC

elements.

Several wizards use the Record Editor:

Add Title, Modify Title, and Duplicate Title.

Note: The Record Editor may also be referred to in Help files as the
“MARC Editor.”

How It Works

To see the Record Editor in action, try the following demonstration:

1. On the Title Maintenance toolbar, click the Add Title wizard.

window appears.

The Set Properties

2. Click OK to accept the defaults. The Add Title window appears. Right-click in afixed field
to display thelist of valid entries for that field:

Add Title

Qfe 5-8.0X S8

**REQUIRED FIELD**
| control | Bibliegraphic | MARC Haldings | Call Number/Iips

[ shadow title

Rec_Type E

Contral| Biblisgraphic | MaRS Holdings | Call Humberdtam

Bib_Lv| m TypeCtr! Enc_Lvl
Desc Eht\d 060707  |Dat_Tp Datel
Drate2 Ctry Illus Audisnce
Repr Cont GowtPub ConfPub 1]
Festschr a Indx 1] Fiction Biog
Lang eng Mod_Rec EQurc:e
AW Add Titde
il Tag Ind. Contents Ei Gk J-EJ{:HE # Eé%
j *TREQUIRED FIELD™*
~| 100 1
j 245 **REQUIRED FIELD**
- 280
= dann

L

savel|add anc F it

& Language material
b Archival and manuscripts control

© Printed music

o MamusCript music

& Printed cartographic material

F Manuscript cartographic material

0 Projected me dium

h microform publications

i Honmusical sound recording

1 Musical saund recording

k Twa-dimensional nonprojectable graphic
m Computer file

n Spe cial instructional material

o Kt

i Miked material |
r Three-dimensional artifact or naturally eccurring ebject | 71770 [Slose]
t Manuscript language material




When using the Record Editor, follow these guidelines:

Y ou can move through a MARC record by pressing TAB or clicking in a specific
field using the mouse. Y ou can aso use shortcut keys (listed in the Help file, and as
Appendix 5 in this manual).

To help identify the MARC eements, SirsiDynix Symphony 3.2 displays
definitions for every tag and subfield in the record. When you point to a particular
MARC field, subfield, control field, or indicator, a brief definition of the element
displays in the status bar.

>|100 1
Point here... ma e NN * REQUIRED FIELD* *
x| 260
x| =00
[ [ =] 350
|zl 500

=lens

... to display field
definition here » | |Tag 245 - Title statement

When modifying information, SirsiDynix Symphony 3.2 will accept only valid
values for entries, indicators and subfields. If you enter an invalid value, an error
message appears preventing you from exiting the field.

Since the 245 title field is defined as mandatory, it displays in the Add Title Editor
window with *REQUIRED FIELD** in the datafield.

When entering text into afield, indicate subfields by using the pipe (| ) symbol.

Y ou can use standard Windows keyboard shortcuts (Ctrl-X, Ctrl-C, Ctrl-V) to cut,
copy, and paste fields, indicators, and subfields.

To insert additional fields, right-click in afield to open the shortcut menu:

=] o020
_;| 00 1
: |z245 1 **REQUIRED FIELD**
B x| 260 add Field Before Ctrl+shift+Enter
|| =] 300 Add Field After Ctri+Enter
| | =350 append Field
| | =500 Delete Field Chrl+Delets
—len=
|

Click the arrow before the Tag number to expand the entry with each element on a
separate line, summarizing indicator and subfield values. Highlight any one of these
linesin order to open adrop-down list of MARC 21 definitions and valid entries for
that field element:
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_;I 240

1 Printed ar displayed

0 Murmnber of nonfiling characters present

Songs.

Lnifarm title

Joi]

Ll 745 10 Date of a work

| 260
| 300

=] 44n 0

hedium

I - A S o

Date of treaty signing [Fep.]
Miscellaneous information
Form subheading [Fep.]

Language of a work
Medium of performance for music [Fep.] -

|l oo o L Cu

Click the arrow to the left of the tag number again to collapse the line by line display of
indicators and subfields and return to the standard display.

Alternative views

When setting the properties associated with any wizard that displays records in MARC format,
you can choose between Descriptive view and MARC view in the Editor display options.

Be sure to select Descriptive view in
order to display Fixed fields in a
separate pane at the top of the record,
with variable fields below.

Selecting MARC view will include
the fixed fields among the variable

Editor display options
\ O MARC View ¥ Display fixed fields
% Descriptive view " Display descriptive labels
T add empty entries Entries template: IEIRIEF

fields, in asingle string in the 008 control field. Thisis much harder to read and edit.
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Appendix 2 — SmartPort Configuration

When SmartPort captures a record and loads it into the library’s catalogue, it uses specified
match points to determine if the record already exists in the catalogue. To set default values at
your workstation, right-click the SmartPort wizard, and select Properties. The SmartPort

Properties window appears.

Display property page: set to Never,
unless you want to see this page
every time you launch SmartPORT.

Bib Record Load Options. set to
Match and load; you can change
this to Replace current record at
the point of capturing a record if
now and then you need to overlay a
preliminary record. Also select
Match on title control number. In
the TCN sour ce box type liso to set
the correct hierarchy for U of T.

Set the Call sources as follows:
ILC,050,N/LC,090,N if  your
library uses the LC classification
scheme. If you use something else,

SmartPurt : Properties E 5[

Display property page: € ‘Wizard Startup Never

Defaults

| v

MARC Import
Bibliographic Record Load Options
' Replace current record
& Match and load €——
& Match on title contral number +—
€ Match on title contral number or indexed MARC tag

n title control number and indexed MARC tag

click the gadget to open the “rules’
window where you can select
another scheme and set of MARC
fields.

Select your library name from the
drop-down Library list; set the
record format to MARC, or MUSIC,
MAP, etc., depending on the type of
materia you usually handle. Finally,
to delete certain subject headings
(e.g. French) on load, type 134567
in the Remove subject headings
box.

Authority Record Load Options:
select Match and Load; type nc
into the control number source box.

Verify options and Strip junktags:
select Yes.

Hit limit: here you can specify the
number of brief recordsto display in
the search results when you are
connected to a single server or when
connected to multiple servers.

Title contral number source: I|iSD #
Indexed MARC tag number: I %
Call sources: ILC,DﬁD,,NILC,DBD,,N _ > &
Liorary: |[ROBARTS -]
Faormat: IMARC j

Remove subject headings |134567 %

Authority Record Load dptions

Verify options: & Yes © Mo

Strip junktags: ® Yes © No

Script for special processing: I

Hit lirnit for brief display

Single server limit: ISD
Multi-server limit; ISD
Browse terms limit; IB

Gateway timeout: IZD Seconds

Formatted full display: © Yes & Nao

4 e |
ﬂl Cancel |

Formatted full display: select No if you want to see MARC tags when displaying full records; select Yes
if you prefer to see labeled fidlds instead.
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Appendix 3 — Printing Labels

Overview

Labels can be generated two ways in SirsiDynix Symphony 3.2: (1) on demand using helpers or
(2) in batch using reports. In both cases, the Label Designer wizard (see online Workflows Help)
is used to set defaults for content and formatting.

Printing Labels on Demand

Two helpers are available when creating, modifying, or displaying a call number- or item-level
record. Preview or print labels using these helpers, which use a Label Template to determine

content and formatting.
Modify Tide

1. Using the Modify Title wizard, & AR =5 =50 ¢ I5iE
|dent|fy the title for which to print Early biotic responses to ncing lake acidification f Hendray, Ge
labels, and click the Call )M/M

Cantrol | Bibliographt? | MARC Haldings | Call Mumber/Ttem | Baund-

iotic responses to advancing lake Item infarmation
H545 A17 E18 1984 - ROCKEFE Ttern 10t
. . 3197-1001 - 1 - BOOK - STAC '
2. Select therecord for which to print a Type:

label, and click the Print Preview
Labels helper. The Preview Labels
window appears.

Hame lacation:

Itern catl:

& 3 Media desk:

3. Use the Print helper to

Modify Title: Preview Labels - 0O x

print the displayed labels, |
o i Clome Thereeord | o] el o [n]-»1m ]3] 3] |
step 1 above determines e[| o e e v j
which label or labels print. pot i | e, B, |
In the above example, .
only one item record was
selected. If a cal number
record is selected, a label - :
will print for each item [l f i_f—) A =
record attached to that [

call number.

Printing Labels Using Reports

Labels can aso be printed in batch through reports. As with the helpers, a Label Template
determines content and formatting.

Print Custom Labels report
The Print Custom Labels report islocated in the Bibliographic group of reports.
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Schedule New Reports : Schedule Print Custom Labels - 0O =
Basic| Item IDs Copy Selection | Call Mumber Selectionl Title Selectionl Snr‘tingl Label Template
Library: | %+ =
Home Iocation:l &
Current Iocation:l &
Itermn type:l <$>
Item categoary 1:| <$>
Itemn category 2:| @
Permanent: { Yes { Mo {* Both | |
Circulate:  ves € Mo & Both
Extended info:l &
In the shadow catalog: © ves Mo & Both
Accountable: 0 ves 0 Mo % Both
Mumber of pieces: I— &
Date created: I=D?f14f2tlt|5 #
Last activity date: I & LI
Schedule | Fun Mow | Save As Template Cancel

Enter individual item IDs to print, or make selections at the title, call number and item levels to
identify the items for which labels will print. Also, choose the Label Template to use when
printing these labels.

In the example above, the Date created field has been selected to print labels in batch for items
added on that specific date.

Here' s the result of this finished report:

Schedule New Reports : Print preview x|
|@] 1] «] v |oi]eeeeiim @] | | B
___________________________________________________________________________________________________________________________ -

moET4QDIS4sT : TR V|| BeEFacoiFRRe T
HTHAL far the World Wide Web : 7676 V|| HTML far the world 'wide Yeb
IlCastn:!, Elizabeth. E :,H94 E Fastro, Elizabeth.
' 3698 e
____________________________________ 2008 -
ZEET400l 2243 : aa V|| BEEFavoierEr
HTML for the Warld Wide WWeb 1 FETE : HTML for the Warld Wide Yeb
!Castro, Elizabeth. H 1H94 E !Castro, Elizabeth.
: [ e
____________________________________ 2008 ||l

T RSN : TR M RSN

FE.7E V| | HTRIL for the warld vide Web : FE.7E V| | HTL for the world vide web

:.HEI4 E !Castro, Elizabeth. E :,HE|4 E !Castro, Elizabeth.

[t ik H 23693 N

2003 | koos d|

Close |




Appendix 4 — Sirsi Record Formats and Rec_Type Codes

Sirst Workflows uses the Record Format settings from the Control tab to determine the fixed
fields that are displayed in the Bib record. For non-book items this means that even when we
input the correct code in the Bibliographic tab record, it is still necessary to choose the right
MARC Record Format in the Control tab. The table below shows which Rec_Type codes (from
MARC21) belong to which Sirsi Record For mats.

Use the Record Formats (Control tab) from the first column corresponding to the Rec_Type
fixed field codes (Bib tab) in the second column.

Record Format | Rec_Type Material
MARC a,t language material or manuscript language material
. notated music, manuscript notated music, nonmusical
MUSIC ¢, dij sound recording, or musical sound recording
cartographic material or manuscript cartographic
MAP e f material
computer software (including programs, games,
MRDF m [etc.] * | fonts), numeric data, computer-oriented multimedia,

online systems or services
projected medium, two-dimensional nonprojectable

VM g, k,o,r graphic, kit, or three-dimensional artifact or naturally
occurring object
MANUSCRIPT | p mixed material

(The SERIALS format is used when the Bib_L evel fixed field codeiss, b, ori.)

*Note: for MRDF items (el ectronic resources), the Rec_Type code “m” is how assigned only for
the material described in the corresponding right-hand column above. The MARC21 manual

says:

... if thereis a significant aspect that causes it to fall into another [Rec_Type] category, code for
that significant aspect (e.g., vector data that is cartographic is not coded as numeric but as
cartographic). Other classes of electronic resources are coded for their most significant aspect
(e.g. language material, graphic, cartographic material, sound, music, moving image). In case of
doubt or if the most significant aspect cannot be determined, consider the item a computer file.

Thus an ebook has Rec Type “a” and a photo CD is coded “k” (two-dimensiona
nonprojectable graphic), and so on. The 006 control field is then used to add the codes describing
the computer file aspect (e.g. record type “m” and file type “d”).
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Appendix 5a — Codes for “Non-spacing” Diacritics

~

Display | Ctrl+Alt + Name Display | Ctrl+Alt+ Name
keyboard: keyboard:
. b acute ) use Table* grave
° . angstrom or circle ~ .
j hove i hacek (caron)
- c breve ’ shift+6 high comma,
centered
- o candrabindu ’ m high comma, off
center
. inverted (right)
. P cedilla . x cedilla
. t circle below , w left hook/ tail*
B use Table* circumflex - k ligature, left half
g dot above B 1 ligature, right half
r dot below B e macron
e double dot below ’ @ pseudo question
mark
right hook/ tail*
n double acute . q (ogonek)
- . doubleh 'gll;je, left ~ use Table tilde
~ [ double tilde, right h umlaut or
half diaeresis
u double underscore Yy upachmaniya or

half circle below

* see chapter on Diacritics and Special Characters for alternatives to using the Symbol Table for

these characters
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Appendix 5b — Codes for Special Characters

. Ctrl+Alt+ . Ctrl+Alt+
Display keyboard: Name Display keyboard: Name
5 aeligature O with hook
e (lowercase) 0 < (uppercase)
: AE ligature o with dlash
Shift+5
2 * (uppercase) 2 2 (lowercase)
. ; . | Owithdash
(period) aif () use Table (Uppercase)
0 .
rero ayn oe ligature
( : e 6 (lowercase)
£ 9 British pound sign E s OE ligature
(uppercase)
3 3 d with crossbar
(lowercase) + use Table* | plusor minus
. D with crossbar
b Shift+3 (uppercase) b 4 thorn (lowercase)
6 [colon] eth
) $ thorn (uppercase)
1 1 | with slash
(lowercase) . .
1 8 Turkish dotlessi
9 | L with slash
(uppercase) o . tverdyi znak (hard
- sign)
’ use Table rr_llagkly znak (soft
sign) _ u with hook
u (hyphen) (lowercase)
( middle dot
U with hook
U use Table (uppercase)
b ) musical flat
, o with hook
o (comma) (lowercase)

* see chapter on Diacritics and Special Characters for alternatives to using the Symbol Table for these characters
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Appendix 6 — Wizards and Default Keyboard Shortcuts

Wizard Button Keyboard shortcut
Add field after Ctrl+Enter
Add field before Ctrl+Shift+Enter
Add Item ;@; F9
Add Ordered Item @ Alt-F12
Add Title "f’? Shift-F2
Call Number & Item Maintenance ir Shift-F9
Delete Authority E Alt-F9
Delete Title, Call Numbers... % F11
Display Authority f}] Alt-F5
Duplicate Title Shift-F3
Edit Item nﬁ. Shift-F11
Item Search and Display % F4
Modify Authority [g Shift-F4
Modify Title @ Alt-F2
Move to next Tab fama o Shift+Page Up
Move to previous Tab fama o Shift+ Page Down
Print =) F12
SmartPORT g F5
Transfers ﬂ Alt-F7
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