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OVERVIEW

Catalogue records store the bibliographic details of the items within a given collection. As such they
allow users to search for and identify works within a collection grouped by author, title, subject, etc.

The Authorities and Stockitem modules are closely linked with the Catalogue module.

The Authorities module is responsible for the availability, maintenance and format of the Authorities:
MARC tag listings (comprised of such things as authors, titles and subjects) that are standardized to
ensure the consistency of the data between catalogue records. These Authorities are searched from
the Catalogue module for insertion into a Catalogue record.

Amlib stores the data in USMARC, which is the international standard. This is made up of hundreds of
Tags, which identify data. On the whole, libraries only use approximately 10% of the available tags. In
the same way that Dewey numbers become familiar, common tags become known.

SOME COMMON TAGS DESCRIPTION
020 ISBN

082 Dewey classification number
100 Personal name main entry (usually author)
245 Title statement (Main title)
260 Publication information

300 Physical description

440 Series

500 General notes

520 Summary

650 Subject headings (Topical)
700 Personal name (Added entry)

Please Note: Nearly every tag has an "a" Subfield tag, with the exception of 260 | Publisher, which
can exist without the “a” subfield tag (Place of Publication) and 856 | URL.

The Stockitem represents the holdings (the individual copies of an item) and can display Catalogue
data according to the certain pre-defined display parameters. Whilst it is possible to create a
Stockitem record that does not use a Catalogue record as the source of its bibliographic data, the
Stockitem record without a Catalogue record to reference cannot be keyword searched. For
example: an Inter-Library Loan usually has no Catalogue record attached, so Keyword searching is not
possible because there are no underlying MARC tags.

When creating new Catalogue records, Amlib allows the import of MARC records from external
agencies (for example: SCIS, State Library of WA, Libraries Australia, etc). Import is also available
from the CatZSearch (subject to copyright).
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Functionality includes the manual creation of records from a Worksheet, as a Lead Thru Set,
Duplicate or as a record built up from scratch.

RDA (Resource Description and Access) was implemented in March 2013 and is a transition from
(Anglo-American Cataloguing Rules, second edition), mainly to consider the variety of formats
available beyond print.

Changes to make description and access more attainable with a focus on helping users more
effectively includes less abbreviations

Changes in Amlib should be minimal but will include:

e New Marc Tags (for example MARC field 264 which will replace field 260 in RDA records) as
well as 33x Marc Tags

e Change to Worksheet and Cataloguing Worksheet Templates (Lead Thru Sets)

e Change to Stockitem Form Display Tags

e Change to NetOpac Display Tags

See the RDA Implementation Guide available from our Content Portal

The course will cover 6 main Sections:

e Section 1: Main Catalogue Screen & Search

e Section 2 : Creating Catalogue Records — Manually and through Marc Import
e Section 3 : Modifying Catalogue records

e Section 4 : Parameters

e Section 5 : Maintenance

e Section 6 : Reports

Authorities Catalogue Stockitems
Ensures consistency of éi Record necessary for éi Individual issue details
MARC tag data in searching comprised of Necessary to
Catalogue records multiple MARC tags loan/circulate items
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AUTHORITIES

-

CATALOGUE

STOCKITEM

Authority Control:

e Maintains consistency

Standards for :

e Authors

e Subject headings

e Series, etc

e Keyword codes assigned to MARC Tags

MARC Tags:

e Creation

e Maintenance

e Format (for example: hyphen in Subject
headings)

e See and See Also References

Bibliographic Data:

e Contains data fields that identifies the
Catalogue record
e Made up of MARC Tags

Authority Shared:

Usually searched within the Authorities module to
maintain consistency

e Authors (100)

e Added Authors (700,710)

e Subject headings (600 — 699)
e Series, etc (440, 490)

Authority Non-Shared:

e ISBN (020)
e Title (245) (usually)
e Added Title (740)

Non-Authority Tags:

e Notes (500 —599)
e Publisher (260) (usually)
e Extent (300)

Holdings Data:

e Contains data fields that identifies the
Item record

e Displays 6 lines of bibliographic data from
the Catalogue record (usually Title,
Author, Publisher, Series/ISBN, Subject,
Call No)as determined by the F9 Display

parameters in the Form Codes screen
Other data includes:

e Barcode (Item No)

e Cost

e Date Accessioned

e Date Received

e Form code

e location

e Floor Location

e Process (for example: Missing)
e Stats Code




SECTION 1: MAIN ENTRY SCREEN

1. Launch the Amlib client

2. Go to Main > Catalogue > Catalogue (or the icon) — the Catalog screen will display:

|£; CatalogaSi i igatiChelseal b hrany J |L3
Main  Application  Catalogue XReferences  File
FiClear | Duplicate | F3Update| Fabetete | F5auery | F6Table | |
Rowling, J K. @
Harry Potter and the prisoner of Azkaban / J. K. Rowling. i
London :: 1999,
FROW Holdings
Security 0 Group |LIBRARY JOHNPREN 03062010 60415
TREVOR 03/05/2000
Opac View Restriction (Y/N): [N~ Previous Queries j J J J J
Tag | 1 | 2 Data AGro
008 99082651999 enk 000 1 eng d —
020 9780747542155 LIBR -
0821 1 | 4 :FROW LIBR
100 ¢ 1 Rowling, J.K. LIBR Modify
245 ¢ 1 ¢ 0 :iHarry Potter and the prisoner of Azkaban / J.K. Rowling. LIBR
260 London :: 1999, pelele
300 317 p.
|
Any Keyword Ref: 35308 Seq Set ?Size
| 1 1 200

The window in the top part of the Catalog screen displays a brief summary of the bibliographic
details: usually Author, Title, Publisher and Call Number details (as defined in the Set Up Display Tags

screen)

The full details can be viewed with the Tag Number of Descriptor.

Tag Display

1. The display can be changed by simply clicking on the Tag heading to toggle between the Tag
number and Field (Tag Description):

Data AGro
J256+ Tag numbers _
008 / 99082651999  enk .
displayed

020 /, 9780747542155 play LIBR
082 1 | 4 FROW LIBR
100 : 1 Rowling, J.K. LIBR
245 1 1 | 0 Hamry Potter and the prisoner of Azkaban / LK. Rowling. LIBR
260 London :: 1999,
300 37 p.
|
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Field Data

éControI number 982567 L. . . =
éFiHe(I Length Data ]%ﬁsﬂﬂﬁ enk Tag Description as defined in

[ISBN T 1978.0.747542155 Main > Authorities > Marc
 Call Number F ROW Tags. The Description can be

{Author - Personal niRowling, J.K. altered in that table to be more

ETiIIe statement Harry Potter and the

gPuhIisher {Imprint} iLondon :x 1999, succinct.

gPhysicaI description 317 p.
m

SEARCHING FOR CATALOGUE ITEMS

Catalogues may be searched in a number of ways depending upon how parameters have been

defined at your installation. You may also find Catalogue records by XReferencing from the

Authorities and Stockitem modules.

Stockitem

1. Launch the Amlib client

2. Go Main > Stockltem > Stockitem — the Stockitem screen will display

3. Enter asearch term

Iﬁ’* Stockitern - STAFF at Chelsea | ihrary. - | 'd1
Man 24 Query via Cat, Keyword
FiCled or Any Keyword FsQuery | F6T ‘3‘J J J J |
\ Query Via
— - C Item © Cat & Keyword [ Any
ltem No |{15: Cat Ref No 35308
Previous Queries ﬂ J J J J
QUERY VIA

Item Browse search for data displayed within the Stockitem application

Cat Browse search for data displayed within the Catalogue application

Keyword Searches any keyword using the line the Search Term was entered (the six lines
available within Stockitem are usually Title, Author, Subject, Series, Publisher or Call
No). Typing in the Subject line will search only Subject keywords.

Any Searches for any keyword, even if the Search Term was entered in the Title line, the
keyword will be searched across ALL Keyword codes in Title, Author, Notes, Subject,
etc.

Previous The last 5 searches are kept in case they need to be re-performed. Use the -1 to -5

Queries buttons to select a previous search

4. Click the F5 Query button to initiate the search

5. The results will be displayed in a Stockitem List:
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s Stoiaterm st 3 rows l_J L_i
Main Table ¥References FEil=

Seq Title: Author Call Mo Form Statz |On| Cue |Rsw Perm | Process | On Series Process Date Edit

Loa Back Loc Ord

12 |Harry Potter and the Chamber | Roswling, K. Bk i W 0EM 128 CHEL M i975-0-433-06 193¢
13 [Harry Potter and the Chamber Rowling, J.K. B iJ ] 1 CHEL: M i975-0-439-06 193¢
14 [Hatry Potter and the Chamber : Roweling, JH. F ROy BK fJ ] 1 CHEL: M i975-0-439-06 193¢
15 |Hatry Paotter and the Chamber: Rowling, J K. BH i AF ] u] CHEL: M 97E-0-433-06 199¢
16 |Hatry Potter and the Chamber; Rowling, J K. Bk :AF ] 2 CHEL! Mo ETE-0-439-06: 1998
17 |Harry Potter and the chamber {Rowling, J K. F Ry Bk i ] 1 CHEL! M jETE-0-74T5-5 1998
18 |Harry Potter and the chamber | Rowling, J.K. F Ry BK iJ M u] BELM: M 975-0-7475-5 1998
19 |Harry Potter and the chamber | Rowling, JK. F RO Bk i I 0 PHASTESWAITIMNG PEM  1975-0-7475-3215 Lug 20106 139¢

6. Highlight the Stockitems for which you’d like to see the Catalogue records and select
XReferences > Catalogue from the main menu:

& STOCHII SN B ST S e, l_J \_ﬂ
IMain  Table File:
Seq Authorities Authar Zall Mo Form Stats | On| Cwe |Rsv | Perm | Process |(On Series Process Date Edit

Borrowers Loa Back Loc Ord

Order Stockiterns

Periodical Copies
Stackitem

16 | Harry Potter and the Chamberé Rowling, J.K. ;1995

7. The matching catalogue records of the selected items will then display in a Catalogue List:

bl Ciitsilyg= Lise - 0yt ys l__J \_i

Main Table ¥References FEile

Seq AUTHOR f Title § Publisher Cper | LastUpdate
g 011

ol

by J K. Rowling ; illustrations by Mar

2 ROWLING, JK. Q022011
Harry Potter and the Chamber of Secrets [ by J K Rowling ; illustrations by Mary GrandPré.
Meswe York o Arthur A, Levine Books,, 19949,

978-0-438-06486-6 chardcover)

8. Toview a particular Catalogue record, double-click the line (or highlight the line and select
the <Enter> button)

9. The selected Catalogue record will then be displayed in the main Catalog screen:
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|ﬂ Cunilyd - FLAFF ab izl Ly J |\2
2 y 3

Main  Application Catalogue  ZReferences  File

Fi Clear | Duplicate F3 Update Fd Delete F5 Query Fé Table F9 = | F10 == |

Rowling, J. K.
Hanrry Potter and the Chamber of Secrets / by J K. Rowling ; illustrations by Mary GranudPre.

New York :: Arthar A. Levine Books,, 1999,

078-0-430-06486-6 (hardcover) __tHotdings _ |

Security 0 Group |LIBRARY STAFF 1910272011 1:42:21
JOHH 25/03/2010 4:20:25
Opac View Restriction (Y/N): [ N Previous Queries j ﬂ J J J
Tag 1 2 Data AGro
i1 110043650 Y
008 98092851999 nyuwa ¢ 0001 eng Insert
010 98046370 LIBR -
020 9780439064866 (hardcover) LIBR
040 bLC .
Modify
100 : 1 Rowling, J.K. LIBR %

10. Use the scroll bar to scroll through the listing
Catalogue

1. Launch the Amlib client

2. Go to Main > Catalogue > Catalogue (or the icon) — the Catalog screen will display:

]

™

|ﬂ Eatalog =i hiaaiithielseal ahirany

Main  Application  Catalogue  xReferences  File

F1 Clear | F5 Query |

L

Security l— Group |
Opac View Restriction {‘(.-"N}:,T Previous Queries J J J J J

Tag | 1 2 Data AGro

=
L

Insert

Replace

Modify

Delete

FEREE

|
Search Term Ref: Seq Set
HARRY POTTER] o ¢

200

3. Type all or some of the Catalogue entry — for example: part of a Title
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4. Click the F5 Query button

5. If a Query option has not previously been chosen, the Query Options listing will display:

&y flasp e Hutlus |Jd

Enquiry Option

Author (A Kewword )
Authar Search
Authars and Corporate Authars

Call numhber

Catalogue Reference Mumber

Cammunity Infarmation Recards { Z kKeyward )
Carparate Authaors

Cieweey ( D keyword )

Holdings {82 { H.Keyword )

|.5.B.M.

ISSHM

ISSHNSEN ¢ LKeyward )

6. Double-click on the desired Query option (or highlight the line and select the <Enter> button)

7. When more than one record is found, the search results are shown in a Catalogue List:

Hopuedasie Oirows: |J d
Main Table XReferences Filz
AUTHOR [ Title / Publisher LastUpdate

£19i02/2011

by K Rowding ; illustrations by Mary GrandPre,

ROWLING, J k. STAFF  i1amoxiz011
Harry Potter and the Chamber of Secrets /by J K Rowling ; illustrations by Mary GrandPré,
Mewe York - Arthur A, Levine Books,, 1999,

978-0-4359-06486-6 thardcover)

3 ROWLING, Jk. STAFF  i1ai02iz011
Harry Potter and the chamhber of secrets ! J K. Rowling.
London ;2 1938,

F RO

(%]

8. To view a particular Catalogue record, double-click the line (or highlight the line and select
the <Enter> button) — the selected Catalogue record will then be displayed in the main
Catalog screen:
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|ﬂ Cairalyg = SRR ar Sl Ly J | d
Main  Application Catalogue  ZReferences  File
Fi Clear | Duplicate F3 Update Fd Delete F5 Query Fé Table F9 = | F10 == |
Rowling, J.IK.
Hanrry Potter and the Chamber of Secrets / by J K. Rowling ; illustrations by Mary GranudPre.
New York :: Arthar A. Levine Books,, 1999,
Heldings

078-0-430-064806-6 (hardcover)

Security 0 Gioup |LIBRARY STAFF
JOHH

Opac View Restriction (Y/N): [N~ Previous Queries 1| 2| | | ]

T

230372010 4:20:25

Tag 1 2 Data AGro
i1 110043650

008 98092851999 nyua ¢ 000 1 eng

010 98046370 LIBR

020 9780439064866 (hardcover) LIBR

040 DLC

100 1 Rowling, J.K. LIBR

9. Use the scroll bar to scroll through the listing

2]

Insert

[Repiace |
Modify

i

Please Note: A Holdings button has been included on the Catalog screen for quicker access to the

Stockitem records attached to that catalogue record.

Search Options

e Catalogue records can be searched via Browse (alphabetical) or Keywords

¢ When not using the equal sign, anything like the term will be returned (the system

automatically adds a wildcard % to the end of a search term)

e When not using the equal sign anything like the term will be returned. You may add a

wildcard ‘%’ anywhere in the term. The system automatically adds one to the end of the

term
OPERATOR EXPLANATION
ABCD will return anything starting with ABCD
=ABC requires exact match: will only return ABC
AB%D will return anything starting with AB and containing a D
ABC\ABD will return anything starting with ABC or with ABD. The slash
means OR and may be repeated
=ABC\ABD will return ABC plus anything starting with ABD

Keyword Searches

TERM OPERATOR EXPLANATION
OR \ backward slash ABC \ ABD results in ABC or ABD
AND space ABC ABD results in ABC and ABD
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NOT - minus ABC - ABD = ABC not ABD

Keyword terms may be prefixed with a Library defined restrictor. For example, t.ABC \ s.ABD = title
having ABC or subject having ABD (t. being the restrictor for Title and Series, s. being the restrictor
for Subject).

Please Note: It is often inappropriate to use an AND connector with different restrictors — for
example: an Authority cannot be both a Subject and a Title

These prefixes are defined in Main > Authorities > Authorities — select Application > KeywordDesc
and may be different according to your defaults at installation. Prefixes may be typed in UPPER or
lower case.

Once you have found a set of Catalogue records, they may be saved to a file.
Cat Keyword Search
The Catalogue module contains an advanced Keyword search functionality.

1. Launch the Amlib client

2. Go to Main > Catalogue > CatKeyword — the Keyword Enquiry screen will display:

|& e Bidipule g - STAFF ar iglasar sy J |L3

Main  Application
F1 Clear F3 Count F5 Query

1 Type the Keywords and TAB
|DOCTOR

Count
oy

2 Select Keyword(s) Te 'Or" together

3

3 Paste and join clauses { NB. at this stage subject to
Catalogue Security Level and Group Privileges checking )

i

| { Where Cat. Count
—b Where keyword is in S. DOCTOR’ T.'DOCTOR’ 24 —

. T (DOCTORS =

| o] _or | o]

¥ = Must Have, N = Must Not Have, Space = Don't Care

4 AND: Stockitems | And Periodicals | And Orders |—

3. Type the search term into the Keywords field and click the <Tab> key

4. A series of matches will then appear in the adjacent table:
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e Type: Subject (S), Title (T), Notes (N), etc
e Word
e Count
5. Select the terms from the Word box you would like the catalogue records for (multiple items

can be selected from the Word box by holding down the Ctrl key and clicking with the
mouse)

6. Click the Paste button
7. The Where term will be pasted into the table at the bottom of the screen

8. Click the F5 Query button to bring up the Catalogue List of results
Cross Query

Once a catalogue record is displayed in the main window it is possible to use it cross-reference to
other records using the same tags — for example: a particular Subject (650) tag

1. Highlight a tag — for example: Witches and warlocks - Fiction.

|ﬂ Cunilyd - FTLAFF ab izl Ly J |\3
2 y 3

Main  Application  Catalogue  XReferences  File

Fi Clear | Duplicate F3 Update FdDelete F5 Query Fé Table |

Rowling, J.I. @
Hanrry Potter and the prisoner of Azkaban / J. K. Rowling. T

Londomn :: 1999,

FROW Holdings

Security 0 Group |LIBRARY STAFF 1910272011 1:42:21
TREVOR 030552000
Opac View Restriction (Y/N): IT Previous Queries j J J J J
Tag 1 2 Data AGro
260 London 1999, ﬂ ﬂ
300 37 p.
Insert
440 0 iHarry Potterv HARRY POTTER 4
i 0T and warlocks - Fiction. M
650 : 0 | T :Magic - Fiction. LIBR
650 : 0 : T :Smarties Book Prize. LIBR
856 Http://localhost/amlib/mmedia/web/harrypotter.hitm LIBR Dclste

1. From the menu, select Catalogue > Cross Query — any items with matching subject headings
will be displayed in a Catalogue List:
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&3 Gty Lise - 5 jutes |_J \j
Main Table ¥References FEile
Seq AUTHOR f Title s Publisher Cper | LastUpdate

1| ROWLING, LK. STAFF  {19/02/2011 =

Fantastic beasts and where ta find tham § Mewt Scamander [i.e. J k. Rowling].
Mewe York : Scholastic, 2001.

F ROy

ROWLING, L. STAFF 1190022011
Harry Potter and the chamber of secrets ! J K. Rowling.
London ;2 1938,

F ROy

ROWLING, J K. STAFF 1185022011
Harry Potter and the Goblet of Fire / J. K. Rowling .
London : Bloormshury, 1999,

F ROy

(%)

%)

4| ROWLING, JK. STAFF  {19/02/2011
Harry Potter and the philosopher's stone § by LK. Rowling
MNew York : Scholastic, 1997,
F ROWY

F ' H
6 ROWLING, L. TAFF i 19/02/2011
Quidditch through the ages [ kKennilwaorthy Whisp [i.e. J k. Rowling]. ;

London : Bloomshbury, 20071,

F ROy

Z239.50 SEARCHING

Schools can use the Z39.50 facility link to SCIS. You will need to contact SCIS directly to get your IP
address authorised and they will supply the SCIS z39.50 details so that you can set them up as a
Z239.50 Server.

1. See Appendix 4: Z39.50 Searching — Settings and Parameters for more information on how to
set up New Servers and New Groups

Amlib Z39.50 Client

1. Launch the Amlib client

2. Go to Main > Catalogue > CatZSearch — the Z39.50 Search screen will display:

T30 - - ¥ C] I, =y 1 1 v
<1739, 50/ Search - STAEE atiChelsea [Shyary =1 i’

Main  Application

F1 Clear | F5 Query | |

Server Skatus Skate | Fetched | Found |

Group: (none)

Title Aukhor Publ Phys Server | |

3. Click the F5 Query button — Query screen will display:
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ey

Available Servers

Servers: |Public Libraries ~
Search Attributes
o el
lanD | |Title |
lanD ~| |IsBN ~| [oogsz7E341
|aD ~| |Subject |

ke | Cancel ‘

Note: An ISBN search in rows 1, 2 or 3 will search for both 10 and 13 digit versions
BUT only if the following row is blank .
An ISBN search in row 4 will only search for what has been entered

4. Select the Server or Server Group from the Available Servers drop-down box — for example:

Public Libraries

5. Type in the Search Attributes — for example: ISBN, Title, Author, Subject or combination of
these

6. Click the OK button — the results will display in the main Z39.50 Search screen:

7. The columns can be sorted by clicking any of the column headings

8. Save selected records to a MARC file for import:

="1730.50 Search-STAkE at:.Chelsea [5hrany, M =3
Main  Application

F1 Clear F4Import | F5 Query | F& Fetch |

Server Status | State | Fetched [Found | | Group: OCLC Warldeat (Test Service)
z SCIS Fetch Idle 10 17 o001

ZUWF\ Done 1dle 0 0 o0z ISBM ?S "Y7B0099276544" and
o SLOWA Dane Idle 1 1 003 IEIET i "Dz Z e
g?e,.f\rmadale Connect  Busy o004

ZonLa Done Idle ] 0 005

Title | Authaor | Publ | Fhys | Server

@How the numbat rode to Fame [ by Rowen...  Skinner, Rowena. Gasnell...  40p. il SCIS oo1

@The koala, the numbat and the Gould's goa... Sloan, Peter, South... &p.oic.. SCIS ooz
ﬂMarsupials [mation pickure] : naturally the ... Lindfiel,.. 1 filmr... SCIS o003
ﬁpNumbatJ farest sprinter [ Mary Lancaster, ... Lancaster, Mary, Melbou... 16p.:... SCIS o004
ﬂNumbat [game]. Australi,,. 1 jigsa.,..  SCIS oS
ﬂNumbat  his magic quest [ by Mark Pearso,.. Pearson, Mark, Spring...  [32]p.... 5CIS 006
ﬂNumbat ! Myrmecobius Fasciatus, [South ... 1wallc... 5CIS oo?
ﬂNumbat ! Myrmecobius Fasciatus, Perth: ... 1leaf:ill,  SCIS 003
ﬂNumbat [picture] : Myrmecobius Fascistus f... Lochman, Jiri, [Sydne... 1phot,.. 5CIS 009
ﬂNumbat [picture] § photographer Jiri Lochm. .. Lochman, Jiri, South ... 1 pictur... SCIS o010
ﬁ?Numbats an & junk Food diet. Friend, Tany. 1997, phots. SLOW 011
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a. Highlight the records (hold the Ctrl key and click on records to highlight more than

one record)
b. Click the F4 Import button

c. The highlighted records will saved to a MARC File shown in the dialogue box, to be
imported into Amlib via MARC Takeup

-,

rlmpurt

- Records may now be imported via Buthority Module

\11‘) They have been saved in File
DMy Documentst2006-11-29-10,51, 25,695 TAFF, 239

d. The MARC Takeup process will begin automatically — ensure the folder is the correct
folder — for example: My Documents

Please Note: Please refer to Import MARC Catalogue Data: Bibliographic Data for details of the
remainder of this process.
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SECTION 2: CATALOGUE CREATION

Check Catalogue for Existing Records

It is a good idea to search the Catalogue module to see if the item has been entered already, and just
needs a Stockitem record attached. Searching for an existing record can be done in the Catalog
screen (using the ISBN) or in the Stockitem screen (for example: using an Author or Title search). The
ISBN can even be wanded if the Barcode reader has been ISBN enabled.

£
(7l (BT | | ' =y Ll ls |J Lﬂ | |
Enguiry Option
Any Keyword =
Author ¢ A Keyword )
Authar Search
Authars and Corporate Authors
Call number
Securit Grou
cunty oup { Catalogue Reference Mumber
: Cammunity Infarmation Recards { Z kKeyward
Opac View Restriction (Y/N L ‘ puenrd) J J
Carparate Authors
Tag | 1 | 2 Dewey [ D.Keyword ) AGro
Holdings (USA) { H.Keyword ) — ﬂ ﬂ
Insert
ISSHISEM { | Keyword ) Replace
MNewspaper

Modify

Mewspapers { B.kKewward )
Mates { M kKeyward )
Physical { F kKeyword )
Fublisher { P keyword )

| Search On Any Authority

Search Term Seq Set
1861863665070 0 0 200

Delete

FERLER

It is preferable to create a catalogue first and then create the holding record (Stockitem). If the
Stockitem is processed first, not all the Tags are made when the Catalogue is created from the Item
menu. For example: Subject headings are not transferred across.

Keywords are created through association with MARC tags — for example: a Subject keyword would
apply to all tags defined from 600 through to 699 — ie: Topical term (650), Personal name (600),
Geographic (651), etc. Therefore when creating your entry, it is important to have a Catalogue
record as well as a Stockitem because keyword searching will be important.

MANUAL ADDITION OF NEW RECORDS

There are three manual entry methods available:

1. Work Sheet Method

o After choosing a template related to the form of the data (for example: fiction/non-
fiction etc.) the required fields can be filled in: Authority listings can be accessed
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when appropriate (for example: for standard entry of Authors, Subjects, Publishers,
etc)

2. Editing existing records
o Itis possible to duplicate an existing record and alter the relevant data
3. New record from scratch

o No Lead Thru method: Tags can be inserted and built up to create a full record

Please Note: Before beginning to use the Worksheet manual entry, you need to check the tags that
will be automatically displayed. This is done in Main > Catalogue > CatLeadThruSets.

Lead Thru Sets

It is possible to set up the Lead Thru generation sets and check/modify the tags that will be
presented for Data Entry when creating a Catalogue record using the Lead Thru methodology.

1. Launch the Amlib client

2. Go to Main > Catalogue > CatLeadThruSets — the Lead Thru Sets table will display:

| EF L= Tigy oo - SLAFF o izl INhrany J ! _| ﬂ
Main  Application
F3 Update F5 GQuery F6 Group

| Fiction | 020 082 100 245 260 440 655 T00
| Hon-fiction | 020 082 100 245 260 300 440 650 650
| Audio-visual | 020 082 100 245 260 300 440 T00
| videos | 001 020 082 100 245 260 300 650
| Paperbacks | 082 100 245
| on order | 020 082 100 245
| Magazines | 084100 245 260 300 310 362 650 650 650 T00 T00 T00 856
| Equipment | 082 245 T10 300 500 650
| |

Tag Description

001 Control number —
008  :Fixed Length Data Elements

010 LC Control Number

020 :ISBN

022 :ISSN

035 Local system contrel number

040  :Cataloguing source

041 Language code

3. To add a Lead Thru set:

a. Type a Description into an empty field in the first column

b. Inthe second column, type the Tag numbers in the sequence you would like them to
appear — tags must be separated by a space (the tags that are available can be
checked from the lower box) — for example: 020 082 100 245 260 440 650 700
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c. Itis possible to use multiples of certain tags — for example: 650

4. To modify the tags in an existing Lead Thru set:

a. Adjust the tags displayed in the second column — tags must be separated by a space

(the tags that are available can be checked from the lower box) — for example: 020
082 100 245 260 440 650 700

b. Itis possible to use multiples of certain tags — for example: 650)

5. Click the F3 Update button when complete
Work Sheet Method

1. Launch the Amlib client

2. Go to Main > Catalogue > Catalogue (or the icon) — the Catalog screen will display:

|ﬂ Catalog St iiisatiEhelseal Ghrany J ! _|\3

Main  Application  Catalogue  XReferences  File

Fi Clear | F5 Query |

A

Security Group |'LIBRARY’

Opac View Restriction (Y/N): [ N Previous Queries J J J J J

Tag | 1 | 2 Data AGro ‘
|

& ]

3. From the menu, select Catalogue > Catalog Create — the Select Template prompt will display:

v ‘Work Sheet Style

Fiction

Mlan-fiction

Audio-visual

Wideos

Paperbacks

Cn Order

hMagazines

4. Click on the button for an appropriate Lead Thru set — for example: Fiction

5. The Work Sheet will display with a number of preset MARC tags already populated:
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|ﬂ SugieSiiaat - STARF s s iy _J ld
Main  Application  Catalogue
F1 Check | F2 Insert Fd Delete | | Fé 5F Ins F& SF Del ™ KggpAﬂgrSavg
ISBN Opac View Restriction (Y/N): W
Tag 1 2 1-a 2-b 3-¢
No ISBN Terms Cancelled/invalid
of availability ISBN

6. An item’s bibliographic details can now be entered — as you move through the Work Sheet,
the headings (descriptors) change, so it is possible to observe the type of data required in the
subfield of the tag (see also Appendix 5: MARC Tag Subfields & Punctuation for more
information)

|f} oTHaSHEE ST aa e lS e S hrary J ld

Main  Application  Catalogue

F1Check | F2insert | Fisave | FaDelete | | F6 SF Ins F8 SF Del ™ KeepAfterSave

Subject - Topical term Opac View Restriction (Y/N): ’T
Tag 1 2 1-a 2-x 3-y 4.z
No Topical term General Chrenological Geogra
subdivision subdivision subdivic
. . 0099276941 .
Field Heading Subfield
Il F HOL
o5 100 0 | Hollinghurst, Alan.
> 245 0 [Spell, The
> 260 London : Chatto and Windus Ltd , 1998
440 0

700 0

' Double Click a row for validation { or Press F1) Amlib Catalogue Ref: 0

7. Where the data is Authority based (for example: Author, Subject heading, Series, etc.) a
listing of Authorities can be viewed and selected — for example: to search for a particular
Author, type the first few letters of the surname, highlight the row and click the F1 Check
button

8. The Existing Authority Options screen will open displaying all matching Authorities and the
number of Catalogue records which use each Authority:
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IS LB oS d
Has| Comments Cat Coukle click an entry to send it back to Work Sheet

ot

Mo (2 iCrime stories.

Tag No: 650

Search Term CRIME

9. To select an Authority in the table, simply double-click on it: the contents of the Tag being
checked will then change to match the selected Authority (the text will also change colour
from black to green)

440 0
i 650 7 | Crime stories.
700 0

10. Once selected (or if there is no matching Authority), click on the red [ X ] to close the
selection table (if there were no Authorities found the contents of the tag being checked will
turn red, if there were Authorities found but none were selected the contents will turn pink)
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11. To enter additional tags, click the F2 Insert button — the Select For Creation screen will

display (the preset Tags allow for up to 40 entries):

EB Jdliei Fuy oyzaijoyl | JL_]

Tag Cescription
Mo

546 | Language Mate

580 :Linking entry camplexity note

586 | Awards Mote

440 :Kinetica Local Mote

600 i Suhject- Personal name

610§ Subject- Corpaorate name

611 : Subject- Mestin/Conference name
1] ct- Topical term

651 : Subject- Geographic term

12. Find the required Tag and double-click it to select it —a new entry with the selected Tag No
will appear in the Work Sheet screen

13. Click the F3 Save button when the record is complete

14. If new Authorities are to be created, a prompt with the following message will display:
Some new Authorities will be created. Continue with Save? (the new Authorities will be
highlighted in red, so you can check them)

Save,

. ?/ Saome new Autharities will be created. Continue with Save?

15. Click the Yes button —the Created Catalogue — Select Next Action prompt will display:

| Crdarizd Gl dii= = Jaldet o el d
=

Description

Create a Periodical

Create an Order
Create another Catalog
Display the created Catalog

QK | Cancel ‘

16. If you intend to create your holdings immediately, then highlight the Create a Stockitem and
click the OK button (alternatively you can select the Display the created Catalogue if you
wish to review the actual Catalogue record)

Adding Stockitems

This section continues from the section above. If you don’t immediately choose to create a stockitem
record, you can select XReferences > Stockltems from the Catalog screen menu (or click the Holdings
button on the Catalog screen) to initiate the process.
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1. A prompt with the following message will display: No Stockitems exist for the Catalogue. Do
you wish to create a new Item?

SLOCHILET

?J/‘ Mo Stockitems exisk For the Catalogue, Do wou wish ko create a new Ikem?

2. Click on the Yes button — a New Stockitem prompt will display with the following message:
Please choose a Form Type for the new Stockitem:
|- eSO e

Please choose a Form Type
for the new Stockitem

Form Description
AC éﬁ\udiu Cassettes —

BK :Books

BR BookRoom

EQ :Equipment

|

3. Choose the appropriate Form type and click on the OK button —the main Stockitem screen
will enter creation mode (the F2 Insert button will appear bolded) and a number of fields will
be automatically pre-populated:

L SStocitem Sy ArF Rt elEaalNbrary M=E3
Main Application  [tem XReferences  File
F1 Clear | F2 Insert | F5 Query | | |
Query Via
Item No | Cat Ref No 36446 Sl S BLGTd Mo

Previous Queries J J J J J

Title| Spell, The
Author| Hollinghurst, Alan..
Publisher| London : Chatto and Windus Ltd , 1998

Series/ISBN| 978.0.09.9276944 1998

Subject| Crime stories.

Call Number| F HOL | Sts Code| | Form |BK | Call Set|
Description Copy No / Convert |
Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source
For Iﬁi;; Y Loan Type Opac? |T Alert m Process | |

Received |19/02/2011 ﬂ ﬂ Accessioned Current Cost  |0.00

4. Complete the other fields as required — for example: St(at)s Code, Current Cost, Floor
location, etc — to access a list of codes in a field enter .<Tab>

o For example: in the Stats Code field, entering .<Tab> will display a list of your Stats
Codes and Descriptions — double-click on a entry to select it:
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Jalaet LE

Choose asc i desc and click

code or description to change v Asc " Desc
Code Cescription
‘Adult Fiction
AFSTA Adult Fiction Stack
AMF Adult Manfiction

5. Scanin barcode in the Item No field (if you wish to create a system-generated barcode, leave

this field blank)

6. Click on the F2 Insert button when complete —a prompt with the following message will

display: The Item has been Inserted.

STOEHILEM Lzll

L.l
\]}) The Ikem has been Insetted.

7. Click the OK button

|& stockitenesibiatEhelcealtibrany J | _|L3
Main  Application  Ikem  xReferences  File
F1 Clear | F2 Insert | F3update| F4Delete | F5o0uery | |
Query Via
T ltem  Cat & Keyword [ Any

Item No |STOCK003T036)(B CatRefNo 36446

Previous Queries J J J J J

Title| Spell, The
Author| Hollinghurst, Alan..
Publisher| London : Chatte and Windus Ltd , 1998

Series/ISBN| 978.0.09.927694 4 Ed | 1998
Subject| Crime stories.
Call Number| F HOL | Sts Code|AF | Form |BK | Call Set|
Description Copy No / Convert |
Location
Perm |CHELSEA Temp |CHELSEA Floor| Origin/Source

ForL{m:; [Y Loan Type opac? [Y  Alet [N Process | |

Multiple Copies

To enter multiple copies of the same catalogue item:

Received |19/02/2011 ﬂ ﬂ Accessioned Current Cost  |21.95

1. Scaninanew barcode into the ltem No field — the F2 Insert button will once again become bolded

2. Change any other details as required — for example: Stats Code, Copy No and Floor location

3. Click the F2 Insert button when complete
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Lead Thru Generation

1. Launch the Amlib client

2. Go to Main > Catalogue > Catalogue (or the icon) — the Catalog screen will display:

|ﬂ Cunilyd - FTAFF s Gzl Dy J |\3
) y -

F1 Clear | F5 Query |

Main  Application Catalogue  ZReferences  File

Security Group |'LIBRARY'

Opac View Restriction (Y/Nj: [N Previous Queries J J J J J
Tag 1 2 Data AGro

e

3. From the menu, select Catalogue > Catalog Create — the Select Template prompt will display:

Fiction

MHan-fictian

Audio-visual

4. Untick the Work Sheet Style box and click on the button for an appropriate Lead Thru set —

for example: Fiction — the Select Appropriate Entry type from Group screen will display:

C . r R S . ., - - -(
PRI ROt e ST LA e ronts T L_]

F1 Select |

| | Fo> | Fro> |

Fiction

Tag Cescription

5. Once the format has been chosen, the user will be taken through preset tags to enter data (it
is also possible to insert tags where appropriate)
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6. Double-click the chosen tag, or click the F1 Select button

SElEE oAt Ay e o T OL: Lﬂ
Fiselect | | Fr<< [ Fa< | Fo> | Fl0> |
Fiction

Tay Cescription

7. If the tagis Authority based, an Authority Replace screen will display:

| puthombyRepiare,

F1 Clear |F? HewAut F5 Guery
Author - Personal name
Tag Ind1  Ind2 Last Changed By
w0 [ o
Comment Cat Matches Has
MNote E

8. Type in the Search Term and click the F5 Query button to initiate the search:

| suthomiyhepiace

%]

Fi Clear | F2 HewAut ‘ F5 Query

Author - Personal name

Tag Ind1  Ind2 Last Changed By

o [ [o

Camment Cat Matches Has

Mote |2

1 iSmith, Augustus H. il
1 iSmith, Brian R. (Brian Refiin), 1939- 5
1 iSmith, Brian Reffin i
1 i5mith, Camilla k., 1971-
4 i 8mith, Craig I
1 i5mith, Don R. il
1 i5mith, Harriet Lummis il
1 iSmith, J. il
2 i5mith, Jane. il
1 iSmith, Joan 5

Search Term | smith]
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9. If the correct term is in the list:
a. Highlight the term and click the F3 Replace button

b. The Authority Replace screen will close and the selected Authority will appear in the
catalogue record

10. If the correct term is not in the list or the search gives no results:

a. Click on the F2 NewAut button — the SubFields screen will display:

SUbEeIdE %]

F1 llew F3 Update | | F5Format|  F6 Table |

Suhject- Topical term

Tag | @50 I |— Indz2 |—

Seq | SubF Data
= 10 a =
= 3n ¥
= 40 W
= a0 z

b. Please ensure you enter the correct data into the correct subfield — clicking the F6
Table button gives the Valid SubFields/Parts table available for that Tag:

1€ Ll SUDFIT S AP X

SuhbF Description

i
=

a iPersonal name.

Titles and otherwords associated with

Fuller form of name 0,

Dates.

Ukrmare inverted element of name
880 Unicode Xref

miFiocio o
ZiEZiEZ i S AL

c. Once the data has been correctly entered click the F3 Update button

d. Click onthered [ X ]in top-right corner to close the SubFields screen
Once the Authority has been entered, it is available for use in subsequent catalogue records.

11. You will then be guided through the other preset tags, allowing you to enter data as
appropriate

12. Once complete, close out of the Lead Thru set screen by clicking on the red [ X ] — you will be
returned to the main Catalog screen

Last Updated: 12 March 2013
Page 29



Catalogue Training

L
X]

|ﬂ Cunilyd - FLAFF s izl Dy
2 y

Main  Application Catalogue  ZReferences  File

F1 Clear | F4Delete | F5 Query |

Sydney : Book Co., 1995,

Smith, Lance..
Bradman years, The : Australian cricket 1918/1948

F SMI
Security ,T Group ||_||3RJ|:\R\,-r STAFF 21022011 5261
Opac View Restriction {Y/N): ,T Previous Queries J J J J J
Tag | 1 | 2 Data AGro
=+ 020 978-186366-507 0 ' -186366-507- = ﬂ J
=+ 082 : 1 4 (FSMI r———
= 100 0 :Smith, Lance..
=+ 245 0 Bradman years, The : Australian cricket 1918/1948 Replace
=+ | 260 Sydney : Book Co., 1995,
=+ 300 4p. ill.
- 6 H ; Delete

Search Term Ref: 36447 Seq Set
|| L] 0 200

| SCRL

13. To enter extra Tags: click the Insert button on the right-hand side of the screen — the Select
for Creation screen will display:

. P P = v
EB Solet Fur r=aiig | hj

Tag Description
Mo

600 : Subject- Persanal name
610 : Subject- Caorparate name
611 i Suhject- MeetiniConference name

nject - Topical term

B51 ;Subject—Geugraphicterm

14. Select the Tag to create (for example: 650) by double-clicking it (an Authority search can then
be undertaken in the Authority Replace screen)

15. Click the F3 Update button when complete — a prompt with the following message will
display: The Catalogue has been Updated.

o v ]
Lo i #
| il X]

\1,4) The Catalogue has been Updated,

16. Click the OK button
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IMPORT MARC CATALOGUE DATA FROM SCIS (OR OTHER AGENCY)

Before using Marc TakeUp....

e Check Parameters — see Section 4

e Set the Cat(alogue) Definitions for other Forms and Stats codes, the correct Stats and Form
codes are given to items as they are created. The Default codes do not need Cat Definitions
as they will automatically be inserted unless an alternative rule applies.

Form Codes: Cat Definitions

Form code Cat Definitions are found in the Window menu of the Stockitem Form Codes screen.

1. Launch the Amlib client

2. Go to Main > Stockltems > StockitemForms — the Form Codes screen will display:

- CT- A L I - v,
|@ Furng Qs - SR F b Sl By _J |L.3

Main  Application

F1 Hew | F2 Iave | F4 Delete F5 Query F6 Print FT Loan F8 Valicitnn | F9 Display

—

Form Description Allow Fleating Cat Def
Loan ? Defined
AC  Audio Cassettes : N
BK [Books Y N N
BR BookRoom Y N N

3. Highlight a Form code in the table — for example: AC — Audio Cassettes

4. From the menu, select Window > Cat Defs — the Form Codes for Catalogues screen will

display:

= ~ R 4
ormCodesgonCatalogies, LJ

F3 Save ‘ F5 Query
Form Code:  |[AC

** MOTE: You can use these parameters for anaother farm code by entering the new form code here.

Tag

747 Must Contair | SOUND CASSETTE
250

260 = Must Mot

310

440
400

Descriptian
Tag 300 contains "SOLUND CASSETTE' =

5. To set a Cat definition:
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a. Select a Tag number — for example: 300

b. Enter the data that MUST be present for valid items to be given this Form Code in
the Must Contain field— for example: Sound Cassette

c. Enter the data that MUST NOT be present for valid items to be given this Form Code
in the Must Not field — for example: CD

d. Click the Paste button

6. Click the F3 Save button when complete

Stats Codes: Cat Definitions

1. Launch the Amlib client

2. Go to Main > Stockltems > StockitemStatsCodes — the Stats Codes screen will display:

|§" siaisCodesssSi it taatiGhelsealihrarny _J d
Main  Application
F1 Hew | F2 Insert F3 Save F4 Delete F5 Query Fé Print FT Loan Fi§ Cat Def
Stats | Allow Floating Stats [ Collection Price Cat Def
Code | Loan ? Description Group Defined
Code
EQ | Y | N éEquipmem NB N
ILL © Y N Inter Library Loan {FIC PN
Y | | Junior Fiction
| Jcas Y N Junior Cassette 'NB LN

3. Highlight a Stats Code in the table — for example: J = Junior Fiction

4. Click the F8 Cat Def button — the Stats Codes for Catalogues screen will display:

siaeCodesioniatal oFnes) Lj
F3 Save | F5 Query
Stats Codle: |.J

= NOTE: fou can use these pararmeters for another form code by entering the new form code here,

Tag

Numbers Tag
41 € lgnore @ Starts with
)  Must Contain " Containg arywhere before first space
gy = f* Must Mot Contain  Containg arywhere intag
ele]
100
110
111 U=ze a comma to specify more than
130
240 Must Startwith |
243 ]
Sae Must Mot Start With |
246
247

Description

Tag 82 contains no numbers.
Delete
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5. To set a Cat definition:

a. Select a Tag number — for example: 82

b. Numbers:

iv.

Select either the Must Contain or Must Not Contain radio button (the Ignore

button is only used when creating non-numerical definitions)

Enter Must Start With and/or Must Not Start With data (optional)

Click the Paste button

Ensure Numbers is set to Ignore

Select either the Starts With, Contains anywhere before first space or
Contains anywhere in tag radio button

Enter Must Start With and/or Must Not Start With data

Click the Paste button

6. Click the F3 Save button when complete

A setup for Schools might be:

CODE EXAMPLE
NF DEFAULT as set up in Main > Supervisor > Installation — Stockitem tab or set in
MARC Take up
F Tag 82 must not contain numbers
A setup for Public Libraries might be:
CODE EXAMPLE
ANF DEFAULT as set up in Main > Supervisor > Installation — Stockitem tab or set in
MARC Take up
AF Tag 99 must not contain numbers.
Must contain F but not contain J before the first space.
JK Tag 99
Must contain JK before the first space
JNF Tag 99 must contain numbers
Must contain J but not contain JK before the first space.
JF Tag 99 must not contain numbers
Must contain J but not contain JK before the first space.
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Most sites use SCIS (Schools) or Exchanges from SL of WA or Libraries Australia (Public Libraries) for

their catalogue data.

Import MARC Catalogue Data

(From SCIS, SL of WA, Libraries Australia, etc.)

There are generally four main stages in the download process:

DATA
RECORD
S Saved
from the
Internet
or sent
via Email

HOLDING
FILE
Loads the data

into a file for
checking

UPDATE
[F3] begins
the updating
process, after
setting defaults

NEW RECORDS
Check the new data created

by displaying Files

e  Stockitems
e C(Catalogues

Please Note: The MARC Load process only uses the Tags and Subfields defined within the system.
Other data loaded from external bodies may have a number of tags that you may or may not wish to
capture. You may want to review your tag parameters prior to updating from an external source.

Accessing the Data for the Download

1. Launch the Amlib client

2. Go to Main > Authorities > MarcTakeUp (alternatively use Ctrl + M) — the Marc Import
screen will display:

|®-‘| MarcmponiEs i eI Ee i b rany: _‘J |d
Main  Application  Window
F1 Open | | |
File: Record No:

Tag Ind | Ind| Sub
No | 1 | 2 Field

Subfield
Data

g | [
[oss’

3. Select the F1 Open button to display the Open dialogue box

4. Locate the file to be processed by using the Look in: drop-down box — for example: if the file

is on the C: drive, the Look in: box may say Local Disk (C:)

5. Once the file name has been located, use your mouse to select it and click on the Open

button

There are two processing options: Bibliographic Data or Authority Data

Bibliographic Data

Last Updated: 12 March 2013

Page 34



Catalogue Training

This option is to load records which are Bibliographic Data in machine readable format which can be
imported into Catalogue, Authorities and Stockitem (where appropriate) applications of Amlib.

. - v
e lnguar = Gy

Marc Cptions
Only load Marc records containing:

O Authority Data

Lipdate the database without viewing
the Marc records.

[ Open and Update

Load Range

v All " Range

1
Max Fecords to Read | 9989

Start Reading From

QK | Cancel ‘

Please Note: If the Import file (Bibliographic or Authority) contains more than 9999 records, it is

recommended that Open and Update is selected (ticked) so that all records can be loaded into the
database. This eliminates the need to load in sections. The maximum records that can be viewed in
the Holding file is 9999 records.

HEADING FIELD EXPLANATION/OPTIONS EXAMPLE
Marc Options Bibliographic Bibliographic data to be created for | Data from external source
Data the Catalogue. (for example: SCIS, SL of
WA, Kinetica, etc. with
USMARC Tags)
Authority Data | Authority data for creation or See and See Also Update
updating of Authority Headings from SCIS or other source
and/or cross references.
Update the database Open and If checked (ticked), the imported The Catalogue will be
without viewing the Update items will not display in the Holding | Updated immediately
Marc records file.
If unchecked (unticked), the Review records
imported items will display in the
Holding file. The Catalogue record will
not be updated until the F3
Update button is selected
Load Range All All records from the file are All
downloaded into a holding file.
Range Selected records from the file are For example: 1 to 50

downloaded into a holding file. If
Range is selected, the next 2 fields
have to be updated.

6. Complete the options using the above table:

a. Marc Options = Bibliographic Data
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b. Open and Update = ticked, unless you want to review each individual MARC record

c. Load Range = All (unless the file sizes are quite large)

7. Click on the OK button

Bibliographic Options

1. The Bibliographic Options will then display:

\BibloErEphiEOptions

Marc Details

Itern Defaults

We think the file cantains

IJ5 Bib
Total Bibliographic records {10
Total Authority recards 0

Each hibliographic record contains:
" Catalogue data only

¢ Full Catalogue & Stockitern data

Please specify default values for each
itemm in the fields helow

Form | BK
Location | CHELSEA

Lib Group | LIBRARY

Stats Code | ANF

FloorLac |

" Brief Catalogue & Order data

When displaying the records show:

* Alltags in the file

" Only tags defined in Amlib

Mew Catalogue Security Level 0

Mew Autharities Security Level 0

Process |

ltern Prices

Min. Price of an iterm | $0.00
Appreciate iterns by | 0.00%

[v Depreciate old stockiterns:

[~ Use average price ifno price

QK | Cancel ‘

HEADING FIELD EXPLANATION/OPTIONS EXAMPLE

Marc Details We think the file The data type is displayed SCIS
contains Standard format ABN
Total Bibliographic The number of Bibliographic records 32
records will display
Total Authority The number of Authority headings 0
records (this will only | with See/See Also references will
display if the import | display
is for Authority
headings)

2. Select the appropriate Each bibliographic record contains setting:
Each Catalogue data only | The system will determine the SCIS Data

Bibliographic
record contains:

contents of the import file. If only
Catalogue data exists in the file, this
will be the Default option.
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Full Catalogue &
Stockitem data

The system will determine the
contents of the import file. If both
Catalogue and Stockitem data exists in
the file, this will be the Default option.

Please Note: This item can be selected
to create “Dummy” Stockitems even
though only Catalogue data exists in
the Import file.

SL OF WA Data

Brief Catalogue and
Order data

The system will determine the
contents of the import file. If only brief
Catalogue data and Order data exists
in the file, this will be the default
option.

AOL Data

When displaying
the records
show:

All tags in the file

All tags from the Import file will
display in the Holding file for viewing.
However, tags not defined in Amlib
will not load into the Amlib Catalogue
unless the Marc tag is defined.

If Tag: 650v is not used
in Amlib it WILL still
display in the Holding
file.

Only tags defined in
Amlib

Only tags used in Amlib will display in
the Holding file.

If Tag: 650v is not used
in Amlib it will NOT
display in the Holding
file.

3. If the Marc Details are set to import Full Catalogue & Stockitem data, the Item Default and
Item Prices sections will also display:

HEADING FIELD EXPLANATION/OPTIONS EXAMPLE
Item Defaults Form The default values set in the Main > If during the Import, Cat
Supervisor > Installation > Stockitem definitions cannot be
Please specify tab will display if defined. created, each Stockitem
default values will have a default Form
for each item in If these fields are not yet defined, of BK (for example)
the fields below codes which will apply to the items can
be entered. Rules for automatic
Location entries of Form and Stats codes CHELSEA
- depending on the Tags that are
Lib Group imported, and be set in Cat Defs in the LIBRARY
Stats Code Stockitem Form and Stats codes. ANF
Floor Loc (optional) DISPLAY
Process (optional) IN PROCESS

Item Prices

Minimum price of an
item

If the item price in the Import file is
less than the price set here, enter the
Minimum price

The Import price is $8.00
but the Minimum price
set here is $10.00, the
price in the Stockitem
will be $10.00
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Appreciate items by
%

Items can be appreciated by a
percentage — for example: GST of 10%

10%

Depreciate old
stockitems

Items to be depreciated will be
dependent on the table set in
Stockitem > Application > Stats Group

Use average prices if
no price

Items will be given an average price,
set in Stockitem > Application > Stats
Group. If no price is entered in the
Import File

Please Note: Form and Stats Code defaults from the Main > Supervisor > Installation > Stockitem

tab display automatically in the fields. If there are no defaults entered, the field will be blank.

Location displays as the Login Location. Entry of these fields is optional. As the import of data is

processed, the Stockitems will be given the default values if there are no catalogue definitions for the

Form or Stats codes of the items. Form and Stats Code Cat definitions are found in Main >

Stockltems > StockitemForms or StockitemStatsCodes table for the particular code.

Reviewing Records to be Imported (Optional)

It is possible for the importer to review (and edit) the MARC data being imported.

1. If the importer has decided to review the records being imported (see Bibliographic Data

step above), the Marc Import screen will display:

(B e i - LA o il L M=1E3
Main  Application  Window
Flopen| F2Save | F3Update] FdDelete F5 Report! | Fo> | Foss
File: ohn Prentice'My Documents'X - Documentation'Testing\MARC Data\_MARC FILES  Record Ngi 1 _______
Tag Ind | Ind| Sub Subfield
No 1 | 2 Field Data E| Insert
000 a 00354nam a2200121 4500
020 a (0792452291
100 a :Lebain, Frederic. %
245 4 a iThe art of cooking /
245 4 ¢ b :Frederic Lebain, Jean-Paul Paireault Delete |
260 a iNew York, N.Y. :
260 b :Mallard Press, .
Modify
260 ¢ ie1990.
300 a 271 p.:
300 b col.ill; Restore |
300 ¢ 30 cm.
650 a iCookery.
Item No ‘STUCK????????? Accession Date |21.-l]1-'2011 Cost |0.00
Form |BK Stats Code |ANF Location |CHELSEA

Permanert Location

2. If you do wish to edit the data (prior to import), use the editing buttons on the right to

change or delete the individual tags

Please Note: Editing of the data prior to import is not essential. Changes can be made after

the data has been imported into the Catalogue. Remember that not all the tags will

necessarily be Imported, so if editing is considered necessary, change only the tags you know

will be imported!
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3. Usethe F7, F8, F9 and F10 buttons to move between records

4. Once the data has been reviewed, click the F3 Update button

Find

It is possible to use the find function to locate any matching text, tag number or specific Subfield in
the Holding File data being displayed. For example: use this facility to check all Author entries or
Subject headings.

1. From the main menu, select Window > Find — the Marclmport — Find screen will display:

2. Type inthe Tag, Subfield or String to find and select the Find Next button

3. It will then find any matching data in the record currently being displayed:

. R v
T T POTIST| d

Tan: | Sukfield: |— [ Case Sensitive

String: |

| Close ‘

&,
F1 Open | F2 Save F3 Update, F4 Delete F5 Report FT << F8 < F% = | F10 => |
File: ohn Prentice'My Documents'X - Documentation'Testing'MARC Data'_MARC FILES Record No: 5

Tag Ind Ind| Sub Subfield
No | 1 | 2 Field Data Insert
100 a Reilly, Carol.
245 a Campbell’s Soups cookbook /
245 ¢ [author angismmsmmn — — L_'a M
e T e st lurare - Flied
260 b iThe Publis o5 [650 supfiels: | | Case Sensitive Delete |
260 c [19857]. _
300 a 156 p. | Sng: | Moty
300 b colill; Close |
300 c 28 cm.
500 a includes index. Restore|
500 a {"Conventional and microwave cooking method for every recipe”. -- Intr

4. When the data has been checked, click the F3 Update button to include these items in the
database

Catalogue Update Options

1. The Update Options screen will then display, allowing you to select the Cat(alogue) and
(Stock)Item Options:

Cat Options: When an incoming Catalogue is match with an existing Catalogue

Item Options: When an existing Catalogue is replaced all existing items
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Lhpelsii= Gejey )5

Cat Options

When an incoming Catalogue is matched with
an existing Catalogue

' Display an IGNOREREPLACE message
™ Keep the existing Record ie MO UPDATE

0 Add Authorities but Replace Mon-Authorities

ltem Options

VWhen an existing Catalogue is replaced
all existing Stockiterns:

" Keep their current display
™ Are refreshed from the Catalogue

v Are refreshied except lines:

" Replace the existing Catalogue

eqg. 1,56

v Replace all tags EXCEPT:

Cont delete the following tags from the
existing catalogue eg. 650,700

B

Please choose the location to use when
matching an arder

| nag|

Dontimport the following tags from the
incoming catalogue eg. 650,700

(v Exact © Any

[ Only create stockiterms

Ok | Cancel |

HEADING

FIELD

EXPLANATION

Cat Options

When an
incoming
Catalogue is
matched with
an existing
Catalogue:

Display an IGNORE/REPLACE
message

A message will display at each match occurs. At each match, the
operator will get a choice to create a new catalog, replace the
existing or to keep the existing details.

Keep the existing Record ie NO
UPDATE

No Update occurs for the Catalogue

Add Authorities but Replace
Non-Authorities

Does not replace existing Authorities but adds new Authorities
to the record. However, it replaces any Non Authority data from
the Import

Replace the existing Catalogue
ENTIRELY

All tags from the Import are used, overwriting any existing data

FIELD OPTION

EXPLANATION

Don’t delete the
following tags
from the existing
catalogue eg.
650,700

Replace all
tags EXCEPT:

This will vary according to the setting in Main > Supervisor >
Installation > Catalogue tab:

e MARCImport Replace: don’t delete these tags from the
existing cat

e MARCImport Replace: don’t import_these tags from
the existing cat

Adds non-identical tags when importing all but specified Tags.
Existing data in the specified Tags remains unchanged

v Replace all tags EXCEPT:

Dont delete the following tags from the
existing catalogue eg. 650,700

| 082

Dontimport the following tags from the
incoming catalogue eg. 650,700
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Don’t import the | Adds non-identical tags when importing. Does NOT import the
following tags new data in the specified Tags. Existing data in the specified
from the Tags remains unchanged
incoming
catalogue eg.
650,700 [v Replace alltags EXCEPT
Dont delete the following tags from the
existing catalogue eg. 650,700
| 082
Don'timport the following tags from the
incoming catalogue eg. 650,700
| 082
HEADING FIELD EXPLANATION

Item Options

When an
existing
Catalogue is
replaced, all
existing
Stockitems:

Keep their current display

No existing Stockitems are refreshed — they remain the same

Are refreshed from the
Catalogue

All existing Stockitems are replaced by the new Catalogue
details

Are refreshed except lines:
eg.1,5,6

Enter the line numbers to be retained — for example: 6 (Line 6,
which is usually Call Number). Line numbers correspond to the 6
lines of Stockitem display (for example: Line 1 is usually Title,
Line 2 Author etc.)

FIELD OPTION

EXPLANATION

Please choose | Exact
the location to

Only order items where location is the same as the current
Amlib location will be candidates for replacement

use when Any Stockitems on the file may replace any order item on the
matching an database
order
Only create Checked The import of data will result in no Catalogue records being
stockitems created. Only Stockitems will be created.

Unchecked Create Catalogue records as well as Stockitems

(Default)

2.

Enter the options you would like, then click the OK button — the Saved Files screen will

display:

yavediIEs

Saved Files

Type the names ofthe files intawhich all the newly created Catalogues,
Autharities and Stockiterns will be saved.

[X]

Catalogues | EXCH JP 20/01

Browse...

Authorities | EXCH JP 20/01

Browse...

Stockiterns | EXCH JP 20/01

Browse...

Ok | Cancel

i
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3. Type the names of the files into which all the newly created Catalogues, Authorities and/or
Stockitems will be saved (if you do not want to check new items — for example: Authorities,
do not enter a filename)

4. Click the OK button

HINT: These files assist in finding the newly created Catalogues, Authorities and/or Stockitems after
the import. The Filenames are created so that you can identify the file later. A suggested Filename
could be the type of data — for example: SCIS or EXCHANGE, the date and the initials of the staff
member processing the data.

5. If confirmation of duplicate items has been requested in the parameters, a Catalogue Match
screen will display every time a duplicate item is found:

alaibp et 4
~didlogue maic LJ

& recard exists on the system with the following tags defined:

Tag Description

020 :978-0-7924-5229-4

100 iLehain, Fraderic,

245 i The art of cooking § Frederic Lebain, Jean-Paul Paireault
260 iMew York, MY, - Mallard Press,,

260 ic1890.

It has been matched against the current upload record:

Tag Description

020 :978-0-7924-52249-4

100 iLebain, Fraderic..

245 iThe art of cooking § Frederic Lehain, Jean-Paul Paireault
260 iMew York, MY, Mallard Press,

300271 p.oocolill; 30 cm.

Are the above two records the same?

Yes ‘ Mo ‘ Eeplace |

6. Are the above two records the same? Click the Yes, No or Replace button

OPTION EXPLANATION

Yes The catalogue entry that exists on the database will remain as displayed in the top box.
A new Stockitem would need to be added if appropriate. The imported record will not
be included in the New File created for Catalogue or Authorities

No A new catalogue will be created with the data from the Imported data being used for
the new catalogue record. The imported record will be included in the New File created
for Catalogues or Authorities

Replace | The existing catalogue entry will remain but the data will be replaced with the data
from the imported recorded. The imported record will not be included in the New File
created for Catalogue but there may be some additions to the Authorities file

7. An Update prompt will display, indicating the progress of the import:
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|--|_de'1!'!':'

Updating MARC Data...

N 20%

8. When the update is finished an Update prompt will display, showing the number of records
Updated: Record Numbers X to X have been Updated.

|- pdate x|

L.l
\]:) Recaord Mumbers 1 ko 10 have been Updated.

9. Click the OK button
10. You will be able to view the log by selecting the F6 Log button

Fé6 Marc Log

This log lists any errors that were experienced in the process of importing the file and also what
action was taken with certain items. Most of the errors that display in the log are caused by the tag
numbers not being defined on the Amlib database. This may be because we did not wish to use them
in the Catalogue data but were present in the data file.

Accessing a File after Import

If you had entered file names into Catalogue, Authorities and/or Stockitems, it is possible to access
these new records from the Catalogue, Authorities and/or Stockitems applications. Select File >
DisplayFile from the menu in any of these modules and select the relevant file.

For example: (Stockitem List)

1. Launch the Amlib client
2. Go to Main > Stockltem > Stockitem — the Stockitem screen will display

3. From the menu, select File > DisplayFile — the Stockitem Saved Query Results table will
display

4. Highlight the file and click the F9 Select button — the List of items created on import will
display:
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5. Double-click on an item to display the full record

#" Stockitem List - 301 rows - perth city 21/3 - [oJ&d
Main Table #References FEile
Seqy Title: Author Call Mo Seties Form Stats |On| On |Rsy| Due | Perm | Process | Edit. | Vol Tem|[A
Log Ol Back | Loc Loc
43 | The god of chaos § Tom Bradk Bradky, Tom. F BRA BK :AF [ E&s 2005, E&s
44 | The book of dead birds : a noéBrandeis, Gayle.  (F BR& BK iAF MW i0 E&= 2003, E&s
45 | The grest Scot ;& novel of RoiBruce, Duncan &, iF BRU BK iAF MW i0 E&Z 2004, EAS[ =
46 | Chernobeyl © nuclear disaster fiBryan, Michol, 1958 J363.1799 BR: Environmental: B (JMF iR iW (0 E&Z 2004, E."l.SL
47 | The rough guide to iPods, iTuré Buckley, Peter 1971006 5 BUC Fough guides ! BH (M MW 0 E&= 2004, E&=
45 | Bu yao jiao wo Zhow Jielun § B Buding. F BLIC Wang U xiso sBH : AF MW i0 E&s 2004 i49, PEAS
49 | Shitou yu yan = La prophétie iBujor, Flavia. F Bl BH :AF [ ] Eas 2004, E&s
S0 [Wrong about Japan @ a father's Carey, Peter, 19439152 CAR BH iAMF M R 0 E&S 2005, E&s
51 |Eichmann : hiz life and crimes } Cesarani, David. 364151 CES Bk PAMF M M (0 EAS 2004, EAS

For Schools: To each new item add the correct Barcode, Current Cost (price), Stats Code, Form code,

Source (if required) and generally check other details.

_&.Siu":}'_]:[eulj - JILAFF =it fi=la=s Liliu“:_'J';.f 4. Add
Main  Application  Item  XReferences  File
Source
1 Add ltem [l Clear F2 Insert F3 Update | F4Delete | F5 Query F& Table FT << F8 < | F9 = | F10 ==> | f
) — Query Via (supplier i
N r It C Cat K 1 i
oba COde“ Item No |2llERREER] Cat Ref No 33419 e ! e W required)
Previous Queries ﬂ J J J
2. Check Title| Doctor Who Galaxy Fot William Emms
Form & o
Author| Emms, William ’_ 5. Add correct
Stats—Codes Publisher| London: W. H. Allen {Target Books),
L Cost (do not
Series/ISBN| Doctor Who [Ea ] 1985 =
- Subject| johntest add S SIgn)
3. Check Call Numher\@ms J [Form |BK [ Call Set]
Location Description \‘ il e |
Location } / ———
Perm |CHELSEA Temp |CHELSEA Floor |pI Y Origin/Source |_
B L&:ah:; W Loan Type Opac? |T Alert m Process | |
Received |04/03/1997 ﬂ ﬂ Accessioned |04/03/1997 Current Cost |20.00 6. Add any Other
Group [LIBRARY relevant
ILL Library: ILL Ren: ILL Due: ITEMTYPE: N MEMOS: 0| information
Onloan H Due onOrder H Res 0 Seq Set 7?5z
8 22 200
Last Modified  13/022011 10:18:07 PM hy STAFF Issues 6
Subject | SCRL

6. To access a list of codes in a field press the .<Tab> key. For example: in the Stats Code field,

pressing the .<Tab> key will display a list of your Stats Codes and Descriptions — double click

to make your selection

Please Note: If no Stockitems were created during import, then access the Catalogue Saved File —

and refer to the Adding Stockitems process outlined as part of the Manually Adding New Records

procedure below.
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Duplicating Existing Records
Duplicate [F2
Used to duplicate (close copy) an existing Catalogue record.

1. Launch the Amlib client

2. Go to Main > Catalogue > Catalogue (or the icon) — the Catalog screen will display:

|ﬂ Cainalyd = SRR ar Ol Ly J |\3
Main  Application Catalogue  ZReferences  File
F1 Clear | F5 Query | |
Security Group |
Opac View Restriction (Y/Nj: [N Previous Queries J J J J J
Tag 1 2 Data AGro
8| el ¢
Insert
Replace
Modify
Delete
|
Search Term Ref: Seq Set
|HARRY POTTER| 60 e

3. |Initiate a F5 Query to locate the existing catalogue record to be duplicated

4. Click the Duplicate [F2] button —a prompt with the following message will display:
Duplicate Catalogue. Are you sure?

|[J'.J}_J!]t'1!i'—.' 1

9P

H_...‘/ Duplicate Catalogue, Are vou sure?

5. Clicking the Yes button will result in a duplicate catalogue record being created (it will have a
different Ref No to the original catalogue record) — the following prompt will display with the

following message: The Catalogue has been Duplicated.
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I ity

L]
\1) The Catalogue has been Duplicaked.

x|

6. Alterations to the new catalogue record can then be made

WARNING: The Modify button should be used with caution. When used to modify an Authority Tag,

the changes will apply to all catalogues using that Authority.

7. Delete Tags you no longer wish to have or replace them with other Tags

ILL from Catalogue Record

Amlib now enables the ILL screen from a Catalogue record.

1. Launch the Amlib client

2. Go to Main > Catalogue > Catalogue (or the icon) — the Catalog screen will display

3. Locate a catalogue record using the F5 Query function

Iﬂ St al el Wi e iR hel seai S ey

Main  Application  Catalogue  XReferences  File

F1 Clear | Duplicate F3 Update Fd Delete F5 Query Fé Table

CIox]

Rowling, J.EK.

Harry Potter and the prisoner of Azkaban / J K. Rowling.
London :: 1999,

F ROW

Security 0 Group ||_|BRARY

STAFF
TREVOR

|
]
Holdings

19/m022011 14221
03/08/2000

4. From the menu, select XReferences > CreatellL — the InterLibrary Loans screen will display:
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Jngr=y iyt Bty

ﬂ‘

FicClear | F2insert F5Refrsh | F6 Updbef |

Fremt | Fapr2 | Fopis

F10 Upper |

Author | Rowling, JK.

Title | Harry Fotter and the prisoner of Azkaban [ 1K Rowling.

Class: |FROW
Other ref
Ext. RefNo eqISEN |
Publisher: | London = 1999,

Cost ,7
T

On Order

o

DatelEdition | Witches

Browser
Parameters

Jger name

TREYINFO

Fassword

W

Supplying ,7 HTHL File
. . *
Lisrzries — lamlinBASE
*
Regquesting CHELSEA CHELSEA LIBRARY
. ** Mote: * Only
Collection At CHELSEA LIBRARY *  Borrower these fields may
Optional ltem Code be Updated
Comments = |
Status Date
*Form  Stats. Source LoanType Cpac Alert Qper PermLochn TemplLocn  Patron Reqgd
Bl ILL ¥ ¥ W Supplier [T Supplier
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SECTION 3: MODIFYING CATALOGUE RECORDS

1. Launch the Amlib client

2. Go to Main > Catalogue > Catalogue (or the icon) — the Catalog screen will display

3. |Initiate a F5 Query to locate the Catalogue record that requires editing (alternatively, if the
item record is open in the Stockitem module, select XReferences > Catalogue)

|ﬂ Cairalyg = SRR il Ly _‘J |L3
Main Application Catalogue  2References  File

Fi Clear | Duplicate F3 Update Fd Delete F5 Query Fé Table FT << F3 < F9 = | F10 ==> |

Rowling, J.K.
Hanrry Potter and the Chamber of Secrets / by J K. Rowling ; illustrations by Mary GrandPre.

New York : Arthw A. Levine Books, 1999,
Holdings

078-0-430-064806-6 (hardcover)

STAFF 210272011 E:46:36
JOHHPREN 040872010 4:00:29

Opac View Restriction (Y/N): [N~ Previous Queries 1| 2| 3| -a| |

Security 0 Group |LIBRAR‘|"

Tag 1 2 Data AGro
522 AR uer | | &
522 AR LEVEL 3.5 LIBR
Insert
350 | ‘Fantasy comics. 4
1 Wizards LIBR Replace
1 iMagic LIBR
1 Schools LIBR |

Modify Using the Work Sheet

It is now possible to edit an existing catalogue record using the Catalogue Work Sheet.

1. From the menu, select Catalogue > Catalog Modify using Worksheet — the Work Sheet

screen will open

|@ orHashECIEs A aalaEie sea BTy __j |\3
Main  Application  Catalogue
F1Check | F2msert | F3save | Fapelete | F6 SF Ins F8 SF Del
/ Publisher {Imprint) Opac View Restriction (Y/N): ’T
Tag 1 2 1-a 2-b 3-c
No Place Name Date
of publication : of publisher , of publication
1:4|FROW :
Field Heading Subfield
1 Rowling, J.K
931 Sports
245 11 :0 | Harry Potter and the J.K. Rowling.
chamber of secrets /

2. The catalogue record can then be edited/modified in the same manner as a new Catalogue

record (see above)
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3. Existing Authorities cannot be altered in the Work Sheet — if a new Authority is to be created
(for example: one with a different subdivision), then the F2 Insert button should be used to
enter it on a new line to that of the existing heading (the existing heading can be retained or
removed using the F4 Delete button)

Insert
Inserts a new Tag for the Bibliographic record.

This process will be different depending on whether the Tag chosen from the list is an Authority or
Non-Authority Tag.

%]

™

|."_? aiaiog=tl hhaaiat e lsead whrarny

Main  Application  Catalogue xReferences  File

FiClear | Duplicate | F3update| F4Delete | F50uery | Fé Table FT << F8 < F> | P10 |

Rowling, J.E.
Hanry Potter and the Chamber of Secrets / by J K. Rowling ; illustrations by Mary GrandPre.

New York : Arthwr A. Levine Books, 1999,

Holdi
078-0-439-06486-6 (hardcover) __Holdings _ |

Security 0 Group |L|BRAR‘I’ STAFF 210272011 E:46:36
JOHNPREN 0470872010 4:00:29

Opac View Restriction (Y/N): [N Previous Queries _1J _2] _3] _4J _J

Tag 1 2 Data AGro
522 AR uer | |2 2]
522 AR LEVEL 3.5 LIBR

Insert

i Fantasy comics,

650 1 [Wizards LIBR Replace
650 1 | Magic LIBR

650 1 (Schools LIBR I
650 0 |Hogwarts School of Witcheraft and Wizardry (Imaginary organization) LIBR= M

1. Click the Insert button on the right-hand side of the screen —the Select For Creation table
with a list of Tag Nos will display:

B[]

Tag Description

610 ; Suhject- Corporate name

611 ; Suhject- Meetin/iConference name

nject- Topical term

651 ; Suhject- Geographic term

653 {Index Term - Uncontrolled

655 {Index Term - Genre

656 ; Occupation

2. Double-click on the desired Tag

Insert Non Authority Tag

1. Ifthe selected Tagis a Non-Authority — the SubFields window will display:
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SUuFl s

F1lew F3 Update | | F5Format|  F6 Table |

MNote

Tag | 500 gt [ a2z [

Seq | SubF Data
10 A This iz a notel =

—5

2. Please ensure you enter the correct data into the correct subfield — clicking the F6 Table
button gives the Valid SubFields/Parts table available for that Tag:

[E3 i DRI AP X

SubF Diescription Rpt

a iGeneral note ] =

3. Once the data has been correctly entered click the F3 Update button

Insert an Authority Tag

1. If the selected Tag is an Authority —the Authority Replace screen will display:

| A b s \3
F1 Clear | F2 HewAut F5 Query |
Subject- Topical term
Tag Ind1  Ind2 Last Changed By
Bs0 [ |
Camment Cat Matches Haz
Mote |5

Please Note: Notice the green colour of the list (in this example: a 650 | Subject Heading)? This is

because the headings shown come from the Authorities module.
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2. Typein a Search Term (for example: Fantasy) and click the F5 Query button — a list of
matching terms will display:

AULNoRLY REpldce,

Fi Clear | F2 HewAut| F3 Replace ‘ F5 Query |

Suhject- Topical term

Tag Ind1  Ind2

Last Changed By
T N
Comment Cat Matches Has

0 iFantasyfilms. [+

Search Term fantagy

3. If the correct term is in the list:

a. Highlight the term and click the F3 Replace button

b. The Authority Replace screen will close and the selected Authority will appear in the
catalogue record

4. If the correct term is NOT in the list or your search gives no results:

a. Click the F2 NewAut button — the SubFields screen will display:

SuDEeIdE %]

F1 llew F3 Update | | F5Format|  F6 Table |

Subject- Topical term

Tag [g50  Ind1 | nd2 [

Seq | SubF Diata

INEEL a iFantasy comics| E |
o a0 k3
= 40 W
= a0 z
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b. Please ensure you enter the correct data into the correct subfield — clicking the
F6 Table button gives the Valid SubFields/Parts table available for that Tag:

[E5 Ll JUFE P 3
SubF Diescription
a iTopicalterm

i
=

General subdivision

<iciwiz

X
v iChronological subdivision
Zz iGeographic subdivision

c. Once the data has been correctly entered click the F3 Update button

d. Click on the red X in top-tight corner to close the Authority Replace screen — the new
Authority will have been added to the catalogue record:

Tag 1 2 Data AGro
500 "Year 2"--Spine. ﬂ ﬂ
500 Sequel to: Harry Potter and the sorcerer’s stone. sm—r
320 When the Chamber of Secrets is opened again at the Hogwarts Schoel for
522 AR LEVEL 3.5 LIBR Replace
522 AR LIBR

: ‘Fantasy fiction, American. 1 Q
650 Fantasy comics. LIBR el
650 1 ‘Wizards LIBR

Once the Authority has been entered, it is available for use in subsequent catalogue records.
Replace
Replaces the Tag data with an alternative heading.

1. Highlight an Authority to be replaced

2. Click the Replace button on the right-hand side of the screen — the Authority Replace screen
will display with highlighted Authority:

| sothomiyheniace Lﬂ

F1 Clear | ‘ F5 Query |

Suhject- Topical tarm

| Wizards
Tag Ind1  Ind2 Last Changed By
550 |_ |1_ 070702000 G1203PM  JOHMPRENTICE
Comment Cat Matches Has

Note |2

3. Typein a Search Term (for example: Fantasy) and click the F5 Query button — a list of
matching terms will display:
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AULNoRLY REpldce,

Fi Clear | F2 HewAut| F3 Replace ‘ F5 Query |

Suhject- Topical term

Tag Ind1  Ind2 Last Changed By

T N

Comment Cat Matches Has
Mote E|
PN

12 EFantasy.

Search Term fantagy

4. If the correct term is in the list:

a. Highlight the term and click the F3 Replace button

b. The Authority Replace window will close and the selected Authority will appear in

the catalogue record
5. If the correct term is NOT in the list or your search gives no results:

(Please Note: this option NOT available if User settings have been set to DISABLE
modification of Authorities in the catalogue screen — the Insert button should be used to
create a new Authority and the existing Authority removed from the record using the Delete

button)

a. Click the F2 NewAut button —a prompt with the following message may display:
Creating an Authority replaces the existing Authority. Continue?

T
|'_.![.!!'_s.:; U RaHepiace

'?‘/‘ reating an Authority replaces the existing Authority, Continue?
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b. Click on the Yes button — the SubFields table will display:

SUDFields %]

F1 Hew F3 Update | | F5 Format Fé Table |

Subject- Topical term

Tag | 650 ndt [ Indz [

Seq | SubF Data
10 a Fantasy comics)| E
- k] ¥
- 40 y
- a0 z

c. Please ensure you enter the correct data into the correct subfield — clicking the F6
Table button gives the Valid SubFields/Parts table available for that Tag:

(= NEId SUb Rl ParEs %

SubF Diescription

i
=S

a iTopicalterm

General subdivision

e Pl

X
v iChronological subdivision
7 iGeographic subdivision

d. Once the data has been correctly entered click the F3 Update button

e. Click on the red X in top-tight corner to close the Authority Replace screen — the new

Authority will have been added to the catalogue record:

Tag | 1 | 2 Data AGro
300 Wear 2"-Spine. ﬂ ﬁ
500 Sequel to: Harry Potter and the sorcerer’s stone. r—
520 When the Chamber of Secrets is opened again at the Hogwarts School for
522 AR LEVEL 3.5 LIBR HERINEE
522 AR LIBR

: ‘Fantasy fiction, American. ) 4
650 Fantasy comics. LIBR LEEE
650 1 ‘Wizards LIBR

If the heading to be replaced is not found, a new Authority can be created. This only replaces the
existing Authority in this particular item.

Modify

Please Note: It is possible to update User Name security so as to DISALLOW the editing of Shared

Authorities using the Modify button. This helps ensure the integrity of the Shared Authorities (which
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may be in use in other Catalogue records). Authorities can then be modified by XReferencing to the

Authorities module.

1. Highlight the Tag to be modified and click the Modify button on the right-hand side of the
screen — the Tag will open in the SubFields screen

WARNING: If the tag is an Authority, changes will be made to ALL Catalogue records using this
Authority. BEWARE!

SuhHields E3

F1 llew F3 Update | | F5Format|  F6 Table |

Physical description

viil, 341 p.cill.; 24 cm.

Tag | 300 ndt | Ind2 | o4psio10 4.00:27 P JOHNPRENTICE

Seq | SubF Diata
10 a i, 347 p.: =

200 b g

30 coi24com.

2. Make the changes

3. Click the F3 Update button when complete

Delete

Deletes a highlight tag (for this record only — does not affect other Catalogue records or any

Authorities previously created).

1. Highlight the Tag to be deleted and click the Delete button on the right-hand side of the
screen — a prompt will appear with the following message: Delete Current tag. Are you sure?

| [ BTl e ]

?r/ Delete Current Tag, Are wou surey

2. Click the Yes button

3. The Tag will be deleted
Hide/Show

Alternates between hiding/showing tags for this record.
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1. Click on the Hide button on the right-hand side of the screen to hide the Tags in the

displa

2. Click on the Show button on the right-hand side of the screen to show the Tags in the

displa

yed record (Hide will then be replaced by Show)

yed record (Show will then be replaced by Hide)

Please Note: Show has to be selected to enable the Duplicate button.

Movement

of Tags

1. Highlight the Tag to move and use the arrow keys to move the Tags up or

down
Tag 1 | 2 Data AGro
500 "Year 2"--Spine.
500 Sequel to: Harry Potter and the sorcerer’s stone.
520 When the Chamber of Secrets is opened again at the Hogwarts School for
522 AR LEVEL 3.5 LIBR
522 AR LIBR S
650 Fantasy comics. LIBR
650 1 iWizards LIBR

/—. Arrows
enable the

w8

Insert

Replace

Delete

R

Please Note: This sequencing possible within the record depends on what is set in the Main >

Tags to be
sorted. For
example
having the
Main
Subject
heading first

Supervisor > Installation — Catalogue tab parameter line: Allow tags to be sequenced anywhere
within a catalogue (Y/N) — see here for further details.

o Ifitis left at the default Y, staff will be able to use the up and down arrows on the Catalogue
record to reposition any MARC Tag within that record

e [fitis changed to N, this will then restrict the ability for adjusting the sequence of a MARC
tag in a specific record to its specific range only. This means that if there is only one MARC
tag to that record it cannot be moved, but if there is more than one MARC tag, for example
subject headings, then these can be moved within this group only
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Catalogue Record Created / Last Edited Information

For newly created (and imported) Catalogue records it is now possible to tell which user created a

record, and who it was last edited by. The top line shows when the record was last edited, and the

bottom line remains the same, showing when the record was created. This information is not

retrospective so that for all existing records, only the user, date and time for the last update will be

shown.

|ﬂ Cunilyd - FTAFF s Gzl Dy
=) y

Main  Application  Catalogue  xReferences  File

F1 Clear | Duplicate F3 Update Fd Delete F5 Query F6 Table FT << F3 < F9 > |

AER|

F10 >> |

Fowling, J. K.
Harry Potter and the chiamber of secrets / J. K. Rowling.
London :: 1998.

|12

Heldings

F ROW
Security 0 Group ||_||3RJ|:\R\,-r STAFF 19022011 1:42:21
TREVOR 03Mar2000
Opac View Restriction (Y/Nj: [ N Previous Queries j ﬂ ElEIEd|
Tag | 1 | 2 Data AGro
931 Sports LIBR ﬂ ﬂ
245 ¢ 1 ¢ 0 iHarry Potter and the chamber of secrets / J.K. Rowling. LIBR Insert
260 London 1998,
300 251 p. Replace
{ | 0 {Harry Potter
522 AR LIBR 4
650 Fantasy. LIBR gelete
650 : 0 : T :Witches and warlocks - Fiction. LIBR
|
Any Keyword Ref: 35306 Seq Set ?Size
|HARRY POTTER 4o

SCRL
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SECTION 4: PARAMETERS

Supervisor

Installation: Catalogue Defaults

It is possible for Amlib to use certain MARC tags (for example: 020 | ISBN) for duplicate checking
purposes. This is especially important when importing records (where a lack of matching can result in
unwanted duplicate records).

1. Launch the Amlib client

2. Go to Main > Supervisor > Installation — the Installation (DEFAULT) screen will display
3. Select the Catalogue tab:

|Q Insialiatipmes i aaiiEhelceal ahrany _J ld

Main  LibraryMenu  Installation

F3 Save F5 Query

All ‘ Borrower | Catalogue Circulation | Stockitem System Other ‘
DEFAULT
Diescription

Aare record if one of the following tags match i001 0200

Allow Catalogues to be restricted from viewing in MetOpacs (YN

W

Allow tags to be sequenced anywhere within a Catalogue (M) Ny
Automatically 'Show' the Catalogue details after a search (VM) Ny
Automatically Tick'the Worksheet button in Catalogue Create (YN Ny
1

M

M

a

Catalogue deletion level {1-4) (1=least severe, .., 4=maost severa)
Default for catalogue Opac Restrict (M)

Display Tag Description in Catalogue instead of Tag Ma

Enter % to adjust price of itern on Marc Import (eg 10 = +10%)
marcimpont Replace: dont delete these tags from the existing cat

marcimpont Replace: don'timportthese tags from the incaming cat

Cnly match an AQL ifthe incoming record has the same location Y

Feplace an Order if one of the following tags match an Order Mo 001 020022035
Found the price of all imported stockiterns to: {ie 0.05 = 4 cents) 0.04

Tag to be farmatted as an ISBN 020

4. Type the desired settings into the Value column (see the following list for parameters to
adjust)

5. Click the F3 Save button when complete

6. Exit and restart the Amlib client for these settings to take effect
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FIELD EXPLANATION EXAMPLE
A Marc record exists if | A check is made for existing data matching the Tag 001 020 022
one of the following numbers entered with the importing data. Note: ISBN
tags match has 2 modes when dealing with Multiple ISBNs. If the
020 Tag is included, Amlib will look at all the ISBN’s
within an incoming record and match as required
Match any: | The ISBN/s of the existing record must | 001 020 022
(Found in DEFAULT Enteronly | match one of the multiple ISBN’s
screen only) one ISBN within the incoming record for it to be
Tag No in considered existing — for example:
the Value when the Import file has 2 ISBNs and
column the existing Catalogue has only 1 (or
more) a match will occur if at least
one ISBN matches
Match The ISBN/s of the existing record must | 001 020 020 022
exact: match with the same number of
Enter the (multiple) ISBN’s entered here. If ALL
number of | the ISBNs match with those in the
020s to incoming record, it will be considered
match the existing
incoming
with the The record from the input file with
existing multiple ISBN's must match ALL the
existing catalogue ISBN's (for
example: 001 020 020), so if the
incoming record has 2 ISBNs a match
with an existing record will take place
only if BOTH ISBNs match

Allow Catalogues to be
restricted from
viewing in NetOpacs

(Y/N)

N The Opac View Restriction (Y/N) default within
the Catalog screen will be set to N and the
checkbox cannot be edited

Y The Opac View Restriction (Y/N) default within
the Catalog screen will be set to N but the
checkbox can be edited

Allow tags to be
sequenced anywhere
within a Catalogue

(Y/N)

N | The Marc Tags in the Display section of Catalog
screen can only be moved within the Tag No
and not anywhere else. The Arrows will be
inactive once the end of the section is reached

Y The Marc Tags in the Display section of Catalog
screen can be moved anywhere in the record.
The Arrows will be active to move to any Tag
sequence

If set to N, the order of the
Tags in a particular section
(the example: 650), can be
altered but not beyond the
650 section. If setto Y, the
order of the Tags can be
set anywhere on the
display — for example: a
650 Tag could display
above the 020 Tag.

Automatically 'Show'
the Catalogue details
after a Search (Y/N)

Y When the Catalog screen displays: always
display the full Bibliographic data for the
Catalogue record, rather than the User clicking
the Show button on the Screen

N | When the Catalog screen displays: the User will
need to click the Show button or choose
Catalogue > ShowAsDefault from the Catalog
menu, to display the full Bibliographic data for
the Catalogue record

Y

Automatically 'Tick'

Y Set the Default to have the Worksheet
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the Worksheet button
in Catalogue Create

(Y/N)

displayed for Catalogue creation

N | The Default is not set to Worksheet and the
user may click the Worksheet button if it is
required

Catalogue deletion
level (1-4) (1=least
severe, ..., 4=most
severe)

When catalogues are deleted, all the Non-
Authorities are automatically deleted. The levels
below only apply to the Authorities that were
attached to the Catalogue that is to be deleted.

Levels 1, 3 and 4 also delete the non-preferred
Authority if the preferred authority is not attached
to a catalogue. Level 1 does this because a unique
authority should not have anything seeing it.

Level 1: (Least SEVERE) The Authority will only be deleted if it is:

e Not attached to any other Catalogue
e Aunique Authority

Level 2: The Authority won't be deleted if it:

e s attached to any other Catalogue record
e Is Seen By another Authority

e Has a See Also reference to another Authority

e s Seen Also By another Authority

Level 3: The Authority won't be deleted if it:

e s attached to any other Catalogue record

e Has a See Also reference to another Authority that is attached any other

Catalogue record

e s Seen Also By another Authority that is attached to any other Catalogue

Level 4: (Most SEVERE) The Authority won’t be deleted if it:

e |[s attached to any other Catalogue

Default for catalogue
Opac Restrict (Y/N)

Enable the Catalogue Restriction for the OPAC (as
opposed to NetOpacs) to be set. Most sites would
set thisto N

Display Tag
Description in
Catalogue instead of
Tag No

Y | Displays a Description rather than a Marc Tag

MarcTags

number — for example: Topical Subject Heading

The Descriptions are set in Main > Authorities >

N | Displays the Marc Tag number — for example:
650
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Enter % to adjust price
on item on Marc
Import (eg 10 = +10%)

The percentage entered will be the default price
adjustment in the Bibliographic Option screen during
the Marc Import. This allows for the Item Price
during Marc Import to be appreciated automatically.
For example: to allow for GST. This default can be
overridden within the Bibliographic Option screen if
required

10 (defaults to: +10%)

Marclmport Replace: During the Marc Import, sets the default for the Y
don’t delete these tags | Bibliographic Option screen —identifying Tags that
from the existing cat are not to be replaced:
e Does not delete the existing data from the
specified Tag(s): the Tag is automatically
. laced in the Don’t delete... field box
(Found in DEFAULT P
screen only) e Does import the new data for all other Tags
(deleting any existing data)
¥ Replace all tags EXCEPT:
Dont delete the following tags from the
existing catalogue eg. 650,700
| 082
Dontimport the following tags from the
incoming catalogue eg. 650,700
Marcimport Replace: During the Marc Import, sets the default for the N
don’t import these Bibliographic Option screen — identifying Tags that
tags from the incoming | are notto be replaced:
cat
e Does not import the new data for the
specified Tag(s): the Tag is automatically
placed in the Don’t import... field box
(Found in DEFAULT e Does import the new data for all other Tags
screen only)
¥ Replace all tags EXCEPT
Daont delete the following tags from the
existing catalogue eg. 650700
| 082
Dontimport the following tags from the
incoming catalogue eg. 650,700
| 032
Only match an AOL For Advanced Order Records (W.A. State Y
record if the incoming | Government of Western Australia data only). Will
record has the same only match an AOL record from an exchange if the
location AOL has the same location as the incoming record
Replace an Order if The system compares the Order Numbers on an 001 035

one of the following
tags match an Order
No

incoming exchange and replaces the existing data
only if the Order Numbers are matched to the data
in the specified Tags
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Round the price of all When importing Stockitem records with prices, the 0.05
imported Stockitem to: | Item Current cost and the Original Cost (if new
(ie 0.05 = 5 cents) items), are to be rounded to the amount set in this
parameter
(Found in DEFAULT
screen only)
Tag to be formatted as | ISBNs and ISSNs are usually formatted with — 020
an ISBN separators between the numbers. The actual
formatting depends on a number of rules and is
(Found in DEFAULT based on the starting numbers in a group.
screen only)
Tag to be formatted as 022
an ISSN
(Found in DEFAULT
screen only)
Tag to be used as the (WA State government sites only) When AOL files 001
AOL Order No are processed the system will generate an order
number based on the contents of the Tag Number
(Found in DEFAULT field defined in this parameter.
screen only)
Tags using the first For filing, the first indicator displays a number of 730 740
indicator as the characters to ignore — for example: “the” would
number of chars to have a second indicator of 4
ignore
(Found in DEFAULT
screen only)
Tags using the second For filing, the second indicator displays a number of | 240 245 440 490 745 840
indicator as the characters to ignore — for example: “the” would
number of chars to have a second indicator of 4
ignore
(Found in DEFAULT
screen only)
Use the (L)ogin group The Library Group code used when inserting Non- C (Default)

or (C)atalogue group
for the group code of
new non-authority
tags?

Authority tags would usually be the same as the
Catalogue Group code. However, there may be
instances where libraries may want the option of
using the Login ILcation’s Group code
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Installation: Stockitem Defaults

The setting for this is contained in the Installation settings:

1. Launch the Amlib client
2. Go to Main > Supervisor > Installation — the Installation (DEFAULT) screen will display
3. Select the Stockitem tab:

r p= - el E I ¥
|3@ InstallataorEsil wil o aa i T EIS e ay S hrary ‘ |d

Main  LibraryMenu  Installation

F3 Save F5 Query

All ‘ Borrower | Catalogue ‘ Qirculation| Stockitem System Other ‘

DEFAULT

Diescription Walue
Default ltern Form i
Default ltern Stats Code AF
Delete a stockitern memo when it is #3358 days old 3559
Ceprec. lterms on straight line hasis Ny
Description of Stockitern Convert Yalue Copy Mo f Convert
Description of Stackiterm Description Description
Description of Stockitem Pracess Pracess
Enter Itern Line Mumbers ta refresh on Cat Changes 12345
keep History record of price changes Y
Crder of columns to display within Stockitem STE_LIMET, STK_LIMEZ, STK_LIMEE, 5T
Show hemos in Stockitern automatically (D ]

4. Type the desired setting into the Value column (see the following list for parameters to
adjust)

5. Click the F3 Save button when complete

6. Exit and restart the Amlib client for these settings to take effect

It is also possible to adjust these settings by individual Location (see above).

FIELD EXPLANATION EXAMPLE

Default Item Form Allows you to define the default Form code to be BK
automatically generated for new items (this also sets the
default labels used on the Stockitem screen)

Default Item Stats Code Allows you to define the default Stats Code to be ANF
automatically generated for new items

Delete a stockitem memo When creating an Stockitem memo you may supply an 365

when it is ##i# days old expiry date. Otherwise the system will calculate the

expiry as being the current date plus the number of days
entered in this field. A report can be run to identify
memos that should be deleted from the system.
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Deprec. Items on a straight Regardless of the depreciation method, the same Y
line basis depreciation tables are used within Amlib. The essential

difference is in the calculation and which cost price is

used for the calculation.

SettoY:

Depreciate using Original cost and percentage to

calculate number of years for depreciation

Setto N:

Depreciate using Current cost and percentage to give the

item a Reducing Balance based on number of years for

depreciation.

See: Stockitem screen > Application > StockStatsGroup —

F7 AccPri
Description of Stockitem This allows you to define you own label for this field on Copy No /
Convert Value the Stockitem screen. Convert
Description of Stockitem Description
Description
Description of Stockitem Process or
Process Status
Enter Item Line Numbers to Stockitem lines entered will automatically be refreshed if | 12345
refresh on Cat Changes the associated Tags are updated in the Catalogue module.

Line Numbers are entered, without spaces or commas. If

the automatic refresh is not required, enter 0.
Keep History record of price If set to Y, an audit is kept of depreciation changes made | Y
changes to Stockitem prices, which can be reported using a

Stockitem History report
Order of columns to display The order of columns in the Stockitem List screen may be | See Table
within Stockitem changed using this parameter. (If you do change this you below

may have to adjust your Stockitem List screen report

template: SITELIST.QRP)

The names of the columns need to be typed in CAPITALS,

comma separated (,) in the order that you want them to

display. You do not need to type in all the column names.

The column names you type in will be placed at the

beginning of the table and the default will continue for

any column names you have not typed in

The Table below displays the fields that can be used for

the display.
Show Memos in Stockitem Y

automatically (Y/N)
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Stockitem Fields for Table Sequence

The following fields can be used to create the list:

TITLE IN TABLE COLUMN NAME TITLE IN TABLE COLUMN NAME
Title STK_LINE1 Volume STK_VOLUME
Author STK_LINE2 Temp Location STK_LOC_TEMP
Call No STK_LINE6 Floor Location STK_LOC_FLOOR
Form STK_FORM Item No (barcode) STK_ITEM_NO
StatsCode STK_STATS_CODE Convert Val. STK_CONVERT_VALUE
On Loan? STK_IS_ON_LOAN Description STK_DESCRIPTION
On Order? STK_IS_ON_ORDER Borrower barcode STK_BOR_BAR_NO
Reserved? STK_IS_RESERVED Borrower Name STK_BOR_NAME
Due Date STK_ISS_DUE ILL Supplier STK_ILL_SUPP
Perm Location STK_LOC_PERM ILL Renew STK_ILL_RENEW
Process STK_PROCESS ILL Due Date STK_ILL_DUE
Edition STK_EDITION Call Set STK_CALL_SET

Installation: Defaults by Individual Location

It is also possible to adjust some Catalogue and Stockitem settings by individual Location.

1. Inthe Supervisor module Installation screen menu, select Installation > Choose Location —

the Installation location prompt will display:

| Instaliation

Code Details Group
DEFAULT ; DEFAULT
BELMONT Belmont Library LIBRARY
BELMONT Belmont ITS Dept ITS
“CHELSEA  Chelsea Library ‘LIBRARY
CHELSEA- Chelsea ITS Dept ITS
HASTINGE Hastings Library LIBRARY
HOME Home Library Service LIBRARY
ILL Inter Library Loans LIBRARY
LIBRARY : Library Processing LIBRARY
MARS Mars Lunar Base LIBRARY
MOBILE : Mobile Library LIBRARY

oK ‘ Cancel |

2. Select a location (for example: Chelsea Library) and click the OK button — the Installation
screen for that location will then display

3. Select the Catalogue (or Stockitem) tab:
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|Q Installation= St atChelseal Shrarny) l d

Main  LibraryMenu  Installation

F3 Save F5 Query
Al ‘ Bormower ‘ Catalogue Circulation ‘ Stockitem System Other |

Chelsea Library

Description [ Walue

} logues to b ted from )
Allow tags to he sequenced anywhere within a Catalogue (YiN)
Automatically 'Show'the Catalogue details after a search (YiN)
Automatically Tick' the Worksheet button in Catalogue Create (v}
Catalogue deletion level (1-4) (1=least severa, ..., 4=most severe)
Default for catalogue Opac Restrict (vIN)

Display Tag Description in Catalogue instead of Tag Na

Enter % to adjust price of itern an Mare Impart (eg 10 = +10%)

Qnly match an AOL ifthe incoming record has the same location

Use the (Lyogin group or (Chatalogue group for the group code of new non-authority ta

If you would like to use the DEFAULT setting for any parameters, then you can leave the settings in
this table blank (any changes to the settings on this screen will only apply to that location)

4. Type the desired settings into the Value column
5. Click the F3 Save button when complete

6. Exit and restart the Amlib client for these settings to take effect

User Security: Modify a Shared Authority in the Catalogue Screen

The Catalogue module Modify button can be used to update any MARC tag in a Catalogue record
including Shared Authorities. This has the potential to allow a user to unknowingly alter other
records also using that Shared Authority.

For this reason, we recommend setting the Modify button to be greyed out if a Shared Authority is
selected. This help ensures the integrity of the Shared Authorities by making them only editable in
the Authorities module.

1. Launch the Amlib client
2. Go to Main > Supervisor > UserNames — the User Names screen will display:

CT A t L 4 .'
|@ HEeniames sl ihatithelseal ybrany J |L3

Main  LibraryMenu

F1 Hew | F2 Insert F3 Save | F4Delete | F5 GQuery | F6Print | FT HetWk |F8 Choose | F% Passwil

User Name Location Circ atthis  Level
Location Only = |
{Y/N)
CIRC CHELSEA N 100
DI CHELSEA N 91
i N
NETOPACS WEB N
OPAC1 CHELSEA N 91
STAFF CHELSEA N 100

3. Select a User Name in the table and click the F8 Choose button —the User Security screen
will display:
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|Q sensecunyasipEizanichelseal Shrany:

ViewingMenu  AckualMainMenu  CurrentUserMenu

Menu Chosen |Cata|ogue.NnAuthUpdate User Permissions

User Name [JOHN SMITH

Copy From...

]

4. From the main User Security menu, select ActualMainMenu > Catalogues > Catalogue —

NoSharedAuthUpdate
5. Menu Chosen display should now be: Catalogue.NoAuthUpdate

6. Click the green button to DISABLE the Users ability to modify a Shared Authority in the

Catalogue module
7. Close the User Security screen by clicking on the red [ X ]

8. Exit and restart the Amlib client for these settings to take effect

All Modules: Saved Files

1. Launch the Amlib client
2. Go to Main > Supervisor > Installation — the Installation (DEFAULT) screen will display

3. Select the Other tab:

- |

|Q installatiomesi A taaiathelseal s hrarny

Main  LibraryMenu  Installation

%]

F3 Save

F5 Query

Borrower ‘

Catalogue ‘

Stockitem

Circulation | System ‘

DEFAULT

Description
An operatar must change their password after 35 days

Apply securityto all Saved Files (YIN)

Catalogue tag no, to populate arder notes from

Yalue

4. Apply security to all Saved Files (Y/N) can be set for all saved files in any module that has this

function available. If this is set to N (for No) when saved files are viewed, the screen displays

as shown:
| i i D eSS avEd ey esalLs d
F2Empty | F3Save | FADelete | F5 Ouery | FiPrint | F7copy | FéPaste | Foelect |
Sort & Asc O Desc Cperatar: |TRE\IOR
Details Qty Owner Last

TREW MEW TITLES

il Q2619 A

Updated

241072006 12:41:37 PM

MAORI MACRON RESOURCES TREVOR
Clickview Integration Import 72 {TREVOR 050772006 9:39:12 AM
Chinese Unicode (Love Mail) 1 TREVOR 20/05/2005 9:29:53 AM

If the parameter value is Y (for Yes) this allows the operator to stipulate whether other operators are
able to access this file when the file is being created. The operator who created this file can also modify
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the column at a later time. When other operators select to view another operator’s files, only the ones
with a Y (for Yes) in the Allow other operators to access this file (Y/N) column will be displayed:

[X]

sloope Saved Duerv Rezuliz
2 DE e oy E e eSS

Fillew | F2Empty | F3save | FADelete | F50uery | FéPrint | F7copy | FiPaste | Fo select |
Sort & Asc Dest Operatar: |LUC‘r‘ j
Details Allowy other City Last File
operators to Updated Mo
access this file
(ring
I 6 | 94703 AN | 3571

CancerExport
( /IEWY JP 1 &6
EXCH JP 20/01

21022011
11 9

M 210022011 34703 AM 3546
FER Issue Deletions Al 4 10272011 51902 PM | 3572
Z39 Import A 0 141272010 12:34:39 PM: 3544
AddSubject Al 1128 :02M 22010 12:58:01 PM; 35149
Saved Cats A 104 111172010 1:30:57 PM : 3509

In the example above, the Apply security to all Saved Files (Y/N) parameter has been set to Y (for

Yes). The operator Lucy has seven (7) Saved Files created in the Catalogue module, four (4) of which

have had the Allow other operators to access this file (Y/N) column set to N (for No).

When another operator views her files they will only see for (4) displayed:

| il uE SV e I ETHES IS d
F2Empty | F3Save | FaDelete | F5 auery | Foprint | F7copy | | Foselect |
Sort & Asc Desc Qperatar: |TREVOR j
Detailz Allowy other Cty Last File
operators to Updated Mo
access this file
(AN

FER lssue Deletions by 4 TEM022011 5:15:02 Pw 3572

Z39 Import by 0 14202010 123439 PM: 3545

AddSubject by 1128 1021 22010 12:58:01 PM: 3519

Saved Cats by 104 414152010 1:30:57 PM 3509

5. Change the setting as desired and click the F3 Save button

6. Exit and restart the Amlib client for these settings to take effect

This setting can also be set by Individual Location.
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Catalogue

Display Tags

This screen allows you to set up which Tags display in the Display Tags for the brief catalogue record
that appears in the window at the top of the Catalog screen (which is also what appears in the
Catalogue List). This table is usually set up when your system is first loaded or perhaps after a major
re-organisation of the system.

1. Launch the Amlib client

2. Go to Main > Catalogue > CatDisplayTags — the Set Up Display Tags table will display:

|ﬂ seplipisplayiagsEesiiERaiEhelseal ghrany) J |L3
Main  Application
F3 Update F5 Query
Label Tags to Display
Line 1 100 110 111 700 715 710 930 -
Line 2 245 740 440 240 900 938
Line 3 260 250 905 933
Line 4 082 954 089 099 084 856 020 022 935

To use a preferred instance of multiple tags enter the indicators in the form (n,n) immediately after the tag

Note: Use ™ double quotes to indicate you want a space in the indicator

Tag Description

i 001 Control number E

008 Fixed Length Data Elements
010 :LC Control Number

{020 ISBN

. 022 ISSN

035 :Local system control number

040 : Cataloguing source

3. Define the Label and Tags to Display for each Line — these Tags (and their Labels) define how
the brief details of a catalogue record display at the top of the Catalog screen:

Rowling, J.K.

Hary Potter and the prisoner of Azkaban / J.K. Rowling.
London :: 1999,

F ROW

More than one tag can be added to the Tags to Display column. The tags should be added in order of
preference — for example: 100 110 700. If the 100 tag is present in a Catalogue record then the
contents will display for that Line. If no 100 tag is present, then the contents of the 110 tag will
display, and so on.

4. Click the F3 Save button when complete

5. Close the Catalogue module for these settings to take effect
Please Note: You will then need to rebuild the catalogue display for the existing catalogue records.

e See: Appendix 6: Catalogue Maintenance Tasks for more information
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Authority
Punctuation

Punctuation usually comes with the imported data. An exception to this is the inclusion of hyphens
between Subject Headings and the subdivision. This formatting is set up in the Authorities module
(usually Standard).

WARNING: Adding punctuation to other MARC tags may affect the importing of records from
cataloguing agencies where punctuation is taken from the imported record rather than the Amlib
system. If punctuation is added using F8 Format, duplicated punctuation may result.

1. Launch the Amlib client

2. Go to Main > Authorities > MarcTags — the Marc Tags Within the System table will display:

|£ MancalaesIL MM ESystemesy Wi G e lseay g hrany J ld
Main  Application
F1 Hew | F2 Insert | F3 Update | F4Delete F5 Query Fé Print FT SubF F& Format
Tag Tag Defa Defa Canthe | lsthe Tag |Kewwaon Default Allaw Tag
Mo Description Ind 1 Ind 2 Taghe | anAuthority Search | Catalogue Hrefs with these
Repeated | thatis only | Code Show comma sep list
ina usedin 1 Seguence
Catalogue | Catalogue
(i gl

BO0 : Subject- Personal name A M 5 g0000 (800

610 Subject- Corporate name A M 5 61000 (610

611 Subject- MeetiniConference name Ay I 5 61100 :E11

T == v * ; i

6461 i Subject- Geographic term A il s 65100 641

653 i Index Term - Uncontrolled hd M M 65300 {653

B55 {Index Term - Genre Y M M 65500 :6&5

B56 | Occupation A M M G600 (656

700 : Added entry - Personal name 0 A M A Toooo (700

710 Added entry - Carporate name 0 Ay I A Too0 (710

711 i Added entry - Meeting/Canference ng 1] Y M A 100 (71

715 Added Entry Corporate Mame A il A 715800 (715

730 :Added Entry - Uniform Title M M T 73000 1730

740 { Added entry - uncantrolled relatedian| 0 Ay ¥l T T4000 (740

780 Preceding title entry A M T Feono ive0

785 Bucceeding title entry A il T TEs00 iTas

3. Highlight a Subject-related MARC tag — for example: 650

4. Click the F8 Format button —a prompt with the following message will display: There are
two types of Marc Tag formatting: Standard and Import/Export. Configure Standard (Yes)
or Import/Export (No)?

Ernrmat -
FULLELE

P There are two types of Marc Tag formatting: Standard and Import/Export,

Configure Standard (Yes) or Import/Export (Mo)?

o Cancel

Last Updated: 12 March 2013
Page 70



Catalogue Training

5. Click the Yes button —the Display Formatting screen will display:

| IIEpiayormatiing ﬂ
F3 Save F5 Query

1, Choosea 2. Type the format of the Subfield's DATA.
Subfield and

Farmat | DATA
Standard l

h
E Before After

&+ Standard Forma
(" If SF Exists .. Els
" IfLastSF ... Else

3. Paste the Subfield to the list of Formats. Paste Delete

SuhF Format

Subfield

‘Farmat:
Format: -DATA

Format: - DATA
Farmat - DATA
Farmat --DATA

(NIRRT {0

6. Adjust the punctuation as required

7. Click the F3 Save button when complete

Please refer to the Authorities Training Manual for further information about setting up formatting
on MARC tags.

e Punctuation in manually created records is usually entered manually with the exception of
the Subject Heading divisions (as described above). Refer to the AACR2 for exact punctuation
requirements when cataloguing an item.

|ﬁ Work Sheet o STAERat Chelsealibrany. ‘_J Id1
Main  Application  Catalogue
F1 Check | F2 Insert F3 Save F4 Delete | Fé SF Ins F& SF Del
Publisher (Imprint) Opac View Restriction (Y/N): ,T
Tag 1 2 1-a 2-b 3-c
No Place Name Date
of publication : of publisher , of publication
082 :1:4|FROW
100 | 1 Rowling, J.K
245 1 10 |Harry Potter and the J.K. Rowling.
prisoner of Azkaban
260 London : Bloomsbury, 1999,
300 3T p.
440 0 [Harry Potter ; HARRY POTTER
650 | 0 |7 |Witches and warlocks Fiction.
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Stockitem Display

Determines which Tags from the Catalogue record will display in the Stockitem Display Lines.

1. Launch the Amlib client

2. Go to Main > Stockltems > StockitemForms — the Form Codes screen will display:

. —r s oy || W,
|?: ormGo esssl b aalaEh el Sead S hrarny J ,LJ‘I

Main  Application  ‘Window

F1 Hew | F2 Insert F3 Save Fd Delete F5 Query Fé Print FT Loan F& Validtn | F9 Display

Form Description Allow Floating Cat Def
Loan ? Defined
AC  Audio Cassettes Y ION N

| BR | BookRoom Y [ N N

3. Highlight a Form code in the table — for example: BK - Books

4. Click the F9 Display button —the Stock Display Tags screen will display:

SOCHANENI Ayl EPs ﬂ

F3 Save ‘ F5 Query

Label Tags to Display
Line 1 Title 245
Line 2 Author 100110700
Line 3 Publisher 280
Line 4 SeriesfISBN 1440020
Line & Subject 650 651 600630
Line & Call Mumber :082 089 099 984

To use a preferred instance of multiple tags enter the indicators in the form {n,n) immediately after the tag
Mote: Use" double quotes to indicate you want a space in the indicator

Ediion [260 |c vowme 420 [v  Price | Form | Blc

*FMOTE: You can use these parameters for another form code by entering that form code here.

Tag Description
001 : Contral number

008 i Fixed Length Data Elements

010 L Contral Mumber

020 15BN

022 155N

035 : Local systern control number
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SECTION 5: CATALOGUE MAINTENANCE

It is preferable to delete Catalogue records from the Stockitem, as this deletes the item and if the
item is the last for the Catalogue gives an option to also delete the Catalogue record.

Single Deletions

Catalogue Records can be deleted using the F4 Delete button within the Catalog screen. You may not
delete a record which has associated Stockitems. More commonly Catalogue records are deleted
using the F4 Delete button with the Stockitem screen, which allows the operator to delete the item,
as well as the Catalogue record if it is the last Stockitem associated with that catalogue record.

1. Launch the Amlib client
2. Go to Main > Stockltem > Stockitem — the Stockitem screen will display
3. |Initiate a F5 Query to locate the item to be deleted

l& STOCHILEm s Wi et e S ST J _| \2

Main  Application  Item XReferences  File

FiClear | F2insert | F3Update| FaDelete | F5auery | | |

Query Via
O Item ¢ Cat ™ Keyword [ Any

Previous Queries J J J J J

Title| Harry Potter und die Kammer des Schreckens [sound recording] / Joanne K. Rowling.

Item No |STDCK003?OB?BB Cat Ref No 36405

Author| Rowling, J.K.
Publisher| Miinchen : Der Horverlag, 2001.
Series/ISBN| 978-3 89584702 8 2001
Subject| Talking books for children.
Call Number ANF [ Form |l | call Set]

Nacrrintinn

4. Once the item is displayed, click the F4 Delete button
5. |If there is more than one item attached to the catalogue record:

a. A prompt with the following message will display:
Delete this Stockitem. Are you sure?

I VEIETEN femy 1

?/ Delete this Skackitern, Are wou sure?
—

b. Click the Yes button

c. Theitem will be deleted
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6. If there is only one item attached to the catalogue record:

a. A prompt with the following message will display:
This item is the LAST one for the catalogue. Do you still wish to delete the

stockitem?

F

| Lizl=i= fi=y)

"/ This item is the LAST one for the catalogue, Do wou still wish to delete the stockitem?

b. Click the Yes button —the item will be deleted and another prompt with the
following message will then display:

That was the last Stockitem for the catalogue. Delete the Catalogue?
| Jr=p L= =)

‘?/ That was the last Stockitem For the Catalogue, Delete the Catalogue?

c. Click the Yes button to delete the Catalogue record

Mass Deletions

Items can be deleted en masse. This can be done from a Stockitem List screen (each item that is to be
deleted needs to be highlighted) or alternatively from a Saved File.

Stockitem List

1. Launch the Amlib client
2. Go to Main > Stockltem > Stockitem — the Stockitem screen will display

3. |Initiate a F5 Query or Stockitem Where search to bring up a list of items to be deleted
(alternatively, you may decide to use a Saved File as the basis of your deletions — select File >
Display File > select a saved File > F9 Select)

e oy n | r
@ Seoeltion List - 24 fu.es _Jd
Main Table @=References File
Seq Tithe: Avuthar Call Mo Form Statz |On| Due |Rsv | Perm | Process | On Series Process Date Edit

Loa Back Loc Ord

: FPBDICK B P N oo N
Dioctor YWho and the auton iny; Dicks, Terrance. JPE DICH [=/38
Dicks, Terrance. JDICH [=/38

M i Doctar Who 197¢
975-0-491-02 195(

Dioctor YWho and the nightmare

Doctar Who and the Underao A75-0-4581-02

E
7 |Doctor weho ¢ androids of Tard Dicks, Terrance. Bl

Dicks, Terrance.

M iDoctor ko

Diactor Who Galasy Four DAl Emms, Wailliam .J ErARiS

4. Highlight the items to be deleted

Last Updated: 12 March 2013
Page 74



Catalogue Training

5. From the Stockitem List main menu, select Table > Mass Item Deletion — the Mass Delete

Items screen will display:

._ s v
Siabgs Malna iyl

ltems

I Confirm Delete tem Message Required ?

I Last ltern Message for Cat Required ?

Catalogue
v Delete Catalogue if Last ¥ ™

I~ Canfirm Delete Cat. Message Required?:

CatalogueFile

If a Catalogue record has no more items after an item is deleted
then save in the file below [ Do not choose Delete ™ above 1)

GetFile

File:

Mote : [tems on loan, reserved or with memos will not be deleted

oK | Cancel

6. Add a tick in the Catalogue: Delete Catalogue if Last ? box

7. Click the OK button — the following prompt will appear:

SOCKILETN NS e e e oS

- You are about bo delete items
With the parameters as supplied wou can expect Ehat wau will
Mok get a message For every item deletion
Mok get a message if the item is the lask For the catalogue record

Catalogue recards with no more items will be deleted
You will MOT get a message before Catalogue records are deleted

Lo wou wish to Continue ?

8. Click the Yes button

9. The items (and any associated Issue Catalogue records) will be deleted

Wand Into File

1. Launch the Amlib client

2. Open the Stockitem module
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3. Select File > WandIntoFile — the Wand Into File screen will display

4. Click the F4 Select button — the Stockitem Saved Query Results screen will display

5. Highlight an existing file, or click the F1 New button to add a new file (name it and then click
the F3 Save button)

6. Saved File: = selected file (for example: Add Subject Headings)

| Wandiiiodaie: d
F1 Clear Fd Select
Saved File: |A(I(I Subject Headings

Taotalin |0

Barcode Title

ltern Mo H

7. Scan all items
8. Close out of Wand Into File window when complete

9. In Stockitem module, select File > DisplayFile — the Stockitem Saved Query Results screen

will display:
SLOCHILEM S ayvEr N IETHEs IS \j
Fillew | F2Empty | F3save | FaDelete | F5 ouery | F6 Print | F7 Copy | F& Paste | Fo Selec‘tl
Sort & Asc Desc Operator: |STAFF j
Details Allow other Gty Last File
operators to Updated Mo
access this file

i)
Add Subject Headings i} o11: 3
MassRenTest W 2 241102010 4:51:35PM | 3008
Mass Renewals W 12108112010 11:55:09 AM | 3001

10. Highlight the saved file (for example: Add Subject Headings) and click the F9 Select button
11. Highlight all the items in the table

12. Select XReferences > Catalogue

13. This will bring up the table in the Catalogue module

14. Select File > Save All

15. Highlight an existing file, or click the F1 New button to add a new file (name it and then click
the F3 Save button)
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16. Click the F9 Select button

Catalogue Maintenance Facility

Catalog Maintenance is used for various tasks, including Mass Delete of Unused Catalogues.

1. Launch the Amlib client

2. Go to Main > Catalogue > CatMaintenance — the Catalog Maintenance screen will display:

bl il opaiEnanGeE B aaiEh el el Sy

Main  Application

X

F1 Clear

1. Choose the Maintenance Task:

Rebuild the Catalog Display

Insert all Unused Catalogs inte a Saved File

2. |Delete all Unused Catalogs that are in a Saved File

Mass Delete all Unused Catalogs

Re-sequence the tags for all Catalegs

3. |Rebuild the Marc display

Add the selected tag containing cat ref number to all catalogues

4. Select options relating to the Maintenance Task:

{none)

5. Press the 'F3 Start’ button to perform the Maintenance

Process each task in 5 steps:

1. Choose the Maintenance Task from the dropdown list

2. Insert Only consider catalogue records created before date (defaults to 1 year ago)

3. For Cat Refinsertion enter tag number here (if applicable — only for Task: Add the selected

tag containing cat ref number to all catalogues)

4. Select Options relating to the Maintenance Task... using the Options... button

5. Click the F3 Start button to begin the process

display at the top of the Catalog screen, this
maintenance task will rebuild the display of all
existing Catalogue records

OPTION EXPLANATION EXAMPLE
Rebuild the Catalog If a catalogue parameter is altered for the If Line 4 changes from 099
Display Tags to be displayed in the brief Catalogue 082 to be 099 082 020,

the rebuild is needed to

refresh existing items
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Carey, Peter, 1043~
Oscar and Lucinda

Melbourne : Australian Large Print, 1089
LP CARE

Insert all Unused
Catalogs into a Saved
File

Afile is created which contains all the
Catalogue records that have no related
Stockitem, Periodical or Order records. This
enables the Catalogue records to be viewed
before running the Mass Delete

File of Catalogues to be
Deleted in the Mass
Delete Maintenance Task

Delete Unused
Catalogues that are
in a Saved File

Only Catalogue records from a selected Saved
File, and are not referenced by a Facility will
be deleted without User Intervention.

A File has already been
created that contains
Catalogues to be mass
deleted. Select this File
when prompted

Mass Delete all
Unused Catalogues
(Purge)

All Catalogue records that are not referenced
by a Stockitem, Periodical or Order records
will be deleted without User intervention. If
the Catalogue records are to be checked prior
to running this, the Unused Catalogues can be
inserted into a Saved File, using the first
choice within this facility

Level of deletion of
associated Authorities is
set in Main > Supervisor >
Installation > Catalogue
tab — Catalogue deletion

level parameter

Re-sequence the tags
for all Catalogues

Refreshes the MARC display based on the
Default Catalogue Show Sequence column on

the Marc Tags Within The System screen
(Main > Authorities > MarcTags)

Correct “Floating Tags”
where the sequence has
been corrupted. For
example the Subject
displays before ISBN

Rebuild MARC
display

Refreshes the MARC display of Catalogue
records based on the Used in Marc Display

(Y/N) column on the Tag Subfields screen
(Main > Authorities > MarcTags — F7 SubF).
CanbeYorN.

If this column is changed
this task must be
performed for the
changes to be seen when
the catalogue record is
displayed

Add the selected tag
containing cat ref
number to all
catalogues

Add the Catalogue Reference Number to each
Catalogue record. Mostly this will be used for
adding the Catalogue Reference Number as
the 035 Tag

Mainly used for
integration with Libraries
Australia batch deletion
process — the need to
export the 035 Tag to
Libraries Australia

e See Appendix 6: Catalogue Maintenance Tasks for more information
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Add an Authority to Catalogue Records in a File

It is possible to add an Authority — like a subject heading — to all the catalogue records in a file.

1: Create a Saved File of bibliographic records in the Catalogue module. One method to do this:

a)
b)
c)
d)

e)

f)

Launch the Amlib client
Open the Stockitem module
Select File > WandintoFile — the Wand Into File screen will display

Click the F4 Select button — the Stockitem Saved Query Results screen will display

Highlight an existing file (or click the F1 New button to add a new file, name it and then
click the F3 Save button) and click the F9 Select button

Saved File: = selected file (for example: Add Subject Headings)

[t s Fits [X]
F1 Clear F4 Select
Saved File: |A(I(I Subject Headings
Taotalin |0
Barcode Title

ttern Mo: ||

Scan all items
Close out of Wand Into File screen when complete

In Stockitem screen menu, select File > DisplayFile — the Stockitem Saved Query Results
screen will display:

SLOCHILEM S ayvEr N IETHEs IS \j
Fillew | F2Empty | FiSave | FaDelete | F50uery | Foprint | F7copy | FaPaste | FoSelect |
Sort & Asc Desc Operator: |STAFF j
Details Allowy other Gty Last File

operators to Updated Mo
access this file

LYIN)

Add Subject Headings S0 22010 11:51:59 AM: 3009
MassRenTest ¥ P2 241142010 451:35FM | 3008

Highlight the saved file (for example: Add Subject Headings) and click the F9 Select
button

Highlight all the items in the table
Select XReference > Catalogue — this will bring up the table in the Catalogue List screen

m) Select File > Save All —the Catalogue Saved Query Results screen will display
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n) Highlight an existing file (or click the F1 New button to add a new file, name it and then
click the F3 Save button) and click the F9 Select button

Ultimately, how you create the Catalogue File is really up to you.

2: Once you have the File, you then need to find the Authority to add. Go into the Authorities
module, type in your search term and then click the F5 Query button

3: Select your term from the list

For example: you may want to add the subject Olympic Games to a number of bibliographic records
(within the File).

|£ AuthornbiesesivEanhelcealihrany J |L3
Main  Application  Authority  XReferences  File
FiClear | F2insert | F3Update| FiDelete | FSouery |  F6Table | | |
Subject - Topical term
‘ Olympic Games
OLYMPIC GAMES Actual DB
Key
Security 0 Group |LIBRAR‘|" Previous Queries J J J J J
Tag No 550 Ind 1 Ind 2 JOHHPRENTICE OTOT/2010 5:56:51 ————
o] 2]
Sub Data

Add ST

a Olympic Games

Insert

Delete

Format

Insert Hote

el

Any Authority Ref: 290009
Seq Set ?Size

1 1 200

4: Once the Authority is showing in the Authority module, select File > AddToCatsInFile — the
Catalogue Saved Query Results screen will display

5: Highlight the relevant file in the Catalogue Saved Query Results list

- c v
| Catalopue Saved Querny Results LJ

Fitlew | F2Empty | Fisave | FoDelete | F5Ouery | FoPrint | F7cCopy | FiPaste | FoSelect |

Sont @ As¢ ( Dest Operator:  |STAFF |
Details Allow other Gty Last File
aperatars to Updated Mo
access this file
0YIN

£39 Import i14/12/2010 12:34:38 P
A ct | | 010 1P
Saved Cats ¥ 104 11/11/2010 1:30:57 PM
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6: Click the F9 Select button —a prompt with the following message will appear: The tag
has now been added..

I 1 Ll S0 ¥
| RIIONES J

\E) The tag has now been added.

7: Click the OK button when complete

Remove from Cats in File

It is also possible to remove an authority, like a subject heading from a file of catalogue records in a
similar way.

1: Find the Authority (for example: Subject) to remove
2: Once the Authority is displaying on the screen

3: Go to File > RemoveFromCatsinFile — the Catalogue Saved Query Results list will display:

| Eaialopiessaverd IEREs IS d
Fillew | F2Empty | Fisave | FaDelete | F5auery | Foprint | F7copy | F8Paste | FoSelect |
Sort @ Asc ¢ Desc Operator:  |STAFF |
Details Allaw other | ity Last File
operators to Updated M
access this file B

£YIT)

2 011 11 4
fi 21022011 34703 AM | 3671
19 121022011 94703 AM ¢ 3520
210022011 94703 AM | 3546
4 160272011 S15:02PM ¢ 3572
0 141272010 12:34:39 Pl 3545

CancerExpoart
CLICKEWIEW JP 1516
EXCH JP 20001

PER Issue Deletions
Z39 Import

“i=iIZiZiZ
(]

4: Highlight the relevant file in the Catalogue Saved Query Results list and click the F9 Select

button — a prompt with the following message will appear: The Catalogues have been
updated. You may wish to consider rebuilding the display for all catalogues at some time if
you think the removed authority may have been used in a display field eg lines 1 to 4 of the
catalogue.

| L oL g v
‘ AITHORLHES ;_3

i The Catalogues have been updated, You may wish to consider rebuilding the display for all cakalogues at some time  if vou think the removed
authority may have been used in a display field eq lines 1 to 4 of the catalogue .

5: Click the OK button when complete
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CATALOGUING URLS (UNIFORM RESOURCE LOCATORS)

The SCISWeb database now contains catalogue records for websites. Further details are at
http://www.curriculum.edu.au/scis/productinfo/sciswebsites.htm . As these websites have either

been reviewed by an agency such as CMIS Evaluation or the NSW SCIS team or are government sites
containing useful information, the likelihood of them quickly disappearing into Cyberspace are less
likely than merely creating links to sites yourself.

Authority Module

The URL tag has to be created in the Authority module, if it does not exist already. Once created it
will be then available when creating catalogue items.

1. Launch the Amlib client

2. Go to Main > Authorities > MarcTags — the Marc Tags Within the System table will display:

|§ el aEs S L eSS EmES et el seal & hrary _J |d
Main  Application
F1 Hew | F2 Insert | F3Update | F4Delete F5 Query Fé Print FT SubF F3 Format
Tag Tag Defa Defa) Canthe | Isthe Tag |Keywon Default Allow Tag
(] Description Ind1/Ind 2| Taghe | anAuthority| Search | Catalogue Hrefs with these
Repeated | thatis only | Code Show comma sep list
ina used in 1 Seguence
Catalogue | Catalogue
() i)

785 i Succeeding title entry Ny M T 78500 784

Brodart Haoldings A A4 H 85200 852

xctronic location and a 5 : : Y H | : i 0 8AR

Alternative Graphic Representation N Ay 88000 ge0
900 i Headline N M R 90000 ;900
902 iUnicode N M 90200 902
Q05 iMewspaper N ] R Q0500 905
Q06 i Mewspaper Date M ] Q0E00 906
Q07 i Unicode N ] 90700 907
908 { Article Keywords N M R 90800 908 D
910 iFilename M M R 51000 910
911 iFile [ FPart M M 891100 4911
912 iMewpaper Page M M 91200 912
9145 iFile Mumber/Page Mo/ Date N Ay R 91500 (915
920 :iPage Mo N M 92000 920
925 iNewspaper Classification N M 92900 (929

3. If no 856 Tag exists, then click the F1 New or F2 Insert button
4. Create a Tag with the following details:

a. TagNo=856

b. Tag Description = Electronic location and access

c. Can the tag be repeated in a Catalogue (Y/N) =Y

d. |Isthe Tag an Authority that is only used in 1 Catalogue (Y/N) =N

5. Click the F3 Update button to save the new tag

6. Highlight the new 856 field and click the F7 SubF button — the Tag Subfields table will display:

Last Updated: 12 March 2013
Page 82


http://www.curriculum.edu.au/scis/productinfo/sciswebsites.htm

Catalogue Training

| WEESibfields %]

Fitlew | F2 Insert| F3Update | FaDelete || F5 ouery | Fé Print

|856 |Electr0nic location and access

Sub- Subfield Can be |Authority| Used In| Used In| Create | Seq | Also | Also
field Desctiption  |Repeated| (M) | Search | Marc Key- | Mo |Create| Create |5
I Key | Display | words Tag | SubF
CriMy | TN VTN
u iURL M Y Y Y M 10
z Descriptor I+l Y A Y I 20

7. The tag should have 2 subfields set as follows:

Sub- Subfield Can be Authority Used in Used in Create Seq No
field Description | Repeated (Y/N) Search Marc Key-
(Y/N) Key Display words
(Y/N) (Y/N) (Y/N)
u URL N Y Y Y N 10
z Descriptor N Y Y Y N 20

8. Click the F3 Update button when complete
Stockitem Module

Launch the Amlib client
Go to Main > Stockltems > StockitemStatsCodes — the Stats Code table will display:

Click the F1 New or F2 Insert button to create a new entry

P wNoe

Set up a code with the following parameters:

e Stats Code = URL

e Allowloan=N

e Floating=N

e Stats / Collection Description = Web site

e Price Group Code = as per the other Stats codes on your list

5. Click the F3 Save button when complete

|& biaisior eseesl it el Sea S hrarny __J |d
Main  Application
F1 Hew | F2Z Insert F3 Save F4 Delete F5 Query Fé Print FT Loan F& Cat Def
Stats | Allow  Floating Stats / Collection Price Cat Def
Code | Loan ? Description Group Defined
Code
TB N N éA(IuIt Talking Book NB N
™ Ly N Tape And Text 'NB N
N N  Web site f ]
viD Y N Video INB N

Please Note: You could set up a specific Stockitem Form code (for example: WEB) if you wish, or
choose Computer Software if required.
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Catalogue

If required, you could set up a Lead through set for URLs. Create the catalogue as desired e.g. using
Worksheet, No Lead Thru etc., adding the URL into the 856 tag and adding the Title of the URL into
the 245 tag.

HINT: You could type website in square brackets after the Title if you wish — for example: Google
Scholar [website]

.
|£; CatglopeSitisatiEhelseal i hrany J |Lj
Main  Application  Catalogue  xReferences  File
FiClear | Duplicate | F3Update| Fabetete | F5auery | F6Table | |
Google, Inc
Google Scholar [website]
Holdi
VIEW ONLINE __ Holdings |
Security 0 Group |LIBRARY STAFF 210252011 1:07:10
JOHHNPREN 11082010 7.28:54
Opac View Restriction (Y/N): [N~ Previous Queries j ﬂ ﬂ ﬂ J
Tag | 1 | 2 Data AGro
082 0 0 : 0 (VIEW ONLINE LIBR= ﬂ J
110 0 Google, Inc LIBR. Insert
245 0 Google Scholar [website] LIBR.
L élmp:z;: docs.google.com/Doc: esm=] =dgqwvicr_127 g7TnqcBfm Tes Replace
Delete
|
Any Keyword Ref: 36352 Seq Set ?Size
|GOOGLE 1w

Even though a URL will never be circulated, it will be necessary to create a Stockitem so that the item
will be seen in NetOpacs.

1. With record displayed in the Catalog screen, click the Holdings button —a prompt with the
following message will display: No Stockitems exist for the Catalogue. Do you wish to create
a New Item?

2. Click on the Yes button —a New Stockitem prompt will display with the following message:
Please choose a Form Type for the new Stockitem

3. Choose WEB and click on the OK button — the main Stockitem screen will display and enter
creation mode (the F2 Insert button will appear bolded) and a number of fields will be pre-
populated

4. Complete the other fields as required — for example: St(at)s Code, Current Cost, Floor
location, etc — to access a list of codes in a field enter .<Tab>

For example: in the Sts (Stats) Code field, entering full stop (.) and pressing the <Tab> key will
display a list of your Stats Codes and Descriptions — double-click on URL to select it

5. Leave the Item No field blank

6. Click on the F2 Insert button when complete — the following prompt will display:
Do you want the system to supply a barcode?

Last Updated: 12 March 2013
Page 84



Catalogue Training

7. Click the Yes button —the following prompt will display: The Item has been Inserted.
8. Click on the OK button when complete

|& Stuestitayy = SILFF e @i e Dy j |\3

Main  Application  Item ®References  File

FicClear | F2insert | F3update| Fapetete | F5auery | | | |

Query Via
™ Item  Cat & Keyword [ Any

Previous Queries J J J J J

Item No |STOCK003?0394B Cat Ref No 36352

Title| Google Scholar [website]
Authority| Google, Inc

Publisher

Notes Ed

Subject
Call Number| VIEW ONLINE URL [Form |WEB [ Call Set]
Description | Copy No / Convert |
Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source |

For Iﬁ?“; m Loan Type Opac? |T Alert m Process | |
Received ,W ﬂﬂ Accessioned Current Cost ’0007

Group |LIBRARY

ILL Library: ILL Ren: ILL Due: ITEM TYPE: N MEMOS: ©

Onloan N Due onoOrder N Res 0 Seq Set ?Size
1} 1} 200

Last Modified 21022011 1:A48:47 PM by STAFF Issues 0

Inzerting Stockitem...

Supervisor

1. Launch the Amlib client
2. Go to Main > Supervisor > Supervisor —the Locations table will display

3. From the menu select LibraryMenu > Opacs > OpacDisplayTags — the Marc Tags Within the
System: Tag Parameters for Opac Catalogue Display screen will display:

T 73 T e - r w—r E L W
|§ Marcal e T TERS S ErmEsl o IS Eall S hTany j |\3

Main  LibraryMenu

F1 Hew | Insert Update Delete || Guery FromAuth

Tag Parameters for Opac Catalogue Display

‘ Tag Tag
Mo Description
740 Added entry - uncontrolled related/analy
780 Preceding title entry
785 Succeeding title entry

‘URL Link

880 Unicode Alternative Representation
900 Headline

4. Ensure that Tag 856 is available

5. |Ifitisn’t, click either the F1 New or Insert button to create a new entry with the following
details:
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a. Tag No =856

b. Tag Description = URL Link

6. Click the Update button to save any changes

7. The NetOpacs Web Console or service manager will then need to be restarted

If a URL has been catalogued it will pop up in the NetOpacs screen and the user can just click on the
hyperlink and get directly to the Website.

Please Note: Now that you have catalogued your URLs, they would need to be checked occasionally.
To get a listing of the URLs on your database, in the main Stockitem screen, type the Form code: URL
and select the F5 Query button

Documents

Links to documents can be catalogued in a similar way to URLs (see above).

1. Create a catalogue record with an 856 | URL link to the document

o
&

k
|ﬂ Cunilyd = STAFF s Q== Ly

Main  Application  Catalogue  xReferences  File

F1 Clear | Duplicate F3 Update Fd Delete F5 Query F§ Table |

Koala Factsheet

KOA FACT SHEET Holdings

Security ’T Group |LIBRARY STAFF 210272011 1:3313
STAFF 21022011 1:3313
Opac View Restriction (Y/N): [N~ Previous Queries 1| 2| 3| -a| s
Tag | 1 2 Data AGro
650 Koalas. LIBR=
856 http://ourserver.com/School/'Koala.htm Click here to access the record LIBR em——

082 KOA FACT SHEET LIBR

Modify

Delete

PIIERLE 2

Any Keyword Ref: 36449 Seq Set ?Size
1 1 200

2. Inthe Search screen, the Catalogue display points to the path of the document (the source of
the document would have to be on a folder that is Web-shared across the network)
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Main Menu Title Author Subject ; 1 Yaur Details

Bibliographic Details

Call Number KOA FACT SHEET
Title Koala Factsheet
Subject Koalas,

URL Link Click here to access the record

3. Onclicking the hyperlink, the document is displayed:

7 http:amgaye/SchoolKOALA.doc - Microsoft Internet Explorer

JEi\e Edt  Wiew Inzert Format  Tools  Table Goo Favortes  Help ‘
& .= @ WA @ 3 M S5 W
Back Faraverd Stop Refresh  Home Sesrch  Favortes  History Tools il Prirt it Discuss
JAddress |@ Fttp: famgaye/SchoolKOSLA doc j @G0 “Lmks »

[v]

R ER R R TR R R R R R RN I O v T I I LI S RN F NS R C I SN ES NI N - TR L IR R, 0

-KDALAT

U
Koalasfeed-almost entirelyongum{eucalypt)leaves. Althoughtherearemorethan 7oospeciesof gumtreesdin-Australia,-
koalaswilleat-only-about-godifferent kinds,with somemorefavoured-thanothers.Victerian koalas-eat mainly theleaves-
fromMannaGum,Messmate, SwampGum,River Red Gum-and Narrowleaf Peppermint.-Althoughgum treescover most-cf -
theland,koalasarefoundonlywheretheir favouredtreesgrow. 4
Gum leavesaretough, fibrous-andcontain vilsand toxinswhich-most leaf-eaterswrould find poisoncusorimpeossibleto-
digest.-The kwalahas-aspecial digestive system tomake gocd useofa food sourceshichds-lovwinprotein-and energy-giving-
carbohydrates. Todealwith this nutritionally poordiet, koalasconserve energy by resting-and sleeping for up4o-1g-hours-a-
day.Theyalsoprefertheleavesoftreeswhich growdin thericher soil of gullies-and-floodplains. Becauseencalypt leaves have-
ahigh-water content,koalasrarely need todrink.Fortunately for koala survival,many of these habitat corridershave-
escapedlarge-scaleforestclearing.

4. With the documents, it would still be an HTTP file, and the path would be http://servername

Please Note: We suggest that the documents to be viewed are saved to the NetOpacs server, as then
it doesn't have to break through firewalls, etc. to get to view the document. In the NetOpacs folder
there is an amlibweb folder - you could create a new folder in there called docs or similar. The path
then would be http://servername/amlibweb/docs/koala.htm or whatever you saved it as. It is quite
easy in Word to save as an htm file. You may have to get special permissions on the Network to save

to that directory (for example: amlibweb) - if you save it to the C: drive, if someone else is looking for
the document, the computer will be searching on the C: drive of their particular machine. It needs to
be a path that everyone can see.
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IMAGES

Images can be attached to Catalogue records for Local History, Art Collections, School Archives,
Current events etc. You will need to check that the Location’s Picture Directory exists as a path in
Main > Supervisor > Installation — Other tab (also configurable by individual Location). This would
need to be a shared folder which could be seen by both the Amlib clients and the NetOpacs.

L L CT R e I i v
|§@ InsiatiatiomEsl i St I ECal W Ty J |\.3

Main  LibraryMenu  Installation

F3 Save F5 Query
Al ‘ Borrower | Catalogue ‘ Qirculation| Stockitem System | Other

DEFAULT

Description value
Laocation's EAN far EDI

Location's Help Files Ref Directory

Location's Picture Directory

Location's SAM for EDI

Location's Sound Directaory

Location's User Password for ILLS Met Interface
Location's Usertarme for ILLE Met Interface

JPEGs would be best for ease of use, simplicity, and the fact that they could be viewed without
needing viewing software.

1. Launch the Amlib client
2. Go to Main > Catalogue > Catalogue — the Catalog screen will display

3. |Initiate a F5 Query search to locate the record to which you wish to attach an image

|f} Cunilyd - SRR b il i Dy _J d
Main  Application  Catalogue  XReferences  File

FiClear | Duplicate | F3Update| FdDelete | F50uery | Fé Table FT << F8 < F> | Fo> |

Dicks, Terrance.
Doctor Who and the nightmare of eden / Terrance Dicks

London: W H Allen (Target Book), 1980
Holdings

JDICK
Security 0 Group |L|BRARY JOHH 24/0372010 207:43
CATE 04/031997 1:0818
Opac View Restriction (Y/N): [N~ Previous Queries 1| 2| | | 4
|| . Tag - 1 . 2 . Data -AGro
020 0 0 gf.u'ﬂ 0491021180 J J&
100 Dicks, Terrance. LIBR
Insert
931 Sports LIBR 4
245 | 1 0 |Doctor Who and the nightmare of eden / Terrance Dicks LIBR
260 London: 1980 Modify |

4. From the menu, select Catalogue > Picture Sounds — the Catalogue Media screen will display

5. Click the F1 New button — and navigate to the source of the image
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|_':J,Ueu Ja

Loak i | ) Resource Images j & |‘=_“F EE-

File name: |f|0wers. ipa
Files of bype: |Image Files [all types] ﬂ Cancel

6. Select the image (for example: flowers.jpg) and click the Open button

7. Enter the following details:

a. Brief Description

b. Replay Seq. for Entity — for example: 10 (if there are multiple images attached to a
single Catalogue record, should be sequenced: 10, 20, 30, etc)

[X]

| Carratludy= =l

F1 Hew | F3 Save | F4Delete | ‘ F5 Query | F& Print | FT Test |

Object:  Dicks, Terrance. JDoctorWho and the nightmare of eden f Terrance Dicks

Current Location Sound Folder:  clamlibimmediatsounditestdbt
Current Location Picture Folder:  ChAmliblayspix

Group | Type | Entity File Mame Replay Brief Sec. Edit? Del? | View Grec
AUD | (Chat | Unigue soundsil 23 way Seq. Description Ll _|
WA | iAauth Mo {append ta locn value ) faor

WVID | (Baorr Entity

8. Click the F3 Save button when complete

9. Select the F7 Test button to preview the image

e The Image button in the Catalog screen will be active if there is an image associated with the
Catalogue record

|5 Cataiogsily _J IL;’1

Main  Application  C

A iEhelseal hrarny
Catalogue  ¥References  File

FiClear | Duplicate | F3update | FaDelete | F5ouery | F6 Table FT << F8 < P> | Fos |

Dicks, Terrance. @
Doctor Who and the nightinare of eden / Terrance Dicks Image

London: 1980
Holdings

JDICK

e The image can be viewed in NetOpacs or OPACS if set up correctly
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SECTION 6: REPORTS

Catalogue Module

1. Launch the Amlib client
2. Go to Main > Catalogue > Catalogue— the Catalog screen will display
3. Initiate a F5 Query search — the results will display in the Catalogue List screen:

gl OgUEN aE1Es H Brows: |._jd

Main Table ZXReferences File

AUTHOR f Title / Publisher Oper | LastUpdate
ZABETHD., 1965 TREVOR )04 1

ttar /by Eliz h D. Schafar,

2| ROWILING, J k. STAFF 1950252011
Harry Fotter and the Chamber of Secrets § by LK. Rowling ; illustrations by Mary GrandPré.
Mews York o Arthur A Levine Books,, 1999,
978-0-439-06486-6 (hardcaver)

3 ROWILING, J k. STAFF 11950252011
Harry Fotter and the Chamber of Secrets § by LK. Rowling ; illustrations by Mary GrandPré.
Mews York o Arthur A Levine Books,, 1999,
978-0-439-06486-6 (hardcaver)

4. From the menu, select Table > Report — the list will display in print view:

$eatlist. qrp Catalogue List 28/08/2000
AUTHOR ¢ Title ¢ Publisher Opear LastUpdate

STAFF 140595
& bird's eye view [videorecording] : the kookaburras the magpies.
Seafarth, N.5.W : Roger Whittaker Films, 15985,
J398 892 bir

JENMINGS, PaUL. STAFF 200999
& new book

1995

FJEN

You are able to use the list to create a Stockitem report:

1. Highlight the Catalogue items

2. From the menu, select XReferences > Stockltems — the results will display in a Stockitem List

B Sioeldion List - 2 suys | J L_']

Main Table Z2References File

Seq Title Author Call Mo Form Stats |On| Due Rsv Perm | Process | On Series Process Date Edit
Los Back Loc

Schater, Elizabeth 8237914 Bk HMF CHEL

1 : : H

2 |Exploring Harry Potter § by Eliz u] % iBeacham's sc 2001
3 |Harry Potter and the Chamber Rowling, J K. F R Bl id 1 CHEL! M 1975-0-439-08: 199¢
4 |Harry Potter and the Chamber} Rowling, J K. Bl id 1 CHEL! M 1975-0-439-08: 199¢
5 |Harry Patter and the Chamber: Rowveling, J.K. Bl il 051 152¢1 CHEL:! M :978-0-439-05: 1599¢
E |Harry Potter and the Chamber: Rowling, J.K. Bl il 1 CHEL: M i878-0-433-06 195¢
T I Harru Drtar and tha Chamberi Rouondines | W AL I kl 1 "HFI ARALANTIRG: DF 5 aTa M A0 NR: T Mae 2040 24000

3. Again highlight the Stockitem to be included in the report

4. From the main menu, select Table > Report — the list will open in print view
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Reports Module

RepCatalogue

1. Launch the Amlib client

2. Go to Main > Reports > RepCatalogue-— the Bibliographic Reports screen will display:

Catalog Repors - STAEE at Chelsea Library, AEs

Main  Application

Fi1 Hew F2 Modlify F3 Save F4Delete F5 Query F6 Print FT Where F3 View F9 Order

Repor Report Report Template [A]
Stats Description Type B
Code

{Author like LEW (Full report | &catfull.qrp

e &CATFULL.QRP

&GATFULL. QRF Full report - New ltems
30/03/01
Catalogue Base Listing

G747 Hort, Dawn
Sir Donald Bradman
Cambridge : Cambridge University Press, 2000.
796.3568092 BRA

STHFF 26-Mar-2001
G2 McCulloch, Alan.

Encyclopedia of Australian art. Yolume one, &K / Alan McCulloch.
Richmond, Vic. : Hutchinson of Australia, 1984.

RepBibliographic

1. Launch the Amlib client

2. Go to Main > Reports > RepBibliographic — the Bibliographic Reports screen will display:

@ BibliveraphitReporis. STAGFat Chelsealibrary, - B]x]
Main  Application

F1 Hew F2 Modify F3 Save F4 Delete F5 Query Fé& Print FT Where F& View F3 Order Fid More

Repor Report Report Template
Stats Description Type 8
Code

Catalogues Details| Catalogue & Formatte: &bibfull.qrp

DVD Cover {using F10 More) and saved [ DVD Cover &DVDCOV.ORF

Full catalogue Catalogue & Formatte: &bibfull.qrp

Special no 2 Full Bibliographic witk &bib.qrp

Specialist Subject Search Full Bibliographic with &bib.qrp

Below is table containing a list of the available reports that can be set up in RepBibliographic:
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TEMPLATE DESCRIPTION REPORT TYPE
&BIB.QRP Full Bibliographic without TAG Numbers Bibliographic (Default)
&BIB2.QRP Full Bibliographic without TAG Numbers (in 2 columns) | Bibliographic (Default)
&BIBCSV.QRP Bibliographic Export Fixed layout Reports

&BIBFULL.QRP

List of catalogue records with full bibliographic details Bibliographic (Default)

&BIB2431.QRP

Full list of bibliographic details Use &BIBFULL.QRP

&BIB2432.QRP

Summary of bibliographic details Use &BIBFULL.QRP

&BIBFIXD.QRP

Fixed Layout Catalogue Print Fixed layout Reports

&BIBFL10.QRP

Fixed Layout 10 fields Fixed layout Reports

&BIBFL28.QRP

Fixed Layout 2 columns 8 fields Fixed layout Reports

&CTITEMX.QRP

Fixed Layout with Image Bib with Image + stock

&DVDCOV.QRP

DVD Cover Fixed layout Reports

&VIDCOV.QRP

Video Cover Fixed layout Reports

Where Search

Select the report from the list and click on the F7 Where button — the Reports — Where

screen will open

1.

2.
°
.
.

3.
a.
b.
C.
d.
e.
f.

There are three unique parameters:

Auth Tag: Search for a particular MARC tag
Auth Key: Check for particular data contained in the MARC tag

Tags to Display: MARC tags to display in report

The statement can include the following settings:

Auth Tag — for example: Auth Tag = 245 (Title)

Auth Key — for example: Auth Key LIKE Harry Potter (looks for all matching items
where the Title BEGINS with Harry Potter)

Tags to Display — for example: Tags to Display IN 100, 245 (will display Author and
Title in report)

(Optional) Enter a start date: Date >= enter a date in DD/MM/YYYY format — for
example: 01/01/2010

(Optional) Enter a finish date: Date <= enter a date in DD/MM/YYYY format — for
example: 10/10/2010 (a finish date is optional — if not inserted, the report will go up
to the current date).

You may also want to limit by Catalogue Number(s)

4. Click the F3 Save button when complete

&BIBFU

LL.QRP — Displays the Tag Numbers for each Tag
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&bibhull. grp
Catalogue Print 30/03/01
Last Updated
Operator TAG IND IND
NO
Jun @, 2000 6:12 STAF|
jatal=]
245 01 The Horse : the complete book of horses and horsemanship / edited by

Candida Geddes.

Jun @, 2000 5:23  STAF|
1037

99 636.108 BRI
100 1 Britton, Vanessa_
245 10 Alternative therapies for horses / Vanessa Britton.

Jun @, 2000 5:43  STAFI
1581
99 796 OFF
245 [IN1] Official rules of sports & games 1992.93 / edited by Tony Pocock.

Jun9, 2000543 STAF|
1522

99 796.069 5TI

100 1 Stier, William F.

245 10 More fantastic fundraisers for sport and recreation / William F. Stier, Jr.
520 These events are proven financial winners and also an excellent means

of generating enthusiasm and positive P.R. for the programme.

e &BIB.QRP - Create a File within Catalogue and view this file for the report
e &BIB2.QRP - Bibliography with 2 columns

MUsSIC
2810102

1890-1920 {music] : 15 songs arranged for B/FAL
volice, piano, guitar. Faltskog, Agnetha.

Aslam : ABBA before & beyond / Agnetha

782.1 THR Féltskog with Brita Ahman.

The 3 tenors, Paris 1998 [videorecording] The blonde from ABBA comes out of her Swedish
Carreras, Domingo, Pavarotti, L evine / produced secluded life to tell her stary. Did she really dislike
and directed by Tibor Rudas. Frida?

Live recarding of the concert held at Champs de Faltskog, Agnetha.

Mars, Eiffel Tower, Paris on July 10, 1995,

7E2. 42166 AUS

Albert's mammoth folio [music] / compiled and Australia now! fvideorecordingf / New South
edited by Henry Adier. no. 10. {South of the Wales Film Corporation presents ; a South
border favourites : words, chords, music]. Pacific & C.B. Films production ; producer, Pom

Oliver ; director, Peter Clifton.

Sorting of these Bibliographic reports is different to normal reports. The Tag that you wish to sort by
is set in the Where Parameters — for example: 245 | Title and the Order is set to be Order Key. Once
this is set, you must remember to say Yes to the File message when it comes up as it will no longer
list the Files once the Tag is set as one of the Where parameters.

Fixed Layout Reports

The F10 More function is used for mapping data to fields in Fixed Layout reports — for example: the
DVD Cover template (&DVDCOV.QRP).

Each row of this table may be used to collect 1 of the 20 fields on the report template. These first 20
fields contain Tag or Subfield data (Fields 1-20), and the next 20 fields (Fields 1A — 20A) contain the
associated Tag Descriptions (Go to Main > Authorities > MarcTags to see a complete list of Tag Nos
and Tag Descriptions). The report outputs all the MARC data to the report. The inclusion of Fields 1A
—20A in the report is optional.

COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 COLUMN 5

HEADING Report Line | Tag Number eg + or blank blank or and Not used
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Number or and sfin cat_sfin (‘a',
Ial Ibl) Ibl)
’
EXAMPLE 1 100
2 245
3 082
4 650
COMMENT | Can be any MARC Tag field | Specify which Specify which
number number — for part of the MARC | part of the MARC
between 1 example: 245 tag to send - see tag to send - see
and 20 (Title) table below for table below for
more details more details
Any Tag can be
matched to ant
Line Number

The table below explains how the user can specify which parts of the MARC tag to send:

OPERATOR DESCRIPTION EXPLANATION
blank (Default) The entire MARC tag is printed If the column is left blank, then the entire
MARC tag is printed
+ All data in the specified tag is printed | All Subject listings are printed, where there

no matter how many tags are is only one or several or hundreds!

included in the record

Only the subfields specified to be If 440 (Series) tag, only the Series name

and sfin ('p', 'n')

printed within this Authority Tag and number printed

If 260 (Publisher) tag, only the 'c' (Date)
subfield printed (and not Place or
Publisher)

and cat_sfin ('c') Only the subfields specified to be
printed within this Non-Authority

Tag

DVINCoveErsnsTneDore) s avediric s ore,

Fillew | F2Insert

FiDelete ||| F5 Query

| LD Cover {using F10 Maore) and saved File

Mote: Mo validation can be perfomed on these parameters - take care.
Some assistance is given by the column titles below

Repart Line Mu
egl,2.3

Tag Mumber eg + aorhblank orand s1 blank or and cat_sf

245
naz
400
G50
G600
651
260
300

P O

wmidimin i ioaika =

A fixed layout template displaying the Tag (or Subfield) data (Fields 1-20), and Tag Descriptions
(Fields 1A - 20A):
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[+ [Detal Block |

FIELD1A FIELD1
FIELDZA FIELDZ
FIELD3A FIELD3
FIELD4A FIELD4
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APPENDICES

Appendix 1: 10 Digit and 13 Digit ISBN Formats
Amlib will search both 10 and 13-digit ISBN formats:

1. Launch the Amlib client
2. Go to Main > Catalogue > Catalogue— the Catalog screen will display

3. Type in a 10-digit ISBN and the 13-digit ISBN — separated with a / - for example:
0747538484/9780747538486

4. Click the F5 Query button — any matching record will then be displayed:

|ﬂ il ol et eh el Seall Shyiany J |\3
Main  Application Catalogue  XReferences  File
F1 Clear | Duplicate F3 Update F4 Delete F5 Query Fé Table | |
Rowling, J.K. @
Hary Potter and the chamber of secrets / J K. Rowling. e
London :: 1993,
FROW Holdings
Security 0 Group |LIBRAR‘|" STAFF 190202011 1:42:21
TREVOR 03052000
Opac View Restriction {Y/N}: ,T Previous Queries J J J J J
Tag | 1 2 Data AGro
1968358 e i 8|
008 99040751998 enk 000 1 eng d s
020 978.0.7475-38486 LIBR -
082: 1 : 4 iFROW LIBR
100 1 Rowling, J.K. LIBR Modify
931 Sports LIBR
245 i 1 | 0 Harry Potter and the chamber of secrets / J.K. Rowling. LIBR e
260 London : 1998,
|
I.S.B.N. Ref: 35306 Seq Set ?Size
| 1 1 200
| SCRL

5. Double-click the 020 | ISBN field to display of the 10-digit version of a 13-digit ISBN:

Jolaeize el Uil

020 978-0-7475-3848-6

[X]

0747535484

e Starting with the ISBN-10: 1-844137-94-5
e Eliminate the check digit: 1-844137-94
e Add the prefix 978: 978-1-844137-94

e Calculate a new check digit to get the ISBN-13: 978-1-844137-945

Both ISBNs: 978-0-7475-3848-6 and 0-747538-48-4 represent the same Bibliographic record.

Last Updated: 12 March 2013
Page 96



Catalogue Training

Appendix 2: USMARC

MARC is an acronym for MAchine Readable Catalogue. USMARC was developed by the Library of
Congress and was formerly named LC MARC.

Amlib uses USMARC because:

e |tis now the international standard for cataloguing

e Each record is written in a format that can easily be read, retrieved and manipulated by a
computer

e As the data contains consistent “signposts”, computers can read and interpret records so
that the Bibliographic data can be inserted correctly into any software in any country of the
World. That is, the “signposts” are written for machines, not for people so there is no
problem with different languages, etc.

e Using this standard enables better sharing of data between libraries and compatibility with
outside agencies — for example: ABN, SL of WA, SCIS

e The format is compact, taking less storage space to hold data than a text-based system

Sample MARC record

00491nam 2200181 a
45000010007000000050017000070070003000240080041000270200015000680400011000830820016000941
00002300110245004500133260003800178300001100216650004800227650003400275-985170-19990927105
630.0-t -9909235s1999 at 000 1 eng d- a0140279083- aN.S.W.-14aFbMET2a13-1 aMetzenthen,
David.-10aStony heart country /cDavid Metzenthen.- aRingwood, Vic. :bPenguin,c1999.- a208 p.-07aCountry
lifezAustraliaxFiction.2scisshl.-07aAustralian stories.2scisshl.-

N

00491nam 2200181 a
45000010007000000050017000070070003000240080041000270200015000680400011000830820016000941
00002300110245004500133260003800178300001100216650004800227650003400275-985170-19990927105
630.0-t -99092351999 at 000 1 eng d- a0140279083- aN.S.W.-14aFbMET2a13-1 aMetzenthen,
David.-10aStony heart country /cDavid Metzenthen.- aRingwood, Vic. :bPenguin,c1999.- a208 p.-07aCountry

lifezAustraliaxFiction.2scisshl.-07aAustralian stories.2scisshl.-

e First 24 positions, ending with 4500.: Leader
e Tagdirectories: 12 characters long

e Each Tag directory composed as follows: Tag No —for example: 100, length of field — for
example: 0023, starting point of this field — for example: 00110

e Each Marc record can consist of “signposts” that Tags, Indicators and Subfields. The Tag,
Indicator and Subfield makes up each Field of the Marc record.

Tags

Each data field is identified by a 3-digit number.
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In Amlib the Tag is often associated with a Description — for example: Tag 245 is always Title and Tag

260 is always Publisher.

Tag “Families”

TAG

DESCRIPTION

000s

Control fields, number & codes

100s

Main entries — usually author

200s

Title and Title related fields

300s

Physical description

400s

Series related fields

500s

Notes

600s

Subject related fields

700s

Added entries — other than Subject or Series

800s

Series added entries

900s

Locally defined entries. For example holdings
information (often used in conversions)

Even though there are hundreds of MARC Tags, only 10% are used commonly

Indicators

Each indicator is identified by a number between 0 to 9 (letters can be used but are not common).

The numbers often are an indication as to how to “treat” text or categorise a tag.

For example: the 2" indicator for title indicates the number of non-filing characters to ignore,

including spaces. In the 245 tag below, the 2™ indicator shows 4, to ignore The_ so that filing begins

with the letter Q in Quasar. Usually Amlib sorts out the filing of these characters for us — we do not

usually have to enter data in these columns when manually entering items.

The first indicator in the 600 | Subject — Personal Name entry indicates the type of entry (for
example: 1 Surname, 3 Family name). Therefore, most would have a 1 as the first indicator.
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Parallel Content

The 100s, 400s, 600s, 700s and 800 tags usually follow the following numbering to maintain
consistency.

TAG DESCRIPTION

X00 Personal Names
X10s Corporate Names
X11 Meeting Names
X30 Uniform Titles
X40 Bibliographic titles
X50 Topical Terms

X51 Geographic names

Therefore 610 would be Subject Heading, Corporate name and 110 would be Author, Corporate
name.

Subfields

A lower case letter or occasionally a number identifies each Subfield. In general, if you are using a
tag, it MUST contain a Subfield a. Publication and URL data is an exception to this rule.

The MARC Tags used by Amlib can be accessed via:

1. Launch the Amlib client

2. Go to Menu > Authorities > MarcTags — the Marc Tags Within the System table will display:

Ia A BEs s LT E Sy arEsl A et AT S e all Ty ‘_J ]\;:]1
Main  Application
F1 Hew | F2 Insert | F3 Update | F4Delete F5 Query Fé Print FT SubF F3 Format
Tag Tag Defa Defa Canthe | Isthe Tag Keywon Default Allaw Tag
Mo Description Ind1Ind 2 Taghe | anAuthority Search Catalogue Hrefs with these
Repeated  thatis only = Code Show comma sep list
ina usedin 1 Sequence
Catalogue | Catalogue
YN (1IN
100 i Author - Personal name a M M A 10000 100
110 Authar - Corporate name 0 M M A 11000 110
111 i Authar - Meeting/Conference name 0 M M A 11100 111
130 {Main Entry - Uniform Title a M M T 13000 130
240 | Uniform title a M M T 24000 (240
243 | Collective Unifarm Title M M T 24300 (243 P A iated
245 {Title statement a M ki T 2450 245 ssociate
246 | Varying Title 0 N N T 24pf0 246 Keyword Search
247 [Farmer title i M T }(?DU 247 code
Edition staterment M M T/ 25000

=
=

| Physical description
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3. Each Subfield can be checked by highlighting the Tag, and selecting the F7 SubF button — the
Tag Subfields table will display:

| WEeSibfjelds %]

F1 Hew | F2 Insert | F3 l.l|)(|ate| F4 Delete |

F5 GQuery F6 Print

1260 |Publisher (Imprint)

Sub- Subfield Can be |Authority|UsedIn| Used In| Create | Seq | Also Also
field Descriptian Repeated| M) | Search | Marc Key- | Mo Create Create |2
(YR Key | Display | words Tag | SubF
OOy NG )
a iPlace of publicati hd hd A4 Y hd 10
b iMame of publishe A Y Y Y Y 20
¢ :Date of publicatio N ¥ A N A 30

Appendix 3: Cross References (See and See Also)

Patrons are guided to alternative headings. The ability to put See and See Also references into the
system is useful for library operators (for example: Roller Blading see Inline Skating) as it enhances
search possibilities. Nothing found when searching Shares or Stock Market? (Preferred terms are
Stocks and Stock Exchange). Nothing found when searching Renovations? (Preferred term is Interior
Decoration). Tidal Waves found 6 entries, Tsunamis found more than 30. Should have Tidal Waves
see also Tsunamis to link the two headings.

1. Launch the Amlib client

2. Go to Menu > Authorities > MarcTags — the Marc Tags Within the System table will display

3. Search for and select an Authority using the F5 Search button
4. From the menu, select Authority > See & See Also — the See & See Also screen will display:
dep i See Al5o) \_’3
F1 Clear F3 Update F5 Guery F6 Restore
Cross References 2-Way Cperatar Cat
Anirmnals. Mt LJOHNPRENTIC 1 3
MT:  Birds. fes  iSTAFF a

Add BT Add MT Add RT Add LIF

Browse List LISE SA Cat Tag
Biirds. oMo i Moo io0 | EAD E

Birds - Australia - Pictarial works. RI] Mo 1 [l

Subject - Topical term Includes ggQ
BIRDS
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SEE ALSO

SEEN BY

SEE

BT (Broader Term),
NT (Narrower Term),
RT (Related Term)

Use For

Use

Allows reference to other related headings (from a preferred headings to other preferred, related
headings). An Authority can have many See Also references.

c. 0 C, ¥
P EENISD)

F1 Clear F3 Update

F5 Query

F§ Restore

Cross References

2-\Way Operator

Cat

Cookery, M JOHMPRENTI A1 =
UF: Cooking. M P STAFF a
Browse List USE SA Cat Tag
Subject - Topical term Includes g5p

When searching for a commonly used term (for example: Cooking) the NetOpacs user will be given a
result instead of a message that there are no items found for that term.
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Appendix 4: Z39.50 Searching - Settings and Parameters

CatZAttributes

Attributes create the sequence of display of the records returned. Bib searches return MARC records,

Scan searches return Authorities. Scan searches are not currently supported in Amlib. Attrl concerns

the Use attributes and should be set up as displayed here.

1. Launch the Amlib client

2. Go to Menu > Catalogue > CatZSearch — the 239.50 Search screen will display

3. From the menu, select Application > CatZAttributes — the Z39.50 Attributes screen will

display:

(=730, 60 Airibites SSTAH

Main  Application

aiEhelseadahrarny

F1 Hew | F2 Modify F4 Delete | F5 Guery
Description Type Display Amrl | Aw2 | Ati3 Attrd Anrs | Atib
(Bjib Seq
{S)can

Author B 10 1003 0 0 0 0 0

Author S 10 1003 0 0 0 0 0

Title B 20 4 0 0 0 0 0

ISBN B 30 7 3 0 2 0 0

Subject B 40 21 3 0 0 0 0

Subject S 40 21 0 0 0 0 0

Notes B 50 63 0 0 0 0 0

Author Title Subject B 60 1036 0 0 0 0 0

FIELD EXPLANATION EXAMPLE
Description | User defined description of the search | Author
Type B | Biblio | Returns Bibliographic Returns all the Bibliographic records
(B)ib records (Catalogue associated with the Author search term (e.g.
(S)can details) Catalogue records by Jennings
S | Scan Returns Authority Returns all the Authority records associated
records with the Author search term (For example:
Authors with the surname of Jennings)
Display Sequence : Sets the order in which the | Author search first as it has the lowest
Seq 4 default search will display in Sequence number
CatZSearch

Attr(ibute) Six sets which determine the Search See below for details of the Search
Sets option functions Attributes and Values
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4. To enter a parameter, click the F1 New button — the Attributes screen will display:

L+4 2k E .l
ATLNDUIES, ﬂ

Attributes lgewersl

Description |

DisplaySeq |

Atr Type {« Bibliographic " Scan

Mtribute 1 (Use) [0 attribute 2 (Relation) o
Aftribute 3 (Position) [0 Attribute 4 (Structure) o
Aftribute & (Truncation) ID— Aftribute B (Completeness) ’D—

QK | Cancel |

5. Type in the Attributes and the Servers to apply to details

6. Click the OK button when complete
CatZServers
Servers are the Libraries or databases you wish to search.

1. Launch the Amlib client
2. Go to Menu > Catalogue > CatZSearch — the Z39.50 Search screen will display

3. From the menu, select Application > CatZServers — the Z39.50 Servers table will display:

| EB 4 a0 Say s - SARF e e el Lz g \3
Main  Application
F1 Hew | F2 Modify F4 Delete F5 Query
Description Display Host Port Database Display
Sed|
Victoria University 1 140.159.34.46 80 INNOPAC Y
OCLC World Cat 1 zcat.oclc.org 210 (OLUCWORLDCAT Y
OCLC Worldcat {Test Service) 5 Zgate-test.oclc.org 7210 OLUCWORLDCAT Y
Local Library 10 localhost 210 AMLIB Y
Central Gippsland TAFE 20 localhost 210 (23950 Y
Encyclopaedia Britannica 30 Z3950.eh.com 210 I XXDEFAULT Y
Medline {via OCLC First Searcl 32 fsz3950.0Clc.org 210 MEDLINE Y
Ebscohost Business Source P 35 204.179.122.51 210 BUH Y
Libraries Australia {Test Senv 40 192.102.239.142 210 BIBTRAINING Y
sCIs 42 203.24.26.68 7090 VOYAGER Y
State Library WA (LISWA) 50 202.14.152.4 210 (INNOPAC Y
Library of Congress 60 z3950.loc.gov 7090 VOYAGER Y
Aust National University 70 library.anu.edu.au 210 (INNOPAC Y
Syiney Uni - Fisher Library 80 b7 fisher.su.oz.au 210 (INNOPAC Y
FIELD EXPLANATION EXAMPLE
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Description The description visible in Amlib for the National Library of Australia
Library or Database

Display Seq The order in which the Libraries or Database | 10,20,30
display

Host The Internet or IP Address of the Library or ilms.nla.gov.au
Database.

Port TCP/IP port. The most common port number | 210

for Z39.50is 210

Database Name of the Database — usually supplied by | NLA
the Library or Database being searched

Display

4. To enter a parameter, click the F1 New button —the Server screen will appear:

General ISearchl Advancedl Aﬂrihutes] Gruups]
Descripion |
DisplaySeq |
Host |
Part 210
ServerType  [Amlib ~
Database |

Ok | Cancel ‘

5. Enter details

6. Click the OK button when complete

A list of accessible Z39.50 target databases in Australia can be found at the following link from the
National Library:

e http://www.nla.gov.au/libraries/z3950/23950list.html
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CatZOptions

Some options can be configured individually for each site using Z39.50 Catalogue or Opac searches,
according to requirements.

1. Launch the Amlib client

2. Go to Menu > Catalogue > CatZSearch — the Z39.50 Search screen will display

3. From the menu, select Application > CatZOptions — the Z39.50 Optionstable will display:

|."_? LSt ptionEESl i aat i h el seal S byarny _J Id
Main  Application
F3 Update F5 Query
CatZSearch Z0pacs |
Description [ Value
A Serveris notworking ifit doesnt respond in XXX seconds 60
Alternate Path to Z39.50 client
Display all recards as (USIMARC ar (UKMARC Us
Tag(s) to use when Displaying a Title 245
Tag(s) to use when Displaying an Author 100110111130
DESCRIPTION EXPLANATION VALUE

A server is not working if it does respond in
XXX seconds

Can be any amount of time you want to wait. | 60

Alternate path to 239.50 client

Is not currently used

Tag(s) to use when Displaying a Title Can be as many Tags as you like. 245
Tag(s) to use when Displaying an Author Can be as many Tags as you like. 100,110
Registration Key Is not currently used

Display all records as (US)MARC or Display MARC records in US or UK version. us

(UK)MARC

CatZGroups

The Servers being searched can be grouped together so that parallel searches are performed across

multiple databases.

1. Launch the Amlib client

2. Go to Menu > Catalogue > CatZSearch — the Z39.50 Search screen will display
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3. From the menu, select Application > CatZGroups— the Z39.50 Server Groups table will

display:

|ﬂ O Japyar Grduns - JAFF A Cpa s Dl

Main  Application

Fillew | F2WModify

Fd Delete F5 Query

Description Type Display Number

(B}ib Seq of Servers
(Shcan

My Favourite Libraries B 10 3

State and National Libraries B 20 5

Subscription Databases B 30 4

University Libraries B 40 3

Public Libraries B 50 6

4. To enter a parameter, click the F1 New button — the Groups screen will display:

| YOS,

General ‘Ser\.’ersl

Description | Meighbouring Public Libraties

Display Seg |10

Type

5. On the General tab enter the following details: Description, Display Seq and Type

6. Click on the Servers tab

| Tonps

(« Bibliographic  Scan

General ‘

Flease choose all the servers thatwill be associated with this group.

[X]

Server Mame Allaw

Scan
[~ iLibraries Australia (Test Service) ke
[~ iBCIS ]
W iState Librane \is (LISYWA) y
[~ ilLibrary of Congress Y
[~ iAustMational University '
[~ iBydney LIni- Fisher Library '
[~ iFactSearch {via OCLC) ]
W iHurstille Public Library I

[X]

Ok | Cancel ‘

7. Select the Servers to be used for this Group

8. Click the OK button when complete
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Appendix 5: MARC Tag Subfields & Punctuation

To understand MARC tag subfields you need to consider that most MARC tags (or fields) contain
several related pieces of data. Each piece of data within the field is called a subfield, and each
subfield is identified by a subfield code.

For example: the 245 MARC tag is used for the Title Statement and commonly contains the following
three subfields (there are in fact many more):

e Safor the title proper
e Sbfor the remainder of the title (for example: subtitles)
e Scfor the statement of responsibility

The $ combined with a letter is called a delimiter (for example: $a). Each of the subfields has its own
delimiter, which designates the beginning of that subfield. Subfields end either with another
delimiter for the next subfield or the "end of field" mark. This mark tells the computer where to end
the variable field.

A MARC tag also contains 2 indicators just after the tag number. The two indicators contain values
which interpret or supplement the data found in the tag. In the 245 tag, the first indicator is used to
denote whether a title added entry is made (where no author main entry is present). The second
indicator specifies the number of character positions associated with a definite or indefinite article
(for example: Le, An) at the beginning of a title that are disregarded in sorting and filing processes.

e 245 14S$aThe people of Perth : $ba social history of Western Australia's capital city.

Punctuation

Whilst it is possible to have the Amlib system automatically create the required punctuation for the
various tags whilst cataloguing (see Authorities — Punctuation) this can lead to issues with regard to
importing MARC records. As a result, you might like to adjust the Subfield headings that appear in
the Cataloguing Worksheet to indicate the necessary punctuation to be manually inserted.

1. Launch the Amlib client

2. Go to Menu > Authorities > MarcTags — the Marc Tags Within the System screen will display:

|£ Marcal s T MNESys eSS aat IS eall S hrany _J d
Main  Application
F1 Hew | F2 Insert | F3Update | F4Delete F5 Query Fé Print FT SubF F3 Format
Tag Tag Defa Defa Canthe | Isthe Tag Keywon Default Allow Tag
MNo Description Ind11nd 2 Taghbe | anAudthority Search Catalogue Krefs with these
Repeated  thatis only = Code Show comma sep list
ina usedin 1 Sequence
Catalogue | Catalogue
() ri)
245 i Title staterment i} M L T 24500
246 ivarying Title i} M N T 24600
247 iFarmer title N M T 24700
250 i Edition staterment M N T 25000
260 i Publisher (mprint) | i P 26000 | 260
300 { Physical description M M F | 30000 ¢

3. Inthe list, select the Tag to be modified (for example: 260 — Publisher (Imprint)), and click
the F7 SubF button — the Tag Subfields screen will display:
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(NEESIDfjBliE

Fillew | F2 Insert| F3 Update | F4Delete |

F5 Query

F& Print

1260  |Publisher (Imprint)

Sub- Subfield Canbe Authority UsedIn|UsedIn| Create Seq  Also
field Description Repeated| {WMY | Search | Marc ey Mo | Create
(i) key | Display | words Tag
(i) NI LRI
v | @& iPlace of publication i A i i i 10
v | b iMame of publisher, Y A Y Y Y 20
v | ¢ iDate of publication. Y i Y Y Y 30

4. Inthe Subfield Description field, adjust the text to indicate the necessary punctuation — for

example: Place of Publication :

5. Click the F3 Update button when complete

6. Close the Authorities module for the changes to be visible in the Catalogue Worksheet
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Appendix 6: Catalogue Maintenance Tasks

1. Launch the Amlib client

2. Go to Main > Catalogue > CatMaintenance — the Catalog Maintenance screen will display

Rebuild the Catalogue Display

o |f the Tag Numbers are altered for the 4 lines of the brief Catalog screen display (Main >
Catalogue > CatDisplayTags), the rebuild will refresh all existing Catalogue records to the
new settings

Carey, Peter, 1943-

Oscar and Lucinda

Melbourne : Australian Large Print, 1989
LP CARE

1. Choose the Maintenance Task: Rebuild the Catalog Display

2. Only consider catalogue records created before: Enter the date to which this process will apply
(defaults to a year ago): enter today’s date if the rebuild is to apply to all Catalogue records

3. Leave For cat ref insertion enter tag number here field blank

4. There are no Select Options relating to the Maintenance Task options so the Options...

button will be greyed out

5. Click the F3 Start button to begin the process —a Rebuild Display prompt will display:

r ~

Rebuild Display

Rebuilding Catalog Display...

Processing Record: | 169

of 4204

6. Once the process is completed a prompt will display how many catalogue records were
refreshed: A total of XXXX Catalogs have been refreshed.

Rebuild Display i

'jo:l A total of 4294 Catalogs have been refreshed.

7. Click the OK button
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Insert all Unused Catalogs into a Saved File

Inserts all the Catalogue records that have no related Stockitem, Periodical or Order records into a
Saved File. This enables the Catalogue records to be viewed before deleting. Further processing can
be done using the Delete all Unused Catalogues that are in a Saved File if required.

1. Choose the Maintenance Task: Insert all Unused Catalogs into a Saved File
2. Only consider catalogue records created before: Enter the date to which this process will apply
(defaults to a year ago): enter today’s date if the insertion is to apply to all Catalogue records
3. Leave For cat ref insertion enter tag number here field blank
4. Click the Options... button — the Catalogue Saved Query Results screen will display:
[ Catalogue Saved Query Results @1
F1 Hew F2 Empty F3 Save F4 Delete | F5 Query F6& Print | FF Copy | F& Paste | F95e|ect|
Sot @ Asc ( Desc Operator. |STAFF -~
Details Allow other Qty Last File -
operators to Updated Mo
access this file
[YiN)
Unused Catalogues : Y {17/09/2011 T:56:05PM | 3607
Remove Subject Headings Y 5 §12I0912011 10:18:46 F'ME 3861

5. Highlight a file (or click F1 New to create a new file, enter the Details description and click
the F3 Save button) and click the F9 Select button

6. Click the F3 Start button to begin the process —a Unused Insert into File prompt will display:

~

Unused Insert into File

Inserting unused Catalogs into File...

Processing Record:

241

of

4294

7. Once the process is completed a prompt will display how many catalogue records were
inserted into the Saved File: A total of XXXX Catalogs have been inserted into the Saved File.

s
Unused Insert into File

=

[0] A total of 29 Catalogs have been inserted into the Saved File.

8. Click the OK button
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Delete all unused Catalogues that are in a Saved File

Delete the Catalogue records that are not referenced by a Stockitem, Order or Periodical record from
a selected File.

When catalogues are deleted, all the Non-Authorities are automatically deleted.

These Authorities will be deleted based on the Level set in Main > Supervisor > Installation —
Catalogue tab — Catalogue deletion level (1-4) (1=least severe, ..., 4=most severe) parameter.

1. Choose the Maintenance Task: Delete Unused Catalogs that are in a Saved File

2. Only consider catalogue records created before: Enter the date to which this process will

apply (defaults to a year ago): enter today’s date if the deletion is to apply to all Catalogue
records

3. Leave For cat ref insertion enter tag number here field blank

4. Click the Options... button — the Catalogue Saved Query Results screen will display:

5. The Catalogue Saved Query Results box will display, from which the Saved File created during
the Insert all Unused Catalogs into a Saved File maintenance task can be selected by
highlighting the Saved File and clicking the F9 Select button

6. Click the F3 Start button —a prompt with the following message will display:
Are you sure you want to Mass Delete all the Catalogs that are not reference by a
Stockitem, Order or Periodical AND that are in the Selected File?

Mass Delete l J

f = | Are you sure you want to Mass Delete all the Catalogs that are not
" reference by a Stockitem , Order or Periodical AMND that are in the
Selected File, 7

7. Click the Yes button to begin the deletion process — once the process is completed a prompt
will display how many catalogue records were deleted: A total of XXXX Catalogs have been
deleted.

Unused - Delete Where in Saved File [ﬂz-,'

io:l A total of 9 Catalogs have been deleted.

8. Click the OK button
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Mass Delete all Unused Catalogues

This option will delete all Catalogues not linked to an Order, Stockitem or Periodical record. There
are no options for this facility. The associated Authorities will be deleted based on the Level set in
Supervisor setting: Catalogue deletion level (1-4) (1=least severe, 4=most severe)

Please Note: Prior to deleting the Unused Catalogues, they can be viewed by selecting the
Maintenance Task: Insert all Unused Catalogues into a Saved File. This enables the Catalogues to be
viewed before running the Mass Delete.

1. Choose the Maintenance Task: Mass Delete all Unused Catalogs

2. Only consider catalogue records created before: Enter the date to which this process will apply
(defaults to a year ago): enter today’s date if the deletion is to apply to all Catalogue records

3. Leave For cat ref insertion enter tag number here field blank

4. The Options... button will be greyed out

5. Click the F3 Start button —a prompt with the following message will display:
Are you sure you want to Mass Delete all the Catalogs that are not reference by a
Stockitem, Order or Periodical?

Mass Delete l Eas ]

.' ) | Are you sure you want to Mass Delete all the Catalogs that are not
| " reference by a Stockitemn, Order or Periodical?

6. Click the Yes button to begin the deletion process —an Unused Delete prompt will display:

r ~
Unused Delete

Deleting Unused Catalogs...

Processing Record: | 774

of 4456

7. Once the process is completed a prompt will display how many catalogues were deleted:
A total of XX Catalogs have been deleted.

'l =
Unused - Delete &J

{0} A total of 9 Catalogs have been deleted.

8. Click the OK button
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Re-sequence the Tags for all Catalogs

Refreshes the MARC display based on the Default Catalogue Show Sequence column on the Marc
Tags Within The System screen (Main > Authorities > MarcTags).

1. Choose the Maintenance Task: Re-sequence the tags for all Catalogs

2. Only consider catalogue records created before: Enter the date to which this process will

apply (defaults to a year ago): enter today’s date if the deletion is to apply to all Catalogue
records

3. Leave For cat ref insertion enter tag number here field blank

4. There are no Select Options relating to the Maintenance Task options so the Options...
button will be greyed out

5. Click the F3 Start button —a Rebuild Sequence prompt will display:

F ~

Rebuild Sequence

Rebuilding Tag Sequence...

Processing Record: 124

of 4456

6. Once the process is completed a prompt will display how many catalogues were re-
sequenced: A total of XX Catalogs have been re-sequenced.

Rebuild Sequence l&J

{0} A total of 250 Catalogs have been re-sequenced.

7. Click the OK button

Rebuild the Marc Display

Refreshes the MARC display (the list of Marc Tags in the Catalogue record) based on the Used in
Marc Display (Y/N) column on the Tag Subfields screen (Main > Authorities > MarcTags — F7 SubF).
CanbeYorN.

1. Choose the Maintenance Task: Rebuild the Marc Display

2. Only consider catalogue records created before: Enter the date to which this process will

apply (defaults to a year ago): enter today’s date if the deletion is to apply to all Catalogue
records
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3. Leave For cat ref insertion enter tag number here field blank

4. Click the Options... button — the Select Tags screen will display:

[ Select Tags ﬁj

Tag Description -

r 590 Kinetica Local Mote

v 600 Subject- Personal name

v 610 Subject - Corporate name

v 611 Subject - Meeting/Conference name

v 650 Subject - Topical term

r 651 Subject - Geographic term

r 653 Index Term - Uncontrolled

I 655 Index Term - Genre

r 700 Added entry - Personal name

r 710 Added entry - Corporate name

r 711 Added entry - Meeting/Conference name

r 715 Added Entry Corporate Name

r 730 Added Entry - Uniform Title i

DK | Cancel ‘

5. Select the Tag(s) which to rebuild and click the OK button

6. Click the F3 Start button — a Rebuild Marc Display prompt will display:

Rebuild Marc Display

Rebuilding marc display ...

Processing Record: | 650

of 2195

7. Once the process is completed a prompt will display how many catalogues were re-
sequenced: A total of XX records have been processed.

'l N
Rebuild Marc Display =5

IOI A total of 2195 records have been processed.

8. Click the OK button

Add the Selected Tag containing Cat Ref number to All Catalogues

Add the Catalogue Reference Number to each Catalogue record. Mostly this will be used for adding
the Catalogue Reference Number as the 035 Tag
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1. Choose the Maintenance Task: Add the selected tag containing cat ref number to all
Catalogues

2. Only consider catalogue records created before: Enter the date to which this process will
apply (defaults to a year ago): enter today’s date if the deletion is to apply to all Catalogue
records

3. Enter the For cat ref insertion enter tag number here tag — generally 035

4. There are no Select Options relating to the Maintenance Task options so the Options...
button will be greyed out

5. Click the F3 Start button —an Adding Cat Ref Tag prompt will display:

r ~

Adding Cat Ref Tag

Adding Cat Ref Tag...

Processing Record: | 131

of 4646

6. Once the process is completed a prompt will display how many catalogues were re-
sequenced: A total of XX Catalogs have been updated.

Adding Cat Ref Tag 5

:I A total of 4646 Catalogs have been updated.

7. Click the OK button

1. Define the Label and Tags to Display for each Line — these Tags (and their Labels) define how
items with a particular Form code type display in the Stockitem screen:

Title | Twilight liberation : Australian prisoners of war between Hiroshima and home / Hugh V. Clarke
Author| Clarke, Hugh V.
Publisher| Sydney : Allen and Unwin, 1985
Series/ISBN| 9780868615189 El 1985
Subject| Prisoners of war - Japan.
Call Number| 940.5472 CLAR ANF [ Form |BK [ cCall Set]

More than one tag can be added to the Tags to Display column. The tags should be added in order of
preference — for example: 100 110 700. If the 100 tag is present in a Catalogue record then the
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contents will display for that Line. If no 100 tag is present, then the contents of the 110 tag will
display, and so on.

2. Click the F3 Save button when complete
3. Repeat for all other Form codes

4. Close the Stockitem module for these settings to take effect
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Appendix 7: USMARC: Some Common Tags

There are literally hundreds of MARC tags that can be used. However only about 10% of these are used commonly.

COMMON TAGS INDICATORS | SUBFIELDS
Many of these Subfield will never be used. In most cases a tag MUST have a Subfield a.
1 2 | (R)indicates Repeatable Subfields. All others are (NR) Non-Repeatable

001 Control Number Contains no subfield codes — for example: SL of WA, Innopac
Number (8 characters)

Assigned by the organisation 1367061X

creating or distributing the record

020 0 0 a c z

ISBN *Subfield most often Terms of Cancelled or Invalid
used Availability (R)

(R) Repeatable ISBN

Indicators undefined 0732248493 $14.50 0397318487

022 0 0 a

ISSN ISSN

(Periodicals often have an ISSN)

Indicators undefined
1077-7199

082 0 0 a b

Dewey No. Base Number Item Note

Used by SCIS 523.8 SMI

(R) Repeatable

Ind 1: Type of edition — for

example: 0 Full edition

Ind 2: Source of call no —for

example: 4 SCIS
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100 a q b d c
Personal name added entry Personal Name Qualifier (Full Roman numeral | Dates Qualifier
(usually main author) name)
®
(NR) Non-Repeatable Aci I i I 3 XV 192 5
Ind 1: Type of personal name simov, Isaac L. (Isaac Leo), 920- r
entry element — for example:
1 Surname
Ind 2: Undefined
245 a b h | c n p f
Title statement Title proper Other title Medium Parallel Title First Volume Volume Title Second
information Statement Number Statement

(NR) Non-Repeatable (R)
Ind 1: Title added entry — for (remainder) (R)
example: 0 No title added entry ™ I 3 3 c I I Asi Bookd T o bv El
Ind 2: Non-Filing characters — for jgluaiar:s,l pu sfars, a study [sound_ alnto por las /1saac Asimov 00| axonomy ictures by
example: 4 Miss 4 characters when and black holes o recording] palams Stymes.
filing —ie: For the word “The “ Space :
260 a b c
Publication information Place of Publication or Name of Date of

Distribution publisher/ Publication
(NR) Non Repeatable (R) distributor (R)
Indicators undefined (R)

Sydney : Collins, 1988.
300 a b c e
Physical description Extent Illustration Size Other material

(R) Statement (R)
(R) Repeatable 38p.: 1l (col.), maps. ; 13cm. 1 teacher’s
Indicators undefined guide.
490 a X v
Series statement Series Title ISSN Numbering

Isaac Asomov’s library 0077-8923 No.34

(R) Repeatable

Ind 1: Undefined

Ind 2: Non Filing characters — for
example: 4 Miss 4 characters when
filing —ie:For the word “The “

of the Universe
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500
General Notes

(R) Repeatable
Indicators undefined

a
General Note

Includes glossary

520
Summary

(R) Repeatable

Ind 1: Display constant controller
e.g. 1 Review

Ind 2: Undefined

a
Summary Notes

Contains information
on several of marine
life. Keywords: fish,
anemones, octopus,
crayfish

600 a q t c d v X y z
Subject Heading (Personal name) Entry element Qualifier (full Title of a work Qualifier — Dates Form General Period Place
name) Titles ass. Subdivision Subdivision Subdivision | Subdivision
(R) Repeatable
Ind 1: Type of personal name — for (R) (R) (R) (R) (R)
example: 1 Surname - - - -
Ind 2: Source of Heading — for Leakey, L.S.B. (Louis Seymour Sea songs King of France 1903-1972 Biography Drama To 1970 United
example: 0 Library of Congress Bazett) States
650 a v X y z
Subject Heading (Topical) Entry Element Form Subdivision | General Period Place
subdivision Subdivision Subdivision
(R) Repeatable (R)
Ind 1: Blank (R) (R) (R)
Ind 2: Source of Heading — for
example: 0 Library of Congress
Astronomy Dictionaries Fiction 19" Century Western
Australia
651 a \" X Yy z
Subject Heading (Geographical) Entry Element Form Subdivision | Subject or Form | Period Place
subdivision Subdivision Subdivision
(R) Repeatable (R)
Ind 1: Undefined (R) (R) (R)
Ind 2: Source of Heading — for
example: 0 Library of Congress
Australia Dictionaries History 1800-1899 Kimberley
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700 a c q d t
Personal Name (added entry) Entry Additions to Fuller form Dates Title element
Usually other authors name
(R) Repeatable (R)
Ind 1: Type of personal name - -
] Kick, M. A. Dr (Marion Anne) 1901-1975- Works
entry element — for example: 1
Surname
Ind 2: Type of added entry # No
information provided
856 u X
Electronic location and access Uniform Resource Descriptor
Locator (URL)
(R) Repeatable http://www.amlib.net | Click here
945 a b f i p
Item Area SL of WA classification SL of WA author SL of WA size prefix Item barcode Item price
No
Only present if different Only present if different
Only present if to Tag 99 to Tag 99
different to Tag 99
421.1 BAL Ql ASLIB4417531B $21.00
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Appendix 8: AOL Tags

COMMON TAGS INDICATORS | SUBFIELDS
AOL data
1 2
001 Contains no subfield
Control Number codes — for example:
SLofWA Innopac
assigned by the organisation Number (8 characters)
creating or distributing the record 1367061X
955 a
SL of WA AOL Number AOL Number
9607
956 0 0 a
SL of WA Category Category
a NF; f AF; ,jJF; kJK; n
INF
f
957 a
SL of WA Format Format

Field definition and scope

b=Book; h=Hardback;
p=Paperback; I=Large
Print; c=Cassette;
v=VHS; r=CD-ROM,;
s=Serial; n=Newspaper;
m=Microfiche; u=Map;
f=Film; i=Infomat;
e=Music Score

b
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Appendix 9: Some Useful MARC Resources

1. Especially for Librarians & Archivists Library of Congress Home Page: http://www.loc.gov/library/ and http://www.loc.gov/MARC/umb/

2. Ending Punctuation for MARC Tags Webpage: http://www.itcompany.com/inforetriever/punctuation.htm

3. SCIS Resource: http://wwwl.curriculum.edu.au/scis/managing/standards.htm

4. Education Dept: http://www.det.wa.edu.au/education/cmis/cat/class.htm

5. Comprehensive MARC Tag & Subfield list and information: http://www.itsmarc.com/crs/bib1468.htm
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