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Catalogue Training - Short Online Course

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.

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 CatZServer (subject to copyright).

Functionality includes the manual creation of records from a Worksheet, as a Lead Thru Set,
Duplicate or as a record built up from scratch.

Authorities Catalogue Stockitems
Ensures consistency of é 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




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:

|§a Jypgeit gy - PR F 2 Ciig i Dl g ] I a

Main  LibraryMenu  Installation

F3 Save F5 Query

All ‘ Borrower | Catalogue Eirculation| Stockitem System Other ‘
DEFAULT

Description Yalue

Allow Catalogues to be restricted from viewing in NetOpacs (M) Y

Allow tags to he sequenced amywhere within a Catalogue (v by
Automatically 'Show' the Catalogue details after a search (M) Y
Automatically Tick'the Worksheet button in Catalogue Create (YIN) A
1
il
il
]

Catalogue deletion level {1-4) {1=least severe, ..., 4=most severe)
Ciefault for catalogue Opac Restrict (VM)

Display Tag Description in Catalogue instead of Tag Mo

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

Only match an AOL ifthe incoming record has the same location Y

Replace an Order if one of the following tags match an Order Mo 001020022035
Found the price of all imported stockiterns to: (e 0.05 = 5 cents) 005

Tad to be formatted as an ISEM 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 | Acheck 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

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

sequence
g 650 Tag could display
above the 020 Tag.
Automatically 'Show' Y When the Catalog screen displays: always Y

the Catalogue details
after a Search (Y/N)

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
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Automatically 'Tick'
the Worksheet button
in Catalogue Create

(Y/N)

Y Set the Default to have the Worksheet
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 [sattached to any other Catalogue record
e s Seen By another Authority

e Has a See Also reference to another Authority

e Is Seen Also By another Authority
Level 3: The Authority won't be deleted if it:

e [sattached 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 Isattached 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:

|3@ InstallataorEsil wil o aa i T EIS e ay S hrary

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

5TK_LINET, STK_LINEZ2, STK_LINEB, ST

Show hemos in Stockitern automatically (D

N

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

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:
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89 Usoy ) sz - JIEAFF wib @iialsn {5 brarys J |L3

Main  LibraryMenu

F1 Hew | F2 Insert F3 Save F4 Delete | F5 Query F6 Print | FT HetWk | F§ Choose | F9 Passwd

User Name Location Circ atthis |Lewvel

Location Only =
CIRC  CHELSEA N 100
DIY1 {CHELSEA N Pal
{CHELSEA N ; :
NETOPACS EWEB N 100

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

|Q lIsE RS yS I el Seal ahTang J |L3

‘igwingteny  ActualMaintenu  CurrentUserMenu

Menu Chosen |Cata|ugue.NnAuthUpdate User Permissions

User Name [JOHN SMITH Give
Copy From... Title

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

if

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:

i 1. .1 1 sy
|$@ installatiomssi tttaai el Seal S hrarny | ’

Main  LibraryMenu  Installation

F3 Save F5 Query
All ‘ Borrower ‘ Catalogue ‘ Qilculation| Stockitem System ‘ Other

DEFAULT

Description Value
An operator must change their password after #3359 days 5365

Apply securityto all Saved Files (/M)

Catalogue tag no, to populate order notes from §5DD

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:
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| Sty du= eyl 0=y el d
F2Empty | F3save | FaDelete | F5ouery | Foprint | F7Copy | F8Paste | Fo select |
Sot & Asc (" Desc Operator: | TREVOR -
Details ity Owener Last File
Updated Mo
TREVOR : 5
MACRI MACRON RESQURCES 3 TREVOR 2402006 12:41:37T PMi 3318
Clickview Integration Impart 72 TREVOR 05/07/2006 9:39:12 AM | 3293

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
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:

| aialnpEsaved MNEHes s d
Fillew | F2Empty | F3Save | FaDelete | F5ouery | Foprint | F7copy | Fapaste | Fo Setect |
Sort & Asc (T Desc Operator: |LUCY j
Details Allowy other Gty Last File
operators to Updated Mo
access this file
(ring
CancerExport M 6 Q:47:038M | 3571

£21/0202011

: 11 9:47.03AM

EXCH JP 20i01 N 2 1200202011 BAT0IAM | 3546
PER Issue Deletions ¥ 4 1BID22011 51502 PM | 3572
Z39 Impont ¥ 0 141202010 123439 PM | 3545

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

| Cainatlyd == =y e g e d
F2Empty | F3Save | FaDelete | F5 auery | Foprint | F7copy | | Foselect |
Sort & Asc Desc Qperatar: |TREVOR j
Details Allowy other City Last File
operators to LUpdated Mo
access this file
(ring

FER lssue Deletions by 4 160272011 5:15:02 PM ¢ 3572

Z39 Import by 0 141272010 123439 PM: 3545

AddSubject by 1128 (021272010 12:58:01 PM: 3519

Saved Cats by 104 11112010 1:30:87 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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MANUAL CATALOGUING

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

enabled.
fi Catalog - STAFF at Chelsea Library o | = ER
Main  Application Catalogue XReferences File
F1 Clear ' ' ' ' ' '
| | bl Query Options = @ | |
Enquiry Option -
Any Keyword
Author { A Keyword ) iy ||| EsE
Author Search
Authors and Corporate Authors

Security | B [ Call number
Catalogue Reference Number

Opac View Restriction (Y/N Community Information Records ( 2 Keyword ) J J
Corporate Authors

Tag| 1 | 2 Dew:lay(D.Keyword ) AGro * 4| s
Holdings (USA) ( H.Keyword )
I =
153N
ISSMASEM (| Keyword ) Replace
Mewspaper
Modi
Mewspapers ( X.Keyword ) ﬂ
Motes ( M.Keyword ) Delete
Physical { F Keyword )
Publisher { P Keywaord ) hi - Show
4 o 2 3
Search Term NUM Seq Set 7Size
1861863665070 0w ad

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: e.g. 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.

There are three manual entry methods available:
1. Work Sheet Method

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 when appropriate
(for example: for standard entry of Authors, Subjects, Publishers etc).

2. Editing existing records

Last Updated: 26 February 2013
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It is possible to duplicate an existing record and alter the relevant data.
3. New record from scratch
No Lead Through 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.

Work Sheet Method

1. Launch the Amlib client

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

fiaf Catalog - STAFF at Chelsea Library EI = @

Main  Application Catalogue XReferences File
Audio Image

F1 Clear | F5 Query |

Security Group |'L|BRAR‘|'“

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

Tag | 1 2 Data AGro ~

I /ES

Insert |

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

.

Select Termnplate @

v Wark Sheet Style

Fiction

Mon-fiction

Audio-visual

Videos

Paperbacks

Cn Order

Serials

4. Click on the button for an appropriate Lead Thru set — for example: Fiction —the Work Sheet
will open with a number of preset MARC tags already displayed:
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£53 Work Sheet - STAFF at Chelsea Library = @ 5]

Main  Application Catalogue

F1 Check | F2insert F4 Delete | ‘ F6 SF Ins FS SF Del [~ KeepAfterSave

I1SBN Opac View Restriction (Y/N): W
Tag 1|2 1-a 2-b 3-c
No ISBN Terms Cancelled/invalid
of availability ISBN

082

100 0

5. 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

o See: Appendix 7: USMARC: Some Common Tags for more information

6. 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 double-click the row
or press the F1 Check button

3 Work Sheet - STAFF at Chelsea Library o] @ ==
Main  Application Catalogue
FiCheck | F2insert | F3Save | F4Delete | F6 SF Ins F& SF Del I KeepAfterSave
/ Subject - Topical term Opac View Restriction (Y/N): W
Tag 1|2 1-a 2-x J-y 4.7
No Topical term General Chronological Geogra
subdivision subdivision subdivig
Field Headin - |oo99276941 .
8 Subfield
v U8z F Hol
v 100 0 | Hollinghurst, Alan
> 245 0| Spell, The
o 260 London : Chatto and Windus Ltd , 1998
Crime
o 700 0
* Double Click a row for validation | or Press F1) Amlib Catalogue Ref: 0

| NUM

7. The Existing Authority Options screen will open displaying all matching Authorities and the

number of Catalogue records which use each Authority:

Last Updated: 26 February 2013
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Existing Authority Options @

Has Comments Cat Double click an entry to send it back to Work Sheet -
Mot

N i1 iCrime stories.

Tag No: 650

Search Term CRIME

8. 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)

450 0
v 650 Crime
700 0
N2
490 0
» 650 T | Crime stories.

700 0

9. 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)

Last Updated: 26 February 2013
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10. To enter additional tags, click the F2 Insert button — the Select For Creation table will open

(the preset tags allow for up to 40 entries):

@ Select For Creation

Mo
580 ! Linking entry complexity note

Tag Description

586 | Awards Note

590 :Kinetica Local Mote

G600 :Subject- Personal name

610 i Subject- Corporate name

opical term

651 i Subject - Geographic term

611 : Subject - Meetin/Conference name

653 {Index Term - Uncontrolled

655 iIndex Tearm - Genre

700 :Added entry - Personal name

710 Added entry - Corporate name

711 ; Added entry - Meeting/Conference name

715 i Added Entry Corporate Mame

730 : Added Entry - Unifarm Title

740 : Added entry - uncontrolled related/analytical title

780 :Preceding title entry

785 i Succeeding title entry

852 i Brodart Holdings

856 :Electroniclocation and access

880 ! Alternative Graphic Representation (Unicode)

900 iHeadline

902 : Unicode

ank i klewsnanar

11. 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

12. When the record is complete, click the F3 Save button

13. 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

'je] Some new Authorities will be created. Continue with Save?
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14. Click the Yes button —the Created Catalogue — Select Next Action prompt will display:

Created Catalogue - Select Next Action @

Description -

Create a Stockitem

Create a Periodical

Create an Order
Create another Catalog
Display the created Catalog

-

0K | Cancel ‘

15. 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 menu to initiate the process.

1. A prompt with the following message will display: No Stockitems exist for the Catalogue. Do
you wish to create a new Item?

Stockitem X

'.o.' Mo Stockitems exist for the Catalogue. Do you wish to create a new
' Ttem?

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

Mew Stockitermn 3

Please choose a Form Type
for the new Stockitem

Form Description -
AC éAudio Cassettes
BK |Books
BR | BookRoom
CD | Music Compact Disks
Cl | Community Informatio
CR CD ROMs
DVl : Digital Video
EBK Ebooks
EQ Equipment

LH :Local History -
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3. Choose the appropriate Form type and click on the OK button — the Stockitem main screen

will enter creation mode (the F2 Insert button will appear bolded) and a number of fields will
be pre-populated:

& Stockitem - STAFF at Chelsea Library
Main  Application Itern XReferences File

FiClear | F2insert |

o] & =

F5 Query | | |

Query Via
T ltem  Cat ™ Keyword [ Any

Previous Queries J J J J J

Item No || Cat RefNo 36614

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

Series/|SBN| 978.0-09.927694.4 1998

Subject| Crime stories.

Call Number| F HOL [Form Bk [ Call Set]

Description

Copy No / Convert |

Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source
Al IH’,?J; W Loan Type Opac? |T Alert m Process | |

Received |25/08/2011 ﬂ ﬂ Accessioned Current Cost  |0.00

Group |
ILL Library: ILL Ren: ILL Due: ITEM TYPE: N  MEMOS: 0
On Loan Due On Order Res Seq Set 735ize
1] 1} 200
Last Modified by Issues 0
Date tem due back at lending library | NUK

4. Complete the other fields as required — for example: Stats Code, Current Cost, Floor
location, etc —to access a list of codes in a field press .<Tab>

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

Select @
Choose asc/ desc and click
code or description to change v Asc " Desc
Code Description -
l dult Fiction
AFSTA Adult Fiction Stack
AMF Adult Monfiction
AMFSTA Adult Monfiction Stack
AVNF Audio Visual Nonfiction
CAS Music Cassette
CD Music CD
CDR CD Rom
Cl Community Information
CL ClickView On Demand Video
DF Digital Files i
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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.

Stockitem @

‘:I The Item has been Inserted.

7. Click the OK button

i Stockitern - STAFF at Chelsea Library =] = ==

Main  Application Itern XReferences File

F1 Clear | F2Inserl| F3 Update F4 Delete F5 Query | | |

Query Via
i i i I
Item No |STOCK003?0584B Cat Ref No 36614 ftem Cat VR I
Previous Queries J J J J J
Title| Spell, The

Author| Hollinghurst, Alan
Publisher| London : Chatto and Windus Ltd , 1998

Series/|SBN| 978.0-09.9276944 1998

Subject| Crime stories.

Call Number| F HOL [ Sts Code] AF [Form |E  [Call Set]

Description

Copy No / Convert |

Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source
Al IH’,?J; W Loan Type Opac? |T Alert W Process | |

Received |25/08/2011 ﬂ ﬂ Accessioned Current Cost 0.00

Group |LIBRARY

ILL Library: ILL Ren: ILL Due: ITEM TYPE: N  MEMOS: 0
OnLoan M Due OnOrder N Res 0 Seq Set 7S5ize
) ) 1] 1} 200
Last Modified 2510812011 11:54:10 PM by STAFF lssues 0
Inserting Stockitem... NUK

Multiple Copies

To enter multiple copies of the same catalogue item:

1. Scanin a new barcode into the Item No field — the F2 Insert button will once again become
active (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

Last Updated: 26 February 2013
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IMPORTING NEW ITEMS

Most sites download their Catalogue data (from places like SLOWA and SCIS). Amlib stores the data
in USMARC format, which is now the international standard. This is made up of hundreds of MARC
Tags, which identify data. In the same way that Dewey numbers become familiar, common tags

become known.

Import MARC Catalogue Data

SOME COMMON DESCRIPTION
TAGS

020 ISBN

082 Dewey classification number

100 Personal name main entry (usually author)

245 Main title

260 Publication information

300 Physical description

440 Series

500 General notes

520 Summary

650 Subject headings (Topical)

700 Personal name (Added entry)

856 Electronic location and access (URL)

There are generally four main stages in the download process.

DATA
Download
ed from
SCIS or
sent from

~ m~vas

HOLDING FILE UPDATE

Loads the data [F3] begins the

to the Screen updating

for checking process after
setting the

defaults

NEW RECORDS
Check the new data

e Stockitems: adding
barcodes, supplier,
checking location
etc. to items in file

e (Catalogues

e Authorities

Last Updated
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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:

By Marc Import - STAFF at Chelsea Library EI =] @
Main  Application  Window
F1 Open | | |
File: Record No:

No | 1 | 2 |Field Data

“ Tag | Ind | Ind| Sub Subfield -

|

3. Click 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 — this guide covers the
import of Bibliographic Data.

Bibliographic Data

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

1. The Marc Import — Open screen will display:

Marc Import - Open @

Marc Options
Only load Marc records containing:

¢ Bibliographic Data

" Authority Data

Update the database without viewing
the Marc records.

Load Range
v Al " Range

Start Reading From 1
Max Records to Read | 999999

0K | 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
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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
Data

Bibliographic

Bibliographic data to be created
for the Catalogue.

Data from external
source (for example:
SCIS, SLOWA, Kinetica
etc. with USMARC Tags)

Authority Data

Authority data for creation or
updating of Authority Headings
and/or cross references.

See and See Also Update
from SCIS or other source

Update the database Open and If checked (ticked), the imported | The Catalogue will be
without viewing the Update items will not display in the Updated immediately
Marc records Holding file.
If unchecked (unticked), the Review records
imported items will display in
the Holding file. The Catalogue 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 For example, 1 to 50

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

2. Complete the options using the above table:

a. Marc Options = Bibliographic Data

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)

3. Click on the OK button
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Bibliographic Options

1. The Bibliographic Options screen will display:

Bibliographic Options @
Marc Details Iltem Defaults
We think the file contains US Bib F'Ieage specify default values for each
item in the fields below
Total Bibliographic records 5 Form Type I—E'K
Total Authority records 0 Location I—CHELSEA
Each bibliographic record contains: Lib Group | LIBRARY
(" Catalogue data only Stats Code [ANF
+ Full Catalogue & Stockitem data Floor Loc |
(" Brief Catalogue & Order data
Process |
When displaying the records show: Item Prices
& Alltags in the file Min. Price of an item | 50.00
~ ) )
e T TE LT Appreciate items by | 0.00%
New Catalogue Security Level | o [ Depreciate old stockitems
Mew Authorities Security Level 0 [ Use average price if no price

0K | 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 32
records 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)
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2. Select the appropriate Each bibliographic record contains setting:

Each
Bibliographic
record contains:

Catalogue data only

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

SCIS Data

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

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

4. Click the OK button once you have completed modifying your settings

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.
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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:

By Marc Import - STAFF at Chelsea Library
Main  Application Window

=) = (=

F1 Open |

F2 Save

F3 Update]

F4 Delete F5 Report |

F7 << F§ < Fo > | Flo>>

File: Documents\Work Files\Testing\Marc Files\OverDrivelatnba-20110520a.mrc

Record No: 2

No
100

1

Tag Ind Ind| Sub
2 |Field

d

Subfield
Data

1936-

A

Insert

245

0

David Suzuki

245

0

[electronic resource] :

Update

245

1
1
1
1

0

the autobiography.

260

Vancouver :

Delete ‘

260

Greystone Books,

260

c2006.

300

1 online resource (405 p.) :

Modify

300

ill., ports.

500

Includes index.

Restore ‘

588

pipioiocio g TR

Description based on print version record.

600

1

0

Suzuki, David T.,

Price

Form |BK

Accession Date |09/08/2011

Cost |0.00

Stats Code |ANF

Location |CHELSEA

‘ Nuw

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!

3. Usethe F7, F8, F9 and F10 buttons to move between records

Find

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

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:

MarcImport - Find

Tag: Subfield: |_ [~ Case Sensitive

EX3

String: |

| Close |

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

Last Updated: 26 February 2013

Page 27



Catalogue Training

- Short Online Course

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

Catalogue Update Options

[, Marc Import - STAFF at Chelsea Library (UM DB v5.3) =N Eoh =)

Main  Application  Window

F1 Open | F2 Save F3 Update; F4 Delete F5 Report | FT << F& < Fa > F10 >>

File: prenticj\Documents\Work Files\Testing\Marc Files\OverDrivelatnba-20110520a.mrc =~ Record No: 3
Tag Ind Ind Sub Subfield -
No | 1 | 2 Field Data (em
2451 .0 h [electronic resource] :
245 1.0 b helping your teenager get the most out of high school /
245 10 ¢ Erin Shale [opeie |
260 a Crows Nes MarcImport - Find 3
260 b ;Allen & Un Tag [650  subfield: |— [~ Case Sensitive Delete
260 c {2005.
300 a 1onlinerd SN0 | Modity
500 a Title from Find Mext Close
504 a ilncludes b
520 a A practical guide for parents who want to help their teenager make the Rastore‘
505 0 a (Title page; Contents; Acknowledgements; Introduction; Part | Parent Po
Item No ‘STOCK????????? Accession Date |D§IUE!2011 Cost |0.00
Form |BK Stats Code |ANF Location |CHELSEA
Searching Record Mo 3... NUN

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

(Stock)ltem Options:

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

e Item Options: When an existing Catalogue is replaced all existing items

Update Options

Cat Options
‘When an incoming Catalogue is matched with
an existing Catalogue

Display an IGNORE/REPLACE message

o

Keep the existing Record ie NO UPDATE

Add Authorities but Replace Mon-Authorities

B I B

Replace the existing Catalogue

=5

ltem Options

When an existing Catalogue is replaced
all existing Stockitems:

" Keep their current display
" Are refreshed from the Catalogue

+ Are refreshed except lines:
eq. 156

v Replace all tags EXCEPT:

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

| 099

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

g

Please choose the location to use when
matching an order

(v Exact T Any

[ Only create stockitems

OK | Cancel |

PARAMETER FIELD

EXPLANATION
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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

All tags from the Import are used, overwriting any existing

ENTIRELY data
FIELD OPTION EXPLANATION
Replace all Don’t delete the | This will vary according to the setting in Main > Supervisor

tags EXCEPT:

following tags
from the
existing
catalogue eg.
650,700

> 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

¥ 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

Don’t import
the following
tags from the
incoming
catalogue eg.
650,700

Adds non-identical tags when importing. Does NOT import
the new data in the specified Tags. Existing data in the
specified Tags remains unchanged

Iv Replace all tags EXCEPT:

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

| 082

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

| 082
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PARAMETER FIELD EXPLANATION
Item Options Keep their current display No existing Stockitems are refreshed — they remain the
same
When an — -
existin Are refreshed from the Catalogue | All existing Stockitems are replaced by the new Catalogue
& . details
Catalogue is
replaced, all Are refreshed except lines: Enter the line numbers to be retained — for example: 6
existing eg.1,5,6 (Line 6, which is usually Call Number). Line numbers
Stockitems: 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 Only order items where location is the same as the
the location to 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
stockitems being 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:

Sawved Files
Saved Files

Type the names of the files into which all the newly created Catalogues,
Authorities and Stockitems will be saved.

=5

Catalogues | EXCH JP 09/08

Browse...

Authorities | EXCH JP 09/08

Browse...

Stockitems | EXCH JP 09/08

Browse...

OK | Cancel

il

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)

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.
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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:

Catalogue Match @

Arecord exists on the system with the following tags defined:

Tag Description -
100 ; Suzuki, David T., 1936-
245 : David Suzuki [electronic resource] : the autobiography.

260 {Vancouver : Greystone Books, c2006.

300 i1 online resource (405 p.) :ill., ports.

500 iIncludes index. -

It has been matched against the current upload record:

Tag Description -
100 : Suzuki, David T., 1936-
245 : David Suzuki [electronic resource] : the autobiography.

260 iVancouver : Greystone Books, c2006.

300 i1 online resource (405 p.) :ill., ports.

500 iIncludes index. -

Are the above two records the same?

Yes ‘ Mo ‘ Replace |

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:

Update

Updating MARC Data...

T

8. When the update is finished an Update prompt will display, showing the number of records
Updated:
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"

Update @

101 Record Numbers 1 to 5 have been Updated.

9. Click the OK button

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

Checking New Stockitems

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

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

display:

Stockitern Saved Query Results @

Fitew | F2Empty | F3Save | F4Delete | F5Query | FoPrint | F7Copy | F8Paste | Fo select |

Sot @& Asc ¢ Desc Operator:  [STAFF =]
Details Allow other Qty Last File -
operators to Updated Mo
access this file
(YIN)

12011 12:00:03 AM | 3
Y 10 09082011 42539PM (| 3157
Premiers Reading Challenge Y 5238 (08/08/2011 10:43:28 PM: 3156
CLICKVIEW JP 2/8 Y i 02/08/2011 6:46:37 PM ¢ 3130
Y
Y

EXCH JP 09/08

Chelsea Fiction 0 2710712011 1:46:40 PM | 3129
Harry Potter Books 15 08/07/2011 12:59:589 PM: 3079
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4. Highlight the file you wish to access and click the F9 Select button — a Stockitem List of the
imported items will display:

@ Stockitem List - 6 rows - SCIS JP 25/8 o |2 ]

Main Table XReferences File

Seq Title Author Call No Form Stats |On| Due |Rsv|Perm| Process |On Series Process Date Ec =
Loc Ord

Log Back

ITING PEN
AVVAITING PEN

The mystigue 18 Aug 2011

18 Aug 2011

2| The dragoen queens / Traci Ha

[RRAX]

=

F HAR BK | NF CHEL!

3| The dragon queens / Traci Hai Harding, Traci. The mystique

5. You can now check to ensure that the item details are correct
6. Double-click the first entry — the selected item will display in the Stockitem screen
7. Add the correct Item No (barcode), Current Cost, Sts Code, Form code, Origin/Source (if
required) and generally check other details
(@ Stockitem - STAFF at Chelsea Library o] @ ==
A i tern  XReferences  File
1. Add 4. Add
Barcode ﬂ F2insert \ F3Update| F4Delete | F5Query | Fo Table | r> | R0 |
Query Via Origin/Source
i i o r i i
T ] [STOCK003702018 CatRefNo 36603 T s bt (supplier) if
Previous Queries J J J J J required
Title| The black madonna f Traci Harding.
2. Check Author| Harding, Traci.
Form and ublisher| Sydney : HarperVoyager, 2009. 5. Add correct
Stats codes eslISBN| The mystique trilogyv, bk. 3 2009. price (do not
Subject| Fantasy. add $ sign)
Number| F HAR [ Sts Code| NF [Form |BK  [Call Set]
Description Copy No | Convert | |
Location
Perm |CHELSEA Temp [CHELSEA Floor | Origin/Source I
For L
or l‘?ﬁﬂ Y Type |  Opac? [Y Alert|[Y  Process [AWAITING PROCESS [18/08/2011
heeived |18/022011 ﬂ ﬂ Accessioned |18/08/2011 CurrendSost
3. Check E
. roup [LIBRARY 6. Add/remove any
Location
other relevant

8. To access a list of codes in a field press .<Tab>

information

For example: in the Stats Code field, pressing .<TAB> will display a list of your Stats Codes and

Descriptions — double-click on a entry to select it

9. Click on the F3 Update button when complete —a prompt with the following message will

display: The Item has been Updated.

Stockitem

[0] The Itemn has been Updated.

X5

10. Click on the OK button
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MODIFYING CATALOGUE DETAILS

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)

it Catalog - STAFF at Chelsea Library EI = @

Main  Application Catalogue XReferences File

F1 Clear | Duplicate F3 Update F4 Delete F5 Query F& Table F9 = | F10 >> |

Rowling, J.K. @
Harry Potter and the chamber of secrets / J.K. Rowling. Audio) | [image

London : Bloomsbury, 1998,

FROW [

Security ,T Group |LIBRAR‘|’ STAFF 12/08/2011 5:08:34
TREVOR 03/08/2000
Opac View Restriction (Y/N): ,T Previous Queries J J J J
Tag | 1 2 Data AGro +
100 § 1 Rowling, J.K. LIBR
245 : 1 | 0 :Harry Potter and the chamber of secrets / J.K. Rowling. LIBR S—
260 Londeon : Bloomsbury, 1998.

Replace

0 7 {Witches and warlocks - Fiction. LIBR
0 ¢ T Magic - Fiction. LIBR. Delete

B -

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 display:

53 Work Sheet - STAFF at Chelsea Library [=] @ [=]

Main  Application Catalogue

FiCheck | F2insert | F3save | F4Delete | ‘ F6 SF Ins F8 SF Del

Publisher (Imprint) Opac View Restriction (YIN): |N
Tag |1 |2 1-a 2-b 3-c -
No Place Name Date
of publication : of publisher , of publication
022 4|F ROW
Field Heading Subfield
1 Rowling, J.K.

245 i1 {0 |Harry Potter and the J.K. Rowling.

chamber of secrets /

London : : Bloomsbury,
300 251 p.

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

record
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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.

& Catalog - STAFF at Chelsea Library EI =l @

Main  Application Catalogue XReferences File

F1 Clear | Duplicate F3 Update F4 Delete F5 Query F& Table Fg = | F10 >> |

Rowling, J.K. @
Harry Potter and the chamber of secrets / J.K. Rowling. s ||| P

London : Bloomsbury, 1998.

FROW [ =

Security ,T Group |LIBRAR‘|’ STAFF 12/08/2011 5:08:34
TREVOR 03/08/2000
Opac View Restriction (Y/N): [ Previous Queries =1} J J J J
Tag | 1 2 Data AGro ~
100 § 1 Rowling, J.K. LIBR
245 1 1 | 0 ;Harry Potter and the chamber of secrets / J.K. Rowling. LIBR —
260 Londeon : Bloomsbury, 1998.

300 251 p. Replace

650 Witches and warlocks - Fiction.
650 { 0 | 7 {Magic - Fiction. LIBR Delste

B -

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:

ﬂ Select For Creation = @
Tag Description -
Mo

610 :Subject- Corporate name

611 :Subject- Meetin/Conference name
bject-To erm
Subject - Geographic term

653 iIndex Term - Uncontrolled

655 iIndex Term - Genre

700 iAdded entry - Personal name

710 iAdded entry - Corporate name

711 iAdded entry - Meeting/Conference name

715 : Added Entry Corporate Name

730 : Added Entry - Unifarm Title

740 : Added entry - uncontrolled relatedfanalytical title

780 :Preceding title entry

2. Double-click on the desired Tag
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Insert Non Authority Tag

1. Ifthe selected Tag is a Non-Authority — the SubFields window will display:

SubFields [e25e
F1 New F3 Update || F5Format|  F6 Table |
Mote
Tag | 500 Ind |— Ind2 |—
Seq | SubF Diata -
= 10 a iThisis anote!

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:

53 Valid SubFields / Parts
SUbF

Description

==

Rpt o

a iGeneral note

M

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

Insert an Authority Tag

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

Authority Replace IEI
F1 Clear | F2 NewAut ‘ F5 Query |
Subject - Topical term

Tag Ind1  Ind2 Last Changed By

T I

Comment Cat Matches Has =
Mote

e Notice the Green colour of the list (in this example: a 650 - Subject Heading)? This is because

the headings shown come from the Authority module
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2. Typein a Search Term (for example: Fantasy) and click the F5 Query button — a list of

3.

4,

matching terms will display:

Fantasy films. M

Authority Replace @
F1 Clear | F2 NewAut| F3 Replace F5 Query |
Subject - Topical term

Tag Ind1  Ind2 Last Changed By
eso [ [
Comment Cat Matches Has

Search Term fantasy

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

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

SubFields =25

F1 Hew F3 Update | | FEFormat|  F6 Table |

Subject - Topical term

Tag | 650 ind1 [ Ind2 [

Seq | SubF Diata -
- 10 a :Fantasy comics
- 30 X
= 40 ¥
= 50 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:

[l

-

£33 Valid SubFields / Parts
SubF| Description Rpt
a iTopicalterm N
¥ iGeneral subdivision Y
y iChronological subdivision Y
z iGeographic subdivision Y
| MNUM

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 *
100 ¢ 1 Rowling, J.K. LIBR
245 : 1 ¢ 0 Harry Potter and the chamber of secrets / J.K. Rowling. LIBR
260 London : Bloomsbury, 1998.
300 251 p.

{ it !Fantasy comics
650 Fantasy. LIBR
650 ; 0 ; T ;Witches and warlocks - Fiction. LIBR
650 : 0 : 7 :Magic - Fiction. LIBR

Insert

Replace

Delete

R

Hide

Once the Authority has been entered, it is available for use in subsequent catalogue records.
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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 table

3. Typein a Search Term (for example: Wizards) and click the F5 Query button — a list of

4.

will display with highlighted Authority:

Authority Replace @
F1 Clear | FE Query |
Subject - Topical term
| Fantasy.

Tag Ind1  Ind2 Last Changed By
IW l_ l_ 16/01/1996 1:44:19 PN TREVOR
Comment Cat Matches Has =

Mote

Search Term WIZARDS

matching terms will display:

Authority Replace @
F1 Clear | | F3 Replace| ‘ F5 Query |
Subject - Topical term
| Fantasy,

Tag Ind1  Ind2 Last Changed By
650 l_ l_ 16/01/1996 1:44:19 PM TREVOR
Comment Cat Matches Has =

Search Term WIZARDS

If the correct term is in the list:
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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?

Catalog - Authority Replace

':e] Creating an Authority replaces the existing Authority, Continue?

b. Click on the Yes button — the SubFields table will display:

SubFields

F1 New

F3 Update | | F5 Format F& Table

Subject - Topical term

Tag | 650

Ind1 |— Ind2 |—

Seq | SubF

Data

10

a

Fantasy camics

30

X

40

¥

50

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:

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

5% Valid SubFields / Parts
SubF| Description

a iTopicalterm

General subdivision

X
y iChronolagical subdivision
7 iGeographic subdivision

= = ==
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e. Click onthe 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 *

100 | 1 Rowling, J.K. uer | |2 2

245 1 1 0 iHarry Potter and the chamber of secrets / J.K. Rowling. LIBR —

260 London : Bloomsbury, 1998. -

300 251 p. Replace

: 1 !Fantasy comics

650 Fantasy. LIBR

650 i 0 | 7 Witches and warlocks - Fiction. LIBR pcicic

650 : 0 : 7 :Magic - Fiction. LIBR _
] v

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
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!

SubFields (23]

F1 Hew F3 Update | | F& Format F6 Table |

Physical description

251 p.

Tag [300 a1 | nd2 [ oamos=on 11:51:06 PM STAFF

Seq | SubF Data -
10 a :251p.

2. Make the changes

3. Click the F3 Update button when complete

Last Updated: 26 February 2013
Page 41



Catalogue Training - Short Online Course

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?

Delete Tag 22

{e} Delete Current Tag. Are you sure?

2. Click the Yes button

3. The Tag will be deleted
Hide/Show
Alternates between hiding/showing tags for this record.

1. Click on the Hide button on the right-hand side of the screen to hide the Tags in the
displayed record (Hide will then be replaced by Show)

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

300 251 p. & &
= | 650 Fantasy comics

Insert
650 1 {Wizards LIBR Q
650 : 0 i 7 {Witches and warlocks - Fiction. LIBR Replace
© 0 { 7 :Magic - Fiction. :

856 http://harrypotter.com Click here for alternative link LIBR

856 Http:/flocalhost/amlib/mmedia/web/harrypotter.htm Click here for further in; LIBR LEEE

945 STOCKO003688498 LIBR

- Hide

n b

Please Note: This sequencing possible within the record depends on what is set in the Main >
Supervisor > Installation - Catalogue tab: Allow tags to be sequenced anywhere within a catalogue
(Y/N) parameter.
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If it is 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

If it is 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

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.

Main

{9 Catalog - STAFF at Chelsea Library =] = ==

Application  Catalogue XReferences File

FiClear | Duplicate | F3Update| F4Delete | F5Query | F6 Table > | P |

Rowling, J.K. @
Harry Potter and the chamber of secrets / J.K. Rowling. Audio | Image

London : Bloomsbury, 1998,

FROW [

Security 0 Group |LIBRJ-\R‘|’ STAFF 26/08/2011 1:07:30
TREVOR 03/08/2000
. P | Il |
Opac View Restriction (Y/N): [N Previous Queries j J ==
Tag | 1 | 2 Data AGro *
300 251 p. & &
- | 650 Fantasy comics
Insert
650 1 Wizards LIBR Q
650 : 0 i 7 {Witches and warlocks - Fiction. LIBR Replace
: 0 [ él-.-'|'r:|git: - Fiction. :
856 http://harrypotter.com Click here for alternative link LIBR
856 Hitp:/flocalhost/amlib/mmedia/web/harrypotter.htm Click here for further in: LIBR LEEE
945 STOCKOD0368849B LIBR _
1‘ b
Any Keyword Ref: 35306 Seq Set 7?Size

HARRY POTTER CHAMBER OF SECRETS

1 2 200

MUK
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MASS DELETION OF STOCKITEMS/SAVING TO FILE

Items can be deleted easily from a Saved File. These items can be wanded into the File. This is useful
for Public Libraries who have to return items to SLWA, and who want to delete them from their
catalogue. It is also useful for schools when a weed of resources is performed (for example: after a
Stocktake).

This can be done individually within the Stockitem module by calling up the item and clicking the F4
Delete button. If it is the last copy for the Catalogue, you will be prompted to delete the Catalogue
entry as well.

Items can be deleted en masse from a Stockitem List (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)

& Stockitern List - 8 rows = @
Main Table XReferences File
Seq Title Author Call No Form Stats |On| Due |Rsv| Perm| Process |On Series Process Date E¢ »

Lod Back Loc Ord

8 | Doctor Whao warriors of the de Dicks, Terrance. J DICK BK :JF f 045052

=
o
XL
T
=

Doctor Who 19

4. Highlight the items to be deleted

5. From the Stockitem List main menu, select Table > Mass Item Deletion — the Mass Delete
Iltems screen will display:
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Mass Delete Items @

ltems

[~ Confirm Delete ltem Message Required ?

I~ Last ltem Message for Cat Required ?

Catalogue

¥ Delete Catalogue if Last ? *:

I Confirm 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 : ltems 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:

Stockitem List - [tern Deletions 25

f - \ You are about to delete items
‘S With the parameters as supplied you can expect that you will

Mot get a message for every itern deletion

Mot get a message if the item is the last for the catalogue record
Catalogue records with no more itemns will be deleted

You will MOT get a message before Catalogue records are deleted

Do you wish to Continue ?

8. Click the Yes button

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

Z39.50 is an international information retrieval standard that enables communication between
computer systems, including those that operate on different hardware and use different library
software (for example: Amlib, Spydus, Symphony, etc.). Searching of other libraries and databases is
performed simultaneously in a single search (parallel 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.

e See the Catalogue manual for details on how to set up new Servers and new Groups

Please Note: Use of the bibliographic records via Z39.50 is subject to the terms and conditions of the
source library.

Amlib Z39.50 Client

1. Launch the Amlib client

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

£55 739.50 Search - STAFF at Chelsea Library [r=|[-E 3]
Main Application
F1 Clear | Fsquery | |
Server Status | State | Fetch... | Found | | Group: (none)
Title Author Publ Phys Server | |

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

Query ()

Available Servers

Servers: Public Libraries -

Search Attributes

|Auth0r j |
|anD | |itie ~| [HarryPotter
lano ~| [isBN =
|anD | |subject =]

oK | 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
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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 screen:

£3 739.50 Search - STAFF at Chelsea Library = =R

Main Application

F1 Clear Faimport| FsQuery | FeFeten |

Server | Status | State | Fetch... | Found | | Group: Public Libraries
z Ebscohost Busines... Connect  Busy 001 o

% Libraries Australia ... Fetch  Idle 10 15 002 T B0 g R
z State Library WA (... Connect Busy 003

2 Library of Congress  Fetch Idle 10 356 004

&Armadale City Libr... Fetch Idle 10 61 005

Title Author Publ Phys Server | | =
3 Cultural studies in the EFL classroom / ... Heidel.. 394 p.:.. Library of Congress 016
&¥Damned if you do : dilernmas of action ... Lanha..  wiii, 222... Library of Congress 017
E¥Dan Coates pop keyboard library : early ... Miami,.. 52 p.of.. Library of Congress 018
EF The devil wears Prada [sound recording... Los An.. 1lsoun.. Library of Congress 019
ﬂDisco\rering the real world of Harry Pott... Chicag.. 1wideo.. Library of Congress 020
ﬂHarr}r Potter and the philosopher's ston...  Rowling, J. K, Lendo.. 223 p.;..  Armadale City Lib... 021
ﬂHarr}r Potter and the chamber of secret.. Rowling, J. K. (Joa.. Londo.. 251 p.;.. Armadale City Lib... 022
ﬂHarr}r Potter and the goblet of fire / LK ... Rowling, J. K. Londo.. 636 p.;.. Armadale City Lib... 023
&K Rowling : the wizard behind Harry Po... Shapiro, Marc, 1949-  Londo..  xvi, 127.. Armadale City Lib... 024
E?Exploring Harry Potter / by Elizabeth D. ... Schafer, Elizabeth ...  Londo..  xiii, 479... Armadale City Lib... 025

7. The columns can be sorted by clicking any of the column headings
8. Save selected records to a MARC file for import:

a. Highlight the records (hold the Ctrl key and click on records to highlight more than
one record)

b. Click the F4 Import button —the Import method screen will display:

b

Import method @

Do you wish to import by saving into a marc file and then via the Authority
module mare take up option - if so select Yes or alternatively import now
directly ? ( select No )

If you import directly you will not get all the options available in the Authority
method

Mo Cancel

c. Select your import option:
= (Click the Yes button: Save the Marc file and then import it
= (Click the No button: import directly (not all import options will be available)
= (Click the Cancel button: Cancel the import

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

& Records may now be imported via Authority Module
W' They have been saved in File

C:\Usersh Documentst2011-08-26-01.27.08 355TAFF.z39

X5

e. 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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