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Introduction

Purpose

Contents

The ADVANCE Cataloguing module provides the full capabilities neces-
sary to develop and maintain the computerized database of alibrary’s
bibliographic, authority and holdings records:

» The Catal oguing modul e supportsthe latest MARC bibliographic and
authority updates through loading of MARC format tapes.

« Onlineinterfacesto external bibliographic utilities are included in
the system.

» Bibliographic records downloaded from external utilities, or loaded
from magnetic tapes, are reformatted to MARC standards, with local
hol ding information added as necessary, before being loaded into the
library’s main database.

« Edit checks ensure that data entered conformsto the library’s pre-
defined content and authority standards.

» Changesto bibliographic records filed into the main database are
immediately reflected in the online databases.

The Cataloguing Management Guide explains to you how to setup and
maintain the records in your database.

Chapter 2 provides an overview of the cataloguing setup process. A
function/menu map is aso included.

Chapter 3 describes setup proceduresfor the catal oguing code tablesand
the optional Community Information Module. It also describes how to
create customized workformsthat will facilitate the catal oguing process.

Chapter 4 describes setup procedures for holdings.

Chapter 5 discusses catal oguing functions such as: providing access to
the catal oguing database, configuring records for importing and

Cataloguing Management Guide (September 2000) 1-1
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Other Documentation
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exporting, using edit logging, providing duplicate checking at the classi-
fication number level, defining spinelabels, and creating the conversion-
on-the-fly screen.

Chapter 6 provides an overview of catal oguing management.
Chapter 7 explains how to import and index records.
Chapter 8 describes how to export records.

Chapter 9 provides information on how to manage the cataloguing data-
base. It includesinformation on how to use standard reportsto determine
the content of the database.

Chapter 10 explains how to use the global change utility to count, report,
change, or delete MARC bibliographic or authority records.

NOTE: Prior to Release 6.5, this manual contained Chapter 9, Report
Writer. In Release 6.5, this chapter was removed. See the Reports Guide
for information about producing reports.

Appendixes
A: Using ADVANCE - presents an overview of how to use the system.
B: Edit Functions - presents the edit functions presented in table format.

C: Diacritics - describes how to use mnemonics to input information
when non-diacritics terminal s are used.

D: Glossary - defines the terms as used by ADVANCE

E: Community Information Module - discusses the optional, add-on
product.

F: Authority L oader - discusses how to define the indexing profile and
how to use the authority loader. Three sample profiles are provided.

G: User Permissions - lists the user permissions for catal oguing.
Screen Index

General Index

Consult other guides for related information:

» the Cataloguing User’s Guide describes how to perform day-to-day
cataloguing tasks in the ADVANCE system.

Cataloguing Management Guide (September 2000)



 the Utilities Management Guide describes general ADVANCE setup
and management: port definitions, access control, the Report Writer,
and so on.

Typographical Two special text styles are used in this guide:

Conventions - .
1. Thefunction identifiers, text that you can enter, and screen messages

are in amonospace font style. Examples: “BSR’, “Y”, “Ent er
search string for record to nerge”.

2. The names of screen fields and options, and cross-references to
section or manual titles, arein italics. Examples: “Local Control
Number” , “ Exit”, “see Bibliographic Cataloguing”.

Angle brackets around the name of a key mean press the key. For
example, <ENTER> means press (or pressing) the ENTER key.

Generic Examples Because the system can be tailored by the library’s system managers to
meet local needs, the screens and options shown in this document may
not match exactly the ones at your library.

Cataloguing Management Guide (September 2000) 1-3
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Cataloguing Setup

In catal oguing setup, the following areas can be configured to meet your
needs:

MARC catal oguing formats
access to cataloguing functions
import and export of records
holdings records

express cataloguing

This manual explains how to configure the catal oguing module. Though
Geac will do much of the configuration during installation, this manual
will allow you to make your own modifications and additions.

Cataloguing Management Guide (September 2000) 2-1



Chapter 2: Cataloguing Setup

Configuration of MARC Cataloguing

The configuration of MARC catal oguing defines the tags and subfields
that can be used. It aso controlstheir use and defines the templates with
which new records will be created. Separate configurations must be
created for bibliographic and authority records.

The functions used for this configuration are:

» Tag & Subfield Descriptions (BTSD and ATSD), to define thetags and
subfields that can be used;

» Bibliographic and Authority Tag & Subfield Edit Checks (BTSE and
ATSE), to define the cataloguing formats;

» Bibliographic and Authority Work File Catal oguing (BWC and AVC),
to define the templates.

Catal oguing formats are subsets of the complete set of MARC fields
defined in the system. Each cataloguing format contains the fields used
to catalogue atype of material. For example, formats could be created
for monographs, sound recordings and kits.

Workforms are subsets of cataloguing formats. These templates contain
fieldsfor amore specific type of material than the catal oguing format, or
for atype of cataloguing. For example, templates could be created for
CD's, cassettes and VHS tapes, aswell as for brief cataloguing and full
cataloguing.

Cataloguing Enhanced Options (CSOP)

Catal oguing enhanced options are used to control and validate the
content of bibliographic and authority records.

2-2 Cataloguing Management Guide (September 2000)



Configuration of MARC Catal oguing

Access to Cataloguing Functions

Accessto functionsin catal oguing is controlled in the same way asin the
other ADVANCE modules, through the user level. Thelevel isdetermined
in Enter Access Codes ( EACC) function of the ADVANCE Utilities, which
is described in the Utilities Management Guide.

However, there are authorizations that are particular to catal oguing.
They are:

» togrant accessto different recordsin the workfile:

Bibliographic Workfile Browse Delimiter (BWBD), Bibliographic
Deleted Records Workfile Browse Delimiter (BDBD), Bibliographic
Indexing Errors Workfile Browse Delimiter (BEBD), Bibliographic
History Records Workfile Browse Delimiter (BHBD), Bibliographic
Workfile Discarded Acquisitions Records (BDAD), Authority Workfile
Browse Delimiter (AVBD), Authority Deleted Records Workfile
Browse Delimiter (ADBD), Authority Indexing Errors Workfile
Browse Delimiter (AEBD), Authority History Records Workfile
Browse Delimiter (AHBD), Authority Workfile Discarded Acquisitions
Records (ADAD);

» togrant accessto record status codes Bibliographic Satus Codes
(BSC), Authority Status Codes (ASC).

You can link your own user code or someone else’s user codeto arecord
being filed into the workfile. A user can be authorized to access only his
own records in the workfile, or records with other source codes.

Access to record status codes allows you to use some or all of the status
codes, for example: file into the catalogue, or file into the workfile.

Cataloguing Transactions Log

If desired, the system can keep alog of certain catal oguing transactions
(additions, modifications, deletions, etc.). Thislog can be consulted
through the catal oguing reports.

The transactions to be logged are listed in the functions Catal oguing
Tracking Reports ( CSAL).
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Importing and Exporting Records

Transaction Codes

Field Deletion Codes

Conflicting Authorities

2-4

Certain cataloguing parameters will affect record importing and
exporting. They are:

 transaction codes: MARC Trandlation Codes (MTC);
» field deletion codes: Tag/Subfield Deletion Codes (CSMDC).

Each catalogue record is tagged with a transaction code which indicates
the source of the record. Certain codes are standard, for example,
transfer from acquisitions and local cataloguing. Other codes can be
defined by the library, for example, codes for records loaded with a
library-specific loader.

Whenever records are imported or exported, tags and subfields can be
deleted by using field deletion codes, defined in the Tag/Subfield Dele-
tion Codes (CSMDC) function.

A record |oaded to ADVANCE may contain as an established form an
authority that already existsin the database as a rejected form. This can
be managed in one of two ways. Either the system can modify the record
to be loaded so that no conflict arises; or, the record can be loaded asis.
In this case, though a conflicting authority is created, a report can be
created to allow manual resolution of the problem.

Cataloguing Management Guide (September 2000)



Configuration of MARC Catal oguing

Holdings Records

See Holdings Setup on page 4-1.

Verification of shelf numbers

Spine Labels

Location codes

Whenever a shelf number is entered that already existsin the catalogue,
awarning message appears (only in the English version of ADVANCE.)
Call # Duplicate-Exclusion Class Range (CDC) allows sections of aclas-
sification range to be excluded from this verification.

Spine labels can be printed through the holdings catal oguing function.
The format of the spine labelsis configured in Call Number Spine Label
(CHCSL).

L ocations can be defined to reflect the physical layout of the library. The
location codes entered in the holdings records are then used to locate the
library material. Location codes can also be linked to circulation codes
so that items from certain locations are loaned according to specific
rules.

The functions, Institution Codes (CHI C), Sublocation/Building Codes
(CHSC), Collection Codes (CHCC), Call # Prefix Codes (CHPC) and Class
Number Codes (CHNC) are used to manage location codes. These codes
are found under the Holdings Setup Menu (CHSM in both the cata-
loguing and circulation modules. Their useis described in the Circula-
tion Management Guide.

Default Values for Holdings Cataloguing

The default location code for an item is taken from:
» thelocation of thefirst item attached to a record.

If the item added is not the first one attached to arecord, the system
will propose the location of the first copy as a default.

 thelocation of the port.

In Holding Default Definition (CEHD) asite, location, collection and
circulation code can be defined for each port. When thefirst itemis
added to arecord, the default location code will be the one assigned
according to the user’s port.
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Express Cataloguing

Express catal oguing creates a brief record from circulation to allow the
loan of an uncatalogued item. MARC format is not used. Instead the
entry screen is made up of afew clearly labelled fields. This screen can
be defined in DEFINE CONVERSION ON THE FLY SCREEN (DCF).
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Catal oguing Formats

Cataloguing Formats

A cataloguing format is a set of MARC fields used to catal ogue atype of
material. Each format also has checks to control the quality of cata-
loguing by validating tags, subfields and indicators, and determining
whether or not they are repeatable.

The checks applied to afield can vary depending on the cataloguing
format in which it is defined. They are used in the cataloguing functions
Bibliographic MARC Cataloguing (BMC), Authority MARC Cataloguing
(AMC), Bibliographic Work File Catal oguing (BWC), and Authority Work
File Cataloguing (AWC) and at the following times:

» entry and modification of records (some checks take place directly
on entry, for example, verification of the repeatability of afield);

« filing of arecord (FI LE command);
 verification of arecord ( REFORVAT command).

When arecord isimported from an outside database, it is not verified by
a cataloguing format. An imported record is verified only asto its
accordance with the structure described in the Format for Bibliographic
Information Interchange (1SO Standard 2709).
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The Leader

Export Leader and Internal ADVANCE Leader

Leader Code

2-8

The MARC leader is afixed field of 24 characters. It contains coded
values that define the parameters for processing the record. ADVANCE
uses positions 5 (record status), 6 (type of record), 7 (bibliographic
level), 10 (indicator count) and 18 (descriptive cataloguing form) from
the leader.

Therefore, when the leader is configured, less than 24 characters are
defined. The position of the leader in ADVANCE does not match the
positions of the MARC leader. A conversion table defined in UNIVERSE,
links the ADVANCE positions to the MARC positions. Thistableis used
when records are exported to create accurate leaders.

The different combinations of positions 6 & 7 create the ADVANCE
leader codes. One or more leader codes are assigned to each catal oguing
format. For example, the BK (book) format could be assigned the codes
am (language material, monographic item) and aa (language material,
component monographic). In cataloguing with that format, the leader
would have to match leader codes defined in it.

One format can be linked to many |eader codes. However, aleader code
can only be linked to one format.
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Workforms

Workforms are subsets of catal oguing formats. These templates contain
fieldsfor amore specific type of material than the cataloguing format, or
for atype of cataloguing. For example, workforms could be created for
CD's, cassettes and VHS tapes, as well asfor brief cataloguing and full
cataloguing.

Default values can be defined for each template. These values will be
presented when the template is used but can be modified or deleted if
they are not needed for that particular record.

There are no checks on the workform which is only a cataloguing aid.
Verification occurs at the level of the catal oguing format. Fields that are
not present in the template can still be added as long as they are part of
the cataloguing format to which the template is linked.

Thereisno limit to the number of workforms that can be created for a
format. They can be created to meet the needs of each catal oguer.

Cataloguing Management Guide (September 2000) 2-9
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Workfiles

The ADVANCE workfile is used to store bibliographic and authority
records on atemporary basis.

Thisfile can be used to store unfinished records that should not be
visiblein the OPAC, or records that need other revisions. Imported
records can also be kept in the workfile temporarily. Workfile records
can be retrieved, modified and indexed in the catalogue. Thereis only
one workfile, and it is common to all the users.

NOTE: Deleted records are automatically stored in the deleted records
workfile.

Identification Code and Workfile Prefix

Each time arecord is placed in the workfile, an identification code and
workfile prefix are entered. The source code (usually the cataloguer's
user code) identifies the person who entered the record in the workfile.
The workfile prefix indicates the type of record and determines how it
can be accessed (through Bibliographic Work File Cataloguing [ BWC],
Authority Work File Cataloguing [ AWC] , Bibliographic Indexing Errors
Workfile Browse Delimiter [ BW E], etc.).

Once arecord isfiled in the workfile the prefix isinvisible to the user.
However, the identification code is displayed in the workfile index.

Access to Workfile Records

The file access parameters can be set to allow each cataloguer to use
only certain identification codes when entering or retrieving workfile
records. Cataloguers must be authorized to retrieve or enter workfile
records. Without additional authorization, cataloguers are allowed
access to only their own workfile records.
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Record Status Codes

Transaction Codes

When arecord isfiled, acodeisgiven to the system to show whether the
record isto be kept or deleted. If the record is to be kept, the code indi-
cates such things aswhether it isto be sent to the workfile, or transferred
from the workfile to the catalogue.

The transaction code of arecord shows how the record was entered in
the catal ogue (loaded from OCLC, transferred from Acquisitions, and so
on). This codeis visible when the MARC record is displayed.

Catal oguers do not enter the transaction code. It is automatically gener-
ated by the system depending on which procedure was followed to enter
the record in the catalogue.

The transaction code is not part of the MARC format. However, it is
stored in position 26 of the ADVANCE leader and position 22 of the
MARC leader and created when the record is exported.

Filing/Deleting Bibliographic and Authority Records in ADVANCE.

File Option:

Tofile or deleteaMARC record, you must first have retrieved the MARC
record. Usethe Fi | e command to initiate afile (indexing) or delete
(deindexing) function. Upon use of the file option, you are prompted for
astatus code. It is this status code that tells ADVANCE whether to
execute afile or deleteit. The status codes are defined in Bibliographic
and Authority cataloguing setup. There are eight system defined status
codes determining the result:

1 Index into workfile.

2 De-index from workfile.

3 Index into main database.

4 De-index from main database.

NOTE: deleted records are placed by the system into a Deleted
Records Workfile.

Cataloguing Management Guide (September 2000) 2-11



Chapter 2: Cataloguing Setup

Cataloguing Options

? help

# tag

Add item

Add #

Backward

Binding entry

Copy

Copy cataloguing

Delete

2-12

13 File into Workfile and Main Database.

NOTE: this option createstwo copies of the record, at some point
one record, usually the workfile, should be deleted.

23 Delete from Workfile and index into Main Database.
24 Delete from Workfile and Main Database.
173 Index into Workfile, strip unwanted tags from MARC record

and index the stripped record into the Main Database.

After you have specified a status, the system will perform certain checks
and prompt for confirmation.

Provides access to a Library-defined help screen.

Entering atag number on this option places the cursor in the record on
the specified tag.

Allows a new item to be added to aformat or workform.

Allows asingle element (identified by #) to be added to aformat or
workform. Used primarily in tag and workform definitions.

Displays the previous screen in a multi-screen record.

Allows cataloguing of different bibliographic items which share the
same call number.

This command copies the contents of a source item to the current item.
An item can be a code, tag, workform, etc.

This command copies the retrieved record and assignsit anew LCN
(Local Control Number) when the record isfiled. This option is not
available when creating new records.

Delete the item currently displayed. The system asks for confirmation.
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Delete #

Del subfield

Delete tag

Del tag.subfield

Exit

File

Fixed field

Fixed field tag

Fixed length

Forward

Item update

Labelled display

Allows single element (identified by #) to be deleted from aformat or
workform.

Deletes a specific subfield from the current tag.
Deletes a specific tag from aformat or workform.
Deletes a specific subfield from a specific tag.

This option loses al data entered after the command to create a new
record was entered, or an existing record was retrieved. However, item
records created or modified using the Item Update option, or analytic
record linked or unlinked will not be affected by exiting from the biblio-
graphic record.

Saves the contents of the current item, then exits. Additions and changes
must be filed before they can have an effect on the system (The link and
unlink commands are exceptions to these rules). The system performs
edit checks on bibliographic records before filing them, and displays any
errors or inconsistencies found.

Allows entry or modification of encoded datain MARC fixed fields.

Displays the fixed field specified by the tag. Used only in bibliographic
and authority cataloguing.

Allows the length of a MARC leader or fixed field to be specified. The
length entered must conform to MARC standards.

Displays the next screen in a multi-screen record.

This option is only available for retrieved bibliographic records. It
displays alist of holdings records and provides the ability to display,
update, or add holdings records to the bibliographic record.

This option replaces tag numbers with abbreviated mnemonics as
defined by setup for each tag.
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Leader

Link

MARC

Merge

Overlay workform

Print

Reformat

Replace

Restore

Retrieve

2-14

Used to display/edit the leader information in Bibliographic and
Authority Cataloguing.

Link isavailable in bibliographic cataloguing only. It is used for linking
component and header (host) records in analytic cataloguing. The
system prompts for the record to link.

Displays the contents of the MARC record. To edit arecord it must be
retrieved.

This option alows you to merge records and their tags. It incorporates
record replacement and holdings movement options when used in Bibli-
ographic Cataloguing. This option is not available when creating new
bibliographic or authority records.

This option is available in both authority and bibliographic catal oguing.
The system prompts the user for the type of overlay and the workform
name to be used.

This prints the MARC record to a system or terminal printer.

This option performs validity checking on the record and displays any
errors encountered. It is recommended to be used prior to thefile
command to facilitate the workflow.

Thisoption allowsyou to replace arecord with another record. Option-
ally, you may move holdings from one bibliographic record to another.

Allowsyou to restore the record exactly asit was at retrieval (losing any
changes that were made before the restore command was used.)

In bibliographic and authority cataloguing, this command retrieves the
MARC record. In holdings cataloguing, the Retrieve/Add command
displays ablank holdings record template. If there is an existing hold-
ings record attached to the bibliographic record, the institution and call
number are copied to the new template. If not, the default institution
codeisinserted.
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Retrieve # Allows the cataloguer to retrieve and edit the existing holding informa-
tion for the specific item attached to the cataloguing record display. The
number sign represents the line number of the holdings record. Follow
the period with the number representing the desired item on the list

displayed.

Unlink Unlink is available in bibliographic cataloguing only. It is used for
unlinking components and host records. The system prompts for the
record to unlink.

Text Editing and Tag/Subfield Manipulation
ADVANCE provides special functionsfor:
» adding, deleting, moving, and copying tags and subfields

» modifying the data contained within the variable fields in both
authority and bibliographic records, for both line edit and window
edit modes.

A tablelisting all of the functionsis provided in Appendix B of this
manual. It is applicable to both Authorities and Bibliographic Cata-
loguing.
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Cataloguing Enhanced Options

The Cataloguing enhanced options are used to control the bibliographic
and authority record content validation and interdependencies checks.

[ CATALOGUI NG ENHANCED OPTI ONS \
: CAT. ENH. OPTI ONS
——————————————————————————————————————————————————————— ( Page 1 of 3)
Bl BLI OGRAPHI C RECORD CHECKS ( 0=no, 1l=yes )
1. Tag 008/ 11-14 Mandatory date2 check 0
2. Miltiple 1XX tag check 0
3. Tag 245 requires tag 1XX 0
4. Tag 240 requires tag 1XX 0
5. Tag 260 check 0
6. Tag 362 check .0
7. Tag 490 indicator 1 = 1 requires 8XX check 0
8. LC subject entry required when subject entries present 0
9. Tag 034 requires tag 255 check 0
10. Tag 87X subfield j nust be nuneric check 0
Opti ons:
For war d ? Help # line Line by line Print Exi t File
\ J

Access

Default Settings

1. Tag 008/11-14
Mandatory date2
check

2. Multiple 1XX tag
check

2-16

Select Enhanced Options (CSOP) from the Cataloguing Set-up Menu to
reach the Catal oguing Enhanced Options screens. Use the Forward
option to page through the three screens.

The default setting for all the optionsis 0 which means, selecting 0
means no check isdone. Only theresult for selecting 1 isdescribed
in the following text.

Check the tag 8 position 11 to 14 mandatory date? check on the biblio-
graphic record.

Check for multiple 1XX tags in the bibliographic record. If multiple
1XX tags are found, an error is displayed when you try to File the
record.

Cataloguing Management Guide (September 2000)



Catal oguing Enhanced Options

3. Tag 245 requires tag
1XX

4. Tag 240 requires tag
IXX

5. Tag 260 check

6. Tag 362 check

7. Tag 490 indicator 1 =
1 requires 8XX
check

8. LC subject entry
required when
subject entries
present

9. Tag 034 requires tag
255 check

10. Tag 87X subfield j
must be numeric
check

Cataloguing Management Guide (September 2000)

Check for a1XX tag if thereis a 245 tag in the bibliographic record. If
no 1XX tag isfound and there is a 245 tag, an error is displayed when
you try to File the record.

Check for a1XX tag if thereisa 240 tag in the bibliographic record. If
no 1XX tag is found and there is a 240 tag, an error is displayed when
you try to Filethe record. 130 and 243 tags are disallowed if a240tag is
present.

Check for 261 or 262 tag if thereisa 260 tag in the bibliographic record.
Cannot have a 261 or 262 tag if thereis a 260 tag; an error is displayed
when you try to File the record.

Check for multiple formatted 362 tagsin the bibliographic record (indi-
cator 1=0 meansit isformatted). If multiple 362 tags are found, an error
is displayed when you try to File the record.

Check for 8XX tag if thereisatag 490 indicator 1 equal to 1 in the bibli-
ographic record. If no 8XX tag isfound, an error is displayed when you
try to File the record.

Check for tags 600, 610, 611, 650, 651 indicator 2 equal to 0 on at least
one of the above 6X X tagsin the bibliographic record. If none of the tags
(600, 610, 611, 650, 651) have an indicator 2 equal to O, an error is
displayed when you try to File the record.

Check for 255 tag if there is a 034 tag in the bibliographic record. If no
255tag isfound and thereisa 034 tag, an error is displayed when you try
to File the record.

Checks that tag 870 subfield j has numeric datain the bibliographic
record. If the datain subfield j is not numeric, an error is displayed when
you try to File the record.
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Authority Record Checks

Authority record checks are based on the Summary of Data Coding
Interdependencies, Appendix B, USMARC Format for Authority Data.

N

: CAT. ENH. OPTI ONS
——————————————————————————————————————————————————————— ( Page 2 of 3)
AUTHORI TY RECORD CHECKS ( 0=no, 1=yes )
Restrict authority record changes by institution :
Est abl i shed headi ng check
Est abl i shed topic term check
Est abl i shed nane, nanme/title, uniformtitle
Est abl i shed heading for a series check
Ref erence record check
Subdi vi si on record check
Node | abel check

Tag
Tag
Tag
Tag
Tag
Tag
Tag

@ NG hWNE

Opti ons:

For war d

008
008
008
008
008
008
008

Backwar d

~

CATALOGUI NG ENHANCED OPTI ONS

[eNeNeoNeoNoNoNoNo]

? Help # line Line by line Print Exi t File

/

1. Restrict authority

record changes by

institution

2. Tag 008 Established
heading check

2-18

Check tag 040 $a NUC ingtitution symbol in the authority record.
Changes to the authority record can only be made if the institution iden-
tified is the same as the user. If the institutions does not match, an error
is displayed when you File the record.

Check if tag 008 position 9isequal to 0, meaning that it is an established
heading in the authority record.

Several checks are doneif record is an established heading.

The 1XX field cannot be a 18X for an established heading.
Can not have a 260 tag for an established heading.

Can not have a 664 tag for an established heading.

Can not have a 666 tag for an established heading.

Tag 008/6 must be’| or 'n’ if 008/15="b'".
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3. Tag 008 Established
topic term check

e [Iftag 008/10 ='n’, tag 008/11 must not be code 'n’.
e Iftag 008/13iscode’n’ if 008/12="n" or 008/16="b'.

« If tag 008/14 iscode’a if 008/10isnot code’' n' (v, $x, By, $z
must not be present in 1XX (not 150).

« Iftag 008/15iscode’a if 008/11isnot code’' n' (v, $x, By, $z
may be present in 1XX.

» |ftag 008/16 iscode’a if 008/12isnot code’'n’ ($v, $x, By, $z
must not be present in 1XX (not 150).

» If tag 008/17 must not be'n’ (but may be’|") for a established
heading/subdivision record.

« Iftag008/29iscode’a or’'b’ if 4XX/5XX fields are present.

» Iftag008/32iscode’n’ if 1XX isnot a100 field having Indicator
1=0,1o0r2.

» If tag 008/33 must not be code'n’ for an established heading.
» Oneof tag 008/14-16 must be'a for an established heading.

Gives an error. If 0= No isentered then no check is done.

Headings other than headings for series may not contain the
following series specific variable tags: 014, 020, 022, 050, 060, 070,
082, 09X, 64X.

Field 663 not alowed in atopical or non jurisdictional geographical
headings.

Tag 008/7 must be’| or 'n’ for atopical or non jurisdictional
geographic heading.

Tag 008/10 must be’'n’ for atopical or non jurisdictional geographic
heading.

Tag 008/11 must not be’'n’ for atopical or non jurisdictional
geographic heading.

Tag 008/12 must be’'n’ for atopical or non jurisdictional geographic
heading.

Tag 008/13 must be'n’ for atopical or non jurisdictional geographic
heading.
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4. Tag 008 Established .
name, nameltitle,
uniform title

5. Tag 008 Established .
heading for a series
check

2-20

Tag 008/14 must be’b’ for atopical or non jurisdictional geographic
heading.

Tag 008/15 must be’a for atopical or non jurisdictional geographic
heading.

Tag 008/16 must be’b’ for atopical or non jurisdictional geographic
heading.

Tag 008/28 must be’|" or blank for atopical or non jurisdictional
geographic heading.

Headings other than headings for series may not contain the
following series specific variable tags: 014, 020, 022, 050, 060, 070,
082, 09X, 64X.

Tag 008/10 must not be code'n’ for a name, nameltitle or uniform
title heading.

Tag 008/12-13 must be code'n’ for a name, name/title or uniform
title heading.

Tag 008/14 must be code’a for a name, nameltitle or uniform title
heading.

Tag 008/15 must be code’a’ if 008/11isnot’'n’.

Tag 008/28 must a defined code or a’ | for a name, name/title or
uniform title heading (other than headings for series).

641 and 642 must not be present if 008/13="b" or'n’.

642 requires field 645 $a be codett.

644, 645, and 646 must not be present if 008/12 ="¢'.

008/10 must not be 'n’ for a established heading for a series.
008/12 must not be 'n’ for a established heading for a series.
008/33 must not be 'n’ for a established heading for a series.
008/14 must be’a for a established heading for a series.
008/16 must be’a for a established heading for a series.
008/15 must be code’'a if 008/11isnot’'n’.

008/28 must be’|' or blank for established heading for a series.
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6. Tag 008 Reference
record check

7. Tag 008 Subdivision
record check

8. Tag 008 Node label
check

1XX field cannot be a 18X for areference record.
4X X and 5XX cannot be present in areference record.
Tag 008/6 must be’| or 'n’ for areference record.

Tag 008/10 may not be code'n’ if 008/9 ="k’ or '¢’ and 664 or 666
are present.

Tag 008/11 may not be code’'n’ if 008/9="b" or'g’ and 260 is
present.

Tag 008/14-16 must be'b’ for areference record.

Tag 008/12 must be 'n’ for areference record.

Tag 008/13 must be 'n’ for areference record.

Tag 008/29 must be 'n’ for areference record.

Tag 008/33 must be 'n’ for areference record.

Tag 008/28 must be’|" or blank for a reference record.

18X field is mandatory for a subdivision record.

Tag 008/7 must be’| or 'n’ for a subdivision record.

Tag 008/10 must be 'n’ for a subdivision record.

Tag 008/12 must be 'n’ for a subdivision record.

Tag 008/13 must be 'n’ for a subdivision record.

Tag 008/32 must be 'n’ for a subdivision record.

Tag 008/33 must be 'n’ for a subdivision record.

Tag 008/11 must not be 'n’ for a subdivision record.

Tag 008/14-16 must be b’ for a subdivision record.

Tag 008/17 must not be'n’ (but may be'|') for a subdivision record.
Tag 008/29 iscode’a or'b' if AXX/5XX fields are present.

1XX field cannot be a 18X for anode label.
260, 4XX and 5XX cannot be present in a node label.
Tag 008/6 must be’| or 'n’ for anode label.
Tag 008/7 must be’| or 'n’ for anode label.
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e Tag 008/10 must be’'n’ for anode label.
e Tag 008/12 must be’'n’ for anode label.
e Tag 008/13 must be’'n’ for anode label.
e Tag 008/17 must be’'n’ for anode label.
e Tag 008/29 must be’'n’ for anode label.
» Tag 008/32 must be’n’ for anode label.
» Tag 008/33 must be’'n’ for anode label.
» Tag 008/11 must not be 'n’ for anode label.
» Tag 008/14-16 must be'b’ for anode label.

Authority Matching Checks

A warning appears when the conflicts listed below are encountered (if 1
is selected) when you File the record. These conflicts are not included in
the reports issued from the Action Logging (CSAL) table.

e )

CATALOGUI NG ENHANCED OPTI ONS

: CAT. ENH. OPTI ONS
——————————————————————————————————————————————————————— ( Page 3 of 3)
AUTHORI TY MATCHI NG CHECKS ( 0=no, 1=yes )
Check conflicts tag 008/9 Kind of record :
Check conflicts tag 008/ 11 Subject Thesauri

Check conflicts tag 008/ 14 Main added entry 1xx/7xx
Check conflicts tag 008/ 15 Subject added entry 6xx
Check conflicts tag 008/ 16 Series added entry 4xx/8xx

arwdPE
coooo

Opti ons:
Backwar d ? Help # line Line by line Print Exi t File

\_ J
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. Check conflicts tag
008/9 Kind of record

. Check conflicts tag
008/11 Subject
Thesauri

. Check conflicts tag
008/14 Main added
entry 1xx/7xx

. Check conflicts tag
008/15 Subject
added entry 6xx

. Check conflicts tag
008/16 Series added
entry 4xx/8xx
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If the Incoming tag 008/9 ='a and the Current tag 008/9 #'a,f,c’ then
it'saconflict.

If the Incoming tag 008/9#’'a’ and the Incoming tag 008/9 # Current tag
008/9 and the incoming tag 008/9 # ' ¢’ then Conflict.

If the Incoming tag 008/11 ='n’ and the current tag 008/11 #'n or &
then Conflict.

If the Incoming tag 008/11 # the current 008/11 then Conflict
If the Incoming tag 008/11 ='Z' and the tag 040 $f’s are # then Conflict

If Incoming tag 008/9 =& and Incoming tag 008/14 ='a and Current
tag 008/14 #'a then

conflict with 008/14 (Heading use - main/added entry).

If Incoming tag 008/9 =’a and Incoming tag 008/15 ="a and current
tag 008/15#'a then

Conflict with 008/15 (Heading use - subject added entry).

If Incoming tag 008/9 =& and Incoming tag 008/16 ='a and current
tag 008/16 #’'a then Conflict with 008/16 (Heading use - series added
entry).

2-23



Chapter 2: Cataloguing Setup

Stopword and Article Lists

2-24

Sopword Lists display stopwords that the system removes from search
strings. For example, thetitle The Farner in the del | would
supply only two words for the title keyword index search: FARVER and
DELL because the words | Nand THE are defined as stopwords.

To access the STOPWORD LISTS screen, enter the screen identifier DSTOP
from any Cataloguing or Online Catalogue menu. Alternately:

» select Stopword ( DSTOP) from Stopword and Article List Menu
(CSSA) on the Catal oguing Set-up Menu

» select DSTOP from the Online Catalogue Master Menu.
The default English-language system lists are shown.

-

STOPWORD LI STS 04 JUN 93 16:41: 30

The followi ng words are ignored in word searches:

Subj ect : AN AND AS IN THE THIS TO
Title : AN AND AS IN THE THIS TO
Aut hor : AN AND AS IN THE THIS TO
Series : AN AND AS IN THE THIS TO

Al -of -the-above : AN AND AS IN THE THI'S TO

Press <ENTER> to exit.

J

The system al so removes stopwords from your keyword search strings.
For example, the following title keyword search:

TI TLE WORD(S): DELL FARMER | N

isprocessed as a search for FARVERand DELL.
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Changing Stopword Lists

Please contact your Geac representative before you make changes to
your stopword list.

Type CSTOP at any catal oguing screen to obtain the STOPWORD LIST
screen. Use the # line or Line by line option to edit the lists. File to save
the changes. The modifications to the list become active immediately.

STOPWORD LI ST
CODE : STOPWORD

**% CAUTI ON : PLEASE CONTACT GEAC SUPPORT BEFORE YOU MAKE ANY CHANGES ***
1. Subject index : AN, AND, AS, | N, THE, THI S, TO

2. Title index : AN, AND, AS, I N, THE, THI S, TO

3. Author index : AN, AND, AS, I N, THE, THI' S, TO

4. Series index : AN, AND, AS, I N, THE, THI' S, TO

5. All-of-the-above : AN AND, AS,IN, THE, TH S, TO

Opti ons:
? Help # line Line by line Print Exi t
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Leading Article Lists

Leading Article Lists display leading articles that the system removes
from index entries and search strings. For example, thetitle The
Farnmer in the dell wouldbefiled as FARVER | N THE DELL
because THE is defined as aleading article.

To access the LEADING ARTICLE LISTS screen, enter the screen identifier
DART at any Cataloguing or Online Catalogue menu. Alternately:

» select Leading Article Display ( DART) from the Stopword and
Article List Menu (CSSA) on the Cataloguing Set-up Menu

» select Leading Article Display ( DART) from the Online Catalogue
Master Menu.

The default English-language system lists are shown.

N

ARTI CLE LI ST \
CODE ARTI CLE
+++ CAUTION : PLEASE GONTACT GEAC SUPPORT BEFCRE YOU MAKE ANY CHANGES *+*
1. Subject index : A AN, THE, UN, UNE, LE, LA
2. Title index : A AN, THE, UN, UNE, LE, LA
3. Aut hor index ;A AN, THE, UN, UNE, LE, LA
4. Series index ;A AN, THE, UN, UNE, LE, LA
5. All-of-the-above : A AN, THE, UN, UNE, LE, LA
6. lgnore Leading 0
Articles, Even If Non-filing count is Zero (1=Yes, 0=No)
Opti ons:
? help # line Line by line Print Exi t
J

Changing Article Lists

Access

2-26

Please contact your Geac representative before you make changes to
your stopword list.

Type CART at any cataloguing screen to obtain the ARTICLE LIST screen.
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ARTI CLE LI ST

*** CAUTION : PLEASE CONTACT GEAC SUPPORT BEFORE YOU MAKE ANY CHANGES ***

1. Subject index : A AN, THE, UN, UNE, LE, LA
2. Title index : A AN, THE, UN, UNE, LE, LA
3. Author index : A AN, THE, UN, UNE, LE, LA
4. Series index ;A AN, THE, UN, UNE, LE, LA

5. All-of-the-above : A, AN, THE, UN, UNE, LE, LA

6. Ignore Leading 0
Articles, Even If Non-filing count is Zero (1=Yes, 0=No)

Opti ons:
? help # line Line by line Print Exi t

. J

Use the # line or Line by line option to edit the lists. File to save the
changes. The modifications to the list become active immediately.

Nonfiling Count  If a heading comes from a MARC field with anonfiling count indicator,
the system ignores the specified number of characters when filing and
does not apply the leading article lists. For example, thetitle taken from
thefield:

245 04%aThe Farmer in the dell
would befiled as FARVER | N THE DELL because the non-filing count
is4.
Ignore Leading  [1, O]
1 Yes. Ignoresleading articles. If the nonfiling count is zero then do not

apply the system leading article list. Nothing would be stripped. NOTE:
Thisisnew for Release 6.8 and is consistent with USMARC rules.

0 No. Apply theleading article strip list. Thisis the way the system has
worked in previous releases. Blank, null and 0=no are equivalent and are
all treated the same way by the system.

NOTE: If thisoption ischanged, a re-build of all indexesisrequired.
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Browse Search  The system also ignores leading articles in your browse search strings.
For example, the following title browse search:

TITLE: THE FARMER I N THE DELL

isprocessed as asearch for FARVER | N THE DELL.
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Menu Structure

The menus and functions you may encounter in using the Cataloguing
Module are listed in this section. The user-availability, location, and
titles of these items might have been modified by the library.

MM ADVANCE Master Menu

Itemsin italics are covered in the Catal oguing Management Guide,
except for the Holdings Setup Menu (CHSM) which is covered in the
Circulation Management Guide.

Non-italic items are covered in the Cataloguing User’s Guide.

Itemsin bold are menus.

CAT Cataloguing Main Menu

CsSM Cataloguing Set-Up Menu

csve

CSGC

CSRC

CSAL
CSSA

CcsoP

MARC Codes Menu

MFC MARC Format Codes

mC MARC Material Codes

MIc MARC Transaction Codes

CSMDC  Tag/Subfield Deletion Codes

General Codes Menu

CSCC  Country Codes

CSLC Language Codes

Related Codes Menu

DCF Define Conversion on the Fly Screens
CcDC Call # Duplicate-Exclusion Class Range
Action Logging

Stopword and Article List Menu

DSTOP Sopword Display

DART  Leading Article Display

Enhanced Options

BCM Bibliographic Cataloguing Menu

BSM

Set-Up Menu

BTSD Tag & Subfield Descriptions
BTSE Tag & Subfield Edit Checks
BCW  Cataloguing Workforms
BSC Satus Codes

BWBD  \Wbrkfile Browse Delimiter
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ACM

BDBD
BEBD
BHBD
BDAD

Deleted Records Workfile Browse Delimiter
Indexing Errors Workfile Browse Delimiter
History Records Workfile Browse Delimiter
Discarded ACQ Workfile Browse Delimiter

BCWS  Cataloguer’s Work Screen
BSR Search Online Catal ogue
BMC MARC Cataloguing

BWC Work File Cataloguing

BAWM  Additional Work FilesMenu

BWDOR
BW E
BVWHR
BWDF

Deleted Records

Indexing Errors

History Records

Discarded Acquisitions Records

Authority Cataloguing Menu
ASM Set-Up Menu

ATSD
ATSE
ACW
ASC
AVBD
ADBD
AEBD
AHBD

Tag & Subfield Descriptions

Tag & Subfield Edit Checks

Cataloguing Workforms

Satus Codes

Workfile Browse Delimiter

Deleted Records Workfile Browse Delimiter
Indexing Errors Workfile Browse Delimiter
History Records Workfile Browse Delimiter

ACWS  Cataloguer’s Work Screen
ASR Search Online Catal ogue
AMC MARC Cataloguing

AWC Workfile Catal oguing

AAWM  Additional Work FilesMenu

AVDR
AW E
AVHR

Deleted Records
Indexing Errors
History Records

Cataloguing Holdings Menu
CHSM  Holding Setup Menu

CH C
CHSC
CHCC
CHPC
CHNC
CDPT
HDD

HCDD

Ingtitution Codes
Sublocation/Building Codes
Collection Codes

Call# Prefix Codes

Class Number Codes

Default Price Tag

Holdings Display Definition
Holdings Client Display Definition
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CHWP

CEHI

CEHD
FLSC
PRSC
SCPC

CCR

RW
CRGC
RPC

CUTI

PUBP  Publication Pattern Type
FREQ  Frequency Codes

CHRN  Chronology Codes
CHKT  Checkin Type

PHYS  Physical Format
CLMSG Claim Message Codes
CLMCD Claim Cycle Codes
SHPTO Shipto Codes

NUVB  NumberingCodes

PREG  Publication Regularity
PREG. Publication Regularity Labels

Materials Processing Codes Menu

CHCSL Call Number Spine Label

Edit Holdings Information

Holdings Default Definition

Flag Shelf Cards (not fully implemented)

Print Shelf Cards (not fully implemented)

Shelf Card Print Control (not fully implemented)

Cataloguing Reporting Menu

System Reports

Cataloguing Authority

Cataloguing Authority Satistics
Cataloguing Bibliographic

Cataloguing Bibliographic Satistics
OCLC Microenhancer Exception Reports
Report Writer

Report Group Codes

Report Prompt Codes

Cataloguing Utilities Menu

GBL CNG Glabal Change Utility

Cl CM  Community I nformation Cataloguing Menu

cam
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CIM Cataloguing Menu
CCSM  CIM Cataloguing Set-Up Menu

CTSD CIM Tag & Subfield Descriptions

CTSE CIM Tag & Subfield Edit Checks

CCW  CIM Cataloguing Workforms

CVBD  CIM Workfile Browse Delimiter

CDBD  CIM Deleted Records Workfile Browse Delimiter
CEBD CIM Indexing Errors Workfile Browse Delimiter
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CHBD  CIM History Records Workfile Browse Delimiter
CIM Cataloguer’s Work Screen

CIM MARC Cataloguing

CIM Work File Cataloguing

CIM Additional Work FilesMenu

CWR  CIM Deleted Records

CWE CIM Indexing Errors

CWHR  CIM History Records

CIM Authority Cataloguing Menu

CASM

CACVE
CACMC

CAAVM

CIM Set-Up Menu

CATSD CIM Tag & Subfield Descriptions

CATSE CIM Tag & Subfield Edit Checks

CACW CIM Cataloguing Workforms

CAMBD CIM Workfile Browse Delimiter

CADBD CIM Deleted Records Workfile Browse Delimiter
CAEBD CIM Indexing Errors Workfile Browse Delimiter
CAHBD CIM History Records Workfile Browse Delimiter
CIM Cataloguer’s Work Screen

CIM MARC Cataloguing

CIM Workfile Cataloguing

CIM Additional Work FilesMenu

CAWDR CIM Deleted Records

CAWE CIM Indexing Errors

CAVWHR CIM History Records

CGBLCNG CIM Global Change Utility
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Utilities Menu

MV ADVANCE Master Menu
uri L Utility Menu
UTLM
uBl M
UVAI M
UAEM
UPI M

Cataloguing Management Guide (September 2000)

I mport/Export Menu

Bibliographic I mporting Menu

uBl'| Import Sandard MARC
UBI X  Index MARC Records
UBI'S  Sop MARC Indexing
RF173 Index Report Log

Authority Importing Menu

UAIT Import Sandard MARC
UAI X Index MARC Records
UAIS  Stop MARC Indexing
RF172 Index Report Log

MARC Exporting Menu

UAES  Exporting Selection Codes

UABE  Authority & Bibliographic Exporting
Patron Importing Menu

UPI R  Import Patron Records

U PR  Index Patron Records
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Set Up Tables

Catal oguing reports can be used to show you how the MARC standards
are configured. These reports can be accessed through the function

Cataloguing Reports (CCR):

Bibliographic Cataloguing

Code Col. Description
035 80 Bibliographic indexing profile
036 80 Bibliographic indexing profile — detail
037 80 Format types and description by format
038 132 Bib Edit Checks sorted by Tag Description
039 132 Bib Edit Checks by Tag - wide
040 80 Bib Edit Checks by Tag
041 80 Bib Workforms by format
045 80 Bib Subfield descriptions
049 132 Bib Workform tag/default data—wide
050 80 Bib Workform tag/default data
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Authority Cataloguing

Code Col. Description
002 80 Authority indexing profile
003 80 Authority indexing profile — detail
004 80 Format types and description by format
005 132 Auth Edit Checks sorted by Tag Description
006 132 Auth Edit Checks by Tag —wide
007 80 Auth Edit Checksby Tag
008 80 Auth Workforms by MARC format
013 80 Auth Subfield descriptions
015 132 Auth Workform tag/default data— wide
016 80 Auth Workform tag/default data
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Defining MARC Fields

Privileged Information

Every tag and subfield that is to be used in cataloguing must be defined
in Bibliographic Tag & Subfield Descriptions (BTSD) or Authority Tag &
Subfield Descriptions (ATSD). Both functions are used in the same way.

You can enter sensitive or privileged information at the subfield or tag
level in bibliographic records. The privilegelevel you assign to each tag/
subfield determines whether the information will be displayed in the
online catalogue and to cataloguing staff.

Privileged information is displayed only to users who have a privilege
level greater than or equal to the value specified. From an OPAC search,
the information is omitted. The message Pri vi | eged | nf or ma-

t i on appearswhen cataloguers display a bibliographic record or when
the MARC option isused to display thefull bibliographic record from the
online catal ogue.

The library can identify records that contain privileged information by
defining a position in the leader. The privileged information flag in a
record’'s Leader determines whether the system uses or ignores the tag
and subfield privilege level definitions.

If the Privileged Record field on the MARC FIXED FIELDS screen is set
toO:

» the system recognizes that the record does not contain sensitive
information, and

» ignoresthe privilege level valuesin the bibliographic record.
If the Privileged Record field is blank or set to 1:

» the system recognizes that the record does contain sensitive informa-
tion and

» verifiesthat user has the appropriate privilege level before theinfor-
mation is displayed.

See Appendix E and Available OPAC Databases in the Online Cata-
logue Guide. Update the leader definition in BTSE or CTSE for the
specific format to include the definition of the privileged flag.
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s

-

TAG AND SUBFI ELD VALI DATI ON

Tag : 245
1) Description : TITLE STATEMENT
2) Short Label o TITL

Valid Subfields : a,b,c,f,g,h k,n,p,s

3) Subfield
Descri ption
Short Label
Privilege Level
Subfield O dering and Conbi nations:

4) Privilege Level for Tag:

Opti ons:
? help #line Del subfield Del ete File Exi t
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Adding a New Field

Tag

1) Description

2) Short Label

Valid Subfields

3) Subfield

Description

Short Label

Privilege Level
0 or Null

1 through 99

Subfield Ordering
and Combinations

4) Privilege Level for
Tag
0 or Null

Enter the tag to be added. Do not add zeroes to the front of atag. For
example, for tag 010, enter 10.

Enter the tag name. It will be displayed at the bottom of the screen
during cataloguing whenever the tag is entered.

An abbreviation (maximum 4 characters) of the tag may be entered. It
will be displayed instead of the tag during cataloguing if the labelled
display option is used.

As each subfield is entered, it is displayed on thisline.
Enter the code of the subfield.

Enter the subfield name. It will be displayed at the bottom of the screen
during cataloguing whenever the subfield is entered if the labelled
display option is chosen.

An abbreviation (maximum 4 characters) of the subfield may be entered.
It will be displayed instead of the subfield during catal oguing.

Enter a number between 0 and 99.
There are no restrictions on information in this subfield.

This subfield contains sensitive or privileged information. Thisinforma-
tionisdisplayed to userswhose access|evel isequal to or higher than the
value specified in thisfield.

Display field only. The setup for thisfield is specified in B.INDEX and
should only done in consultation with Geac Support. The system does
not sort the subfields into the order in thisfield. It is only used for the
interfiling of the authorized and non-authorized subfields in the biblio-
graphic tag when an authority record is changed.

Enter a number between 0 and 99.

There are no restrictions on information in this tag.
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1through 99  Thistag contains sensitive or privileged information. Thisinformationis
displayed to users whose access level is equal to or higher than the value
specified in thisfield.
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Modifying an Existing Field
If an existing tag is entered, its parameters will be displayed.

To modify a parameter, enter its line number and type the modification
over the old data.

Deleting a Subfield To delete a subfield, use the command Del  Subfi el d.
To delete atag, use the command Del et e.
FI LE the records, or quit with <exIT>.

NOTE: Do not delete atag or subfield in Bibliographic Tag & Subfield
Descriptions ( BTSD) or Authority Tag & Subfield Descriptions ( ATSD)
if it still existsin the cataloguing format.
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Defining Cataloguing Formats

3-8

Procedure:

1

Each format is distinguished by a code. Define the code in MARC
Format Codes (MFC).

Define the leader codes for the format in MARC Material Codes
(MvC).

Add any tags or subfields not already defined in ADVANCE to Bibli-
ographic Tag & Subfield Descriptions (BTSD) or Authority Tag &
Subfield Descriptions (ATSD).

Select the tags and subfields for the format, define the controls and
leader in Bibliographic Tag & Subfield Edit Checks ( BTSE) and
Authority Tag & Subfield Edit Checks ( ATSE) .

Create workforms for the format in Bibliographic Cataloguing
Workforms ( BCW and Authority Catal oguing Workforms ( ACW. See
Creating Workforms.
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Format Code

Once in the function MARC Format Codes (M~C), type A to add a new
code. Enter the code (2 uppercase letters).

MARC FORVAT
MARC FORVAT CODE : BK
1. Format Description : Book & npnographs
Mat eri al Codes : aa, ac, am
3. Authority Format (1=YES: O
Opti ons:
? =72 help # = # line L = Line by line
CO = Copy PRT = Print E = Exit

1. Format Description

2. Material Codes

3. Authority Format

Cataloguing Management Guide (September 2000)

Name of the format.

Two character mnemonic defined in MARC standards or defined by the
library if thisisalocal usetable.

Enter 1 for aformat to catalogue authority records, or 0 for biblio-
graphic records.

FI LE or quit with EXI T.
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Leader Codes

Once in the function MARC Material Codes (MVC), type A to add a new
code. The code is made up of two lowercase letters. Thefirst isthe
MARC code for the type of record and the second the bibliographic level.

MATERI AL CODES
MATERI AL CODE : am
1. Description : BK - Language material : Mnograph/ltem
2. For mat : BK = Book & nonographs
Options:
? =72 help # = # line L = Line by line
CO = Copy PRT = Print E = Exit

For example, the leader code for a monograph would be am
(a=language material, and m=monograph for LCMARC or UNIMARC).

1. Description Describe the leader code (for example, printed monographs).

2. Format Enter the code of the format that will be linked to this |eader code.

FI LE or quit with EXI T. Several leader codes can be linked to the same
format.
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Defining Tags and Subfields for a Format

The tags and subfields defined here are displayed at the bottom of the
screen when cataloguing. Bibliographic Tag & Subfield Edit Checks
(BTSE) , for bibliographic records, and Authority Tag & Subfield Edit
Checks ( ATSE) for authority records are completed in the same way.

TAG & SUBFI ELD EDI T CHECKS
MARC tag or (L)eader : 245 TI TLE STATEMENT
For mat : BK Book & npnographs
1) Repeatable? (Y/N : N
2) Required? (YN Y
3) Fixed Field (YN : N
4) Valid Indicators : BO1, B0123456789,,,,,,,

Subfields entered : 6,a,b,c,f,g,h k,n,p,s

5) Subfield
Repeat abl e? (Y/N) : Required? (Y/N) : Fixed Field (YN :
Pre characters to insert
Post characters to insert :

Valid Subfields : 6,a,b,c,f,g,h,k,n,p,s

Opti ons:
? Help # line Line by line Del subfield Del ete File Exi t

N /

Adding a New Field to the Format

MARC Tag or (L)eader Enter the tag of the first field to be defined. (See Defining the Leader.)

Format Enter the format code to be defined from MARC Format Codes (MFC) .

1. Repeatable Y if the field is repeatable, Nif not.

2. Required Y if thefield isrequired, Nif not.

3. Fixed field Y for afixed field, Nif not. NOTE: In UNI MARC there are only fixed
subfields.
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4, Valid Indicators

Subfields entered

5. Subfield

Repeatable

Required

Fixed field

Pre-punctuation

Post-punctuation

Enter the possible values of each indicator, using a commato separate
the values of the first indicator from those of the second. Enter aB for a
blank.

For example, to show that the first indicator could be a0, 1 or 2 and that
the second indicator could be ablank, O or 1; enter: 012,B01.

Second, the subfields of the tag are defined aswell as any print constants
for the OPAC.

As subfields are entered, they are displayed on thisline.

Enter the subfield code.

Y if thefield isrepeatable, Nif not.

Y if thefield isrequired, Nif not.

Y for afixed field, Nif not. If Yes, see Defining a Fixed Field.

Used in the French version of ADVANCE. Enter the character that will
precede this subfield in the detailed display of the OPAC. Use B for a
blank.

Used in the French version of ADVANCE. Enter the character that will
follow this subfield in the detailed display of the OPAC. Use B for a
blank.

Once a subfield is defined, the system returns to the subfield prompt.
Enter the next subfield code to define, or <ENTER> for the command
line.

After defining atag and its subfields, enter FI LE, or EXI T to quit. You
will returnto the Tag or (L) eader prompt, where you can enter the
next tag or <ENTER> to return to the menu.

Modifying an Existing Field

3-12

If an existing tag is entered, its parameters will be displayed.

To modify a parameter, enter its line number and type the modification
over the old data.

To delete a subfield, use the command Del Subfi el d.
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To delete atag, use the command Del et e.

FI LE, or quit with EXI T.
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Defining a Fixed Field

This procedure can be used for both fixed fields and fixed subfields.

Adding a New  In Bibliographic Tag & Subfield Edit Checks (BTSE) or Authority Tag &
Fixed Field  Qubfield Edit Checks (ATSE), if the response to Fixed Field? is Yes, the
FIXED FIELD FORMAT & EDIT CHECK S screen appears.
4 )
FI XED FI ELDS FORVAT & EDI T CHECKS
1) Display |abel : Bibliographic Ievel
2) (L)eader / (T)ag L
3) Begi nning col um 7
4) Length of field 1
5) Default character(s) m
6) (U)pper / (L)ower case : L
7) Allowed entry length 1
8) Required entry length : 1
9) Code prefix :
10) Nuneric (YN N
11) Yes/No answer (Y/N) : N
12) Valid entries a,b,c,d,ms
Options: <ENTER> = scroll options
? =72 help # = # line L =Line by line FI = File
N\ J

1. Display Label

3-14

Fixed field data are defined by position. For examplein tag 100, subfield
aof UNIMARC, positions 0-7 are the date of creation, and position 8 isthe
code for the date of publication.

In ADVANCE, fixed fields are divided into sections. Each section corre-
spondsto a unit of data. In the above example, thefirst section would be
positions 0-7, and the second, position 8.

In order to define a section its position and length must be known.

Enter the name of the section as it will be displayed during catal oguing
(maximum 24 characters).
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2. (L)eader/(T)ag

3. Beginning of column

4. Length of field

5. Default Characters

6. (U)pper/(L)ower
case

7. Allowed entry length

8. Required entry
length

9. Code prefix

10. Numeric

11. Yes/No answer

12. Valid entries

Enter T if itis part of atag, or L if the section is part of the leader. If itis
part of the leader see Defining the Leader.

Enter the starting position of the section. Start to count from O.
(Maximum 4 characters).

Number of charactersin the section. (Maximum 4 characters).

Default values which will appear during cataloguing.

Enter Uif the section should be entered in uppercase, or L for lowercase.
Maximum number of characters that may be entered.

Minimum number of charactersthat must be entered. Leave thisblank if
you do not always want to require data entry.

If the data should be controlled by a code format, enter the code of that
format. For example, COUNTRY for country codes.

Nif the datais alpha-numeric, or ablank. Y if the datais numeric.
Y if the datawill be ayes/no response, or Nif not.

Enter the valid data, separating different values with a comma (without
spaces).

If the data to be entered cannot be predicted (dates for example), leave
this blank.

If the datawill come from a code format, leave this blank.

FI LE or quit with EXI T. Define the next section with the command Add
# until the field is completed. Some fields will only have one section
while others will be more complex.

Once all sections are defined, use FL to define the total length of the
field, and filewith FI LE.

NOTE: You can define length at any time.
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Modifying an Existing Fixed Field

Answer Yes to the Fi xed Fi el d prompt, and the existing sections of
the field will be displayed.

To modify the contents, enter the line number. Type over the old data.

To add a section, use the command Add #, where# istheline of the
section to be added.

To delete a section, use the command Del et e #, where#istheline
number of the section.

FI LE the records, or quit with EXI T.

If the number of sections, or the length of a section has been modified
usethe FL command to update the total length of the field.
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Defining the Leader

The leader is defined in Bibliographic Tag & Subfield Edit Checks
(BTSE) or Authority Tag & Subfield Edit Checks (ATSE).

It can also be defined in workforms, Bibliographic Cataloguing Work-
forms (BCW or Authority Catal oguing Wor kforms (ACW. Thisisuseful if
the default values of the leader are different in the workforms linked to
one format. See Creating Workforms.

In Bibliographic Tag & Subfield Edit Checks (BTSE) or Authority Tag &
Subfield Edit Checks (ATSE), after entering the format code, enter L in
thefield Tag or (L)eader.

Thiswill place you in the FIXED FIELDS FORMAT & EDIT CHECKS Screen.
Create the sections of the leader in the same way as for afixed field,
except that an L should be entered at the prompt (L) eader/ (T) ag.

The full leader will not be entered during catal oguing. In fact, some of
the datawill be generated automatically only when therecord is
exported. The internal ADVANCE leader does not have the same posi-
tions asthe MARC leader. Instead a conversion table in UNIVERSE
manages the positions during exportation.

To define the leader of a new format, refer to the leader of aformat
already established by Geac.
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Defining Codes for MARC Fixed Fields

In certain MARC fixed fields, the catal oguer must enter codes. For fields
with many codes, alist may be consulted by entering ??. Thislist must
first be created in the Fixed Field Codes function.

In USMARC and UNIMARC, codes are required for country and language
(Csccand CSLC). In UNIMARC there are aso codes for function,
musical form, and instrumentation (CODFCT, CODFOR, and CODI NS).

Thelink between a code format and afield ismade in Bibliographic Tag
& Qubfield Edit Checks ( BTSE) - Defining Fixed Fields in the Code
Tablefield.

When acode format (CSCC, CSLC, CODFCT, CODFOR, or CODI NS) is
entered, the list of codesis displayed.

Each code is made up of onefield, the code description.
To add a code, type A, then enter the code and its description.

To modify a code description, typeits line number. Then type 1 to enter
the description field and type the new description over the old one.

To modify acode, deleteit with the command DELETE and then add it as
anew code.

FI LE or EXI T to quit.
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Creating Workforms

Templates are created in  Bibliographic Catal oguing Workforms (BCW
and Authority Cataloguing Workforms ( ACW for authority cata-
loguing. They are created in the same way. The information to enter is:

» the cataloguing format to which the template is linked;
* every tag and its default indicators;
» for each tag, the subfields and their default values.

NOTE: ADVANCE alowsyou to create repeated tags and subfields. Use
the Occurrence number field to count the number of times atag or
subfield is repeated. In previous rel eases, tags could not be repeated in a
workform.

The workform assigned to the catal oguer by default is controlled in the
functions Bibliographic Cataloguer’s Work Screen ( BCW5) and
Authority Cataloguer’s Work Screen ( ACWS) .

On entering the workform function, the following screen is displayed:

-

DEFI NE CATALOGUI NG WORKFORM
For mat BK Book & npnographs
Wor kf or m Nane BK
Tags Entered 8, 10, 20, 40, 100, 100, 245, 260, 300, 500, 650, 852, 856, 953,
953
1) Marc Tag or (L)eader : 953 Geac local tag
Qccurrence nunber 2
Modi fy Fixed Field (YYN) : N
Default |ndicators :
Subfiel ds Entered Db, b
2) Subfield © b Location (Inst, Sublocation, Collection)
Cccurrence nunber 2
Modi fy Fixed Field (YN : N
Default Data :
Valid Subfields b,c,e,h,i,j,k,mn,p,t,u,wx,z
Valid Indicators B,B,,,,,,,
Options:
# line File Del ete Fi xed field update Del ete tag. occ
Del ete tag.occ. subfield.occ Copy ? help Exi t
Cataloguing Management Guide (September 2000) 3-19



Chapter 3: Set Up Tables

Format

Workform Name

Tags Entered

1) MARC tag or
(L)eader

Occurrence number

Modify fixed field (Y/N)

Default indicators

3-20

NOTE: Type a period to move to the previous prompt. If you type a
period at the Subfield prompt, the cursor moves to the Marc Tag or
(L)eader prompt.

Asthe workform is a subset of a bibliographic format, first enter the
code of the format in which you want to work. Enter ?? for thelist of
existing formats.

Enter aworkform name (maximum 20 characters) <ENTER>. The system
will display thelist of existing templates. To add a new one, enter its
name. The system will prompt:

This is a newrecord. Do you wi sh to continue? (Y/N).
Enter Y to continue, or Nto quit.

Fill in the following fields as described:
Tags aready assigned to the workform are displayed.

Enter the tag of the first field for the format. The name of the tag, its
subfields and valid indicators will display. The tag must already be part
of the format in which you are working.

Tags and subfields must be entered in the order of the MARC format.

The system prompts for an Occurrence number if the tag is not a fixed
field. The default valueis 1 if thisisthe first occurrence of the tag, or
increments to the next highest number if this is a multiple occurrence.
For example, 3 will be the default if 2 occurrences of the tag already
exist. When an additional tag is added, the tag appears multiple timesin
the Tags Entered field. If you use the Overlay workform function, tags
will be added in ascending order, ignoring the order that appears on the
workform.

Thisfield allows you to define sections of afixed field at the template
rather than the format level. This permits default values to be entered for
each template of aformat.

Type N to keep the definition of the fixed field format. Type Y to change
it. Thiswill take you to the FIXED FIELD FORMAT & EDIT CHECK S Screen.

Enter the indicators without spaces or punctuation.
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2) Subfield Enter the first subfield of the tag being added.

Occurrence number The system prompts for an Occurrence number when the Subfield field
is selected. The default value is 1 if thisisthe first occurrence of the
subfield, or increments to the next highest number if thisis amultiple
occurrence. For example, 3 will be the default if 2 occurrences of the
subfield already exist. When an additiona subfield is added, the system
lists the subfields, grouping multiples occurrences together. Subfields
are listed in ascending order with numeric subfields followed by a pha-

betic.
Modify fixed field Thisisthe same asthe field above, except that it now refersto a subfield.
Default Data The data entered here will appear by default in the subfield during cata-

loguing with this template.

Repeat this process until every subfield has been entered for the tag.
Then, <ENTER> to returntothe Tag or Leader prompt which will
allow you to enter the next tag of the template.

Continue until al the tags have been added, then, at the Tag or Leader
prompt, <ENTER> to return to the command line. FI LE thetemplate.
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Copying a Workform to Create a New One

If an existing workform is quite similar to one that must be created, it
can be copied and modified. This simplifies the creation of a new work-
form.

Type the code of the format in which you want to work, then enter the
name of the workform to be created. When the cursor isat the Tag or
Leader prompt, <ENTER> to display the command line.

Type COor select the Copy optionto get theprompt Nane of t enpl at e
to be copi ed. Enter the name of an existing template. Its elements
will be copied to the new template.

Modify the new template as required and file with FI LE.
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Modifying a Workform

Adding a Field

Deleting Fields or
Subfields

Modifying or Deleting
Default Indicators

Modifying or Deleting
Default Data

Enter the format code that you want to modify. Its fields will display,
along with the command line.

To add atag, type 1 to put the cursor onthe Tag or Leader field and
enter the tag number.

To add a subfield, first enter its tag, then type the subfield code in the
Subfi el d field.

Use the Delete tag.occ option to remove a specific occurrence of atagin
aworkform. For example, to delete thefirst occurrence of tag 852, enter
852. 1. To delete the second occurrence of tag 852, enter 852. 2

Use the Delete tag.occ.subfield.occ option to del ete a specific occur-
rence of a subfield from a specific tag in aworkform. For example, to
delete the second occurrence of subfield b in the first occurrence of tag
852, enter 852. 1. b. 2. Theformat of the command is ttt.nnn.s.ooo
wherettt isavalid tag number (1-3 digits), nnnisthe occurrence number
of the tag that you want to delete the subfield from, s and ooo define the
subfield and the occurrence of the subfield that you want to delete.

To add atag, type 1 to put the cursor onthe Tag or Leader field and
enter the tag number.

At the Default Indicators field, type over the existing data with the
desired indicators.

To delete indicators, place the cursor on the indicator and type #.

Type 1 to put the cursor onthe Tag or Leader field and enter the tag
number.

AttheDef aul t Dat a field, type over the existing datawith the desired
information.

To delete, place the cursor on the default values field and type #
<ENTER>.

FI LE or quit with EXI T.
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Deleting a Workform
Retrieve the template using the format code and the workform name. Its
fields will display, along with the command line.

Enter Del et e. The system will prompt:
Are you sure? (Y/N).
Enter Y t odeleteit or N t o quit.
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The HOLDING SETUP MENU allows you to maintain the codes tables for
the holdings module. These codes perform the following functions:

» gpecify where your holdings are located

» determine what holdings information is displayed and how the
screen is formatted

» gpecify certain parameters used for serials control.

These codes are grouped into categories that indicate their general main-
tenance requirements.

Changes from prior releases are also noted.
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Overview

4-2

The HOLDING SETUP MENU allows you to maintain all the codes tables
that are required in the holdings function. Some tables are common to
other modules as well as Holdings. For example, the Publication Pattern
Type (PuBP) tableis also accessible from Serials. Since the screen iden-
tifiers are the same, any change made in one module isimmediately
reflected in the other module.

Broadly speaking, these codes allow you to define:

« where holdings are located.

a
b.
c.
d.

e.

Institution Codes (cHI €)

Subl ocation/Building Codes (CHsC)
Call Number Prefix Codes (CHPC)
Classification Number Codes (CHNC)
Default Price Tag (CDPT)

» how holdingsinformation is displayed to your staff.

a

Holdings Display Definition — Provides a submenu that lists all
the holdings display screens, such as Location Copy Summary,
Pieces Summary, Parts Summary, and so forth. From these tables
you can specify the information displayed and the screen layout.

» what information is maintained for use in serials control. This cate-
gory includes tables that are used for avariety of purposes such as
making predictions, automating claim cycles and retaining addresses
for shipto locations.

a
b.

-~ o o o

s @«

Publication Pattern Type
Frequency Codes
Chronology Codes
Checkin Type

Physical Format

Claim Message Codes
Claim Cycle Codes
Shipto Codes
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Required Tables

i. Numbering Codes

j- Publication Regularity

k. Publication Regularity Labels.

Default values are provided for some tables such as the Holdings
Display Definition. These tables determine the screen content and layout
that is displayed to staff who are using the Holdings function.

Tables Containing Critical Information for Holdings—Must be
Edited

Shipto Codes— Copy sets that do not have a Shipto code assigned to
them will be assigned a default value when the database is converted.
Any copy set that does have a Shipto Code will retain that code
during conversion.

Institution, Sublocation, Collection Codes
Call Number Prefix and Classification Number Codes
Claim Cycle Codes

Tables Containing Default I nformation That May Require Editing

Holdings Display Definition
Claim Message Codes
Frequency Codes
Chronology Codes

Checkin Type

Publication Regularity
Publication Regularity Labels

Tables Containing Standard Information That May Require Occa-
sional Maintenance

Physical Format
Default Price Tag
Publication Pattern Type

Numbering Codes
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Changes from Prior Releases

4-4

The Holding Setup Menu Institution, Sublocation, Collection, Call
Number Prefix, Classification Number, and Default Price Tag codes are
available from Circulation and Cataloguing using the cHsm screen iden-
tifier.

Shipto and Claim Message Codes are accessible from Holdings, Acqui-
sitions, and Serials.

Codes available from Holdings and Serials include: Publication Pattern
Type, Freguency Codes, Chronology Codes, Checkin Type, Claim Cycle
Codes, Numbering Codes, Publication Regularity, and Publication
Regularity Labels Codes.

The Holdings Display Definition (HDD) replaces the Pieces Summary
(oPs) setup tables formerly available from the Online Search Setup
screen.

Chronology Codes (cHrRN) allow split year definitions.

New Fregquency Codes (FREQ) codes are provided for frequencies of
every 4, 5, and 10 years.

The Publication Regularity (PREG) table provides a new code that
permits you to specify the exact date(s) an item is published.

The Checkin Type (cHkT) table allows you to define how gaps should be
treated on your Holdings Statements.

The screen identifier for Publication Pattern Type Codes has changed
from PATT to PUBP.

The Checkin Identifier (cHki ) has been removed from the system.

A new code, Physical Format (PHYS) has been added. Physical format is
defined in the usMARC 007 field, positions 1 and 2.

The COPY SET EDIT screen no longer exists and is now named the
SERIAL COPY SET DETAIL.
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Holdings Setup Menu

Enter cHsm on any catal oguing menu to reach the Holding Setup Menu
or select it from the Catal oguing Holdings Menu.

CH C Institution Codes

CHSC  Subl ocation/Bui |l di ng Codes
CHCC  Col |l ection Codes

CHPC  Cal | # Prefix Codes

C ass Nunber Codes

CDPT Default Price Tag

HDD Hol di ngs Di splay Definition
PUBP  Publication Pattern Type
FREQ Frequency Codes

CENPUAWNE
2
6

10.
11.
12.
13.
14.
15.
16.
17.
18.

HOLDI NG SETUP MENU

DD MW YYYY Geac ADVANCE Li brary System (#. ##) PPPPPP 1111
HH: MM Your Library Nanme

Chr onol ogy Codes
Checkin Type

Physi cal For mat

Cl ai m Message Codes
Clai m Cycl e Codes

Shi pt o Codes

Number i ng Codes
Publication Regularity
Publ i cati on Reg. Labels

Enter the nunber of your selection and press <ENTER>
or ? followed by <ENTER> for Help.
Press <ENTER> to return to previous |evel
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Institution Codes (CHI C)

Access  Enter I nstitution Codes (CH C), ontheHol di ng Set up Menu
(CHSM) to display thel nsti t uti on Codes screen. The screen
shows alist of sample institution codes. Institution codes are the
broadest level of holdings designation in ADVANCE.

I NSTI TUTI ON CODES TABLE
Nunmber of Records: 4
Codes Description of codes
1. APL ADVANCE Public Library
2. AU ADVANCE Uni versity
3. GOv Governnent Library
4. PUB Local Public Library
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t

Editing  Institution codes can be added, modified, deleted and printed. To modify
Institution Codes  or delete existing codes, first enter the number corresponding to the
desired ingtitution from the above screen. The system displays all pre-
defined information.
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[ I NSTI TUTI ON CODES \
I NSTI TUTI ON CODE : AU
1. Institution Nanme : ACADEM C LI BRARY STANDARDS
2. Nane Displayed In OPAC(max. 6 ch.): ACAD
3. 049 Institution Prefix . ALS
4. Loan Code Override Level (1-99) . 80
5. Circul ation Code (Default #5) : GENL = GENERAL COLLECTI ON LOANS (2+
6. Material G oup Code (Default #5) : DCGC = DEFAULT MATERI AL GROUP CCDE
7. Only Holding level (1 = Yes) :
Loan peri ods
8. Disable Rebuild of (1 = Yes)
Loan Tabl es During Checkout
9. Notice Header for Institution.
10. Suppress display from OPAC (1=Yes): O
11. NUC Synbol for this institution : CaOMain
Val id Subl ocati ons/ Bui | di ngs . CAMR2, CAML, CAMB, LRC, NEVR2, ALI |
Options:
? help #line Line by line Copy Print Del ete Exi t
- J

To edit acode record field, enter the line number. Use the Delete
command to remove the code record permanently from the system. To
save changes, use the File command. Use the Exit command to exit
without saving any changes.

To add new ingtitution codes to the existing list, use the Add command.
The system prompts:

Enter the code you wish to add.
Enter one to 13 characters for the institution code to be created. The

following blank definition screen is generated when an institution code
is entered.
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s

NoohkwNER

10.
11.

I NSTI TUTI ON CODES

I NSTI TUTI ON CODE : new *** New Record ***
Institution Nane :
Nanme Di splayed In OPAC(max. 6 ch.)
049 Institution Prefix :
Loan Code Override Level (1-99)
Circul ati on Code (Default #5)
Material Group Code (Default #5)
Only Holding level (1 = Yes)

Loan peri ods
Di sabl e Rebuild of (1 = Yes)
Loan Tabl es During Checkout
Notice Header for Institution
Suppress di splay from OPAC (1=Yes)
NUC Synbol for this institution

Val i d Subl ocations/Bui | di ngs

J

Enter the definition for each field of the record. When the last field is
completed or skipped, the command options appear at the bottom of the

screen. Remember to save newly-created codes by using the File

command. Definition of valid Sublocation/Buildings codes are

explained in Sublocation Codes; they can not be modified from this

screen.

1. Institution name [text]

Displays the Institution name along with the Institution code, on item

records, or displays the Institution name when an Institution code is

selected from a browse list.

2. Name Displayed in [6 characters]

OPAC

Thisfield allows an abbreviated descriptive name for display in the
OPAC Brief and Summary displays. This nameis also displayed on

summary screens defined by Holdings Display Definition (HDD) and by

OPAC Holdings Display (OHD).

3. 049 Institution Prefix  [Bibliographic utility code or blank]

Identifies the MARC holding code which identifies this Institution in

your cataloguing utility (OCLC, RLIN, etc.). When tapel oading or down-
loading records from the utility, ADVANCE generates oneitem record for
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4. Loan Code Override
Level

5. Circulation Code
(Default#5)

6. Material Group Code
(Default #5)

each occurrence of this Institution prefix in the 049 field. If your library
uses the 852 field for item specific data while catal oguing, ADVANCE
uses the Institution Prefix from that field.

[1-99]

The number entered into this field determines the priority of this
Holding code when compared with other levels of Holding codes
assigned to the same item record. Within holdings setup, the level with
the highest number determines the Circul ation code chosen to determine
loan periods. (Seefield 5 for default Circulation Code). Every level of
the Holding Code hierarchy allows a Loan Code Override Level to be
set. If thelevel ishigh (99 isthe highest), the Circulation Code defaulted
at that level will always be selected. If the level islow (0 isthe lowest),
the Circulation Code at thislevel will always be overriden by one with a
higher priority. If thelibrary puts Circulation Codes in the item record
directly (for example, rather than having them derived from Holding
code), that level isautomatically set to 98. Generally, thelevel wherethe
library wantsthe Circul ation policy to be determined isthe one given the
highest priority. This might be at the Sublocation (example, Branch
level), or the Callection (example, departmental level), or at the Call
number prefix (example, format or shelving location level). Usualy the
library wants circulation policies established at a more specific | ocation/
level than the Institution, so the value in the Loan Code Override Level
field of Institution is often lower than that of other Holding Code levels.

[Any circulation code]

Use acirculation code as defined in Circulation Codes (CCC) on the
Loans Periods Menu.

[Any Material Group Code, usually DCGC, or blank]

Displays the default Material Group Code (Default #5) and it's descrip-
tion for this Institution. The actual codes must be entered when modi-
fying or adding code records. Available codes can be displayed by
entering two question marks (??). These codes define circulation poli-
cies and rules, rather than where the material is shelved.
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7. Only Holding level
loan periods (yes or

no)

0 (no)

1 (yes)

8. Disable rebuild of
Loan Tables During

Checkout

0 (no)

1 (yes)

9. Notice Header for

Institution

10.Suppress display

from OPAC

4-10

0 (no)

1 (yes)

[Oor1]

If acirculation code occurs on the item record, the system checks the
loan matrix for a circulation code that supersedesit.

If a Circulation Code is found on the item record, it does not have to
check all the higher levels. Normally at checkout, the system checks all
Holding Code levels to determine which level has the highest priority
and uses that level’s Default Circulation Code. If the library uses Circu-
lation Codesinitem record, and setsthisfield to 1 (yes), it can enhance
system performance and efficiency.

[Oor1]

The loan matrix is rebuilt each time a patron checks out an item whose
circulation code is not linked to that patron group code.

Usually thisfield is set to 1. The system builds the loan matrix once —
the first time a patron of a Patron Group Code checks out an item
assigned to a Circulation Code not linked to the Patron Group Code.

[Any Notice Header Code]

Thisfield accepts a code defined in Not i ce Header s by Locat i on
(COPN), under the Qut put Product i on Menu (COPM). Available codes
can be displayed by entering two question marks (??). The Not i ce
Header s by Locat i on (COPN) table allows you to create a four line
display of library name, address, telephone number, and/or message
which prints at the top of all patron notices produced for thisinstitution.
Individual notice header codes can also be specified for sublocations
within Institutions.

[0 or1]
Suppresses the display of holdings for a bibliographic item.

All holdings are shown on the OPAC item display (Brief or Full Display
Screens).

All holdings (both monographs and serials) in the location are
suppressed from the OPAC item display (Brief or Full Display Screens).
Staff searches from the other modules are unaffected.
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11. NUC Symbol for
this institution

Valid Sublocations/
Buildings

Where Used

Alphanumeric

Enter the USMARC code that identifies thisinstitution. To obtain these
codes, see Symbols of American Libraries which is maintained by the
Library of Congress. This code identifies the holdings of thisinstitution
and is exported in the 852 $afield.

Thisfield cannot be edited from this screen. The valid Sublocations/
Buildings associated with this I nstitution Code are automatically derived
from the Institution Codes specified for the Sublocation/Building codes
defined in the next table.

The system displays the Institution Code on the following screens:
» LOCATION COPY DETAIL —inthe Institution field.

e SERIAL COPY SET DETAIL —in the Location field.

* MassHoldings Update —in the Institution field.

(NOTE: Holdings display fields may vary depending on choices made
on the HOLDINGS DISPLAY DEFINITION Setup screens.)
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Sublocation Codes (CHSC)

Access

Sublocation codes define unitswithin an institution. They may refer to a
building or complex. Aninstitution may have many sublocations. Sublo-
cation code definition includes:

» theingtitution to which the sublocation belongs,

» theloan code override level,

» thedefault circulation and material group codes,

» how items are alowed to be circulated, routed, or returned,

e various parameters to control the OPAC holds function.

Enter Subl ocat i on/ Bui | di ng Codes (CHSC), on the Hol di ng

Set up Menu (CHSM to display the Subl ocat i on Codes screen. The
screen shows alist of sublocation codes.

SUBLOCATI ON CODES TABLE
Nunber of Records : 7
Codes Descri ption of codes
1. ALII AU Main Library & Info. Center
2. BRA1 Public Library Branch #1
3. BRA2 Public Library Branch #2
4. CAML University Canpus #1
5. CAM2 Uni versity Canpus #2
6. LAWS University Law Library
7. MAIN Main Public Library
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exit

4-12

Sublocation codes can be added, modified, deleted, and printed. To
modify or delete existing codes, enter the number corresponding to the
desired sublocation from the screen.

The system displays all of the predefined information.
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SUBLOCATI ON CODES

SUBLOCATI ON CODE : CAML

1. Subl ocation Description : Acadenmic Library MAIN +
2. Nane Displayed In OPAC ;. CAML

3. Institution/ Agency : AU = ACADEM C LI BRARY +
4. Loan Code Override Level (1-99) . 80

5. Circul ation Code (Default #4) : GENL = GENERAL COLLECT+
6. Material G oup Code (Default #4) : DCGC = DEFAULT MATERI A+
7. Return to Original (1l=subl. ; 2=port) :

8. Route to Original Sublocation (1=yes) 1

9. :

Type of hold function all owed

(0=none, 1=title hol d, 2=hol ds screen)
10. Display nanes on holds (0=No, 1=yes) :
11. Allow patrons to CANCEL hol ds (0=No, 1=Yes) 1
12. Block codes that prevent holds (e.g. 2,6) :
13. Notice header code for this |ocation
14. Suppress display from OPAC (1=Yes)

Opt i ons:
? help #line Line by line Copy Print Del ete Exi t

. J

To change afield of an existing code record, select the line number
option and enter the specific line number. Use Delete to permanently
remove a code record from the system. To save a change made, use the
File command. Use the Exit command to exit without saving changes.
To add new sublocation codesto the list, use the Add command on the
screen listing existing Sublocation/Building codes. The system prompts:

Enter the code you wi sh to add.

Enter one to thirteen characters for the new sublocation code record.
When you enter the new code, the system displays a blank definitions
screen.

Cataloguing Management Guide (September 2000) 4-13



Chapter 4: Holdings Setup

[ SUBLOCATI ON CODES \
SUBLOCATI ON CCDE : ALII
1. Subl ocation Description : Academ c Library I1
2. Institution/ Agency : AU = ACADEM C LI BRARY +
3. Loan Code Override Level (1-99) ;80
4. Circulation Code (Default #4) : GENL = GENERAL COLLECT+
5. Material Group Code (Default #4) : DCGC = DEFAULT MATERI A+
6. Return to Oiginal (1l=subl. ; 2=port) :
7. Route to Original Sublocation (1l=yes) 0
8. Type of hold function allowed 2
(0=none, 1=title hol d, 2=hol ds screen)
9. Display nanmes on holds (0=No, 1=yes) 1
10. Allow patrons to CANCEL hol ds (0=No, 1=Yes) 1
11. Block codes that prevent holds (e.g. 2,6) 2,6
12. Notice header code for this |ocation : AU = Header for agency+
13. Suppress display from OPAC (1=Yes)
Opti ons:
? help # line Line by line Copy Print Del ete Exi t
- J

1. Sublocation
Description

2. Name Displayed In
OPAC

3. Institution/Agency

4-14

Enter the definition for each field of the record. Save newly created
codes by using the File command.

[text]

This free text description appears, along with the Code, on all browse
screens from which this code can be selected. It aso appears on the
detailed item record for items with this sublocation. It does not appear
on public or staff search screens, only the code appears there.

[text]

Thisfield allows an abbreviated descriptive name for display in the
OPAC Brief and Summary displays. This nameis also displayed on
summary screens defined by Holdings Display Definition (HDD) and by
OPAC Holdings Display (OHD).

[Institution code to which this sublocation is linked]

Thisfield links sublocation codes to institution codes. When avalid
Institution Code is entered here, the sublocation code automatically
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4. Loan Code Override

Level

5. Circulation Code

6. Material Group Code

7. Return to Original
(1=subl.; 2=port,

blank)

[blank]

(1]

displaysin the Valid sublocation/building list of the Institution record.
Many sublocations can refer back to the same Ingtitution.

[1-99]

Determines whether the Circulation Code, if any, associated with this
Sublocation should take priority over any other level of Holding Code
entered into an item record. Within holdings setup, the level with the
highest number determines the loan period. If thelevel is high (99 isthe
highest), the code may never be overridden. If the level islow (0 isthe
lowest), the code may always be overridden. If the library sets circula-
tion policies at the Sublocation level (example, Branch, rather than a
department within a Branch) then thisfield should be higher than that in
lower level holdings codes. If the library sets circulation policies at
more specific levels, for examplefor individual departments, or shelving
locations, then this field should be set at alower level to alow the more
specific location to take priority.

[Any Circulation Code or blank]

A Circulation Code can be entered for each Sublocation. The system
uses this circulation code as the default for all materials associated with
this Sublocation, if the Loan Code Override Level is high enough. If the
library does not want the Sublocation to serve as the controlling location
for defining circulation rules then thisfield should be blank, or the Loan
Code Override level be set very low, for example to 10.

[Any Material Group Code, usually DCGC, or blank]

Each Sublocation should have a default Material Group Code. In most
cases, there will be asingle system default of Def aul t Mat eri al
G oup (DCGC) code for all Sublocations in the system.

[1, 2, or blank]

Thisfield, and the one which follows, control the system’s activities
when a checked out item is returned.

Theitem can be returned to any sublocation.

Return to original sublocation. The item must be checked in at theitems
subl ocation.
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[2] Returnto origina port. The item must be checked in at the checkout
port.

8. Route to Original [0or1]
Sublocation (1=yes)
[0] Do not produce aroute-to dlip for items from other sublocations that are
returned to this port.

[1]  Produce aroute-to dip. Items belonging to this sublocation should be
routed to this sublocation when checked in at a different sublocation.

Fields 9 - 12 These fields control how patrons place holds from OPAC. If the library
does not permit patronsto place their own holds, then thesefields can be
setto 0 (no). These options are controlled by the sublocation of the port
where the patron is placing the hold (See Systems Utility Menu Por t
Def i ni ti on [PORT]), rather than the sublocation entered into theitem
record, which identifies who owns, or shelves, the item. Patrons at a
given sublocation can view and, if allowed, place holds on items owned
by other sublocations.

9. The Type of hold [0,1,0r2]
function allowed:
[0]  Answer 0 (none) to prevent Online Catal ogue users from placing holds.

[1]  Allow Online Catal ogue usersto place holds quickly from the Hold title
option at the Brief or Detail Display of atitle. TheHol d Queue screen
isnot accessible to patrons if thisfield is set to 1. Patrons can select the
title, receive confirmation of their hold (or exception messages as appro-
priate), and be informed of a default hold expiration date.

[2]  Allow Online Catalogue usersto access the Hold Queue Display viathe
Holdsoption at the Brief or Detail Display of atitle. They can then place
holds in the same manner noted above using the Hold option. This
screen also allows usersto view their own Hol d Queue viathe Show/
Cancel option. Patrons can also cancel their own holds using this option.

10.Display names on [0 or1]

hold
oS Thisfield has an effect only if field 8, to allow Online Catalogue users to

access the Hold Queue Display, is answered 2.
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0 (no)

1 (yes)

11.Allow patrons to
CANCEL holds

0 (no)

1 (yes)

12.Block codes that
prevent holds

13.Notice Header code
for this location

Suppresses the display of patron namesin the hold queue, when it is
accessed from OPAC. Most libraries answer 0 (no) to maintain patron

privacy.

Show the names and barcodes or users with holdsin the Hol d Queue

Di spl ay. Thissetting affectsaccesstotheHol d Queue Di spl ay from
OPAC only. Staff always have access to patron names and barcodes when
placing/searching for holds from the Circulation module.

[0 or1]

Thisfield hasan effect only if field 8, to allow Online Catalogue usersto
access the Hol d Queue Di spl ay, isanswered 2.

Prevents Online Catal ogue usersfrom cancelling their own holds, even if
they otherwise have access to the Hol d Queue Di spl ay and to their
own Hol ds by Pat ron list.

Allow Online Catal ogue users to cancel their own holds. At the Hol d
Queue Di spl ay patrons would be allowed to select the Show/Cancel
option to see their own Hol ds by Pat r on screen. From there they
would be able to select the Cancel # or Cancel all options.

[Any Transaction Code]

The library can specify (by block code number) which patron blocks
(fromthe Ci r cul ati on Transact i on Code [CTC] table), should
prevent an Online Catalogue user from placing or cancelling holds.
These codes also prevent a user from accessing the HOLD DETAI L
SCREEN, and their own Hol ds by Pat r on screen. Multiple block
codes can be specified. Administrative blocks always prevent user
access.

[Any Notice Header Code]

Thisfield accepts a code defined in Not i ce Header s by Locat i on,
under the Qut put Product i on Menu (COPM). Available codes can be
displayed by entering two question marks (??) . TheNot i ce Header s
by Locat i on (COPN) table allows you to create afour line display of
library name, address, telephone number, and/or message which prints
at the top of all patron notices produced for this sublocation.
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14.Suppress display [0or1]

from OPAC . . - .
Suppresses the display of holdings for a bibliographic item.

0  All holdings will be shown on the OPAC item display (Brief or Full
Display Screens).

1 All holdings (both monographs and serials) in the location will be
suppressed from the OPAC item display (Brief or Full Display Screens).
Staff searches from the other modules are unaffected.

Where Used
The system displays the Sublocation Code on the following screens:

* LOCATION COPY DETAIL —in the Sublocation field.
* SERIAL COPY SET DETAIL —in the Location field.
* MassHoldings Update — in the Sublocation field.

(NOTE: Holdings display fields may vary depending on choices made
on the HOLDINGS DISPLAY DEFINITION Setup screens.)
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Collection Codes (CHCC)

Access

The collection codes describe an accumulated group of library materials
contained within institutions and sublocations. Various collections
within alibrary may have different circulation policies. The right
column lists the default circulation code and material group code for
each Collection Code. For instance, the default codes for RBRare RESD
and DCGC.

Enter Col | ecti on Codes (CHCC), on the Hol di ng Set up Menu
(CHSM to display the Col | ecti on Codes screen.

COLLECTI ON CODES TABLE
Number or Records : 5
Codes Description of codes
1. AV Audi o- Vi sual Col | ection AVl DCGC
2. DCCs Docunents Col | ection SPEC DCGC
3. MJSC Miusi c Col | ection GEN2 DCGC
4. RBR Reserve Book Room RESD DCGC
5. SPEC Speci al Col | ections SPEC DCGC
Options: _
? help Add item # line Print For war d Backwar d Search junp
Exi t

Collection codes can be added, modified, deleted, and printed. To
modify or delete existing codes, enter the number corresponding to the
desired collection code. The system displays the following screen.

Cataloguing Management Guide (September 2000) 4-19



Chapter 4: Holdings Setup

4 )

COLLECTI ON CODES

COLLECTI ON CODE : Large Print *** New Record ***
Col | ection Description

Name Di splayed I n OPAC
Val i d Subl ocati ons/Bui |l di ngs

Loan Code Override Level (1-99)
Circul ation Code (Default #3)
Material Group Code (Default #3)
Institution/Canpus (No subl ocations)
Return to Original
(1=col |l ection; 2=port)

9. Route to Original Collection (1l=yes)
10. Suppress display from OPAC (1=Yes)

N | Y

ONO RN E

To change afield of an existing code record, select the line number
option and enter the specific line number. Use Delete to permanently
remove a code record from the system. To save a change, use the File
command. Use the Exit command to exit without saving changes. To add
new sublocation codes to the list, use the Add command on the screen
listing existing Collection Codes. The system prompts:

Enter the code you wi sh to add.

Enter one to thirteen characters for a code for the record to be created.
The system displays a blank definition screen. Enter the definition for
each field of the record. Save newly-created codes with the File
command.
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COLLECTI ON CODES
COLLECTION CODE : AV
1. Collection Description : Audi o-Visual Collection
2. Nane Displayed In OPAC AV
3. Valid Subl ocations/Buildings . ALI'l, CAML, CAM2, CAMB, LRC
4. Loan Code Override Level (1-99) ;80
5. Circul ation Code (Default #3) : AV1 = AUDI O VI SUAL 1
6. Material G oup Code (Default #3) : DCGC = DEFAULT MATERI AL GRO+
7. Institution/Canpus (No subl ocations) : AU = ACADEM C LI BRARY STAND+
8. Return to Original 1
(1=col | ection; 2=port)

9. Route to Original Collection (1l=yes)

10. Suppress display from OPAC (1=Yes) 0

Opt i ons:
? help #line Line by line Copy Print Del ete Exi t

1. Collection [text]
Description

Appears along with the Code on all browse screens from which this code
can be selected. It also appears on the detailed item record for itemswith
this collection code. It does not appear on public or staff search results,

only the code appears there.

2. Name Displayed In [text]

OPAC

3. The valid
sublocations/
buildings

Thisfield allows an abbreviated descriptive name for display in the
OPAC Brief and Summary displays. This nameis also displayed on

summary screens defined by Holdings Display Definition (HDD) and by

OPAC Holdings Display (OHD).

[blank or one or more sublocation codes separated by commas, no

spaces]

Thisfield relates collection codes to sublocations codes defined previ-

ously.

[blank]  If thiscollection isvalid in all sublocations then the field should be left

blank.

Cataloguing Management Guide (September 2000)

4-21



Chapter 4: Holdings Setup

[sublocation
code(s)]

4. Loan Code Override
Level

5. Circulation Code

[blank

6. Material Group Code

7. Institution/Campus

8. Return to Original
(1=collection.;
2=port)

4-22

If this collection isonly valid at specific sublocations enter the valid
sublocation(s). Several Sublocation/Building codes can be entered,
separated by commas, no spaces.

[1-99 or blank]

Determines whether the Circulation Code, if any, associated with this
Collection code should take priority over any other level of Holding
Code entered into an item record. Within holdings setup, the level with
the higher number determines the loan period. If the level ishigh (99 is
the highest), the policy may never be overridden. If thelevel islow (Ois
the lowest), the policy may always be overridden. If the library sets
circulation policies at the Collection level (for example, the shelving
location, rather than a department or a Branch) then this field should be
higher than other holdings codes. If thelibrary setscirculation policiesat
higher levels (for example for Branches or departments) then thisfield
should be set at alower level to allow the more general location to take
priority.

[Any Circulation Code or blank]

A Circulation Code can be entered for each Collection. The system uses
this Circulation Code asthe default for all materials associated with this
Collection, if the Loan Code Override Level is high enough.

If the library does not want the Collection to serve as the controlling
location for defining circulation rules then thisfield should be blank, or
the Loan Code Override level be set very low, for exampleto 10.

[Any Material Group Code, usually DCGC, or blank]

Each Collection should have a default Material Group Code. In most
cases, there will be asingle system default of Def aul t Mat eri al
G oup Code (DCGC) for al Collectionsin the system.

[One Ingtitution Code or blank]

A Collection can only be associated with one Institution in the system.
Enter the code for the Institution to which this collection belongs.

[1, 2, or blank
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1
2
[blank]
9. Route to Original
Collection (1=yes)
0 (no)
1 (yes)
10.Suppress display
from OPAC
1 (yes)
0 (no)
Where Used

Thisfield, and the following, control the system’s activitieswhen a
checked out item is returned.

If thelibrary requires that an item be checked in only when it reachesits
owning collection, then this field should be set to 1 (return to original
collection)

If the library considers the item to be checked in when it reaches the
checkout port, then this field should be set to 2 (return to original port).

An item can be returned to any collection.

[Oor1]

If checked in at a different collection, route the item to this collection.
Does not assign a status.

Assigns astatus of on r out e to the item and produces a route-to slip.

[0 or1]
Suppresses the display of holdings for a bibliographic item.

All holdings (both monographs and serials) in the location will be
suppressed from the OPAC item display (Brief or Full Display Screens).
Staff searches from the other modules are unaffected.

All holdings will be shown on the OPAC item display (Brief or Full
Display Screens).

The system displays the Collection Code on the following screens:
* LOCATION COPY DETAIL —in the Collection field.

* SERIAL COPY SET DETAIL —in the Location field.

e MassHoldings Update — in the Collection field.

(NOTE: Holdings display fields may vary depending on choices made
on the HOLDINGS DISPLAY DEFINITION Setup screens.)
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Call Number Prefix Codes (CHPC)

Call number prefix codes are used to identify classes of items more
narrowly than collections. Examples of Call number prefix codes are
PERfor periodical, F for folio/oversize, and REF for reference. These
might be collections identified by format (Video), by size (folio), or by
shelving location (Rare Books, or Reference). Depending on the
library’s policies these Call number prefixes can be used to identify only
shelving location, or circulation palicies, or both. Note that more than
one Call number prefix can share the same Circulation Code.

Access  Enter Cal | Nunber Prefix Codes (CHPC), ontheHol di ng Set up
Menu (CHSM to display the Cal | Nunmber Prefix Codes screen.

On the screen, the far right columns display Circulation and Material
Group Codes. For example, the default circulation and material group
codesfor code2 (FOL)are GEN1 and DCGC, respectively.

CALL NUMBER PREFI X
Nurmber of records : 11
Code Description of code
1. FED FED GEN1 DCGC
2. FOL Folio GEN1 DCGC
3. FSTRIP FilmStrip AVl DCGC
4. NC N C N C DCGC
5. RARE RARE RARE DCGC
6. REF REFERENCE | TEMS REF DCGC
7. VI DEO VI DEO AVl DCGC
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t

Call number prefix codes can be added, modified, deleted, and printed.
To modify or delete existing codes, enter the number corresponding to
the desired call number prefix code. The system displays the following
screen.
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CALL NUMBER PREFI X
CALL NUMBER PREFI X CODE : FOL
1. Call# Prefix Description : Folio
2. Valid Collections :
3. Loan Code Override Level (1-99) : 40
4. Circulation Code (Default #2) : GENL = GENERAL COLLECTI ON L+
5. Material Group Code (Default #2) : DCGC = DEFAULT CI RC GROUP C+
6. Subl ocati ons/Buil dings (No coll ection) :
7. Institution/Canpus (No subcoll ections) : AU = ADDVANCE Uni versity
Opt i ons:
? help #line Line by line Copy Print Del ete Exi t
To change afield of an existing code record, select the line number
option and enter the specific line number. Use Delete to permanently
remove a code record from the system. To save a change made, use the
File command. Use the Exit command to exit without saving changes.
To add new Call number prefix codes to thelist, use the Add command
on the screen listing existing Call number prefix codes. The system
prompts:
Enter the code you wish to add.
Enter oneto twenty charactersto represent the code record to be created.
The system displays a blank definition screen similar to the following
example for RARE.
CALL NUMBER PREFI X
CALL NUMBER PREFI X CODE : RARE *** New Record ***
1. Call# Prefix Description
2. Valid Collections
3. Loan Code Override Level (1-99)
4. Circul ation Code (Default #2)
5. Material Goup Code (Default #2)
6. Subl ocations/Buil dings (No collection)
7. Institution/Canpus (No subcoll ections)
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1. Call # prefix [text]

Description - . . :
Thisfield, which may duplicate the code entered in the Call Number

Prefix Codefield, is afree text field to describe the Call number prefix.
This description appears, along with the code, on all browse screens
associated with this code table. It does not appear on public or staff
search results, only the Code appears there.

2. Valid Collections [Collection Code(s) or blank]

The collection(s) specified in thisfield, by code, are those for which this
call number prefix isvalid.

Collection  If thiscall number prefix isonly valid at specific collections, you can

Codes(s)  control that by entering only the valid collection(s) into this field.
Several Collection codes can be defined if they are separated by
€ommas, No Sspaces.

[blank]  Thiscall number prefix isvalid in all collections on the system, i.e,, this
call number prefix applies generally.

3. Loan Code Override  [1 - 99 or blank]

Level
Determines whether the Circulation Code, if any, associated with this

Call number prefix code should take priority over any other level of
Holding Code entered into an item record. Within holdings setup, the
level with the higher number determines the loan period. If the level is
high (99 isthe highest), the policy may never be overridden. If the level
islow (O isthe lowest), the policy may always be overridden. If the
library setscirculation policies at the Call number prefix level (example,
the shelving location, rather than a department or a Branch) then this
field should be higher than other holdings codes. If the library sets circu-
lation policies at higher level s (example, Branches, collections or depart-
ments) then thisfield should be set at alower level to alow the more
general location to take priority.

[blank]  If the library does not want the Call number prefix to serve asthe
controlling location for defining circulation rules then this field should
be blank, or the Loan Code Override level be set very low, for example
to 10.
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4. Circulation Code

5. Material Group Code

6. Sublocation(s)/

Building(s)
[Sublocation
Code]
[blank]
7. Institution
Where Used

[Any Circulation Code]

A Circulation Code can be entered for each Call number prefix. The
system uses this Circulation Code as the default for all materials associ-
ated with this Call number prefix, if the Loan Code Override Level is
high enough.

[Any Material Group Code, usually DCGC, or blank]

Each Call number prefix should have a default Material Group Code. In
most instances, thiswill be asingle system default of Def aul t Mat e-
ri al Group Code (DCGC) for all Call number prefixesin the system.

[Sublocation code(s) or blank]

Specifies the sublocation code(s) for which the Call nhumber prefix is
valid.

If this call number prefix isonly valid at specific sublocations, enter the
valid sublocation(s). Several Sublocation/Building codes can be defined,
separated by commas, no spaces.

If this call number prefix isvalid in al sublocations on the system then
the field should be left blank; that is, this call number prefix applies
generaly.

If you wish to specify that only certain defined institutions can have this
asavalid Call number prefix, enter the codefor the Institutioninfield 7.
If this Call number prefix isvalid for al institutions defined in the
system, leave this field blank.

The system displays the Call Number Prefix Code on the following
screens:

« LOCATION COPY DETAIL —inthe Call # Prefix field.
» SERIAL COPY SET DETAIL —inthe Location field.
» MassHoldings Update — Call # Prefix in the field.

(NOTE: Display fields may vary depending on choices made on the
HOLDINGS DISPLAY DEFINITION Setup screens.)
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Classification Codes (CHNC)

Classification codes are the lowest level of the five-tier hierarchy of

location codes. They may be truncated Lc or Dewey Decimal classifica-

tion numbers, such as H or HD, 6 or 699, or they may define items by

format.

Access Enter G ass Nunber Codes (CHNC), on the Hol di ng Set up Menu

(CHSM) to display the d assi fi cati on Codes screen.

/ CLASSI FI CATI ON CODES TABLE \
Nunber or records: 48
Codes Description of codes

1. CDI sK Conpact di sk
2. FILM Filmreels, novie
3. FILMSTRI P Filmstrip
4. KIT Kit containing various related itens
5. M CROCARD M crocard
6. M CROFI CHE M crofiche
7. M CROFI LM Mcrofilm
8. M CROPRI NT M croprint
9. NEWSP Newspaper

10. PHONODI SC Phonogr aph di sc

11. SLIDE Slide cartridge

12. TAPE Tape cassette

13. TRANSPARENCY Overhead projector transparency

14. VI DECTAPE Vi deot ape cassette

Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exit

. J

4-28

Classification codes can be added, modified, deleted, and printed. To
modify or delete a code, enter the number from the screen above, for

example, enter 2. The system displays the current information for the

code, FI LM in the format of the following screen.
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~

CLASSI FI CATI ON CODES TABLE
CLASSI FI CATION CODE : FI LM
1. dassification FI LM
2. Average Cost of Item 45. 00
3. Valid collections AV= Audi o- Vi sual Collection
4. Loan Code Override Level (1-99) 90
5. Circulation Code (Default #1) AV2= Audi o Visual 2
6. Material G oup Code (Default #1) DCGC=DEFAULT CI RC GROUP CCDE
7. Subl ocations/buildings (No collection:
8. Institution/canpus (No subcollections: AU= University of Advance
Opti ons:
? help # line Line by line Copy Print Del ete Exi t

To edit afield, enter the line number.

To add a new classification code to the list, use the Add command at the
initial browse list. The system prompts:

Enter the code you wish to add :

Enter oneto twenty charactersto represent the code record to be created.
The system displays a blank workform. Note that thisfield isnot limited
in length, but for display purposes, 20 characters is recommended.

e )

CLASSI FI CATI ON CODES TABLE

CLASSI FI CATI ON CODE : MFI LM **%%* New Record ****
Cl assification

Average Cost of Item

Val id collections

Loan Code Override Level (1-99)

Circul ati on Code (Default #1)

Material G oup Code (Default #1)

Subl ocati ons/ bui |l di ngs (No col | ection:
Institution/canpus (No subcoll ections:

NGO rWN
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1. Classification

2. Average Cost of Item

3. Valid collections

[blank]

4. Loan Code Override
Level,

4-30

[text]

Thisfield, which may duplicate the Classification code entered above, is
afreetext field to describe the Classification Code. This description
appears, along with the Code, in item records having this classification
code, and on all browse screens associated with this code table. It does
not appear on public or staff search results, only the code appears there.

[Priceinthe format nnn. nn, i.e., numbers separated by a decimal
point, no currency symbol]

Used to calculate costs for lost or damaged items. The entry Def aul t
Pri ce Tag (CDPT) alowsthe system to supply a default value from the
MARC bibliographic record for the Actual Cost field in new pieces/item
records. If, however, the library wishes to assess an average price for
materialsin a particular classification (example, to assess a higher price
for art books), the amount can be entered into thisfield. A genera
replacement cost can also be entered into Gi r cul at i on Codes (CCC).
If thereisavaluein the pieces record it takes precedence.

[Collection code(s), multiple codes separated by commas, no spaces, or
blank]

Defines the collection code(s) for which this classification is valid.

If this classification isonly valid at specific collections, enter the valid
collections(s). Several collection codes can be defined in thisfield, sepa-
rated by commas, no spaces.

If thisclassificationisvalidin al collections on the system then thefield
should be left blank.

[1-99 or blank]

Determines whether the Circulation Code, if any, associated with this
Classification code should take priority over any other level of Holding
Code entered into an item record. Within holdings setup, the level with
the higher number determines the loan period. If the level ishigh (99 is
the highest), the policy may never be overridden. If thelevel islow (0is
the lowest), the policy may always be overridden. If the library sets
circulation policies at the Classification level (example, the shelving
location, rather than a department or a Branch) then thisfield should be
higher than other holdings codes. If thelibrary setscirculation policiesat
higher levels, example: Branches, collections or departments, then this
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[blank]

5. Circulation Code

6. Material Group Code

7. Sublocation(s)/
Building(s)

[Sublocation
Code(s)]

[blank]

8. Institution/campus

[blank]

field should be set at alower level to allow the more general |ocation to
take priority.

If the library does not want the Classification Code to serve asthe
controlling location for defining circulation rules then this field should
be blank, or the Loan Code Override level be set very low, example to
10.

[Any Circulation Code]

A Circulation Code can be entered for each Classification code. The
system uses this circulation code as the default for all material s associ-
ated with this Classification code, if the Loan Code Override Level is
high enough.

[Any Material Group Code, usually DCGC, or blank]

Each Classification Code should have adefault Material Group Code. In
most instances, thiswill be asingle system default of Def aul t Mat e-
ri al Group Code (DCGC) for all Classification Codesin the system.

[Sublocation Code(s), multiple codes separated by commas, or blank]

The codes specified in thisfield are those for which this Classification
Codeisvalid.

If this Classification code isonly valid at specific sublocations, enter the
valid sublocation(s). Several Sublocation/Building codes can be defined,
separated by commas, no spaces.

If this Classification Codeisvalid in al sublocations on the system then
the field should be left blank.

[Institution Code or blank]

If you wish to specify that only certain defined ingtitutions can have this
asavalid classification code, enter the code for the Institution.

If this Call number prefix isvalid for al institutions defined in the
system, leave this field blank.
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Where Used
The system displays the Classification Code on the following screens:
* SERIAL COPY SET DETAIL —in the Location field
* MassHoldings Update — Classification field

« LOCATION COPY DETAIL — Classification field in the Call Number
field
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Default Price (CDPT)

This table allows the system to supply a default value from the MARC
bibliographic record for the Actual Cost field in pieces records.

Access  Select Def aul t Pri ce Tag (CDPT) from the Hol di ng Set up Menu.

4 N
DEFAULT PRI CE TAG
CCODE : PRI CE. TAG
L TAG number for default price -2
2. Subfield :
. J
The system uses the first occurrence of the specified field and subfield.
The dollar signisignored and . 00 is supplied if the data does not
contain a decimal point. For example, each of the following five values:
123  $123 123.00 $123.00 123 ($30 pbk)
from tag 20, subfield c, provide the default value 123.00, which is
displayed with adollar sign in the front on the Actual Cost field of the
pieces record.
Where Used

The default price displays the Actual Cost field on the following screens:
* PIECESDETAIL — SINGLE-PART screen

* PIECESDETAIL —MULTIPART SCreen
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Holdings Display Definition (HDD)

4-34

The Holdings Display Definition menu allows you to specify how
holdings information displays to staff. From these screens you can:

» gpecify the format of the holdings summary screens.
» edit the column headings.

» change the content of the column by identifying a source code that
links the required information to a list of available codes.

Access  You can access the Holdings Display Definition by entering HDD on any
cataloguing menu or select it from the Catal oguing Holdings Menu
which is available from the HOLDING SETUP MENU (CHSM).

DD MW YYYY Geac ADVANCE Library System (#. ##) PPPPPP 1111

HH: MM Your Library Name

HOLDI NGS DI SPLAY DEFI NI TI ON

Locati on Copy Summary

Type of Hol di ng Summary

Type of Hol ding Summary (Locati on Hol di ngs Statenents)
Type of Hol di ng Li nki ng Sunmary

Publ i cation Pattern Summary

Publication Pattern Summary (Location Hol di ngs Statenents)
Parts Summary

Pi eces Sunmary

9. Pieces / Parts Summary

10. Parts to Piece Linking Summary

11. Parts to Order Linking Summary

12. Parts Sequencing Summary

13. Serial Copy Set Summary

14. Serial Copy Set Summary (Checkin)

ONOGORNE

Enter sel ection

Each menu item consists of these components:

* HOLDINGSDISPLAY DEFINITION. Displays anumbered list of
fields which define the column headings for each screen. From this
screen you can select a column heading to edit. You can also add a
column heading.

* HOLDINGSDISPLAY DEFINITION SCREEN SUBFIELD BROWSE.
Allows you to edit and format the appearance of one of the columns
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of the Summary Display column headings. Provides access to the
SUBFIELD SOURCE field from which you can change the content of
thefield.

* HOLDINGSDISPLAY DEFINITION SUBFIELD DEFINITIONS.
Appears when the SUBFIELD SOURCE field is selected from the
previous screen. Allows you to change the content of the column by
identifying a different source code. For example, under the column
heading Physical Location you could display the Institution Code.
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Holdings Screens

The following screens are defined from the HOLDINGS DISPLAY DEFI-
NITION menu:

» Location Copy Summary

Defines the columns and fields that display on the general LOCA-
TION COPY SUMMARY listing.

* Typeof Holding Summary

Defines the columns and fields that display on the general TY PE OF
HOLDING SUMMARY listing.

* Typeof Holding Summary (Location Holdings Statements)

Defines the columns and fields that display on the TY PE OF
HOLDING SUMMARY when holdings statements are being displayed
for a specific Location copy detail.

* Typeof Holding Linking Summary

Defines the columns and fields that display on the LINK TYPE OF
HOLDING TO COPY SET and the LINK TYPE OF HOLDING TO
ORDER summary listings when linking type of holding records to a
copy set or purchase order.

» Publication Pattern Summary

Defines the columns and fields that display on the general PUBLICA-
TION PATTERN SUMMARY listing.

* Publication Pattern Summary (Location Holdings Statements)

Defines the columns and fields that display on the PUBLICATION
PATTERN SUMMARY listing when holdings statements are being
displayed for a specific Location copy detail.

e Parts Summary

Defines the columns and fields that display on the general PARTS
SUMMARY listing. This definition is also used on the LINKED
PARTS listing when displaying the parts linked to the current piece.

» Pieces Summary

Defines the columns and fields that display on the general PIECES
SUMMARY and the more specific PIECES SUMMARY (Holds) list-
ings.
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» Pieces/ Parts Summary

Defines the columns and fields that display on the PIECES/ PARTS
SUMMARY listing when the Pieces/parts option is chosen from a
specific Location copy detail. The summary screen displays both
pieces and parts that are held at the specific location.

e Partsto Piece Linking Summary

Defines the columns and fields that display on the LINK PARTSTO
PIECE listing when linking new partsto a current piece.

» Partsto Order Linking Summary

Defines the columns and fields that display on the LINK PARTSTO
ORDER listing when linking new parts to a current order in Acquisi-
tions.

» Parts Sequencing Summary

Defines the columns and fields that display on the SEQUENCE
PARTS summary listing after the user has chosen the Sequence parts
option to resequence the order in which atype of holding’s parts

display.
» Serial Copy Set Summary

Defines the columns and fields that display on the general SERIAL
COPY SET SUMMARY listing.

» Serial Copy Set Summary (Checkin)

Defines the columns and fields that display on the SERIAL COPY
SET SUMMARY listing that displays within Serials Checkin.
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General Definition

Select definitions 1 through 14 on the menu to edit the content and
layout for the screenslisted. Any of these choices displays the screen
titled HOLDINGS DISPLAY DEFINITION.

HOLDI NGS DI SPLAY DEFI NI TI ON MASTER
CF record : HOLDI NGS. MAI NT. DI SPLAY
**%  LOCATI ON COPY SUMVARY ***
FI ELD BASELI NE COLUWN W DTH LI NES HEADI NG DEFAULT TEXT
1. 1 7 20 1 Physical Location
2. 1 28 30 0 Collection/Call nunber/Copy
3. 1 61 18 1 Fornat not defined
4. 2 7 50 0 Electronic Access:
5. 3 7 55 0 Electronic Location:
Opti ons:
File # line Add item ? Help Exi t

The columns on this screen define the headings and their position on the
summary displays presenting the library’s holdings. In this example, the
LOCATION COPY SUMMARY listing would be displayed with
information on the physical location, collection, call nhumber, copy
number, physical format, electronic access, and electronic location.

This screen a so defines the default text for display.

Use the # line or Add item option to access the definition of an existing
column or to add a new field to the display. The HOLDINGS DISPLAY
DEFINITION SCREEN SUBFIELD BROWSE screen is displayed.
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[ HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROWSE MASTER
CCDE : HOLDI NGS. MAI NT. DI SPLAY
FI ELD : 1
1. FIELD BASELI NE: 1
2. FIELD COLUW : 7
3. FIELD WDTH 20
4. FIELD LINES 1
5. FIELD HEADI NGl: Physical Location
6. FIELD HEADI NG2: ------------------
7. FIELD DEFAULT :
SUBFI ELD SOURCE PREFI X SUFFI X
8. | NST - Institution Code @ @
9. SUBL - Subl ocati on Code @ @
Opti ons:
Accept # line Line by line Add item Delete ? Help Exi t
- J

Fields

1. FIELD BASELINE

2. FIELD COLUMN

3. FIELD WIDTH

These fields are common to all holdings screen definitions.

[Numeric]

Specifies the position by line number where the column displays. One
represents the line immediately below the Heading. If you want a
specific block of information to display onitsown line, set thisfieldto a
value other than one.

[Numeric, 7-79]

Defines the starting position.

[Numeric, 1-80]

Defines the width of the column.
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4. FIELD LINES

5. FIELD HEADING1

6. FIELD HEADING2

7. FIELD DEFAULT

Subfield Definitions

4-40

[Numeric]

Defines the maximum number of lines that will be displayed within this
column. Zero indicates that there is no maximum — all of the datain the
field will display regardless of the number of linesit takes.

[Text]

Defines the text that appears on the first line of the column heading for
this column.

[Text]

Defines the text that appears on the second line of the column heading
for this column.

[Text]

Defines the text that appears in the column if the field(s) displayed is
empty. NOTE: Any defined column which contains an Action/Status
value will not use thisfield for the default. The Pieces Description table
on the OPAC Holdings Display menus (OHD) defines the default text to
display for pieces with null status.

Provides a summary list of data elements which are to be extracted and
displayed in the column.

Select a subfield by using the # line option or add a new entry by using
the Add item option. The HOLDINGS DISPLAY DEFINITION SUBFIELD
DEFINITIONS screen appears.
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COoDE
FI ELD
SUBFI ELD

1. SOURCE

2. PREFI X
3. SUFFI X

Opti ons:

N

Accept Line by line # line Del ete ? Help Exi t

HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TIONS  MASTER

: HOLDI NGS. MAI NT. DI SPLAY
1 - Physical Location
: 8

: INST - Institution Code
@
@

1. SOURCE

2. PREFIX

3. SUFFIX

This screen alows you to define a single data element (and related
information) which displaysin the defined column.

Each of the 14 summary definitions has avalid list of source codes that
you can choose from. Some source codes allow you to display
Institution information, others allow you to display a piece’s current
status. The specific source codes available for each summary definition
are described in the separate sections describing each summary
definition.

Enter the source code that defines what should appear in this subfield.
Type ??to see abrowse list of available source codes.

Enter the text that appears at the beginning of the display element, if itis
non-null. Use the symbol @ to indicate a blank space.

Enter the text that appears at the end of the non-null display element.
Use the symbol @ to indicate a blank space.
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Location Copy Summary

L ocation copy records provide title and location information. Location
data may include institution, sublocation, collection code, call number
and copy number information. In prior releases, this information was
entered in the pieces record.

If you have multiple copies of asingle part monograph, each copy hasa
location copy record. For a multipart monograph with all parts at the
same location, there is a single location copy record.

A location copy may also represent holdings for electronic items (856

tag).
Onl i ne Catal ogue LOCATI ON COPY SUMVARY
Local Control #: 10003333 Format : BK
Title : Integrated online library systens : principles, planning, and
Aut hor : Genaway, David C., 1937-
Publ i sher : Know edge Industry Publications, 1984
I1SBN/ I SSN : 0867290927 : U$34.50
Last update: 09 JAN 1998 Super Userl Userl (LO)
Physi cal Location Col I ection/ Cal |l nunber/ Copy For mat
1. ADVLIB Central GEN- STAFF GA345.6 H798 1987 not defined
c.3

2. ADVLIB Central GENERAL c. 2 not defined
2 item(s) in list.
Opti ons:

#item Add item Delete iten(s) Move #(s) Go to Limit |ist

Qi t hol di ngs ? Help Exi t

Access

4-42

Select Location Copy Summary from the HOLDINGS DISPLAY
DEFINITION menu. The HOLDINGS DISPLAY DEFINITION screen

appears.
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1.
2.

3.

Opt i ons:
File

-

CF record :

* Kk

FI ELD BASELI NE COLUWN W DTH LI NES HEADI NG

HOLDI NGS DI SPLAY DEFI NI TI ON MASTER

HOLDI NGS. MAI NT. DI SPLAY
LOCATI ON COPY SUMVARY — ***

DEFAULT TEXT

1 7 20 1 Physical Location

1 28 30 0 Collection/Call nunber/Copy

1 61 18 1 Fornat not defined
#1line Add item ? Help Exi t

J

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DEFINITION SCREEN SUBFIELD
BROWSE SCreen appears.

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROWSE MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FI ELD : 1
1. FI ELD BASELI NE: 1
2. FIELD COLUWN 7
3. FIELD WDTH 20
4. FIELD LI NES 1
5. FIELD HEADI NGl: Physical Location
6. FIELD HEADI N&2: ------------nmn---
7. FIELD DEFAULT :
SUBFI ELD SOURCE PREFI X SUFFI X

8. | NST - Institution Code @ @

9. SUBL - Subl ocati on Code @ @
Opti ons:

Accept # line Line by line Add item Delete ? Help Exi t
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HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TIONS  MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 1 - Physical Location
SUBFIELD : 8

1. SOURCE : INST - Institution Code
2. PREFI X @
3. SUFFI X G
Opti ons:
Accept Line by line # line Del ete ? Help Exi t

Source Codes

NOTE: When source codes for institution, sublocation, and collection
are defined for a display the system displays the Name displayed in
OPAC field defined in the Institution Codes (CHIC), Sublocation/Building
Codes (CHSC), Collection Codes (CHCC) code records respectively.

Source Code Description of Information Displayed

CALLNO Call Number

CNCLASS Call Number - Classification

CNCUTTER Call number - Cutter

CNPRE Call number prefix

CNSCN Call number - Shelving Control number

CNSS Call number - Shelving scheme

CNSUF Call number suffix

COLL Collection Code

COPYNO Copy number

DATE Date | ast edited

EACOMP Electronic access - Compression information
Provides information about how the file was compressed and specifically how
to decompress thefile.
Thisinformation is retrieved from the USMARC field 856, subfield c.
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EACONTACT

Electronic access - Contact for assistance
Provides the contact name for access assistance.
Thisinformation is stored in the USMARC field 856, subfield m.

EAENAME

Electronic access - Electronic file name

Specifiesthe name of theelectronicfileasit appearsin thedirectory indicated in
the directory path.

Thisinformation is stored in the USMARC field 856, subfield f.

EAFSIZE

Electronic access - File size
Specifiesthe size of thefile as stored under the filename specified in EAENAME.
Thisinformation is stored in the USMARC field 856, subfield s.

EAHOST

Electronic access - Host name
Specifies the fully qualified domain (host name) of the electronic location.
Thisinformation is stored in the USMARC field 856, subfield a.

EAHOSTLOC

Electronic access - Full name of location

Specifiesthe full name of the host location, including the geographical location
asindicated in EAHOST.

Thisinformation is stored in the USMARC field 856, subfield n.

EAIP

Electronic access - |P address

Specifiesthe Internet Protocol (IP) address, i.e., the numeric address associated
with the host.

Thisinformation is stored in the USMARC field 856, subfield b.

EAMATERIAL

Electronic access - Materials specified

Specifies the part of the bibliographic item to which this electronic location
information applies.

Thisinformation is stored in the USMARC field 856, subfield 3.

EAMETHOD

Electronic access method

Specifies the access methods that can be used, such as Email, FTP, Remote
login.

Thisinformation is stored in the USMARC field 856, subfield 2.

EANPUBNOTE

Electronic access - Nonpublic notes
Contains the nonpublic note pertaining to the electronic location or item.
Thisinformation is stored in the USMARC field 856, subfield x.

EAQCS

Electronic access - Operating system
Specifies the operating system for the host named in EAHOST.
Thisinformation is stored in the USMARC field 856, subfield o.

EAPATH

Electronic access - Directory path
Specifies the path with the directory names where thefileis stored.
Thisinformation is stored in the USMARC field 856, subfield d.
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EAPUBNOTE Electronic access - Public notes
Contains the public note pertaining to the electronic location or item.
Thisinformation is stored in the USMARC field 856, subfield z.

EAURL Electronic access - Uniform Resource Locator

Contains the Uniform Resource L ocator, which providesthe standard syntax for
locating an object using the existing Internet protocols.

Field 856 subfield u.

FORMAT The two letter code that defines the physical format for example, cf, ¢j, and so
forth. Physical format is defined in the USMARC 007 field, positions 1 and 2.

FORMAT.LNG Physical format —long description. Text description of the physical format code,
for example, tape cassette (cf), magnetic disk (cj).

INST Institution Code

LOCCPYKEY Location Copy record key

SUBL Sublocation Code

TIME Time last edited

USER User who edited the record

Where Used

The Location Copy Summary screen can be accessed:

» when the Holdings edit option is selected the Locations display
option appears.
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Type of Holding Summary

The Type of Holding Summary record defines the type of holdings that
make up a multipart or seria title. Each record contains alist of all the
possible parts that comprise this type of holding and defines the logical
seguence in which the parts should display.

Example Type of Holding Summary Display

TYPE OF HOLDI NG SUMVARY MASTER
LCN 110008609 Call #: UNC | SSN:  0009- 5982
Title : The Chronicle of higher education
Inprint :[Washington, etc., Chronicle of higher e+ LCCN: sf 80001055
Descri ption Type Suppl ement/ | ndex type
1. Paper | SS
Capti ons/ Label s: Vol .:No.: (Mnth): (Day): (Year)
2. CD-ROM I SS
Captions/ Label s: Vol .:No.: (Mnth): (Day): (Year)
3. Ceneral |ndex I ND
Capti ons/ Label s: (year)
4. Loose- Leaf I SS
Captions/ Label s: v.:n.
4 item(s) in list
Opti ons:
#item Add item Delete iten(s) Sequence TOHs Move #(s) Go to
Limt list Quit hol di ngs ? Help Exi t

Access

Select Type of Holding Summary from the HOLDI NGS DI SPLAY
DEFI NI TI ON menu. The HOLDINGS DISPLAY DEFINITION SCreen appears.
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4-48

s

N

FI ELD BASELI NE COLUWN W DTH LI NES HEADI NG DEFAULT TEXT
1. 1 7 30 1 Description
2. 1 39 4 1 Type
3. 1 45 21 1 Suppl emrent/ I ndex type
4. 2 7 60 0 Captions/Labels:
Opti ons:
File # line Add item ? Help Exi t

HOLDI NGS DI SPLAY DEFI NI TI ON MASTER

CF record : HOLD NGS. MAI NT. DI SPLAY
***  TYPE OF HOLDI NG SUMVARY  ***

J/

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN
SUBFIELD BROWSE SCreen appears.

-

No Ok ®wNE

Opt
Ac

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROWSE MASTER

CODE :
FIELD :

FI ELD BASELI NE:
FI ELD COLUWN

FI ELD W DTH
FIELD LINES :
FI ELD HEADI NGL:
FI ELD HEADI N&2:
FI ELD DEFAULT :
SUBFI ELD SOURCE

8. ENUMCHRON - Enunerati on and Chronol ogy |evels

i ons:
cept # line

HOLDI NGS. MAI NT. DI SPLAY

4

2
7
60
0

Capt i ons/ Label s:

Line by line

PREFI X SUFFI X

Add item Delete ? Help Exi t
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Subfield Definitions

HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TI ONS MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 4 - Captions/Labels:
SUBFIELD : 8
1. SOURCE : ENUMCHRON - Enuneration and Chronol ogy |evels
2. PREFI X :
3. SUFFI X
Opti ons:
Accept Line by line # line Del ete ? Help Exi t

Source Codes

SourceCode | Description of Information Displayed

DATE Date last edited

DESC Description of thistype of holding

ENUMCHRON | Displaysthe Enumeration and Chronology captions/labels
associated with the most recently added publication
pattern for this Type of Holding.

SUPIND Type of supplement or index

TIME Time last edited

TOHKEY Type of Holding record key

TYPE Publication Pattern Type, i.e., issue, index supplement.
USER User who last edited the record

Where Used
The Type of Holding Summary screen can be accessed:

» when the Holdings edit option is selected the Type of holdings
display option appears.
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» fromtheLOCATION cOPY DETAIL screen from the Holdings Satement
option.

» from the PARTS DETAIL screen from the Type of Holding field.

» from the SERIAL COPY SET DETAIL screen by using the Type of Hold-
ings option.
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Type of Holding Summary (Location Holdings Statement)

Similar to the Type of Holding Summary display but showsthe holdings
for a specific location only.

This record defines what type of holdings make up a multipart
monograph or serial. Each record contains alist of al the possible parts
that comprise this type of holding and defines the logical sequence in
which the parts should display.

Example Location Holdings Summary Statement

TYPE OF HOLDI NG SUMVARY MASTER
LCN 110008609 Call #: UNC | SSN:  0009- 5982
Title : The Chronicle of higher education
Inprint :[Washington, etc., Chronicle of higher e+ LCCN: sf 80001055
Descri ption Hol di ngs st at ement
1. Paper Vol . 43: No. 49( AUG: 22: 1997) - Vol . 44: No. 4( SE

P: 26: 1997), Vol . 44: No. 6( OCT: 10: 1997) ,
Vol . 44: No. 8( OCT: 24: 1997) - Vol . 44: No. 19(JA
N: 23: 1998), Vol . 44: No. 21( FEB: 06: 1998)

litenm(s) in list
Opti ons:
# item Accept Limt |ist Quit hol di ngs ? Help Exi t

- J

Access

Select Type of Holding Summary (Location Holdings Satement) from
the HOLDI NGS DI SPLAY DEFI NI T/ ON menu. The HOLDINGS DISPLAY
DEFINITION SCreen appears.
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s

N

HOLDI NGS DI SPLAY DEFI NI TI ON MASTER
CF record : HOLD NGS. MAI NT. DI SPLAY
***  TYPE OF HOLDI NG SUMVARY ( LOCATI ON HOLDI NGS STATEMENTS)  ***

FI ELD BASELI NE COLUWN W DTH LI NES HEADI NG DEFAULT TEXT

1. 1 7 28 1 Description

2. 1 38 40 0 Hol di ngs statenent
Opti ons:

File # line Add item ? Help Exi t

J/

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN
SUBFIELD BROWSE SCreen appears.

-

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROWSE MASTER
CCDE : HOLDI NGS. MAI NT. DI SPLAY
FI ELD : 2
1. FIELD BASELI NE: 1
2. FIELD COLUW : 38
3. FIELD WDTH : 40
4. FIELD LI NES : 0
5. FIELD HEADI NGl: Hol di ngs stat enment
6. FIELD HEADING2: ------------------
7. FIELD DEFAULT :
SUBFI ELD SOURCE PREFI X SUFFI X
8. HSTMI - Summary hol di ngs st at enent
Opti ons:
Accept # line Line by line Add item Delete ? Help Exi t
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Subfield Definitions

HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TIONS MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 2 - Holdings statenent
SUBFIELD : 8
1. SOURCE : HSTMT - Summary hol di ngs st at ement
2. PREFI X :
3. SUFFI X
Opti ons:
Accept Line by line # line Del ete ? Help Exi t

Source Codes

SourceCode | Description of Information Displayed

DATE Date last edited

DESC Description of thistype of holding

ENUMCHRON | Displays the Enumeration and Chronology levels
captiong/labels associated with the most recently added
publication pattern for this Type of Holding.

HSTMT Displaysthe Summary holdings statement associated with
this type of holding.

SUPIND Type of supplement or index

TIME Timelast edited

TOHKEY Type of Holding record key

TYPE Publication Pattern Type, i.e., issue, index, supplement.

USER User who |ast edited the record
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Where Used

The Type of Holding Summary (Location Holdings Statement) screen
can be accessed from:

* the LOCATION COPY DETAIL screen from the Holdings Statement
option.
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Type of Holding Linking Summary
Displays the types of holdings that are linked to a copy set.

Example Holding Linking Summary

LI NK TYPE OF HOLDI NG TO COPY SET MASTER
LCN 110008609 Call #: UNC | SSN:  0009- 5982
Title : The Chronicle of higher education
Inprint :[Washington, etc., Chronicle of higher e+ LCCN: sf 80001055
Descri ption Type Suppl ement/ | ndex type Li nk
1. Paper | SS Y
Captions/ Label s: Vol .:No.: (Mnth): (Day): (Year)
2. Sup SUP pp ANNUAL N

Captions/ Label s:y.

2 iten(s) in list

Opt i ons:

Retrieve iten(s) #item Add item Mrk iten(s) Limt list
Quit hol di ngs ? Help Exi t

- J

Access
Select Holding Linking Summary from the HOLDI NGS DI SPLAY
DEFI NI TI ON menu. The HOLDINGS DISPLAY DEFINITION SCreen appears.
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s

-

HOLDI NGS DI SPLAY DEFI NI TI ON MASTER
CF record : HOLD NGS. MAI NT. DI SPLAY
***  TYPE OF HOLDI NGS LI NKI NG SUMVARY  ***
FI ELD BASELI NE COLUWN W DTH LI NES HEADI NG DEFAULT TEXT
1. 1 7 30 1 Description
2. 1 39 4 1 Type
3. 1 45 21 1 Suppl emrent/ I ndex type
4. 1 73 4 1 Link
Opt i ons:
File #line Additem ? Help Exi t

J

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN
SUBFIELD BROWSE SCreen appears.

-

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROWSE MASTER
CCDE : HOLDI NGS. MAI NT. DI SPLAY
FI ELD : 4

1. FI ELD BASELI NE: 1

2. FIELD COLUWN 73

3. FIELD WDTH 4

4. FIELD LINES 1

5. FIELD HEADI NGL: Link

6. FIELD HEADI NG2: ----

7. FI ELD DEFAULT :

SUBFI ELD SOURCE PREFI X SUFFI X
8. LINK - Type of Hol di ng Linking Flag
Opt i ons:
Accept #1line Line by line Additem Delete ? Help Exi t
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Subfield Definitions

HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TIONS MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 4 - Link
SUBFIELD : 8
1. SOURCE © LINK - Type of Hol ding Linking Flag
2. PREFI X :
3. SUFFI X
Opti ons:
Accept Line by line # line Del ete ? Help Exi t

SourceCode | Description of Information Displayed

DATE Date last edited

DESC Description of thistype of holding

ENUMCHRON | Displays the Enumeration and Chronology levels
captiong/labels associated with the most recently added
publication pattern for this Type of Holding.

LINK Displays the Linking Flag which indicates whether the
Type of Holding record islinked to acopy set or an order.
A'Y (yes) or N(no) is used to specify the status.

SUPIND Type of supplement or index

TIME Time last edited

TOHKEY Type of Holding record key

TYPE Publication Pattern Type, i.e. issue, index, supplement

USER User who last edited the record
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Where Used

The Type of Holding Linking Summary screen can be accessed from the
SERIAL COPY SET DETAIL Screen:

* when the Type of Holding option is used. The LINKED TYPE OF
HOLDING screen appears. Select the Link option.
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Publication Pattern Summary

Displaysthe types of publication patterns that have been defined for the
specified material.

Example Publication Pattern Summary

s

-

PUBLI CATI ON PATTERN SUMVARY MASTER

LCN 110008609 Call #: UNC | SSN:  0009- 5982
Title : The Chronicle of higher education
Inprint :[Washington, etc., Chronicle of higher e+ LCCN: sf 80001055
Enurrer at i on/ Chr onol ogy Frequency Descri ption
1. Vol.:No.:(Mnth):(Day): Wekly Paper
(Year)
Not es: published weekly except for l|ast week in August and |ast two

weeks in Decenber

litenm(s) in list

Opti ons:
#item Add item Delete iten(s) Go to Limt |ist Qui t hol di ngs
? Help Exit

Access

Cataloguing Management Guide (September 2000)

Select Publication Pattern Summary from the HOLDI NGS DI SPLAY
DEFI NI TI ON menu. The HOLDINGS DISPLAY DEFINITION SCreen appears.
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s

* Kk

PUB|

FI ELD BASELI N
1. 1
2. 1

3. 1

Opti ons:

File
-

#1in

CF record :

HOLDI NGS DI SPLAY DEFI NI TI ON MASTER

HOLDI NGS. MAI NT. DI SPLAY
LI CATI ON PATTERN SUMVARY

* Kk

E COLUWN W DTH LI NES HEADI NG
7 23 0 Enunerati on/ Chronol ogy

DEFAULT TEXT

32 12

46 30

e Add item Exi t

? Help

J

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITON SCREEN
SUBFIELD BROWSE SCreen appears.

s

FI EL

FI ELD BASEI
FI ELD COLU
FI ELD W DT
FI ELD LI NE

No ok~ wN R

FI ELD DEFAI
SUBFI ELD
8.

Opti ons:

Accept
.

# 1

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROWSE

CODE

FI ELD HEADI NGL:
FI ELD HEADI NG2:

MASTER

HOLDI NGS. MAI NT. DI SPLAY
D: 2
LI NE:

IMN

H

S

1

32

12

0
Frequency
ULT :
SOURCE
FREQ - Publication frequency

PREFI X SUFFI X

ine Line by line Additem Delete ? Help Exi t
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[
HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TI ONS MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 2 - Frequency
SUBFIELD : 8

1. SOURCE . FREQ - Publication frequency

2. PREFI X :

3. SUFFI X

Opti ons:

Accept Line by line # line Del ete ? Help Exi t

- J

SourceCode | Description of Information Displayed

ALTCHRON Alternate Chronology levels and their captiong/labels.

ALTENUM Alternate Enumeration levels and their captiong/labels.

CHRON Chronology levels and their |abels /captions

DATE Date last edited

DATESPAN Date Span —range of dates or volumes that the publication
patternisvalid for.

DELAY Default Claim delay. Displays the number of days
between the expected receipt date of acopy of anissueand
when the system should generate aclaim letter.

DESC Description of the type of holding that this publication
pattern belongs to.

ENUM Enumeration levels and captions/label.

ENUMCHRON | Enumeration and Chronology levels and captions/labels
are displayed together.

FREQ Publication frequency, i.e., annual, monthly, weekly.

FREQNOTE Publication frequency notes

PUBPATKEY Publication Pattern record key
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STAT Status of record which indicates whether the record is
active or inactive.

SUPIND Type of supplement or index

TIME Time last edited

TYPE Publication Pattern Type, i.e., issue, index, supplement

USER User who last edited the record

Where Used

4-62

The Publication Pattern Summary screen can be accessed:

» when the Holdings edit option is selected the Type of holdings
display option appears.

» fromtheTYPE OF HOLDING DETAIL Screen when the Patternsoptionis

sel ected.

* on the PARTSDETAIL screen from the Type of Holding field.
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Publication Pattern Summary (Location Holdings Statements)

Displays the publication patterns for a specific bibliographic item at a
specific location.

Example Publication Pattern Summary

PUBLI CATI ON PATTERN SUMVARY MASTER
LCN 110008609 Call #: UNC | SSN:  0009- 5982
Title : The Chronicle of higher education
Inprint :[Washington, etc., Chronicle of higher e+ LCCN: sf 80001055
Enurrer at i on/ Chr onol ogy Frequency Descri ption
1. Vol.:No.:(Mnth):(Day): Wekly Paper

(Year)

PUBPAT st atenent: Vol . 43: No. 49( AUG 22: 1997) - Vol . 44: No. 4( SEP: 26: 1997) ,
Vol . 44: No. 6( OCT: 10: 1997),

Vol . 44: No. 8( OCT: 24: 1997) - Vol . 44: No. 19( JAN: 23: 1998) ,

Vol . 44: No. 21( FEB: 06: 1998)

litenm(s) in list

Opti ons:
Retrieve #  Accept Limt |ist Quit hol di ngs ? Help Exi t

- J

Access
Select Publication Pattern Summary from the HOLDI NGS DI SPLAY
DEFI NI TI ON menu. The HOLDINGS DISPLAY DEFINITION SCreen appears.
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s

* Kk

CF record :
PUBLI CATI ON PATTERN SUMVARY ( LOCATI ON HOLDI NGS STATEMENTS)

HOLDI NGS DI SPLAY DEFI NI TI ON

HOLDI NGS. MAI NT. DI SPLAY

FI ELD BASELI NE COLUWN W DTH LI NES HEADI NG

* Kk

DEFAULT TEXT

1.

1 7 23

0 ENUMERATI OV CHRONOLOGY

N

2. 1 32 22 0

3. 1 56 6 1

4. 1 64 15 0

5. 2 7 72 0 Pubpat statenent

Opti ons:

File # line Add item ? help Exi t

J/

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN
SUBFIELD BROWSE SCreen appears.

NG

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROWSE MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 4

FI ELD BASELI NE: 2
FI ELD COLUWN : 7
FI ELD W DTH 71
FI ELD LI NES : 0
FI ELD HEADI NG1: PUBPAT st at enent :
FI ELD HEADI N&:
FI ELD DEFAULT :
SUBFI ELD SOURCE
8. HSTMTI - Hol di ngs St at enent

NoOk®wNE

PREFI X SUFFI X

Opti ons:

Accept # line Line by line Add item Delete ? Help Exi t

J
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Subfield Definitions

HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TIONS MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 4 - PUBPAT statemnent:
SUBFIELD : 8
1. SOURCE : HSTMT - Hol di ngs St at enent
2. PREFI X :
3. SUFFI X
Opti ons:
Accept Line by line # line Del ete ? Help Exi t

Source Codes

SourceCode | Description of Information Displayed
ALTCHRON Alternate Chronology levels and their captions/labels
ALTENUM Alternate Enumeration levels and their captiong/labels
CHRON Chronology and their labels/captions.

DATE Date last edited

DATESPAN Range of dates or volumes that the publication patternis
valid for.

DELAY Default Claim delay. Displays the number of days
between the expected receipt date of acopy of anissueand
when the system should generate aclaim letter.

DESC Description of the type of holding that this publication
pattern belongs to.

ENUM Enumeration levels captiong/labels are displayed together.

ENUMCHRON | Enumeration and Chronology levels and captiong/labels

FREQ Publication frequency, i.e., annual, monthly, weekly

FREQNOTE Publication frequency notes
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Where Used

4-66

HSTMT Displays the Holdings statement associated with this type
of Publication Pattern.

PUBPATKEY Publication Pattern record key

STAT Status of record which indicate whether the record is
active or inactive

SUPIND Type of supplement or index

TIME Time last edited

TYPE Publication Pattern Type, i.e., issue, index, supplement

USER User who last edited the record

The Publication Pattern Summary (L ocation Holdings Statement) screen

can be accessed:

» when the \blume/Part# field is used to obtain the LINKED PARTS
screen. Select the # item option to display the PARTS DETAIL screen.
Enter ?? inthe Publication Pattern field. The PUBLICATION PATTERN
SUMMARY screen appears. This screen displays the holdings for the
location identified on the Pieces record.
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Parts Summary
Lists the parts for thistitle.

Example Parts Summary

s

PARTS SUMVARY

Part Nunber

1. Vol .44: No.22(FEB:13: Paper - |SS

Type of Hol di ng

1998)
2. Vol .44: No. 21(FEB: 06: Paper - 1SS
1998)
3. Vol .44: No.20(JAN: 30: Paper - |ISS
1998)
4. Vol .44: No. 19(JAN: 23: Paper - |ISS
1998)
5. Vol .44: No. 18(JAN: 16: Paper - 1SS
1998)
23 iten(s) in list
Opti ons:
#item Insert at line # Delete iten(s)

Quit hol di ngs ? Help Exi t

-

LCN : 10008609 Call #: UNC
Title :The Chronicle of higher education
Inprint :[Washington, etc., Chronicle of higher e+

Go to For war d Limt list

MASTER

I SSN:  0009- 5982

LCCN: sf 80001055

/

Access

Select Parts Summary from the HOLDI NGS DI SPLAY DEFI NI TI ON menul.
The HOLDINGS DISPLAY DEFINITION SCreen appears.
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s

-

HOLDI NGS DI SPLAY DEFI NI TI ON MASTER
CF record : HOLD NGS. MAI NT. DI SPLAY
***  PARTS SUMVARY ***
FI ELD BASELI NE COLUMN W DTH LI NES HEADI NG DEFAULT TEXT
1. 1 7 20 0 Part Nunber
2. 1 29 30 1 Type of Holding
Opt i ons:
File #1line Additem ? Help Exi t

J

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN
SUBFIELD BROWSE SCreen appears.

s

NG

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROWSE MASTER
CCDE : HOLDI NGS. MAI NT. DI SPLAY
FI ELD : 2
1. FI ELD BASELI NE: 1
2. FIELD COLUW : 29
3. FIELD WDTH : 30
4. FIELD LINES 1
5. FIELD HEADI NGl: Type of Hol di ng
6. FIELD HEADING2: ---------------
7. FIELD DEFAULT :
SUBFI ELD SOURCE PREFI X SUFFI X

8. DESC - Description of this type of hol +

9. TYPE - Publication Pattern Type -
Opti ons:
Accept # line Line by line Add item Delete ? Help Exi t

J
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Subfield Definitions
/
HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TI ONS MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 2 - Type of Holding
SUBFIELD : 9

1. SOURCE . TYPE - Publication Pattern Type

2. PREFI X Do-

3. SUFFI X

Opti ons:

Accept Line by line # line Del ete ? Help Exi t
- J
Source Codes

SourceCode | Description of Information Displayed
DATE Date last edited
DESC Description of thistype of holding
FEE Copyright article fee code
PARTNO Part Number, i.e., v.12:iss.1(1998:JAN)
PARTSKEY Parts record key
TIME Time last edited
TITLE Part title
TYPE Publication Pattern Type, i.e., issue, index, supplement
USER User who last edited the record

Where Used
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The Parts Summary screen can be accessed:

» when the Holdings edit option is selected the Parts display option

appears.

» from the TYPE OF HOLDING DETAIL screen when the Parts option is

sel ected.
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Pieces Summary

Lists all the piecesfor thistitle.

Example Pieces Summary

Access

4-70

s

-

PI ECES SUMVARY MASTER
LCN 110003333  Cal |l #: Z7678.9. G45 1984 | SSN:
Title :Integrated online library systens : principles, planning, and inpl+
Inprint :VWite Plains, NY : Know edge |ndustry Pu+ LCCN: 84015406 //r9
Pi eces key Location Information Current Status Nurberi ng Not es
1. 00017762859 ADVLI B Central I'n Processing N

GEN- STAFF GA345.6
H798 1987 c. 3
2. 00035778843 ADVLI B Central DUE: 02/ 26/ 98 N
GENERAL c. 2
Staff notes: Send for deacidification Lot 651 / Rebind after
deacidification / deacidify / 19970502 / DLC / bind / 19970804 / DLC

2 item(s) in list.

Opti ons:

#item Add item Delete iten(s) Move #(s) Mil tipart/serial G to
Limt list Quit hol di ngs ? Help Exi t

/

Select Pieces Summary from the HOLDI NGS DI SPLAY DEFI NI TI ON
menu. The HOLDINGS DISPLAY DEFINITION SCreen appears.

Cataloguing Management Guide (September 2000)



Holdings Display Definition (HDD)

HOLDI NGS DI SPLAY DEFI NI TI ON MASTER
CF record : HOLDI NGS. MAI NT. DI SPLAY
*** Pl ECES SUMMARY ***
FI ELD BASELI NE COLUW W DTH LI NES HEADI NG DEFAULT TEXT
1. 1 7 14 1 Pieces key none
2. 1 23 20 0 Location Information
3. 1 45 15 0 Current Status
4. 1 62 10 0 Nunbering
5. 1 74 5 0 Notes
Opti ons:
File #line Additem ? Help Exi t

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN
SUBFILED BROWSE SCreen appears.
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N

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROASE
CCDE : HOLDI NGS. MAI NT. DI SPLAY
FI ELD : 1
1. FIELD BASELI NE: 1
2. FIELD COLUWN 7
3. FIELD WDTH 14
4. FIELD LI NES 1
5. FIELD HEADI NGLl: Pi eces key
6. FIELD HEADI NG2: -------------
7. FIELD DEFAULT : none
SUBFI ELD SOURCE PREFI X

8. Pl ECESKEY - Pieces record key
Opti ons:
Accept # line Line by line Add item Delete ? help

Exi t

SUFFI X

Subfield Definitions

/

FIELD : 1
SUBFIELD : 8

1. SOURCE Pl
2. PREFI X
3. SUFFI X
Opt i ons:
Accept Li ne by

-

HOLDI NGS MAI NTENANCE SUBFI ELD DEFI NI TI ONS

CODE : HOLDI NGS. MAI NT. DI SPLAY

- Pieces key

ECESKEY - Pieces record key

line # line Del ete ? help Exi t

~
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Source Codes

Source Code Description of Information Displayed

ACCESSION Accession Number

ACTION Pending action

BOUND Bound label

CALLNO Call number

CALLNO.O Call number of the owning location

CCNT Circulation count (this year)

CCNTIN Circulation count — in-house (this year)

CCNINTOT Circulation count — in-house (total)

CCNTTOT Circulation count — total

CCODE Circulation Code

CCODE.O Circulation Code of the owning location

CKOUTDATE Last checkout date

CLASS Classification scheme

CNCLASS Call number - Classification

CNCLASS.O Call number - Classification of the owning location

CNCUTTER Call number - Cutter

CNCUTTER.O Call number - Cutter of the owning location

CNPRE Call number prefix

CNPRE.O Call number prefix of the owning location

CNSCN Call number - Shelving Control Number

CNSCN.O Call number - Shelving Control Number of the owning
location.

CNSUF Call number suffix

CNSUF.O Call number suffix of the owning location
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Where Used

4-74

COLL Collection Code

COLL.O Collection Code of the owning location

COPYNO Copy number

COST Actual or current cost

DATE Late update date and time

DATEREC Date received

DUEDATE Due date

DUETIME Duetime

INST Institution Code

INST.O Ingtitution Code of the owning location

INVDATE Last inventory date

LOCCPYKEY Location Copy record key

NONPUBNOTE | Nonpublic notes

NOTEFLG Public notes flag. Displaysa if there are public notes
attached to this piece

PATRON Patron who checked out the item

PIECESKEY Pieces record key

PONO Current PO number

PUBNOTE Public notes

STAT Current status

SUBL Sublocation Code

SUBL.O Sublocation Code of the owning location

TITLE Title of the piece

The Pieces Summary screen can be accessed:

» when the Holdings edit option is selected the Pieces display option

appears.
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Pieces/Parts Summary

Displays pieces and parts for a specific location.

Example Pieces/Parts Summary

s

-

Online Catal ogue Pl ECES / PARTS SUMVARY

Limt

LCN 110008609 Call #: UNC
Title : The Chronicle of higher education
Inprint :[Washington, etc., Chronicle of higher e+
Part nunber/ Bound | abel St at us
1. Vol . 44: No. 22( FEB: 13: 1998) Exp issue
2 Vol . 44: No. 21( FEB: 06: 1998) Recei ved
3. Vol . 44: No. 20( JAN: 30: 1998) I tem due
4 Vol . 44: No. 19( JAN: 23: 1998) Recei ved
5. Vol . 44: No. 18( JAN: 16: 1998) Recei ved
6 Vol . 44: No. 17( JAN: 09: 1998) Recei ved
7. Vol .44: No. 16(JAN: 02: 1998) Recei ved
8 Vol . 44: No. 15( DEC: 12: 1997) Recei ved
9. Vol . 44: No. 14( DEC: 05: 1997) Recei ved
10. Vol . 44: No. 13( NOV: 28: 1997) Recei ved
23 item(s) in list
Opti ons:
# item Delete iten(s) Move #(s) For war d
? Help Exit

I SSN.  0009- 5982

LCCN: sf 80001055

Bar coded

z2zZ2zZz2zZz2zZ2zZ2zZ2zZ22Z22Z

list Quit hol di ngs

/

Access

Select Pieces/Parts Summary from the HOLDI NGS DI SPLAY DEFI NI TI ON
menu. The HOLDINGS DISPLAY DEFINITION SCreen appears.
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s

-

HOLDI NGS DI SPLAY DEFI NI TI ON [ARERR
CF record : HOLD NGS. MAI NT. DI SPLAY
*** P ECES / PARTS SUMVARY ***

FI ELD BASELI NE COLUWN W DTH LI NES HEADI NG DEFAULT TEXT
1. 1 7 25 2 PART NUMBER/ BOUND LABEL No bound | ab
2. 1 37 20 1 Status
3. 1 60 8 1 Barcoded

Opti ons:

File #line Additem ? help Exi t

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN

SUBFIELD BROWSE SCreen appears.

-

HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD BROWSE

CODE : HOLDI NGS. MAI NT. DI SPLAY
FI ELD : 1
1. FI ELD BASELI NE: 1
2. FIELD COLUW : 7
3. FIELD WDTH : 25
4. FIELD LINES 2
5. FIELD HEADI NGl: PART NUMBER/ BOUND LABEL
6. FIELD HEADI NG2: ---------mmmmima e o o
7. FIELD DEFAULT : No bound I abel
SUBFI ELD SOURCE PREFI X

8. PNOBLAB - Part Nunber/Bound Label

Opti ons:

Accept #1line Line by line Additem Delete ? help

Exi t

SUFFI X
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Subfield Definitions

/
HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TI ONS (IRERN
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 1 - PART NUVBER BOUND LABEL
SUBFIELD : 8
1. SOURCE : PNOBLAB - Part Nunber/Bound Label
2. PREFIX :
3. SUFFI X
Opti ons:
Accept Line by line # line Del ete ? help Exi t
. J
Source Codes
Source Code Description of Information Displayed
BOUNDFLG Pieces Bound Flag. Displays'Y or Nto indicate whether
the item (piece/part)is bound (barcoded).
CLAIM Claim status. Indicates whether the claim for the part has
an active or inactive status.
CONDITION Physical condition of part/piece
DATE Date last edited
DESC Description of the type of holding associated with this
part.
ENTRYDT Entry date and time
LOCCPYKEY Location Copy record key
NONPUBNOTE Nonpublic notes
PARTSKEY Parts record key
PIECESKEY Pieces key that this part is linked to
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PNOBLAB Part Number/Bound Label, i.e., vol.12:iss.1(1998:JAN) or
vol.12. Displays the enumeration and chronology of the
single part or of the parts linked to the piece being
displayed. If the piece has abound label defined, the
bound label displays.

PONO Purchase Order number

PUBNOTE Public notes

SCLMKEY Key to serial claim record

SCPYKEY Copy set key for this part

STAT Status. Displays the current status of the part or piece,
such aschecked out, in library, in bindery, missing, and so
forth.

TIME Time last edited

TITLE Part title

TOHKEY Type of Holding record key

TYPE Publication Pattern Type (issue, index, supplement)

USER User who last edited this record

Where Used
The Pieces/Parts Summary screen can be accessed:

« from the LOCATION CcOPY DETAIL screen when the Pieces/Parts
option is selected.
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Parts to Piece Linking Summary
Displaysalist of parts linked to a specific barcode.

Example Parts Linking Summary

/ LI NK PARTS TO PI ECE MASTER
LCN 110008609 Call #: UNC | SSN:  0009- 5982
Title : The Chronicle of higher education
Inprint :[Washington, etc., Chronicle of higher e+ LCCN: sf 80001055

Part nunber Type St at us Bar coded Link?
1. Vol .45: No.9(SEP  Paper Exp issue N N
1 16: 1998)
2. Vol .45: No. 8(SEP  Paper I tem due N N
:02: 1998)
3. Vol .45:No. 7(AUG  Paper Recei ved N N
:19: 1998)
4. Vol .45: No. 6( AUG  Paper Recei ved N N
: 05: 1998)
5. Vol .45: No.5(DEC  Paper Recei ved Y Y
1 22:1998)
126 itenm(s) in list
Opti ons:
Retrieve iten(s) #item Insert at line # Mark iten(s) For war d
Limt list Quit hol di ngs ? Help Exi t

-

Access
Select Pieces/Parts Summary from the HOLDI NGS DI SPLAY

DEFI NI TI ON menu. The HOLDINGS DISPLAY DEFINITION Screen appears.
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s

N

HOLDI NGS DI SPLAY DEFI NI TI ON MASTER
CF record : HOLD NGS. MAI NT. DI SPLAY
***  PARTS TO PI ECE LI NKI NG SUMVARY  ***

FI ELD BASELI NE COLUWN W DTH LI NES HEADI NG DEFAULT TEXT
1. 1 7 15 0 Part nunber nothing to s
2. 1 25 18 1 Type
3. 1 46 13 1 Status
4. 1 62 8 1 Barcoded
5. 1 72 5 1 Link?

Opti ons:

File # line Add item ? Help Exi t

J/

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN
SUBFIELD BROWSE SCreen appears.

NG

NoOk®wNE

Opt
Ac

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROASE MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 1
FI ELD BASELI NE: 1
FI ELD COLUW : 7
FIELD WDTH 15
FIELD LINES 0

FI ELD HEADI NGl: Part nunber
FI ELD HEADI N&2: -----------
FI ELD DEFAULT : nothing to see

SUBFI ELD SOURCE PREFI X SUFFI X
8. PARTNO - Part Nunber
i ons:

cept # line Line by line Add item Delete ? Help Exi t

J
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Subfield Definitions

\_

HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TIONS MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 1 - Part nunber
SUBFIELD : 8
1. SOURCE : PARTNO - Part Nunber
2. PREFI X :
3. SUFFI X
Options:
Accept Line by line # line Del ete ? Help Exi t

Source Codes

Source Code Description of Information Displayed

BOUNDFLG Pieces Bound Flag. Displays Y or N to indicate whether
the item (piece/part) is bound (barcoded).

DATE Date last edited

DESC Description of the type of holding associated with this
part.

FEE Copyright article fee code

LINK PartsLinking Flag. DisplaysY or Nto indicate whether the
part is linked to the current piece.

PARTNO Part Number including captions and numbering, i.e.,
vol.12:is5.1(1998:JAN)

PARTSKEY Parts record key

STAT Status. Indicates the status of the part, such as received,
not expected, in bindery, and so forth.

TIME Time last edited

TITLE Part title

TYPE Publication Pattern Type (issue, index, supplement)

USER User who last edited this record
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Where Used
The Parts to Piece Linking Summary screen can be accessed:

» from the PIECES DETAIL screen enter ?7? in the Volume/Part# field.
The LINKED PARTS screen appears. Use the Link option to display the
LINK PARTS TO PIECE Screen.
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Parts to Order Linking Summary

Displaysalist of parts linked to an order.

Example Parts to Order Linking Summary

Onli ne Catal ogue LI NK PARTS TO ORDER
LCN : 10009894 | SSN:  0009- 5982
TI TLE : The Chronicle of higher education
| MPRINT : LCCN:
Part nunber Type Li nk?

1. Yr. 1996 Annual Year book N

2. Yr. 1995 Annual Year book N

3. Yr. 1994 Annual Year book N

4. Yr. 1994 Annual Year book Y

5. Yr. 1993 Annual Year book Y
5iten(s) in list
Opt i ons:

Retrieve iten(s) #item Insert at line # Mark iten(s) Limt list

Quit hol di ngs ? Help Exi t

Access

Cataloguing Management Guide (September 2000)
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DEFI NI TI ON menu. The HOLDINGS DISPLAY DEFINITION SCreen appears.

4-83



Chapter 4: Holdings Setup

s

-

HOLDI NGS DI SPLAY DEFI NI TI ON

CF record : HOLD NGS. MAI NT. DI SPLAY
***  PARTS TO ORDER LI NKI NG SUMVARY  ***

FI ELD BASELI NE COLUWN W DTH LI NES HEADI NG
1. 1 7 23 0 Part nunber
2. 1 40 20 1 Type
3. 1 63 5 1 Link?

Opti ons:

File #line Additem ? Help Exi t

MASTER

DEFAULT TEXT
nothing to s

J

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN

SUBFIELD BROWSE SCreen appears.

s

-

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROWSE

CCDE : HOLDI NGS. MAI NT. DI SPLAY
FI ELD : 1
1. FIELD BASELI NE: 1
2. FIELD COLUW : 7
3. FIELD WDTH 23
4. FIELD LINES 0
5. FIELD HEADI NGL: Part nunber
6. FIELD HEADI NG2: -----------
7. FIELD DEFAULT : nothing to see
SUBFI ELD SOURCE PREFI X
8. PARTNO - Part Nunber
Opti ons:

MASTER

SUFFI X

Accept #1line Line by line Additem Delete ? Help Exi t

4-84

Cataloguing Management Guide (September 2000)



Holdings Display Definition (HDD)

Subfield Definitions

\_

HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TIONS MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 1 - Part nunber
SUBFIELD : 8
1. SOURCE : PARTNO - Part Nunber
2. PREFI X :
3. SUFFI X
Opti ons:
Accept Line by line # line Del ete ? Help Exi t

Source Codes

Source Code Description of Information Displayed

DATE Date last edited

DESC Description of the type of holding associated with this
part.

FEE Copyright article fee code

LINK Parts Linking Flag. Displays Y or Nto indicate whether the
part islinked to an order.

PARTNO Part Number including captions and numbering, i.e.,
vol.12:is5.1(1998:JAN)

PARTSKEY Parts record key

TIME Time last edited

TITLE Part title

TYPE Publication Pattern Type (issue, index, supplement)

USER User who last edited this record
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Where Used
The Parts to Order Linking Summary screen can be accessed:

» from the ORD — ORDERING DATA screen select the Type of holdings
option. The LINKED TYPE OF HOLDING Screen appears. Use the Link
option to display the LINK TYPE OF HOLDING TO ORDER SCreen.
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Parts Sequencing Summary

Displaysasorted list of parts. Parts are sorted by Type of Holding and in
achronological order, or as specified by the library.

Example Parts Sequencing Summary

SEQUENCE PARTS MASTER

LCN 110008609 Call #: UNC | SSN:  0009- 5982
Title : The Chronicle of higher education

Inprint :[Washington, etc., Chronicle of higher e+ LCCN: sf 80001055

Part Nunber Type of Hol ding

1. Vol . 45: No. 9( SEP: 16: 1998) Paper

2. Vol .45: No. 8( SEP: 02: 1998)  Paper

3. Vol .45: No. 7( AUG 19: 1998) Paper

4. Vol .45: No. 6( AUG 05:1998)  Paper

5. Vol . 45: No. 5( DEC: 22: 1998) Paper

113 iten(s) in list
Opti ons:

# line(s) to nove For war d Quit hol di ngs ? Help Exi t

Access

Select Parts Sequencing Summary from the HOLDI NGS DI SPLAY
DEFI NI TI ON screen. The HOLDINGS DISPLAY DEFINITION SCreen appears.
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s

* Kk

FI ELD BASELI N
1. 1

2. 1

Opti ons:

File
-

#1in

CF record :
PARTS SEQUENCI NG SUMVARY

HOLDI NGS DI SPLAY DEFI NI TI ON MASTER

HOLDI NGS. MAI NT. DI SPLAY

*k ok

E COLUMN W DTH LI NES HEADI NG
7 23 0 Part Number

DEFAULT TEXT

33 20

e Add item ? Help Exi t

J/

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN
SUBFIELD BROWSE SCreen appears.

-

FI EL

FI ELD
FI ELD
FI ELD
FI ELD
FI ELD
FI ELD
FI ELD DEFA
SUBFI ELD
8.

BASE
COLU
W DT
LI NE

No Ok ®wNE

Opti ons:

Accept
\

# 1

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROWSE

CODE :

HEADI NGL:
HEADI NG2:

MASTER

HOLDI NGS. MAI NT. DI SPLAY
D: 1
LI NE:

IMN

H

S

1

7

23

0
Part Nunber
ULT :
SOURCE
PARTNO -

PREFI X SUFFI X

Part Nunber

i ne Line by line Add item Delete ? Help Exi t
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Subfield Definitions

\_

HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TI ONS MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 1 - Part Nunber
SUBFIELD : 8
1. SOURCE : PARTNO - Part Nunber
2. PREFI X :
3. SUFFI X
Opti ons:
Accept Line by line # line Del ete ? Help Exi t

Source Codes

Source Code Description of Information Displayed

DATE Date last edited

DESC Description of the type of holding associated with this part

FEE Copyright article fee code

PARTNO Part Number including captions and numbering, i.e.,
vol.12:is5.1(1998:JAN)

PARTSKEY Parts record key

TIME Timelast edited

TITLE Part title

TOHKEY Type of Holding record key

TYPE Publication Pattern Type (issue, index, supplement)

USER User who last edited this record
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Where Used
The Parts Sequencing Summary screen can be accessed:

» fromtheTYPE OF HOLDING DETAIL screen select the Partsoption. The
PARTS SUMMMARY screen appears. Use the Sequence parts option to
display the SEQUENCE PARTS screen.
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Serial Copy Set Summary

Displayslist of copy sets sorted by location.

Example Serial Copy Set Summary

s

4 item(s)
Opti ons:
# item
Exit

-

Online Catal ogue SERI AL COPY SET SUMVARY

Local Control #: 10008609 Format : SE
Title The Chronicle of higher education

Aut hor Editorial Projects for Education, Inc.

Publ i sher Chronicle of higher education, etc.] 1966

Last update: 12 JUN 1997 System

Physi cal Location Col I ection/ Cal |l nunber/ Copy Vendor St at us

1. ADVLIB Central GENERAL c. 1 FAXON C ai ned
Not es: Purchase copy

2. ADVLIB Central GENERAL c. 2 FAXON C ai ned
Not es: Purchase copy

3. ADVLIB Central GENERAL c. 3 JWES C ai ned
Not es: Copyri ght deposit 2nd copy

4. ADVLIB Central GENERAL c. 4 JWES C ai ned

Not es: Copyri ght Deposit 1st copy

inlist

Add item Co to MARC Limt Ilist Quit hol di ngs ? Help

Access

Select Serial Copy Set Summary from the HOLDI NGS DI SPLAY

DEFI NI TI ON menu. The HOLDINGS DISPLAY DEFINITION screen appears.
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N

HOLDI NGS DI SPLAY DEFI NI TI ON MASTER
CF record : HOLD NGS. MAI NT. DI SPLAY
***  SERI AL COPY SET SUMVARY ***
FI ELD BASELI NE COLUWN W DTH LI NES HEADI NG DEFAULT TEXT
1. 1 7 20 1 Physical Location
2. 1 28 30 0 Collection/Call nunber/Copy
3. 1 61 8 1 Vendor
4. 1 71 8 1 Status
5. 2 7 65 0 Notes
Opti ons:
File # line Add item ? Help Exi t

J/

4-92

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN
SUBFIELD BROWSE SCreen appears.
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s

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROWSE MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FI ELD : 2
1. FI ELD BASELI NE: 1
2. FIELD COLUW : 28
3. FIELD WDTH : 30
4. FIELD LINES : 0
5. FIELD HEADI NGl: Col |l ection/ Call nunber/ Copy
6. FIELD HEADI NG2: -------mmmmmmmmmi o
7. FIELD DEFAULT :
SUBFI ELD SOURCE PREFI X SUFFI X
8. COLL - Collection Code @
9. CNPRE - Call nunber prefix @
10. CALLNO - Call nunber @ @
11. COPYNO - Copy nunber @. @
Opti ons:
Accept # line Line by line Add item Delete ? Help Exi t
Subfield Definitions
HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TI ONS MASTER
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 2 - Collection/Call nunber/ Copy
SUBFIELD : 8
1. SOURCE : COLL - Coll ection Code
2. PREFI X :
3. SUFFI X L@
Opt i ons:
Accept Line by line # line Del ete ? Help Exi t
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Source Codes

4-94

Source Code Description of Information Displayed

CALLNO Call number

CLAIM Claim Code

CNCLASS Call number - Classification

CNCUTTER Call number - Cutter

CNPRE Call number prefix

CNSCN Call number - Shelving Control Number

CNSUF Call number - suffix

COoLL Collection Code

COPYNO Copy number

DATE Date last edited

INST Institution Code

NOTE Notes for this copy set

NOTE Notes for this copy set

ORDDATE Purchase Order date

ORDTYPE Purchase Order type

ROUTE Routing Flag. Displays Y or Nto indicate whether the copy
setislinked to arouting list.

SCPYKEY Serial Copy ID

SHIPTO Shipto code

SRTEKEY Serials Routing ID

STAT Copy Set Status. Indicates the status of the copy set, such
as claimed, active, inactive, and so forth.

SUBL Sublocation Code

TIME Timelast edited

USER User who last edited the record

Cataloguing Management Guide (September 2000)



Holdings Display Definition (HDD)

VEND

Vendor Code

Where Used

The Serial Copy Set Summary screen can be accessed:

« when the Holdings edit option is selected the Serial copy display
option appears.
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Serial Copy Set Summary (Checkin)

Displayslist of copy sets sorted by location.

Example Serial Copy Set Summary

Access

4-96

s

-

SERI AL COPY SET SUMMARY MASTER
LCN 110008609 Call #: UNC | SSN:  0009- 5982
Title : The Chronicle of higher education
Inprint :[Washington, etc., Chronicle of higher e+ LCCN: sf 80001055
Location SHI PTO St at us Route list Vendor
1. ADVLIB Central GENERAL UNI T5 d ai ned P91000170  FAXON
c.1
Not es: Purchase copy
2. ADVLIB Central GENERAL UNI T5 Cl ai med P91000171 FAXON
c.2
Not es: Purchase copy
3. ADVLIB Central GENERAL UNI T5 d ai ned P91000169  JW&S
c.3
Not es: Copyright deposit 2nd copy
4 item(s) in list
Opti ons:
Check in Hol di ngs Cl ai s O der detail For war d Limt |ist Go to
? Help Exit

/

Select Serial Copy Set Summary (Checkin) from the HOLDI NGS DI SPLAY
DEFI NI TI ON menu. The HOLDINGS DISPLAY DEFINITION SCreen appears.
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-

CF record :

* Kk

HOLDI NGS DI SPLAY DEFI NI TI ON

HOLDI NGS. MAI NT. DI SPLAY
SERI AL COPY SET SUMVARY ( CHECKI N)

FI ELD BASELI NE COLUWN W DTH LI NES HEADI NG

1.
2.

3.

Opt i ons:
File

# line

1 7 25 0 Location

1 34 8 0

1 44 8 1

1 54 10 1

12 1

60 0

Add item ? Help Exi t

* Kk

MASTER

DEFAULT TEXT

Not Rout ed

J

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN

SUBFIELD BROWSE SCreen appears.

NG

Nogoh~wN R

SUBFI
8.
9.
10.
11.

Opti ons:
Accept

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROASE

CODE HOLDI NGS. MAI NT. DI SPLAY
FIELD : 1

FI ELD BASELI NE: 1
FI ELD COLUW : 7
FI ELD WDTH
FIELD LINES 1
FI ELD HEADI NGL:
FI ELD HEADI NG2:
FI ELD DEFAULT :

20

Locati on

ELD SOURCE
I NST -
SUBL -
CaLL -
COPYNO -

Institution Code
Subl ocati on Code
Col | ecti on Code
Copy nunber

# line Line by line Add item

Del ete

PREFI X SUFFI X

? help Exi t
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Subfield Definitions

HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TI ONS [NRREN
CODE : HOLDI NGS. MAI NT. DI SPLAY
FIELD : 1 - Location
SUBFIELD : 8

1. SOURCE : INST - Institution Code

2. PREFI X

3. SUFFI X

Opti ons:

\_

Accept Line by line

# line Del ete ? help Exi t

Source Codes
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Source Code Description of Information Displayed
CALLNO Call number

CLAIM Claim Code

CNCLASS Call number - Classification
CNCUTTER Call number - Cutter

CNPRE Call number prefix

CNSCN Call number - Shelving Control Number
CNSUF Call number - suffix

COLL Collection Code

COPYNO Copy number

DATE Date last edited

INST Ingtitution Code

NOTE Notes for this copy set

ORDDATE Purchase Order date
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Where Used

ORDTYPE Purchase Order type

PONO Purchase Order number

ROUTE Routing Flag. Displays Y or Nto indicate whether the copy
setislinked to arouting list.

SCPYKEY Seria Copy record key

SHIPTO Shipto code

SRTEKEY Serials Routing ID

STAT Copy Set Status. Indicates the status of the copy set, such
as claimed, active, inactive, and so forth.

SUBL Sublocation Code

TIME Timelast edited

USER User who |ast edited the record

VEND Vendor Code

The Serial Copy Set Summary (Checkin) screen can be accessed:

» whenthe Holdings edit option is selected the Check-in serials option

appears.
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Holdings Client Display Definition (HCDD)

The Holdings Client Display Definition menu allows you to specify how
holdings information displaysto staff in the ADVANCE client products.
From these screens you can:

4-100

specify the format of the holdings summary forms.
edit the column headings.

change the content of the column by identifying a source code that
links the required information to alist of available codes.

Access  You can access the Holdings Client Display Definition by entering
HCDD on any catal oguing menu or select it from the Catal oguing Hold-
ings Menu which is available from the HOLDING SETUP MENU (CHSM).

DD MW YYYY
HH: MM

ONOGORNE

. Parts Sequencing Summary

. Serial Copy Set Summary

. Serial Copy Set Summary (Checkin)
15.

Enter selection or <ENTER> to exit

Geac ADVANCE Library System (#. ##) PPPPPP [ 111
Your Library Name

HOLDI NGS CLI ENT DI SPLAY DEFI NI TI ON

Locati on Copy Summary

Type of Hol di ng Summary

Type of Hol ding Summary (Locati on Hol di ngs Statenents)
Type of Hol di ng Li nki ng Sunmary

Publ i cation Pattern Summary

Publication Pattern Summary (Location Hol di ngs Statenents)
Parts Summary

Pi eces Sunmary

Pieces / Parts Summary

Parts to Piece Linking Summary

Parts to Order Linking Summary

Order Summary (Checkin)

J

Each menu item consists of these components:

CLIENT HOLDINGSDISPLAY DEFINITION. Displaysanumbered list
of fields which define the column headings for each summary form.
From this screen you can select a column heading to edit. You can
also add a column heading.
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* HOLDINGSDISPLAY DEFINITION SCREEN SUBFIELD BROWSE.
Allows you to edit and format the appearance of one of the columns
of the Summary Display column headings. Provides access to the
SUBFIELD SOURCE field from which you can change the content of
thefield.

* HOLDINGSDISPLAY DEFINITION SUBFIELD DEFINITIONS.
Appears when the SUBFIELD SOURCE field is selected from the
previous screen. Allows you to change the content of the column by
identifying a different source code. For example, under the column
heading Physical Location you could display the Institution Code.
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Holdings Forms

The following forms are defined from the CLIENT HOLDINGS DISPLAY
DEFINITION menu:

» Location Copy Summary

Defines the columns and fields that display on the general LOCA-
TION COPY SUMMARY forms.

* Typeof Holding Summary

Defines the columns and fields that display on the general TY PE OF
HOLDING SUMMARY forms.

* Typeof Holding Summary (Location Holdings Statements)

Defines the columns and fields that display on the TY PE OF
HOLDING SUMMARY when holdings statements are being displayed
for a specific Location copy detail.

* Typeof Holding Linking Summary

Defines the columns and fields that display on the LINK TYPE OF
HOLDING TO COPY SET when linking type of holding recordsto a
copy set or purchase order.

» Publication Pattern Summary

Defines the columns and fields that display on the general PUBLICA-
TION PATTERN SUMMARY forms.

* Publication Pattern Summary (Location Holdings Statements)

Defines the columns and fields that display on the PUBLICATION
PATTERN form when holdings statements are being displayed for a
specific Location copy detail.

e Parts Summary

Defines the columns and fields that display on the general PARTS
SUMMARY form. Thisdefinition is also used on the LINKED PARTS
form when displaying the parts linked to the current piece.

» Pieces Summary

Defines the columns and fields that display on the general PIECES
SUMMARY and the more specific PIECES SUMMARY (Holds) forms.
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» Pieces/ Parts Summary

Defines the columns and fields that display on the PIECES/ PARTS
SUMMARY form when the Pieces/parts option is chosen from a
specific Location copy detail. The summary form displays both
pieces and parts that are held at the specific location.

e Partsto Piece Linking Summary

Defines the columns and fields that display when linking new parts
to acurrent piece.

» Partsto Order Linking Summary

Defines the columns and fields that display when linking new parts
to acurrent order in Acquisitions.

» Parts Sequencing Summary

Defines the columns and fields that display on the SEQUENCE
PARTS summary form after the user has chosen the Sequence parts
option to resequence the order in which atype of holding’s parts

display.
» Serial Copy Set Summary

Defines the columns and fields that display on the general SERIAL
COPY SET SUMMARY form.

e Serial Copy Set Summary (Checkin)

Defines the columns and fields that display on the SERIAL COPY
SET SUMMARY form that displays within Serials Checkin.

e Order Summary (Checkin)

Defines the columns and fields that display on the COPY SET
SUMMARY - ORDER SUMMARY form that displays within Serials
Checkin.
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General Definition

Select definitions 1 through 14 on the menu to edit the content and
layout for the forms listed. Any of these choices displays the screen
titled CLIENT HOLDINGS DISPLAY DEFINITION.

CLI ENT HOLDI NGS DI SPLAY DEFI NI TI ON MASTER
CF record : CLI ENT. HOLDI NGS. MAI NT. DI SPLAY
**%  LOCATI ON COPY SUMVARY ***
FI ELD COLUWN W DTH LI NES HEADI NG DEFAULT TEXT
1. 1 20 1 Physical Location
2. 2 30 3 Collection/Call nunber/Copy
3. 3 18 1 Fornat not defined
4. 4 70 1 Access :
Opti ons:
File # line Add item ? help Exi t

The columns on this screen define the headings and their position on the
summary forms presenting the library’s holdings. In this example, the
LOCATION COPY SUMMARY listing would be displayed with
information on the physical location, collection, call nhumber, copy
number, physical format, and electronic access.

This screen a so defines the default text for display.

Use the # line or Add item option to access the definition of an existing
column or to add a new field to the form. The HOLDINGS DISPLAY
DEFINITION SCREEN SUBFIELD BROWSE screen is displayed.
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HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROASE MASTER
CCDE : CLI ENT. HOLDI NGS. MAI NT. DI SPLAY
FI ELD : 1
1. COLUWN NUMBER : 1
2. COLUW WDTH : 20
3. COLUWN HEI GHT : 1
4. COLUWN HEADI NG  Physical Location
5. COLUWN DEFAULT:
SUBFI ELD SOURCE PREFI X SUFFI X

6. | NST - Institution Code @ @

7. SUBL - Subl ocati on Code @ @

8.
Opti ons:
Accept # line Line by line Add item Delete ? help Exi t

Fields
These fields are common to all holdings screen definitions.

1. COLUMN NUMBER [Numeric]

Specifies the position where the column displays. The numbering of
columns starts at 1.

2. COLUMN WIDTH [Numeric]

Defines the width of the column.

3. COLUMN HEIGHT [Numeric, 1-10]

Defines the maximum number of lines that will be displayed within this
column.

4. COLUMN HEADING  [Text]

Defines the text that appears as the column heading for this column.
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5. COLUMN DEFAULT [Text]

Defines the text that appears in the column if the field(s) displayed is
empty. NOTE: Any defined column which contains an Action/Status
value will not use thisfield for the default. The Pieces Description table
on the OPAC Holdings Display menus (OHD) defines the default text to
display for pieces with null status.

Subfield Definitions

4-106

Provides a summary list of data elements which are to be extracted and
displayed in the column.

Select asubfield by using the # line option or add a new entry by using
the Add item option. The HOLDINGS DISPLAY DEFINITION SUBFIELD
DEFINITIONS screen appears.

HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TIONS MASTER
CODE : CLIENT. HOLDI NGS. MAI NT. DI SPLAY
FIELD : 1 - Physical Location

SUBFIELD : 8
1. SOURCE : INST - Institution Code
2. PREFIX NG
3. SUFFI X NG
Opti ons:
Accept Line by line # line Del ete ? Help Exi t

\_

This screen alows you to define a single data element (and related
information) which displaysin the defined column.

Each of the 15 summary definitions has avalid list of source codes that
you can choose from. Some source codes allow you to display
Institution information, others allow you to display a piece’s current
status. The specific source codes available for each summary definition
are described in the separate sections describing each summary
definition:
e For descriptionsof 1. Location Copy Summary to 14. Serial Copy Set
Summary (Checkin), seethe corresponding non-client descriptionsin
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the subsections following the “Holdings Display Definition (HDD)”
section earlier.

e For adescription of 15. Order Summary (Checkin), see the next
section.

1. SOURCE Enter the source code that defines what should appear in this subfield.
Type ??to see abrowse list of available source codes.

2. PREFIX Enter the text that appears at the beginning of the display element, if itis
non-null. Use the symbol @ to indicate a blank space.

3. SUFFIX Enter the text that appears at the end of the non-null display element.
Use the symbol @ to indicate a blank space.
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Order Summary (Checkin)
Displays list of orders sorted by location.

Example Order Summary

Copy Set Summary - Order Summary

Full Details
This is a Multipart Record.

Limit by
|Fr|:|m Checkin List j Limit List 7 out of 7 item(s)
LOCATION PO# /LINEF# YENDOR ORDER DATE |

1 ACAD LRC AudiofVisual c.123 9500035252/0001 ALA Feb 10 2000

2 ACAD LRC Audiof¥isual c.95 95000352520001 FAXON Feb 10 2000

3 ACAD LRC Audiof¥isual 9500035255/0001 FAXON Feb 14 2000

4 ACAD LRC AudiofYisual c.99 9500035255/0001 FAXON Feb 14 2000

5 ACAD LRC AudiofYisual c.99 9500035256/0001 FAXON Feb 15 2000

b ACAD LRC Audiof¥isual 9500035256/0001 FAXON Feb 15 2000

7 PUBLIC BRAI1 FAXON

Access

Select Order Summary (Checkin) from the HOLDI NGS CLI ENT DI SPLAY
DEFI NI TI ON menu. The CLIENT HOLDINGS DISPLAY DEFINITION Screen

appears.
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CLI ENT HOLDI NGS DI SPLAY DEFI NI TI ON MASTER
CF record : CLI ENT. HOLDI NGS. MAI NT. DI SPLAY
FI ELD COLUW W DTH LI NES HEADI NG DEFAULT TEXT
1. 1 30 1 LOCATION
2. 2 20 1 PO# /LINE#
3. 3 15 1 VENDOR

4. 4 20 1 ORDER DATE

Opt i ons:
File #line Additem ? help Exi t

- J

Select the # line option to edit the display or select the Add item option
to create anew field. The HOLDINGS DISPLAY DEFINITION SCREEN
SUBFIELD BROWSE SCreen appears.

HOLDI NGS DI SPLAY DEFI NI TI ON SCREEN SUBFI ELD BROASE MASTER

CODE CLI ENT. HOLDI NGS. MAI NT. DI SPLAY
FIELD : 1

COLUWN NUMBER : 1
COLUMN WDTH 30
COLUWN HEI GHT : 1
COLUMN HEADI NG LOCATI ON
COLUWN DEFAULT:

o wN e

SUBFI ELD SOURCE PREFI X SUFFI X
6. I NST - Institution Code
7. SUBL - Subl ocati on Code @
8. COLL - Collection Code @
9. COPYNO - Copy nunber @.

Opt i ons:
Accept #1line Line by line Additem Delete ? help Exi t

- /
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Subfield Definitions

HOLDI NGS DI SPLAY DEFI NI TI ON SUBFI ELD DEFI NI TI ONS MASTER
CODE : CLIENT. HOLDI NGS. MAI NT. DI SPLAY
FIELD : 1 - LOCATION
SUBFIELD : 8

1. SOURCE : INST - Institution Code
2. PREFI X :
3. SUFFI X
Opti ons:
Accept Line by line # line Del ete ? help Exi t

Source Codes
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Source Code Description of Information Displayed
CALLNO Call number

CLAIM Claim Code

CNCLASS Call number - Classification
CNCUTTER Call number - Cutter

CNPRE Call number prefix

CNSCN Call number - Shelving Control Number
CNSUF Call number - suffix

COLL Collection Code

COPYNO Copy number

DATE Date last edited

INST Ingtitution Code

NOTE Notes for this copy set

ORDDATE Purchase Order date

Cataloguing Management Guide

(September 2000)



Holdings Client Display Definition (HCDD)

Source Code Description of Information Displayed

ORDTYPE Purchase Order type

PONO Purchase Order number

ROUTE Routing Flag. Displays Y or Nto indicate whether the copy
setislinked to arouting list.

SCPYKEY Seria Copy record key

SHIPTO Shipto code

SRTEKEY Serials Routing ID

STAT Copy Set Status. Indicates the status of the copy set, such
as claimed, active, inactive, and so forth.

SUBL Sublocation Code

TIME Timelast edited

USER User who |ast edited the record

VEND Vendor Code

Where Used

The Order Summary (Checkin) form can be accessed:
» when the Order display option is selected in the ADVANCE Hold-

ings Client.
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Publication Pattern Type Code (PUBP)

This table enables your library to designate a code representing one of
the three types of publication patterns:

» Bibliographic unit

Thisisthe basic serials publication pattern. It is composed of the
units that reflect the most regular receiving pattern for the serials
item. It can be a printed paper publication, computer tape, audio
tape, video tape or any item that is prepaid and is subsequently
produced on aregular chronological basis. For example, the biblio-
graphic unit of a subscription to National Geographic is the printed
magazine that arrives every month.

e |ndex

Thisisan extrato the bibliographic unit. This serialsitem will index
the information in a single bibliographic unit or multiple biblio-
graphic units. For example, a subscription to National Geographic
can have ayearly index that covers the 12 issues received over the
past year.

e Supplement

Thisisaso an extrato the bibliographic unit. It isany serialsitem
received that is not a bibliographic unit or an index. For example, a
subscription to National Geographic regularly provides maps with
its magazines. These maps can be classified as supplements.

Access

Enter PUBP or the corresponding menu number to access the PUBLICA-
TION PATTERN CODE table from:

» the Holding Setup Menu (CHSM in Catal oguing
» the Seria control Code Table (CODM in Serials Control
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Initial screen

e )

PUBLI CATI ON PATTERN CODE - ( PUBP)
Nunber of records : 3
Code Description of code
1. O I SS
2. 1 I ND
3. 2 SUP
Options:
? Help # line Print For war d Backwar d Search junp Exit

N /

Detail Screen

e )

PUBLI CATI ON PATTERN CODE - (PUBP)

1. Description : 1SS
2. Type .0
0 - Bibliographic unit
1 - Index
2 - Suppl enent

Opti ons:
? Help # line Line by line Copy Print Exi t

- /

Cataloguing Management Guide (September 2000) 4-113



Chapter 4: Holdings Setup

Fields

Publication Pattern [0,1,2]

Code

1. Description [1-3 character]
Brief description of the Publication Pattern Code.

2. Type [1 digit]
Enter one of the numeric codes shown on the screen. These codes corre-
spond to the three types of serials: Bibliographic unit, Index, and
Supplement.

Where Used

You can assign Publication Pattern Codes on the Type of Holding Detail
screen:

* inthe Publication Type field
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Frequency Codes (FREQ

Access

Initial screen

These codes are used by the system for cal culating publication patterns
and for predicting the future dates in the patterns.

Enter FREQ or the corresponding menu number to access the
FREQUENCY CODE table.

/

N

Nunber of records : 19

Code
1. a
2. b
3. ¢
4. d
5. e
6. f
7. 9
8. h
9. i
10. j
11. m
12. q
13. s
14. t
Opti ons:
? help
Exi t

FREQUENCY CODE - (FREQ)

Descri ption of code
Annual

Bi mont hl'y

Sem weekl y

Dai |y

Bi weekly (every 2 weeks)
Semi annual

Bi enni al (every 2 years)
Triennial (every 3 years)
Three tinmes a week
Three tinmes a nonth

Mont hl y

Quarterly

Sem nont hl y

Three tinmes a year

Add item # line Print For war d Backwar d Search junp
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Detail Screen

FREQUENCY CODE - ( FREQ
m
1. Description : Monthly
2. Type ;10
0 - a - Annual 9 - j - Three tinmes a nonth
1- b - Binonthly 10 - m- Mnthly
2 - ¢ - Sem weekly 11 - q - Quarterly
3-d- Daily 12 - s - Seminonthly
4 - e - Biweekly (every 2 weeks) 13 - t - Three tines a year
5 - f - Sem annual 14 - w - Weekly
6 - g - Biennial (every 2 years) 15 - x - Conpletely irregular
7 - h - Triennial (every 3 years) 16 - v - Quadrennial (every 4 years)
8 - i - Three times a week 17 - y - Quinquennial (every 5 years)
18 - z - Decennial (every 10 years)
Opt i ons:
? help #line Line by line Copy Print Del ete Exi t
Fields

Frequency Code

1. Description

[1-2 character code]

[Text]
Brief description of the Frequency Code.

2. Type [0t018]
Enter a number. These numbered codes correspond to the available
publication frequencies.
Where Used
You can assign a Frequency Code on the:
*  PUBLICATION PATTERN DETAIL screen — (in the FREQUENCY CODE
field).
4-116 Cataloguing Management Guide (September 2000)




Chronology Codes (CHRN)

Chronology Codes (CHRN)

These codes hel p the system cal cul ate the chronol ogical pattern attached
to aserid item.

Access
Enter CHRN or the corresponding menu number to access the CHRO-
NOLOGY CODE table from the:
* Holdings Setup Menu (CHSM
» Serials Control Code Table (CODM).
Initial screen
CHRONOLOGY CCDE - ( CHRN)
Nurmber of records : 12
Code Description of code
1. D Date type
2. DALY Day of the week
3. DD Day of Month
4. M Mont hs type
5. ML Monthly - long nanes
6. NP No predictions
7. Q Quarterly
8. S Seasons type
9. SPLMN SPLIT MONTH
10. SPLYR SPLIT YEAR
11. Y Year
12. quart Quarterly
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
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Detail Screen

CHRONOLOGY CODE - (CHRN)
M
1. Description : Months type
2. Type 1
0 - Date 4 - Day of nonth
1 - Months 5 - Day of week
2 - Seasons 6 - No predictions
3 - Year (YYYY) 7 - Split year (previous/current)
8 - Split year (current/next)
3. Date format :
4. Valid Predictions : JAN, FEB, MAR APR, MAY, JUN, JUL, AUG, SEP, CCT, NOV, DEC
5. Split year formt
0 - YYYY/YYYY, 1 - YYYY/YY, 2 - YYIYY
6. Split year separator:
Opt i ons:
? help # line Line by line Copy Print Del ete Exi t
Fields
Chronology Code [1-5 character code]

1. Description

2. Type

4-118

[Text]
Brief description of the Chronology Code.

[0- 8 as defined below]
Choose one of the following prediction pattern types:

0 If Date typeischosen, enter avalid date format at field 3. Otherwise,
field 3 can be left blank.

1 If Mont hs typeischosen, define the chronology constants (e.g., JAN,
FEB, etc.) to be used for predictions, starting at January and using 12
units (each unit represents a month of the year). These chronology
constantsareentered in field 4, Valid Predictions. At checkin, the system
assigns a chronology constant to the issue’s chronology. The value
assigned is based on the month of publication and its associated valid
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prediction. Using the M Chronology Code shown above, an issue
published in the fifth month of the year is assigned a value of ' VAY’.

2 If Seasons typeis chosen, define the chronology constants (e.g.,
WINTER, SPRING, €tc.) to be used for predictions, starting at the season
represented by January and using 12 units. These chronology constants
areentered in field 4, Valid Predictions.

3 If Year typeischosen, the system assignsafour digit year to theissue’s
chronology. The year is determined from the date of the publication.

4 If Day of nont h typeischosen, the system assigns a number between
1 and 31 to the issue chronology. This number is determined from the
date of publication.

5 IfDay of week typeischosen, define 7 chronology constants (e.g.,
SUN, MON, etc.) starting at the constant representing Sunday. These
chronology constants are entered in field 4, Valid Predictions.

6 If No predictions typeischosen, the system will not make predic-
tions for the next expected serial item.

7 IfSplit year (previous/current) is chosen, define the format (field 5)
and the separator (field 6) that is used to build the chronology. At
checkin, the system assigns a chronology constant to the issue's chro-
nology. The value assighed includes the year prior to the issue’s year of
publication as well asthe year of publication. The actual format of the
chronology is based on the format and separator assigned in fields 5 and
6. For example, to assign a chronology of 89/90 to an item that is
published in January 1990, set field 2to 7, field 5to 2 and field 6to “ / .

8 Ifsplit year (current/next) ischosen, define the format (field 5) and
separator (field 6) that is used to build the chronology. At checkin, the
system assigns a chronology constant to the issue’'s chronology. The
value assigned includes the issue'syear of publication aswell asthe year
immediately following the publication date. The actual format of the
chronology is based on the format and separator assigned in fields 5 and
6. For example, to assign a chronology of 90/91 to anitem that is
published in January 1990, set field 2t0 8, field 5t0 2, and field 6 to “ /”.
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3. Date format

4. Valid Predictions

5. Split year format

4-120

[1-3 character]

If you entered a zero (0) in field 2, choose one of the valid entries
displayed at the bottom of the screen. Thisfield imposes a specific
pattern for date entry. If thisfield is blank, any date format can be used.
The Date format field can have the following values:

DO
dd MMM — e.g. “22 APR”

D
dd MMM yyyy — e.g. “22 APR 1992"

DO/
dd/mm (or mm-dd) — e.g. “22/04” (or “04/22")

D/
dd/mm/yyyy (or mm/dd/yyyy) — e.g. “22/04/1992" (or “04/22/
1992")

D2/
dd/mm/yy (or mm/dd/yy) — e.g. “22/04/92" (or “04/22/92").

System setup determines whether the month comes before or after the
day intheD0-, D-,andD2- formats.

[Text]

Enter text descriptions of the chronology pattern. This text will appear
on the checkin screen. There are 2 pattern types used in the valid predic-
tions field: months and days of the week.

The 12 dot pattern corresponds to months, where the first slot = month
01 or January.

The 7 dot pattern is for the days of the week, where the first slot corre-
sponds to Sunday (slot 1) and the seventh slot corresponds to Saturday

(ot 7).

For example, if a season description is required, the description should
be entered as follows, using the 12 month pattern.

Wnter, Wnter, Wnter, Spring, Spring, Spri ng, Sunmer, Sunm
er, Sunmer, Fal |, Fal | , Fal |
Commas will not appear on the checkin screen.

[0,1,0r2]
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6. Split year separator

Where Used

Thisfield isonly used when field 2 isset to 7 or 8.

Date format for the year expressed in the format YYvyv/yyyy (4 digits,
separator, 4 digits), for example, 1989/1990

Date format for the year expressed in the format YYYY/yy (4 digits,
separator, 2 digits), for example, 1989/90.

Date format for the year expressed in the format Yv/vy (2 digits, sepa-
rator, 2 digits), for example, 89/90.

[1 character]

Thisfield isonly used when field 2 is set to 7 or 8. Enter the character
that will separate date formats for split years, for example, 89/90.

You can assign Chronology Codes on the:

*  PUBLICATION PATTERN DETAIL screen— (in the CHRONOLOGY CODE
field).
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Checkin Type (CHKT)

Access

Initial screen (1 of 2)

The Checkin Type allowsyou to assign astatusto aserial itemwhenitis
checked in. For example, if a serials item has not been delivered in the
expected time, your library can make a claim to the vendor. This status
can beindicated on the Checkin screenswith the Claimed Checkin Type
code.

There are 21 Checkin Type codes; six are definable by the library. The
user definable codes are numbered 15 through 20 and referred to as
Optional 1 through Optional 6. Use these codes to define statuses such

as Not published, In process, and so forth.

Enter CHKT or the corresponding menu number to access the CHECKIN
TYPE CODE table:

* Holdings Setup Menu (CHSM
» Serials Control Code Table (CODM).

/ CHECKI N TYPE CCDE - (CHKT) \
Nurmber of records :
Code Description of code

1. 1 Recei ved
2. 2 Ret ur ned
3. 3 C ai med
4, 4 Exp i ssue
5. 5 Exp i ndex
6. 6 Exp suppl
7.7 M ssi ng
8. 8 I'n Bindery
9. 9 Bound

10. 10 No Action

11. 11 | tem due

12. 12 W t hdr awn

13. 13 Mcrofilm

14. 14 M crofiche

Opti ons:
? help # line Print For war d Backwar d Search junp Exi t
- J
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Screen 2 of 2

e )

CHECKI N TYPE CODE - ( CHKT)

Nunber of records : 20
Code Description of code

15. 15 Optional 1

16. 16 Optional 2

17. 17 Optional 3

18. 18 Optional 4

19. 19 Optional 5

20. 20 Optional 6

Opti ons:
? Help # line Print For war d Backwar d Search junp Exi t

N /

Detail Screen

CHECKI N TYPE CODE - ( CHKT)

1. Description : Cained
2. Suppress display in OPAC (1=YES)? :
3. Treat items as ‘Received in Serials (1=YES)

(I'tem does not need to be checked in)

4. Treat items as Gaps in Hol dings displays (1=YES)? 0
5. Treat itens as Held in Holdings Display (1=YES)? 1
Opt i ons:
? help # line Line by line Copy Print Exi t
Fields
Checkin Type Code [1,2,3,..14]
1. Description [Text]

Brief description of the Checkin Type Code.
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2. Suppress display in
OPAC

0
1
3. Treat items as
‘Received’ on
Checkin screen
0
1

4. Treat items as Gaps
in Holdings displays

4-124

[Oor1]

Determines whether items with this Checkin Type Code are displayed in
the Online Catalogue. Thisfield does not effect the display of the
summary holdings statement to the OPAC user, nor the display of parts
information in other modules of the system.

Checkin history is displayed in the Online Catal ogue.

Checkin history is not displayed in the Online Catalogue (This feature
might be used for thewi t hdr awn status or for next expect ed
status if the library does not want this information available to their
OPAC users.)

You must logoff ADVANCE after changing field 2 so that the new value
can be reflected in the OPAC display.

[Oor1]

Determines whether items with this Checkin Type code will be regarded
as Received when the Checkin Screen is displayed. Allows you to
specify that items with status of Received, In bindery, Bound, and so
forth, have really been received by the library. The message Received xx/
yy on the Serial checkin screenswill reflect this.

Item has not been received. Displays as not received on the Checkin
Screen. (The actual status may be Item due, Claimed, Returned, or
Missing.)

Consider this item as received by library and display as received on the
Checkin Screen. (Allows you to assign an implied status of received
though the actual statusis Bound.)

[Oor1]

Determines whether or not items with this Checkin Type Code will be
treated as non-gap or gap breaks in holdings statements. Corresponds to
the usmARC Holdings fields 863/4/5 $w.

This parameter has an effect only if Treat items as Held in Holdings
Display (1=YES)?isset to O (parameter 5).

If O isspecified and the item is not treated as held by the library, the
exported MARC record containing the location’s holdings will be built
showing anongap break (tag 863/4 subfield w isassigned avalue n for a
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5. Treat items as Held in
Holdings Display

Where Used

nongap indicator). For example, a checkin type representing unpub-
lished parts. Holdings statements will be built with a; (semicolon—a
nongap break) to indicate that thisitem is not held by the library.

If 1 isspecified and the item is not treated as held by the library, the
exported MARC record containing the location’s holdings will be built
showing agap break (tag 863/864 subfield w is assigned avalue g for a
gap indicator). For example, a Checkin Type representing withdrawn
parts. Holdings statements will be built with a, (comma— a gap break)
to indicate that thisitem is not held by the library.

[0 or1]

If O is specified, the exported MARC record containing the location’'s
holdings will be built showing either a nongap or gap break (tag 863/4
subfield w isassigned avalue of n or g respectively). Aswell, summary
holdings statements will display anongap break usinga“;” (semicolon)

“won

and agap break usinga*“,” (comma). For example:

v.1:n01(1976:Jan.)-v.1:n0.4(1976:Apr.),v.1:n0.6(1976:June),v.1:n0.8(1976:Aug.)-v.1:n0.10(1976:Oct.)
The library holds neither v.1:n0.5(1976:May) nor v.1:n0.7(1976:July).

You can assign a Checkin Type Code on the Serials Control screen:

* CHECKIN FOR (SHIPTO CODE) screen—(in the STATUSfield).
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Physical Format Code (PHYS)

The Physical Format Codeis used in the Location Copy record to
identify the type of the material (physical characteristics) of the item.
This code provides a means of differentiating multiple formats. For
example, you might have multiple subscriptions to National
Geographic, all in different physical forms, such as, paper, microfiche,
and electronic.

Physical format is defined in the usMARC 007 field, positions 1 and 2.

Access
Select Physical Format Code (PHYS) from the Holding Setup Menu.

/ PHYSI CAL FORMAT CCDE - ( PHYS) \
Nunber of records : 77
Code Description of code

1. ad Atl as

2. ag Di agram

3. aj Map

4. ak Profile

5. aq Model

6. ar Renot e- sensi ng i nage

7. as Section

8. ay Vi ew

9. az O her
10. ca Tape cartridge
11. cb Chip cartridge
12. cc Conmputer optical disc cartridge
13. cf Tape cassette

14. ch Tape reel

Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
- J

Use the Add item option to create a new code or use the # line option to
edit an existing code. The detail screen appears.
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PHYSI CAL FORMAT CCDE - ( PHYS)
he
1. Description : Mcrofiche
Opti ons:
? help # line Line by line Copy Print Del ete Exi t
1. Description [46+ characters]

Enter a description of the code. (Only the codeis displayed on the
Location Copy Detail screen.)

Where Used
You can assign a Physical Format Code on the;
e LOCATION COPY DETAIL screen — (in the Physical Format field).

e LOCATION COPY MARC EDIT MARC DISPLAY screen — (in the 007 field).
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Claim Message Codes (CLMSG)

You can assigh a Claim Message Codeto a serial item. The code enables
a stored message to be printed on the claim letter. Thisletter isused by
the library to make claims on serial itemsthat were not received or were

received damaged.
Access
Enter CLMSG or the corresponding menu number to access the CLAIM
MESSAGE CODES table from the:
» Holdings Setup Menu (CHSM
» Serials Control Code Table (CCDM).
Initial screen

e )

CLAI M MESSAGE CODES

Nurmber of records : 2
Code Description of code

1. DAMG Itemreceived danaged
2. INC Itemreceived inconplete
Options:
? help Add item # line Print For war d Backwar d Search junp
Exit
Detail Screen
CLAI M MESSAGE CODES
DAMG

1. Description : lItemreceived danaged
2. Message : THI'S | TEM WAS RECEI VED DAVAGED.

Opti ons:
? help # line Line by line Copy Print Del et e Exi t

4-128 Cataloguing Management Guide (September 2000)



Claim Message Codes (CLMSG)

Fields
Claim Message Code

1. Description

2. Message

Where Used

Common Table

[1-4 character code]

[Text]
Brief description of the Claim Message Code.

[Text]

The message to be printed. Up to 195 characters can be printed on the
standard claim letter.

You can assign a Claim Message Code on the Serials Control screen:
e CLAIM DETAILED DISPLAY — (in the MESSAGE field).
This table is common to both the Serials and Acquisitions Modules.

Care should be taken when making changes to this table, because
changes can affect both modules.
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Claim Cycle Codes (CLMCD)

Assigning aClaim Cycle Codeto avendor or to a copy set (subscription)
allowsyou to create an automatic claim cycle based on the periods spec-
ified in the table.

You can assign Claim Cycle Codesto purchase orders or serial copy sets
and default cycle codes to vendors. The system-generated action dates
can also be overridden. The Allow systemto autogenerate claimsfield in
the FISCAL PROFILE table determines whether the system generatesclaim
letters or just reports the need for aletter (in verification reports).

Access
Enter CLMCD or the corresponding menu number to access the CLAIM
CODES table from the:
* Holdings Setup Menu (CHSM
e Serials Control Code Table (CODM).
Initial screen
CLAI M CODES
Nunmber of records : 3
Code Description of code
1. DEF Default CaimCycle
2. FAST Fast O aim Cycle
3. SLOW Slow CaimCycle
Opti ons:
? help Add item # line Print For war d Backwar d Search Junp
Exi t
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Detail Screen

/ CLAI M CODES \
DEF
1. Description . Default daimCycle
2. Gaim1l (# days) 0
3. Caim?2 (# days) . 15
4. Caim3 (# days) 0
5. Claim4 (# days) 0
6. Cancel (# days) 7
Opti ons:
? help # line Line by line Copy Print Del ete Exi t
- J

Common Table

Fields

Claim Code

1. Description

Thistable is common to both the Serials and Acquisitions Modules.
Care should be taken when making changes to this table, because
changes can affect both modules.

For seria items, Claim 1 is not used. Instead, the CLAIM DELAY defined
on the PUBLICATION PATTERN PREDICTIONS screen is added to the
expected recei pt date and this becomes the estimated delivery date. If the
issue is not received by the estimated delivery date, a claim (the first
claim) should be initiated. When the first claim is created, it is given an
action date. The action date on aclaim is the date by which you want a
response from the vendor (i.e. either shipment of materials, notification
of order or anew expected date for delivery). The ACTION DATE on the
first claim is set to 15 days from the date the claim is created.

If the claim is still outstanding when the action date comes around, the
system will reissue the claim to the vendor and wait an additional 7 days
before an issue has its status set to mi ssi ng.

[1-6 character code]

[Text]
Brief description of the Claim Code.
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2. Claim 1 (# days)

3. Claim 2 (# days)

4. Claim 3 (# days)

5. Claim 4 (# days)

6. Cancel (# days)

Where Used

4-132

[Numeric]

Thisfield has no effect on serials claiming. It isonly used for claiming
monographs in Acquisitions.

The system uses the value of CLAIM DELAY field on each serials PUBLI-
CATION PATTERN screen (PUBM), in place of the Claim 1 value. For
example, afirst claim should be generated (or the need for one should be
reported) ‘claim delay’ days after the expected date.

[Numeric]

The number of days after the first claim date that the system should
generate another claim letter or report the need for one.

When the first claim transaction is generated, the system will add this
number of daysto the current date to determine adefault claims ACTION
DATE, which is shown on some Serials Control screens.

[Numeric]

The number of days after the second claim date that the system should
generate another claim letter or report the need for one.

[Numeric]

The number of days after the third claim date that the system should
generate another claim letter or report the need for one.

[Numeric]

The number of days after the final claim date that the system should
mark the copy as missing and generate a missing copy report.

You may leave any of these fields empty, including intermediate periods
in the cycle; you do not need to use all four claims before theissueis
marked as i ssi ng. If thefield 6 (Cancel (# days)) is left empty, the
system will not mark theissue asni ssi ng at the end of the claim cycle.

You can assign Claim Cycle Codes on the Serials Control screens:
* VENDOR HEADER SCREEN — (in the CLAIM CODE field).

e SERIAL COPY SET DETAIL screen — (in the CLM CODE field).
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Ship To Code (SHPTO)

Access

Initial screen

Ship To Codes store full addresses, phone numbers, and related informa-
tion for future retrieval. You can use this information to print shipping
information on serial orders, claims, and cancellation letters and to drop-
ship items to various locations. These codes facilitate decentralized
receiving of serialsitems.

Enter SHPTO or the corresponding menu number to access the SHIPTO
CODES table from the:

* Holdings Setup Menu (CHSM
e Serials Control Code Table (CODM).

SHI P TO CODES
Nunber of records : 3
Code Description of code
1. CENT Central Library - Serials Control Dept.
2. FAIR Fai rway Public Library
3. MED Medi cal Institute of Technology - Serials Control Dept.
Opti ons:
? help Add item # line Print For war d Backwar d Search Junp
Exi t
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Detail Screen

4 )
SH P TO CODES
: CENT
1. Nane : Central Library - Serials Control Dept.
2. Address 1 : 123 First Street
3. Address 2 : P.O Box 1233
4. Address 3 :
5. City, Prov/State, Postal/Zl P: New York, New York, 14616
6. Contact/Attention : THE LI BRARI AN
7. Phone © (703) 123-1233
8. SAN : 1232143
9. Exchange Partner (1 =yes) : O
Opti ons:
? help # line Line by line Copy Print Del ete Exit
- J
Fields
Ship To Code [1-6 character code]
1. Name [Text]
Brief description of the Ship To Code.
2. Address 1 [Text]
First line of the shipping address.
3. Address 2 [Text]
Second line of the shipping address.
4. Address 3 [Text]
Third line of the shipping address.
5. City, Prov/State, [Text]
Postal/ZIP

Final line of the shipping address where the city, province or state,
country, and postal or zip code should be entered (separated by ', *).
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6. Contact/Attention

7. Phone

8. SAN

9. Exchange Partner
0 or empty

1

Where Used

Common Table

[Text]
Library contact person for shipped materials.

[Text]

Phone number of the library contact person.

[Text]
Standard Address Number of this library address.

[ 0- 1 as defined below]
This Ship To Code does not describe an exchange partner.

This Ship To Code describes an exchange partner. You can assign this
code when the library sends material to the partner, or when the library
has a vendor send material directly to the partner.

You may leave any of these fields empty, including lines at the end of the
shipping address.

You can assign Ship To Codes on the Serials Control screens:

e VENDOR NOTES —(in the SHPTO field).

e SERIAL COPY SET DETAIL —(in the SHPTO field).

This table is common to both the Serials and Acquisitions Modules.

Care should be taken when making changes to this table, because
changes can affect both modules.
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Numbering Codes (NUVB)

The Numbering Codes determine whether enumeration numbering
seguences restart or run continuously. Deciding which code to assign is
based on the requirements of the serial item’s enumeration terms.

Enter NUMB or the corresponding menu number to access the
NUMBERING CODE table from the:

» Holdings Setup Menu (CHSM
e Serials Control Code Table (CODM).

Initial screen
NUMBERI NG OODE - ( NUMB)
Nunber of records : 2
Code Description of code
1. C Cont i nuous Nunbering
2. R Restart Nunbering
Opti ons:
? Help Add item # line Print For war d Backwar d Search junp
Exit
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Detail Screen

4 )
NUMBERI NG CODE - ( NUMB)
1. Description  : Continuous Numbering
2. Type ]
0 - Continuous
1 - Restart
Opti ons:
? Help # line Line by line Copy Print Del ete Exi t File
\ J
Fields
Numbering Code [1-3 character code]
1. Description [Text]
Brief description of the Numbering Code.
2. Type [1 digit]
Enter one of the numeric codes shown on the screen. These codes corre-
spond to the two types of numbering codes: continuous and restart /
reset.
Where Used

You can assign Numbering Codes on the:

e  PUBLICATION PATTERN DETAIL — (in the Numbering Code field).
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Publication Regularity (PREG)

Publication Regularity codes enable the system to predict aserial item’s
publication dates.

Access

Enter PREG or the corresponding menu number to access the PUBLICA-
TION REGULARITY CODE table from the:

* Holdings Setup Menu (CHSM
» Serials Control Code Table (CCDM).

Initial screen

4 )

PUBLI CATI ON REGULARI TY CODE - (PREGQ

Nunber of records: 5
Code Description of code

D Dai | y

E Erratic

M Mont hs

S Seasons

U Mont hl'y (by user)

ahwODdE

Opti ons:
? help Add item # line Print For war d Backwar d Search junp

Exi t

- J
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Detail Screen

PUBLI CATI ON REGULARI TY CODE - ( PREG)
D
1. Description : Daily
2. Type : 0
0 - Days
1 - Seasons
2 - Mnths
3 - Erratic
4 - Monthly (defined by user)
Opti ons:
? help # line Line by line Copy Print Del ete Exi t

Fields

Publication Regularity [1 character code]

Code

1. Description

2. Type

Where Used

[Text]
Brief description of the Publication Regularity Code.

[1 digit]

Enter one of the numeric codes shown on the screen. These codes corre-
spond to the five types of regularity codes. day/week based, seasonal,
month/year based, irregular (erratic), and monthly (defined by user). The
monthly choice allows you to define the exact dates when anissueis
expected.

You can assign Publication Regularity Codes on the:

*  PUBLICATION PATTERN DETAIL —(in the REGULARITY PATTERN
field).
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Publication Regularity Labels (PREGQL)

From thistable you can specify the display 1abelsthat define the number
of issues published in each chronological period, such as amonth or a
week. Thistable facilitates translating publication regularity labels to
another language.

Access
Enter PREGL or the corresponding menu number to access the VALID
REGULARITY PATTERN LABELS table from the:
» Holdings Setup Menu (CHSM
» Serials Control Code Table (COCDM).
Initial screen
VALI D REGULARI TY PATTERN LABELS
. PUB. REG DFLT
1. Valid labels for Mnthly/Seasonal pattern: JA FE, MR AP, MA JN, JL, AU, SE, +
2. Valid labels for Daily pattern © SU, MO, TU, VE, TH, FR, SA
Opti ons:
? Help # line Line by line Print Exi t File
Detail Screen Not required.
Fields
PUB.REG.DFLT [Text]

Name of the file containing the labels.
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1. valid labels for
Monthly/Seasonal
pattern

2. Valid labels for Daily
pattern

Where Used

[Text]

Enter 12 labels for amonthly or seasonal regularity pattern. Labels
should be 2 characterslong and separated by commas. The commaswill
not appear where these |abels are used. The following are examples of a
monthly regularity pattern:

JA, FE, MR, AP, MA, N, JL, AU, SE, +

[Text]

Enter 7 labels for adaily regularity pattern. Labels should be 2 charac-
terslong and separated by commas. The commas will not appear where
these labels are used. The following are examples of adaily regularity
pattern:

SU, MO, TU, VE, TH, FR, SA

The system displays Valid Regularity Pattern Labels on the:

* PUBLICATION PATTERN DETAIL screen — The labels are used in the
REGULARITY PATTERN field.
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Access To Workfile
Records

Access to workfile recordsis configured separately for each user. This
controls whether or not users can retrieve and file records with identifi-
cation codes other than their own.

I dentification codes are the user codes entered by the library in Enter
Access Codes (EACC) from the MASTER MENU.

There may be identification codes entered in Fiscal Profile ( FI SCL) for
records modified in Acquisitions after being transferred to cataloguing.

There may also be source codes from indexation profiles Bibliographic
and Authority Index MARC Records (UBI X and UAI X). These are used to
give the source of records |oaded from external databases.

All these source codes must be defined as user codes in Enter Access
Codes (EACC) in order for their records to be retrievable.

The following table shows where to retrieve the workfile record and
where access to these records is given.

Cataloguing Management Guide (September 2000) 5-1



Chapter 5: Cataloguing Functions

Workfile Access

Access Given In

RetrievableIn

Workfile Browse Delimiter (BWBD)

Bibliographic Workfile Catal oguing (BWC)

Workfile Browse Delimiter (AVBBD)

Authority Workfile Catal oguing (AVC)

Deleted Records Workfile Browse Delimiter
(BDBD)

Bibliographic Deleted Workfile Records (BWDR)

Deleted Records Workfile Browse Delimiter
(ADBD)

Authority Deleted Workfile Records (AVDR)

Indexing Errors Workfile Browse Delimiter (BEBD)

Indexing Errors Workfile Records (BW E)

Indexing Errors Workfile Browse Delimiter (AEBD)

Authority Workfile Catal oguing (ACW

Discarded Acquisitions Records Browse Delimiter
(BDAD)

Used only by the system. Cannot be accessed by
users.
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Use this procedure to provide accessto recordsin al of the functions:

1. Onentering one of these functions, the system prompts:
Identification Code
2. Enter the user code in uppercase.
Thelist of source codes available to this user is displayed.

3. Add anew code by entering A, and then the source code to be added.

4. FILE or quit withEXI T.
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Record Status Codes

Record status codes are configured in the Bibliographic Status Codes
(BSC) function for bibliographic records and Authority Status Codes
( ASC) for authority records.

4 )

CATALOGUI NG STATUS CODES

Enter Catal oguing Status: 4

1) Description . Delete from Mai n Dat abase
2) Status G oups © 4
3) Mninmum access level : 4

Status G oup Description:

1 Index into Wrk File. 4 Deindex from Main Dat abase.
2 Deindex fromWrk File. 7 Delete Tags / Subfields
3 Index into Main Database.

Opti ons:
? INFO # line Line by line File Exit
- J
Description The code heading which displays when the list of codes is consulted
during catal oguing.
Status Group This code indicates what happens to records with this status (one or

more codes, taken from the standard list of statuses displayed at the
bottom of the screen).

Minimum Access Level  Level that the user must have in cataloguing in order to use this status.
User levels are entered in the Enter Access Codes (EACC) function.

If the user’s access level for the module, e.g., Cataloguing (defined in
EACC) is less than the value entered in the Minimum Access Level, the
user will not be able to perform certain activities. That is, some user’'s
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will be allowed to file records only into aworkfile while others will be
ableto file records into both the main database and workfile.

TheDescriptionand Access | evel fieldscan be modified.

To modify afield, enter aline number and type the new data over the old.

FI LE or quit with EXI T.
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Transaction Logs

5-6

Bibliographic and Authority Transaction logs are controlled by Action
Logging (CSAL) on the CATALOGUING SET-UP MENU. This function
controls the data that appears in the transaction log. The logs keeps a
history of the transactions that can be reviewed by accessing them
through Catal oguing Reports (CCR) from the Catal oguing Reporting
Menu (CRM).

-

CATALOGUI NG TRACKI NG REPORTS
CAT. REPORTS

1. Log bibliographic record additions (1 =Yes): 1
2. Log bibliographic record del etions (1 =Yes): 1
3. Log bibliographic record changes (1 =Yes): 1
4. Log bibliographic record nerges (1 =Yes): 1
5. Log authority record additions (1 =Yes): 1
6. Log authority record del etions (1 =Yes): 1
7. Log authority record changes (1 =Yes): 1
8. Log authority record nerges (1 =Yes): 1
9. Report new authorities from bibliographic (1 =Yes): 1
10. Report new authorities fromauthority (1 =Yes): 1
11. Report bibliographic conflicts with see references (1 = Yes: 1
12. Flip bibliographic conflicts to the preferred form (1 =Yes): O
Opti ons:

? help # line Line by line Print Exi t
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Bibliographic Transaction Logs
Thefields that log changes in bibliographic records are:

1. Log bibliographic record additions
2. Log bibliographic record deletions
3. Log bibliographic record changes
4. Log bibliographic record nerges

Enter 1 to log changes; enter 0 to ignore the changesin bibliographic
records.

See the reports:
» Brief listing of bibliographic edit log, Report 255 and
» Bibliographic Edit Log, Report 256

to view individual transactions. These reports can be accessed by
selecting Bibliographic Cataloguing Edit Logs on the CATALOGUE
REPORTS MENU.
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Authority Transaction Logs

Thefields that log changes in authority records are:

Log authority record additions

Log authority record del etions

Log authority record changes

Log authority record nerges

9. Report new authorities from bibliographic

10. Report new authorities fromauthority

11. Report bibliographic conflicts with see references

©No O

Enter 1 to log changes; enter O to ignore the changes in authority
records.

See the reports:

» Brief Listing of Authority Edit Log, Report 253, which is available
from the Authority Cataloguing Edit Logs on the CATALOGUE
REPORTS MENU. Reports authority record additions, deletions,
changes and merges.

» Authority Edit Log, Report 254, which is available from the
Authority Cataloguing Edit Logs on the CATALOGUE REPORTS
MENU. Reports authority record additions, deletions, changes and
merges.

» Authority 4XX Link Report, Report 257, which is available from the
Authority Database Maintenance on the CATALOGUE REPORTS
MENU. Thisreport lists bibliographic conflicts with See references.

» Authority Action Report, Report 259, which is available from the
Authority Database Maintenance on the CATALOGUE REPORTS
MENU. Reports new conflicting and merged authorities.
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Controlling Conflicting Authorities
Thefield:

12. Flip bibliographic conflicts to the preferred form

when set to 1 means that when arecord is loaded that contains an estab-
lished form that already existsin the database as argjected form, the
established form of the loaded record will be switched to the accepted
form. For example, the following authority record existsin the database:

150 (250) Bicycle (accepted form)
450 Bike (rejected form)

A record is loaded which contains Bike as an established form. In this
case, Bike will automatically be switched in the loaded recorded to
Bicycle.

When thisfield is set to O, records loaded into the system are not modi-
fied.
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Importing and Exporting Records Configuration

Transaction Codes Transaction codes are controlled in the MARC Transaction Codes (MrC)
function.

On entering this function the list of existing transactions codesis
displayed.
Transaction codes are made up of two charactersin hexadecimal format.

1
2.
3.

To add a new code, use the command A.
Enter the code in hexadecimal format.

Enter the description (maximum 49 characters) which will display in
the field Transaction type when arecord is consulted in MARC.

To modify an existing code, enter its line number.

5. FILE or quit with EXI T.

Field Deletion Codes Deletion codes for tags and subfields are defined in the Tag/Subfield
Deletion Codes (CSMVDC) function.

On entering this function the list of existing codesis displayed.To add a
new code, use the command A. Enter the code to be added.

TAGS & SUBFI ELDS DELETI ON

TAG & SUBFI ELD DELETI ON CODE : *OCLC. AUTH. DUMP
1. Description : OCLC authority record downl oadi ng
2. Tags/Subfields to Delete :

eg: 730, 860ef, 862a, 970
Opti ons:
? =72 help # = # line L = Line by line

CO = Copy PRT = Print E = Exit

5-10
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Description

Tags/subfields to delete

To modify an Existing
Code

This description will display when the list of codesis consulted in Bibli-
ographic Index MARC Records (UBI X) or Authority Index MARC Records
(ABI X).

Enter the tags or subfields to delete in the MARC format order. If an
entire tag must be deleted, enter the tag. If only one or more subfieldsis
to be deleted, enter the tag, followed by the subfield codes. Separate tags
with commas but without spaces.

For example: to delete tag 300, subfield ¢ of tag 510 and subfields f and
h of 620, enter: 300, 510c, 620f h

Subfields whose codes are numbers should be preceded by an X. For
example, to delete subfield 3 of tag 410, enter 410X3.

FI LE or quit with EXI T.

Retrieve the code to be modified by entering its line number. Then, enter
the field to be modified by typing its line number and enter the new data
over the old.

FI LE or quit with EXI T.
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Item Configuration

Duplicate Call Numbers  When acall number that already existsin the database is entered through
the function item catal oguing, awarning message appearsindicating that
aduplicate call number has been entered.

The Call # Duplicate - Exclusion Class Range (CDC) function is used to
control sections of the system for which there will be no duplicate
checking. Intervals of classifications are entered. Call numbers within
the interval will not be tested.

NOTE: Call number rangesare CASE SENSITIVE. Entering therange
A-b excludes all shelfmarks from duplicate checking.

4 )

CLASSES TO BE | GNORED ENTRY SCREEN

CLASSES ENTERED :

ABO01- AB200; AGr00- AGr99; AZ10- AZ20; CC300-CC400; F-FICT; FE200- FE299;
LL-LM TK7000- TK7999; TL-TL9999; Z1003-Z1004

1) Begi nning d ass:

Endi ng d ass

Opti ons:
? =2 help #=#1line FI =File E = Exit

- J

» To create aclassification interval :
1) Toenter aninterva, typel.

2) Enter the beginning class of an interval, for example, AB0OO1 or
510.

3) The cursor will then jump to the ending classfield.
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4) Enter the last class, for example AB200 or 560.
» Modifying aclassification interval:
1) To modify aninterval, type 1.

2) Enter the beginning class of theinterval, and its ending will be
displayed in the ending class field.

3) Modify one or the other.
» Deleting aclassinterval:
1) Todeleteaninterval, typel.

2) Enter the beginning class of theinterval, and its ending will be
displayed in the ending classfield.

3) Enter # in the beginning class filed, and <ENTER>.

FI LE or quit with EXI T.
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Spine Labels

The Call Number Spine Label (CHCSL) function defines the format and
contents of the spine labels, pocket labels, and card labels. These labels
can be printed in the holdings cataloguing functions (Edit Holdings
Information [ CEHI ] in cataloguing, or Edit Holdings[ CEH] in circula-
tion). Several label formats can be defined. The choice of format ismade
during printing.

Thefunction can also define Serial Checkin labelsthat can be printed at
the time of checkin from the ADVANCE Holdings Client.

On entering Call Number Spine Label (CHCSL), thelist of existing

formats appears.
CALL NUMBER SPI NE LABEL
Nunber of records : 4
Code Description of code
1. DEFAULT Oiginal default
2. SERI AL Seri al
3. SPINE Spi ne Label only
4. SPI NEPCCKET Spi ne and Pocket only
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Creating a Format To add a new format, type A. Enter a code (maximum 20 characters).

Cod
oae Complete the fields as follows. For fields requiring a yes/no answer,

enter 1 for yes, or O for no.
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[ CALL NUMBER SPI NE LABEL \
CALL NUMBER SPI NE LABEL CODE : SPI NEPOCKET
——————————————————————————————————————————————————————— ( Page 1 of 2)

1. Description : Spine and Pocket only
2. Left Margin 3

3. Spine Wdth 1 14

4. Break Wdth © 12

5. Include Sublocation (1 = Yes) 1

6. Include Prefixes (1 = Yes) 1

7. Include Suffix (1 = Yes) 1

8. Include Label & Nureration (1 = Yes) 1

9. Standard Call Nunmber Breaking (1 = Yes) 1

10. New Line Characters (use . to separate)

11. Specify Order (eg. 1,2 or 2,3,1) 0 1,2,3

12. Pocket/Card ? (1 = Pocket, 2 = Pocket&Card): 1

13. Label Height (Spine |abel,Card |abel) ;10,10

14. Pocket Wdth 140

15. Pocket Spacing 2

16. Printer (Dn or n) o1

Opti ons:

For war d ? help # line Line by line Copy Print Del ete Exi t

- J

1. Description

2. Left Margin

3. Spine Width

4. Break Width

5. Include Sublocation

6. Include Prefixes

Name of format.

Spine label indent. For example, if Left Margin = 3, the printed spine
label beginsin column 4.

Pocket 1abel (and card label) indent, including the blank column always
left between spine and pocket. For example, if Left Margin =3 and
Spine Width = 14, then columns 4-16 are reserved for the spine label (13
character width), column 17 isleft blank, and the pocket and card |abels
begin in column 18.

Printable width of the spine label. For example, if the Break Width = 7
and apiece of text is 10 characterslong, then 7 characters are printed on
one line and the remaining 3 on the next. The Break Width isindicated
by + signs framing the formatted data on the CALL NUMBER SPINE LABEL
FORMATTER & MODIFIER Screen.

Yes/no to include the holdings record’s Sublocation Code on the labels.

Yes/no to include the holdings record’s Call# Prefix on the labels.
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7. Include Suffix

8. Include Label &
Numeration

9. Standard Call
Number Breaking

5-16

Standard Rules

Yes/no to include the holdings record’s Call# Suffix on the labels.
Yes/no to include the holdings record’s VVolume\Part# on the | abels.

Yes/no to use standard rulesfor breaking lines of text on the spine labels.
If you answer no, the custom rules you specify in the Specify Order field
will be used instead.

In either case, the system afterward breaks on the strings or characters
you specify in the New Line Charactersfield and on the spine label
width you specify in the Break Wi dth field.

If you answer 1, the system will:

1. Break the entire spine label data on its attributes and values:

» Bldg/subloc (Sublocation Code) — optional, see the Include
Sublocation field

e Caoallection (Collection Code)

e Cdl# Prefix — optional, see the Include Prefixes field
— 1st prefix

2nd prefix

3rd prefix
— andsoon

» Cal Number

— Class
— Cutter
— Accession
e Volume\Part# — optional, see the Include Label & Numeration
field
— 1st Label/Description and Numeration
— 2ndLabel/Description and Numeration
— 3rdLabel/Description and Numeration
— andsoon
e Copy Number
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10. New Line
Characters

11. Specify Order

12. Pocket/Card

e Cdl# Suffix — optional, see the Include Suffix field

2. Break the Call Number data. Every character that fits any of the
following four conditions will print on a new line. Break points are
represented by  signsin the examples.

« digit preceded by aletter; for example, “A3” becomes“A*3”
« period followed by aletter; for example, “. A" becomes“”. A”
» letter preceded by a space; for example, “ A’ becomes® "A”

« digit preceded by a space; for example, “ 3" becomes“ 3"

Special strings or single characters within Call Numbers that you want
used as non-printing break characters. Use periods to separate break
strings in this specification. For example, specify | for aline break on
each exclamation mark in the call number. The New Line Characters
will cause breaks regardless of what isin the Sandard Call Number
Breaking and Secify Order fields.

If you do not want the standard line-breaking rules for spinelabels used,
or answer no in the Sandard Call Number Breaking field, then you can
specify custom rulesin thisfield. The available rules are numbered as
follows:

e 1 =hreak onaperiod
e 2 =break on adigit following a letter
» 3 =hreak on aletter or digit following a space

Specify as many of these rules as you need, as many times as necessary,
and specify them in reverse sequence. The system appliesthefirst rule,
starting at the end of the spine label text and checking backwards, then
applies the next rule to the remaining text, and so on until it runs out of
rules or text.

For example, specify 3, 1, 2, 3 to have CAMR PQR057. E5 c. 2 become
CAMRNPQ'2057”. E5”c. 2, but specify 3, 1, 3 to have it become
CAMRMPQRO57/. E5”c. 2.

Answer 0 = spine labels only, 1 = spine and pocket labels, 2 = spine,
pocket, and card labels.
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13. Label Height

14. Pocket Width

15. Pocket Spacing

16. Printer

Page 2

5-18

The information printed on spine labelsislisted in the description of the
Sandard Call Number Breaking field.

Pocket and card |abels have one line each of:
e gpinelabel information

* Author

+ Title

Minimum height of labels; that is, number of lines. Specify a second
number if you want card labels to have a different height than spine and
pocket labels. For example, specify 8, 5 for 8-line spine and pocket
labels but 5-line card |abels.

CAUTION: If aparticular item’s spine label datarequires more lines
than you specify here, the height specification isignored. The system
prints the compl ete spine label, then a blank line, and then the next |abel
(either acard label or the next item’s set of labels).

Width of pocket and card labels (number of characters). Text longer than
thisis truncated.

Enter 1 to print text single-spaced on pocket and card labels, or 2 for
doubl e-spaced text.

Print queue number. If the printer served by the queue can print
diacritics, use aDin front of the number, for example, D7.

NOTE: To permit label printing from a particular terminal, define the
terminal’s port as having an auxiliary printer. See the Utilities Manage-
ment Guide.

Page 2 of thetable is used only for defining Serial Checkin labels,
which can be printed at the time of checkin from the ADVANCE Hold-
ings Client. Be sureto also definefields 1, 2, 3, 5, 6, 7, and 8 on page 1
for these labels — the other page 1 fields have no effect.
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Thislabel information is printed on up to five lines, as determined by the
table fields indicated below:

» Location information line: sublocation (page 1 field 5), call# prefix
(page 1 field 6), call number (page 2 field 4), call# suffix (page 1
field 7), copy number (page 2 field 4)

e Author (page 2 field 2)

» Title(page 2 field 3)

» Enumeration/chronology (page 1 field 8)
» Checkin date (page 2 field 5)

CALL NUMBER SPI NE LABEL

CALL NUMBER SPI NE LABEL CODE : SPI NEPOCKET
——————————————————————————————————————————————————————— ( Page 2 of 2)
*** ONLY USED BY HOLDI NGS CLI ENT ***
Serial Checkin |abel definition

Uses fields 2, 3, 5, 6, 7, 8 fromPage 1
Print serial checkin | abel only (1 = Yes)

I ncl ude Author (1 = Yes)

Include Title (1 = Yes)

Include Call nunmber (1 = Yes)

I ncl ude checkin date (1 = Yes)

Checki n | abel height

SO hWONE

Opti ons:
Backwar d ? help # line Line by line Copy Print Del ete Exi t
. J
1. Print serial checkin Yes (1) to use the label definition for Serial Checkin labels only, or No
label only (0) to use the labe! definition for another type of label only.

2. Include Author Yes/no to include the bibliographic record’s author on Serial Checkin
labels.

3. Include Title Yes/no to include the bibliographic record's title on Serial Checkin
labels.
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4. Include Call number  Yes/no to include the call number and copy number on Serial Checkin
labels.

5. Include checkin date Yes/no to include the issue checkin date on Serial Checkin labels.

6. Checkin label height ~ Vertical spacing: total number of lines per Serial Checkin label.
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Conversion-on-the-Fly

Creating a New Table

The conversion-on-the-fly screen (DCF) defines catal oguing tables that
can be used during express cataloguing.

For each table, the conversion table determines which MARC fields will
be stored in the conversion-on-the-fly template.

Enter the MARC Format Code for the table at the Enter Format Type
field on the DEFINE CONVERSION ON THE FLY SCREEN.

The DEFINE CONVERSION ON THE FLY TAG & SUBFIELDS screen then
displays.

DEFI NE CONVERSI ON ON THE FLY TAG & SUBFI ELDS
Tabl e nane : BK
1) Tag 1 245 4) Display label : Title (no init. articl)
2) Indicator : 10
3) Subfield a
Long tag description : TITLE STATEMENT
Val i d subfiel ds a,b,c,h,n,p
First indicator ;01
Second i ndi cat or : 0123456789
Opti ons:
? =72 help # = # line L =Line by line FI = File
E = Exit
Table Name The table’'s MARC Format Code, specified on the DEFINE CONVERSION

1) Tag

Cataloguing Management Guide (September 2000)
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MARC tag in which the datawill be stored (enter tags such as 001 or 020,
without the preceding zeroes).
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2) Indicator

3) Subfield

4) Display label

Modifying an Existing
Table

5-22

Indicators for the tag. Indicators are assigned automatically from this
table. They will not be entered during express cataloguing. Enter the
indicators without spaces or punctuation.

Enter the subfield of the tag.

The heading which will be displayed during express catal oguing.

File the template.

The DEFINE CONVERSION ON THE FLY SCREEN displays. The heading of
the field just defined is displayed and numbered 1.

To define a second field, use the A. n command (where n is the number
of thefield to add. A copy of the configuration of the field just defined
will be displayed. Modify them as required for the second field. This
second field can be either an additional subfield or acompletely new tag.

FI LE or quit with EXI T.

When atable code is already defined for conversion-on-the-fly, the list
of existing fieldsis displayed.

To modify afield, enter its line number. Modify it as needed.

To delete afield, use the command D. n where nisthe line number of the
field to be deleted.

To add afield, use the command A. n.

To delete atable, use the command Del et e.
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Catal oguing management centres around three areas:

creating the database
maintaining the consistency and coherence of the database

using the database

Management involves the following tasks:

managing the catal oguing processor (using the functions Cata-
loguing Processor [ PCP] , and Catal oguing Processor Control
[CPq)).

managing bibliographic records in the workfile (using functions
Bibliographic Work File Cataloguing [ BWC], Bibliographic
Deleted Records [ BWDR] , Bibliographic Indexing Errors Records
[ BW E] and Bibliographic Discarded Acquisitions Records

[ BWHR] ).

managing authority records in the workfile (using functions
Authority Work File Cataloguing [ AWC] , Authority Deleted
Records[ AWDR] , Authority Indexing Errors Records [ AW E] and
Authority Discarded Acquisitions Records [ AVHR] ).

detecting discrepancies and inconsistencies in the catal ogue. Clean-
up uses Cataloguing Reports ( CCR) , to discover doubles and blind
authorities, and Bibliographic MARC Cataloguing [ BMC] or
Authority MARC Cataloguing [ AMC] ) to merge or delete them.

importing bibliographic and authority records from outside sources
(using functions (Bibliographic Import Sandard MARC [ UBI I ],
Bibliographic Index MARC [ UBI X], and Authority Import
Sandard MARC [ UAI 1], Authority Index MARC [ UAI X] ).
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e exporting records from the database (using Authority & Biblio-
graphic Exporting [ UABE] ).

Some of these tasks require the use of Cataloguing reports (CCR). These
reports are described in conjunction with the task they are used for rather
than in a separate chapter.

Cataloguing This diagram shows the catal oguing functions and their relationship to
Management the database.

On Line Catalogue
(BMC)
MARC Bibliographic Tape

=
> UABE
=

A
UBIX [BMc, BwC, BWDR[BWIE, BWHR, BWDR |

MARC Bibliographic Tape

Bibliographic Work File
(BWC,BWDR,BWIE,BWHR,BWDF)

Authority Database
(AMC)

=

%
=
MARC Authority Tape ’/ K
o ﬂ‘ AMC, AWDR]AWIE, AWHR
ﬂ Y

T

Authority Work File
(AWC, AWDR, AW IE, AW HR)

FIGURE 6.1 ADVANCE Database
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Cataloguing Processor

Eachtimearecord isfiled thereisabrief period during which the screen
isblocked asthe record isindexed. The purpose of the cataloguing proc-
essor isto eliminate this pause by indexing records in a batch while
immediately releasing the screen for use.

When the cataloguing processor is active, filed records are stored in a
temporary areauntil they areindexed. This frees the terminal immedi-
ately allowing work to continue without a pause. The recordsin the
temporary area are then indexed by a phantom processor. The phantom
processor does not require a physical port.

When the catal oguing processor is active, new records or modifications
to existing records are not immediately made in the catalogue after they
arefiled. They will only be visible once the processor indexes them.

Records can be indexed with or without using the catal oguing processor.
The advantage in using the processor isthe increasein response timein
filing catal oguing records. The processor can be activated during periods
of intense cataloguing and de-activated in slower periods.
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Importing Records

6-4

Bibliographic and authority records can be imported into ADVANCE.
The records must be in the same MARC format as the system into which
they are being imported (LCMARC or UNIMARC), and must conform to
the Bibliographic Information Interchange, 1SO standard 2709.

Records can come from a magnetic tape and can be copied into the
computer used by ADVANCE.

Alternatively, records can be loaded from a PC file created from an on-
line network, from diskettes or a CD-ROM. In this case, the records will
have to be transferred to atemporary ADVANCE file using transfer soft-
ware which is not part of the standard ADVANCE system.

There are two steps to importing records:

» Loading the records into ADVANCE (using Bibliographic Import
Sandard MARC [ UBI | ] for hibliographic records and Authority
Import Sandard MARC [ UAI I'] for authority records).

» Indexing the records (using Bibliographic Index MARC [ UBI X] for
bibliographic records and Authority Index MARC [ UAI X] for
authority records).

Loading can be done either from a magnetic tape or afile. Loading
modifies the format of the records from 1SO 2709 to the ADVANCE file
structure. Though the MARC structure is maintained, the datais no
longer stored according to 1SO 2709. (If the records are exported from
ADVANCE at alater date, the records are reformatted to meet 1 SO 2709
as they are exported.)

Onceloading is completed, therecords are stored in atemporary fileand
are not in the catalogue until the second step, indexation, is carried out.

Two sets of parameters affect how the records are indexed in ADVANCE:

e Standard indexation parameters define which tags and subfields are
indexed;

» Indexation parameters for imported records are defined in the
indexing profile.
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Indexing Profiles

Indexing profiles are created using Bibliographic Index MARC ( UBI X)
for bibliographic records and Authority Index MARC ( UAI X) for
authority records.

Many different profiles can be created, but afile of records can be
indexed by only one profile. To make use of different profiles, the
records meant for each profile must be in separate files before loading
takes place.

The indexation profile defines the following:

» theinstitution code for the records to be indexed,

» thefield to which the contents of the 001 tag are to be transferred,
» tagsand subfields to be deleted,

 transaction code to be added to the records,

* duplicate checking criteria,

» what to doif duplicates are found (or not found),

* what to doin case of error.

NOTE: When bibliographic records are indexed, whether they are
imported or created directly in ADVANCE, authority records are created
for authority controlled fields. However, thisis not the same as
importing authority records. There is no duplicate checking of authority
records when bibliographic records are | oaded.
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Record Export

6-6

ADVANCE bibliographic and authority records can be exported. The
procedure consists of reformatting the records to MARC and 1SO 2709,
and copying them to an external media (for example, a tape). Exported
records can be loaded to any library software system that accepts 1SO
2709.

When bibliographic records are exported, a single record is built from
the bibliographic record, the authorities are linked and it is copied.

The export function, Authority & Bibliographic Exporting ( UABE) ,
uses an export profile. The profile can be created before, or at the time of
export.

The export profile defines:

 thefilefrom which the records will be exported

» thetype of recordsto export (bibliographic or authority),
» thefields/tags to delete from exported records,

« theoutput file or tape.

A selection profile, function Exporting Selection Codes ( UAES) , may
also be used. It can be used to select only records that contain certain
data, or records that do not contain certain data.
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The Workfile

The ADVANCE workfiles can be used to store bibliographic and
authority records temporarily.

During catal oguing the workfile stores:

» records being catalogued, which should not be accessible in the
OPAC until they are completed;

» records modified in acquisitions after having been transferred to the
catalogue;

» records deleted from the catalogue by cataloguers.
During loading, the workfile stores:
» approval records that may be used for acquisitions;

e duplicate records found during loading (if the indexing profile is set
for this);

» recordsrejected during loading if the indexing profileis set for this.

In most cases these records can be recovered from the workfile to be
modified and indexed in the catal ogue, but different types of records
may be accessed from different workfiles menus, e.g., deleted records,
discarded acquisitions records, etc.

There is asingle workfile common to all users.

Identifying Records in the Workfile

Each time a catal oguer files arecord to the workfile, an identification
code and workfile prefix must be entered. The system associates an iden-
tification code (usually the cataloguer's user code) with arecord. The
workfile prefix allows the system to put the record in a specific workfile.

For example, the workfile prefix B (bibliographic records workfil€) indi-
cates a hibliographic record accessible through Bibliographic Workfile
Cataloguing (BWC). A isan authority record accessible through Authority
Workfile Cataloguing ( AWC). BE isthe prefix assigned to aloaded
record rejected by the system and accessible through Bibliographic
Workfile Indexing Errors ( BW E).

Once arecord isfiled in the workfile the prefix isinvisible to the user.
Theidentification codeis displayed in the workfile index.
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The parameters for file access can be set to allow each catal oguer to use
only certain identification codes when entering or retrieving workfile
records. Without additional authorization, cataloguers can use only their
own identification codes.

Structure of Records

Blind Authorities

6-8

The datain ADVANCE recordsis actually spread out in severa files,
though thisis not noticeable to the user. Pointers are used to link
elementsin the different files.

For exampl e, authority controlled datain a bibliographic record is stored
in the authority file, not the bibliographic file. Holdings are also stored
in aseparatefile.

When arecord is reconstructed for display, modification, printing or
export, the system uses the pointersto link the data elementsin the
different files.

Workfile records are stored as awhole. They are not linked to authorities
or holdings. A holding record can not be stored in the workfile. A copy
either exists or does not exist, it can never be in process.

A blind authority is not linked to any item or any other authority record.
That is, it:

* isnot linked to any item,
» isnot the related form of another authority,
* hasnorelated forms.

Blind authorities can be headings loaded from an outside source that
have not yet been used or headings that once were used but became
unlinked when the bibliographic records to which they linked were
deleted from the catal ogue.

Established forms and rejected forms of blind authorities are generally
not visible in the OPAC. The exception is non-provisional, topical subject
headings, which are shown even if they are blind headings. Note that all of the
headings can be retrieved during authority cataloguing by using the
search type ALL in authority cataloguing or in hot key searches from the
bibliographic record.
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Conflict Between Established and Rejected Forms

Conflict arisesif the same authority heading is an established form in
one authority record but arejected form in another.

These conflicts should be resolved as soon as possible as they areillog-
ical, ow searching and prevent the creation of See and See Also refer-
ences. These references can only be made towards established forms,
never towards rejected forms. ADVANCE will block any attempt to create
see references to a heading with both established and rejected forms.
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Reports

Reports are an integral part of managing the database. These reports are
found in the function Catal oguing Reports (CCR) of the cataloguing
module.

The reports are grouped in the following submenus:
» Cataloguing Authority

e Cataloguing Authority Statistics

» Cataloguing Bibliographic

e Cataloguing Bibliographic Statistics

Within each submenu atable is presented listing the name of the report,
anumerical code, and the width of the report (80 or 132).

-

Cat al ogui ng Authority
OPT# CODE COL DESCRI PTION
1. 007 80 Listing of authority catal oguing format types by authority tag.
2. 006 132 Listing of authority catal oguing format types by authority tag.
3. 004 80 Listing of authority catal oguing by fornat.
4. 005 132 Listing of authority catal oguing format type by tag desc.
5. 008 80 Workforns for authority catal oguing by format type.
6. 010 80 Listing of authority tag by tag. Input authority format type.
7. 009 132 Listing of authority tag by tag. Input authority format type.
8. 011 132 Listing of authority tags by tag description.
9. 012 80 Listing of authority tags and subfield with description.
10. 014 80 Listing of authority catal oguing edit checks by authority.
11. 123 132 Listing of authority catal oguing edit checks by authority.
12. 013 80 Authority tags with all subfields and descriptions.
13. 016 80 Listing of authority workformtag and default infornation.
14. 015 132 Listing of authority workformtag and default infornation.
15. 016 80 Listing of authority workformtag and default infornation.
Opti ons:
# =# line F = Forward B = Backward E = Exit ? = ? INFO

Select Report

6-10

To produce areport:

1. Enter the line number, and then C to continue.

Cataloguing Management Guide (September 2000)



Reports

2. Depending on the report, you may be prompted to enter parameters.
Generally, < ENTER> provides the largest possible value of the
parameter.

3. Enter aheading that will allow you to identify this printout among
others. It will be printed at the top of the report.

4. Select output or quit.

The system prompts. Quit (X), Print to System Printer
(Y), Display on screen(N)

X No report is produced, returns to Report Description screen.

Y Report is sent to printer. Verify paper width and number of characters
per inch (15 or 17).

N Thereport is displayed on the screen, page by page. <KENTER> to see
the next page. To exit the report before the end, <Ctrl> X (Pick) or Q
(UNIVERSE). To view awide report (132 columns) correctly
on the screen you should change the terminal set-up to 132.

It is worth testing reports by displaying them on the screen before
printing them.
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Importing and Indexing
Records

ADVANCE provides software routines called background processorsto
perform specified system activities automatically in abackground mode,
S0 asto minimize impact on real-time activities: e.g., circulation and
online searching. These background processors include the catal oguing
processor.

The cataloguing processor is used to control updating of the database
(indexing or de-indexing records). It significantly increases the overall
performance of al other processes, and provides additional system
control for tracking the order and speed at which the database is updated.
If there are anumber of activities requiring priority processing (e.g.,
catal ogue searching), the processor creates a queue of the datato be
updated, and processes the datain order.

There are two steps in starting a processor: connection and activation.
Stopping a processor requires de-activation and disconnection.

When aprocessor is connected it is immediately activated. It can be de-
activated which leaves it connected. It can also be disconnected entirely
which de-activates and disconnects it.

Deactivation is used occasionally, for example, to produce a report
manually.
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Connecting and Activating the Cataloguing Processor
Connection and activation takes place in asingle step.

To reach the function from the Main Menu, choose Utilities, then proc-
essors, then connection/disconnection of processors and finally connec-
tion of processors. Or, type UBPM(BACKGROUND PROCESSOR MENU)
directly from the Main Menu.

Enter the number of the processor to connect. The system will automati-
cally return to the menu once the processor is connected and activated.
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De-activating and Activating the Cataloguing Processor

To de-activate the processor without disconnecting it, choose the func-
tion PCPand select Of f processor. Tore-activateit, select On

processor.
DD MW YYYY Geac ADVANCE Library System (#.#) DEFAULT1 AU
HH: MW ADVANCE Devel opnent #. #
CATALOGUI NG BACKGROUND PROCESSOR
Processor status : Active
Processor id(s) : 5959
Nunmber |eft to process .0
Start Tine © 28 SEP 98 11:46
Opti ons:
Redi spl ay ? help Exi t On processor O f processor
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Importing Records

This section describes the procedure for loading and indexing records
into ADVANCE. Thefunctions described here are accessible by choosing
ADVANCE utilities from the Master Menu, then import/export and then
either importing bibliographic records or importing authority records.
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Loading Bibliographic Records

If loading from afile:
Filename

Selection criteria

If loading from a tape:

Loading, Continued

Loading takes place in Bibliographic Import Sandard MARC (UBI I') .

The system will ask if you areloading from atape (T) or afile (F).Fi |l e
assumes the records have already been transferred to an ADVANCE file

using optional transfer software. Tape assumes the tapeiswaiting in the
tape reader.

Enter the name of the records file.

To load the entirefile, type SSELECT FI LENAVE
Go to the Loading, Continued section.

Responses at this point will depend on which database management
system you are using.

Go to the Loading, Continued section.

The following is common to loading from atape or afile:
1. Multiple records per block? (Y/N):

There will be one or many records per block depending on the
supplier of the records. For OCLC records the answer is No, for LC,
Yes.

2. Format includes an interpretation of the Segnent
Control Word (Y/N):

This also depends on the record supplier. Nfor ocLc, Y for LC. If the
response is Y then you must give the length of the segment.

3. Index LC records directly? (Y/N):

Y will index the records immediately after they are loaded. N means
the records will have to be indexed in a separate step using Biblio-
graphic Index MARC Records( UBI X) .

e If you answer Y, the system will prompt:

| ndexi ng type
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4.

Enter the code for the indexation profile you want to use (type
?7? to accessthelist of possible codes).

Test destination file
<ENTER>
e If you answer N, the system will prompt:
Destination file (<ENTER> = B. MARC. NEW

Give the filename into which the records will be loaded. The
default file nameis B.MARC.NEW.

NOTE: the destination file must already exist in ADVANCE.

Do you want to enpty the destination file? (VY/
N)

If you answer Y, the file whose name you just entered will be
emptied. If you answer N, the records you are about to load will be
added to the file. Answer Y only if you are certain the recordsin the
file have already been |oaded.

Conti nue? (Y/'N)

Answer Y to start loading, or N to abandon the process. If you have
made amistake, N will allow you to start again.

The records will then be loaded. Statistics showing the number of
blocks read, the number of records loaded, and the speed of loading
(seconds per record) will be displayed on the screen.

Once loading is completed, the system will ask you to <ENTER>.
NOTE: the statistics will disappear once you <ENTER>.

Cataloguing Management Guide (September 2000)



Importing Records

Errors

If the system cannot load the records:

amessage appears: Error! Tape format or |ength of
segment i ncor r ect . Thismeansthat the information you entered
on the structure of the file or tapeisincorrect. Enter Qto quit. You
will return to the beginning and may start again with the correct
information.

the screens remains blank for along time. Nothing happens. If you
are loading from atape, this means that the system cannot find the
tape. The tape reader may not have been correctly chosen, thetapeis
not in the reader, etc. If you are loading from afile, there are no
recordsin thefile. Correct the problem, re-enter ADVANCE and start
over.
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Indexing Bibliographic Records

Bibliographic records are indexed in Bibliographic Index MARC
Records ( UBI X) . This function allows you to create and manage the
indexation profiles and start loading.

Indexation is done after loading, if the choice was made to not index the
records directly during loading.

/ Convert / Index Loaded Records \
Enter Index Type Code : CI'M Dat abase Code ;. CM
I ndex Type Description: ClMIMPORTI NG | NDEXI NG
Institution of Tape AU Tag/ Sub. Del. Code : *CIMSTRIP
Tag 001 noves to tag 35 Add Hol di ng Code
Add Transacti on Code : Cancel | ed Trans Code:
Local Conversion Subroutine:
Dupl i cate Check CONTROL Nunber : Requi red (1 = Yes)
Dupl i cat e Check LCCN Number : Requi red (1 = Yes)
Dupl i cate Check | SBN Number : Requi red (1 = Yes)
Dupl i cate Check | SSN Nunber : Requi r ed (1 = Yes)
Check # of Characters in the Title if a Match :
Local Duplicate Check Subroutine :
I f MATCH Bi bl i ographic Action : 0 Hol di ng Action
Workfile Code . B Workfile User ID: *PIT*
I f NO MATCH Bi bl i ographic Action : 0
Workfile Code . B Workfile User ID: *PIT*
I f ERROR Bi bl i ographic Action : 1
Local ERROR Subroutine :
Opti ons:
? help Line by line Test Start Del ete File Exi t
- J

Indexing Profile

Index type code

Database Code

Index Type
Description

7-8

An indexing profile is used when loaded records are indexed.

Code for the predefined index profile. If you enter a known code, the
indexing profileis displayed and the cursor is positioned on the option
line. If anon-existent code is entered, the system prompts:

Tabl e not found. Do you wish to create a new entry? (Y/N).

Enter Y to create anew profile.
Enter a database code or enter ?? to see abrowse list.

Free text (43 characters).
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Institution of
Tape

Deletion Code

Tag 001 moves
to Tag

Add Holding
Code

Add Transaction
Code

Cancelled
Transaction
Code

Local
Conversion
Subroutine

Duplicate Check

Code for the Institution where the records will be indexed. Thiswill
become the institution code of the bibliographic records and should be
taken from Holdings Institution Codes ( CHI C) in catal oguing.

These codes list the tags and subfields that should be deleted from the
records before loading. Codes should be taken from Tag/ Subfi el d
Del eti on Codes ( CSMDC) in Cataloguing.

Tag in which the contents of the 001 should be put.

Location code that should be entered in the 049 tag. This affects only
LCMARC cataloguing, and only records that do not already have a 049

tag.

These codes show how the record was entered in the system (OCLC
loading, for example). Codes should be taken from MARC Transaction
Code (MrC).

For use only if the incoming records already have atransaction code that
should be deleted. For example, records imported from another
ADVANCE system.

Enter the name of the local conversion program to be called during
indexation.

The system will test for duplicate records depending on the criterion
entered. You can have no checking done, or have any or al of the
following number checks done:

« supplier control number (e.g. OCLC number), commonly 035 $a $z
« Library of Congress Control Number (LCCN), commonly 010 $a $z
¢ ISBN, commonly 020 $a $z
e ISSN, commonly 022 $a $z

There are two criteriafor each number check: the Duplicate Check...
field and the Required field.

No Duplicate Checking
To have no checking done at all, leave the Duplicate Check and
Required fields next to all the checks blank. Note that no secondary
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checking on titleswill be done in this case (see \erify Titleif Dupli-
cate).

Single Duplicate Check

To have only one check done, enter 1 in the aDuplicate Check field.
For clarity, enter a1 in the check’s Required field (you could also
leave thisfield blank; in either case the system must find a match on
the number).

For all other checks, leave both fields blank.

Consider, for example, 1SBN-only checking. The system will report a
duplicate record if it finds a match between any ISBN in the
incoming record and any 1SBN already indexed for an existing
record. Other numbers, such as LCCN, are ignored.

Multiple Duplicate Checks — One M atch Sufficient

To have more than one check done, enter anumber between 1 and 4
in the check’s Duplicate Check field, and leave the Required field
blank. For other checks, |eave both fields blank.

The number you enter in the Duplicate Check field indicates the
seguence in which the checks are to be done. If you enter 1 for each
check, the system does checks in the displayed sequence: supplier
control number, LCCN, I1SBN, ISSN.

The system does al checks and then selects the “best match” record
as the duplicate record. The best match record is the one which
passes the most checks, for example both LCCN and I1SBN rather than
only ISBN. If there is more than one record tied for the most checks
passed, the system selects the one which passed the checks first —
thisis how the Duplicate Check number you assign (1, 2, 3, 4) can
affect the results.

Consider, for example, LCCN and ISBN checking. The system will
report a duplicate record if it finds a match between an LCCN and/or
ISBN in theincoming record and an LCCN and/or ISBN already
indexed for an existing record.

Multiple Duplicate Checks — All Must Match

For every check that must produce a match, enter a number between
1 and 4 in the Duplicate Check field, and enter 1 in the Required
field.

The system attemptsto do all checks, but will stop earlier if it getsno
matches for one of the checks (and conclude that there is no dupli-
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Check # of Characters
in the Title if a Match

Local Duplicate
Checking Subroutine

If Duplicate

If Match Action

Holdings
Records

cate). If multiple matching records are found, the system selects the
oneit found first as the duplicate — thisis how the Duplicate Check
number you assign (1, 2, 3, 4) can affect the results.

For all other checks, leave both fields blank. These other checks
would never effect the results and would only slow down the process.

Consider, for example, LCCN-required and 1SBN-required checking.
The system will report a duplicate record only if it finds amatch
between an LCCN and I1SBN in theincoming record and an LCCN and
ISBN already indexed for an existing record. If an LCCN isfound but
none of the ISBNs match, the records are not considered duplicates.

Enter a number if theincoming record’s title must match an existing
record'stitle in order for it to be considered a duplicate. Thisisa
secondary check, only done on records reported as duplicates by the
preceding number checking process. The number you specify (“n”)
determines the number of characters to be examined. The system
normalizes the incoming title (capitalizing al letters and reducing
multiple spaces to single spaces), then compares thefirst n characters of
it against the first n characters of the existing title.

Leavethisfield blank if you do not want the titles checked.

If the library uses alocal duplicate checking program, enter its name.

Describe what the system should do if it discovers aduplicate.

If a duplicate bibliographic record is found, then:
0 = Add the record to the catalogue
1= Add the record to the workfile

2 = Replace the corresponding record in the catal ogue with the dupli-
cate.

3 = Same as two, but put the catalogue record in the workfile.
4 = Do not add the duplicate record

If the duplicate records contain copy information, then:
0= Add new or update existing pieces from information in the copy tags.

1= Do not add. Delete the copy tags from the bibliographic record.
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Workfile Prefix

Workfile User ID

Not Duplicate

Workfile Prefix
Workfile User ID

Errors

7-12

2 = Do not add but keep the 049 tag in the bibliographic record (OCLC
records only).

3 = Delete all of the piece records in the catal ogue that do not have
statuses and add pieces from the copy tags to the bibliographic record.

Use B for hibliographic records, A for authority records, and Qfor acqui-
sitions records.

Enter the user identification code of the records from the workfile.

If the record is not a duplicate, then for bibliographic records:
0 = Index in the catalogue
1 = Index in the workfile

2 = Do not index
Use B for hibliographic records and A for authority records.
Enter the user identification code of the records from the workfile.

If the system cannot index arecord, then:
0 = Delete the record
1 = Index the record in the workfile.

The records will be retrievable using the Bibliographic Workfile
Indexing Errors ( BW E) function.
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Starting Indexation

On entering the function Bibliographic Index MARC Records( UBI X) ,
the system will prompt you for the indexation profile. You have the
choice of creating a new profile by entering a new code, or of selecting
an existing profile. To see the complete list of existing codes, enter ??2.

NOTE: It isadvisable to run an indexation test before using a new or
modified indexation profile.

Once the profileis chosen, or created, start indexation with the
command START.

1. Enter the name of the file in which the records were |oaded.
Fil enane to index (<ENTER> = B. MARC. NEW
Index (S)equentialy or (G)et list

Enter Stoindex al the records of thefile. If you have selected a
portion of the records and saved them in a UNIVERSE list, enter G
and the name of the list.

N

3. Starting key (<ENTER> =n)

Enter the key for the first record to index. To index the entirefile,
enter 1. If part of thefile has already been indexed, the key isthat of
the next record to beloaded. Thisiskept in memory and proposed by
default.

4. End key (<ENTER> =n)

Enter the key of the last record to index. By default, thelast record in
thefileis proposed. <ENTER> to accept default.

5. Delete records after indexing? (Y/'N

If Y then therecords will be deleted from the sourcefile after they are
indexed. If N, therecordswill be kept in the origina file. This
means that at the next loading (function), you must answer Y to the
guestionDo you want to enpty the source file?.

6. Create indexation report?

If Y, areport will be created that can be printed using function Bibli-
ographic Index Report Log (RF173). If previous indexation reports
still exist, the system will ask if they should be deleted. Answer Y if
they are no longer needed.

7. Start indexing from<filename>? (Y/'N)
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Y to start indexation. The system will index the records, displaying
statistics every 10 records. At the prompt, EXI T.

N to cancel. At the prompt, EXI T.
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Indexation Test

A test can be carried out before starting an indexation by using the
command Tl .

1. The system will prompt:

Fil ename to i ndex (<ENTER> = B. MARC. NEW

Enter the name of the file in which the records were loaded.
2. Destination test filenane

Enter thefilenamein which therecordswill beindexed. Thisfilecan
be examined by using the editor. Each record will be put in afile with
the original form of the record, the indexed record and possible
duplicates. Thisfile must be created before starting the test.

If no filename is entered, the records will be indexed in the cata-
logue.

The next questionswill be the same asfor areal indexation. See Sarting
Indexation.
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Stopping the Indexation of Bibliographic Records

Occasionaly, it may be necessary to stop an indexation in process. For
exampl e, the indexation may be taking longer than expected and must be
stopped to increase response time. Or, an error in the indexation profile
may be discovered.

Thefunction Bibliographic Stop MARC ( UBI S) will stop theindexation
cleanly and allow it to be restarted at alater date.

You must enter Bibliographic Sop MARC ( UBI S) from another
terminal, not the one on which the indexation was started. The system
will prompt:

1. File being indexed (<ENTER> = B. MARC. NEW
Enter the name of the file which is being indexed.
2. Stop indexation? (Y/'N)

Y to stop indexation, Nto leave thisfunction.
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Indexation Reports

Function Bibliographic Index Report Log (RF173) is used to produce
reports on indexation if the question Cr eat e | ndexati on Report
was answered Y.

This report will allow you to find such cases as records entered in the
workfile as duplicates, records not accepted by the system, etc.

1

Enter function Bibliographic Index Report Log (RF173) and enter C
to start the report.

The system will prompt:
Starting date (DD MM YY)

The report will provide information on the indexation started after
this date.

End date (DD MM YY)
Enter the last date of the period you are interested in.
Print only (1) errors (2) non-errors

Enter 1 for areport on indexation errors. Enter 2 for areport on
correct records. <ENTER> for both.

Print only (1) duplicates (2) non-duplicates

Enter 1 for areport of duplicates only. Enter 2 for areport on single
records only. <ENTER> for both.

Message

By default each record in the report will be followed by a message
indicating what was doneto it. If you enter amessage at this point,
only the records followed by this message will be in the report.
Possible messages are;

+ CATALOGUE

* WORKFILE
» DUPLICATE
» SKIPPED

» REPLACED

* REPLACED IN WORKFILE
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 ADDED TO CATALOGUE
« ADDED TO WORKFILE

6. Enter the heading you want printed at the top of the report.
Headi ng

Enter EXIT, PRI NT and DI SPLAY to view it on the screen.

The system prompts: Quit (X), Print to System Printer
(Y), Display on screen(N)

X No report is produced, returns to Report Description screen.

Y Report is sent to printer. Verify paper width and number of characters
per inch (15 or 17).

N Thereport is displayed on the screen, page by page. <KENTER> to see
the next page. To exit the report before the end, <Ctrl> X (Pick) or Q
(UNIVERSE). To view awide report (132 columns) correctly
on the screen you should change the terminal set-up to 132.
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Importing Authority Records

Authority records are imported in the same way as bibliographic
records. The utilities used are similar to those used for bibliographic

records.:
Authority Import Bibliographic Import
Standard MARC Standard MARC
(VA T) (UBl 1)
Authority Index Bibliographic Index
MARC (UAI X) MARC (UBI X)
Authority Stop Bibliographic Stop
MARC (UAI S) MARC (UBI S)
Authority Index Bibliographic Index

Report Log (RF172)  Report Log (RF173)

Replace B. MARC. NEW with A. MARC. NEWwhen required.

Bibliographic Index MARC Records (UBI X) and Authority Index
MARC Records (UAI X) differ in their profile definitions. The authority
profile uses a second screen to specify the filing actions taken based on
how headings in the imported record match those in the database.

See Authority Loader on page F-1.
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Defininga A selection profile allows export records to be chosen by criteria of
Selection Profile  inclusion or exclusion. The profile is defined in Exporting Selection
Codes ( UAES) and used in the function Authority & Bibliographic

Exporting ( UABE) .

A selection profile is not required to export records. A query language
phrase can al so be used to select recordsfor export. However, a selection
profile allows for a more precise choice and it can be used again and
again.

1. Onentering thefunction Exporting Selection Codes ( UAES) , alist of
codes for existing profilesis displayed. An existing profile can be
retrieved or modified by entering its line number. A new profile can
be created with the command Add |tem
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-

1. Description

I ncl usi ve

2. Must all Inclusive (1 = Yes)
tests be satisfied?
3. Encoding |evels
4. TagsSubfi el dDat a
eg: 910, 970a, 278aN832. 34

Excl usi ve

5. Must all Exclusive (1 = Yes)
tests be satisfied?
6. Encoding |levels
7. TagsSubfi el dDat a :
8. Exclusive has precedence (1 = Yes):

Opti ons:
? help # line

CAT. QUTPUT. SELECTI ON CODES

*** New Record ***

Copy Print Del ete File Exi t

The system will prompt:
Descri ption

Enter profile name

I ncl udi ng?

Areall inclusionsrequired? Enter 1 for yes. In this case the system
will select only those records that contain al the criterialisted in the
field Field/subfiel d/data.

0 for no. Records will be selected if they contain at least one of the
criteria from the field Field/subfield/data.

Encodi ng | evel
Use the standard definition (this field is rarely changed).
Fi el d/ subfi el d/ data

Enter the data that the records must have in specific fields or
subfields, or the fields or subfields that a record must have. The
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format should be asfollows:; field, or field/subfield, or field/subfield/

data.

Example:
710 All records with afield 710.
710/e All records with afield 710, subfield e
710/e/Paris All records with “Paris’ intag 710,

subfield e.

Use commas to separate criteria: 210,500/a,710/e/Paris
6. Excl udi ng

Thefirst prompts are the same as above.
7. Priority for exclusion

1 for yes. Inthis case, and if there areinclusion criteria, the system
will select records based on the exclusion criteria, then apply the
inclusion criteria

2 for no. The records will be selected according to the inclusion
criteria, first, then by exclusion.
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Exporting
The export profile should not be confused with the selection profile. The
selection profileis afilter that may be used to select records for export.
The export profileis required for export and describes the way in which
the records will be exported.
On entering the function Authority & Bibliographic Exporting ( UABE) ,
the system will ask for an export profile code. Enter ?? for alist of
codes of existing profiles. An existing profile can be retrieved by
entering itsline number. A new profile can be created by entering a new
code name (20 characters maximum).
To export records that conform to the USMARC holdings standard, you
must specify the type of holdings you want to export on the Convert/
Output Marc Records screen.
To specify the type of holdings, enter:
» 852intheHoldings Tag field for USMARC standard holdings, or
*  OUTPUT.NONSTANDARD.852 in the Local subroutine field to
export pre-6.7 ADVANCE holdings.
4 I
Convert / Qutput Marc Records
Qut put Type Code . GC.BIB
1) Description : EXPORT BI BLI OGRAPHI C RECORDS
2) Dat abase Code : MAIN
3) Input Location : D
4) Location Detail : B
5) Qutput For mat . O 8) Archive status : 0
6) Qutput Location : F 9) Deletion status :
Qut put Detail M KEC. WORK
7) Local Subroutine:
10) Contents T2 (0 - No holdings, bib only; 1 - Holdings only;
2 - Bib and holdings; 3 - No holdings, bib plus 856 only)
11) Create Tag 001 : 14) Indicator Length : 2
12) Tag Del. Code
13) Local subroutine:
Opti ons:
? help # line Start Del ete File Exi t
. J
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1) Description

2) Database Code

3) Input Location

4) Location Detall

5) Output Format

6) Output Location

7) Local Subroutine

8) Archive status

Text string that displays on screen and in the Convert/Output MARC
Records browse list. Use up to 56 characters including blanks.

Enter a database code or enter ?? to see a browse list. Only records
exported from this database will be added to deleted workfiles. For
example, if you specify MAIN here then Citation database and commu-
nity information records will be lost.

Possible responses are:
D — Database

W — Workfile

F—File

Use File only if the records are already in a database management file.
Enter B for bibliographic records and A for authority records.

U — USMARC (or LC MARC or UNIMARC)
O-0CLC

L —Local ADVANCE. L is used to export records to another ADVANCE
system.

T — export to atape,
F —export to afile.

To use File, the file must aready exist, and you should be prepared to
enter its name.

Useonly if the output isto afile. Be prepared to enter its name.

1 - the export date (UNIVERSE format), and the date and time of crea-
tion, (or last modification) of the exported records will be entered to
attribute 10 of the B.MARC file. This allows exported records to be
retrieved easily.

0 - there will be no difference between exported records and the rest of
the database.
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9) Deletion Status

10) Contents

0

1

2

3
(U)SMARC, (G)eac
format:

U

8-6

Currently not supported. (The system prevents you from entering data
into thisfield.)

Possible values are :
0 — No holdings, bibliographic records only
1—Holdings only
2 — Bibliographic records and holdings
3 —No holdings, bibliographic records
plus 856 (electronic holdings)only
Choose this option to export bibliographic records only (no holdings).

Choose this option to export holdings records only.

Choose this option to export bibliographic and holdings records
together.

Choose this option to export bibliographic records only (no holdings).
The system embeds 856 tags containing el ectronic location and access
information (found in your location copy records) into your biblio-
graphic record during the export. Thisfield has no effect if the Location
Detail field is set to A for authority records.

If you want to export copies (holdings information) linked to biblio-
graphic records, enter either 1 or 2. The system opens a subwindow and
it will be necessary for you to supply the following information.

Format of Hol di ngs | nfornmation
(U SMARC, (G eac MARC : G

Hol di ngs Level 3
Hol di ngs Subl evel :
Enbedded (Y/N) S\

MARC tags to include

Exported holdings records contain only those tags defined in the
USMARC Format for Holdings Data standard (Update No. 2, July
1994).
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Holdings level

Exported holdingsrecords contain all of the tags defined inthe USMARC
Format for Holdings Data standard (Update No. 2, July 1994) plus some
Geac defined tags. Some of the information in the Geac defined tags
includes circulation status, owning location, last received issue and last
date received. See SFINSERT GEAC.MARC.TAGS for alist of Geac
defined tags.

Valid answersare 1, 2, 3, 4, 5 and 6. This definesthe level of specificity
of the holdings statement represented by the holdings record.

The least specific level of holdings. Thislevel requiresthat location data
information is reported. This must include the institution but may also
contain the sublocation, the collection and other location specific infor-
mation. Thislevel isasynopsis or summary of where the holdings exist.
One holdings record is created for each unique combination of location
information. You cannot tell how many copiesareat aparticular location
but you can tell that something is there. When the Holdings Level is set
to 1, the Holdings Sublevel must also be defined.

Detailed display for single-part titles. One holdings record is created for
each copy of thetitle held by the library regardless of location informa-
tion. Thislevel includes a barcode (if any) attached to the copy.

Thislevel isused for multipart and serid titles. It includes copy-specific
summary holdings information but only at the first level of enumeration
or chronology. Gaps are recorded at this level and the determination of
when a gap occurs depends on whether or not any portion of a biblio-
graphic unit is held by the library. For example, if the enumeration for a
titleisrecorded in terms of volumes and issues, a gap isrecognized by a
volumefor which no issues are held. If even oneissue within aparticular
volumeis held, no gap occurs.

Thislevel isused for multipart and seria titles. It includes detailed hol d-
ings information at all levels of enumeration and chronology for each
copy. Gaps are recorded at thislevel and are determined by the absence
of any bibliographic unit at any level of enumeration or chronology. For
example, if v.2:iss.3 isnot held by the library, a gap will be shown
between v.2:iss.2 and v.2:iss.4.

Thislevel isused for multipart and serid titles. It includes detailed hol d-
ings information at all levels of enumeration and chronology for each
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Holdings sublevel

Embedded

MARC tags to include

8-8

copy. Gaps are determined asin level 4. Level 5 also includes piece
designations (barcodes).

Thislevel isused to export PIECES information from your system to
another ADVANCE system.

Valid only if Holdings Level isanswered 1. The holdings sublevel
defines the level of detail of location information required in the level 1
holdings record. Valid answers are 0 through 4.

0 - include only institution information
1 - include only institution and sublocation information
2 - include only institution, sublocation, and collection information

3 - include al location information (i.e., institution, sublocation, collec-
tion, call # prefix, call number, call number suffix, copy number)

If you are exporting asingle-part title and have selected aHoldings level
greater than 2, the program exports alevel 2 record for each holding.

If you are exporting a multipart or serial title and have specified a Hold-
ingslevel of 2, the program exports the equivalent of alevel 1 sublevel 3
record for each unique combination of location information.

Embedded holdings tags are contained in the related USMARC biblio-
graphic record. If the holdings tags are not embedded, there asingle
separate USMARC record (containing only the holdings tags and some
other identification tags) created for each location where the library has
holdings.

Thisisavalid answer only if Include Holdings is set to 2 otherwise
answer N. If the Holdings level is set greater than 2 but not equal to 6,
holdings cannot be embedded in the bibliographic record and you will
not be prompted for thisfield. If the Holdings level is set to 6, thisfield
isautomatically setto Y.

Appliesto holdingsrecords only. Thislist isnot used if holdings records
are embedded. The default list includes 7, 10, 20, 22, 23, 24, 27, 30, 583.
These tags are automatically taken from the bibliographic record and put
into each Holdings record created by the export. To include additional
tags from the bibliographic record in the Holdings record, enter the
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11) Create Tag 001

12) Tag Del Code

13) Local subroutine

14) Indicator Length

tag(s) at this prompt. Separate each tag number with acommaand do not
include leading zeros.

Theinstitution codes for the records to be exported. Enter them sepa-
rated with commas, but without spaces.

If nothing is entered in thisfield the 001 tag will befilled from the Local
Control Number. In addition, tag 001 will contain the original institution
cade of the exported records; and b or ato indicateif the records are
bibliographic or authority records.

Otherwise, enter the tag from which the 001 should be constructed.

Thisfield allows the use of field deletion codes defined in the Tag/
Subfield Deletion Codes (CSMDC) function of cataloguing. The tags
and subfields in this code will be deleted from exported records.

Type ??to consult the list of codes available. Retrieve the code by
entering its line number.

This allows you to use a program written specifically for your library. If
you have a program of this type, enter its name here.

To use a selection profile defined in the function Exporting Selection
Codes (UAES), enter CAT.BIB.OUTPUT.SELECT.

Total length of indicator. LCMARC and UNIMARC always have two.
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Starting Export

8-10

Enter S to start export. Different messages will be displayed depending
on whether you are exporting to tape or file.

1. Exporting to tape

Before starting the export the tape must be in the tape drive. Respond
to the prompts by using the commands that correspond to your data-
base management system. Examples are:

Command to select tape device
Command to attach tape device

Rewind tape drive

. Exporting to file

The system displaysthe filename entered in the Output format of the
export profile. <ENTER> to accept it, or enter another filename.

. The output file will be emptied. Enter Y to continue or N to escape.

These procedures are identical for export to file or tape.

. Aretheses parameters correct? (Y/N/S)

Enter Y to continue, N to enter another filename, or S to stop
completely and return to export menu.

. Enter selection criteria

You may enter a query language phrase to select the records from
B.MARC (bibliographic) or A.MARC (authority) to be exported. For
example:

SELECT B. MARC W TH MAT. CODE= “cni
or

SELECT B.MARC WTH F1= “[cm”

to select all records with am in the leader.

If no query language phrase is entered, the following prompts will
appear. One of these two selection methods must be used. They
cannot be combined.

. Start record nunber

Enter the first bibliographic or authority record number.
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7. End record nunber

Enter the last bibliographic or authority record number. By default,
<ENTER> selects the last record number created.

8. Records selected. Do you want to continue? (Y/N):
Y to continue, N to escape.

9. If the export profile contains CAT.BIB.OUTPUT.SELECT in the
second field of thelocal program, you will be prompted:

Sel ection profile code?:
Enter a code from the function Exporting Selection Codes (UAES).

10. If you answered Y to the question do you want to continue, the
exportation will begin. Statistics will be displayed at the bottom of
the screen. They will give:

» number of records treated
e number of records exported,
e timerequired
* number of errors
* number of blocks
11. Once the export is finished, the prompt:
Do you wi sh to continue? (Y/'N
will appear. Enter Y to do another export. You will return to the

Selection criteria prompt. Enter Nto finish.
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Workfile Management For information on filing and retrieving records in the workfile (func-
tions Bibliographic Workfile Catal oguing [BWC] and Authority Workfile
Catal oguing [AWC]), see Cataloguing User’s Guide.

Managing Records in the Workfile

Several reports are available to display or print the records in the work-
file. They are accessible through the cataloguing function Cataloguing

Reports (CCR) .
Workfile Reports
REPORT DESCRIPTION
076 Lists workfile records by cataloguer — Summary
077 Gives the contents of al bibliographic or authority records
with a specific user’ sidentification code — Detail
078 Workfiles by Current Cataloguer - Detail
079 Listsal records in the workfile — Summary
080 Givesthe contents of all workfile recordsin MARC — Detail

Report 076 should be created at regular intervalsasit is extremely useful
in cleaning up the workfile, for example, to eliminate deleted records.
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Transferring Records
Between the Catalogue
and Workfile

Other Records in the
Workfile

9-2

To avoid duplication of records care must be taken when transferring
records from the workfile to catal ogue and vice versa. The status codes
are described in detail in the Cataloguing User’s Guide.

After retrieving and modifying arecord from the catal ogue, you may use
the code:

e 3 tore-index the new version in the catalogue;

* 1 toindex thenew versionintheworkfile and keep the old oneinthe
catalogue;

» 4 to delete the record from the catal ogue.

Using code 1 can be dangerous. It will create two versions of the same
record, one in the catalogue and one in the workfile. If you then delete

the record from the workfile and index it in the catalogue (code 23), a

duplicate record will be created. The workfile record will not cover the
catalogue record.

A similar situation can arise when aworkfile record is retrieved and
modified. In this case the codes are:

* 1 tore-index therecord in the workfile;
* 2 to delete the record from the workfile;

» 3 toindex the version in the catalogue and keep the old onein the
catalogue;

* 23 to delete the record from the workfile and index it in the cata-
logue.

Using code 3 can lead to duplication of records, if code 23 islater used.

In both casesit isimportant to delete a version of the record. When a
version of arecord isin both the catalogue and the workfile, the LOCA-
TION AND AVAILABILITY OF RECORDS screen will appear whenever
the record isretrieved from the catal ogue or when the record isretrieved
from the workfile, if the catalogue version has been modified in the
meantime. This serves as areminder that the record already existsin two
places and gives you the chance to verify both versions. The two record
numbers are also given to allow you to verify them easily.

Access to records in the workfile depends on how they were put there.
Records put in the workfile by a cataloguer, for example, are accessible
through Bibliographic Workfile Cataloguing (BWC) or Authority Work-
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file Cataloguing ( AWD) .

Other records will have different source

codes, and access to those codes is required to access the records.

Other Workfile Records

Type of Record

BIBLIOGRAPHIC
Access Allowed From:

AUTHORITY
Access Allowed From:

Deleted Deleted Records Workfile Browse Deleted Records Workfile Browse
Delimiter ( BDBD) Delimiter ( ADAD)
Loading error Indexing Errors Workfile Browse Indexing Errors Workfile Browse

Delimiter ( BEBD)

Delimiter ( AEBD)

History records

History Records Workfile Browse
Delimiter ( BJBD)

History Records Workfile Browse
Delimiter ( AHBD)

Discarded Acquisitions
Records

Discarded ACQ Workfile Browse
Delimiter ( BHBD)

Discarded ACQ Workfile Browse
Delimiter ( BHBD)

Searching in these functions is the same as in Bibliographic Workfile
Catal oguing (BWC) or Authority Workfile Cataloguing ( AVC) .

The source code for records modified in Acquisitions after being trans-
ferred from the catalogue is configured in FI SCL. (See Acquisitions

Setup Guide).
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Blind Authorities

Blind provisional authorities (defined by tag 008/33=c) are automati-
cally deleted when the last use of the heading is removed and the provi-
sional authority contains no tags other than 008, 040, or 1XX.

Blind non-provisional topical subject authorities display in the Online
Catalogue.
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Finding Potential Duplicate Authorities

Finding Potential Duplicate Authorities

Using Report 175

Report 175, Authorities with Similar Browse Heading, lists groups of
authorities with headings that normalize identically (whether linked to
bibliographic records or not), largest groups first. The report lists the
heading, Authority control humber, and Dcodes.

This report produces alist of all authority records which may need
correction or merging. Thelist consists of al browse headings, but not
all areauthority controlled. The system does not differentiate established
headings from rejected forms, nor does it differentiate between authori-
ties from different thesauri.

You can print the report and retrieve authorities by record number in the
AMC function. To make the list more manageabl e remove the headings
which are not authority-controlled as indicated by the Dcodes.
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Cleaning up the Database

Occasionaly conflicts may arise in the database, usually caused by rule
changes or mistakes in catal oguing bibliographic or authority records.

In the OPAC if one of these headingsiis retrieved, the system will show
both the records indexed as the established form of the heading, and a
see reference to the records indexed as the conflicting rejected form.

For example, if bike was the established form for three records, and the
rejected form of bicycle for seven records, a search of bike in the OPAC

would lead to:
Titles Subject Headings
1 3 Bike
Bike
2. 7 <SEE> Bicycle

As stated earlier this type of conflict should be resolved. Using report
175, either the rejected form should be removed from an authority to
create two separate authorities, or the two authorities should be merged.

Rejected Forms Linked to Several Established Forms

Verification of Local Locally created authorities can be verified by a cataloguing supervisor.

Authorities To do this, the authority must be easily distinguished and retrievable asa
local authority. This simplest way to do thisisby marking. If an asterisk
space is entered before each local authority the records index normally.

Example: (LCMARC): 650 BB $a* French $x Customs

After verification, the asterisk can be removed.
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Managing Brief Records

Cataloguing Brief
Records

In some cases items are catalogued with brief records to allow them to
be circulated while waiting for full cataloguing recordsto beloaded. It
isimportant to be able to retrieve these records easily so asto be ableto
request the full bibliographic record, and to index them with a specific
index profile.

A brief record can be entered manually with avery simple workform.
For example, you may choose to enter ISBN (including dashes) and a
specific control tag number on your workform.

XXX BB $a Brief record

Tag XXX alowsthe record to be retrieved easily. Its content is unimpor-
tant aslong asit isthere.

In some cases, the item being catalogued will not have an ISBN. Records
with and without 1SBN's could be reported separately.

Replacing Brief Records

Records can be imported to cover the brief records. Follow the proce-
dures described in Importing Records.

For brief records with ISBN, an indexation profile should be used which
includes duplicate checking on ISBN, coversthe ADVANCE record by the
imported record, and links copies to the imported record.

Records without ISBN cannot be covered automatically. Instead the
indexation profile should load the records to the workfile with a specific
identification code. These records should be transferred to the catal ogue
using the function Bibliographic MARC Cataloguing ( BMC) and the
right code. Finally, the brief records will be replaced by using the

Repl ace command in the function BMC.,

A single indexation profile can be used for both 1SBN and non-I1SBN
records by covering duplicate records and putting all othersin the work-
file.

Copies linked to the brief record will automatically be linked to the
imported record when it is covered either automatically or manually.
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Global Change Utility

The Global Change Utility (GBLCNG) on the Cataloguing Utilities Menu
(CuTl) enables you to globally count, report changes, or delete MARC
bibliographic or authority records. The selection criteriayou specify
includes the occurrence of a specified text string in specified MARC
fields/indi cators/subfiel ds/offsets, and can also include specified cata-
loguing dates, cataloguers, institutions, and MARC leader text. Also, in
the case of authorities you may specify OPAC qualifier codes. You may
also select records via arecord range, using a TCL SELECT command,
using aTCL SAVE.LIST, or from searching the OPAC.

If you are changing records, you can replace matching text with new
specified text, remove the old string, remove the old field and/or change
the old field/indicator/subfield coding to new specified data.

You may perform several changes at one time and may perform several
actions in each change. You may also save the operations and selection
criteriain anamed profile record that may be retrieved at alater time.

NOTE: If the global change utility is run while records are locked, the
locked records will not be changed. To ensure all records are changed,
use the global change utility when no one elseis editing the biblio-
graphic or authority records.
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Using Global Change

When the Global Change Utility (GBLCNG) is selected, the system
prompts you for a profile name. Enter the name of the profile you want
to use or type ?? to browse alist of previously defined profiles.

If enter a new profile name, the system prompts:
Tabl e not found. Do you wish to create a new entry? (Y/N)

Answer Y to create a new profile. N returns you to the Enter Global
Change profile: prompt.

/ GLOBAL CHANGE UTI LI TY \
Enter d obal Change profile: SAWMPLE
1. Description : gl obal change sanple record
2. Database : A= Authority
3. Met hod : S=Search the OPAC
4. Selection Criteria :
5. Action Table : (4 actions)
Search String : U S.
Case Sensitive : Y Exact Word : Y Preserve Case : N
Marc Tag : 110 I ndicators :
Subfields : a O fset :
Action : C=Change String to “United States”
Search String : | EEE Synposium
Case Sensitive : Y Exact Word : Y Preserve Case : N
Marc Tag : 110 I ndicators :
Subfields : a O fset :
Action : CT=Change Tag to 111
Opti ons:
? help For war d # line Line by line Start Exi t File Del ete
Print Copy
\ J
1. Description Enter afree format description of the profile.
2. Database Enter B for bibliographic or A for authorities.

You may also specify alist of OPAC index codes. The system will verify
that these are valid INDEX CODES. To see the list of INDEX CODES
select OPAC Indexes (O ) from the ONLINE SEARCH SETUP Menul.
NOTE: INDEX CODES M(Authority) and C (See references) are reserved
by the system and cannot be specified.
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3. Method

4, Selection Criteria

5. Action table

SC

SL

Specifies how you want to retrieve the records.

Sequentially scan the database. You may specify a starting point in the
database by entering the starting and ending Local Control Number
(LCN) separated by a"-". If you do not specify arecord range the system
looks for the last LCN processed by this profile. If thelast LCN can't be
found the system defaults to the lowest LCN for this profile. When the
global change processis run and processing is incomplete, the system
asksyou if you want to save the last LCN processed. If you agree the last
LCN isassigned. NOTE: Thisonly occurs in sequential scan mode.

Search the OPAC. Optionally, you may specify a search command.

Usean existing TCL SAVE.LIST against the specified database. You must
specify the SAVE.LIST to use.

Issue a TCL SELECT statement against the database specified. You may
add parametersto qualify the SELECT statement.

Specify one or more criteriafor the selected records. A separate screen
controls this section. See Criteria Selection Screen on page 10-4.

Specify one or more change requests to be performed against the
selected records. A separate screen controls this section. See Action
Table Screen on page 10-6.
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Criteria Selection Screen

This screen appears when you select Selection Criteria field from the
GLOBAL CHANGE UTILITY screen.

GLOBAL CHANGE UTILITY Selection Criteria
d obal Change profile: SAMPLE
Descri ption . gl obal change sanple record
1. Leader :
2. Cataloguing Date : 1990-1993
3. Cat al oguer :
4. Institution
Opti ons:
? help # line Line by line Del ete Accept Exi t
1. Leader MARC leader text as displayed in the Leader field of the BIBLIO-

2. Cataloguing Date

10-4

GRAPHIC MARC CATALOGUING or the AUTHORITY MARC CATA-
LOGUING screens. The match isdone on only as many charactersasyou
specify (starting from the beginning of the Leader display text). Use an
asterisk (*) asawildcard character. Be careful to use upper and lower
case |etters as appropriate. You may specify multiple strings, separated
by commas. For example, if the individual criteria are cam, *am and
***| | the system matches on any record that contains both elements
such as the leader camli020.

The Cataloguing Date field corresponds to the Last updated field on the
BIBLIOGRAPHIC MARC CATALOGUING or the AUTHORITY MARC
CATALOGUING screens. YYYYMMDD (where YYYY means year, MM
means month, and DD means dat€e). You may also use a hyphen after the
date to mean or following. You may specify multiple dates or date
ranges, separated by commas. Examples:

1993 means 1993

199307 means July 1993

19930730 means July 30, 1993

1991- 1993 means 1991, 1992, or 1993
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3. Cataloguer

4, Institution

- 1992 means up to or including 1992
1992- means 1992 or after

199306- 199307 means June or July, 1993
1991, 1993 means 1991 or 1993

The Cataloguer’s User ID (sometimes called Access Code or User |den-
tification Code), is the value displayed in the Cataloguer field on the
BIBLIOGRAPHIC MARC CATALOGUING or the AUTHORITY MARC
CATALOGUING screens. Be careful to use upper and lower case letters
as appropriate. You may specify multiple User |Ds separated by
commas.

The Ingtitution Code for the institution that owns the record. This could
be the I nstitution Code for which the record was loaded or the I nstitution
Code for the catal oguer who catalogued the record. Be careful to use
upper and lower case letters as appropriate. You may specify multiple
codes, separated by commas. Enter ?? for alist of valid codes.

Cataloguing Management Guide (September 2000) 10-5



Chapter 10: Global Change Utility

Action Table Screen

This screen appears when you select Action Table field from the
GLOBAL CHANGE UTILITY screen.

GLOBAL CHANGE UTILITY Action Table

d obal Change profile: SAMPLE
Descri ption . gl obal change sanple record

Action Table: ( 4 actions )

1. Search String : US.
Case Sensitive : Y Exact Word : Y Preserve Case : N
Marc Tag : 110 I ndicators :
Subfields : a O fset :
Action : C=Change String to “United States”

2. Search String : | EEE Synposium
Case Sensitive : Y Exact Word : Y Preserve Case : N
Marc Tag : 110 I ndicators :
Subfields : a O fset :
Action : CT=Change Tag to 111

Opt i ons:
? help Forward # line Add item Delete # Delete Accept Exi t
. J
1. Search String Enter the text that you want to searched for within selected data. The

string can include letters, numbers, spaces, and punctuation; only the
first 52 characters will be displayed, but up to 252 characters can be
entered. Leading or trailing blanks can be entered. Specify empty fields
by enclosing them in double quotes (). To search for a string in quotes,
such as“A New Dead” enter ""A New Deal "".

To search for a string that spans subfields you must use a blank space to
separate the fields. For example, to search for $aMusic$xTheory you
must specify it as Music Theory.

The search comparisons are against the data only. The system does not
search the MARC field indicators or the leader.

Case Sensitive  Enter Y to match exactly the case of the record with that of the Search
String text. For example, Harper & Row will not match harper & row.
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Enter N to ignore the case of the Search String text when searching for
matches.

Exact Word  Enter Y to ensure that the text in the record will not have al phabetic char-
actersimmediately before or after the Search String text. For example,
Harper & Row will not match Harper & Rowsor Sharper & Row (but
will match Harper & Row;).

Enter N to allow matches regardless of surrounding text. For example,
rap will match Bibliographic.

Preserve Case  Thisfield isonly used if the Case Sensitivefield is answered N, other-
wiseit isignored. Y in this field will maintain the case of the field. For
example, if the Search String is fish and you are changing the string to
chicken and Case Sensitive is N, fish will be replaced by chicken, Fish
will be replaced by Chicken and FISH will be replaced by CHICKEN.

Marc Tag  MARKC field tag, commonly three digits. You may enter an asterisk (*) in
place of adigit, and you may omit leading zeroes. Examples:

150

1** means any 3-digit tag that beginswith a 1, such as 110 or 150.
35 isthe same as 035

** means any 2-digit tag, such as 035

*** means any 3-digit tag, such as 245

Indicators  MARC field indicators. Leave the Indicators field empty to ignore the
contents of theindicators. Enter B to represent the MARC indicator value
blank. Specify each indicator separated by commas. For exampleto only
consider fieldswith indicator 1 as either 1 or 3 and indicator 2 as blank
specify it as 13,2,

Subfields  MARC subfield identifiers, commonly lower case |etters but sometimes
digits. You may specify multiple subfields, separated by commas. Leave
the Subfields field empty to have the system search for the Search String
in al subfields. For example a,c means combine subfieldsaand c to
form the comparison string.

Offset  Offset within the comparison string. Enter either a single value or a
range of values. For example, to search the language field (offset 35) in
the 008 tag you would specify 035- 037.
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Action  Thisfield liststhe actionsthat will be performed if the Search String text
isfound. Each of the current actionsis displayed in turn. If you enter a
carriage return, the action will be retained. If you enter # the action will
be removed. You will be presented with an empty action field after all
the actions have been displayed. This gives you an opportunity to enter
new actions. A carriage return will end the action modifications. If any
action requires additional information, you will be prompted for the
information. Valid actions are:

C Change String

Cs Change subfield coding

CT Changefield coding

Cl Change Indicator coding

DS Delete String

DSB Delete Subfield (and its data)
DF Delete Field

D Delete Record

K Counts the matching records.

For example, the following profile moves the 100 $a datato a 111 $t.

e )

GLOBAL CHANGE UTILITY Action Table

d obal Change profile: MOVETEST
Descri ption : Testing nove exanpl e

Action Table: ( 1 actions )

1. Search String : Larry
Case Sensitive : N Exact Word : N Preserve Case : N
Marc Tag : 100 I ndicators :
Subfields : a O fset :
Action : CT=Change Tag to 111; CS=Change Subfield to t

Opt i ons:
? help #line Add item Delete # Delete Accept Exi t

- J
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Run Time Options

When the profile is executed by selecting the Sart option, the following
screen appears. If you are searching the OPAC or to issuing a a select
statement and you have not provided any additional information, you
will be asked for the data.

-

N

GLOBAL CHANGE UTILITY
Profile Name: SAMPLE
Description: global change sanple record
Enter processing option: R
K - Count only, R - Report only, C- Confirmall changes, N - No Confirmation

These options are available to you:

K — counts the matches

R — reports the changes

C — prompts you to confirm the changes to each record
N — performs the action without intervention.

For all optionsexcept K alist of all changesis provided. When the utility
finishes processing, a summary screen is displayed and you are asked if
you want to print the report.

Cataloguing Management Guide (September 2000) 10-9



Chapter 10: Global Change Utility

Change Prompts For C, the system prompts you to confirm.
GLOBAL CHANGE UTI LI TY - CONFI RVATI ON
Local Control Nunber: 10000741
100 1B $aB\ ACegueri e, Ph.$q(Philippe)
100 1B $aB\ GRegueri e, Ph. $q(Philippe)
Opti ons:
Yes No Quit ? help

10-10

Yes  Accept the changes.
No Do not accept the changes.

Quit  Stop processing.

Cataloguing Management Guide (September 2000)



Using ADVANCE

This appendix provides some general instructions on how to use
ADVANCE:

» the parts of ascreen

e selecting menu items

» selecting screen options

e editingindatafields

» editingin datafield windows.
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The Parts of a Screen

Menu Screens

The ADVANCE screens follow acommon design, asillustrated in the
following sample menu — the ADVANCE MASTER MENU.

Each menu screen typically has:

» thesoftware name (Geac ADVANCE Library System) and
release number (RRRR, e.g. 5. 00), and your library system name
(Your Library Nane), a thetop centre of the screen

* thedate (DD MW YYYY) and time (HH: MM), in the top left corner of
the screen

» theterminal’s Port Code (PPPPPP)and default I nstitution Code
(rrrrnn), inthetop right corner of the screen

* ascreen title (e.g. MASTER MENU), four lines down in the centre of
the screen

« aninformation display or work area, in the middle of the screen

* anoptionsareafor entering amenu option, at the very bottom of the

screen.
DD MW YYYY Geac ADVANCE Library System ( RRRR) PPPPPP 11111
HH: MM Your Library Name
MASTER MENU
1. CAT Cat al ogui ng 4. ACQ Acquisitions
2. CORC drculation 5. SER Serials Control
3. OPAC Online Catal ogue 6. UTIL UWilities

Enter the nunber of your selection and press <ENTER>

7. ON Change User

8. OFF Log O f

or ? followed by <ENTER> for Help :

/
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Non-Menu Screens

Most non-menu screens lack the information shown in the top threelines
of menu screens, and list the options across the bottom of the screen. A
sample ordering screen from Acquisitions is shown below.

The operator’s User 1D (WUUUUU) is shown in the top right corner of

many screens.

ORD - ORDERI NG DATA UuUuUuJ
PO#/ LI NE#: 9200000314/ 0001 VENDCR : PENGUI N ORDER DATE: 02/08/93
REQUEST #: 920123 ORDER TYPE: REGULAR REQST DATE: 02/08/93
LI BRARY uL CONDI TI ON :  OPEN EST DELVRY: 02/22/93
| SBN/ | SSN: 0898598125 LC CARD # : 85029331  RECEI VED
AUTHOR Buss, Arnold H., 1924-
TITLE SOCI AL BEHAVI OR AND PERSONALI TY.
STATUS Rush Order
1. VENDOR : PENGUI N 6. SELECTOR : ACQ 10. UNIT COST: 46. 50
2. PAY TYPE : PAY 7. TOTAL CPY: 6 11. DI SCOUNT% 15. 000
3. TRANSFER : Y 8. PRORITY : RUSH 12. TAX % . 8.000
4. CLM CCDE : DFLT 9. CURRENCY : CDN 13. ADDED CHG 0.00
5. REQUESTOR: C. Smith 14. CONDI TI ON: OPEN
15. VENDOR Pl ease supply ASAP
NOTE
Opti ons: Description of selected option
File # line Line by line Bi bl i ographic Al l ocation Not es St at us
Condi ti ons Serial Publication Vendor inquiry Prior screen ? Help
Exit
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Appendix A: Using ADVANCE

Selecting Menu Items

Menu Item Number

Screen Ildentifiers

The ADVANCE modules are menu-driven. Menu screenswhich list avail-
able sub-menus or functions are offered at the highest levels of the
module. There are two ways to select a menu item.

To select amenu item, you may enter the item’s reference number on the
menu and <ENTER>. For example, to select the Serials Module on the
ADVANCE MAIN MENU, enter the number 5 and <ENTER>; similarly, to
select the Vendor Maintenance Menu on the SERIALS CONTROL MAIN
MENU, enter the number 4 and <ENTER>.

Each menu item also has a short al phabetic name, called a screen identi-
fier. For example, the Publications Pattern Function, an item listed on the
SERIALSCONTROL MAIN MENU, hasthe identifier PUBM You can enter the
identifier instead of the menu item number on this menu.

Furthermore, you do not have to be on the menu that lists the function

when you enter the screen identifier — you can enter the screen identi-
fiers on any menu in the module to go directly to the screen you want,
skipping any intermediate menus.

Cataloguing Management Guide (September 2000)



Selecting Screen Options

Selecting Screen Options

Option Bar

Option Code

Many non-menu screens have alist of options at the bottom. The way
these options are presented depends on whether or not the “ option bar”
feature isturned on for your particular ADVANCE module (e.g. Serials)
or your terminal’s port. (This feature is controlled by the system admin-
istrator at a setup table — see the Utilities Management Guide.)

All sample screens in this guide show option lines with this feature
turned on.

If the “option bar” feature isturned on, the option line will look some-
thing like the following, with one of the options highlighted and a brief
description of it shown on thefirst line.

Options: Get nore information
Check in Hol di ngs d ai ms Order detail Forwar d Backwar d
Prior screen ? help Exit

To select an option:

1. move the highlighted bar in any of three ways:
e pressan arrow key
e pressthe space bar

» typethefirst (capitalized) letter of the option. If more than one
option beginswith the same | etter, typethe |etter asecond timeto
proceed to the second option.

2. and then <ENTER> to execute it.

If the “option bar” feature is turned off, the option line will look some-
thing like the following, with a code (or “command”) shown to the left
of each option.

Options: <ENTER> = scrol |l options

C = Check in H = Hol di ngs CL= C ains O = Oder detail
F = Forward B = Backward P = Prior screen ? =2 help

To select and execute an option, enter the option’s code and <ENTER>.
For example, enter CL and <eNTER> for Claims.
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Appendix A: Using ADVANCE

Scrolling  If the system does not have enough room to list all options at once, you
can <ENTER> to scroll forward in the list. For example, the previous
sample display will change to:

Opti ons: <ENTER> = scroll| options
F = Forward B = Backward P = Prior screen ? =2 help
E = Exit
and then to:
Opti ons: <ENTER> = scroll options
E = Exit
C = Check in H = Hol di ngs CL= d ai nms O = Order detail

and then finally back to the original display.
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Editing in Data Fields

Editing in Data Fields

Single-field Access

Many screens have fields into which you can place the cursor to add or
change data. These fields are usually the numbered fields.

To access a particular field, select the # line option and type the field's
reference number. Afterward, you can leave the field and return to the
option line by <ENTER>.

Line-by-Line, Multi-field Access

Commands

To access all the screen’sfields, one after another, instead select the Line
by line option; this places the cursor in the screen’sfirst field. <ENTER>
takes you to the next field rather than down to the option line.

When you add a new record, the system displays a screen with most or
all of the fields left blank and automatically puts you into line-by-line
entry mode.

The commands you can use to edit text or display help within afield are
described in the following table.

Use the Back Space key and type over existing text, or use the <esc>
commands, when necessary. Be careful about using arrow keysfor this
purpose because they work differently on different types of terminals.

NOTE: Thelibrary might have different commands defined for some
functions, such as <ESC>0O0 rather than <ESC>O for the insert/over-
type mode toggle. If necessary, ask your system manager or Geac
Customer Support, who can check the ADV.DEFINE.CURSOR file.
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Appendix A: Using ADVANCE

Enter

Description

<ENTER>

To leavethe current field asisand proceed, just <ENTER>. In
line-by-line mode, the system places the cursor at the next
field; otherwise, it places the cursor down at the option line.

(blank)

Toleavethecurrent field asisand send the cursor down tothe
option line, even in line-by-line mode, enter ablank at the
beginning of the field and <ENTER>.

To leave the current field asis and go back onefield, typea
period at the beginning of the field and <ENTER>. In line-by-
line mode, the system places the cursor back at the preceding
field; otherwise, it places the cursor down at the option line.

To clear the current field and proceed, type a number sign at
the beginning of thefield and <ENTER>. In line-by-line mode,
the system places the cursor at the next field; otherwise, it
places the cursor down at the option line.

For library-defined help on the field, type a single question
mark at the beginning of the field and <ENTER>.

At fields which take a setup code as the value, you can have
the system display thelist of valid codes. Type two question
marks at the beginning of the field and <ENTER>.

For example, typing ?? in the CHRONOLOGY CODE field of
the PUBM - PUBLICATION PATTERN screen causes the system
to superimpose the CHRONOLOGY CODE - (CHRN) table. If
you wish, you can assign one of the listed Chronology Codes
to thefield by entering the code’ s reference number at this
table before returning to the original screen.

<ESC>A

ErAse character under the cursor (the cursor movesto the | eft).

<ESC>B

Tab Backwards within the field.

<ESC>D

Delete character under the cursor (the cursor does not move).

<ESC>H

Go to the beginning of the field (Home).

<ESC>|

Insert (paste) text from your preceding deletion/capture in the
field.

<ESC>L

Go to the end of thefield.

<ESC>0

Toggle between insert and Overtype modes.
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Editing in Data Fields

Enter Description

<ESC>P For some fields, the system can only show the first line of
information stored in the field. (If there is more text than can
be shown, the system displays aplus sign, +, at the end of the
line.) If the system does not automatically display and allow
you to edit this text when you access the field, use this
command to open an edit window.

See the next section for alist of window editing commands.

<ESC>Q Delete (and capture) text to the beginning of the field.

<ESC>R Restore the field (undo changes).

<ESC>Z Delete (and capture) text to the end of the field.

<ESC> Commands

1. Pressthe keys one after another rather than together. To use
“<esc>E”, for example, press the Escape key, release it, and then
pressthe“E” key.

2. Enter charactersin upper or lower case, as you wish. For example,
<esc>hisequivalent to <esc>H.

For convenience, some libraries have set up function keysto take the
place of the commands listed in the table.
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Editing in Windows

A-10

Thefollowing tablelists the commands required for editing text within a
field window. A window is atemporary workspace for afield in which
you may enter or edit several lines or “pages’ of data and use some
specia editing commands. You may also use the arrow, Tab, and Back
Space keys as usual .

NOTE: Thelibrary might have different commands defined for some
functions, such as <ESC>0QO rather than <ESC>O for the insert/over-

type mode toggle..
Enter Description
<ESC>A erAse character under the cursor (the cursor movesto the | eft)
<ESC>B tab Backwards
<ESC>D Delete character under the cursor (the cursor does not move)
<ESC>E Exit from the window (and save changes)
<ESC>F reFormat the contents of the window
<ESC>H go to the beginning of the line (Home)
<ESC>| Insert (paste) text from your preceding del etion/capture
<ESC>L go to the end of the Line
<ESC>M go to the bottoM of the window
<ESC>0 | toggle between insert and Overtype modes
<ESC>P go to the next Page; oPen awindow
<ESC>Q | delete (and capture) text to the beginning of the line
<ESC>R Restore the line (undo changes)
<ESC>S Split the line into two lines
<ESC>T go to the Top of the window
<ESC>U go Up to the previous page
<ESC>Z delete (and capture) text to the end of the line
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Editing in Windows

<ESC> Commands
1. Pressthe keys one after another rather than together. To use
“<esc>E”, for example, press the Escape key, release it, and then
pressthe“E” key.

2. Enter charactersin upper or lower case, asyou wish. For example,
<esc>hisequivalent to <esc>H.

For convenience, somelibraries set up function keysto take the place of
the commands listed in the table.
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Edit Functions

Edit Function Keys

Key Function

Arrows Move the cursor around a space at atime on tag or subfield.

Tab Movesright, field, indicators and subfield on tag or subfield.

<ENTER> Moves down afield at atime or places cursor at the subfield designation when pressed
at the end of aline of text. |If used on the middle of text line, del etes the remainder of the
line.

Space bar Returns the option line. If you are cataloguing in non-MARC mode, <space bar> on a

<ENTER> numbered field takes you to the next field.

# Deletes atag or subfield as well asits contents.

ESC1 Authority Hot Key (within authority-controlled tag).

ESC 2 Move Tag/Subfield to another part of the record. Cursor must be on atag or subfield.

ESC 3 Copy Tag/Subfield to another part of the record. Cursor must be on atag or subfield.

ESC4 Information toggle. Cursor must be on atag or subfield.

ESC5 Insert Tag/Subfield After. Cursor must be on atag or subfield. If you are cataloguing in
non-MARC mode, the system will insert a copy of the current tag/subfield after the
current tag.

ESC 6 Insert Tag/Subfield Before. Cursor must be on atag or subfield. If you are cataloguing
in non-MARC mode, the system will insert a copy of the current tag/subfield before the
current tag.

ESCA Backspace (delete under cursor). Use in text line or window mode.

Cataloguing Management Guide (September 2000) B-1



Appendix B: Edit Functions

Edit Function Keys (Continued)

Key Function

ESCB Backward tab. Usein text line or window mode.
ESC D Delete character. Use in text line or window mode.
ESCE Exit from window. Use in text line or window mode.
ESCF Reformat window contents. Use in text line or window mode.
ESCH Move to beginning of line. Usein text line or window mode.
ESCI Insert deletion buffer. Usein text line or window mode.
ESC L Move to end of line.
ESCM Move to bottom of window. Usein text line or window mode.
ESCO Insert/overlay toggle. Usein text line or window mode.
ESCP Opens atext editing window (Only works when cursor iswithin a subfield.).
ESCQ Delete to beginning of line. Use in text line or window mode.
ESCS Cut line or split aline within awindow. Use in text line or window mode.
ESCR Restore aline.
ESCT Move to top of window. Usein text line or window mode.
ESC U Move to previous page. Use in text line or window mode.
ESC z Delete to end of line. Usein text line or window mode.

Note: Escape commands are not case sensitive.

Edit Function Keys for Cataloguing in Non-MARC MODE
Key Function
ILE, e Return to option line.
X Explode the current tag/subfield definition to contain all of the subfields defined in the
current workform.
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Edit Functions

Function Key(s) Description

Activate Space Bar Use the space bar to exit from edit mode and display the option lines on

Command the screen.

Mode

Backspace Backspace | Deletesthe character under the cursor, then moves the cursor one char-

or ESCA acter to the left.

Backward Tab | ESC B Moves the cursor one tab position to the left. Use in window mode.

Bottom of ESC M Moves the cursor to bottom of the window. Use in window mode.

Window

Copy ESC3 Allowsthe catal oguer to copy the current tag/subfield to anew locationin
the record (display). The system will prompt for the insertion point, i.e.,
the tag following which the cut tag/subfield will be inserted. If thereis
more than one occurrence of the insertion point, the system will prompt
for the number of the occurrence following which the tag/subfield will be
inserted.
The system also allows you to make multiple copies of atag. Enter the
number of copies after the prompt: How many copi es of this tag?.
The default is 1.

Cursor Home ESCH Moves the cursor to the beginning of theline.

Cursor Move- | Arrow Use the arrow keys to move the cursor around the screen.

ment Keys

Deleteto ESCQ Deletes all characters from the cursor |eft to the beginning of the line.

Beginning of

Line

Delete Char- ESCD Deletes the character at the current cursor position.

acter

Deleteto End ESCZz Deletes all characters from the cursor right to the end of theline.

of Line

Delete Tag/ # Deletes the tag or subfield at the current cursor position.

Subfield

Enter Window | ESCP The window provides a separate area where the datafor afield can be

Mode entered or modified, before being inserted into afield. The cursor must be

at asubfield to invoke window mode.
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Edit Functions (Continued)

Function Key(s) Description

Hot Key ESC1 Allows the cataloguer to search the authority records for a correct entry
for an authority-controlled field.

Information ESC4 Turnsthe display of the tag/subfield information lines on or off. The

Toggle information lines display tag/subfield name, authority information, valid
subfields, or entries.

Insert After ESC5 Allows the catal oguer to insert atag or subfield after another tag or
subfield in arecord. The new tag or subfield isinserted immediately
below the current cursor position. An inserted tag is numbered 000. An
inserted subfield creates ablank line.

InsertDeletion | ESCI Inserts the contents of the deletion buffer at the current cursor position.

Buffer The deletion buffer contains the most recent data deleted using delete to
end of line function. Use in window mode.

Insert Before ESC 6 Allows the cataloguer to insert a tag or subfield before another tag or
subfield in arecord. The new tag or subfield isinserted immediately
above the current cursor position. An inserted tag is numbered 000. An
inserted subfield creates ablank line.

Insert/Overlay | ESC O Changes the edit mode from insert to overstrike and back to insert.

Toggle Allows charactersto be inserted (insert mode) or overwritten (overstrike
mode) in asubfield or in the window.

Move ESC 2 Allows the cataloguer to move the current tag/subfield to a new location
in the record. The system will prompt for the insertion point, i.e, thetag
following which the cut tag/subfield will beinserted. If thereis more than
one occurrence of the insertion point, the system will prompt for the
number of the occurrence following which tag/subfield will be inserted.

Move Cursor ESCL Moves the cursor right to the end of the line.

to End of Line

Page Up ESCU Moves the cursor to the previous page in the window. Use in window
mode.

Reformat ESCF Reformats and redisplays the contents of the window. Use in window

Window mode.

Restore Line ESCR Restores lineto its original contents.

Split Line ESCS Splitsalinein two by placing the right truncated portion on the next line.
Use in window mode.

Tabto Field Tab Movesthe cursor onefield at atime; from tag to indicator to subfield.
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Edit Functions (Continued)

Function Key(s) Description
Top of ESCT Moves the cursor to the top of the window. Use in window mode.
Window
Window Exit ESCE Exits the window mode and writes the data in the window to the current

subfield.
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MARC Diacritics

The ability to catal ogue foreign-language materials requires ADVANCE
to have the capability to include diacritics and special charactersin the
MARC character set.

Diacritics display and printing requires either specific software or hard-
ware to accommaodate the needs of the extended character set. Diacritics
can be displayed by using either:

e LTS software running on a PC, or
» adiacriticsterminal.

For non-diacritics terminals, diacritics are stripped for display. For input
from non-diacritics terminal s, the mnemonic method hasto be used.This
chapter describes how ADVANCE translates these characters, both for
display and infiling.

This chapter also contains tables identifying diacritics by name, by
mnemonic, and by hexadecimal value.
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Appendix C: MARC Diacritics

MARC Character Set

ADVANCE Displays

C-2

The MARC character sets ASCII (ANSI X3.4) and ANSEL (ANSI Z39.47)
include many diacritics (sometimes called accents) and specia charac-
ters to accommodate library cataloguing of foreign-language materials,
both in the national character sets for Roman a phabet-based languages
such as German or Turkish, and in Romanized form for languages such
as Russian or Chinese.

Diacritical marks or diacritics are stored in the MARC format as separate
characters before the letters that they modify. When diacritics appear
both below and above a letter, the normal convention isto place the
mark(s) which appear below the letter first, followed by the mark(s)
which appear above the letter. In some languages which use diacritic
marks very heavily (e.g., Vietnamese), further conventions apply.

These diacritic conventions are used even for portions of some letters
which are not properly diacritical marks at all. For example, thefiisa
separate letter in Spanish. Similar instances of characters which are
taken apart in the MARC character set exist for the Scandinavian alpha-
bets, some Eastern European languages, etc.

In addition to those portions of characters similar to thosein the standard
Roman al phabet which are divided into the standard character and one or
more modifiers, the character set also includes some special characters
such as the Scandinavian @, the Icelandic thorn, Anglo-Saxon Eth (or
Edh), and the patent mark, which are not represented on ordinary
keyboards and cannot be displayed on standard computer terminals.

ADVANCE will transmit full MARC diacritics and special charactersto
terminals capable of displaying them. However, the conventions for
translating special characterswhich are described below are always used
for sorting and filing.

For standard ASCII terminal input and output, two substitution conven-
tions are employed. For cataloguing input and display, the series of
mnemonics discussed below under Cataloguing Display are used to
uniquely describe each diacritic and special character. For online cata-
logue input and display, diacritics are stripped, but special charactersare
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Filing Order

displayed and filed as their closest Roman alphabet equivalents, as
discussed under Online Catalogue Display.

There is no agreed-upon international standard for filing. Even most
Roman al phabet languages have their own variations of the basic Roman
alphabet filing order. Sincelibraries haveto interfile names and titlesin
many different languagesin their catal ogues, anumber of filing schemes
have been developed. Thefiling of browse lists and summary displaysin
ADVANCE ishased on the ALA Filing Rules (Chicago: American Library
Association, 1980) which were designed specifically for automated
library catalogues.

In looking for names or titles with letters not in the English al phabet,
remember that many letters in other Roman al phabets are often broken
up into English letters and diacritics in the MARC format. This means
that they do not file the same way that they would in acataloguefiled in
their own language's al phabet.

Diacritics are ignored in filing, while modified |etters and special char-
actersarefiled astheir closest English equivalents. Thelast table, titled
Online Catal ogue Display, shows all substitutions made by ADVANCE
for filing and online catal ogue display purposes.

After diacritics and special characters have been ignored or converted,
apostrophes (asin L'Enfant) are ignored, punctuation and spaces are
treated as blanks or spaces, and the headings are sorted word by word.

The same normalization performed on diacritics and special characters
for filing also applies to keywords. For example, as the Online Cata-
logue Display table indicates, the only way to retrieve a keyword with an
Anglo-Saxon Eth isto key an English letter d.
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Cataloguing Display

Mnemonic Sequences

Greek Characters

ADVANCE translates diacritics and special characters into unique char-
acter sequencesto allow cataloguers using ASCII terminals to display
them in existing records and add them to new or modified records. In
browse lists and summary displays, the online catal ogue conventions are
used. These conventions are used only for display and input. Filing in
browse lists and summary displays follows the conventions described in
Filing Order, and in Online Catal ogue Display.

Each diacritic and special character display sequence consists of a back-
dash (\) followed by atwo-character mnemonic. For example, the upper-
case digraph A istrandated to \AE for display. Similarly, if acataloguer
keys\AE, the system will trandate it into the internal computer code
(hexadecimal value) for £ when it storesit in the MARC record.

The mnemonic sequences are shown in three different ordersin the
tables at the end of this document, first sorted by mnemonic, second by
name of the diacritic, and third by ASCII/ANSEL hexadecimal value.

The MARC character set supports entry and display of three Greek char-
actersthrough use of an escape sequence. In ADVANCE, keying \GO will
turn the Greek set on, and \GF will turn it off. The Greek characters:
Alpha (o), Beta (3), and Gamma (Y), are represented within the escape
seguence by the lowercase Roman letters: a, b, and c. For example to
enter Alpha, key \GOa\GF. The Greek letters stored in the MARC
records are displayed using the same escape sequences.

Superscripts and Subscripts

Any character in the MARC character set can be entered as a superscript
or subscript by using the proper escape sequence. Keying \SPO and \SPF
will start and end a superscript sequence, while\e*SBO and \e\"*SBF
will start and end a subscript sequence. For example, keying the char-
acter sequence H\eSBO2\eSBFO will produce H,O. The same escape
sequences are used for cataloguing displays.

Modifying Cataloguing Displays

c4

In ADVANCE, alibrary may easily change the mnemonics assigned to
theindividual MARC diacritics and special charactersto reflect any local
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usages. Since the mnemonics are used only for input and output, and the
actual MARC characters are stored in the records, changing the
mnemonics used in cataloguing has no effect on the library's MARC
database.

However, the library should not define new MARC characters if it ever
intendsto share recordswith other libraries, since this could at minimum
require reprocessing at some future date to strip out or convert any non-
standard characters.
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Online Catalogue Display

Diacritics

Special Characters

Greek Characters

The following conventions are used for sorting (filing), display and
search input in ADVANCE online catalogue displays on ASCII terminals.
The sole exception isthe full MARC record display, which uses the cata-
loguing conventions.

Diacritics areignored in sorting and display, and should not be included
in search input. However, if an apostrophe (single quote) or double quote
isinputted in a search string asitself or as a substitution for a diacritic,
the search will succeed since both characters are removed during search
normalization. Thus, searching for O'Henry will find entries sorted as
OHENRY, searching for L'vov will find entries sorted as Lvov, etc. All
punctuation marks other than apostrophes and quotes are treated as
blanks for searching purposes.

Special characters are translated into their closest displayable, sortable,
and searchable equivalents. For example, the Scandinavian @ displays as
O and diagraph letters are displayed as their two-letter equivalents.
Modified letters sort as their unmodified equivalents in browse lists and
summary displays, and are inputted as such for retrieval purposes. The
last table in this document shows the ADVANCE substitutions for special
characters and their impact on filing and search input.

The MARC escape code sequences for Greek characters are stripped
from online catalogue displays, so that Alpha, Beta, and Gammadisplay,
sort, and are inputted for searching aslowercase a, b, and c.

Superscripts and Subscripts

C-6

The escape sequences for superscripts and subscripts are stripped so that
they are displayed, sorted, and searched as normal characters. Thus,
E=MC2will display as E=MC2.
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Cataloguing Display by Mnemonic

M nemonic Diacritic Name Mnemonic Diacritic Name
\(p\M(mi Plus or minus \LL Left Ligature
\AC Acute \LT Left tilde
\AE \(AE uppercase \MA Macron
\ae \(ae lowercase \MF Musical flat
\AG Angstrom \MZ Miagkyi znak
\AL Alif \O/ \(O/ uppercase
\AY Ayn \o/ \(o/ lowercase
\BP British pound \OE \(OE uppercase
\BR Breve \oe \(oe lowercase
\CA Candrabindu \OH O hook uppercase
\CB Circle below letter \oH 0 hook lowercase
\CC Comma centered high \F/ Thorn uppercase
\CF Circumflex \p/ thorn lowercase
\D/ D with crossbar upper \P? Pseudo question mark
\d/ d with crossbar |owercase \PM Patent mark
\DA Double acute \RC Right cedilla
\DB Dot below letter \RH Right hook
\DD Double dot below letter \RL Right ligature
\DM Dot in middle of line \RT Right tilde
\DU Double underscore \SD Superior dot
\ET Eth (or Edh) \Ti Turkish \(ui without dot
\GR Grave \TL Tilde
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Cataloguing Display by Mnemonic (Continued)

M nemonic Diacritic Name Mnemonic Diacritic Name
\HA Hacek \Tz Tverdyi znak
\HC High comma off center \UH U hook uppercase
\L/ L dash uppercase \uH u hook lowercase
\I/ | slash lowercase \UM Umlaut (dieresis)
\LC Left cedilla \UP Upadhmaniya
\LH Left hook \US Underscore
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Cataloguing Display by Name of Diacritic

Mnemonic Diacritic Name Mnemonic Diacritic Name

\AC Acute \LC Left cedilla

\AE \(AE uppercase \LH L eft hook

\ae \(ae lowercase \LL Left ligature

\AL Alif \LT Left tilde

\AG Angstrom \LL Ligature left half

\AY Ayn \RL Ligature right half

\BP British pound \MA Macron

\BR Breve \MF Musical flat

\CA Candrabindu \MZ Miagkyi znak

\LC Cedilla (l€ft) \oV \(O/ slash uppercase

\AG TCircle above letter \oV \(o/ dash lowercase
(Angstrom)

\CB Circle below letter \OE \(OE uppercase

\CF Circumflex \oe \(oe lowercase

\CC Comma centered high \OH O hook uppercase

\HC Comma off center high \oH o0 hook lowercase

\DV TD with crossbar uppercase \PM Patent mark

\aV Td with crossbar lowercase \+— Plus or minus

\UM Dieresis (Umlaut) \LV Polish slash L uppercase

\AE Digraph \(AE uppercase \IV Polish slash | lowercase

\ae Digraph \(ae lowercase \BP Pound (British)

\OE Digraph \(OE uppercase \P? Pseudo question mark

\oe Digraph \(oe lowercase \RC Right cedilla
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Appendix C: MARC Diacritics

Cataloguing Display by Name of Diacritic (Continued)

Mnemonic Diacritic Name Mnemonic Diacritic Name

\DB Dot below letter \RH Right hook

\DM Dot in middle of line \RL Right ligature

\DA Double acute \RT Right tilde

\DD TDouble dot below letter \oV Scandinavian \(O/ uppercase
\LL Double ligature left half \oV/ Scandinavian \(o/ lowercase
\RL Double ligature right half \PM Subscript patent mark

\LT Double tilde left half \SD Superior dot

\RT Double tilde right half \TL Tilde

\DU Double underscore \PV Thorn uppercase

\ET Eth (or Edh) \pV Thorn lowercase

\GR Grave \Ti Turkish \(ui without dot
\HA Hacek \TZ Tverdyi znak

\CC High comma centered \UH U hook uppercase

\HC High comma off center \uH u hook lowercase

\PV Icelandic thorn uppercase \UM Umlaut (dieresis)

\pV Icelandic thorn lowercase \Us Underscore

\LV L dlash uppercase \UP Upadhmaniya

\IV | slash lowercase \IE Inverted exclamation mark
\IQ Inverted question mark \MS Musical sharp

\CM Copyright mark \PC Phonograph record mark
\SI script L \DS Degree sign

\+— plus\minus sign

Because the names used for diacritics vary (e.g., umlaut and dieresis),
many diacritics appear more than once in this table.
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Cataloguing Display by Hexadecimal Value t

Hexadecimal Mnemonic Diacritic Name Hexadecimal Mnemomic Diacritic Name

Value Value

Al \L/ Polish slash L B1 \I/ Polish slash |
uppercase lowercase

A2 \O/ Scandinavian B2 \o/ Scandinavian
\(O/ uppercase \(of lowercase

A3 \D/ TD with B3 \d/ Tdwith crossbar
crossbar upper- lowercase
case

A4 \P/ Icelandic thorn B4 \p/ Icelandic thorn
uppercase lowercase

A5 \AE Digraph \(AE B5 \ae Digraph \(ae
uppercase lowercase

A6 \OE Digraph \(OE B6 \oe Digraph \(oe
uppercase lowercase

A7 \MZ Miagkyi znak B7 \TZ Tverdyi znak

A8 \DM Dotinmiddleof | B8 \Ti Turkish \(ui
line without dot

A9 \MF Musical flat B9 \BP British pound

AA \PM Subscript patent | BA \ET Eth (or Edh)
mark

AB \+— Plus or minus BC \oH 0 hook lower-

case

AC \OH O hook upper- BD \uH u hook lower-
case case

AD \UH U hook upper- Cco \DS Degree sign
case

AE \AL Alif C1 \S| Script L

BO \AY Ayn Cc2 \PC Phonograph

record mark
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Cataloguing Display by Hexadecimal Value T (Continued)

I Mnemomic Diacritic Name IR Mnemomic Diacritic Name
Value Value
Cc2 \PC Phonograph EC \RL Ligature second
record mark half
C3 \CM Copyright mark | ED \HC High comma off
center
c4 \MS Musical sharp EE \DA Double acute
C5 \IQ Inverted ques- EF \CA Candrabindu
tion mark
C6 \IE Inverted excla- FO \LC Cedilla
mation mark
EO \P? Pseudo question | F1 \RH Right hook
E1l \GR Grave F2 \DB Dot below char-
acter
E2 \AC Acute F3 \DD Double dot
below character
E3 \CF Circumflex F4 \CB Circle below
character
E4 \TL Tilde F5 \DU Double under-
score
E5 \MA Macron F6 \Us Underscore
E6 \BR Breve F7 \LH Left hook / tail
E7 \SD Superior dot F8 \RC Right cedilla
E8 \UM Umlaut or dier- F9 \UP Upadhmaniya
esis
E9 \HA Hacek FA \LT Doubletilde
first half
EA \AG Angstrom or FB \RT Doubletilde
circle above second half
EB \LL Ligature first FE \CC High comma
half centered
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t MARC records are encoded using ASCI1 (American Standard Code for
Information Interchange— ANSI X3.4) and ANSEL (American National
Standard for Extended Latin Alphabet Coded Character Set for Biblio-

graphic Use— ANSI z39.47), both established by the American National

Standards I nstitute (ANSI).

In ADVANCE internal storage, Hex FE isrelocated to He 87 because the
Pick operating system uses Hex FE as areserved character. It is recon-
verted back to Hex87 for production of MARC format tapes.

Online Catalogue Display

Specia Character Graphic Substitution Character(s)
\(AE digraph AE Upper or lowercase AE
D with crossbar Upper or lowercase D

O hook (0] Upper or lowercase O
\(OE digraph OE Upper or lowercase OE
Polish slash L L Upper or lower case L
Scandinavian \(O/ (0] Upper or lowercase O
Turkish \(ui (no dot) i Lowercasei

U hook U Upper or lowercase U

Cataloguing Management Guide (September 2000)

The substitutions for characters are used for filing and must be input as

part of search strings.
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Glossary

AACR2

access level

access point

accession
number

account

accounts
receivable

Acquisitions
module

This glossary explains many of the terms you may encounter in the
documentation or while performing system activities.

Words shown in italics are defined elsewhere in the glossary.

Anglo-American Cataloguing Rules, version 2. These are the rules that
form the “bible” of cataloguing procedure as they relate to the construc-
tion of catalogues and other lists.

A number between 0 and 99. The higher the number, the more you are
allowed to do. See also priority level.

An entry point into a catalogue. A heading by which a bibliographic
record may be retrieved.

A number assigned by the library to an individual bibliographic item
when it is added to the library’s collection. In ADVANCE, the accession
number isusually replaced by assigning a barcode to theitem. Barcodes
themselves may congtitute a form of accession number, if they are
sequential.

Accounts are used within the Pick system software. ADVANCE is an
account in SY SPROG.

The Circulation process by which patron fines are paid, created, or
assessed and other financial transactions are performed.

The ADVANCE module used to order and keep track of the purchase of
itemsfor alibrary, both serials and monographs.
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added entry

ALA character
set

application

archive tape

ASCII

attach

authoritative
form

authority control

authority file

authority hot key

D-2

An entry, other than a subject entry and additional to the main entry,
under which abibliographical entity is represented in a catal ogue.

An extended 8-bit ASCII character set defined for MARC records and
adopted by the American Library Association. Of the 256 characters
allowed for by this code, USMARC defines 208.

A software program or set of programs that uses the computer as atool,
as opposed to the software necessary to run the computer.

Tape from a bibliographic utility (OCLC, WLN, RLIN, or UTLAS) which
are released to each library and contain a copy of that library’s records
from the utility’s database. Tapes are produced regularly.

An acronym for “American Standard Code for Information I nter-
change’. A standard 7-hit code representing up to 128 characters. The
Ascll code is used in computer communications.

To connect ajob or terminal to the computer in such away that they can
communicate. Also, to define communications characteristics for a
terminal.

The form of a heading that has been chosen as the standard form to be
used in all bibliographic records.

A way of handling and standardizing bibliographic information using
“see” and “see also” references.

The classic example of a“seereference” is Mark Twain vs. Samuel
Clemens. The library decides which of these names for the same author
will be the “established” form — say, Mark Twain. If userslook for
“Clemens, Samuel”, they will find the reference, “see Twain, Mark”.

“Seealso references’ are generally used in subject searches. A user who
looked under the subject of “Home” might find “see also Family”.

Authority control refersto the sum of thelibrary’s cataloguing decisions
as to which bibliographic elements will be established form headings,
rejected form headings, and related headings.

Records of the correct forms of names, series, or subjects used in the
catalogue. The purpose of the authority fileisto keep entries uniform.

The function key a user can pressto browse and retrieve an authority
heading for the MARC field they are cataloguing.
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backup

barcode

barcode reader

batch

baud rate

bibliographic
item

bibliographic

record

bibliographic

utility

binding entry

An exact copy of aprimary unit that can be used in place of the primary
unit in case the primary unit fails. Usually 'backup’ refersto copies of
ADVANCE software and the library’s data files which are kept on tape. If
the disk versions of these files get damaged, the files can be restored
from the backup versions on tape.

A series of printed lines and spaces representing numbers, letters, or
other symbols. Barcodes are not eye readable. The format of the barcode
varies from one manufacturer to another. Geac equipment can work with
several barcode formats, including ‘ CODABAR'’ and Code 39.

A device for reading barcode |abelsinto a system. Generic term for
‘laser scanner’ or ‘lightpen’.

A collection of commands and input held in an editor file. Similar to a
program, but relatively simple. Batches feed instructionsto the computer
without requiring the presence of an operator. When you execute a
batch, it usually performs several control console commands and may
run several programsin apre-assigned order.

Also simply “baud”. A standard unit, in bits per second, used to express
the data transmission capability of lines, terminals, and interface equip-
ment.

A document or set of documentsin any physical form, published, issued,
or treated as an entity, and as such forming the basis for a single biblio-
graphic description. Contrast with physical volume and copy.

In ADVANCE, the MARC format record that describes one bibliographic
item. For example, if the library owns 10 copies of athree-volume
edition of “War and Peace”, it will describe them in one Bibliographic
Record with 30 items or piecesin the Item File— 10 for each of the
separate volumes.

An online processing centre whose services are based on a machine-
readabl e database of catal ogue records. The main North American utili-
tiesare OCLC, WLN, UTLAS, and RLIN.

An entry in abibliographic record to indicate that an item is physically
bound with one or more other items. Used with books bound together,
AV Kkits, etc.
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bit

blind heading

blind reference

Boolean
searching

boot

borrower
BOT

bug

byte

call number

CAN/MARC

D-4

A binary digit. A datafield that has only two possible values, 0 or 1 —
that is: NO or YES; OFF or ON.

Thisis an authorized heading for which no authors or subjects exist in
the bibliographic database. In general, blind headings do not appear in
the Online Catalogue. Note, however, that blind, non-provisional, topical
subject headings do appear in the Online Catalogue. All blind headings
can be searched for in the Cataloguing module.

Thisis areference to an authorized heading that does not exist in the
bibliographic database. In general, blind references do not appear in the
Online Catalogue. Note, however, that references to blind, non-provi-
sional, topical subject headings do appear in the Online Catalogue.

A searching technique in which search terms are presented to the system
in aparticular manner. These terms are operated on with Boolean logic,
which means the search terms may be separated by the operators AND,
OR, NOT. For example, consider the subject search: COMPUTERS AND
CARS. This search would result in the retrieval of aseries of itemsin
which both COMPUTERS and CARS formed a subject term.

Short for “boot strap”. The operation of loading theinitial elements of
the’ operating system’ into computer memory.

Known as patron.
Reflective marker to identify the beginning of atape.

An error in aprogram or hardware function that causes the function to
work incorrectly.

A character of data, normally represented by 8 bits.

Alphanumeric code used to identify and locate a particular item on the
shelves. Call numbers usually consist of a classification number and
author or cutter number; they may also include an accession number. In
most systems, the call number also classifies the subject material of the
book. Various systems exist - common ones are LC and Dewey.

Canadian version of the MARC format.
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carriage return

Cataloguing
module

cataloguing
source number

charge

checkdigit

checkin

checkout

chronology

Circulation
module

citation
CODABAR

COM

command
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Indicates the use of the ENTER or RETURN key on the keyboard. Opera-
tors use this key to send data to the computer, or to respond to a prompt.
Sometimes abbreviated to “ <CR>".

The ADVANCE module that automates bibliographic and authority
control.

Unique number assigned by the provider of the cataloguing record: e.g.
OCLC, LC.

Known as checkout. A function in the Circulation module: the process
by which alibrary itemislent to a patron. To loan a book to apatron is
to charge it out to the patron.

A calculated digit added to the end of a number used to validate the
correctness of the sequence of digits. Used in barcodes, |SBNs, and so
on.

1) Inthe Circulation module, the process of checking returned itemsin
at the circulation desk. Also known as discharge.

2) Inthe Acquisition and Serials modules, checkin is the process of
receiving an item shipped to the library, and recording the receipt on the
system.

A function in the Circulation module: the process by which alibrary
itemislent to a patron. To loan abook to a patron is to charge it out to
the patron.

Date that identifies an issue of aserial — e.g. “June 1991”".

The ADVANCE module that automates circul ation functions and transac-
tions.

A display of bibliographic information describing a given work.
A 14-digit barcode format that ADVANCE uses.

Acronym for “Computer Output on Microform”. Information is
recorded on microfilm or microfiche instead of paper.

An order telling the system to start, stop, or continue an operation within
afunction. Commands are usually entered by typing a mnemonic code.
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compile

content
designator

control
characters

control console

conversion

copy

copy number

copy set
copy-specific

hold

core

CRT

CSN

cursor

cutter number

D-6

To translate a program from a high-level source language to a machine-
executable form.

The means of identifying data elements and/or of providing additional
information about a data element. Content designators consist of tags,
indicators, and subfield identifiers.

Keyboard letters, numbers, or symbols which are entered while the
<CONTROL> key is held down. They are not normally printable charac-
ters.

A terminal, usually in the computer room, from which the system may
be controlled.

The process of turning machine-readable records in one format into
machine-readabl e records of a different format.

A single piece of adocument; aduplicate; an instance of a serial issue.
See also bibliographic item, physical volume, piece, and copy set.

A number assigned by the library to a copy. The number need not be
unique. Itsusual purposeisto distinguish between different copies of the
sametitle, or different copy sets of the same seridl title.

A duplicate run of issues of aserial; simplistically a“subscription”.

A hold placed on a specific copy. A copy-specific hold may be used, for
example, to capture a particular copy to be sent to the bindery. Contrast
with title-level hold.

Computer memory, usually measured in megabytes: “MB”.

Cathode Ray Tube screen of aterminal. Also known as VDU (visual
display unit).

Catal oguing Source Number.

A small square or line on the terminal screen which tells you where the
next character you type will appear.

Part of the call number used to identify the author for filing purposes.
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database

data
communication

data element

date of last use
Dewey

diacritics

discharge

disk

disk drive
diskette
DOS

download

A pool of data held in computer storage, controlled by a central
authority, and available to any application capable of accessing the
storage. It is designed to meet the requirements for consistent and
current data by many or all of an organization's application systems.

The transmission of data across geographically separated locations.

The smallest unit of information that is explicitly identified in MARC
format. Within avariable field, a data element isidentified by a subfield
identifier. Within the record label, the directory, and a fixed-length
subfield, adata element isidentified by its character positions.

The date of the last transaction associated with a particular record.
Dewey Decimal Classification system, developed by Melvil Dewey.

Also “diacritic characters/marks’. The marks, such as accents, which
appear under or over characters, used to denote a specific sound for a
given character. Sometimes used to refer to non-English al phabetic char-
actersaswell.

Known as checkin. A function in the Circulation module: the process by
which library staff record that a borrowed item has been returned by the
patron.

Also “hard disk”. A magnetic storage medium, like magnetic tape, but in
the form of a platter, similar to a phonograph record.

A data storage device that holds, reads from, and writes to disks.
Also “floppy disk”. Similar to disk, typically used with microcomputers.
Disk Operating System, for a microcomputer.

The data flow from the host computer system down to the microcom-
puter.
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E

edit record

edition

editor

editor file
enumeration
EOF

EOT

established form

FE.

FE.D.

field

D-8

The “edit” records are the temporary, work versions of bibliographic
records, stored in the Work File. Edit records are not shown in the Online
Catalogue.

A new edition of awork, revision. Edition information may modify
some but not al of the bibliographic information for awork. According
to AACR2, a new bibliographic record must be created for a new edition.

A program that enables the user to create, purge, retrieve and update
variable-length record source files.

A file created using the editor.

Numbering that identifies an issue of aserial — e.g. “Vol.3 PL.A”.
The magnetically recorded mark at the end of afile.

The reflective marker at the end of atape attached to the tape surface.

Thisisthe form of a heading that has been chosen as the standard form
that should be used in al hibliographic records. Also known as authori-
tative form.

Stands for “Field Engineer”. Also written “FE”.

Also written “FED”. Field Engineering Division — the Geac department
responsible for maintaining and repairing hardware.

1) A MARC“field” isadefined part of aMARC record used to contain
only a specific category of data. For example, included in the Biblio-
graphic Record isthe Main Entry - Personal Name Field (Tag 100), the
Title Statement Field (Tag 245), and the Local Call Number Field (Tag
090). There are two kinds of MARC fields - variable length and fixed
length. Some people use the word “tag” to refer to aMARC field.

2) An areaon the screen where you can enter data, or where the system
will display information: for example, author, title. Fields often appear
on the screen with a descriptive word beside them. For example, the
author field usually has “AUT:” or “AUTHOR” besideit.
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field separator A control character used at the end of each variable field to separate it
from the next.

file A collection of related records treated as a unit.

A fileisalogical structure which associates a set of items. On a PICK
system, files are organized in a hierarchical structure. There are four
levels of files: the System Dictionary, ausers Master Dictionary, File-
level Dictionaries, and the Data Files. A PICK system can contain any
number of files, which can contain any number of dataitems, limited
only by the size of the disk drive.

file structure  The rules of organization that relate records within afile.

fixed-length field  Also “fixed field” and “control field”. A MARC field of pre-defined
length in a bibliographic record: for example, the Physical Description
Field (Tag 007). Fixed-length fields are made up of one or more fixed-
length data el ements (sometimes called offsets).

fixed-length field  Part of a MARC fixed-length field whose length and contents are pre-
element  defined. For example, thelanguage code (character positions 35t0 37) in
Tag 008.

fixed-length A subfield whose length is invariant, being determined for all occur-
subfield  rences by provisions of thisformat. A fixed-length subfield may be
defined to contain one or more data elements. Fixed-length subfields
may occur in both fixed-length fields (e.g. field 100, subfield ta), and
variable-length fields (e.g. field 200, subfield 1z).

frame  Disk drivestorageisdivided into sections called “frames’. Each frameis
numbered, giving the system direct accessto that particular frame-id or
FID. The physical size of aframe is machine-dependent, and limited
only by the size of the disk drive.

function  In ADVANCE, “function” refersto each of the possible actions available
in the main menus.

For example, in the Circulation module, “function” refersto an opera-
tion available in the online menus: e.g. checkout.

fund  Thelibrary can define amounts of money to be encumbered, spent,
referred to, and reported on through named “funds’ within the Acquisi-
tions module. The term “fund” is used to contrast with external
“accounts’ which are not system-maintained.
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G

GFE

hang

hold

holdings

host

hot key

imprint

index

index entry

index key

indicator

D-10

Group Format Error. A GFE typically indicates that the data may be
corrupted. Normally GFEs are caused by a sudden power failure.

Refers to the situation where the computer does not respond to terminal
activity. Usually the result of somekind of fault, either in the software or
the hardware.

Sometimes called “reservation”. A facility in Circulation referring to the
process by which an item not currently available is reserved for the
patron. It is normally used when all copies are on loan. When theitem
becomes available, the library setsit aside for the requesting patron.

Piece holdings: the physical volumes that the library owns of agiven
work.

Copy holdings: the issues that the library owns of a serial.

Summary holdings statement: a description of the range of copy hold-
ings.

The controlling or main computer in a data network.

See authority hot key.

Publisher name, including date and place of publication.

A list of data arranged in some order (usually a phabetical) using a
special “key” (such as author, title, etc.) which acts as an access point to
the database. Indexes facilitate quick access to alarge body of data.

A word, phrase, or number used to locate an item within a specific index.

The term or phrase from a source record which allows you to search for
that record - for example, “Twilight Zone”, or “Bowie, David”.

A special dataelement in a MARC variable field. Each USMARC vari-
able field must have two one-character indicators.
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intensity

interface

interlibrary loan

invoice

110

ISBD

ISBN

ISO

ISSN

issue

item

job

The brightness of the characters on the screen.

To interconnect devices or systems with different characteristics.
Usually involves converting data suitable for one system into aform
suitable for a second system. The term can be used as a verb or a noun.
It can be applied to a cable or a connector, to adevice that performs a
conversion operation, or to a conceptual boundary.

The arrangement whereby a library system may borrow items from
another library system. Either or both of the two libraries may be Geac
customers. ILL patron privilege classes and material types should be
defined in the Policy Tables.

An accounting document supplied to the library by a vendor, indicating
the character, quantity, price, terms and nature of delivery of goods sold
or services rendered. In the Acquisitions module, staff members will
create a system record for each invoice received.

Abbreviation of “input/output”.

“International Standard Bibliographic Description” — aformat for
describing bibliographic information.

“International Standard Book Number” — an alphanumeric code (with
dashes) assigned by some publishers to their works. The same work
published in different countries will have different 1ISBNs.

Short form for “International Standards Organization”.

International Standard Serial Number. Similar to ISBN, except for
serials.

A publication unit of a serial, usualy identified by unique enumeration
(numbering) and chronology (cover date).

Used variously, in different contexts, to mean bibliographic item, phys-
ical volume, copy, or barcoded piece.

Often used asa synonym for “program”. A unit of work to be done using
the computer. Often accomplished through the use of a batch or
program.
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journal entry

KB

keyword

laser scanner

LC

LCSH

LC Card Number

LC MARC
Records

leader

library system

lightpen
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In the Acquisitions module, atransaction record specifying the transfer
of money into or out of one or more funds.

Short for “kilobyte” — 1024 bytes of memory.

A word which is used as an access point to the bibliographic record.
These words are taken from author, title, and subject, and individually
indexed without regard to order of appearance.

Device for reading barcodes or OCR labels. See also barcode reader.

Short for “Library of Congress’. It refersto the Library of the Congress
of the United States, abody with some of the characteristics of anational
library. Also used to refer to the classification system used by the
Library of Congress.

“Library of Congress Subject Headings’. A subject classification system
for cataloguing.

Sometimes abbreviated to “LCCN”. “Library of Congress Control
Number” — the number assigned to an item by the Library of Congress
production services as a printing control number / inventory number
after an item has been catal ogued.

Records in USMARC format produced by the Library of Congress.

The beginning portion of a MARC record. The leader contains coded
information about a record, including record type, bibliographic level,
and creation date. The information is stored in a fixed-length format.

Also called “library”, or more often, “site”. A purchaser of ADVANCE. A
library system may consist of acentral library, along with its branches
and departments. Alternatively, alibrary system may be a consortium or
co-operative. A library system is composed of one or more “agencies’
which share the same CPU.

The pen-like device attached by a cord to the terminal. It is used to read
barcodes into the system for operations such as registering new patrons
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line

line printer

linking

load

load point

local call number

local copy
number

log
log on

log off

magnetic tape

main entry

Cataloguing Management Guide (September 2000)

to the system, searching quickly and accurately for those already there,
or entering a patron or item during afunction such as CHECKIN,
CHECKOUT, etc.

The transmission medium and equipment for carrying speech and/or
data between separated locations, usually between host computer and
remote terminal.

The printers used to print reports are often called “line printers’, so
named because they print one line at atime. Printing speed for line
printersis given in number of lines per minute: for example, “600 [pm”.

The process of adding holdingsinformation and (in particular) abarcode
number for an item to the item’s bibliographic record.

Also used in the Reserve Book Room to bring together specific courses
with items.

To mount a tape on the tape drive and set it to the load point.

The beginning of the usable portion of atape. The load point occurs
when the tape drive detects a one inch reflector on the tape (the BOT
mark). A tape at load point may be used as soon as the drive goes online.

Known as shelf location.

Known as copy number.

To record events and their time of occurrence.
See sign on.

See sign off.

Storage medium for information. Usually used in conjunction with a
computer system. Typically, the magnetic tape is /2 inch in width, and
comes in various lengths.

In amanual cataloguing system, the primary access point for a biblio-
graphic item. Normally the author but sometimes the title.
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MARC field

MARC format

material type

master record

MD or M/DICT

menu

module

monograph

non-filing

non-filing count

A fixed-length or variable-length field in a MARC format record.

“MAchine Readable Cataloguing” — a standardized communications
format for storing and transferring bibliographic and authority cata-
loguing datarecords on magnetic tape. A MARC record iscomposed of a
leader, adirectory to the fields, fixed length fields, and variable length
files. National librariesissue records for various materialsin their own
versions of MARC: for example, USYMARC, CAN/MARC, UK/MARC.

A category of library materials used in the library. For example, newspa-
pers, adult fiction paperbacks, and video cassettes could all have
different material types. The library usually categorizes its materials
based on its circulation policies (such as loan period) and the statistical
reports desired. Every item is assigned a material type. A two-character
code identified by MARC.

Completed bibliographic records, stored in the main bibliographic file,
or the main record for binding entry records.

“Master Dictionary” — each user account on the system has a Master
Dictionary associated with it. It isstructurally similar to all other fileson
the system. Many things that a user enters at the TcL prompt are
contained in the user’s Master Dictionary: verbs, procs, connectives,
file-names, etc.

A listing of the functions available online that allows a user to choose
and perform a variety of actions. The user selects the action by entering
certain key(s).

An “application” package within the ADVANCE System — examples:
the Circulation module, the Cataloguing module.

Book; contrast with serial.

Words or characters that do not affect sorting. For example, The Joy of
Cookingisfiled under “J’ for “Joy”, not “T” for “The". “The” isanon-
filing word.

A specific number of characters which will be ignored for sorting
purposes. Usually applied to the title of awork, and usually counted
from the first character in the title. For example, The Joy of Cooking,
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normalization

note

notice

OCLC

OCR
offline
offset

online

Online
Catalogue

OPAC

filed under “J" for “ Joy”, would have anon-filing count of “4” (thethree
charactersin “The” plus one space). This count isnormally placed in
one of the indicators of a MARC record.

To improve the matching and filing of index entries, severa “normaliza-
tionrules’ are applied automatically. For example, all letters may be
converted to upper case, and some punctuation marks can be converted
to blanks or stripped.

A type of field or screen display where library staff can enter free text
about a patron or item.

In ADVANCE, “notice” generally refersto an item printed by thelibrary,
but meant to be circulated outside the library, such as a fine notice,
overdue natice, or claim notice (in Acquisitions).

A bibliographic utility, formerly “Ohio College Library Center”, now
“Online Computer Library Center”. Among other services, it providesa
machine-readable database for catal oguing.

Optical Character Recognition or Reader.
Opposite of online.
Another term for fixed-field data elements.

“Onling” has two meanings:
1. Connected directly to and interacting with a computer.

2. A major program used to make computer interaction easier: for
example, the Circulation online.

One of the ADVANCE modules, the Online Catalogue is an online query
system that automates manual catalogue systems for lookup only. It
allowslibrary patronsto search the MARC records database. Patrons can
examine bibliographic records, |ocating items through standard indexes
such as subject, title, author, series, keywords, and bibliographic identi-
fication numbers.

Short for “Online Public Access Catalogue”. The ADVANCE OPAC is
known as the “Online Catalogue’”.
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operating
system

operator
order
oS

(O8]}

parity

parity error

password

password
security

patron

patron agency
patron class

patron record
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Often referred to as“0s”. The set of programs that control the computer
and its processing.

The person using aterminal.
See purchase order.
Short form for operating system.

Stands for “Open System Interconnect.” An international standard
developed by 1SO and used for communication between different types
of computers. The OSI model defines 7 levels for the interconnect.

A system of detecting errors in data transmissions and transfers. By
selectively adding asingle bit to bit patterns, parity causes the bit
patterns to have either an odd number of bits turned On (odd parity), or
an even number of bits turned On (even parity).

Parity errors occur when the bit patterns caused by the system’s’ parity’
setting are incorrect: for example, when the system detectsa“ 0" but
expected a“1”. Parity errorsimply that one portion of the system has
detected a non-recoverable failure by another part of the system.

A code which istyped by an operator to sign on to the system or to a
module. The password determines the operator’s access level.

The type of security in which staff passwords are used. The password
indicates the operator’s access level which, in turn, determines the
commands he or sheis permitted to use.

Refers to the individuals who use the goods and services offered by a
library. Also called “borrower” and “user”.

The location/library where a patron is registered.
Known as “patron privilege class’.

The record that describes a patron. The description includes: name,
barcode number, address, and other patron-rel ated information.
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peripheral

physical volume

PICK

piece

pointer

policies

policy
parameters

policy tables

port

powerfail
recovery

printer
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Also “peripheral device’. In acomputer system, afunctional unit that
makes and/or receives data transfers. The term includes storage devices
(such as tape drives), input devices (such asterminals), and output
devices (such as printers).

All that is contained in one binding, portfolio, etc., whether asoriginally
issued or as bound after issue. A physical volume does not necessarily
coincide with a bibliographic volume, which is characterized by atitle
page and separate pagination. See also piece.

The operating system and database management system used by
ADVANCE.

A barcoded circulation unit, usually corresponding to aphysical volume.
Each barcoded volume of a monographic bibliographic item is a piece.
In ADVANCE, piece control is handled by the Cataloguing module’s
holdings function.

A data element which specifies the record-number of arecord in afile,
orin arelated file.

Each library has certain characteristic ways of handling the way it
conducts business. These are referred to as “policies’. Circulation Setup
policiesinclude loan periods, book limits, material types, renewal limits,
fine amounts, and so on.

Library policies stated explicitly in the form of sets of valuesfor the
Geac-supplied tables, lists of options, and so forth.

The tables completed by alibrary during the installation process. These
define the library policies, contain the decisions regarding library
options, outline the structure of the system and list the various codes
used by the library. Each module has its own set of tables.

An interface that connects one or more devices (e.g., terminals, printers)
to the computer. Each port has a unique number.

The computer’s ability to recover from power failures without losing
data

A peripheral device used to provide hard copies of data.
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priority level

PROC

program

project manager

prompt

publication
pattern

purchase alert

purchase order

R
reboot
recall
recompile
recon
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Refersto a“security level” required to perform afunction. Thereisa
level of security associated with each command, ranging from 0 to 99
(highest = most). Synonymous with access level.

PROC is short for stored procedure. PROC allows the user to pre-store a
complex series of operations which can be invoked by asingle
command. Anything which can be done at the TCL level can be accom-
plished with a PROC.

A sequence of machine-readable instructions that a computer can
execute. When a program is executed, it performs some function or
operation.

The Geac Project Manager is responsible for liaison between Geac and
theindividual customer.

A message from the operating system or an application program.
Prompts appear on the CRT screen, and require a response from the
computer operator.

A seria’s enumeration pattern, chronology pattern, and publication
frequency pattern, used by the Serials module to predict issues.

A warning that additional copies of atitle may be needed. Usually
because all copies are missing or because the “hold ratio” for thisitem
(that is, the number of holds compared to the number of active copies) is
very high.

A record authorizing avendor to deliver materials or services, usually at
aset price, to the library. One or more copies of one or more items can
be covered by asingle purchase order (sometimes abbreviated “ PO”).

To perform a second or subsequent boot.

To require that a book on loan be returned before the expiry of the due
date that was assigned when the charge was made.

To perform a second or subsequent compile of a program.

Retrospective conversion of bibliographic records into machine-read-
ableformat. This process typically occurs when alibrary purchases a
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record

recovery

reel

registration

release

remote

renewal

report

reserve

reserve book
room

reserve recall
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library automation system but still has some bibliographic records that
were never put into machine-readable format.

To make computer processing easier, data items are brought together to
form aunit called a“record”. A group of records makes up a“file”.

The process of returning a system to operable condition following a
failure.

A magnetic tape volume or the tape and the spool on which it iswound.

The process of recording information about individual patrons for the
Circulation system, and especially of assigning barcode numbersto
those patrons. Usually, “patron registration” appliestotheinitial entry of
thisinformation onto the system.

Release refers to a particul ar version of a package of software: for
example, Release 5.0 of ADVANCE.

A term applied to adevice or operation that is geographically-separated
from acomputer but communicates with it.

The process whereby a borrowed item is checked out again to the same
patron, effectively extending the loan period.

A result of processing in which data from various datafields is selected
and presented in a particular way to provide certain pre-defined informa-
tion to the user. The hard copy of thisdatais printed as a“report”.

A “reserve collection” isalso known as “short loan collection”. In
academic libraries, atype of material in high demand that has short loan
periods assigned to it. Reserve is often applied to required course
reading materials, or to new or topical items.

Theterm “reserve” is sometimes used by public libraries to mean hold.

“RBR” isafunction within the Circulation module designed to handle
high-use materials in the reserve collection, often items associated with
acourse. It allows the user to enter instructor and course information,
and links titles with the appropriate courses.

Anitemisrecalled for the Reserve Book Room.
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response time

restore

scanning

security level

“see also”
reference

see reference

serial

Serials module

shelf list

shelf location
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Used in connection with computer systems. The amount of time it takes
for an online system to give data requested of it. It is measured as the
amount of time between the point when a user presses the ENTER or
RETURN key and the point when the first character of response appears
on the screen.

To replace something which has been removed, deleted or damaged.
Restoration is part of recovery, and usually refers to the process of
replacing disk files with the backup copies on tape.

Also “wanding”. The act of drawing the lightpen across a barcode to
read the barcode into the system.

The level assigned to each function, command, and override in order to
restrict its usage. Only those functions and commands having a priority
level at or below the operator’s active access level may be used.

A reference from an established form of aheading to one or morerelated
headings. Also known as a"see also" cross reference.

A reference to the established form of aname from aform which should
not be used as a heading. Also known asa*“‘see’ cross reference”,
“rejected form heading”, or “variant form heading”.

A publication issued in successive parts bearing numerical or chronolog-
ical designations and intended to be continued indefinitely. Thisincludes
periodicals, newspapers, annuals, etc. In ADVANCE, aseria isabiblio-
graphic item (catal ogued in the Cataloguing module) which may also
have a publication pattern and copy set defined in the Serials module. A
serial may also have pieces (barcoded items) assigned to it. Also seethe
definitions of issue, copy, and holdings.

The ADVANCE module that automates serials control — primarily
checkin and issue prediction.

A catalogue of theitemsin alibrary; items are described in the same
order that they are arranged on the shelves.

Also “local call number”. The call number assigned to a specific copy of
anitem.
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sign off

sign on

site

sort

spine label

string

subfield

subfield code

subject headings

surcharge

syndetic
structure

SYSPROG
system backup

system manager
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Also “log off” and “logging off”. To enter the necessary information to
end asession on aterminal. The console command is“ OFF". Compare to
sign on.

Also “log on”, “login”, and “logging on”. To enter the necessary infor-
mation (such as an identification number or password) to begin asession

on aterminal. The console command is entry of avalid account name.
Customer library, usually where the computer is located.

To arrange entities according to some pre-defined criteria, usually alpha-
betic.

Label for the spine of abook, typically with the call number.

Any succession of characters. These can be numbers, letters, blanks, or
other characters. The PICK system treats most data simply as a sequence
of symbols or “string”.

In MARC format, the name for adefined part of thefieldinaMARC vari-
able-length field, such as subfield b.

The one-character code which identifies a MARC subfield: for example,
the“a’ in“ta’.

Authorized terms that describe the contents of a book. Several may
apply to asingle work. One North American standard is LC Subject
Headings.

The charge automatically levied against a patron to cover certain costs,
such as the cost of postage for notices, or ordering and cataloguing a
replacement book.

Thelogical organization of the catalogue, using “ see” and “ see also”
references to interrelate the concepts represented in the catal ogue.

System Programmer. The highest-level account within PICK.
To copy (back up) all the files making up the system.

The library staff member responsible for the systems staff and the
computer.
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T

tag

tag number
tape

tape backup

tape drive

TCL

telecommunica-
tions

terminal

Terminal
Number

title

tracing

track
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The labelling mechanism used by MARC to associate data elements with
their functions. Tags are composed of three digits: for example, “210” is
the tag for the Abbreviated Title Field. Each different tag represents a
different piece of bibliographic information: e.g., personal author,
uniform title. “Tag” is sometimes used to mean MARC field.

A term sometimes used to mean tag.
A magnetic tape reel or cassette, or the tape on the redl or cassette.

The process of making a copy of data files and/or the system software.
Thelibrary uses the backed-up tapes as a security precaution, in casethe
need for a’restore’ arises.

The equipment that holds, reads from, and writes to magnetic tapes.

“Terminal Control Language” processor. TCL isthe primary interface
between end-users and the computer. The state in which the computer
prompt is displayed and is waiting for user input is commonly called
being “at TCL".

The organization and facilities that provide communications service
between usersin geographically separated locations. The term encom-
passes tel ephone, telegraph, radio, and satellite-based systems; unless
otherwise indicated, telephone is usually assumed.

A device used by a person to communicate with the computer.

Each terminal in alibrary system is assigned a unique number.

The name of awork, including any alternatetitle, subtitle, or other asso-
ciated descriptive matter preceding the author, edition, or imprint state-
ment on the title page.

Any record of entries or references that have been made in connection
with the cataloguing of a particular work or publication, or with estab-
lishing a particular heading. Also known as subject headings or added
entries.

A unit of data storage space on disk.
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transaction

UK/MARC
UNIX
upload

UPS

user

US/MARC

variable-length
field

vendor

volume

voucher

wand

wanding
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To read data in one location and write it in another location.

Any checkin, checkout, renewal, or hold.

The United Kingdom version of the MARC format.
A computer operating system developed by Bell Laboratories.
The data flow from the microcomputer up to the host computer system.

“Uninterruptable Power Supply” — essentially a series of batteries that
conditions the power to the computer, and, with the absence of elec-
tricity, provides power to the computer for a period of time (e.g. 30
minutes.)

Same as patron.

The version of the MARC format used in the USA.

Also “variablefield”. A MARC field in a bibliographic record whose
length is not pre-defined: for example, the Title Statement Field (Tag
245). A variablefield is composed of two one-digit indicatorsand one or
more subfields.

A deadler, wholesaler, or other organization supplying books or other
materialsto the library.

Bibliographic element of a series. For example, The Art of Computer
Programming has three volumes. The important point is that volumes
normally share SOME bibliographic elements with each other.

A request for the complete or partial payment of one or more invoices,
usually sent to the library’s financial services department.

Device for reading barcodes. Known as lightpen.

Known as scanning.
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WLN  “Western (formerly "Washington“) Library Network” — abibliographic
utility.

word A unit of data storage: 8, 16, or 32 bits depending on the compuiter.

work file A file where datais temporarily stored before being placed in the data-
base. Used in the Cataloguing module.
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Community Information
Module

The optional add-on Community Information Module (CIM) isinstalled
as a separate database by Geac installers.

CIM database records can be catalogued in MARC or non-MARC mode
as specified in Available OPAC Databases (AODB) on the Utility Menu. In
thisway, the library can control the cataloguing of recordsin the
Community Information database without affecting the catal oguing of
records in the main database.

This appendix discusses how CIM affects the Catal oguing and Online
Catal ogue modules.
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Cataloguing

Defining MARC or non-
MARC Cataloguing

Masking Sensitive
Information

Defining CIM Tags &
Subfields

Editing Non-MARC
Records

Edit Keys

E-2

Select MARC or non-MARC cataloguing from the Available OPAC Data-
bases (AOBD) screen on the Utility Menu.

The library can maintain the confidentiality of sensitive information by
assigning a privilege level to subfields and tags. See Defining MARC
Fieldsin the Set Up Tables chapter.

Recordsthat contain privileged information can be identified by
defining a position in the leader. See Setup for Privileged Information
Flag in this appendix, and Available OPAC Database in the Online Cata-
logue Guide. The leader definition can be updated in CTSE for the
specific format to include the definition of the privileged flag.

See Defining MARC Fields in the Setup Tables chapter.

To determine the CIM menu equivalent to regular cataloguing functions
see Cataloguing in the CIM Database in this appendix.

See Editing a Retrieved Record in Non-MARC Mode in the Bibliographic
Cataloguing chapter in the Cataloguing User’s Guide.

Special edit key functions are available for non-MARC editing. See
Defining MARC Fields in the Setup Tables chapter in this guide or the
Edit Functions appendix in either of the cataloguing guides.
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Setup for Privileged Information Flag

A privilege level can be assigned to tags/subfields that determines
whether or not sensitive or privileged information entered in the speci-
fied tag/subfield will be displayed in the online catalogue or to cata-
loguing staff.

A specific leader character position can be designated as the privileged
record indicator.

The library can identify records that contain privileged information by
defining a position in the leader. The privileged information flag in a
record’'s Leader determines whether the system uses or ignores the tag
and subfield privilege level definitions.

If the Privileged Record field on the MARC FIXED FIELDS screen is set
to 0 or blank, the system concludes that the record does not contain
sensitive information and ignores the privilege level valuesin the biblio-
graphic record. If the Privileged Record field is set to 1, the system
concludes that the record does contain sensitive information and verifies
that the user has the appropriate privilege level before theinformationis
displayed.

Sensitive or privileged information can be entered at the subfield or tag
level in bibliographic records and a privilege level assigned which will
determine whether or not the information will be displayed in the online
catalogue or to cataloguing staff.

1. Select Available OPAC Databases (AOBD) from the Utility Menu.
2. Select the database code record for the CIM database.

Enter the character position in the MARC record Leader that can be
used to denote that the record contains privileged or sensitive infor-
mation. The default system setup uses character position 8 for this
purpose. If the library chooses a value other than 8, the
CAT.LEADER.CONVERSION item in the CF file must also be
changed. Geac recommends that the library chooses character posi-
tion 8 for the Privileged Record flag.
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N

1. Description

2. Internal Database type (1=Main, 2=Citations): 3

3. Code to Access Database

4. Catal ogue in non-MARC (1) or MARC (0)

5. Position of privileged record flag in Leader:
Attribute # for Comrand table :

Opti ons:
? help

# line

OPAC DATABASE CODES

: Comunity Infornation

3=Communi ty | nformation)

© ®r Q

Line by line Print Exi t

J/

3.

In Cataloguing, select CIM Tag & Subfield Descriptions (CTSD).
Update the definitions for tags or tag subfields that may contain priv-
ileged or sensitive information. For example, the library may not
want to display personal address information (tag 270) in the online
catalogue. In the following example, information in the 270 tag will
be displayed only to users with an access level equal to or higher
than 89.
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TAG AND SUBFI ELD VALI DATI ON
Tag : 245
1) Description : Title of event, program
2) Short Label : TIL
Valid Subfields : 6,a,b,c,hn,p
3) Subfield
Descri ption
Short Label
Privilege Level
Subfield Reordering and Conbi nati ons:
4) Privilege Level for Tag: O
Opti ons:
? help # line Del subfield Del ete File Exi t
4. Select CIM Tag & Subfield Edit Checks (CTSE) to update the
Leader definition for the ClI format so that the cataloguer will know
where the Privileged Record flag is.
FI XED FI ELDS
Enter Format Type : Cl.LEADER Length : 19
1) Record Status
2) Type of Record
3) Kind of Data
4) Indicator Count
Options:
? help #line Fieldlength Add # Delete # Backward For war d
Del ete File Exi t Copy

If thereisno existing Privileged Record field, choose the Add # option to
add a definition of the Privileged record flag to the leader definition.Use

the File option to save your changes.
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s

N

1)
2)
3)
4)
5)

6)
7
8)

9)
10)
11)
12)

oot

?

FI XED FI ELDS FORMAT & EDI T CHECKS

Di spl ay | abel : Privileged Record
(L)eader / (T)ag L

Begi nni ng col um : 8

Length of field o1

Def ault character(s) 0

(U)pper / (L)ower case :

Al lowed entry length 1

Required entry length

Code prefix :

Numeric (Y/N) N

Yes/ No answer (Y/N) N

Valid entries :,0,1
ons:

hel p # line Line by line File Exi t

J/

5. Select CIM Cataloguing Workforms (CCW to update the L eader
definition for the catal oguing workforms that the library has set up
for cataloguing Community Information.

NG

DEFI NE CATALOGUI NG WORKFORM
For mat : (¢]
Wor kf or m Nane : EVENT
Tags Entered : 8, 40, 245, 275, 275, 301, 440, 511, 520, 531, 650, 1
1) Marc Tag or (L)eader 1 245
Cccurrence nunber :
Modi fy Fixed Field (Y/'N)
Default Indicators
Subfields Entered
2) Subfield
Qccurrence nunber
Modi fy Fixed Field (Y/'N
Default Data
Valid Subfields
Valid Indicators
Opti ons:
# line File Del et e Fi xed field update Del ete tag. occ
Del ete tag. occ. subfield. occ Copy ? help Exi t

~

J

E-6

Cataloguing Management Guide (September 2000)



Cataloguing

1) Record Status

2) Type of Record

3) Kind of Data

4) Privileged Record
5) Indicator Count

~

FI XED FI ELDS

Enter Format Type : Cl.LEADER . AGENCY Length : 19

-

6) (U)pper / (L)ower case :
7) Allowed entry length 1
8) Required entry length

9) Code prefix

10) Nuneric (Y/'N) N
11) Yes/No answer (Y/N) N
12) Valid entries :,0,1
Opti ons:
? help # line Line by line File Exi t

Opti ons:
? help #1line Fieldlength Add # Delete # Backward For war d
Del ete File Exi t Copy
Choose the Add # option to add a definition for the Privileged record flag
to the leader definition.
FI XED FI ELDS FORVAT & EDI T CHECKS
1) Display |abel : Privileged Record
2) (L)eader / (T)ag L
3) Begi nning col um : 8
4) Length of field 1
5) Default character(s) 0
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Marking Records as Privileged

1. In Cataloguing, choose CIM MARC Cataloguing (CCMC) to create/
edit acommunity information record. Following are samples of the
cataloguing display when the CIM database is defined to

» Cataloguein non-MARC
» Cataloguein MARC

a) Catalogue in non-MARC

4 )

Bl BLI OGRAPHI C MARC CATALOGUI NG

Local Control # : 10004348 Transaction type : Oiginal Entry
Last updated : 25 MAY 1995 Leader : ngn 2
Cat al oguer : Janet Ferguson (AU)
1. General Fixed Field : 950404uuuuuueng
2. Cassification nunb+: 12111
3. Personal nane : Clenente, Celia
4. Address : 570 DuBois Rd.
Gty : It haca
State or province : NY
Postal code : 14850
Tel ephone nunber : (607) 387-5723
5. Description note : TRANSLATION: W11 translate |egal and other
docunent s

6. Bi ographical or his+: EDUCATI ON: BA, Soci ol ogy--New York University.
MS, Social Work--Syracuse University, 1979.

Options:
? help # line Leader Copy cat al ogui ng Overlay workform
It em updat e Li nk Unl i nk Ref or mat Restore Repl ace Mer ge Print
Backwar d For war d File Exit Toggl e node

- J
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b) Catalogue in MARC

/

\_

Bl BLI OGRAPHI C MARC CATALOGUI NG

Local Control # : 10004348 Transaction type : Oiginal Entry
Last updated : 25 MAY 1995 Leader : ngn 2
Cat al oguer : Janet Ferguson (AU)
008 950404uuuuuueng
084 BB a 12111
100 1B a Clenente, Celia
270 BB a 570 DuBoi s Rd.
b Ithaca
c NY
e 14850
k (607) 387-5723
520 BB a TRANSLATION: Wl translate | egal and other docunents
545 BB a EDUCATI ON: BA, Soci ol ogy--New York University. MS, Social
Wor k- - Syracuse University, 1979.
546 BB a Fluent in English and Spani sh
Opti ons:

? help # tag Leader Copy cat al ogui ng Overl ay workform
It em updat e Li nk Unl i nk Ref or mat Restore Repl ace Mer ge
Label | ed di spl ay Print Backwar d For war d File Exi t Toggl e node

J

2. Choose the Leader option to enter a1 in the Privileged Record field
(the record contains privileged or sensitive information).

-

~

MARC FI XED FI ELDS

For mat : C Comunity Information
Local Control Nunber ;10004348

Transaction type : Original Entry

Date record created : 04 APR 1995

Date of last record update : 25 MAY 1995 09: 04: 00

Record Status n
Type of Record q
Kind of Data :n
Privileged Record : 1
I ndi cat or Count 2

aprpwbE

Opti ons:
? help # line Line by line File Exi t
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3.

File the record. Only users with an access level equal to or higher
than 89 will be able to see the address information (tag 270) in this
record. A cataloguer with access level lower than 89 would see the
following:

/

-

Local Control # :
Last updated

Cat al oguer Janet Ferguson (AU)
1. General Fixed Field : 950404uuuuuueng
2. Cassification nunb+: 12111
3. Personal nane : Clenente, Celia
4. Address <Privileged I nformation>
Gty : <Privileged Information>
State or province : <Privileged I nformation>
Postal code : <Privileged Information>
Tel ephone nunber : <Privileged Information>
5. Description note : TRANSLATION: W11 translate |egal and other

6. Bi ographi cal

Opti ons:
? help

# line

It em updat e Li

Backwar d

Forwar d File Exi t Toggl e node

~

Bl BLI OGRAPHI C MARC CATALOGUI NG

10004348 Transaction type : Oiginal Entry
25 MAY 1995 Leader :ngn 21

docunent s
or his+: EDUCATI ON: BA, Soci ol ogy--New York University.
MS, Social Work--Syracuse University, 1979.

Leader Copy cat al ogui ng Overl ay wor kform
nk Unl i nk Ref or mat Restore Repl ace Mer ge Print

E-10
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Cataloguing in the CIM Database

Cataloguing in the CIM database is similar to cataloguing in the Main
database except that the identifiers are different. The CIM database has
separate tag definitions, and workforms from the Main database. Use the
following table to compare CIM identifiers with their main database

equivalents:

Cataloguing and CIM Equivalents

Cataloguing CIM
BCM Bibliographic Cataloguing Menu CCM CIM Cataloguing Menu
BSM Setup Menu CCsM CIM Cataloguing Setup Menu
BTSD Tag & Subfield Edit Descriptions CTSD CIM Tag & Subfield Edit Descrip-
tions
BTSE Tag & Subfield Edit Checks CTSE CIM Tag & Subfield Edit Checks
BCW Cataloguing Workforms ccw CIM Cataloguing Workforms
BWBD Workfile Browse Delimiter CWBD CIM Workfile Browse Delimiter
BDBD Deleted Records Workfile Browse CDBD CIM Deleted Records Workfile
Delimiter Browse Delimiter
BEBD Indexing Errors Workfile Browse CEBD CIM Indexing Errors Workfile
Delimiter Browse Delimiter
BHBD History Records Workfile Browse CHBD CIM History Records Workfile
Delimiter Browse Delimiter
BCWS Cataloguer’s Work Screen CCWS CIM Cataloguer’s Work Screen
BMC MARC Cataoguing cCcMC CIM MARC Cataloguing
BWC Work File Cataloguing cwceC CIM Work File Cataloguing
BAWM Additional Work Files Menu CAWM CIM Additional Work Files Menu
BWDR Deleted Records CWDR CIM Deleted Records
BWIE Indexing Errors CWIE CIM Indexing Errors
BWHR History Records CWHR CIM History Records
ACM Authority Cataloguing Menu CACM CIM Authority Cataloguing Menu
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Cataloguing and CIM Equivalents (Continued)

Cataloguing CIM
ASM Set-Up Menu CASM CIM Set-Up Menu
ATSD Tag & Subfield Descriptions CATSD CIM Tag & Subfield Descriptions
ATSE Tag & Subfield Edit Checks CATSE CIM Tag & Subfield Edit Checks
ACW Cataloguing Workforms CACW CIM Cataloguing Workforms
AWBD Workfile Browse Delimiter CAWBD CIM Workfile Browse Delimiter
ADBD Deleted Records Workfile Browse CADBD CIM Deleted Records Workfile
Delimiter Browse Delimiter
AEBD Indexing Errors Workfile Browse CAEBD CIM Indexing Errors Workfile
Delimiter Browse Delimiter
AHBD History Records Workfile Browse CAHBD CIM History Records Workfile
Delimiter Browse Delimiter
ACWS Cataloguer’s Work Screen CACWS CIM Cataloguer’s Work Screen
AMC MARC Cataoguing CACMC CIM MARC Cataloguing
AWC Workfile Cataloguing CAWC CIM Workfile Cataloguing
AAWM Additional Workfiles Menu CAAWM CIM Additional Workfiles Menu
AWDR Deleted Records CAWDR CIM Deleted Records
AWIE Indexing Errors CAWIE CIM Indexing Errors
AWHR History Records CAWHR CIM History Records
GBLCNG Globa Change Utility CGBLCNG | CIM Global Change Utility
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Online Catalogue

After CIM is Installed Check that the settings for the CIM database in Available OPAC Data-
bases (AODB) are correct for the library. See the Online Search Setup
chapter in the Online Catalogue Guide.

OPAC Setup for Display ~ OPAC setup for the CIM database is similar to that for the Main or Cita-

of Records from the tion databases. There are no setup requirements specific to CIM setup.
CIM Database o ) ) ) o
Use the Privileged Information functionality to mask sensitive informa-

tion from OPAC users. See Cataloguing in this appendix.
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Authority Loader

The authority loader reads incoming records from aload file and
searchesfor the following conditions between each incoming record and
the existing records in the authority database:

* no match

e matchesasingle 1XX

e matchesasingle 4XX

e matches multiple 4XXs
* near matches

You can pre-define what happens for each match condition by specifying
in the loader profile (UAI X) what filing action will be taken.

If an incoming record’s 1XX or 5XX matches more than one 1XX, or
matches a 1X X and one or more 4XXs, this error iswritten to the errors
workfile (AW E).

This appendix covers:

» Profile Setup

» Using the Authority Loader
e Error Checking

Three example profiles and sampl e results are provided.
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Profile Setup

The authority loader profile allows you to specify duplicate checking,
thelocal programsthat will be run, and the types of authority matchesto
be made.

Use the Authority Importing Menu (UAI M in the Utilities module to
access the profile setup tables.

DD MW YYYY
HH: MM

Enter the nunber of your selection and press <ENTER>

Geac ADVANCE Library System (#. ##) PPPPPP I 11111
Your Library Name

AUTHORI TY | MPORTI NG MENU

1. UAII I nport Standard MARC
2. UAIX I ndex MARC Records
3. UAIS St op MARC | ndexi ng

4. RF172 I ndex Report Log

or ? followed by <ENTER> for Help.
Press <ENTER> to return to previous |evel :

F-2

The profile defines:

+ theinstitution code for the records to be indexed

+ thefield where the contents of the 001 field are to be transferred
+ fieldsand subfields to be deleted

* transaction code to be added to the records

» duplicate checking criteria

» types of authority searchesto be done

Select Index MARC Records (UAI X) from the Authority Importing
Menu to display the Authority L oader Screen Definition screen.
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-

AUTHORI TY LOADER SCREEN DEFI NI TI ON MASTER
Number of records : 34
Code Description of Code
1. AB1 1xx (1) 4xx(1l) 5xx(1l) definitions
2. AB111 Ixx(MR C/ T, W Axx(W 5xx(W
3. AB112 Ixx(MR O T, W Axx(W 5xx(Fl; W
4. AB125 Ixx(MR O T, W 4xx(Fl) 5xx( FD; FD)
5. AB2 1xx (1) 4xx(1l) 5xx(2) definitions
Opti ons:
#1line Add item Forward Backwar d ? help Exi t
Select # line to display aprofile or Add item to create a new profile defi-
nition.
Convert / |ndex Loaded Authority MARC Records
Authority profile ID : ABl1
1. Index Type Description: 1xx (1) 4xx(1l) 5xx(1) definitions
2. Institution of Tape . AU
3. Tag 001 noves to tag : 35
4. Tag/ Sub. Del. Code
5. Add Transaction Code
6. Cancelled Trans Code
7. Duplicate Check CONTROL Nunber : 8. Required (1 = Yes)
9. Duplicate Check LCCN Number : 10. Required (1 = Yes)
11. Duplicate Check | SBN Nunmber : 12. Required (1 = Yes)
13. Duplicate Check | SSN Nunber : 14. Required (1 = Yes)
15. Local Conversion Subroutine
16. Local Duplicate Subroutine
17. Local Error Check Subroutine
18. Merge Met hod
Opti ons:
? help Line by line # line Mat ch conditions Test Start Del ete

File Print Copy Exit

1. Index Type Descriptive field only.
Description
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2. Institution of Tape

3. Tag 001 moves to tag

4. Tag/Sub. Del. Code

5. Add Transaction
Code

6. Cancelled Trans
Code

Duplicate Checking

F-4

Codefor theinstitution where the records will be indexed. This becomes
the institution code of the authority records. Specify avalid code from
the Holdings Institution Codes table (CHI C) in Cataloguing.

Field where the contents of the incoming 001 should be put.

Indicates the fields and subfields that should be deleted from the records
before loading. Specify avalid code from the Tag/Subfield Deletion
Codes table (CSMDC) in Cataloguing.

Indicates how the record was entered into the system (for example,
OCLC). Specify avalid code from the MARC Transaction Code table
(MrQ).

Used only if the incoming records already have a transaction code that
should be deleted. For example, records imported from another
ADVANCE system.

The system checks for duplicate records according to the criterion
entered. You can choose no checking by leaving all fields blank or you
can supply some or all of the following information. There are two
criteriafor each number check: the Duplicate Check ... field and the
Required field.

Usefields 7 to 14 to set up duplicate checks on the key fields of the
incoming record.

Fields 7, 9, 11, and 13 can have avalue in the range 1 through 4 to indi-
cate the order in which you want to check these fields, where 1 isthe
highest priority and 4 the lowest. For example, if youwant to doan ISSN
check before the LCCN check and ignore both the CONTROL number
and ISBN checks, you would leavefields 7 and 11 blank, put alinfield
13anda2infield 9. Leaving any of thefields 7, 9, 11, or 13 blank cause
that duplicate check to be skipped.

Fields 8, 10, 12, and 14 can have the value O or 1 to indicate whether the
loader record must contain one of these numeric fields.

Cataloguing Management Guide (September 2000)



Profile Setup

7. Duplicate Check
CONTROL Number

8. Required
1
0 or blank
9. Duplicate Check
LCCN Number
10. Required
1
0 or blank
11. Duplicate Check
ISBN Number
12. Required
1
0 or blank
13. Duplicate Check
ISSN Number
14. Required
1
0 or blank

15. Local Conversion
Subroutine

16. Local Duplicate
Subroutine

Enter apriority rating from 1 to 4, or <Enter> to skip duplicate checking
on thisfield. (The supplier control number, such asan OCLC number, is
commonly defined in the MARC field 035 $a $z.)

Required

Not required.

Enter apriority rating from 1 to 4, or <Enter> to skip duplicate checking
on thisfield.
Required

Not required.

Enter a priority rating from 1 to 4, or <Enter> to skip duplicate checking
on thisfield.
Required

Not required.

Enter apriority rating from 1 to 4, or <Enter> to skip duplicate checking
on thisfield.
Required

Not required.

Enter the name of the local conversion program to be called during
indexing. If your loader file contains trailing punctuation that you want
to remove, use the program CAT.AUTH.STRIPPUNC.

Enter the name of the local duplicate checking program.
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17. Local Error Check
Subroutine

18. Merge Method

F-6

Selecting a
Merge Method

Enter the name of the local error checking program.

Enter the number that indicates how you want the merge option to work.
If no choice is made, the system defaults to 3. Any unique field.

When the merge option is selected, determines which fields from the
database record will be added to the incoming authority record. During
merging, only repeatable fields are merged. For matching purposes the
$w, $i, $5 and $6 subfields are ignored. When fields are added to or
replaced in theincoming record, a 040 subfield d is added with the NUC
(National Union Catalog) symbol for the library.

e 1. Any uniquefield with $5

Addsto the incoming record all the database fiel ds with $5 subfields
equal to thelocal library’s NUC Symboal if they do not already occur
in the incoming record.

e 2 Anyfield with $5

Replaces or inserts the fields from the incoming record with the
fields from the database record which contain a $5 subfield equal to
that of thelibrary.

e 3. Any uniquefield

Adds all the database fields that do not already occur intheincoming
record to the incoming record.

e 4. Any uniquefield; add $5

Addsthe $5 subfield to the database record, and adds all the database
fields that do not aready occur in the incoming record to the
incoming record.

The following guidelines are offered as suggestions for selecting a
merge method:

* Librariesthat want to maintain their own local See and See Also
references should use method 4 until al locally maintained authori-
ties have been identified and then switch to method 2. You should
also modify A.INDEX and add subfield 5to the exclusionlist (field 2)
for any tags to which subfield 5 will be added.

» Librariesthat have no intention of using subfield 5 should use
method 3.
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Method 1

e Librariesthat intend to add their own unique references with a
subfield 5 should use method 1.

Thefollowing examples are intended to illustrate how the system works.
The data used does not represent information derived from a catal oguing

source.

Any unique field with $5.

Befor e loading into database

Existing database recor ds

Incoming records

040
150
450
550

550
550

550

BB

BB

O X 290990990 ®

AU i brary 040
AU i brary

Optical storage devices 150
CD- ROM 550
g

Conput er storage devices 550
Laser recording 550
Computers

Optical equi pnent
Mass storage devices
AU i brary

BB

BB
BB

BB
BB

Xppwspaoe

DLC

DLC

Optical storage devices
g

Conput er storage devices
Laser recording
Computers

Optical equi pnent

Database result after the Authority Loader hasloaded the records. The unique heading “Mass storage
devices’ heading is added to the incoming record. The heading 450 a CD-ROM is not added.

Database records
040 BB a DLC
d DLC
d AU i brary
150 BB a Optical storage devices
550 BB w g
a Comput er storage devices
550 BB a Laser recording
550 BB a Conputers
X Optical equipnent
550 BB a Mass storage devices
5 AU i brary
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Method 2 Any field with $5.

Befor e loading into database

Existing database recor ds Incoming records
040 BB a AU i brary 040 BB a DLC
d AU i brary d DLC
150 BB a Optical storage devices 150 BB a Optical storage devices
550 BB w g 550 BB w g
a Comput er storage devices a Comput er storage devices
550 BB a Laser recording 550 BB a Laser recording
550 BB a Conputers 550 BB a Conputers
x Optical equipnent x Optical equipnent
550 BB a Mass storage devices 550 BB a Mass storage devices
w g
5 AU i brary

Database result after the Authority Loader hasloaded the records. The “Mass storage devices’ heading
overrides incoming heading. The local modification with the $w is maintained. The 040 tag is updated.

Database records
040 BB a DLC
d DLC
d AU i brary
150 BB a Optical storage devices
550 BB w g
a Conputer storage devices
550 BB a Laser recording
550 BB a Conputers
x Optical equipnent
550 BB a Mass storage devices
wJg
5 AU i brary
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Method 3 Any unique field.

Befor e loading into database

Existing database recor ds Incoming records
040 BB a AU i brary 040 BB a DLC
d AU i brary d DLC
150 BB a Optical storage devices 150 BB a Optical storage devices
550 BB w g 550 BB w g
a Comput er storage devices a Comput er storage devices
550 BB a Laser recording 550 BB a Laser recording
550 BB a Conputers 550 BB a Conputers
x Optical equipnent x Optical equipnent
550 BB a Mass storage devices

Database result after the Authority Loader has |oaded the records. The “Mass storage devices’ heading is
added from the database to the incoming record. No $5 subfields are added. A $d is added to 040.

Database records

040 BB a DLC

d DLC

d AU i brary
150 BB a Optical storage devices
550 BB w g

a Comput er storage devices
550 BB a Laser recording
550 BB a Conputers

X Optical equipnent
550 BB a Mass storage devices
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Method 4

Any uniquefield; add $5.

Befor e loading into database

Existing database recor ds Incoming records
040 BB a AU i brary 040 BB a DLC
d AU i brary d DLC
150 BB a Optical storage devices 150 BB a Optical storage devices
450 BB a CD- ROM 550 BB w g
550 BB w g a Comput er storage devices
a Conputer storage devices 550 BB a Laser recording
550 BB a Laser recording 550 BB a Conputers
550 BB a Conputers x Optical equipnent
X Optical equipnent
550 BB a Mass storage devices

Database result after the Authority Loader has loaded the records. The “Mass storage devices’ heading is
merged into the incoming record. A $5 subfield with the library’s NUC symbol is added to the tag to iden-
tify thisasalocally maintained heading. A $d subfield with the library’s NUC symbol is a so added to the
040 tag. Unlike Method 1, the 450 a CD-ROM heading is a so added to the incoming record.

Database records
040 BB a DLC
d DLC
d AU i brary
150 BB a Optical storage devices
450 BB a CD- ROM
5 AU i brary
550 BB w g
a Comput er storage devices
550 BB a Laser recording
550 BB a Conputers
x Optical equipnent
550 BB a Mass storage devices
5 AU i brary
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Match Conditions

Select the Match conditions option to specify the Options and Filing
Actions you want to occur when incoming authority records are loaded
into your database.

The loader builds a matrix of match conditions and you can specify the
database action that should occur when any of these conditions is met.
Thismatrix consists of three search types and five possible match condi-
tions.

The following table displays the filing actions and options that are
allowed for each match condition.
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Possible Options and Filing Actionsfor Each Match Condition

Match on Existing Authority Database

authority record.

Flip Incoming
Flip Database
Workfile

Flip Incoming
Flip Database
Workfile

Search
Type No Match Matchesa Matchesa Matches Near
Single 1XX Single 4XX Multiple4XXs | Match(es)
Incoming | Report Report Report Report Report
IXX
or Direct Merge Merge Merge
Key Trace Trace
Discard Discard Discard Discard
Create Replace Replace Replace
Workfile Workfile Create Create
Workfile Workfile
Incoming | The Seetracing Report If theincoming If theincoming Report
4XX is created if the M tracing matches tracings match
record isfiled erge exactly atracing | exactly existing
into the database. . in an existing tracingsin the
Discard ; ;
authority record, | authority record,
Flip Incoming no actionis no action is
) taken. taken.
Flip Database
Workfile
Incoming | Theauthorityis | Thetracingfrom | Report Report Report
5XX created if the the incoming : :
record is filed record is added Discard Discard
into the database. | to the existing

Report option (R)

Merge option (M)

F-12

Report whether or not a match occurred.

Merge the contents of the matched record(s) with the incoming record

by copying al repeatable fields from the matched record(s) into the
incoming record. If the matched record(s) contain fields that also appear
in the incoming record, do not copy these fields.
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Trace option (T)

Discard action (D)

Create action (C)

Replace action (R)

Workfile action (W)

Flip Incoming action

(F1)

Flip Database action
(FD)

NOTE: The Merge option is not allowed when the Filing Action is
Discard, Flip Incoming (when a4XX matches asingle 1XX), or Create
Database (when a 1XX matches one or more 4XXs).

Add the appropriate See or See Also tracing by copying the 1XX from
the matched record(s) into the incoming record. If the Filing Actionis
Create, add 5X Xs; if the Filing Action is Replace, add 4XXs.

Discard the incoming record.

Create a new database record. Commonly used with the Trace option.
Replace the database record(s). Commonly used with the Trace option.
Create aworkfile record in the area specified in the loader profile.

Change the incoming record to match the database record(s).
For 4XX searches, change the incoming 4XX to a5xX.
For 5XX searches, change the incoming 5XX to a4XxX.

Change the database record(s) to agree with the incoming record.

For 4XX searches, change all bibliographic and authority records that
point to the database record to point to the incoming record. Remove the
database authority record.

For a5X X search, change al 4XXsin the database record(s) to 5XXs.
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Match Conditions Screen

Profile

/ Convert / Index Loaded Authority MARC Records \
Profile MC1 1xx(1l) 4xx(1l) 5xx(1) definitions
---Search Results---
1xx tag / Direct Key Filing Action Opti ons
1. No nmatch C=Create R=Repor t
2. Matches one 1xx R=Repl ace R=Report, M=Merge
3. Matches one 4xx C=Create R=Report, T=Trace
4. Matches multiple 4xxs WeWorkfile (COLLI ER) R=Report
5. Near nmatch(es) R=Repor t
4xx tag
6. Matches one 1xx WWor kf il e (COLLI ER) R=Report
7. Near match(es) R=Repor t
5xx tag
8. Matches one 4xx WWor kfi | e (COLLI ER) R=Report
9. Matches nul tiple 4xxs WWorkfile (MASTER) R=Repor t
10. Near nmtch(es) R=Report
Opt i ons:
Accept # line Line by line Print Test Start ? help Exi t
- J

Filing Actions and

Options

F-14

Authority profile ID and Index Type Description. Display field only.

Under Filing Actions, you may select one action. Under Options, in
some instances you may select one or more options, but they must be
separated by a comma.

Enter all selections as asingle letter in upper case.

If the Filing Action is Discard, Create or Flip Incoming, the Merge
option is not allowed.

If the Filing Action is Discard or Workfile, the Trace option is not
alowed.

NOTE: The system restricts you to specific Filing Actions and Options.
If you enter an invalid choice, a prompt appears at the bottom of the
screen. Enter one of the allowed actions or <Enter> to exit.
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1XX searches or Direct Key Searches

1. No match

Filing Actions

Options

2. Matches one 1XX

Filing Actions

Options

3. Matches one 4XX

Filing Actions

Discard, Create, Workfile

Enter D to discard the incoming record.
Enter Cto create a new authority from the incoming record.
Enter Wto create a workfile record.

The system prompts: Ent er a valid workfil e | D.<Enter>to
accept the system provided default or enter an existing workfile ID.

Enter R to report the match/non-match condition and the Filing Action
on the Authority Import Load Report (RF172).

Discard, Replace, Workfile

Enter D to discard the incoming record.

Enter R to replace the existing authority with the incoming record.

Enter Wto create a workfile record.

The system prompts. Ent er a valid workfil e | D.<Enter>to
accept the system provided default or enter an existing workfile ID.

Enter R to report the match/non-match condition and the Filing Action
on the Authority Import Load Report (RF172).

Replace or Workfile actions. Enter Mto merge the incoming record and
the database record.

Discard, Create, Workfile, Replace

Enter D to discard the incoming record.
Enter C to create a new authority from the incoming record

Enter R to replace the authority that the 4XX islinked to with the
incoming record.

Enter Wto create a workfile record.

The system prompts: Ent er a valid workfil e |D.<Enter>to
accept the system provided default or enter an existing workfile ID.
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Options

4. Matches multiple

4XX

F-16

Filing Actions

Options

Enter R to report the match/non-match condition and the Filing Action
on the Authority Import Load Report (RF172).

Create action: T and/or R.

e Enter T to trace. ADVANCE adds a 5X X to the incoming record for
any matched 1XX found in the database.

* Enter R toreport.
Replace action: R, T, M
e Enter Rto report.

» Enter T to trace. ADVANCE adds a4XX to theincoming record for
any matched 1XX found in the database and links al bibliographic
records to the incoming authority record.

» Enter Mto merge the incoming record and the database record.
Workfile action: Mand/or R.
» Enter Mto merge the incoming record and the database record.

e Enter Rto report.

Discard, Create, Workfile, Replace

Enter D to discard the incoming record.
Enter C to create a new authority from the incoming record.
Enter Wto create a workfile record.

Enter R to replace the existing authority with the incoming record.

The system prompts. Ent er a valid workfil e | D.<Enter>to
accept the system provided default or enter an existing workfile ID.

Enter R to report the match/non-match condition and the Filing Action
on the Authority Import Load Report (RF172).

Create action: T and/or R.

e Enter T to trace. ADVANCE adds a5X X to the incoming record for
any matched 1XX found in the database.

e Enter Rto report.
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5. Near match(es)
Filing Actions

Options

4XX searches

6. Matches one 1XX

Options

Replace action: R, T, or M.
e Enter Rto report.

e Enter T totrace. ADVANCE adds 4X X to theincoming record for any
matched 1XX found in the database and links all bibliographic
records to the incoming authority record.

» Enter Mto merge theincoming record and the database record or Rto
report.

Workfile action: Mand/or R.

» Enter Mto merge theincoming record and the database record or Rto
report.

* Enter Rto report.

None.

Near matches are reported only.

Discard, Workfile, Flip incoming, Flip database

Enter D to discard the incoming record.

Enter Wto create a workfile record.

The system prompts: Ent er a valid workfil e |D.<Enter>to
accept the system provided default or enter an existing workfile ID.

Enter FI to change the incoming 4XX to a5XX to agree with the data-
base.

Enter FDto change all bibliographic and authority recordslinksfrom the
database 1X X to the incoming authority record. The previously linked
database authority record will be removed.

Enter R to report the match/non-match condition and the Filing Action
on the Authority Import Load Report (RF172).

Workfile action: Mand/or R.

» Enter Mto merge the incoming record and the database record.
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7. Near match(es)
Filing Actions

Options

5XX searches

8. Matches one 4XX

Options

9. Matches multiple
4XXs

Options

10. Near match(es)

F-18

e Enter Rto report.

Flip database action: Mand/or R. Enter Mto merge the incoming record
and the database record or R to report.

None.

Near matches are reported only.

Discard, Workfile, Flip incoming, Flip database

Enter D to discard the incoming record.

Enter Wto create a workfile record.

The system prompts: Ent er a valid workfil e | D.<Enter>to
accept the system provided default or enter an existing workfile ID.

Enter FI to change the incoming 5XX to a4XX.
Enter FDto change the 4X X in the database to a 5X X.

Enter Rto report.

Discard, Workfile, Flip incoming, Flip database

Enter D to discard the incoming record.

Enter Wto create a workfile record.

The system prompts: Ent er a valid workfil e | D.<Enter>to
accept the system provided default or enter an existing workfile ID.

Enter FI to change all incoming 5XX to 4XX.
Enter FDto change all 4XX in the database to 5XX.

Enter R to report the match/non-match condition and the Filing Action
on the Authority Import Load Report (RF172).
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Filing Actions ~ None.

Options  Near matches are reported only.
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Using the Authority Loader

When the Authority L oader reads a record from the load file (normally
A.MARC.NEW), it performs the following functions.

1. Standard conversions are done first.

a. Movesthe control number from field 001 of the incoming record
(if any) to the field specified in field 3 (Tag 001 moves to tag) of
the first screen of Index MARC Records (UAI X). If the003 tagis
present and if the specified moveto field is the 035 tag, then the
NUC symbol for the 003 and the number for the 001 are moved
to the 035 field in the format (NUC) number.

b. Deletestag 005 if it exists and stores the contentsin alocal field
(Attribute 8 of the MARC record).

c. Deleteswhichever fields and subfields are specified in field 4
(Tag/Sub. Del. Code) of the first screen of the profile.

d. Addsthe transaction code specified in field 5 (Add Transaction
Code) of the first screen of the Index MARC Records (UAI X).

2. Ifaconversionisspecifiedinfield 15 (Local Conversion Subroutineg)
on the first screen of the Index MARC Records (UAI X), the loader
does that conversion next. The ADVANCE subroutine,
CAT.AUTH.STRIPPUNC, can be called at this point to strip trailing
punctuation from the authorities being |oaded.

3. For USMARC and UNIMARC, the only check the |oader performsis
to verify that thereisa 1XX heading in the incoming record. If there
isnot, an error condition is set and a 1XX heading with the string
*** 1XX headi ng not found *** isinsertedintotherecord
and therecord iswritten to the errors workfile. No further checks are
done on this record.

4. If an error check routineis specified in field 16 (Local Duplicate
Subroutine) on thefirst screen of the Index MARC Records (UAI X),
the loader callsit next.

5. Standard duplicate checks are done next.

a. The 1XX heading of the |oader record is checked for a match.
The sort string generated by the 1XX in the loader is used to
search the main index file (A.TREE). All authority keys that
match this string are returned and then each A.MARC record is
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compared to the loader record at thefield, indicator, subfield, and
datalevels.

If it matches at all these levels, it is considered an exact match,
otherwiseit is considered a near match.

b. The 4XX headings of the loader record are checked for a match.
(Matching the 4XX headings is done in the same way as for the
1XX.)

¢. The5XX headings of the loader record are checked for a match.
(Matching the 5XX headings is done in the same way as for the
1XX.)

d. If no authority key matches the 1XX match, or if there are no
4X X linksto a 1X X, then the duplicate checks for CN, LCCN,
ISBN, and ISSN are made, if specified in the authority loader
profile. If you request duplicate checking and specify it as a
required field and the system does not find the control number,
this condition isreported asan error and iswritten to theindexing
errors workfile,

6. If aduplicate check routineis specified in field 17 (Local Error
Check Subroutine) on the first screen of the Index MARC Records
(UAI X), the loader callsit next.

7. When doing the duplicate checks, the loader checks for two error
conditions:

a. The 1XX exactly matches more than one 1XX heading on the
database.

b. The 1XX exactly matches one 1XX and matches a 4XX which
may be linked to more than one established heading.

In either situation, the loader cannot determine which is the correct
record to replace and the loader record is written to the indexing
errors workfile.

8. All the match conditionsin the table which have been found are
reported, if so specified in the loader profile.

9. Theloader determines the Filing Action in the following order of
precedence. Once one of the conditions is met, the Filing Action is
decided and no other checks are done.

a Discard. If any of the match conditions has the Filing Action
Discard, the loader record is discarded. For example, if the
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incoming 4XX matched a 1XX on the database and this condi-
tion was set to write to the workfile, but the 1XX found no match
and this condition was set to discard, the discard would take prec-
edence and the loader record would be discarded.

b. Workfile. If any of the match conditions has the Filing Action
Workfile, the loader record is written to the workfile.

c. Replace. If any of the match conditions has the Filing Action
Replace, the matched database record is replaced by the loader
record.

d. Create. If any of the match conditionsis set to create, then anew
database record is created.

e. If none of the Filing Actionsisfound, the loader record is
discarded.

Note: The main Filing Action is normally determined by the 1XX
match condition, but can be overridden by the 4XX or 5XX match
condition.

10. If the Filing Action is Create or Replace, the loader checks for Flip
Incoming or Flip Database actions that were generated by the 4XX
or 5XX match condition and processes them.

11. If there were any other options specified with the main Filing Action,
such as Merge or Trace, these are processed. For the Trace option,
the appropriate type of tracing is added to the incoming record using
the 1XXs of the matched records. If the Filing Action is Create, then
See Also tracings (5XX) are added; if the filing Action is Replace,
then See tracings (4X X) are added.

12. The Replace or Create action is processed and the record is written
to the database.
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Sample Profiles

Three examples profiles and sampl e record changes are provided in this
section.

NOTE: Only the Match conditions screen is displayed for reference.

Example 1
This profile:
* preserves your database records,
» adds new records from the load file if the incoming records do not
match anything in your database,
» updates existing records with additional data from the loader.
If there is a conflict between an existing record and an incoming record,
anew established heading is created and a5X X tracing is made from the
existing heading.
Convert / Index Loaded Authority MARC Records
Profile : LOADL Preserve existing data
---Search Results---
1xx tag / Direct Key Filing Action Opt i ons
1. No nmatch C=Create R=Repor t
2. Matches one 1xx R=Repl ace R=Report, M=Merge
3. Matches one 4xx C=Create T=Trace, R=Report
4. Matches nultiple 4xxs C=Create T=Trace, R=Report
5. Near natch(es) R=Repor t
4xx tag
6. Matches one 1xx FlI =Fl'i p i ncom ng R=Report
7. Near match(es) R=Repor t
5xx tag
8. Matches one 4xx FlI =Fl'i p i ncomi ng R=Report
9. Matches nultiple 4xxs FI=Flip incom ng R=Repor t
10. Near nmtch(es) R=Report

Cataloguing Management Guide (September 2000) F-23



Appendix F: Authority Loader

Results

Befor e loading into database

Existing database records Incoming records

Dat abase 1 I ncomng 1

150 Optical disks 150 Storage devices
450 Di scs, Optical 550 Discs, Optical
Dat abase 2 I ncomng 2

151 Kampuchea 151 Canbodi a

451 Canbodi a

Database result after the Authority Loader has loaded the records.

Databaserecords

Dat abase 1
150 Optical disks
450 Di scs, Optical

I nconming 1
150 Storage devices
450 Di scs, Optical (i ncom ng 550 flipped)

I ncoming 2
151 Canbodi a
551 Kanpuchea (trace added to incoming record)

Dat abase 2
151 Kampuchea (conflicting 451 tracing renoved)
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Example 2

This profile:

» accepts the contents of the incoming records

» changes your existing database records to agree with the incoming
records, without creating new records.

arwbN

Convert /

Profile : LOAD2 Accept
---Search Results---
1xx tag / Direct Key
1.

No mat ch

Mat ches one 1xx

Mat ches one 4xx

Mat ches nul tiple 4xxs
Near match(es)

4xx tag
6.
7.

Mat ches one 1xx
Near match(es)

5xx tag
8.
9.
10.

Mat ches one 4xx
Mat ches mul tiple 4xxs
Near match(es)

I ndex Loaded Authority MARC Records

all | oader records

Filing Action
D=Di scard
R=Repl ace
R=Repl ace
R=Repl ace

FD=Fl i p dat abase

FD=Fl i p dat abase
FD=Fl i p dat abase

Options
R=Repor t
M=Mer ge,
MeMer ge,
M=Mer ge,

R=Report
R=Repor t

R=Report
R=Repor t
R=Report

R=Report
R=Report,
R=Report,

T=Tr ace
T=Trace

~
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Results

Befor e loading into database

Existing database records

Incoming records

Dat abase 1
150 Optical disks
450 Di scs, Optical

I ncomng 1
150 Storage devices
550 Discs, Optical

Dat abase 2
151 Kampuchea
451 Canbodi a

I ncomng 2
151 Canbodi a

Database result after the Authority Loader has loaded the records.

Databaserecords

Dat abase result
Dat abase 1
150 Optical disks

550 Discs, Optical (450 flipped to 550)

Incoming 1
150 St orage devices
550 Discs, Optical

150 Di scs, Optical

Dat abase 3 created by incom ng 550

151 Canbodi a

I ncom ng 2 repl aces Dat abase 2

451 Kanpuchea (trace added to inconing record)
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Example 3
This profile:

» adds any new records from the incoming tape,
» updates existing records to conform to incoming records,

» if thereisaconflict between incoming and existing records, writes
the record to aworkfile, so that it can be checked or edited at a later

point.

Convert / Index Loaded Authority MARC Records
Profile : LOAD3 Conflicts to workfile
---Search Results---
1xx tag / Direct Key Filing Action Options
1. No match C=Create R=Report
2. Matches one 1xx R=Repl ace R=Report, M:=Merge
3. Matches one 4xx WWor kfi | e ( MARY) R=Report
4. Matches multiple 4xxs WWorkfile (JOHN) R=Repor t
5. Near match(es) R=Report
4xx tag
6. Matches one 1xx WEWOr kfile (JOHN) R=Repor t
7. Near match(es) R=Report
5xx tag
8. Matches one 4xx WeWOr kf i | e ( FRED) R=Repor t
9. Matches multiple 4xxs WeWorkfile (JOHN) R=Report
10. Near match(es) R=Repor t
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Results

Befor e loading into database

Existing database records Incoming records

Dat abase 1 I ncomng 1

150 Optical disks 150 Storage devices
450 Di scs, Optical 550 Discs, Optical
Dat abase 2 I ncomng 2

151 Kampuchea 151 Canbodi a

451 Canbodi a

Database result after the Authority Loader has loaded the records.

Databaserecords

Dat abase result
Dat abase 1

150 Optical disks
450 Di scs, Optical

Incoming 1 witten to workfile FRED\ A
150 St orage devices
550 Discs, Optical

Dat abase 2
151 Kampuchea
451 Canbodi a

Incoming 2 witten to workfile MARY\ A
(l'inked to Database 2)
151 Canbodi a
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Error Checking

Error Workfile

If the authority loader encounters more than one 1X X, or a1X X and one
or more 4X Xs, this condition is reported in the errors workfile.

Indexing errors are written to the authority catal oguing workfile. You
can display the errors (if you have the correct authorization) by selecting
Indexing Errors (AW E) from the Authority Work Files Menu.

Indexing errors are identified by *ERR* in the ID column.

CATALOGUI NG WORKFI LE BROWSE
Browsing : a
Code LCN 1D Headi ng
1. A 10000830 *ERR* *** 1xx Heading not found ***
2. A 10000971 *ERR* CGuel f, House of
3. A 10000970 *ERR* Guel f, House of
4. A 10000961 *ERR* Guel f, House of
5. A 10000960 *ERR* Guel f, House of
** Last Screen **
Opti ons:
# line For war d Backwar d Search junp Exi t New sear ch ? help

Error Report

Use the Authority Index Report Log (RF172) to determine whether
matches were made between incoming and database records and to see
the results of the any filing actions.

Select Index Report Log (RF172) from the Authority Importing Menu.
(See the Reports Guide for information about producing reports.)
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RF172

F-30

RF172

05-08- 96

Stat

0=0k Date Load

1=Err Time.... ID...

0 05/07/96 21
02: 55PM

1 05/07/96 13
01: 06PM

0 05/08/96 45
02: 11PM

0 05/08/96 45
03: 55PM

0 05/08/96 45
04: 37PM

0 05/08/96 45
05: 46PM

6 records listed.

Authority inport |oad report Page 1

Your Library Nane

17:53:10

From 07 MAY 1996

Dup LCN. Matched Headi ng.

10005167 Arlen, Harold

1905- 1995
Bl ooner girl

10005578 Arlen, Harold

1905- 1995
Bl ooner girl

10005219 Jones, Xaviera

10005224 Jones, Doctor

Xavi era

10005220 W son,

Ceorgette

10005224 Jones, Doctor

Xavi era

10005219 Jones, Xaviera

10005581 Jones, Doctor

Xavi era

10005220 W son,

Georgette

10005581 Jones, Doctor

Xavi er a

10005219 Jones, Xaviera

10005585 Jones, Doctor

Xavi er a

10005220 W son,

Georgette

10005585 Jones, Doctor

Xavi er a

10005219 Jones, Xaviera

10005588 Jones, Doctor

Xavi era

10005220 W son,

Ceorgette

10005588 Jones, Doctor

Xavi era

Message......... Action..........

1xx has no match Database record

created
1xx matches a Error: 1xx
1xx mat ches nore
than 1 1xx
headi ng

1xx matches a
1xx

1xx matches a Dat abase record
1xx repl aced

4xx matches a

1xx

5xx matches a

4xx on nultiple

records

5xx matches a

4xx on nultiple

records

1xx matches a Dat abase record
1xx repl aced

4xx matches a

1xx

5xx matches a
4xx on nultiple
records

5xx matches a
4xx on nultiple

records

1xx matches a Dat abase record
1xx repl aced

4xx matches a

1xx

5xx matches a
4xx on nultiple
records

5xx matches a
4xx on nultiple

records

1xx matches a Dat abase record
1xx repl aced

4xx matches a

1xx

5xx matches a
4xx on nultiple
records

5xx matches a
4xx on nultiple
records
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Stat 0=0k 1=Err

Date Time

Load ID

Dup LCN

Matched Heading

Message

Filing Action

Online Reporting of
Errors

Status of the match condition between incoming and database records.
Indicates that the authority loader completed the requested match test.

An error condition was recognized when the authority loader attempted
to complete the match test.

Time and date when the |oader resolved the match condition.
| dentification number of the incoming record.

Local control number of the matched record in the database.
Heading of the matched record in the database.

Authority match condition that resulted from the comparison of the
incoming record and the database record.

Action the authority loader executed as aresult of the selections madein
the authority loader profile.

Errors that appear in the Message column of report RF172 also appear
on the CATALOGUING WARNING/ERROR LIST screen if you attempt to file
the record into the database.

The record can be edited in the authority cataloguing workfile.
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Introduction

Levels of Permission

In the Utilities Function, library administration staff can define user-
specific permissions for many of the Cataloguing functions and tasks
(see the Utilities Management Guide). This appendix lists and briefly
describes these permissions.

There are three levels of permission: Y, N, and P.

The user has permission for the specified function or task, perhaps qual-
ified by specia restrictions. In addition, other permissions may be
required — for example, you cannot move holdings between subloca-
tions (permission 070) unless you change current holdings information
(permission 069).

The user does not have permission for the specified function or task.

The user must enter a library-specified password to have permission.
With the correct password, thisis equivalent to Y; without the correct
password, thisis equivalent to N.

The P level is useful at libraries in which people share terminals and a
single user ID is defined for an area of work (such as ordering). The
high-security tasks (such as authorizing an order) can be password
controlled. The people who know the password can enter the password
when they need to perform the task, then afterward leave the terminal as
is— they do not need to log off, log in asa higher-level user, perform the
task, and afterward log back off and then on again as a lower-level
general user.
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Restrictions

G-2

MARC Database

Sublocation
Code

Additional
Details and
Keyword Table

Qualifiers or restrictions are not used with some types of permissions.
Any permission designated as atype 2 on the General Permissions Setup
table will not have a qualifier. Types of General Permissions are Geac
assigned and cannot be changed by the library. (See the Utilities
Management Guide.)

Permissions may be restricted to the authority or bibliographic database.

Restricts access to holdings maintenance by sublocation code. If an

I nstitution Code with sublocationsis specified, then any activity that can
be performed at the institution can also be performed at any of the sublo-
cations. If no sublocations are specified then the Ingtitution Code is used
to access holdings maintenance.

Two tables, Additional details and Keyword table, on the UPDATE
MODULE ACCESS RECORD screen provide additional ways to limit
accessto certain functions. The Additional details option restricts access
to MARC record editing by specifying which MARC fields or subfields
can be changed, added, or del eted. The Keyword table option allows you
to specify by screen identifier which menus are accessible.
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Permission List by Permission ID Number

Permission ID Numbers are assigned by the system. To display Permis-
sion D Numbers grouped by module use MODULE PERMISSIONS
(MPERM) on the SECURITY MENU.

068 - Change MARC records

069 - Change current information for holdings
070 - Move holdings between locations

075 - Add MARC records

076 - Delete MARC records

077 - Merge and replace MARC records

078 - Add holdings

079 - Delete holdings

080 - Move holding records between bibs

106 - Change owning information for holdings
107 - Change Call numbers

113 - Edit Publication Patterns
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068 - Change MARC records

Y /

P

Prerequisite

Restriction

Allows you to edit MARC record. MARC fields and subfields may be
modified.

MARC fields and subfields may be added, deleted, or changed.

When arecord isfiled, changes are validated against the Tag Definition
tables. The source of the record does not matter, for example, it may be
a GeoCat record.

ADVANCE allows you to make changes to the record that you may not
have permission to make. In this case, when you attempt to file the
changes the system displays the Cataloguing Warning/Error List. In
some instances you can file arecord into the Workfile even if you do not
have all the required permissions. However, you will not be allowed to
file the record into the Main database.

The system displaysthe message: You can | ook at t hi si t embut
changes are not pernitted.

None.

By MARC database.

Access to specific MARC fields and subfields can be restricted from the
Additional details option on the USER GROUP ACCESS CODE SETUP
screen.

069 - Change current information for holdings

G-4

Y /

P

Allows you to edit holdings information for current data. The holdings
information not only includes the information in the piece record but
also the location copy record, type of holdings record, parts record,
serial copy set record and the publication pattern record. Thispermission
isnot required for creating temporary pieces records from Conversion-
on-the-Fly.

If you have this permission only, you cannot add or del ete pieces.

In Serials Control, this permission determines which copy set issues can
be modified. For a specified sublocation, staff may claim, receive, or
return issues. This permission also determines which copy set records
can be changed.
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Prerequisite

Restriction

The system displaysthe message: You can | ook at t hi si t embut
changes ar e not permitted.

None.

By sublocation.

070 - Move holdings between sublocations

YI P

Prerequisite

Restriction

075 - Add MARC records

YI P

N
Prerequisite

Restriction

Allows you to change the Current institution and sublocation codes.
Provides access to the Move #(s) option on the PIECES SUMMARY and
PIECES/PARTS SUMMARY screen.

You must have this permission to change the Current institution and
sublocation codes in Mass Holdings Update (CMHU).

This permission does not allow you to change the owning location.

The system displays the message: You ar e not permitted to
move hol dings fromthis |ocation: CAML

Permission 69. Staff must have permission to change current holdings
information.

By sublocation.

Allows you to add MARC records. All tags are considered new and are
validated with the Tag Definition Table for Adding Tags which is
defined from the Additional details option on the UPDATE MODULE
ACCESSRECORD screen. If you create tags that you do not have permis-
sion to add, the Catal oguing Warning/Error List appears when you file
therecord. A message appearsfor each field that you are not specifically
allowed to add. You will not be able to file the record into the main data-
base or the workfile until the errors are corrected.

The system displays the message: Access not permitted.
None.

By MARC database.
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076 - Delete MARC records

YI P

Prerequisite

Restriction

Allows you to delete MARC records.

If you have created arecord and filed it into your workfile, you are
allowed to delete the record you created even if you do not have permis-
sion to delete MARC records. All tags are validated with the Tag Defini-
tion Table for Deleting Tags which is defined from the Additional details
option on the UPDATE MODULE ACCESS RECORD screen

When you attempt to delete the record from the main database, the
system displays the Cataloguing Warning/Error List with the message:
You arenot pernmttedtodel et e MARCrecords.

None.

By MARC database.

Access to specific MARC fields and subfields can be restricted from the
Additional details option on the UPDATE MODULE ACCESS RECORD
screen.

077 - Merge and replace MARC records

YI P
N
Prerequisite

Restriction

078 - Add holdings

YI P

The Merge and Replace options display.
The Merge and Replace options are not available on the option line.
None.

By MARC database.

Allows you to use to the Add item option on the PIECES SUMMARY,
TYPE OF HOLDING SUMMARY, PUBLICATION PATTERN SUMMARY,
LOCATION COPY SUMMARY, and SERIAL COPY SET SUMMARY
screens. This permission and the permission to checkin serials (permis-
sion 108) determine whether the Insert at line # option appears on the
PARTS SUMMARY. Either one permits you to access this option.

If you checkin aserial item (permission 108) or change the status of a
part to Received on the PARTS DETAIL screen, the system considers this
action equivalent to adding holdings and you must have either permis-
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N

Prerequisite

Restrictio

079 - Delete holdings

Y/

Prerequisit

Restrictio

n

P

e

n

sion 078 or 108. Moreover, when you select the Location add option on
the PARTS DETAIL screen, the system displays alist of location copies
that you can add. Thislist is qualified by the permission 078 or 108.

For a conversion-on-the-fly item, this permission allows staff to change
the sublocation of the item.

This permission is not required for adding a conversion on the fly item.
The Add item option does not display on the PIECES SUMMARY screen
None.

By sublocation.

Allows you to use the Delete item(s) option on the PIECES
SUMMARY,TY PE OF HOLDING SUMMARY, PUBLICATION PATTERN
SUMMARY, LOCATION COPY SUMMARY, and SERIAL COPY SET
SUMMARY screens. This permission also alows you to use the Delete
item(s) option on the Detail screen equivalents of each of these screens.
Access to the Delete item(s) option on the PARTS SUMMARY and the
PARTS DETAIL screen is governed by this permission or the permission
to checkin serials (Permission 108).

The Delete item(s) options does not display on the PIECES SUMMARY,
TYPE OF HOLDING SUMMARY, PUBLICATION PATTERN SUMMARY,
LOCATION COPY SUMMARY, and SERIAL COPY SET SUMMARY
screens.

None.

By sublocation.

080 - Move holdings records between bibs

Y/

P

Allowsyou to use the Move #(s) option on the PIECES SUMMARY, TY PE
OF HOLDING SUMMARY, LOCATION COPY SUMMARY, and PIECES/
PARTS SUMMARY screen. For the PIECES SUMMARY and PIECES/
PARTSSUMMARY screen, the Move optionisavailableif you have either
permission 080 or 070.
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N

Prerequisite

Restriction

The Move #(s) option does not display on the PIECES SUMMARY, TYPE
OF HOLDING SUMMARY, LOCATION COPY SUMMARY, and PIECES/
PARTS SUMMARY screen.

None.

By sublocation.

106 - Change owning information for holdings

Y / P Allowsyou to change the owning information when the Owning Locn

Prerequisite

Restriction

field is selected on the PIECES DETAIL screen (single or multiparts).
When an item isfiled, if the current location and the owning location is
different, the system prompts “Updat e owning info from
current info? Y/ N'.If youanswer yes, you need this permission.
You also need this permission if you update the owning information
from Mass Holdings Update (CMHU).

This permission also allows you to change the institution and/or sublo-
cation code of the owning institution.

Permission 070 Move holdings between locations is not the same as
changing the owing information. Permission 070 moves items between
locations.

You are allowed to see the owing information but changes are not
permitted.

None.

By sublocation.

107 - Change Call numbers

G-8

Y /

P

Allows you to change the Call Numbers for an item if you have permis-
sion to change the current information for holdings (Permission 69). If
you have permission 69 and you have permission to change the owning
information for holdings (Permission 106), you can change the Call
Numbers and update the owning information too.

The system displays the message: You arenot pernmitted to
change t he Cal | nunbers.

Cataloguing Management Guide (September 2000)



Prerequisite  You must be able to change the current information for holdings
(Permission 069). If you want to update the call number for owning
information you must be able to change the owning information for
holdings (Permission 106).

Restriction  None.
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113 - Edit Publication Patterns

G-10

YI P

Prerequisite

Restriction

You need this permission to update the information for non-serialson
the PUBLICATION PATTERN DETAIL screen, or to use the Add and
Delete options on the PUBLICATION SUMMARY screen. The system
validates permissions whenever you access any function that changes
publication pattern information. In addition, if you have this permission
and you want to change, add, or delete publication pattern records, the
system also checks that you have permissions 069, 078, and 079 (add,
delete, change holdings respectively). In order to verify these permis-
sions, the system checks which Type of Holding record is linked to this
publication pattern. If permission is granted to all the parts that use this
publication pattern and Type of Holding record, you will be allowed to
make the changes.

If permission is not granted, the system displays the message:

You can | ook but changes are not permitted.

Serials module permission 072 (Edit serial publication patterns) is
required when you update the Publication Pattern from Publication
pattern field on the Parts Detail screen. Note that users who have
permission 072 should also be given permission 113, which is needed to

be able to create the first serial publication pattern for a new type of
holding.

Access to the Add item option on the PUBLICATION PATTERN
SUMMARY screen isnot available for non-serials. Accessto the Delete
and File options on the PUBLICATION PATTERN DETAIL screen are not
available. The message:

You can | ook but changes are not pernitted

appears when you enter the PUBLICATION PATTERN SUMMARY and
DETAIL screens.

To change, add, or delete publication patterns permissions 069, 078, and
079 may be required.

None.
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Screen Index

A

ACW (identifier for Authority Cataloguing
Workforms), 3-17

ACWS (identifier for Authority Cataloguer’s
Work Screen), 3-19

ADAD (identifier for Authority Deleted Records
Workfile Browse Delimiter), 9-3

AEAD (identifier for Indexing Errors Workfile
Browse Delimiter), 9-3

AHBD (identifier for Authority History Records
Workfile Browse Delimiter), 9-3

ASC (identifier for Authority Status Codes), 5-4

ATSD (identifier for Authority Tag & Subfield
Descriptions), 3-3

ATSE (identifier for Authority Tag & Subfield
Edit Checks), 3-11

Authority & Bibliographic Exporting, 6-6, 8-1,
8-4

Authority Cataloguer’s Work Screen, 3-19

Authority Cataloguing Workforms, 3-17

Authority Import Standard MARC, 6-4, 7-19

Authority Index MARC, 6-4, 6-5, 7-19

Authority Index Report Log, 7-19

AUTHORITY LOADER SCREEN
DEFINITION, F-3

Authority Status Codes, 5-4

Authority Stop MARC, 7-19

Authority Tag & Subfield Edit Checks, 3-11

Authority Workfile Cataloguing, 6-7, 9-2

AWC (identifier for Authority Workfile
Cataloguing), 6-7, 9-3

B

BCW (identifier for Bibliographic Catal oguing
Workforms), 3-17

BCWS (identifier for Bibliographic Cataloguer’s
Workscreen), 3-19
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BDBD (identifier for Deleted Records Workfile
Browse Delimiter), 9-3

BEBD (identifier for Indexing Errors Workfile
Browse Delimiter), 9-3

BHBD (identifier for Discarded ACQ Workfile
Browse Delimiter), 9-3

Bibliographic Cataloguer’s Work Screen, 3-19

Bibliographic Cataloguing Workforms, 3-17

Bibliographic Import Standard MARC, 6-4, 7-5,
7-19

Bibliographic Index MARC, 6-4, 6-5, 7-19

Bibliographic Index MARC Records, 7-13

Bibliographic Index Report Log, 7-13, 7-17,
7-19

Bibliographic Index Standard MARC, 7-8

Bibliographic MARC Cataloguing, 9-7

Bibliographic Stop MARC, 7-16, 7-19

Bibliographic Workfile Cataloguing, 6-7, 9-2

Bibliographic Workfile Indexing Errors, 6-7,
7-12

BJBD (identifier for History Records Workfile
Browse Delimiter), 9-3

BMC (identifier for Bibliographic MARC
Cataloguing), 9-7

BSC (identifier for Bibliographic Status Codes),
5-4

BTSD (identifier for Bibliographic Tag &
Subfield Descriptions, 3-3

BTSE (identifier for Bibliographic Tag & Subfield
Edit Checks), 3-11

BW(C (identifier for Bibliographic Workfile
Cataloguing), 6-7, 9-2

BWIE (identifier for Bibliographic Workfile
Indexing Errors), 6-7, 7-12

C

Call # Duplicate - Exclusion Class Range, 5-12
CALL NUMBER PREFIX, 4-24, 4-25
Call Number Spine Label, 5-14
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CAT.OUTPUT.SELECTION CODES, 8-2

CATALOGUING AUTHORITY, 6-10

CATALOGUING ENHANCED OPTIONS, 2-16

CATALOGUING STATUS CODES, 5-4

CATALOGUING TRACKING REPORTS, 5-6

CDC (identifier for Call # Duplicate - Exclusion
Range), 5-12

CDPT (identifier for Default Price), 4-33

CEH (identifier for Edit Holdings), 5-14

CEHI (identifier for Edit Holdings Information),
5-14

CHCC (identifier for Collection Codes), 4-19

CHCSL (identifier for Call Number SpineLabel),
5-14

CHECKIN FOR (SHIPTO CODE)

STATUSfidd, 4-125

CHECKIN TYPE CODE, 4-122

CHIC (identifier for Institution Codes), 4-6, 7-9

CHKT (identifier for CHECKIN TYPE CODE),
4-122

CHNC (identifier for Class Number Codes), 4-28

CHPC (identifier for Call Number Prefix Codes),
4-24

CHRN (identifier for CHRONOLOGY CODE),
4-117

CHRONOLOGY CODE, 4-117

CHSC (identifier for Sublocation Codes), 4-12

CHSM (identifier for Cataloguing Holdings
Menu), 4-5

CLAIM CODES, 4-130

CLAIM DETAILED DISPLAY

MESSAGE fidld, 4-129

CLAIM MESSAGE CODES, 4-128

CLASSESTOBEIGNORED ENTRY SCREEN,
5-12

CLASSIFICATION CODESTABLE, 4-28, 4-29

CLIENT HOLDINGSDISPLAY DEFINITION,
4-104

CLMCD (identifier for CLAIM CODES), 4-130

CLMSG (identifier for CLAIM MESSAGE
CODES), 4-128

COLLECTION CODESTABLE, 4-19

Convert / Index Loaded Authority MARC
Records, F-3

CSAL (identifier for Action Logging), 5-6

Screen Index - 2

CSMDC (identifier for Tag/Subfield Deletion
Codes), 5-10, 7-9

D

DCF (identifier for conversion-on-the-fly screen),
5-21

DEFAULT PRICE TAG, 4-33

DEFINE CONVERSION ON THEFLY TAG &
SUBFIELDS, 5-21

Deleted Records Workfile Browse Delimiter, 9-3

Discarded ACQ Workfile Browse Delimiter, 9-3

E

EACC (identifier for Enter Access Codes), 5-1
Edit Holdings, 5-14

Edit Holdings Information, 5-14

Exporting Selection Codes, 6-6, 8-1

F

FIXED FIELDS FORMAT & EDIT CHECKS,
3-14, 3-17

FREQ (identifier for FREQUENCY CODE),
4-115

FREQUENCY CODE, 4-115

G

GBLCNG (identifier for Global Change Utility),
10-1

GLOBAL CHANGE UTILITY, 10-2

GLOBAL CHANGE UTILITY -
CONFIRMATION, 10-10

GLOBAL CHANGE UTILITY Action Table,
10-6

GLOBAL CHANGEUTILITY SelectionCriteria,
10-4
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H

HCDD (identifier for Holdings Client Display
Definition), 4-100

HDD (identifier for Holdings Display Definition),
4-34

History Records Workfile Browse Delimiter, 9-3

HOLDING SETUP MENU, 4-5

holdings

Location Holdings Statements, 4-63

HOLDINGS CLIENT DISPLAY DEFINITION,
4-100

HOLDINGSDISPLAY DEFINITION, 4-34

HOLDINGSDISPLAY DEFINITION SCREEN
SUBFIELD BROWSE, 4-39, 4-105

HOLDINGSDISPLAY DEFINITION
SUBFIELD DEFINITIONS, 4-41,
4-106

Indexing Errors Workfile Browse Delimiter, 9-3
INSTITUTION CODES, 4-7
INSTITUTION CODES TABLE, 4-6

L

LINK PARTSTO PIECE, 4-79
LINK TYPE OF HOLDING TO COPY SET,
4-55

M

MARC FORMAT, 3-9

MARC Format Codes, 3-9

MARC Materia Codes, 3-10

MARC Transaction Codes, 5-10, 7-9

MASTER MENU, A-2

MATERIAL CODES, 3-10

MFC (identifier for MARC Format Codes), 3-9

MMC (identifier for MARC Material Codes),
3-10
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MTC (identifier for MARC Transaction Code),

7-9

N

NUMB (identifier for NUMBERING CODE),
4-136

NUMBERING CODE, 4-136
NUMBERING CODE - (NUMB), 4-136

O

Online Catalogue LINK PARTS TO ORDER,
4-83

Online Catalogue LOCATION COPY
SUMMARY, 4-42

Online Catalogue PIECES/PARTSSUMMARY,
4-75

Online Catalogue SERIAL COPY SET
SUMMARY, 4-91

P

PARTS SUMMARY, 4-67
PHY S (identifier for Physical Format Code),
4-126
PHYSICAL FORMAT CODE - (PHYS), 4-126
PIECES SUMMARY, 4-70
PREG (identifier for PUBLICATION
REGULARITY CODE), 4-138
PREGL (identifier for VALID REGULARITY
PATTERN LABELS), 4-140
PUBLICATION PATTERN, 4-131, 4-132
CHRONOLOGY CODE field, 4-121
NUMBERING CODE field, 4-137
REGULARITY PATTERN field, 4-139,
4-141
PUBLICATION PATTERN CODE, 4-112
PUBLICATION PATTERN DETAIL SCREEN
FREQUENCY CODE field, 4-116
PUBLICATION PATTERN SUMMARY, 4-59,
4-63
PUBLICATION REGULARITY CODE, 4-138
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PUBM (identifier for PUBLICATION
PATTERN), 4-132

PUBP (identifier for PUBLICATION PATTERN
CODE), 4-112

R

RF172 (Authority Index Report Log), 7-19
RF173 (Bibliographic Index Report Log), 7-13,
7-17, 7-19

S

SEQUENCE PARTS, 4-87

SHIP TO CODES, 4-133

SHPTO (identifier for SHIPTO CODES), 4-133
STOPWORD LISTS, 2-24

SUBLOCATION CODESTABLE, 4-12

T

TAG & SUBFIELD EDIT CHECKS, 3-11
TAG AND SUBFIELD VALIDATION, 3-4
Tag/Subfield Deletion Codes, 5-10, 7-9
TAGS & SUBFIELDSDELETION, 5-10
TYPE OF HOLDING SUMMARY, 4-47, 4-51

U

UABE (identifier for Authority & Bibliographic
Exporting), 8-1, 8-4

UAES (identifier for Exporting Selection Codes),
6-6, 8-1

UAII (identifier for Authority Import Standard
MARC), 6-4, 7-19

UAIS (identifier for Authority Stop MARC), 7-19

UAIX (identifier for Authority Index MARC),
6-4, 6-5, 7-19

UBII (identifier for Bibliographic Import Standard
MARC), 6-4, 7-5, 7-19

UBIS (identifier for Bibliographic Stop MARC),
7-16, 7-19

Screen Index - 4

Cataloguing Management Guide

UBIX (identifier for Bibliographic Index MARC),
6-4, 6-5, 7-8, 7-13, 7-19

UBPM (identifier for BACKGROUND
PROCESSOR MENU), 7-2

Vv

VALID REGULARITY PATTERN LABELS,
4-140
VENDOR HEADER SCREEN
CLAIM CODE field, 4-132
VENDOR NOTES
SHPTOfield, 4-135
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Symbols

# (clear field edit command), A-8

#line (option), A-7

. (previous field edit command), A-8

<ESC> edit commands
regular field, A-8
window field, A-10

? (help, field edit command), A-8
?? (code ligt, field edit command), A-8

Numbers
863/864/865 $w, 4-124

A

accesslevel, 5-4
accessing
cataloguing functions, 2-3
records, 5-3
workfiles, 2-10, 5-1
workforms, 3-19
ACTION DATE (field), 4-131
Action Logging, 5-6
Action Table, 10-6
Action Tablefield, 10-6
Actual Cost field, 4-33
Add holdings (permission), G-6

Add MARC records (permission), G-5

adding

edit check fields, 3-11
arrow keys, A-5
ArticleLists, 2-26

Authority Index MARC Records, 5-1, 5-11

authority loader, F-1
error checking, F-29
Filing Actions, F-12
functions, F-20
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sample profiles, F-23

setup, F-2
authority matching checks, 2-22
authority record checks, 2-18
authority records

importing, 7-19
Authority Tag & Subfield Descriptions, 3-3
Authority Tag & Subfield Edit Checks, 3-17
authority transaction logs, 5-8
authorization, 2-3
average cost of item, 4-30

B

background processor, 7-1

backward, 2-12

Bibliographic Index MARC Records, 5-1, 5-11

Bibliographic Level (MARC), 3-10

Bibliographic Status Codes, 5-4

Bibliographic Tag & Subfield Descriptions, 3-3

Bibliographic Tag & Subfield Edit Checks, 3-11,
3-17

bibliographic transaction logs, 5-7

bibliographic unit, 4-112

binding entry, 2-12

blind authorities, 6-8

blind provisiona authorities, 9-4

bound with, 2-12

breaks in holdings statements, 4-124

brief records, 9-7

C

Call Number Prefix
description, 4-26

Call Number Prefix Code, 4-24

card labels, 5-14

cataloguing
access to functions, 2-3
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management, 6-1
Cataloguing and CIM Equivalents, E-11
cataloguing enhanced options, 2-2, 2-16
cataloguing processor, 7-1

starting, 7-3
cataloguing reports, 5-6, 6-10
cataloguing setup, 3-1
cataloguing table, 2-7
Change Call numbers (permission), G-8
Change current information for holdings

(permission), G-4
Change MARC records (permission), G-4
Change owning information for holdings
(permission), G-8

checkin

return, 4-23
Checkin Type, 4-122
CIM identifiers, E-11
Circulation Code, 4-15, 4-22, 4-27, 4-31
clam

cancel, 4-132

delay, 4-132
Claim Code, 4-131
Claim Cycle Code, 4-130
CLAIM DELAY (field), 4-131
Claim Message Code, 4-128
Claimed Checkin Type (code), 4-122
Class Number Codes, 4-28
classification

description, 4-30

interval, 5-12
clear field (field edit command), A-8
code list display (field edit command), A-8
codes

country, 3-18

deletion, 5-10

function, 3-18

identification, 5-1

instrumentation, 3-18

language, 3-18

leader, 2-8, 3-10

MARC format, 3-9

material, 3-10

musical form, 3-18

record status, 5-4

transaction, 5-10

General Index - 2

collection
description, 4-21
Collection Code, 4-19
Community Information Module, E-1
configuration, 2-2
for record import/export, 5-10
conflicting authorities, 2-4, 5-9
conflicts, 2-22
cataloguing, 9-6
connecting processors, 7-3
conventions, 1-3
diacritics substitution, C-2
conversion table, 5-21
conversion-on-the-fly, 2-6
template, 5-21
copy, 2-12
copy cataloguing, 2-12
copying workforms, 3-22
Country Code, 3-18
CSOP (identifier for Cataloguing Enhanced
Options), 2-16
cursor control keys, B-1

D

damaged items, 4-30
database, 6-2
database management, 6-1
date
on menu screen, A-2
Date (format for chronology), 4-118
Date format (field), 4-120
Day of month (format for chronology), 4-119

Day of week (constants for chronology), 4-119

default

location code, 2-5
Default Price Tag (CDPT), 4-30
definition

leader, 3-17

tags/subfield, 3-11
definitions

MARC field, 3-3
de-index, 2-11
delete (field edit command), A-8
Delete holdings (permission), G-7
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Delete MARC records (permission), G-6
Delete tag subfield (option), 2-13
deleting, 2-12
subfields, 2-13
tags, 2-13
diacritics
filing, C-2
filing order, C-3
hexadecimal value, C-11
listed by name, C-9
modifying cataloguing displays, C-4
normalization, C-3
online catalogue display, C-4
requirements, C-1
sorting, C-2
storage, C-2
duplicate authorities, 9-5
duplicate checking, 7-9
indexing, 6-5
duplicate workfile records, 9-2

E

edit checks, 2-7
adding, 3-11
modifying, 3-12
workform, 2-9
edit fields, A-7
Edit Publication Patterns (permission), G-10
edit window field, A-9, A-10
editing
Call Number Prefix Codes, 4-24
Classification Codes, 4-28
Collection Codes, 4-20
Institution Codes, 4-6
Sublocation Codes, 4-13
Enter Access Codes, 2-3, 5-1, 5-4
€rror messages
authority loader, F-29
indexing, 7-12
loading, 7-7
escape seguences, B-1
Exchange Partner (field), 4-135
Exit (option), 2-13
exporting, 2-4
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exporting holdings records, 8-6
exporting records, 8-4

USMARC holdings standard, 8-4
express cataloguing, 2-6, 5-21

F

field deletion codes, 2-4
field editing, A-7
File (option), 2-13
filing
diacritics, C-2
order for diacritics, C-3
workfile records, 9-2
Filing Actions (authority loader), F-12
Fixed field tag (option), 2-13
fixed fields, 3-14
modifying, 3-16
fixed length, 2-13
Flip Database option (authority loader), F-13
Flip Incoming option (authority loader), F-13
Forward (option), 2-13
function codes, 3-18
function keys, A-9, A-11
non-MARC mode, B-2
functions
window edit, B-3

G

gap breaks, 4-124

Global Change Utility, 10-1

Greek character display, C-4
OPAC, C-6

H

help, 2-12
help (field edit command), A-8
hexadecimal value
diacritics, C-11
internal storage, C-13
transaction codes, 5-10
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Hold title, 4-16
holdings
Call number prefix code, 4-24
Checkin Type Code, 4-122
Chronology Codes, 4-117
Claim Cycle Code, 4-130
Claim Message Code, 4-128
Classification Code, 4-28
Collection Codes, 4-19
default locations, 2-5
Default Price, 4-33
displays, 4-34
displaysin clients, 4-100
embedded tags, 8-8
exporting records, 8-7
Frequency Code, 4-115
general definition, 4-38
general definition for clients, 4-104
Institution Code, 4-6
Link Partsto Order, 4-83
Link Partsto Piece, 4-79
Link Type of Holding to Copy Set, 4-55
Location Copy Summary, 4-42
Location Holdings Statement, 4-51
Numbering Codes, 4-136
Parts Summary, 4-67
Physical Format Code, 4-126
Pieces Summary, 4-70
Pieces/Parts Summary, 4-75
Publication Pattern Summary, 4-59
Publication Pattern Type Code, 4-112
Publication Regularity Code, 4-138
Publication Regularity Labels, 4-140
Sequence Parts, 4-87
Serial Copy Set Summary, 4-91
Serial Copy Set Summary (Checkin), 4-96,
4-108
setup, 4-1
Shipto Code, 4-133
Sublocation Code, 4-12
Type of Holding Summary, 4-47
Holdings Client Display Definition, 4-100
Holdings Display Definition, 4-34
holds
cancdling, 4-17
display name, 4-16

General Index - 4

OPAC, 4-16
patron blocks, 4-17

Identification Code, 2-10, 6-7
imported record
edit checks, 2-7
importing, 2-4
brief records, 9-7
records, 6-4
index, 4-112
indexing
parameters, 6-4
profile, 6-4, 6-5, 7-8, 9-7
reports, 7-17
starting, 7-13
stopping, 7-16
test, 7-15
insert mode (field edit command), A-8
Institution Code, 4-6, 4-22
indexing, 6-5
on menu screen, A-2
instrumentation codes, 3-18
interdependencies checks, 2-16
item
record, 4-10
item update, 2-13

L

label

for publication, 4-140

formats, 5-14
labelled display, 2-13
Language Code, 3-18
Leader, 2-14, 3-17

codes, 2-8
leading articlelists, 2-26
library system name (on menu screen), A-2
Line by line (option), A-7
link, 2-14
loading

authority records, 7-19

Cataloguing Management Guide (September 2000)



General Index

loading records, 5-1, 6-4

Loan Code Override Level, 4-9

loan code override level, 4-15, 4-22, 4-26, 4-30
Location Code, 2-5

Location Copy Record, 4-42

Location Holdings Statement, 4-51

Location Holdings Statements, 4-63

M

MARC (option), 2-14
MARC character set, C-2
MARC field definitions, 3-3
MARC holding code, 4-8
Match Conditions option, F-11
Material Group Code, 4-9, 4-15, 4-22, 4-27,
4-31
menus, 2-29
item selection, A-4
merge, 2-14
Merge and replace MARC records (permission),
G-6
Merge Method option (Authority Loader), F-6
missing (status), 4-131, 4-132
mnemonics, C-2, C-7
sequences, C-4
modifying
edit checks, 3-12
fixed fields, 3-16
tags/subfields, 3-7
workforms, 3-23
Months (constants for chronology), 4-118
Move holdings between sublocations
(permission), G-5
Moveholdingsrecordsbetween bibs(permission),
G-7
musical form codes, 3-18

N

next field (field edit command), A-8
No predictions (chronology), 4-119
non-diacritics terminals, C-1
non-gap breaks, 4-124
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non-standard characters, C-5
normalization, C-3

notice header, 4-10, 4-17
NUC Symbol, 4-11
Numbering Code, 4-137

O

Online Catalogue
diacritics, C-6
display, C-13
OPAC
suppress display of checkin history, 4-124
option
#tag, 2-12
add, 2-12
backward, 2-12
bound with, 2-12
copy, 2-12
copy cataloguing, 2-12
delete, 2-12, 2-13
deletetag, 2-13
exit, 2-13
file, 2-13
fixed length, 2-13
forward, 2-13
help, 2-12
item update, 2-13
labelled display, 2-13
leader, 2-14
link, 2-14
MARC, 2-14
merge, 2-14
overlay workform, 2-14
print, 2-14
reformat, 2-14
replace, 2-14
restore, 2-14
retrieve, 2-14
unlink, 2-15
option bar, A-5
optionline, A-5
go to (field edit command), A-8
Order Summary (Checkin), 4-108
overlay workforms, 2-14
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overtype mode (field edit command), A-8
owning collection, 4-23

P

Parts Linking Summary, 4-79
Parts Sequencing Summary, 4-87
Parts Summary, 4-67
Partsto Order Linking Summary, 4-83
permissions, G-1

Edit publication pattern, G-10
phantom processor, 6-3
Physical Format Code, 4-126
Pieces Summary, 4-70
Pieces/Parts Summary, 4-75
pocket labels, 5-14
Port Code (on menu screen), A-2
post-punctuation field, 3-12
prediction

pattern, 4-118
pre-punctuation field, 3-12
previousfield (field edit command), A-8
print, 2-14
privilegelevel, 3-5, E-2
privileged information, 3-3
procedures

export profile, 8-4

indexation test, 7-15

loading bibliographic records, 7-5
processor, 7-1
profile

authority loader, F-2

authority loader sample, F-23
profiles

selection, 8-1
publication label, 4-140
Publication Pattern Summary, 4-59

Location Holdings Statements, 4-63
Publication Pattern Type Code, 4-112
publication patterns, 4-112
Publication Regularity Code, 4-139

PUBP (identifier for Publication Type Code),

4-112

General Index - 6

R

record
status codes, 2-11, 5-4
record conflicts, 2-22
record validation, 2-16
records
access, 5-3
authority, 6-8
authority conflicts, 6-9
brief, 9-7
deleting, 2-11
exporting, 6-6, 8-1
filing, 2-11
import/export, 5-10, 6-1
importing, 6-4, 7-4
importing authority, 7-19
indexing, 6-3
indexing bibliographic, 7-8
loading, 7-4
loading bibliographic, 7-5
loading formats, 6-4
local authority verification, 9-6
marking, 9-6
source, 2-11
structure, 6-8
temporary, 2-10, 6-7
workfile, 6-7, 6-8, 9-1
reformat, 2-14
regularity pattern, 4-141
release number of ADVANCE (on menu screen),
A-2
replace, 2-14
reports, 6-10
bibliographic setup, 3-1
indexing, 7-17
workfile, 9-1
reserved character, C-13
restore, 2-14
restrictions (permissions), G-2
retrieve, 2-14

S

screen design, A-2
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screen identifier, A-4
screen identifiers, 2-29
scroll options, A-6
searching

using diacritics, C-6
Seasons (constants for chronology), 4-119
security

user permissions, G-1
Selection Criteriafield, 10-4
selection profile, 8-1
Seria Checkin labels, 5-14
Serial Copy Set Summary, 4-91
Serial Copy Set Summary (Checkin), 4-96
setup

holdings, 4-1
shelf number verification, 2-5
Ship To Code, 4-134
shipping information, 4-133
sorting

diacritics, C-2
space bar, A-5
specia characters, C-6
spine labels, 2-5, 5-14
Split year (chronology), 4-119
status codes, 2-3, 2-11, 5-4, 9-2
status group, 5-4
stopword and articlelists, 2-24
Sublocation Code, 4-12, 4-21
sublocation description, 4-14
subscript, C-4, C-6
superscript, C-4, C-6
supplement, 4-112

T

Tag & Subfield Descriptions, 2-2
Tag & Subfield Edit Checks, 2-2
tag number, 2-12
tag/subfield deletion codes, 5-10
text editing, 2-15
time
on menu screen, A-2
transaction codes, 2-4, 5-10
format, 5-10
transaction logs, 5-6
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transaction reports, 2-3

Type of Holding Linking Summary, 4-55

Type of Holding Summary, 4-47
Location Holdings Statement, 4-51

U

UNIMARC, 3-14

unlink, 2-15

User ID, A-3

user permissions, G-1
USMARC holdings standard, 8-4
Utilities, 2-3

Vv

valid collection, 4-26, 4-30
valid ingtitution call number prefix, 4-27
valid institution classification code, 4-31
Valid Predictions (field), 4-120
valid sublocation classification code, 4-31
verification

local authorities, 9-6

wW

window
edit field, A-9, A-10
edit functions, B-3
text editing, 2-15
workfiles, 2-10, 6-1, 6-7, 9-1
access, 2-10
duplicate records, 9-2
filing, 9-2
prefix, 2-10, 6-7
workforms, 2-2, 2-9, 3-19
access, 3-19
copying, 3-22
leader, 3-17
naming, 3-20
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Y

Y ear (format for chronology), 4-119
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Reader Comments

Return To:

Library:

Comments:

Your comments and suggestions can help us improve the ADVANCE
documentation. After you have had an opportunity to use the system and
its guides, we would appreciate your comments on the usefulness of this
or any other ADVANCE documentation.

Please write your comments on a photocopy of these pages and, if you
wish, attach additional pages.

ADVANCE Product Development

Geac Canada Limited

11 Allstate Parkway

Suite 300

Markham, Ontario, CANADA L3R 9T8

Library name and address:

Your name and phone number for possible followup:

What did you like best about the document?

What did you like least about the document?

(Please turn page for more.)
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Comments (continued):

Please describe any errors, inconsistencies, or confusing pointsinthe
document. (Page numbers are helpful. If you like, write your comments
directly on photocopied pages from the document.)

Did you have any difficulty finding particular topicsin the document?

Are there any important topics not covered in the document?

What other suggestions do you have for improving the document?
(Specific examples are helpful.)
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