Getting Started With Workflows Java Client

Log into Workflows Java
Client using your school
PIN.

Click on PSB Circulation
button on the top left of
your screen.

% Item Search and O...
&> Add Title

Call Number and It...
% Print

Help

PSBE Circulation

@]
@]
@]

This is what your side
task bar will look like
compressed.

PSBE Circulatio

Click on the purple
arrows to open options
within each tab.

% Item Search and D...

|"'|J"" Check Itemn Status

% CheckOut

EJ Discharging

@ Renew User

@ Renew Item

% Pavying Bills
Maodify Due Dates

Help

Print

©
&}, Display User

E Modify User

ﬁ Copy User

{é Canfirm Address
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% Schedule Mew Rep...

Finished Reports

This is what your task
bar will look like when it
is fully open.



Setting Your Preferences

Changing Your Colour Scheme

From the top tool bar, click on Preference -> Desktop -> Desktop Setup

Preference Tools Window Help

i Configuration...
Peripherals b

Desktop h; Font Settings...
Current toolbar #

Localization L4
Desktop Setup...

Click on the arrow beside the Themes tab. Choose from a variety of themes to
select one that pleases you.

@ Preference : Desktop Setup E|
Default help topic: | V| -
_ ¥ Opening Wizard: |N|:|ne V|

| Max response size:

Display date fosm

mMultiple windows mode

£

(o | [Concel ]

Be sure the Multiple windows mode box is checked.



Setting Your Function Keys

Step 1: From the top toolbar in Circulation select Preference -> Current toolbar ->
Function Key Mapping.

Preference Tools Window Help

Configuration...

Peripherals »

Desktop » Font Settings...
Current toolbar # Select...
Localization p Save As...

(oL ST T R Function Key Mapping...

Local Toolbar Management...

Step 2: Ensure all of the fields are empty before setting your Function Key
p[eferences.

Koy A ing Bz sure all of your fields are ampty
S befora
K you begin setting your preferences,
Check the

I:‘ shift D Alt shift and alt tabs as well.
F1 Fz ’_ LV_] F3 | B]
. o M
F7| [w| Fs Fa| [v]
F10 F11 [v| Pz [v]

Step 3: Set your Function Keys as follows:
F2 — Display User

F3 — Renew User

F4 — Renew Item

F5 — Check Out

F9 — Item Search and Display

F12 — Discharging

MF| Functlon Key Mapplng v
CO=shft [ Al
FL F2|Display User hd F3|Renzw User v]
F4 Renew bem R FS | CheckQut b F&
F? o Fg Fa| Itern Search and Display v]
F10 F11| |v] F12 Discharging 'v]




How to Checkout Items

Step 1:

Click the CheckOut icon or press F5

% Itermn Search and D...

|"|T‘ Check Item Status

______ Checkdut

Discharging

Click the Checkut icon

or press F5

E}J Paying Bills

Modify Due Dates

Help

Print

Step 2:
a) Scan the student bar code into the User ID box.
b) Scan the bar code from the back of the book.
c) The checked out book will appear in the box below.

CheckOut = O x
d\r —_—
FEYNE Y S -8R0 =
Motes
User ID;: 3030<TEST. Student, Test Profile name: EL-KIDPWR....
Identify user Scan student bar code.
Line: J. E. BENSON
User ID: 30XXTEST Zl.ne 2/3T
ip: 2/

Identify item = Scan the bar code from the back of the bock,
Item ID:

List of checkouts:1

The checked out book title and item ID will show here.

Title Itemn ID
When Stella was ve... 32233018927111

to... | Type
3/3/2010,23:59 BOOK

Click here to begin checking out to a new user,

Close H Click here to diosa. '

Options at the bottom of the screen include checking out additional materials to
the same user, checking out materials to a new user or closing the checkout
wizard.

Click here to chack out another item to
this us=r,

Get User
Information

Check Out

Tao User To New User

Check Out Item ‘




How to Discharge Items

Step 1: PSBE Circulation
Click the Discharging icon or ©
Press Flz % Item Search and D...

ﬁ? Check Item Status

é Checkout
% Discharging

Click on the Discharging icon
or click F12

Modify Cue Dates

Help

Step 2:
Scan the barcode from the back of the book to discharge.
As you continue to scan book barcodes the titles will accumulate in a list.

Discharging : Identify Item

Scan the barcode from the back of the bock,
WP

List of discharges

Title Item ID Route/Transit To
When Stella was very, v... 32233018927111 EASY-RDR

The title of sach discharged book will appear in this list.

Step 3:
Close wizard when finished.

Clear

Discharge List Close

Discharge
Item (o)




Adding a New User

When a new student arrives at your school, you must add the new student to the
Workflows system.

Get the new student 7 digit Trevlac number from your school secretary.

Select a classmate’s name from the homeroom of the new student.

From the Circulation Users Task Bar follow the following steps to clone a user.

Step 1:

Click hers to copy/clone a user

ﬂ Modify User

5 Confirm Address

Step 2:
Copy User : User Search = O = d. Type |n
& - : the name
Js 1. Type in name of student you wish to copy.
0 — of the
< classmate
Search for: .
u who exists
: Ty : .
N Index |Narne [V][ AND H QR ] ype in the new
Library: |.€\LL_LIE|S [V] ® Keyword studentls
ia . . B homeroom.
3. A list of students will appear. -
List of users b. Clle
Mame User ID Phone SearCh.

C. A list of students may appear. Select the proper student from the list.

Step 3:
Click Clone/Copy User button at the bottom of the screen.

’ Clnneﬁtgj ” Cancel ]




Step 4:
Type the new student’s Trevlac number in the space provided for New ID.

Copy User : Clone /Copy User

ﬁ 4, Type Mew Student Trevlac Number hare,

User ID: 30
opying information from:

Creating new user b

User ID: (30300964
MNew ID:

Step 5:
Click Register User

Register User

Step 6:
Over-ride the highlighted name by typing in the name of the new student.

Basic Info | Privilege | Demographics | Addresses| Extended Info

[

- Clone/Copy
Maodify This User to &nother Close

Last name, first; Moore,Kasey
Title:
User ID: SRR

Alt ID:

Group ID: Type in the name of the new student,

e.g., Lastname, Firstname
3_BENSON

EL-KIDPWR

Library:

Profile name:

Step 7:
Click the Register User button again.
A new box will appear confirming that the new student has been copied and now
exists in the system.
Wi X

Moore Kasey S uG—

is registered

[ Clone/Copy This User to Another l

[ Make More Changes ]

[ Close |

. ) Cloned/Copy
Register User Modify Tikils UEar fm Amaiher Close




Modifying an Existing User

A student is new to your school, however has been previously entered into the
WorkFlows library system in another GECDSB school.

You must modify this student’s record to indicate your school.

Get the new student’s 7 digit Trevlac number from your school secretary.

From the Circulation Users Task Bar follow the following steps to modify a user.

Step 1:

3]

&} Display User

ﬁ Maodify User
Copy User

{g Confirm Address

Step 2:
Modify User Type the 7 digit Trevlac number of the new
;ﬁ ﬁ} student into the User ID box.

User information

Identify User

User ID:

Step 3:
a) Use the drop down menu beside Library to select your school from the
list.
b) Click the Addresses tab at the top.



Modify User

a4 &

User 1D 30004 TEST Student, Test Profile name: EL-KIDPWR

Identify User

User ID: [30XXTES Click hare to change your schoal in the Address tab.

Basic Info F‘ri'u'ilege" Demngraphics| Addresses " Extended Infcu|

Last name, first: 'Si'i..rden;t.. Test

Title: [ |
User ID: 30XHTEST
Alt ID:

Group ID:

Library: |3_BENSON

Profile name: | EL-KIDPWR

1, Click on the drop down menu to select your school.

Get User ;
Information Madify User

Step 4:
a) Change the second box to indicate your school name.

b) Change the bottom box to indicate the appropriate homeroom for the new
student.



c) When you are finished changing the information, click on the Modify User
button at the bottom of the screen.

Modify User

A &

User ID: 30XXTEST Student, Test Profile name: EL-KIDPWR....

Identify User

Line: J.E. BENSON
User ID: 30XMTEST Email: N
Zip: 2/3T

Basic Info | Privilege | Demographics | Addresses | Extended Info

Frimary: (%) Address 1 () Address 2 () Address 3

Address 1
| DAYPHONE Il
|LINE \»|pE. BENSON
EMAIL vl
LOCATION v |
| STREET MI Change to the appropriate homercom,
[crmv/sTATE [l

[zP [v|ram 4

Modify User Different User (b) Close
Step 5:
A box will come up to indicate the changes have been made. Click Close.
We| Complete

Record Updated

| Modify Another User |

’ Make More Changes ]

[ Close |
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Renewing a User

Step 1:

If you need to renew a specific
User so that they will not have any

Overdue books, click on the
following in the Toolbar....

lEJ Discharging
@ Renew User
@ Renew Item
E}l Favying Bills

ﬁ Madify Due Dates
Help
% Print

11



Step 2:

Renewuser
4GP EOD®

User information

Identify User

User ID:

Current user checkou

When the "Renew User" screen
appears, you can either scan the

Items ehaible for renewal:

[ select all Select all seen

User's name, or you can manually
enter the User's name here.

Renew Seen Title Ttemn IC

At this point, you can click the
User is BLOCKED "Investigate” button to see what

SR the charges are to that User.

Overdues; Z

¢ MNotes

Enter Override &
Renew Items

Cancel

If you are certain that you would like to renew
all charges that a User might have, click on the

Investigate

"Enter Override & Renew Items" button.

12



Step 4:

Ewé"& E ®

Alerts  Notes

User ID; 000 LesJenny Prafile name: EL-KIDPWR....

Identify User

User ID: —

Current user checkouts

Items eligible for renewal: 2

Ol select Al [F] Select all seen You can then renew each item by checking in

the individual boxes beside the item, or you
can click the "Select All" box to the left of the
screen.

Title Item ID D:
Cool Stuff 2.0 and how it works 3
Invention =

3]
O

Step 5:

® Lee,Jenny is Blocked »
'E User ID: SEPARRrE
=2 Mame: Lee Jenny

User block override: After clicking on the "Enter Override
& Renew Items" button, you will
observe the User's ID and their
name. In the "User block override",

enter the word, "candy". From
there, click "OK".

13



Step 6:

Get User
Information

Selected Items (o)

Once your items are checked off for
renewal, chick the "Renew Selected

Items" button.

Close

Renew Renew
for this User (b} for Another User (g)

14



Renewing an ltem
Step 1:

PSB Circulation

In order to renew

Common Tasks Iil items in your
% Item Search and O... IiI::-rar':.-', SEIECt thE
S Chock Itom Stat "Renew Item"

eck Item Status
3 button on the left
X, checkout side of the Java
lEJ Discharging screen in the
@ Renew User TDleEII'.
@ Renew Item
E‘ FPavying Bills

:E Madify Due Dates

Hel
pp H D
e Print

Step 2:

Renew Item
W) et D [

Identify item

Ttemn ID: |

Marl Item as Seen

Itemis) Renewed

Title Mame
You are now able to scan the item's
barcode into the system, or you
may wish to manually enter the

barcode number. You may have to
press the "Enter" key if you enter
the barcode manually however.

15



Step 3:
GRenewmem
P Rl

Identify item

Ttemn ID: |

Mark Itemn as Seen

Itemis) Renewed

Title Mame Date Due Amount Bil

Ciary of a wimpy kid : dog days 010, _

Once you have renewed your item and
pressed "Enter”, your item will then be
displayed on the "Items Renewed" screen
as shown in the example above. You will
also be able to take note of the new due

date.

16



Generating Overdue Reports

You actually do not have to wait for your assigned

Overdue Report in order to print one whenever you
would like. Most schools are able to gain access to an
Overdue Report every Monday morning — now you
can run one whenever you feel it might be necessary.

Common Tasks

% Item Search and D...

ﬁ’.i Check Item Status

‘% CheckOut

lE] Discharaing

@ Renew User

@ Renew Item

E] Faving Bills

g Modify Due Dates
Help

% Print

% Schedule New Rep...

Finished Reports

Step 1: To schedule a new
Overdue Report, draw your
attention to the Toolbar on
the left hand side of the
screen.

Click on the “Schedule New
Report” button.

17




Step 2: When this screen appears, unclick the “Include log”.
Click “OK”, which is located at the bottom of the screen.

Defaults |

Application to view reports: c:"program files'Windows N'I"'\_accessories"-
Application to print reports: c:program files'Windows NT‘\_accessories"-
Setup & Schedule
[ pisplay report source column
[ motify owner when repart is finished
[ send notices autornatically

|:| Preserve templa ner

B e Repl Unclick the "Include log" '

[ misplay format page

View, Print
¥ report
[ include log

Include results

Format Page

Character set table: | DEFAULT

Page length: |60
Page width: [0
Top margin: |3

Bottom margin: 0

View, Print, or Email Finished Motice Reports
Recipients: ) all
() only those with email addresses
() Only those without email addresses

Click "OK" to generate your Overdue

Report

18



Step 3: Locate and click on your appropriate Overdue List.

Temnplatas | E-ibliugraphic” Circulation " U::rl

Repartnams =

1 Locate your Overdue list here '
List l:harl;les TAL
averduashmrTAL

UsersTal
Step 4:
At the bottom of the screen, click
on the "Setup & Schedule" button.
Setup & . = .
scheduls View Maodify Copy Remove... ‘ Cwnership (b) ‘ Close (g)
Step 5:

Click on the "Run Now" button

| Schedule | Run Mow (b) ” Save As Template ” Cancel ]

19



Step 6:

Frequancy: A54P
y Maxt run date:
. Last run date: 10/26,//2008,11:45

Prinker:
Email to: Click "Close" when this window
Do not email nobices to recipients with email addresses appears,
Suspanded: N

Place on list: ¥
Nabfy amner: N
Wiew type: [nclude results

Schedule a
Mew Report

Display
Scheduled Reports

Cusplay
Finished Reports

Clase

Step 7:

Common Tasks Iil
lg Item =earch and D...

;‘E‘i Check Itemn Status

é Checkout

% Discharging

@ Renew User

@ Renew Item

E] Paving Bills

ﬁ Modify Due Dates
Help

% Print

After you have closed off your
wizards, click on "Finshed Reports”
to locate your completed Overdue

% Schedule Mew Rep.,

Finished Reports




Step 8:

¥ ow B
Under the "Finished Reports”,
Al select the correct choice for your
Overdue Listing.

Aaport nama | status
[n¥ertory TAL Ci

Step 9:

After you have selected the correct
report to look at, Click the "View"
button at the bottom of the page to

activate the appropriate software to
view your Overdue List in.

View [ Print ][ Email (b) H Remove... ][ Cwnership (g) ][ Close ]

Step 10:

Repart to W
[ view log Make sure that the "View Log" is

View result unchecked and that you click "OK".
Format report

21



Step 11:

Talbot Trail Library Cverdues by Homerocom (1D)

Produced Wednesday, February 17, 2010 at 11:09 AM

USER NAME USER ID CHRRGED
RENEWED RENEWALS UMSEEN

D LOCATICHN LIBRARY

copy:Z 32233

2 322330238046E83
ates don't change diapers / written by Melinda Long
Shannon.

el

bdeh,Bavan IR

David

Here is an example of an Overdue
List......... from here, you may
choose to print, etc...

EDCUT

Allan Ahlberg ; Bruce

CHECEEDOUT

Winnie's midni
Thomas, Val*e

Thomas and FEorky Paul.

/2
0 o}

s

oM
=]

|
[¥]

o1a,

22



Paying Fees — Secondary

Students with overdue fees can pay/be forgiven as follows:

Step 1:
Click on the Paying Bills icon on the Common Tasks tool bar.

Common Tasks =

% Item Search and ...

i‘iJv"' Check Item Status

% CheclkCut

QJ Discharging
@ Renew User
@ Renew Item

= 1 Paying Bills

Maodify Due Dates

Help
% Print

Step 2:
Scan in student ID for the student with overdue fees.

Paying Bills

5 &®

User information

Identify User

User ID:|




Step 3:
To Pay a Fee

a) Check total overdue fee owed.

b) Type in the amount of student payment.
c) Select the payment type.

d) Click return to enter payment.

To Forgive a Fee

a) Change payment type to — forgive.
b) Click return to forgive the fee.

ying Bills SERE
Alerts  Motes

User. 1 Profile name: SS-KIDPWR..

Identify User

dlzeritiog Look here for averdue fee. Line: BELLE RIVER HIGH SCHOOL

i Zip:  MEL

Total bills and payments Type in payment amount here.

Total bills: al, Payment:

Total owed:  $0.60 Payment type: CASH Select payment type or forgive the fee.

Still owes: $0.60 Change:

Credit balance: none

Individual Bills and Payments

Title Item ID Reason Qwes Payment Type Payment Change Billed Date

Abduction 32233012300901  OWERDUE $0.60| CASH hd ‘ $0.60 10/22/2007

Press "return” or click Pay Bills button

Get User
Information

Pay Bills (o)

Pay Mare Bills

To make payments for another user click here.

Make Payments
for Another User

o H Click here to close. '
ose

24



Cataloquing with Java Client: Logging On

When you want to catalogue resources, you need to use a particular
cataloguing login. For security, do not post this login or password where it is
accessible to others.

Open the Java Client from your desktop.

Login for cataloguing is the
same as the previous
version of SIRSL.

G SirsiDynix
&

Staff Client

Logging inta the worlstation...

© 1936 - 2010, SirsiDynix
Use, duplica sure by the U.S, Government is subject to restrictions
oh ({13057} of the Rights in Technical Data and
in DFAR 252,227-7012, Rights for non-DoD U.S,
ern and Agencies are as setfarth in FAR 52,227-19(c)(1,2).
ows is a pegistered trademark of SirsiDynin,

The opening screen in Cataloguing will show the taskbars of your last visit,
even if the button shows you are in Cataloguing. To be sure you have the
correct taskbars, click the button as shown:

] SirsiDynix Symphony WorkFlows @

File Edit Wizards Modules Preference Tools Window Help

Before you do ANYTHING,
click on the button that
reads "PBS Cataloguing.” It
will initiate the CORRECT
toolbar.

% Item Search and D...
&5 add Title

Call Number and It...
é Print

Help

25



E SirsiDynix Sympho ' WV O kFlov | =l @
File Edit Wizards Modules Preference Tools Window Help gmw
PSB Cataloging
o - ;
T —— This is y;;l;_(:atalogmngd‘iaskb:rl. It
has everything you need to catalogue.
& ndd Title
Call Mumber and It...
é Print
Help
. . . ’ .
Here is an explanation of the Cataloguing Taskbar’s tools:
&SirsiDynix

File Edit Wizards Modules Preference Tools Window Help

The "Item Search and Display" allows you to
search for an item.

@ Item Search and D...
&5 add Title

The "Add Title" option is used for adding a
"Brief Record."

Call Number and It...
é Print
Help

The "Call Number and Item Maintenance"
option is used for "Adding Call," "Adding
Copy," and "Editing Copy."

Now you need to set your cataloguing properties...Go to the “Cataloguing

with Java Client: Setting Properties” pages.

26



Cataloguing with Java Client: Setting Properties

In order to catalogue your resources correctly, you have to set your
own school’s properties in the program. These properties are specific
to each computer’s hard drive. If you have more than one SIRSI
computer, you will have to set the school properties for each
computer you use.

File Edit Wirards Modules Preference Tools Window Help

o

IQ Item Search and D...
& Add Title
ﬁ Call Number and It...
& Print
n Help

You'll get two choices: "help" and
"properties.” Click on Properties.

You need to set your school properties,
Hover over the "Add Title" and right dlick.

When you choose the “Properties” tab, you get the following screen:

File Edit Wizards Modules Preference Tools Window Help

PSBE Cataloging

©

% Itemn Search and D...
&5 Add Title

Call Number and It...
@ Print

Help

(D) X
Display property page: () Wizard Startup (&) Never
| Defaults I
Title default values ;A!
Format: [erier [v] Entries template: [TEMpPLATE ] I
[ shadaw title Entries: ‘ |

Add item when creating title
Editor display options

O MARC View

(&) Descriptive view

Call number default values

[Z_ED_M_IN -I; [ shadow call number

Class scheme: [DEWEY EV! [¥] show shelving key

Item required default values

Type: [Book [¥] [rermanent

Library:

Home location: @H:_"S:H?':F—:I}l [¥] Circulate

[ shadow item

Item optional default values

Change the "Library” to your
own school. Do not touch

anything else. Click on "OK"
at the bottom.

Price: [$— Item category 1: ._UNICSNCAT_—Lij
Media desk: [ [\;! Itemn category 2: i_ IL?I
{8 . L il =l

I |
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You'll do this for “"Call Number and Item Maintenance” as well...

] SirsiDynix Symphony WorkFlows g@

file Edit Wizards Modules Preference Tools Window Help QSTSiDyrix

2]

19 ttem Search snd D... You need to set your school properties
&5 Add Title for "Call Number and Item
Maintenance” as well. Again, hover
over the label and right click. Select
"Properties” from your two choices.

Call Number and It.."
& print
Help

File Edit Wizards Modules Preference Tools Window Help &Sirs

Cataloging ] L en € ; Pro X

C Display property page: C) Wizard Startup @ Never

% Itern Search and D. Defaufts

A 3
§o Add Title s arsk pesfarence Change the "Library" to
Call Mumber and It. Tive "| your school. Do not touch
: anything else. Click on "OK"
& Print -
Index: itle at the bottom

Help

Library: ALL ~|
Editor display options
) MARC View

(® Descriptive view descriptive labels (for entri...

Call number default values

Library: 2 ADMIN A

[] shadow call number

Class scheme: |DEWEY b [¥] show shelving key

Item tree defaults

() Item tree display collapsed (%) Item tree display expanded

Extended Info Display Options
Display staff note on item list

Display public note on item list

Item required default values

Type: [Bo0K ~] Permanent
Home location: | ON-SHELF hd Circulate ™

Once your properties are set, you are ready to start
cataloguing! Go to “Cataloguing with Java Client: Doing the
Search” to start the process!
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Cataloquing with Java Client: Start by
Searching

Cataloguing involves putting a resource from your collection into the
system. It always starts with a search. To save time, use “Call
Number and Item Maintenance” to begin your search...

we] i 0|3

File Edit Wizards Helpers Modules Preference Tools Window Help QS"QD}'”X

Call Number and Item Mai 3 =

Y

Search for:

% Item Search and D...

&G Add Title Index: =
Call Mumber and It... Library: b ® Keyword
O Browse
=1 : resources for guided ... --- PR 3724 STO --- ID:32233012492245 .., O Exact
- When you click on "Call d - ™ : — i
i felp Number and Ttem You can do a general search, or select the binoculars

Maintenance,” you get this with the yellow plus sign to get a more advanced
screen. It is the best choice for search. The choice is yours!

searching if you are
cataloguing a new resource.

The general search function allows you to search in various ways...

| : . JIOJES
File Edit Wizards Helpers Modules Preference Tools QSH'BiDny
Type in the title, author, etc. of the book for
which you are searching.
I Number and Item Main - Of x

O) |44 FAE.

Itemn Search and ... : ”

% Searenyforal doic You can use the "scroll ] Search
&5 Add Title Index: [Title down" menu to select »| rType:

- Library: |,a.|_|_ search index options. v ® Keyword
B a1 mumber and 1t.. Need an author? Scroll up! ® Browse
& Current: Storyteller-Level L --- Lizzie's lizard [kit] : res O --- 1D 5223301249224 ngact
Help

Like on Webcat, you have "type"
options as well, if you want them!
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If you've used the general search, you will likely have many choices
from which to choose.

W] SirsiDynix Symphony WorkFlows E]@%
Help QSI'SiDyrix

File Edit Wizards Helpers Modules Preference Tools Window

@ Item Search and D...

&5 add Title gal Tyee
2 v @ Keyword
. Call Mumber and 1t... O Browse
& print . rrent: Mevyer, Stephenie, 1973- --- Twilight --- F MEY --- I01302556-21004 --- Ctrl#:i0316160172 --- Copy:d () Exact

Using the
Help general EYWORD Title dogs, ALL: 292 record

search, you itle Authar Pub. Year

get MANY 9780746085400 and

choices. You ovs are dogs Margalis, Leslie. g

will need to uits enouagh hot dags and other silly stories

scroll through ves of Monster Doas (Bakis, Kirsten1997) 0374189870 Scroll down

them to find hicken soup for the soul. Selections Canfizld, Jack, 1944- here, until

the record on't lick the doa : makina friends with doas Wahman, Wendy. you ;ind the

you need. title you

=scription I Call Number{ltem] want.
Leader am

Fixed field data 000000n 000 0 eng u
ISBN [REQ] 3780746085400 and
Title Stories of Dogs {Punter, Russell, 2007, Usborne Young Reading)

You can also do an advanced search to get more specific responses.
You do this by clicking the icon that shows binoculars with a yellow
plus sign.

nix Symphany WorkF lows

File Edit Wizards Helpers Modules Preference Tools Window Help QWW

)

Common Tasks A

@ Ttem Search and D...

{ MdTH Indes: g e

| Library: | Oermrt
Call Number and 1t ! O Browse
§oint CUTERt) () Exant

You can get an advanced search screen by clicking on the
icon showing bincculars with a yellow plus sign.

Help
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Then you get an advanced search screen that looks like this:

[ sirsiDynix Symphony WorkF lows

Wizards Helpers Modules Preference Tools Window Help

| I8 FaF F o= =

General:

Common Tasks

) ttem Search and D... [[an | Title:

| Cssareh
o]

&5 add Title liiern

Call Mumber and Tt. Current:

& Frint

g e guthar s amsy Type in the full or partial title.
ype pa .

Don't forget to click *"Modify” at the bottom, in order to open the full
record!

[T sirsiDynix Symphony WorkFlows

File Edit Wizards Helpers Modules Preference Tools Window Help

Yy e

@ Item Search and D... Search far: ‘doqs
@ add Title Index: ‘T\Ue
Library: ALL
B cal number and It v ‘
é Print Current: Quite enough hot dogs and other silly stories --- £ QUI --- ID:32233025726505 --- Ctrl#psh-139681 --- Copy:l
Help KEVWORD Title dogs, ALL: 292 records
itle Author Pub. Tear
i ot { < o[V
Stories of Dogs (Punter, Russell, 2007 Usborne Young Reading) 9780746085400 and =
Boys are dogs Marqalis, Leslie, 2008
Lives of Monster Dogs (Bakis, Kirsten1997) 0374169870
Chicken soup for the soul, Selections Canfield, Jack, 1944- 2008
Don't lick the dog : making friends with dogs wahman, Wendy. 2009 v
Diescription | Call Number/Ttem|
Leader am a

(B3

key 2008005293

Data source DLC

Dateftime stamp 20020831 il

Fixed field data 08030452009 nyua 0001 eng
LCCN 2008005293

ISBN 0531217280

Cataloging source DLC eng DLC DLC
Authentication code lcac

LC Call Number PZ5 Q46 2009

Dewey class number E QUI (SCHOOLS) 22

Title Quite enough hot dogs and other silly stories,
Publication info Mew York : Children's Press, 2009,
Physical descrip 127 p, : col. ill, ; 21 cm,

Series (A Rookie reader treasury

Contents Bubble trouble / by Joy M. Hulme ; illustrated by Mike Cressy -- All wrapped up /
Subject term Children's stories, American,

Subject term Short stories,

Electronic access http://wweloc.gov/catdintoc/ecip081 2/2008008293.html
el i

Regardless of which search type you choose,
you will need to click on the button at the

bottom that says "Modify" in order to pull up
the complete record. Click "Modify."

hera 5, Callahan ; illustrated by Mike Gordon -- Jordan's silly sick day / by Justine Fonl

&3
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Regardless of whether you do a general or an advanced search, you
will end up with one of three results:

a) You find the resource listed as being at other schools, but not
at your school. (You will need to "ADD CALL")

b) You find your school already has at least one copy of the
resource already. (You will need to "ADD ITEM")

c) You learn that no school has this resource yet. Your school
will be the first. (You will need to "ADD TITLE")

Now go to the instructions for “Adding Call, Adding Item, or Adding
Title” to learn how to complete your cataloguing!
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Cataloquing with Java Client: Adding Call,
Adding Item or Adding Title?

If you've searched for a resource and found an existing record for it,
your next step involves seeing if your school is listed on the “Call
Number/Item” tab. Note: the record defaults to show the first
school, alphabetically, that has that book. Scroll through the list to
see if your school is present.

|
ile Help Modul Preference Tool Wind QQ'BiDynix
The program automatically
: defaults to the top schoal in
Eallplumber and LiomiHamtenance the list. You will see this schoal =
% e name show up in three places
=] iBE 3t
@ i s _ o . (note the arrows)
Gl ikl 2hon Don't lick the dog : making friends with doas
G add Titl
A 2 Control || Bibliographic| Call Number/Itam | pg
Call Number and It... =B Don't lick the dog : making frien Call number informatio 2
& print -rﬂq 636.7 WAH - 2_ANDERDON Call number: 55 scheme: DEWEY
1 32233025995043 - 1 - BOOK
Help <eqllly 636.7 WAH - 2_GOSFIELD Call library: 2_ANDERDON key: 636.7 WAH
- ¢ -l 32233025488866 - 1 - BOOK

=il 636.7 WAH - 2_HARROWIP

o LI 32233020716130 - 1 - BOOK
=+l 636.7 WAH - 2_HARROWSP

o I 32233019541069 - 1 - BOOK
=+l 636.7 WAH - 2_KINGS-PS

Shadow call number

You need to scroll down to locate your school
in the list. Once you select your school (if

indeed you have a copy of the book in your
collection already), the defaults will change.

H Il 32233026047679 - 1 - BOOK
=+-glly 636.7 WAH - 3_BEATON

¢ N 32233019431063 - 1 - BOOK
il 636.7 WAH - 3_BEGLEY

1]

2 ANDERDON |w

location:  NONFICTION

M 32233026014539 - 1 - BOOK em catly [l TG i
36.7 WAH - 3_BELLEWD
I 32233025727644 - 1 - BOOK Media desk: E3 Number of pieces: |1
=-qflly 636.7 WAH - 3_DOUGALL
§ LM 327330240R0111 - 1 - ROOK ¥ Total charges: 1 Price: $20.00
2
Permanant: Circulate:
Date created: 10/5/2009
Date last charged: 11/10/2009 [ shadow item
Date due: none 5 3
Last discharged:  11/12/2009,10:43 Extended information
Date inventoried: Never Tag Contents
Times inventoried: 0
Last activity: 11/12/2009 S
In-house uses: 0 PUBLIC
STAFF
"

Return to Saarcﬂ] [Add call ﬂumber] [Add ltem]

NOTE: If the record shows up with call numbers starting with
XX, this record is not yet complete. You CANNOT link to this
record! Put that book aside. Frequently check back to discover if the
record is complete (i.e. the call numbers have been designated.)

At this point the Java Client gives you two options, both from the
same screen. If your school name doesn’t appear, then your library
does not own a copy of this resource yet. You will “Add Call.” If your
school name does appear, you have at least one copy of the book
already in your school’s collection. You will "Add Item.”
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I SirsiDynix Symphony WorkFlows

File Edit Wizards Helpers

Modules Preference Tools Window Help

M=%
SSirsiDynix

% Item Search and D...

&5 Add Title

. Call Mumber and 1t...

é Print

Bt =i

Don't lick the dog : making friends with dogs / Wahman, Wendy.

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

=2 E Dan't lick the dog : making friends |a

pllly 636.7 WaH - Z_ANDERDON
Jl 32233025995043 - 1 - BOOK

=-glly 636.7 WAH - 2_GOSFIELD

Ll 32233025488866 - 1 - BOOK
1y 636.7 WAH - 2_HARROWIP

I 32233020716130 - 1 - BOOK
1y 636.7 WAH - 2_HARROWSP

I 32233019541089 - 1 - BOOK
=iflly 636.7 WAH - 2_KINGS-PS
7]
=-lly 636.7 WAH - 3_BEATON
I 32233019431063 - 1 - BOOK
fllly 636.7 WaH - 3_BEGLEY
M 32233026014539 - 1 - BOOK

Date created: 10/7/2009
Date last charged: 1/21/2010
Date due: none
Last discharged:  2/4/2010,10:01
Date inventoried: MNever

Times inventoried: 0

Last activity: 2/4/z010
In-house uses: 0

rCall number information
Call number: 636.7 WAH Class scheme:

Call library: 2_KINGS-PS Shelving key:

Shadow call number

DEWEY

636.7 WAH

rItem information

Item ID: 32233026047679 Copy number:
Type: BOOK Item library:

Item catl: [ [w] ttem catz:

If your school does not have a copy
already, click "Add Call Number."

"

£

If your school already has a
copy of this book, click on "Add
Item" to add another copy to

vour school's collection.

hadow item

Home location: NOMNFICTION Current location:

i
2 KINGS-PS  [v]

NONFICTION

FUBLIC
STAFF

>

Return to Search| Zave

Add Call Number||Add Itam
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a) Adding Call

If you choose “Add Call,” you will get a pop up window that shows
you are indeed adding the resource to your own school. This is why
you set the properties to your school first thing!

(If you are adding a multiple copy to your school, skip now to the
“Adding Item” instructions.)

i) - |03
File Edit Wizards Helpers Modules Preference Tools Window Help ﬁsrsiDynix
ataloging
Call Number and Item Maintenance o el =
ng [ fi[miriTm
Ol |Bfe EE
@ ttem Search and D... Don't lick the dog : making friends with dogs / Wahman, Wendy . -
i _ Because you set your properties earlier,
& Add Titls Control | Bibliographic| Call Number/Ttem | Bound-with your library will pop up in the box. This
call Number and Tt i T allows you to make sure you are indeed
i T | e
i 'g56332;ia25292"gs3ﬂét)BDDK.",- & UMBET TR adding a copy to your OWN school. Click
. e Call number: ey 1
& print I 32233025488866 - 1 - BOOK - OK. A
Help =il Gﬁlﬁﬁ’ WAH - 2_HARROWIP Call library: - 6.7 WAH
Shadow call number
|1me 636.7 WAH - 2_KINGS-PS Item informatian
i 6?6332\’\3;?524;5[;?381'28 BOOK Item ID: 25095043 | Copy number: T
-0 331164-16001 - 1 - BO™ — s S RTEEEE ]
=l 636.7 WAH - 3_BEATON t % E—
N 32233019431063 - 1 - . o pation:  NONFICTION
=-qflly 636.7 WAH - 3_BEGLEY Library for new call number: | 2_KINGS-PS |+ S
-l 32233026014539 - 1 - G z | (el
-l 636.7 WAH - 3_BELLEWD Cancel :
I 32233025727644 - 1 - L : 3 mecess L
[l 636.7 WAH - 3_DOUGALL —
LA azp33n24n80111 - 1 - ook (¥ | | Total charges: L Price: $20.00
< | 1l i |
— — Permanent; Circulate:
Date created: 10/5/2009 _
Date last charged: 11/10/2009 [ shadow item
Date due: none : 3
Last discharged:  11/12/2009,10:43 Extended information
Date inventoried: Never Tag Cantents
Times inventoried: 0 |
Last activity: 11/12/2009 CIECNOTE
In-house uses: 0 PUBLIC
STAFF L
|

Return to Searcﬂl [Add Call ﬂumbar] [Add Ltem]
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When you click "OK" to your own school, you will see that your new
record has already begun! The defaults of “"Book...On Shelf” are still
in place, however. You will need to change these now.

e ——————— BEx

File Edit Wizards Helpers Modules Preference Tools Window Help wa

Callpiumbegand Item Your new record has been started. You need to edit the record to match N
1 [ g
@ Fﬂ JecE=] your actual resource. This screen needs to have four areas changed:
@ e s eachiand D ) ’ "Type,” "Home Location,” "Price,” and "Item ID" (the barcode). You can
Don't lick the dog : | se the scroll down menus, or type until the correct choice appears as a
% i - I default.
(2 e Control | Bibliographic

il call humber and It.. E1E Don't lick the dog : making friends | [ calfnumberinformation bl

& Print =18l 636.7 WAH - 2_ANDERDON Call number: 636.7 WAH Class scheme: DEWEY
M 32233025995043 - 1 - BO
Help 636.7 WAH - 2_GOSFIELD Call library: 2 KINGS-PS _ Shelving key: 636.7 WAH

32233025488866 -1 - B
636.7 WAH - 2_HARROWIP
32233020716130 - 1 - JBOK
6.7 WAH - 2_HARROW Item information
¢ 32233019541069 - 1 BOOK Ttem ID: Cory timbess
E} Y 636.7 WAH - 2_KINGS+
N 3223302604 7679 M- BOOK — Type: BOOK [v| ttem library: [z kinGsps __ [v]
=lly 636.7 WAH - 2_KINGERS )
A -1 - BOOK - ON-SHELF Home location: ' Current location:  ON-SHELF
fly 636.7 WAH - 3_BEATON ; ;
32233018431063 - 1 - BOOK Item cat1: [ [v] temeat2:

EI rlmll 636.7 WAH - 3_BEGLEY

[ shadow call number

]

32233026014539 - 1 - BOOK Media desk: | [s| Mumber of pieces: [1
i 6.7 WAH - 3_BELLEWD .
dllll 3733075777644 - 1 - ROOK Total charges: o Price: £0.00
i I (2]
— — - Permanent: Circulate:
Date created: 2/17/2010
Date last charged: Never [ shadow item
Date due: none

Extended information

Last discharged: Never

Date inventoried: Never Taag Contents

Times inventoried: 0

Last activity: Never CIRCNOTE

In-house uses: 0 PUBLIC |
STAFF

Return to Searcﬂ] S [Add call ﬂumber] [Add Item
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This “magic screen” appears in all three kinds of cataloguing at some
point (“Add Call,” “"Add Item” and “Create Brief”). The same four
defaults always have to be changed in each record: price, home
location, type, and finally, the barcode.

S lo &%

File Edit Wizards Helpers Modules Preference Tools Window Help QSi’SiDyrix

Acceptable choices for "Type" include

- O x
@ "Paperback,” "Book” (for hardcover), and
occasionally "Audiobook,” "CDRom" or "Kit."
% Itemn Search and D, .
" , Wendy.

AR | e Gl Scan the barcode as your last step.

N> ST __ liagr | Bound-with

Call Mumber and It... Call number information ol

Call number: 636.7 WAH

QW8ss schema: ,EWEY “

é Print o =
Acceptable choices for "Home
elving key: 636.7 WAH

Help Location" include "Fiction,"
"Nonfiction," "Easy-rdr" and "YA" (if
the book is designated as such.

gLl = Copy number: 1

7 D Itemn library: @ﬂ
Current location:  ON-SHELF
— 2 R E—
MNumber of pieces: |1

all library: IZ_KING_SiS.

adow call number

Home locatio

Price is whatever
your school has dig.cat:
chosen to record.

Media desk

i i AR= B
Al 327330757 77644 - 1 - ook ¥ | | Total charges: [ Price! $0.00
I b
- l 2 Permanent: Circulate:
Date created: 2/17/2010
Date last charged: Never [ shadow item
Date due: none 5 5
Last discharged:  Never Extended infarmation
Date inventoried: Never Tag Contents
Times inventoried: 0
Last activity: Mever CIRCNOTE
In-house uses: 0 PUBLIC
STAFF
[+l

[Return tao Searcﬂ] [Add Call ﬂumber] [Add ltem]

Once you've put in the correct information for each of the four
windows that require changing, check the record you initially started
in that “Call Number/Item” list of schools. Does your new record
show the corrected defaults? Is it really under your school?

Call Number and Ttem Maintenance - 0 x
=t =]
0] | Bt =E —— —
) rtem search and 0. Don't lick the dog : making friends with dogs / Wahma I TEooI Show @ barcoce
3 ] S location, etc. rather than the original
G Add Titl E P -
& o Centrol | Bibliographic| sl Humber/ftem | Bound defaults? If it does, you created it correctly!
Call Humber and It... s ~ all nu
il ELD call number: 636.7 WAH Class scheme: DEWEY
& Print Il 32233025465666 - 1 - B
Call library: 2 ANDERDON Shelving key: 636.7 WaH
Help )
Shadow call number i
Item infarmation
Item ID: [32233025995043 | Copy number: ft
=l 33116416001 - 1 - BOOK - ¢ Type: [Book ~| Item library: [z anpERDON ~|
il 63¢.7 WAH - 2_KINGS-PS
I 33116418001 - 1 - BOOK - ¢ Home location: [nonFICTION ~| Currentlocation:  WONFICTION
=y 636.7 WAH - 3_BEATOM
I 32233019431063 - 1 - BOOK Itermn catl: [ v | Item cat2: [ ~|
=iy 636.7 WAH - 3_BEGLEY X
A 32233026014539 - 1 - BOOK Media desk: [ v Number of pieces: 1
=y 636.7 WAH - 3_BELLEWD
A 377330257 276a4 - 1 - ROOK ¥ flotalicharges! f Bricey s20.00
] >
Permanent: Circulate:
Date created: 10/5/2009
s o M1 =hadnm item
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Finish off the record by saving it using the “Save” button at the

bottom. Want one more chance to check it first? Use the “Close”
. H
butt t the bottom before hitting 'S "
utton a € Dottom berore nNItting Save.
B8 SirsiDynix Symphony WorkFlows JEE
File Edit Wizards Helpers Modules Preference Tools Window Help ersiDyrix
I Number and Item Maintenance - =
@ Fa Frl=ii
= pecti=1
@ Item Search and D... Don't lick the dog : making friends with dogs / Wahman, Wendy.
S Add Title | Control| Bibliographic| Call Number/Item | Bound-with|
Bl sl number and 1t... E% Don't lick the dog : making friends & Call number information ]
- =l 636.7 WAH - Z_ANDERDON [l ; ; ; -
& print "m” R e Call number:  635.7 waH Class scheme: DEwer  [v]
Help Selielat=taiin] call library: shelving key: 636.7 WAH
Clicking on "Close” gives you Shadow call b
one more chance to check B hatkuwscalpunibies
your defaults before you Item information
save. If you've made an Item ID: 322330 Copy number: R
error, and you save, you will
have to email Liz Geier fo get pe: PAPERBACK Ttem library:

it fixed.

H location: | NONFICTION Current location:  QN-SHELF
| WM 32233013431063 - 1 - BOOK mem Mg | [v] memos
=y 636.7 WAH - 3_BEGLEY .

A 32233026014539 - 1 - BOOK Media desl _ Number of pieces: |1

|_|mﬂ 636.7 WAH - 3_BELLEWD .
T 3759907577 7644 - 1 - ook ] | | Total charges: Price: $20.00
(J M | L>J
g _ | Permanent: Circulate:
Date
Date If§ If you are certain you've entered Shadow item

your information correctly, you may
click on "Save." Your record is now
active in the system.

nded information

Contents

Return to Search] [Add Call mumber] [Add ltem]
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b) Adding Item

If your school appeared in the list on the initial search record, your
collection already must have at least one copy of the resource. You
should have selected the “Add Item” button at the bottom of that
“Call Number and Item Maintenance” screen.

You are ready to add a subsequent copy to your collection.

Click on a copy of the book from your school’s collection in that “Call
Number/Item” list of schools. Then click on “Add Item” at the bottom
of the screen.

i

File Edit Wizards Helpers Modules Preference Tools Window Help Q%StsiDynlx

PSBE Cataloging

Call Number and Item Maintenance - B x
@ Ir no: m:l
@ Item Search and D... Twilight / Meyer, Stephenie, 1973-
G Add Tite
v ic| Call Numbsg
& Sentrol, Bibliegraphic If your school already had a copy of a book,
Call Number and It... Ml 5780316038373 - 5 - || highlight ANY one of your copies, and then click »
S print |l 32233019535970 - 6 4 on "Add Item" at the bottom of the screen. lass scheme: DEWEY
= FmJ]FMEY 2_JACKMINE
Help - 32233024816191 - 1 - alllibrary: Shelving key: F MEY
_— I.I.I‘\!‘I.I 32233025536748 - 2
-l 32233025537878 - 3 Shadow call number
= pﬂquMEY 2_KINGS-PS - -
A 32233023770670 - 1 - Itemn information
i Item ID: 32233025224204 Copy number: ’17
3= —
=il F MEY - 2_KINGSDHS Type: PAPERBACK  |v| Item library: 2 AMBURG  [¥
Il 32233013235676 - 1 - PAPER ) o )
32233013235627 - 2 - PAPER Home location: YA \¥| Currentlocation: v
= [Im-l] F MEY - 2_LEAMTON —
-l 32233013635057 - 1 - PAPER Ttem;caft: || Ttem cat2: v
"Fmi] F MEY - Z2_MAIDSTON 2 " — : '
-l 32233019051168 - 1 - PAPER Mediaidesk: (| Mumber of pieces: |1
TRINEC IO )| Toschges T e o
<] >
2 — Permanent: Circulate:
Date created: 4/2/2009 .
Date last charged: Never [ shadow item
Date due: none % 3
Last discharged: Never Extended information
Datelinventorred: fierey Tag contd Click to "Add Item.”
Times inventoried: 0
Last activity: Never CIRCNOTE
In-house uses: 0 PUBLIC |
STAFF B
.v.
Return to Searcb] lAdd Call ﬂumber] [Add ltem]
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Just as with “Add Call,” you get the new record started, and you have
four properties to correct for the record. Finish with Close/Save.

] SirsiDynix Symphony WorkFlows g@

File Edit Wizards Helpers Modules Preference Tools Window Help erBiDyﬂx

Call Number and Ttem Maintenance®  \When you dlick on the "Add Ttem" button, it takes you to ST
i ==y this screen, and a new generic record begins for the new
0| |Bf: &5 g g :
% copy. Java Client figures out what the most recent copy's
ltem Search and D... Tuilight / Meyer, Stephenie, 199  number should be, and will fill in a blank if you've lost a
. : . S copy previously.
o Add Tite | Contral | Bibliographic| Call Num§ W i

Call Mumber and It...

|3

Il 9780316038379 - 5 - PAPERES number information

& print 32233019535970 - 6 - PAPER all number: F MEY Class scheme: DEWEY
<l F MEY - 2_JACKMINE

F i 2 Call . key:

Helo 32233024816191 - 1 - PAPER A Once i, select the corfect gkey FMEY

32233025536748 - 2 - PAPER
Il 32233025537878 - 3 -
=+l F MEY - 2_KINGS-PS

Il 32233023770670 - 1 -

defaults for these four areas.

32233025856088 - 2 - Item ID: Copy number: |:1
32233025856203 - 3 - ; ;
-4 - BOOK - ON-SHELF Type: | Item library: 2 KINGS-PS  |v]

=+4flly F MEY - 2_KINGSDHS )
I 32233013235676 - 1 - PAPER Hame lacation:
32233013235627 - 2 - PAPER

urrent location:  QN-SHELF

=l F MEY - 2_LEAMTON LETIHEISE 3
Il 3233013635057 - 1 - PAPER T e
F MEY - 2_MAIDSTON '
e s
< 1 | 3
— - Permanent: Circulate:
Date created: 2/17/2010 .
Date last charged: Never [ shadow item
Date due: none . %
Last discharged:  Never Extended information
Date inventoried: Never Ta
g O
Times inventoried: 0 Then finish with Close/Save.
Last activity: Never CIRCNOTE
In-house uses: 0 PUBLIC B
STAFF u
v

Close

Return to Searcﬂ] Add Call ﬂumber“ndd Ltem]
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c) Adding Title

If your search for a resource results in no record being found, you
are the first school to have the item. You must perform searches by
title, by author, and by series before you can assume the book isn't
in the system.

Watch for the phrase “No keywords found. Browse"” as evidence that
your search is not finding success.

If the record indeed doesn't exist, you will have to “Add Title” in
order to create a “brief record.”

fee

File Edit

§ If you're searching for a resource, you
must look for it by title, by author and by
series before you can assume it is not in

the system.

O

@ Item Search and D...

| ilmf)
ols Window Help QSi'SiDynix

If you get the message "no keywords
found" and you've done all of those

searches, you can safely assume you
need to create a "Brief Record” for that

AN (R

Search for: |[Liz Golden wins the race

]

& add Title Index: [Title resource. ] [mee:
call Library: ALL ) ‘v: @ Keyword
] O Browse
& print Current: Mever, Stephead 3- --- Twilight --- F MEY --- ID:302556-21004 --- Chrl#:i0316160172 --- Copy:4 ) Exact
Help Mo keywords found ™™ BROWSE Title Liz Golden wins the race, ALL
| Title [ Heading Occurrenc... 7]

B Liz . o A

B Liz looks for a home i

I@ Liz makes a rainbow 1

a1
Click on the "Add Title" option to create a brief i |
record. (This record will show up with call numbers < -]

of X3¢ until Liz Geier completes the record. You may
NOT link your resources to XX records!)

Fixed field data 0000000
Personal Author West, Tracey

Title Liz looks for a home

Series Title {Scholastic's The Magic School Busy

Abstract When Ralphie takes Liz home for the weekend, something's wrong! He forgot Liz's habitat! What place is best for Liz? A nest? A pon
Subject term REPTILES

Held by 2_ANDERDON Z_LASALLE 2_HARROWIP 2_HARROWSP Z_JACKMINE 2_PRANDREW 3_MCCALLUM 3_ROSELAND

0000 engu

Click on the “Add Title” phrase in the Cataloguing taskbar.
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This screen appears:

il

Eile Edit Wizards Helpers Modules Preference Tools Window Help ﬁSi'siDynlx

PSE Cataloging This is the screen that pops up when you dlick on "Add Title."

Add Title

O) | uf -¢-£.5% i

@ Item Search and D... *+REQUIRED FIELD**

& Add Title Cantrol| Bibliographic | MARC Haldings | Call Number/Item

Call Humber and It...
& Print
Help

[ shadow title

m TypeCtrl Enc_Lvl
000000  |Dat_Tp n Datel

of Click in this space to allow for typing.
This is where you'll need to put in the
resource's ISBN (13 digit if possible),

a space, and your school's three-letter
code (what you use for circ).

1llus Audience

GovtPub ConfPub 0
] Fiction 1] Biog

Source u

J Label Tag
- |1=BM [REG] 1
jTitle 45 **REQUIRED FIELD**
qubI\catiDn info 260
jPhyslcaI descrip 300
j General Note 500
- | Contents Note 505
- | Abstract 520
j Local note 590
j Subject term 650

Contents

Save Clase

Brief records are just that...brief. Only the first two windows of the
Bibliographic Screen are used. Liz Geier fills in the rest when the
record is completed. Until it is completed, the call numbers of a brief
record show up as XX.

The “100 Field” is where you type only two things:
1. The ISBN (preferably the longer, newer, 13-digit one, which
usually starts with 978). Leave a space after it.
2. The three letter code for your library that is found in your
circ login (e.g. lascirc would be las)

The “245 Field” is where you include the other pertinent data Liz
Geier requires. She does not look at any of the other fields, so do not
put information into them!

The format for the 245 Field is this:

Title (author’s name [last, first], series [if there is one — as well as
number in series], publisher, date of publication)
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e.g. Harry Potter and the sorcerer’s stone (Rowling, JK, Harry Potter
#1, Bloomsbury, 1997)

W SirsiDynix Symphony WorkFlows m@

File Edit Wizards Helpers Modules Preference Tools Window Help erSiDyrix

PSE Cataloging

Common Tasks A b C_1 ¥
WG 4t

Item Search and D...
{5 Add Tite
Call Mumber and 1t...
5 Print
Help

**REQUIRED FIELD**

Cantrol| Bibliographic | MARC Holdings | Call Number/Ttem)|

[ shadow title

In the 245 slot, you need to
put, in this arder: Title - | Tag | 1nd. | Contents

(Author, Series if given, 100 1 978423473423423 kps
Publisher, Copyright Date.)
You may also want to
include "graphic novel" or
"manga.”

"Close” gives you one Iast chance to
be sure you haven't made any

errors. Click on "Save" when you are
sure you're good fo go!

m Add AnotherTitIeHﬁdd HuldingsHModifv HoldingsHAdd Call ﬂumberHAdd 1temHDejete
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When you click on “Save” you are once again transported to the
screen with the four defaults that require changing:

| sirsiDynix Symphony WorkF lows
File Edit Wizards Helpers Modules Preference Tools Window Help wa
PSB Cataloging
Add Title ) o
" ]
B 2
o ‘Fﬂ L] W’E Once again you get to the screen
B9 s searh and 0. sdfsdfsd ¢ werwerew with the four defaults that require
& Add Tite changing. This time, however, the
o T e e e record shows a call number of XX.
é Print - Class scheme: ‘DEWEY v‘
Help Calllibrary: [z ADMIN | Shelving key: |xraa5589.1) |
Shadow call number
Hign
] | copy number: It
2 ‘BOOK v‘ Item library: ‘2 ADMIN v‘

| ON-SHELF

v‘ Current location:  ON-SHELF

< | >

Ttem catl: ‘UNIONCAT cat: ‘ v‘
Media desk: | v Numbe es [t

Date created: 2/18/2010 Total charges: ||] Price: ‘$|]‘|][|
Date last charged: Never
Date due: none
Last discharged: Mever
Date inventoried: Never
Times inventoried: 0

Permanent: Circulate!
[ shadaw item

Extended infarmation

Last activity: Mever

In-house uses: 1} Tag s
CIRCNOTE
PUBLIC
STAFF

add Another Title || Add Holdings || Modify Holdings||Add Call Number||Add Item

Complete the four defaults, watch your record in the “Call
Number/Item” tab update to show the barcode, and then Close (if
you want a last chance to check for accuracy) or Save (to complete
the record.)
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GENERAL TIPS:

» Once you have saved the brief record, it goes off to Liz Geier to
be finished. Because Liz has hundreds of records to
complete, the rule is no more than 25 brief records can
be created by a school in one day. We have our
cataloguing password set to remind you of this rule.

> In the meantime, put the book aside until you have time to run
the book through the system to see if the record has been
completed. You'll know because the call number will no longer
be an XX.

» If you realize you've made a mistake in your cataloguing, you
should email your SATL and ask how to handle it. Some things
can be fixed by you; some things need to be handled by Liz.

> In the meantime, put the book aside until you have time to run
the book through the system to see if the record has been
completed. You'll know because the call number will no longer
be an XX.

> If you have not set your properties, you will be linking records
to Admin or perhaps to other schools. Those records will be
removed for the good of the system.

» Anyone can look at our records from the Internet (e.g.
Webcat). It is our joint responsibility to ensure our records are
accurate.
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