Outline of Training for Catalog Maintenance
Database structure:


Records: 
Bibliographic




Item




Order




Course Reserve




Patron


Fixed Fields:
contain only coded or numerical data




can be selected from dropdown box




depend on type of record

Variable Fields:
data can be long or short




entered by typing in
Loging in


Enter Login and Password



Username:



Password:


Enter Initials and Password



Initials:



Password:

Millennium window components


Menu bar


Tool bar


Navigation bar


Search box


Tabs


“Upstairs” and “Downstairs”
[image: image1.png]Navigating/MILLENNIUM WINDOW & COMPONENTS - Netscape

. Bl Edt Vew Go Bookmarks ook Window telp

=181

N OOO O O @ [ http:fjcsdirect.i.comjtutorialsfbasic/nav1 html

. B, 4 Home Q search JBockmerks S Sagnor S CCSF S Google S Yahoo! S Weather S SF Gate . CsDiect -Inn

MILLENNIUM WINDOW & COMPONENTS

The appearance of the Milennium window will vary depending on which application and mode you have
entered. The window below is the Millennium Cataloging module, open in the Quick Edit mode. The basic
components of the window are usually the same although your version may not look exactly like this example
There are several sections of the window performing different functions:
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How to search

· Change the Index to choose the type of search you want to do.  (For instance, Title)

· Type in the search string or want you want to search for.  (For instance, mla handbook)
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· Single click on the line that appears to include the one you want.  If there are multiple records with this title, may need to choose from among several.
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· If you double click on a single bib record, brief information will display upstairs, and item information will display downstairs.
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· If you want to go back to the list, click the Browse icon in the toolbar.
· If you want to do a new search, click the Close icon in the toolbar.
How to add a copy or volume to an existing bibliographic record
· Find the correct bibliographic record.  See the separate handout called Same or different.



match title, author, etc.




match publisher and publication date




match pagination for books
· You should have bib record information displaying upstairs and item record information displaying downstairs.
· In the middle, between upstairs and downstairs, highlight the Summary tab and choose View: Item.
· Click Attach New Item.  This will start the item template, asking you to fill in some fields.
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· Fill in the fields as the template asks you for them.
· After the template finishes, look at your new item record to see if there is other information you need to enter, and to make sure that the data is correct.

· To save your complete item record, click the Save icon in the toolbar.

How to change the location for an item in your collection
· Search by barcode to find the correct bibliographic and item record.
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· Put your cursor in the location fixed field.

· Change the location to the one needed (e.g. from Ref to Circ)

· THIS IS NOT THE CORRECT WAY TO PUT SOMETHING ON RESERVE.
How to delete an item from your collection
· Search by barcode to find the correct bibliographic and item record.  Once you have found the correct records, there are two methods:
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· With the correct item record displaying downstairs, use the File pull down menu (from the menu bar) to choose Delete item record.


OR
· Use the Summary tab to view all the items
· Highlight the item you want to delete, and click the Delete button (middle right)
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· If you are deleting the last item, so that there will be no other items attached to this bib record for any campus, then you must also

· Print the bib record and send that printout to the Rosenberg cataloging department.

· DO NOT DELETE the bib record.  The Rosenberg Cataloging staff will adjust authority records as needed and also delete our holdings from OCLC.
· Exception -- If the bib record was created at your campus (e.g. for a reserve item) then please delete the bibliographic record yourself, and do not send notification to Rosenberg Cataloging.

Item fixed length fields
· Copy number – first copy is 0 (zero.)  Numbers are assigned to copy 2 and upwards.  Enter number only in this fixed field.

· Suppress – This field can be changed to suppress display of an item if it was checked out and never returned.  Similar to SHAD agency in Dynix.

· Item Type – DO NOT USE.  Loan rules are controlled by the location code.

· Price – Enter the list price, or the appropriate approximation.

· Location – Use the appropriate five letter item location code.

· Status – can be changed to IN PROCESSING, MISSING, LOST AND PAID.
Item variable length fields
· a:  Item information – do not touch.

· b:  Barcode – Enter barcode, all 14 digits!
· c:  Call number is entered here, ONLY IF DIFFERENT from call number in bibliographic record.

· g:  If item was acquired as a gift, enter the word gift, otherwise, no gift field.

· p:  Use only for books.  Enter pbk, spiral, or looseleaf, as appropriate.  Otherwise, no paperback field.

· v:  Volume.  If item has volume number, enter it here.  Examples:       v.2        pt.1      2005
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