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Chapter 17 -- Copy Buckets

Buckets are virtual “containers” to use in batch processing item or bibliographic
records. They can be used to perform various cataloging/holdings maintenance
tasks in batch.

There are currently two different types of buckets used in cataloging, Copy
Buckets and Record Buckets, and each type has its own Bucket Manager. Copy
Buckets are used to manage copy or item information. For instance they may be
used to change item location, circulation modifier, or status for multiple items.

You can use Copy Buckets to make batch changes in the Copy Editor in much
the same way that batch changes can be done from the Item Status screen. See
page 15.4, Using the Item Status Screen to Make Changes to Multiple Iltems,
if needed. For straight-forward one time changes, it is often quicker and simpler
to use the Item Status screen than Item Buckets.

Copy Buckets are very useful for groups of items which you will be dealing with
over a period of time. If you are making temporary changes to a group of items,
copy buckets allow you to make group changes, and store the items in the
bucket so that more group changes can be made at a later date.

Some examples of ways you might use a copy bucket:

o To temporarily change the status or shelving location of a group of items
for a period of time. For instance, if you are placing items in storage,
temporarily transferring them to another branch, or using them in a special
display. You can add the items to a bucket, and change the location. By
keeping copies in the bucket, you can transfer them to a different location
when the allotted time is up without handling the actual items.

o To track leased items. If your library leases bestsellers or audiobooks for a
certain period of time, you can add these items to a bucket when you add
them to the catalog. Then when you are sending the group of leased
items back, you can delete all the items in that bucket at once.

o To collect items for a particular project over a period of time. You can
create a bucket and add items for a future project over days, weeks or
months before making changes, sharing them with another user, or
printing a bibliography.
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Creating New Copy Buckets from the Bucket Manager

One way to create new buckets is from a Bucket Manager screen.

*1: hm-cat1 @HMMPL sarahc.evergreen. lib.in. us E”E|r‘5__(|
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2 Record Buckets ; Search the Catalog F3 8
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You can open the Copy Bucket Manager from the Cataloging Menu (Alt + G) by
selecting Manage Copy Buckets (Alt + B), from the Edit Menu (Alt + E) by
selecting Copy Buckets (Alt + B), or by clicking the Copy Buckets link on the
Splash Screen.

TIP: To open Copy Buckets from the cataloging menu you will need to press B
twice because another command on the menu is also Alt + B.
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When the Copy Bucket Managers opens click the New Bucket button to create a
new bucket.

*1: hm-cat1@HMMPL sarahc.everareen. lib.in.us IZIFXI
File Edit Search Circulation  Cataloging — Acquisitions (Preview) Adrin (-

Pending Copies

Barcode: | | subit

Barcode Call Mumnbey Deleted? Location Skatus Title

a

List Actions = l +add All l ll\nddSeIected

Bucket Yiew

|Choose a bucket... v | (LNew BucketJ) ’Delete Bucket ] I Refresh ] * +

Barcode Call Number Deleted? Location Status Title

a

List Actions = - Show Status I Transfer to Specific Yolume I e,E},Eclit Item Attribukes I Delete All from Catalog

A dialog box will pop up:

The page at hitp:ffevergreen.lib.in. us says: E'

5 ] What wauld vau like ta name the bucket?

324

| Items to delete]

I Ok ] [ Cancel ]

Enter a unique, descriptive name for your bucket here, and click OK or press
Enter.
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If you already have a bucket of that type with that name, an error message will
pop up:

The page at hitp:ffevergreen.lib.in. us says: rz|

/ P, fou already have a bucket with that name.
ey

TIP: The bucket names are case-sensitive, so you could have buckets named To
Be Withdrawn and To be withdrawn. You can also have a Record Bucket and a
Copy Bucket with the same name.

If the bucket name is new, the bucket will be created. The bucket name will
appear in the drop-down list, and the bucket name and number will be displayed
below the drop-down list.

*1: hm-cat1@HMMPL sarahc.evergreen.lib.in.us

File Edit Search Circulation Cataloging  Acquisitions {Preview) Adrin ()
1 Copy Buckets | ﬁ

Pending Copies

Barcode: | | Submit

Barcode Call Number Deleted? Location Status Title: 2}
List Actions - | saddal | [$add selected
B'-":k}’j"-‘”—*_—__—\\__\
Ttems ko delete v| | N@\Eucket | ’Delete Bucket] i Refresh ] b4 +

ucket # 543 Items to delete”’Owner: hm-cati @ HMMPL

BaMwber/ Deleted? Location Skatus Title: B

List Actions ~ - Show Status I Transfer ko Specific Yolume I G,E‘;ﬁd\t Item Attributes I Delete All from Catalog
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Viewing Copy Buckets

To view a bucket you've already created, open the Copy Bucket Manager as
directed on page 17.2.

To view your bucket, simply click on the drop down list labeled Choose a bucket
as seen below:

*11: hm-cat1@HMMPL -sarahc.evergreen. lib.in. us |.._ E|rg|
File Edit Search Circulation Cataloging — Acquisitions (Preview) Adrnin (=)
3 Record Buckets | 4 Copy Buckets | o

Pending Copies
Barcode: | | [ Subrnit

Barcode Call Mumber Deleted? Location Skatus Title

a

List Actions ~ l +add Al l [Mdd Selected

Bucket Yiew

’New Bucket] ’Delete Bucket] ’ Refresh ] x +

Deleted? Location Skatus Title

a

Petriewe shared bucket...

Items to delete
Hew Bucket

Union Leased items

List Actions ~ - Show Status I Transfer to Specific Yolume I e,j‘i"ﬂEdit Item Attributes I Delete all Fraom Catalog

Then select your bucket name from the list:

[F‘rint Expu:urt] [ Export ]

Bucket Yiew

Choose a bucket. .. w ’ Mew Bucket ] ’ Delete Bucket ] [
Choose a bucket... Deleted?
Retriewe shared bucket. ..

the nine
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Your bucket name will be displayed in blue, and the contents of your bucket, if
any, will display in the Bucket view area. If there are many items in the bucket, it
may take several seconds for the bucket to display.

* 1: hm-cat1@HMMPL sarahc.evergreen. lib.in. us

File Edit Search Circulation Cataloging — Acquisitions (Preview) Admin {-)
1 Copy Bucksts \ 2 Bib Record: ocn399843314 )

Pending Copies

Barcode: | | Subrit

Barcode Call Nurnber Deleted? Location Skatus Title

a3

List Actions ~ l Hadd Al ] lmdd Selected]

Bucket Yiew
w ’ Mews Bucket ] ’ Dilete Bucket ] I Refresh ] ’ P Remove Selectad From Bucket ] [ #add Selected ]

Bucket # 543 Items to delete Owner: hm-catl @ HMMPL

Barcode Call Number Deleted? Location Status Title: =)
3346002229594 FIC BROWR, DAR No Mew Books . 2nd Floor On holds shelf The lost symbol : a novel
3394600221 2822 FIC BROWR, DARN No Mew Books . 2nd Floor Checked out The lost symbol : a novel
33946002211477 FIC BROWN, DA ] Mew Books . 2nd Floor Checked out The lost symbal @ & novel
F3946002205479 FIC BROWN, DAM No Mew Books . 2nd Floor Checked out The lost symbol : a novel
33946002204529 FIC BROWN, DaM No Mew Books . 2nd Floor Checked out The lost symbal @ a novel
33946002202655 FIC BROWR, DA Mo Mew Books . 2nd Floor Checked out The lost symbal @ a novel

List Actions ~ - Show Status I Transfer to Specific Volume I e,j‘i\;,El:Iit Item Attributes I Delete all from Catalog
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Adding Items to Copy Buckets from Holdings Maintenance or Item Status

You can add items to buckets from the Holdings Maintenance screen or the Item
Status screen. Search the catalog for the record you wish to add, and in the
Holdings Maintenance screen, highlight the Barcode line of the item you wish to
add to the bucket. See Chapter 3--Holdings Maintenance if needed.

1: hm-cat1@HMMPL-sarahc.evergreen.lib.in.us =E

dle Edt  Search  Circulation  Cataloging Admin (-} Help

739,50 3 Tkem Status | 4 Bib Record: SYS2571955 | 5 Bib Record: 6134619

Record Summary

Title: An abundance of Katherines (Wizw MARC)
Author: Green, John Edition: 1t ed. Pub Date: c2006
TCN: (OCoLC) S¥YS2571955 Created By: (EG-IM) 101010101010101 Last Edited By: (HMMPL) hr-cat2 Last Edited On: 12/10/08
Record 1 of 0 Actions For this Record

Holdings Maintenance
Consortial Total: 5 Avalable: 3

HMMPL Hussey-Mayfield Memorial Branch e
Shaw Yolumes showTtems | Refresh | [ Show Libs with Ttems Actions for Selected Rows
Location/Barcode Wolu...  Copies Call Mumber Circ Modi... | Loan ... | Location Copy ko Clipboard
= EG-IN ! Evergreen Indiana Add Items to Buckets
[=}-2PL ¢ Zionsville Public Library Show Ttem Details
= HMMPL @ Hussey-Mayfield Memorial Branch 1 <2 Show Last Few Circulations

[=F1C GREEN z FIC GREEN
--33946001811012 FIC GREEN

Edit Item Attributes
Transfer Ikems to Previously Marked Volume

Teen . 2nd Fl;

Mormal

3946002076128 FIC GREEM book, Normal  Teen . 2nd Flo

Click on Actions for Selected Rows (Alt + R) and select Add Items to Buckets
(Alt + B). You can also right-click and select Add Items to Buckets (Alt + B)
from the drop-down list.

From the Item Status Screen, click Actions for Catalogers (Alt + F), Actions
for Selected Items (Alt + S), or right-click on the item line, and select Add Items
to Buckets (Alt + B) from the drop-down list. See Chapter 15—The Item
Status Screen if needed.

1: hm-cat1@HMMPL -sarahc.evergreen.lib.in.us

File Edit Search Circulation  Cataloging Admin =) He
1239,50|| 3 Ttem Status | 4 Bib Record: 5Y52571955 |5 Bib Record: 6134619

Item Status
33946002076128
Scan Item
Barcode: Subrnit, ] [ Upload From File ] EU e WA Actions for Selected Ttems
Alert...  Barcode Call Mumnber Circ Modi...  Loa... | Location Price | 51 Copy to Clipboard
33946002076128 FIC GREEN book, Mormal - Teen . 2nd Floor PER-ERN O add Ttems to Buckets
33946002076003 FIC ANDERSON, JODI LYMNM bioaok Mormal  Teen . 2nd Floor 1699 In Show in Catalog
Shaw Item Details

Last Updated: 10/28/2009
Version 1.6.0
17.7



Evergreen Indiana Cataloging Training Manual
Chapter 17 — Copy Buckets

A small window will open up at the top left hand corner of the screen:

* Add to Bucket M=1E3
Item Buckets

C his i which bucket?

Items ko transfer

[ Add to Selected Bucket ] [ Add to Mew Bucket

Cancel

Click Add to Selected Bucket (Alt + B). The Item Buckets window will close.
Nothing else will appear to happen, but your item will be added to your Iltem
Bucket.

TIP: If you have the bucket open in one tab while you are adding items to you
bucket in another tab, you may need to use the Refresh button to see the newly
added items.

Bucket Yiew

|Items to delete v| [New Buckst ] [Delete Buckst ]d’w x +.

Bucket # 543 Items to delete Owner: hm-catl @ HMMPL

Barcode Call Mumber Deleted? Location Skatus Title (=8

Creating New Copy Buckets when Adding Items to Buckets

You can also create new buckets from the Add to Bucket window. Access the
window as described on page 17.7.

* Add to Bucket M=

Item Buckets

Copy this item into which bucket?

[ &dd to Selected Bucket ] [ &dd to Mew Bucket
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If you have not created any copy buckets, the box where the bucket names
appear will be empty, as shown above, and you will need to create one. If you
already have buckets, you may add another bucket at this point if desired.

To create a new bucket, rather than clicking Add to Selected Bucket, click Add to
New Bucket (Alt +N)

The page at hitp:ffevergreen.lib.in. us says: Pg|

] what waould vou like to name the buckety?

[ Ok ] [ Cancel ]

A dialog box will open on top of the Add to Bucket window. Enter a unique,
descriptive name for your bucket here.

TIP: If you already have a bucket with that name, an error message will pop up.
The bucket names are case-sensitive, so you could have buckets named To Be
Withdrawn and To be withdrawn.

The page at hitp:ffevergreen.lib.in. us says: E|

9 what would vou like ko name the bucket?

Items ko transfer

[ K ] [ Cancel ]

After you have typed your bucket name, click OK or hit Enter.

The dialog box and Add to Bucket Window will disappear. Nothing else will seem
to happen, but the bucket will be created, and the item you selected will be
added to the new bucket.
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Adding Items to Copy Buckets from the Bucket Manager

From the Bucket Manager, scan, paste, or type a barcode number into the
barcode box. Press Enter or click the Submit (Alt + T) button if you aren’t using
a scanner. The items will appear in the pending area:

S[i=1[E

1: hm-cat1@HMMPL -sarahc.evergreen. lib.in. us

File Edit Search Circulation Cataloging  Acquisitions (Preview) Adrnin (=)
1 Copy Buckets | B8
Pending Copies
Barcode: | 33946002208127] | Submit
Barcode Call Mumber Deleted? Location Status Title o)
3304600220807 7 FIC BAGSHAWE Mo Mew Books . 2nd Floor In process Sidney Sheldon's Mistress of the qg..
33946002208595 FIC HEREERT Mo Mew Books . 2nd Floor In process Paul of Dune
339460021 TEEDS FIC STROHMEYER Mo Large Print . 2nd Floor In process The sleeping beauty proposal
List Actions = l +add all l l +add Selected
Bucket Yiew
|Choose a bucket, .. b | l Mew Bucket ] ’ Delete Bucket l l Refresh l X +
Barcode Call Murnber Deleted? Location Skatus Title =)

List Actions ~ - Show Status I Transfer to Specific Yolume I c"E';lEclit Item Attributes I Delete all from Catalog
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Open the bucket to which you'd like to add the items. Then highlight the items in
the Pending Area you wish to add, and choose Add Selected with the down
arrow to add only some items to the bucket. Or click Add All to add all of the
items in the pending area to your bucket.

* 1: hm-cat1 @HMMPL sarahc.evergrean. lib.in.us |Z|rg|
File Edit Search Circulation  Cataloging  Acquisitions {Preview) Admin (=)

..... )| B

Pending Copies

Barcode: | | Submi;

Barcode Call Mumber Deleted? Location Status Title o]
33946002208127 FIC KEMYON Mo Mew Books . 2nd Floar In process Might pleasures L
33946002208077 FIC BAGSHAWE Mo Mew Books . 2nd Floor In process Sidney sheldon's Mistress of ... =
FA046002208595 FIC HEREERT Mo Mew Books . 2nd Floar In process Paul of Dune w
[ $add Al ] l&ndd Selected
Bucket Yiew
|Items ko transfer v| ’New Bucket ] ’Delete Bucket ] ’ Refresh ] }( +
Bucket # 544 Items to transfer Owner: hm-catl @ HMMPL

Barcode Call Mumber Deleted? Location Status Title [az)

List Ackions ~ - Show Status I Transfer to Specific Yolume I a,i‘i"llEl:Iit Item Attributes I Delete All From Catalog
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You have now copied the items to your bucket. They will remain in the pending
area until you close the Copy Manager.

1: hm-cat1@HMMPL -sarahc.evergreen.lib.in. us

Evergreen Indiana Cataloging Training Manual
Chapter 17 — Copy Buckets

B

File Edit Search Circulation Cataloging  Acquisitions (Preview) Admin (=)
1 Copy Buckets | %]
Pending Copies
Barcode: | | Submit
Barcode Cal Number Deleted? Location Status Title: 2
33946002205127 FIC KEMYOM Mo Mew Books . 2nd Floor In process Might pleasures A
3304600220507 7 FIC BAGSHAWE Mo Mew Books . 2nd Flaar In process Sidney Sheldon's Mistress of the ga..
33946002205595 FIC HEREERT 0] Mew Books . 2nd Flaar In process Paul of Dune v
List Actions ~ | dadd al | [ $tdd Selected
Bucket Yiew
|Items to transfer v| ’New Bucket ] ’Delete Bucket ] ’ Refresh ] ’ ¥ Remove Selected From Buckst ] "mdd Selected ]
Bucket # 544 Items to transfer Owner: hm-catl @ HMMPL
Barcode Call Mumber Deleted? Location Status Title [a:]
F3946002205127 FIC KEMYOM Mo Mew Books . 2nd Floor In process Might pleasures
3346002208077 FIC BAGSHAWE No Mew Books , 2nd Floor — In process Sidney Sheldon's Mistress of the game
33946002208595 FIC HERBERT No Mew Books , 2nd Floor — In process Paul of Dune
339460021 76605 FIC STROHMEYER No Large Print . 2nd Floor  In process The sleeping beauty proposal
List Actions ~ - Show Status I Transfer to Specific Volume IG,E‘;IEdit Item Attributes I Delete All From Catalog
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Copying Copy Buckets
You can copy the contents of one bucket to another bucket.
TIP: This is useful for shared buckets, since when you have copied the items

from a shared bucket into your own bucket, you can delete and add items from
your own bucket.

Open the bucket you wish to copy. See Viewing Copy Buckets, page 17.5, if
needed. Highlight the items from the bucket that you wish to move. If there are a
lot of items in the bucket, you may need to scroll down on the right side of the
screen to select them all. Then click the Add Selected button with the up arrow,
on the far right side of the screen.

* 1: hm-cat1@HMMPL-sarahc.evergreen. lib.in. us |-_||E|g|
File Edit Search Circulation Cataloging — Acquisitions (Preview) Admin (=)
1 Copy Buckets | E

Pending Copies

Barcode: | | Submit

Barcode Call Mumber Deleted? Location Status Title

a

List Actians - [ +add Al ] [Mdd Selected]

Bucket Yiew
|Items to delete v| lNew Buiket ] [Delete Bucket ] l Refrash ] ’ P Remove Selected From Bucket K[‘mdd Selectedp
Bucket # 543 Items to delete Owner: hm-catl @ HMMPL

2l

Barcode Call Mumber Deleted? Location Status Title

List Actions ~ Show Status Transfer to Specific Wolume .,i‘:__";,Edit Item Attributes Delete all From Catalog
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The selected items will appear in the Pending area at the top of the screen. If
there are many items in the bucket, this may take several seconds.

]

1: hm-cat1@HMMPL-sarahc.evergreen. lib.i

File Edit Search Circulation Cataloging  Acquisitions (Preview) Adrin ()
1 Copy Buckets | ﬁ

Pending Copies

Barcode: | | Submit

Barcode Call Mumber Deleted? Location Status Title o)
33046002202656 FIC BROWWN, DAN Mo Mew Books . 2nd Floor Checked out The lost symbal : a novel -~
33946002204529 FIC BROWM, DA Mo Mew Books . 2nd Floor Checked out The lost symbal @ a novel =
33946002205479 FIC BROWWR, D Mo Mew Books . 2nd Floor Checked out The lost symbol @ a novel “

List Actians - [ +add Al ] [mud Selectedl

Bucket Yiew

|Items to delete v| lNew Bucket ] ’Delete Bucket l l Refresh l l X Remave Selected From Bucket ] | #4dd Selected |
Bucket # 543 Items to delete Owner: hm-catl @ HMMPL

Barcode Call Mumnber Deleted? Location Status Title B
33946002229594 FIC BROCWM, DA Mo Mew Books . 2nd Floor On halds shelf The losk symbal ;& novel
3394600221 2827 FIC BROWWR, Dk Mo Mew Books . 2nd Floor Checked out The lost symbal @ a novel
3346002211477 FIC BROWM, DAM Mo Mew Books . 2nd Floor Checked out The lost symbal ; a novel
33946002205479 FIC BROCWM, DA Mo Mew Books . 2nd Floor Checked out The losk symbal ;& novel
33946002204529 FIC BROWWR, Dk Mo Mew Books . 2nd Floor Checked out The lost symbal @ a novel
3346002202656 FIC BROWM, DAM Mo Mew Books . 2nd Floor Checked out The lost symbal ; a novel

List Actions ~ - Show Status u Transfer to Specific Yolume u c"E';lEclit Item Attributes u Delete all from Catalog
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Now open the bucket to which you wish to transfer the items. You may either
select one of your own buckets or create a new bucket. See Viewing Copy
Buckets on page 17.5, if needed.

Once you've opened the bucket to which you'd like to transfer the items, you can
highlight the items you wish to add, and choose Add Selected with the down
arrow to add only some items to the bucket. Or click Add All to add all of the
items in the pending area to your bucket.

* 1: hm-cat1@HMMPL -sarahc.evergreen. lib.in.us |'._||'E|rg|
File Edit Search Circulation  Cataloging — Acquisitions (Preview) Adrin (=)
1 Copy Buckets | &8
Pending Copies
Barcode: | | Submit
Earcode Call Mumnber Deleted? Location Status Title i)
33946002202658 FIC BROWN, DAN Mo Mew Books . 2nd Floor Checked out: The lost symbal ; a navel B
33946002204529 FIC BROWN, DAN Mo Mew Books , 2nd Floor Checked out The last symbal @ a novel S
3346002205479 FIC BROWH, DAk Mo Mew Books . 2nd Floor Checked out The lost symbol @ a novel “
List Actions l Fadd all l l +add Selected
Bucket ¥iew
Tkems bo transfer v [New Bucket l lDeIete Bucket ] [ Refresh ] x +
Bucket # 544 Items to transfer Owner: hm-catl @ HMMPL
Barcods Call Mumnber Celeted? Location Status Title B
List Actions - Show Status I Transfer to Specific Yolume I e,E};Eclit Item Attributes I Delete All from Catalog
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The items will appear in your bucket at the bottom of the screen. If there are
many items, this may take several seconds.

1: hm-cat1@HMMPL -sarahc.evergreen. lib.in. us

1 Copy Buckets

File Edit Search Circulation Cataloging  Acquisitions (Preview) Adrin ()

(<]

Pending Copies

Barcode Call Mumber Deleted? Location Status Title o)
33046002202656 FIC BROWWN, DAN Mo Mew Books . 2nd Floor Checked out The lost symbal : a novel -~
33946002204529 FIC BROWM, DA Mo Mew Books . 2nd Floor Checked out The losk symbal ;& novel
33946002205479 FIC BROWWR, D Mo Mew Books . 2nd Floor Checked out The lost symbol @ a novel “

| tacdal | | saddselecred |

Bucket Yiew

Items to transfer w lNew Bucket ] ’Delete Bucket l l Refresh l l P Remove Selected From Buckst ] lfndd Selected ]
Bucket # 544 Items to transfer Owner: hm-catl @ HMMPL

Barcode Call Mumnber Deleted? Location Status Title B
33946002202658 FIC BROCWM, DA Mo Mew Books . 2nd Floor Checked out The losk symbal ;& novel
33946002204529 FIC BROWWR, D Mo Mew Books . 2nd Floor Checked out The lost symbal @ a novel
3346002205479 FIC BROWM, DAN Mo Mew Books . 2nd Floor Checked out The lost symbal ; a novel
33946002211477 FIC BROWM, DA Mo Mew Books . 2nd Floor Checked out The losk symbal ;& novel
3394600221 2827 FIC BROWWR, D Mo Mew Books . 2nd Floor Checked out The lost symbal @ a novel
33946002229594 FIC BROWM, DAN Mo Mew Books . 2nd Floar ©On halds shelf The lost symbal ; a novel

List Actions = - Show Status “ Transfer to Specific Yolume ﬂ c"E';lEclit Item Attributes “ Delete all from Catalog ﬂ

You have now copied the items to your bucket. These items have not been
removed from the original bucket, and they will remain in the pending area until
you close the Copy Bucket Manager.

TIP: If you have copied the bucket of another user, you may wish to notify them
that you have done so. The user may wish to delete the original bucket or its
contents, and he or she may need to know when you copied the bucket so that

you can be notified if they make further changes to the original bucket contents.
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Using Copy Bucket Manager Batch Function Tools

There are several tools available in the Bucket Manager for managing items.
These are accessed by the buttons along the bottom of the Copy Bucket
Manager:

Bucket Yiew

Items to delete b ’ Mew Bucket l [ Delete Bucket ] ’ Refresh l x +
Bucket # 543 Items to delete Owner: hm-catl @ HMMPL
Barcode Call Mumber Deleted? Location Skakus Title ]

List Ackions ~ - Showe Status “ Transfer to Specific Yolume “ a,ii_"ﬁclit Item Attributes “ Delete All from Catalog ﬂ

NOTE: When you use these tools, your actions will apply to ALL the items in
your bucket, not selected items.

The first tool is the Show Status Button:

Bucket Yiew

Items ko transfer w lNew Bucket l ’Delete Bucket l l Refresh ] l X Remove Selected From Bucket ] ['I‘Add Selected
Bucket # 544 Items to transfer Owner: hm-catl @ HMMPL

Barcode Call Number Deleted? Location Status Title =]
33946002203127 FIC KEMYOR Mo ew Books . 2nd Floor In process Might: pleasures
33946002208077 FIC BAGSHAWE [§a] Mew Books . 2nd Floor In process Sidrey Sheldon's Mistress of the ...
33946002208895 FIC HEREERT Mo Mew Books . 2nd Floor In process Paul of Dune
339460021 76605 FIC STROHMEYER Large Prink . 2nd Floor In process The sleeping beauty proposal

List Actions ~ Showe Status Transfer to Specific YWolume “ ,L}Edlt Item Attributes “ Delete All from Catalog ﬂ
<
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When you click the Show Status button, the Item Status Screen will open in a
new tab. All of the items in your active bucket will be displayed on the Item
Status Screen:

*'1: hm:cat1@HMMPL-sarahc.evergreen. lib.in. us E]@|g|
File Edit Search Circulation Cataloging  Acguisitions (Preview) Adrnin (=)
1 Copy Buckets | 2 Trem Status (]
Item Status
339460021 76605
Scan Item
Barcode: | Subrmit ] ’gpload From File ] Actions for Catalogers  Actions For Selected Tkems
Barcode | Call Mumber Authar Title Location .. B
339460... FIC STROHMEYER Strohmeyer, Sar... The sleeping beauty proposal Large Print . Znd Floor ... .. ... Inpro..
339460... FIC HERBERT Herbert, Erian. Paul of Dune Mew Books . Znd Floor . L. .. Inpro...
339460... FIC BAGSHAWE Bagshawe, Tilly,  Sidney Sheldon's Mistress of the ga... Mew Books , 2nd Floor ... ... ... Inpro..
339460... FIC KENYOM Keryaon, Shervilyn Night pleasures Mew Books . Znd Floor .. .. ... Inpro..
List Ackions = l l Print l [ Trim List (20 rows) ] Strick Barcode

NOTE: If the items in your bucket have been deleted, they will no longer display
in the Item Status Screen.

Last Updated: 10/28/2009
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The second tool is the Transfer to Specific Volume button. This allows you to
transfer the items in your bucket to a different call number at your local branch or
another branch.

Bucket Yiew

|Items to kransfer v| lNew Buicket l ’Delete Bucket l l Refresh ] l #CRemove Selected From Bucket l [f.ﬁ.dd Selected

Bucket # 544 Items to transfer Owner: hm-catl @ HMMPL

Barcode Call Mumber Deleted? Location Status Title 2zl

3 53 FIC BROWHM Mew Books . 2nd Floor In process The lost symbal @ a novel
33946002230245 FIiZ BROWH Mo Mew Books . 2nd Floor In process The lost symbol @ a nowel
33946002230235 FIC BROWN Mo Mew Books . 2nd Floor In process The lost symbol : a nowel
33946002230220 FIiZ BROWH Mo Mew Books . 2nd Floor In process The lost symbol @ a nowvel

Lisk Actions = - Shaow Status l Transfer ko Specific Yalume m O,j‘;__}'idit Ttem Attributes M Delete all From Catalog
< |

g

You must first mark the call number you wish to transfer the items to as an Item
Transfer Destination. See Transferring Items from One Volume to Another
on page 10.7, if needed.

If you have not marked any volumes, you will get the following message:

The page at hitp:ffevergreen.lib.in. us says:

In this case, 4 new copies of The Lost Symbol by Dan Brown have been added
with the call number FIC BROWN, but the other copies at this library have the
call number FIC BROWN, DAN, so that volume has been marked as the Item
Transfer Destination.

Last Updated: 10/28/2009
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Click the Transfer to Specific Volume button. The following window opens
allowing you to verify that the correct volume has been marked:

* Item Transfer

Transfer the items in bucket "Iters ba transfer” from their original volumes to the valume labelled ZFIC
M, DARSFor the librare BMMPL=0n the Following record?

[ Transfer ] [ Cancel

Record Summary

Title: The lost symbol @ a nowvel (i MARC)
Author: Brown, Dan Edition: 1st ed, Publication
Date: c2009
TCM: {OCaLC) Created By: (1CFLS) Last Edited By: Last Edited On:
ocn399343314 275001 00000054 (FCPLR) Foplr-cakl 10412409

NOTE: If you have marked a volume previously in your Evergreen session, it will
remain marked until you mark a new one or log out. Check the information
carefully so that you do not transfer your copies to the wrong volume. The record
summary is displayed, as well as the volume marked and the branch. If any of
these is incorrect, click the Cancel (Alt + C) button. You can then mark the
correct volume and try again.

If your information is correct, click the Transfer button.

A dialog box will open:

The page at hitp:ffevergreen.lib.in. us says: E|

' Items transferred,

Click OK or press Enter.

Last Updated: 10/28/2009
Version 1.6.0
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Your bucket will refresh, and the new call number will display:

Bucker Yiew

|Iterns ko transfer v| ’New Bucket ] [Delete Bucket l ’ Refresh l l ¥ Remove Selected From Bucket l lﬁ\dd Selected
Bucket # 544 Items to transfer Owner: hm-catl @ HMMPL

Barcode Deleted? Location Status Tikle )
33946002230253 FIC BROWN, DAN Mo Mew Books . 2nd Floor In process The lost symbol @ a nowvel
33946002230246 FIC BROWN, DAN Mo Mew Books . 2nd Floor In process The lost symbol @ a novel
3394600223023 FIC BROWE, DAN {1 Mew Books . 2nd Floor In process The last svrbal @ a nowvel
33946002230220 FIC BROWE, DA {1 Mew Books . 2nd Floor In process The last svrbal @ a nowvel

List Actions = - Shiow Status ETransfer to Specific Yolume ] q,i‘;_}'idit Item Attributes I Delete All from Catalag

The third tool is the Edit Item Attributes button. This allows you to make batch

edits to copies in your bucket using the copy editor. If needed, see Chapter 7—
Using the Copy Editor.

Bucket Yiew

‘Items ko transfer v‘ ’New Bucket ] [Delete Bucket ] [ Refresh l ’ 2 Remove Selected From Bucket ] lf.ﬁ.dd Selected

Bucket # 544 Items to transfer Owner: hm-catl @ HMMPL

Barcode Call Number Deleted? Loan Duration | Location

Status Title azl
0 K] b Mormal Mew Books . 2nd Floor In process The lost symbal ¢ a novel
F3946002230246  FIC BROMWN, DAl Tormal Mew Books . 2nd Floor In process The lost symbol @ a novel
33946002230238  FIC BROMWN, Dan Tormal Mew Books . 2nd Floor In process The lost symbol © a novel
33946002230220  FIC BROWH, DAk Tatrnal Mew Books . 2nd Floor In process The last symbal @ a novel
Lisk Actions = - Show Skatus I Transfer to Specific Yolume O,E}Edit Item Attributes Delete All from Catalog I
<

|

Last Updated: 10/28/2009
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When you click the Edit Item Attributes button, the copy editor opens:

¥ Copies

Copy Editor

EES

- Adult new books

Export Save

vl Apply I Delete I Import Reset

Identification
Status

In process 4 copies

Barcode

33946002230220
339460022302355
33946002230246
33946002230253

1 copy
1 copy
1 copy
1 copy

Creation Date

2009-10-27 4 copies
Creator
hm-cati 4 copies
Last Edit Date
2009-10-27 4 copies
Last Editor
hm-cat1 4 copies
<
<

Location (1)

I

Circulation {2) Miscellaneous (3) Statistics (4) b

Location/Collection

Mew Books , 2nd
Floar

4 copies

Circulation Library

HMMPL 4 copies

Owning Lib : Call Number

HMMPL : FIC 4 copies
BROWT, DAl

Copy Number

<Unset= 4 copies

Library Filker

Circulate? Alert Message

Yes 4 copies <lnset> 4 copies EG-IN: Legacy Item Cat
<lnset>

Holdable? Deposit?

Yes 4 copies Mo 4 copies EG-IN: Legacy Item Cat

<lnset

Age-based Hold Protection Deposit Amount

&manth 4 copies 0,00 4 copies HMMPL : Legacy Home |
<lnsetz

Loan Duration Price

Marmal 4 copies 0.00 4 copies HMMPL : Legacy Item T
<lnsetz

Fine Level OPAC Yisible?

Mormal 4 copies Yes 4 copies

Circulate as Type Reference?

Language material 4 copies Mo 4 copies

Circulation Modifier

book new 4 copies

v
>
Madify Copies ] I Close

You can make any changes desired, and they will be applied to all the copies. In
this case, the loan duration is being changed from normal to long.

Lomg

Fine Level

Mormal

Circulate as Type

Language material

Circulation Modifier

bk new

“Unset =
Price
4 copies 0.00 4 copies HMMPL : Legacy Item T
<lnsek =
OPACL Yisible?
4 copies Yes 4 Ccopies
Reference?
4 copies Mo 4 Ccopies
4 copies
-

>
’mn:ndiF':.f Cn:npies] [ Clase ]

When you have made your changes, click Modify Copies (Alt + M).

Last Updated: 10/28/2009

Version 1.6.0

17.22



Evergreen Indiana Cataloging Training Manual
Chapter 17 — Copy Buckets

The following dialog box will open:

The page at hitp:ffevergreen.lib.in. us says: rz|

' Items were added or modified.

Click OK or press Enter.

Your bucket will refresh, and if the column picker is displaying the attributes that
you edited, your changes will be displayed:

Bucket Yiew

|Iterns ko transfer v| ll‘\lew Bucket l [Delete Bucket l l Refresh l ’ ¥ Remove Selected From Bucket ] ['I'F\dd Selected
Bucket # 544 Items to transfer Owner: hm-catl @ HMMPL

Barcode Call Murber Deleted? Lacation Skatus Title ®B
33946002230253  FIC BROWN, DAN Mo Mew Books . 2nd Floor In process The last symbal @ a novel
33946002230246  FIC BROWN, DAN Mo Mew Books . 2nd Floor In process The last symbal @ a novel
33046002230238 FIC BROWHN, DAN Mo Mew Books . Znd Floor In process The lost symbol @ a novel
33046002230220 FIC BROWN, DAN Mo Mew Books . Znd Floor In process The lost symbol @ a novel

List Ackions ~ - Show Skatus u Transfer to Specific Yolume

The fourth tool is the Delete All from Catalog button. It will delete all the items in
your bucket.

gergﬁdit Ttem Aktribukes M Delete All from Catalog

Bucket Yiew

|Items to bransfer v| lNew Bucket ] lDeIete Bucket ] l Refresh l [ )(Remove Selected From Bucket ] l‘mdd Selected
Bucket # 544 Items to transfer Owner: hm-catl @ HMMPL

Batcode Call Murmber Deleted? Loan Duration | Location Status Title ®
F3046002230253  FIC BROWN, Dan Mo Long Mew Books . 2nd Floor In process The lost symbol : a novel
33046002230246  FIC BROWHMN, DA Mo Lang Mew Books . 2nd Floor In process The lost symbol @ & nowvel
FEO4A002230238  FIC BROWN, DAn Mo Lang Mew Books . 2nd Floor In process The lost symbal @ a novel
33946002230220 FIC BROWHM, DAR Mo Lang few Books . Z2nd Floor In process The lost symbol : & novel
List Actions - Show Status u Transfer to Specific Yolume la,ﬁﬁcht Item Attributes I Delete All from Catalog

Last Updated: 10/28/2009
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When you click the button, the screen will refresh, and if you have the Deleted?
Column displayed, it will change from No to Yes:

Bucket Yiew

Items to transfer

Bucket # 544 Ttems to transfer Owner: hm-catl @ HMMPL

w INew Bucket ] ’Delete Bucket l [ Refresh ] I XRemove Selected From Bucket ] l‘mdd Selected

Barcode Call Mumnber Deleted Location Stabus Title o=}
33946002230220 FIC BROWM, DaN Yes Mew Books . 2nd Floor  In process The lost symbol ; a novel
33945002230238 FIC BROWM, Dan Yes Mew Books . 2nd Floor  In process The last symbal 1 a novel
3346002230246 FIC BROYM, Dan Mew Books . 2nd Floor  In process The lost swmbol @ & novel
33945002230253 FIC BROWM, Dan Mew Books . 2nd Floor  In process The last symbal 1 a novel

- Shaow Status “ Transfer ta Specific Yolume “ e,ii";,Et:Iit Item Atkributes “ Delete Al from Catalog ﬂ

NOTE: The call numbers will NOT be deleted, only the items.

List Actions -

TIP: To avoid leaving orphaned call numbers, delete your items from the Item
Status Screen. From Item Status, you can also delete the volumes.

1: hm-cat1@HMMPL-sarahc.evergreen.lib.in. us

File Edit Adrin (=)
1 Copy Buckets 5]

Search  Circulation  Cataloging  Acguisitions (Preview)

Pending Copies

Barcode:

Deleted?

Status Title

Biarcode Call Number Location

[ +add Al ] lMddSeIectedl

List Actions |

Copy List C3Y to Clipboard
Print List CSY

Save Lisk C3Y to File

Save Column Configuration

LICk.Bt] [DeleteBucket] ’ Refresh ] X +

Skatus Title

| Fleted? Location

——

=
‘ List Actions ~ ' - Show Status “ Transfer to Specific Yalume “ G,E%Edit Item Attributes “ Delete All from Catalog ﬂ

< b

NOTE: The Bucket Manager also includes List Actions buttons and Column
Pickers in the Pending Copies and Bucket View area. Clicking on a List Actions
button will display a drop-down list. The actions in the list allow you to copy and
work with the data in the bucket or pending area in several ways. See page 12.6
of Z39.50 Search Screen Features for more information about the List Actions
button. For further information on the Column Picker, see Chapter 4--Using the
Column Picker.

Last Updated: 10/28/2009
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Sharing Copy Buckets

NOTE: As of last update of the manual, Sharing Copy Buckets is not working in
version 1.6.0. This is a known problem.

To view a copy bucket created by someone else, you must know the Bucket
Number. The Bucket Number appears next to the Bucket Name in the Bucket
Manager display.

* 1: hm-cat1@HMMPL sarahc.evergreen. lib.in.us |Z||E|r5__<|
File Edit Search Circulation Cataloging — Acquisitions (Preview) Admin (=)
1 Copy Buckets | ﬁ

Pending Copies

Barcode: | | Subrmit

Barcode Call Mumber Deleted? Location Status Title:

a

Lisk Actions = l Fadd all ] IMddSeIected

Bucket Yiew
|Items to delete v| ‘ Mews Bucket | IDeIete Bucket ] I Refresh ] x +
Bucket # {543 Items to delete Owner: hm-catl @ HMMPL
Barcode Call Murnber Delzted? Location Status Tikle: B

Lisk Actions = - Show Status I Transfer to Specific Yolume I e,}I‘i‘;ﬁ\:lit Item Attributes IDe\ete All from Catalog
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To view a Copy bucket, open the Copy Bucket Manager. From the Bucket view
drop down list, select Retrieve shared Bucket. It will be the second item on the
list, regardless of how many buckets you have.

* 1: hm-cat1@HMMPL -sarahc.evergreen. lib.in.us |:”E|E|

File Edit Seapch Circulation  Cataloging  Acquisitions (Prewview) Admin (-1
1 Copy Bucksts | 8

Pending Copies

Barcode: ‘ | Submit
Barcode Call Number Deleted? Location Status Title (=8
List Actions ~ *add Al +4dd Selected
Bucket Yiew
w [New Bucket ] [Delete Bucket ] [ Refresh ] X +
laz)

Choose a bucket... Deleted? Location Status Title

List Actions = - Show Status I Transfer to Specific Yolume I er\;lEd't Item Attributes I Delete All from Catalog

A dialog box will pop up, asking you to enter the Bucket Number:

The page at hitp:ffevergreen.lib.in. us says: [E|

;/] Enter bucket number:

6

I Ok ] [ Cancel ]

Type the Bucket Number of the bucket you wish to view in the box, and click OK
or press Enter.

Last Updated: 10/28/2009
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The Bucket Name and Number will be displayed, and the contents will appear in
the window:

*1: hm-cat1 @HMMPL-mobile2.evergreen. lib.in. us |:| |§| [g|

File Edit Search Circulation  Cataloging Admin (=) Help

1 Copy Buckets | 2 Record Buckets | 3 Catalog

Pending Copies

Barcode Call Mumber Deleted? Location Skakus Title:

[Print Export] [ Export ]
Bucket Yiew

A lNew Bucket l lDeIete Eucket ] [ Refresh l lSave Columns ] [Copy to Clipboard l IXRemove Selg

Bucket # 6 the nine Owner: hm-catl @ HMMPL

Barcode Call Mumber Deleted? Location Skakus Title:
33946002042526 347.73 TOOBIN Mo Audio Books . 2nd Floor Checked out The nine
33946002042534 347.73 TOOBIN Mo Audio Books . 2nd Floor n holds shelf The nine
33946002042542 347.73 TOOBIN Mo Audio Books . 2nd Floor Checked out The nine
33946002042559 347.73 TOOBIN Mo Audio Books . 2nd Floor Checked out The nine
33946002043763 347,73 TOOBIN Mo Mew Books . 2nd Floor Checked out The nine
3394600204364 347.73 TOOBIN Mo Mews Books . 2nd Floor Checked out The nine
33946002043631 347,73 TOOBIN Mo Mew Books . 2nd Floor Checked out The nine
33946002043615 347.73 TOOBIN Mo Mews Books . 2nd Floor Checked out The nine
l Prrint: l Prink Export l Export l - Show Status I Transfer to Specific Yolume I e,i‘i‘bEdit Ttem 4

< | >

You can perform actions from the toolbar at the bottom of the screen, but you
cannot remove or add items to a bucket created by another user.
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Removing Contents from Copy Buckets

To remove contents from a bucket, use the Bucket Manager to view the copy
bucket. Highlight the items you would like to remove. You can select specific
items by pressing the Ctrl key as you click the line to highlight it, or press the Ctrl
as you click a highlighted line to remove the highlight. You can also press the
Shift key as you click from one line to another to highlight a group all at once.

- Bucket Yiew

|Items to delete v| ’New Bucket ] ’Delete Bucket ] ’ Refresh ] ’ X Remove Selected From Buckst ] "Mdd Selected ]

Bucket # 543 Items to delete Owner: hm-catl @ HMMPL
Barcode Call Number Deleted? Location Status Title =}
TE7.2 LOPEZ Mo Mew Books . 2nd Floor  Checked out The soloist : & lost dream, an unlikel...

33946002203075
3 44

3394000220305 787.2 LOPEZ Checked out
3394000220297 1 787.2 LOPEZ Checked out

Mo d Floor g
List Actions ~ Show Status Transfer to Specific Yolume .,E}Edit Item Attributes Delete Al from Catalog

To empty the bucket, select all contents of the bucket:

T T
- Bucket ¥Yiew
|Items to delete A | ’ Mew Bucket ] ’ Delete Bucket ] ’ Refresh ] @ Selected From Bucket J)[ +add Selected

Bucket # 543 Items to delete Owner: hm-catl @ HMMPL

Barcode Call Mumber Deleted? Location Status Title

|> 3

arn, an unli
arn, an unli

arn, an unli

arn, an unli
arm, an unli

arn, an unli

am, an unli

i : ! g
Lisk Actions = Show Status Transfer ko Specific Yolume .,E}Edit Item Attributes Delete All from Catalog

When you have highlighted everything you wish to remove from the bucket, click
the Remove Selected From Bucket button.

NOTE: Do NOT click Delete All from Catalog at the bottom right side of the
screen. This will delete the items from the catalog rather than removing them
from your bucket.

Last Updated: 10/28/2009
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The screen will refresh, and the items will no longer display in your bucket. If you
are removing a lot of items this may take several seconds:

* 1: hm-cat1@HMMPL-sarahc.evergreen.lib.in. us |.L||.E|r$__<|
File Edit Search Circulation Cataloging  Acquisitions (Preview) Adrin ()
1 Copy Buckets | 2 Bib Record: 15077092 X

Pending Copies

Barcode: | | Submit

Barcode Cal Number Deleted? Location Status Title:

a

List Actions + [ +add Al ] [&ndd Selected

Bucket Yiew

|Items ko delete v| ’New Bucket ] ’Delete Bucket: ] ’ Refresh ] b4 +
Bucket # 543 Items to delete Owner: hm-catl @ HMMPL
Barcode Call Mumber Deleted? Location Skatus Title: =)

List Actions ~ - Show Status I Transfer ko Specific Yolurme IG'EFdit Item Attributes I Delete All from Catalog
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Deleting Copy Buckets

Deleting a bucket means getting rid of your virtual container. It is not the same as
deleting the contents of your bucket. If you delete a bucket with contents, the
items will remain in the catalog.

However, if you wish to delete a bucket that still has contents, it is a good idea to
empty the bucket first. See Removing Contents from Copy Buckets on page
17.25 if needed.

Once your bucket is empty, click the Delete Bucket button:

* 1: hm-cat1@HMMPL -sarahc.evergreen.lib.in. us ['-_If'glf'5__<|
Fil= W8 Search Circulation  Cataloging  Acquisitions (Preview) Adrin ()
3 Copy Buckets ‘ 4 Bib Record: ocn3g9a43314 a8

Pending Copies

Barcode: | | Submit
Barcode Call Number Deleted? Location Status Title sz
Lisk Actions ~ l Fadd all ] l&ndd Selected
Bucket Yiew
|Items ko kransfer v| ’New Bucket ] (E:)elete Bucketl) ’ Refresh ] x +
Bucket # 542 Items to transfer Owner: hm-catl @ HMMPL
Barcode Call Murnber Deleted? Location Status Title =)

List Actions ~ - Shiow Status u Transfer to Specific Yolume u Q,E\;,Edit Item Attributes u Delete Al from Catalog

A dialog box will open asking if you are sure you wish to delete the bucket:

The page at hitp:ffevergreen.lib.in. us says: rg|

9 Delete the bucket named Irems to transfer?

I ook | [ Cancel

Click OK, or Press Enter.

Nothing else will appear to happen, but your bucket will be deleted.
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Your bucket will still be displayed as the active bucket, but note that it is no
longer displayed as the selected bucket in the Bucket Drop down list. The bucket
is no longer on the list, and once you close the Bucket Manager, you will no
longer be able to access the bucket. If you still had contents in the bucket, they
will no longer be displayed. Your bucket has now been deleted.

Bucket Yiew

v [NewBucket] [DeleteBucket] [ Refresh ] b4 +

hnsfer Owner: hm-catl @ HMMPL

RBetriewve shared bucket._ .. " .
oo oo Deleted? Location Status Title

a
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