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Chapter 5 -- Adding Holdings

When cataloging in Evergreen, it is always important that thorough searching be
done to find a matching title in the catalog before importing a new record via
Z39.50. When a match is found in Evergreen, a new record should not be
imported. Please attach your holdings to the existing record. If an existing record
does not meet Evergreen Indiana standards, please edit or overlay the record.
See Chapter 15 — Using the MARC Editor, or Chapter 14 — Overlaying
Records, if needed.

Adding Volumes

Search for your item in Evergreen. When you find a match, click on the title to
view the record. If you are not in the Holdings Maintenance view, switch to it by
clicking on Actions for this Record (Alt + R) at the upper right. Select Holdings
Maintenance (Alt + H) from the drop down list.

Click on the name of the Branch where you wish to add the Holdings to highlight
the branch line. If the call number you need is already attached to this record for
your library, see Adding Items/Copies on page 5.14.

Click on Actions for Selected Rows (Alt + F).
Select Add volumes (Alt + V) from the drop-down list:
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=X

Admin (-} Help

1 Bib Record: ocn244305235 | 2 Bib Record: ocni244305238
Record Summary
Title: Supreme courtship [sound recording] a novel (View MARC
Author: Buckley, Christopher Edition: Pub Date: p2005
TCN: {OColC) 0cn244305238 Created By: (HMMPL) hrn-cati Last Edited By: (HMMPL) hm-cat1 Last Edited On: 09/30/08
Record 3 of 4 [ Skart ] [ Previous ] [ Next ] [ End ] Actions For this Record
Holdings Maintenance
[ HrarapL Hussey-Mayfield Memarial Branch v Consortial Total: 1 Availsble: 0
Show Yolumes Show Items [ Refresh ] [Shnw Libs With Ttems ]
Circ Lib - Circ ... | Location Copy to Clipboard

LocationjBarcods Yaolumes | Copies Call Number

[=] EG-IN : Evergreen Indiana
[=-ZPL : Zionsville Public Library

Mark Library as Yolume Transfer Destination

Save Columns
Reefresh Listing

The Volume/Copy Editor screen appears:
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* Yolume/Copy Editor

Record Summary

Title: Supreme courtship [sound recording] a novel

{Wiew MARC)
Author: Buckley, Christopher Edition: Pub Date: p200&
TCN: {OCoLC) ocnZ44 305238 Created By: (HMIMPL) brn-catl Last Edited By: (HMMPL) hm-catl Last Edited On: 09/30/05

¥olume,/Copy Creator

58131.54 v: $apply Check Barcodes? [ Prink Labels?

Library # of volumes
HMMPL |

¥ Yolume/Copy Editor ElEEI

Record Summary

Title: Supreme courtship [sound recording] & nowvel (Wiew MARC)
Author: Buckley, Christopher Edition: Pub Date: pz008

TCM: {OCoLC) oon2d 4305238 Created By: (HMMPL) hm-catl Last Edited By: {HMMPL) hm-catl Last Edited On: 09/30/05

Yolume/Copy Creator

;313."-54 v #apply Check Barcodes? [ Print Labels?
Library # of volumes
HMMPL i..1.|_. |

Type the number of volumes (call numbers) in the box labeled “# of volumes” hit
Enter. Examples of different volumes: Volumes 1 and 2 of a two volume set, 2
copies of the same book going into different collections with different call
numbers, different discs from a DVD set that will circulate separately.

The Call number and Copy number boxes will appear:
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* Yolume/Copy Editor

Record Summary

Title: Supreme courtship [sound recording] & nowvel (Wiew MARC)
Author: Buckley, Christopher Edition: Pub Date: pz008
TCM: {OCoLC) oon2d 4305238 Created By: (HMMPL) hm-catl Last Edited By: {HMMPL) hm-catl Last Edited On: 09/30/05

¥Yolume/Copy Creator

533131'.54 v: $apply Check Barcodes? [ Print Labels?

Library # of volumes
HMMRL [ Call Numbers # of Copies

Type your call number into the box labeled Call Numbers.

¥ Yolume/Copy Editor E|EEI

Record Summary

Title: Supreme courtship [sound recording] a nowvel (wiew MARC)
Author: Buckley, Christopher Edition: Pub Date: p2005
TCN: (OColC) ocn244305238 Created By: (HMMPL) hm-cakl Last Edited By: (HMMPL) hrn-cat1 Last Edited On: 09/30/08

¥olume/Copy Creator

5?13f.54 v' Check Barcodes? [ Print Labels?
Library # of volumes
HMMPL [ | Call Numbers # of Copies

; | F1c BUCKLEY] [ [

Note the information in the box under the Volume/Copy Creator is the call
number information taken directly from the MARC record. If there is nothing in
the box, there was no call number on the MARC record. There may be multiple
call numbers supplied, and you can select the one you like by clicking the blue
box to see the options. If there is a call number in the box you’d like to use, you

can click the Apply button and it will automatically fill in the Call Number field for
you.

* Yolume/Copy Editor g

Record Summary

Title: Supreme courtship [sound recording] a nowvel (wiew MARC)
Author: Buckley, Christopher Edition: Pub Date: pz008
TCN: (OColC) ocn244305238 Created By: (HMMPL) hm-cakl Last Edited By: (HMMPL) hrn-cat1 Last Edited On: 09/30/08

¥Yolume/Copy Creator

5?13f.54 I [ +apply Check Barcodes? [ Print Labels?
Library # of volumes i""-h—-’
HMMREL [ | Call Numbers # of Copies

- | 513154 | |

You can edit the call number supplied by the MARC record if you wanted to
remove a slash mark or some of the digits, for instance. If you are adding
Last Updated: 12/16/2009
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multiple volumes with similar call numbers, you could type the call number into
the box and apply it to all of your volumes:

* Yolume/Copy Editor

Record Summary

Title: Supreme courtship [sound recording] a novel
Author: Buckley, Christopher

TON: {OCoLC) oon244305238 Created By: (HMMPL) hm-catl

¥olume,;/Copy Creator

|CD FIC BUCKLEY PART v [ Happly

(wigw MARC)
Pub Date: p2005
Last Edited On: 09/30/05

Edition:
Last Edited By: {HMMPL} hm-catl

Check Barcodes?  [] Print Labels? | Edit then Creste

Library # of volumes

HMMPL [ | Call Numbers

# of Copies

[ FceucKEY PORT | |

[ co F1c BuckLEy PART | |

After you have entered in your call number, type the number of copies into the
box labeled # of Copies. Copies would be identical items with identical call

numbers.

* Yolume/Copy Editor

Record Summary

Title: Supreme courtship [sound recording] a nowvel
Author: Buckley, Christopher

TCN: (OColC) ocn244305238 Created By: (HMMPL) hm-cakl

¥olume/Copy Creator

|g13f.54

VJ Hanply

{Wiew MARC)
Pub Date: p2005
Last Edited On: 09/30/08

Edition:
Last Edited By: (HMMPL) hrn-cat1

Check Barcodes?  [] Print Labels? | Edit then Create

Library # of volumes

HMMPL [ | Call Numbers

# of Copies
| FIC BUCKLEY

] [1 |

An empty, unlabeled box will appear:

)

Yolume/Copy Editor.

Record Summary

Title: Supreme courtship [sound recording] a nowvel

Author: Buckley, Christopher
TOM: {OCoLC) ocn244305238

Edition:
Created By: (HMMPL) hm-cakl

{Wiew MARC)
Pub Date: p2005

Last Edited By: (HMMPL) hrn-cat1

Last Edited On: 09/30/08

¥olume/Copy Creator

|g13f,54

VJ Happly

Check Barcodes? [ Print Labels? | Edit then Create

Library # of volumes

HMMPL [ | Call Numbers # of Copies

[ FrcBucKLEY I [l

Enter your barcode in the box. Then, click on the button to the right that is

labeled Edit then Create.
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* Yolume/Copy Editor

Record Summary

Title: Supreme courtship [sound recording] a novel (Wiew MARC)
Author: Buckley, Christopher Edition: Pub Date: p2005
TON: {OCoLC) oon244305238 Created By: (HMMPL) hm-catl Last Edited By: {HMMPL} hm-catl Last Edited On: 09/30/05

Yolume/Copy Creator
|FIC BUCKLEY w | | #apply Check Barcodes?  [] Print Labelfz | Edit then Create
Library # of volumes \-‘h—/

HMMPL |4 | CallNumbers # of Copies
; | FIc BUCKLEY [ {1 | | 3946002059009

If you forget to enter your barcode, you will return to the Holdings Maintenance
screen, and your call number will still be created. See Adding Items/Copies on
page 5.14 if you create a call number with no copies attached.

If you entered the barcode, when you click Edit then Create, the Copy Editor
appears:

Record Summary
Title: Supreme courtship [sound recording] a novel (Wiew MARC)
Author: Buckley, Christopher Edition: Pub Date: p2008
TCN: {0CoLC) oonZ44305238 Created By: (HMMPL) hm-cat 1 Last Edited By: (HMMPL) hm-catl Last Edited On: 09/30/05
Copy Editor
- Adult new mass market paperbacks w I Apply Delete Import Export l Save I
Identification Location {1) ] Circulation (2) Miscellaneous {3} Statistics {4) i
Barcode Shelving Location Circulate? Alert Message Library Filker 12
33946002062409 1 copy Stacks 1 copy Yes 1 copy zUnsek> 1 copy EG-IN: Legacy Item Catl
. <Unsetz 1 copy
Creation Date Circulation Library Holdable? Deposit?
1 copy HMMPL 1 copy Yes 1 copy Mo 1 copy EG-IN: Legacy Item Cat2
=Unset: 1 copy
Creator Dwning Lib : Call Number Age Protection Deposit Amount
1 copy HMMPL : FIC BUCKLEY 1 copy <Unset= 1 copy 0.00 1 copy HMMPL : Legacy Home Location
: <Unset: 1 copy
Last Edit Date Copy Number Loan Duration Price
1 copy <lnset> 1 copy Marmal 1 copy 0.00 1 copy HMMPL : Legacy Item Type
i : <lnset> 1 capy
Last Editor Fine Level OPALC Yisible?
1 copy Mormal 1 copy ‘fes 1 copy
Circulate as Type Reference?
<Unset > 1 copy Mo 1 copy s
Create Copies (M) ] [ Close

If your template bar has no template drop down box, as shown below,
you have not created any templates. See Chapter 6 -- Creating Templates.
Last Updated: 12/16/2009
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Copy Editor

| Delete | Import Export
Idel‘ltificatiﬂl‘l Location {1) Circulation (2) [ Miscellaneous {3) ] [ Statistics {4) ]

Status Shelwinn | nratinn Firculate? alert Mescans Library Filker 4

If you have created and applied templates previously, the template you have
applied most recently will appear in the template box. If that is the type of item
you are cataloging you will not need to select a template from the list. You can
simply apply the template.

You can now apply your item information. If you have created templates, select
your template from the drop-down list. Only the templates created for your log-in
will appear on the list, so if you need a new template for this item, see Chapter 6
-- Creating Templates.

Record Summary

Title: Supreme courtship [sound recording] a novel (Wiew MARC)

Author: Buckley, Christopher Edition: Pub Date: p2008

TCN: {OCoLCY ocn244305238 Created By: (HMMPL) hm-cat 1 Last Edited By: {(HMMPL) hm-catl Last Edited On: 09/30/05
Copy Editor

5 Adult new mass market paperbacks | Apply I Delete I Import l Export I Save I
Identifiq Circulation (2} Miscellaneous (3) Statistics (4) i

Adult fiction mowvies

= i i 3
Barcode —| o iucic CDe Circulate? Alert Message Library Filker
33946002064 3 411¢ new books Yes 1 copy zUnsek> 1 copy EG-IN: Legacy Item Catl
l: Bont Adult new books, 500+ pages <Unset> 1 copy
reation Dg ? it?
9 Adult new mass market paperbacks Holdable? Lepasi:
Adult nonfiction movies es 1 copy Mo 1 copy EG-IN: Legacy Item Cat2
EahyToddler <Unsetz 1 copy
Creator o ot Age Protection Deposit Amount
Begimning fiction
Disec alert <Unset > 1 copy 0.00 1 copy HMMPL : Legacy Home Location
& Easy books =Unset> 1 copy
Last Edit Dz ! Loan Duration Price
Holiday books
Juwrenile Magazines Mormal 1 copy 0.00 1 copy . HMMPL : Legacy Item Type

: i <Unset> 1 copy
= Juvenile Nonfiction
Last Editor Fine Level DPAC Visible?

Juwenile fiction

T TTmmmw Mormal 1 copy ‘fes 1 copy
Large print books =
HRER, Circulate as Type Reference?
Large print books, 500+
<Unset > 1 copy Mo 1 copy

Leveled Readers
Newberry Juvenile
Parent /Teacher Create Copies (m] [ Close

Teen audichocks

Once the template you need is displayed in the template box, click
Apply (Alt +Y).
Last Updated: 12/16/2009
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* Co pies E| E| E|

Record Summary
Title: Supreme courtship [sound recording] a novel (Wiew MARC)
Author: Buckley, Christopher Edition: Pub Date: p2008
TCN: {OCoLCY oon244305238 Created By: (HMMPL) hm-catl Last Edited By: {(HMMPL) hm-catl Last Edited On: 093005
Copy Editor
- Adult audiol [ Delete Import Export ! Save u
Identification Location (1) Circulation {2} Miscellaneous (3) Statistics (4) i
Barcode Shelving Location Circulate? Alert Message Library Filter 12
33946002062409 1 copy Stacks 1 copy Yes 1 copy zUnsek> 1 copy EG-IN: Legacy Item Catl
. <Unset > 1 copy
Creation Date Circulation Library Holdable? Deposit?
1 copy HMMPL 1 copy Yes 1 copy Mo 1 copy EG-IN: Legacy Item Cat2
<Unset > 1 copy
Creator DOwning Lib : Call Number ~ Age Protection Deposit Amount
1 copy HMMPL : FIC BUCKLEY 1 copy <Unset= 1 copy 0.00 1 copy HMMPL : Legacy Home Location
: : <Unset > 1 copy
Last Edit Date Copy Number Loan Duration Price
1 copy <lnsets 1 copy Marmal 1 copy 0.00 1 copy HMMPL : Legacy Item Type
i : <Unsets 1 copy
Last Editor Fine Level OPALC Yisible?
1 copy Mormal 1 copy ‘fes 1 copy
Circulate as Type Reference?
<Unset > 1 copy Mo 1 copy s
Create Copies (M) ] [ Close

When the template is applied, the fields in that template will turn green and
display the selected information.

Last Updated: 12/16/2009
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Record Summary

Copy Editor

Title: Supreme courtship [sound recording] a novel
Author: Buckley, Christopher

TCN: {OCoLCY ocn244305238 Created By: (HMMPL) hm-cat 1

Evergreen Indiana Cataloging Training Manual
Chapter 5 — Adding Holdings

Edition:

Last Edited By: {(HMMPL) hm-catl

EEX

(¥iew MARC)
Pub Date: p2008

Last Edited On: 09/30/05

- Adult audiobooks

Barcode

33946002062409

Creation Date

Creator

Last Edit Date

Last Editor

Identification

1 copy

1 copy

1 copy

1 copy

1 copy

Location {1)

Delete

Circulation (2}

Export

Miscellaneous {3}

I Save I
Statistics {4} i

Shelving Location
Audio Books . 2nd
Floor

Circulation Library
HMMPL

1 copy

1 copy

Owning Lib : Call Number

HMMPL : FIC
BUCKLEY

Copy Number
1

1 copy

1 copy

Circulate?

es

Holdable?

Yes

Age Protection

&month

Loan Duration

Marmal

Fine Level

Mormal

Circulate as Type

MNonmusical sound
rarar Aima

1 copy

1 copy

1 copy

1 copy

1 copy

1 copy

Alert Message

=Unset> 1 copy

Deposit?

Mo 1 copy

Deposit Amount

0.00 1 copy
Price

0.00 1 copy
OPAL Yisible?
‘fes 1 copy
Reference?

Mo 1 copy

Library Filter
EG-IN: Legacy Item Catl
<lnset: 1 copy

EG-IN: Legacy Item Cat2
<lnset: 1 copy

HMMPL : Legacy Home Location
<lnset: 1 copy

HMMPL : Legacy Item Type
<nset:= 1 copy

3

CreateCopies(m] [ Close

At this point you can edit any other fields desired, for instance, the price. Simply
double click on the field you wish to edit, and enter the desired information. You

can also press the Tab key to move from field to field, or jump from column to

column by pressing Alt + 1, 2, 3, or 4. When the field you wish to edit is
highlighted, press Enter to activate it.
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Active fields will have a text box or drop-down list so that information can be
applied and an Apply and Cancel button. The Price field is active below. The field
is white because the mouse is pointing to it.

Record Summary

Title: Supreme courtship [sound recording] a novel (Wiew MARC)

Author: Buckley, Christopher Edition: Pub Date: p2008

TCN: {OCoLCY ocn244305238 Created By: (HMMPL) hm-cat 1 Last Edited By: {(HMMPL) hm-catl Last Edited On: 09/30/05
Copy Editor

- Adult audiobooks w I Apply I Delete Import Export Save
Identification Location {1} ] Circulation {2} Miscellaneous (3} Statistics {4) i

Barcode Shelving Location Circulate? Alert Message Library Filter
33946002062409 1 copy Audio Books . 2nd 1 copy Yes 1 copy <lnset> 1 copy EG-IN: Legacy Item Catl
) Floor <Unset> leca
Creation Date Holdable? Deposit?
1 copy Circulation Library Yes 1 copy Mo 1 copy EG-IN: Legacy Item Cat2
HMMPL 1 copy <lnset = lco
Creator Age Protection Deposit Amount
1 copy Owning Lib : Call Number &manth 1 copy 0.00 1 copy HMMPL : Legacy Home Locatic
7 E‘EyKT_IE;FIC 1 eapy <Unset= lco
Last Edit Date Loan Duration Price
1 copy Maormal 1 copy I HMMPL : Legacy Item Type

Copy Number

s = <Lnset = lco
Last Editor L R Fine Level Apply

1 copy TMormal 1 copy

OPACL Yisible?
Circulate as Type es 1 copy
Monmusical 1 copy i
nnnnn A Refaranra? 2
< >

[CreateCopies(m] [ Close ]

To set the Price, enter the number, and click Apply (Alt +A). It does not accept
the $ character. If you do not enter the decimal point and cents, the system will
add .00 automatically.

Last Updated: 12/16/2009
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The field will then turn green. If the field does not turn green, the information has
not been applied to your item.

Record Summary
Title: Supreme courtship [sound recording] a novel (Wiew MARC)
Author: Buckley, Christopher Edition: Pub Date: p2008
TCN: {OCoLCY ocn244305238 Created By: (HMMPL) hm-cat 1 Last Edited By: {(HMMPL) hm-catl Last Edited On: 09/30/05
Copy Editor
- Adult audiobooks w Apply Delete Import Export I Save I
Identification Location (1) ] Circulation {2} Miscellaneous (3) Statistics (4) i
Barcode Shelving Location Circulate? Alert Message Libraty Filker 12
33946002062409 1 copy Audio Books . 2nd 1 copy Yes 1 copy <Unset= 1 copy EG-IN: Legacy Item Catl
. Floar <lnset: 1 copy
Creation Date Holdable? Deposit?
TEnny Circulation Library Ves 1 copy Mo 1 copy EG-IN: Legacy Item Cat2
HIIE Loy <lnset: 1 copy
Creator Age Protection Deposit Amount
1 copy Owning Lib : Call Number &manth 1 copy 0.00 1 copy HMMPL : Legacy Home Location
HMMPL : FIC 1 copy Sllnesre 1 copy
Last Edit Date BUCKLEY Loan Duration
1 copy Copy Number Marmal 1 copy 39,95 1 copy ~ HMMPL : Legacy Item Type
3 1 1 <nset:= 1 copy
Last Editor Al Fine Level OPAC Visible?
1 copy TMormal 1 copy ‘fes 1 copy
Circulate as Type Reference?
Monmusical sound 1 copy Mo 1 copy i
yyyyy dina £
Create Copies (M) ] [ Close

You can apply more than one template to an item if desired. For instance, you
might create a template for an alert message for items that contain additional
materials such as a CD-ROM in the back of a book.

Last Updated: 12/16/2009
5.11



Evergreen Indiana Cataloging Training Manual
Chapter 5 — Adding Holdings

¥ Copies

Record Summary

Title: Supreme courtship [sound recording] a novel (Wiew MARC)

Author: Buckley, Christopher Edition: Pub Date: p2008

TCN: {OCoLCY ocn244305238 Created By: (HMMPL) hm-cat 1 Last Edited By: {(HMMPL) hm-catl Last Edited On: 09/30/05
Copy Editor

- Disc alert [ i I Irnport I Export I Save I
Identification Location {1} ] Circulation {2} Miscellaneous (3} Statistics {4} i

Barcode Shelving Location Circulate? Alert Message Libraty Filker 12
33946002062409 1 copy Audio Books . 2nd 1 copy Yes 1 copy Check for discin 1 copy EG-IN: Legacy Item Catl
Floor back of book, et ooy
Creation Date Holdable?
ooy Circulation Library s Loy Deposit? EG-IN: Legacy Item Cat2
HMMPL 1 copy Mo 1 copy e 1 copy
Creator Age Protection
e Owning Lib : Call Number e t ey Deposit Amount HMMPL : Legacy Home Location
HMMPL : FIC 1 copy 0.00 1 copy
: BLICKLEY i <lnset: 1 copy
Last Edit Date Loan Duration
Price &
1 copy Copy Number Maormal 1 copy e \ HMMPL : Legacy Item Type
A EaE <nset:= 1 copy
Last Editor 1 1 copy Fine Level
DPACL Yisible?
1 copy TMormal 1 copy i
Yes 1 copy
Circulate as Type
) Reference?
Monmusical 1 copy i
nnnnn el Rl 1 Far —
[Create Copies (M) ] [ Close ]

Note that applying the Disc alert template did not affect the fields which were
already applied to this item. Applying a new template only affects the fields in
that template.

In this case, this alert message is not appropriate, since this item is an
Audiobook.

You cannot “un-apply” individual fields. To clear all the current settings, you can
click Reset (Alt + R) on the right hand side of the screen, next to the Template
bar. This would clear all the green fields, so you would then have to apply a new
template.

Last Updated: 12/16/2009
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To remove just the alert message, delete the content of the message, and click
Apply (Alt +Y). The box will remain green.

Record Summary
Title: Supreme courtship [sound recording] a novel (Wiew MARC)
Author: Buckley, Christopher Edition: Pub Date: p2008
TCN: {OCoLCY ocn244305238 Created By: (HMMPL) hm-cat 1 Last Edited By: {(HMMPL) hm-catl Last Edited On: 09/30/05
Copy Editor
- Disc alert “ Apply. Delete Import Export I Save I
Idel‘ltificatiﬂl‘l Location {1) ] Circulation (2} Miscellaneous {3} Statistics {4) b
Barcode Shelving Location Circulate? Alert Message Libraty Filker 12
33946002062400 1 copy Audio Books . 2nd 1 copy Yes 1 copy 1 copy EG-IN: Legacy Item Catl
. Floar <lnset: 1 copy
Creation Date Holdable? Deposit?
TEnny Circulation Library Ves 1 copy Mo 1 copy EG-IN: Legacy Item Cat2
HEHEL Leony =Unset> 1 copy
Creator Age Protection Deposit Amount
1 copy Owning Lib : Call Number &manth 1 copy 0.00 1 copy HMMPL : Legacy Home Location
HMMPL : FIC 1 copy ek 1 copy
Last Edit Date ELCeiEy Loan Duration Price
1 copy Capy Number Morrmal 1 copy 39,95 1 copy HMMPL : Legacy Item Type
3 1 1 <nset:= 1 copy
Last Editor el Fine Level OPAC Visible?
1 copy TMormal 1 copy ‘fes 1 copy
Circulate as Type Reference?
Monmusical sound 1 copy Mo 1 copy i
vvvvv Aima —
[ Create Copies (M) ] [ Close ]

When you have applied all the desired item information, click the Create Copies
(Alt + M) button at the bottom right hand corner of the screen.

Last Updated: 12/16/2009
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You will now return to the Holdings Maintenance screen, and your new item
information will be displayed:

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

Fle Edit Search  Circulstion  Cataloging Admin {3 Help

1239.50| 2 Catalog | 3 Bib Record: ocn244305238

Record Summary

Title: Supreme courtship [sound recording] a novel {ie MARC
Author: Buckley, Christopher Edition: Pub Date: p2005
TCN: {OCoLC) ocn244305238 Created By: (HMMPL) h-cat 1 Last Edited By: (HMMPL) hm-catl Last Edited On: 09/30/08
Record 4 of & [ Start ] l Previous ] [ Mext l [ End ] Actions for this Record

Holdings Maintenance

HMMPL Hussey-Mayfield Memarial Branch v Consartial Total: 1 Available; 1
Show Yolumes Show Ttems [ Refrash ] [ Shaow Libs With Items ] Actions for Selected Rows
LocationfBarcods Volu, ., Copies Call Mumber Circ Modi... ' Loan ... Location Price: Status B

[= E&-IN : Evergreen Indiana
[=)-ZPL : Zionsville Public Library

[=FHMMPL ¢ Hussey-MayField Memorial Branch 1 <l>
[=/FIC BUCKLEY 1 FIC BUCKLEY
33946002056522 FIC BUCKLEY audiobook  MNormal  Audio Books | Znd Floor 3995 Inprocess

If you do not click Create Copies, then your volume (call number) will be created,
but not your item. You will have to add the item individually as if you were adding
another copy.

Last Updated: 12/16/2009
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Adding Items/Copies

In some cases, such as when you add a second copy at a later date, or when
you have created a call number without adding your volume, the call number you
need will already be attached to the record. If that's the case, you will need to
Add Items rather than Add Volumes.

Highlight the call number where you wish to attach your copy, and under Actions
for Selected Rows (Alt + F) select Add Items (Alt +A)

* 5: hm-cat1@HMMPL -sarahc.evergreen. lib.in.us |ZHE|E|
File Edit Search Circulation  Cataloging Admin (=) Help

1 Bib Record: 0en231765132 |2 Bib Record: ocn231765132 || 3 Item Status | 4 Bib Record: 5814023

Record Summary

Title: Barefoot Contessa back ko basics ¢ Fabulous Flavor (View MARC
Author: Garten, Ina. Edition: 1st ed. Pub Date: 2008
TCN: {System) 5514029 Created By: (EG-IM) 101010101010101 Last Edited By: (LEPLL} lhpl-cat1 Last Edited On: 111208
Record 1 of 1 Actions Far this Record

Holdings Maintenance

|HMMPL Hussey-MayField Memarial Branch v Consortial Total: 3 Available: 2

Show Yolumes Show Ttems Refresh ] [Shnw Libs With Ttems

LocationfBarcode tolu,.. | Copies Call Mumber Circ Modi... | Loan... Location Copy to Clipboard
[= EG-IN : Evergreen Indiana
[=1-ZPL : Zionsville Public Library
[=HHMMPL : Hussey-Mayfield Memarial Branch 1 <0
=2-641,5 GARTEN 0 641.5 GARTEM

Add Items

Edit Yalumes
Mark Yolumne as Item Transfer Destination

Transfer Yolumes to Previously Marked Library

Delete Yolumes

Save Columns

Refresh Listing

Last Updated: 12/16/2009
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The Volume/Copy Editor will open up. The call number you highlighted will
appear in the call number box, and the call number box will be grayed out. Enter
the number of copies you are adding in the # of Copies box. Then the barcode
box(es) will appear. Enter your barcode and click Edit then Create (Alt + C).

* ¥olume/Copy Editor

Record Summary

Title: Barefoot Contessa back ko basics : Fabulous Flavor
Author: Garten, Ina,
TCM: (System) 5814029

¥olume,/Copy Creator

Created By: (EG-IN) 101010101010101

Edition: 1st ed,
Last Edited By: (LEFLL) Ibpl-catl

Check Barcodes? [ Print Labels? | Edit then Create

{Wiew MARC)
Pub Date: 2003
Last Edited On: 11/12/0&

Library # of volumes
HMMPL I_ Call Numbers

- X

] [1

# of Copies

The Copy Editor will open:

Record Summary
Title: Barefoot Contessa back to basics : Fabulous Flavaor (Wiew MARC)
Author: Garten, Ina. Edition: 1st ed. Pub Date: 2008
TCN: (System) 5514029 Created By: (EG-IN) 101010101010101 Last Edited By: (LEPLL) lbpl-catl Last Edited On: 111205
Copy Editor
- Adult CD-Roms w l Apply Delete Import Export I Save I
Idel‘ltificatiﬂl‘l Location {1) ] Circulation (2) Miscellaneous {3} Statistics {4) b
Barcode Shelving Location Circulate? Alert Message Library Fileer 4
33946002074339 1 copy Stacks 1 copy Yes 1 copy zlnsek > 1 copy EG-IN: Legacy Item Catl
: <Unsetz 1 copy
Creation Date Circulation Library Holdable? Deposit?
1 copy HMMPL 1 copy Yes 1 copy Mo 1 copy EG-IN: Legacy Item Cat2
<lnset:= 1 copy
Creator Dwning Lib : Call Number Age Protection Deposit Amount
1 copy HMMPL : 641,5 GARTEN 1 copy <lnsst> 1 copy 0.00 1 copy HMMPL : Legacy Home Location
- <Unset> 1 copy
Last Edit Date Copy Number Loan Duration Price
1 copy <lnset > 1 copy Marmal 1 copy 0.00 1 copy HMMPL : Legacy Item Type
3 =lnset: 1 copy
Last Editor Fine Level OPACL Yisible?
1 copy Mormal 1 copy Yes 1 copy
Circulate as Type -~ Reference?
<Unset > 1 copy Mo 1 copy s
[ Create Copies (M) ] [ Close ]

At this point you can apply your templates and item attributes as needed and
create your copy. Return to page 5.5 for further direction if necessary.

Last Updated: 12/16/2009

5.16



