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Chapter 6 -- Templates

Creating Templates

Templates are used to apply item information to your holdings. Since you will
generally apply the same information over and over to items of the same type,
instead of applying this information individually you can make a template to apply
the information to an item or items all at once.

Creating templates is done from the Copy Editor. You can do this when adding
holdings or using the Edit Item Attributes function.

Go to any item record in the Holdings Maintenance view. If you have an item
attached to this record, you can highlight an item line and select Edit Item
Attributes (Alt + E)

3: hm-cat1@HMMPL sarahc.evergreen.lib.in. us
Fle Edit Search  Crculstion  Cataloging Admin (=) Help

1 Bib Record: 0cn230365309

Record Summary

Title: The brass verdict (Wiew MARC
Author: Connelly, Michael Edition: Pub Date: 2005
TCN: {OCoLCY ocn230365909 Created By: (HMMPL) hrn-cak1 Last Edited By: (HMMPL) hm-catl Last Edited On: 10/08/08
Record 1 of 3 Actions For this Record

Holdings Maintenance

HHMPL Hussey-Mayfield Memorial Branch v Consortial Total: 1 Avaiable: 0

Show Yolumes Show Ttems [ Refresh ] [Shnw Libs With Ttems ]

LocationfBarcods Volu..,  Copies Call Mumber Circ Madi... ' Loan ... Location Copy ta Clipboard
[=] Edz-IN ; Evergreen Indiana Add Items to Buckets
[=ZPL : Zionsville Public Library Show [tem Details
[=FHMMPL : Hussey-Mayfield Memarial Branch 1 <l> Shaw [ast Few Circulations

1 FIC COMMELLY
FIC COMMELLY audiobook  Marmal

Edit: Item Attributes

Transfer Ikems to Previously Marked Yolume

Delete Tems

Mark Item Damaged
Mark Item Missing

Print Item Spine Labels
Replace Barcode

Save Columns

Refresh Listing

If you do not have an item attached to this record, you will highlight your library
branch and go through the steps to add an item until you get to the Copy Editor.
See Chapter 5 -- Adding Holdings, if needed.
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If no templates have been created for your log-in, none will display in the gray
Templates bar in the Copy Editor. You will see the word “Templates:” with a line
and a row of buttons. Below this bar you will see five different columns with
various kinds of volume information. The screen displayed below is the Copy
Editor with no templates, accessed with Edit Item Attributes:

¥ Copies

Copy Editor

Import Export I Save I
Idel‘ltificatiﬂl‘l Location {1) Circulation (2} [ Miscellaneous {3} ] [ Statistics {4) I

Status Shelving Location Circulate? Alert Message Library Fileer 4
Checked out 1 copy audio Books , 2nd 1 copy Yes 1 copy zlUnset> 1 copy EG-IN: Legacy Item Catl

Floar <lnset: 1 copy
Barcode Holdable? Deposit?

Circulation Library

33946002059066 1 copy Yes 1 copy Mo 1 copy EG-IN: Legacy Item Cat2
) HMMPL 1 copy “lnsetz 1 copy
- Creation Date Age Protection Deposit Amount
2003-10-08 1 copy Owning Lib : Call Number &maonth 1 cof 0.00 1 cof HMMPL : Legacy Home Location
Py P
HMMPL : FIC 1 copy <Unset> 1 capy
Creator Ol Loan Duration Price
hm-cat1 1 copy Copy Number Marmmal 1 copy 59,95 1 copy HMMPL : Legacy Item Type
: 1 1 <lnset = 1 copy
Last Edit Date SR Fine Level OPAC Visible?
2008-11-20 1 copy Mormal 1 copy es 1 copy
Last Editor Circulate as Type Reference?
SELF 1 copy Monmusical sound 1 copy Mo 1 copy
recording

Circulation Modifier

audiobook 1 copy

Copy Notes ] [Modify Copies ] [ Close

Last Updated: 12/18/2008
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Below you will see the Copy Editor after templates have been added as it will
appear when you add new copies. A dropdown box with template names
appears in the Templates bar once templates have been added. Note that when
adding copies, no Status box appears in the Identification column, and the Copy
Editor has a Record Summary at the top.

* Copies CEX
Record Summary
Title: The chronicles of Marnia : Prince Caspian [videore (Wigw MARC)
Author: Johnson, Mark, Edition: 3-disc collector's ed, Pub Date: c2008
TCN: {OCoLCY ocn244206636 Created By: (HMMPL) hm-catl Last Edited By: {(HMMPL) hrn-catl Last Edited On: 1203105
Copy Editor
..
- Juvenile maovies B L Apply Delete Import Export I Save I .
Identification Location {1) 7 Circulation (2) Miscellaneous {3} Statistics {4) ]
Barcode Shelving Location Circulate? Alert Message Library Filter 4
33946002074305 1 copy Stacks 1 copy Yes 1 copy <Unset= 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 Dwning Lib : Call Number Age Protection Deposit Amount
1 copy HMMPL : FIC 1 copy <Unsekz 1 copy 0.00 1 copy HMMPL : Legacy Home Location
: CHROMICLES P, 1 copy
Last Edit Date Loan Duration Price
C Numbx
1 copy L7 N Mormal 1 copy 0.00 1 copy HMMPL : Legacy Item Type
) =lnset:= 1 copy T 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 2
[ Create Copies (M) ] [ Close ]

To create a template, you will set each section individually for your item, and then
save those settings as a template. Note the reset button in the upper right. If you
wish to clear your settings, click Reset (Alt + R).

To navigate between the various boxes in the Copy Editor, you can double click
on the field you wish to edit to activate it, or you can press the Tab key to move
from field to field. Press Enter to activate the current field when tabbing between
fields. To jump from one column to another, press Alt + 1, 2, 3, or 4. For further
information about using the Copy Editor, see Chapter 7 — Using the Copy
Editor, Changes and Copy Notes.

Last Updated: 12/18/2008
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Most of the items in the identification column are set to

default values and cannot be edited. Only Status can be

Identification
Status
Checked out 1 copy

changed from the Copy Editor. This must be done using . garcode

the Edit Item Attributes function. When adding new

FI4e002050066 1 copy

copies, the Status column does not appear, and the

default value applied is In Process. However, if you
create a template from the Copy Editor with a different

Creation Date

2008-10-05 1 copy

status, this can be applied to new copies. When you

apply the template, you will not be able to see the Status - Creator

until the item is created, but the Status from your | hm-cat 1 copy
template will be applied. This can be used to create

templates for On Order items, or if you want certain items
to be immediately Available, rather than In Process.

Location Column

Location {1}

Shelving Location

fudio Books . Z2nd 1 copyw

Flaor

Circulation Library

HMMPL 1 copw

Owning Lib : Call Number

HMMPL @ FIC 1 copy
COMMELLY

Copy Mumber

1 1 copy

enumerate the items.

Last Updated: 12/18/2008

Last Edit Date

Z008-11-20 1 copy
Last Editor
SELF 1 copy

First, set the Shelving location. Select the location
from the drop down list, and click Apply or type Alt + A.
If you do not click apply, even though it appears in the
box, it will not be applied to your item.

Circulation Library is automatically set to the library
branch you choose when you are adding the volume. It
cannot be changed from the Copy Editor

Owning Lib : Call Number is set to the call number you
assigned in the Volume Editor. It cannot be changed in
the Copy Editor.

You may apply a Copy Number, if desired. This will
apply the number you set to all copies. It will not
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Circulation Column

The default selection for Circulate? and Holdable? is
Yes. If you wish to change either to No, you may set
that now.

Set the Age Protection to 6 months, according to
Evergreen Indiana circulation policy.

The default selection for Loan Duration is normal. You
may change this now, if applicable.

The default selection for Fine Level is normal. This is
set at the consortial level and should not be changed.

It is not necessary to set Circulate as Type, since this
is used if you want an item to circulate according to the
rules of another type of item, but you may set it to the
type of item you are circulating.

You need to set the Circulate Modifier for the type of
item. Select the type from the drop-down list and click

apply.

Miscellaneous Column

Chapter 6 — Templates

[ Circulation {2) ]

Circulate?
Yes 1 copy
Holdable?
Yes 1 copy

Age Proteckion

Grnonkh 1 copy
Loan Duration

Mormal 1 copy
Fine Level

Mormal 1 copy
Circulate as Type
Monmusical sound 1 copy

recording

Circulation Modifier

audiobiook, 1 copy

[ Miscellaneous (3) ]

Alert Message

“lnset> 1 copy

Deposit?

Mo 1 copy

Deposit Annount

0.00 1 copy
Price

39.95 1 copy
OPAL ¥isible?
Yes 1 copy
Reference?

Mo 1 copy

You may add an Alert Messages. If you have an alert
message you often use, you may wish to create a special
template for that. If an item type always has an alert
message, you can include it in that item’s template. For
example, if you wish to alert circulation staff to check the
number of discs in an audiobook you may include that in your
audiobook template. If you wish to add a special alert for
books which include CD-ROMs, you might create a special
template for that, since you would not want to have to delete it
every time you add a book that does not have a CD-ROM.

The default setting for Deposit is No. It may be changed to
yes if desired, for example if you require a deposit to check
out equipment. You may also set the Deposit Amount.

To set the Price, enter the number, and click apply. It does
not accept the $ character. If your price does not include
cents, the system will add .00 automatically. Do not enter the
price in your template unless you want to set a default price

for that type of material.

Last Updated: 12/18/2008
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The default for OPAC Visible? is yes. This may be changed if desired, for
example for equipment records.

The default for Reference? is no. This may be changed if applicable.

Statistics Column

|

Statistics (4)

Library Filker
EG-IM: Legacy Item Catl
<lnsek = 1 copy

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

HMMPL : Legacy Home Locakion
<lnsek = 1 copy

HMMPL : Legacy Item Type
<Unsek= 1 copy

The Statistics column includes categories that are
different for each library. You may set items as
desired. For example they may include legacy
categories from your old system. They may also
include categories for things you wish to track
circulation, for instance Indiana authors. Reports
may be used to retrieve data about these items for
statistical purposes.

Once you have set all the categories, click Save in the Template Bar at the top of
the screen.

Copy Editor

Identification

This will bring up the template name box:

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

(o Enter kemplate name:

I Ok ] [ Cancel ]

Enter a descriptive name in the box, for instance, Adult New books, or Juvenile
Audiobooks, which describes the use of this template. Click OK or press Enter.

Last Updated: 12/18/2008
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Your template name will now appear on the drop down list. The first time you
create a template, you apply each of the categories individually to the item, so
you do not need to apply your template. To save these changes to this item,
click Modify Copies or Create Copies (Alt + M) at the bottom right hand corner

of the screen.

Applying Templates

When you add another item and wish to apply the template, select it from the list
of templates. If you have created only one template, it will be the only one on

your list.

Record Summary

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

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

Copy Editor

Edition:

Last Edited By: {(HMMPL) hm-catl

(¥iew MARC)
Pub Date: p2008
Last Edited On: 09/30/05

ket paperbacks

Identifi¢?

Adult fiction mowvies

BateoHe Adult music CDs
33946002063 5 au1t new bocks
5 Adult new books, 500+ pages
Creation D4
Adult new mass market paperbacks
Adult nonfiction movies
BabyToddler
Creator
Begimning fiction
Disc alert
" Easy books
LastEditDq
Holiday books
Juwenile Magazines
Lot Editor Juvenile Nonfiction

Juvenile fiction
Juwenile movies
Large print books
Large print books, 500+
Leveled Readers
Newberry Juvenile
Parent /Teacher

Teen audichocks

Apply Delete

Circulation (2)

Irnport

Miscellaneous {3}

Export I Save I

Statistics {43 i

Circulate?
‘fes 1 copy
Holdable?
Yes 1 copy

Age Protection

<Unset > 1 copy

Loan Duration

Mormal 1 copy
Fine Level
Mormal 1 copy

Circulate as Type

<Unset= 1 copy

Alert Message

<lnset= 1 copy
Deposit?
Mo 1 copy

Deposit Amount

0.00 1 copy
Price

0.00 1 copy
OPAL Yisible?

Yes 1 copy
Reference?

Mo 1 copy

Library Filker r
EG-IN: Legacy Item Catl

<Unset: 1 copy

EG-IN: Legacy Item Cat2

=Unset: 1 copy

HMMPL : Legacy Home Location

<Unset: 1 copy

HMMPL : Legacy Item Type

<Unset: 1 copy

CreateCopies(m] [ Close

Last Updated: 12/18/2008

6.7



Evergreen Indiana Cataloging Training Manual
Chapter 6 — Templates

Once the template you need is displayed in the template box, click
Apply (Alt +Y).

* 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
Adulk audiol [ Delete Import Export ' Save I
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 3 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

Last Updated: 12/18/2008
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When the template is applied, the fields in that template will turn green and
display the selected information.

¥ Copies g@@

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 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
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
HMMPL 1 copy <lnset: 1 copy
Creator Age Protection Deposit Amount
1 copy frening i s ball Burpher &ronth 1 copy 0.00 1 copy HMMPL : Legacy Home Location
HMMPL : FIC 1 copy ek 1 copy
Last Edit Date BLCk Loan Duration Price
Lcapy Copy Number Morrmal 1 copy 0.00 1 copy HMMPL : Legacy Item Type
3 1 1 <nset:= 1 copy
Last Editor | ol Fine Level OPAC Yisible?
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 ]

After you apply your template, do any other editing necessary, for instance,
adding the price, and then click Create Copies or type Alt + M.

Click on the button at the lower right that is labeled Create Copies. A message
will appear that says Items added/modified.

Click on OK.

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

1 Items added/maodified.

Last Updated: 12/18/2008
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Your item will appear on your holdings maintenance screen, and will reflect the
attributes you have applied.

* 1: hm-cat1 @HMMPL-mobile2.evergreen. lib.in. us
Fle Edit Search  Crculstion  Cataloging

Admin (=) Help

1 Bib Record: 0cn191816818

Record Summary

(Wiew MARC

Title: Cat's in the cradle : [sound recording] and ather
Author: Chapin, Harry. Edition: Pub Date: p2003
TCN: {OCoLCY ocnl 91816618 Created By: (HMMPL) hrn-cak1 Last Edited By: (HMMPL) hm-catl Last Edited On: 03/30/05

Record 1 of 1 Actions For this Record

Holdings Maintenance
Consortial Total: 1 Available: 0

[ HeameL Hussey-Mayfield Memorial Branch v
[ show Volumes  [] Show Items | Refresh | [ show Libs with Items | actions for Selected Rows

LocationfBarcods Yaolumes Copies  Call Number Cire Lib Due Date Lacation Owning Lib Status [z
[=] EG-IN : Evergreen Indiana

[=-ZPL : Zionsville Public L.,
[=-HMMPL @ Hussey-M... 1 <1
[=MUSIC CD, PO, 1 MUSIC CD, PORIROCK, ... HMMPL
339460020, ., MUSIC D, POP{ROCK,... HMMPL Music CDs . 2nd Floar  HMMPL In process

Deleting Templates

Deleting templates is very easy. If you no longer need a template, simply select
the template you wish to delete. When the name is displayed in the box, click the

Delete button on the Template bar.

| Copy Editor
| | Trnpiatt l Export l Save I
~—

v

Board books

Last Updated: 12/18/2008
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A dialog box will ask if you want to delete the template:

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

G ) Delete template "Board books"?

ook | I Cancel I

A new dialog box will open telling you the template has been deleted:

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

1 Template "Board books" deleted.

Click OK or press Enter.

It will no longer appear in your template drop down list.

Changing Existing Templates

If you wish to change an existing template, you can apply any current template
and make changes as desired. Then save a new template with the exact same
name as the template you wish to change. This can be the template you applied,
or another existing template. Template names are case sensitive, so the
capitalization must also be the same. You can also create a new template from
scratch, and then give it the same name as an existing template to replace the
old template with the newly created version.
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