
College Catalogs: Updated procedures

College catalogs will be added/deleted/updated in the Catalog Module, not in the Reserves module. Current catalogs are shelved in the Reserve shelves behind the Circulation Desk, with one-hour, library use only borrowing, and older catalogs are shelved on the 5th floor, with one week check-out.  The location code of each item will tell the borrower (via the OPAC) where to find it, and how long it can be used.
Creating a record for a college catalog: (instructions from Catalog training).

1. Search the catalog to find a bibliographic record and add item records (for new years) as needed.  Create a new bib record only if there is no record for catalogs from this college. College catalogs are serials, and all years from the same college will share the same bib record. The year goes in the Volume number field.
2. Create a bibliographic record only if this is the first catalog acquired from this college.

a. Search to be sure we don’t have a bib record already. If we do, go to #3.
b. If not, click on the “New” icon on the top toolbar.

c. Choose the non-Marc template.

d. Enter the title. If the title is not clearly a catalog, add [catalog].

e. In the Added Author field enter the name of the college.

f. Subject headings: should be two:

1. name of the college followed by – Curricula
2. Catalogs, College – followed by the state

g. The call number is intended to put them in alphabetical order by the name 

of the college. Carefully examine the numbers already in use before choosing a number for the new college’s catalog.

3. Adding an item record for a new copy to a new or existing bibliographic record. Add a barcode to the catalog, work through the item template, and:
a. use $15 as the price – they are getting more expensive all the time.

b. OPAC message should be “Library Use Only” for those kept on the Reserves shelves.

c. location codes:  for those kept in Reserve use  rsbcx, for those to be shelved on the 5th floor use rsb5x .  The loan rules have already been set up for these codes.

d. Save your work. Close the record.

e. Add the red “Reserves” tape to the spine, add the correct call number, and add a “1 hour use” date due slip near the barcode.

Changing the catalog from Reserves shelving to 5th floor circulating stacks:  

1. Go into Catalog Mode, find the copy by barcode. 

2. Change the location code to rsb5x.

3. Remove the “Library Use Only” OPAC message.
4. Remove the red “Reserves” tape and the 1-hour date due slip. Add a one-week date due slip.

See the attached page as an example of a catalog bib and item record. 
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