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The wording here is not the text that displays to the users. 

Code-1  General geographic location or building


Alice Statler
a


Downtown Campus
d


John Adams Campus
j


Mission Campus
b


Language Center (Rosenberg)
g


Rosenberg Audiovisual
v


Rosenberg Media Center
m


Rosenberg Library
r


Southeast Campus
s


Teachers Resource Center
t


Online materials
w


Problem or error
z

Code-2  General locations within libraries.


Archives  (3rd floor Rosenberg)
a


Automation
n


Browsing (e.g., Adams, SEC)
b


Cataloging
g


Circulating materials
c


College catalog collection
s


Electronic & Web (incl. software)
w


Equipment or Room
q


ESL section
e


Library Technology Lab
y


Periodicals
p


Posner Reading Room
f


Reference materials
r


Reserve materials
t


Rivera Collection
h


Sound recordings (tapes and CDs)
m


Videorecordings (VHS, DVD, etc)
v


Unassigned and miscellaneous
u


Problem or error
z

Code-3  Type of material.


book
b


cassette tape
t


audio compact disc
m


CD-ROM
c


dvd and video cd
d


equipment
q


film reel
f


film strip
r


floppy disk or software
a


folder (articles on reserve) (future)
g


kit or miscellaneous
k


laptop
l


pamphlet or booklet
h


periodical
p


room (group study, etc)
j


slides
s


videotape VHS
v


web site
w


undetermined
u


Problem or error
z

Code-4  Special shelving location.

Atlas case
a


Circulation/Reserve Desk
c


Dictionary stand
d


Display case
k


Folio
f


Fifth floor (Rosenberg Circ)
5


Third floor (Rosenberg Circ)
3


Index table
b


Institutionally owned (for Reserve)
i


New Book Area
n


Personally owned (for Reserve)
p


Reference Desk
r


Reference East (Rosenberg)
e


Reference West (Rosenberg)
w


Storage
s


Telecourse Reserves
t


TRC ABE Transitional
g


TRC Citizenship
h


TRC Vocational ESL
j


NO SPECIAL AREA
x     FOR MOST MATERIALS

undetermined
u


Problem or error
z

Code-5  Reserve materials or circulation exceptions.


1 hour
1


2 hours
2


3 hours
3


4 hours
4


SAME DAY
9


24 hours (1 day)
a


48 hours (1 day)
b


72 hours (1 day)
c


7 days (168 hours)
g


14 days
n



Only staff/employees can use
s



In house circulation only
v


until end of semester (for students)
y


REGULAR OR NOT ON RESERVE
x


undetermined
u


Problem or error
z

Adding or Deleting a Location Code

Whenever we add or delete a location code, we need to make changes in the following places:

1) Create and name codes:   In Telnet:  A – A – S – B       OR         Millennium side:   Admin – Parameter – General – Branches

2) Location Mapping Table:   In Telnet:  A – L – U – E

3) Locations Served Table:   In Telnet:  A – A – C – S  (or A-A-L-S)

4) Loan Rule Determiner Table:  Millennium:  Admin – Parameter – Circulation

5) Holds Pick Up Table:  Millennium:  Admin – Parameter – Circulation

6) Circulation Options - Item Types & Locs for Category: In Telnet: A – A- S – 0 – C [Do this only if the 2nd letter in the location code is brand new] [ Category A is for Campus Circ.; B is Rosenberg Circ.; C is College Catalog; D is Reserve]
7) Contact Triple Eye to add to/delete from Scoping Table  (check scopes in Telnet:  A – N)

8) Contact Tripe Eye to add to/delete from Search Limiting by Location (New Bib codes. Check limits by going to Advanced Search Screen in CityCat and looking at HTML coding)

Deletion should by done in (approximately) reverse order from Adding.  Before starting deletion process, make sure there are NO records or templates that use the code you are about to delete!
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