
Course Reserves: Step-by-Step
Library owned material
I. Create a course record for the instructor and course.

(100280)

This record collects specific materials for a specific instructor for the specific course.  Only if the instructors teaching the same course are using the same book(s) can they be in the same course record.  If the instructor is using the same book for two or more different classes, separate course records must be created for each.

Go to the Course Reserves Mode

From the “Course Reserves” search screen
Alt-G, 5

a) search by instructor for a record for the specific course
Alt-S


if found, Select that record to attach bib/item records



if not found, create a new Course record


b) click on “New” icon at the top of the screen



the dialog box prompts for - beginning date, t = today
06 06 2005



- ending date c = calendar
07 22 2005



- location code: rt, dt, jt, st


the next prompt asks for instructor and course:  Use standard format.
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course note can be added, but it must pertains to the course, not a specific item.  Always initial your note for future reference.



additional fields can be inserted (use Insert icon from top of screen


save

Ctrl-S

c) The course record is created.  You can add items now, or close the record and add them later.

Alt-Q
II. Add Library copies to the Course record.
(100256)


a) Retrieve a Course Record, by instructor or course, and click on the


 “add items or bib” button in the middle of the screen:
Alt-I

b) Search for book (by barcode) to find the library Bib record.
Alt-S


The top half of the screen shows the publication information, and the bottom lists the items attached to the bib record.

c) Highlight the correct entry in the browse list, look “upstairs” to verify other publication information (with book in hand)


d) At this point you have two choices:



1) if you are adding ALL the copies the library has, that are attached to this bib record, click on the “Use Bib” button.
Alt-U


2) if you are adding one or more, but not all of the copies the library has, check the box(es) on the far left of the appropriate line entries you are adding, and click on the “Add Selected Items” button.


e) In either case, a dialog box appears, called “Course Reserve Setting.” If you are adding more than one copy here, you will get the questions more than once.



1) item location – choose from the drop-down menu for a specific loan period.



2) item type – always set this to 0.



3) display course name as call number – Yes, check the box.



4) active/inactive – when active is checked the material displays on the date entered here.



Click OK when finished.  If you made a mistake Cancel clears all you did and returns you to the Course Record screen.


f) Close the Course Record.

Alt-Q
Note: the system automatically adds Reserve Notes(s) in the item record of library owned copies.  These notes specify the date added and the date withdrawn from Course Reserves.

Course Reserves: Step-by-Step

Personal Copies with Bib in Millennium
I. Search the library catalog for this title, and for this author if the title is not found.
  Personal copies must be searched for in the library catalog to see if we have a bib record you can attach personal items to.  If your search finds a match with the item in hand, follow the directions here.  If your search shows that the library does not own a copy of the same book, move to the instructions for Personal Copies with No Bib in Millennium.
II. Create a course record for the instructor and course.

(100280)

This record collects specific materials for a specific instructor for the specific course.  Only if the instructors teaching the same course are using the same book(s) can they be in the same course record.  If the instructor is using the same book for two or more different classes, separate course records must be created for each.

Go to the Course Reserves Mode

From the “Course Reserves” search screen
Alt-G, 5

a) search by instructor for a record for the specific course
Alt-S


if found, Select that record to attach bib/item records



if not found, create a new Course record


b) click on “New” icon at the top of the screen



the dialog box prompts for - beginning date, t = today
06 06 2005



- ending date c = calendar
07 22 2005



- location code: rt, dt, jt, st


the next prompt asks for instructor and course:  Use standard format.
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course note can be added, but it must pertains to the course, not a specific item.  Always initial your note for future reference.



additional fields can be inserted (use Insert icon from top of screen


save

Ctrl-S

c) The course record is created.  You can add items now, or close the record and add them later.

Alt-Q
III. Add personal copies to the Course record.
(100277)


a) Retrieve a Course Record, by instructor or course, and click on the


 “add items or bib” button in the middle of the screen:
Alt-I

b) Search for book (by title) to find the library Bib record.
Alt-S


You may be shown a browse screen, or be taken directly to a bib record.



1) highlight the correct title from the browse screen, and verify publication information “upstairs” with the book in hand.



2) if your search took you directly to a bib record, look “upstairs” to verify a match with the book in hand.


c) Click on the “Attach New Item” button.


d) Pop-up window “New Item Options” single item?  OK


Now we are in an item record



Add: 
-price, if you know it.




- loan period (defaults to 2 hours)




- barcode




- owner, use Insert icon at top to add owner field with mailbox
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e) check for other info:




copy number




paperback: use this to note format “spiral-bound,” “folder”




OPAC Message (Library Use Only)


f) Save the new item record



You are returned to the bib record


g) Click on “Add Item” from the middle of the screen – this adds the new bib/item combination record you just created to the Course Record that is still lurking behind the scene.


h) The dialog box appears, called “Course Reserve Setting.” If you are adding more than one copy here, you will get the questions more than once.



1) item location – choose from the drop-down menu for a specific loan period.



2) item type – always set this to 0.



3) display course name as call number – Yes, check the box.



4) active/inactive – when active is checked the material displays on the date entered here.



Click OK when finished.  If you made a mistake Cancel clears all you did and returns you to the Course Record screen.


f) Close the Course Record.

Alt-Q
Course Reserves: Step-by-Step

Personal Copies with NO Bib in Millennium
I. Search the library catalog for this title, and for this author if the title is not found.
  Personal copies must be searched for in the library catalog to see if we have a bib record you can attach personal items to.  If your search shows that the library does not own a copy of the same book, you must then check to see if the author(s) of the book is in our catalog.  If you find the author, write the correct authority information on a slip of paper and keep it until you have created a bib/item record for the book.

II. Create a course record for the instructor and course.

(100280)

This record collects specific materials for a specific instructor for the specific course.  Only if the instructors teaching the same course are using the same book(s) can they be in the same course record.  If the instructor is using the same book for two or more different classes, separate course records must be created for each.

Go to the Course Reserves Mode

From the “Course Reserves” search screen
Alt-G, 5

a) search by instructor for a record for the specific course
Alt-S


if found, Select that record to attach bib/item records



if not found, create a new Course record


b) click on “New” icon at the top of the screen



the dialog box prompts for - beginning date, t = today
06 06 2005



- ending date c = calendar
07 22 2005



- location code: rt, dt, jt, st


the next prompt asks for instructor and course:  Use standard format.
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course note can be added, but it must pertains to the course, not a specific item.  Always initial your note for future reference.



additional fields can be inserted (use Insert icon from top of screen


save

Ctrl-S

c) The course record is created.  You can add items now, or close the record and add them later.

Alt-Q
III. Create a new Bib-item record.

(100278)


a) From the toolbar at the top of the Course Reserves screen click 





on “Options.”


Alt-O

b) Click on “Key a bib-item record“ from the dorp-down menu.
Alt-K

c) Click on the “New” icon from the toolbar at the top of the screen.

d) The screen will display a template for the creation of a non-MARC bib record.  Using the pink “Course Reserves: Format” handout, fill in the blanks as prompted with data from the title page of the material at hand.


e) If a title matches one already in the catalog it will appear with the heading “Duplicate Record.”  You already searched and know that is a different edition or something is different, so don’t be sway by it – just close that record and you will be back in the record you are creating.


f) Don’t add an edition statement if it is not found on the title page.


g) Once the Bib template is completed you are automatically moved into the Item Record.  Add information that you have:




- barcode




- location code




- copy number



 
- price, if you know it.




- owner, use Insert icon at top to add owner field with mailbox
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f) Save then close your record

Ctrl-S  Alt-Q
IV. Attach the New Bib/Item Record to the Course record.
(100277)


a) Retrieve a Course Record, by instructor or course, and click on the


 “add items or bib” button in the middle of the screen:
Alt-I

b) Search for book (by barcode) to find the personal Bib record.
Alt-S


The top half of the screen shows the publication information, and the bottom lists the items attached to the bib record.

c) Highlight the correct entry in the browse list, look “upstairs” to verify other publication information (with book in hand)


d) Check the box(es) on the far left of the appropriate line entries you are adding, and click on the “Add Selected Items” button.


e) The dialog box appears, called “Course Reserve Setting.”


1) item location – choose from the drop-down menu for a specific loan period.



2) item type – always set this to 0.



3) display course name as call number – Yes, check the box.



4) active/inactive – when active is checked the material displays on the date entered here.



Click OK when finished.


f) Close the Course Record.

Alt-Q
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