EVERGREEN CATALOGING MODULE: A TRAINING OUTLINE

Installing and Running the Staff Client
Your local system administrator will make sure that the correct version is loaded on your computers and the work station names are assigned prior to go live If you have not done so and would like to load it when you get back so that you can practice, the staff client is available for download from the downloads section on the Open-ILS website at http://www.open-ils.org/cvs.html. 

Workstation names
“Evergreen staff client requires a label or name be assigned to it and a library be selected before it will connect fully to the Evergreen server” 

Navigating Evergreen

File

New windows: Ctrl N
New Tabs: Ctrl T
        

Close Tabs: Ctrl W or File--Close Tab from the menu.

Switch Tabs: Ctrl+Tab

Close all Tabs: Ctrl+Shift+W

Right clicking mouse and keyboard shortcuts

Right clicking the mouse does not always pull up the standard menu for Windows, nor is there the functions under file that we are accustomed to in Windows products and in WF, so you will need to use the keyboard short cuts

CTRL+C: Copy 

CTRL+X: Cut 

CTRL+V: Paste 

CTRL+Z: Undo 

CTRL+B: Bold 

CTRL+U: Underline 

CTRL+I: Italic

SEARCHING

Quick Number Search: 

ISBNs: 10 or 13 digit ISBNs
TCNs: ocm54694698; i0684844613; PIN92064633; l81643819 (“l” is small L); a2263914. 
Another two ways of searching TCNs: Cataloging—Search by TCN; keyword search if TCN numbers found in 001 of bib records.
LCCN: w/o hyphen and add a “0” in place of a hyphen, e.g. 98084431
ISSN: w/ hyphen 0278-3207. No hits most of time.
Note: can do keyword search for TCNs from 001 field.

MARC Expert Search: currently, searches one tag at a time.
Tag: 260
Subfield: b
Value: “Oxmoor House” result at least 1-9 of at least 934 records (900 plus in WF search)
Tag: 246     Subfield: a

Value: CMDT from o56796135

Tag: 024/028
 Subfield: a

Value: 602498821213/B0004717-02 in o62157725
As of 12/04/06, result in searching Publisher’s numbers is not consistent. 
511: Clark gable; Julie Andrews

505: Santa Claus is coming to town; good man is hard to find.

Special Case in Title Search: 
· Operator “not” in title search:

Ex. Goodbye is not forever—title search without “EXACT” retrieves both titles with or without “not”; with “EXACT”, only title with the word in it.  
Title & Keyword Combination Search: Keyword search window also searches TCNs if they are coded in 001 tags in bib records.
Navigating Through search results and retrieved records
Click on Action for this Record to change views from OPAC to MARC to MARC Edit or to Holdings Maintenance and make “default view” by “Set the Bottom Interface as Default”.
EDITING MARK RECORDS

MARC Edit Screen 
· Delete/add fields/subfields in MARC (MARC EDIT – Help)
Add row: Ctrl Enter

Add subfield delimiter: Ctrl D.

Remove Row: Ctrl Delete.
Remove Subfield: Shift + Delete.
Also can place cursor in the tag box and right-click to see “Add row” and “Remove row” menu.
HOLDINGS MAINTENANCE

Two buttons available on the screen of Holdings Maintenance: “Show All Libs With Items” and “Show All Libs”.  You can also click to down arrow key below the Holdings Maintenance to see libraries/branches with copies highlighted in Green color.
Add “Volumes and Items (copies)”
You have permission to add items for your own libraries only. Cannot add your copies to another library as you used to in WFs.
Highlight a library-branch to add volumes and copies.

New feature (as of 12/04/06): Easier Batch Volume Creation, Re-use Existing Volume numbers in the following scenario:
ARL-ATH
  + Volume 1
     * Item 1
     * Item 2
  + Volume 2
     * Item 1
     * Item 2

ARL-BOG
  + Volume 2
     * Item 1
     * Item 2
An ARL cataloger is now able to add some new items to Volume 1 at ARL-ATH and to create a new Volume 1 at ARL-BOG (with at least one copy) at the same time.  To do so, remember to add Volumes together at the Branch level. 
Adding Local Notes at Copy Level
Modify/Edit Copy Attributes: on lower-right hand corner: Copy Note.  Choose to make it shown in “Public” or just for you. Type notes and close the window.
To check local note in OPAC  

1. Pull up the record on display.

2. Click on the copy at a library location.
3. Scroll down to Call No. and click on Details
4. You will see under barcode of the item: more info and click.
Delete/edit A SINGLE Volume and Copy from a title record:  right click on a highlighted volume/copy and click on “Delete Items” or “Delete Volumes”.
Editing A SINGLE Volume 
1. Pull up the items with its Call Numbers from "Holdings Maintenance";

2. Highlight the call number to be edited, and right-click on that call number. 

3. You will then see a small Volume Editor Window shows up.  

4. After editing, click on "Modify" to save the change.
Editing A SINGLE Copy: 
Highlight the item barcode and right click to “Edit Item Attribute” 
Batch Delete and Editing Volumes: Select multiple Volumes by Press Ctrl key and click on them in one or more locations then right click to “Edit Volumes” 
Note: Deleting copies should proceed deleting a Volume. As of now, deleting the last copy from a volume does not delete the volume from the bib record; the volume will show as having a zero copy on it.
Batch Delete/Editing Copies: Two ways

#1: Select multiple Copies from Holdings Maintenance Screen and press Ctrl key and click on copies from one or more locations, then click on Delete or Edit Item Attribute. 
#2.  Use of Copy Status Interface

1. If you have a number of copies that you need to delete or to make the same edits to, you can do so by using “Copy Status Interface”.
2. Go to Cataloging(Show Copy Status by Barcode. Scan in each barcode on Item Status Screen. 
3. Under Action for Catalogers, choose “Delete Items” or “Edit Item Attributes” to batch edit your items.
Function of Templates in Copy Editor

May use templates to batch-editing copies

1. Bring up any item in the editor, and make some changes (Each change you make gets surrounded in a green background).  You can save the "set" of these changes to a template by hitting Save and entering a Template name.
2. Next, hit the Reset button in the upper right or close and open another copy.
3. Find your template name in the drop down, and hit Apply.  Your set of changes associated with the template will get applied to the current copy (or copies, if batch editing or creating).
4. If you mess up a template or no longer need one, you can find it and delete it with the Delete button.

5. Can apply more than one Template to add copy attributes to an item. 

DELETE A PRE-CAT BARCODE USING COPY BUCKET
1. Go to Cataloging(Show Copy Status by Barcode.

2. Scan in barcodes and click on Action for Catalogers to Delete Items. 
Printing spine and pocket labels

Contact Elaine or Jason for information.
TRANSFER FUNCTION 
Transfer Copies 
1. Find your target/destination record in the catalog, and go to Holdings Maintenance.

2. Find your target volume on this record and right-click on it.

3. Choose "Mark Volume as Item Transfer Destination". You should get an acknowledgement from the system, "Volume marked as Item Transfer Destination".

4. Find the record containing the copies you wish to transfer and go to Holdings Maintenance 
5. Find the copies you wish to transfer, select them, and right-click on the selection.

6. Choose "Transfer Items to Previously Marked Volume". You should get a confirmation dialog mentioning the destination volume and showing a summary for the target record.

7. Choose "Transfer". 
8. You should get an acknowledgement, "Items Transferred". The Holdings Maintenance in the current tab should then refresh. If you have the target record displayed in a different tab, you will need to manually refresh the listing for that record, by right-clicking anywhere in the Holdings Maintenance list and choosing "Refresh Listing".
BATCH TRANSFER COPIES IN Item Status interface
This is particularly useful if you are trying to transfer copies from several records to one record.

1. Find your target/destination record in the catalog, and go to Holdings Maintenance
2. Right-click on a call number/volume and choose "Mark Volume as Copy Transfer Destination".

3. Scan in a few copies in Item Status Screen (via Cataloging—Show Status by Barcode). 

4. Click on Actions for Catalogers and choose "Transfer Items to previously Marked Volume".
TRANSFER COPIES TO A LOCATION WITHOUT VOLUME/COPY
If you want to transfer a copy from a volume to a different location that does not already have at least one volume or copy, you will need to create a zero-copy volume on the destination location:

1. Highlight a library location (a branch) and right click to Add Volume.

2. On the next screen, add 1 volume (put in Call No), and
3. Put “0” in “# of Copies” Window and press “Enter” key.
4. Click on “Edit and then create” function on top-right hand corner to add a zero copy to a Volume/Call No.
5. Highlight this zero-copy Volume/Call No to mark “Volume as Item Transfer Destination.”
6. Go to your target location to get a copy transferred.
7. Highlight the copy and right click to “Transfer Item to Previously Marked Volume.”
8. Confirm transfer the next screen.
TRANSFER VOLUMES/CALL NUMBERS
1. Identify a destination record or a destination volume.
2. Action for this Record(Holdings Maintenance. 

3. Identify YOUR library’s destination volume (with or without any Volume/Copy on it) by HIGHLIGHTING AT THE LIBRARY LOCATION level and right click to choose “"Mark library as volume transfer destination" from the menu (or from drop down menu).  

4. Identify your volumes/Call Nos to be transferred from the same or from another record.

5. Right-click on the actual volume/Call number to be transferred and select “Transfer volumes to previously selected library. 

6. On the next confirming screen, click on “Transfer” or “Cancel.”
TRANSFER PRE-CAT ITEMS TO BIB RECORDS
1. Identify a matching record.

2. Go to Holdings Maintenance(Choose a desired library location

3. You want to do an item transfer from here: If no Volume/Call No. available: add a zero copy Call No/Volume and Mark the Volume as Item Transfer Destination.

4. Go to Cataloging(Show Copy Status by Barcode.
5. Scan in barcode and will see under Call Number: “Not cataloged”

6. Go to “Action for Catalogers” to choose
7. “Transfer Item to Previously Marked Volume.”
8. Click on Edit Item Attributes if needed to edit the item (e.g. if a pre cat barcode is in “Cataloging” status,  can change it to “In process” and then check it in if needed to.)
MERGING FUNCTION

1. Identify records to be merged and pull them up one by one by TCNs.

2. On Record Edit Display and click on Action for This Record—Add to Bucket.
3. A Pending Records window displays on Top of the next screen, and with Bucket View on the bottom. Your record is shown in this Pending Bucket. 

4. In the Review Bucket window, click on “Choose a bucket” if any existing or click on “New” to name a bucket to put your records in.
5. Highlight record in the Pending window and click on “Add selected” with an arrow down sign.

6. After the record is moved to the wanted bucket in the Bucket View window, clicked on “Done”.
7. Keep steps 2-6 for the 2nd record, 3rd, or fourth, 

8. Close the window. Go to Cataloging – Manage Records Bucket.
9. In the Bucket View window, click on the bucket in which you have placed your duplicated records. 

10. Highlight all the dups and click on “Merge All Records”.

11. On the next displaying window for all the records, put a check on the “Leader” record, and click on merge. 
Currently (January 17, 2007): permission may not be open to all CAT1s although requested a couple of times.
Z39.50 FUNCTIONS 
Searching: 

To search music, publisher and other numbers not in the defined search boxes in Z39.50 gateway (Cataloging > Import record from Z39.50) in Evergreen:
Underneath the defined search boxes is a button “Raw Search”. Click on it for a text box to enter a search string for numbers in 024,028 fields. The search strings should be constructed beginning with: @ attr 1=  [index id] [number].  Retain most punctuation except spaces in the number. For example:

Music/Publisher numbers (028)

@attr 1=51 [number]

For CCD-2248-2

@attr 1=51 CCD-2248-2

Or @attr 1=51 CCD22482

For QCT 38653

@attr 1=51 QCT38653

[no space after QCT]

Other Standard Identifier (024)

@attr 1=1007 [number]

For 7464386532
@attr 1=1007 7464386532

IMPORTING OCLC RECORDS
Cataloging-----Importing Record from z39.50

Use your OCLC Auth and password as Username and password.

Search by OCLC number, etc. 
Note: prevent importing duplicate records: 
If you import an OCLC record into PINES and the OCLC number is being used as our record TCN (title control number), you do get a warning that the record already exists in PINES. However, if the incoming record has a match in PINES but its TCN is not an ocm TCN, Evergreen does not give a warning. So please search and match your items carefully before importing a new record.
OVERLAYING RECORDS
1. Identify a PINES record to be overlaid and an OCLC record with which to overlay the pines record.
2. Pull up the PINES record on MARC Review or MARC Edit display.

3. Choose “Mark for overlay” under “Action for This Record.”

4. Pull up the OCLC record from z39.50 Interface (May open a new window to do so).

5. Click on “MARC Record for overlay” in the lower portion of the z screen display.

6. Click on “Overlay Record” on the next screen.

7. On the next Record Overlay screen display, get to confirm the action: “overlay this record?” followed by the information of the record to be overlaid.
8. Choose “Overlay” or “Cancel.”
AUTHORITY CONTROL
· As of July 20, unauthorized headings are not checked automatically and marked as such as they are in WFs. Catalogers have to initiate by click on “Validate”.  Unauthorized Headings mean there are no authority records at all in whatever form in the DB, and they appear in red, e.g. “ocm03671956”, “i1555111211.”   However, if a name heading with dates in the DB but the heading in record without dates, the system fails to check the heading without dates as Unauthorized.

Create New Record in Local System:  Books format is ready.
PAGE  
9

