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Spine and Pocket label printing in
Evergreen for Dot Matrix Printers

Spine and pocket labels can be printed from several places in Evergreen, depending on the
needs of your workflow. You can print labels, either single or multiple, as you add your copies
to a record or you can batch print labels at any time after the copy is added.

Before you begin printing labels, you need to make sure your computer is set up to print with
the necessary label stock and with the proper printer settings both in Evergreen and in
Windows. You may need assistance from your local system administrator or IT people in
order to get your computer set up for printing. You may also need to experiment until you find
the correct settings for your printer. These directions should help guide you through the
process.

Dot Matrix Spine Label Printers

Evergreen spine label printing has been tested and the defaults set for an OKI MICROLINE
320 Turbo 9 Pin Printer using SP1 (one spine label) stock. The driver needed for this printer
is already included with Windows XP. The driver will be labeled “Oki Data ML 320 Turbo/D
(DEC)” in Windows. If your operating system differs, go to http://okidata.com/, click on their
“Drivers” link and choose “Dot Matrix Printer” for their technology field and “ML320Turbo-D”
for the printer model, and then proceed to find the correct driver for your operating system.

PINES/Evergreen Spine and pocket label printing
March 2008



Table of Contents

Dot Matrix Spine Label Printers ... ... 1
SPINE Label PriNtiNg .. .eeee oot e e e 3
Setting Up Spine Label Printing, Part 1: Creating Custom Forms in WindowsXP for
Y 01T = o 1= I W Y] <N 3
SP1 Label StOCK ... 3
Other [abel StOCK ..o 3
Linking the Printer to the Custom Form in WindowsXP ..o, 3
Setting up Spine Label Printing Part 2: Settings for Evergeen Staff Client................... 4
Setting Up a Label Printer in Evergreen............ccccc 4
Adjusting Settings in the Spine Label Interface for Label Stock. ...........uuveveeeees 4
Printing SPINe LADEIS ..euniieiii e e e s e s e e e e 6
Printing as You Add Volumes/COpiEsS.....cciceiiiiiiiiiieciicccceceeeee s 6
Printing Labels for EXisting VOIUMES ... 8
Batch Printing Spine Labels ... 9
Using a Copy Bucket to Move Items to the Copy Status Interface..................... 11
To Add Items to a Copy Bucket From Holdings Maintenance.:.......c.cccccceeeee.... 11
To Add in Display Item and Transfer to an Item/Copy Bucket .......ccccceeeeeee. 11
Printing POCKet LabeIS .........eeiieieeeeeeee e 14
Setting Up Pocket Label Printing, Part 1: Creating custom forms in WindowsXP for
SPINE/POCKETL 1ADEI STOCK ..cun it e e eas 14
=1 0 7= I {0 o1 G 14
Linking the Printer to the Custom Form in WindowsXP ..o, 14
Setting up Pocket Label Printing Part 2: Settings for Evergeen Staff Client............... 15
Setting Up a Label Printer in Evergreen............oooe e 15
Adjusting Settings in the Spine Label Interface for Label Stock. ..........cc........... 15
Populating the Information Fields for the Pocket Label .............cccccceeiiiiiineeen. 16
Printing Pocket Labels. ... 19
2

PINES/Evergreen Spine and pocket label printing
March 2008



Spine Label Printing

Setting Up Spine Label Printing, Part 1. Creating Custom
Forms in WindowsXP for Spine Label Stock

SP1 Label Stock

You will need to create a custom form or page type for your SP1 stock.

1.

oRrwdD

Click on Start—Printers and Faxes—File —Server Properties (or right click anywhere
on blank space in the Printers and Faxes window and click on “Server Properties”).
Check “Create New Form.”
Under Form Description (Measurements), make sure English Units are selected.
Set the “Form name” to “sp1” (or another name of your choosing).
Type in the following measurements (these seem to work for most label stock):
Width: 3.00 Left: 0.00 Top: 0.00
Height: 2.00  Right: 0.00 Bottom: 0.00
Click “OK.”

Other label stock

1.

Click on Start—Printers and Faxes—File —Server Properties or right click anywhere
on blank space in the Printers and Faxes window (see above).
Check “Create New Form.”
Under Form Description (Measurements), make sure English Units are selected.
Type in the following measurements (these seem to work for most label stock):

Width: 5.00 Left: 0.00 Top: 0.00

Height: 1.50  Right: 0.00 Bottom: 0.00
Give your form a name (like Labels or Spine labels) and click on “OK” to save your
new form.
See above to link newly created form to your printer.

Linking the Printer to the Custom Form in WindowsXP

NoOOTRWN =

Click on Start — Printers and Faxes.

Right click on your printer and choose “Printer Preferences.”

Choose “Paper/Quality” tab.

For dot matrix printer, choose tractor feed at drop down menu.

Click “Advanced.”

In the Paper Size field, choose your custom form, “sp1” or your custom name.
Click “Apply” and “OK.”
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Setting up Spine Label Printing Part 2: Settings for
Evergeen Staff Client

Setting Up a Label Printer in Evergreen

1. In Evergreen, go to Admin—Local System Administration. Then, under “Workstation
Configuration,” choose “Printer Settings Editor.”

Click on “Set Default Printer and Print Test Page” button (make sure your printer is
off if you don’t want to print a test page).

Pick the correct printer, probably Okidata ML 320 Turbo/D (IBM).

Click on “Properties” and make sure “tractor feed” is chosen.

Click on the “Advanced” button and at “Paper Size” choose your new form.

Click on “OK” twice to set changes.

Choose “Page Setup” from the printer settings editor.

Choose the tab “Margins & Headings/Footer”, set the left margin to .2” and click “Ok.”

N

ONoOORW

Adjusting Settings in the Spine Label Interface for Label Stock.

1. Pull up an existing record in Evergreen.
2. In Holdings Maintenance, highlight an item and, either from the actions for selected
rows menu or right clicking on the item, choose “Print Item Spine Label”.

STATELIE-L Georgia Skate Library Callection j
V¥ Show Volumes ¥ Show Ttems Refresh | Shaw Libs With Items |
Laocation/Barcods | | | Alerk Message | | Circ Lib | Circ Madifier | Circulate? | Haldable? | Location CPAC Visible? | Cowinim

= PINES : PINES

=-STATELIB : Georgia Public Librar ...
%--STATELIE-L i igeorgia State ... 1 ..
i E025.3D 1 STATEL

i 015200 STATELIB-L =5 =
=/ STATELIB-E : GLASS - Gearg.., 0 .. Copy to Clipboard

Add Items to Buckets
Show Item Details

Show Last Few Circulations

Edit Item Attributes
Transfer Items ko Previously Marked Yolume

Add Yolumes
Mark Library as Yolume Transfer Destination

Add Tkems

Edit Yolumes

Mark Yolume as Ikem Transfer Destination
Transfer Volumes ko Previously Marked Library

Delete Ikems
Delete Volumes

Matk Item Damaged
Mark Jtem Miccing

rint Ikem Spine Labels,
Replace Barcode
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3. The spine label printing interface will open in a new tab:

File Edt Search Circulation Cataloging

1 Bib Record: 0cmD0012343 | 2 Catalog | 3 Local Admiristration 4 5pine Labels |

Re-Generate | Preview and Print | 025,30
Font size {in pts): Ilﬂi 1 copy
Spine Label 225 -2
Left Margin {in characters): I a
Label width (in characters): IS
Label Length {in lines); I 3
Pocket Label [~ Enabled
Middle Margin {in characters): I 2
Label Width (in characters): IZB
Label Length {in lines): I 9

¥ Include Title {wraps on word at label widthy O™ ine: |4—
¥ Include Title (segment after vrapping) ©n line: ls—

¥ Indent a space?

V' Include Author ©n line: |3—
¥ Include Call Mumber On line: |2—
™ Include Cwring Library (palicy cade) On line: li
I Include Owning Library On lire: l—
™ Include Shelving Location on line: l—
¥ Include Ttem Barcode On line: ll—
™ Custom: W on line: li

I Custom: |°fodepnsit_amnunt% on line! l—
I~ Custom: |°.foalert_message% on line: l—
[~ cCustom: IDon't sell me on eBay on line: I—

Available Macros |

4. For SP1 labels, set the Font Size to 10, the Left Margin to 0, the Label Width to 8,
and the Label Length to 9.
For other label stock, you may need to experiment with different settings to find the
correct left margin, width and length. Common settings are left margin 6, label width
8, label length 6.

5. Click on “Regenerate” to save changes and to reset label to those settings.

6. Click on “Preview and Print” to print labels and test settings.

If the printer skips a label first adjust the label length. If it is off by one, it can cause the
printer to form feed multiple labels. If this does not solve the label skipping, go back to the
Printer Settings Editor and:

1. Click on the “Page Settings” button
2. Choose the “Margins & Header/Footer” tab
3. Set the top margin to 0.1
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Printing Spine Labels

Spine labels may be printed when initially adding Volumes or Copies, for existing Copies
from the Holdings Maintenance Interface, or in batch for items by barcode.

Printing as You Add Volumes/Copies

In order to print spine labels as you add volumes and/or copies, make sure the “Print Label”
box for printing spine labels is checked on the Volume/Copy Creator page before you click on
“Edit” or “Create”:

Volume, Copy Editor -101 %]
Record Summary
Title: The Atlarta journal-consticution (¥iew MARC)
Author: Edition: Pub Date: 2001~
TCN: (CLC) pomdB924264. Created By: (PINES) LOL010101010101  Last Edited By: (PINES) 101010401010101  Last Edited On: 03/28/0
(igve MARC
Pub Date:

¥olume/Copy Creator

Last Edite
= +apply ¥ check Barcod ¥ Print Labels?  then Create

Library  # of volumes

STATELIB-L

AC Visible? ]

‘ ‘ | 5072301010463 STATELIBL  microform  Yes Yes Stacks Yes ST,
ST AR G-IR 1 Al

After you have added your volumes/copies, the spine label interface will launch, allowing you
to edit and print the spine label(s):

_lolx]
Re-Generate | preview and Privt | Cose Window | 2007 Hev 1-5 -
1
Fabsienps) [; E
z007

Spine Label o

Left Margin (in characters): l—E‘ 1og
(Viw MARC)

Label Width {in characters): s | Pub Dates: 2001-

Label Length {in lines): lE‘— Last Edited On: 08/25/06

Pocket Label ™ Enabled

Hiddle Margin (in characters): .
Label Width (in characters): E—
Consortial Total: 339

Label Length (in lnes): .

ol Actions foi
V' Include Title (wraps on word at label width)  ©" '™ {4
& (e ) OPAC Visible? [owningtib | price |5
¥ Include Title (ssgment after wwrapping) online: g

W Indent a space?

on line:
v 3
v Include Author EATELE
¥ Include Call Number el B Yes STATELIE-L w0l In
) @l STATELIE-L
Include Owning Library (policy code]
u DRy feEy e Yes STATELIEL 0000 A
I™ Include Ovning Library @il STATELIEL
I Include Shebing Location Enlfizs ves STATELIL  100.00 &

STATELIE-L

Actic

[V Include Item Barcode R | Yes STATELIBL 10000 A
I Custom; | price® on line: [ — STATELIE-L
line: Yes STATELIE-L 100,00 A
I Custom: | “deposit_amount, onfne: [ STATELEL
I Custom: | “ealert_message%e onlne [ || e STATELIBL w000 A
= 2007 SEF 16- T STATELIE-L
©.50723010120141 STATELIE-L microform ‘fes Ves Stacks Yes STATELIE-L 100,00 A
2007 SEP 1-8 1 STATELIB-L
N S0723010120463 STATELIE-L microform es Ves Stacks Yes STATELIE-L 100,00 A
<2007 ALIG 9-15 1 STATELIB-L

. B0723010120430 STATELIE-L  microform Yes Ves Stacks Yes STATELIE-L 100,00 A

If you make any changes to the font size, margins label width or length; you will need to click
on “Re-Generate” to apply those changes.
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The “Close Window” button closes this window without printing (or saving changes if you
have not regenerated the label display).

You can edit the call number at this point so that it fits on your label and the spine of the
book, wrapping long call numbers as needed. Click on the line to be edited and the box will
highlight in green. The call number associated to the item record will not be changed by any
editing you do at this interface. For convenience, the call number is above the editing screen,
along with the number of copies of label to be printed.

If you have added multiple volumes or copies, your screen will look more like this:

Fil=  Edit Search Circulation  Cataloging

1 Bib Record: ocm48924264 | 2Item CheckIn 3 Spine Labels |

Re-Generate | Preview and Print
Fant size (in pts): 12

Spine Label
Left Margin (in characters):

Label width (in characters):
Label Length {in lines):

Pocket Label
Middle Margin (in characters):

Label width {in characters):

Label Length (in lines):

¥ Include Title (wraps on word at label widthy

W Include Title (segment aftet wrapping)

¥ Include Authar

¥ Include Call Mumber

™ include Owning Library (policy code)
™ 1nclude Owning Library

I™ Include Shelving Lacation

¥ Include Item Barcode

I Custom; | %prics®

I Custom; | %edeposit_amount%
I Custom: | %ealert_message%
I cCustom: |Don't sell me on eBay

online: [4

2007 NOY 24-30
1 copy

zoo?
oW
z4-30

2007 NOY 9-12
1 copy

zoo7
Hov
a-1z

on line: I5

[V Indent a space?

2007 OCT 24-31
1 copy

On line: I:3

on line: lz—
on line: l—
on line: l—
on line: l—
On line: ll—
On line: l—
on line: l—
on line: l—
on line: l—

zoo7
ocT
Z4-31

Available Macros I

Illustrated in the window below, are labels for multiple copies on each of two volumes added
and a single copy added on another. Three label mock-ups are displayed, but over each is
the number of labels for that call number that will be printed.

Be Eo Seah  Crouston  Catslogeq
LI rbord: ceni et | 2 it hack In | 3 Soina Labels | & % Labwk |

Fieararats | Praview and rnt L0

Fetsmminotslt [ e

Spine Label Y

Left M (i chaw acters)e r

Lol With (s cheachers}: o

Rabed Lergth (i Inesl: [«

Pocket Label I Enatied 'A'i:":'

Madde Margn (0 char sctans); ,37 o

Fic

IS ——— E|

Labed Lergth i nes: D

¥ inchude Tk (s o wee ot bl ) 7117 [ 4

FF ik Tt (segrest st o) 00 [3 FICKING
¥ et space 1 ooy

¥ Incue sugher ool [y yic

e onbew: [ |||"™

™ inchds g Ly (ke cods) i

I inchuds Owning Libeary. 0n e

T Inchade Shebvier Lexiations ERR

Pl Tons e [

I Custom: [ %herice™ Beron:

[ Custom: | segsh_smountti Onen:
I Custom: [alnt_messagets R
T Cuntom: [ ot sellma o sbsy ERR

Auvdabin Macrens |

When you are ready to print all the labels, click on the “Preview and Print” button. A page
showing the print layout will be launched.
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Print Page

F 1=
KING

F

KING

F

KING

F

KING

FIC LI

™ Custom: | %alert_message on line: l—
[~ Custorn: | Don't sell me on eBiay an lins: l—

You can scroll down and check the layout of your call numbers. If you see a problem, close
the window without printing by clicking on the “X” in the right hand corner. Make any changes
you need and launch the preview pane again. When you are ready to print, click on the “Print
Page” button.

™ Custom: I%depns\tiamnunt% on line: | ‘

The printer dialog box will open. Verify it is set to the correct printer and click “OK”. Your
label(s) should print.

Printing Labels for Existing Volumes

For spine labels from a single title record, with that title record in holdings maintenance, you
can print either one label or multiple labels. To do so, display and highlight, at the item level,
the call numbers for which you need labels. If you need to print labels for items in a direct
line, highlight either the first item, volume or library name and then, while depressing the
SHIFT (or CONTROL/SHIFT) key, left click on the final item. All items in between should be
highlighted and the Print Spine Labels action will only apply to the selected item rows,
ignoring the selected non-item rows. If the items you need to print labels for are not
contiguously displayed on the screen, hold down the CONTROL key as you left click with
your mouse on each item. Only those item rows you click on will be highlighted and
actionable by the command:
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L Zotre Bkt | § Copy S | 1 S Lnkwk | & Lol i ato | Tali5 ] B8 B e s 1T684T7 |
Naened Gummnary
Pl Lo of Sonngens sl | wedinge

Rthar
LT SR

Ldtenl

{mmenteac)
Pl Dates 197

Last b d On: ML004

ey for thisPiet

e for Sorstadon

[ Cottembe

[ Locatior [ Sz

o

SIUITLE ; AT P - 8
FETATOIA : Sotelbe.,. 2

1
0B ITHEL WL

® 12 statebb-l-demo-admin®STATILIE-L-STATELED-L admin deno.gapines.or =lal x|
e Edt Sexth Crodsbon Catelogng A (2} el
Record Summary
Tithes Ubeary of Congress subject headngs g MABC)
Author: Ldition: Pub Date: 1575
TR conllPEATE Created Hy: s Last Fited By: v Lant bebt e e 0370
Bocordtof 8 () () () cions fo ths Fscord
Haldings Maintensede
) () Ao e b Rows
I | voles | Copies | Due Dot | comngres el Call Mumber JLeel  Covyto Cipbosrd
TS : PES 0 <tz Show e Detads
“SSTATELES : Cffice of Puble ... 0 s ‘Show Last Fem Cradations
FEIATRLISL : Ratn e, 12 <y k] e s Burchsts
T U TN V2 ' STATELI T UNTHED, V.3 it Rern Dismaged
Mt e Missing
TS U PATHED. V.1 [ STATELIEL (5 S3 U THED. V.1 ok Ttem dstribukes
Foplaw Kronde
025,30 L ATHED. V.3 1 STATELIDL 025,30 U ATHED. V.3 Dskete o
¥ Marted Yokme
U U AT, VA ) STATELIN (R EU S THED, V.4 it [ben S Labels
35,33 U HTHED. V.5 | STATELIBL 10535 U 4THED, V.5
025,30 LUZTL 26TH ... 1 STATELIDA 02533 LE4T1 26TH V.S
TS LTI 26TH .. ] STATELIBL (T84T 28TH VA
Save Cokamns
Eafrach Ustng
UL LT 26TH .. ' STATELIN (G T LAT TH VS
UL LT 28TH .. | STATELIBA (G, 55 L8071 2BTH VT
025,30 LGFTL Z6TH .. 1 STATELIDL 02530 L6371 ZETH V.1
U U TN, V.2 ' STATELIN T BOTHED, V.3
[ 025.33 L 10THED. V.1 i STATELIBL 025,33 §OTHED. V.1
EIATELIEA : atn L. <
F05ILNE E: STATELID-A 5L

s |8 O QE G

» | Doy | Elears e, | @8 inene. o] B o w,. | B sonebbel.. |[ @2 mirunn_ | [ Tyoe v et

A new tab with the spine label dialog window will launch.
printing as you add volumes/copies from this point.

Batch Printing Spine Labels

Evergreen allows for batch printing labels for more than one title record at a time after items
have been added using the “ltem Status” interface. There are several ways you can add
items to this display. The most direct way is to open the interface by either going to
Cataloging—"Display item,” pressing F5, or going to Circulation—"Show Item Status by
Barcode”. The display will open in the tab you have on top.
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Then, either from the “Actions for Selected Rows” button or right clicking, choose
Spine Labels”

“Print Item

Instructions are the same as in



Fie Edt  Seach Circulstion Catalogng Admin () Help
9 Tkem Status

Item Status
- Scan Item
Barcode: ’7 subrmit. | Liplozd From FHE‘ Actions for Catalogers  Actions for Selected Items
Alert Message [ Barcode | Call umber | Due Date [ Location [ Status | itke =]

1. Scan or type in each barcode, clicking on the submit button or pressing the enter key
after each one (unless your scanner is programmed with a carriage return).

2. After you have populated the display with all the items, select them all by left clicking
the first one and then SHIFT+CTRL+ left-click or SHIFT+left-click on the last entry.

3. Right-click on one of the highlighted lines or open the “Actions for Selected Rows”
menu and choose “Print Spine Label.”

iearch  Circulation  Cataloging Admin (-3 |

Item Status

Subrmit Upload From File Actions For Catalogers

Barcade Call Mumber Location Copy to Clipboard
oot Ay ailable: Add ko Item Bucket
ool, fue il A Show in Catalog
oot. 20 06 Al = Shiow Thern Details

not. fusala L Show Last Few Circulations
oo1. ' B —
oot Edit Them Attributes

s Mark Item Damaged
oot .

001! v aila A Mark Item Missing
oot
oot
oot
00151

001.44 L 4THED,

Ahort Transits

Replace Barcode

- . Save Columns
001.44 ED

001.44 F 11TH ED.

0ot.44

S0723000166773 001.4335 STACKS Awailable Asking questions

4. The spine label interface will open in a new tab. From this point, follow the directions
for printing from above.
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Using a Copy Bucket to Move Items to the Copy Status Interface

You can also add items to a Copy Bucket and move them from the Copy Bucket to the "Copy
Status” interface. This may be useful when you know which existing items need new spine
labels but they are not in hand. For example, you want to print the labels and send them to a
branch to be placed on the items. You can also have the branch library scan in the barcodes
from the items into a shared copy bucket.

To Add Items to a Copy Bucket From Holdings Maintenance:

In holdings maintenance for the title record, select the items you need. Right click or use the
“Actions for Selected Rows” menu and choose “Add Items to Bucket”. A dialog box will open.
Either create and name a new bucket or pick an existing bucket to use. If you add to a new
bucket, be sure to give it a distinctive name. You can also make a shared bucket. Continue
adding items as needed from different title records. When you are done, open your copy
bucket by going to Cataloging—"Manage Copy Buckets”. Open your bucket. Click on “Show
Status” from the Batch options

- Bucket ¥iew

[ Spine label test western frant |V] X

Barcode ‘ Call Mumber | Location | Status | Title:

S07Z30100735332 025,33 U 24THED, ¥.2 Adult Available Library of Congress subject headings
5072301007352 025,33 U 24THED. ¥.1 Adult Available Library of Congress subject headings
507230100735340 025,533 U 24THED. ¥.5 Adult Available Library of Congress subject headings
50723010073357 025,533 U 24TH ED. ¥.4 Adult Available Library of Congress subject headings
50723010073365 025.33 U 24THED. .5 Adulk Available Library of Congress subject headings
50723010100317 025.33 L6971 26THW.S Adulk Available Library of Congress subject headings
200609015eh 025,33 L6971 26THV.4 Adult In process Library of Congress subject headings
20060901jeh2 025,33 L6971 26THV.4 Adult In process Library of Congress subject headings
S0723010100309 025,33 L6971 26TH V.4 Adult Available Library of Congress subject headings
S0723010100291 025,33 L6971 26THW.3 Adult Available Library of Congress subject headings
S0723010100390 025,33 L6971 26TH V.2 Adult Available Library of Congress subject headings
S0723010100135 025,33 L6971 26TH V.1 Adult Available Library of Congress subject headings
5072300005383 025,33 U 10THED, ¥.2 Adult Avwailable Library of Congress subject headings

Prink Last Show Status Transfet to Specific Yolume ='E111 Edit Item Attri

The “show copy status” display will open in a new tab. Follow the directions for printing spine
labels above.

To Add in Display Item and Transfer to an Item/Copy Bucket

If you have a project to change call numbers at a branch, but don’t need to see the items
(perhaps you are adding a new prefix or combining your short story collection with your
regular fiction), you can have a branch add the items to a shared copy bucket.

After changing the call numbers in the record (it is always best to have the item in hand;
however, the realities of workflow may mean that you cannot), you can then transfer the
bucket to the display item interface, print the spine labels and send them to your branch for
them to match them with the items and replace the old labels. Care does need to be
exercised with a project of this scope since it would be very easy to put the incorrect label on
a book.
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At the branch, someone first scans the items into the display item interface. They then select
all the items and, under actions for selected items, choose “Add to Item Bucket:”

Adrnin {-) ﬂelp‘

stration Ig(npy Buckets Tgﬁlh Record: ocm01 768477 TESplnE Labels W

Actions For Selected Ikems

Lacation Status Title £niry o Cliphoard

Adult : rary of 7 dd to Ihem Buckst

Adult 3 g F ShowT

Adult 1 s Show Them Details

Show Last Few Circulations

Adult
Adult 3 g Mark Item Darmaged
Adult : . q Mark Item Missing
Adult e rary of Congress s Edit Item Attributes
Addult e af s Replace Barcode

F Cong Abort Transits

Adult

Adult £ Prink Spine Label
Adult 3 ary of Check In Ttems

Save Columns

The items are then added to either a new shared bucket or a previously created one.

From this bucket, you can then transfer the list to the Item Status interface using the “Show
Status” button:

Jopy to Cliphoard | Print Export | Export |
icket v | MNew Bucket | Delete Bucket | Refrash | Save Columns Copy
Test spine label Owner: 21099000000213 @ STATELIB-L

Call Nurmber Deleted? Location Status

782.27 COBB Mo NONFIC Available

B ——

it Export Expart nsfertn
~—~—————

Depending on the kind of editing you need to do to the call number, you can either edit from
here or pull up each record in the catalog and edit from Holdings Maintenance. To edit from
this list, highlight the items and then, from the “Actions for Catalogers” button, choose “Edit
Volumes”:
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Addmin (-] Hel

ltem Status

Item Status
31011000453613 —

W Actions for Selected ltems

Copy to Cliphoard
Bl Add ltems to Buckets
Show in Catalog
Show tem Details

Show Last Few Circulations

Edit Item Attributes

Transfer fems to Previously Marked Yolurme

Add Volumes

Mark Library as Yolume Transfer Destination

Add tems
< Edit Vaolumes
Mark Wolume as ltem Transfer Destination

Transfer Yolumes to Previously Marked Library

Delete tems

Delete Volumes

Mark Itern Damaged

Mark ltem Missing

Print ltem Spine Lakels

Replace Barcode

When finished, click on “Modify.”

After you've edited all the call numbers, you can then follow the directions above to print out
the labels.

You can also create a text file (ixt) of barcodes rather than using the Copy Bucket and upload
the file into the Item Status interface.

File Edit Search Circulation Cataloging

1 Copy Buckets | 2 kem Statusl 3 Bib Record: ocm20212596 | 4 Z38.50 [ § Record Buckets B ltem Status

~ Scan ltem

Barcode:

Submit IUpload From File

Alert Message Barcode Call Mumber
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Printing Pocket Labels

If you include pocket labels on your items you can set up Evergreen to print them as
the spine labels are printed. You will need to set up both Evergreen and your
computer for the label stock you use.

Setting Up Pocket Label Printing, Part 1: Creating
Custom Forms in WindowsXP for Spine/Pocket Label Stock

Label Stock

You will need to create a custom form or page type for your pocket label stock. In general,
pocket labels are printed with an accompanying spine label. No standard stock has been
defined for printing these labels in Evergreen. The carrier height and width varies for the
stock depending on vendor and style. If your vendor does not provide the information, you
will need to measure the labels. To create the custom form in Windows, you will need to
measure the section of the continuous label stock and not the label itself.

Once you have determined the dimensions, you can create the custom form.

1. Click on Start—Printers and Faxes—File —Server Properties (or right click anywhere
on blank space in the Printers and Faxes window and click on “Server Properties”).

2. Check “Create New Form.”
3. Under Form Description (Measurements), make sure English Units are selected.
4. Setthe “Form name” a name of your choosing.
5. Type in your measurements. For example :
Width: 4.50 Left: 0.00 Top: 0.00
Height: 1.40  Right: 0.00 Bottom: 0.00
Or
Width: 3.75 Left: 0.00 Top: 0.00
Height: 1.33  Right: 0.50 Bottom: 0.00
6. Click “OK.”

Linking the Printer to the Custom Form in WindowsXP

Click on Start — Printers and Faxes.

Right click on your printer and choose “Printer Preferences.”
Choose “Paper/Quality” tab.

For dot matrix printer, choose tractor feed at drop down menu.
Click “Advanced.”

In the Paper Size field, choose your custom form name.

Click “Apply” and “OK.”

Nookwh =
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Setting up Pocket Label Printing Part 2: Settings for
Evergeen Staff Client

Setting Up a Label Printer in Evergreen

1.

N

ONoOORW

In Evergreen, go to Admin—Local System Administration. Then, under “Workstation
Configuration,” choose “Printer Settings Editor.”

Click on “Set Default Printer and Print Test Page” button (make sure your printer is
off if you don’t want to print a test page).

Pick the correct printer, probably Okidata ML 320 Turbo/D (IBM).

Click on “Properties” and make sure “tractor feed” is chosen.

Click on the “Advanced” button and at “Paper Size” choose your new form.

Click on “OK” twice to set changes.

Choose “Page Setup” from the printer settings editor.

Choose the tab “Margins & Headings/Footer”, set the left margin to .2” and click “Ok.”

Adjusting Settings in the Spine Label Interface for Label Stock.

1.
2.

Pull up an existing record in Evergreen.
In Holdings Maintenance, highlight an item and, either from the actions for selected
rows menu or right clicking on the item, choose “Print Item Spine Label”.

ecord 1 0f 2 Sart | Previous | Mesxt I End |

Holdings Maintenance

I STATELIB-L Geargia State Library Callection j
I¥ Show volumes [ Show Items Refresh | Show Libs With Ttems I
LocationfBarcode | I | Alert Message | | circ Lib | Circ Modifier | Circulate? | Haldable? | Location OPAC Visible? | Owning

= PIMES : PINES
SHSTATELIE : Geargia Public Librar. ..
%--STATELIE-L i iGeorgia Skate .. 1

i 202530 1 STATELD
50723010015200 STATELIE-L Ves Yes STACKS ki STATELI
=-STATELIB-B : GLASS - Gearg... 0 ... Copy ko Clipboard
Add Items ta Buckets
Show Item Details

Shaw Last Few Circulations

Edit Item Attributes

Transfer Items to Previously Marked Yolume

Add Yolumes
Mark Library as Wolume TransFer Destination

Add Items

Edit Yolumes

Mark Wolume as Item Transfer Destination
Transfer Yolumes ta Previousky Marked Library

Delete Items

Delete Volumes

Mark Item Damaged
Mark Item Missing

< Print Item Spine Labels
Replace Barcode
Save Colurnns

Coco e
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3. The spine label printing interface will open in a new tab. To set up the spine label
printing interface for printing pocket labels, be sure that the “Pocket Label”

box is checked to enable pocket label printing:

File Edit Search Circulation  Cataloging

1 Local &drministration I 3 Eib Record: ocm45024356 4 Spine Labels

Re-Generake | Presiew and Prink |

Font size {in pts); I 11

Spine Label
Left Margin (in charackers); I 7
Label Width {in characters): I g

Label Lenath {in lines):

Pocket Label v Enabled
Middle Margin {in characters): I =

Label Width {in characters): I 47

Label Length {in lines; I g

W Include Title fwraps on word at label width) On line: I 4

—_— im limae

025.1974 M
6 Copies

O0z5_ 1974 $bharcode%

i OEE.1974 N
Nelson, Sand
The new plan
streamlined
jowning libk
(oreate date
(price%
Georgia Stat

4. You may need to experiment with different settings to find the correct left margin,
width and length for the pocket labels. Common settings are left margin 5, label width

28, label length 6.

5. Click on “Re-Generate” to save changes and to reset label to those settings.

6. Click on “Preview and Print” to print labels and test settings.

If the printer skips a label first adjust the label length. If it is off by one, it can cause the
printer to form feed multiple labels. Some users have reported that, when printing pocket
labels, the label length must be one more than the actual length. If this does not solve the

label skipping, go back to the Printer Settings Editor and:

1. Click on the “Page Settings” button
2. Choose the “Margins & Header/Footer” tab
3. Set the top margin to 0.1

Populating the Information Fields for the Pocket Label

There are several pre-programmed fields of information provided on the interface

template. These include:

Title

Author

Call number

Owning library (policy code)
Owning Library

Shelving location

Iltem Barcode
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There are four further fields for custom information using either macros or specific
text. The available macros can be viewed by clicking on the “Available Macros” bar.

To add a field to the label, you must both check the box for the field and provide the
line number on the label for the field.

¥ Include Author

¥ Include Call Mumber

[T Include ©wring Library (policy code)

¥ Include Owring Library

[ Include Shelving Location

¥ Include Item Barcode

¥ Indent a space?

¥ Custom: |°fo|:|wning_lil:u°fo hlocatio

IV Custamn: I"focreate_date':‘fo

v custom: I‘:‘.-"oprice‘:‘.-"o

Online: [
Online: [
Online: |
Online: [
Online: |
Online: [
Online: [
Online: [
Online: [

[ custam: I @A Public Library Service

on line: I

You can edit the label prior to printing as described for printing spine labels.

If you want two macros on the same line you enter them as a custom field as:
%owning_lib% %location% or %create_date% %price%, for example. Separate the
multiple macros with a space. If you are using macros here for a preprogrammed
field, remember to uncheck the field so that it does not repeat on your label.

You can insert specific text before a macro. For example, to insert a dollar sign in

front of the price type $ before the price macro: $%price%

v Include Author

v Include Call Mumber

¥ Include Cwning Library
[ Include Shelving Location

¥ Include Item Barcode

[ Include Owring Library (policy code)

A 11 N =
| o LA L™ L=] ) LS =) %.L= | ==}

on line

on line

o lines
on line:

on line:

¥ Custom: |°fc-|:|wning_lil:u°f.:. locatio

IV Custam: I-create_date% $opricet

v Custom: I if Friends af GA Libraries

[~ Custom: I

Byvailable Macros

o line:

o line:
o lines
on line:

on line:

:|3

:I2
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Click “Re-Generate” to view and save changes.

Eile:

Edit Search  Circulation

Cataloging

1 Bib Record: ocm74150316 I 2 Bib Record: ocm45024356 4 Spine Labels | 5 Spine Labels

¥
v

v
v
I
7
-
7
7
&
v
I

{Fe-Generate

Preview and Print |

Fant size {in pks): I 11

Spine Label
Left Margin {in characters):

Label Width {in characters);
Label Length {in lines):

Pocket Label
Middle Margin {in characters):

Label Width {in characters);

Label Length {in lines):

Include Title {wraps on word at label width)

Include Title {(segment after wrapping)

Include Author

Include Call Mumber

Include Owning Library {policy code)
Include Owning Library

Include shelving Location

Include Item Barcode

Cuskom: I Seowning_lib%s %locatio
Custarn: I .create_dabe $bprice*
Custom: I f Friends of Ga Libraries
Custom: I—

¥ Enabled
E

f42

E
on line: I 4
on line: I =

¥ Indert a space?

on line: |3—
on line: |2—
on line: I—
on line: Ig—
on line: I—
on line: Il—
on line: |6—
on line: I?—
on line: IS—
on line: I—

Available Macros |
The above configuration results in a spine and pocket label configuration like this:

025.1974 50723010066419

N 025.1974 N
Nelson, Sandra S.
The new planning for results : a
streamlined approach
STATELIB-L STACKS
2001-03-21 $55.00
Gift of Friends of GA Libraries
Georgia State Library Collection

025.1974 M
6 Copies

0z5.1374
N

(bharcode$

0Z5.1974 N

Nelson, Sandra 5.

The new planning for results @ a
streamlined approach

(owning lik% %locationd

(create_date® fiprice’

Gift of Friends of GA Libraries

Georgia 2tate Library Collection

The following spine and pocket labels are created to print barcode, call number,
author, title, owning library policy name and location on one line, creating date and
price on one line, a local message, and the actual name of the library.

PINES/Evergreen Spine and pocket label printing

March 2008

18



025.1974  S0T23010066419
N 025.1974 N
Nelzon, Jsndrs 3.
nin

025,1974 5072301
"

025,1974 30

A28, 1978 AnTEAN

=18l
Adeni) el

12ar1nn44esa
¥ Custom: [ roste_date's Sgree e [

PP untome [ Pror ct Garbrmes | SO [
T amem: [ oo |

Biment| | @3] " @oeivim [ @3 mmer - | inbox- Mo, | ) ek AT | [ Mestrg M. | @ s tome P, | #] sone e, | [ 0@ F@ s

Clicking on “Preview and Print” displays the labels as they will be printed on the
stock. Either print from here, or, if editing is necessary, close the window and make

changes. Then preview and print again.

Printing Pocket Labels

Follow instructions above for Printing Spine Labels.
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