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About This Guide 1

About This Guide

This guide explains how to use Polaris to add and change bibliographic,
item, and authority records in the catalog database. It also explains how to
use templates and record sets to make cataloging more efficient.

If your library has a license for Polaris Feature It, you can use promotion
records to feature the resources in the PAC. See “Managing Promotions”
on page 205. If your library has a license for Polaris Community Profiles,
you can create community records and specify the organization
representatives in the Polaris Staff Client. For more information, see the
Polaris Community Profiles Guide or Polaris online Help.

To do the cataloging tasks in this guide, permissions must be set for your
user name. If you have questions about permissions in Polaris, see your
Polaris administrator.

Cataloging Topics

Getting Started in Cataloging

Creating, Copying, and Editing
MARC Records

Using Cataloging Templates

Setting Up Import Profiles and
Importing Records

Checking Cataloging Records
Maintaining Item Records
Working With Multiple Records

Maintaining Your Catalog

Managing Promotions

Important:
For information about developments that may have occurred after this
information was published, go to www.polaristown.com.

This guide covers the following topics:

Overview of Polaris cataloging records and methods; how to search for and
display bibliographic, authority, and item records.

Creating original MARC records; copying MARC records from remote
sources; editing MARC records.

Using templates to streamline your cataloging processes.

Setting up import profiles; importing records into your Polaris catalog.

Checking records for headings, MARC format, and duplicates.
Creating item records and preparing items for circulation; printing labels.
Grouping related cataloging records in record sets for bulk processing.

Maintaining your catalog; exporting records; identifying unlinked records;
deleting records; and using reports to identify problems.

Creating and editing promotion records to feature resources in PAC.
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2 About This Guide Polaris Cataloging Guide 4.1

Type of Material Codes (TOMs) Lists the Type of Material Codes (TOMs); the MARC codes required to
produce specific TOMs; order of precedence to determine primary TOM.

Cataloging Shortcut Keys List of Cataloging shortcut keys formatted for convenient printing and
clipping.

Related Resources

In addition to this guide, the following resources may be helpful when
using Polaris Cataloging;:

* Polaris Online Help

Polaris online Help is accessible from the Help menu on any Polaris
window or by pressing F1 with a Polaris window active. It provides
information and instructions for the Polaris staff client subsystems,
and Polaris administration (includes administration and
customization options for the staff client, PAC applications, and other
Polaris functions).

Polaris Staff Client and Technical Services Administration Guides
* Polaris® Acquisitions Guide
* Polaris®Basics Guide
* Polaris® Serials Guide

e Polaris® Technical Services Administration Guide

Polaris® Community Profiles Guide

Library Polaris Administrator

If you have questions about using Polaris, contact your Polaris
administrator or trainer at the library for help.

Polaris Library Systems Web Site

For updated user and support information, go to www.polaristown.com.
You can also contact your Site Manager at:
1-877-857-1978.

© 2012 Polaris Library Systems
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Getting Started in Cataloging

Polaris Cataloging records provide the core data upon which all other
functions in Polaris depend. Bibliographic and item records are used
throughout the Polaris staff client, and they determine the PAC display.
Authority records provide standardized access points to indexes and
headings in the public catalog. Community records provide information
about community organizations, and Promotion records enable the library
to promote titles, Web sites, community organizations, and events in
Polaris PowerPAC.

To streamline your cataloging tasks, Polaris provides tools such as import
profiles for efficiently importing records, bulk creation of item records, and
remote database searching for easy copy cataloging. For original
cataloging, you can select the appropriate codes in the MARC 21 view of
the Bibliographic Record workform, then go to the PAC view to preview
the title display in Polaris PowerPAC. Setting up templates for different
material types and collections makes it easy for cataloging staff to create
new records.

In addition, Polaris helps you maintain the quality of your catalog with
duplicate detection, bibliographic record replacement, MARC validation,
and authority control tools. To further increase efficiency, you can group
related records in record sets so they can be retrieved, modified, or
processed together.

This unit covers the following topics:

* “Cataloging Records” on page 4

* “Methods for Adding New Records” on page 14
* “Finding Cataloging Records” on page 18

© 2012 Polaris Library Systems
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Cataloging Records

Polaris Cataloging uses bibliographic records, authority records, item
records, and templates. Bibliographic records can be linked to multiple
item records and multiple authority records. Authority records can be
linked to multiple bibliographic records and multiple authority records,
but they are not linked to item records. An item record is linked to a single
bibliographic record, and multiple item records can be linked to the same
bibliographic record. Item records can also be linked to other item records.

Depending on your library’s Polaris licenses, other selections may be
available on the Cataloging menu. If your library has a license for Polaris
Feature It, you can use Promotion records to feature titles, events, or
community records in Polaris PowerPAC. If your library has a license for
Polaris Community Profiles, you can create community records in
Cataloging and then designate the organization representative who can
update the record from the PAC.

Bibliographic Records

Every title in the library’s catalog is represented by a bibliographic record
saved in the Polaris database in MARC 21 Format for Bibliographic Data.
Each bibliographic record is identified by a unique control number
recorded in the 001 tag. You can add bibliographic records for new titles by
importing records, copy cataloging, or original cataloging. See “Creating
MARC Records” on page 27. A bibliographic record must have a Leader
and an 008 tag to be saved in the Polaris database.

When you save a bibliographic record, it is checked for the correct MARC
format and for possible duplicate records already in the catalog. When
duplicate bibliographic records are found, you can automatically replace
them. You can also replace records that were not identified as duplicates.
In addition, headings are checked against authority records to maintain
consistent authority control. See “Checking Cataloging Records” on

page 105.

You can create linked item records from the Tools menu on the
Bibliographic Record workform. See “Creating Item Records” on page 124.

© 2012 Polaris Library Systems
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[ET New Bibliographic Record 3 - MARC21 - Palaris = N 5|
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For Help, press FL NUM

Viewing Circulation Statistics and Linked Item Records

Bibliographic records may be linked to multiple item records, each
representing a distinct physical item. To view the circulation statistics for
all items linked to the bibliographic record, select Tools, Show Usage Statistics
or press CTRL+R from the Bibliographic Record workform. You can also
select a bibliographic record in the Find Tool results list, right-click and
select Preview. The preview window’s top pane displays the brief
bibliographic view, the middle pane displays the usage statistics for linked
items, and the bottom pane displays the list of linked items.

The usage statistics in the middle pane include the total number of items
and circulations for all branches, and a list of the items and circulations by
branch. The popularity of the title is displayed as High, Medium, or Low, based
on the number of circulations and holds. The titles with a popularity of
High have circulated and had holds placed on the linked items within the
last 120 days. The titles with a popularity of Medium have linked items that
either circulated or had holds placed on them within the last 120 days. The
titles that have a popularity ranking of Low have not had any linked items
circulated or held within the last 120 days.

All the individual items linked to this bibliographic record are displayed in
a list in the bottom pane of the window. You can click on the column
headers to sort the list. You can double-click on an item in the list to open
it in the Item Record workform, or you can right-click an item and perform
various functions on the item record using the context menu. For more
information, see “Item Records” on page 9.
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Tip:

Click n to display the PAC

view.

Polaris Cataloging Guide 4.1

& QA-Plato - Polaris Database (Bibliographic Record 414320) E@
LCCN: 93022932 =
ISBN: 9780439136365 (pbk ) :58.99 [ Display In PAC

9780439136358 :522.99
0439554926 (hc) :$24 .95
0435136369 pbk.) :58.99
0439136350 :819.95
Other Control No: AGG-2466
Author: Rowling, J. K.
Title: Hany Potter and the prisoner of Azkaban /by J. K. Rowling ; ilustrations by Mary Grandpre
Imprint: New York : Athur A. Levine Books/Scholastic, c1999.
Description: 435p_:il ; 24cm
Summary: During his third year at Hogwarts School for Witcheraft and Wizardry, Hamy Potter must confront the devious

m

and dangerous wizard responsible for his parents’ deaths =
Total number of active holds: 0 Grand Total Circulation (lifetime): 5308 Popularity: Low -
Grc  Grc Grc  Inhouse Inhouse In-house ]
Branch Name No_ of ltems YTD Prev YTD Lifetime YTD Prev YTD Lifetime
Totals: 270 0 13 5303 0 0 L
Amsterdam Free Library (AMS) 8 o o 115 0 0 0
Argyle Free Library (ARG) 3 o o 27 o 0 0
Ballston Spa Public Library (BAL) 5 0 0 94 0 0 0
Bancroft Public Library (Salem) (SLM) 1 0 0 39 o o o
Bolton Free Library (BOL) 2 0 0 40 o o o
Burmit Hills - Town of Ballston Community Library (BUR) 2 o o 59 o o o
Cambridge Public Library {CAM) 1 o o o o o o
Canajoharie Library {CAN) 1 o o 65 ] ] ]
J Chester Public Librarv. Town of ICHT) mZ o o 68 1] 1] 1] . i
Title Assigne... Colect... Mat.. Shel.. CalN... Vo... Sta.. Barcode LastActi... R. Contro... *
Harry Potter an... Amsterd... Book YA Fic... Lost 0004300036367  2/26/2002  F.. 2022095 |

Preview the Title Display in the PAC

Note:

The title information that is displayed in the PAC can be customized in
Polaris Administration. See “Configuring the PowerPAC Title Display” in the
Polaris Public Access Administration Guide 4.1.

Select View, PAC to preview the title’s display in Polaris PowerPAC. The
view of the PAC from the Bibliographic Record is the same as it appears for
your patrons, including all the customization you have set up for your
PAC. Some actions that are possible from the PAC may not be possible
from this view, such as searching for other records. Web links are active
from the PAC view if the record has an 856 tag. For more information on
how Web links are displayed in the PAC, see “Web Links Display in the
PAC” on page 8.
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Ti p: [E Bibliographic Record 480370 - PAC - Polaris ol =]
A Polaris Administration profile can ~ fie &t View Links Teols Help

be set to always open the NEH&E- X ; e ¥ox 2. 4 [ 5%

Bibliographic Record workform to

the PAC view. See “Setting Control number: 480370 owner:  [QA-Plato 4.1 Cluster Test System (sys) v| Recordsttus: Final ] Display in PAC

Preferred WOfkform VieWS” in the Title: Harry Potter and the sorcerer's stone [DVD] JO8

Polaris Administration Guide 4.1. B issesoe| mad +] | Location: |community Lixary (cobleski) (co) -]
1-10f1 Page: [1]

TN 1 Harry Potter and the sorcerer’s stone [DVD]
iy

ite: Burbank, CA . Warner Home Video, 2002.
2 videodiscs (DVD)(152 min) - sd, col. ; 4 3/4 in

L

R

2002

mber PZ7.R79835 Har 1998

=
Qo
5]
]
o
2
3
)
=)
2
=
=
0
24

Add to My List

1-10f1 Page: [1]

R NUM

Click the Availability button to see the branches where the title is available.

[ Bibliographic Record 480370 - PAC - Polaris ol E- s

File Edit View Links Tools Help

N2HE-X w2, 4 & 19

Control number: 480370 Owner: IQA-P\am 4,1 Cluster Test System (sys) -J Record status:  Final [¥] Display in PAC
Titie: Harry Potter and the sorcerer's stone [DVD] 13

B & | Language: [Engish ~] | Location: |Community Library (Cebleski) (COE) -
1-10f1 Paurg]

&l v
i~ 1. Hamry Potter and the sorcerer’s stone [DVD] (2002)

Call Number Shelf Location Siatus Type

] »

=lBaliston Spa Public Library ! g
(1 of 1 available)

= Audiovisual

??f'g DVD J HARR H502 In Childrens Video

1 ~.Bolton Free Library

(1 of 1 available)

& Bibliographic Record

]

; = Audiovisual m
DVD J HARR In Childrens Video
~.Bumt Hills - Town of Ballston Community Library
(1 of 2 available)

= Children's Video

Done NUM
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Tip:

If there is text in the 856%z, it
displays as a note but not part of
the Web link.

Polaris Cataloging Guide 4.1

Web Links Display in the PAC

The clickable Web link text that displays in the PAC full and brief displays
for a title is determined by the subfields in the 856 tag as follows:

Note:

See “Configuring the PowerPAC Title Display” in the Polaris Public Access
Administration Guide 4.1.

* 856y - Link Text - If the bibliographic record has an 8563y, the text
in the first occurrence of this tag is used for the Web link display
instead of the URL in the 856$u.

856 40 Tuhttp:/iwww.nefLibrary.com/urlapi.asp?actien=summary&v=1&bookid=11 QBBEA downloadable audio book; click here to downlo@ ‘

1. Portuguese (Continental)
wiee
review FPublisher, Date: New York : Simon & Schuster Audio ; [Made available electronically by] NetLibrary, p1999.
I= Word citizen ed

e Adownloadable audio book; click here to duwnloadj ﬂ
D 1 sound file : digital, wma file.

1999
nber: 469.83 P83

Add to My List

* 856%$3 - Material Specified - If the bibliographic record does not have
an 856%y, but it does have an 856$3, the text in the first occurrence
of this tag is used for the Web link display instead of the URL in
the 856%u.

|| B56 4z [_I..Cuntnﬁufor Blograpmcal informatiorgtu httpz/fwww.loc.gov/catdirfenhancements/fy0623/2006019863-b.himl!

1-10f1 Page: [1]
> 1. Siray
| | Avaiabity |
ws \ by Joseph, Sheri.
]
A
e San Francisco - MacAdam/Cage Pub ., 2007 _
Lontributor biographical informatiorg I I
. n: p.cm
Wiite 2 P 2007
revigw ber: 81346
Add to My List

* 856%u - URL - If the bibliographic record has an 856%u without an
856%y or an 856$3, the default text Web Link is displayed in
PowerPAC instead of the URL.

856 40 |§U_F|Ep: ."ga enet galegroup.com/sernviet/eBooks’ Ste= 2D RanCMUM=C o | 53555555q=nys_ca_sai
Sl 1 The Gale encyclopedia of genetic disorders
DECRER -
g e Detroit, MI : Gale Group, 2001.
Witz 2 Number: R 616.042 Gal 2001
review
Add to My List
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Item Records

An item record contains information about a specific physical item, such as
its circulation status, its owner, and its shelf location. Item records are
linked to bibliographic records, but they do not contain MARC 21 data.
Several item records, each representing a separate item, may be linked to
the same bibliographic record.

Note:

If you select File, New, Item Record from the Polaris Shortcut Bar, the
New Item Record Options dialog box appears. Use this dialog box to create
multiple items linked to the same bibliographic record. See “Creating Item
Records” on page 124. If you are creating one record, you can click OK to
go to the Item Record workform.

By default, the initial view of the Item Record workform depends on how
you open the record. When you are creating a new item record, the
workform opens to the Cataloging view. When you open an item record
from a purchase order line item or invoice line item, the workform opens
to the Source and Acquisition view. In all other cases, the workform opens
to the Circulation view. However, you can set a Polaris Administration
profile so that the Item Record workform always opens to a particular
view. See “Setting Preferred Workform Views” in the Polaris Administration
Guide 4.1.

Tlp [ New ltem Record 1 - Cataloging - Polaris EIE@
Select Links, Item Records, press File Edit View Links Tools Help
-,

=2HS- " 4

e

CTRL+T or click e to see all the

other item records that are Ilnked b Barcode: | Record status: ILL item | INon-dreulating [ Display in PAC
to the same bibliographic record. S B [[Find | b controlno:
% Author: Parent item: Item contrel no.:
Q: Call number: Price: Issue control:
E Owner: [Community Library (Cobleskil) (br) ~| Shelflocation: [(ione) -
QL
;_‘_"-'1 Assigned: lCammunm«- Library {Cobleskill) (COB) - | Temporary location:
Collection: l(Nune) - | Circulation status: | In-Process o
Circulation parameters Call number Request
Material 5 - Sch z ! i -
aterial type I | eme: | Descyfedhal = Loanable outside = Do not mail
' system " to patron
Loan period: I v| Prefixc:
|| Holdable
Class:
Fine code: I - | Limit to:
Cutter: Pickup at this branch
Renewal limit: =
Suffix: Patrons from this library
’ and branches
Stat code: I(Nona} -
Vol: Patrons from this branch only

Mame of piece: . -
Copy: Preferred borrowers

Issue:

For Help, press F1 NUM

© 2012 Polaris Library Systems
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Authority Records

Polaris uses the MARC 21 Format for Authority Data for authority records,
which are linked to bibliographic records or other authority records. When
you change an authority record, the change is applied to all linked records.
Authority records are identified by a unique control number recorded in
the 001 tag of the authority record. Like bibliographic records, authority
records are subject to MARC 21 validation (tag checking) to help you
maintain correct and consistent records. For more information, see “Create
a new authority record” on page 30.

[&] Authority Record 587075 - MARC2L - Polaris ForE =)
File Edit VYiew Links Tools Help
DEEas-x Em28 o ®
E Control number: 587075 Record status:  Final
[O0  eading: Twain, Mark, 1835-1810
Q
QL
Q: Tag Ind Data -
Sl | LDR cz 22 n 4500
bl | 001 587075
e 005 20091202141738.0
) 008 790418n| acannaabn |a aaa E
E 010 Tan 79021164 fzsh 89001267 T7no 98029431
> IEES +a(000LC)ocal0254964
<t HEEE ta(DLC)n 79021164
035 1ab46304
035 1a725602
040 TaDLCibengicDLCTdDLCHdMJULdDLCHdInUEdDLCHdPPiUEdDLCTdOCoLC
053 a 1aPS13001bPS1348
100 1 taTwain, Mark, td18356-1910
200 1 taTven, Mark,1d1835-1910
200 1 taTven, Mark,1d1835-1910
400 1 TaTuwayn, Mark,1d1835-1910
400 1 TaTwayn, Mark,£d1835-1910
400 1 taT'u-wen, Ma-k'o,{d1835-1910 T

Automatic Authority Control Using a Remote Database

If you have a subscription to Polaris ZMARC, you can find and save a new
authority record from ZMARC when you save a bibliographic record and
no matching authority record is found in the local database. The new
authority record is saved and the bibliographic record is linked. See
“ZMARC Remote Authority Control” on page 107.
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Authorities Weekly Update Service

If you have a subscription to Polaris Authorities Weekly, Polaris Library
Systems installs a job at your site that tracks your authority records. When
updates are issued by the Library of Congress, the system checks the
records to see if any match the authority records your library has. If
matches are found, and there are updates, an e-mail message informs your
administrator that there are updates and provides the location of the file
containing the updated authorities. You can then import the authority
records and overlay your existing ones using the import profile Authority
Update Import. See “Setting Up Import Profiles and Importing Records” on
page 55.

Cataloging Templates

Cataloging templates help your library maintain consistent records and
reduce the number of keystrokes required to create new cataloging records.
You can create bibliographic, authority, and item templates by manually
entering data or by saving existing records as templates, and then editing
the data. See “Using Cataloging Templates” on page 51 for more
information.

Record Sets

Record sets group related records together so you can retrieve, change, or
process them in one step. For example, you can gather bibliographic
records in a record set, and then use the Bulk Change process to make the
same changes to all the records in one step. You can create record sets of
bibliographic, item, or authority records, but you cannot have different
types of records in one record set. See “Creating and Using Record Sets” in
the Polaris Basics Guide 4.1.

When you import bibliographic or authority records, you can specify a
destination record set to group them. This makes retrieval and
manipulation of the imported records more efficient. See “Set import
options for record sets” on page 75.
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[ Bibliographic Record Set

|El Record Set 17089 - Polaris
File Edit View Tools Help

heH&ae-X B2 g 85

=1 B =)

Hame: New

Owner: |peer

~| Record type:  Bibliographic

Note:

Number of records: 1973

QWY == 8d Rk

Title Author
100 love sonnets = Cien sonetos de amor
The adventures of Simple Simon

Air in fact and fancy.

The Alexandra ingredient

Conover, Chris.
Slote, Alfred.

All of our noses are here, and other noodle tales
American literature, realism to 1945

The American Mother Goose

American novelists since World War II

The American presidents : the office and the men
The American renaissance in New England.
American writers for children since 1960 : poets, il...
American writers in Paris, 1920-1939.

And Idon't want to live this life.

The autumn of the patriarch

Baby's best book

Back yard Angel

Bad egqg : the true story of Humpty Dumpty

Wood, Ray.

Spungen, Deborah.

Bradman, Tony.
Delton, Judy.
Hayes, Sarah.

Neruda, Pablo, 190...

Strauss, Linda Leop...
Schwartz, Alvin, 19...

Garcia Marquez, Ga...

Format

Linke...

Book il

Book
Book
Book
Book
Book
Book
Book
Book
Book
Book
Book
Book
Book
Book
Book
Book

14

=

o

T N S R R S C R
N}

Public... Call Number Control N...  Status =
1987 861 Ner 37289 Final =
1987 JP 398.2 Con 44773 Final
1968 1 551.51 Slo 78366 Final
1988 ] Fict Str 52852 Final
1985 JE 398 Sch 30008 Final
1981 R 810.9 A 41311 Final
1940 ]398 Woo 79034 Final
1978 R920.03 A 57139 Final
1986 R920A 34993 Final
1978 R920.03 A 57138 Final
1987 R920.03 A 42264 Final
1980 R920.03 A 6909 Final
1983 306.8743 Spu 22162 Final
1976 Fict Gar 20605 Final
1987 P Fict 51970 Final
1983 ] Fict Del 22013 Final
1987 JP 398.2 H 45921 Final -

The record set was saved successfully.

250 of 1973 record(s) retrieve

Promotion Records

If your library has a license for Polaris Feature It, Promotion records are
used to feature titles, events, or community records in Polaris PowerPAC.
Staff members select the featured resources and specify the conditions
under which the resources are featured. The library can specify the

materials in the library’s collection, community organizations, events, and
services. For more information, see “Creating and Editing Promotion
Records” on page 206.

File Edit

~ % [@] Promotion

&

[P Promotion - 958 - General - Polaris

View Links Help

NeHE-X & &%

Lo e s

Mame: Art Projects for Chidren

Owner: | Community Library (Cobleskil) ()

~| control number: | 358]

Schedule

Activation date: 4/28/2012 ~ Expiration date: 12/28/2012

Cantent

Headline: art projects for Children

Midine:  1dezs for doing art projects with children,

Faotiing:  For parents, teachers and caregivers.

For Help, press F1

NUM  OVR
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Community Records

If your library has purchased Polaris Community Profiles, a separately-
licensed product, a staff member with the appropriate permissions can
create or edita community record using the Community Record workform.
After the community record is created, a staff member can designate a
patron as a community representative who can update and modify the
record from Polaris PowerPAC. For more information, see “Community
Records in the Staff Client” in the Polaris Community Profiles Guide 4.1.

[E= Community Record - 1586 (E=8EoE &)

File Edit View Links Tools Help

hed&e X &%

‘D Control number: Owner: Record status:
Ly
8 1586 ‘Cbmmumty Library (Cobleskil) (br) '| S
Q Organization name: Organization type:
N Eastside Community Center . ‘Urgamm,,m Ciub =
-
— @ c
s - [¥] Display in PAC
g
E Profile | More info | Events | Social | Services | Subjects | Organization Rep | Preview Slal\slusé
S
Loga URL:

C\Users\Peer\Deskiop\Researchieastside.gif

m

Logo description.

Eastsdle Logo

* logo size will not exceed 100 pixels X 100 pixels

Primary address | Aternate amress‘

Address.

826 Euchd Ave.

City. State / Province: Postal code:
Syracuse NY 13210
Phone number TTY: Fax number: | =

For Help, press F1
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Methods for Adding New Records

You can add bibliographic and authority records to the Polaris catalog
database by manually entering original records using the MARC Editor,
importing records from other sources, and copying records from remote
databases. In most libraries, original cataloging is done infrequently.
Instead, catalog records are usually converted from other library
automation systems, produced by library vendors and conversion services,
imported, or copied from other sources.

There are also several ways to create item records. You can quickly create
multiple items for copies of the same title by entering information common
to all the items, and then entering the branch and collection for each copy.
If you are creating a single item record, you can enter the information on
the Item Record workform. In either case, whether you are creating a single
or multiple item records, you can use an item record template. Another
method for adding item records is to create them automatically when
bibliographic records are imported.

Original Cataloging

Original cataloging is the process of creating bibliographic and authority
records by adding fields, indicators, subfields, and record data. Polaris has
several tools to make original cataloging faster and easier. With the MARC
Editor, you can select data from lists, check the MARC format, enter
international characters, and use macros to automatically enter standard
information. In addition, you can use templates that have default
cataloging data already filled in. For more information, see “Creating
MARC Records” on page 27.

Importing Records

Importing is the process of moving multiple MARC 21-formatted records
into the Polaris database from an outside source. You can import
bibliographic and authority records, and item records can be created from
embedded holdings data in 852 tags (or other locally-defined tags, such as
the 949 tag) in the imported bibliographic records. For more information,
see “Setting Up Import Profiles and Importing Records” on page 55.
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Copying MARC Records from Other Sources

You can modify an existing record in Polaris, or you can display and copy
bibliographic and authority records from other sources. Such sources may
be other libraries, suppliers, or cataloging services that make their catalog
records available at no cost or for a fee. If you subscribe to ZMARC, you can
search for and save bibliographic or authority records from the ZMARC
database. See “Copy a MARC record from a remote source” on page 32.

Creating Preliminary Bibliographic Records in Acquisitions

You can create brief bibliographic records by typing the bibliographic
information in a purchase order line item, or by pulling in title information
from a supplier’s database using Titles to Go. See “Adding Titles to a
Purchase Order” in the Polaris Acquisitions Guide 4.1.

Creating Multiple Items for a Single Title

You can create multiple item records linked to the same bibliographic
record using the New Item Record Options dialog box where you specify
the distribution information for each item. See “Create multiple item
records for a single title” on page 125.
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41 A A
1-2-3

Tip:

Click the blue orb to expand the
Cataloging toolbar. You can click
the icons to open the Find Tool and
search for existing Cataloging

records. For example, click to

search for an existing bibliographic
record.

Tip:

You can select Cataloging Objects
in the View box to list only
Cataloging records.

Tip:

If you are creating several records
of the same type using the same
template, you can select an
existing template, and then click
Make session default. When you
create the next record of the same
type, the template you selected
will be used.

Polaris Cataloging Guide 4.1

Start a cataloging task

Follow these steps to begin a cataloging task.

1. Start Polaris and log on.

The Polaris Shortcut Bar appears.

& Polaris 1L5 4.1.500 - peer [Cobleskill]

File Acquisitions Serials Cataloging Patron Services Circulation Administration  Utilities  Window  Help

D @@ @@= ZEEE

S

®©0 00w

2. Choose one of the following options:

* To create a new Cataloging record, select File, New, press CTRL+N or

click [§.
The New dialog box appears.

New =)

Objects

view: |All Objects - -OK
-
Autharity Template | ance
Bibliographic Record
Bibliographic Template
Branch
Collection
Course Reserve Template

Choose Template
@ No Template

") Existing Template

MName Owner

Corporate Name Al Libraries

General Subdivision All Libraries

Geographic Name Al Libraries

Meeting Name All Libraries

Personal Name All Libraries s

Select Existing Template and choose a template to create a new

record, or select the type of record, and click OK.

* To work with an existing record, select Cataloging and select a menu

option.

I Polaris 115 41,500 - peer [Cobleskill]
File Acquisitions Serials | Cataloging | Patron Services Circulation  Administration  Utilities Window Help

h ® @ v

Bibliographic Records

Item Records.

Authority Records
Record Sets

Course Reserve Records

Reserve ltem Records

Community Records

Premotions
Templates 3
Barcode Range Selection

Options
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When you select a record type from the Cataloging menu, the Find
Tool appears with the type of record selected. Use the Find Tool to
search for the existing record.

Note:

Some Cataloging functions, such as importing and bulk changing records,
are available from the Utilities menu. Information about Community
Records can be found in “Community Records in the Staff Client” in the
Polaris Community Profiles Guide 4.1.

Related Information

“Finding Cataloging Records” on page 18

* “Creating MARC Records” on page 27

* “Using Cataloging Templates” on page 51

* “Setting Up Import Profiles and Importing Records” on page 55
* “Creating Item Records” on page 124

* “Creating and Using Cataloging Record Sets” on page 156
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Finding Cataloging Records

Searching Tips

Tip:

You can change the Use Initial
Articles Table check box to help
find records where the non-filing
indicators are set improperly.

You can use the Polaris Find Tool to search your library’s catalog, catalogs
of other libraries using Polaris, catalogs of remote libraries that do not use
Polaris, and other remote databases. When you search for bibliographic
records in languages other than English, you can enter diacritics and
special characters. If you have a subscription to ZMARC, you can also
search the ZMARC records directly from Polaris. MARC records from
these outside sources can be previewed and then saved to the Polaris
database.

Important:

Before you can search remote databases from the Polaris Find Tool, your
Polaris administrator must set up the remote databases as targets. See
“Registering Z239.50 Target Servers” in the Polaris Administration Guide
4.1.

When you do a search, the records are displayed in the results list, or if you
selected Count Only, a count of the matching records is displayed. You can
select a Sort by option to sort the records so that they display in a specified
order. From the results list, you can open the record in the appropriate
workform, or you can right-click the record and perform other actions from
the context menu. The results list can be sorted and printed to create a quick
report. You can also send the records to a record set from the Find Tool,
with or without displaying them in the results list.

Note:
For more information on searching, see “Finding Polaris Records” in the
Polaris Basics Guide 4.1.

You can reduce typing by using an implicitly truncated search. For
example, a title search for “bulletin” could be done using the following
string: bulle. You have the option to use the wild card character * at the
beginning and end of a search string. For example, an author search for
Isaac Asimov could be done by inputting: Asimov*. The results would
contain all instances of Asimov as an author in the catalog.

Note:

When you do a phrase or keyword search for a title that includes an
ampersand (&), the search treats the ampersand the same as the word
“and”. The ampersand and the word “and” are not interchangeable for
exact match or browse searches.

If the Use Initial Articles check box is checked, the initial article in a title is
ignored or “stripped out” if that article is defined in the Initial Articles table
in Polaris Administration. See “Defining Leading Articles” in the Polaris
Administration Guide 4.1.
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The initial articles check box is used when the search type is Exact match
(either implicitly or explicitly truncated), and you are searching for the
following records:

Tip: = Authority Records (Heading, Tracing/Reference)
The Use Initial Articles check box « Bibliographic Records (Title and Series)
is inactive for all other searches. = Serials Check In Records (Title)

* Claims (Title) (both for Acquisitions and Serial versions)
= Course Reserve Records (Title)

= Hold Requests (Title)

* ILL Requests (Title)

« Invoice Line Items (Title)

« Issue Records (Title)

= Item Records (Title and Series)

= Part Records (Title)

* Purchase Order Line Items (Title)
= Reserve Item Records (Title)

= Route Lists (Title)

* Selection List Line Items (Title)

= Serial Holdings Records (Title)

= Subscription Records (Title)

Shortcut Keys to Search for Bibliographic and Item Records

From anywhere in the Polaris application, you can use the following
shortcut keys to bring up the Find Tool to search for cataloging records.
* Bibliographic Records - F12
* Item Records - CTRL+F9

For a list of other shortcut keys, see “Cataloging Shortcut Keys” on
page 241.

Viewing Serial Item Records in the Polaris Find Tool

When you search for serial item records, you may need to expand the Title
column in the Polaris Find Tool results list to see the serial item’s
designation because it is appended to the title. You can drag the bottom
right corner of the window, then drag the Title column border right to
expand it. The serial item’s designation is displayed at the end of the title.
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%) Item Records - Title Find Took2 EI@
File Edit Tools Options Help
General | Settings | Scoping | Branches | Collections | Databases |
Search
Object:  [1tem Records =] Limit by: [Type of materia v SearchMode
@ Mormal Stop
Searchby: [Tite -] valuss: 5 — .
[rec] Sound Recording
= R
ngr] Twa Dimensional Nonprojecte
sortby:  [Tite -] B eorecording ] Count Oy
S - [l
itle Assigned Branch  Collect.. Materi.. SheffL.. =
Against the grain : linking publishers, vendors and librarians v. 23 # 5 (November 2011) Stillwater Public...
Against the grain : linking publishers, vendors and librarians v. 23 #4 (September 2011) Stillwater Public... Refere.. Periodi...
Against the grain : linking publishers, vendors and librarians v. 23 # 3 (June 2011) Stillwater Public... Refere.. Periodi...
Against the grain : linking publishers, vendors and librarians v. 23 # 2 (April 2011} Stillwater Public... Refere.. Periodi...
Against the grain : linking publishers, vendors and librarians v. 23 #1 (February 2011) Stillwater Public... Refere.. Periodi...
Against the grain : linking publishers, vendors and librarians v. 22 # 6 (December 2010/)anuary 2011) Stillwater Public... Refere.. Periodi... -
i m r
Done Stay on Select 44 of 44 record(s) retrieved User default

Access Points for Cataloging Records

Tip:

Searching a remote database for
bibliographic records requires the
access point to have a standard
Bib-1 Attribute, which are not
defined for some access points,
such as UPC. If you are searching a
remote database for bibliographic
records by UPC, select the access
point Standard system number,
and enter the UPC barcode
number.

The search by box on the Find Tool contains index criteria specific to the
type of record you want to find. The available search types depend on what
is selected in the By box. You can narrow your search using a Limit By option
and entering a limit by value.

You can customize the Find Tool with your preference for searching by
setting up your search for a specific type of record, and then selecting
Options, Save as User Default. For example, you can set the value in the By box
to Title when you search for bibliographic records. Each time you log on to
Polaris and search for a bibliographic record in Cataloging, Title will be in
the By box. You can change your user defaults or set them back to the
system defaults at any time. See “Find cataloging records in your library’s
database” on page 22.

Searching for Items or Bibliographic Records by RFID Tag

The option to search by RFID tag is located under the Tools menu. When
RFID Read Tag is selected, the Search by selection is set to Barcode
automatically. You can also search for the linked bibliographic record by
scanning the RFID tag. Select Tools, RFID Read Tag and scan the tag using the
RFID reader. The item record is displayed in the Find Tool results.
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Sorting the Results List

You can select a Sort by option to sort the results before they are displayed.
The Sort by options depend on the type of record selected. For example, you
could search for bibliographic records by subject and sort by Title, then
Author, then Type of Material. Sorting options can also be saved as a user
default.

Note:

For more information on searching in Polaris, see “Finding Polaris Records”
in the Polaris Basics Guide 4.1.

Automatic Suggestions for Keyword and Phrase Searching

As you type a keyword or phrase for a bibliographic, item, or authority
record, suggested titles or headings appear if the Auto-suggest feature enabled
Cataloging parameter is set to Yes in Polaris Administration. Select one of
the suggestions to see the matching records. You can turn off automatic
suggestions by clicking on Hide Suggestions. To show suggestions when they

are hidden, click on the right side of the text entry box.

2 Bibliographic Records - Title Find Tool o] @

File Edit Tools Options Help

General | Settings | Scoping zl Branches | Collections | Databases |

sewcnode | | Searn|
Object: |Eib|iographic Records v‘ Limit by:|[Nane] o earch Mode

@) Normal

Search by |T\t\e v‘ Value: Power

Type: |Phrase search - ‘ sqQL | New Search
Sortby: [(None) - ‘ | Count Only | Clear
For: the best of time - | Help

__|the best of times, it was the worst

the best of ti th strategies that It
For Help, preg & best of tmes math strategies that multiply Stay on Select User default
— _  moves and music for the best of times

the best of times, the worst of times
the best of times america in the clinton
the weekend food for the best of times
the best of times dvd

the best of times videorecording

@] Hide Suggestions

Linking Between Records

Certain types of cataloging records are linked in Polaris. For example, item
records are always linked to a bibliographic record. You can easily navigate
from a record to its linked records by selecting Links from the workform.
You can also link from a cataloging record listed in the Find Tool results, a
list box, or a list view (such as records listed in a record set). For more
information, see “Linking to Other Records” in the Polaris Basics Guide 4.1.
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Py [y
) |

A ny ny

Tip:

To search for bibliographic records
from anywhere in the Polaris
application, press F12. To search
for item records press Ctrl+F9.

Tip:
You can tab from field to field in
the Find Tool.

Tip:

If you are searching for a
bibliographic record, you can
search for a 10-digit or 13-digit
ISBN. You can also search by the
Other Standard Identifier (which
can be a UPC code or stock
number). The Other Standard
Identifier may be used when
searching for non-print items that
do not have an ISBN.

Tip:

If you are doing a keyword or
phrase search for a bibliographic or
authority record, you may see
automatic suggestions as you type.

Polaris Cataloging Guide 4.1
Find cataloging records in your library’s database

Follow these steps to find and list bibliographic records, item records,
authority records, templates, or record sets in your local database.

1. From the Polaris Shortcut Bar, select Cataloging, or press ALT+C to
display the Cataloging menu.

2. Select a record type from the Cataloging menu.

The Polaris Find Tool appears.

@ Item Records - Title Find Toolk2 EIEI |
File Edit Tools Options Help

©

General ‘Samngs |Scﬂping | Branches | Collections | Datahasesl

Search

Search Mode

Object: [ Item Records ~ Limitby: (uone) ey
@) Normal

Search by: [nﬂe v] Value: (©) Power

- @ sqL Mew Search
Type: [Exact match (implicitly truncated) '] -

Sort by: [(None} - ] [l count only

el b

For: | - Help

Stay on Select User default

You can change the type of record in the Object box.

3. Select the search access point in the Search By box.

4. If you would typically search for this type of record using the same
search criteria, select Options, User Default to save your search options.
When you search for the same type of record from a different
subsystem, you may need to set a different user default. To set the
option back to the system default, select Options, Revert to System Default.

5. Select the search type in the Type box:

* To find anything that begins with the contents of the For box, select
Exact match (implicitly truncated).

* To find anything that has exactly the contents of the For box, select
Exact match (explicitly truncated).

* To open an index that begins with the contents of the For box,
select Browse.

* To find any occurrence of the contents in the For box, select Keyword
search.

* To find the entries in the For box adjacent to each other in the data,
and in order, select Phrase search.

6. To sort the search results, select an option in the Sort by box. Sort is not
available in Browse searches.

7. Type your search text in the For box.

To limit your search results, select an option in the Limit by box, and
either select a value or type it in the Value box. Some Limit by options
have pre-set selections in the value box. For example, if you select
Language, a list of languages appears in the value box. If you select
Author, you type the author’s name in the value box.
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Tip: 9. Click search, or press Enter or ALT+S.

If you just want a count of the . . L

records without seeing them in a A list of records matching your search criteria appears at the bottom of

list, click Count Only. the Find Tool (unless you selected Count Only). You can use the scroll
bar to scroll through the list of results, or use the up and down arrows
on your keyboard.

10. Double-click the record to open the record in its workform, or right-
click and choose an option from the context menu. Depending on the
record type, you can perform various actions on the record without
opening it in the workform.

Related Information
* Setting limits on the number of records returned - See “Set Find Tool
results limits” in the Polaris Basics Guide 4.1.

* Searching databases other than your library’s database - See “Search
multiple and remote databases” in the Polaris Basics Guide 4.1.

* Searching using an SQL query - See “Do an SQL search” in the Polaris
Basics Guide 4.1.

* Using the Power Search option - See “Do a power search” in the Polaris
Basics Guide 4.1.

* Using scoping to narrow your search - See “Do a search with scoping”
in the Polaris Basics Guide 4.1.

* Sending all search results to a record set - See “Create a record set from
all the Find Tool results” in the Polaris Basics Guide 4.1.
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A A A Preview bibliographic records from the Find Tool
.u.uﬁ'” Follow these steps to preview bibliographic records from the Find Tool

results list without opening the records.

1. Select Cataloging, Bibliographic Records from the Polaris Shortcut Bar, or

press F12.

The Find Tool appears.
Tip: 2. Search for the bibliographic record or records. See “Find cataloging
You can preview bibliographic records in your library’s database” on page 22.
records from remote databases,
but the circulation statistics do not The records that match the search criteria appear in the results list.
appear.

3. Select the bibliographic record that you want to preview, right-click,

and select Preview.
Tip: The Preview window displays brief bibliographic information about
To preview other bibliographic the selected record, circulation statistics (including totals for all items

records in the list, leave the
Preview window open, click in the
Find Tool results list, and press the
down arrow key.

and all branches), popularity ranking, and linked item records.

&l QA-Plato - Polaris Database (Bibliographic Record 414320) EI@

LOCN: 93023382
ISBN: 5780435136365 (pbk ) :$8.99 [ Display In PAC
9780439136358 :522.99
0439554526 (hc) :524.95
0435136369 pbk ) :$8.99
0439136350 :819.95
Other Control No: AGG-2466
Author: Rowling, J. K.
Title: Hany Potter and the prisoner of Azkaban /by J. K. Rowling ; ilustrations by Mary Grandpre
Imprint: New York : Athur A. Levine Books/Scholastic, c1999.
Description: 435p_:il.; 24 cm

Summary: During his third year at Hogwarts Schoal for Witcheraft and Wizardry, Hamy Potter must confront the devious
and dangerous wizard responsible for his parents’ deaths =

m

Total number of active holds: 0 Grand Toetal Girculation (lifetime): 5308 Popularity: Low
Grc  Grc Circ  Inhouse Inhouse In-house ]
Branch Name No_ of tems YTD Prev YTD Lifetime YTD Prev YTD Lifetime
Totals: 270 0 13 5303 0 0 b
Amsterdam Free Library (AMS) 8 o o 115 0 0 0
Argyle Free Library (ARG) 3 o o 27 0 0 0
Ballston Spa Public Library (BAL) 5 0 0 94 0 0 0
Bancroft Public Library (Salem) (SLM} 1 0 0 39 o o o
Bolton Free Library (BOL) 2 0 0 40 o o o
Burrt Hils - Town of Ballston Community Library (BUR) 2 0 0 59 0 0 0
Cambridge Public Library (CAM) 1 o o o 0 0 0
Canajoharie Library {CAN) 1 o o 65 0 0 0
J Chester Public Librarv. Town of ICHTY m2 o o 68 0 0 0 . 4
Title Assigne... Collect... Mat.. Shel... CallN... Vo... Sta.. Barcode LastActi... R. Contro... *
Harry Potter an... Amsterd... Book YAFic... Lost 0004300036367  2/25/2002  F.. 2022095 |
Tip: The popularity ranking is determined as follows:

To see more of any part of the

- ¢ If no linked item records were circulated or held within the last
window, drag the panel edges.

four months, the popularity is Low.

¢ If at least one linked item was circulated or held within the last
four months, the popularity ranking is Medium.

¢ If one or more linked item records were circulated and one or more
linked item records were held within the last four months, the
popularity ranking is High.
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Creating, Copying, and Editing
MARC Records

You can create an original bibliographic or authority record in the
Bibliographic or Authority Record workform using various editing
features. You can also search a remote database and copy a MARC record
to create a new one in Polaris.

For information on creating item records, see “Maintaining Item Records”
on page 123.

Note:
You can also add MARC records to your catalog by importing or copying
them. See “Setting Up Import Profiles and Importing Records” on page 55

This unit covers the following topics:

* “Creating MARC Records” on page 27
* “Copying MARC Records” on page 32
» “Editing MARC Records” on page 36

* “Browse Headings Display” on page 48

Terms

008 field A 40-character field used to identify and retrieve records matching specific
criteria. In bibliographic records, specific codes indicate whether a book is
large print, identify the country of publication, identify juvenile materials,
indicate the language of the text, and so on. In authority records, the 008
field includes coding for subject heading, system/thesaurus, and
appropriate heading use.

content designators Tags, indicators, and subfield codes.
delimiter A character that separates subfields.

diacritical mark Any of various marks, such as a macron or cedilla, added to a letter or
symbol to indicate its pronunciation or to distinguish it in some way.

field (MARC record) Each authority and bibliographic record is divided logically into fields.
There is a field for the author, for the title information, and so on. These
fields are subdivided into one or more subfields. Fields are represented by
3-digit tags.

indicator Two character positions follow each tag (with the exception of Fields 001
through 009). One or both of these character positions may be used for
indicators. In some fields, only the first or second position is used; in some
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Leader

macro

subfields

subfield code

tag

fields, both are used; and in some fields, like the 020 and 300 fields, neither
is used. When an indicator position is not used, that indicator is referred to
as “undefined” and the position is left blank.

The first field in all MARC records, fixed in length at 24 character positions.
It contains data elements that provide information for the processing of the
record. The data elements contain numbers or coded values and are
identified by a relative character position.

A sequence of keyboard actions that can be recorded once and replayed on
demand.

Most fields contain several related pieces of data. Each type of data within
afield is called a subfield, and each subfield is preceded by a subfield code.
Fields 001 through 009 do not have subfields.

Subfield codes are one lower-case letter (occasionally a number) preceded
by a delimiter. Each subfield code indicates what type of data follows it.

Each field is associated with a 3-digit number called a tag. A tag identifies
the type of data that follows it. Tags are generally organized by hundreds
as follows:

0Oxx - control information, numbers and codes

Ixx - main entry

2xx - titles, edition, imprint, publication information

3xx - physical description

4xx - series statements

5xx - notes

6xx - subject added entries

7xx - added entries other than subject or series

8xx - series added titles

9xx - codes left for locally-defined uses

For more information on MARC 21 Format for Bibliographic records, see
the Library of Congress web site at:

http:/ /www loc.gov/marc/bibliographic/ecbdhome.html

For more information on MARC 21 Format for Authority records, see the
Library of Congress web site at:

http:/ /www.loc.gov/marc/authority /ecadhome.html
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Creating MARC Records

When you create an original bibliographic record, you can save it with a
status of provisional or final. Provisional records are not displayed in the
public catalog, they are not indexed, and they cannot be linked to final item
records. Final records are fully indexed for searching and you can choose
to display them in the PAC.

The contents of Polaris bibliographic records are displayed in the MARC
Editor view of the Bibliographic Record workform. This view shows the
MARC Leader, tag number, indicator, subfield, and data format. You can
also preview how the record displays in the public access catalog. To
change the record, you can edit it in the MARC Editor view.

Note:

Using Polaris Administration settings, your Polaris Administrator specifies
whether call number and price fields are copied from bibliographic records
to their linked item records. If the options are set to copy the call number
and price data, your System Administrator also defines the order in which
specific bib tags are checked for the call number and price data. See
“Copying Bib Data to Items” in the Polaris Technical Services
Administration Guide 4.1.

Authority records provide uniformity in the forms of names and some
types of titles and subject headings. They also provide a system of cross-
references to “instead of” headings (See references), and references to other
related “like” headings (See Also references).

Note:

When you save a bibliographic record and there are no matching authority
records for a heading, you can automatically create an authority record to
match the heading. See “List and resolve unlinked headings” on page 108.
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4 A A Create a new bibliographic record
.H.u uS Follow these steps to add a new bibliographic record to the Polaris
database.

1. Select File, New, press CTRL+N, or click [ from the Polaris Shortcut Bar.

The New dialog box appears.

New sl

Objects

view: |All Objects - QK
-
Autharity Template | ance
Bibliographic Record -
Bibliographic Template
Branch
Collection
CourseReserve - Template <<
Choose Template

@ Mo Template

_) Existing Template

MHame COwner i
Corporate Name Al Libraries 12|
General Subdivision All Libraries L
Geographic Name All Libraries

Meeting Name All Libraries

Personal Name All Libraries s

2. Select Bibliographic Record from the Objects list.

3. To use a template to create the new bibliographic record, do the
following steps:

Note:

For more information on creating templates, see “Using Cataloging
Templates” on page 51.

a) Select Existing Template, and select a bibliographic template from the

list.
Note:
If you are creating multiple records using the same template, you can
select the Make default box. When you create the next bibliographic
record in the same session, the template you chose will be selected
automatically as the default.
b) Click oK.

The Bibliographic Record workform appears with the information
from the template. Depending on the data already in the template, you
may or may not need to do all the steps in this procedure.
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(=8 Ko )

[ET Mew Bibliegraphic Record 2 - MARC2L - Pelaris
File Edit View Links Tools Help

=Hs- = ek 2 ®

] Record status:

[ Display in PAC

Contral number: Owner: (Al Libraries (svs)

Title:

Tag Ind Data

ko= ngm 22 2a 4500

008 091019s 00 vueng|d
wd uvuizu

Tath[DVD]

Iz videodisc (DVD) 14 34 in.
TaFull screen

IaDirected by

TaStarring

TaPub date

« [3| Bibliographic Record

Acquisitions J | UM

For Help, press F1

4. Indicate whether you want the record to display in the public catalog
by selecting the Display in PAC check box to display the title in the PAC,
or by clearing the check box to limit the title to staff display only.

5. Select the owner of the bibliographic record in the Owner box.

Note:
The record owner is the organization that can determine the permissions

for the record.

6. Double-click LDR in the Tag column.

Tag Ind Data

LDR nam 22 4500
oos 01229 I

Enter the values for Leader positions 05, 06, 07, 08,17, 18, and 19. See

Tip: 7.

If LDR does not appear, place the “Change the MARC Leader” on page 37.

cursor in the first position (far left)

of the Tag column, and press 8. Edit the values for the 006, 007, or 008 fixed fields, as needed. See “Edit

CTRL+L. the 008 field in a MARC record” on page 38 or “Add 006 and 007 fixed
tields” on page 39.

Tip: 9. Type additional tags, subfields, and enter data.

To insert subfield delimiters, press

10. When you finish adding the bibliographic tags, save the record by
choosing one of the following options:
* If therecord is ready for use in Polaris, select File, Save, press CTRL+S

or click El

Note:
Non-provisional records are saved with a status of final if no errors are

found in the headings and tags. If there are errors in the record, an error
dialog box appears.
* To save the bibliographic record provisionally, select File, Save
Provisionally. To edit the record later, save it provisionally.

CTRL+Q.
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If the Cataloging profile Bibliographic records: Warning for records saved
with display in PAC unchecked is set to Yes, a warning message appears if
the Display in PAC check box is unchecked. You can check the Display
in PAC check box on the Bibliographic Record workform, or you can
continue to save the record. For more information on the Cataloging
profile, see “Set warning message for bibs that will not display in
PAC” in the Polaris Technical Services Administration Guide 4.1.

11. To see how the title will display in the PAC, select View, PAC.

Related Information

* “Configuring the PowerPAC Title Display” in the Polaris Public Access
Administration Guide 4.1.

* “Preview the Title Display in the PAC” on page 6

* “Web Links Display in the PAC” on page 8

* “Type of Material Codes (TOMs)” on page 219

* “Editing MARC Records” on page 36

* “Checking Authority Headings” on page 106

* “Checking MARC Format” on page 115

* “Checking for Duplicate Records” on page 118

Create a new authority record

e

1 A A
Follow these steps to create an original authority record in Polaris.

1. Select File, New, press CTRL+N, or click [ from the Polaris Shortcut Bar
to display the New dialog box.

The New dialog box appears.

New E=3)|

Objects
view: |8l Objects = oK

-
Authority Template I | ance
Bibliographic Record Lol
Bibliographic Template
Branch
Collection
CourseReserve -

Choose Template
@ Mo Template

_) Existing Template

Mame Qwner

Corporate Name All Libraries
General Subdivision All Libraries
Geographic Name All Libraries
Meeting Name Al Libraries
Personal Name All Libraries

| »

2. Select Authority Record from the Objects list.

To use a template to create the new authority record, do the following
steps:
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Note:
For more information on creating templates, see “Using Cataloging
Templates” on page 51.
a) Select Existing Template, and select an authority record template from
the list.

Note:

If you are creating multiple records using the same template, you can
select the Make session default box. When you create the next authority
record in the same session, the template you chose will be selected
automatically as the default.

b) Click oK.
The Authority Record workform appears with the information from

the template filled in. If you chose No Template, a blank Authority
Record workform appears.

[T Mew Authority Record 1 - MARC2L - Polaris (=8 EoE 5
File Edit View Links Tools Help
=HS- B fox 2, EY
‘E Control number: Record status:
o Heading:
O
D
[Vl | T Ind Data
:‘3\ ﬁg; Po\nl 22 n 4500
E gi; EDSD“ cla i anafii d
e 040 1a
i | 151 ta
< KR ia
667 E
670 fa
For Help, press FL Geographic Name NUM
Tip: 4. Usethe MARC Editor commands to add tags and subfields as needed.
You can set Authority Leader See “Editing MARC Records” on page 36.
positions 05, 06, and 17. The
remaining positions are supplied Note:
automatically. When you save an authority record, it is automatically checked for MARC
format, duplicates, and authority headings. However, you can resolve any
problems before saving the record by performing these checks first (see
“Checking Cataloging Records” on page 105).
Tip: ﬁl 5. Select File, save to save the authority record.
Click to save the record as The record was saved successfully appears if no errors were found.
complete.

Related Information

* “Checking MARC Format” on page 115
* “Checking for Duplicate Records” on page 118
* “Checking Authority Headings” on page 106
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Copying MARC Records

You canlocate bibliographic or authority records in remote databases (such
as the Polaris ZMARC database) and copy them into the Polaris database.
To search a remote database, it must be configured in Polaris
Administration and identified for your organization in the Search Database
policy table. See “Controlling Database Access” in the Polaris
Administration Guide 4.1. To subscribe to the Polaris ZMARC database,
contact your Polaris Site Manager.

Copy a MARC record from a remote source

Follow these steps to copy bibliographic or authority control records from
a remote library catalog.

Important:

When you are copying records, you should always check for potential
duplicates that may exist in your database, and you should check the
format and headings.

1. From the Polaris Shortcut Bar, select Cataloging and select Bibliographic
Records or Authority Records.

The Polaris Find Tool appears.

2. Inthe search by box, select the access point by which to find the record.

Note:

You can search for a 10-digit or 13-digit ISBN. The search process checks
for a matching ISBN in the 020 tag and in the 024 tag with a 3 in the first
indicator.

May not be indexed in target catalog,

Most likely to return results
so may not return results

< All indexed fields (both «CODEN «NLM classification
searches) «Dewey classification | «Other system control #

= Author (bibliographic search) «General Notes «Publisher

= Heading (authority search) «Genre = Publisher’s number

=ISBN (bibliographic search) «Gov doc classification | «STRN

=ISSN (bibliographic search) «LC classification «UDC Classification

=LCCN (both searches) «NAL classification

= Series (bibliographic search) «NLC classification

= Subject (bibliographic search)

= Title (bibliographic search)

« Tracing/Reference (authority)

3. Select the type of search in the Type box.

Note:

The target database may not allow some of the Find Tool search types.
Many remote catalogs support only keyword searches. Also, sorting search
results may not work with remote databases.
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4. Type the description of the item in the For box.

Note:

Implicit truncation is not supported when searching remote databases. End
the search for text with the wild card symbol (*) if you are unsure of an
exact match. For example, type Asimov, Isaac*.

5. Select Databases to display the remote databases.

6. Select the check box next to the remote database or databases you want
to search.

g
[

3) Biblicgraphic Records - Subject Find Toel (=&
File Edit Options Help

| General | Satiings [ Scoping [ Branches [ Collections | Databases

Search

»

) @
W g8
a3 =

5 W% all EBSCO databases

®
B 0% Al Gale databases

[7] ) Expanded Academic ASAP
B 1% all Google databases

] @ web - Google

Select All
Unselect All
| =

[an]

Help

Stay on Select User default

7. Click search to start the catalog search.

A dialog box appears with a list of the bibliographic records in the
selected database that match your query.

5] Bibliographic Records - Subject Find Tool r=ie s
File Edit Options Help

| General | Satiings [ Scoping [ Branches [ Collections | Databases

»

£ M%p Al Gale databases
) Expanded Academic ASAP

Bl [1%% all Google databases
1) web - Google

& 1% all Library of Congress databases
@ Library of Congress

Select All
Stop
ir==x0

m

Title Author Format  Lin.. Publ. Call Number Contro... | *
Verses and Versions: Three Centuries of Russian ...  Olson, Ray 0

Lelita At 50, And Forever Veung.(Entertainment; ... Gates, David Serial a 2008 EAIM: ...
Lelita at Middle Age.(Critical essay) Kincaid, James R. Serial a 2008 EAIM: .. | _
The facts of ficticn, or the figure of Viadimir Nak... delz Durantaye, .. Serial a 2008 EAIM: .. 3
The Fifty-year-cld fire.(Lelita) Weinman, Sarah Serial a 2008 EAIM: ...
Mabokev, Viadimir. Mikelai Gegel (Brief article)(B... Regers, Michael Serial a 2008 EAIM: ...
Footnote.(The Arts/Cultural Desk)(ARTS, BRIEFLY... Serial a 2008 EAIM: .. —
Literary Remains. Monaghan, Peter  Serial a 2008 EAIM: ...

Son Plans Te Publish Nabokowvs Last Novel.(The ... Serial a 2008 EAIM: ...
Hermephebiz (on sexual crientation and reading... Naiman, Eric Serial Q 2008 EAIM: ...
Exile in theatre/theatre in exile - Nabekov's early ... Frank, Siggy Serial a 2007 EAIM: ...
Kafka's reality and Nabokov's fantasy, On dwarve... Dela Durantaye, ... Serial a 2007 EAIM: ...

Das schreibende Ich in der Fremdellja Ehrenbur..,  Baling, Marina Serial a 2007 EAIM: ..

the gift; Writer James Salter remembers passing a.. Salter, James Serial a 2007 EAIM: .. -

Done Stay on Select 28 of 579 req User default

8. Double-click the record, or right-click and select Open from the context
menu.

The selected record appears in the Bibliographic Record or the
Authority Record workform. The Record status and Control Number boxes
are blank because this record does not yet belong to your Polaris
catalog.
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10.
11.

[BT Mew Bibliographic Record 2 - MARC2L - Polaris [ [& )
File Edit View Links Tools Help
= N o 2
FHs- o i 92 ®
Contral number: Owner: [l Libraries (svs) | Record stats:
Title: Display in PAC
Tag Ind Data it

DR cam 22 a 4500
20000805105243.0
99110352000 nyu 000 1 eng
fa 99057519
ColClocm42863109
9622
LCIcDLCIdOQXIdOCoLC

1

emon, Aleksandar, Td1964-

he questicn of Bruno ffcAleksandar Hemon.

a1st ed

ew York “ToNan A Talese Tcc2000

2230 p. :1bill. ;£c22 cm -

IS
Q
Q
Q
o
9
a
o
=)
g
=
0
o0
i
il

For Help, press F1 UM

Do the following checks as needed:

Note:
These checks are automatically done when you save the record as final.
You do not necessarily need to do these checks as part of your workflow.

* To check for duplicate records, select Tools, Check For Duplicates (see
“Checking for Duplicate Records” on page 118).

* To check authority headings, select Tools, Check Headings on the
Bibliographic Record workform or Tools, Check See Also From
References on the Authority Record workform. See “Checking
Authority Headings” on page 106 for detailed instructions on
checking headings.

¢ To check MARC format, select Tools, Check MARC21 Format. See

“Checking MARC Format” on page 115 for detailed instructions
on using this tool.

Make changes to the record as needed.

Select File, Save, press CTRL+S, or click H to save your record.

Polaris checks the MARC 21 format and headings, and checks for any
duplicate records. If no errors are found, Record was saved successfully
appears in the status bar. If any problems are listed, correct the
problems as directed by your library cataloging policy to finish saving
the record. When the record is saved, a control number and record
status are assigned automatically.

© 2012 Polaris Library Systems



Polaris Cataloging Guide 4.1 Creating, Copying, and Editing MARC Records 35

Related Information

* Set up a remote database target - See “Define a remote Z39.50 server
connection” in the Polaris Administration Guide 4.1.

* Polaris ZMARC - Polaris Library Systems offers a subscription to the
Polaris ZMARC database that gives you access to over 11 million
bibliographic records and 7 million authority records cataloged by the
Library of Congress.

Polaris Library Systems sets up ZMARC as a Z39.50 target in Polaris
Administration. You can select the ZMARC databases from the list of
established targets on the Database tabbed page of the Polaris Find Tool.

After ZMARC is established as a remote database that you can search,
you can set it up for a source of authority records for automatic
authority control. See “Checking Authority Headings” on page 106.
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Editing MARC Records

Tip:

To see how the title will appear in
Polaris PowerPAC, select View,
PAC on the Bibliographic Record
workform. The type of material
icon that displays in Polaris
PowerPAC is determined by the
primary type of material. For more
information, see “Type of Material
Codes (TOMs)” on page 219.

Tip:

If you enter MARC data using an
international keyboard, the
keyboard shortcuts may not work
correctly. Change the keyboard
back to English to use keyboard
shortcuts.

The MARC 21 views of the Bibliographic Record workform and the
Authority Record workform display the MARC coding. The MARC 21
view includes the following features that help improve efficiency and
accuracy when you enter MARC data:

* Shortcut key combinations - See “Cataloging Shortcut Keys” on
page 241.

* Copy and paste capability - You can copy and paste text from other
Polaris records and third-party records, such as LC subject headings and
Classification Plus. When you paste the text, it conforms to the default
font, size, and color used in this view.

* Dialog boxes for selecting the leader and fixed fields - The available
values in the dialog boxes depend on the selections in other fields. For
example, the dialog box that appears in the 008 field depends on the
type of record specified in the Leader.

* Macros - Record and then “play back” frequently-used text and
command sequences.

* Automatic sorting of MARC data - Enter fields in any order, and
automatically sort the order according to the MARC Validation Editor
settings. See “ Administering MARC Validation and Display” in the
Polaris Technical Services Administration Guide 4.1.

* MARC field descriptions - The descriptions display automatically in
the bottom of the MARC 21 view if your administrator has turned on the
automatic display. If the description does not display automatically, you
can press CTRL+L, or select Display Description from the context menu. Your
Polaris administrator can customize the descriptions that appear. See
“ Administering MARC Validation and Display” in the Polaris Technical
Services Administration Guide 4.1.

* Automatic checking when you save the record - The record is checked
for MARC format and for duplicate records. For more information, see
“Checking Cataloging Records” on page 105.

* Ability to enter diacritics or vernacular script -You can use a character
picker dialog box to enter single characters or a diacritical mark. Or, if
you frequently enter text in languages other than English, you can
change your keyboard settings in Windows to add an international
keyboard. “Enter diacritics or non-Roman characters using an IME
keyboard” on page 41. The Polaris catalog supports full UTF-16
Unicode.
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Tip:

If the record does not have a leader
tag, press CTRL+L to insert the LDR
tag.

Tip:

The Type of Record (LDR/06) and
Bibliographic Level (LDR/07) values
determine which dialog boxes are
available to set the 008 fixed data.
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Change the MARC Leader

Follow these steps to change the values for the Leader positions in a
bibliographic or authority record.

1. Open the Bibliographic Record or Authority Record workform.

When you open a new bibliographic or authority record, the following
information appears in the Leader data column:

* For a new bibliographic record, the default data in the Leader is
NAM. This indicates that the record status is new, the type of record
is language material, and the bibliographic level is monograph/
item.

* For a new authority record, the default data in the Leader is nz 22
n 4500. This indicates that the record status is new, the type of
record is authority dateless, the record is in MARC format, and the
encoding level is complete authority record.

2. Double-click LDR in the Tag column.

Tag Ind Data

LDR nam 22 4500
0os Q81223

The Leader - Bibliographic Data or the Leader - Authority Data dialog
box appears.

LEADER - BIBLIOGRAPHIC DATA ==
Record status (05) ‘n - New VI
Type of record (06) ‘a - Language material VI
Bibliographic leve! (07) ‘m - Monograph/item ']
Type of contral {08) ‘ - Mo specific type VI
Character coding scheme (09) ‘ - MARC-8 ']
Encoding level (17) ‘ - Full level 'I
Descriptive cataloging form (18) ‘ - Mon-ISED ']
Multipart resource record level (13) ‘ - Mot specified or not applicable ']
OK ] I Cancel J { Help J

3. Enter or change the values in the Leader positions as required.

4. Select from the lists to change the information in the leader.
Click oK.

The selections you chose appear in the LDR data column.
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Tip:

Click the Help button in any of
these dialog boxes to get help with
the MARC codes.

Edit the 008 field in a MARC record

When you create a new bibliographic or authority record, the Leader and
the 008 fixed field automatically appear. The data in the 008 fixed field is
the current date. You can add data to the field by typing in the Data column
or by using the dialog box. Follow these steps to edit the values in the 008
fixed field.

1. Open the Bibliographic Record or Authority Record workform.

2. Double-click the 008 tag.
A dialog box appears.

Note:
The dialog box that appears depends on what type of record you specified
in the Leader.

008--BOOKS (LDR/06 value 2 with LDR/OT values 3, ¢, d, m and LDR/08 value t) ==
Entry date (00-05) 090127 Nature of contents {24-27)
Type of date (06) [ | - Mo attempt to code v] - Mo specified nature of contents &
2 - Offprints 3
Date 1(07-10) 5 - Calendars —
& - Comics /graphic novels
Date 2 (11-14) & - Abstracts jsummaries
b - Bibli h
Flace of pub (15-17) [||| - Fill Character '] c- c:at:;gg:p == -
Tlustrations (18-21) Government pub (28) [| - No attempt to code V]
j - Genealogical tables - Conference pub (23) [I - No attempt to code v]
k - Forms
| - Samples Festschrift (30) [| - No attempt to code ']
m - Phonadisc, phonowire, etc,
o - Photographs (=] Index {31) [ | - Mo attempt to code ']
- Jlluminations |
No attemnt to cod - Literary form (33) [1-1ua attempt to code -]
Audience (22) [ | - No attempt to code V] Biography (34) [ | - No attempt to code V]
Form of item {23) [ | - No attempt to code v] Language (35-37) [ 111 - No attempt to code ']
Modified record (38) (1o attempt to code -]
Catsloging source (39) [ | - Mo attempt to code V]
[ OK J I Cancel ] [ Help ]

3. Choose the appropriate options in the dialog box to change the data in
the 008 fixed field.

4. Click OK.
The 008 field is updated.
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P Add 006 and 007 fixed fields

-~
o

Al 'a y

.u.uz'”@ To add more information regarding the physical characteristics of the
material, use the 006 and 007 fixed fields. Follow these steps to add the 006
and 007 fixed fields in a bibliographic record.

1. Open the Bibliographic Record workform.
Position the cursor after the Leader or at the end of any line.

Press Enter to insert a new line.

> W N

In the Tag column, type one of the following codes:
* Type 007 for a physical description fixed field.
* Type 006 for an additional material characteristics field.

5. Double-click the 006 or 007 tag, or position the cursor on the tag and
press CTRL+E.

The Bibliographic Fixed Field Selection dialog box appears.

Biblicgraphic Fixed Field Selection ==

Please spedfy a valid categary of material (007/00):

{\: - Videorecording ']

l Ok I l Cancel ][ Help ]

6. Select a form or category of material, and click oK.

A dialog box appears where you can enter more specifics regarding
the material. The dialog box that appears depends on the entry you
choose in the Bibliographic Fixed Field Selection dialog box.

007--VIDEQRECORDING ==

Category of material {00) v - Vlideorecording
Specific mat| desig (01) ‘d - Videodisc ']
Color (03) [1-1io sttempt to code -]
Videorecording format (04) ‘ | - No attempt to code v]
Sound on medium/sep (05) ‘ | - Mo attempt to code ']
Medium for sound {06) ‘ | - Mo attempt to code ']
Dimensions (07) ‘ | - Mo attempt to code ']
Config of playback channels {08) ‘ | - No attempt to code ']

[ Ok ] | Cancel ] | Help ]

7. Select from the list boxes to further define the material, and click OK.

The MARC 21 view displays the completed 006 or 007 tag.
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Tip:

The description of the field displays
at the bottom edge of the
workform. If the workform is
positioned too far down on the
screen, you may not be able to see
the description. Move the
workform toward the top of the
screen, if necessary.

Tip:

Press CTRL+X to cut the
highlighted text. Position the
cursor where you want to move the
text, and press CTRL+V to paste it.

Polaris Cataloging Guide 4.1

Add a MARC tag to a record

Follow these steps to add a tag to a MARC record.

—
.

i & W N

Open the Bibliographic Record or Authority Record workform.
Place the cursor at the end of a line.

Press Enter to insert a new line.

Enter the tag number in the Tag column of the new line.

Enter indicators, subfields, and data as required for the tag.

Insert a subfield

Follow these steps to insert a subfield into a tag in a MARC record.

Important:
The keyboard shortcut to insert the subfield delimiter is CTRL+Q. Do not
use CTRL+D because this key combination deletes the displayed record.

Open the Bibliographic Record or Authority Record workform.

Position the text cursor in the field where you want to insert the
subfield.

Note:
At the beginning of a field, it is not necessary to insert the delimiter. Type
the subfield code and the delimiter is inserted automatically.

Select Tools, Insert Delimiter, or press CTRL+Q to insert the subfield
delimiter.

Type the subfield code.
Type the subfield information.

Move a block of text

Follow these steps to select and move a line or multiple lines of text in a
MARC record.

1.

i & W N

Open the Bibliographic Record or Authority Record workform.
Select (highlight) the text you want to move.

Position the cursor over the selected text.

Press and hold the command (left) button on the pointer.
Move the cursor to the location where you want to move the text.

Important:
Be sure you do not move the text into the middle of a tag line or subfield.

Release the command button.

The highlighted text appears in the new location.
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Tip:

The steps for using IME keyboards

differ slightly depending on which
version of Windows is installed.For
more information, see Microsoft’s
web site at www.microsoft.com.
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Enter diacritics or non-Roman characters using an
IME keyboard

Note:
For optimal display of all characters, be sure Arial Unicode MS font is
installed on the workstation.

If you frequently enter diacritics or vernacular script using non-Roman
characters, add Input Method Editor (IME) keyboards so you can switch
back and forth between English and other languages using the keyboard.
To enter single characters or diacritics, you can select characters from a
dialog box. See “Choose a character/diacritic mark from a chart” on
page 43.

Follow these steps to enter diacritics or non-Roman characters using an
Input Method Editor (IME) keyboard.

1. Go to Control Panel, Region and Language, and select the Keyboards and
Languages tab. Then, click Change keyboards.

The Text Services and Input Languages dialog box appears.

. Text Services and Input Languages @

General | Language Ber | Advanced Key Settings |

Default input language
Select one of the installed input languages to use as the defautt for all input
figlds.

English (United States) - US -

Installed services

Select the services that you want for each input language shown in the list
Use the Add and Remowe buttons to modify this list

m English (United States)
& Keyboard
o IS

2. Click the Add button.
The Add Input Language dialog box appears.

3. For each language keyboard you want to add, select and expand the
language and Keyboard to see the check box options.
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- Add Input Language @
Select the language to add using the checkboxes below. oK.
[=-French (Canada) - -—
=) Keyboard Caned
-+[¥] Canadian French

["]canadian French (Legacy)
--["]canadian Multiingual Standard
[Flus
-[]5how More...
- French (France) ‘
- French (Luxembourg)
- French (Monaco)
French (Switzerland)
- Frisian (Metherlands)
Galician (Galician)
- Georgian (Georgia)
- German (Austria)
- German (Germany)
- German (Liechtenstein)
German (Luxembourg) b
| [ r

A o EB-E-E-E-E-E-E-E-E-E

4. Select the types of keyboard for the languages, and click oK.
The added language(s) appear in the Add Input Language dialog box.

x:: Text Services and Input Languages @

General | Language Bar | Advanced KeySemngsl

Default input language

Select one of the installed input languages to use as the defautt for all input
figlds.

[Engish (Untted States) - Us =

Installed services

Select the services that you want for each input language shown in the list.
Use the Add and Remove buttons to modify this list.

@ English (United States)
o :l Keyboard

e 1S
E French (Canada)
&8 Kerboard

= Canadian French

5. Click Apply.

The language(s) appear in the language bar.

FR French (Canada) (Z)Help 7

6. Select the language in the language bar.

7. Type the characters in the Bibliographic Record or Authority Record
workform using the international keyboard.

Important:

Set up all your cataloging templates with the English keyboard selected
because keyboard combinations, such as CTRL+Q for inserting a delimiter,
may not work if you have an international keyboard selected.
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Tip:

If you frequently enter diacritics,
you can add Input Method Editor
(IME) keyboards and switch back
and forth from the English
keyboard to the international
keyboards. See “Enter diacritics or
non-Roman characters using an IME
keyboard” on page 41.

Tip:
Press SHIFT+F10, D to display the
Character Picker dialog box.

Creating, Copying, and Editing MARC Records 43
Choose a character/diacritic mark from a chart

Follow these steps to insert an international character into a MARC record
by selecting the character or diacritic mark from the Character Picker
dialog box.

Important:
When you enter a combining diacritic mark next to a subfield designator,
insert the base character before the combining mark.

1. Open the Bibliographic Record or Authority Record workform.

2. Position the text cursor where you want to insert the international
character.

3. Select Tools, Diacritics or right-click anywhere in the workform, and
select Diacritics from the context menu.

The Character Picker dialog box appears.

#2: Character Picker [eE3a]
File Picker
Graphic set: [Basic Latin -] A
.! 16 |%|a (1 + Y
D123 [4|5|6|T |89 |:|:|=]=]=]"7
@IA[B|C|D|E|F|G|H|T|J|K|JL|M|N]O
Plalr|s|T|u|viw|x|v|z|[|\]] _
“lalb|c|dle|flglh|i|j|k|!I|m|n]|o
qlr|s|tlulv|w{x|ylz|{]|]]|}]|~ L

U-+0020: Space

Shortut key: Alt+0032 Insert || Cancel ” Help

4. Choose which character set you want to use in the Graphic set box.

Note:

The language sets that are displayed in the Graphic set box depend on the
language settings for your computer and the fonts installed on your
computer.

5. Select the international character you want to insert.
Click Insert.

The selected international character is displayed in the MARC 21 view.
You can leave the Character Picker dialog box open for as long as you
need it.
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Tip:

Press ALT+F8 to display the Macros

tool bar.

Polaris Cataloging Guide 4.1
Insert a character/diacritic using a code

Follow these steps to insert an international character into a MARC record
by typing the character code on the numeric keypad.

Important:
When you enter a combining diacritic mark next to a subfield designator,
insert the base character before the combining mark.

1. Open the Bibliographic Record or Authority Record workform.

2. Position the text cursor where you want to insert the international
character.

3. If you are combining characters, type the base character.

Press and hold ALT while you type the decimal character code on the
numeric keypad.

The numeric codes are displayed on the Character Picker dialog box.

Example:

To insert a Latin capital letter O with a tilde diacritic (0), type o. Then
hold down the ALT key while typing the numbers 0771 using the number
keys that are arranged like the keypad on a calculator. (Do not use the
number keys above the letter keys on the keyboard.) When you release the
ALT key, the tilde appears over the O.

5. Release the ALT key after you finish typing the character code numbers.

The international character is displayed in the MARC 21 view.

Record a macro

If you frequently use the same text in your MARC records, you can record
the keystrokes and save them in a macro that you can use again. Your
macros are available when you log on. Follow these steps to record the
keyboard actions to include in a macro.

Note:
Plan the tags and fields you want in the macro before recording it.

Open the Bibliographic Record or Authority Record workform.

Select Tools, Macros to display the Macros tool bar.

Macros =]
® | ~] » | Edit | Show Al

3. Place the cursor in the MARC record where you want to begin the
keyboard actions that you want to record.

4. Click @ (Record button) to open the Record Macro dialog box.
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Tip:

You can stop recording the macro
at any time by clicking Cancel on
the Record Macro dialog box.
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Record Macre ==

Mame:

Description: -

Press new shortcut key:

Start Recording l l Cancel

Type a name for the macro in the Name box.

The macro name must be different from the other names in your
macro list. The name you define is displayed in the Macros box on the
Macros tool bar after you record the macro. You can use up to 50
alphabetic characters, numbers, and spaces to name the macro.

Type text describing the macro in the Description box.

Your description should be a short explanation of the purpose of the
macro. You can use up to 255 alphabetic characters, numbers, spaces,
and punctuation in your description.

In the Press new shortcut key box, press the keys for the keyboard
shortcut.

Example:
You could use SHIFT+CTRL+B as the shortcut to start the macro that enters
data for a bindery.

Important:

You cannot use key sequences CTRL+A through CTRL+Z or function keys in
macros because they are reserved for Microsoft Windows or Polaris
functions.

Click start Recording.

The Record Macro dialog box closes.

Type the tags, fields, and subfields exactly as you want them to be
stored in the macro.

Tip: 10. After you have completed all of the actions you want recorded, click

Test your macro on a disposable
MARC record before you use the
macro in your regular workflow.

m| (Stop button).

The macro is listed in the Macros box on the Macros tool bar.

Related Information

“Apply a macro” on page 46
“Change a macro” on page 47
“Delete a macro” on page 47

Print macros - You can print reports that list authority record and
bibliographic record macros. See “Cataloging Reports” in the Polaris
Basics Guide 4.1.
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2 A Apply a macro
122‘:3 Follow these steps to use a macro to edit a MARC record.

1. Open the Bibliographic Record or Authority Record workform.

2. Place the cursor in the MARC record where you want the macro

playback to occur.
Tip: 3. Select Tools, Macros to display the Macros tool bar.
If you know the keyboard shortcut,
you can quickly apply the macro.
Macros =]
® | ~] » | Edit | Show Al

If you have created macros, they appear in the list box.

4. To see all the macros, click Show All.

The Macro Selection dialog box appears.

Macro Selection (===
Macro Name Aut... Creation Date Description it
520 New Release Zuk... 5/14/2008 3:29:51PM Add 520 tag $aMNew Release
007 RC Ide... /17/2007 9:24:39 AM cassette
subject Ide... 007 11:41:04 AM DVD-Video discs £

245H Ide... 2007 11:37:05 AM compact disc unabridged

7 Ide... 2007 11:28:25 AM Compact disc

cou jryder 2007 11:55:01 AM Compact audio unabridged T
It dmc... 2:53:00 PM largeprint

largeprint amo... 2007 11:15:20 AM largeprint

compact audio disc cmorin 2007 10:58:11 AM CD shortcut 1

CD shortcut 1 cmarin - 4/13/2007 3:21:27 PM CD shortcut 1 -

5. Select the macro in the Macro box and click | (Run) on the Macros
tool bar, or use its associated keyboard shortcut.

The character sequence stored in the macro is entered in the Editor
view of the record.
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Tip:
Press ALT+F8 to display the Macros
tool bar.
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Tip:
Press ALT+F8 to display the Macros
tool bar.
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Change a macro
Follow these steps to change the name, description, or shortcut key of an
existing macro in your macro list.

Note:
You cannot change the recorded contents of the macro.

1. Open the Bibliographic Record or Authority Record workform.

2. Select Tools, Macros to display the Macros tool bar.
Select the name of the macro you want to change, and click Edit.

The Edit Macro dialog box appears.

Edit Macro ==l
Name:

Description:  new macro

Press new shortcut key:  Ctri+shift+F

Save | [ Canel | [ Deete

4. Change the information in the Name, Description, and Press new shortcut
key boxes.

5. Click save.

The macro is changed.

Delete a macro

Follow these steps to delete a macro.

1. Open the Bibliographic Record or Authority Record workform.
Select Tools, Macros to display the Macros tool bar.

Select the name of the macro to change, and click Edit.

The Edit Macro dialog box appears.

Edit Macro ==
Name:

Description:  new macro

Press new shortcut key:  Ctrl+Shift+F

Save ] I Cancel ‘ I Delete

4. C(Click Delete.
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Browse Headings Display

The browse headings that display in browse search results for author, title,
subject, or series are based on the first occurrence of the heading that was
entered in the Polaris database. For example, a brief bibliographic record is
created, and the heading displays in all uppercase letters because it is the
first instance of that heading. Another example is an author browse
heading that is missing accents. You can select which browse heading to
display (when the count is greater than 1 and it is not a See or See Also
heading). The selected heading is displayed for browse searching in the
Find Tool and in the PAC.

Update a browse display heading

Follow these steps to update a browse display heading.

1. Browse search in the Find Tool for a bibliographic record by title,
author, subject, or series.

The browse search results are displayed.

2. Select the heading you want to display, right-click and choose Select
display heading from the context menu.

The Select Heading Results dialog box appears.

Select Heading Results (3
The following display headings have been found in bibliographic data:
Browse Heading Count
Garcia Marquez, Gabriel, 1928- 5
Gardia Mérquez, Gabriel, 1928- 178
Update Browse Display I I Show Bib Records I [ Cancel ] I Help

3. Select the heading you want to display, and click the Update Browse

Display button.

The heading display is updated both in the Find Tool and PAC browse
search results.

4. (Optional) To update the bibliographic records that are linked to the

unwanted heading, do the following:
a) Select the heading that you do not want to display.
b) Click Show Bib Records.

A list box displays the bibliographic records that have this heading.
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m Heading Garcia Marquez, Gabriel, 1928- : Linked Bibliographic Records [ & ==
File Edit Help
B & X &7
Title Author For.. Llin.. Pu.. CallNu.. Contr.. Status
Chronicle of a death foretold Garcia Marqu... Book 2 1983 FGAR 728330  Final
Erendira [videcrecording] Garcia Marqu..., Book 0 940737 Final
Milagro en Roma Vid... 0 1981 938263 Final
Miracle in Reme Milagro en Roma Vid., 0 1901 7914372, 1003100 Final
For Help, press F1 4 records

¢) Double-click on any bibliographic record you want to change.
The Bibliographic Record workform appears.

d) Make any changes to the bibliographic record, and save it. For
example, you could add the accent to the author’s

name.
[EF] Bibliographic Record 728330 - MARC2L - Polaris = [ & (e
File Edit View Links Tools Help - =]
N lE s - x J File Picker
Graphic set: {ExtendEdLann v] A
Control number: 728330 Owner:
Title: Chronide of s deatn ford | £ | DD |P|E|CE| " |- |2 @2 |C|U] | |t 1L
@|d|plalce| |1 |£|0|0|u|®|f|®|S]=
Ind Data Jilelel | I [P PR PR P R - A

cam 22 adsd| |-, [~
728330 o . I EC (O o I N
20031106140639.0
82121431883 nyu
345310020£c83.5 >
lynd0005318

©
1
1

U-+0301: Combining Acute Accent

m

Sharteut key: Alt+763 Insert || Concel || Heb

1
1
1
1
t
1

20 taGarcia Marquez, Gabriel, 2d1928-
245 10 TaChronicle of a death foreteld /ZcGabriel Garcia Marquez ; translated from the Spanish by
Gregory Rabassa
faNew York -ThKnopf :ThDistributed by Random House, £c1383.
20 p. ;fc22 cm.
ranslation of: Cronica de una muerte anunciada.
taTHS-IMCThF GARTR334120006888851ve. 17063.50 h

IS
(@]
O
b}
a g

9

]
O
(=)}
9
S
aa]
2

T
I
1

For Help, press F1 UM
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Using Cataloging Templates

Using templates for bibliographic, authority, and item records greatly
reduces the time it takes to do original cataloging because much of the
information is already present in the template. In addition, templates
ensure consistency in your records and facilitate acquisitions and serials
processing workflows.

Any item, bibliographic, or authority record can be used to create a new
template, including existing templates. You can use bibliographic,
authority, or item records, modify them and then save them as templates.
Or, to make modifications to an existing template, you can make the
changes and then save it with a different name to create a distinct template.

In addition, you can create several templates for the same type of record.
For example, you can have separate bibliographic templates for books,
music, videos, and other types of items. The more standard information
you can enter in the template, the less you need to enter when you create a
new record. To set up templates for specific material types, see “Type of
Material Codes (TOMs)” on page 219.

If you are creating new cataloging records and you want to use the same
template for all the records, you can choose a template as the template
default; it is used to create subsequent records of the same type for the
duration of the time you are logged in.

The following types of templates are used outside of Cataloging:

* On-order bibliographic templates - Available from a purchase
order line item to create brief bibliographic records from title
information added to a purchase order line item. See “Adding
Titles to a Purchase Order” in the Polaris Acquisitions Guide 4.1.

* On-order item templates - Automatically create on-order item
records when purchase orders are released. See “Create a new on-
order item template” in the Polaris Acquisitions Guide 4.1.

* On-the-fly item templates - Used for circulating uncataloged
materials. See “Create on-the-fly item templates” in the Polaris
Patron Services Guide 4.1.

* Reserve item templates - Used for circulating uncataloged
materials and instructor-supplied course reserve materials. See
“Create a reserve item template” in the Polaris Patron Services Guide
4.1.

This unit covers the following topics:

* “Save an existing record as a template” on page 52

* “Create a template from the Shortcut Bar” on page 53
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2 A A Save an existing record as a template
A

-u.x_’ = P
Follow these steps to create a new template based on an existing
bibliographic, authority, or item record.

1. Open the Item Record, Bibliographic Record, or Authority Record
workform.

2. Select File, Save As Template to save the record as a template.

The Template Setup dialog box appears.

Template Setup ==

3. Type the name of the template in the Name box.
Select the template’s owner in the Owner box.

5. Click OK to submit your settings.

¢ If the template’s name and owner combination are being used, a
message appears, and you cannot save the template until you
change the name, owner or both.

¢ If the template’s name and owner combination is unique in your
system, the message The record was saved as a template successfully
appears in the workform status bar.

6. The new template is displayed in the appropriate cataloging
workform.

7. Change the template to remove information specific to the original
record.

8. Select File, Save to save the template.
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2 Create a template from the Shortcut Bar

ny

I/ 3\
Y

.u.“%“ Follow these steps to create a bibliographic, authority, or item record
template from the Shortcut Bar.

1. SelectFile, New, press CTRL+N, or click [§ from the Polaris Shortcut Bar
to display the New dialog box.

2. Select one of the following template types from the Objects list, and
click ok:
® Bibliographic Template
® Authority Template
®* |tem Template
The appropriate template workform appears.
3. Specify a name and owner for the template using the appropriate

method:

* If you are creating an item template, specify the name and owner
in the fields at the top of the workform.

* If you are creating an authority or bibliographic template, select
File, Template setup and specify the name and owner on the
Template Setup dialog box.

4. Select File, Save to save the template.

The template is saved in the database and added to the list of available
templates.
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Setting Up Import Profiles and
Importing Records

Polaris Library Systems provides read-only import profiles (identified by
the owner PolarisExec) designed for specific purposes, such as importing
brief records for purchase orders or importing updated authority records.
Although you cannot change the settings in a PolarisExec import profile,
you can copy the profile, rename it, and then modify the settings. See
“Polaris Read-Only Import Profiles” on page 56 for a list of the PolarisExec
import profiles and their uses.

Tip: Staff members with the appropriate permissions can set the following

For information on implementing  automatic processing options in an import profile: perform MARC

the Authorities Weekly service, lidation: d . 1or final: check dupli based

contact your Polaris Site Manager.  Validation; save records as provisional or final; check duplicates based on
system- or profile-defined rules; specify tags to retain from overlaid
records using system- or profile-defined retention tags; check the preferred
cataloging source when merging duplicate authority records; create item
records from embedded holdings data in the bibliographic records; and
group the imported records in record sets for easy retrieval and bulk
processing. For more information, see “Setting Up Import Profiles” on
page 56.

Before you can import bibliographic or authority records, the MARC
record files must be downloaded from the cataloging source or materials
vendor to your computer’s desktop or another accessible network location.
Then, select the import profile and specify the location of the files to import.

All import processing takes place on the server, so once an import is
launched, the Polaris Staff Client can be used for other tasks. Users with the
required permissions can manage import jobs and specify blackout times
when importing jobs cannot be run. For more information, see “Specify
import blackout times” in the Polaris Technical Services Administration Guide
4.1.

This unit covers the following topics:

* “Setting Up Import Profiles” on page 56

* “Importing Records” on page 80

* “Using the Import Jobs Queue” on page 85

* “Automatic Processes During Import” on page 90
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Setting Up Import Profiles

Tip:

To review all the settings in an
import profile, you can print a
report from the Import Profile
Manager. See “Print an import
profile” on page 76.

You can set up import profiles and then use them whenever you are
importing records into the Polaris database. For best results, start with a
Polaris read-only profile that is designed for a specific type of import and
copy it. For example, if you are importing bibliographic records with
embedded holdings data, you can select the Polaris default (with item creation)
profile, copy it, and save it with a different name.

After you copy a profile you can rename it, but the Polaris profile remains
read-only. Specific Polaris Administration permissions (set at the System
level) control accessing, creating, modifying, and deleting import profiles.
For more information about these permissions, see “Maintain Import
Profiles in Import Profile Manager” in the Polaris Technical Services
Administration Guide 4.1.

Polaris Read-Only Import Profiles

Polaris includes the following read-only import profiles that are designed
for specific types of import processing:

Acquisitions Bibs Import Profile

When you import bibliographic records using an online collection
development tool, you can use the Acquisitions Bibs profile. The profile is set
to ignore MARC validation errors because the incoming records are brief
and do not require validation. When a duplicate is found, the incoming
record is rejected, and the 970 tags from both records are retained in the full
bibliographic record.

Polaris Import Setup - Full =

Profile setup | Bibliographic Records | Ttem Records | Authority Records | Record Sets|

Bibliographic Save Options Record owner:

@ Save all records as final () Save all records as provisional (%) Do not save any records (4] Display in PAC

QA-Plato 4.1 Cluster Test System (sys)

When Saving Bibliographic Records a5 Final
[ Perform MARC 21 Validation [ perform Authority Contrel

Save record 25 provisional Automatically create new authority recard; save bibliographic recard as final

Do not create

Tanore errars; save record as final

Do not create authority record; s a5 provisional

[&] Perform Duplicate Detection
@ Use system defined duplicate detection rules
() Use profile defined duplicate detection rules

If a suspected duplicate is found:

™) Save incoming record as provisional

) Save incoming record as final; do not replace database record
Keep MARC Tags
(7 Save incoming record as final; replace database record -, System defined overlay retention tags

") Save record with highest encoding level. If encoding levels match:

@ Profile defined overlay retention tags

Save incoming record as final; replace database record
Tag Indicator 1 Indicator 2 MARC Description

870  0,1,2,3,4.. 0,1,2,3,4.. Polaris Defined Bulk Add Enhanced Data

Reject incoming record

< p [P

| @ Reject incoming record; add MARC retention tags to database record I

Import | [ cCancel | [ Hep
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Copy the Acquisitions Bibs profile for each vendor you use to import
records, name each copy of the Acquisitions Bibs profile with the name of
the vendor, and make any changes to the settings. To ensure that the most-
recently entered ISBN or UPC is retained, add the 020 (ISBN) and 024
(UPC) tags to the profile-defined retention tags. When these tags are
retained from an incoming record that is a duplicate of an existing record,
and the existing record has multiple ISBNs or UPCs, the most-recently
added ISBN or UPC is at the top of the list in a purchase order line item. For
more information on creating purchase orders from imported records, see
“Creating Purchase Orders” in the Polaris Acquisitions Guide 4.1.

Authority Update Import Profile

If you use the Authorities Weekly service to keep your authority records
current, use the import profile Authority Update Import to import the updated
authority records. Polaris Library Systems sets up this profile specifically
for importing updated authority records. This import profile is set to
perform duplicate detection using system-defined duplicate detection
rules, and if duplicates are found, merge the duplicate records based on
which record has a higher ranking in the Authority Record Import
Preferred Cataloging Source policy table at the System level.

Polaris Import Setup - Full [l

Profile setup | Bibliographic Records | Item Records | Authority Records | Record Sets

Authority Save Options

@ Save all records as final () 5ave all records as provisional () Do nat save any recards
When Saving Authority Records as Final
[#]Perform MARC 21 Validation Perform Duplicate Detection
If validation errors are found: (@ Use system duplicate detection rules
() Save record a5 provisional () Use custom duplicate detection rules

@) Ignare errors; save record as final

[]Perform See Also From Reference Linking

1f no matching heading is found:

_ Automatically create new see also If a suspected duplicate is found:
= :fgl;z?ce; save autharity record () Save incoming as provisional

() save incoming as final; do not replace existing
Do not create see also
reference; save authority @) Merge duplicate records
record as final

]

Preferred cataloging saurce

7 Do not create see also reference; P
- save authority record as provisional QA-Polaris4 4.0 Test System (sys) >

Inport | [ cancel | [ help

Important:

The Authority Update Import profile is set to check the Authority Record
Import: Preferred Cataloging Source policy table at the system level. To
ensure that the updated records from ZMARC files always overlay existing
records, delete all entries in the table at the system level. Then, enter the
preferred sources in the Preferred Cataloging Source policy table at the
branch level so that the branch determines the preferred cataloging source
for non-ZMARC imports. For more information, see “Specify preferred
cataloging sources for authority records” in the Polaris Technical Services
Administration Guide 4.1.
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Enriched EDI Orders Import Profile

The Enriched EDI Orders profile is set up specifically to import full
bibliographic records from your book vendor and create “shelf-ready”
item records, including location and collection information (and the call
number fields, if your supplier can process this data). It is set to perform
MARC validation, authority control, and duplicate detection. If a duplicate
is found, the record with the highest encoding level is saved and 949 tags
are retained. If you send enriched EDI orders to vendors through
Acquisitions, copy this profile to reflect the vendor’s name, but leave most
of the settings as they are.

Polaris Import Setup - Full @

Profile setup | Bibliographic Records | em Records | Autharity Records | Record Sets
Bibliographic Save Options

Record owner:

@ 7 Display in PAC
@) Save all records as final  (*) Save all records as provisional () Do not save any records play e

when Saving Bibliographic Records as Final

Perform MARC 21 Validation Perform Authority Control

f validation errors are found 1 no matching heading is found:

= *) Automatically create new authority record; save bibliographic record as final
_) Save record as provisional -

- (@) Do net create authority record; save bibliographic recerd as final
(@) Ignore errars; save record as final -

(7) Do not create authority record; save bibliographic recard as provisional

[] Perform Duplicate Detection Rules to select - Rules to apply (as unique groups)
(7) Use system defined duplicate detection rules | INCOMIng 001/003 = existing 035 *a | incoming 010 a = existing 010 *a
incoming 001 = existing 010 *a incoming 035 $a = existing 001
incoming 001 = existing 035 #a ] incoming ISBN = existing ISBN
incoming 130 ¥a = existing 1xx ¥a incoming UPC = existing UPC
incoming 022 a = existing 022 *a

() Save incoming record as provisional oo 0194 £ = exicting 196 22 o

(@) Use profile defined duplicate detection rules

If a suspected duplicate is found:

() Save incoming record as final; do not replace database record
[¥] keep MARC Tags
) save incoming record as final; replace database record ) System defined overlay retention tags

(@) save record with highest encoding level. If encoding levels match: (@) Profile defined overlay retention tags

(@ Save incoming record as final; replace database record

_ Tag Indicator 1  Indicator 2  MARC Description
() Reject incoming record 949 012,30 01,2340

(7 save incoming record as provisional (ignore 'Keep MARC Tags')

(7) Reject incoming record; add MARC retention tags to database record

s (]

The Item Records tab of the Enriched EDI Orders import profile is set to
build item records from the data in the 949 tag. If your library and supplier
decide to embed the holdings data in a tag other than the 949 tag, you can
change the profile to indicate the correct tag.

Tlp: ) =
When Update items (enriched EDI) Profile setup | Bibliographic Records | 1tem Records | Authority Records | Record Sets
|S se I ected , you cannot enter a .'l: SII:JLW Blbhug;aphlc Records 25 Final ﬁedded holdings field/MARC subfield mapping \
value in the Circ Status box in the R d H:ms e .
. - Assigned Branch: a Loanable Outside System:
Embedded hOIdIngS fleld/MARC Assigned Callection: b Material Type:
subfield mapping list. Barcode: B Hame CfFiece:
Call Number Prefix: k Mon Circulating: H
Call Number Suffix: m Mon Public Note: ES
Circ Status: Qwning Branch: o
Classification Number: ~ h Physical Condition: 5
Copy Number: t POLL-Segment 1Dt e
Cutter Number: i Price: 1}
Display In PAC: f Public Note: z
Fine Code: r Renewal Limit:
Fres Text Block: Shelf Location: c
[#] Update items {enriched EDI) Funding Source: Shehitn Scheme: i
If 2n update error is encountered: Holdable: g Statistical Code: d
(@ Save item record as provisional Library Assigned Block: Temporary Shelf Location: |
(@) Do not save item record Qﬁﬂ Period Code: u Wolume Number: v /
mport | [ Cancel | [ Hep ]
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The system matches the content of the 949%e in the incoming bibliographic
record to the purchase order line item segment, and the linked on-order
item is updated with the full item data from the imported bibliographic
record. The updated item is ready to circulate once it is checked in. For
more information, see “Enriched EDI Orders and Shelf-Ready Items” in the
Polaris Acquisitions Guide 4.1.

However, if there are 949 tags with a purchase order line item segment ID
in tag 949 $e and a volume designation in 949 $v, a final item record will be
created even if no matching on-order item is found. The new final item
record is linked to the purchase order line item segment in $e. This allows
holds that were placed at the bibliographic level for an on-order set to go
to the first volume of the set. See “Set Holds options: PAC, Item, First
Available Copy Requests” in the Polaris Patron Services Administration Guide
4.1.

Polaris Default Import Profile

This is a general profile for importing bibliographic records. It is set up to
perform MARC validation and duplicate detection, and to save records as
provisional if any MARC formatting errors or duplicate records are found.

Polaris Import Setup - Full (2]

Profile setup | Bibliographic Records | [tem Records | Authority Records | Record Sets
Bibliographic Save Options

Record owner:

(@ Save all records as final () Save all records as provisional () Do not save any records Display in PAC Qh-Piato 4.1 Cluster Test System (sys) ~

‘When Saving Bibliographic Records as Final

Perform MARC 21 Validation [T] Perform Autharity Control
If validation errors are found: IF na matching he +F

Automatically create new autharity record; save bibliographic record as final

(@ Save record as provisional

_ Do not create authority record; save bibliographic record as final
() Ignore errors; save record as final
Do not create authority record; save bibliographic record as provisional

Perform Duplicate Detection
@) Use system defined duplicate detection rules
() Use profile defined duplicate detection rules

If a suspected duplicate is found:

(@) Save incoming record as provisional

() 5ave incoming record as final; do not replace database record
Keep MARC Tags

() Save incoming record as final; replace database record System defined overlay retention tags

() 5ave record with highest encoding level. If encoding levels match: Frofile defined overlay retention tags i1 [
Save incoming record as final; replace database record
Reject incoming record
Save incoming record as provisional (ignore ‘Keep MARC Tags')
() Reject incoming record; add MARC retention tags to database record
Import ] [ Cancel ] [ Help
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Polaris Default (with item creation) Import Profile

The Polaris Default (with item creation) import profile has the same
settings on the Bibliographic Records tab as the Polaris Default import
profile, but the Item Records tab is set to create item records from
embedded holdings data in 852 tags. See “Set import options for item
records” on page 70.

Polaris Import Setup - Full B
| Profile setup | Bibliographic Records | [tem Records | Autnarity Recards | Record Sets
When Saving Bibliographic Records as Final
: vins Sl Embedded holdings field MARC subfield mapping
Build item records Holdings tag number: 852
() Using embedded haldings fields only
_ Assigned Branch: a Loanable Outside System: 7
() Using template/system default values only
@ Using all available holdings/item fields Assigned Collection: b Materiel Type:
Barcode: MName Of Piece;
If a duplicate item record (barcode] is found: Freace ° ame LR
@ Save duplicate item record as provisional Cal Number Prefix: k Nen Circulating:
(@ Do not save duplicate item record Call Mumber Suffix: m Non Public Note: X
If no item record (barcode) is found: Circ Status: Owning Branch: o
@ Save item record as final Classification Number: h Physical Condition: q
(©) Save item record as provisionsl Copy Number: t POLI-Segment ID:
() Do not save item record
Cutter Number: i Price: 0
Display in PAC (when not explicitly found) Display Tn PAC: A Bublic Note: N
Item template Fine Code: r Renewal Limit: ¥
{for fields that [(ND”E;. - !
are missing): Free Text Block: Shelf Location: c
[ Update items (enriched EDI) Funding Saurce: 1 Shelving Scheme: !
Holdable: 5 Statistical Code: d
Library Assigned Block: Temporary Shelf Location: |
Loan Period Code: u Volume Number: v
[ Import l [ Cancel ] [ Help ]

Importing Bibliographic Records with a Deleted Status

When you import bibliographic records with a LDR/05 of d (deleted), a
bibliographic record with a status of deleted is created and saved if the
Polaris Administration profile Retain deleted bibliographic records is set to Yes.
If the incoming bibliographic record is a duplicate of an existing record, the
incoming record overlays the existing record (unless it has unbreakable
links to other records). Both the incoming record with a status of deleted
and the existing record with a status of deleted are put into a record set, if
one is specified. You can then permanently delete all the records in that
record set, or you can use the purge process to remove records with a
deleted status from the database. See “Purge cataloging records” on

page 203. If the Polaris Administration profile Retain deleted bibliographic
records is set to No, imported records with a deleted status overlay existing
duplicate records, and both the incoming and existing record are removed
from the database.
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A A Copy a Polaris read-only import profile

Al "

.H.” - You can start with an existing Polaris read-only import profile and copy it.
See “Polaris Read-Only Import Profiles” on page 56 for a list of the Polaris
import profiles and their intended purpose. The advantage to starting with
one of these existing profiles is that they are already set up to handle
duplicate detection, overlay, and other processing. You can rename the
profile to make it more descriptive and make slight changes without
affecting the overall efficiency of the automatic processing. For information
on the permissions required for creating and modifying import profiles, see
“Maintain Import Profiles in Import Profile Manager” in the Polaris
Technical Services Administration Guide 4.1.

Tip: Follow these steps to create a new import profile from an existing Polaris
You can print an import profile and read-only profile.
review all the settings. See “Print

an import profile” on page 76. 1. Select Utilities, Importing, Profile Manager from the Polaris Shortcut Bar.

B Polaris Shortcut Bar - peer [COE] [= & =]
File Acquisitions Serials Cataloging Patron Services  Circulation  Administration Window Help
0D @OQFEFERGRFRR-#485 Reports and Notices @
Imperting 3 Express Import
Exporting Full Import
Cataloging Processing 3 Import Jobs Queue
Quick-cire Item Records Profile Manager

Link to Supplier Databases

Update Currency Exchange Rates

Label Manager

Mailing Label Manager

Credit Card Payments Menager

Web Browser
The Import Profile Manager appears.
"’% Import Profile Manager - Polaris E@
File Edit View Help
Filter By
o Creator: [pol
reator: | PolarisExec b

2

Y2

o]

= Profile Name Description Creator
D- Acquisitions Bibs For Bib records from vendor selection tools (read only) PolarisExec
-t: Authority Update Import Autharity Update Impart profile {read only) PolarisExec
e Enriched EDI Orders Enviched EDI Orders (read only) PolarisExec
Q Polaris default Polaris default import profile {read only) PolarisExec
E Polaris default (with item creation) Polaris default with item creation (read only) PolarisExec
L]
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Tip:

Name the profile so it is easy for
users to identify, for example,
LSSIAuthority or
OCLCBibliographic. If you are
copying the Acquisitions Bibs or
Enriched EDI Orders profile, name
the profile with the vendor’s name,
for example Baker & Taylor.

2.

Select the read-only Polaris import profile you want to copy, right-
click, and select Copy.

The Create Import profile window appears with the name of the
profile you copied.

Create Import Profile - (copied from Acquisitions Bibs profile) @
Profile Setup | Bibliographic Records | Item Records | Authority Records | Record Sets
Name: Creator: peer
For Bib records from vendor selection tools (read only)
Description:
Source e rame:

Save ] [ Close ] [ Help

Type a name for the profile in the Name box, and a

Type a description for the profile in the Description box.

(Optional) Click Browse and go to a specific file if you want to save the
file name in the profile, or go to a directory if you want to save the
directory location in the profile. If the file name is saved in the profile,
the file will be selected automatically (if it exists) when a cataloger
imports records using this profile. If a directory is saved in the profile,
the directory location automatically displays when a cataloger clicks
the Add button to add the files to be imported.

The file name or directory location appear in the Source file name box.

Click save.

The profile is saved. The Create Import Profile window remains open.
If you need to make changes to the import profile, click the following
tabs and set the import options:

* Bibliographic Records - See “Set import options for bibliographic
records” on page 65.

* Item Records - See “Set import options for item records” on page 70.

* Authority Records - See “Set import options for authority records” on
page 73.

* Record Sets - See “Set import options for record sets” on page 75.

When you have finished setting up the relevant import options, click
Save, and click Close to close the saved profile.
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< A A Create a new import profile
A

Although it is preferable to start with an existing Polaris read-only import
profile and copy it, you can create your own import profiles and set all the
options on each tab of the Import Profile window.

Follow these steps to create a new import profile.

1. Select Utilities, Importing, Profile Manager from the Polaris Shortcut Bar.

B Polaris Shortcut Bar - peer [COR] [=] = |
File Acquisitions Serials Cataloging  Patron Services  Circulation  Administration Window Help
0 @ 2% e B = E5 [&F %8 f= ﬂ Q &; Reperts and Netices E@
Importing 5 Express Import
Exparting Full Import
Cataloging Processing 3 Import Jobs Queue
Quick-circ tem Records Profile Manager

Link to Supplier Databases

Update Currency Exchange Rates

Label Manager
Mailing Label Manager

Credit Card Payments Manager

Web Browser
The Import Profile Manager appears.
mﬁ Import Profile Manager - Polaris EI@
File Edit View Help
Filter By
4 Creator: Pl
reator: | PolarisExec Z

=

Y
e}
= Profile Name Description Creator

Q- Acquisitions Bibs For Bib records from vendor selection tools (read only) PolarisExec
t Authority Update Import Authority Updste Import profile {read only) PolarisExec
3 Enriched EDI Crders Enriched EDI Orders {read only) PolarisExec
Q Polaris default Polaris default import profile (read only) PolarisExec
E Palaris default (with item creation) Polaris default with item creation (read only) PolarisExec
L]

For Help, press F1 NUM

2. SelectFile, New, press CTRL+N, or click [J.

The Create Import Profile window appears.
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CreateImport Profile (=]
Profile Setup | Bibliographic Records | Item Records | Authority Records | Record Sets
Hame: | Creator: | peer
Descriptian:
Source file name: Browse...

save | [ cose ][ hep

Type a name for the profile in the Name box.
Type a description for the profile in the Description box.

(Optional) If you want to include a default source file name or
directory in the import profile, click Browse and locate the source file or
directory location.
Note:
If the MARC files for this import profile are always saved in the same
desktop or network location, you can save the file or directory location in
the profile. If a file name is saved in the profile, the file will be selected
automatically (if it exists) when a user imports records using this profile. If

a directory is saved in the profile, the directory location will automatically
display when a user clicks the Add button.

Click Save to save the new import profile.

7. Select the following tabs and set the import options:

* Bibliographic Records - See “Set import options for bibliographic
records” on page 65.

* Item Records - See “Set import options for item records” on page 70.

* Authority Records - See “Set import options for authority records” on
page 73.

* Record Sets - See “Set import options for record sets” on page 75.

8. After setting up the relevant options on each tab, click Save to save the
new import profile.

9. Click Close to close the saved profile.
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1-Z-

Tip:

To create item records from
embedded holdings when importing
bibliographic records, see “Set
import options for item records” on
page 70.

Setting Up Import Profiles and Importing Records 65
Set import options for bibliographic records

Follow these steps to set the import profile options for bibliographic
records.

1. Click the Bibliographic Records tab in the Create Import Profile window.
The Bibliographic Records tabbed page appears.

Modify Import Profile - LLP ==

Profile Setup | Bibliographic Records | item Records | Autharity Records | Record Sets
Bibliographic Save Options

Record owner:
(@ Save all records as final () Save all recorde as provisional  (©) Do not save any records Display in PAC

QA-Plato 4.1 Cluster Test System (sys)

When Saving Bibliographic Records as Final

Perform MARC 21 Validation [CPerform Authority Control
If validation errors are found:
@ Save record as provisional Automatically create new autharity record; save bibliographic record as final
: Do not create authority record; save bibliographic record as final
{©) Ignore errors; save record as final

Do not create authority record; save bibliographic record as provisional

Perform Duplicate Detection
(@ Use system defined duplicate detection rules

(7 Use profile defined duplicate detection rules

If a suspected duplicate is found:

(@ Save incoming record as provisional

() Save incoming record as final; do not replace database record

i Keep MARC Tags
() Save incoming record as final; replace database record System defined overlay retention tags
(7) Save record with highest encoding level. If encoding levels match:

Profile defined overlay retention tags (1A |
Save incoming record as final; replace database record
Reject incoming record
Save incoming record as provisional (ignore 'Keep MARC Tags')
() Reject incoming record; add MARC retention tags to database record
Save ] [ Close ] [ Help

2. Select the organization that will own the records in the Record owner
box.

Note:

The record owner is the organization that can determine the permissions
related to the record.

3. Select one of the following options under Bibliographic Save Options:
* Save all records as final to save all the incoming records as final.

* Save all records as provisional to save the incoming records as
provisional.
* Do not save any records to reject all incoming bibliographic records.

Note:

You could select this option when importing a mixed file with bibliographic
and authority records, and you only want to save the authority records.

4. If you do not want the imported records to display in the PAC, clear
the Display in PAC check box. The Display in PAC box is checked by default.
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Tip: 5.

If you are importing brief
bibliographic records to be used to
create purchase orders, select
Ignore errors; save record as
final.

Tip: 6.

If your library has a subscription to
a remote database of authority
records, the remote database is
automatically searched when no
matching authority record is found.
The new authority record is saved
in the database and linked to the
new bibliographic records.

To check the MARC format of records you are saving as final, select

Perform MARC 21 Validation, and choose one of the following options:

* Save record as provisional - Records with MARC format errors are
saved as provisional.

* Ignore errors; save record as final - Records are saved as final even
when they have MARC format errors.

Note:
Bibliographic records must have a Leader and 008 tag to be imported and
saved in the Polaris database even if MARC validation is not performed.

If you select Perform Authority Control, select one of the following

options:

* Automatically create new authority record; save bibliographic record as final
- A new authority record is created, and the bibliographic record is
saved as final.

* Do not create authority record; save bibliographic record as final - No
authority record is created, and the bibliographic record is saved
as final.

* Do not create authority record; save bibliographic record as provisional - No
authority record is created, and the bibliographic record is saved
as provisional.

To check for duplicate bibliographic records that already exist in the
Polaris database, select Perform Duplicate Detection, and choose one of
the following options:

* Use system defined duplicate detection rules - Use the standard
duplicate detection rules that are set in Polaris Administration. See
“Managing Duplicate MARC Records” in the Polaris Technical
Services Administration Guide 4.1.

* Use profile defined duplicate detection rules - Use the duplicate
detection rules that are set up in the profile. If you select this
option, you must define the duplicate detection rules.

If you selected Use profile defined duplicate detection rules, do the
following steps:

Note:
Skip this step if you selected Use system defined duplicate detection
rules.

a) Select the duplicate detection rules from the Rules to select list.

b) Click j to add the rule to the Rules to apply (as unique groups) list.

Note:

You can select more than one rule, but these rules are applied as separate
groups, so only one of the rules needs to be met for a record to be
considered a duplicate. See “Bibliographic Duplicate Detection Rules
Reference” in the Polaris Technical Services Administration Guide 4.1.
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9. If you selected Perform Duplicate Detection, indicate how you want
Polaris to handle duplicate records by selecting one of the following
options under If a suspected duplicate is found:

* Save incoming record as provisional - The incoming duplicate record is
saved as provisional. Only the resident record with a status of final
is indexed.

* Save incoming record as final; do not replace database record - The
incoming duplicate record is saved as final but does not replace
the database record. Two similar or identical bibliographic records
are saved to the database and both are indexed and searchable.

* Save incoming record as final; replace database record - The incoming
duplicate record overlays and replaces the database record. You
can also select Keep MARC tags and select System defined overlay
retention tags or Profile defined overlay retention tags.

Tip: = Save record with highest encoding level. If encoding levels match:

For information on how records get - Save incoming record as final; replace database record - If this option is
overlaid based on encoding levels, selected, you can also select Keep MARC tags (either system- or

“Bibli hi lay B . . . i
ZieEn Cfd:ﬁgrfsvg,,ogf ;Zg o gged profile-defined) to retain specific tags from the replaced database
record.

- Reject incoming record - If this option is selected, you can also select
Keep MARC tags (either system- or profile-defined) to retain tags
from the incoming record that was rejected.

- Save incoming record as provisional (Ignore ‘Keep MARC tags’) - If this
option is selected, the incoming record is saved provisionally, and
the database record remains. Even if the Keep MARC tags box is
checked, the import ignores the setting.

Tip: * Reject incoming record; add MARC retention tags to database record - The
When an existing bibliographic incoming duplicate record is deleted, but any system-defined or
record is overlaid with a new profile-defined MARC tags are retained from the incoming record
bibliographic record, the links to . .
the item records are maintained and appended to the database record. When you select this option,
and the circulation counts remain. Keep MARC tags is selected automatically. You can select System

In addition, any holds attached to

defined overlay retention tags or Profile defined overlay retention tags.
the old record are transferred to

the new record. These requests 10. If not already selected, select Keep MARC tags to retain specific tags from
maintain their position in the holds records that are overlaid or rejected, and select one of the following
queue. See “Working with Hold p )
Requests” on page 183. options:

Important:

When the profile is set to reject incoming duplicate records but retain
certain MARC tags, these tags are retained in the database record, and the
database record is added to the record set. See “Set import options for
record sets” on page 75.

* System defined overlay retention tags - Retains the tags that are defined
in the Bibliographic Overlay Retention table in Polaris
Administration policy tables. See “Specify tags to retain when

records are overlaid” in the Polaris Technical Services Administration
Guide 4.1.

* Profile defined overlay retention tags - Retains tags that are defined in
the profile.
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Note:

If you are using a profile that is set to overlay or reject the incoming
records and retain 970 tags (such as the Acquisitions Bibs profile), you may
want to specify additional tags to retain such as the 020 (ISBN) or 024
(UPC). When these tags are retained from an incoming record that is a
duplicate of an existing record, and the existing record has multiple ISBNs
or UPCs, the most-recently added ISBN or UPC is at the top of the list in a
purchase order line item.

11. If you select Profile defined overlay retention tags, do the following steps
to specify the tags you want to retain:

a) Click [E] to add a retention tag.

The Retain Tags dialog box appears.

Retain Tags Dialog ==

Tag: Unknown
Indicator 1: |4 i 2 3 4 5 6 7 8 9 bk

Indicator 2: (4 1 2 3 4 5 6 7 8 9 blak

b) In the Tag box, type the tag you want to retain from the existing record.

c) Highlight the indicator values in the Indicator 1 and Indicator 2 boxes
that should be considered to retain a tag.

Note:
Click a highlighted value to remove it from consideration.

d) Click oK to add the tag and indicator values to the list of tags to be
retained.

Tag | Indicator 1 | Indicator 2 | MARC Description
970 01234 01234 Paolaris Defined Bulk Add Enhanced.

12. Click Save to save the profile.

13. Click Close to close the profile or click another tab to make other
settings.
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Setting Profile-defined Duplicate Detection Rules

When you select a profile-defined duplicate detection rules, only one rule
needs to be met to identify the records as duplicates.

Duplicate Detection on the 024 (Other standard identifier)

If you are importing bibliographic records with an 024, Other Standard
Identifier, select the Profile defined duplicate detection rules option in the
import profile, and select the rules as follows:

¢ If the first indicator is 1 - Universal Product Code, select the incoming UPC
= existing UPC rule.

Perform Duplicate Detection

i Rules to select * Rules to apply {as unique groups)
i : ) Use system defined duplicate detection rules incoming 035 %a = existing 001 incoming UPC = existing UPC.
@ Use profile defined duplicate detection rules incoming 035 %a = existing 035 %a

o If the first indicator is 3 - International Article Number, select the
incoming ISBN = existing ISBN rule.

V| Perform Duplicate Detect

7 ertorm Buplcats Letecton Rules to select. = Rules to apply (35 unigue groups)
() Use system defined duplicate detection rules Incoming 035 £a = existing 001 [ p———
@) Use profile defined duplicate detection rules incoming 035 2a = existing 035 *a

* If the first indictor is anything other than 1 or 3, select the incoming 024%a
= existing 024%a rule.

Perform Duplicate Detection

i Rules to select > Rules to apply (as unigue groups)
© Use system defined duplicate detection rules incoming 001003 = existing 035 %a ‘E ‘ incoming 024 +a3 = existing 024 %3

@) Use profile defined duplicate detection rules | incoming 001 = existing 010 %a E

© 2012 Polaris Library Systems



70 setting Up Import Profiles and Importing Records Polaris Cataloging Guide 4.1

A A A Set import options for item records
.u.uz'”@ Follow these steps to set the import profile options for item records.
Note:

You can select the system import profile Polaris default with item
creation to create item records using default settings. To make changes to
this profile, you can copy it and save it with a different name. If you are
copying an import profile, and your vendor does not use a subfield, make
sure you remove the subfield mapping from the profile on the Item Records
tab. See “Copy a Polaris read-only import profile” on page 61.

1. Click the item Records tab in the Create Import Profile window.

The Item Records tabbed page appears.

Pelaris Impart Setup - Full =
Profile setup I Bibliographic Records | Item Records | Authority Records | Record Sets
inen S2.ing Biiegraghic Recercs 2s Fina Embedded hoidings feldMARC subfield mapsing
[CBuid item records Haldings tag number:
Assigned Branch: Loanable Outside System:
Assigned Collection: Material Type:
Barcode: Name Of Piece:
Call Number Prefix: Naon Circulating:
Call Mumber Suffix: Mon Public Mote:
Circ Status: Cwning Branch:
Classification Number : Physical Condition:
Copy Number: POLI-Segment ID:
Cutter Number: Price:
B ennote Display In PAC: Public Note:
Fine Code: Renewal Limit:
Free Text Block: Shelf Location:
pdate items (enriched EDT) Funding Source: Shelving Scheme:
Holdable: Statistical Code:
Library Assigned Block: Temporary Shelf Location:
Loan Period Code: Wolume Number:
[ Impart ] l Cancel ] l Help

2. To create item records when you import bibliographic records, select
the Build item records check box.

The other options for building item records become active when you
select Build item records.

3. Ifyou selected Build item records, select one of the following options for
creating item records:
* Using embedded holdings fields only - Items are created from the
embedded holdings data in the 852, 949 or other tag in the
bibliographic record.

* Using template/system default values only - Items are created from the
information in the template and any system defaults for item
records. No embedded holdings tags are used to create the item
records.

* Using all available holdings/item fields - Items are created from holdings
information, if it is available. If the holdings tag does not contain
the information but the template does, the field on the item record
is filled in from the template.
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4. Under If a duplicate item record (barcode) is found, select one of the
following options to indicate how you want duplicate item record
barcodes to be handled:

* Save duplicate item record as provisional to save duplicates as
provisional records.

* Do not save duplicate item record if you do not want duplicate item
records to be saved.

5. Under If no item record barcode is found, select one of the following
options to indicate how you want item records without barcodes to be
saved.

* Save item record as final - Saves the new item records as final records,
even if they do not have barcodes.

* Save item record as provisional - Saves the new items as provisional
records if they do not have a barcode.

* Do not save item record - If there is no barcode, the item record is not
saved.

6. If you do not want the item records to display in the PAC, clear the
Display in PAC (when not explicitly found) check box. This option is checked
as the default.

Note:
If you use a template, the setting for Display in PAC in the item template
overrides any setting made here.

7. To use a template to fill in information not specified in the holdings
data, select Item template (for fields that are missing) and select the item
template from the list.

Note:

The Update items (enriched EDI) option is used only if you are importing
full MARC records and creating shelf-ready items. The Enriched EDI Order
import profile is already set up to update these items. See “Enriched EDI
Orders Import Profile” on page 58.

8. Under Embedded holdings field/MARC subfield mapping, type the tag number
where the holdings data is located in the Holdings tag number box.

Tip: 9. Ineachitem record field box, type the subfield letter or number for the
The data in the circ status subfield bibliographic subfield in the embedded holdings tag that contains this
of the embedded holdings field is information.

used except if the circ status code

would result in a circulation status Important:

that is not allowed for new item To create item records from embedded holdings in imported bibliographic
records. If the circ status in the records, the data in certain required fields must match the data in Polaris.
embedded holdings is a status such For example, if your profile has defined 852 tag subfield a for the Assigned
as Lost or Held, the template value Branch, the data in $a must match an ID or abbreviation for a branch in

is used (if a template is specified) your system, and it must not exceed 15 characters. For information on the
or the item circ status gets the data conventions in embedded holdings data, see “Item Records Created
default value of In. from Embedded Holdings Tags” on page 91.

10. Click save to save the import profile.

11. Click Close to close the profile or click another tab to make other
settings.
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Related Information

* Embedded holdings data details and data entry conventions - See
“Item Records Created from Embedded Holdings Tags” on page 91.

* Holdings tags retained during overlay marked with $9 - If the import
profile is set to retain embedded holdings tags (such as the 852 or 949)
from overlaid records, the specified tags are retained in the
bibliographic record before item records are created. If the bibliographic
record also has existing embedded holdings tags, they are marked with
a $9 and the text Tag retained from duplicate overlay. Item records are not
created from embedded holdings tags marked with a subfield $9. See
“Bib Tags Marked to Prevent Item Record Creation or Updates” on
page 90.

* Mark embedded holdings tags as processed - If this Polaris
Administration parameter is set to Yes, when item records are created
successfully from embedded holdings tags, a $9 is inserted into the
embedded holdings tags in the bibliographic records with the following
automatic processing information: Item generated mmm dd yyyy hh:mm[AM/
PM]. See “Mark embedded holdings data as processed” in the Polaris
Technical Services Administration Guide 4.1.

* Clean up embedded holdings tags marked with $9 - A utility can be set
up to delete embedded holdings tags and other tags (970s) marked with
a subfield 9 and specific system-generated text. See “Set up the Subfield
9 cleanup utility” in the Polaris Technical Services Administration Guide
4.1.

* Polaris read-only import profiles - Polaris has read-only import
profiles set up to do certain types of processing. You can use these
import profiles or rename them while keeping all the settings. See
“Polaris Read-Only Import Profiles” on page 56.

* Shelving scheme - The shelving scheme comes from the subfield in the
Embedded holdings field/MARC subfield mapping. If no subfield is specified
there, the shelving scheme comes from the template selected in the item
template (for fields that are missing) box. If no template is selected, or if the
template does not include a shelving scheme, and the embedded
holdings are in the 852 tag, the shelving scheme comes from the first
indicator of the 852 tag. If the first indicator of the 852 tag has an invalid
value, or the embedded holdings are contained in a different tag, use the
default shelving scheme defined in the Polaris Administration
Cataloging profile Default shelving scheme for new item records. See “Setting
Item Copy & Save Options” in the Polaris Technical Services
Administration Guide 4.1.
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Tip:

You can choose not to save any
authority records if you are
importing a mixed file with
bibliographic and authority
records, and you only want to save
the bibliographic records. You can
also run an import without saving
records to see the types of errors
encountered.

Set import options for authority records

Setting Up Import Profiles and Importing Records 73

Follow these steps to set the import profile options for authority records.

1. Click the Authority Records tab in the Create Import Profile window.

The Authority Records tabbed page appears.

Create Import Profile

Profile Setup |

Recards | Item Records

Authority Save Options

@ save all records 2 final
When Saving Authority Records as Final

Perform MARC 21 Validation
If validation erors are found:

@ Save record as provisional

(© save all records as provisional

Authority Records | Record Sets

(© Do not save any records

Perform Duplicate Detection
@) Use system duplicate detection rules

@) Use custom duplicate detection rules

(© Ignore errors; save record as final

[T Perform See Also From Reference Linking

If a suspected duplicate is found:

@ Save incoming as provisional
(©) Save incoming as final; do not replace existing

(© Merge duplicate records

save ][ Close ][ Help

2. Select one of the following save options:

« Save all records as final
« Save all records as provisional
« Do not save any records

3. If you chose to save the incoming authority records as final, and you

want to check the MARC format, select the Perform MARC 21 Validation
check box, and choose one of the following options:

* Select Save record as provisional to save the record provisionally if
errors in MARC format are detected.

* Select Ignore errors; save record as final to save authority records as
final when they have errors in MARC format.

4. To check for duplicate authority records that already exist in the

Polaris database, select Perform Duplicate Detection, and choose one of

the following options:

¢ Select Use system duplicate detection rules to use the standard
duplicate detection rules.

* Select Use custom duplicate detection rules to specify what tags will be
used to match the incoming records with existing records to
identify duplicates.
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5. If you selected Use custom duplication detection rules, do the following
steps:

& Use custom duplicate detection rules

Rules to select -~ j Rules to apply (a5 unique groups)
incoming 00T = existing 010 £a incoming 020 42 = existing 020 £a
incoming 001 = existing 035 £a d incoming 022 +a = existing 022 +a
incoming 001/003 = existing 035+3 %

a) Select the duplication detection rules from the Rules to select list.

b) Click j to add the rule to the Rules to apply (as unique groups) list.

6. If you selected Perform Duplicate Detection, indicate how you want
Polaris to handle duplicate records by selecting one of the following
options:

Select Save incoming as provisional to save the incoming duplicate
records as provisional.

Select Save incoming as final; do not replace existing to save the
incoming duplicate records as final but not replace the existing
records.

Select Merge duplicate records to merge incoming authority records
with duplicate authority records already in your database.

7. If you selected Merge duplicate records, select the branch whose
preferred cataloging source you want to use in the Preferred cataloging
source for box.

8. To perform See Also From reference linking when no match exists in the
database, select the Perform See Also From Reference Linking check box,
and select one of the following options:

Select Automatically create new see also reference; save authority record
as final to create a new “see also” reference and save the record as
final.

Select Do not create see also reference; save authority record as final if
you do not want to create a “see also” reference, and you want to
save the record as final.

Select Do not create see also reference; save authority record as provisional
if you do not want to create a “see also” reference, and you want to
save the record as provisional.

9. Click save to save the profile, and click another tab or close the profile.

Related Information

* “Authority Duplicate Detection Rules Reference” in the Polaris Technical
Services Administration Guide 4.1

* “Automatic Processes During Import” on page 90

© 2012 Polaris Library Systems



Polaris Cataloging Guide 4.1 Setting Up Import Profiles and Importing Records 75

2 Set import options for record sets

qdq "N H

.H.UZ”@ When you are importing records, you can specify that certain types of
records are to be grouped in record sets to facilitate record retrieval or bulk
processing. If you are importing multiple files in a single import job, each
file of MARC records has its own record set. You can set up record sets for
grouping the following types of cataloging records: final bibliographic
records, provisional bibliographic records, bibliographic records with a
deleted status, final authority records, provisional authority records,
authority records with a deleted status, final item records, and provisional
item records.

Follow these steps to set the profile options for record sets.

Note:

If you specify a bibliographic record set, the imported records are added to
it. However, if the profile is set to reject incoming duplicate bibliographic
records but retain specific tags from the rejected records, the resident
bibliographic record with the retained tags is added to the record set. For
example, if you import brief bibliographic records with 970 tags for
creating purchase orders, the profile is set to reject incoming duplicate
records, but retain the 970 tags. The 970 tags are saved in the resident
record, and it is added to the record set. When the record set is bulk-
added to a purchase order, the 970 tags automatically create the purchase
order line item distribution grid.

1. Click the Record Sets tab in the Create Import Profile window.

The Record Sets tabbed page appears.

Create Import Profile
Profile setup | Bbliographic Records | Item Records | Authority Records | Record Sets |
Bibliographic Record Set Authority Record Set
Final Final
[C] save to new record set []save to existing record set [C]5ave to new record set [C]5ave to existing record set

Name: Name:

Owner: Owner:
Pravisional Provisional
[C] save to new record set [ 5ave to existing record set [ save to new recard set

Name! Name:

Owner: Owner:
Deleted Deleted
[ 5ave to new record set [ save to new record set [F]save to existing record set

Name: Name:

Qwner: Qwner:

Ttem Record Set
Final Provisional
[ save to new record set [ save to existing record set [ save to new record set [Fsave to existing record set

Name: Mame:

Owner: Owner:

[Csave [ cose ][ heb
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Tip:

Name record sets so your staff can
easily identify them when
searching for records. If you are
setting up a profile for importing
records to bulk add to purchase
orders, name the record set to
identify the vendor. See “Creating
Purchase Orders” in the Polaris
Acquisitions Guide 4.1. You can use
the profile each time you import
records from that vendor. Also, you
may want to set the branch as the
record set’s owner because if the
owner is a staff member, only that
staff member can modify the
record set.

Polaris Cataloging Guide 4.1

2. For each cataloging record type, choose one of the following options:
* Select Save to new record set, type the name of the record set in the
Name box, and select the owner in the Owner box.

* Select Save to existing record set, click Find to locate the record set,
and select Append or Replace.

Note:

If you have specified a record set for records with a status of Deleted,
imported records with a status of Deleted are put in a record set. In

addition, existing records that are overlaid by duplicate incoming records
are put in the Deleted record set.

3. Click save to save the profile, and click Close to close it or click another
tab to make other settings.

Print an import profile

Follow these steps to print an import profile.

1. Select Utilities, Importing, Profile Manager to open the Import Profile
Manager.

2. Select the profile, right-click and select Print, Profile or click the down
arrow next to the printer icon in the toolbar and select Profile.

10100

" Import Profile Manager - Polaris E=n R
File Edit View Help

Filter By

Creator: [PolarisExec -

Profile Name Description Crestor

Acquisitions Bibs For Bib records from vy fonly)  PolarisExec

Authority Update Import
Enriched EDI Orders

Polaris default

Polaris default (with item creation)

Open

Authority Updste Impd
Enriched EDI Orders (r|
Polaris default import
Polaris default with tef

PolarisEwar
List View

Print >

Copy Profile

Delete

[® Import Profifes

For Help, press F1 NUM

The Import Profile document appears in the report preview window.
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Import Profile

Hame. Acq. Daker & Tapke2

Descriphon:  Baker & Taylor Aca

Creator. peer Modher

Creation dat 008 2 1031 PM Modfcatan data

Bizbograghic save option: Save
Rcoed cwner: QuA-Plate 4.1 Cluster T

Displary in PAC Yoz
MARC vabdston i MARC vabelato
Authority controk o authosity conteol
Duphicats deiecion orm d mctic

ecedtng brvels malch, s
Use system duphicats rubss o

feund igrorm and anforce anced iy ol = Eictn=
2ed & tmal. replace dalabase seond
Yoe U zytmm eetertion rles No

Diebegraghe duahcate criena
AuthorTie

SEN

55N

Just Tide and

LECN

Fiule group 1

Fiule group 2

Tthe260 $¢.

Tl CCN

Flelnrison Ly Indicalor ane Iefaaler b

70 blank 0123456783 blank 0123456789

Autherty zaem option Do nct cave

Ram save opsion: D not s

Bbographe: Snal recerd set
Kame (owner] AcqueticncDibsFingl (QA-Plats 4.1 Chuster Tect Srctem)
Hew or eansting New
Biblographac provisional record set
| Aequisitions itz Peovisional (08Pl 4.1 Clustes Tast Systam)
Horwe o maiating New

3. Select File, Print from the menu in the report preview window.

Modify an import profile

If you have the required permissions, you can modify import profiles
except for those created by Polaris. These read-only profiles have the
creator name PolarisExec. You can copy and rename PolarisExec import
profiles. See “Copy a Polaris read-only import profile” on page 61.

Follow these steps to modify an import profile other than a PolarisExec
profile.

1. Select Utilities, Importing, Profile Manager from the Polaris Shortcut Bar.

m Polaris Shortcut Bar - peer [COB] =l & =3
File Acquisitions Serials Cataloging Patron Services  Circulation  Administration [Utilities Window Help

O @ 77 B B~ E5 & 6 = & ' i Reports and Motices 574

Importing 3 Express Import
Exporting Full Tmport
Cataloging Processing 3 Import Jobs Gueue
Quick-circ Item Records Profile Manager

Link te Supplier Databases
Update Currency Exchange Rates

Label Manager
Mailing Lakel Manager

Credit Card Payments Manager

The Import Profile Manager appears.
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2.
3.

Polaris Cataloging Guide 4.1

Select a username other than PolarisExec in the Creator box.

Double-click the profile you want to modify, or right-click and select
Open from the context menu.

The Modify Import Profile window appears.

Meodify Import Profile - Acquisitions Bibs 2 @

Profile Setup | Bbliographic Records | [tem Records | Authority Records | Record Sets

Name: Jacquisitions Bibs 2]

Creator: | Peer

For Bib records from vendor selection tools (read only)
Description:

Source file name: C:\Users'\Peer\Desktop\MARCImport

Browse...

save | [ cose | [ hep

To change the name of the profile, type the new name in the Name box.

To change the description of the profile, type the new description in
the Description box.

To change the default directory or source file, click Browse to browse
to the new location.

Click the tab containing the options you want to modify, and see the
following sections for instructions on modifying these import options:
* “Set import options for bibliographic records” on page 65

* “Set import options for item records” on page 70

* “Set import options for authority records” on page 73

* “Set import options for record sets” on page 75

Click save to save the profile when you have finished making
modifications.

Note:

You can check your settings by printing the profile. See “Print an import
profile” on page 76.

Click Close to close the profile after you have saved it.
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4 A A Delete an import profile

Follow these steps to delete an import profile.

1. Select Utilities, Importing, Profile Manager from the Polaris Shortcut Bar.

The Import Profile Manager appears.

1010

'\ Import Profile Manager - Polaris o] @]
File Edit View Help
e & X &©
Filter By
4 Creator: | PolarisE:
reator: | PolarisExec 5
2
Y
o .
= Profile Name Description Creator
Q. For 8ib records from vendor selection tools (read only)  PolarisExec
t Authority Update Import Authority Update Import profile {read only) PolarisExec
0 Enriched EDI Orders Enriched EDI Orders (read anly) PolarisExec
Q Polaris default Polaris default import profile (read only) PolarisExec
E Polaris default (with item creation) Polaris default with item creation (read only) PolarisExec
=3
For Help, press F1 NUM

2. Right-click the profile you want to delete, and select Delete from the
context menu.

A confirmation message appears.

3. Click Yes to delete the profile.
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Importing Records

When you select Utilities, Importing from the Polaris Shortcut Bar, there are
two options for importing: Express Import and Full Import. If you select Express
Import, you can change settings on the Profile Setup and Record Set tabs, but
you cannot change the settings for bibliographic, authority, or item records.
If you select Full Import, you can change settings on all the tabs in the Polaris
Import Setup window if you have the appropriate permissions.

Note:

Separate permissions control express and full importing. For more
information, see “Import Records” in the Polaris Technical Services
Administration Guide 4.1.

Before you can import MARC records, they must be downloaded from the
cataloging source or materials vendor and saved in a file on your
computer’s desktop or in another location where you can easily find them.
To select the file or files to be imported, you click Add in the Polaris Import
Setup window, and locate the file(s). If the profile was saved with a specific
import file name, the file is selected automatically (if it exists). If the profile
was saved with a directory location for the source files, the window opens
to that directory.

Note:

Importing large quantities of records may slow response times for other
processes in Polaris. Therefore, you may want to start the import process
when the library is closed and when it will not interfere with scheduled
system backups.
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a A Use Express Import to import records

4 e ry

.H.UZHS The Express Import option allows staff members to import records using
an existing profile that specifies the appropriate importing options. The
only settings that can be changed for an express import are the source file
name, the report name, and the options on the Record Sets tabbed page.
Follow these steps to import records using the Express Import option.

1. Select Utilities, Importing, Express Import from the Polaris Shortcut Bar.

The Polaris Import Setup window appears.

Polasis bmpoe Setup - Expeess [===]

Profie sete | Bishogr s Rincords | Thom Records | Autherity Recerds | Recond Sets

Import profile: Pt defouit

Fravie Hame

Michwest Tage Non-rnt Impert Profie

Tip: 2. Select the profile from the list.

If you are importing authority . . .

records from Polaris ZMARC 3. Click the Add button to browse to the import file(s) on the computer
automatic authority updates, desktop or network.

select the profile Authority
Update Import.

Tl p m Open @
If the profile was saved with a {)w[1 v MARCImpon « [ %2 ][ Search MARCImport L
specific import file name, the file is T —— F——
selected automatically (if it . % . -

. . b Fle .‘; MName Date modified Type Size
exists). If the profile was saved x M

ith a directory location for the B Destioe [ [Ehhe 6/10/2010410PM  MRCFile 205KB
wi . y . & Downloads |2 Zw500bib02142012_16129 2/14/2012 4:03 PM MR File 341 KB
source files, when you click Add, ] Recent Places || | 2] Zv500bib03052009_151540 3/5/2009315PM  MRC File 56 KB
the window opens to that
directory.

4. Select the MARC file or files, and click Open.

The files are listed in the Import Setup window.

5. To change the defaults for record sets, click the Record Sets tab, and
follow the steps in “Set import options for record sets” on page 75.

6. Click Import to import the records.

Aninitializing dialog box displays for a few seconds. If necessary, you
can cancel the import by clicking Cancel on the message box. Canceled
jobs do not appear in the Import Jobs Queue.
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Polaris Import - 1 files submitted
il Import file currently parsing (1 of 1)
C:\Users\Peer\ DesktopiMARCImport\Zv500bib02142012_16129.mrc

Cancel All Jobs

When initializing has completed, another message box appears.

7. Click oK to see the Import Jobs Queue and the status of your import
files.

Your files may be in a pending status for a few minutes before import
processing begins.

Related Information

* “View import jobs in the queue” on page 86.

* “Print import reports from the Import Jobs Queue” on page 88
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1. 2 g Use Full Import to import records

When you use the Full Import option, you can use a profile and accept all
the settings, change the settings, or manually set all options on all tabs of
the Polaris Import Setup window. Follow these steps to import records
using the Full Import option.

1. Select Utilities, Importing, Full Import from the Polaris Shortcut Bar.

The Polaris Import Setup - Full window appears.

Polaris Import Setup - Full @
Profile setup | Bibliographic Recards | Ttem Recards | Authority Records | Record Sets
Import profile:  Polaris default
Profle Name Description Creator o
Midwest Tape Man-print Impart Profile Bib rules for importing MWT bibs Reid
Model for revisions This is just for viewing alternative UT's Alden
Multple ISBN import test Reid
MVL Nettibrary For MVLS member libraries Downloadable Audiobooks sobrien
New Profile for Community peer |:|
Otten Test This is the description field. I've edited it some more ... Otten o
Otten test 2 Otten
Polaris default Polaris default import profile (read only) PolarisExec
Polaris default {with item creation) Polaris default with item creation (read only) PolarisExec T
Import files: 0 files selected
Add...
mport | [ cancel | [ ke

2. To manually set the import options, see the following topics:
* “Set import options for bibliographic records” on page 65
* “Set import options for item records” on page 70
* “Set import options for authority records” on page 73

* “Set import options for record sets” on page 75

Tip: 3. To use a profile, select it from the list.

You can start with a profile that is

not read-only, and change an Note:

option before starting the import. If you are importing authority records from Polaris ZMARC automatic

authority updates, select the profile Authority Update Import.

4. Select the profile from the list.

Tip: 5. Click the Add button to browse to the import file(s) on the computer

If you are importing authority desktop or network.
records from Polaris ZMARC

automatic authority updates,
select the profile Authority
Update Import.
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Tlp I Open
If the profile was saved with a &= » marCimpor

specific import file name, the file is

V|“’“_::'."?'-—::"::T ol

N J Organize v New folder =~ [l @
selected automatically (if it =
. . & Fovorites - Name Date modified Type Size

exists). If the profile was saved x
Wlth a dil’eCtOI’ |Ocati0n fOr the Bl Desktop 2] New 6/10/2010 4:10 PM MR File 275 KB

) y ) & Downloads 2] Zv500bib02142012 16129 2/14/2012 4:03 PM MR File 341 KB
source files, when you click Add, £l Recent Places |_| | 7] Zv500bib03052009 151540 3/5/2009315PM  MRCFile 56 KB
the window opens to that
directory.

6. Select the MARC file or files, and click Open.
The file or files are listed in the Import Setup window.
7. Click Import to import the records.

An initializing dialog box displays for a few seconds. If necessary, you
can cancel the import by clicking Cancel on the message box. Canceled
jobs do not appear in the Import Jobs Queue.

Polaris Import - 1 files submitted

il Import file currently parsing (1 of 1)

C:\Users|PeerDesktop\ MARCImport\Zv500bib02142012_16129.mrc

Cancel All Jobs

When initializing has completed, another message box appears.

8. (lick OK to see the Import Jobs Queue and the status of your import
files.

Your files may be in a pending status for a few minutes before import
processing begins.

Related Information

* “View import jobs in the queue” on page 86.

* “Print import reports from the Import Jobs Queue” on page 88
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Using the Import Jobs Queue

The Import Jobs Queue shows import jobs that are currently running, all
pending jobs that have not yet run, and jobs that have completed. All
import jobs for all clients that use the same server go to a single job queue
in the order in which they were added to the queue, with the most recently-
added jobs at the end of the queue. You can use the Import Jobs Queue to
view jobs, stop jobs, print reports, and delete jobs.

The Import Jobs Queue contains the following columns:
* Path - The complete path for the import file
* File - The name of the import file
* Organization - The organization for which the user is logged in
* User - The user who launched the import job

* Workstation - The workstation from which the import job was
launched

* Type - The type of records in the import

* status - The status of the import job (Initializing, Running, Pending,
Completed, Stopped, Blacked out)

* Records Read - The number of records in the import file

* Records Created - The number of records created in the Polaris
database

* Posted - The date and time the import job was launched
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1 @ g View import jobs in the queue

Follow these steps to view import jobs in the Import Jobs Queue.

1. Select Utilities, Importing, Import Jobs Queue to open the Import Jobs
Queue window.

By default, the jobs are sorted by the date and time posted. If multiple
files were selected for import, each file appears on a separate line.
Completed jobs remain in the queue until an authorized user
manually deletes them.

2. Click any column heading to sort the list.

Note:

Pending import jobs have been successfully initialized, but the import
processing has not yet begun. Blacked out import jobs have been
successfully initialized, or may have started running, but import processing
is not currently allowed because a system- or user-defined blackout time is
in effect. When the blackout time has ended, processing automatically
begins or resumes.

m Import Job Queue IEI@

File Edit View Tools Help

- x '\ Report E@

Path File Organization User Workstation Type Status Records Read  Records Created -

C\Users\Peer\.. Zv500bib021.. Community Library (.. Laura Peer Bibliogr.. Completed |£‘

C\Users\Peer\... Zv500bib013.. Community Library (.. peer Laura Peer Bibliogr.. Completed 29 29

Z\ProgramDat.. LCAuthorityU.. Saratoga Springs Pu.. Zuk.. Zukowski-W7 Unknown Initializing 0 0

Uimy stuff\Pol.. Documents_2.. Otten test Ott.. Jeanne Otten  Bibliogr.. Completed 80 80

Uimy stuff\Pal.. Documents_2.. Stillwater Public Libr.. Ott.. Jeanne Otten  Bibliogr.. Stopped 80 ]

UAmy stuff\Pol.. Documents_2.. Stillwater Public Libr.. Ott.. Jeanne Otten  Bibliogr.. Completed 2 2

Uhmy stuff\Pal.. Otten test 00.. Stillwater Public Libr.. Ott.. Jeanne Otten  Bibliogr.. Stopped 24 0

Uhmy stuff\Pol.. Documents_2.. Stillwater Public Libr.. Ott.. Jeanne Otten  Bibliogr.. Stopped 80 0

Udmy stuff\Pol.. Documents_2.. Stillwater Public Libr.. Ott.. Jeanne Otten  Bibliogr.. Stopped 2 0

Udmy stuff\Pol.. Documents_2.. Stillwater Public Libr.. Ott.. Jeanne Otten  Bibliogr.. Completed 24 24

Udmy stuff\Pol.. Documents_2.. Stillwater Public Libr.. Ott.. Jeanne Otten  Bibliogr.. Completed 2 2

Udmy stuff\Pol.. Documents_2.. Stillwater Public Libr.. Ott.. Jeanne Otten  Bibliogr.. Stopped 80 0

Uimy stuff\Pol.. Documents_2.. Stillwater Public Libr.. Ott.. Jeanne Otten  Bibliogr.. Stopped 80 0

Z\ProgramDat.. LCAuthorityU.. Saratoga Springs Pu.. Zuk. Zukowski-W7 Authority Completed 239 259

CA\Users\Schrie.. mrc20120210.. Schrier Sch.. SCHRIER-W7  Bibliogr.. Completed 36 36

Ch\Users\Peer\.. Zw500bib013.. Community Library (.. peer Laura Peer Bibliogr.. Completed 29 29

Ch\Users\Peer\... Zv500bib013.. Community Library (... peer Laura Peer Bibliogr... Stopped 29 0

:-\‘l lsers\Peart  ZuSN0RIkT2  Community likrans 0 nln;-r Laiira Peer Rihlinnr _ Comnleted 29 | 29 . i
For Help, press F1 910 jobs NUM

3. Click the refresh button periodically to see the most recent import jobs.

Related Information

* “Delete an import job from the Import Jobs Queue” on page 87

* “Print import reports from the Import Jobs Queue” on page 88.
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Stop an import job from the Import Jobs Queue

A
.M.”A” If you stop a pending import job, no import processing occurs. If you stop
a running import job, any records that may have already been processed
are not affected. This may mean that some records have been processed,
and others have not, resulting in an incomplete record set and report. You
cannot “roll back” records already imported, and stopped jobs cannot be

restarted. If you stop a blacked out import job, only those records that have
not been imported are affected; any records already imported before the
blackout time are not affected.

Follow these steps to stop an import job from the Import Jobs Queue.

Important:

If you have permission to do importing (either Import bibliographic, item
and authority records: Allow or Express importing: Allow), you can stop
or delete your own import jobs from the Import Jobs Queue. However, to
stop or delete import jobs initiated by other staff members, you will need
the permission Manage import jobs: Allow for the branch organization
where the job was initiated. Staff members who require control over
importing for multiple (or all) branches must be granted the Manage
import jobs: Allow permission for each branch.

1. Select Utilities, Importing, Import Jobs Queue.

The Import Jobs Queue dialog box displays the details for each import
job.

2. Before stopping an import job, refresh the Import Jobs Queue to make
sure you are seeing the most recent status of the files.

3. Select the import job, and click the Stop button in the toolbar, or right-
click, and select Stop from the context menu.

A message informs you that the stopped import job cannot be
restarted and asks you to confirm that you want to stop the import job.

4. Click Yes to stop the import.

A A Delete an import job from the Import Jobs Queue

lu - Import jobs remain in the Import Jobs Queue until they are manually
deleted by an authorized user when there is no further use for them or the
report. Follow these steps to delete a completed import jobs.

1. Select Utilities, Importing, Import Jobs Queue.

The Import Jobs Queue dialog box displays the details for each import
job.

Select the completed import job that you want to delete.

Right-click and selected Delete from the context menu.
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Tip:

You can also print the New Titles
Imported report from the
Cataloging Reports menu. The New
Titles Imported report shows the
titles that were imported for an
organization or organizations
within a specific time period. For
more information, see “Cataloging
Reports” on page 101.

Tip:

Import reports are not saved to the
local computer. To save a copy of
the report, open the report from
the Import Jobs Queue, select File,
Save As, and type a file name and
path.

Print import reports from the Import Jobs Queue

If you want details regarding a specific import job, you can print an import
report in pdf format from the Import Jobs Queue. The Import Jobs Queue
lists import jobs for both bibliographic and authority records.

Follow these steps to print details of an import job from the Import Jobs
Queue.

1.

Select Utilities, Importing, Import Jobs Queue.

The Import Jobs Queue dialog box displays the details for each import
job.

2. Double-click the importjob you want to print. Or, select the import job
and click the Report button, or right-click and select Print Report.
3. Select File, Print from the menu.
The Import Report pdf appears in the preview window.
4. Select File, Print to print the report displayed in the preview window.
Import Report

The first section of the report lists the selected import options and the user
ID of the staff member who imported the files.

Import Report
File: C:AUszers\PeeriDesktop\MARCImport\iZv500bib02142012_16129.mrc
Submitted date: 214/2012 4:03:52 PM  Import type: Full Source: MARC File
Profile used: Polaris default
Branch: Community Library (Cobleskill)
User: peer Stopped by user: No
Workstation: Laura Peer Scheduled date:
Bibliographic save option: Save az final
Record owner: QA-Plato 4.1 Gluster Test System Display in PAG: Yes
MARC validation: Perform validation. If errors are found. save record as provisional
Authority control: Ne authority control
Duplicate detection: Perform duplicate detection. If errors are found, save record as provisional
Use system duplicate rules: Yes
Bibliographic duplicate criteria
AuthorTitle
ISBN
ISSN
LCCN
Rule group 1
Rule group 2
Title/260 $c
Title/LCCN
Authority save option: Save as final
MARC validation: Perform validation. If errors are found. save record as provisicnal.
Link see also references: No see also from processing
Duplicate detection: Perform duplicate detection. If errors are found. save record as provisional.
Use system duplicate rules: Yes
Authority duplicate criteria
Discontinued LCCN
Heading/Thesaurus
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Following the import options are details for records that were imported
and whether there were MARC validation problems, duplicates of existing
records, or item records created where default information was used.

Bibliographic record: 867968

Title Utah : the beehive state

Begin time: 2/14/2012 4:05:03 PM Record status: Provisional

End time: 214/2012 4:05:04 PM LDR status: n
Duplicate Reason Title

810775 LCCN:ISBN: Author/Title:Title/260 Sc:Just Title  Utah : the beehive state
and:Title/LCCN

810776 LCCN:ISBN:AuthoriTitle: Title/260 $c:Just Tile  Utah - the beehive state
and Title/LCCN

Bibliographic record 867969
Title: Three stages of amazement : a novel
Begin time: 2/14/2012 4:05:04 PM Record status: Provizional
End time: 2/14/2012 4:05:04 PM LDR status: c
Error(s)

Validation: Tag 914 is not defined
Validation: Tag 915 iz not defined
Validation: Tag 916 is not defined
Validation: Tag 955 is not defined

The last section lists the import statistics.

Mo record sets were specified
IMPORT STATISTICS
Begin time: 2/14/2012 4:05:00 PM End time: 2/14/2012 4:07:27 PM
Bibliographic records:
Final: 0 Provisional: 237 Deleted: 0O Rejected: 0O
Updated: 0
Authority records:
Final: 0 Provisional: o Deleted: 0O Rejected: 0O
Remote authority control generated: [+] System generated: 0
Item records:
Final: 0 Provisional: o Updated: 0 Rejected: 0O
Total records read from file: 237
Total records created: 237
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Automatic Processes During Import

When records are imported, they are processed according to settings in the
import profile and in Polaris Administration. Some processing takes place
before any records are created or updated, and other processing occurs

when the data in the imported records are used to create or update records.

MARC Records Validated

If validation is selected in the import profile, the records are validated
according to the following Polaris Administration Cataloging profiles:
MARC validation: Bibliographic and MARC validation: Authority. However, if the
incoming records contain indictors or subfields with data that cannot be
validated, the data is replaced with the following defaults: Indicators
default to ' ' and subfields default to '?". For more information, see

“ Administering MARC Validation and Display” in the Polaris Technical
Services Administration Guide 4.1.

Authority Control Performed

If the options to Perform authority control and Automatically create new authority
record; save bibliographic record as final are selected in the Bibliographic
Records tab of the import profile, the system searches for an existing
authority record for the heading. If no matching authority record is found
in the local database, an authority record is created automatically and
saved to the database. If your library has a subscription to a remote
database of authority records, the remote database is automatically
searched when no matching authority record is found. The new authority
record is saved in the database and linked to the new bibliographic records.

Bib Tags Marked to Prevent Item Record Creation or Updates

If you are using an import profile that is set to create item records from
embedded holdings tags, an automatic process first checks the
bibliographic records for the presence of pre-existing holdings tags with
the same tag number specified in the import profile. If pre-existing tags are
found that match the retained tags under Keep MARC tags in the import
profile, and these tags do not already have a $9 subfield, then a system-
supplied $9 with the text Tag retained from duplicate overlay is inserted into the
tag. Pre-existing embedded holdings tags that do not already have a $9
subfield are marked automatically without a Polaris Administration
parameter.
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When embedded holdings tags are used to create new items or to update
on-order items to shelf-ready items, a $9 with the text Item generated is
inserted into the tag if the Polaris Administration Cataloging parameter
MARC embedded holdings tags as processed is set to Yes.

During the import process, item records are not created or updated if the
embedded holdings tags are marked as follows:
= $9 Tag retained from duplicate overlaymmm dd yyyy hh:mm[AM/PM]

Or
® $9 Item generated mmm dd yyyy hh:mm[AM/PM]

Your Polaris Administrator can use a utility to automatically scan for
specific tags marked with $9 and remove them. See “Setting Utility to
Delete Bib Tags Marked with Subfield 9” in the Polaris Technical Services
Administration Guide 4.1.

Item Records Created from Embedded Holdings Tags

When you import bibliographic records using an import profile that is set
to build item records from embedded holdings tags, the items are created
automatically based the holdings tag number and MARC subfield
mapping specified on the Item Records tab. This table shows the default
settings, requirements, and data entry conventions for item record creation
from data in the 852 tag in the Polaris default (with item creation) profile. The
data entry conventions apply to all profiles.

Polaris Item Record Field

(Bold type = Required) Subfield | Required Data Entry Conventions
Assigned (branch) $a Yes Must match a branch ID or abbreviation. 15 characters max.
Collection $b No Must match a collection ID or abbreviation.15 characters max.
Barcode $p No 20 characters max.
Call Number Prefix $k No 60 characters max.
Call Number Suffix $m No 60 characters max.
Circ Status N/A No ID or description. 80 characters max. Certain circ statuses are not

allowed in new item records, for example Lost. If the ID or
description in the circ status is not allowed, the circ status is taken
from the template or from system defaults for item records.

Classification Number $h No 60 characters max.

Copy Number $t No 60 characters max.

Cutter Number $i No 60 characters max.

Display in PAC $4 Yes 0=No, 1=VYes

Fine code $r Yes FineCodelD (ID or description). 80 characters max.
Free Text Block N/A No 255 characters max.

Funding Source $1 No 50 characters max.

Holdable $5 Yes 0=No, 1=Yes
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Polaris Item Record Field

(Bold type = Required) Subfield | Required Data Entry Conventions
Library Assigned Block N/A No ID or description. 80 characters max.
Loan Period Code $u Yes LoanPeriodCodelD (ID or description). 80 characters max.
Loanable Outside System | $7 Yes 0=No, 1=VYes
Material Type $w Yes MaterialTypelD (ID or description). 80 characters max.
Name of Piece N/A No 255 characters max.
Non Circulating N/A No 0=No, 1=Yes
Non-Public Note $x No 255 characters max.
Owner (branch) $o Yes Must match a branch ID or abbreviation. 15 characters max.
Physical Condition $q No 255 characters max.
POLI-Segment ID N/A No Number
Price $0 No Monetary value (Format: ##.## No '$' should be in the subfield; a
decimal should be included where appropriate.)
Public Note $z No 255 characters max.
Renewal Limit By Yes 0-99
Shelf Location $c No Must match shelf location (ID or description). 80 characters max.
Shelving Scheme $j Yes 0=No information,
2=Library of Congress
3=Dewey Decimal
4=National Library of Medicine
5=Superintendent of Documents
6=Shelving Control Number
7=Title
8=Shelved Separately
9=Other
Statistical Code $d No 8 characters max (description).
Temporary Shelf Location $l No 25 characters
Vol (volume) $v No 60 characters max.
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Records Checked for Duplicates

If duplicate detection is selected in the profile, duplicates are identified
according to the rules in the following Polaris Administration database
tables: Bibliographic Deduplicaton or Authority Deduplication. For more
information, see “Change bibliographic or authority deduplication tables”
in the Polaris Technical Services Administration Guide 4.1. You can also select
the option Use profile defined duplicate detection rules in the import profile and
select the rules to apply.

Duplicate Records Overlaid

Tip:

Double-click on the Leader in the
MARC21 view of the Bibliographic
Record workform to see the encoding
levels in Leader position 17:

space - Full level

1 - Full level, material not examined
2 - Less than full level, material not
examined

3 - Abbreviated level

4 - Core level

5 - Partial (preliminary) level

7 - Minimal level

8 - Prepublication level

E - System-identified MARC error in
batchloaded record

| - Full-level input by OCLC participants

J - Deleted record
K - Less-than-full input by OCLC
participants

L - Full-level input added from a batch

process

M - Less-than-full added from a batch

process
u - Unknown
z - Not applicable

If the import profile is set to perform duplicate detection, it can also specify
how duplicate records are handled.

Tags Retained from Duplicate Records

The following Polaris Administration policy tables are used to identify tags
to retain from duplicate records that are overlaid: Bibliographic Overlay
Retention or Authority Overlay Retention. For more information on these tables,
see “Specify tags to retain when records are overlaid” in the Polaris
Technical Services Administration Guide 4.1. For bibliographic records, you
can also select the option Profile-defined overlay retention tags in the import
profile and select additional bibliographic tags to retain. See “Set import
options for bibliographic records” on page 65.

Bibliographic Overlay Based on Encoding Level

If the import profile is set to compare the encoding levels of duplicate
records, the value in Leader position 17 is checked. The following table
shows the values in the incoming record in Leader position 17 and the
values in the existing record that allow or disallow an overlay. If the
encoding levels are equal, the records are processed according to the
setting in the import profile.
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Overlay of Authority Records Based on Cataloging Source

If the option Merge duplicate records is selected when importing authority
records, the 040 $a of the incoming record is checked against the entries in
the following Administration policy table: Authority Record Import: Preferred
Cataloging Source. If the (040 $a) code in the incoming record matches an
entry in the table, the preference order of the code is checked. The incoming
record overlays the database record if it has a higher level of preference
than the code in the database record.

Note:

For information on setting up this policy table, see “Specify preferred
cataloging sources for authority records” in the Polaris Technical Services
Administration Guide 4.1.

1. The original cataloging agency of the incoming record (tag 040 $a) is
matched to entries in the Authority Record Import: Preferred
Cataloging Source policy table in Polaris Administration.

Preferred Cataloging Incoming
Source Table Entries Record Import Processing Status
for Importing Library Tag 040 $a
Has entries Matches a table | Valid for import processing
entry
Has entries Does not match Invalid record is logged in the import
a table entry report, but is not added to the
catalog
Has entries No tag 040 Invalid record is logged in the import
report, but is not added to the
catalog
No entries No tag 040 Incoming record is added to catalog
as provisional. Logged in import
report. Added to provisional record
set if specified. Existing record is
not changed.
No entries Has original Valid for import processing
cataloging
source
information

2. Iftheimported authority record is from a preferred cataloging agency,
the ranking of the agency is compared with the agency ranking of the

existing record.

The ranking of preferred cataloging agencies is determined by the
agency’s entry position in the Authority Record Import: Preferred
Cataloging Source policy table in Polaris Administration.
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Incoming Record
Original Cataloging Agency Processing Done for Incoming Record
Preference

Higher than the agency for the Processed according to value in record
existing record status (Leader/05)
Equal to the agency for the Processed according to value in record
existing record status (Leader/05)
Existing record does not have a Processed according to value in record
cataloging agency specified status (Leader/05)
Lower than the agency for the Entry logged in import report. Incoming
existing record record is not added to catalog.

3. If theimported record has a higher or equal source preference than the
existing record, the duplicate records are processed based on the
record status (Leader/05) of the incoming record.

¢ If the incoming record has a record status of n (new), ¢ (corrected
or revised), or a (increase in encoding level), Polaris does new or
update processing.

* If the incoming record has a record status of d (deleted), s (deleted
with heading split), or x (deleted with heading replaced), Polaris
does deletion processing.

Authority Records Deleted

If the incoming authority record status (Leader/05) is d, s, or x, the
following deletion processing occurs during import:

* If the incoming authority record status is d (deleted), the following
processing occurs:

* All bibliographic record links to and from the existing authority
record are disconnected.

* If any authority record has the existing authority record 1xx field
as a 4xx field, the cross-reference is logged in the import report.

* All authority record links to the existing authority record are
disconnected.

* The existing authority record is replaced by the incoming record.
* The deleted record is logged in the import report.
* If the incoming authority record status (Leader/05) is s (deleted;

heading split into two or more headings), the following processing
occurs:

* All bibliographic and authority record links to and from the
existing authority record are disconnected.

* All disconnected links are logged in the import report.
* The existing authority record is replaced by the incoming record.

* The deleted record is logged in the import report.
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* If the incoming authority record status (Leader/05) is x (deleted;
heading replaced by another heading), the following processing occurs:

All bibliographic and authority record links to and from the
existing authority record are disconnected.

The existing authority record is replaced by the incoming record.

The deleted record is logged in the import report.
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Checking Cataloging Records

Several checking functions in Polaris Cataloging help you maintain
accurate and complete records. When you save or import records, Polaris
checks for matching authority headings, validates the MARC format, and
checks to see if there are duplicate records already in the database. You can
also use these tools to check records at any time.

If you change a heading in an authority record, a dialog box lists the linked
records that are affected by the change. You can automatically change the
headings in the linked records to match the change in the authority record.

This unit covers the following topics:

* “Checking Authority Headings” on page 106

¢ “Checking MARC Format” on page 115

* “Checking for Duplicate Records” on page 118
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Checking Authority Headings

Checking authority headings in bibliographic and authority records
ensures consistency in indexing, so retrieval is reliable. Headings are
checked when you save the record as final or when you select Tools, Check
Headings on the Bibliographic Record workform, or Tools, Check See Also From
on the Authority Record workform.

Note:
The headings check is not done automatically when you save the record as
provisional.

If no invalid headings are found, the Check Complete message appears or the
record is saved. If any unlinked headings are found, the Check Headings
Assistant dialog box lists the problem headings. You can correct the
problem heading in the record, create a new authority record to match the
problem heading, or disregard the problem and leave the heading
unlinked. You must have permission set in Polaris Administration to create
authority records.

You can also create links automatically from an open authority record to
new bibliographic or authority records whose headings match, or are very
close to, the heading in the open record. When you make new links to
authority records or update links, you can see the changes by selecting
Utilities, Cataloging Processing, Authority Create Links Queue or the Authority Update
Links Queue.

Authority Control for Local Headings

Note:
If you do not want authority control performed on these local headings,
contact your Polaris Site Manager.

Polaris performs authority control for some local subject headings. Local
subject headings must be in 690 and 691 fields, the second indicator must
be 7, and the subfields must be similar to those specified in the MARC
format for bibliographic 600, 650, and 651 fields. If your data does not meet
these requirements, additional data analysis and processing fees may
apply during data conversion.
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When authority control for local headings is performed, the system
attempts to match the local headings in bibliographic records with
authority records as follows:

* 690 Subject Heading - Local Topical Subject field with a second
indicator value of ‘7’ (source specified in subfield 2) is matched
against authority records containing a 190 tag and a 008/11 value
of 'z’ (other). (The value in subfield 2 is not taken into account.)

* 691 Subject Heading - Local Geographic Name field with a
second indicator value of '7' (source specified in subfield 2) is
matched against authority records containing a 191 tag and an
008/11 value of 'z' (other). (The value in subfield 2 is not taken into
account.)

If a match is found and all other existing conditions for authority linking on
non-local headings are met, a link is established between the bibliographic
heading and the matching authority record.

In addition, links are automatically established between authority records
as follows:

* 590 See Also From Tracing - Local Topical Term is matched
against an authority record’s 190 tag.

* 591 See Also From Tracing - Local Geographic Name is matched
against an authority record’s 191 tag.

ZMARC Remote Authority Control

If your library subscribes to Polaris ZMARC, the remote ZMARC or OCLC
authority database is checked for matching authority records when no
match is found in the Polaris database. When you save MARC records,
import them, or check their headings, and no matching authority record is
found in the local database, the remote database is checked automatically.
If an exact match is found in the remote authority database, it is saved to
the local database and a link is made to the existing or imported record.

You enable remote automatic authority control through the Remote
automatic authority control Cataloging profile in Polaris Administration. See
“Managing Authority Control” in the Polaris Technical Services
Administration Guide 4.1.
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A A A List and resolve unlinked headings
.u.uﬁ'” Follow these steps to check for unlinked headings in a bibliographic or

authority record.

1. Open the Bibliographic Record or Authority Record workform.

[E] Biblicgraphic Record 233217 - MARC2L - Pelaris =2 EoR===)
File Edit View Links Tools Help

B v S
De®sas-x Em2 IR 5 5

Control number: 233217 Owner: [AIILlhrarlEs (sys) v] Record status: Final

Title: The Guif War Display in PAC

Data oy

cam 22 a 4500
233217
20081027132105.0
91062051981 nyu | 000 O0engu
Ta 91025744 JAC
86142 (lib. bdg.) :1c813.95

(Tl

e Gulf War /Zcdohn King

aNew York “ThDillon Press ;TaNew York ~ThMaxwell Macmillan International Tc1981

p. Zhill. ;£c27 cm

aExamines the causes, events, and aftermath of the recent conflict in the Persian Gulf.
aPersian Gulf War, 1891

eration Desert Shield 1991

0 eration Desert Storm L8
913 1aAFJ-67001aAFJ-67001hCISMS s

B
Q
Q
Q
Y
2
S
S
=)}
£
e
m
i
il

For Help, press FL NUM

Tips: 2. Select Tools, Check Heading(s) on the Bibliographic Record workform, or

B o select Tools, Check See Also From References on the Authority Record
Click [=:| to check headings in the

o . workform.
bibliographic record.

Note:

) — If the headings are linked, the following message appears: No heading
Click g to check see also problems were found. Click OK to acknowledge the message and skip the
references in the authority record. rest of these steps.

* If you use remote automatic authority control, and there are
headings with no matching authority record, a message briefly
indicates that the system is searching for a matching authority
record in the external database. If an exact match is found, the
authority record is saved to the database and the link is
automatically made.

* If there are unauthorized headings, the Check Headings Assistant

dialog box appears.
Check Headings Assistant [
The bibliographic headings with no exact authority matches are listed below. oK
Heading Solution
650 O =aPersian Gulf War, 19912xJuvenile lit... Leave heading unlinked -
N Edit Record
@50 0 =aCperation Desert Shield 1351 Leave heading unlinked
@50 0 =aCperation Desert Storm Leave heading unlinked
Help
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3. Select a single heading or multiple headings to edit:

* If there are multiple headings and you want to create new
headings or leave the bibliographic headings unlinked for all the
headings listed, select all the headings and click Details. The Check
Headings Details dialog box appears with the headings listed.

'Check Headings' Details =)

Bibliographic Heading:

650 0 =aPersian Guif War, 19913xJuvenile literature. -
650 0 *30peration Desert Shield 1991
650 0 *aOperation Desert Storm

Solution
7 Create new authority record

@ Leave unlinked

Ok ] { Cancel J l Help

Select Create new authority record or Leave unlinked, and click OK.

* To see more options, select a single heading, and click Details on the
Check Headings Assistant or Check See Also From References
Assistant dialog box. The Check Heading(s) Details dialog box
appears with the other options.

‘Check Heading(s)' Details

Bibliographic Heading: 650 0 =aPersian Gulf War, 1991 Juvenile literature,

Passible Authority Records

Heading
Open
150 =aPersian Gulf War, 1991%vJuvenile literature,

Conditions

The bib heading subfields do not match this authority record

Solution
(©) Create new authority record

) Adjust...

@ Leave uniinked

_) Edit bibliographic heading

Tag  Ind Data

ok | [ Cad | [ ke
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Tips:

To see how the authority heading
appears in the record, click
Preview. The Preview window
appears.

If you created a new authority
record, it is listed in a dialog box,
and you can double-click to open it
in the Authority Record workform.

Polaris Cataloging Guide 4.1

4. Use one of the following options to resolve the unauthorized heading:

7.

* Change the heading to match an existing authority record - If a

heading is listed under Possible Authority Records, select it. Or, click
Find and use the Find Tool to search for and select a valid authority
record. Then, select Adjust on the Check Headings Details dialog
box and select one of the following options:

- bibliographic heading to match authority record or authority see also
reference to match heading - Changes the heading in the record to
match the authority heading you selected.

- usage in authority record - Changes the usage of the authority record
selected in the Possible Authority Records list to authorize the
heading.

- both - Changes both the usage and the heading.

Create a new authority record to match the heading - If no
matching authority record is found, a new authority record can be
created based on the heading in the bibliographic record. Select
Create new authority record.

Leave the heading or reference unlinked to an authority record -
Click Leave unlinked.

Manually change the heading - Click Edit bibliographic heading or
Edit authority heading, and make changes to the heading in the box.

Click oK to close the Check Heading(s) Details dialog box.
The Check Headings Assistant dialog box displays the solution.

Check Headings Assistant

The bibliographic headings with no exact authority matches are listed below. ol

Heading Solution Detzils

650 0 =aPersian Gulf War, 1931=xJuvenile lit... Leave heading unlinked
650 0 *aOperation Desert Shield 1991 Adjust bibliographic heading

650 0 =aOperation Desert Storm Leave heading unlinked Preview

Cancel

i

Help

Click oK on the Preview window if it is open, and click Continue Saving
on the Check Headings Assistant dialog box, or just click OK on the
Check Headings Assistant dialog box.

The Bibliographic Record workform or the Authority Record
workform appears.

Select File, Save, press CTRL+S, or click H to save the record.

Related Information

Authority Reports - You can run a report to identify authority records
where a See reference (4xx field) in one record matches a heading (1xx field)
in another record in the database. See “ Authority Reports” in the Polaris
Basics Guide 4.1.
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2 Create links from authority records to other records

Py
-~
o

qdq "N H

.u.uzu You can authorize headings by creating links to bibliographic or authority
records from the Authority Record workform. If you have several records
with the same headings that are not authorized, you can open the authority
record in the Authority Record workform and create the links to the
records. Follow these steps to create links from an authority record to a
bibliographic record or another authority record.

1. Open the Authority Record workform.

[&T Authority Record 809836 - MARC21 - Polaris o -E =
File Edit View Links Tools Help
DEs-x® e Em2¥ s @

Control number: 809835 Record status:  Final

Heading: Punjab (India)

Tag Ind Data *
[$33:1 cz 22 n 4500

001 809836

[s[s1} 20100601083958.0

008 800208n| acannaabn |a ana

010 fan 50000530 fzn 79142615 fzsh 85108123

035 1a(0ColC)ocal0036245

035 Ta(DLC)n 50000530

035 1210690465

035 1210520480

035 12807840

040 TaDLCibengtcDLCTdDLCTdIARCCSTdDLCTdOCoLCHdDLC
043 faa-ii—

151 IaPunjab (India)

451 TaPanjab (India)

451 TaPafijaba (India)

451 TaMenmxad (India)

551 twataEast Punjab (India) %

m

B
S
Q
O
&
£
i=
S
=
S
q

For Help, press FL NUM

2. Select Tools, Create Links to Bibliographic Records or Tools, Create Links to
Authority Records.

The Link Bibliographic Headings Assistant or Link Authority
Headings Assistant dialog box appears with a list of authority
headings that can link or are close.

If the headings can be linked, they are listed in the top of the dialog
box.

Link Bibliographic Headings Assistant El
The bibliographic headings which can link are listed below.
Bibliographic Heading Contro...
651 O%aPunjab. 805765
651 0 +aPunjab. 898766

The bibliographic headings which are close but cannot link are listed below,

Eibliographic Heading Contro...
650 0#aPunjab. B95764
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Tip:

To see a list of the bibliographic
records linked to an authority
record, select Links, Bibliographic

3.

Records or click

Polaris Cataloging Guide 4.1

Do one of the following actions:

* If the headings can be linked, select the headings and click Link
Selected.

¢ If the headings are close, double-click the close headings to open
the records, and modify the heading to match the authorized
heading. Then select Tools, Create Links again, select the fixed
headings, and click Link Selected.

The linking process begins.

To check the linking job, see “Check the logs of the new or updated
authority links” on page 114.

To generate a report that lists the new and updated links, see “Check
the logs of the new or updated authority links” on page 114.

Edit authority records and update linked records

When you modify and save an authority record, Polaris checks to see if
there are bibliographic records with a heading linked to the authority
record or cross-referenced headings in other authority records. You can
also use the Check For Linked Records option on the Tools menu to check for
linked records before saving the record. If there are linked records, and the
heading or usage has changed, you can resolve the discrepancies
automatically when you save the record.

Follow these steps to edit authority records and update linked records.

1.

3.

Open the Authority Record workform.
Edit the heading.
Save the authority record.

Note:

The options for automatically modifying the linked records appear only

when you save the authority record.
If there are affected headings, the Check for Linked Records Results
dialog box appears. The dialog box displays the number of
bibliographic records and the number of See also references that will be
affected by this change. It also displays reasons why the headings
and/ or references will become unlinked.
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'Check For Linked Records' Results
Modification Options

3 Bibliographic heading(s) will be affected by

@ Modify the headings to match the new
authority heading

7) Delete the headings
) Uniink the headings

The heading and/or usage in this authority record has changed and links need to be reprocessed.

1 5ee also reference(s) will be affected by this
this change. change.

@ Mociify the references to match the new

authority heading

7) Delete the references

%) Unlink the references

=

Show Linked Bibliographic Headings I

I Shaw Linked See Also References

Reasons why bibliographic headings will become urlinked

Reason

Io headings have to be unlinked

Count

Reasans why see also references will become unlinked

Reason

Mo references have to be unlinked

Count

Cunhnuesawngl { Cancel ]

‘ Help J

4. If there are linked bibliographic or authority records that will be
affected by the change in the authority record, select one of the

following options:

* To leave the heading links as they are, do not select any option and

click cancel.

* To modify the heading in the bibliographic or authority records to
match the new heading in the edited authority record, click Modify
the headings (or references) to match the new authority heading.

* To delete the heading and tag in the bibliographic or authority
records to which the edited authority record is linked, click Delete

the headings (or references).

* To remove links to any bibliographic headings linked to the edited
authority record, click Unlink the headings (or references). The
heading remains in the bibliographic or authority record as an

unauthorized heading.

5. Click Continue Saving to update the linked headings automatically.

Related Information

Check headings before saving changes to the authority record - To see the
linked headings that would be affected by your changes, select Tools, Check

For Linked Records or click % from the Authority Record workform. The
Check for Linked Records Results dialog box appears if there are linked
records that would be affected by the change. If no linked headings or no
heading problems were found, a No records were affected message appears.

You can click Show Linked Bibliographic Headings or Show Linked See Also
References to see a list of the linked records.

© 2012 Polaris Library Systems



114 checking Cataloging Records

1-2-3

Polaris Cataloging Guide 4.1
Check the logs of the new or updated authority links

Follow these steps to check the updates to the authority linking.

1. Onthe Polaris Shortcut Bar, select Utilities, Cataloging Processing, Authority
Create Links Queue or Authority Update Links Queue.

A window lists the new or updated links.

Authority Create Links Job Queue E@

File Edit View Help

&~ X LG B

Control Number  User  Heading Count  Reference Count  Status Posted ™

775228 Zuk.. 1 0 Completed  2/3/2009 11:57:57 AM 1

775225 Zuk.. 1 0 Completed 2/3/2009 11:57:54 AM

774881 Zuk.. 1 0 Completed /3/2009 11:53:12 AM

773082 Zuk.. 1 0 Completed 1/26/2008 12:22:08 PM

772484 Zuk. 1 0 Completed  1/26/2009 12:14:48 PIM

771749 Zuk. 1 0 Completed  1/26/2009 12:06:23 PIM

771503 Zuk. 1 0 Completed  1/26/2009 12:03:25 PIM

771111 Zuk 2 0 Completed

771052 Zukw 1 0 Completed

771048 Zukw 1 0 Completed

771048 Zukw 1 0 Completed

771041 Zuk.. 12 0 Completed

771032 Zuk 1 0 Completed -

771038 Zuk. 3 0 Completed  1/26/2009 11:56:08 AM -
For Help, press FL 675 jobs

2. Double-click the links job, or click LG

The log appears in the report preview window.

Authority Create Links Job
Authority Record ID Tro228
Requested by Zukowski On 2/2/2009 11.57:56 AM
Processed 1 Of 0 Bibliographic headings
Processed 0 of D Autharity references
Bibliographic Record ID  Heading Description
733824 100 1 ZaMiber. Mane-Therese. Record was linked to authonty record 775228

3. To print the log, select File, Print from the Adobe Acrobat menu.
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Checking MARC Format

MARC format checking ensures the consistency and the quality of your
MARC records. Polaris automatically checks MARC 21 tags when you save
arecord as final, but you can also check the MARC format before you save
a record. When invalid tags and headings are detected, a list of the
formatting problems appears.

Polaris MARC validation uses the rules set in the MARC Validation
Bibliographic and MARC Validation Authority profiles. Refer to

“ Administering MARC Validation and Display” in the Polaris Technical
Services Administration Guide 4.1 for information about changing the
validation tables. These system tables are based on rules outlined by the
Library of Congress in the MARC 21 Standard Format For Bibliographic/
Authority Data (ISBN 0-8444-0809-3). Refer to the appropriate Library of
Congress document if you have any questions about MARC 21 format
concepts and standards.

Depending on the MARC validation options set by your organization in
Polaris Administration, you may or may not see validation messages for
required, obsolete, or conditional content designators. You may choose not
to correct invalid tags due to time constraints or local library policy.

Note:
The Leader and 008 tag are required when saving or importing
bibliographic records, even if MARC validation is turned off.
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. Check MARC format from a workform

A )

Py
1
) |

-

.u.” - Follow these steps to verify that the catalog record displayed in the
Bibliographic Record or Authority Record workform meets the MARC 21
format guidelines.

1. Open the Bibliographic Record or Authority Record workform.

. 2. Select Tools, Check MARC21 Format from the workform menu bar.
Tip: ﬁ
Click to check the format. Note:

If the content designators are valid, a No MARC21 formatting problems
were found message box appears. Click OK to acknowledge the message
and skip the rest of this procedure.

The Check MARC21 Format Results dialog box appears if there are
formatting problems in the MARC record.

‘Check MARC21 Format' Results (=5
The MARC21 formatting problems are listed below.

MARC Validation Problem

Tag 913 is not defined Assistant

Tag 923 is not defined

Tag 949 is not defined Edit Record

Tag 949 is nat defined

Help

3. If the Check MARC21 Format Results dialog box appears, choose one
of the following actions to resolve format issues:

* To correct the invalid tags, do “Change invalid fields” on page 117.
* To cancel the Check Tag procedure, click Cancel.

* To continue saving the record without changing invalid tags, click
Continue Saving. This option is available only when invalid tags are
found while saving the record.
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a Change invalid fields

ny

I/ 3\
Y

.u.“%“ Follow these steps to change invalid content designators in the record.

1. Click Edit Record on the Check MARC21 Format Results dialog box.

The focus changes to the record workform.

2. Make the appropriate changes to the invalid tags.

Ti ﬁ 3. Select Tools, Check MARC21 Format to restart the MARC 21 check.
ip: I
Click to check the format. If all content designators are valid, No MARC21 formatting problems were

found appears, or if the record still contains invalid fields, the Check
USMARC Format Results dialog box appears.

4. Do one of the following actions:
* If No MARC21 formatting problems were found is displayed, click OK to
return to the workform.

* If the Check MARC21 Format Results dialog box is displayed,
repeat steps 2-3 of this procedure until all MARC 21 formatting
problems are resolved.
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Checking for Duplicate Records

Polaris duplicate detection helps you avoid adding duplicate bibliographic
or authority records to your database. Duplicate detection is automatically
run when you save a bibliographic or authority record. You can also select
Tools, Replace/Check for duplicates from the Bibliographic Record workform,
or Tools, Check for Duplicates on the Authority Record workform. The
following Polaris Administration settings control duplicate detection and
how records are overlaid in Polaris Cataloging:

Bibliographic and authority deduplication database tables

The criteria for detecting duplicates are set in the Bibliographic
Deduplication and the Authority Deduplication database tables at the
system, library or branch levels in Polaris Administration. See “Change
bibliographic or authority deduplication tables” in the Polaris Technical
Services Administration Guide 4.1.

Bibliographic and authority overlay retention policy tables

When you overlay a record, the 035 tags of the replaced records are
saved in the new record as well as any tags specified in the Bibliographic
Overlay Retention or Authority Overlay Retention policy tables in
Polaris Administration. See “Specify tags to retain when records are
overlaid” in the Polaris Technical Services Administration Guide 4.1.

MARC validation immediately after bib overlay cataloging profile
Some of the tags retained from the overlaid records may be non-
repeatable tags. You may want to set MARC validation immediately after bib
overlay to Yes so that MARC validation is performed on the new record
after the duplicates are overlaid. See “Enable validation when duplicate
bibs are replaced” in the Polaris Technical Services Administration Guide
4.1.

Check headings immediately after bib overlay cataloging profile - If
this profile is set to Yes in Polaris Administration, the headings are
checked in the retained record after it overlays another bibliographic
record or records. See “Enable headings check when replacing bibs” in
the Polaris Technical Services Administration Guide 4.1.

Bibliographic record replace: maximum allowed in one operation
Cataloging parameter - This system-level parameter limits the number
of records that can be replaced at once. See “Set the number of bibs that
can be replaced at once” in the Polaris Technical Services Administration
Guide 4.1.

Note:
For information on the duplicate detection process during import, see “Set
import options for bibliographic records” on page 65.
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Detect duplicates or replace bibliographic records

1 A A
1“2“5 You can check for duplicate bibliographic records and replace them with a
new or existing record. You can also replace records even if they were not
determined to be duplicates. When you save a bibliographic record, it is
automatically checked for duplicates, and if one or more duplicate records
are found, the Replace/Check for duplicates dialog box appears with the
duplicate records listed. If no duplicates are found when you save a record,
the dialog box does not appear and the bibliographic record is saved.

Follow these steps to check for duplicate bibliographic records and replace
them, or replace records that are not determined to be duplicates.

1. Open the Bibliographic Record workform.
2. Do one of the following steps:

¢ Select File, Save, click , or press CTRL+S. If you save the record
and no duplicates are detected, the record is saved, and no
additional message appears. If you save the record and duplicates
are detected, the Replace/Check For Duplicates dialog box
appears with the duplicates listed.

Replace / Check Far Duplicates (Bibliographic Records) @

Retain this record:

Control nu... Owner Title Author Format Linked items Status
QA-Plato 4.1... The tiger's wife : a novel / Obreht, Téa. 0

Records to replace: @ EH

Control ...  Owner Title Author Format Linked ite... Status Systern-detected duplicate

800400 QA-Plato... The tiger's wife : an... Obreht, Téa. Book Final LCCN;ISBN; AuthorfTitle;Just Title and;Title/LCCN

4 I »

Replace All ] [Replace Selected] l Continue Saving ] [ Cancel ] l Help

¢ Select Tools, Replace/Check for duplicates, click %
duplicates are detected, the Replace/Check For Duplicates lists
them, including the reason they were determined to be duplicates.
If no duplicates are detected, the Replace/Check For Duplicates
dialog box appears with the message: No duplicates were found. You
can select records to replace with the add button above.

, Or press Ctri+l. If

3. IftheReplace/Check for Duplicates dialog box appears, do one of the
following:

* Close the dialog box if no duplicates were detected - Click Cancel.

* Close the dialog box if duplicates were detected - Click Continue
Saving to save the duplicate record.
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* Open a record in the Records to replace list - Select the record or
records, and click Open.

Tip: ) )

If a bibliographic record has a e Add records to the Records to replace list - Click to open the
status of Deleted, it cannot be Polaris Find Tool. Search for and select single or multiple

addled to the list of records to bibliographic records or bibliographic record sets, right-click and
replace.

choose Select. To see the records in a record set, right-click and
select Open. When you select a record set, all the member records
are added to the list.

* Remove records from the Records to replace list - Select the records

to remove, and click B

* Replace the records displayed in the Records to replace list - Click
Replace All, or select specific records in this list, and click Replace
Selected. Click Yes to confirm that you want to replace the record or
records.

Tip: Related Information

If the overlaid records include tags

listed in the Bibliographic Overlay - 4 Records that cannot be added to the Records to Replace list:
Retention Tags policy table, these

tags are Copied to the new ° ReCOde Wlth a Deleted status
bibliographic record. See “Related
Information” on page 120 for more

information on what gets saved i« Results of replacing records - When you choose to replace a record or

the retained record. records in the Records to replace list with the record displayed in the
Bibliographic Record workform, the saved record has the following
characteristics:

* Records linked to digital media in Polaris Fusion

* Specific tags from overlaid records are retained - All 035 tags in
the replaced records are copied to the new record, as well as any
tags listed in the Bibliographic Overlay Retention policy table.

* Links from overlaid records are transferred to the newly saved
record - If the duplicate records had links to other records, they are
maintained in the new record, including links to:
hold requests
item records
item templates
authority records
selection list line items
selection lists
promotion records
purchase order line items
purchase orders
invoice line items
invoices
serial holdings records
standing order parts
subscription records
record sets
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* Non-MARC settings are specified in the newly saved record -
The Display in PAC setting and other non-MARC settings are not
copied from the replaced records.

* First available date is earliest in any of the records - The new
bibliographic record’s first available date is the earliest first
available date of any of the records, including those that were
overlaid. This means that in some situations the creation date of
the retained record is after the first available date.

* Circulation counts increase - The Lifetime circulation count and
Lifetime in-house circulation count are increased by the counts in
the replaced records.

* If the MARC validation immediately after bib overlay Cataloging profile is
set to Yes, MARC coding is checked after records are overlaid. This
setting also ensures that non-repeatable tags from the overlaid
records do not accumulate in the new bibliographic record. See
“Enable validation when duplicate bibs are replaced” in the Polaris
Technical Services Administration Guide 4.1.

* If the Check headings immediately after bib overlay Cataloging profile is
set to Yes, headings are checked in the retained record. If any
problems are detected with the headings, the Check headings
assistant dialog box appears. For information on fixing the
headings, see “Checking Authority Headings” in the Polaris
Cataloging Guide 4.1.

* Setting deduplication rules - The rules that detect duplicates are
applied using rules groups in the Bibliographic Deduplication database
table or the Authority Deduplication table. For more information, see
“Change bibliographic or authority deduplication tables” in the Polaris
Technical Services Administration Guide 4.1.
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Tip:

All options are available on the
Check for Duplicates dialog box if
you saved the record. However, if
you selected Tools, Check for
Duplicates without first saving the
record, the only options available
are Open and Cancel.

Polaris Cataloging Guide 4.1
Detect duplicate authority records

You can check for duplicate authority records and replace them with a new
record. If any tags in the overlaid records are set to be retained, they are
copied to the new record.

Follow these steps to check for existing authority records in the Polaris
database that may be duplicates of the record displayed in the Authority
Record workform.

Open the Authority Record workform.
2. Do one of the following steps:

Y .
* Click ‘@| or select Tools, Check for Duplicates.
* Select File, Save, press CTRL+S, or click H to save the record.

Any suspected duplicates are listed in the Check For Duplicate Results
dialog box. The reasons the record was identified as a duplicate are
displayed in the Reason column. They refer to the applicable rule
groups as defined in the Authority Deduplication database table.

'Check For Duplicates' Results (3]
This record appears to be a duplicate of existing records:
Control number Reason Cantnue Saving
792520 Heading/Thesaurus
301527 Hesding, Thesaurus
Help

3. If the Check For Duplicates Results dialog box appears, do one of the
following:

* To save the record displayed in the Authority Record workform
even though it may be a duplicate of the record or records listed in
the dialog box, click Continue Saving.

* To open a suspected duplicate, select the record, and click Open.

* To replace a suspected duplicate with the record displayed in the
Authority Record workform, select the record, and click Replace.
Then, click OK to confirm that you want to replace the record or
records.

¢ (Click cancel to cancel and return to the workform.

Related Information

Setting deduplication rules - The rules that detect duplicates are applied
using rules groups in the Authority Deduplication database table. For more
information, see “Change bibliographic or authority deduplication tables”
in the Polaris Technical Services Administration Guide 4.1.
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Maintaining Item Records

Item records track the physical items in your library collection and show
the availability of items in the public catalog. They store the title
information, call number, location, copy number, status, circulation
parameters, circulation history, holds information, blocks, statistics, and
other information for each piece in a library’s collection.

By default, the Item Record workform opens to the view that corresponds
to the active subsystem. For example, when you are creating a new item
record, the workform opens to the Cataloging view. However, you can set
a profile in Polaris Administration so that the Item Record workform
always opens to a specific view, regardless of how the item record is
accessed. See “Set the Item Record workform opening view” in the Polaris
Administration Guide 4.1.

Each item record is linked to a single bibliographic record, but multiple
item records can be linked to the same bibliographic record. For example,
your library may have several copies of War and Peace, each with its own
item record, and all linked to the same bibliographic record. You can also
associate item records with other item records, so you can track multi-part
items, such as kits.

You can save item records as final or provisional records. When you save
an item record as final, it is checked for duplicates in the database, and it
appears in the public catalog if you have selected the option. Provisional
item records are not checked for duplicates, and they do not appear in the
public catalog. For information on deleting item records, see “Delete
bibliographic or item records” on page 199.

If your Polaris system includes course reserve functionality, you can
reserve items for courses. Information related to course reserves is stored
in the Reserves view of the Item Record. When you reserve an item, you can
assign circulation settings that are different from the normal settings on the
Circulation view of the Item Record. See “Edit item information for course
reserves” on page 136.

Note:

To specify how hold requests operate in your library, see “Defining Hold
Processing Options” in the Polaris Patron Services Administration Guide
4.1.

This unit covers the following topics:

* “Creating Item Records” on page 124
* “Changing Item Records” on page 143
* “Printing Cataloging Labels” on page 146
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Creating Item Records

Before you can create an item record, a bibliographic record for the title
must exist in the database. You can create item records in these ways:

Simultaneously create multiple item records linked to the same
bibliographic record using the New Item Record Options dialog
box. You can use item record templates when you create multiple
item records. See “Create multiple item records for a single title”
on page 125.

Import bibliographic records and automatically generate item
records based on the holdings data in the 852 tag or in a locally-
defined tag. See “Set import options for item records” on page 70.

Release a purchase order and create on-order items. See “Release a
purchase order” in the Polaris Acquisitions Guide 4.1.

Create an item record from another item record. You can start with
an existing item record and copy it. Or, you can clear the
workform and create a new item record from a blank workform.
You can also create an item record using a template. See “Create a
single new item record manually” on page 130.

Create an on-the-fly item at checkout - The on-the-fly (OTF)
function creates a minimal-level item record so items can be
checked out before they are fully cataloged. See “Create an on-the-
fly item at checkout” in the Polaris Patron Services Guide 4.1.

You can specify the default shelving scheme to use for all new item records
for your organization. See “Setting Item Copy & Save Options” in the
Polaris Technical Services Administration Guide 4.1.
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Create multiple item records for a single title

.M.u - Follow these steps to create one or more item records linked to the same
bibliographic record.

Note:

Item records can be created automatically when importing bibliographic
records with embedded holdings data. See “Set import options for item
records” on page 70.

1. Do one of the following actions:

Tip: * From the Polaris Shortcut bar, select File, New, press CTRL+N, or click
If you are creating all items usin .

thi same templat% you can sele?:t [ and select Item Record from the New dialog box. Then, select a
it on the New dialog box. If you are template or click OK.

creating items using different

templates, do not select a * Press F12 to open the Bibliographic Record Find Tool, search for

template on the New dialog box. the bibliographic record and open it in the Bibliographic Record
Click OK without selecting a .
template and go to the New Item workform. Then, select Tools, Create Item Record, or click .

Record Options dialog box where
you can select a different template
for each item.

* From the Item Record workform, select Tools, Create Item Record.
The New Item Record Options dialog box appears.

2. C(lick Find and select a bibliographic record if you started from the new
dialog box or you want to change the bibliographic information.

New Item Record Options (23]
Item information Item barcode(s)
itle: The new standard encydopedia of art : architecture, sculpture, paint \

Author:  Hourticg, Louis, 1875-1944. Bib control: 196157

Call number

Scheme:  [Dewey Decmal = Use template values instead of these (f available)

Prefix: R

Price: §33.50
Clags: 709

Suffix: Oversize Renewal lmit: 0 |4
(k 2v.in 1 [¥| Display in PAC [¥] Loanable outside system
\ Cor: o1 [ Mon-dirculating [¥] Holdable j
[ use system assigned barcodes
Distribution
emtotal: 1 Barcode total: 0 ™ (x

ltems | Branch Collection Shelf Location| Material Type | Loan Period | Fine Code | Stat Code | Owner Template -
1 (None)

[ CK. ]I Cancel J { Help

The title, author, and bib control number boxes are copied from the
bibliographic record to the New Item Record Options dialog box. If the
bibliographic record contains call number information, it is also
copied from the bibliographic record to the New Item Record Options
dialog box if the Bring call number fields from bib to item record when link is
made is set to Yes in Polaris Administration. The price is copied from
the bibliographic record to the New Item Record Options dialog box if
the profile Bring price from bib to item record when link is made is set to Yes
in Polaris Administration.
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Tip: 3.
If you know the bibliographic
control number, you can type it in
the bib control number box, and
press Tab. If you press Enter, the
dialog box closes.
4.
5.
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The Item Create Call Number Hierarchy and the Item Price Hierarchy
database tables specify the order in which the tags in bibliographic
records are checked for the call number and price.

If you want to use item templates, click in the Template column on the
first row of the distribution grid, and select a template from the list.

Note:

When a template is selected, the information from the template pre-fills

the distribution information in the grid row. The Use template values

instead of these (if available) check box is selected automatically. If this
check box remains checked, the values from the template will be used in

the new item records instead of the values in the New Item Record Options
dialog box. If the template is missing information in any of these fields, the

values in the New Item Record Options dialog box will be used.

However, the classification and cutter numbers are pulled from the
template if at least one is found. If the template does not contain a

classification or cutter number, and the shelving schemes are the same in
the template and the dialog box, the classification and cutter numbers are
pulled from the dialog box. If the shelving schemes are different, and the

template does not have a classification or cutter number, the shelving
scheme from the template is used and the classification and cutter
numbers are pulled from the bibliographic record.

MNew Item Record Options
Ttem information

The new standard encydopedia of art : architecture, sculpture, paint Find

Title:

Author: Hourticq, Louis, 1875-1944.

Dewey Decimal -

Bib control:

Call number
Scheme:

Distribution

Item total: 1 Barcode total: 0

ltems | Branch Collection Shelf Location | Material Type | Loan Period | Fine Code
1 Community Lit Reference (R Oversize Book Mo Loan Book

[¥]Use template values instead of these (if available)

Prefix: R
Price: $39.50
Class: 709
Cutter: Hou Circ status:
Suffix: Oversize Renewal limit: 0=
" 2v.in1 [¥] Display in PAC [¥] Loanable chégide system
Copy: el [ Non-circulating [¥] Holdable

Adult Reference (Fort Hurter Fre:
Adult Reference (Fort Plain Free
Adult Reference (Frothingham Fre
Adult Reference (Galway Public |
Adult Reference (Glenville Branc!
—— Adult Reference (Gloversville Put
Adult Reference (Greenwich Free
Adult Reference (Hadley-Luzeme
Adult Reference (Hamilton Hill Br
Adult Reference (Horicon Free Pi
Adult Reference (Hudson Falls Fi
Adult Reference (Indian Lake Pu
Adult Reference (Inlet Public Libr
Adult Reference (Johnsburg Libre
Adult Reference (Johnstown Pub
Adult Reference (Lake Pleasant
Adult Reference (Long Lake Libr
Adult Reference (Margarst Reani
Adult Reference (Mechanicville [
Adult Reference (Middleburgh Lit
Adult Reference (Mont Pleasant
Adult Reference (Niskayuna Brar
| Adutt Reference (Northville Public
Adult Reference (Pember Library
Adult Reference (Quaker Street-l
Adult Reference (Raguette Lake
Adult Reference (Richards Libran
Adult Reference (Rotterdam Brar

Stat Code | Owner Adult Reference (Saratoga Spring

Adult/"YA Nor Community Litf Ady it Reference (C

Item bar

196157

luse s

0K ] | Cancel | | Help

If you are creating multiple items for the same destination branch and
collection, type the number of items in the Items column in the

distribution grid.

Continue selecting templates in each row of the distribution grid.
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Tip:
Each call number field can contain
up to 60 characters.

Tip:

You can set the Default shelving
scheme for new item records
Cataloging profile in Polaris
Administration to set the default
shelving scheme in the New Item
Record Options dialog box. See
“Specify the default shelving
scheme for item/holdings records”
in the Polaris Technical Services
Administration Guide 4.1.
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6. If you are not using templates or you want to include information that
may be missing in the item template or templates, do the following

steps:

Notes:

If an item template is not selected, or the template does not have call
number information, the call number information is copied from the dialog
box. If both the selected template and the dialog box have call number
information, the information is copied from the template if the Use
template values instead of these (if available) check box is selected.

The classification and cutter numbers are always copied as a group from
either the bibliographic record or the item template. The other elements
of the call number (prefix, suffix, volume, and copy) are copied
independently. For example, the classification and cutter numbers can be
copied from the bibliographic record and the prefix can be copied from the
item template.

a) Select the shelving scheme for the new item in the Scheme box.

b) Type the prefix for the call number in the Prefix box.

¢) Type the class number in the Class box.

d) Type the cutter number in the Cutter box.

€) Type the suffix for the call number in the Suffix box.

f) Type the volume number in the Vol box if you are creating an item

record for a volume in a multi-part monographic set.

Important:

If you enter a volume number, be sure to format it according to your
library’s standard. A consistent format ensures that volume numbers are
sorted correctly in the Find Tool. In addition, if your library allows first
available copy holds for parts of multi-part titles, the items attached to
the multi-part title must have consistently-formatted volume numbers.
This is because first available copy hold requests for multi-part titles
depend on a character-for-character match on the volume number.

Internal spaces and all punctuation affect a match -
Vol 1 and Vol1 do not match.

Vol.1 and Vol1 do not match.

Case does not matter.

Vol.1 and vol.1 match.

Beginning and trailing spaces are ignored.

[space] v.1 and [no space] v.1 match

v.1 [space] and v.1 [no space] match

For more information, see “First Available Copy Requests and Multi-Part
Titles” in the Polaris Patron Services Administration Guide 4.1.

g) Type the copy number in the Copy box if you are creating an item
record with copy information.

7. (Optional) If the price is not filled in, type the dollar amount in the
Price field. If the bibliographic record contains a price, it is filled in
automatically.
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If you are not using templates, or the templates are missing
information that you want in the item records, fill in the fields above
the distribution grid.

* Select the circulation status in the Circ status box.

* Select the renewal limit in the Renewal Limit box.

* To display the item records in the PAC, check the Display in PAC box.
¢ If the item should not circulate, select Non-circulating.

* To allow the items to be loaned outside of your library system,
select Loanable outside system.

* To allow holds to be placed on this item, select Holdable.

If you did not use templates, enter the item distribution information in

the grid under Distribution as follows:

* Type the number of copies for the branch and location in the Items
box.

* Type the number of items in the Items box, select the Branch,
Collection, Shelf location, Material Type, Loan Period, Fine Code, Statistical
Code, and Owner.

. Click H to add the next blank row.

. To enter barcodes for the item records, do one of the following steps:

* Move the cursor into the Item Barcode(s) field, and scan the item
barcodes.

The Barcode total displays the number of barcodes, and the Item total
displays the total number of items that will be created.

Note:
You can create items without barcodes.

e Select Use system assigned barcodes.

Click OK to create the new item records.

. If you selected Use system assigned barcodes, enter the following

information on the Item barcode range dialog box:

Item Barcode Range EX

Type of barcode: C\.Sliv

Range
The following range of barcodes is currently being assigned:
Start of range:
Mext to be assigned:

End of range:

To adjust the range, enter @ new starting and/er ending barcode.

Use the arrow buttons to increase/decrease the next barcode to
be assigned in the range.

[ ox ] [ coed | [ heb

a) Select the type of barcode in the Type of barcode box.
b) Type the beginning barcode number in the Start of range box.

¢) Type the ending barcode number in the End of range box.
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Tip:

You can right-click an item in the
list, add it to a record set, place a
hold, or link to other records from
the context menu.
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d) Use the up or down arrows to specify the next barcode number to be
assigned after the starting number in the Next to be assigned box.

e) Click oK.

The new item records are listed in the Bulk Created Item Records

dialog box.

m Bibliographic Record 196157 : Bulk Created Item Records EI@
File Edit Help
o] i
= &- X &
Title Assigned ... Collection Materia.. ShelfL.. CallM.. Vo.. Status Barcode Reco... Contr.,
... CliftonPa.. LargeTy.. Book Circula...

The new standa... Commun.. AdultM.. Book Oversize R709.. 2v.. In-Pr.. Final ~ 9886878

The new standa... Stillwater... Large Ty.. Book LT Fict.. 2v.. In-Pr. Final 9886879
For Help, press F1 3 records NUM

14. To printlabels for the item records, select the item records in the dialog
box, right-click, and select Print, Labels.

The Label Manager appears. For information about Label Manager,
see “Printing Cataloging Labels” on page 146.

15.

To open an item record in the list, double-click the item or right-click

and select Open from the context menu.

The item record opens in the Item Record workform.

[ Item Record 9886878 - Cataloging - Polaris

File Edit View Links Tools Help

hedae- X2 P eoERIL

9

Issue:

.D Barcode: Record status:  Final ILL item [INon-drculating  [¥] Display in PAC
a Tite: The new standard encydapeda of art : architecture, sculpture, painting, decorative art Bib controlno: 196157
8 Authar: Hourticg, Louis, 1875-1944. Parent item: Item control no.: 9886878
Q: Call number: R 700 Hou Oversize 2v.in 1c 1 Price: Issue control:
ol ouner: |community Library (Cobleskl) (br) | shelflocatian: [oversize -
Q
"'__: Assigned: ICcmmunity Library (Cobleskill) (COB) V] Temporary location:
Collection: [Adult Nenfiction (ANF) ~| crauation status: 5/29/2012 4:17:96 PM
Circulation parameters Call number Request
Material - Scheme: -
type: ook ) [oevey pesma ) [g)Loanable outsde - Do ot
system to patron
Loan period: {Smndard v] Fizi= R
[¥] Holdable
Class: 709
Finecode:  |Book -] Lt tos
Cutter: Hou [ Pickup at this branch
Renewal limit: 0 5
. ; Patrons from this library
Suffix: Oversize Dand branches
Stat code: Adult/YA Other b
val: 2v.inl [] Patrans from this branch only
Mame of piece:
Copy: o1 [ preferred borrowers

For Help, press F1

NUM
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Tip:

To edit several item records, press
CTRL+S to save the current record
and CTRL+E to move to the next
record in the list without closing
the Item Record workform.
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16. Edit the item record, if necessary, and save it.

17. Select View, Next Record from
next record in the Item Reco

the Item Record workform to open the
rd workform.

Related Information

If the system detects an invalid item barcode, a message appears. You can

continue saving the item record i
permission Override invalid item ba

f you have the system-level Cataloging
rcode message: Allow.

Create a single new item record manually

Follow these steps to create a new item record manually.

1. Open the Item Record workform.

2. Select File, New, press CTRL+N, or click [J.
The New Item record dialog box appears.

3. Select one of the following options:

* Clear Work Form - Create a new item record without any information

filled in.

* Copy Existing Work Form - Create a new item record with the same
information as the item record you have open.

* Use Existing Template - Create a new item record with information
from a template. When you select Use Existing Template, select the

template from the list.

The new Item Record workform,

Cataloging view appears.

Item Record 9886878 - Cataloging - Polaris
ging

File Edit View Links Tools Help

D@HE- X2 PP &

Barcode:
Title:
Author: Hourtica, Louis, 1875-1944.

Call number: R 709 Hou Oversize 2v.in 1¢. 1

The new standard encydopedia of art : architecture, sculpture, painting, decorative art Bib control no.:

T~ B2

Record status:

E?

Final Ilitem  [[|Non-rculating  [¥]Display in PAC

196157
Item control no.:

Parent item: 9336878

Price: Issue contral:

Owner: [ community Library (Coblesial) @r)

] shelflocation: [oversize M

Assigned: | Commurity Library (Coblesk) (COB)

| Temporary location:

Collection: [ Aduit Nonfiction (ANF)

=] cradaton stans: 5/29/2012 4:17:46 PM

2
=]
O
]
o
=
=
=

Circulation parameters

Call number Request

Material type: [Baok -

Scheme: [ Dewey Decimal -

Loan period:

Standard 3

Renewal limit: 0

Adhlt/YA Other -

Fine code:

Stat code:

Name of piece:

Issue:

Loanable outside Do not mail
¥ ystem g paton

Prefix: R
[ Holdable

Class: 703
Limit to:
[T Pickup at this branch

Cutter: Hou

Suffix: [ Fetrons from this ibrary

Oversize
and branches

Vol: 2v.in1 [TPatrens from this branch only

Copy: a1 [Clpreferred borrowers

For Help, press FL

4. Enter information for the item record by following the steps in “Enter
basic information for an item record” on page 131.
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Tip:

You may not need to enter
information in these fields if you
created the item record by copying
or using a template, but you can
change the copied information.
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Enter basic information for an item record

The basic or header information on the Item Record workform remains the
same on every view of the Item Record workform. The header information
includes title information from the bibliographic record and identification
information for the item.

Follow these steps to enter the item record’s bibliographic and identifying
information.

1.

7

8

Create a new item record by following the steps in “Create a single
new item record manually” on page 130.

Scan the barcode or enter the item’s barcode in the Barcode box.

Select the Display in PAC check box to display the item in the public
catalog, or clear the Display in PAC check box to display the item for staff
only.

If you do not want the item to circulate, select the Non-circulating box.

Click Find to search for and select the bibliographic record to which
you want to link this item record.

The Title and Author boxes are filled in.

(Optional) Type the price for the item in the Price box if it is not filled
in automatically from the link to the bibliographic record.

Note:

The price is pulled from the bibliographic record to an item record if the
staff member’s Cataloging profile Bring price from bib to item record
when link is made is set to Yes. The Item Price Hierarchy database table
in Polaris Administration specifies which bibliographic tags are checked for
the price and in what order. For more information, see “Modify the Item
Create Price Hierarchy table” in the Polaris Technical Services
Administration Guide 4.1.

. Enter the item’s location and identifying information as follows:

Note:

The owning branch controls permissions based on ownership of the record.
The assigned branch governs the circulation policies applied to transactions
involving this item and its display in the PAC.

a) Select the item’s owner in the Owner box.
b) Select the item’s assigned branch in the Assigned box.

C) Select the collection to which the item will be assigned in the Collection
box.

d) Select the location for the item in the Shelf location box.

€) To indicate a temporary location, type the location in the Temp location
box.

f) Select the circulation status for the item in the Circ status box.

. Enter the item’s circulation information. See “Enter circulation

information for an item record” on page 132.
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Enter circulation information for an item record
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Follow these steps to enter the item record’s circulation parameters, call
number, and hold request information for an item record.

1. Open the Item Record workform.

2. Select View, Cataloging or click .

The Cataloging view of the Item Record workform is displayed.

3. Enter the circulation parameters for the item as follows:
* Select the item material type in the Material type box.
* Assign a loan period for the item in the Loan period code box.
* Assign a fine code for the item in the Fine code box.

* Specify the number of times this item may be renewed in the
Renewal limit box.

* Assign a statistical code for the item in the Stat code box.

Note:

The Scheme box displays the default shelving scheme for your
organization. See “Specify the default shelving scheme for item/holdings
records” in the Polaris Technical Services Administration Guide 4.1.

4. If the call number is not filled in, enter the information in the following
fields:

e Prefix
« Class

= Cutter
* Suffix

Note:

The call number fields are automatically copied from the linked
bibliographic record if the staff member’s Cataloging profile Bring call
number fields from bib to item records when link is made is set to Yes in
Polaris Administration. The Call Number Hierarchy database table defines
which bibliographic tags are checked for the call number information and
the order in which they are checked. The Call Number Hierarchy table may
also define the subfields for the volume and copy numbers. See “Modify
the Item Create Call Number Hierarchy table” in the Polaris Technical
Services Administration Guide 4.1. If the item record was created using a
template, and the template has call number fields that are not in the
bibliographic record, the template values are used.
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5. Type the volume and copy numbers in the Vol and Copy boxes.

Important:

If you enter a volume number, be sure to format it according to your
library’s standard. A consistent format ensures that volume numbers are
sorted correctly in the Find Tool. In addition, if your library allows first
available copy holds for parts of multi-part titles, the items attached to
the multi-part title must have consistently-formatted volume numbers.
This is because first available copy hold requests for multi-part titles
depend on a character-for-character match on the volume number.

Internal spaces and all punctuation affect a match.
Vol 1 and Voll do not match.

Vol.1 and Vol1 do not match.

Case does not matter.

Vol.1 and vol.1 match.

Beginning and trailing spaces are ignored.

[space] v.1 and [no space] v.1 match

v.1 [space] and v.1 [no space] match

To enable first available copy hold requests for multi-part titles, go to
Polaris Administration, Parameters, Requests, Holds Options. For more
information, see “Set Holds options: PAC, Item, First Available Copy
Requests” in the Polaris Patron Services Administration Guide 4.1.

6. Specify how the item is to be held by checking or clearing the check
boxes under Request:

* Loanable outside system - If checked, the item can be loaned outside
your library system. If unchecked, the item cannot be loaned
outside your library system.

* Do not mail to patron - If checked, the item cannot be mailed to a
patron using Borrow By Mail circulation. See “Borrow By Mail
Circulation” in the Polaris Patron Services Guide 4.1.

* Holdable - If checked, hold requests can be placed on the item. If
unchecked, no hold requests can be placed on the item. To indicate
limits on the holds, use the check boxes under Limit to:

- Pickup at this branch - Limits the item to filling hold requests only
where the item’s assigned branch is the pick-up library. When you
select this option you can also select Patron from this library and
branches or Patrons from this branch only.

- Patron from this library and branches - Limits the item to filling hold
requests from patrons registered at the item’s assigned branch and
other branches associated with the same parent library. When you
select this option, you can also select Pickup at this branch.

- Patrons from this branch only - Limits the item to filling hold requests
only from patrons registered at the item’s assigned branch. When
you select this option, you can also select Pickup at this branch.

- Preferred borrowers - Limits the item to filling hold requests only
where the patron’s pick-up library is on the Preferred borrowers list
in the Holds options dialog box in Polaris Administration. When
you select this option, you cannot select any other Limit to options.
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Tip:
If you add blocks or non-public
notes to the item record, the Notes

view icon turns red .
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7. Select one of the following save options for this item:

* If the item record is complete and the item is ready for circulation,
select File, Save, and respond per library policy to any detected
duplicate messages.

* If more work is needed to prepare the record or item for
circulation, select File, Save Provisionally. Item records that are saved
provisionally are not checked for duplicates, nor do they display
in the public catalog.

Note:

The option to save an item provisionally is disabled if the item has a
duplicate barcode, and the Item records: Records with duplicate
barcodes can be saved provisionally profile is set to No. See “Specify if
items with duplicate barcodes can be saved provisionally” in the Polaris
Technical Services Administration Guide 4.1.

Related Information

When you save an item record, the following types of messages may
appear:

* Warning messages - These depend on the profiles that are set in Polaris
Administration. See “Displaying Warning Messages for Bibs and Items”
in the Polaris Technical Services Administration Guide 4.1.

* Invalid barcode message - If the system detects an invalid item barcode,
a message appears. You can continue saving the item record if you have
the system-level Cataloging permission Override invalid item barcode
message: Allow.

Enter notes and blocks for an item record

Follow these steps to enter notes according to your library’s policy; notes
are optional.

1. Open the Item Record workform.

2. Select View, Notes and Notices or click [Z.

The Notes and Notices view of the Item Record workform is
displayed.
3. Type notes in the following fields, if applicable:
* Public note box - The notes will be displayed in the PAC for this
item.
* Non-public note box - The notes are intended for library staff only.

* Physical condition box - The notes describe the physical condition of
the item.
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4. To place a block on the item record, specify the type of block as
follows:

* To place a library-defined circulation block on the item, select the
block in the Library-assigned box. Library-assigned blocks are set in
Polaris Administration. See “Defining Item Blocks” in the Polaris
Patron Services Administration Guide 4.1.

* To place a block on the item for any reason not covered by a
library-assigned block, type up to 255 characters as the
explanation for a block in the Free text box.

5. SelectFile, Save, press CTRL+S, or click H to save the item record.

Enter acquisitions information for an item record

luZu Note:

The fund, order date, price, and purchase order number are automatically
filled in on the Source and Acquisition view of the Item Record workform if
on-order item records were created when the purchase order was
released. If the item was purchased with a donor fund, the donor
information also appears. You can track the items that were paid for with
donor funds in Acquisitions using the Items Ordered by Donor Fund report.
See “Acquisitions Reports” in the Polaris Basics Guide 4.1. The invoice
number appears on this view when the invoice is paid.

Follow these steps to enter source and acquisition information for an item
record if the information was not copied from the purchase order and fund
records in Acquisitions.

Note:
This view also displays circulation statistics for the item.

1. Open the Item Record workform.

Select View, Source and Acquisition or click | .

If the information is not carried over from a purchase order that uses

a donation fund, specify the acquisitions information for the item as

follows:

* Type the name for the fund used to purchase the item in the
Funding box.

* If the item was purchased using donated funds, type the donor’s
name in the Donor first name, Middle, and Last name boxes. Or, if it was
an organization that donated the funds, type the name in the Donor
organization box.

Note:

If the item was created automatically from the embedded holdings
information in an imported bibliographic record, the Import date, Bib
record, and Source boxes are filled in.

4. Select File, Save, press CTRL+S, or click [ig].
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Edit item information for course reserves
Follow these steps to edit information for items that are reserved for
academic courses.

Note:
Course reserve functions are available by specific contract.

1. Open the Item Record workform.

2. Select View, Reserves or click .

The Reserves view appears.

Note:
The course reserves information appears only if you have course reserve
functionality and the item is on reserve.

[ Ftem Record 1623794 - Reserves - Polaris El =} @
File Edit View Links Tools Help

DEEdae-x DY = e fEL & F

o Barcode: | DOD1900036136 Record status:  Final ILitsm  [C]MNon-circulating  [#]Display in PAC
LD-- Title: War and peace Bib control: 23486
L&) Author: Talstoy, Leo, graf, 1825-1910. Parent: Item contral: 1623734
U Fict Tol Price: $6.95 Issue control:
D: Identification
o o [community Library (Cobleskil) (br) v| shelfiocaton: [fhane) v
Q Assigned ICummunity Library {Cobleskil) (COB) v] Temp location:
)
Wl colection:  [guone) | cresmus: @ 5/5/2010 2:50:41 PM
& Reserve Holding Detail Copyright Action when done Copy owner
P _ Compliance: - q
Assigned: ed

Collection:

Shelf location:
Loan period:
Fine code:

Renewal limit: | ¥ Holdable Total reserve drculations: 0 -

Linked course freserve item information

Course NameMNumber/Section Reserve Status StartDate  EndDate MNote Count

For Help, press FL NUM

3. To change the reserve circulation information, select from the options
in the following fields:

Note:
These settings can be different from the normal settings in the Circulation
view of the item record.

* Assighed

= Collection

= Shelf location
e Loan period

* Fine code

e Renewal limit

4. Select Holdable to allow holds on the item while it is reserved.

5. Select Purchase if the library needs to purchase additional copies of this
title.

6. Select Library use only if the item should not leave the library.
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7. Select Requires full cataloging if the item and bibliographic record have
not been fully cataloged.
8. For photocopies, indicate the copyright information as follows:
¢ Select Fee required if there is a fee associated with the item.
* Select Fee paid and type the amount in the Fee box if the fee was
paid.
* Select None if the reserve item is not a photocopy.
* Select ccL if the photocopies comply with copyright law.
* Select cCG if the photocopies comply with copyright guidelines.

9. Indicate what to do with the item when the reserve is over:
¢ Select Discard to discard the item after the item is taken off reserve.
¢ Select Return to collection to return the item to its normal collection.

* Select Return to owner if the item is owned by an instructor, and you
want it returned to the instructor.

* Select Auto-delete to delete the item record and associated
bibliographic record when the item is taken off reserve. This
option is often used for temporary items such as photocopies and
items that belong to instructors.

10. Indicate the copy owner as follows:
* Select Instructor if the instructor owns the copy.

* Select Library if the library owns the copy.

11. To enter information regarding this item’s course reserve, type the
note in the Note box.

Note:

At the bottom of the Reserves view, you can see information on the
courses to which the item is linked, including the course, the reserve
status, the dates of the reserve, and the count of circulations (check-outs
and renewals) of the item while on reserve for that course. You can
double-click the course to open the Course Reserve workform.

12. Select File, Save press CTRL+S, or click [ to save the changes to the
course reserve information.

Related Information

* “Setting Up Course Reserves” in the Polaris Patron Services
Administration Guide 4.1

* “Managing Course Reserves” in the Polaris Patron Services Guide 4.1
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View an item’s circulation history and change
floating options

The Circulation view of the Item Record workform displays the status
changes for an item record. In addition, you can change the item’s home
branch, and allow or prevent floating to another library’s collection. Follow

these steps to view an item’s circulation history and change the home
branch and floating option.

1. Open the Item Record workform.

2. Select View, History, or click .

The Circulation History view appears.

[H ftem Record 1623794 - Circulation History - Polaris (=] & [
File Edit View Links Tools Help

DEE&-x DY = e REL @ F

o Barcode: | 0001300035135 Record status:  Final ILitem  [C]Non-circulating Display in PAC
LO- Title: War and peace Bib control: 23435
(6] Author: Tolstoy, Leo, graf, 1828-1910. Parent: Item control: 1623794
) Call no.: Fict Tol Price: £6.95 Issue control:
Q: Identification
= community Library (Coblesidl) (br) ] shelflocstion: [(ane) -
Q Assigned: [Community Library (Cobleskill) (COB) vl Temp location:
e
Ll Collection: [ {one) | arcstatus: In - | 5/5/2010 2:50:41PM
&
Home branch: [Community Library (Cobleskil) (CCB) - [[10o not float
History
Date Assigned Bra...  Status Action Location User/WKS PatronID
5/5/2010 2:50:41PM  Community Li... Cut-»1In Itemwasc... CommunityLi... peer/P... 23015
For Help, press FL MUM

3. To change the item’s home branch, select another branch in the Home
branch box. The home branch determines the branches to which the
item can float (if the Do not float box is unchecked).

4. If you have the permission Item records: Modify History view, change the
Do not float option by selecting the check box to prevent the item from
floating to another branch, or uncheck the box to enable the item to
float.
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Related Information

* For more information on floating collections, see “Setting Up Floating
Collections” in the Polaris Patron Services Administration Guide 4.1.

* Status changes that display on the Circulation History view of the Item
Record workform:
= Item created via Acquisitions
« Item created via Circulation
* Item created via Serials
* Item created via Acquisitions PO Line Item processing
* Item created via Acquisitions Invoice processing
* |tem updated via PO Line Item Receive processing
* |tem updated via PO Line Item Segment Undo Receive processing
= Item created via ILL processing
* Item created via Cataloging
* Item created via NCIP create processing
« Item modified via Bulk Change from record set
« Item modified via Cataloging
« Item modified via NCIP accept item processing
* Item was checked in
* Item was checked in which was lost
* Item was checked out
* Item was declared lost
* Item claim was deleted
« Claim was made on Item
= Item status modified after check in via manage item dialog
* Item shelf location modified after check in via manage item dialog
* Item returned via ILL processing
« Item send in transit via Removing from Course Reserve
* |tem modified via PO Line Item Segment Receive processing
= Item was checked in when it was not already Out
= Item modified by automatic billed to lost processing

« Item modified because item was held and request pickup branch was
modified

* Item status changed to Routed by creation of linked route list piece
= Item modified by modification of linked route list piece

= Item modified via Floating Collections processing

* |tem was checked out for renewal

« Item record marked for deletion

* Item record undeleted

* Item updated via Receive Shipment

* Linked to new bib via Serials
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Tip:

Select Create, Child Item Record
on the context menu for the
primary item record, and go to
step 3 of this procedure.

Polaris Cataloging Guide 4.1

Create a subordinate (child) item record

Follow these steps to create a subordinate (child) item record automatically
linked to a primary (parent) item record. Use this procedure for creating
subordinate items in a multiple-part holding. This procedure links all item
records in the multiple-part holding to the same bibliographic record. To
link the items to different bibliographic records, see “Link subordinate
items to different records” on page 141.

Example:

A library has a Learn Russian In Seven Days language kit containing an audio
recording, a textbook, and an English-Russian dictionary. The kit container
is assigned an item record and a barcode. If the library chooses to also
create and assign individual item records and barcodes to the recording,
textbook, and dictionary, the three item records can be linked as children

to the kit container’s parent-item record.

1.  Open the Item Record workform for the primary item of the multiple-

part holding.

2. Select Tools, Create, Child Item Records on the Item Record workform.

The New Item Record Options dialog box appears.

New Item Record Options @
Ttem information Item barcode(s)
te:  The nen standard encydepedia of art : architecture, sculpfure, paint TN
Author:  Hourticq, Louis, 1875-1944. Bib control: 196157
Call number
Scheme: Use template values instead of these (f available)
Prefix: R
Price: £39.50
Class: 709
Suffix: Oversize Renewal limit: 0k
B 2v.in1 [@IDisplayinPAC  [7]Loanable outside system
Copy: ol [ lati [#]Holdabl
[ Non-drculating [#] Holdable J .
"] Use system assigned barcodes
Distribution
Item total: 1 Barcode total: 0 ™ X
ltems | Branch Collection Shelf Location | Material Type | Loan Period | Fine Code | Stat Code | Owner Template -
1 {Mone}
oK ] { Cancel I l Help

3. Enter information for the subordinate item (see “Create multiple item

records for a single title” on page 125).
4. Click oK.
Note:

When your circulation staff is checking out a multi-part holding, such as a
kit, checking out the primary item does not automatically check out the

subordinate items. All items in the kit must be checked out.
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Link subordinate items to different records

.u.” - Follow these steps to link a primary (parent) item and related subordinate
(child) item records to different bibliographic records. This procedure can
also be used to create an item record where you manually link the new item
to a bibliographic record. You may need to link items to different
bibliographic records when the items are in a different medium. To do this,
you need to know the item control number of the primary item record.

Note:
See “Create a subordinate (child) item record” on page 140 to link the
primary and subordinate item records to the same bibliographic record.

1.  Open the Item Record workform for the item to which you want to
link the subordinate item.

2. Note the item control number of the primary item record.

3. SelectFile, New, press CTRL+N, or click [ 9 from the Polaris Shortcut Bar.
The New dialog box appears.

4. Select Item Record in the Objects list.
The New Item Record Options dialog box appears.

5. Enter the information for the subordinate item in the New Item Record
Options dialog box, and click OK. See “Create multiple item records for
a single title” on page 125.

The Item Record workform appears.

6. In the Parent item box, enter the item control number of the primary
item record to which you are linking the subordinate item record.

7. Select File, Save, press CTRL+S, or click [ to save the record.
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1 2 g View other item records linked to the same bib

Follow these steps to see a list of all the other item records linked to the
same bibliographic record.

1. Open the Item Record workform.

2. Select Links, All Item Records or click ¥ |

The Linked Item Records dialog box appears.

m Bibliographic Record 23436 : Bulk Created Item Records E@
File Edit Help

& &+ X & F

Assigned ... Coellection  Materi.. Call Mumber Recor.. V.. 5Stat.. Barcode Control...
... Adult Fic.. Book PB Fict Tol

Bancroft P... AdultFic.. Book PB Fict Tal Final In-P... 2014491
Communi.. AdultFic.. Book PB Fict Tal Final In-P... 2014483

For Help, press FL 3records

3. Double-click any item in the list to open the item record.

1 2 g View the linked bib from an item record

Follow these steps to see the linked bibliographic record from an item
record.

1. Open the Item Record workform.

2. Select Links, Bibliographic Record, press CTRL+G, or click .

The Bibliographic Record workform appears.

Related Information

You can also view the linked bibliographic record from an item record
displayed in the Find Tool results list or in a linked list box. Right-click the
item record in the list, and select Links, Bibliographic Record.
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Changing Item Records

You can change an existing item record by opening it in the Item Record
workform. To make the same change in multiple item records, you can use
the Bulk Change process; see “Changing Multiple Item Records” on

page 180.

When you change an item record and save it, a warning message may
appear, depending on the information you changed and the following
profiles in Polaris Administration:

* Item records: Warning if changing assigned or home branch - If this profile is set
to Yes for your organization, and you change the assigned or home
branch, a warning message appears.

* Item records: Warning for items saved with modified barcode - If this profile is
set to Yes for your organization, and you change the item’s existing
barcode, a warning message appears.

* Item records: Warning for items saved with Display in PAC unchecked - If this
profile is set to Yes for your organization, and you save the item record
with the Display in PAC check box unchecked, a warning message appears.

* Item records: Warning for items saved without barcodes - If this profile is set to
Yes for your organization, and you save the item record without a
barcode, a warning message appears.

Note:

For information on setting these Cataloging profiles, see “Displaying
Warning Messages for Bibs and Items” in the Polaris Technical Services
Administration Guide 4.1.

a A Change an existing item record from the workform

UKM Follow these steps to change an existing item record

Open the Item Record workform.

2. Edit the fields in the Item Record workform.

3. Select File, Save, press Ctrl+s or click [gg].

If no message box appears, The record was saved successfully appears in
the status bar of the Item Record workform.

Related Information

See “Cleaning Up the Catalog” on page 197 for information on deleting
item records.

© 2012 Polaris Library Systems



144 Maintaining Item Records

- P
\ j
}

P’
a ¥

lu

Tip:

If you need to change the linked
bibliographic record for multiple
items, put the item records in a
record set and change the control
number using bulk change. See
“Changing Multiple Item Records”
on page 180.
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Change an existing item record’s linked bib

Follow these steps to link an existing item record to a different

bibliographic record.

1.  Open the Item Record workform.

2. Open the bibliographic record you want to link to the item record.

3. Select the control number on the Bibliographic Record workform,
right-click, and select Copy from the context menu.

[E Bibliographic Record 244317 - MARC2L - Polaris

[E=3 o8 )

~| Record status: Final

V| Display in PAC

Right to left Reading order
Show Unicode control characters

Inzert Unicode control character

A PB FictfbSte

teinbeck, John,1d1902-1968.

f mice and men /fcohn Steinbeck

ew York :ThPenguin,fc1993, 1965

Icie cm.

aAFM-3483TbGISMS

970 TcPBKIfCen BkstISCP1p88 001112 rocessed

B
Q
Q
QD
[
2
]
o
=]
g
S
m
23

il

For Help, press F1

File Edit View Links Tools Help
NDEEs-x" + &6 ZRR ABNP & ®
| Control number: in_-— e e o
Title: Of mice an o
Ind Dt [ Copy J
cam 2
244317
20070706
86031281

Jun 29 2007 12:10FPM

NUM

4. Paste the new control number in the Bib
workform.

control box on the [tem Record

E Item Record 964476 - Circulation - Polaris

File Edit View Links Tools Help
£ B ?
DzEs-x P48
R sarcodes  ODIDSOZTTIES Record status:  Final
LO- Title: Of mice and men
U Author: Steinbeck, John, 1902-1968. Parent:
) Call no.: Fict Ste Price:
O J——
E Owner [crandall Publi Library (Siens Falls) (o) = Shelflocation:
[ Assioned: [crandall Pubic Librery (Giens Fals) (GLE) | Temp location:
43
LoV Collection: | {hiane) v| circstatus:
v 2
o Due date:
D Check-out date: Loaning branch:
EIR Renewals taken: 0 Limit: 3
Held for patran: o
# Last renew date:
& Held at:
Original due date:
Last location Lastuse

Check-n at:
Date: Loaning branch:

Wks/User: Last circulated:

In-transit/Transferred
Current borrower:

Last borrower: 1000500999338

9/25/2002 12:00:00 AM

[E= ioH =)

Item control:

964475

$30.00 Issue contral;

[one) -

Lost ¥ | 8/25/2002 12:00:00 AM

From:

Sent:

Rec'd:

For Help, press F1

NUM

5. Save the item record.

The item record will be linked to the bibliographic record you selected.
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Related Information

* If you change the bibliographic record linked to a serial holdings record,
and there are item records linked to retained serial issues for that serial
holdings record, the item records are linked to the new bibliographic
record.

* Any holds that were placed on item records linked to the old
bibliographic record are updated with the new bibliographic
information.
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Printing Cataloging Labels

The default cataloging label type and the settings for printing labels are
defined at the system, library, and branch levels using the following Staff
Client profiles in Polaris Administration:

Note:
See “Setting Label Profiles” in the Polaris Technical Services
Administration Guide 4.1.

* Labels: Automatically generate labels for each item record created - If this
profile is set to Yes, labels are generated automatically whenever a
new item record is created.

* Labels: Cataloging label type - Specifies the default label type for
cataloging (item) labels.

* Labels: Cataloging print method - Select On Demand, Batch, or Quick Print
as the default printing method for cataloging labels. If On Demand is
selected, the Label Manager appears when the user requests a
label. If Quick Print is selected, the label is printed without opening
Label Manager. If Batch is selected, the label is generated when the
user requests a label, but it is not printed until the user opens Label
Manager and selects Print. The Batch option works well for creating
sheets of labels for multiple items.

To change the default label type and print method without using Polaris
Administration profiles, select Cataloging, Options from the Polaris Shortcut
Bar, and make the changes on the Cataloging Options dialog box. See
“Change label options from Cataloging” on page 147.

Other settings, such as the font, dimensions, and content of the labels, are
defined in the Label Configuration dialog box that you can access from the
Label Manager. See “Configuring Existing Label Types” in the Polaris
Technical Services Administration Guide 4.1. If your library system or
consortium processes materials centrally, all libraries and branches should
agree on the same label stock, content, and configuration.

To use the label file again, you can save the labels in a .dat file format with
a name and location you specify. When you want to access this label file,
you can locate it and open it in Label Manager.

Some label stock contains sets of labels intended for a single item. For
example, a label set may contain a spine label and two pocket labels. All
three labels are attached to a single item, and they can be printed together.

To print labels you must set up your printing preferences on the computer
where you are doing the cataloging or serials processing. The label printer
must be set up in Microsoft Windows, and it must be connected to the
workstation or the same local area network as the workstation.
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Change label options from Cataloging

4] '/f'_w\"; )

)
.u.“’ - You can change the print method and the default label type at the staff level
without setting profiles in Polaris Administration. However, once you
change the settings, your staff member login no longer inherits the settings

made at the system, library, or branch level in Polaris Administration.

Follow these steps to change label options from Cataloging.

1. Select Cataloging, Options from the Polaris Shortcut Bar.

The Cataloging Options dialog box appears.

o5l Cataloging Options ==

Label Setup

Label Type: Spine Shests -
Open Label Manager using this default

Print Method:  On Demand -

2. Select the label type from the Label Type box.

If you always want Label Manager to open using this label type, select
Open Label Manager using this default.

3. Select the printing method for Cataloging labels in the Print Method box.
* On Demand - Users must request a label for each item.
* Quick Print - Labels are printed without opening Label Manager.

* Batch - Multiple labels are generated when the user requests them,
but they are not printed until the user opens Label Manager and
prints them.

4. Click oK.

The Cataloging labels settings are changed for your staff member
login. When you log in to Polaris, labels will be generated and printed
according to the settings you made.
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Tip:

If you are printing labels for
multiple items using label sheets,
set the profile Labels: Cataloging
print method to Batch. See
“Change label options from
Cataloging” on page 147.

-

Polaris Cataloging Guide 4.1
Print spine and pocket labels from an item record

Follow these steps to print a spine or pocket label.

1. Open the Item Record workform.
Complete the item record information required for your labels.

Select File, Label Request, and select one of the following options:
* Single Label or click " - Print a single label (typical).

* Multi-Label or click | )| - Print multiple labels (this option is used
when cataloging item sets such as encyclopedias). See “Create
multiple copies of a label” on page 153.

If the printing method for cataloging labels is set to On Demand, the
Label Manager appears with the labels you requested.

If the printing method is set to Batch, the Label Manager does not
automatically appear. Continue cataloging items, and select Utilities,
Label Manager from the Polaris Shortcut Bar when you want to print all
the labels.

Note:
You cannot generate more than 500 labels at a time in Label Manager.

To make changes to the label, see “Edit labels” on page 150.

5. If Label Manager is open, select File, Exit to close it.

Related Information

* Editing labels - See “Edit labels” on page 150.

* Setting Polaris Administration profiles for labels - See “Set label
profiles in Polaris Administration” in the Polaris Technical Services
Administration Guide 4.1.

* Configuring labels - See “Set up label types” in the Polaris Technical
Services Administration Guide 4.1.

* Specifying content for labels - See “Define the label content” in the
Polaris Technical Services Administration Guide 4.1.
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Tip:

You can select Quick Print as the
print method in the Cataloging
Options dialog box to print all the
labels without opening the Label
Manager. See “Change label
options from Cataloging” on

page 147.
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Print labels from Find Tool, record sets, or list boxes

Follow these steps to print labels from the Find Tool, an item record set, or
an item record list box.

1. Select the item or items in the Find Tool results list, an item record list
box, or an item record set.

2. Right-click, and select Print, Labels.

‘4 Ttem Records - Collection Find Tool
File Edit Options Help

General | Optiens | Scoping [ Branches [ Collections | Databases|

Search Mode Search
Object: [mm Records v] Limit by: [As:igned Branch v] @ Normal
3 3 = ©) Power Stop
By [calkction B R Community Library (Coblesldl) (ol
Corinth Free Library (COR) ©sq [ New Search |
Type:  [Exactmatch Gmplcty suncsied) <] Crandall Public Library (Giens Fals) [ ]
e achpatcfpolitiyinocated) Duane Branch - Sehenectady Coun Output
_— Easton Library (EAS) [ s0rt Results
Fori  ya - Fort Edward Free Library (FTE)
Fort Hunter Free Library (FTH) [Flcount only
Title Assig.. Collection  Materi.. Call Number V.. Stat.. Barcode Cont...
. 0000409994944
pen 0001900017078
el 0001900017243
the immortals ¥ Place Held... it... 0001900026640
A day no pigs would die Print List View
Shadow in Hawthorn Bay
; Add to Course Reserve Record Trem Full
Heart's blood.
e ——] Add to Record Set Trem Brief
Add to Route List Trem & Parent
Remove from Route List Trem & Children
We interrupt this semester for ...
Beyond the chocolate war. e [Tl
. Links Label
Labels requested Delete 38 of 825 req User default

The Label Manager appears.

VA B Fict VA Fict VA Fict VA Fict VA
Coo Jac Jac ie sec
2 Fict
Coomey, Caroline 5. Jacques, Brisn. sierce, Tamora.
Fire Jacques, Brisn. Mosstlower Wild magic : the deck, Robert Newton.
Mattimeo immortals % day no pigs would
die
Fict VA Fict Fict VA Fict VA Fict
Lun Vol ver Mur 510
in
Volen, Jane. verne, Jules, 1323- [Murphy, Rita. Sloor, Zdusrd, 1358-
Lunn, Janet Louise  [|Heart's blood. 1505, Night flying Tangerine
Swoboda, 1923- The mysterious
Shadow in Hawthorn island.
EBay
VA Fict VA Fict VA Fict VA Fict VA Fict
Con Cor avi Car Bur
Conford, Zllen. Cormier, Robert. nvi, 1837- Carter, Carmen. Burks, Brian.
We interrupt this Seyond the chocolate [Night journeys The devil's meart Soldier boy
semester for an war.

important bulletin.

Fict VA Fict VA Fict VA Fict VA Fict
Bro Coo cra cur Car
in
Cooney, Caroline B. [Crane, Stephen, Curry, Ann. Carter, Robert,
Brooks, Marths, Prisoner of time 1571-1386, The book of Srendan [1345-
1344~ The red badze of The collectors
Bone dance courage.
VA Fict VA Fict VA Fict VA Fict
But Dic Bro EE
Butler, Beverly. Dickenz, Charles, Srooks, Martha, Slackwood, Gary L
Light a single 1512-18760. 1544~ The Shakespears
candle. % Christmas carol in [Traveling on into stealer
brose @ being 3 the light @ storfes
zhost story of
Chriztmas

3. Select File, Print from the Polaris Label Manager menu.
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Tip:

To modify a label type so that it has
the same characteristics each time
you use it, select Tools, Label
Settings and Content and change
the label configuration. See
“Configuring Existing Label Types”
in the Polaris Technical Services
Administration Guide 4.1.

Tip:
You can also type text directly into
the label.

Polaris Cataloging Guide 4.1
Edit labels

Follow these steps to edit an existing label.

Il;kt)rfeebrofile Labels: Cataloging Print Method is set to Quick Print, the
label is printed without opening Label Manager.
1. Access the Label Manager:
e From the Polaris Shortcut Bar, select Utilities, Label Manager.
* In Cataloging, from the Item Record workform, select File, Label
Request, Single, or click [P ‘ The Label Manager appears if you have

the profile Labels: Cataloging Print Method set to On Demand in Polaris
Administration.

¢ In Serials, from the Issue, Part, or Check In workform, select File,

Label Request, Single, or click [ ‘ .The Label Manager appears if you
have the profile Labels: Serials Print Method set to On Demand.

Note:

If you are requesting labels from a serial or item record, and the print
method is set to Batch, go to Utilities, Label Manager to see the labels you
created.

The Label Manager opens with the most recently generated label
request displayed.
2. Select the label you want to modify and right-click.

The context menu appears.

Fict.

Ste

.63

0f mice and men
Steinbeck, John, Copy
1902-1968.

Paste

Delete
Inzert Before

Inzert After

Fent

Character Map
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Tip:

To change the font for all the
labels, go to the Tools, Label
Settings and Content to open the
Label Configuration dialog box.
Then locate the type of label,
change the font for the type of
label you are using and save. Then

click to refresh the labels.

Different fonts can be used on

individual labels within a label set.

Maintaining Item Records 151

Select from the following options on the context menu:
* Copy - Select the text that you want to copy. The selected text is
copied to the clipboard, and you can paste it into another label.

* Paste - If you have copied text to the clipboard, you can paste it into
the label.

¢ Delete - Select the text and select Delete.

* Insert Before - To insert labels before the label you selected, type the
number of labels in the Insert Blank Label box.

* Insert After - To insert labels after the label you selected, type the
number of labels in the Insert Blank Label box.

* Font - The Font dialog box appears. You can change the font size,
font family, and font characteristics. This changes the font for the
label where the cursor is located.

* Character Map - The Character Map dialog box appears. Use the
Character Map dialog box to insert special characters into the
label. See “Insert diacritics or special characters into a label” on
page 152.

Select File, Save, press CTRL+S, or click [ to save your changes.
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Tip:

For information on using an
international keyboard to enter
diacritics or special characters, see
“Enter diacritics or non-Roman
characters using an IME keyboard”
on page 41.

Polaris Cataloging Guide 4.1

Insert diacritics or special characters into a label

If diacritics or special characters are included in the MARC record in fields
that are printed on the label, for example in the Title or Author fields, they
appear in the label. It is not necessary to add the characters in the label
unless they are not part of the MARC record.

Follow these steps to insert diacritics or special characters into a label in the

Label Manager.

1. Right-click in a label in the Label Manager, and select Character Map
from the context menu.

The Character Map dialog box appears.

Select the font to use in the Font box.

Do one of the following steps to select the character:

¢ If the character is visible, double-click the character or select it and

click select.

4# Character Map [E=REoh ==
Font: €} Arial Unicode M5 -
VI 28| %[ & [(]) ), flojriz|3aj4) .
sisl7lele|:|:|<[=]]7 @ als|c|o|=[F|a[H]|
HJ[KILIMIN|O|P|Q|R|S|T|U|V|W|X|Y|Z|[|
1042 alblc|d|le|flg h|i|j|k|!l|m|n|o|p
qlr|s|t|u|lv|iw|/ x|yl z|{ 1~ ile|£]=|%¥
gl7(@| 3« -|® | (|2 u|T]].]"

» ||l o A A|AA|AlA|E|C|E|EIE|E|T|T
T T|B|N|O|O|0|0|0) = |00 —nla|a
ala|alal=|g|ele|lee|i|i]|i ﬁ |60
c%auuﬂu)?pyAéAl_l_ll'Cév
Characters to copy |/ Select Copy

[ Advanced view
U=DOF1: Latin Small Letter N With Tilde Keystroke: At=0241

* If you do not see the character, select Advanced view.

The Character Map dialog box expands to display more options.

Select Unicode in the Character set box, select All, and type either the
four-digit value for the character or the name of the character in
the Search for box. The characters that match the search criteria
appear in the dialog box. Double-click the character, or select it
and click Select.
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%P Character Map = in =
Font: () Book Antiqua -
~JAIN|Oa|als | T|1|T]a”

Characters to copy | Select

Advanced view

Group by : All -

Search for : tiide Reset

LU-+D07E: Tilde

The characters you selected appear in the Characters to copy box.
5. Click copy.

The Label Manager appears. Position the cursor where you want to
insert the characters, right-click and select Paste. The character or
characters are inserted into the label.

2 A Create multiple copies of a label

P
1“ - You can create multiple labels from a single basic label when you have
several volumes in a set (such as an encyclopedia) that have the same call
number. Follow these steps to create multiple copies of a label.

1. Open the Item Record workform.

2. Select File, Label Request, Multi-Label or click ‘Hﬂ

The Insert Multiple Labels dialog box appears.

a2l Insert Multiple Labels ==
Number of labels to insert:

3. Type anumber in the Number of labels to insert box and click OK.
The Label Manager appears.
To preview the layout of the labels, select File, Print Preview.

To edit the labels, see “Edit labels” on page 150.

6. Select File, Print or click = to print the labels.
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Save a label file

Polaris Cataloging Guide 4.1

You can save a label file in a .dat file format, and reopen the file at another
time. Follow these steps to save a label file.

1. Select Utilities, Label Manager from the Polaris Shortcut Bar, and set up

labels.

2. Select File, Save As.

The Save As dialog box appears.

@ Save As

Savein

e

Recent"PIacez
Desktop

i i

A
Peer-V5
[ W
-y

Network

Save as type:

B
Name Date moedif... | Size
%Ccntactz

@ Desktop

ﬁ* Documents

@ Downloads

- e8> o

= | Folder path

File name

-

Save

data files [“dat)

hd |

l Cancel |

3. Specify the location for the label file, and type the label file name in the

File name box.

The label file is saved, and you can open it to use it again.

Note:

To open the saved label file, open Label Manager, select File, Open from
the Label Manager menu, locate the label file with the .dat extension, and
double-click it. The labels appear in Label Manager.
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\Xorking With Multiple Records

Record sets group related cataloging records together for a particular
purpose, but they do not actually contain the records. Since a record set
merely points to the records within it, removing a record from a record set
does not delete the record itself.

You can create record sets for bibliographic, authority, or item records, but
you cannot mix record types in the same record set. Grouping cataloging

records in record sets makes it easier to retrieve records, apply changes to
multiple records (bulk change), or add multiple titles to a purchase order.

Record sets can also help you maintain your catalog. For example, you can
gather all unlinked bibliographic or authority records into a record set, and
then delete them or do other processing. If you want to make changes to
multiple bibliographic or item records at once, you can gather the records
into a record set and then change them using the Bulk Change dialog box.
You can also make bulk changes to multiple item records from linked list
boxes without putting them in a record set. This Ad hoc Bulk Change option
can be used to quickly update on-order items by assigning barcodes and
call numbers so the items can circulate.

In addition, you can create record sets to group titles together and make
them readily accessible in the PAC. One method is to publish the URL to
the record set on the Polaris PowerPAC portal page, a page dashboard, or
a Web site page. Another method is to use record sets to create visual
representations of titles in a “content carousel” that displays on the
PowerPAC portal page or a Community Profile page (if your library has
Polaris Community Profiles). See “Use record sets to display titles in
Polaris PowerPAC” on page 164.

This unit covers the following topics:

* “Creating and Using Cataloging Record Sets” on page 156
* “Changing Multiple Bibliographic Records” on page 166

* “Changing Multiple Item Records” on page 180
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Creating and Using Cataloging
Record Sets

Tip:
The icon next to an authority
record listed in a record set

indicates that the authority record
is not linked to any other record.

You can create item, bibliographic or authority record sets using various
methods, such as: adding cataloging records from Find Tool results;
creating record sets of linked records from another cataloging record set;
sending imported records directly to a record set; and creating record sets
of unlinked records. For general information on creating record sets, see
“Creating and Using Record Sets” in the Polaris Basics Guide 4.1.

Note:

If you are using Polaris Inventory Manager (PIM), you can automatically
create record sets of items for weeding or other processing. If you are
using SimplyReports, you can automatically create record sets of
bibliographic, item, or authority records.

After cataloging record sets are created, you can use them to maintain and
update cataloging records by bulk changing item or bibliographic records;
deleting unlinked records; processing imported records; and grouping
records for retrieval and review.

Cataloging record sets can also be used to make certain titles readily
accessible in Polaris PowerPAC by publishing a URL link to the record set
that patrons click to see the titles, or displaying a “content carousel” of
titles. See “Use record sets to display titles in Polaris PowerPAC” on
page 164.
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Open an existing cataloging record set

41 RN H
_H_u e S Do one of the following actions to open an existing cataloging record set:

¢ Select Cataloging, Record Sets from the Polaris Shortcut Bar, and use
the Polaris Find Tool to search for and open an existing record set.
You can limit the search by

* Right-click a cataloging record in the Find Tool’s results list, and
select Links, Record sets from the context menu (the record must be
in a record set).

* Select Links, Existing, Record Sets from a cataloging record workform.
If the record belongs to a record set, the record set opens. If the
record belongs to more than one record set, a list of the record sets
appears. Select a record set in the list.

The record set workform appears for the type of record you selected.

a ~ Create an item record set from bib record set

4 | e Jf/) )
l‘“’zw@ Follow these steps to create a record set of the linked item records from a
bibliographic record set.

1. Open the Bibliographic Record Set workform.

2l Record Set 17089 - Polaris Fo G s

File Edit View Tools Help

h@HaS-X B2 & F

Name: New Owner: |peer V] Record type:  Bibliographic

Note: Number of records: 1973

QW ==-sakk

@
wn
S
8 Title Author Format  Linke... Public... Call Number Control N...  Status *
Q 100 love sonnets = Cien sonetos de amor Neruda, Pablo, 190... Book 3 1987 861 Ner 37289 Final =
The adventures of Simple Simon Conover, Chris. Book 14 1987 JP 398.2 Con 44773 Final
_U Air in fact and fancy. Slote, Alfred. Book 1 1968 1551.51 Slo 78366 Final
E The Alexandra ingredient Strauss, Linda Leop... Book 7 1988 1 Fict Str 52852 Final
Q- All of our noses are here, and other noodle tales Schwartz, Alvin, 19...  Book 20 1985 JE 398 Sch 30068 Final
(] American literature, realism to 1945 Book 4 1981 RB810.9 A 41311 Final
| The American Mother Goose Wood, Ray. Book 1 1940 1398 Woo 79034 Final
m American novelists since World War I Book 73 1978 R920.03 A 57139 Final
0 The American presidents : the office and the men Book 3 1986 RO20 A 34993 Final
‘: The American renaissance in New England. Book 2 1978 RO20.03 A 57138 Final
-Q American writers for children since 1960 : poets, il... Book 2 1987 R 920.03 A 42264 Final
ﬁ American writers in Paris, 1920-1939. Book 1 1980 R 920.03 A 6909 Final
And T don't want to live this life. Spungen, Deborah. Book 1 1983 306.8743 Spu 22162 Final
— The autumn of the patriarch Garcia Mdrquez, Ga... Book 9 1976 Fict Gar 20605 Final
Baby's best book Bradman, Tany. Book 1 1987 P Fict 51970 Final
Back yard Angel Delton, Judy. Book 17 1983 ] Fict Del 22013 Final
Bad egqg : the true story of Humpty Dumpty Hayes, Sarah. Book 1 1987 JP 398.2 H 45921 Final -
The record set was saved successfully. 250 of 1973 record(s) retrieve

2. Select Tools, Create Item Record Set, click [+= |, or press Ctrl+T.

The Item Record Set Setup dialog box appears.
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Item Record Set Setup @
Name:
‘Owner: ‘peer VJ
[ oK ] ‘ Cancel J ‘ Help ‘

3. Type a name for the item record set in the Name box, select a different
record set owner in the Owner box to change it, and click OK.

The Item Record Set workform appears with the name and creation
date/time in the Name box, and the name of the bibliographic record
set from which it was created in the Note box.

Create a bib record set from an item record set

Follow these steps to create a record set of the linked bibs from an item
record set.

1. Open the Item Record Set workform.

IEL Record Set 14450 - Polaris
File Edit View Tools Help

NEH&-x BE & @

[E=ECE O

-

PXg Mome: Lotn amercan Uit ftems 200210211432 Owner: Record type:  Item

m Mote:  Items linked th bib record set Latin American Lit. Number of records: 271

S QY =& &-

[S]

U IR assg.. Col.. Mat. sh.. Cal.. V.. Staws Barcode LastActvi., |R..| 4

[Nl :covemporary . Cran... Adil.. Book ses... n 0000501862525 3/3/13%6 R G|

E Jcontemporary ... Com... Adu... Book 850.. In-Process B

¥.. Com.. Add.. Bogk g59... InPracess oo %

el . Com.. MNew. Bogk a5s... InProcess Foo2

et y.. Com.. Adi.. Book Fict... InProcess Foox
3contemporary ... Com... Adul.. Book s5s... On-Order B

TheBorzoianth... Cran.. Add.. Book S5IR .. Wihdrawn  0O00SDI2O7SSS 14131888 R 8
The Borzoi anth... Cran.. Adul... Book B8&61R V...  Withdrawn 0000501297954  4/18/2002 F. El
TheBorzoianth... Mech.. Add... Bock 5LR withdrawn  DD01100052180 Foo 1
TheBorzoianth... Mech.. Add.. Bock 851k In 0001100052198 /441898 F.. 1
TheBorzoianth... Com.. Add.. Book 851R InProcess B
TheBorzoianth... Com.. Add.. Book s5LR In-Process B
TheBorzoianth... Com.. Mew... Book 851R In-Process B
TheBorzoiznth... Com.. Add.. Bock Fict... InPracess o2,
:' = - = = - l”’ — - "

For Help, press F1 250 of 271 recordis) r

2. Select Tools, Create Bibliographic Record Set, click |4

, O press Ctri+T.

The Bibliographic Record Set Setup dialog box appears.

Bibliographic Record Set Setup @
Name:
Owner: lpeer v]
[ oK ] { Cancel J { Help ‘

3. Type a name for the bibliographic record set in the Name box, select a
different record set owner in the Owner box to change it, and click OK.

The Bibliographic Record Set workform appears with the name and
creation date/time in the Name box, and the name of the item record
set from which it was created in the Note box.
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A A Create a bib record set from an authority record set
y Yy

.u.” - Follow these steps to create a record set of the linked bibliographic records
from an authority record set.

1.  Open the Authority Record Set workform.

2l Record Set 17088 - Polaris == ROR =<
File Edit View Tools Help
&1 F
heHE-X & &
+ h
Q Name:  Latin American owner: |peer VJ Record type:  Authority
U) MNote: Number of records: 90
3 X=|sa-
q-) Heading Control Number Bib Count See Als... Name Subject Series Status -
m Alegria, Claribel 81575 5 o Y Y N Final
American literature--Hispanic American authors 554715 14 o N Y N Final =
b American literature--Hispanic American authors--Histor... 338859 3 o N Y N Final
B Assungdo, Leilah. Moist lips, quiet passion. 811659 1 a ¥ ¥ N Final
é Authors, Latin American 286305 4 1 N Y N Final
4: Authors, Latin American--20th century--Biography 345734 3 0 N Y N Final
) Authars, Latin American--20th century--Interviews 345735 3 o N Y N Final
: Authors, Latin American--Bio-bibliography 345732 1 0 N Y N Final
q Authors, Latin American--Biography 345733 2 0 N Y N Final
Bilingual books 556155 82 o N Y N Final
Brotherston, Gordon 815270 5 0 Y Y N Final
Castro, Consuelo de. Walking papers. 811660 1 0 ¥ Y N Final
Castro-Klarén, Sara 151277 1 o Y Y N Final
Circulo del Buen Lector (Buenos Aires, Argentina?) 170622 1 0 Y Y N Final
Colchie, Thomas 716715 4 o Y Y N Final
Correas de Zapata, Celia 771244 3 0 Y Y N Final -
For Help, press F1 90 of 90 record(s) retrieved

2. Select Tools, Create Bibliographic Record Set.

The Bibliographic Record Set Setup dialog box appears.

Bibliographic Record Set Setup @

Name:

Owner: peer -
e [ e i morepe s

3. Type a name for the bibliographic record set in the Name box, select a
different record set owner in the Owner box if you want to change the
owner, and click OK.

The Bibliographic Record Set workform appears with the name and
creation date/time in the Name box, and the name of the authority
record set from which it was created in the Note box.
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§ Create an authority record set from a bib record set

1 "N A
UZHS Follow these steps to create a record set of the linked authority records
from a bibliographic record set.

1. Open the Bibliographic Record Set workform.

2l Record Set 17089 - Polaris ol G s

File Edit View Tools Help

LDeH&E-X B & 5

Name: New Owner: |peer V] Record type:  Bibliographic

Note: Number of records: 1973

RWY==-aF L

@
n
S
8 Title Author Format  Linke... Public... Call Number Control N...  Status ‘
m 100 love sonnets = Cien sonetos de amor Neruda, Pablo, 190... Book 3 1987 861 Ner 37289 Final E
The adventures of Simple Simon Conover, Chris. Book 14 1987 JP 398.2 Con 44773 Final
_U Air in fact and fancy. Slote, Alfred. Book 1 1968 1551.51 Slo 78366 Final
E The Alexandra ingredient Strauss, Linda Leap... Book 7 1988 J Fict Str 52852 Final
Q All of our noses are here, and other noodle tales Schwartz, Alvin, 19...  Book 20 1985 JE 398 Sch 30068 Final
m American literature, realism to 1945 Book 4 1981 R B810.9 A 41311 Final
L- The American Mather Goose Wood, Ray. Book 1 1940 ]398 Woo 79034 Final
m American novelists since World War 1T Book 73 1978 R920.03 A 57139 Final
(@ | The American presidents : the office and the men Book 3 1986 R 920 A 34993 Final
:: The American renaissance in New England. Book 2 1978 R920.03 A 57138 Final
-Q American writers for children since 1960 : poets; il... Book 2 1987 R 920.03 A 42264 Final
= American writers in Paris, 1920-1939. Book 1 1980 R920.03 A 6909 Final
m And I don't want to live this life. Spungen, Deborah. Book 1 1983 306.8743 Spu 22162 Final
— The autumn of the patriarch Garcla Marquez, Ga... Book 9 1976 Fict Gar 20605 Final
Baby's best book Bradman, Tony. Book 1 1987 P Fict 51970 Final
Back yard Angel Delton, Judy. Book 17 1983 1 Fict Del 22013 Final
Bad egg : the true story of Humpty Dumpty Hayes, Sarah. Book 1 1987 IP398.2H 45921 Final -
The record set was saved successfully. 250 of 1973 record(s) retrieve

2. Select Tools, Create Authority Record Set.

The Authority Record Set Setup dialog box appears.

Authority Record Set Setup @
HName: ‘
Oowner: [peer - ]
[ oK ] l Cancel I l Help I

3. Type a name for the authority record set in the Name box, select a
different record set owner in the Owner box if you want to change the
owner, and click OK.

The Authority Record Set workform appears with the name and
creation date/time in the Name box, and the name of the bibliographic
record set from which it was created in the Note box.
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Tip:

You can search for records and add
all the records in the Find Tool
results list to a new or existing
record set. See “Create a record
set from all the Find Tool results” in
the Polaris Basics Guide 4.1.

Or, you can select specific records
in the Find Tool results list and add
them to a new or existing record
set.

Working With Multiple Records 161
Add records to an item or bibliographic record set

Follow these steps to add records to a new or existing record set.

1.  Open the Item Record Set or Bibliographic Record Set workform for a
new or existing record set.

2. Use one of the following methods to add the records:

* Select Tools, Add, press CTRL+E, or click R . The Polaris Find Tool
appears. Search for the record, and select it from the results list.

* Select Tools, RFID Read Tags. When this option is selected from an
item record set, all tags for all items on the RFID pad are read, and
the associated item records are added to the record set.

. I
* Select Tools, Add, Scan, press CTRL+K, or click W

The Scan Barcode dialog box appears, in which you scan the
barcode (or type the barcode and press ENTER).

Scan Barcode ==

Barcode:

Close ] { Help

The selected record is listed in the Item Record Set workform, or the
linked bibliographic record is listed in the Bibliographic Record Set
workform. The Number of records box increments.

3. Repeat the previous step to add additional records.

If you scanned records, click Close on the Scan Barcode dialog box
when you are done scanning.

Record added appears in the status bar.

5. SelectFile, save, press CTRL+S, or click [ to save the record set.

Related Information

¢ “Remove records from a record set” in the Polaris Basics Guide 4.1

¢ “Delete member records from the database” in the Polaris Basics Guide
4.1

¢ “Delete one or more record sets from the Find Tool” in the Polaris Basics
Guide 4.1

e “Delete a record set from the Record Set workform” in the Polaris Basics
Guide 4.1
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Tip:
You can also search for a record set
by owner.
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Tips:

You can also select a single record,
right-click and print it. If you select
an item record that has child
records, or is a child record linked
to a parent record, you can print its
associated records. You can also
print item labels from an item
record set. If the itemis linked to a
serial issue on a route list, you can
print the routing slip from the
record set.
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Retrieve records using a record set

When you group records in a record set, you can easily retrieve the records
for further review. You might want to create a record set of provisional
records when importing and then make the necessary changes to each
record. For more information on creating records sets while importing, see
“Set import options for record sets” on page 75.

Follow these steps to retrieve records from a record set.

1.

o v & W N

Select cataloging, Record Sets from the Polaris Shortcut bar.

The Polaris Find Tool appears with Record Sets selected in the Objects
box.

Select an option in the Search by box.

To sort the results, select a Sort by option.

To limit the results, select a Limit by option and enter a value.

Type the search term in the For box.

Click Search.

The record sets that meet your search criteria appear in the results list.
Double-click the record set you want to open.

The record set appears in the Record Set workform.

Double-click any record listed in the Record Set workform.

The record appears in the appropriate workform.

Print a list of cataloging records from a record set

Follow these steps to print a list of records from a record set.

1.

2.

Open the item, bibliographic, or authority record set.

Note:
You can sort the records by clicking on the record set column headings.
The record set will be printed in the order in which it was sorted.

To print a list of all the records in the record set, do one of the
following steps:
* Select File, Print, Record Set from the record set workform menu.
* Select File, Print, List view from the record set workform menu.
* Right-click in the list of records, and select Print, List view.
Note:
If you select Record Set, the record set appears in a Adobe pdf preview
window, and you select File, Print to print the pdf. You can select specific

pages to print. If you select List view, the Print dialog box appears without
the preview window.
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3. To print from a bibliographic record set, do the following;:

a) Select Edit, Select All or press Ctrl+A to select all the records in the list, or
select specific records. The records you selected are highlighted.

b) Right-click in the list of highlighted records, and select one of the
following options:
« Bibliographic Full
« Bibliographic Brief
* Chicago Manual of Style

®* American Psychological Assoc.

Important:

When you format the list in a bibliographic style, check the formatting

requirements of the school, college or journal for which you are creating
the bibliography.

An Adobe pdf viewer window appears with the records in the format
you selected.

'@ Bibliography Chicage Manual of Style.pdf - Adobe Acrobat Professional ===
File Edit View Document Comments Forms Tools Advanced Window Help

Bibliography: Chicago Manual of Style

Please check the formatting requirements of your scheol, college, or journal.

3 coniemporary Brazilian plays in bilingual edition Austin, TX : Host Publications, Inc
1988,
A Hammock beneath the mangoes stores from Latin Mew York, N.Y. : Dution, c1991.
America
Encyclopedia of Latin American literature . London :: Fitzroy Dearbom, c1957.
Hispanic literature criticism . Detroit, Ml : Gale Research , 1994,
Rodriguez Monegal. The Borzol anthology of Latin American literature . Mew York : Knopf, 1977.
Emir
Woodyard. George DramaContemporary :Latin America. Mew York : PAJ Publications, 1986
William

4. Select File, Print from the Adobe pdf viewer to print the record list.
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A A Use record sets to display titles in Polaris PowerPAC

A ny ny

You can create record sets and then make the titles readily accessible in
Polaris PowerPAC using several methods. One method is to create a URL
link to the record set and publish it as a Web part in Polaris PowerPAC.
Another method for publishing content in Polaris PowerPAC is to display
visual representations of titles or “content carousels” on the portal page.
And, if your library has Polaris Community Profiles, you can display
content carousels in community records in Polaris PowerPAC.

Publish a URL link to a Record Set in PAC Web Part

Tip:

To find a record set that appears in
Polaris PowerPAC, select it to
display the URL in the top of the
window. Then select and copy the
bibliographic record set ID that

4.

Create the record set containing the titles you want to make available
in Polaris PowerPAC.

Define a URL link to the record set that references the record set(s) by
control number or by name. See “Searching Record Sets (Polaris
PowerPAC)” in the Polaris Public Access Administration Guide 4.1.

Examples:

(single record set by number)
http://{PowerPACURL}/view.aspx?brs=1234

(multiple record sets by number)
http://{PowerPACURL}/view.aspx?brs=1234,12345,123456
(single record set by number)
http://{PowerPACURL}/view.aspx?brsn="bibrecordsetname’
(multiple record sets by name)

http://{PowerPACURL}/
view.aspx?brs='"TotSummer','TeenSummer','AdultSummer’

Create a custom web part for the record set URL. See “Create a custom
Web part” in the Polaris Public Access Administration Guide 4.1.

Assign the custom web part to a specific page. See “Assign Web parts
to public pages” in the Polaris Public Access Administration Guide 4.1.

Display Record Set Titles in PAC Content Carousels

appears after the equal (=) sign. 1.  Create the record set containing the titles you want to include in the
For example, selec_:t 13221 in this content carousel.

URL: http://qa-orion/

view.aspx?brs=13221. Note:

Then, search for the record set in For content carousels to include cover images, enriched data options for
the staff client Find Tool: select cover images must be set in Polaris Administration. See “Enabling Enriched
Record set ID in the Search by box, Data” on page 155.

and paste the record set ID in the

For box. 2. Search for and select the record set in the Portal page content carousels

PowerPAC profile in Polaris Administration. See “Set up content
carousels” in the Polaris Public Access Administration Guide 4.1.
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Display Record Set Titles in Community Content
Carousels

1. Create the record set containing the titles you want to include in the
community record’s content carousel.

Note:

For content carousels to include cover images, enriched data options for
cover images must be set in Polaris Administration. See “Enabling Enriched
Data” on page 155.

Create or open a community record in the Polaris staff client.

3. Search for and select the record set on the Social tab of the Community
Record workform. See “Enter community social links in the staff
client” in the Polaris Community Profiles Guide 4.1.
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Polaris Cataloging Guide 4.1

Changing Multiple Bibliographic

Records

Tip:

You must have the permission
Access bibliographic bulk change:
Allow to do any bulk changes of
bibliographic records. To bulk
change values in the LDR, 006, 007,
008 (control fields), you must have
the additional permission Access
bibliographic fixed fields bulk
change: Allow.

You can gather multiple bibliographic records in a record set and
simultaneously change specific data in all the bibliographic records in the
record set using the Bulk Change process. The changes to the records are
made via a Bulk Change job, and you can check the status of the job in the
Bulk Change Job Queue. When the job is completed, you can run a report
that displays the start and end time of the bulk change job, the number of
records that were changed, and any exceptions where records could not be
changed.

Use the bulk change process to change the following information in
multiple bibliographic records at once:

Non-MARC data - Change the indicator in the bibliographic
records so that all the records display (or do not display) in the
PAC. You can also change the owner of the records from one
owner to another. See “Bulk change non-MARC data in
bibliographic records” on page 168.

Data Fields - Insert or delete tags, subfields, and indicators. You
can change, insert or delete specific values in tags, subfields, and
indicators. You can also check and correct non-filing indicator
values. See “Bulk change data fields in bibliographic records” on
page 169.

Leader - Change values in the Leader for all the records in the
record set. If the Leader/06 is changed, a message warns the user
to make appropriate changes to the 008 tag. See “Bulk change the
Leader in bibliographic records” on page 171.

006 Tag - Change the 006 tag (material characteristics). The code in
the 006/00 (form of material) determines the data elements you
can define for subsequent character positions. In addition, the
codes in field 006/00 correspond to those in Leader 06 (type of
record). You can change, insert, and delete values in the 006 tag.
See “Bulk change the 006 tag in bibliographic records” on

page 172.

007 Tag (1) and 007 Tag (2) - Change the 007 tag (the physical
description). The codes in the 007 tag are defined by position, and
the number of character positions depends on the code contained
in 007/00. You can insert, delete, and create tags and change the
category of material. You can also change a value to another value.
“Bulk change the 007 tag in bibliographic records” on page 174.
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008 Tag - Change the 008 tag that provides coded information
about the record as a whole as well as special bibliographic aspects
of the item, such as the target audience. “Bulk change the 008 tag
in bibliographic records” on page 177.

Records are skipped when they do not contain the criteria specified for the
bulk change. Records are added to a cleanup record set if they contain the
criteria specified, but they could not be changed for other reasons.

You cannot use bulk change to modify values in the following fields:

Polaris record status
Bibliographic control number (001)

Standard numbers used in deduplication routines (010%a, 020%a,
022%a, 024%a, 028%a, 035%a, 0375%a).

LDR values in positions other than 05, 06, 07, 08, 09, 17, 18, 19 (the
values in these positions can be changed). You cannot change the

Leader/05 to a value of “d”.

008, positions 008/7-10 (beginning date of publication) because it

is used in deduplication routines.

When you change a field that is under authority control and the change
invalidates the existing link, the link to that authority record is broken, and
a background process attempts to re-link and re-index the record. If the
change is made to a field subject to authority control, but the change does
not invalidate the link, the link is not broken. The most efficient way to
make changes for subfields in fields under authority control is to change
the authority record. Then the changes filter down to the linked
bibliographic records. See “Edit authority records and update linked
records” on page 112.
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— Bulk change non-MARC data in bibliographic
_H_u = records

Follow these steps to change non-MARC data in multiple bibliographic
records.

Note:
The records you want to bulk change must be in a record set.

1. Open the Bibliographic Record Set workform.

Tip: E 2. Select Tools, Bulk Change.
Click to open the Bulk Change The Bibliographic Bulk Change dialog box appears with the non-
dialog box, or press CTRL+B. MARC tabbed page displayed.

Biblicgraphic Record Bulk Change

Non-MARC | Data Fields [ Leader [ 006 Tag [,007 Tag (1) [ 007 Tag (2) [ 008 Tag |

[ oisplay InPAC on off

D Record owner From:

To:

[ save provisional records as final

ok | [ cae J[ Heb

3. Choose any of the following options:

* To display (or not display) the records in the PAC, select Display in
PAC, and select On or Off.

* To change the owner of the records, select Record owner, select the
current owner in the From box, and select the new owner in the To
box.

* To change provisional bibliographic records to final records, select
Save provisional records as final.

4. Click OK to initiate the bulk change process, or click another tab to
make other changes to the records.

If you click OK, the Summary of Changes dialog box appears.
5. Click continue on the Summary of Changes dialog box to continue with

the bulk change. See “Check the bulk change queue and run the
report” on page 179.
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Tip: E
Click to open the Bulk Change
dialog box, or press CTRL+B.
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Bulk change data fields in bibliographic records

You can make the following types of bulk changes to data fields in
bibliographic records:

Note:

The following tags/subfields cannot be modified or deleted because they
are used in duplicate detection: 10%a, 20%a, 22%a, 24%a, 28%a, 35%a, and
37%a.

Insert a new tag

Insert a subfield in a tag in any location within that tag, or insert a
subfield before or after a specific subfield

Delete the first or last instance of a tag

Delete a subfield with any data, with specific data, or delete the
last instance of the subfield

Change a specific tag’s subfield code without changing the data in
the subfield

Replace a tag's subfield data with specific data
Change a tag’s indicator only

Correct non-filing indictors

Follow these steps to bulk change data fields in multiple bibliographic
records.

Note:
The records you want to bulk change must be in a record set.

1.  Open the record set that contains the bibliographic records you want
to change.

Select Tools, Bulk Change.

Select the Data Fields tab.

The Data Fields tabbed page appears.

Bibliographic Record Bulk Change

Non-MARC | Data Fields | Leader | 008 Tag [ 007 Tag (1) [ 007 Tag (2) [ 008 Tag|

Cperation: I(None) 'I

Bulk change queue for data fields

[ CK H Cancel H Help
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Tip:

You can use diacritics in subfields.
For example, the author’s name
includes diacritics, but some of
your bibliographic records do not
have the correct name. You can
select Replace a tag’s subfield
(with specific data), type the
existing author’s name in the
Subfield box and insert diacritics in
the author’s name in the Change to
box by clicking on the Diacritics
button. Select the character in the
Character Picker box.

10.

11.

Polaris Cataloging Guide 4.1

In the Operation box, select the operation you want the bulk change to
perform on the data fields you specify.

Note:
The options available depend on the operation you selected. If you
selected Correct non-filing indicator values (initial articles ‘a’, ‘an’, or
‘the’), skip to step 10.
In the Tag number box, select the number of the tag to insert, delete,
replace, or identify.

Select the first and/ or second indicators in the Indicator fields, One and
Two boxes.

Type a subfield code in the Subfield $ box, and type a value for the
subfield in the larger box to the right of the code.

Note:
You must specify at least one subfield when you are inserting a tag.
Enter or select other criteria depending on the option you chose. For

example, if you selected Replace a tag’s subfield (with specific data), enter
the data you want to change to in the Change to box.

When you are finished specifying the changes, click Add Change to
Queue.

The changes appear under Bulk change queue for data fields. You can
move the changes up or down in the queue by selecting the change,
and clicking the Up or Down buttons. To remove a change, select it, and
click Remove.

Click oK to initiate the bulk change process, or click another tab to
make other changes to the records.

If you click OK, the Summary of Changes dialog box appears.

Click Continue on the Summary of Changes dialog box to continue with
the bulk change. See “Check the bulk change queue and run the
report” on page 179.
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Tip: E
Click to open the Bulk Change
dialog box, or press CTRL+B.

Tip:

If you are correcting invalid values,
you can type an invalid value for
the position in the From box, or
you can select All invalid values
from the list. The bulk change
process will replace the invalid
values with the selection in the To
box.

Working With Multiple Records 171
Bulk change the Leader in bibliographic records

Follow these steps to bulk change the Leader in multiple bibliographic
records.

Note:
The records you want to bulk change must be in a record set.

1. Open the Bibliographic Record Set workform.
2. Select Tools, Bulk Change.
3. Select the Leader tab.

The Leader tabbed page appears.

Bibliographic Record Bulk Change ==

Non-MARC [ Data Ficlds | Leader 006 Tag [ 007 Tag (1) [ 007 Tag (2) [ 008 Tag|

[FIRecord status (35)

From| To

[T Type of record (06)

From| To

[CBibliographic level (©07)

From| To

[ 7ype of contral 08)

From To

[Clcharacter coding scheme (09)

From| To

[ClEncoding level (17)
From Ta

[C]Descriptive catalaging form (18)

From To

[CLinked record requirement {13}
From Tol

=]
2

) [ concel | [ teb

4. Select the position you want to change.

Note:
When you select the LDR/06, a message reminds you to make the
appropriate changes to the 008.

The From and To boxes become active when you select the position.

5. In the From box, select the value to change.

In the To box, select the value to put in the selected position.

7. Select any other positions you want to change in the 008 tag, and
specify the From and To values.

8. (lick OK to initiate the bulk change process, or click another tab to
make other changes to the records.

If you click oK, the Summary of Changes dialog box appears.

9. Click Continue on the Summary of Changes dialog box to continue with
the bulk change. See “Check the bulk change queue and run the
report” on page 179.
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Bulk change the 006 tag in bibliographic records

I A A
11—1 Zﬁ—f 5 Follow these steps to bulk change the 006 tag in multiple bibliographic
records.

Note:

You can insert or delete 006 tags, but you cannot replace an existing 006
tag. The code you specify in the Form of material position (006/00)
determines the data elements you can define for subsequent character
positions.

1.  Open the Bibliographic Record Set workform.

Tip: E 2. Select Tools, Bulk Change.
Click to open the Bulk Change The Bibliographic Record Bulk Change dialog box appears.

dialog box, or press CTRL + B.
3. Select the 006 Tag tab.

The 006 Tag tabbed page appears.

Bibliographic Record Bulk Change ==

Non-MARC [ Data Filds [ Leader | 906 Tag 007 Tag (1) [ 007 Tag (2) [ 008 Tag|

Tag level

[ insert

[ elete

[ replace

[Books

Com, file/
O Elec. rsc.

B Contin,
resources

[F1Maps ::-“‘ ‘ To |

Mixed
[ materisis

[FIMusic

Visual
materials

Co ) e ) )

4. Toinsert or replace an entire 006 tag, select Insert or Replace, and do the
following steps:

a) Select the form of material code in the (00) box.
b) Click Define.

The appropriate dialog box appears, depending on the form of
material.
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Bulk Change 006--BOOKS (Insert/Replace) X
Mature of contents (07-10)
Tlustrations (01- 04) - Mo specified nature of contents A
a - Abstractsfsummaries
- Mo illuskrations A b - Bibliographies
a - Ilustrations ¢ - Catalogs
b - Maps d - Dictionaries
« - Portraits e - Encyclopedias
d- Charts f - Handbooks e,
- Plans
f - Plates b Government pub {11} v
Audience (05) - Conference pub {12} -
Farm of itemn (08) w Festschrift {137 E¥
Index {14) b
Literary Form {16} -
Biography (17) E¥
I QK ] [ Cancel ] [ Help

c) Define the subsequent positions in the 006 tag by selecting the
appropriate codes from the lists in the dialog box.

d) Click ok when you have finished defining the character positions.
The results of your selections appear to the right of the Define button.

e) If you are inserting a new 006 tag, select As first if you want the tag to
be the first 006 tag, or select As last if you want the tag to be the last 006
tag. If you are replacing a specific 006 tag, select First or Last.

5. To delete a specific 006 tag, select Delete and do the following steps:

a) In the (00) box, select the value that matches the 006 tag you want to
delete.

b) Select First instance to delete only the first 006 tag that contains that
value, Last instance to delete the last occurrence of the tag, or All instances
to delete all 006 tags with this value.

6. To change a specific value in the Form of material (00) code in the 006
tag, do the following steps:

a) Select the check box that corresponds to the form of material you want
to change, for example Books.

b) In the From box, select the value to change.
C) In the To box, select the value to put in this position.

7. Click oK to initiate the bulk change process, or click another tab to
make other changes to the records.

If you click oK, the Summary of Changes dialog box appears.

8. (lick Continue on the Summary of Changes dialog box to continue with
the bulk change. See “Check the bulk change queue and run the
report” on page 179.
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1-2-3

Tip: E
Click to open the Bulk Change
dialog box, or press CTRL+B.

Polaris Cataloging Guide 4.1
Bulk change the 007 tag in bibliographic records

Follow these steps to bulk change the 007 tag in multiple bibliographic
records.

1. Open the Bibliographic Record Set workform.
2. Select Tools, Bulk Change.
Select the 007 (1) or 007 (2) tab.
The 007 Tag (1) or 007 Tag (2) tabbed page appears.

Biblicgraphic Record Bulk Change [

NonMARC [ Data Fields [ Leader | 006 Tag | 007Tag (1) [007Tag (2) [ 008 Tag |

Taglevel

[ Insert

[[elete

[C]replsce

E\E((mru( =
resource

[ Globe

kit

o] | (] |
o] | (] \
Fron] | (=] |
B fron] | (] |
o] | (] |
fron] | (x=] |
o] | (] |

[ Microform |7

Motion
D gicture

[ Morprol. [
graphic

Coc ) Lo ][]

3. Toinsert or replace an entire 007 tag, select Insert or Replace, and do the
following steps:

a) Select the category of material code in the (00) box.
b) Click Define.

The appropriate dialog box appears, depending on the category of
material.

Bulk Change 007--ELECTRONIC RESOURCE (Insert/Replace) El

| |
Specific mat'l desig {01} E
Color (03) ¥
Dimensians (04) ~
Sound {05} E¥
Image bit depth {06-08) “
File Formats {09) ~
Quality assurance targets (10} E¥
Antecedentfsource {11} b
Lewvel of compression (12) -
Reformatting quality {13) E¥

[ OF. 1 [ Cancel ] I Help
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c) Define the subsequent positions in the 007 tag by selecting the
appropriate codes from the lists in the dialog box.

d) Click oK when you are finished defining the character positions.

The Insert/Replace dialog box closes, and the results of your
selections appear to the right of the Define button on the Bulk Change
dialog box.

e) If you are inserting a new 007 tag, select As first if you want the tag to
be the first 007 tag, or select As last if you want the tag to be the last 007
tag. If you are replacing a specific 007 tag, select First or Last.

4. To delete a specific 007 tag, select Delete on the Bibliographic Bulk
Change dialog box, and do the following steps:

a) In the (00) box, select the value that matches the 007 tag you want to
delete.

b) Select First instance to delete only the first 007 tag that contains that
value, Last instance to delete the last occurrence of the tag, or All instances
to delete all 007 tags with this value.

5. To change a specific value in the Category of material (00) code in the
007 tag, select the 007 Tag 1 or 007 Tag 2 tab on the Bibliographic Bulk
Change dialog box, and do the following steps:

a) Select the check box that corresponds to the category of material you
want to change, for example Video recording (007 Tag 2 tab).

b) Click the From button.

A dialog box appears with the values for that category of material.

B

Bulk Change 007--ELECTRONIC RESOURCE (From)

Specific mat'l desig {01) <No Change =

Color (03) <Mo Change>
Dimensions {04 <MNo Change >
Sound (053 <Mo Change >
Image bit depth (06-08) <Mo Change>
File Formats {09) <MNo Change >

Quality assurance targets (100 | <Mo Change s

Antecedent/source (11} <Mo Change>

e 0 0 0 S S S

Lewel of compression (12) <MNo Change >
Reformatting qualicy (133 <Mo Change >
[ [e]9 1 [ Cancel ] [ Help

c) Inthe To box, select the value to put in this position.
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Bulk Change 007--VIDED RECORDING (To) X

Specific mat'l desig {01} ‘d - Videodisc v |

Videarecarding Format {04)

Ok 1 [ Cancel ] [ Help

6. Click oK to initiate the bulk change process, or click another tab to
make other changes to the records.

If you click oK, the Summary of Changes dialog box appears.
7. Click continue on the Summary of Changes dialog box to continue with

the bulk change. See “Check the bulk change queue and run the
report” on page 179.
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Bulk change the 008 tag in bibliographic records

1*:@: % Follow these steps to bulk change the 008 tag in multiple bibliographic
records.

1. Open the Bibliographic Record Set workform.

Tip: E 2. Select Tools, Bulk Change.

Click to open the Bulk Change 3. Select the 008 Tag tab.
dialog box, or press CTRL+B.
The 008 Tag tabbed page appears.

Bibliographic Record Bulk Change

NonHMARC | Data Fields | Leader | 006 Tag | 007 Taa (1) [ 007 Tac (2) | 008 Tza |

[FlBooks :'5“| | To | |

B (é‘oa?puter - | | To | |

Contin, :.,‘h| | = | |
resources

[CIMzps =':“| | To | |

] Mixed From | | To | |

materials

[EImusic :':“| | To | |

Visuzl :.,‘h| | e | |
materials

Co )l ) )

4. Select the check box that corresponds to the 008 tag you want to
change.

5. Click From.

The Bulk Change 008 -- (From) box appears based on the check box
you selected.

Bulk Change 00B-BOOKS (From) X
Mature of contents (24-27) | =Mo Change > |
Type of date (06) <Mo Change: ~
{8l Tnvalid Values} ]
| - Mo specified nature of contents
a - Abstracts/summaries
| | b - Bibliographies
- Cakal
Flace of pub (15-17) |ur - [obsolete] Soviet Union v| ;_ Dit?u?n?aiies v
Tlustrations (18-21) | <Mao Change > | Government pub (28) | <Ma Change> v |
|' Conference pub (29} | <Mo Change> A |
vl
- Mo illustrations - Festschrift (300 | <No Change> b |
4 - Ilustrations
b - Maps Index (31} | <Mo Changes £¥ |
¢ - Portraits
d - Charts o] Literary form (33) | <No hange> v |
tudience (229 [ <tio Change> ~| Biography (34) [ <hio Change ~]
Form of item (23) | <No Change = ~ | Language (35-37) | <No Change = ~ |
Modified record {38) | <MNo Change > v |
Cataloging source {39} | <Mo Change> - |
[ K ] [ Cancel l [ Help ]
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10.

11.

Polaris Cataloging Guide 4.1

Select the positions you want to change in the 008 tag of all records in
the record set.

Click OK to return to the Bibliographic Record Bulk Change dialog box.
Click To.

The Bulk Change 008 -- To dialog box appears based on selections you
made in the Bulk Change 008 -- From dialog box. For example, if you
specified a change to the Language (35-37), you can select only the
Language in the Bulk Change 008 --From dialog box. If there were
multiple selections in the From box, you can select multiple values for
the To box.

Bulk Change 008--BOOKS (To) El

OK 1 I Cancel ] [ Help

Click OK to return to the Bibliographic Record Bulk Change dialog box.

Click oK to initiate the bulk change process, or click another tab to
make other changes to the records.

If you click OK, the Summary of Changes dialog box appears.

Click Continue on the Summary of Changes dialog box to continue with
the bulk change. A message tells you the change was added to the bulk
change queue. See “Check the bulk change queue and run the report”
on page 179.
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Tip:

To delete a pending or completed
bulk change job, select it and click
Delete. When a job is running, you
cannot cancel or delete it. If you
delete a pending job, the bulk
changes are not processed. After a
job is deleted, you cannot run
reports on that bulk change job.

Tip:

Click LI to run the Bibliographic
Bulk Change Report.

Working With Multiple Records 179
Check the bulk change queue and run the report

After you submit the bulk change, you can confirm that it was processed,
and you can run a report. Follow these steps to open the bibliographic bulk
change queue and run the report.

1. Select Utilities, Cataloging Processing, Bibliographic Bulk Change Queue.

The Bibliographic Bulk Change Job Queue dialog box appears.

Bibliugraph\cBu\kChange]ub Queue =& =
File Edit View Help

& - X L ER

Name Ow... Total Records  Status Posted Started Ended it

Provisional Bulk...

Bulk change 300  Alden 1
bulk bib testing ... Zuk.. 0838
bulk provizional.., Zuk.., 236

Completed
Completed

12/28/2008 9:24:33 AM 12/28/2008 9:26:01...
12/28/2008 8:44:38 AM 12/28/2008 &:46:01...
/2008 11:52:57 AM - 12/24/2008 11:53:4..

/2972008 5:26:02 AM

/28/2008 8:48:05 AM
/2472008 11:55:20 AM

12/24/2008 11:38:33 AM

Completed

Completed 12/

bulk provisional... Zuk.. 34 Completed 12/24/2008 11:38:00 AM  12/24/2008 11:38:2...
Bulk provisional.. Zuk.. 31 Cempleted 12/24/200810:27:53 AM - 12/24/2008 10:29:0...  12/24/2008 10:29:27 AM
bulk provisional... Zuk.. 80 Completed 12/23/2008 2:44:27 PM 12/23/2008 2:44:42...  12/23/2008 2:45:07 PM

bulk provisicnal... Zuk.. 58
bulk provisional.., Zuk.., 102
bulk provisicnal... Zuk.. 152
Bulk provisicnal... Zuk.. 57
Bulk provisicnal... Zuk.. 110
Bulk provisicnal... Zuk.. 72
bulk provisicnal... Zuk.. 134
Bulk provisicnal... Zuk.. 43
bulk provisional... Zuk.. 78
Bulk provisicnal... Zuk.. &5

Completed 12/23/2008 2:41:28 PM
12/23/2008 1:52:00 PM

12/23/2008 2:41:51...  12/23/2008 2:4217 PM

12/23/2008 2:3243...  12/23/2008 2:33:20 FM

12/23/2008 10:33:33 AM 12/23/2008 10:33:5...  12/23/2008 10:35:11 AM

Completed 12/23/2008 10:22:29 AM - 12/23/2008 10:22:4...  12/23/2008 10:23:44 AM

12/23/2008 1017:24 AM 12/23/2008 10:17:5...  12/23/2008 10:18:44 AM

Completed 12/23/2008 10:10:42 AM - 12/23/2008 10:11:0...  12/23/2008 10:11:45 AM

12/23/2008 10:03:25 AM  12/23/2008 10:03:5...  12/23/2008 10:04:43 AM

Completed 12/23/2008 9:57:38 AM 12/23/2008 9:50:52...  12/23/2008 10:00:10 AM

Completed 12/23/2008 9:33:18 AM 12/23/2008 9:3349...  12/23/2008 9:34:37 AM

12/23/2008 9:23:12 AM 12/23/2008 9:24:53...  12/23/2008 9:25:39 AM -

Completed
Completed

Completed

Completed

Completed

For Help, press F1 84 jobs MUk

2. Select File, View, Report to run the report.

The Bibliographic Bulk Change Report appears in the preview
window.

Bibliographic Bulk Change Report

Bibliographic Record ID: 1072
Authority Record ID: NiA
Title: Wonder why book of the world of a ree
Author: Patersan, Allen.
Condition: Authority Control Link Broken
Tag Representation: 1002 1linsert befors 'a'tmSecond Insert before 'apThird Insert befare 'a'faPaterson,

llen.

Bibliographic Record ID: 359

Authority Recard 1D:
Title:

Author.

Candition:

Tag Representation:

Bibliographic Record 1D:
Authority Record 10:
Title:

Author:

Candition:

Tag Reprasentation:

Bibliograshic Recard I0:
Authority Record 1D
Title:

Author:

Candition:

Tag Representation:

574330

The stary of the battle for lwa Jima
Stein, R. Conrad

Autherity Control Link Broken

650 03aWorld War. 1939-19451gInser after 'a'thSecand Insert after 'a'fjThird Insert
after '2'TkFourth Insert after 'afxCampaigns. fvFictionfxHistoncal

Sparting arms of the world
Bearse, Ray.
Authority Control Link Broken

850 0 $aShotguns.fginsert after 'a'thSecond Insert afier '2'$jThird Insert after

142

574351

The Luciano project - the secretwartime collabaration of the Mafia and the U.S. Navy
Campbell, Rodney.

Authority Control Link Broken

650 03aWorld War, 1939-19451gInser after 'a'thSecond Insert after 'a'fjThird Insert
after 'z'TkFourh Insent after 'a'txC: sizltalvizSicily tvFictiontaHistorical
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Changing Multiple Item Records

To make bulk changes to multiple item records at once, you can either
gather the records in a record set and bulk change them, or you can select
the Ad hoc Bulk Change option from a linked items list box. This option is
available in the item linked list box when you select Links, Items from a
bibliographic record, a purchase order, a purchase order line item, or a
purchase order line item segment. This allows you to quickly update a
purchase order’s linked on-order items to full, barcoded items with call
numbers without first putting the items in a record set.

Note:
For more information on using cataloging record sets, see “Creating and
Using Cataloging Record Sets” on page 156.

With either method, you can change the location, circulation information,
bibliographic information, notes, and other information for multiple item
records using the check boxes and free-text fields in the Bulk Change Item
Record dialog box. When you are changing notes or other free-text fields,
you can replace the text, add to the end of the text, or add to the beginning
of the text.

Certain circulation statuses cannot be modified using bulk change because
of the effect these changes might have in other records and processes. For
example, you cannot use bulk change to change the circulation status of out
to In because some of the items might fill a hold request or be overdue. If an
item with holds changed from Out to In, the patron record and the hold
request record would need to be updated and notification sent. Any fines
would need to be resolved and the item might need to go in-transit. In
addition, in-transit slips, hold slips and fine receipts might need to be
generated. The following table lists the circulation statuses that can be
changed using bulk change.

From Circulation Status To Circulation Status
Bindery In, In Repair, Unavailable
Missing Withdrawn
In Bindery, Unavailable
In Repair, Missing ~ Withdrawn
In-Process Bindery, In, Missing
In Repair Unavailable
Withdrawn
In Repair Bindery, In, Unavailable
Missing Withdrawn
Missing Bindery, In Unavailable
Missing Withdrawn
Unavailable Bindery, In Missing
In Repair Withdrawn

© 2012 Polaris Library Systems



Polaris Cataloging Guide 4.1

£
| 1
]

da M 7
-/ -

)
ry

4

Tip:

You can create an item record set
from a bibliographic record set by

clicking |z

on the Bibliographic

Record Set workform. The item
record set will contain all the items
linked to the bibliographic records
in the record set.
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Bulk change item records

You can gather items for bulk change in a record set, and then bulk change
them. Or, you can bulk change items by selecting them in a linked list box
from a bibliographic record, purchase order, purchase order line item, or
purchase order line item segment.

Note:

To bulk change item records for a branch or library, you need the Access
bulk change permission, and you need the Item record: Bulk change
permission set for each item’s owning branch. For example, if the record
set contains items from North Branch and South Branch, you will need to
have the Item record: Bulk change permission set for North Branch and
South Branch.

1. Select the item records to change, and open the Bulk Change dialog
box using one of the following methods:

a) If the items are in a record set, open the record set, and select Tools, Bulk

Change, press CTRL+B, or click %=

88|

(S Record Set 14450 - Pelaris == =e
File Edit View Tools Help
o =| =

hEeEs-x B2 @

o S » -

3] Name: Latin American Lit, items_200210211432 Owner: |peer v] Record type: Item

m Note: Items linked th bib record set Latin American Lit. Number of records: 271

B

[l -

S) QW -

Q

Q Title Assig... Coll... Mat.. Sh.. Cal... V.. Status Barcode Last Activi... R.. C*

m 3 contemporary ... Cran... Adul.. Book 889... In 0000501862525  3/3/1998 F.. 9—

E 3 contemporary ... Com... Adul... Book B60... In-Process F.. 2¢
3 contemporary ... Com... Adul... Book 868, In-Process F.. 2¢

_E:l) 3 contemporary ... Com... Mew... Book 869... In-Process F.. 2

b 3 contemporary ... Com... Adul... Book Fict ... In-Process F.. 2
3 contemporary ... Com... Adul... Book 869... On-Crder F.. 2

E The Borzoi anth... Cran... Adul... Book 861R V.. Withdrawn 0000501297956  11/12/1998  F.. 90
The Borzoi anth... Cran... Adul... Book 861R V... Withdrawn 0000501297964  4/18/2002 F.. o
The Borzoi anth... Mech... Adul... Book 861R Withdrawn 0001100052180 F.
The Borzoi anth... Mech... Adul... Book B51R In 0001100052185 1/4/1992 Fo 1t
The Borzoi anth... Com... Adul... Book 861R In-Process F. 2
The Borzoi anth... Com... Adul... Book B61R In-Process F.. 2
The Borzoi anth... Com... Mew... Book B61R In-Process F. 2
The Borzoi anth... Com... Adul... Book Fict ... In-Process F.. Zpl
ar— — i T T

For Help, press FL 250 of 271 recerd(s) r

b) If the items you want to change are not in a record set, access the item
linked list box by one of the following methods:

Select Links, Item records from the workform menu on the
Bibliographic Record, Purchase Order, or Purchase Order Line
Item workform.

Select a purchase order line item from the Purchase Order
workform, Line Items view, or from the Find Tool results list,
right-click and select Links, Item Records from the context menu.

Select a segment in the Purchase Order Line Item workform, right-
click and select Links, Item records from the context menu.

Then, select the items to bulk change in the item list box, right-click
and select Ad hoc Bulk Change.
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File Edit Help

u ™ o

woa-| % A4

Title Assigne... Collec.. Mat.. Shelf.. CallN.. WVo.. Stat.. Barcode Last Acti... Contr... =

Hispanic literat... Commu...
Latin America : ... Commu...
Latin American... Commu... CheckIn
Latin American... Commu... ] Place Hold...
Latin American... Commu... New Print
Latin American.. Commu... New|
Latinos in Engli... Commu... New| Add to Record Set

th Commu... New, Add to Route List
Masterpiec, Commu... MNew Remove from Route List
Mejor sela qu Commu... New
Madern Latin Commu... New
Medern Latin A... Commu... New Greate
Links
Delete
Undelete

Modern Latin A... Commu... New|
On the front lin... Commu... New
Pedrito's day Commu... Mew
Poesia latinoa... Commu... New

Commu... New| Properties
Commu... New a... Fict Sho

Strange pilgri Commu... New a,

The Tri-quarter.. Commu.. MNewa &
Tropical synag... Commu... Newa Fict Tro
.. Commu.. New a... 861 Twe
es of Latin ... Commu... New a... VC860...

Women's writi.. Commu.. New a..

For Help, press F1 29 records NUM

The Bulk Change dialog box appears.

2. Select one of the following tabs to change fields for all the item records
in the record set or for all the items selected in the linked list box:

a) Location - Use this tab to change the item records’ location
information.

Location | Cireulation | Call Number | Notes/Blocks | Misc | Report/Record Set|

Owner: | -‘

Assigned branch:

Assigned collection:

Home branch:

|
|
Shelf location: | v ‘
|
|

Temporary location:

(o< [ conce J[ nep |

* To change the items’ location information, select the Owner, Assigned
branch, Assigned collection, Shelf location, or Home branch box, and
select a corresponding value from the list.

* To enter a temporary location for the items, select Temporary
location, and type the location. If you leave the text field blank, the
Temporary location will be blank in all the item records in the record
set.
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b) Circulation - Use this tab to change the item records’ circulation
information.

Item Record Bulk Change - Number of records: 6 \EI

[ Location | Cireulation | all Number | Notes/Blodks | Mise | Report/Recard Set

[[] circulation status:
[C] Material type:

[T Loan period code:
[ Fine code:

[ statistical code:
[ Renewal limit:

[T Holdable:
Limit To
Pickup at this branchs

Preferred borrowers:

[T Non drculating:

[T Loanable outside system:

ind branches:
Patrons from this branch only:

[ bo not float:
[C] Do not mail to patron:

oK H Cancel ][ Help

* To change basic circulation information, select the Circulation status,
Material type, Loan period code, Fine code, Statistical code, or Renewal
limit box and select a corresponding value from the list.

¢ To allow or disallow holds on the items, select the Holdable box.
Then, select the check box to allow holds on the items, or leave the
check box blank to prevent holds on the items.

* To change hold limits, select the Holdable box and select the check
box to allow holds. Then, select one of the hold limit settings, and
select the check box to the right of the setting to limit the holds, or
leave the right check box empty to deselect the limit. For more
information on these limits, see “Restricting Holds on Specific
Items” in the Polaris Patron Services Administration Guide 4.1.

Example:

To allow all items in the record set to be held and then picked up at any
library, select the Holdable check box, select Pickup at this branch, but
leave the check box to the right empty. This will clear the Pickup at this
branch setting for all items in the record set that have this limit setting

selected.

* To change the Non circulating setting for all item records, select the
Non circulating box, and either select the check box to the right or
leave it blank. If you select the check box, all the items in the record
set will not circulate. If you leave the check box blank, all the items
will have the Non circulating check box unchecked, allowing them to

circulate.

* To change the Do not float setting for all item records, select the Do
not float box, and either select the check box to the right or leave it
blank. If you select the check box, all the items in the record set will
not float to other branches’ collections. If you leave the check box
blank, the items are eligible to float to other branches’ collections.
For more information, see “Floating Collections and Check-In" in
the Polaris Patron Services Guide 4.1.
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Tip:

If you select Use call number fields
from bib record and also enter a
new bib control number on the Misc
tab, the call number is taken from
the new bibliographic record.
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* To change the Do not mail to patrons setting for all item records,

select the Do not mail to patrons box, and either select the check box
to the right or leave it blank. If you select the check box, all items in
the record set will not be mailed to patrons. If you leave the check
box blank, the items can be mailed to patrons. For more
information, see “Borrow By Mail Circulation” in the Polaris Patron
Services Guide 4.1.

To change the Loanable outside the system setting for all items in the
record set, select the Loanable outside the system box, and either select
the check box to the right, or leave it blank. If you select the check
box, the items can be loaned outside the system. If you leave the
check box blank, the items cannot be loaned outside the system.

c) Call Number - Use this tab to change the item records” call number
information, or to assign call numbers to the item records.

Item Record Bulk Change - Number of records: 6 ==

Location | Circulation | Call Number | Nates/Blocks | Misc | Report/Record set
[T shelving scheme:

[ call number prefix:
[ Classification number:
[ Cutter number:

[ Call number suffix:

[T volume number:
[[] copy number:

[7] Use call number fields from bib record

ok | [ cancel | [ Hep

To assign or change call numbers by taking the call number from
each item’s linked bibliographic record, select Use call number fields
from bib record. To use this option, the Polaris Administration
profile Bring call number fields from bib to item record when link is made
must be set to Yes. If it is set to No, the check box is disabled.

If the Use call number fields from bib record box is selected, the call
number fields are copied subfield-by-subfield. If the bibliographic
record has the subfield, it is copied to the item record. If the
bibliographic record does not have the call number subfield, the
field does not change in the linked item record.

If the shelving scheme is left blank in the dialog box, the shelving
scheme from the item record is used to determine the tags and
subfields to copy from the bibliographic record. This allows the
bulk change process to copy the call number information from
linked bibliographic records even when the items have different
shelving schemes.

To change the shelving scheme for all the items in the record set,
select Shelving scheme, and select a value from the list.
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Note:

If you enter a shelving scheme and the Use call number fields from bib
record box is also selected, the shelving scheme is copied to the item
records unless there are no tags in the item’s linked bibliographic record
that are consistent with the shelving scheme in the dialog box. In this case,
neither the call number nor the shelving scheme are changed, and the
following error message appears on the report: No call number for the
selected shelving scheme was found in bib record.

* To change the call number information for all the items in the
record set (without copying from the linked bibliographic record),
select Call number prefix, Classification number, Cutter number, or Call
number suffix, and type a value in the corresponding box.

Tip: * To change the volume or copy number for all the items in the
If the Use call number fields from record set, select Volume number or Copy number, and type a value in

bibliographic record box is .
selected, you cannot select the the Correspondmg box.

check boxes for any of the six call - ) Notes/Blocks - Use this tab to change the item records’ notes and
number fields (prefix, class,
cutter, suffix, volume, copy). blocks.

Item Record Bulk Change - Number of records: 6 ==
Location | Circulation | Call Number | Motes/Blocks | Misc | Report/Record Set.
[ Public note:
Replace Prepend Append

[7] Non-public note:

Replace Prepend Append

[T Physical condition:

Replace Prepend Append

[ Library assigned block:

[ Free text block:
Replace Prepend Append

oK H Cancel H Help

* To change the notes information for all item records in the record
set, select Public note, Non-public note, or Physical condition, and type
the text in the box to the right of the note you selected. Then, select
Replace to replace any existing notes with the note you typed,
Prepend to add the notes to the beginning of any existing notes, or
Append to add the notes to the end of any existing notes.

* To change a library-assigned block, select the Library assigned check
box, and select a value from the list box to the right.

* To change a free-text block, select the Free text block check box, and
type the text for the free-text block you want to add. Then, select
Replace to replace the text for any free-text blocks, Prepend to add
the text to the beginning of any existing free-text blocks, or Append
to add the text to the end of any existing free-text blocks.

€) Misc - Use this tab to change miscellaneous information on the item
records, or to assign barcodes to items that do not have a barcode.
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Tip:
If an item already has a barcode, it
is not changed.
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Item Record Bulk Change - Number of records: 72 @

Location [ Circulation | Call Number | Notes/Blodks | Misc  |Report/Record set |

[Z] 8ib control no. : Find
Title:
Author:

Item barcode(s)™®

[] Display in PAC:
D Parent item:

[ Mame of piece:
[[] Funding source:

[ Price:

[l use system assigned barcodes

Barcode total: 0

*only for records that don't already
have barcodes

{ oK ]{ Cancel ][ Help ]

To change the bibliographic control number for all item records,
select Bib control no. Then, if you know the bibliographic control
number, enter it in the box and press Tab, or click Find, and search
for the bibliographic record. All item records in the record set will
be linked to this bibliographic record.

To change the Display in PAC setting for all item records in the record
set, select the Display in PAC box, and select the check box to the
right, or leave it blank. If you select the check box, all the item
records will have the Display in PAC setting checked, which means
they will all display in the PAC. If you leave the check box blank,
all the item records will have the Display in PAC setting unchecked,
which means none of the items will display in the PAC.

To change the parent item for all the records in the record set,
select Parent item, and type a value in the box to the right. If you
leave the text field blank, the Parent item field will be blank in all
the item records in the record set.

To change the funding source for all the item records in the record
set, select Funding source, and type a value. If you leave the text field
blank, the Funding source field will be blank in all items in the record
set.

To change the price of all the items, select Price and type the price.
If you leave the text field blank, the Price field will be blank in all
the items in the record set.

To assign barcodes to all the items that do not have barcodes, enter
the barcode range by selecting the Use system assigned barcodes box,
or by scanning (or typing) the barcodes into the Item barcode(s) box.
The number of barcodes is displayed in the Barcode total box.

Note:

If you selected Use system assigned barcodes, enter the following
information on the Item barcode range dialog box: select the barcode
type, type the beginning and ending barcodes, and specify the next
barcode to be assigned.

© 2012 Polaris Library Systems



Polaris Cataloging Guide 4.1 Working With Multiple Records 187

hem Barcede Range =

Type of barcode: |QusE -

Range

The Elowinsg range of barcades is cumently bang sssoned:

oK Cancel Help

Barcodes are automatically assigned to the item records in the
order in which they are sorted in the linked item list box, or in the
order in which they appear in the record set. If all the records have
not been loaded into the record set at the time the bulk change is
launched, the items are processed in item record control number
order.

If a duplicate barcode is encountered, the process skips that
barcode and goes to the next one. If there are not enough barcodes,
a message appears on the error report: No barcode was assigned
because not enough barcodes were specified in the range.

Note:

You can skip step 3 if you do not want to create a record set of the items
that did not get changed or rename the report. If you do not enter a report
name, a default report name is used: ItemBulkChange__ with a 16-
character representation of the current date/time.

3. Click Report/Record Set tab to specify the bulk change report and error
record set.

Item Record Bulk Change - Number of records: 876 @

‘ Location | Circulation | Call Numberl Nutesz\ocksl Misc | Report/Record Set

Bulk Change Report

Save to file:

imData\Polarisi4.1\temBulkChangeReport_20111024135347.bx} Browse...

Error Record Set
] name:

Owner: >

0K H Cancel H Help

a) If you want to change the default report name, type the location and
tile name, or click Browse to locate the file. The default report name
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Tip:

To return to the Item Record Bulk
Change dialog box to change any of
your settings, click Cancel.
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The report also shows errors for items that could not be bulk changed
either due to their status or lack of permissions. See “Bulk Change
Report Details” on page 189.

b) To create a record set of the items for which the changes could not be
made, select the box under Error Record Set, type a name for the record
set in the Name box and select an owner in the Owner box.

Note:

An error record set is not required. However, specifying an error record set
makes it easier to locate the item records that have errors. If no errors are
found, no error record set is created.

4. Click OK or press Enter to start the bulk change process.

The Summary of Changes message box displays the following details:

The number of item records to be changed

The name and owner of the record set that contains the item
records being changed

The error record set name and owner, if the error record set is
requested

The path and file name specified for the bulk change report

A summary of all the fields to be changed and their new values

5. Click continue.

The bulk change process applies the changes to the item records.

A message informs you when the bulk change process is finished and
indicates if there were errors.

Polaris @

i ERRORS WERE REPORTED. Consult the report for details.

Bulk change processing completed.

Report is located at:
C:\ProgramData\Polaris\d.1\ltemBulkChangeReport_20120405172903.tx
t

e

6. Click OK to close the message box.

After the bulk change process, the list display is updated as follows
depending on whether changed the items from a record set or from a
list:

* Record set - The record set workform is refreshed and sorted by

the default sort order. You can re-sort the list in barcode order.

Item list using Ad hoc Bulk Change - The list view is refreshed
immediately after the Ad hoc Bulk Change, and you can see the
results of the bulk change to fields that display in the list view. If
the bib control number was changed, the new title displays in the
list view.
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Bulk Change Report Details

The default name of the bulk change report is ItemBulkChange__ with a 16-
character representation of the current date and time. It shows the total
number of records in the record set, the number of records that were
changed, and the number of records that were not changed. Below the
statistics are details about the records that could not be changed and the
reason they were not changed. It also shows warning messages for item
records when the assigned and home branches are different, and item
records that will not display in the PAC.

If you have attempted to assign barcodes in the Item Bulk Change dialog,
and barcodes could not be assigned for any or all of the items, the summary
information displays the number of items for which barcodes could not be
created and the reason:

Example: (Barcodes not assigned)
Number of barcodes not assigned because of detected duplicates:
Number of barcodes not assigned because of incorrect format:

Number of items not assigned a barcode because not enough barcodes
specified:

Number of items not assigned a barcode because item already had a
barcode:

The detailed section lists each item for which barcodes could not be
assigned and the reason.

The following are examples of errors where items could not be changed
because the circulation status prevented the change, or the user lacked
permissions:

Example: (Lack of permissions)

BULK CHANGE REPORT

5/9/2011 1:56:17 PM

Filename: C:\Documents and Settings\User 1\Desktop\BulkChangePer.txt
GENERAL INFORMATION

User name: User 1

Processed record set name: bulk change permission testing
Processed record set owner: User 1

Error record set name: BulkChangePermissionTestOne
Error record set owner: User 1

SUMMARY OF CHANGES:

Display in PAC: No

STATISTICS:

Processing time: 00 hours 00 minutes 02 seconds

Number of items in record set: 40

Number of items changed: 38
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Number of errors: 2

Number of items unchanged due to 'lack of permission' error: 2

ERROR DETAILS:

*% * K*kkkkk

Item Record: 1895964
Barcode number: 0003500045236

Title: A new guide to better fishing: over 200 fishing techniques that will
help you catch more fish, more often

Reason(s) for error: User does not have permission to bulk change item
records owned by ‘Cambridge Public Library'

Item Record: 1982897
Barcode number: 0004100044306
Title: Magic and the night river

Reason(s) for error: User does not have permission to bulk change item
records owned by 'Green Library'

Example: (Item’s status prevents the change)
BULK CHANGE REPORT
5/10/2011 11:29:33 AM

Filename: C:\Users\Peer\Desktop\POLARIS 4.x PROJECT
LIST\ItemBulkChangeReport_20090710112504.txt

GENERAL INFORMATION:

User name: peer

Processed record set name: Bulk change
Processed record set owner: peer

Error record set name:

Error record set owner:

SUMMARY OF CHANGES:

Circulation status: In

STATISTICS:

Processing time: 00 hours 00 minutes 01 seconds
Number of items in record set: 27

Number of items changed: 24

Number of errors: 3

ERROR DETAILS:

*% * K*kkkkk

Item Record: 1641186
Barcode number: 0001900246677
Title: 123
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Reason(s) for error: Circulation status change violation: Status was 'Lost'
Item Record: 1622822

Barcode number: 0001900024157

Title: 10 Ib. penalty

Reason(s) for error: Circulation status change violation: Status was 'Out’
Item Record: 1621873

Barcode number: 0001900011196

Title: 1 Ragged Ridge Road

Reason(s) for error: Circulation status change violation: Status was
‘Withdrawn
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Maintaining Your Catalog

Various features in Polaris help you maintain your catalog and ensure that
the records in your database are accurate and current. An export utility lets
you export records to report your library’s holdings to OCLC or to a
consortium. You can easily identify records without links by automatically
creating a record set. Records that are no longer used can be deleted
immediately, or marked for deletion and removed from the database in
batch at a later date. To maintain your authority records, you can subscribe
to a weekly update service that checks your existing authority records,
matches them to updated records from the Library of Congress, and
provides the records to be imported. For more information, see “Setting Up
Import Profiles and Importing Records” on page 55.

This unit covers the following topics:
* “Exporting Cataloging Records” on page 194
* “Cleaning Up the Catalog” on page 197
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Exporting Cataloging Records

You can export records to report your library’s holdings to a union
database (such as OCLC) or to a consortium. You configure the export once
when you export records for the first time.

T A A Configure the export process

-] -
l Note:

If you have SimplyReports and Export Express, you can set up specific
export jobs and export records in several output formats. See
SimplyReports Help for information.

Follow these steps to configure the export.

1. Select Utilities, Exporting from the Polaris Shortcut Bar.

The Export Configuration dialog box appears.

P |Configuration @
Polaris Application Server

END Werify Connection

Default Directory/FileMame For Exported Data

[EADocuments and Settings\PeerMy Docum_ Browse.. | [~ E,'::;i‘v‘ﬁ:gehﬁtaﬂ’é:fs’;a;‘,ﬁ‘ed

Default Ditectory/Filshame For Repors

|E'\Dﬂcuments and Settingst\PeertMy Docum  Browse, r Er’:s‘jli;‘l?s;:eh?[a?’:iliusr;a;;ed

| Cancel ‘

2. Type the name of the server in the Polaris Application Server box.

Click Verify Connection to check the connection to the Polaris
Application server.

Click Browse, and select the destination for the exported data.

5. To create a subdirectory for the exported data file for branches, select
the Create subdirectory for each branch when branch specified box.

6. Click Browse, and select the location for the export report.

When you select the location for the export report, it appears in the
Default Directory/Filename for Reports box.

7. To create a subdirectory for the branch reports, select the Create
subdirectory for each branch when branch specified box.

8. C(lick ok.

The Polaris Database Export Utility workform appears. See “Export
cataloging records” on page 195.
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A A Export cataloging records

q A ) ‘Jr_'\ i
.u. u Note:

If you are exporting records for the first time, you first need to configure
the export. See “Configure the export process” on page 194.

Follow these steps to export cataloging records.

Tip: 1. Select Utilities, Exporting from the Polaris Shortcut Bar.
You can export records only in . . A
MARC format using this utility. If The Polaris Database Export Utility dialog box appears.

you have Polaris SimplyReports and
ExportExpress, you can export

records in Dublin Core or Il Polais Database Export Utiity =[5

LibraryThing formats as well as Fle Took He

create custom profiles for EriEEE

exporting MARC records_ Library to Retrieve Data For: |Ch'.0non 4.0 Cluster Test System j
Branch To Retrieve Data For: |4l |

Select Record Type: Bibliographic Data = | [~ Include current item holdings information
I" Include Deleted Records

@ Extract All Final MARC 21 Records ezl e

" Extract Only MARC 21 Records From Bibliographic Record ID
Ta:

" Extract Only MARC 21 Records Added / Changed From Date:

To:
" Extract Only Provisional Records

(" Extract Only Deleted Records
r

To:

User Name: |Peer

2. Select the library with the data to be exported in the Library to Retrieve
Data For box.

3. Select the branch with the data to be exported in the Branch to Retrieve
Data For box.

4. Select the type of records to include in the export in the Select Record
Type box and select from the following options:

5. Toinclude holdings information in the export, select Include current
item holdings information. For more information on embedded holdings
data, see “Item Records Created from Embedded Holdings Tags” on
page 91.

To include records with a deleted status, select Include Deleted Records
7. To include interlibrary loan records, select Include ILL Records.

To include all final MARC 21 records, select Extract All Final MARC 21

Records.
Tip: 9. To export MARC 21 records within a range of bibliographic record
Exporting all your final MARC 21 identification numbers, type the beginning number in the Extract Only

records may take a long time.
Specifying other criteria, such as a
date range or a bibliographic ID

nthr:ber;ant:[;ﬁ, reducets theamount 10, To extract MARC 21 records that were added or changed within a
or time 1or the export. . . . .
P certain date range, enter the beginning date in the Extract Only MARC 21
Records Added/Changed From Date box, and enter the end date in the To
box.

MARC 21 Records From Bibliographic Record ID box, and type the ending
number in the To box.
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11.

12.
13.

14.

Polaris Cataloging Guide 4.1

To extract only provisional records, select Extract Only Provisional
Records.

To extract only deleted records, select Extract Only Deleted Records.

To extract only record deleted within a specific time period, select the
Include Only Records Deleted From Date box, and enter the from and to
dates.

Select Tools, Export to export the records.

© 2012 Polaris Library Systems



Polaris Cataloging Guide 4.1 Maintaining Your Catalog 197

Cleaning Up the Catalog

Various automated processes identify records that are no longer linked to
other records, delete records, retain records after deleting them, and purge
deleted records from the database. To identify records that may need to be
deleted, you can search for records that meet certain criteria and gather
them in a record set automatically. For example, you could search for item
records for materials that have not circulated in several years, gather them
in a record set, and delete them after removing the materials from the
shelves. See “Send search results to a record set” in the Polaris Basics Guide
4.1.

If you are looking for records that are not linked to any other records, you
can create record sets of unlinked bibliographic or authority records
automatically. See “Create a record set of unlinked records” on page 198.
Then, you can delete the records right from the record set if they are no
longer needed.

You can also use cataloging and circulation reports to identify records that
may need to be deleted. See “Cataloging Reports” in the Polaris Basics Guide
4.1, and “Circulation Reports” in the Polaris Basics Guide 4.1.

The Polaris Administration Cataloging profiles Retain deleted bibliographic
records, Retain item records, and Retain authority records control whether
records are immediately removed from the database or marked with a
status of deleted and retained until they are permanently removed from the
database using a batch purge. See “Retain deleted records” in the Polaris
Technical Services Administration Guide 4.1. To permanently delete the
retained records, you must set up purge criteria in a Purge record. See
“Purge cataloging records” on page 203.

Note:

If the item record is linked to a serial issue record, and the Polaris Serials/
Acquisitions parameter Delete linked issue/part when serial item is
deleted is set to Yes, the issue or part is deleted when you delete the
item.

In addition to cleaning up unused records, you can remove tags from
bibliographic records after they are marked as processed. These processing
tags include 970 tags for building purchase orders, and 852, 949 or other
tags used in building item records from embedded holdings tags. See
“Setting Utility to Delete Bib Tags Marked with Subfield 9” in the Polaris
Technical Services Administration Guide 4.1.
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Create a record set of unlinked records

1 A A
UZU§ Follow these steps to create a record set of unlinked bibliographic or
authority records.

1. Select Utilities, Cataloging Processing, Create Unlinked Bibliographic Record Set,
or Create Unlinked Authority Record Set.

Tip: The Record Set Setup dialog box appears.
Authority records are considered

unlinked when there are no

bibliographic or see also links; they Record Set Setup ==
could have see also from links.

Name: |

Owner: [pEEr v]

o) o) o)

2. Type a name for the record set, and click OK.
The new record set appears.

Note:
Unlinked authority records appear with an unlinked icon .

\Ek Record Set 15352 - Polaris (o= ==

File Edit View Tools Help

NEEa-x BE & ®

Name: Unlinked Bibliographic Records_20100508 Owner- Record type:  Bibliographic

Note:  Bblographic records with no linked items Mumber ofrecords: 8313

R=z s -k

e
&
5
Q
LN | Titie Author For.. Ln.. Pub.. CalWumber Control... Status | =
2
[SW | 21 [viceorecording] TS 200 51, Final
ol | 300 [videorecording] Blu-.. 0 Final
< e Duden, Jane. Sock 0 Final
% 2 leorecording] : a space Blu-.. 0O Final
[l | 2001 [videorecording] : & space Bu-.. O Final
L)) | 10,0008.C. [videorecording] Bu-.. 0 Final
LSRN | 4C/DC [electronic resource] : the savage t.. Molichol, Tom,  Mon... Final
Bl | ccounting today. serial 0 Final
.'E Across the universe [videorecording] TR 7 Final
[Nl | The actof the mind. Pearce, RoyHa.. Bock 0 1965 B1L0SP Final
Advanced imaging [electronic resource]. Zec.. 0 1836 T Final
afghanistan, The culture Bantng, Erinn.  Book 0 03 1953.18an Final
Afghanistan, The land Bantng, Erinn.  Book O 1858,18an Final
africa [videorecording] : the Serenget B, 0 591,568 Fral L
For Help, press FL 250 of 8313 record(s)

Related Information

* “Delete bibliographic or item records” on page 199

* “Purge cataloging records” on page 203
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Tip:

After you have deleted all the
records within the record set, you
can delete the record set. See
“Delete one or more record sets
from the Find Tool” in the Polaris
Basics Guide 4.1.

Maintaining Your Catalog 199
Delete bibliographic or item records

Follow these steps to delete bibliographic or item records.

1. Use one of the following methods to delete cataloging records:

* To delete a record displayed in a workform, select File, Delete on

the workform, or click | ¥ ‘

* To delete a record directly from the Find Tool results list, right-
click the record, and select Delete from the context menu.

* To delete cataloging records in a record set, open the record set,

choose Edit, Select All, and click | % ‘ to delete all the records. Or,
select specific records, right-click, and select Delete from the
context menu. You can automatically gather unlinked authority or
bibliographic records in a record set; see “Create a record set of
unlinked records” in the Polaris Cataloging Guide 4.1.

Note:

If the record already has a Deleted status, and you delete it again, it will
be removed from the database, even if the Retain deleted records profile
is set to Yes.

2. Ifyouare deleting multiple bibliographic or item records, the Multiple
Deletion dialog box appears.

Multiple Object Deletion ==
Are you sure you want to delete 13 selected Item record(s)?
Warn me about:

V| breakable links

W] unbreakable links and other stopping conditions

Yes ‘ [ Mo ] ‘ Help

3. If you want to delete the records without stopping for warning
messages, you can suppress these messages by clearing one or both of
the following boxes:

Note:
You must have the required permissions to prevent the warning messages
from appearing. See “Related Information” on page 200.

* breakable links - The records with breakable links will be deleted
without any warning messages.

* unbreakable links and other stopping conditions - The records with
unbreakable links are skipped over and not deleted, but no
warning messages appear.

4. Click Yes to delete the selected records. If you decide not to delete the
record, click No or close the dialog box.

If a record you are deleting is the last record linked to another record
or records, the Last Copy Options dialog box appears.
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Last copy options ==

The following record options are available:

Bibliographic Record 79520 - The scramble for southern Africa, 1377-1825 ¢ the politics of part|

Delete ] [5uppress from PAC] [ Retain Open Record Set

5. If the Last Copy Options dialog box appears, select one of the
following options:

* Click Delete to delete the record if it does not have unbreakable
links or other conditions that prevent deletion.

* Click suppress From PAC to retain the record but prevent it from
appearing in the PAC

* Click Retain to retain the record without changes.

Related Information

* Permissions for suppressing warning messages:

= Suppress warnings for breakable links when deleting multiple bibliographic
records: Allow

= Suppress warnings for unbreakable links and other stopping conditions,
when deleting multiple bibliographic records: Allow

= Suppress warnings for breakable links when deleting multiple item records:
Allow

= Suppress warnings for unbreakable links and other stopping conditions,
when deleting multiple item records: Allow

* Unbreakable links or conditions that prevent item deletion:
* [tem is a parent item with child records linked to it
* Item is checked out
* Item-level hold request attached to it
* Item has been shipped to fill a hold request

¢ Jtem is linked to a routed serial issue

* Unbreakable links or conditions that prevent bib deletion:
* The bib is final and it is linked to final/ provisional items
* The bib is deleted and the linked items are deleted
* Linked to active hold requests
* Linked to serial holdings records
* Linked to purchase order lines with a status of Pending
* Linked to invoice lines with a status of Open
* Linked to issue records
* Linked to subscription records
* Linked to resource records (digital media)

* Deletion of ILL requests - When 11l requests are deleted, the

bibliographic and item records are deleted unless both the Cataloging

profiles Retain deleted bibliographic records and Retain deleted item records
are set to Yes.
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Tip:

After you have deleted all the
records within the record set, you
can delete the record set. See
“Delete one or more record sets
from the Find Tool” in the Polaris
Basics Guide 4.1.
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Delete authority records

Follow these steps to delete authority records.

1.

Use one of the following methods to delete authority records:
* To delete a single authority record displayed in a workform, select

File, Delete on the Authority Record workform, or click | % ‘ .

* To delete a single authority record directly from the Find Tool
results list, select the record, right-click, and select Delete from the
context menu.

* To delete authority records displayed in a record set, open the

record set, choose Edit, Select All, and click | * ‘ to delete all the
records. Or, select specific authority records, right-click, and select
Delete from the context menu. You can automatically gather
unlinked authority or bibliographic records in a record set; see

“Create a record set of unlinked records” in the Polaris Cataloging
Guide 4.1.

* To delete authority records from a linked list box, select the record
or records, right-click and select Delete.

Note:

If the record already has a Deleted status, and you delete it again, it will
be removed from the database, even if the Retain deleted records profile
is set to Yes.

If the authority record is linked to other bibliographic or authority
records, the Authority Record Heading Deletion Options dialog box
appears. The options for handling linked authority records are active
only when other authority records are linked to the one you are
deleting.

Authority Record Heading Deletion Opticns

There are 1 bibliographic records linked to
this authority record. Would you like to:

@ Unlink headings

_) Delete linked headings

There are 3 authority records linked to
this authority record. YWould you like to:

%) Unlink headings
@ Flip linked headings
_) Delete linked headings

==

CK l| Cancel 1 [ Help

If the Authority Record Heading Deletion Options dialog box appears,
select from the following options:

For linked bibliographic records -

* To delete the heading and tag in the linked bibliographic records -
Select Delete linked headings (bibliographic)

* To break links to any bibliographic headings linked to the
authority record - Select Unlink headings (bibliographic). The
heading remains in the bibliographic record as an unauthorized
heading.
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Tip: |E\

Click to undelete the record.

Tip:

You can search for item records by
a record status of Deleted. Then,
multi-select the records in the Find
Tool results list, and select
Undelete.

Polaris Cataloging Guide 4.1

For linked authority records -

* To delete the linked authority headings - Select Delete linked
headings (authority).

* To break links to any authority records linked to this authority
record - Select Unlink headings (authority).

* To convert the 5XX tag in linked authority records to a 4XX tag -
Select Flip the linked authority headings. This converts the 5XX tag (See
Also From reference) in the linked records to a 4XX (See reference).

Restore (undelete) a deleted cataloging record

If you have the Polaris Administration profile Retain deleted record type
records for the type of record you want to restore set to Yes, you can restore
or undelete records with a deleted status.

Follow these steps to undelete a cataloging record with a status of deleted.

1. Open the deleted item record, bibliographic record, or authority
record.

Select File, Undelete from the menu.

A message tells you the record’s status will be changed to Final, and if
there were links to other records, they need to be reestablished.

2. Click oK to close the message box.

The record’s status changes to Final.
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PR Purge cataloging records

v R y

.H.UZH If your library retains deleted cataloging records, you must set up a Purge
record that specifies the criteria by which these retained records are
automatically removed from the database. Follow these steps to create a
Purge record.

Tip: 1. Select Utilities, Cataloging Processing, Purge Cataloging Records from the

For information on the Polaris Polaris Shortcut Bar.

Administration profiles for

retaining deleted records, see The Purge Criteria List appears if there are purge records already set
“Retain deleted records” in the up.

Polaris Technical Services
Administration Guide 4.1.

[ Purge Criteria List == pon
File Edit View Help
ODE &~ X L Ef
Name Owner Creator Scheduled Last Run Organization
4/15/201011:42:52 AM  QA-Orion 4.0 Cluster Test System
WinRunner Daily D... Serat.. Zuko.. 1/8/2010 51002 AM  QA-Orion 4.0 Cluster Test System
Delete cleanup Sarat.. Zuko.. 12/1/2009 3:40:12 PM QA-Orion 4.0 Cluster Test System
Test purge cancelle.. Serat.. Zuko.. 11/18/2009 243:58 PM QA-Orion 4.0 Cluster Test System
Authority purge Sarat.. Zuko.. 4/28/2009 2:05:44 PM QA-Orion 4.0 Cluster Test System
AWinRunner purg... Serat.. Zuko.. 3/6/2000 51005 AM  Saratega Springs Public Library
test_mea 01 Stillw...  Alden 7/7/2008 11:38:58 AM Stillwater Public Library
For Help, press F1 7 records NUM

Tip: _ _ L 2. Select File, New, press CTRL+N, or click [ to create a new purge record.
You can also right-click an existing
purge record in the list, and select The Purge Record workform appears.

New from the context menu.

i, New Purge Criteria - 2 - Polaris [oll® ==
File Edit View Help
o e
=Es- 27
o
s Name: |
o
8] Owner: [Community Library (Cobleskil) (br) -
D
EK Last run: Scheduled:  [] @~
L
[ Criteria
S Record Types
a. Authority Organization: |Cammunity Library (Cableskl) (or) -
Bibliographic (Bibliographic & Item records)
El -
Record Set Mame:
Deleted Status Date Range
Begin: 5/ 5/2010 B~ End: 5/ 5/2010 [ERg
For Help, press F1 M

. Type aname to identify the purge record in the Name box.

Select the purge record’s owner in the Owner box.

Enter a date to purge the records in the Scheduled box.

oV AW

. Select the cataloging record types (Authority, Bibliographic, Item, Record
Set) that you want to purge in the Record types boxes.
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Tip:
A log is available until the Purge
Record is deleted.

10.

11.

12.

Polaris Cataloging Guide 4.1

If you selected Record Sets, click Find to search for and select the record
set you want to purge.

The record set’s name appears in the Name box.

Select the organization for which you want to purge the records in the
Organization box.

Select a date in the Begin and End boxes to purge records that were
deleted within this date range.

Select File, Save, press CTRL+S, or click [g| to save the purge record.

The records will be purged from the Polaris database on the date you
specified.

To print a log of the purge processing job after it is completed, select a
job in the Purge Criteria list, and click L3

The preview window displays the Purge Processing Log. The log
shows details about the titles that were deleted, the date and time the
purge job was run, the number of titles purged, and other information.

Purge Processing Log

Page 10l 30 Report prinded. 8/1/2012 1246.37 PM

Click ==

Note:

You can also generate standard cataloging reports that identify records
with problems, list records that do not display in the PAC, and gather other
information. See “Cataloging Reports™ in the Polaris Basics Guide 4.1.

to print the log.
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Managing Promotions

With Feature It, a separately-licensed product, the library can display
featured resources in a dashboard on the PowerPAC search results screen
when specific search queries are entered. These featured resources may be
library materials, web sites, or community organizations/events. Your
library must also have a license for Community Profiles to feature
community organizations or events. Promotion records are linked to the
featured community or bibliographic record.

To feature these resources in the PAC, you create Promotion records in the
Polaris staff client that specify the resources to feature and the conditions
under which the resources will display. Polaris Administration settings
determine the location and display of these featured resources in
PowerPAC. See “Feature It Promotions” in the Polaris Public Access
Administration Guide 4.1.

Note:
Feature It is not available in Polaris Mobile PAC or Polaris PowerPAC
Children’s Edition.

This unit covers the following topic:

“Creating and Editing Promotion Records” on page 206
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Creating and Editing Promotion

Records

Promotion records in Polaris Cataloging are used to feature bibliographic
materials, web sites, or community resources and events (if your library
has a license for Community Profiles in addition to Feature It). Multiple
resources can be featured in the same promotion record, but they must be
of the same type. For example, if the promotion record features a title in
your library’s catalog, you can add other bibliographic records to feature,
but not URLs or community organizations/events. The following
Cataloging permissions, set at the system, library or branch level, control
who can work with these records: Promotion records: Access, Create, Modify,
and Delete.

To feature multiple resources of different types, you can create several
promotion records linked to different types of resources, then enter the
same set of search terms that will trigger the featured resources. For
example, you could feature bibliographic records and a community
organization/event by creating two promotion records, each with the same
search triggers.

LIBRARYINFO ¥ SEARCHY COMMUNITY ¥ MYACCOUNTY HELPY

You might also like
Featuned Community Resources _,T,““S activities for young Search by: Any Field =] Using: 1 selected databases

Events and community profiles

Featured Bibliographic Resources §§M Projects for Children

Keyword search for: | art projects | Gol

Limit by: | All ltems - All Libraries Select Databases

that have ars education and More Search Options Course resenvs items only
activities for young children
Community ans programs 1-1007259 (10 |Z| per page Sort: | Relevance |z| Page: [1] 2 3...26 p
deas for doing art projects with 1. Play-doh art projects
2o oy
by Ross, Kathy, 1948-
For parents, teachers and
caregivers. ... Play-doh art prgjecis | by Kathy Ross ; illustrated by Sharon Hawkins Vargo
) Write a review )
Publisher, Date: Brookfield, Conn. - Millbrook Press, 2002 - J
e 48 p.:col. il 22 x 20 em. |
| L]

J 746 5 Ros 2002
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Find an existing promotion record

Follow these steps to search for an existing promotion record.

1. Select Cataloging, Promotions from the Polaris Shortcut Bar.

The Find Tool opens with Promotions selected in the Object box.
Select the search criteria, and enter the search term in the For box.

Click the Search button.

i & W N

. The promotion records meeting your search criteria appear in the list.

The Linkage Type column displays the type of featured resource.

H

) Promations - All Keyword Indexed Fields Find Tool ==
File Edit Tools Options Help

General |5aﬂings IScoping | Branches ICo\Iedians I D |
Search
Object:  [promotions ~| Limitby: [fone) Search Mods
(@) Normal Stop
Search by: [All Keyword Indexed Fields = value: ® Fower
® New Search
Type: [Keyword search '] JsaL
Sortby: [ (None) - 7] count only
For: art projects - Help

Mame Headline Linkage Type Control Num...

Art projects for young children Arts activities for young children. Community

Art Projects for Children Art Projects for Children Bibliographic 958
Art Projects for Kids Art Projects for Kids Web Site Site 981
Done Stay on Select 3 of 3 record(s) retri

6. Double-click the promotion record, or select the record, right-click and
select Open.

The selected record opens in the Promotion workform.
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Tip:

Press CTRL+N to display the New
dialog box.Type the first letter of
the record type to go to all records

that begin with that letter. For
example, type p to go to
Promotion.To limit the record
types in the Objects list, select
Cataloging in the View box.

Polaris Cataloging Guide 4.1

Create a new promotion record from the Shortcut Bar

Follow these steps to create a new promotion record from the Polaris
Shortcut Bar.

Select File, New from the Shortcut Bar.

The New dialog box appears.

Select Promotion in the Objects list.

New

Objects
View: |Cataloging Objects - ] ol

Bibliographic Template -
Community Record
Course Reserve E
Course Reserve Template |
Item Record

Item Template
.

Cancel

| Help

[

S

Click oK.

The Promotion workform opens.

Enter information in the workform. See the following topics:

* “Enter or edit general promotion information” on page 210

* “Enter the resource(s) to feature” on page 211

* “Enter search terms to trigger the featured resources” on page 212

* “Enter demographic targeting for promotions” on page 216
Select File, save to save the record.

A message in the status bar indicates the record was saved.
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A A A Create a new record from the Promotion workform

v r ) )

.u.“’ uj Follow these steps to create a new promotion record from the Promotion
workform.

1. Use the Polaris Find Tool to locate and display an existing promotion
record.

2. Select File, New, or press CTRL+N from the workform menu bar.

The New Promotion dialog box appears.

New Promotion @
(7) Clear Work Form
(@) Copy Existing Work Form

3. Select one of the following options:

* Clear Work Form - The data is cleared from the workform, and a new,
blank workform appears.

* Copy Existing Work Form - The original workform closes, and a copy
of the workform appears.

Click oK.
The new record appears in the Promotion workform.

Enter or modify the information in the Promotion workform.

* “Enter or edit general promotion information” on page 210

* “Enter the resource(s) to feature” on page 211

* “Enter search terms to trigger the featured resources” on page 212

* “Enter demographic targeting for promotions” on page 216
7. Select File, save or press CTRL+S to save the record.

A message in the status bar indicates the record was saved.
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(—]

A A A Enter or edit general promotion information
o ] | J. )
lu

Follow these steps to add general promotion information.

1.  Open the Promotion workform, and go to the General view.

[P Mew Promation - 1 - General - Polaris E@
File Edit WView Links Help
g Name: ‘Owner: [QJH’Iam 4.1 Cluster Test System (sys) v] Contral number: 0
:‘: Scheduls
Q edule
E Activation date: 3(25/2012 ~  Expirationdate: 3(25/2013
s}
& Cantent
Headline: |
|-
4
&
Footfine:
For Help, press F1 NUM QVR

Enter the promotion record’s name (required).
Select the promotion record’s owner (required).

Select the promotion’s activation date and expiration date (required).

Note:

If no expiration date is entered in the promotion record, the featured
resources continue to display in PowerPAC. When the expiration date
passes in the promotion record, the promotion record remains in the

database, but it is deactivated and the featured resources do not display in
PowerPAC.

5. Type the promotion record’s headline, midline, and footline. The
headline is required; the midline and footline are not required. The
maximum length for each is 255 characters.

The headline, midline, and footline text describe the featured resource
in PowerPAC.

Example:

Promotion record Display in Polaris PowerPAC

Headline: |t projects for Chidren

)EM Projects for Children

) Ideas for doing art projects with
children.
For parents, teachers and
> caregivers

Midline:  1deas for doing art projects with children.

Footine:  For parents, teachers and caregivers.

6.  Select File, Save.
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Enter the resource(s) to feature

Follow these steps to feature bibliographic records, community
organizations and/or events, or URLs.

Note:

The same promotion record can contain multiple bibliographic,
community, or web resources to feature, but it cannot contain resources of
different types. For example, you cannot add both community and
bibliographic records to the same promotion workform. Promotion records
are linked to the bibliographic or community records they feature.

1. Open the Promotions workform, and select the Featured Resources
view.

[f New Promaotion - 1 - Featured Resources - Polaris E@

h=HS- E?

Name: ‘Owner: | QA-Plato 4. 1 Cluster Test System (sys) v] Control number: 0

Featured resources

() Feature these local objects: Object type:

Promotion

[=]

-

@) Open this page:

NUM  OVR

For Help, press F1

2. To feature bibliographic or community records, do the following
steps:
a) Select Feature these local object(s) and select Bibliographic or Community in
the Objects box.

b) Click the Add button, and search for the bibliographic or community
resource in the Find Tool. The option to select other databases is
disabled on the Remote databases tab of the Find Tool.

C) Select the bibliographic or community record to add. You can add
more than one community or bibliographic record, but not a mixture
of record types.

3. To feature a web site or a library resource (bibliographic record or
record set) via a URL, select Open this page, and type the URL in the box.

Note:
For information on entering a URL to a record set, see “Searching Record
Sets (Polaris PowerPAC)” in the Polaris Public Access Administration Guide

4.1.

4. Select File, Save.
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Enter search terms to trigger the featured resources

1 H A

.h.‘”ﬁ““' The featured resources appear only if the keywords contained in the user's
search term match those defined as a positive trigger for the featured
resource. You can also specify words or phrases as negative triggers that
will prevent the display of the featured resource. For more information, see
“Promotion Triggers and PAC Searches” on page 214.

Follow these steps to enter promotion triggers.

1. Open the Promotions workform, and go to the Triggers view.

[F] New Promotion - 1 - Triggers - Polaris EI@
File Edit View Links Help
NeHS- E%
5 Name: | Owner: | QA-Plato 4.1 Cluster Test System (sys) ~ | Control number: 0
]
[« Trigger(s): T
E Freetext Type Megative
Q E3
[l
Q.
g
For Help, press FL NUM OVR
Tips: 2. In the Freetext column, type the text that triggers the display of the
Wild card characters, such as an featured resource as follows:
asterisk, are not supported for . .
triggers. PP * Enter a single keyword per line. The PAC user must enter any or
all of the keywords for the resource to be featured.
The trigger words should not match * Enter a phrase on a line. The PAC user must enter the entire phrase
words already in the record being
featured so that the same record for the resource to be featured. If the phrase has double quotes
does not appear in search results around it, the PAC user must enter the entire phrase in the same
and as a featured resource. order without any other words. If the phrase is not in quotes, the

It may be useful to think of a PAC user must enter all the words, but they can be in any order.

Boolean OR between triggers, a
Boolean AND for multiple words
within a single unquoted trigger,
and a Boolean AND with a proximity
value of '1' (ordered) for multiple
words within a quoted trigger.
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3. In the Type column, select the box to open the list of search types.

Type

Gl [
] Author/Organization
] General Notes

]

il

Genre

[ Publisher

] Series

[¥] Subject/Services
[ Title/Evert Name

RYJLY A

Note:
If your library has a license for Community Profiles, the following types
appear in the list:

Author or Organization
General Notes

Genre

Publisher

Series

Subject or Services
Title or Event Name

If your library does not have a license for Community Profiles, the
following types appear in the list:

Author
General Notes
Genre
Publisher
Series
Subject
Title
Select the type(s) of searches to which the search terms apply.

If the search terms entered should prevent the resource from being
featured, select the Negative box.

Note:

The promotion record must have at least one positive trigger in order for a
negative trigger to operate. For more information, see “Promotion Triggers
and PAC Searches” on page 214.

Type in the next available line to enter more search terms.

To move a trigger up or down in the list, select it and click the up or
down arrow.

Note:
The order of the triggers on the workform does not affect processing or
relevancy ranking.

8. Tonormalize (remove un-indexable characters) from a search term,

selectitand click |'F| . When search terms are normalized, you can see
the actual keywords.

9. Select File, Save.
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Promotion Triggers and PAC Searches

How Polaris matches promotion triggers to PAC searches:

1.

When a PAC user enters a search query, all search terms are extracted
and normalized. Keyword, phrase and exact match search queries are
all treated the same way.

An ordered keyword list is created that contains up to 16 normalized
keywords.

If the ordered keyword list matches one or more positive promotion
triggers (and zero negative triggers), the search query matches the
promotion.

Positive and Negative Triggers

When looking for matching promotions, Polaris first looks for a matching
trigger (keyword, quoted phrase, unquoted phrase) and then considers
whether the trigger is positive or negative. At least one positive trigger
must be entered for a negative trigger to operate.

If a trigger type is checked and the library patron searches by that access
point or by the “any field” access point (KW) for either bibliographic or
community records, then Polaris attempts to find matching promotions.

Example:
Promotion has 6 positive triggers and 1 negative trigger. The triggers are:

Quilting - (all) - positive

Knitting - (all) - positive

Crochet - (all) - positive

Sewing - Title/Event Name - negative
Crocheting - (all) - positive

Quilters - (all) - positive

Needlework - (all) - positive

The PAC user does a keyword Subject search for Knitting Sewing. The
promotion should be returned because of the positive filter Knitting (all).
Sewing is a negative filter but just for Title/Event Name and since the
search was a subject search, Sewing was not a matching trigger.

If a trigger is restricted to a subset of trigger types, then it applies when
the access point is KW (regardless of whether the trigger is positive or
negative). In other words, if SEWING is a negative trigger restricted to the
Title/Event Name, then it applies when the access point is Tl or KW.
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Normalizing Triggers

When you click the Normalize icon un-indexable characters are removed
from the display of the trigger so the user can see how the string will be
indexed in the database.

Example:
"***race*** [Car] Driver" would normalize to "race car driver".

"*$%#" would normalize to ". In this case the trigger would be ignored
and/or removed automatically.

The normalization rules used here are the same as those used for keyword
normalization in bibliographic records.

These are some of the characters that are retained:
* Double quotes
¢ Diacritics and most Unicode characters
* Apostrophes
* Hyphens

These are some of the characters that are removed and replaced with a
space:

* Asterisk

* Dollar sign

* Percent sign

* Pound sign

* Opening and closing square brackets

Additional indexing rules may apply to some forms of punctuation:

Example:
The normalized form of dog’s bone retains the apostrophe, but the user
can search on either dog’s bone or dogs bone and get a match.

For words that contain characters that are stripped out by the
normalization rules, enter two triggers: one with the original spelling, and
one with the equivalent characters:

Example:

For the search term Kei$ha, enter two triggers: keisha and kei$ha. This
way, a match will occur when the user searches for either version of the
name.
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Enter demographic targeting for promotions

Follow these steps to enter languages or branches to target for promotions.

1.

2.

Open the Promotion workform, and go to the Demographic Targeting

view.

[F] New Promotion - 1 - Demographic Targeting - Polaris
File Edit Wiew Links Help

D=HSE- EY

= e =5

N
2
L)
S
S
A
Q

[=] ~ [&]

For Help, press FL

Mame: | owner: [QA-Plato 4.1 Cluster Test System {sys) ~| Control number: 0
Language targeting Location targeting
@ Target all languages @ Target all branches
Target only these languages: _) Target only these branches:
Hide unselected languages Hide unselected branches
NUM OVR

Select one or both of the following options to display the lists.
= Target only these languages

= Target only these branches

ew Promotion - 1 - Demographic Targeting - Polaris
File Edit View Links Help

D=HSE- E?

[=]le =)

FDrHelp, press F1

< Name: Owner: |QA-Plato 4.1 Cluster Test System (sys) | Control number: 0
S _ i
O Language targeting Location targeting
E (") Target all languages ") Target all branches
O (@) Target only these languages: (@) Target only these branches:
& Arabic Amsterdam Free Library {AMS) -
Chinese Argyle Free Library (ARG)
English - United States Ballston Spa Public Library (BAL)
French - Canada Bancroft Public Library (Salem) (SLM)
== Haitian Creole Bolton Free Library (BOL)
Hawaiian - United States Burnt Hills - Town of Ballston Community Library (BUR)
{7 Korean Cambridge Public Library (CAM)
Russian Canajoharie Library {CAN)
Spanish - Spain (Modern Sort) Chester Public Library, Town of {(CHT)
Vietnamese Clifton Park-Halfmoon Public Library (CPH)
Community Library {Cobleskill) {COB)
Corinth's Free Library (COR)
Crandall Public Library (Glens Falls) (GLE)
Digital Branch (DB)
Duane Branch - Schenectady County Public Library (DUA) i
Eactnn Lihrar IEASY
[ Hide unselected languages [ Hide unselected branches
NUM OVR
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Select the check boxes next to the language(s) or branch(es) you want
to target.

Note:

The list of languages contains only those languages for which the library
has a license from Polaris.

* If alanguages or languages are selected, the featured resources
appear only when the PAC user has switched the PowerPAC
interface to a targeted language (from the Languages tab at the top of
the PowerPAC window).

* If a branch or branches are selected, the featured resources appear
only when the PAC user is connected to one of the targeted
branches in PowerPAC.

Select File, Save.
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Type of Material Codes (TOMs)

Tip:
From the Bibliographic Record
workform, select View, PAC or

click to see the icon that
displays in the PAC.

When you import, copy, or manually create new bibliographic records,
Polaris checks the LDR/06, LDR/07, the 006 tag, the 007 tag, and other
combinations of codes to determine the record’s primary Type of Material
code or TOM. This generates the material type icon in Polaris PowerPAC
and enables searching for bibliographic records using the TOM in the staff
client and PAC.

Tip:

For more information on the TOM display in the PAC, see “Setting Up

Search Filters (Limit By)” in the Polaris Public Access Administration Guide
4.1.

If a single bibliographic record contains values indicating more than one
material type, only one TOM icon is displayed in Polaris PowerPAC. For
example, a single record could contain codes indicating it is a motion
picture, video recording, and a DVD. The primary type of material code
(and icon) for that record would be DVD. However, the record could be
retrieved in the staff client and Polaris PowerPAC by searching for any of
its TOM codes. See “Multiple TOMs - Order of Precedence” on page 227.

Note:

If the bibliographic record’s primary TOM is elr (electronic resource), and
it has at least one 856 tag, and there are no item records linked to it, hold
requests cannot be placed for that title in the PAC.

You can opt to suppress request and availability options for all records
with a specific primary TOM, or only those with specific primary TOMs
that have at least one 856 in the bib record. By default, Electronic resources
(elr) and Digital collection (dmc) are selected for suppressing request and
availability options. The option Records with an 856 is selected by default
except dmc, where All records is selected. See “Suppressing Request and
Availability Options” in the Polaris Public Access Administration Guide 4.1.

You can run the Bibliographic Records With No Format report to identify
any bibliographic records in your catalog that do not have a TOM code
assigned. See “Cataloging Reports” in the Polaris Basics Guide 4.1.

© 2012 Polaris Library Systems



220 Type of Material Codes (TOMs) Polaris Cataloging Guide 4.1
TOMs and MARC Coding

Note:

The (Polaris) note under the format indicates it is a Polaris TOM. Or is
implied between the columns, except in the case where AND appears. For
example, an audio book can be coded with a in LDR/06 OR a in 006/00.

)

Format/Icon Code | LDR/06 | LDR/O7 006 007 008
Abstract abs a AND AND
(Polaris) i /21=d

AND
@ /24=a
AND
/25=a
Archival/mixed | mix p /00=p
materials
s
Audio books abk a /00=a AND /00=s
(Polaris)
@
AudioEbook aeb i AND AND AND
(Polaris) /00=m two 007s /23=s Or o
/09=h needed
1st 007:
(;) /00=s
AND /12=e
AND /13=d
2nd 007:
/00=c
AND /01=r
AND /05=a
Blu-ray Disc brd g /00=v AND
(Polaris) AND /01=d /33=v
AND /04=s
< AND /05=a
o AND /06=i
AND /07=z
Book bks aORt and NOT /00=aORt /00=t
b OR s OR
i
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Format/Icon Code | LDR/06 LDR/07 006 007 008
Book + Cassette | bcs iOR a AND /00=a AND /00=s
(Polaris) AND /01=s
AND /13=e
(A
Book + CD bcd iOR a AND /00=a AND /00=s
(Polaris) AND /01=d
AND /12=e
i AND /13=d
L1
Braille - 3 ways | brl a, c,d, /00=a,c,d,p AND
to determine pORt ORt /23=f
Braille brl bORs /00=s AND
/23=f
Braille brl e f, 0, /00=e, f, g, AND
k, ORT k, ORT /29=f
Cartographic cmt eORf /00=e OR f
material
Digital dmc m c
collection
(Polaris)
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Format/Icon Code | LDR/06 LDR/07 006 007 008
DVD dvd /00=v
(Polaris) AND /01=d
& owo
I:."‘
Ebooks ebk a /00=m /00=c AND
AND /23=0

/01=r

Electronic elr m /00=m /00=c
resources

]
Globe glb /00=d

G

Kit kit o] /00=0 /00=0

_
Large print - 3 Ipt a,c,d, /00=a, c, d, AND
ways to p. ORt p,ORt /23=d
determine

Large print Ipt e, f, g,k /00=e, f, g, k AND

ORTr ORTr /29=d
G

Large print Ipt bORs /00=s AND
/23=d
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Format/Icon Code | LDR/06 LDR/07 006 007 008
Manuscript mcm f /00=f
cartographic
material
Map map /00=a
A
Manuscript mss d, f, OR /00=d, f, OR t
material t

£

Manuscript mmu d /00=d
music
f
Microform - 4 mic /00=h
ways to
determine
E '=E=ﬂ
Microform mic bORs /00=s AND
/23=a, b, orc
Microform mic a, c,d, /00=a,c,d,p AND
pORt ORt /23=a, b, OR
c
E: -s!nl
L
Microform mic e, f,0,k /00=e, f, g, k AND
ORT ORT /29=a, b, OR

C
LAY
Ev"ﬂ
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Format/Icon Code | LDR/0O6 | LDR/O7 006 007 008
Motion picture mot /00=m
AT
"'i
Music CD mcd ] /00=j AND /00=s
(Polaris) AND /01=d
af
,_‘\.
Musical sound msr ] /00=j
recording
Nonmusical nsr i /00=i

sound recording

®

Newspaper new a bORs and /00=s AND
/21=n
Periodical per a bORs and /00=s AND
/21=p
Printed mus cORd /00=c OR d /00=q
or manuscript
music
J‘ 7
L
Printed music pmu c /00=c

3
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Format/lcon | Code | LDR/06 | LDR/O7 006 007 008

Printed pcm e /00=e
cartographic
material

Projected pgr g /00=g /00=g
medium

G

Sound rec iORj /00=i OR j /00=s
recording

a¥a
h"

Serial ser bORs /00=s

Two ngr k /00=k /00=k
dimensional

nonprojected
graphic

A

r )

Three art r /00=r
dimensional
object
(Artifact)

%

Videorecording | vid /00=v

-
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Format/Icon Code | LDR/06 LDR/07 006 007 008
Videotape ver /00=v AND
(Polaris) /01=c OR f
Visual material Vis g,kORT /00=g, kORr | /00=f OR g,
OR k, OR'm
-
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Multiple TOMs - Order of Precedence

For records with more than one TOM, the following order of precedence
determines which TOM and icon are displayed. For examples of MARC
coding to produce certain TOMs and icons, see “Coding Examples” on
page 229. To see which icon will appear in Polaris PowerPAC, select View,
PAC from the Bibliographic Record workform.

Pr(")erc(j;jrez; Format/Type of Material Code
1 Blu-Ray Disc brd
2 AudioEbook aeb
3 Book + CD bcd
4 Book + Cassette bcs
5 Abstract abs
6 Digital collection dmc
7 DVD dvd
8 Videotape ver
9 Videorecording vid
10 Motion picture mot
11 Projected medium par
12 'gll'\r/;?)-hc:icmensional nonprojected ngr
13 Three-dimensional object art
14 Visual materials vis
15 Music CD mcd
16 Audio books abk
17 Musical sound recording msr
18 Nonmusical sound recording nsr
19 Sound recording rec
20 Printed music pmu
21 Manuscript music mmu
22 Printed or manuscript music mus
23 Map map
24 Globe glb
25 Printed cartographic material pcm
26 Manuscript cartographic material mcm
27 Cartographic material cmt
28 Ebooks ebk
29 Kit kit
30 Mixed materials mix
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P?ercdefireﬁf:e Format/Type of Material Code
31 Newspaper new
32 Periodical per
33 Serial ser
34 Electronic resources elr
35 Large print Ipt
36 Braille brl
37 Manuscript material mss
38 Microform mic
39 Books bks
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The following examples show some ways to set up Bibliographic Records
to produce the appropriate TOM code and the TOM icon in Polaris
PowerPAC. You can set up bibliographic templates with these codes to
ensure that the correct TOM and icon appear. For example, you could set
up a bibliographic record template coded to produce the e-book TOM and

icon.
Note:
If the bibliographic record contains other fixed fields in addition to those
shown in the examples, a different TOM and icon may result according to
the order of precedence. See “Multiple TOMs - Order of Precedence” on
page 227.

L.l
E-book

An e-book (short for electronic book, also written eBook or ebook) is the
digital equivalent of a printed book that you read on a computer screen, e-

book reader, or cell phone.

LDR 06=a-Language material

LEADER - BIBLIOGRAPHIC DATA @
Record status (05) |n - New VJ
@a of record (06) |a - Language material V_I
Bibliographic level (07} |m - Monograph/item VJ
Type of control (08) | - No specific type VJ
Character coding scheme (09) | - MARC-8 VJ
Encoding level (17) | - Full level VJ
Descriptive cataloging form (18) | - Non-ISBD VJ
Multipart resource record level (19) | - Not specified or not applicable VJ
[ 0K ] | Cancel ] ‘ Help |

AND

006/00 = m - Computer file/Electronic resource

Bibliographic Fixed Field Selection =5
Please specify a valid form of material (006/00):
H_m - Computer file/Electronic resource { ‘
[ oK l | Cancel ‘ | Help ‘
AND

007/00= ¢ - Electronic resource
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Bibliographic Fixed Field Selection (=5
Please specify a valid category of material
—
|IT— Electronic resource ~A ]I
— —J
[ oK l l Cancel ] l Help ]

AND

007/01= r - Remote

007--ELECTRONIC RESOURCE (i3]

Category of material (00) c - Electronic resource

Ee:\ﬁc mat'l desig (01) r - Remote -
Color (03) | - No attempt to code hd
Dimensions (04) [I - Mo attempt to code V]
Sound (05) [I - Mo attempt to code V]
Image bit depth (06-08) [III - No attempt to code V]
File formats (09) [I - Mo attempt to code V]
Quality assurance targets (10) [I - Mo attempt to code V]
Antecedent/Source (11) [I - Mo attempt to code V]
Level of compression (12) [I - Mo attempt to code V]
Reformatting quality (13) [I - Mo attempt to code V]

[ 0K ] l Cancel ] l Help ]

AND

008/23=0 - online

008--BOOKS (LDR/06 value a with LDR/07 values a, c, d, m and LDR/06 value t) =5
Entry date (00-05) 111025 Nature of contents (24-27) 111
Type of date (06) || - No attempt to code | t - Technical reports -

u - Standards/specifications
v - Legal cases and case notes
w - Law reports and digests

Date 1 (07-10) 1

Date 2 (11-14) 1

Place of pub (15-17) [III - Fill Character VI ThaemmaTE -
Tlustrations (18-21) 1111 Government pub (28) [I - No attempt to code VI
] - Genealogical tables - Conference pub (29) [I - Mo attempt to code VI
k - Forms
|- Samples Festschrift (30) [I - No attempt to code 'I

m - Phonadisc, phonowire, etc.

o - Photographs Index (31) [I - Mo attempt to code VI
p - Tluminations
=l uweraryform (33) (1.~ o attempt t0 code -]
Audience (22) [I - Mo attempt to code VI Biography (34) [I - Mo attempt to code VI
|Fnrm of item (23) [uf Online V] Language (35-37) [III - Mo attempt to code VI
Madified record (38) [I - Mo attempt to code VI
Cataloging source (39) [I - Mo attempt to code VI
I 0K ] I Cancel ] I Help ]
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|
Audio E-book

A downloadable electronic sound file of a recorded book.

LDR 06=i-Nonmusical sound recording

LEADER - BIBLIOGRAPHIC DATA =

Record status (05) [n—New—v]

ype of record (06)

i - Normusics| sound recsrding
Bibiographic level (077
Character coding scheme 03) [ _maRcs |
Encoding level (17)
Descriptive cataloging form (18) m
Multipart resaurce record level (19)

[Cox ][ caneed | [ hep |

AND

006 /00=m-Computer file/Electronic resource AND /(09=h-Sound

006--COMPUTER FILES/ELECTROMNIC RESOURCES

Farm of material (00) m - Computer fie/Blectranic resource

Audience (05) - Unknown or not spedfied

Type of computer file (09) | h - Sound
Government pub (12) | -No attempt to code -

ok ][ concel | [ Hen |

AND Two 007s needed:

1st 007: /00=s-Sound recording AND /12=e-Digital recording AND /13=d-Digital
storage

007--SOUND RECORDING ==

Category of material (00) s - Sound recarding
Specific mat' desig (01) z - Other -
St 09
Config of playback channels (04}
Groave widthfpitch (05)
Tape fon (08) n - Not applicable -
Kind of discfcyinder /tape (09)
Kind of material (10)
Kand of eutting (11)
F—_Specid playback char (12) < - Digital recording =
F——Copture/storage techique (13) |d -Digitalstorage ==

o« J[ concs J[ rep |

2nd 007: /00=c-Electronic resource AND /01=r-Remote AND /(05=a-Sound on

medium
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007--ELECTRONIC RESQURCE

teqory of material (00 ¢ - Electronic resource
=oe mat| desia (01) [r—Remate =

Color (03)

n - Not applicable -
n - Not applicable -

Dimensions (04)

Sound (05)

Image bit depth (06-08)
File formats (09)

a - Sound on medium

i - ot applicable -

Quality assurance targets (10) | - Not applicable
Antecedent/source (11)

u - Unknown

Level of compression (12) u -Unknown

Reformatting quality (13) u - Unknown

o« J[ concat J[ reo |

AND

008 /23=s-Electronic Or o-online

008--MUSIC (LDR/0G values c, d, i, j}

Entry date (00-05) 0mEDs Literary text (30-31) f
Type of date (05) ¢ -Reprint/reissue date and orignal ~Ttem is a musical sound recording ~
- Autobiography [
Date 1(07-10) 2007 - Biography
- Conference proceedings
Date 2{11-14) 2007 -Drama
ssays
Place of pub (15-17) mdu - Maryland -
Form of composition (18-1) nn - Not applicable - G3) n - Not appiicable -

Faormat of music (20) n - Not applicable ~| Language (35-37)
Mo parts inhand or not specfied | wodified record (38)
- Unknown or not specified ~

s - Electronic -

- Discography
b - Bibliography

Music parts (21)

Audience (22) Cataloging source (35)

Form of item (23)

Accomp matter (24-29)

© - Thematic index

d - Libretta or text

< - Biography of composer ar author

f - Bioarahv of performer or history ™

eng - English =
- Not modified -

oK

] [ cancl ][ ek

Polaris Cataloging Guide 4.1
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Audio Books

Sound recording of a book being read aloud - can be on a diskette or a CD.

LDR 06=a-Language material

LEADER - BIBLIOGRAPHIC DATA

Record status (05) n - New
|Type of record (06) [a - Language material
Bibliographic level (07) m - Monographfitem

Type of control (08) - No specific type
Character cading scheme (09) - MARC-8

Encoding level (17) - Full level

il

Descriptive cataloging form (18) - Non-1SBD

Multipart resource record level (19) - Not specified or not applic

AND

007 /00=s-Sound recording

Category of material (00) s - Sound recording

|

Specific mat] desig (01) d - Sound disc -
Speed (03) f- L4m. per sec. -

Config of playback channels (04) |u - Unknown
Groove width/pitch (05) n - Not applicable

Dimensions (06)

Tape width (07) n - Not appiicable
Tape ¢ ion (08) n - Not appiicable
Kind of disc/eylinderftape (03) ] - Mo attempt to code
Kind of material (10) | - No attempt to code
Kind of cutting (11) | - No attempt to code

Special playback char (12) & - Digital recording

=
-
3
5
a
=1
g
4 4 4 4 4 4 4 4 4

4

Capture/storage technique (13)  [d - Digital storage

o ][ caneel | [ he

007--SOUND RECORDING (==

»

f

Music CD >

Musical sound recording on a compact disc.

LDR 06=j-Musical sound recording

LEADER - BIBLIOGRAPHIC DATA

[

Record status (05)

J !

pe of record (05) ) - Musical sound recording =P

Bibliographic level (07 ™ - Menagraphjiem -

Type of control {08) - No specific type
Character coding scheme (09) - MARC-3
Enceding level (17) - Full level

Descriptive cataloging form (18) a-AACR 2

Multipart resource record level (13) | - Not specified or not applicable -
e JI

] [ heo ]

o
o'
2
o

AND

007 /00=s-sound recording AND 007 /01=d-Sound disc
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007--5OUND RECORDING ==
k—Speche matl desig (01) 4 - Sound disc ~ >

Speed (03) f-1.4m, per sec, =
Config of playback channels (04)
Groove widthpitch (05)
Tape i (07
Tape os) n ot appiicable -

Kind of disc/cylinder ftape (09) | - No attempt to code hd
Kind of material (10) | - Mo attempt to code -
Kind of cutting (11) | - Mo attempt to code e

(o« J[ concst J[ reo |

Book and CD l[‘hl‘x]-lu

A book with a sound recording on CD.

LDR /06=a-Language material Or LDR 06=i-Nonmusical sound recording

LEADER - BIBLIOGRAPHIC DATA

Record status (05) n - New
@of record (06) [a - Language material
Bibliographic level (07) m - Monograph/item

Type of control (08) - No specific type
Character coding scheme (09) - MARC-8

Encoding level (17) - Full level

Descriptive cataloging form (18) - Non-ISBD

Multipart resource record level (19) - Mot specified or not applic

AND

006 /00=a-Language material

006--BOOKS i3

orm of material (00) & -Language material Nature of contents (07-10) 1111

t-Technical reports
u - Standards/specifications

Tlustrations {01-04)
v -Legal cases and case notes
w -Law reports and digests

v - Yearbooks

2 -Treaties

luminati [|-Noattempttocode [

- Government pub (11) | -No attempt to code A

Audience (05) | - No attempt to code - Conference pub (12) | - No attempt to code -
Form of item (08) | - No attempt to code - Festschrift (13) | - No attempt to code -
Index (14) | - No attempt to code -
Literary Form (18) | - No attempt to code -
Biography (17) | - No attempt to code A

ok ][ concel | [ nHen

m - Phonadisc, phonowire, ete.
Phatographs

AND
007 /00=s AND /01=d AND /12=e AND /13=d

© 2012 Polaris Library Systems



Polaris Cataloging Guide 4.1 Type of Material Codes (TOMs) 235

007--SOUND RECORDING ==

g mat desig (01) [ - Sound disc =
speed 03) [frémpersen -]
Config of playback channels (04)
Groove widthpitch (05)
S
Tape (s n ot appiicable -
ind of disc/eyinder tape (09)

Kind of material (10} | - No attempt to code -
Kind of cutting (11) | - No attempt to code -

edial playback char (12) & - Digital recordin
Capture/storage technique (13) | d - Digital storage =
o« J[ concat J[ rep |

Book and Cassette H-l-l

A book with a sound recording on cassette.

LDR /06=a-Language material Or LDR 06=i-Nonmusical sound recording

LEADER - BIBLIOGRAPHIC DATA @
Record status (05) [n - New VI
@of record (06) [a - Language material VJ
Bibliographic level (07) [m - Monograph/item VI
Type of control (08) [ - No specific type VI
Character coding scheme (09) [ - MARC-8 VI
Encoding level (17) [ - Full level VI
Descriptive cataloging form (18) [ - Non-ISBD VI
[

Multipart resource record level (19) - Mot specified or not applicable VI

[ oK l[ Cancel l I Help ]

AND

006 /00=a-Language material

006--BOOKS i3

orm of material (00) & -Language material Nature of contents (07-10) 1111
Tlustrations {01-04) t - Technical reports

U - Standards/specifications

k - Forms - v - Legal cases and case notes
| - Samples w -Law reports and digests

m - Phonodisc, phonawire, ete.
o - Photographs

p - Iluminations [|-Noattempttocode [
- No attempt to code.

Government pub (11) | -No attempt to code A

Audience (05) | - No attempt to code - Conference pub (12) | - No attempt to code -

Form of item (08) | - No attempt to code - Festschrift (13) | - No attempt to code -

1 [m]

Index (14) | - Mo attempt to code -
Literary Form (18) | - o attempt to code -
Bioaraphy (17) | -o attempt to code -

ok ][ conce | [ Hen |

AND

007 /00=s-sound recording AND /01=s-Sound cassette AND /13=e-Analog
electrical storage
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007--SOUND RECORDING ==
Speafic matl cesig (01) [s-5ound cassette >

Speed (03) f- 1.4m, per sec, =
Config of playback channes (04)
Groove widthjpitch (05)
Tape i 07
Tape (s n ot appiicable -

Polaris Cataloging Guide 4.1

Kind of disc/cylinder /tape (09) | - No attempt to code -
Kind of material (10) | - No attempt to code -
Kind of cutting (1) | -No attempt to code -
Spedal playback char (12) | - No attempt to code -
Capture/storage technique (13) |2 - Analog elecirical storage 2
o« J[ concst J[ rep |

& BLU

Blu-ray Disc b

The Blu-ray Disc (BD) is a high density optical disc recorded with a blue

laser.

LDR/06=g - projected medium

LEADER - BIELIOGRAPHIC DATA ==

Record status (05) [ - Corrected or revised v]

{g - Projected medium

Bibliographic level (07}

Type of control (08) [ - Mo spedific type ']

Character coding scheme (09) [ -MARC-3 ‘]

Encoding level (17) [K - Less-than-full input by OCLC par ']

Descriptive cataloging form (18) [a - AACR 2 ']

Multipart resource record level (13) [ - Mot specified or not applicable V]
E OK J l Cancel ] [ Help ]

AND

007 /00=v - Videorecording AND /01=d -Videodisc, AND 007 /04=s - Blu-ray
AND 007/05=a - Sound on medium, AND 007/06=i - Videodisc, AND 007/

07=z-Other

007--VIDEORECORDING =
—
Category of material (00) v - Videorecording
Specific mat] desig (01) Id - Videodisc -

Color (03) [ -mutticolored

Videorecording format (04) Is - Blu-ray disc

Sound on medium/sep (05) [a - Sound on medium

Medium for sound {06) I\ - Videodisc.

Dimensions (07) z - Other

Config of playback channels (08) u - Unknown

[ OK ] [ Cancel ] [ Help

AND 008/33=v -videorecording
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Date 2 (11-14)

Place of pub (15-17) [cau - California v]

Running time (18-20) 105

Audience (22) [g - General 'I
Government pub (28) [ - Mot a government publication ']
Form of item (29) [ - Mone of the following v]
@) [v - Videorecording __-:__:b

Technique (34) [I - Live action ']
Language (35-37) [eng - English ']
Modified record (38) [ - Mot modified v]
Cataloging source (39) [d - Other 'I

E CK ] [ Cancel ] [ Help ]

008--VISUAL MATERIALS (LDR/06 values g, k, o, 1) [e3d
Entry date (00-05) 080418
Type of date (06) [s - Single known date/probable date ']
Date 1 (07-10) 2008

Type of Material Codes (TOMs) 237

Bl o
DVD >

An abbreviation of digital videodisc that stores a video recording.

LDR/06=g - projected medium

LEADER - BIBLIOGRAPHIC DATA =)

Record status (05

Bibliographic level (@
SR——
Character coding scheme (09)
Encoding level (17)
Descriptive cataloging form (18)
Multipart resource record level (13)

ok ) [ concel | [ hen ]

007 /00=v-Videorecording AND /01=d-Videodisc

ategory of material (00} v -Videorecording

Specific matl desig (01) [d - videadisc =P

Color {03) | - No attempt to code

Videorecording format (04) | - No attempt to code
Sound on medium/sep (05) a - Sound on medium
Medium for sound (06) | -No attempt to code

Dimensions (07) | - No attempt to code

Config of playback channels (08) u - Unknown

[ ok ][ concel | [ nep

007--VIDEORECORDING ==
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Videotape €

LDR/06=g - projected medium

LEADER - BIBLIOGRAPHIC DATA ==
Record status (05) [ - Corrected or revieed -]
Type of record (06) {g - Projected medium _::D
Bibliographic level (07} - Yi ']
Type of control (08) [ - Mo specific type ']
Character coding scheme (09) [ -MARC-3 ‘]
Encoding level (17) [K - Less-than-full input by OCLC par ']
Descriptive cataloging form (18) [a - AACR 2 ']
Multipart resource record level (13) [ - Mot specified or not applicable V]
E OK J l Cancel ] [ Help ]

AND
007 /00=v AND /0l=c or f

007--VIDEORECORDING =

Specific mat] desia (01) [£- videocassette =P
Calor (03) u - Unknown

Videorecarding format (04)
Sound on mediumjsep (05)
Medium for sound (06)

Config of playback chamnels (08) [ - Unknown

|

Serial

A publication in any medium issued under the same title in a succession of
discrete parts, usually numbered (or dated) and appearing at regular or
irregular intervals with no predetermined conclusion. Serial publications
include print periodicals and newspapers, electronic magazines and
journals, annuals (reports, yearbooks, etc.), continuing directories,
proceedings and transactions, and numbered monographic series
cataloged separately.

LDR /06=a-Language material AND

LDR /07=s - serial OR LDR /07=b Serial component part

LEADER - BIBLIOGRAPHIC DATA

L

Record status {05) -

@)‘_ a -Language material b

I'Blographic level (07) b-Serislcomponentpart =P
Type of control (08) - Mo specific type -
Character coding scheme (09)

Encoding level (17)

Desriptive cataloging form (18)  [a-AACR 2
Multipart resource record level (19) | - Not specified or not applicable  +

ok [ cand | [ reb |

o
c
i
2

i
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Type of Material Codes (TOMs) 239

Periodical

A serial publication (such as a magazine or journal) with its own distinctive
title, containing a mix of articles, editorials, reviews, columns, short stories,
poems, or other short works written by more than one contributor, issued
in soft cover more than once, generally at regular stated intervals of less
than a year.

LDR /06=a-Language material

LEADER - BIBLIOGRAPHIC DATA

Record status (05) n - New

@of record (06) Ia - Language material
Bibliographic level (07} m - Monograph/item

Type of control (08) - No specific type
Character coding scheme (09) - MARC-8

Encoding level (17) - Full level

Descriptive cataloging form (18) - Non-1SBD

Multipart resource record level (19) - Not specified or not applic

AND

006 /00=s-Serial/Integrating resource

006--CONTINUING RESOURCES =

orm of material (00) 5 - Serial/Integrating resource

Frequency (01) | - No attempt to code. -
Requiity (02) [-Mosttempttocode
Type of con't resource (04) | - No attempt to code: -
Form of original item (05) | - No attempt to code: -
Form of item (06) | - No attempt to code: v
Mature of entire wark (07) | - No attempt to code -

Nature of contents (08-10)

- Technical reports
u - Standards/specifications

- Legal cases and case notes
w - Law reports and digests

¥ - Yearbooks

2 -Treaties

(L-toattempttocode |
Government publicaton (1) [|-Noattemptiocode v
Conference publication (12) | - Mo attempt to code i
Orig alphabetfscript of tite (16) [|-Nostempttocode v
Entry convention (17) | -No attempt to code -

[

=}

k) [ concel | [ Heb

AND
008/ 21=p-Periodical

008--CONTINUING RESOURCES (LDR/06 value a with LDR/07 values b, i, 5) <=

Pub status (06) | - No attempt to code t - Technical reports

u - Standards/specifications
Date 1 (07-10) v - Legal cases and case notes
. w -Law reports and digests
Date 2 {11-14) y - Yearbooks

Place of pub (15-17) T
Frequency (18) [I-Moattempttocode  v| Governmentpub (28) | - No attempt to code
Reqgularity (13) Conference pub (29) | - Mo attempt to code
[“ipe con'tresource (21) [p -Periodical [ >0rig slphabetfscript of tite (33)] | - No attempt to code
Form of orig item (22) | - No attempt to code | Entry convention (34) | - No attempt to code
Form of item (23) Lanquage (35-37) 111 -No attempt to code.
Mature of entire work (24) Modified record (33) | - No attempt to code

Cataloging source (39) | - No attempt to code

Entry date (00-05) ] Nature of contents (25-27)

[ o ][ caneel | [ heb
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Newspaper

A serial publication, usually printed on newsprint and issued daily, on
certain days of the week, or weekly, containing news, editorial comment,
regular columns, letters to the editor, cartoons, advertising, and other items
of current and often local interest to a general readership.

LDR /06=a-Language material AND LDR /07=s - Serial OR LDR /07=b Serial
component part

LEADER - BIBLIOGRAPHIC DATA

|

Record status (05) n -Hew

= of record (08) [a -Language material

—"
[EElograpnic level (07) [o-serial componentpart >
Type of control (08) - No specific type
Character coding scheme (09) [ -MaRce =]
Encoding level (17) [-roleve -]
Descriptive cataloging form (18)  [a-ascR2 |
Multpart resource record level (13) [ liot speaficd or not applicable._ + |

o« ][ concst ] [ o |

I

AND
006 /00=s - Serial/Integrating resource

006--CONTINUING RESOURCES

i

orm of material (00) < - Serial Integrating resource
Frequency (01) | - No attempt to code 5

Type of con't resource (04) w
Form of ariginal item (05) [I-Noattempttocode =]
Nature of entie work (07) [I-Noatiewptiocode  ~]

Nature of contents (08-10)

t - Technical reports
U - Standards/specifications

w - Legal cases and case notes
W ~Law reports and digests

v - Yearbooks

z - Treaties

Government publication (11)
Conference publication (12)
Orig alphabet/ecript of tite (16)
Entry conventian (17)

ok | [ cancd | [ reb

AND
008 /21=n - Newspaper

008--CONTINUING RESOURCES (LDR/06 value a with LDR/0T values b, i, 5) =
Entry date (00-05) 510615 Nature of contents (25-27)
Pub status (05) s - Single known date fprobable date

Date 1(07-10) == & - Comicsjgraphic rovels 0
X - Abstracts/summaries
Date 2 (11-14)

Place of pub (15-17) 50c - o place, unknonn, or undeter ¥
Frequency (18) - No determinable frequency +]| Government pub (28)

Conference pub (23) | - No attempt to code

Orig aiphabet/ecriot of tite (33)| - No aiphabetr script givenjno ke |
Form of orig item (22) ~Nane of the falowing ~| Entry convention (34) | - Mo attempt to code

Form of item (23) Language (35-37) eng - Engish

Nature of entire work (24) Modified record (38) - Not modified

Cataloging source (33) u - Unknown

Dictionaries T
-Not a government publication v

Regularity (19)

Type con't resource (21) | - Newspaper

Y

[ oK ][ Cancel ][ Help
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Cataloging Shortcut Keys

Cataloging Shortcut Keys 241

This appendix contains charts with the shortcuts you can use with Polaris
cataloging workflows. The cards are designed to be photocopied, trimmed,
and put into transparent sleeves that can be attached to the computer

monitor. You can order these sleeves from vendors such as Axzo Press at
the following Web site:

http://www.axzopress.com/Products/Products_FlipCARDS.aspx
* “Record Operations” on page 242

* “Navigation Actions” on page 243

* “MARC Editor (Keyboard)” on page 243

* “Select Actions (Keyboard)” on page 243
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242 cataloging Shortcut Keys

Record Operations

Workform Help F1
Print current view CTRL+P
Save the record CTRL+S
Check for duplicates CTRL+I
Check headings CTRL+J
Display MARC description

CTRL+L
Check MARC format CTRL+M
Display Macros tool bar

ALT+F8

Display Find Tool with Item
Records selected
CTRL+F9

Display Find Tool with

Bibliographic Records selected
F12

Check Authority headings
ALT+S
Check for linked records
ALT+C
Bulk change records CTRL+B
Add records to record set CTRL+E
Remove records from a record set
CTRL+R
Create record set of linked items
from the Bibliographic Record Set
workform
CTRL+T
Create record set of linked
bibliographic records from the
Item Record Set workform
CTRL+T

Print labels from the Item Record
workform

Single label CTRL+ALT+L
Multiple labels CTRL+ALT+M

Polaris Cataloging Guide 4.1
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Cataloging Shortcut Keys 243

Navigation Actions

Move cursor up up arrow
Move cursor down  downarrow
Move cursor left left arrow
Move cursor right right arrow

Beginning of word
CTRL+leftarrow

End of word CTRL+right arrow
Previous subfield SHIFT+Tab
Next subfield Tab
Next tag CTRL+down arrow

Previous tag
Beginning of record

CTRL+up arrow

CTRL+Home
End of record CTRL+end
Beginning of line Home
End of line End
Previous screen Page-up
Next screen Page-down

MARC Editor (Keyboard)

Insert blank line Enter
Insert subfield delimiter CTRL+Q
Insert fill character SHIFT+I
Insert blank character Space
Sort fields CTRL+N

Delete highlighted text  Delete
Delete character left Backspace
Delete character right Delete
Delete word left CTRL+Backspace
Delete word right  CTRL+Delete
Cut highlighted text CTRL+X
Copy highlighted text CTRL+C

Paste text CTRL+V
Insert mode Insert
Undo last action CTRL+Z
Redo last action CTRL+Y
Unicode to character ALT+X

Select Actions (Keyboard)

Select all lines CTRL+A

Select to end of word
SHIFT+CTRL+right arrow

Select to beginning of word
CTRL+SHIFT+ left arrow

Select to end of line
SHIFT+end

Select to beginning of line
SHIFT+home

Select entire tag
SHIFT+CTRL+ down arrow

Select multiple lines
SHIFT+ down arrow

Select or extend a block of text
SHIFT+arrow keys

Select Actions (Pointer)

Select the entire word
Double-click the word
Select the entire subfield

Double-click the subfield
delimiter

Select the entire line

Click the left margin next to the
tag number

Select the entire tag field

Double-click the first column
next to the tag number

Select multiple lines
Drag the cursor along the left
margin

Select a block of text

Drag the cursor over the text to
highlight
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Index

Sym bOlS ampersand
searching for titles using, 18
$9 assigned branch
system-supplied, 90 entering an item record’s, 131
Authorities Weekly
Numerics authorities update service, 10
service, 55
006 fixed field authority control
entering data in, 39 bulk changing bibliographic fields, 167
006 tag during import, searching remote database, 66,
bulk changing in bibliographic records, 172 90
See also 006 fixed field local subject headings, 106
007 fixed field manually checking headings, 106
entering data in, 39 performing when importing, 66, 90
007 tag See also authority records
bulk changing in bibliographic records, 174 ZMARC automatic, 107
See also 007 fixed field Authority Create Links Queue
008 fixed field viewing, 114
described, 25 authority records
editing, 38 authority weekly updates service, 11
008 tag changing the Leader, 37
bulk changing in bibliographic records, 177 check for unlinked headings, 108
See also 008 fixed field checking for duplicates, 122
024 tag checking linked headings before saving, 113
setting duplicate detection in import profile, 69 create links and update links queues, 114
040 tag creating, 30
used in determining overlay, 102 creating links to other MARC records, 111
13-digit ISBN default data for Leader, 37

described, 10
duplication detection during import, 73
importing, 73
importing with deleted status, 103
overlaying duplicates, 122
profile for importing updated, 57
saving, 31
See also authority control
set import profile, 73
updating linked headings, 112
using remote database for updating, 10
viewing linked bibliographic records, 112
A Authority Update Import

import profile, 57

using the import profile, 55

ZMARC authority import profile, 81, 83
Authority Update Links Queue

viewing, 114

searching for bibliographic records, 32
852 tags

holdings information in, 91

Polaris default (with item creation) profile, 91
856 tags

display in PAC, 8

hold requests suppressed for electronic resourc-

es, 219

970 tags

retaining from imported records, 56

Acquisitions Bibs
import profile, 56

Ad hoc Bulk Change
using, 181
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authority weekly updates service
described, 11

automatic authority control, 66, 90

automatic suggestions

keyword or phrase searching for bibliographic
or authority records, 21

B

barcodes (item)
assigning to item records during bulk change,
186

overriding invalid message, 130
batch
changing item records, 181
bib control number
changing on an item record, 144
bibliographic bulk change
checking the queue, 179
fields under authority control, 167
report, 179
Bibliographic Bulk Change Job Queue
viewing, 179
bibliographic Leader
creating, 29
bibliographic record sets
creating from item record sets, 158
creating record set of linked items, 157

Polaris Cataloging Guide 4.1

bibliographic records
008 fixed field, 38
bulk changing data fields, 169
bulk changing from provisional to final, 168
bulk changing leader, 171
bulk changing owner, 168
bulk changing PAC display, 168
changing for item records, 144
changing the Leader, 37
checking authority headings, 106
checking for duplicates, 119
checking for errors, 29
conditions that prevent deletion, 200
creating new, 28
default Leader data
deleting, 199
described, 27
importing and overlaying duplicates, 65
importing for enriched EDI, 58
importing records with deleted status, 60
linking from item records, 142
MARC Editor view described, 27
popularity ranking of titles, 5
replacing, 119
saving, 27, 29
saving with Display in PAC unchecked, 30
searching by item’s RFID tag, 20
searching for non-print materials, 22
shortcut key to open Find Tool, 22
shortcut to Find Tool, 19
status, 27
tags that cannot be bulk changed, 169
updating when authority changed, 112
viewing circ stats, 5

blank character
inserting in MARC Editor, 243

blank line
inserting in MARC Editor, 243

browse searching
changing headings for, 48

bulk change queue
checking, 179

bulk changing bibliographic records
006 tag in bibliographic records, 172
007 tag in bibliographic records, 174
008 tag in bibliographic records, 177
checking the queue, 179
data fields, 169
fields under authority control, 167
Leader in bibliographic records, 171
provisional to final, 168
report, 179
tags that cannot be changed, 169
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bulk changing item records
assigning barcodes, 186
permissions, 181
procedure, 181
Use call number fields from bib record, 184
without a record set (Ad hoc), 181

C

call numbers
copying from bib records using bulk change, 184
fields in new item records, 127
cataloging
creating a new record, 16
import profile, copying, 61
item records, 9
methods for adding new records, 14
modifying an import profile, 77
starting a task, 16
templates, about, 11
templates, creating, 51
Cataloging label type
selecting, 147
Cataloging Processing
Authority Create Links Queue, 114
Authority Update Links Queue, 114
Bibliographic Bulk Change Queue, 179
Create Unlinked Authority Record Set, 198
Create Unlinked Bibliographic Record Set, 198
cataloging records
authority records, described, 10
deleting bibliographic and items, 199
described, 4
export configuration, 194
exporting, 194
item records, described, 9
promotions (overview), 205
purging, 203
retrieving using record sets, 162
undeleting, 202
cataloging shortcut keys
cataloging reference, 241
cataloging templates
described, 11
characters
entering in a MARC record, 41
entering special in labels, 150
Check for Linked Records Results dialog box
displaying, 113
Check Headings Assistant
displaying, 109

Index 247

Check See Also From References Assistant
displaying, 109
circulation history
status changes that appear in item record, 139
viewing an item’s, 138
circulation statistics
viewing from bib preview, 24
viewing from the bibliographic record, 5
circulation status
entering for item records, 128
new items created from embedded holdings, 72
classification
call number, 127
Community records
cataloging overview, 13
content designators
described, 25
copy number
entering for item records, 127
course reserves
editing reserve item information, 136
custom duplication detection rules
importing authority records, 74
customer support
contacting, 2

D

data conventions
embedded holdings data, 91
data fields
bulk changing in bibliographic records, 169
databases
remote, 32
deleted cataloging records
restoring, 202
deleting
item and bibliographic records, 199
deleting bibliographic records
conditions that prevent, 200
deleting item records
conditions that prevent, 200
delimiter
described, 25
designation
viewing a serial item in the Find Tool, 19
diacritics
entering characters in labels, 150
entering in a MARC record, 36, 41
inserting character code, 44
selecting, 41, 43
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display heading F
changing for browse searching, 48
display in PAC, 8 Feature It _
item records, 131 See promotions
item records created from import, 71 field, MARC
previewing from bibliographic record, 6 described, 25
series information, 9 fill character
setting for imported bibliographic records, 65 inserting in MARC Editor, 243
setting in item record, 128 final
Web links, 8 record status, 27
distribution information Find Tool
entering for multiple item records, 128 changing headings in browse searches, 48
Do not float finding bibliographic or authority records, 18
option for item record, 138 previewing bibliographic records, 24
duplicate detection searching by ISBN, 32
authority records, 122 shortcut keys for bibs and items, 22
bibliographic records, 119 floating option
during import, 67 changing on an item record, 138
handling when importing, 65 full import
reject all but retain tags when importing, 67 using, 83
starting, 122
when importing authority records, 73 H
duplicate detection during import
using system or custom rules, 66 headings
changing the display of, 48
E checking, 108
hold requests
EDI enabling on an item, 128
importing records for shelf-ready materials, 58 holdable
electronic resources items, 128
hold requests disabled in the PAC, 219 holdings data
embedded holdings defaults for creating item records, 91
circ statuses for new items, 72 holdings tag
data entry conventions, 91 defining in the import profile, 70
defaults for creating item records, 91
subfield formats, 91
encoding levels l
checking duplicate records during import, 67 import job
defined, 93 pausing and resuming, 87
values that allow or disallow overlay during im- printing a report, 88
_port,93 _ Import Jobs Queue
viewing from bibliographic record, 93 printing an import report from, 88
Enriched EDI Orders printing Import Report from, 88
profile for importing bibliographic records, 58 viewing progress of jobs, 86
read-only import profile, 58 Import Profile Manager
exporting cataloging records printing a profile, 76

configuring the export, 194

procedure, 195

specifying the server, 194
express importing

described, 80

using, 81
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import profiles

Authority Update Import, 57

copying an existing, 61

default with item record creation, 60

deleting, 79

embedded holdings tag, 70

Enriched EDI Orders, 58

modifying, 77

overview of setup, 56

Polaris read-only, 56

printing, 76

set options for authority records, 73

setting profile defined duplicate detection
rules, 69

updated authority records, 57

Import Report

printing from the Import Jobs Queue, 88

importing

authority record duplicate detection, 73
authority records, 73

creating item records during, 70

custom authority duplication detection rules, 74
database record added to record set, 67
defaults for invalid subfields and indictors, 90
defaults for item record creation, 91

deleting import jobs from the queue, 86
Display in PAC for item records, 71

express import option, 81

full import option, 83

pausing and resuming a job, 87

printing a report on an import job, 88
processing time, 80

retaining the UPC or ISBN, 68

shelving scheme used for item records, 72
specifying source file location, 80

subfield formats for holdings, 91

viewing the jobs queue, 86

ZMARC authority import profile, 81, 83

importing authority records

deleted status, 103
profile for Authorities Weekly service, 57
weekly updates, 57

Index 249

importing bibliographic records

automatically searching remote database for
authority records, 66, 90

default profile, 59

deleted status, 60

Display in PAC option, 65

duplicate detection during, 67

options for, 65

overlaying on-order items, 58

performing authority control, 66, 90

profile defined overlay retention tags, 68

reject incoming duplicates but retain tags, 67

retaining system defined tags, 67

setting deduplication rules for the 024 (Other
standard identifier), 69

using Acquisitions Bibs profile, 56

using system or custom duplicate detection
rules, 66

importing MARC records

validation, 66

indicator

described, 25

initial articles

ignoring in searches, 18

Input Method Editor keyboard

entering diacritics using, 41

interlibrary loan requests

allowing in item records, 128

international characters

entering in a MARC record, 36

invalid item barcodes

ISBN

overriding message, 130

retaining when importing duplicate bibs, 56
searching for a bibliographic record by, 22
searching for MARC records by, 32

setting as retained tag in importing, 68

item barcode range

entering, 128

item bulk change

refresh record set or list view, 188

item record sets

adding items by scanning RFID tags, 161
creating bibliographic record set, 158
creating from bibliographic record sets, 157

[tem Record workform

opening view, 123
views, 9
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item records, 144
allowing interlibrary loan requests, 128
call number fields, 127
cataloging, 9
changing, 143
changing bib control number, 144
changing floating option, 138
changing multiple, 181
circulation history, viewing, 138
conditions that prevent deletion, 200
creating, 124
creating during import, 70
creating from embedded holdings, 91
creating multiple for same title, 125
creating single, 130
creating subordinate (child) record, 140
creating using system assigned barcodes, 128
default shelving scheme, 124
deleting, 199
deleting serial, 197
described, 9, 123
display in PAC setting, 128
displaying in PAC, 131
do not float option, 138
editing course reserve information, 136
enabling holds, 128
entering owning and assigned branches, 131
entering renewal limit, 128
entering the circulation status, 128
entering the copy number, 127
entering the distribution information, 128
entering the price, 128
link to items with same bib, 142
linking to the bibliographic record, 142
non-circulating, 128
overriding invalid barcode message, 130
permissions to bulk change, 181
price, 127
printing labels, 148
purchase order and fund, 135
searching by RFID tag, 20
selecting templates, 128
shortcut keys to open the Find Tool, 22
shortcut to Find Tool, 19
status changes in circulation history, 139
using templates to create multiple, 128
viewing linked from bibliographic record, 5
viewing the designation for serials in the Find

Tool, 19
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K

Keep MARC tags
profile defined overlay retention tags, 68
system defined overlay retention tags, 67
keyboard shortcuts
cataloging reference, 241
MARC Editor, 243
keyboards
changing, 41
keyword searching

automatic suggestions for bibliographic or au-
thority records, 21

L

label files
opening saved, 154
Label Manager
entering special characters, 150
opening a saved label file, 154
saving a label file, 154
saving label files, 154
starting, 150
label type
select for Cataloging, 147
labels
editing, 150
entering diacritics, 150
multiple sets, 153
printing from an item record, 148
save files, 154
saving a label file, 154
LDR
see Leader
Leader
bulk changing bibliographic records, 171
creating a bibliographic, 29
default data for authority record, 37
default data for bibliographic record
described, 26
Library of Congress
URL, 26
linked records
checking for, 113
linking to a different bibliographic record, 144
links
publish a link to a record set in the PAC, 164
local subject headings
authority control, 106
log
purge processing, 204
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M

macros in MARC Editor
changing, 47
deleting, 47
recording, 44
using, 46
MARC 21
adding tags, 40
bib format, Library of Congress link, 26
changing the Leader in a bib, 37
codes determining type of material, 219
editing the 008 fixed field, 38
entering non-Roman characters, 41
fields, described, 25
MARC Editor
bibliographic record view, 27
deleting a macro, 47
displaying field descriptions, 36
inserting a blank character, 243
inserting a blank line, 243
inserting a fill character, 243
inserting a subfield, 40
inserting character code, 44
keyboard shortcuts, 243
selecting an international character, 41, 43
using macros, 46
MARC fields
displaying descriptions, 36
MARC records
displaying remote, 32
MARC validation
described, 115
during import, 66
merging
duplicate bibs during importing, 65
multi-part titles
creating an item record for, 127, 133
multi-volume sets
holds placed for on-order, 59

N

New Item Record Options

call number fields, 127
new record

creating in cataloging, 16
non-print materials

searching for, 22
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O

on-order item records

automatically overlaying on import, 58
Other Standard Identifier

searching by, 22
other standard identifier number

setting profile-defined duplicate detection

rules, 69

overlaying

bibliographic records, 119

duplicate authority records, 122
owner

bulk changing bibliographic records, 168
owning branch

entering item record’s, 131

P

PAC display
856 tags, 8
bulk changing for bibliographic records, 168
preview the bibliographic record, 6
phrase searching
automatic suggestions for bibliographic or au-
thority records, 21
Polaris default (with item creation) import profile
holdings tag, 91
Polaris default import profile
described, 59
popularity
viewing circ stats from bib record, 5
popularity ranking
viewing in bib preview, 24
prefix
call number, 127
preview
bibliographic record, 6
bibliographic records in the Find Tool, 24
title display in PAC from bibliographic record, 6
price
entering for item records, 128
specifying an item’s, 127
profile defined overlay retention tags
specifying in import, 68
profiles (import)
creating from existing, 61
default, 59
modifying, 77
Promotion records
cataloging overview, 12
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promotion records
entering general information, 210
finding in staff client, 207
overview, 205
promotions
triggers and PAC searches, 214
provisional bibliographic records
bulk changing to final, 168
saving as final, 162
public catalog
displaying items in the, 131
purge processing log
printing, 204
purging cataloging records
procedure, 203

R

record sets

adding records to, 161

authority, yellow broken link icon authority re-
cords

yellow broken link icon in record set, 156

creating bibliographic from item, 158

creating for unlinked bib or authority records,
198

linked item records from bibliographic, 157
provisional cataloging records, 162
retrieving records using, 162
searching for cataloging, 157
working with cataloging, 11
record sets (cataloging)
displaying titles in PAC, 164
records
adding to catalog, overview, 14
records (cataloging)
bibliographic records, described, 4
creating an item record, 130
creating authority, 30
creating bibliographic, 28
described, 4
saved status, 27
refresh
item list view after bulk change, 188
reject incoming duplicate records
import option for bibliographic records, 67
relevancy ranking
searching, 18
renewal limit
entering for item records, 128
replacing
bibliographic records, 119
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reports (cataloging)
bibliographic bulk change, 179
import job, 88
reserves
see course reserves
RFID tags
adding item records to a record set by reading,
161
searching for items or bibs by scanning, 20

S

searching remote database during import, 66, 90
searching remote databases
described, 18
select headings results
using the dialog box, 48
serial item records
viewing the designation in the Find Tool, 19
serial items
deleting, 197
series
display information in PAC, 9
server
for exporting records, 194
sets
holds placed for on-order multi-volume, 59
shelf-ready items
holds placed for on-order multi-volume sets, 59
shelf-ready materials
import profile for, 58
shelving scheme
default for item records, 124
selecting, 127
used in creating item records from embedded
holdings data, 72
shortcut keys
cataloging reference, 241
Find Tool for bibs or items, 19
shortcuts
MARC editor, 243
source files
importing cataloging records, 80
status changes
circulation history of item record, 139
subfield 9 and text
system-supplied, 90
subfield codes
described, 26
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subfields V
described, 26
format for embedded holdings, 91 vernacular script
inserting, 40 entering in a MARC record, 41
shortcut for entering delimiter, 243 volume
suffix call number, 127
call number, 127 volume number
system assigned barcodes entering for an item for a multi-part title, 127,
using, 128 133

using for new item records, 128

X/

T warning messages
tags changing item records, 143
adding to MARC record, 40 Web links, 8
described, 26 web sites
templates (cataloging) display in the PAC, 219
creating, 53
creating by copying a record, 52 Z
selecting for multiple items, 128
uses in cataloging, 11 ZMARC
using defaults for creating records, 28 automatic authority control, 107
using to create multiple item records, 128 copying records from, 32
TOM subscribing to, 32
See type of material
triggers

matching to PAC searches, 214
type of material

cataloging examples, 229

MARC codes that determine, 219

multiple, 227

U

unauthorized headings
resolving, 108

undeleting
cataloging records, 202

unlinked records
creating a record set of, 198

UPC
retaining when importing duplicate bibs, 56
searching by, 22
setting as retained tag in importing, 68
setting deduplication rules in import profile for

024, 69

usage statistics
popularity ranking in bib preview, 24
viewing from a bibliographic record, 5
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