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Help Options

Review Linking and Cataloging Skills Checklist:
http://will.state.wy.us/wyld/network/committees/training/catalogi

ng.html
Sign up for e-mail distribution lists:

http://will.state.wy.us/wyld/email/lists.cfm

Review Online Help — Click on the word Help in the Menu bar while
in Workflows -- context (opens directly to window that is displayed)
or contents — both options allow you to search specific topics

Review WYLD TechNotes, SirsiDynix Manuals and access to other
documentation: http://will.state.wy.us/wyld/docs/index.html

Call or e-mail WYLD Support Team -- wyldstaff@will.state.wy.us
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[ call Number and Item Maintenance : Set Properties

Cataloging — Common Tasks

Call Number and Item Maintenance
wizard

Property Settings -Defaults tab

Descriptive view shows fixed fields at
top of record as you are used to seeing
them

Display descriptive labels shows
descriptions for each tag instead of tag

numbers only /
ltem tree display collapsed shows just

call numbers (Good option to use when
viewing items linked to serials records)

Iltem tree display expanded shows all
call number with their barcodes

Display properly page: " Wizard Startup ' Newer

Behawior Deiaultsll Helpers'

Search preferences

Type [KEYWORD =l
Index: |Tit|e =]
Library: |ALL j

Editor display options
" MARC View
& Descriptive iiew
Call number default values
[wsL =l

Class scheme: |DEWE‘|‘

Librany:

L

Item tree defaults

" Hem tree display collapsed

Extended Info Display Options

[ Display staff note on item list
¥ Display public note on item list

Item required default values

[BOOK =l

Type:

Home location: |5'mc|(5 =]

Item optional default values

¥ Display fixed fields

¥ Display descriptive labels (for entries)

[~ Shadow call number

[~ Show shelving key

* ltem tree display expanded

Price: 8

Media desk: | j

¥ Permanent
¥ Circulate

[ Shadow item

Item category 1: | j

Item category 2: | =]

| »



Wi Call Number and Item Maintenance (F4) : Set Properties

Display property page: Wizard Startup @ Newver

_Behavior] Defaults | Helpers

Select Behavior
v | Add call number
v | Prompt for library when adding a new call number
v | Auto-generate temporary X2{ call numbers
v | Add itemn when adding a new call number
v | Add item
v | Auto-generate itemn 1D when adding item
v | Modify existing call number
v'| Modify existing item
v | Delete call number
v | Delete item
v'| Prompt before deleting items with bills
v | Maintain MARC Holdings
v'| Delete items with a charge history record
Set current location of new items to AVAILABLE_SOON
Print labels for new items
Automatically
Prompt for label template
Print preview

Use label template profiles

Cataloging — Common Tasks

Call Number and Item Maintenance
wizard

Property Settings

Behavior tab

Note: You can add and edit call
numbers and item records using
this one wizard

Setting properties to auto-generate
xx call number and item ID
(barcode) help prevent the
appearance of the message “Call
number already exists” and “Call
number is not unique”

Note: You can delete call numbers
and item records using this wizard



Eall Mumber and Item Maintenance : Set F

Cataloging — Common Tasks Display properly page:  Wizard Startup * Newer
Call Number and Item

Maintenance wizard

Property Settings Eehauiurl Defaults

Helpers tab
[+ Print labels
If you use Label Designer, —7 ¥ Print preview labels

have both helpers for Print labels [¥ List catalog by call number
display

You may choose to not display the
List catalog by call number helper
This helper displays the selected
call number for all WYLD libraries




[j Label Designer : Set Properties

Eehauiurl

X

-Select Behavwior

¥ Close
¥ Add

¥ Rename
¥ Delete
WV Modify
W View

¥ Unlock
¥ Default

Cataloging — Common Tasks
Label Designer wizard
Property Settings

Behavior tab

The defaults shown enable you
to perform all those actions in
this wizard



Wi SmartPort : Properties

Display property page:

Defaults

BIDIIOGrapnic Kecora Loaa uptons
Replace current record
@) Match and load
@/ Match on title control number
Match on title control number or indexed MARC tag
Match on title control number and indexed MARC tag

Title control number source: islopfislop
Indexed MARC tag number: £

Ilgnore catalog record format

Call sources: DEWEY,092, N

Library: WSL -
Format: MARC hd
Remove subject headings |§|

Authority Record Load Options
Replace current record
Q! Match and load

Authority control number source: cn

Save directory:
Verify options: @ Yes No
Sitrip junktags: @ Yes No

Script for special processing:

Hit limit for brief display
Single server limit: 20
Multi-server limit: 3
Browse terms limit: 8

Gateway timeout: 20 Seconds

Formatted full display: Yes (@ No

No = tags in bib record in SmartPort display

without descriptive labels

Wizard Startup (@' Never

Cataloging — Common Tasks
SmartPort wizard
Property Settings - Defaults tab

Accept the default Match and load option
Option to Match on title control number is preferred

Use the gadgets when provided

Repeat title control number source after a slash to
force the system to replace auto-generated title
control numbers

Call number source shown is for libraries using Dewey
classification

Libraries using LC classification, enter Call source
LC,050,,N

Note: Select your own library
Strip junktags: YES
Options for number of entries retrieved when searching

a single database or multiple databases at once (OCLC
and LC at the same time)



Behawior| Defaults | Helpers

Search preferences

Type KEYWORD |
Index: Title |
Library: ALL |
Editor display options

(" MARC View

(* Descriptive view

Call number default values

[ Show shelving key

[tem tree defaults

(" ltem tree display collapsed

Extended Info Display Options

WV Display staff note on item list

WV Display public note on item list

¥ Display fited fields /

W Display descriptive labels (for entries)

(* Item free display expanded

\

Cataloging — Common Tasks
Item Search and Display wizard
Property Settings -Defaults tab

Descriptive view displays the

Bibliographic record with the fixed
field elements at the top of the
record as you are used to seeing it

Display descriptive labels shows

record tags with descriptions
instead of just tag numbers

Default selection of Item tree
display collapsed shows call

numbers without their barcodes

Default selection of Item tree
display expanded shows call

numbers with all their barcodes



Cataloging — Common Tasks

Item Search & Display
wizard

Property Settings
Defaults tab ...(cont)

Select tabs you wish to view
for bills, checkouts, orders,

and holds

Configure information

displayed within those tabs

as you wish

Behavior| Defaults§ Helpers

Extended Info Display Options

[¥ Display staff note on item list

¥ Display public note on item list

¥ Show bookings
¥ Show holdings

¥ Showr serial control

Bills Tah

¥ Show hills

Library: [all libraries =
Bills type: [an [
Checkouts Tab

¥ Show checkouts

Charge ownership: [Checkout library =]
Library: [all libraries =
Checkouts type:  [Active |
Selectionlists Folder

W Show Selectionlists Folder

Library: |Fu|| access to all libraries |

Status: |Nune

[

Orders Tah

¥ Show orders

Library: |Fu|| access to all libraries v)

Orders type: |AII

Holds Tah
¥ Show holds

=l

Library type: |Placed at library

Library: |All libraries

Holds type:  |Active



Cataloging — Common Tasks
Item Search and Display wizard
Property Settings

Behavior tab

Delivered defaults shown for
search options

Item search and Display : Set Properties

Display propery page: © Wizard Startup * Newer

mm

Behavior Deaults | Helpers |

Search Library Preferences

Search library list type: * Search by library
(" Search by search library group
" Search by library or search library group

Search library list: ALL b

10



Behawior | Defaults | Helpers||

¥ Display Bibliographic Description Configure.__.
¥ Print labels .
_ _ Cataloging — Common Tasks
¥ Print preview labels . .
_ _ _ Item Search and Display wizard
¥ Configure Options for ltem Search Configure... .
Property Settings
¥ Advanced search Configure.__.
Helpers tab
x|
Defaultal

Clicking on the raised bar for the
option to Display Bibliographic

Description enables you to
Entries: |FULL | configure additional options for
entry as shown at the left

Bibliographic Display Option Defaults -

Library: |Full access to all libraries |

Shadow:  Yes {© No & Both

[~ Display descriptive labels {for entries)

v Display numeric tags {for entries) Note: You need to be able to see

5 ANl call numbers the fixed field as it is from this area
of the bibliographic record that the
system pulls the periodical’s
publication frequency

v All items

v MARC holdings

¥ Bound-with ¥ Order summary

11



Behavior| Defaults [Helpers

¥ Display Bibliographic Description Configure... |

¥ Print lahels

¥ Print preview labels

¥ Configure Options for ltem Search Configure._..

¥ Adwanced search

Configure...

Item Search and Display : Set Properties

Display property page: (" Vizard Startup & Newer

Defaults |

Search Display

Publication year: I Order of Libraries

Format: IAII & Name

{" Description
ltem type: [an 2

" Mone
Location: IAII

Item category 1: IAII

Entries:

Item category 2: IAII
¥ MARC Holdings

EHEA|EA|EH R | ERIEAET

Language: |an
Call Numhberfltem Order
Shadow: BOTH
I ' Ascending
Sort hy: INnne

" Descending

Call Number Browse

Class scheme: IDEWEY |

Record View: IAII

Cataloging — Common Tasks

Item Search and Display wizard

Property Settings

Helpers tab — raised bar to Configure Options for
ltem Search

These are system delivered defaults
Change these settings if you wish to limit a
search to one or more of these options

For a shelflist browse of your library’s call
numbers, select the class scheme used most in
your library

When the Item Search and Display wizard is
open, these configuration options display when
clicking on the helper shown below

Item Search and Display

[P [

12



Eehauinrl Defaults

Helpers

Cataloging — Common Tasks
Item Search and Display wizard

Property Settings
Helpers — raised bar to configure
/ options for Advanced search

Select options as desired for

combined searches

When the Item Search and Display
wizard is open, these configuration
options display when clicking on the
helper shown below

Item Search and Display
Sk T «

This helper works like a toggle;

[¢ Display Bibliographic Description Configure... ‘
¥ Print labels
¥ Print preview labels
[¢ Configure Options for Item Search Configure...
v Advanced search l.’.tum‘ingure...K
Item Search and Display : Set Propetties I
Defaults|
Presentation type * Single field searck  Advanced search
Advanced search preferences
Index Operator  Index Operator
General AND  =||Title *[|AND ¥
Author AND  =||Title *||0R v
AND  * T |AND T
AND 7 v

click on it again to close this
search option 13



Cataloging — Common Tasks
j Check item Status wizard
Property Settings
Behavior tab

Display propery page: ¢ Wizard Startup * MNewer

................................. Click on raised bars to select more
Behavior]| Helpers | options if you chose to allow printing

¥ Display instructions Enter your own text

¥ Display hold instructions Note: The print option in the raised
_~ bar allows you to enter text for each
type of hold slip

¥ Display in transit instructions

Alloww Configure Properties
Be sure you’ve configured your

receipt printer under Preference in the
i Print transit slips Menu options as shown below

I¥  Print available hold slips

v Print reshelving slips o

v Print hold wrapper slip

ILe

Deskiop P Barcode Feader..

14



Behauiurl'Hgmgrs'

¥ Display instructions
¥ Display hold instructions

¥ Display in transit instructions

Allow Configure Properties

v I Print available hold slips /
Eheck Item Status : Set Properties

Defaults |

Receipt header:

Receipt fields:

Receipt footer:

[ Allow date formatting description

Date format description:

s

Cataloging — Common Tasks

Check Item Status wizard
Property Settings

Behavior tab — clicking on raised bar for “Print
available hold slips” results in display of template

Use the gadget next to each text box to either
enter strings of text of your choosing (Receipt
header and Receipt footer) or make selections
from a list of pre-selected options (Receipt fields)
as shown below; use arrows to move selections

v|

Gadget : Receipt fields

List to choose from

Author

Call number
Comment
Current time
Email

Expires

Item 1D

Lewvel
R —
Phone number
Pickup library
Placed

Range

Title

User ID

18

List selected

Call number
Title
MName

15



i Check Item Status :

Defaults |

Receipt header:

Eadget : String Lisk

Enter 5tring: |Che:-,renne WY 82002

|»

List selected @'

yoming State Library
2800 Central Ave

Up [

Dowrn

_ll |_r|j_

- Add {0} |

Sawve | Remowe | Cancel | L

Cataloging — Common Tasks

Check Item Status wizard

Property Settings

Behavior tab — raised bar for “Print available
hold slips” retrieved template; click on gadget
next to each area

Receipt header

Click on the gadget for Receipt header to
display the window shown here

Enter desired information as shown:

Click on the Add button to add each line to the
receipt header (or just hit the enter key on
your keyboard)

Each line of text can be re-arranged within the
header by using the up or down button

Click the Save button when finished
16



E Check Item Skatus : Sek Prupertieg

Defaults |

Behauiurl' Helpersl Vifyoming State Library

2800 Central Ave
Cheyenne WY 82002

Receipt header:
¥ Display instructions P

v Display hold instructions ‘@’
[ Display in transit instructions Call number
Titl
Allow Configure Properties Receipt fields: e
Name
¥  Print asailable hold slips Pickup library %
¥ Print transit slips Thank you for using the
W Print reshelying slips Receipt footer: viyoming State Library.
v Print hold wrapper slip &
Cataloging — Common Tasks Text of available hold slip created by clicking on
Check Item Status wizard gadget next to each text box
Property Settings
Behavior tab Enter your own text

“Print available hold slips” raised bar

17



Eheck Iten Status :

Display property page: ¢ Wizard Startup & Newver

Behawior] Helpers

Allow Configure Properies

¥ I Iltem Search

¥  Change ltem ID |

[T Start with search helper

Eheck Item Status : Ikem Search:Set *roperties

Behawior Defaultsl

Search Library Preferences

" Search by search library group

" Search by library or search library group

Search library list: ALL

Behawior|. Defaults |

Search preferences

Preferred search type: = Keyword ¢ Browse { Exact

[

Preferred search index: ITitIE

Preferred search Iihran.r:l

[
[

Cataloging — Common Tasks
Check Item Status wizard
Property Settings

Helpers tab

Raised bar for “Item Search” —
Behavior tab

Note: within the window of the
Item Search raised bar there are
two tabs in which to set search
options: Behavior tab and
Defaults tab

Both are shown at left

18



Behawior |Helpers I

Allow Configure Properties

v Itemn Search

2 I Change Item 1D

Eheck Item Status : Change

Helpers |

Allow Configure Properties

V¥  Item Search

¥ Start with search helper

Cataloging — Common Tasks
Check Item Status wizard
Helpers tab — raised bar
“Change Item ID”

Eheck Item Status : Item Search:Set Properties x|

Behavior | Defaults |

Search Library Preferences

Search library list type: & Search by library

= Search by search library group
¢ Search by library or search library group

Search library list: ALL =

|

/ Eheck Item Status : Item Search:Set Properties

Behavior |Defaults:

Search preferences

Preferred search type: & Keyword  Browse  Exact

Preferred search index: |Title j

Preferred search library:

Note: within the window of the Change Item
raised bar - Item Search bar,

there are two tabs in which to set

Options search: Behavior tab and Defaults tab

Both are shown above 19



[ Add Title : Set Properties

Display propery page: { Wizard Startup * Mewer

Behavior| Defaults "Helpers'

Title default values

Cataloging — Title Maintenance
Add Title wizard

Property Settings

Defaults tab

Format: IMARC

»|| Entries template: |FULL =]

Format: Be sure to change this

[~ Shadowr title

¥ Add item when creating title

Editor display options
T MARC View

{+ Descriptive wiew

Call number default values

Entries: |

to match the format of the
material for which you are

creating an original record
¥ Display fixed fields

¥ Display descriptive labels (for entries) Descriptive VieW ShOWS ﬁxed
field elements at the top of the

Library: |w5|_

~| I Shad Il numb i i
= adow call number record which makes them easier

Class scheme: |DEWE‘|‘

Item required default values

Show shelving key tO fl” in

Type: [BOOK

=l 7 Permanen Display descriptive labels if you

Home location: ISTACI(S

Item optional default wvalues

x| W circulate want to see tag descriptions and

L haiualiten not just tag numbers

Price: %

Item category 1:

| Enter your library’s code

ledia desk: |

~| Item category 2: | Rd|

20



x| Cataloging — Title Maintenance
Display propery page: © Wizard Startup * Newer Add Title wizard

Property Settings

Behavior tab

Behavior Defaultsl Helpersl

Select Behavior

Setting properties to auto-generate xx call
number and item ID (barcode) help prevent
the appearance of the message “Call
number already exists” and “Call number is

v Add call number

¥ Prompt for library when adding a new call number

¥ Auto-generate temporary ¥ call numbers

¥ Add item when adding a new call number

¥ Add item not unique”

¥ Auto-generate item ID when adding item

¥ Delete call number ISXN warning notifies you of the entry of an
W Delete item | invalid ISBN or ISSN

¥ Maintain MARC Holdings

v IS¥N warnings must be acknowledged / Delete CCII/ number

¥ Disable diacritic keyboard shortcuts Delete Item

Set 14! ti T it to AVAILABLE SOORN . . ..
]2 G oot o e (20 i - Disable diacritic keyboard shortcuts

Set current location of new items to
AVAILABLE SOON

21



Add Title : Set Properties X li| Add Title : Set Properties

Display property page:  Wizard Startup & Newer L ek Ckasbee (o ST

Behavior| Defaults| Helpers

Behavior Defaultsl

\

¥ Validate headings . Configure...

¥ Print labels Authorization level: |PROVISIONAL ~|

¥ Print preview labels Source: |

¥ List catalog by call number

v Add subfield delimitericode

Display property page:  Wizard Startup & Newer
Cataloging — Title Maintenance
Add Title wizard = e
Property Settings .................................

~Select Behawior

Helpers tab — click on the raised bar to
configure Validate headings

Defaults tab: Do not change the default of
PROVISIONAL

Behavior tab: Select the option to

“Skip unauthorized headings”

Add subfield delimiter/code

¥ Skip unauthorized headings

[ Create new authority records for unauthorized headings

¥ Select authority format automatically

22



[[j| Modify Title : Set Properties

Cataloging — Title Maintenance
Modify Title wizard

Property Settings

Defaults tab

Display property page: © YWizard Startup & Newer

Behavior [Defaults Helpersl

Search preferences

Type  |KEYWORD =l

ndex:  [Titie =] Descriptive view displays the fixed field
Library: [ALL | elements at the top of the record with
Editor display options Help available upon right click within each
' MARC View ¥ Display fixed fields fixed field

I_F Descriptive viev ¥ Display descriptive labels (for entries)

i Entries template: . - .
—_— I — \J\ Display descriptive labels shows tags with
Call number default values d . t . t d f . t t b
e —— escriptions Instead of Just tag humbpers
ltem tree defaults
" Item tree display collapsed ¥ Item tree display expanded [tem tree dISplay CO//apsed shows jUSt the
Extended Info Display Options Ca” numbers as the default

[¥ Display staff note on item list

[¢ Display public note on item list

Item tree display expanded shows the call
numbers and all their barcodes

Tab Display Preference

" Control
* Bibliographic \

" MARC Holdings

Tab Display Preference

" Call Numberiltem

23



3| Modify Title : Set Properties

=

Display property page: © Wizard Startup & Newer

EEhEHiDI’ll Defaultal Helpers

Select Behawior

v Modify call numberfitem information
¥ maintain MARC Holdings
¥ 1S¥N warnings must be acknowledged

v Disable diacritic keyboard shortcuts

/

Cataloging — Title Maintenance
Modify Title wizard

Property Settings

Behavior tab

ISXN warning alerts you if invalid ISBNs
or ISSNs have been entered

Disable diacritic keyboard shortcuts

Diacritics are found in the Symbol Table
under Tools in the Menu bar

If this last option is un-checked you can
insert diacritics only from the table by
using the insert button in the diacritics
table

24



Mudif!_.r Title : Set Properties

Display property page: ¢ Wizard Startup * Newer

Behavior| Defaults | Helpers

¥ validate headings . Configure__. |
¥ Print labels

¥ Print preview labels

W List catalog by call number

W Add subfield delimiter/code

Cataloging — Title Maintenance

Modify Title wizard

Property Settings

Helpers tab - click on the raised bar to configure
Validate headings

Defaults tab: Do not change the default of
PROVISIONAL

Behavior tab: Select option to “Skip
unauthorized headings”

Add subfield delimiter/code

Mudiﬁ.r Title : Set Properties 3

Behavior DEfau“Sll

Authorization level: |PROVISIONAL |

Source: |

[[li| Modify Title : Set Properties

Display propery page: ¢ Wizard Startup % MNewer

Defaultsl

~Select Behawior

¥ Skip unauthorized headings
[T Create new authority records for unauthorized headings

[¥ Select authority format automatically

25



Cataloging — Title Maintenance
Duplicate Title wizard
Property Settings

Defaults tab

Format: Be sure to change the
Format to match the type of
record you are creating

If you are creating the sound

recording version from the prin
version, the new record format

must be changed to MUSIC so

the new record indexes correctly

and has the correct defaults in
the fixed field

i Duplicate Title : Set Properties

Eehauiml Defaults | Helpersl

Search preferences

Type |KEYWORD =l
Index: ITit|E |
Library: IﬂLL |

t\ Title default values
Format: |

[MARC
[~ Shadow title

¥ Add item when creating title

Editor display options
" MARC View | Display fixed fields

* Descriptive view ¥ Display descriptive labels {for entries)

Descriptive view shows the fixed fields at the top of the record and provides Help by
right clicking within each fixed field

Display descriptive labels to see a description of each tag instead of just the tag number

26



|

Duplicate Title : Set Properties

Cataloging — Title Maintenance
Duplicate Title wizard
Property Settings

Defaults tab ...(cont)

Behawior | Helpersl

{* Descriptive view

Call number default values

Library:

[wsL =l

Select your library

Class scheme: ||_c |
Select your class scheme

Item tree defaults
i Item tree display collapsed

Extended Info Display Options

¥ Display staff note on item list

Item tree display collapsed defaults
to a view of just the call numbers

v Display public note on itemn list

Item required default values

¥ Display descriptive labels {for entries)

[T Shadow call number

[ Show shelving key

i Item tree display expanded

Item tree display expanded defaults Type: |BOOK =
to a view of call numbers and all their 4 Heme location: [sTAcKs =
barcodes

Item optional default values
Select item type to match the new Friee: g

edia desk: | |

material you’re cataloging

Select location for new item

[¥ Permanent
¥ Circulate

[ Shadow item

ltem category 1: | ]|

ltem category 2: | ]|

27



Li| Duplicate Title : Set Properties

Cataloging — Title Maintenance
Duplicate Title wizard
Property Settings - Behavior tab

Display property page: ¢ Wizard Startup  Newer

Behawior| Defaults | Helpers |
These defaults are the same as those

in the Behavior tab of the Add Title Select Behavior
wizard W Add call number

¥ Prompt for library when adding a new call number
Setting properties to auto-generate
xx call number & barcode help
prevent the appearance of the
messages Call number already exists
& Call number is not unique

¥ Auto-generate temporary ¥ call numbers
v Add item when adding a new call number
¥ Add item
¥ Auto-generate item ID when adding item

¥ Delete call number

ISXN warning notifies you of the [ Delete item
entry of an invalid ISBN or ISSN \ W Maintain MARC Holdings

W I1S¥M warnings must be acknowledged
Delete options for call number/item

Disable diacritic keyboard shortcuts /7
Set current location of new items to
AVAILABLE _SOON

¥ Disable diacritic keyboard shortcuts
[~ Set current location of new items to AVAILABLE_SOON

Diacritics can be added only from the Symbol Table
under Tools in the Menu bar if this is un-checked



[li| Duplicate Title : Set Properties ] Duplicate Title : Set Properties 1

Display property page:  Wizard Startup & Newer Display property page: ¢ Wizard Startup & Newver

Behavior| Detaults [Helpers | Behavior| Defaults|
¥ validate headings Cunfigure./

¥ Print lahels

Authorization level: |p|:[nm5mm,u_|_ ;|

¥ Print preview labels Source: |
[V List catalog by call number

¥ Add subfield delimiterfcode
13| Duplicate Title : Set Properties

Display propedy page: & Wizard Startup % Newer
Cataloging — Title Maintenance

Duplicate Title wizard

Property Settings |Behavior|Defaults |

Helpers tab — click on the raised bar to ~Select Behavior

configure Validate headings [ Skip unauthorized headings

Defau|ts tab' Do not change the defau|t Of [ Create new authority records for unauthorized headings
PROVISIONAL ¥ Select authority format automatically

Behavior tab: Select the option to
“Skip unauthorized headings”
Add subfield delimiter/code

29



Delete Title, Call Numbers or Items : Set Propetties

Behavior | Defaults Helpers|

Search preferences

Type
Index:

Librany:

EXACT M
ltem 1D M
#WSL |

Item tree defaults

" Item tree display collapsed

Extended Info Display Options

v Display staff note on item list

[¥ Display public note on item list

* Item tree display expanded

™S

Cataloging — Title Maintenance
Delete Title wizard

Property Settings

Defaults tab

Use this wizard to delete the bib
record when you remove the last
barcoded item from the record
Call numbers and item records can
also be deleted using the Call
Number & Item Maintenance
wizard

Select your desired search options

Select item tree display expanded so
you can see all the barcodes
attached to a call number

You decide if you want to see the
notes on an item record or not

when you delete the item 20



i Delete Title, Call Numbers or Items : Set P

Description Call Numberiltem

Display property page: ¢ Wizard Startup & Newer %—-@4025.431 DEWEY 22 .3 - PARK

ol 026,431 DEWEY 22 .4 - PARK
-l 39032055850020 - 1 - BOOK - ADMIN
ol OFC 025,431 DEWEY - 1 - UINT

—— o =M 2a092059543977 - 1 - REF-BO0K - PROF_COLL
EEhﬂUlﬂréI Defaults | Helpers | Sl OFC 025 431 DEWEY * V.2 - UINT
-l 39092059543928 - 1 - REF-BO0K - PROF_COLL
Erlly OFC 025,431 DEWEY .3 - UINT
-l 39032059543878 - 1 - REF-BO0K - PROF_COLL
Chplly OFC 025,431 DEWEY ' 4 - UINT

Select Behawior

v Delete title when deleting last call number or last item M 33092059543824 - 1 - REF-BOOK - PROF_COLL
E+ v il 7 696 D19 22MD ED. 20023 ¥OL. 1 -WSL
¥ Prompt for confirmation before deleting title Bl 1 30092057320675 1 _BOOK - STACKS |
Lo [ I 38092057320683 - 2 - BOOK - CHECKEDOUT - Can't Cire
- - = -
v Delete only items for search library [ o Z 696 D519 22ND ED. 2003 VOL. 2- WSL

Cataloging — Title Maintenance
Delete Title wizard

Property Settings

Behavior tab

It is recommended that you choose the options shown above

To ensure that you delete only items belonging to your library; the
system provides check boxes next to only your items if selecting the
third option shown above

31
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[Ti|Delete Title, Cal

Display property page: ¢ Wizard Startup % Newer

Behawior | Defaults| Helpers |]

I+ Display Bibliographic Description Configure__.
DE'EI:E Title, Call N\umbers or Items: |

Defaults |

Bibliographic Display Option Defaults

Library: |Full access to all libraries

Entries: |FULL

-
—
-

Shadow: © Yes O No ¢ Both

[~ Display descriptive labels (for entries)

v Display numeric tags (for entries) \

W All call numbers

W All items

V¥ MARC holdings

v Bound-with V¥ Order summary

Cataloging — Title Maintenance
Delete Title wizard

Property Settings

Helpers tab

Clicking on the raised bar to configure the
options to Display Bibliographic Description
results in the Defaults window displayed at
the left

You can just accept the defaults or change
them as you wish

Display descriptive labels
and/or
Display numeric tags
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Display Authority : Set Properties

Display property page: ¢ Wizard Startup & Newer Cataloging — Title Maintenance
Display Authority wizard
Property Settings
Defaults Defaults tab

Lookup Defaults . .
Browse search is the best option

Preferred search type: BROWSE -
Authority indes: LCNAME ~|| Select the authority index you
" MARC View ¥ Display fixed fields personal and corporate names,

LCSUBIJECT for all types of subject
headings, FLOATSUB for floating
,T\ subdivisions

* Descriptive view | Display descriptive labels (for entries)

¥ Extended info

Descriptive view displays the fixed
field at the top of the record

The option to Display descriptive labels to see
tag descriptions instead of just tag numbers is
very helpful if you’re not used to viewing
authority records
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Add Item : Set Properties

Cataloging — Item Maintenance
Add Item wizard
Property Settings - Defaults tab

Display properly page: " Wizard Startup * Newver

Behavior | Defaults Helpersl

ST""'”“" “’m’e"”‘;’s = Descriptive view shows fixed fields at

ype KEYWORD i .
top of record as you are used to seeing

Index: |Tille | them

Library: |ALL |

Display descriptive labels shows
descriptions for each tag instead of tag
numbers only

Editor display options
" MARC View ¥ Display fixed fields

& Descriptive view W Display descriptive labels (for entries)

ltem tree defaults

" Item tree display collapsed {*' Item tree display expanded
Extended Info Display Options [tem tree defaU/tS
¥ Display staff note on item st ltem tree display collapsed shows just
¥ Dishlay public note on item list call numbers (Good option to use when
Htem required default values viewing items linked to serials records)
Type: [UNKN O x| ¥ Permanent
Home location:  [UNKNOWN B Hcirulate ltem tree display expanded shows each
WSt et barcode under each call number
Item optional default values
Price: |$ Item category 1: | | .
_ Select item type
Media desk | x| Item category 2: | |

Select home location
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D Add Item : Set Properties

Display properly page: O Wizard Startup & Newer Display property page:  Wizard Startup & Newer

: Defaults' Helpers|

Select Behavior

Eehaluriur| Defaults HElPEI’SJ

v Auto-generate item ID when adding item F Print labels

™ Set current location of new items to AVAILABLE_SOON ] ]
¥ Print preview labels

Cataloging — Item Maintenance

Add Item wizard Cataloging — Item Maintenance
Property Settings Add Item wizard
Behavior tab Property Settings

Helpers tab

Auto-generate item ID to avoid getting the

message that call number already exists Select options to print labels if using Label
Designer wizard

Optional: Set current location...to

AVAILABLE SOON
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Edit Item: Set Properties

Display property page: { Wizard Startup * Newer

Defaults Helpersl

Search preferences

Type  |KEYWORD =l
Index: |Tit|e =
Library: |ALL |

Editor display options

" MARC View I¥ Display fixed fields

* Descriptive wiew [¥ Display descriptive labels {for entries)
Item tree defaults /
" Item tree display collapsed ¢ Item tree display expanded

Extended Info Display Options

¥ Display statf note on item list

¥ Display public note on item list

(] Edit Item : Set Properties |

Display properly page:  Wizard Startup & Newer

Defaults  Helpers |

¥ Print labels

¥ Print preview labels

Cataloging — Item Maintenance
Edit Item wizard
Property Settings - Defaults tab

Item tree defaults
ltem tree display expanded shows the
barcode associated with each call number

Display item notes

Cataloging — Item Maintenance
Edit Item wizard
Property Settings - Helpers tab

Select options to print labels if using
Label Designer wizard

36



[1j Global Item Modification : Set Propertie

Display properly page: " Wizard Startup  Newer

Cataloging — Item Maintenance
Global Item Modification wizard
Behavior DETHUltSI Helpers| Property Settings

Defaults tab

~ltem Yalues

ltem type: Wil not be modified + Use drop down menu to select desired

. : — ' option for each item value
Home location: }:=-W|II not be modified ik

Iltem category 1: |=Will not he modified *

ltem category 2: |=Will not be modified *

Item library: »Wfill not be mudifiedl
Shadowed: »¥fill not be mudifiedl
Fermanent: »¥fill not be mudifiedl
Circulate: »¥ifill not be modified +
Price: 9 —
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Lli| Global Item Modification : Set Prope 3

Display properly page: ¢ Wizard Startup & Newer

'Behawior| Defaults | Helpers

Select Behavior

v Item type

¥ Home location
v Item category 1
v Item category 2
v Item library

v Price

v Shadowed

¥ Permanent

¥ Circulate

Cataloging — Item Maintenance
Global Item Modification wizard
Property Settings

Behavior tab

Select which items characteristics you want
To edit globally

Select or clear any of the item check boxes
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Eluhal Item Moc

Display property page: © YWizard Startup ™ Newer

Behauiurl Defaults

¥ Change Item ID

Helpers

v Modify Selected tems

Eluhal Item Modificatiov 2 C

Helpers |

Allow  Configure Propertie

¥  Item Search

/ Configure.__

Configure.___

X

v Start with search helper

Cataloging — Item Maintenance
Global Item Modification wizard
Property Settings

Helpers tab

| Global Item Modification : Item Search:Set Properties

e

Behawior Defaultsl

Search Library Preferences

Search library listtype: & Search by library

{" Search by search library group
i Search by library or search library group

Search library list: ALL

L[| Global Item Modification : Item Search:Set Prop

Behavior | Defaults

Search preferences

Preferred search type: ' Keyword ¢ Browse  Exact

Preferred search index: |Title

Preferred search library:

Clicking on the raised bar to configure options
to Change Item ID results in the display of an
ltem Search window

Clicking on the raised bar in this Item Search
window results in the display of two
additional tabs: Behavior and Defaults as
shown above 39



[T} Global Item Modification : Set

Display properly page: {© Wizard Startup * Newer

Cataloging — Item Maintenance

Behawior| Defaults| Helpers Global Item Modification wizard
¥ Change Item ID Configure__ Property Settlngs
V¥ Modify Selected Items ,Cum‘igure.__ Helpers tab
Configure options for Modify
Eluhal Item Modification : Set Properties SeleCted Items

ltem tree display expanded is
recommended

Search preferences

Type  [KEYWORD =l
Index: Titl - . . .
ITitl = Option to configure the Modify
Lib : -
brany: AL - Selected Items helper
Item tree defaults
= " Item tree display collapsed ¥ ltem tree display expanded

40



[j Add Ordered Items to Catalog: Set Properties

Display property page: " Wizard Startup & Newer Cataloging — Item Maintenance
Add Ordered Items to Catalog
Behavior | Defaults | Helpers | wizard

Property Settings

[~ Allow receiving Behavior tab

¥ Allow editing of item barcodes

Transit and Holds Processing: . . . . ey .
For libraries using Acquisitions, this

wizard allows the loading of
OnOrder items to the bibliographic
record

{* Make items awailable at owning libraryflocation; do not trap items to satisfy holds
" Make items AVAILABLE_SOON; do not trap or transit items to satisfy holds

" Transit items to owning library; do not trap or transit items to satisfy holds

" Trap andfor transit items to satisfy holds, make remaining items AVAILABLE_SOO0N

" Trap andfor transit items to satisfy holds, make remaining items in transit to owning library These are the System defaults

Label printing

[” Print labels for items added to the catalog
 Automatically

' Print preview
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Add Ordered Items to Catalog: Set Proper

Display property page: © Wizard Startup  Newver

Cataloging — Item Maintenance

Add Ordered Items to Catalog wizard
| Helpers| Property Settings

Defaults tab

Behavior|: Defaults

Search Preferences

Preferred search type: Select Current as the Preferred search

" Keyword O Browse O Exact & Current Type and Title and the Preferred search
] - Index

Preferred search index: | Title -

Item library: hd

—|«— Enter your library for Item library and
Acquisitions library: - Acquisitions library

Orderline extended information

Entries to display: [FULL &
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Behavior | Defaults| Helpers

Cataloging — Item Maintenance

O Ipo [ieeros Add Ordered Items to Catalog wizard
W | Display Bibliographic Description Property Settings
V Global Copy Edit / Helpers tab
V Modify Title / ) . s o _
: Click on raised bar to “Display Bibliographic
V List Catalog By Call Number e
v Print prewiew labels Descrlptlon

Add Ordered Items to Catalog : Sek

Options for bibliographic description shown on the

Defaults | |€ft

Bibliographic Display Option Defaults

TIETl Fuil access to all libraries g Set options as desired

Entries: IFULL -~

— Shadow:  Yes { Mo ¥ Both

[” Display descriptive labels {for entries)

¥ Display numeric tags (for entries)

¥ All call numbers
W All items
¥ MARC holdings W Fixed fields

v Bound-with W Order summary
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Behavior| Defaults [Helpers |

Configure propedies

v Display Bibliographic Description |

v I Global Copy Edit

v Modify Title

v List Catalog By Call Numher&

ndd Ordered Items to Catalog : Set Pr

Behawior| Defaults

Item VYalues

Item type:
Home location:
Item category 1:
p— Itemn category 2:
Item library:
Shadowed:
Permanent:

Circulate:
Price:

=Will not be modified =

=*¥dill not be modified =

=Will not be modified =

=*¥dill not be modified =

=Will not be modified =

=*¥dill not be modified =

=Will not be modified =

=*¥dill not be modified =

G —

Cataloging — Item Maintenance

Add Ordered Items to Catalog wizard
Property Settings

Helpers tab

Click on raised bar for “Global Copy Edit”

Global copy edit
Defaults tab

These options are the same as those in the

Global Item Modification wizard
Set these options as desired
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Behavior | Defaults| Helpers ||

Configure properties

¥  Display Bibliographic Description

¥ I Global Copy Edit
v Modify Title /
v List Catalog By Call Number J

Add Ordered Items to Catalog : Sek Pr

Display property page: ¢ Wizard Startup ¢ Newer

Behawior: Defaultsl

Select Behavior
¥ Iltem type

~— | ¥ Home location
¥ Item category 1
¥ Item category 2
¥ ltem library

¥ Price

¥ Shadowed

¥ Permanent

¥ Circulate

|»

| 4

Cataloging — Item Maintenance

Add Ordered Items to Catalog wizard
Property Settings

Helpers tab

“Global Copy Edit”
Behavior tab

These properties are the same as those of
the Global Item Modification wizard

Set these options as desired
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Behaior | Defaultsl Helpers |

Configure properties

I Display Bibliographic Description
v Glohal Copy Edit

~ Modify Title

W List Catalog By Call Number
I Print preview labels

V¥ Print labels

[ Add Ordered Items to Catalog : Set Properties

Behawior

Display property page: " Wizard Startup  Newer

Defaultsl Helpersl

Search preferences

Type  |KEYWORD ]
Index: ITiﬂE =]
Library: |ALL j
Editor display options

" MARC View

{* Descriptive view

Call number default values

[~ Show shelving key

Extended Info Display Options

¥ Display staff note on item list

¥ Display public note on item list

¥ Display fixed fields

[ Display descriptive labels {for entries)

Cataloging — Item Maintenance

Add Ordered Items to Catalog wizard
Property Settings

Helpers tab

Click on raised bar for “Modify Title”
options
Defaults tab

Set the search options you prefer to
use

Set Descriptive view to see the fixed
field at the top of the window

Display descriptive labels if you want
to see tag descriptions and not just tag
numbers
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Behavior| Defaults [Helpers

Configure properties

= Display Bibliographic Description Cataloglng - Item Malntenance
- Global Copy Eait Add Ordered Items to Catalog wizard
Pr r in
. Modify Title Ope ty Sett 85
v List Catalog By Call Mumber Helpers tab
v Print preview labels
3 Print labels ”|\/|odify Title”
Add Ordered Items to Catalog : Set Prope BEhaVIOr ta b

Display property page: i Wizard Startup  Newer

Set these defaults as desired

Defaultsl Helpers

Select Behavior

M modify call numberfitemn information
¥ mMaintain MARC Holdings

I I15¥M warnings must be acknowledged
I Disable diacritic keyboard shortcuts
' modify control information

M+ modify bibliographic information
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Behavior | Defaultsl Helpers _ .
Cataloging — Item Maintenance

Configure properies .
Add Ordered Items to Catalog wizard

v Display Bibliographic Description .

o Sional Gony Eal Property Settings

g Modify Title HeIpers tab

i List Catalog By Call Number

v Print preview lahels ”Modify title”

W Print labels ‘\
Helpers tab

Add Ordered Ikem

Display property page: & Wizard Startu

Configure Validate headings

& Newer

Behawior | Defaults |Helpers

¥ validate headings Configure.__.

¥ Print labels headmgs
¥ Print preview labels

¥ List catalog by call number

ndd Ordered Items to Catalog : Set Properties
Add Ordered Items to Catalog : Set Properties
Display propery page:  Wizard Startup/® Never

------------------- Display properly page: ¢ Wizard Startup * MNewer

Behaviol Defaults

| Defaults |

Authorization level: |PF{0‘U’I5IONAL =l Select Behavior
¥ Skip unauthorized headings

Source:
I [T Create new authority records for unauthorized headings

¥ Select authority format automatically

Defaults tab sets the options for authority records
Behavior tab sets option to skip unauthorized
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Behawior Defaultsl_

Search preferences

Type  [KEYWORD

Index: ITiﬂE

L«

Library: |_q|_|_

Call number default values

L

Library: |w5|_

ltem tree defaults

" ltem tree display collapsed

Behavior| Defaults

Select Behawior

¥ Add call number

¥ Prompt for Library when Adding New Call Number

{* ltem tree display expanded
e

Cataloging — Special
Bound-with wizard
Property Settings - Defaults tab

Select search options of your choice
Select item tree display expanded
So you can see barcodes associated
with call numbers

Item tree defaults

Property Settings
Behavior tab

Selecting both of these options
results in the display of a call
number helper that enables you to
add a call number with no item
record attached to it



Behawior Defaults | Helpers

Search preferences

Type  |KEYWORD =l
Index: ITitlE |
Library: |.-'J;LL |

Item tree defaultal

" Item tree display collapsed & |tem tree display expanded

\

Behaiior | Defaults | Helpers |

Select Behawior

[v Allow transfer of all existing call numbers and items in a title:

¥ Prompt for confirmation before transferring all call numbers and items:

Cataloging — Special

Transfer Title, Call Numbers or
Items wizard

Property Settings - Defaults tab

Item tree defaults

Select Item tree display
collapsed if you want to see just
the call numbers or select ltem
tree display expanded if you
want to see the barcodes too

Property Settings
Behavior tab

Allows the transfer of all call
numbers and items with a
prompt to confirm first



Behavior| Defaults |Helpers

¢ Display Bibliographic Description Configure.__.

Transfer Titles, Call Numbers or Iten =

Defaults |

Bibliographic Display Option Defaults

Library: FuII access to all libraries *I

Entries: IFULL ~|

Shadow: © ¥Yes Mo * Both

[~ Display descriptive labels {for entries)
—

¥ Display numeric tags (for entries)

v All call numbers
v All items
V¥ MARC holdings ¥ Fixed fields

V¥ Bound-writh ¥ Order summary

Cataloging — Special

Transfer Titles, Call Numbers or Items
wizard

Property Settings

Helpers tab

A helper to Display Bibliographic Record
can be found in this wizard; its default
configuration options are displayed at left

Display descriptive labels
Display numeric tags
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Eehauinr' Helpers'

Search preferences

Indes:: [Title Control # =

Review status |APPROUE =]

Cataloging library: |ALL j

Editor display options

* MARC View [¥ Display fixed fields

" Descriptive yiew [¥ Display descriptive labels (for entries)

Eehauiur“ Defaults | Helpers

Select Behavior

¥ 1S¥M warnings must be acknowledged

Cataloging — Special
Review Title wizard
Property Settings
Defaults tab

Review file for records before they
are loaded into WYLD

Property Settings
Behavior tab

ISXN warning — This is an option to
alert you if the ISSN or the ISBN
in the bib record is incorrect



Review Title : Set Prop

Display property page: ¢ Wizard Startup % MNewer

Behavior | Defaults [Helpers

v validate headings Configure._.
[T Add subfield delimiterfcode

REH‘iEW Title : Set Properties

Display property page: ¢ Wizard Startup % MNewer

Behavior | Defaults:

Authorization lewel: |PHOv|5|0NﬂL ]|

Source: |

Review Title : Set Properties

Display propedy page: ¢ Wizard Startup ' MNewer

Behawvior Defaultsl

Select Behavior
¥ Skip unauthorized headings
[T Create new authority records for unauthorized headings

¥ Select authority format automatically

Cataloging — Special
Review Title wizard
Property Settings
Helpers tab

Click on the raised bar to configure
Validate headings

The option to Validate headings displays
a Defaults tab and a Behavior tab as
shown on the left
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