ExLl'bhs

Staff User’'s Guide —
Cataloging

Version 23

A
EXL'D"S The bridge to knowledge



CONFIDENTIAL INFORMATION

The information herein is the property of Ex Libris Ltd. or its affiliates and any misuse or abuse will
result in economic loss. DO NOT COPY UNLESS YOU HAVE BEEN GIVEN SPECIFIC WRITTEN
AUTHORIZATION FROM EX LIBRIS LTD.

This document is provided for limited and restricted purposes in accordance with a binding contract
with Ex Libris Ltd. or an affiliate. The information herein includes trade secrets and is confidential.

DISCLAIMER

The information in this document will be subject to periodic change and updating. Please confirm that
you have the most current documentation. There are no warranties of any kind, express or implied,
provided in this documentation, other than those expressly agreed upon in the applicable Ex Libris
contract. This information is provided AS IS. Unless otherwise agreed, Ex Libris shall not be liable for
any damages for use of this document, including, without limitation, consequential, punitive, indirect or
direct damages.

Any references in this document to third-party material (including third-party Web sites) are provided

for convenience only and do not in any manner serve as an endorsement of that third-party material or
those Web sites. The third-party materials are not part of the materials for this Ex Libris product and Ex
Libris has no liability for such materials.

TRADEMARKS

"Ex Libris," the Ex Libris bridge , Primo, Aleph, Alephino, Voyager, SFX, MetaLib, Verde, DigiTool,
Preservation, URM, Voyager, ENCompass, Endeavor eZConnect, WebVoyage, Citation Server,
LinkFinder and LinkFinder Plus, and other marks are trademarks or registered trademarks of Ex Libris
Ltd. or its affiliates.

The absence of a name or logo in this list does not constitute a waiver of any and all intellectual
property rights that Ex Libris Ltd. or its affiliates have established in any of its products, features, or
service names or logos.

Trademarks of various third-party products, which may include the following, are referenced in this
documentation. Ex Libris does not claim any rights in these trademarks. Use of these marks does not
imply endorsement by Ex Libris of these third-party products, or endorsement by these third parties of
Ex Libris products.

Oracle is a registered trademark of Oracle Corporation.

UNIX is a registered trademark in the United States and other countries, licensed exclusively through
X/Open Company Ltd.

Microsoft, the Microsoft logo, MS, MS-DOS, Microsoft PowerPoint, Visual Basic, Visual C++, Win32,

Microsoft Windows, the Windows logo, Microsoft Notepad, Microsoft Windows Explorer, Microsoft
Internet Explorer, and Windows NT are registered trademarks and ActiveX is a trademark of the
Microsoft Corporation in the United States and/or other countries.

Unicode and the Unicode logo are registered trademarks of Unicode, Inc.
Google is a registered trademark of Google, Inc.
Copyright Ex Libris Limited, 2015. All rights reserved.

Document released November 30, 2015

Web address: http://www.exlibrisgroup.com

Staff User’s Guide — Cataloging 2
November 30, 2015


http://www.exlibrisgroup.com/

1

Table of Contents

CATALOGING OVERVIEW. ..ottt 9
1.1 The Cataloging GUI.....c..ccviiiiiiiiiiiiieeee s 9

111 TOOIDAS .. 9

1.1.2 PANES ... 12
1.2 Working Without @ IMOUSE..........cccueiieeieiieie et 13
1.3 Cataloging PrOCESS. ......ccuiiviiiiiiiiiiiiesieiee e 14
1.4 TYPE OF RECOIUS....ccueiiieii ettt 15
1.5 Passwords and AUtNOMZALIONS .........cccoveiiiiiiiiiiiiriee e 16
1.6 Offline Cataloging ......cccoveiieiiiiecie e 16
HOME LIBRARY ...ttt 16
2.1 Connecting Automatically to a Home Library.........c.ccccoooeiveiviiciicinee, 17
2.2 Importing Library TabIeS ..o 17
2.3 Automatic Import of Updated Tables .........ccccveviiiiiicicceceee e 18
CREATING RECORDS ......coiiiiie et 18
3.1 OPEn NEW RECOIU......ciuieiiieieiiieite ettt ettt sre e ens 18
3.2 OPEN TEMPIALE ..ot 20
3.3 Duplicate Unopened Local ReCOrd...........ccccveviivieiieiicieciese e 22
3.4 Duplicate any Open RECOI .........coeieiiiiiiiiiieieieee e 22
3.5 Create Administrative (ADM) RECOIUS ..........cccvevieiieiieieiiesie e 23
3.6 Create Holdings (HOL) RECOIUS .......coueiuiriiriiiiniiiieieie e 24

3.6.1 Create Holdings Records Through the Record Manager............ccccoevvveneinenennae 24

3.6.2 Create Holdings Records Through the HOL Records Tab.........ccccoevviniiicnenae 26
EDITING RECORDS ...ttt 28
4.1 Moving Around @ RECOI .......cceeivieiiieiii ettt 30
4.2 Editing Portions of @ FIeld ..........cooeiiiiiiiiic e 30
4.3 Available Editing FUNCLIONS ........c.coiiiiiiiiie e 31

431 Table of Available Editing FUNCLIONS .........cccooiiiiiiiiieee e 31
4.4 ALEPH KeyDOArd......ccooiiiiiiiiiiiiieiee e 55

Staff User’s Guide — Cataloging

November 30, 2015



4.5 Printing @ RECOI ....cc.oiiiiiiiiiiesiee et 56

4.6 Different Ways to View a Catalog Record ...........cccccevvveviiieiveie e, 57
46.1 FUIT SCIBEN ... 57

4.6.2 S o Lo = L1 (o] Y oo SRS 58

4.6.3  VIEW iNWED OPAC ......oouivereeireeeseeesessssssessssssssssssssssesssssssssssssssssssssssesssssas 59

4.7  ClOSING RECOIUS .....eeiiiiieciieie ettt ens 60

5 SEARCH HEADINGS AND OPTIONS ... 60
5.1 Search Field Headings of Current Library.........cccccooeviviviiieiicie i, 61
511 E)_(pand .................................................................................................................. 62

5.1.2 VIBW DIOCS....couiiiiiiiiiii i 63

5.2 Search Field Headings of Other Base ...........ccccvvveiieiiniin e 63

5.3 Search Subfield Headings of Current Base..........ccccccevveveiieieeiiesie e 65

5.4 Search Subfield Headings of other Base...........ccccoovieiininiiciinieeeee, 65

5.5 Search Subfield OPtioNns .........cccv i 66

5.6 BrOWSE URL ..ot s 68

6  SAVING RECORDS ... 70
6.1 Save Record on LOCal DIIVE ... 71

6.2 Save All 0N LOCAI DIIVE ..o 71

6.3 Save on Server and LOCal DIIVE ........cccooiiiiiiiiiiiece e 71

7 OPEN EXISTING RECORDS ..o 74
7.1 Open Record 0N LOCAI DIIVE .......ccooiiiiiiiiiiiieeeee e 74

7.2 Load ReCOrd frOM SEIVET.........ccoiiiiriiiciiieieeise et 75

7.3 Push from the Search Tab ... 76

7.4 Load ADM ReCOrd from SEIVEr .........ccoooiiiiiiiiiiciee e 76

7.5 Load HOL Record from SErVEr ..o 78
7.5.1 Load HOL Through the Record Manager ...........ccoevvereninenisieneee e 78

7.5.2 Load HOL Through the HOL Records Tah ........ccoceoviieiiinincreeeeee e 80

8 LOCKING RECORDS ... 81
8.1  IMpact 0N Other USEIS .......ciuiiiiieiiieriesie e 82

8.2 UnIoCKING RECOMUS......ccvieiieiiieiiie et 82

Staff User’s Guide — Cataloging 4

November 30, 2015



8.3 AUtOMALIC UNIOCKING .....cuiiiiiiieiiiie e 83

9 DELETING RECORDS.......cooiiiitiiiet ettt 83
9.1 Delete New* Records from Local DIiVe .........cccceveiiieneniieniieeeeeees 83

9.2 Delete Record from LOCal DIIVE.........cccoiiiiiiiiicieieeesesee e 84

9.3 Delete ReCOrd from SEIVEN .......cociiiiiiiiicieee s 85

9.4 TOtal DEIELE.......coe i 87

10 SPECIAL FIELDS ... 89
10.1  External Link - Field 856..........cccoeiiiiiiiiiiiicc e 89
10.2 LKR IBI oo 90
10.3  "OWN" FIEld ..o s 99
10.3.1  OWN - ACCEeSS CONIOl USAQE ....ccvveveeieeiie ettt 99

10.3.2  OWN - HOIdINGS "OWNEI" .......oiiiiieie ettt nnaens 101

10.4 852 LoCation FIEld .........ccoiiiiiiiieieee e 101
10.5  853/4/5 and 853x/854x/855x Publication Prediction...............c.ccceuenve.. 103
10.6  Z30 Item's Permanent LOCALION .........cccovereriirieiiinieienesie e 103
10.7  STA STALUS ..ot 103

11 CREATING TEMPLATES ... 104
11,1 Local TemPIatesS......cccoviieiiiiieie et 104
11.2  Library-dependent Templates (Saved on Server) .......cccccovvevveveiveennenn, 105

12 IMPORTING RECORDS.......ccoiiii et 105
13 OVERVIEW TREE........ccooii e 108
131 FUIESCrEEN .o 110
13.2 SPIEMOGE. ... 111

14 RECORD MANAGER.......coiii e 112
15 CATALOGING SERVICES .......coiiiiiieeeee e 114
15.1 Retrieve Catalog RECOIUS .........coviiiriiiieie e, 114
15.1.1  Retrieve Catalog Records (ret-01).......cccooviirriiiereiiieneesie st 114

15.1.2  Retrieve Records Using CCL (Fet-03).......cccveririrerinerieinenieiesienieesie s sieneas 115

Staff User’s Guide — Cataloging 5

November 30, 2015



15.1.3  Retrieve Records by Direct INdeX (ret-06) ........c.ccevvrveeereeriereseseseeeereesiesieseens 115

15.1.4  Retrieve Catalog Records by Date (Fet-04) .......ccceevrveieierreresesnseeeereesiese e 115
15.1.5  CrosS Files (Fet-10).....ccccviieiieieieriesise e ieesi e e s e et sttt ra e e e see e 115
15.1.6  Print Catalog Records - Custom Format (Print-01)..........ccccovervrvineiniincnscnenas 115
15.1.7  Print Catalog Records - Columnar Format (print-08) .........c.cccceceveiiiencinenennas 115
15.1.8  Print Catalog (PriNt-04) ......coeiiiiieiieieiesie ettt 115
15.1.9  Print Catalog Records with "Non-preferred” Headings (print-05) ...........c.ccoeuee 116
15.1.10 Print Bibliography (Print-09) .........cccccereieiiriiiieieiee e 116
15.1.11 Print Index for Bibliography (print-10).........cccceoireiiiiiiiiiiciseeeee e 116
15.1.12 Download Machine-Readable Records (print-03) .........ccceceveriiriviiveieeicnesnnnnns 117
15.1.13 Upload Remote Records via Z39.50 (Print-30)........cccccveruereieresinsieseereeniesiennens 117
15.1.14  URL CheCK (PHINE-11) ...ciiiirereirieieinierecneee s 117
15.1.15 Sort Catalog ReCOrds (FEt-21) .....ccceveieeieierieieseseseeee e e e sre e sre e neesee e 118
15.1.16 Export Holdings Records (EXPOrt-02) .........ccceierererineeeieesieseseesiesesseeseeseeseeseens 118
15.2  Load Catalog RECOIUS.......ceeiieieiiieiieie et 118
15.2.1  Convert MARC Records (file-01) - Step L ....ccociiiiiiiieiiincesc e 118
15.2.2  Convert MARC Records (file-02) - SteP 2 ....ooevvvvvveieiccece s 118
15.2.3  Convert ALEPH Sequential to MARC Communication Format (file-12) .......... 118
15.2.4  Modify Cataloging Records File (file-08)........c.ccoveiiviieiieiiii e 119
15.25  Convert SWETS Records (file-05) ........cocviieriiiieii e 119
15.2.6  Fix and Check Catalog Records (Manage-25)........ccccevvrierieeieesnenieeriesreseesenens 119
15.2.7  Fix Catalog Records (Manage-37).......coccouierriirereienenieiesiesreeste e 119
15.2.8  Character Conversion (MaNAGE-22) .........cccererererreieserieriatesreesresneessesresesneseeeas 119
15.2.9  Load Catalog Records (Manage-18).........cccererererrerirerieiisenieesiesieesre e 119
15.2.10 Load Catalog Records - Parallel Load (manage-180).........c.cccvvvvreivierereneniennas 119
15.2.11 Check Input File Against Database (Manage-36)..........cccuverervriereienenenseneeas 120
15.2.12  Generic Vendor Records Loader (file-96) ........cccoeiviiiriiiniiiiicsenescee 120
15.2.13 Advanced Generic Vendor Records Loader (file-90) .......ccccvveviviviviiviiinieiinns 120
15.2.14 Load MARCIVE Records (file-99)........cociiiiiiiieiicie e 120
15.2.15 Load BNA Records (file-98)........ccceiiiiiiiiiiesiecese e 121
15.2.16  Pre-process Input File of Records Before Load (manage-39)........cccccveevevvennnnns 121
15.2.17 Create Holdings and Item Records Using Bibliographic Data (manage-50) ...... 121
15.2.18 Merge Records (Manage-38).......cccuereerureiuiiiertierieeseesieseeseeseeseeessessesssesseesseens 122
15.2.19 Load OCLC Records (file=93) ......coviiriiiiiiiiiieicse e 122
15.2.20 Produce Report for Loader Logger (file-94) .......ccooviriiiiiiiiiiiieeciees 122
15.3  Build Indexes to the Catalog.........ccccovevveiiiiiciiiccece e, 122
15.3.1  Rebuild Word Index (manage-01) Target ........ccccovevvereiiieiieeiieeseese e sve e seaens 122
15.3.2  Update Direct Index (Manage-05)........cccveiieiieiieiiiie e se e ene e 122
15.3.3  Update Headings Index (Manage-02).........cccceeverrereeiiesiieiieeseesieesieesessnesseessaens 122
15.3.4  Update Sort INdeX (MANAGE-27) .....ecceerieeieiiesirereeseesieseeseeseesreesre e ssre e sreens 123
15.3.5  Alphabetize Headings - Setup (Manage-16)..........ccovereiiiereieneneieseneesieseenens 123
15.3.6  Alphabetize Long Headings (Manage-17)........cccveiriririneneieneneeseseesie e 123
15.3.7  Update Short Bibliographic Records (manage-07) ........ccccevvrrieneinenennieneneas 123
15.3.8  Update Indexes for Selected Records (Manage-40) .........cccevervrereienenensieneeas 123
15.3.9  Build Counters for Logical Bases (Manage-32) .......cccoerererereriereieneneieseneeas 123
15.3.10 Update Brief Records (Manage-35)......cccccivivierierierieie e seeseesieesie e ssresneeseaens 123
15.3.11 Create Links Between Records (Manage-12) .........cccveveiveiieeieeieeneeiesreseennnens 124
15.4  Catalog Maintenance REPOIS.......cccccverueiieeieerieeieseese e see e see e 124
15.4.1  Delete Unlinked Headings (Manage-15) .......cccevereirererinieneise e 124
15.4.2  List Unauthorized Headings (aUth-03) ........ccccoviiiiiniiiiiiinesc s 124
15.4.3  Detect Similar Headings (Manage-26) ..........ccoveereirererineneieseneieseseeesie s 124
15.4.4  List Headings Having Multiple Document Records (auth-04)...........ccoceovvenenae 124
155 Catalog Maintenance ProCedures...........ccouviriiireniienene s, 124
15.5.1  Fixand Check Catalog Records (Manage-25)........cccecerererereresenereneneiesienieneas 124
15.5.2  Delete Unlinked Headings (Manage-15) ........ccevererieireineneieseneesieseesie e 125
Staff User’s Guide — Cataloging 6

November 30, 2015



15.5.3  Alphabetize Long Headings (Manage-17)........ccccvvevrvevereeresesesnsnseesesneeseeseens 125
1554  Global Changes (Manage-21)........ccccuriveiereerierereseseeeeeeseeseseessessesseeseesseseeseens 125
1555 Delete "CAT" Fields (Manage-13) ......cccceierreieieririeeieieesesesee e seseeseesee e e 125
15.5.6  Create/Update Z106 Table for "CAT" Field (manage-19) ........ccooevvvvreincncnnns 125
15.5.7  Delete Bibliographic Records Including Related ADM/HOL Records (manage-33)
125

15.5.8  Copy Tags to Linked Records (Manage-55)..........ccouirerirereieneneieseneiesiesieeas 125
15.5.9  Load PALAS Shelfmark (manage-45) ........cccoouireiiiriiiiineese e 126
15.5.10 Update Cataloging Records (file-95) .........ccooeiiiriiiiiiiiiiicis e 126
15.6  Union Catalog / UNioN VIBW ........ccoeiiiiiiiiiiiieieeee e, 126
15.6.1  Create Equivalencies Table (UNIoN-01) .......c.ccoeiriiiiiiiiiincseeese e 126
15.6.2  Populate Equivalencies Table (UNioN-02) ..........cccceoiiiiiiiiiniiniinese e 126
15.6.3  Rebuild Record Equivalencies (UNion-04) ..........ccccoeireiiniineiniineiieneesieseeas 127
15.6.4  Convert Records (UNION-03).......ccceiiiireiiiineinineisiesieisie e 127
15.6.5  Load Records to Union Catalog (UNION-13) .......cccceoviireiiiineiinineeseneesieneeieas 127
15.6.6  Purge Identical Records (UNiON-07) .........cccoreiirireiinineisineesee e 127
15.7  Manage Database TabIes .........cccoeriiiiiiie i 128
15.8  Digital ASSet MOAUIE ..........ccovieiiiiecece e 128
15.8.1  Create Digital Objects Upload File (adam-01)........cccccevieriniiiniieenicie e 128
15.8.2  Import Records and Digital Objects (adam-02) ..........cccccevveiieeiieeie e 130
15.8.3  EXport Records (2dam=-04) ........ccccoeeiiiieieiie et 130
15.8.4  Change Object Location (adam-03) ........ccccceriierieriieiese e se e 130
15.8.5  Create Thumbnail or Full Text (adam-05) .........ccceviveieiiieiiieiee e 131
15.8.6  Technical report (Adam-06)...........ceouiirriiiiriiineres e 131
15.8.7  Usage Report (20am-=07) .......ccoeireiiireiienieiesesreesie sttt 131
15.8.8 DigiTool Metadata and Objects Upload (adam-08) ...........cccceovevirerininernienennas 131
15.8.9  Retrieve ADAM Records (adam-10) .......cccoveiiireiininiineneese e 131
15.8.10 Delete ADAM Records and Related Objects (adam-11) ........cccccovvvvvercincnennas 131
15.8.11 Update Full Text IndexX (Manage-91) .......cccoviirireiinineiieseesie s 132
15,9 PUBIISRING ..o 132
15.9.1  Initial Publishing Process (PUBliSh-04) ...t 132
15.9.2  Delete ALEPH Published Records (publish-05) ...........ccovceriiiiiniiniineiiinieas 132
15.9.3  Create Tar File for ALEPH Published Records (publish-06)...........c.ccooevvinnnns 132
1510 GONEIAL ..ottt 132
15.10.1 Print Trigger Report (COM-01) ......cccciiiiiiiiieceeree st sre e 132
15.10.2 Count of New and Updated Catalog Records - by Cataloger (com-02).............. 132
15.10.3 Report of New and Updated Catalog Records - by Cataloger (com-03)............. 133
15.10.4  ReStart SEIVEr (SYS-0L1)....ociiiiiirieisierieesie ettt 133
15.10.5 Rebuild Print Templates Package (SYS-02) ......ccoveiirireiiieniiieneeseseesieneeas 133
15.10.6  Update Tables Package (SYS-03) ....cvoerriiririiiiirieisienieesie st 133
15.10.7 Record Keys Conversion (Manage-70) .........coouererrereieneneieseneese s 133

16 MANAGING DIGITAL OBJECTS WITH ADAM........ccoviiiieee 133
16.1  Creating NEeW ODJECTS .......cccviiiiiiiieie e, 134
16.2  ODJECES LISt ...eiiiiiiiieiie ettt 136
16.3  ODJECE FOIMS...uiiiiiiiiieie ettt 136
16.3.1  ODJECE INFO TaAD ..veviiiieiieiece e 137
16.3.2  LOCAION TAD .o 137
16.3.3  The Technical Data Tab .......ccccooiiiiiiiiiee e 139

Staff User’s Guide — Cataloging 7

November 30, 2015



16.3.4  The Copyright Tab .....cccvcieieice et 140

16.3.5  The AcCesS RIgtS Tah.......coceoeieiiiiiecieiere et 141

16.3.6  The BroWSEr Tab.....ccccviicicieicie ettt nee s 142

16.4  Search for digital ODJECTS .......ecvveiieiice e 142
16.4.1  FUILEEXE SEAICN ...c.viie ittt e e nre s 142

16.5 ADAM Scan INterfaCe .....coveivveeiiiiccee e 143
Staff User’s Guide — Cataloging 8

November 30, 2015



1 Cataloging Overview

You can use the Cataloging tab of the ALEPH Cataloging module to create, edit, and
delete cataloging records. This overview includes the following sections:

e Offline Cataloging
e Passwords and Authorizations

e The Cataloging GUI
e The Cataloging Process
e Type of Records

e Working Without a Mouse

1.1 The Cataloging GUI

The Cataloging GUI has been designed with an emphasis on usability and ease of
access to cataloging functions.

Here is an example of a Cataloging GUI screen displaying the Catalog Editor:

e Lose E orian 3 P03 " }
m - ot & : e [ 0910 e
e b Petis 1om pane
navigation e | ! T ’
pane M B 245 0 & *u %
W o ~ s r g
= - - — - hﬂl?w;mal
recor: e s (’_,,-f" split bar
manager e o
| ] 1 |' lﬂ‘n‘El’
- pane
wertical
split har > | B
operations
/ bar
d |
Fare: = T  GAANDIT RO 5

The various screen elements in the Cataloging GUI (as shown above) are explained in
the following sections.

1.1.1 Toolbars
Title bar
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The title bar shows the name of the program. It also displays status messages relating
to the program and to user commands:

EALEPH Cataloging - Yersion 20.01 Library: USMO01 - USMARC Bibliographic (USMO01) Server: il-aleph:6124 (20.01) User: MASTER
Menu bar
The menu bar is laid out conventionally:

ALEFPH Wiew Cataloging Ikems Edit Actions Edit Text Record Manager Remoke  *Services Help IE

Place the cursor over the menu name (for example, Cataloging) to reveal the related
menu commands.

Cataloging bar
The Cataloging bar contains brief information about the record being edited, such as
record format, system number and title:

|'E] I:‘-IE— [+] BK System Mo, 32206 Applied eugenics, (Popence, Paul Bowman, 1888-) MY B M e 4 [=] [=3) |

To retrieve a record from the database, enter the system number of the record in the
field, and click , Or press Enter.

Open Template
Bl

Click the Open Template icon from the Cataloging bar to select a predefined template
for the creation of a new record.

Overview Tree

2
L.m

Click the Overview Tree icon to view the records in the system that are related to the
cataloging record being edited. The information is displayed in tree structure.

Split Editor Mode

Click the Split Editor Mode icon to split the Catalog Editor into two sections for
viewing and/or editing two cataloging records simultaneously.

Full Screen

Click the Full Screen icon to display as much as possible of the cataloging record

currently being edited on the screen. This option can also be used to display as much
as possible of the lower pane.

Save on Server and Local Drive
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)

Click the Save on Server and Local Drive icon to save on the server any changes you
have made to the record displayed in the Catalog Editor. The record will also be saved
on your local drive.

Check Record

Click the Check Record icon to check the current record.

Activate Keyboard

=

Click the Activate Keyboard icon to activate a keyboard that enables you to enter
characters that are not integrated into your standard keyboard.

View in Search

Click the View in Search icon to transfer to the Search function to see the Full View
of the record displayed in the Catalog Editor.

Open Acquisitions Record

[

Click the Open Acquisitions Record icon to see ordering information for the current
bibliographic record. You will be transferred automatically to the Acquisitions/Serials
module.

Close Record

Click the Close Record icon to close the record that is currently displayed in the upper
pane of the Cataloging tab.

Close All Records

Click the Close All Records icon to close all the records that are currently open.

Item Bar
The Item bar contains brief information about a selected item, such as title, author,
and barcode number:

(D |[psrcos || soz-2010 [-][3] | BiB= 50245 ADM= 50245 - Journal of summary holdings. 0. ‘ = &
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To display an item record select a search parameter (such as BIB Sys. No., ADM Sys.
No., Barcode, Call Number, and so on) from the drop-down menu on the left. Type

the appropriate number in the adjacent field. You can click EI to retrieve a Call
Number from the Call Number List window.

Click or press Enter.
The Item bar contains the following icons:

Clear Item

[x]

Click the Clear Item icon to clear the loaded item and empty the item tree and its
panes.

Edit BIB Record
B

Click the Edit BIB Record icon to be transferred to the BIB record that the item
record is linked to.

1.1.2 Panes

Navigation Pane
The navigation pane contains the following:

e maintab

e navigation tree

Main Tab
The main tab consists of a row of icons that correspond to the major activities in
Cataloging:

EHI=RE-BEN

Clicking an icon invokes the interface associated with that icon. For example, clicking
the Items icon invokes an interface for conducting item-related activities.

Name Icon

Cataloging =

Item

Administration| & |

Search

Cataloging Tab Navigation Tree
The Navigation tree contains the following nodes:
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Edit records: the list of records that have been called up on the workstation

displays; select a record to display it in the cataloging draft view in the right
pane. See Editing Records on page 28 for details on the editing functions.

Import records: changes the right panes to importing records mode. See

Importing Records on page 105 for details on importing records.

Triggers:

changes the right pane to trigger list mode. See General Chapter,

Triggers section for details on the triggers functions.

1.2 Working Without a Mouse
You can advance from one pane to another by using the following shortcut keys:

Shortcut Keys

Lets you do this

TAB move to the next control in the dialog box.

Shift+TAB move to the previous control in the dialog box.

Ctrl+TAB move from the first control in the top toolbar to the lower pane.

Ctrl+Alt+TAB [move from the right lower pane to the first control in the top toolbar.

Ctrl+1 move to the left pane, containing a navigation tree.

Ctrl+2 move to the right upper pane or to the left editor window in multiple
view in Cataloging, or to the right upper pane if there is a single editor
window.

Ctrl+Shift+2  |move to the right editor window in multiple view in Cataloging.

Ctrl+3 move to the right lower pane.

Ctrl+4 move to the left lower pane, containing a navigation tree.

Ctrl+5 move to the first edit or combo field in first line of the top toolbar.

Ctrl+6 move to the first edit or combo field in the second line of the top

toolbar.

Note that a frame appears around the active pane.

Shortcut Keys Available in the Cataloging GUI
The following table shows the default shortcut keys. These shortcut keys can be

customized.

Shortcut Key [Action

Ctrl+K Activate Keyboard
Ctrl+W Check Field
Ctrl+U Check Record
Ctrl+C Copy

Ctrl+T Copy Field(s)
Ctrl+D Copy Record
Ctrl+S Copy Subfield(s)
Ctrl+X Cut

Ctrl+F5 Delete Field(s)
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Shortcut Key [Action

Ctrl+R Delete Record

Ctrl+F7 Delete Subfield(s)

Ctrl+N Duplicate Record

Ctrl+F12 Enter Text Mode

F11 Enter Unicode Value

Ctrl+E Expand from Template

F5 New Field (Choose from List)

F6 New Field (User-Defined)

F7 New Subfield

Ctrl+F Open Form

Ctrl+A Open Template

Ctrl+V Paste

Alt+T Paste Field(s)

Alt+D Paste Record

Alt+S Paste Subfield(s)

Ctrl+P Print

Ctrl+G Records Navigation in record tree pane
Ctrl+Y Redo

Ctrl+L Save on Server and Local Drive

F3 Search Field Heading of Current Library
Ctrl+F3 Search Field Heading of Other Library
F4 Search Subfield Heading of Current Library
Ctrl+F4 Search Subfield Heading of Other Library
Ctrl+F8 Search Subfield Options

Ctrl+M Sort Record

Ctrl+B Switch to Admin

F8 Switch to Item Tab

F2 Switch to Record Tab

F9 Switch to Search Tab

Ctrl+Z Undo

Ctrl+O View in Web OPAC

The F1 shortcut key for Help is hard-coded and cannot be customized:

1.3 Cataloging Process

You can catalog in ALEPH either in free format or via pre-designed forms. Because
of the variable content of records and the need to provide for different types of
system does not impose any restrictions and enables free cataloging.
Therefore the cataloger may enter as little or as much information as he needs.

materials, the

To facilitate the cataloging process, ALEPH incorporates:
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e Pre-designed forms, including forms for fixed-length fields (for
example, for the 008 MARC 21 field and for the 100 UNIMARC
field).

o Pre-designed templates for the body of the record.

o Comprehensive help, which is available on tags and subfields at all
times during data entry.

o Check routines which are user-defined and site-specific.

1.4 Type of Records
The Cataloging module in ALEPH supports four types of records:

o Bibliographic records
o Authority records
o Holdings records

e Administrative records

The first three types can be created, updated and deleted through the Cataloging
module. An administrative record is for internal use and is automatically created by
the system. It is unusual to edit or update an administrative record through the
Cataloging module.

Bibliographic records: A bibliographic record commonly includes titles, names,
subjects, notes, publication data, and information about the physical description of an
item.

Authority records: Authority records contain authoritative information concerning:
the standard forms of names and subjects to be used as access points on bibliographic
records; the forms of these names and subjects that should be used as references to the
standard forms; the interrelationships among these forms.

Holdings records: Holdings records contain holdings and location information for
bibliographic items.

Administrative records: Administrative records, commonly referred to as ADM
records, are linked to bibliographic records. Attached to the administrative record are:
item level information; acquisitions; circulation; and item-specific copy and arrival
data. The administrative record can also be used to store the 853/853X fields that are
used to define publication prediction and to create issues for serials.
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1.5 Passwords and Authorizations

Cataloging functions require a password and are limited to authorized users. Password
authorization can be given per function or globally for all functions (see the Staff
Privileges user guide module) .

Update access to all types of MARC records is controlled by a special ALEPH field,
the OWN field. This field works in accordance with the password information defined
for the user (see "OWN" Field on page 99).

Also at the record level, catalogers are assigned allowed and denied tags for editing.

1.6 Offline Cataloging

The Offline Cataloging option enables you to work with the Cataloging tab and
catalog records without having a server connection. You can access functions such as
Tag Information and Open Form that rely on data that has already been downloaded
onto your local PC. Other functions that rely on the server, such as searching field
headings, checking the record or the values entered in a form, are unavailable until the
server connection is restored.

Note

When working in offline cataloging mode, you must save the records on your local
drive. When the server connection is restored, the cataloged records must be sent to
the server for the database update.

You can switch manually to the offline cataloging mode by clicking the Offline
Cataloging option on the Cataloging menu. To restore online cataloging, click again
the Offline Cataloging option from the Cataloging menu.

2 Home Library

This chapter includes the following sections:

e Connecting Automatically to a Home Library
e Importing Library Tables

e Automatic Import of Updated Tables

Although you can work with records from several libraries at the same time, you must
first connect to a Home Library. Thereafter, when you open a new record, it is marked
as belonging to the Home Library, and when you call up a record number from the
server, it is retrieved from the Home Library.

1. To activate the 'Choose a Library' function and connect to a home

library, right-click the icon at the bottom right of the screen or
select the 'Connect to' option from the ALEPH menu. The following
menu is displayed:
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& USMOL - JSMARC Bibliographic
1J5M10 - USMARC Authority
1J5M1Z - MESH Aukhority
1J5M30 - USMARC Course Reading
LISr40 - USMARC ILL
1JSMS0 - USMARC Adminiskrative
1J5rB0 - USMARC HOL records
MAEDL - MAE Bibliographic
MAE10 - MAE Autharity (PHDY
MAE11 - MAE Autharity (GKDY
MAE1Z - MAE Autharity (SWD)
MAaE13 - MAE Authority (LocMaok)
MaEB14 - MAB Thesaurus
MAB1S - MAB Thesaurus Head.
MAEB30 - MAE Course Reading
MAE4D - MAE ILL
MABSO0 - MAE Administrakive
MABE0 - MAB HOL records
£39 - LISMARC

2. Use the up and down arrow keys to highlight the desired database or
point to it with the mouse pointer and double-click.

2.1 Connecting Automatically to a Home Library

You can set the system to connect automatically to a particular Home Library as soon
as you enter the Cataloging module. To do this, follow these steps:

1. Go to the CATALOG/TAB directory of the client and open the
PER_LIB.INI file located there. It lists valid libraries. Make sure that
the library you want to be automatically connected to appears at the top
of the list.

2. Go to the ALEPHCOM/TAB directory of the client and open the
ALEPHCOM.INI file. Make sure that the DataBaseAutoSelect flag is
setto Y.

2.2 Importing Library Tables

When you connect to a Home Library, the system checks to make sure that the
Cataloging module is using the most recent version of the database tables.

If the tables have been changed since the last time you connected to the library, you
will be asked if you want to load the library tables now. It is recommended that you
choose "Yes'. This will ensure the correct functioning of several features, such as the
cataloging templates, the forms, and the Help screens.
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If you choose 'No', you can load the library tables later by connecting again to the
library.

2.3 Automatic Import of Updated Tables

You may set the system to automatically load updated tables when you enter the
Cataloging module, without a message being displayed.

To automatically load updated tables, go to the ALEPHCOM/TAB directory of the
client and open the ALEPHCOM.INI file located there. Make sure that the
AlwaysImportFiles flag (under [Package]) is setto Y.

Next time you connect to a Home Library, if the tables have been updated, they will
be automatically loaded to the client.

3 Creating Records
There are a variety of ways to create a new record:

e Open New Record
e Open Template

e Duplicate Unopened Local Record
e Duplicate Any Open Record
e Create Administrative (ADM) Records

e Create Holdings (HOL) Records

3.1 Open New Record

This function enables you to create a new record from scratch. To do this, follow the
steps below:

1. Select New Record from the Cataloging menu.

2. Highlight the appropriate format for your record from the Choose
Record Format dialog box (that is, book, serial, and so on), and click
OK. A form for the leader (LDR field) is displayed in the upper pane:
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Choose Record Formak

CF Computer files

P Maps

fll) Music

SE Serials

g Yisual materials
kS Mixed materials

;I Help |

The Tag Information tab of the lower pane provides a guide to the valid values
for filling in the form:

E ALEPH Cataloging - Yersion 20.01 Library: USMO01 - USMARC Bibliographic {USM01) Server: il-aleph07:6124 (20.01

18l x|
ALEPH  Wiew Cataloging Items Edit Actions Edit Text Record Manager Remate *Services Help lz‘
= | | Library USMO1 - Format BK - Local Record - NEW076 MRC ‘%} fa ol ] 2 [ [ [=]
@ | Call Mumber LII u | ‘ @ =
-
LAY F
E-[R] Edit Records Leader (Book)
- NEWO7E MRC {Local) ancel |
- [1] Import Records
--[T] Triggers
Record status (05) Type of record (06] EI
Eibliographic level (07) Type of control (08) l:l
Character coding scheme (09) EI Encoding level (17 l:l
Drescriptive cataloging Farm (18] Linked record requirement [19] l:l
=]
1, Messages 2. Tag Information |3. Br’owserl 4, HoL Recordsl 5. Objectsl
LEADER
The leader has no indicators or subfield codes; the data elements are
positionally defined.
00-04 Record length
05 Record status
alncrease in encoding level
¢ Corrected or revised LI
By
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After you finish editing the form, click OK. If the form has been set to be
verified for correctness, the system checks for potential errors.

If errors have been found, the error messages are shown in the Messages tab of
the lower pane. The system displays a prompt informing you that checking the
field reported warnings and asks if you are sure that you want to close the
form.

You can define default fields for new records. If a field with a form has been defined
as a default field, then the form of the field is displayed after closing the form for the
LDR. For example, in MARC 21 format libraries, it is common to define the 008 field
(Fixed length data elements) as a default field for all new records. In this case, after
closing the form for the leader, the form for the 008 field is displayed. If the field does
not have a form, it is added empty to the cataloging draft for the cataloger to fill in.

Following the editing of the forms, a new record is created with default-required
fields (that is, the 008 field in MARC 21) and the required leader. The new record is
displayed in the Catalog Editor (upper pane).

Lezaer LDR TS S S namTa22c oo g 4500
Eixeo Data nosg T 11 e L At 111 11 L= 11 Kt |

The record automatically receives a temporary filename that begins with the prefix
"NEW" and a number.

You can continue adding fields and subfields to the record (see Editing Records on
page 28).

3.2 Open Template

This function enables you to create a new record based on a pre-defined template. To
do this, follow these steps:

1. Select the Open Template option from the Cataloging menu or click

the EEElicon from the Cataloging bar.

Select the appropriate template from the List of Templates dialog box.
Different templates can be created and used for various physical formats (for
example, the MARC 21 formats), types of materials (for example, books,
serials), and so on (see Creating Templates on page 104).
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List of USM01's Templates and Local Templates in Directory CiALS

File Mame ] Tag ]Data ] | Open |
acq.mrc (USMO1y & | Library - LOCAL |

étu:u:ll:::. rmrc (USMOL) izﬁi:r Qoooooooo

brief.mrc (USKMO1Y -

conference, mirc Format  BE

(USMOL) -

gardner_series.mrc Catalog

{USMOLY er - |

manuscript, mrc

(USMoL) = | LDR S gmTa2 2 ™S00

map.mre (USMOL) 003 e e e e T

rusic, mrc (JSKO1) 0000 eng"d Cancel |
el e UMD il nan e = e |

2. A new record is created with a full range of available fields. The
content of each field is often blank. The template determines the text
and subfields that are included. For more information see Creating
Templates on page 104. You can now continue editing records. The
Tag Information tab of the lower pane provides a guide on the use of
valid indicators, subfield codes and values for the highlighted field.

3. You can fill in the content of a field or subfield by typing directly, by
searching field or subfield headings, or by searching subfield options.

Leaoer __ ooesfpnamTaz2ce ot uT 4500
Ffixeo Data ooa Soaassg2003 7 ScauT S eSS 0000
~eng™d
1580 nzo  a
Latai. Source 040  a
Loe Ao, 080 a
Persona hame 100 1 a
b
[
d
Lrutorm Hitie 240 1 a
Main Hitie 245 1 a
b
E
h
Varping hitie 246 11 i
a
b
Faution 250  a
b
Imprint 260  a
b
[
Aduirie - [al e 2nin =

The record automatically receives a temporary filename that begins
with the prefix "NEW" and a number.
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3.3 Duplicate Unopened Local Record

This function enables you to create a new record by duplicating an unopened one that
is located on your local drive. To do this, follow these steps:

1. Select Open Record on the Local Drive from the Cataloging menu.

2. A list of records is displayed. Highlight your desired record. A preview
of the contents of the record is displayed on the right side of the
window.

List of Documents in Directory CAL.S00_20.2% catalog' doch, El
File Name ] Tag ] Data J | Cpen I
MEWOTE. MRC = || Library - LSMO1 - Duplicate |
Py p———— Systermn 0000566921
: NEWOFS, MREC
i Mumber Delate |
MEWOTS WMRC _

FEWO T3 MRC Format BK
MEWOTZ2 MRC - %
MEWOT7 1. MRC Catalog MASTER - 20101209
er -
MEWOF0.MRC
MEWDED, MR
HEWOES, MRC LOF. 00o000cam 220033534500
MEWNET. MRC ool 0000Ea5931
(]} 201012091685150.0 Cancel |
NEWDES. MRC hd AN ~Ena = e |

3. Click the Duplicate button on the list of records. A copy is made of the
highlighted record and a new local filename is assigned with the prefix
"NEW". You can now edit the copied record.

3.4 Duplicate any Open Record

This function enables you to copy the currently displayed record and then edit the
copy. The new record is located on your local drive and a new local filename is
assigned with the prefix "NEW".

To use this function with the currently displayed record, use the Ctrl+N shortcut key
or select Duplicate Record from the Cataloging menu.

Depending on how your System Librarian has set up the Duplicate Record function,
you may be able to choose the library in which you want the new record saved.

This can be defined in the CATALOG.INI file in the CATALOG/TAB directory by
customizing the [DuplicateRecord] section.
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3.5 Create Administrative (ADM) Records

Administrative (ADM) records can be created through the Record Manager of the

Cataloging tab (lower section of the left pane).

If no administrative record is linked to the bibliographic record, the message "No

record available" is displayed next to the administrative library node.

E ALEPH Cataloging - ¥ersion 20.01 Library: UsMO01 - USMARC Bibliographic (USMD1) Server: il-alep

ALEPH Wiew Cataloging Items Edit Actions Edit Text Record Manager Remote *Services Help IE

T || |BK System No. 66981 Special azzignments : (Akunin, B.
|j ||Ca|l Murnber LII IEI |
=) |ﬁ] |t | & | {eacer W)Y  D0ODDDcam
= [R] Edit Records Controi Ao, oor I]I]I]I]ﬁﬁEIBE
USMD1-66981 (Special assignmi| | ©21€ 913 Time 905 __ _ 20101209
Fxen Data ooag 070514s2(
-~ [1] Import Records _— — = eng~ ~
- [T1Triggers LE Controi Mo. 010  a 20070196
587 D20  a 97808129
587 D20  a 08129786I
Spstem ho. 035  a (0OColLC})oc
Spstem ho. 035  a (0OCoLC)1Z
« | N Latal. Source 040  a DLC
c DLC
= [El USMO1 - 66951 d DLC
% OBJECTS (Mo record available) L anguage Looe 041 1 a eng
- UsMen h rus
EXR =R 15150 (Mo record available) 6eog. Area Cooe 043 a e-ur---
- [ USMS1 (Mo record available) LEE . 050 00 a PGI47B.ET
b 08413 20C
Dewey do. 082 00 a 891.73/5
2 22
1. Meszages 2, Tag Information |3.Brnwser I 4, HOL Records I gl

To create an administrative record follow these steps:
1. Highlight the administrative library node.

2. Choose the Load/Create Record option from the Record Manager
menu or by selecting the same option when right-clicking on the
administrative library node:

Staff User’s Guide — Cataloging
November 30, 2015

23



E ALEPH Cataloging - ¥Yersion 20.01 Library: UsM01 - USMARC Bibliographic {USMO01) Server: il-ale
BLEPH Wiew (Cataloging Items Edit Actions Edit Text FRecord Manager Remobte *Services Help IE

i= || |BI( System Mo, 66981 Special azsignmentz : (Akunin, B
|j ||Ca|l Murmber LII IEI |
= |ﬁ] | | & | Leaaer W)Y  0000Ocam”™
- [R] Edit Records Contro Ao, 001 = 000066981
| USMO1-66981 (Special assigl| | 227 210 hme 005 __ _ 201012091¢
fxea Daita ooa 070514s20C
-~ [1]Import Records _— — - g~
- [T1Triggers LE Controi Ao. 010 _ a 200701960¢
1581 020  a 978081297¢
isBn 020  a 081297860
System o. 035  a (0ColLC)ocn
Spstem Aa. 035  a (OColLC)129
‘| | N Latal. Source 040  a DLC
c DLC
=8 UsMol - 66981 d DLC
/% OBJECTS (Mo record available) ||| £ anguage Cose 041 1 E eng
LSMED h rus
#- B 1USMS0 (Mo record available) finan Arpaa fHoga 043 a e-ur---
e SR ]  Load/Create Record 050 00 a PGI47H.KFE
Tatal Delete - T E 08413 2007
I Dawey Ao, 082 00 a 891.73/5
2 22

This option automatically creates the administrative record and
displays it for editing.

3.6 Create Holdings (HOL) Records

There are two different ways to create holdings records for the current bibliographic
record:

e Through the Record Manager
e Through the HOL Records tab of the lower pane

3.6.1 Create Holdings Records Through the Record Manager

Holdings records can be created through the Record Manager of the Cataloging tab
(lower section of the left pane).

If there are no holdings records linked to the bibliographic record, the message "No
record available" is displayed under the holdings library node.
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EALEPH Cataloging - Yersion 20.01 Library: USMO1 - USMARC Bibliographic (USM01} Server: il-alephi
ALEPH Miew Cataloging Items Edit Actions Edit Text Record Manager Remote *#3ervices Help |z|

= || |BK. System No. 66981 Special assignments : (Akunin, B. (E
|j ||Cal| Murnber LII IEI |
= |ﬁ] | | & | Leacer WJY  oO0DDcam~™ "2
=- [R] Edit Records Controi Ao, 001 000066981
L USMO1-66981 (Special assig Date ana lime 005 201012091651
{ Fxoen Data oos8 0705142007
- [1] Import Records _— — = A
~[T1Triggers L€ Controi Mo. 010  a 2007019604
1567 D20  a 978081297860
1580 D20  a 0812978609
Spstem \o. 035  a (0ColLC)ocnl!
Spstem lo. 035  a (0ColLC)12995:
a | N Latal. Source 040  a DLC
c DLC
=1 Bl UsmOL - 6951 d DLC
/% OBIECTS (Mo record available) || £ anguage Cooe 041 1 a eng
EI ISMe0 E rus
N | (=Cords available beoy. Area Cooe 043  a e-ur---
(- [ USMSD (N record avaiable) || 7 £c pa, 050 D0 a PG3478.K78
- [E] USMS1 {Ma record available) ~ b DB413 2007
Dewey Mo. 082 00 a 891.73/5
2 22
1. Messages 2. Tag Information | 3. Browser I 4, HOL Records I E. Objects I

To create holdings records follow these steps:
1. Highlight the holdings library node.

2. Choose the Load/Create Record option from the Record Manager
menu or select the same option when right-clicking on the
administrative library node:
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EALEPH Cataloging - ¥ersion 20.01 Library: USMO1 - USMARC Bibliographic (USMO1) Server: il-alephi

ALEPH Wiew Cataloging Items Edit Actions Edit Text Record Manager Remate *3ervices Help |z|

= || |BK Syztem No. 66981 Special assignmentz : (Akunin, B. {E
|j ||Ca|| Murnber ;II IH |
=) |ﬁ] | | & | feacer ¥ _ 0DDDOcam”™~2
= [R] Edit Records Lontrai Ao, ool D0D066981
- USMO1-66981 (Special assig | 257€ 972 Time 005 __ _ 201012091651
Fxeqa Data oos 070514s2007
[I] Import Records _— — = g~
- [T1Triggers LE Controi Mo. 010  a 2007019604
1580 020  a 978081297860
1567 020  a 0812978609
Spsfem Ao, 035  a {(0ColLC)ocnl2!
Spstem Ao. 035  a (OColLC)12995
3| | N Latal. Source 040  a DLC
c DLC
= usMot - 66981 d DLC
/% OBJECTS (Mo record available) |l £ anguage Cose D41 1 a eng
=Bl usmeo b orus
' HoL - 51265 5TA () [S1265 | Geog. Area Coae 043  a e-ur---
HOL - 51264 3TA I: L:-a,l'Er'EeatEe Record 050 D0 a PG3478.K78
IJSMS0 (Mo record avai e b 08413 2007
B B8] USMS1 (No recard avai e 082 00 a 891.73/5
2
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| 1, Meszages 2. Tag Information |3. Browser I 4, HOL Records I 5. Objects I

This option automatically creates a holdings record and displays it for
editing. This action can be repeated to create more than one holdings

record.

3.6.2 Create Holdings Records Through the HOL Records Tab
Holdings records can also be created from the Holdings Record tab of the lower pane:
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LEC Ao, 050 00 a B2785.27

b 53 1968
Persona Aame 100 1  a [Schwab, Johann Christoph],

d 1743-1821. [from old catalog]

Main fitie 245 10 a Neun Gesprache zwischen Christian Wolff und einem
Kantianer iiber Kants metaphysische
Anfangsgriinde der Rechtslehre und der
Tugendlehre,.
imprint 260 a Berlin,
c 1798.
Phpsical Das. 300  a 196 p.:

B 1 Fant Tmmannal 1724-18N04 Nia Matanhucil dae LI
l.Messagesl 2. Tag InFDrmationI 3, Browser 4, HOL Records IS.Objectsl =
HOL Library fsmeo |
LKR Text [ HCL Information HOL Ma. |

=] Edit |

=

The HOL Records tab lists the holdings records linked to the record displayed in the
Catalog Editor. This tab also enables you to access a selected record for editing and to
create new holdings records.

To create a new holdings record, click Create. The new record is automatically
created. To edit the new record, click Edit.

Note that if the Activate flag of the [HolOwnTextDefaults] section of the catalog.ini
file is set to Y, when holdings records are created through either method the Enter
Owner Information window is displayed:

Enter Owner Information

Ok

Coarar Sublibrary I m Save Defaults

Mok I

Cancel

dall

Help

This window enables you to define the owner of the holdings record, that is, the
sublibrary to which the record belongs. In addition, you can add a note. When you
have finished filling in the form, click OK. The information is automatically stored in
the OWN field of the holdings record in the following format:

OWN $S$al[sublibrary code]
SSn[note]
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You can use the Save Default button to save the information about the owner and
apply it to each new holdings record that is created. To save the owner information,
click Save Defaults before clicking OK.

Refer to "OWN" Field on page 99 for more details on the OWN field.

4 Editing Records

Cataloging records are edited through the Edit Records subfunction. You access this
option by selecting the Edit Records node from the Cataloging tab. The screen below
shows a sample catalog record in the Edit Records environment. It is provided for you
to refer to while reading the sections of this chapter.

_F"ALEPH Cataloging - Yersion 20.01 Library: USMO1 - USMARC Bibliographic {USMD1) Server: il-aleph07:6124 (2| _|EI LI
ALEPH View Cataloging Items Edit Ackions Edit Text Record Manager Remote *Services Help lz‘
i=h |BK System No. 31292 Frauen-Philosophie nach William Shakespe (Shakesp |%} T2 e Lr REE]
(D |[calrimber = EHE | ‘ W=
=] |@ | ] |§a | Leaoer LDR  00989%nam~” ~2200241"a”4500 =
)t e cmvate | WL wmames .
il ala ana lime .
{ - USMO1-31292 (NEWOI0.MRC) e
Fixea Dat 008 93112951869 " " gun NN AN AAN AN AN 00070~ ger”
- LISMO1-34081 (NEWDESMRC) | || FFEC P9Te 28 -3 s v ger
-~ 1JSMO1-16080 (NEVWOSE.MRC) Cata, Sourca D40 a HLS
USHO1-15541 (NEWOET . MRC) T ¢ HLS
© - USM01-66038 (NEWOS6.MRC) d HMM
i [1] Import Records Personal hame 100 1 a Shakespeare, William,
- [T]Triggers d 1564-1616.
trulorm Litie 240 10 a Selections.
1 German.
E|-- UsMOL - 31292 £ 1869.
if% OBJECTS (Mo record avallable) Main hitie 245 10 a Frauen-Philosophie nach william shakespeare /
& Usre0 < [herausgegeben] von A. Daul.
- B oL - wio D 5TA (150002) || mprint [2[30] a Leipzig :
* USME0 - 31292 " &L H. Matthes,
- USMS1 (No record available) - 1869,
Physical Des. oo _ E xxiii, 112 p. ;
c 14 cm.
fianara dnta Snn a_A canarate icsnue af Bd 2 nf his | siteterne im | shen hd

1. Messages 2. Tag Information |3.Bmwser | 4, HOL Records | 5. Objects |

260 PUBLICATION, ISTRIBUTION, ETC. (IMPRINT) (R}

Indicators
First Seguence of publishing statements
* Mot applicablefMo information provided
IEarliest available publisher
2 Intervening publisher
3 Currentlatest publisher
Second Undefined

[l
[® e A WET & &G X 4

Note that the Catalog Editor (upper pane) must be in focus for editing purposes.

When records are opened for editing through the Edit Records option of the
Cataloging tab, they are listed under the Edit Record node of the Navigation Tree.

Records saved on the server are listed in the following format:
Library code - system number (Local number).

For example:

USM01-3563 (NEW870.MRC)
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Local records are listed in the following format:

Local number (Local).
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For example:

NEW871.MRC (Local)

After performing changes to either type of records, their representation is changed by
a preceding asterisk, for example:

* USM01-3563 (NEW870.MRC)
* NEW871.MRC (Local)

4.1 Moving Around a Record

Up/Down arrows - moves up/down one line

Left/Right arrows - moves left/right one space

Tab - moves from field to field

PageUp - moves up one page

PageDn - moves down one page

Home - moves to the beginning of the line where the cursor is positioned
End - moves to the end of the line where the cursor is positioned
Ctrl+Home - moves to the beginning of the record

Ctrl+End - moves to the end of the record

4.2 Editing Portions of a Field

Editing the tag
The tag works in overwrite mode only. To change the tag, simply type over it. To
delete a character, use the spacebar (not the delete key).

Editing the indicator
The indicator works in overwrite mode only. To change the indicator, simply type
over it. To delete a character, use the spacebar (not the delete key).

Editing the subfield code

The subfield code works in overwrite mode only. To change the code, simply type
over it. It is not possible to delete a character with either the spacebar or the delete
key. To delete a subfield, use the shortcut key Ctrl+F7 or select Delete Subfield from
the Delete submenu of the Edit Text menu. This will delete both the subfield code and
its contents.

Editing the contents

The contents area is set to work in insert mode. To work in overwrite mode, press the
Insert key. Note, however, that when using the spacebar while working in insert mode
to enter a blank space, you may enter only one blank space at a time; you are
prevented from inserting a number of blank spaces in a row.

To delete a single character while working in insert mode, use the Delete key (not the
spacebar). To delete a group of characters, select the text, then use the Delete key or
the spacebar.
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You may select text to be deleted or copied by pressing the left mouse button and
dragging the mouse cursor over the desired text.

To cut text, use the shortcut key Ctrl+X or select Cut from the Cut submenu of the
Edit text menu. To copy text, use the shortcut key Ctrl+C or select Copy from the
Copy submenu of the Edit text menu. To paste text, use the shortcut key Ctrl+V or
select Paste from the Paste submenu of the Edit text menu.

Note that you cannot enter consecutive dollar signs ($3$) as the system uses two
consecutive dollar signs to define subfields. Consecutive dollar signs should be
entered with spaces in between. However, two consecutive dollar signs ($$) can be
used to enter new subfields without opening a new subfield code line by using the
New Subfield option from the Edit text menu.

Additionally, note that fields are limited in ALEPH to 2000 bytes. Records are limited
to 5000 subfields and to 45000 bytes.

For this reason, when cataloging online, the system does not allow the user to enter
more than 2000 bytes per field. When long fields are imported into ALEPH, if the text
for a single field is more than 2000 bytes, the system splits the text into separate
(repeated) fields. Split fields are prefaced by $$9. For export purposes, you can use
this method to catalog long fields.

4.3 Available Editing Functions

4.3.1 Table of Available Editing Functions

The table below contains the full list of available editing functions. More complicated
functions, for example Fix Record and Derive New Record, are described in more
detail immediately after the table.

Function Shorteut Description
Key

Undo Ctrl+Z This function enables you to reverse your last action.
Each click reverses one more action.

Redo Ctrl+Y This function enables you to restore the last action that
was undone by using the Undo function.

Open Form Ctrl+F Opens a form that enables you to edit the contents of a
field. If no form is available, the system will open the
subfield(s) for you to edit directly in the catalog record.

Expand from | Ctrl+E Adds fields and subfields from a template to your current

Template record.

Help on Field | None This function enables you to select automatically the Tag
Information tab from the lower pane. The Tag
Information tab provides a guide to the use of valid
indicators, subfield codes and values for the field selected
in the upper pane. To receive help on a field, place your
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Shortcut

Function Key Description
cursor on the field of interest. The tab will automatically
display the relevant tag information.

Locate None Finds records in your local database or in another

Similar database that are similar to the one currently being edited.

Record

Record's None A trigger is a reminder to perform a task related to the

Triggers record. This function enables you to view, add and delete
triggers from the Cataloging module that relate to the
record currently being edited. These triggers may include
messages produced by the system regarding errors found
when the Check Record function was used.

Change None This function enables you to change the record's format.

Record's Changing the record's format will also change the forms

Format (for entering field data) and the checks that are performed
on the record.

Enter F11 This function enables you to enter unicode values for

Unicode characters not present in your keyboard. The unicode

Values values can be entered after selecting the Enter Unicode
Values option from the Edit text menu or using the F11
shortcut key, and to finish, you must select the Enter
Unicode Values option again or use the F11 shortcut key.
The status bar displays a message to indicate that the user
is currently working with the Enter Unicode Values
option.

Select HOL | None The Select HOL Record option enables you to select

Record automatically the HOL Records tab from the lower pane.
This tab lists the holdings records linked to the record
displayed in the Catalog Editor. This tab also enables you
to access a selected record for editing and to create new
holdings records.

New Field F5 Enables you to add a new field by choosing from a list of

(choose from fields.

list)

New Field F6 Enables you to add a field whose tag, indicator and

(user-defined) subfields you may define by yourself.

Change None This option enables you to change the text direction of the

Direction current field. To configure this functionality, refer to the

REQ_LNG.DAT file which is located under the
Aalephcom\tab\<Ing> directory. Note that when working
in Combined Character mode, this option is enabled only
when right-to-left languages support is installed on your
computer.
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Shortcut

Function Key Description

New Subfield |[F7 Opens a new subfield below the current subfield.

Search Field |F3 This option enables you to add contents to a field by

Headings of choosing from a list of headings in your current library.

Current

Library

Search Field |Ctrl + F3 | This option enables you to add contents to a field by

Headings of choosing from a list of headings in a library other than the

Other Library home library to which you are currently connected.

Search F4 This option enables you to add contents to a subfield by

Subfield choosing from a list of headings in your current library.

Headings of

Current

Library

Search Ctrl + F4 | This option enables you to add contents to a subfield by

Subfield choosing from a list of headings in a library other than the

Headings of home library to which you are currently connected.

Other Library

Search Ctrl + F8 | This option enables you to choose subfield text from a list

Subfield of options defined by the library.

Options

Browse URL | None This option enables you to check the URL cataloged in
subfield $u of the current field.

Cut Ctrl+X This function enables you to move the selected text to the
Windows clipboard. This can be used for deleting text.
Since the text is moved into the clipboard, it is also
possible to paste the text somewhere else in the record or
to another record.

Cut None This function enables you to move the selected subfield(s)

Subfield(s) to the Windows clipboard. This option can be used for
deleting the subfield(s). Since the subfield is moved into
the clipboard, it is also possible to use this option together
with the Paste subfield option in order to move the
subfield(s) from one place to another (cut-and-paste).

Cut Field(s) |None This function enables you to move the selected field(s) to

the Windows clipboard. This option can be used for
deleting the field(s). Since the field is moved into the
clipboard, it is also possible to use this option together
with the Paste field option in order to move the field(s)
from one place to another (cut-and-paste).
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Function

Shortcut
Key

Description

Copy

Ctrl+C

Copies highlighted text into the Windows clipboard.

Copy
Subfields

Ctrl+S

Copies the selected subfield(s) into the Windows
clipboard. Both the subfield code(s) and contents will be
copied.

Copy Field(s)

Ctrl+T

Copies the selected field(s) into the Windows clipboard.
The tag(s), indicators, subfield codes and the contents will
all be copied.

Copy Record

Ctrl+D

Copies the entire contents of the current record into the
Windows clipboard. Used with Paste Record, this option
can be used to merge records.

Paste

Ctrl+V

Inserts the copied text.

Paste
Subfield(s)

Alt+S

Inserts the copied subfield(s) below the current subfield.
Both the subfield code(s) and the contents will be pasted.

Paste Field(s)

Alt+T

Inserts the copied field(s) below the current field. The
field's tag(s), indicator(s), letters of the subfields and the
contents will all be pasted.

Paste Record

Alt+D

Pastes the entire contents of the copied record into the
current record. This option can be used to merge records.
Note that duplicated fields will appear one after the other
if a sorting procedure is defined by your system librarian
for the pasting routine.

Delete
Subfield

Ctrl+F7

To delete a subfield, place the cursor anywhere in the
desired subfield (either in the subfield or in the contents
of the subfield). Then use the shortcut key Ctrl+F7 or
select Delete Subfield(s) from the Delete submenu from
the Edit text menu.

To delete a group of subfields from the field, highlight the
desired subfields to select them. Then use the shortcut key
Ctrl+F7 or select Delete Subfield(s) from the Delete
submenu from the Edit text menu.

Note that if only an "a" subfield is remaining, you can
delete its contents, but not the letter "a". If any other
subfield is the only remaining subfield - for example, only
a "c" subfield remains - you can delete both the subfield
code and its contents. In their place, an "a" subfield with
empty contents is displayed.

Delete Field

Ctrl+F5

Deletes the current field.

To delete a field, place the cursor anywhere in the desired
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Shortcut

Function Key

Description

field (on the tag, the indicator, the code of any subfield, or
the contents of any subfield).

To delete a group of fields, highlight the desired fields to
select them. Then use the shortcut key Ctrl+F5 or select
Delete Field(s) from the Delete submenu of the Edit text
menu.

Delete Record | Ctrl+R
from Server

Deletes the current record from the server. Note that the
record will not actually be deleted, but all fields except
the LDR field will be removed. In addition, all links from
the record to the OPAC indexes will also be removed. It
is possible to set up the system so that when a cataloger
tries to delete a record, the system will check to see if
there are any links from the record to another record or if
there are any associated items, subscriptions, orders,
loans, photocopy requests or hold requests.

Show Hidden | Alt+F2
Characters

Displays a bubble above the inserted text in the record,
showing the text with hidden characters (including
directionality characters) but not combined characters.
Note that this functionality is available only when
combined character functionality is supported.

Find None This function enables you to find text in the current
record. You can find text with the same capitalization
style as the text you type and whole words instead of parts
of words.

Replace None This function enables you to find and replace in the

current record a character string with another string
wherever the first string appears in the record. This option
has two replace modes. In the first mode, all replacements
are done automatically (Replace All). In the second mode,
each replacement requires you to press the Replace
button. You can find and replace whole words instead of
parts of words and find and replace text with the same
capitalization style as the text you type.

Check Field | Ctrl+W

For the current field, this function:
e Checks that the indicators and/or subfield
codes are valid for the tag.

e Checks that mandatory subfields are
present.

e Checks that non-repeatable subfields are
not repeated.
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Shortcut

Function Key Description
o Checks dependencies between the selected
field and other fields in the record.
e Checks whether or not a new record will
be opened in the headings list.
e Checks whether or not a duplicate record
will be opened in the Direct (Z11) Index.
Check Record | Ctrl+U For the current record, this function:

« Checks that the indicators and/or subfield
codes are valid for the tag.

e Checks that the required fields and
subfields are present.

e Checks that non-repeatable fields and
subfields are not repeated.

e Checks that all dependent fields are
present.

e Checks whether or not a new entry will be
opened in the headings list.

e Checks whether or not a duplicate record
will be opened in the Direct (Z11) Index.

Expand from
item barcode

Right-click the LKR field or select Expand from item
barcode from the Edit Actions menu to activate this
function. You may set your system setup to replace the
title 245$8$a with the item’s description text. This occurs
only if your system is set with tab100: EXPAND-ITEM-
UPD-TIT=Y (./xxx01/tab/tab100). The title replacement
is the default behavior. If the library does not want to
change 245%$%a, set tab100 set with EXPAND-ITEM-
UPD-TIT=N. The subfields of the LKR field in the BIB
record are filled with the item information from the item
record, as follows:

LKR Subfield Item Record

LKRS$$y item chronology level i
LKR$$j item chronology level j
LKR$$w item chronology level k
LKR$$0 item chronology level |
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Shortcut

Function Key Description
LKR$3%q item chronology level m
LKR$$v item enumeration level a
LKR$$i item enumeration level b
LKR$$p item enumeration level ¢
LKR$$d item enumeration level d
LKR$$e item enumeration level e
LKR$$f item enumeration level f
LKR$$g item enumeration level g
LKR$$h item enumeration level h

In addition, subfield 245%%$a is filled with the item’s
description.

Expand from Item Barcode does not affect other LKR
subfields.

Note that the LKR filters are applied for all LKR
subfields only if Z103X (the extended linkage mechanism
between document) is applied. If Z103X is not applied,
the following LKR subfields are not taken into account
when linking the BIB record to specific items: d, e, f, g, h,
w, 0, and g.

Usage example: You want to link a BIB record that
represents the issue title to items that are attached to a
different BIB record that represents the journal title. The
link between the two BIB records is set as in the
following example.

745 0
LER

Journal of Biology. Yol 18 Mo 1.
AMA

noonagay2

LShA0

Journal of Biology.

Journal of Biolooy.

2011

18

1

Jan

SH RN -l - NNl =T e

This example shows the links between the issue title
Journal of Biology. Vol.18 No.l (Jan 2011) part
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Shortcut

Function Key

Description

a to the item record that is related to the journal title
Journal of Biology. LKR subfieldsy, v, i, and j are
created by the Expand from Item Barcode option.

Sort Record Ctrl+M

Sorts the fields of the current record according to the
order defined in the ALEPH table of codes. However, for
MARC 21 libraries, within the 5xx, 6xx, 7xx, 8xx, and
UNIMARC 6xx groups of fields, the order of the fields
remains as they were entered by the cataloger. Fields that
do not have any content are deleted. In an authority
library, all fields are sorted according to the order defined
in the ALEPH table of codes (tab01.Ing).

Fix Record None

Automatically fixes the current record according to
standard library-defined procedures which make changes
such as:

e Inserting punctuation into the catalog
record.

« Changing tags, for example, for translation
from MARC 21 codes to UNIMARC
codes.

Derive New | None
Record

Enables you to use fix routines in order to create a new
record rather than fix the current one. For example, you
can create an authority record based on the current
bibliographic record.

Routines that have been set to fix the current record
appear under the Fix record option. Routines that have
been set to create a new record appear under the Derive
new record option.

View None
Record's
Catalogers

This option enables you to view the list of catalogers who
have edited the selected record. The Cataloger Level of
each person is given, along with the date and hour that
each cataloger edited the record.

View Local None
Owner

This option supports Local Owner functionality (Central-
Local Cataloging). In standard applications, this option is
not applicable.

Enter Text Ctrl+F12
Mode

This option functions as a toggle switch. When it is
activated (either via the menu or via a shortcut key -
Ctrl+F12), the system is ready to receive input. The input
is displayed on the status bar as it is typed in. The input is
in the form of command-like language. Refer to the Enter
Text Mode section below for more details.
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Shortcut

Function Key Description

Preview None This option enables you to preview the publication

Publication schedule for serials records based on the fields

Schedule 853/854/855 and 853X/854X/855X of the holdings or
administrative record. For more details refer to the Serials
chapter.

Reverse Ctrl+Shift |If  the  CtrIShiftReverseScreen  flag in  the

Record ALEPHCOM/TAB/ALEPHCOM.INI file is set to Y, then

Orientation while you are working with the catalog record, you can
press Ctrl+Shift to reverse the orientation of the record
(left-to-right / right-to-left). This is especially useful when
entering script that is written from right-to-left.

Display None If the ShowUnicodeValue in the Catalog/Tab/Catalog.ini

Unicode file is set to Y, when placing the mouse pointer over a

Value character in the catalog record - after about two seconds -
a ToolTip appears above the character displaying the
character's Unicode value identified by the hexadecimal
representation of its Unicode number prefixed with a U,
for example, U+0041 for "A".

View Records | None This option enables you to view the history of the record.

History

The history is saved only for fields that have been defined
by the system administrator.
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Opening Forms

A form enables you to edit the contents of a field. If no form is available, the system
will open the subfield(s) for you to edit directly in the catalog record. To open a form,

follow these steps:

1. Place the cursor on the field you want to edit. From the Edit actions
menu, select the Open Form option or use the shortcut key Ctrl+F.

The form for editing the field will be displayed. The form lists the
subfields and provides spaces for you to type in the contents. The form
below is an example of the form for the MARC 21 field for the imprint
(260):

Trnprink (MR

Inclicstors
First indicator (blank 2,30

Second indicator (Blank]

Placa of publcation (a) | |

Mame of publither (5] I |

Ciabe of publication (€] l |

2. Edit the contents of the field. You may move from space to space by
using the tab key. Note that the spaces of the form are of fixed length;
you may not enter text that is longer than the space provided on the
form. Click OK.

The contents of the field will be automatically inserted into the
cataloging record.

For fixed-length fields, each line of the form is not a separate subfield, but rather part
of one field. A single string of text is created from the data you enter, with fixed

locations for each data element.

The form below is an example of the form for the 008 MARC 21 field:
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008 Feed lergth data elements (BOOKS)

Crate enterad on file (00=05) |:|
el
Publication Placa [[15-17]
Target sudience [22] El

Mature of contents (24-27)

Corfareros publ. (28) EI

Index (31)
Lierary Form (33) IE'

Language [ 35-37)

Catsloging source (73] El

Type of date (O8]

Doste 2 (11-14)

Ihustration codes [ 18-21)

Form of Rem (23]
ol publication (28)
Faskrchrift (20)
Urepecified (32)
Beography (34]

bodified record (32)

al
[]
[]

ORI

The Tag Information tab of the lower pane provides a guide for filling in the form,
advising you on the use of valid indicators, subfield codes and values for the current

field:

002 Fixed length data elements (BOOKS)

Date entered on fle (00-05)

L1

2010
T =
Target audience [22) |:|
Mature of contents (24-27) l:l l:“:“:l
Conference publ, [29] E
Index (31) E
Literary Form [33) III
Language [35-37) IH
Cataloging source (39) E

Date 1 (07-10)

Publication Place [15-17)

Type of date (D8]

[Crate 2 (11-14)
Tllustration codes [18-217
Form of itern (23]
Gowt,publication [28)
Festschrift (307
Unspecified (32
Eiagraphy (34)

Modified record (38)

il
|
i

NN

|
.
=

1, Messages 2. Tag Information |3. Browser| 4, HOL Records | 5. Objects

008 BOOKS

00-05 Date entered on file
06  Type of date/publication status

b Mo dates given; B.C. date involved

¢ Continuing resource currently published
d Continuing resource ceased publication
e Detailed date

i Inclusive dates of collection

|

If the form has been set to be verified for correctness, after you click OK, the system
checks for potential errors. If errors are found, the error messages are shown in the
Messages tab of the lower pane. The system displays warnings and asks you if you are

sure that you want to close the form.
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Diate 1 (07-10]
Publication Place [15-17)

Target audience (22]

Conference publ, (29)
Index [31)

Literary Form (33]

002 Fixed length data elernents (BOOKS)

Crate entered on file (00-05)

Mature of contents [24-27)

1

Lo [

[ ]
L[]
[o_]

[0 ]

' Language [35-37]
ATaloging sodrce [o9)

[o_]
&, )
=

Twpe of date (08)

Date 2 (11-14)
Tllustration codes (18-21)
Form of item (23]

Govt publication (28]
Fastschrift (300
Unspecified [32]
Biography (34)

Madified record (38)

IRNERNE

|
|
B

DI

e 17

Cancel

1. Messages |2. Tag Information I 3. Browser I 4, HOL Records I C. Objects I

| Doc Yalidation Error

?

008/35-37: "enn” is not a valid language code,

ALEPH Catalog

! S Checking the field reported warnings. Close anyway?
.

es | Mo I

X

;I ‘Wiew Felated |

If you click No, you can go back to correct the form. Click OK when you have
finished correcting the form.

List of Values in Fixed-Length Fields Forms
Depending on your system set-up, the cataloging forms of fixed-length fields can
contain an option to display a list of valid values for certain positions.
Each library decides for which forms and for which positions the Valid Value dialog
box should be available.

Below is a sample of the MARC 008 Fixed Length Form with an expand button
next to the Place of Publication Code field (008 positions 15-17):

Date 1(07-10)

Regularity (19)

Form of item (23

Lamguage [35-27)

[ate entered on Fle (00-05]

Place of publication code (15-17)

Type of continuing resource (21

Mature of contents (25-27)

Conference publ, (29)

Alphabet/Script (230

Cataloging source (39)

MARSC 005 Fixed length data elerments [COMTINUING RESCOURCES)

871006

—
o
(i)
o

NN
=

L ]

)

[fe [

]

Type of date (0]

Date 2 (11-14)

Frequency (18]

ISSM center (20)

Form of ariginal item (22
Mature of entire wark (241
Gowt, publication [22)
Undefined (30-32])

Entry cormvention (34)

Modified record (32]

DEDDDDDEEI

-

Cancel |

=)
Clicking the expand button displays the List of Valid Values dialog box, which
contains a list of pre-defined values and descriptions for certain tags and positions.
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Below is a sample of List of Values for tag 008 positions 15-17: Place of
Publication:

x
Sl e Selact
* walue

Enter Starting Point
i Crescriphion -
ja
Yalle Description
1=4[_|:4r| ...............................................................................................
jm Jamaica
jo Jordan
ke Kerya
ki Korea
kz Kazakhstan
Ih Liechtenstein
Iy Luxembourg
[y Latvia
= Massachusetts Cancel
ulyg Malta
_ 2| |t

The content of the List of Values is determined by the library's setup. The list can be
sorted by value or description.

Users can jump to a particular point in the list (value or description) by typing in text
in the space provided.

To select a value from the list, highlight the entry and click Select.
The selected value is populated in the relevant position of the fixed-length field form.
Expand from Template

The Expand from Template function adds fields and subfields from a template to your
current record. To do this, follow these steps:

1. From the Edit Actions menu, select the Expand from Template option
or use the shortcut key Ctrl+E. A pop-up dialog box will be displayed,
from which you can select the template of your choice.
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List of USM01's Templates and Local Templates in Directory C:AL.

File Marme

: acg, mire

(USHMOL)
(USH0L)

(JSHMOL)

boak. mrc (LIS
brief.mrc (USKMO1Y
conference, mirc

gardner _series. mrc

manuscript, mrc

rnap. rorc (USKOL)
rusic, mrc (JSMO1)

AL

| Data

Library - LOCAL

System
Murmber

Format

Catalog
Br -

LOR.
ooz

020

serial.mrc {LUSMO1) <

At e

1

0a000a00a

BE

PG EZE G
~~000~0"engd

£ta
t4a tth £ t4d

=l

Cancel

Help

i

2. Select an appropriate template from the pop-up dialog box and click

the Open button.

The current record will be enhanced with the fields and subfields in the

template.

Note that the subfields are not sorted in alphanumeric order. For

example, if a subfield is repeated, the subfield is placed at the end of

the field. In other words, $a$a$b$c are sorted as follows: $a$b$cPa and

not $aSasb$c.

Help on Field

When you are positioned on a field or subfield, the Tag Information tab on the lower
pane provides a guide to using the field. This tab gives a description of the currently
highlighted field, along with information regarding the indicators, valid subfields, and
a description of the subfields. It also specifies which fields and subfields are
repeatable. An example for MARC 21 tag 260 is shown below.
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LEC No.
Dewey o,
Fersong lame

Maw fitie

imprint

Physical Des.

Sories Aoa. fit.

===
o o =

=R R RN - AR R =N - I

o |

HG555

W4

332.4/22

Weinstein, Allen.

Prelude to Populism :

origins of the silver issue, 1867-1878.
MNew Haven, :

Yale University Press,

1970.

%, 433 p. ;

22 cm.

Yale historical publications. Miscellany,

o

1. Meszages 2, Taq Information |3. Bromwzer I 4, HOL Records I £, Objects I

Indicators
First Sequence of puhlizhing statements
Mot applicable/Mo information provided
IEarliest availahle publisher
2 Intervening publisher
3 Currentlatest publisher
Second Undefined

Subfield Codes
Fa Place of publication, distribution, etc. (R)
Fh Mame of publisher, distributor, etc. (R)
o Date of publication, distribution, ete. (R)
Fd Plates of publisher's number far music (Pre-AACR 2D[LOCAL] (R
Fe Place of manufacture (R
& Manufacturer (R)

T Nate nf rmanofacture (B

260 PUBLICATION, DISTRIBUTION, ETC. {IMPRINT) (R}

| v

Note that the Help on Field option from the Edit Actions menu enables you to select
automatically the Tag Information tab when other tabs are in focus.

Locate Similar Record
The Locate Similar Record function finds records in another database or in the local
database similar to the one you are currently editing. To locate similar records, follow

these steps:

1. On the Edit Actions menu, select the Locate Similar Record option.

The Locate Similar Record window will be displayed.
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Locate Similar Record

Catabases to Search

Locate

Mo Records Show Recard

i

Show Quary

MAB40
Library of Congress Cancel |
;I Help |

2. Highlight the desired database(s) and click Locate.

The right column of the window, No. Records, displays the number of hits for each
database. To see the records, select one of the databases and click the Show Record
button.

If only one similar record was found, a window with the record in Full format will be
displayed. You can either view or merge the record with the one you are currently
editing by clicking Select.

The MergeRecord variable in the catalog.ini file of the catalog/tab directory specifies
whether or not the located record should be automatically merged with the current
record.

If the variable is set to Y, the selected similar record is merged automatically with the
current record without a message being displayed. If the variable is set to N, the
cataloging draft of the selected similar record will Dbe displayed.

If the variable is set to Q, a message is displayed asking whether the records should
be merged. Clicking the Yes button will merge the records; clicking the No button
will display the catalog card of the selected record.

If more than one record was found, a window with the list of the records in Brief
format will be displayed. Highlighting a record and clicking Full View will display
the selected record in Full format. From both windows, you can either View or Merge
the record with the one you are currently editing by clicking Select.

More than one record can be selected at the same time by pressing the Ctrl key while
pointing at the pertinent records and clicking the left mouse button. In this case, even
if the MergeRecord variable is set to Y or Q, when clicking Select the cataloging
cards of the selected records are displayed without merging.
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To see the Find command performed by the Locate function, click the Show Request
button. The system will display a message containing the search request (for example,
wau= Auster, Paul and wti= chance and music).

Record's Triggers

A trigger is a reminder to perform a task related to the record. To view, add or delete
triggers for the current record, select the Record's trigger option from the Edit Actions
menu. The List of Triggers for Record window will be displayed.

List of Triggers for Record |

List of Triggers for Record I

Date Department | Text

einstein, Allen." is a new heading in the ALUT ﬂ

;12 CA oo 2ire s S 3 » Mew |
12/12 /2010 CAT Field 1001 : "$faweinstein, Allen." is a new heading, and is not in authority Delate
database. —Il

1241242010 CAT Field 440 0 : "$$aale historical publications, Miscell" is a new heading in the
TIT list.

1241242010 CAT Field 440 0 : "ttavale historical publications. Miscell” is a new heading in the
SRS list.

12/12/2010 CAT Field 440 0 : "$$avale historical publications, Miscell” is a new heading, and is

not in authority database.

|-
Trigger Information far Record I
Open Date: I 1212 f2010
Trigger Date: I 1212 /2010 E Cancel |
Departrnent: I CAT E
Trigger Text: I Field 1001 : "$faieinstain, Allen. is a @
Adding Triggers

To add a trigger to the list, follow these steps:

1. Click New.

2. The Open Date field will be automatically filled in by the system. It
contains the date on which the trigger is defined.

3. Fill in the Trigger Date field. This is the date on which you should
perform a particular task related to the record. By default, it is set to
the current date.

4. If needed, fill in the optional Department field.

5. Fill in the Trigger Text field. Enter information reminding you of the
task that must be performed.

6. Click Add.

Modifying Triggers
To modify a trigger from the list, follow these steps:
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1. Highlight the appropriate trigger from the list (in the upper pane).
2. Change the trigger's date, department or text (in the lower pane).

3. Click Update. The trigger is automatically updated.

Deleting Triggers
To delete a trigger from the list, follow these steps:

1. Highlight the appropriate trigger from the list.

2. Click Delete. The trigger will be removed from the list.

Change the Record's Format

This function changes the record's current format. The Change Record's Format
option will also change the forms (for editing fields) and the checks that are
performed on the record. To do this, follow these steps:

1. From the Edit Actions menu, select the Change Record's Format
option. The Choose Record Format window will be displayed.

Choose Record Format

] Books

CF Computer files
P Maps

ML) MUsic

=E Serials

WM Yisual materials
M1, Mixed materials

;I Help |

2. Highlight the format of your choice and click OK.

The new format will appear on the cataloging bar. Forms and checks that are format-
sensitive will match the new format of the record.

Add New Fields From a List

You can open a new field below the current field by selecting a field from a standard
library-defined list. To do this, use the shortcut key F5 or choose the New Field
(choose from list) option from the Edit Text menu. The dialog box with the list of
fields will pop up.
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Open a Mew Field

x|

001
=]

([Na]

ooy
o=
010

013
015
o1&

017

Current Direction I Left-To-Right ok I
Direction |
Ind | Ind | Info

Control Mumber
Control Mumber Identifier

Date and Time of Latest
Transaction

Fixed Length Data/additional
Characteristics

Physical Description Fixed Field
Fixed Length Data Elements

Library of Congress Control
Mumber

Patent Contral Information
Mational Bibliography Murmber

Mational Bibliographic Agency
Contral Mo,

Copyright or Legal Deposit
Mumber

=l
o TUPIPPPRS SN PRI I NN B DR o P, QU P

Help

Cancel |
[ e |

To add a new field, press the first character of the field code to jump to the relevant
section of codes. Then highlight the desired field and click OK. If subfields have been
defined, the tag and its subfields will be displayed. If subfields have not been defined,
by default only subfield "a" will be displayed.

Click Direction to change the text direction of the field, after highlighting the desired
field to select it. Select the desired direction (Left-to-Right /Right-to-Left) from the
dialog box that pops up and click OK.
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Select Direction Ed

‘ Direction Ok |

Right-To-Laft

Cancel

[y
i I

Search Headings and Options

Several types of search functions are available to help you fill in the contents of a
field.

Find

To find specific text on the current record:

1. Select the Find option from the Edit Text menu. The Find window pops up:
Find HE|

Firnd wihiat: || Eird et

ExE
Cancel |

[T Match whale word anly Direction
(’r' Up & Down

[ tatch case

2. In the "Find what" field, type the text you want to find in the record. To find
only text with the same capitalization style as the text you type, select the
"Match case" checkbox. To find only whole words instead of parts of words,
select the "Match whole word only" check box.

3. Click Find Next.

To find more occurrences of the text, click Find Next again.

The direction of the Find command in the record is defined according to the selected
option in the Direction section of the window (Up or Down).
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Replace
To find and replace text with another string:

1. Select the Replace option from the Edit Text menu. The Replace window pops
up:

Replace

Fird wihat: I Eird 4 exk

Replace with: I Freplace

Fleplaze Al
[~ Match whaole waord anly

AR

Cancel
[ Match case

2. In the "Find what" field, type the text you want to replace in the record. To
find only text with the same capitalization style as the text you type, select the
"Match case" checkbox. To find only whole words instead of parts of words,
select the "Match whole word only" checkbox.

3. Inthe "Replace with" field type the replacement text.

The Find Next button is used to find the selected text (“Find what" string). The
Replace button replaces the first occurrence of the text with the new string. The
Replace All button replaces automatically all occurrences of the text in the record
with the new string.

Check Field and Check Record

To check the current field, place the cursor on the tag of the relevant field or in the
contents area and select the Check Field option from the Edit Actions menu or use the
shortcut key Ctrl+W.

To check the current record, select the Check Record option from the Edit actions

menu or click the Check Record icon from the Cataloging bar.

Upon completion of either check, the system displays the potential problems in the
Messages tab of the lower pane. If no problems are found, the Messages tab is left
empty.
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{esoer LDR _ _ ~~2"“pam™a22” 052204500
Controi Ao. no1 000032252
Date ana hma 005 20030302114644.0
Fixea Data 008 03030252001 " “cau” o Spsssn 00000 eng d
1560 020  a 0804739552 (paper: alk. paper)
Mairs Lt 10 a Futures :

b of Jacques Derrida /

¢ edited by Richard Rand.
ALE. Pers. Mame 700 1 a Rand, Richard,

d 1939-
A.E. Pers. Aame 700 1 a Derrida, Jacques

L Meszages IZ. Tag Information | 3. Browser | 4, HOL records |

Doc Yalidation Error

¥ Required 260 field is either missing or duplicated
7 Use 245 0# when there is NO main entry (1xX).

The View Related button becomes enabled when the highlighted message is related to
a check routine that performs checks associated with another record connected to the
one that is being checked. For example, whether or not a duplicate record is opened in
the Direct (Z11) Index. When clicking on the View Related button, the system
retrieves the related record, in the example below, the record that contains the direct
index that appears as duplicate in the current record.

An example of the messages window is shown below:

Leaoer LDR _ 00000cam™~22003254a~4500 ﬂ
Data ana hime 005 20070409103211.0
Fixea Data 008  _ 001002s2001~ "~ ~cau™~"~ "~ ~ho~~~110707eng ™ o
1580 D20 _ a 0804739552 (alk. paper)
158 020  a 0804739560 (paper : alk. paper)
Daway Ao. 082 00 a 801/.95/092
221
Main Ritie 245 00 a Futures :
b of Jacques Derrida /
c edited by Richard Rand.
imprint 260 a Stanford, Calif. :
b Stanford University Press,
c 2001,
Physical Des. 300  a x,252p.;
c 23 cm.
subjecit-P.Name 600} 10 a Derrida, Jacques
v ConWresses.
subject-iop.irm 650 _0 a Deconstruction r
3 Connnraccos
1, Messages |2.Tag Information I 3, Erowser I 4, HOL Records I 5. Objects I
‘Wiew Related |

Fix Record and Derive New Record

The Fix Record option automatically fixes the current record according to standard
library-defined procedures (fix routines). The Derive New Record function enables
you to use fix routines in order to create a new record rather than fix the current one.
The Fix Record and Derive New Record options are available from the Edit Actions
menu.
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Routines that have been set to fix the current record appear under the Fix Record
option. Routines that have been set to create a new record appear under the Derive
New Record option. For both functions, the fixing procedures are listed in the Choose
Fixing Routine window:

Choose Fizing Routine Ed
oK I

Fix document's punctuation,
Corwert UNIMARC Records to UISMARC Records
Lpdate 008 field from 260 field

Cancel

j Help

i

View Record's Catalogers

This option enables you to view the list of catalogers who have edited the current
record. To do this, select the View Record's Catalogers option from the Edit actions
menu. A window will be displayed listing all the catalogers who have edited the
selected record. The cataloger level of each person is given, along with the cataloging
hour and date:
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List of Catalogers x|

Catah:nger ] Level J Date ] Hour ]
09/10/10  17:46 =]

MASTER == 2z/08/12 0857

ALEPH == 22,/08/12 10:32

MASTER == 22,/08/12 10:34

Cloze |
;I Help |

Edit Text Mode

This option functions as a toggle switch. When it is activated (either via the Edit
Actions menu or via a shortcut key - Ctrl + F12), the system is ready to receive input.
The input is displayed on the status bar as it is typed in.

The input is in the form of command-like language. Examples:

1. search tag=100
2. search sf=a
3. search text=revolution

In the first example above, "search" is the operation code, "tag" is the parameter (that
is, which element to search for), and 100" is the value (in this case, the tag) to be
searched for.

When the typing of the text is finished, the Enter Text Mode option should be
activated once again in order to end the text mode, execute the command and return to
the regular edit mode.

The following rules apply to the Text Mode mechanism:

e Currently the only operation code supported is "search” for tags
("tag™), subfields ('sf") and text (“text™).

e The operation code and parameter(s) are not case-sensitive.
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e There must be at least one space between the operation code and the
parameter(s).

o No spaces are allowed on both sides of the "=" sign positioned between
a parameter and its value.

o When searching for text, the search is not case-sensitive. In addition, if
the text contains spaces, type """ (caret) instead of a space.

e When searching for a tag or text, the record is scanned cyclically. That
is, if the tag or text is not found till the end of the record, the search
continues from the beginning of the record up to the cursor's location.

e When searching for a tag, use a hash ("#") as a wildcard. That is, to
search for "10010" or "10000" enter "100##"; to search for "200" or
220" enter "2##".

e When searching for a subfield, the search scope is from the location of
the cursor up to the end of the current tag.

4.4 ALEPH Keyboard

The ALEPH Keyboard is a utility that displays a virtual keyboard on your screen. It
enables you to insert characters that are not present in your workstation's standard
keyboard.

According to the configuration settings, the ALEPH Keyboard can be divided into
tabs, each one displaying a group of characters.

To use the ALEPH Keyboard in the Cataloging module, follow the process described
in this step-by-step example:

1. From the Cataloging menu, select the Activate Keyboard option, or

use the shortcut key Ctrl+K, or click the Activate Keyboard icon T
from the Cataloging bar. The ALEPH Keyboard is displayed in the

lower pane:
Latin Supplement | Hobraw | Russisn | Gresk | Chiness | oid Cyrillc | Discribes |
A |A A A A A E |C E E
E |E |i i i i o (N |6 |6
a o 1] ® a 1] ] 0 1] ¥ =
=] 1] a a a a a & a C
2] é & é i i i i -] fi
1] [} 1] [} 5] + a 7] 0 7]
i |y |p |¥
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2. Choose the appropriate tab and type text by clicking on the
corresponding on-screen character keys. The characters selected from
the keyboard are automatically inserted into the cataloging record
being edited. These characters are added to the record at the cursor's
last position.

In the example below, the title of a book in German is Osterreich. The first

character of the title contains a diacritic, an "O" with an umlaut. When the O is

typed from the ALEPH Keyboard, as shown below:

Latin Supplernent |Hebrew I Russian I Greek I Chinese I Cld Cyerillic I Diacritics

A |A |A |A |A |A |E |C E E
e 6 (1 (i1t [t | |8 |o |o
6 |0 |0 = (@ |0 1! 1] ii ¥
= I a r;_ E: a 3 & a c
=] =] =] =] i i i i d fi
] (1] i 1] 1] &+ 5] ] u i
i1 i i

it is automatically inserted into the cataloging record (in this case, in the 245

field before the letters sterreich:

Leaaar Lbp = ~oons nam™~az22~ "o s a™4500
Fixeo Data D08 ~aasssga0n3s s s AR AR RS S 000~ ~ ~eng~d
156 D20 _  a 3702803521 (Geschichte und Politik)
LEC Ao, 050 14 a DBG9.B

T 7 b .AS53 1997
Persona Aame 100 1 a Wangermann, Ernst.
Main Tilie ZIE 1 a isterreich.
tmprint 260 a Wien:

T T B Oldenbourg,

c 1997

Deactivate the ALEPH Keyboard by clicking Close, or by selecting the
Activate Keyboard option from the Cataloging menu, or by clicking the

Activate Keyboard icon T from the Cataloging bar.

4.5 Printing a Record

This function enables you to print the currently displayed record. To do so, follow

these steps:
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1. Use the shortcut key Ctrl+P or select Print from the Cataloging menu.
The Print Format dialog box is displayed:

Print Format |
Ok

Internal  INTERNAL

MARC FORM, 001

tags

Mame FORM, 002

tags

MARC FORM, 099

Public

View

Catalog FORM, 037

card b

Citation FORM, 038
Cancel |

Marc AFRLC,BR

OWSER = | Help |

2. Select by highlighting the appropriate printing format for your record
from the Print Format dialog box (that is, MARC Tags, Name tags, and
so on). The record will be printed in the selected format.

4.6 Different Ways to View a Catalog Record

4.6.1 Full Screen

The Full Screen option enables you to display as much as possible on the screen of the
cataloging record currently being edited.

The full screen option is only available for the Edit Records node. If you click the Full
Screen button, work on a record and then move to another node (such as Triggers),
the full screen option will be overridden and the normal screen option presented.

To view the current cataloging record in Full Screen mode, select the Full Screen

option from the View menu or click the Full Screen icon from the Cataloging
bar. When this option is selected, the lower pane is not displayed and the cataloging
record takes up the upper and lower pane:
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E ALEPH Cataloging - Yersion 20.01 Library: USMO1 - USMARC Bibliographic {USM01) Server: il-aleph07:6124 {20,017 L) - |E| ZI

ALEPH View Cataloging Items Edi Actions Edit Text Record Manager Remote *Services HEIDE

= | | BK System No. 66992 Applied ics,. (P , Paul B ., 133371979|T§] P E D [¥] 28 REE|
[ |fearromber j| u ‘ |@ =
=] |ﬁj | M |5a | Ladoer ~___ 000DOcam”™™2200217u” 4500
& [RIEdit Records f)aaf::.:::fawime gg; -~ ggggigggiaszlg 0
| USMOL-66392 (NEWDSS.MRC — - iy
H [ 'R G; ) Fixea Data 008 _ _ 810312519337~/ gx " Anssssssns 000~0"eng ™™
oL Import Records Systam Ao. 035 9 (DLC) 33024072
+~[T1Triggers Calai. Source 040 _  a DLC
c CarP
d DLC
{foca Lan o, 090 00 a HO751
b .P6 1933
al [ ¥ Personai Lame 100 1 a Popenoe, Paul Bowman,
d 1888-1979.
=1+ UsMo1 - 66992 Main Litia 245 10 a applied eugenics,.
- f% OBIECTS {No record available) faition 250 _  a [rev.ed.]
- [F] Usmen dmprint 260  a The Macmillan company,
USMS0 (o record available) c 1933.
[ B USMS1 (Mo record available) Physical Des. 300 a p. cm.
Subjecit-Top.frm 650 0 a Eugenics.
A.£. Pers. Lame 700 1 a Johnson, Roswell Hill,
d 1877- [from old catalog]
e joint author.
Owner OWH _  a PUBLIC
& k| AW G ET 8 mla X 4

If the option is selected once again, the navigation pane is not shown and the
cataloging record takes up the whole screen:

EALEPH Cataloging - ¥ersion 20.01 Library: USMO1 - USMARC Bibliographic (USMD1) Server: il-alephD7:6124 (20.01) L ;IEIEI
ALEPH View Cataloging Items Edit Actions Edit Text Record Manager Remaote *Services Help lz‘
B | | BK System No. 66082 Applied ics,. (P , Paul B ’ 1333-1979“%_] o IR F =
[ | [ murber = [+= |@ =
Leaoer ___ DoooOcam~™~2200217u™"~4500
Lontrai La. 001 000066992
Date ana hme 005 _ _ 20101212135219.0
Ffixea Data 008 810312519337 "7 gy A A 0o00~0"eng ™™
Spsiam Na. 035 __ 9 (DLC) 33024072
Latai. Source 040  a DLC
c CarP
d DLC
Loca Cauha. 090 00 a HO751
b .P6 1933
Persona Aame 100 1 a Popenoe, Paul Bowman,
d 1888-1979.
Main Titie 245 10 a Applied eugenics,.
Laition 250 _  a [rev.ed.]
dmprint 260 _  a The Macmillan company,
c 1933,
Physicai Des. 300 _ a p.cm.
Subpect-Fop.frm 650 _0 a Eugenics.
ALE. Pers. hame 700 1 a Johnson, Roswell Hill,
d 1877- [from old catalog]
e joint author.
Ownear OwWH _ a PUBLIC

[& o e G S = W < =

To turn off the Full Screen mode and switch to the previous view, select again the
Full Screen option from the View menu or click the Full Screen icon from the
Cataloging bar.

4.6.2 Split Editor Mode

Split Editor Mode enables you to split the Catalog Editor into two sections for
viewing and/or editing two cataloging records simultaneously.

To switch into the Split Editor mode, select the Split Editor Mode option from the

Cataloging menu or click the Split Editor Mode icon from the Cataloging bar.
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To view a record in a particular section, first highlight the desired section from the
upper pane and then either open a new record by calling it up from the Cataloging bar
or by selecting an already opened record from the list of records displayed under the
Edit Records node of the Navigation Tree in the Cataloging tab. The following is an
example of the Split Editor mode:

EALEPH Cataloging - ¥ersion 20.01 Library: USM01 - USMARC Bibliographic {USMD1) Server: il-alephD7:6124 { _|E| ZI
ALEPH View Cataloging Items Edi Actions Edit Text Record Manager Remote *Services HEIDE
= | | BK System No. 66992 Applied ics,. (P , Paul B ., 133371979|T§] 2 Wl [+ i REE|
[ |fearromber = EHE | |@ =
=] |ﬁj | M |5a | LDR  00000cam”~2200217u”~ "4 iI ~____ 000DOcam”™ ~22002537a™4 iI
7 [R] Edit Records 001 gggusﬁggz 001 ggguﬁﬁgga
| -USMO1-66993 (NEW104MRCY (| —== — — =0T — =
Iy = ﬁEWlm MRC; 005 20101212135219.0 005 20101212135620.0
1L R d ' 008 81031251933~ ~""xx"00 0 0og __ 850627|1884~ """~ |||~
;--[] mport Records NN, 000~ 0~eng” ~ T T T AanAAAan~A 000~0~eng
~[T]Triggers 035 9 (DLC) 33024072 ~o
040  a DLC 010  a 85171562
c© carp 035 9 (DLC) 85171562
d pLC 040  a DLC
090 00 a HQ7?51 c DLC
al | O b .P6 1933 d DLC
=1+ UsMo1 - 66992 100 1 a Popenoe, Paul Bowman, 050 00 a Microfilm 85/7507 (B)
- f% OBIECTS {No record available) d 1888-1979. <MicRR >
(- [ Usmen 245 10 a Applied eugenics,. 100 1 a Ornshy, Robert,
USMS0 (o record available) 25 a [rev. ed.] d 1820-1889.
&1 [l USMS1 (No record availabie) pddll  a The Macmillan company, 245 10 a Memoirs of James Robert
c 1933. Hope-Scott, of
300 a p.cm. Abbotsford, D.C.L., Q.C.,
650 _0 a Eugenics. late fellow of Merton
700 1 a Johnson, Roswell Hill, College, Oxford
d 1877- [from old catalog] [microform] :
= inint aunthae =l h with calartinne fram hic =]
1. Messages 2. Tag Information |3‘Bmwser| 4 HoL Recordsl S.Ob]ectsl 1=
260 PUBLICATION, DISTRIBUTION, ETC. (IMPRINT) (R}
Indicators
First Seguence of publishing statements Ll
Kl mal HACe @] Bas X/

Click Records Navigation from the Cataloging menu (or press its assigned shortcut
key, for example, Ctrl + G) to cycle through open records (in the record tree). This
allows you to edit the next open record and to highlight its node in the Record tree as
the currently edited record.

To turn off Split Editor Mode and switch to the previous view, click again Split
Editor Mode from the Cataloging menu or click the Split Editor Mode button from
the Cataloging bar.

4.6.3 View in Web OPAC

This option lets you view the record that is being edited in Web OPAC format. The
record is shown in the Browser tab of the lower pane in the Cataloging tab after the
View in Web OPAC option has been selected from the Cataloging menu or when you
use the Ctrl + O hotkey:
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P ALEPH Cataloging - ¥ersion 20.01 Library: USMO1 - USMARC Bibliographic (USM01) Server: il aleph0#:6124 (20 (=]}

ALEPH View Cataloging Items Edit Actions Edit Text Record Manager Remote *Services Help

B | | BK 8ystem No. 66992 Applied ics,. (P . Paul B , 1888-1970 |E fa R B )
[T | [caltiumber = EER @ =
=] |@ |8 & | Lesoer LDR _ _ 00000cam™~2200217u” 4500 iI
& [RIEdit Records f;a?tmmi ggé - ggggigigfaszw 0
. USMO1-66093 (NEW1D4 MRC) || D918 Sna Jime — - :
USMO1-66992 (NEWL03.MRC Fixea Data 008 _ _ 810312519337 " " Mgy ™ A4 ms s s sssn s 000~D"~eng”™ "™
(3 MREV | spstam no. 035 9 (DLC) 33024072
1 lmPurt Records Latal. 5ource 040 _ a DLC
- [T] Triggers c carP
d pLC
Local Lai o, 090 00 a HQ751
b .P6 1933
o [ ] Personal hame 100 1 a Popenoe, Paul Bowman,
d 1888-1979.
Bl UsMo1 - 6892 Maiw Fitie 245 10 a Applied eugenics,.
£ OBIECTS (Mo record available) Eaition 250  a [rev.ed.]
- Usken Imprint Edll  a The Macmillan company,
-- USMS0 (Mo record available) - 1933. LI
- UsMs1 (Mo record available) —
1. Maszages | 2. Tag Information 3. Browser |4. HOL Records | 5. Objects |
__"’ALEPH f Sign-in | End Sexzion | My Library Card | Preferences | Databazes | Feedback |iLL|Halp
{ s Browse | search | Results List | Previous Searches | My e-Shelf
Add to My e-Shelf | Booking | Locate | Save/Mail | Save on Server | @ 8FX | 1LL Request
Full View of Record
Choose format: ctandard Card catalog Citation Marne tags MARC tags
Book Number 000066992
Record Format Monograph
Main Entry @Popenoe, Paul Bowrman, 1888-1979.
Title ®applied eugenics,. =l
[®FF k| HAPa @l & &S X 4

The record is displayed as it is in the database and might not reflect the specific state
of editing registered in the cataloging draft (upper pane). This option is only available
for records that have already been sent to the server.

4.7 Closing Records

You can find two commands for closing records under the Cataloging menu. They
are:

Function Shortcut Description
Key

Close All None This option enables you to close all the records that are

Records currently opened. The list of opened records appears
under the Edit Records node of the Navigation Tree in the
Cataloging tab.

Close Record | None This option enables you to close the record that is
currently displayed in the upper pane.

5 Search Headings and Options

Several types of search functions are available to help you fill in the contents of a
field:
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o Browse URL
e Search Field Headings of Current Base

o Search Field Headings of Other Base

o Search Subfield Headings of Current Base
o Search Subfield Headings of Other Base

o Search Subfield Options

The ability to search headings speeds up data entry and ensures consistency of
cataloging standards by allowing you to select previously used text which you can use
as the basis for data entry in your catalog record. You can also add data from a
library/base other than the home library/base to which you are currently connected,
for example, from an authority library or from any other database defined by the

system librarian.

5.1 Search Field Headings of Current Library

When adding contents to a field of a bibliographic record, you may choose from a list
of headings in your current library. To do this, follow these steps:

1. Place your cursor on the tag of the relevant field or in the contents

area, and enter the initial text of the field.

2. Press the F3 shortcut key or choose the Search Field Headings of
Current Base option from the Search submenu of the Edit Actions

menu.

A pop-up dialog box appears with headings for the relevant field.

Headings in Library: UsMO01 - Code: AUT

# Docs ] Ref. ] Headinga

] Auth. infa,

OK

_ x

Pope, Walter, d. 1714

Popenoe, Paul Bowman, 1883-1979

Fopenoe, Peter

Fopescu, M. D

Pople, Ross

Popaff, Eli A,

Popov, Ch

Popov, G. Kh. (Gavriil Kharitonowich)
Popov, L. B. (Leonid Borisovich)
Popov, Pavel

Popov, Petdr, d-r

Popor, Wladirmir *1

Popova, Elizaveta Ivanovna
Popowa, M, Y. (Mina Yasilewna)

[ = T = = T =T S S S SR S A - =

Jurnp ko

Expand

i

Wieny Drocs

Cancel
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Highlight the desired heading and click OK.

The highlighted heading is copied into the contents area of the field. If the heading
also has information for individual subfields attached to it, all the subfields are copied
into the contents area of the record. If the selected heading is a "See From™ reference,
then the actual heading from the authority record is inserted in the catalog draft. For
example, if "Aplaton™ is selected, the preferred term - "Plato” - is inserted into the
contents area of the field (this occurs only if the UPD field of the authority record is
set to Y). If the selected heading is not in the authority database, then it is inserted as
is.

To search another portion of the Headings List, click Jump to. Enter the starting text
for the desired heading (note that the original heading is displayed automatically in
the "Enter starting text" field. To jump to the desired heading, overwrite the original
text with the new text) and click OK.

Jump to

Enter starting bext:

[Long, George, 1800-1879

Cancel
Including text (relevant anly for long headings):

aai

I Help

Select scan code: I'ﬁ'UT ;I

The list is redisplayed from the text requested; you can now highlight the selected
heading and copy it to the catalog draft.

You can change the scan code on-the-fly through the "Jump to" window. To do this,
select a new scan code from the pull-down menu, enter the starting text for the
heading and click OK. The new Headings list is displayed.

You can also use the "Including text" field to jump more efficiently in the case of long
headings. For example, if you reach a section of long headings with the same initial
text, then by using the "Including text" field, you can enter the text specific to the
desired heading and when clicking the OK button, the list will be redisplayed and the
relevant heading will be highlighted.

5.1.1 Expand

Headings (preferred or non-preferred) that have an associated Authority record
display Authority information (for example, authority library code, field code, usage
codes, UPD field) in the Authority Information column in the List of Headings dialog
box. Note that if the heading in the authority database is an ambiguous heading, the
Authority Information column contains ??? (three question marks). A plus sign (+) in
the Ref. Column indicates that the heading is a non-preferred term. In both cases, non-
preferred or preferred, when clicking the Expand button, the associated Authority
record is displayed in Full format. If you want to edit or view the catalog card of the
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retrieved Authority record, then click Select. The catalog draft of the Authority record
is displayed.

5.1.2 View Docs

Clicking the View Docs button allows you to view all the records related to the
selected heading.

If only one record is related to the heading, a window with the record in Full format is
displayed. You can view the catalog draft or edit the record by clicking Select.

If more than one record is related to the heading, a window with the list of the records
in Brief format is displayed. To display the selected record in Full format, highlight a
record and click View Full. From both windows, you can either view the catalog draft
or edit the record by clicking Select.

5.2 Search Field Headings of Other Base

When adding contents to a field of a bibliographic record, you may choose from a list
of headings in a library/base other than the home library/base to which you are
currently connected. For example, you could search Authority libraries. To do so:

1. Place your cursor on the tag of the relevant field or in the contents
area, and enter the initial text of the field.

2. Press the Ctrl+F3 shortcut key or choose the Search field headings of
the Other Base option from the Search submenu of the Edit Actions
menu.

3. If more than one base is available, a pop-up library list appears.
Highlight the desired base and click OK.
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Choose Library |

:USM10 - USMARC Authorit
USM12 - MESH Authority GEN

usM11 - USMARC GEN
Authority(2)
usMOo1 - USMARC suB
Bibliographic

Cancel

=l Help

i

A pop-up dialog box appears with headings for the relevant field.

4. Highlight the desired heading and click OK.

The highlighted heading is copied into the contents area of the field. If the heading
also has information for individual subfields attached to it, all the subfields are copied
into the contents area of the record. If the selected heading is a "See From™ reference,
then the actual heading from the authority record is inserted into the catalog draft. For
example, if "Aplaton™ is selected, the preferred term - "Plato"” - is inserted into the
contents area of the field (this occurs only if the UPD field of the authority record is
settoY).

To search another portion of the Headings List, click Jump to. Enter the starting text
for the desired heading and click OK.

The list is redisplayed from the text requested; you can now highlight the selected
heading and copy it to the catalog draft.

You can also change the scan code on-the-fly through the Jump to window. To do
this, select a new scan code from the pull-down menu, enter the starting text for the
heading and click OK. The new Headings list is displayed.

You can also use the "Including text" field to jump more efficiently in the case of long
headings. For example, if you reach a section of long headings with the same initial
text, then by using the "Including text" field, you can enter the text specific to the
desired heading. Click OK to redisplay the list and highlight the relevant heading.

Note that you can specify a base more than once to enable the user to select more than
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one scan code for the field or subfield option. This option can also include a selection
of codes from the local home library/base.

5.3 Search Subfield Headings of Current Base

When adding contents to a subfield of a bibliographic record, you can choose from a
list of headings in your current base. For example, you could search for publishers for
the MARC 21 field 260, subfield b. To do so:

1. Place your cursor on the tag of the relevant subfield code or in the
contents area and enter the initial text of the subfield.

2. Press the F4 shortcut key or choose the Search subfield heading of the
Current Base option from the Search submenu in the Edit Actions
menu.

A pop-up dialog box appears with headings for the relevant subfield.

3. Highlight the desired heading and click OK. The highlighted heading
is copied into the contents area of the subfield.

To search another portion of the Headings List, click "Jump to". Enter the starting text
for the desired heading and click OK.

The list redisplays from the text requested; you can now highlight the selected
heading and copy it to the catalog draft.

You can also change the scan code on-the-fly through the Jump to window. To do so,
select a new scan code from the pull-down menu, enter the starting text for the
heading and click OK. The new Headings list is displayed.

You can also use the "Including text" field to jump more efficiently in the case of long
headings. For example, if you reach a section of long headings with the same initial
text, by using the "Including text" field you can enter the text specific to the desired
heading. Click OK to redisplay the list and highlight the relevant heading.

Note that when there is more than one subfield in the Search subfield heading of the
current/other base window, all of the text in the subfields will be retrieved. You can
edit it later.

5.4 Search Subfield Headings of other Base

When adding contents to a subfield of a bibliographic record, you may choose from a
list of headings in a library/base other than the home library/base to which you are
currently connected. For example, you could search for publishers in the MARC 21
field 260, subfield b. To do so:
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1. Place your cursor on the tag of the relevant subfield code or in the
contents area and enter the initial text of the subfield.

2. Press the Ctrl + F4 shortcut key or choose the Search subfield headings
of other base option from the Search submenu in the Edit Actions
menu.

3. If more than one base is available, a pop-up base list appear. Highlight
the desired base and click OK.

A pop-up dialog box appears with headings for the relevant subfield.

4. Highlight the desired heading and click OK.
The highlighted heading is copied into the contents area of the subfield.

To search another portion of the Headings List, click Jump to. Enter the starting text
for the desired heading and click OK.

The list is redisplayed from the text requested; you can now highlight the selected
heading and copy it to the catalog draft.

You can also change the scan code on-the-fly through the Jump to window. To do
this, select a new scan code from the pull-down menu, enter the starting text for the
heading and click OK. The new Headings list is displayed.

You can also use the "Including text" field to jump more efficiently in the case of long
headings. For example, if you reach a section of long headings with the same initial
text, then by using the "Including text" field, you can enter the text specific to the
desired heading. Click OK to redisplay the list and highlight the relevant heading.

Note that you can specify a base more than once to enable the user to select more than

one scan code for the field or subfield option. This option can also include a selection
of codes from the local home library/base.

5.5 Search Subfield Options

For a select number of subfields, you can choose text from a list of options that have
been defined by your local library. To do this, follow these steps:

1. Place the cursor on the subfield of interest.

2. Press the Ctrl + F8 shortcut key or select Search Subfield Options from
the Search submenu of the Edit Actions menu.

A pop-up dialog box appears with choices of text for the relevant subfield.

3. Highlight the desired text and click OK.
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An example of the options defined for subfield 'a' of the field 655 MARC 21 is shown

below:

Choose Subfield Text

Biographies

Bird's eye views
Cartoons
Catechisms
Daybooks
Diaries
Directories
Essavs

Hymns
Journals
Memaranda
Duestionnaires
Feviews
Syllabi

=l

Cancel

Help

i

The highlighted text is copied into the contents area of the subfield.

For subfields that have a list of options defined, you can also type the beginning of the
text and press the Tab key. If the string is unique, the system automatically fills in the
text. On the other hand, if the text is not unique, for example, "Di" for MARC 21 field
655, subfield a, the options window displays all options that match the string enabling
you to choose your desired option. An example for the options that start with "Di" for
subfield 'a’ of the field 655 MARC 21 is shown below:
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Choose Subfield Text x|

Directories

Cancel

=l Help

i

For this to work, the cursor must be at the end of the text string (that is, not in the
middle of the string). Note that this feature is case-sensitive.

For the "Tab" mechanism functionality, the TabCompletion flag of the catalog.ini file
must be setto Y.

5.6 Browse URL

In some cataloging fields, subfield $u is used to store the URL (Uniform Resource
Locator). You may want to check the URL before saving or updating the record. To
do so, follow these steps:

1. Place the cursor on the field of interest (for example, the 856 field).

2. Select the Browse URL option from the Search submenu of the Edit
Actions menu. The ALEPH Browser is displayed.

The ALEPH Browser searches automatically for the address defined in subfield $u of
the selected field and displays the corresponding page.

Following is a sample page displayed by the ALEPH Browser:
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4+ ALEPH Browser M[=1E3

4 p|'_] ¢|£|

Addressi | D ffwwwe axl adufALEPH_OPAC] Go | ! | QK i

|

Welcome to the ALEPH Public Catalog

Please identify yourself:

User IDf Barcode: |

WVerification: |

Library Branch: LSMED Library =

Log On ] Guest 1E Register ] Cancel |
Forgot Password?
| Help |

If the address is incorrect or if you want to try a different URL, type the new address -
for example, http://www.exlibris.co.il - in the Address bar, and then click the Go
button. The new page is displayed. If this is the address that should be cataloged, you
can click OK to copy the new URL into the contents area of subfield $u.

Note that if the selected field does not have subfield $u, then the ALEPH Browser
opens up without any address in the Address bar and the standard message-page
appears, which specifies: "The page cannot be displayed.”
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<& ALEPH Browser

ral«] =

addrass: I Go | okl

@ The page cannot be displayed

The page you are looking for is currently unawvailable, The web
site might be experiencing technical difficulties, or vou may need
to adjust vour browser settings,

Please try the following:

® Click the Refresh button, or try again later,

® If vou typed the page address in the Address bar, make
sure that it is spelled correctly.

® To check your connection settings, click the Tools menu,
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
provided by vour local area netwaork (LAMNY adrinistrator or
Internet service provider (ISP),

® If vour Netwark Administrator has enabled it, Microsaoft
windows can examine your networlk and autormatically
discover netwarlk connection settings.
If yvou would like Windows to try and discover them,
click @ Cetect Metwark Settings ﬂ

Cancel

i

Help

In addition, you can use the browser's buttons for standard browsing, as follows:

e To return to the last page you viewed, click the Back button (the blue
arrow pointing to the left icon).

« To view the page you viewed before clicking the Back button, click the
Forward button (the blue arrow pointing to the right icon).

« To make sure you have the latest version of the page, click the Refresh
button (the white page icon).

o To print the current page, click the Print button (the printer icon).

6 Saving Records
There are three options for saving records:

e Save Record on Local Drive
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o Save All on Local Drive

e Save on Server and Local Drive

Note that the options above are only enabled when the Catalog Editor (upper pane -
the record being edited) is highlighted.

6.1 Save Record on Local Drive

You may want to save records on your local drive either to continue working on them
later or because communication links with the server have been severed. The Save on
Local Drive option will save your record on your PC's hard disk, making it
unavailable for anyone else to find in the OPAC.

To save the current record on your local drive, select the Save on Local Drive option
from the Cataloging menu.

The record will be saved, but you will not receive a message informing you that it has
been saved. You may immediately continue editing the record. No updates will be
registered unless the record is saved again.

Local records can be saved automatically by defining the interval (in minutes)
between "autosaves" through the AutoSaveTimeout variable in the catalog.ini file of
the catalog/tab directory. If the variable is set to zero, the local record is not saved
automatically.

6.2 Save All on Local Drive

The Save All on Local Drive option is similar to Save on Local Drive, except that it
saves every record that is open on your cataloging client. To save all open records on
your local drive, select the Save All on Local Drive option from the Cataloging menu.

The records will be saved but you will not receive a message informing you that they
have been saved. You may immediately continue editing the records. No updates will
be registered unless the record is saved again.

Local records can be saved automatically by defining the interval (in minutes)
between "autosaves" through the AutoSaveTimeout variable in the catalog.ini file of
the catalog/tab directory. If the variable is set to zero, the local record is not saved
automatically.

6.3 Save on Server and Local Drive

The Save on Server and Local drive option updates the server database and assigns a
system number to new records (as opposed to their current local number). This option
will also save the selected record on your local drive.
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To save the current record on the server and in your local drive, select the Save on

)

Server and Local drive option from the Cataloging menu or click the icon from

the Cataloging bar. You can also use the Ctrl+L shortcut key.

If the record originated on your local drive and has not yet been assigned a system
number, using this function will assign a system number to the record.

You will receive a prompt asking if you do, in fact, want to save the record.

Save on Server and Local Dnve

Saving record in Librame USMOT as a new
record.

Continue?

LCancel

Change cataloger level; I Help |

If you do want to save the record now, click Continue.

The prompt also enables you to change the cataloger level. This is useful if you want
to close a record to catalogers at your level and pass it on to catalogers of a higher
level, or to open a record to catalogers of a lower level. If you leave this field blank,
the system will automatically assign your cataloger level to the record.

The system follows certain rules about which person's changes will be saved on the
server:

1. A lower-level cataloger cannot overwrite records that were saved by a
higher-level cataloger.

2. The system can be set up so that if two catalogers have called up the
same record at the same time, if one cataloger has updated the record
in the database, the other cataloger cannot send his update. A message
appears, informing the cataloger that the record was updated in the
interim by another user, giving the cataloger's username and the time
of update, and a prompt appears, so that the cataloger can recall the
updated record from the server. In order to block the update in this
manner, check number 0221 (‘Record was updated by another user’)
must be set to "M in check_doc_mandatory.

From the Messages tab of the lower pane (after closing the Record
Check Warnings/Errors window), the View Related button can be used
to retrieve the updated copy of the record and the cataloger is now
enabled to add his changes to the most updated version of the record.
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In addition, if the record was updated by one of the system processes (for
example, indexing), the changes made by the user are not automatically saved
on the server. Instead, a message informing him that the record was updated
by the system is displayed. As with the previous message, the View Related
button from the messages window can be used to retrieve the most updated
copy of the record.

3. Update authorization can be set, based on the OWN field of the record.
If the OWN field (Cat. OWN permission) of the user is equal to the
OWN field of the record; or if the OWN field of the user is 'GLOBAL";
or if the content of the OWN field of the record is 'PUBLIC'; then the
cataloger will be allowed to update the record.

4. Update permission can be denied for specific fields.

Note

When a record is saved on the server, fields that do not have any content are deleted.

Before updating the database, the system automatically checks the current record.
Upon completion of the check, you will receive a list of potential problems.

Leaoer M ~~~~A nam-a22~ "o o u~4500
Controi Ao. 001 000032306
Date ano hme 005 _  _ 20030306122513.0
Ffixeo Pala ooa 03030652003~ "cau™"" 0" P goo~o~enf~d
Persona hame 100 1 a Woolf, Virginia,
d 1882-1941.
Main hitie 245 10 a To the lighthouse: Time passes.

Record Check Warnings /Errors

|Dnt Walidation Error ] [ Owerrde I
? Required 260 field is either missing or ;I
duplicated
? 008/35-37: "enf" is not a valid language

[min]w =]

1. Messages | 2, Tag Information | . F

Cancel I
H w |
This window lists two types of errors:
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Forbidden errors (in red text with an exclamation mark). The record
cannot be saved if there are any forbidden errors. Click Cancel to
continue editing the record.

Triggers (in green text with a question mark). The record can be saved
if there are triggers and the override button appears on the window. To
save the record, click Override or click Cancel to continue editing the
record.

If the Cancel button is selected, the Record Check/Warnings Errors window is closed
and the list of potential errors is displayed in the Messages tab of the lower pane.

7 Open Existing Records

Existing records can be called up for re-editing. There are a number of ways to call up
existing records:

Open Record on Local Drive
Load Record from Server

Push from the Search Tab
Load ADM Record from Server
Load HOL Record from Server

7.1 Open Record on Local Drive

Local records may be called up for re-editing or saving on the server. To open a
record located on your local drive, follow these steps:

1. From the Cataloging menu, select the Open Record on Local Drive

option. This option opens a list of all local records:
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List of Documents in Directory C:3AL.5S00_20.2' catalog',doct,

File Mame
HE'~'1EI4HFC ....................
MEWY 103 MRC
MEWY 102 MRC
MHEWY 101 MRC
MEWY 100, MRC
MHEWO9D, MRC
MHEWYO93, MRC
MHEWOSF MRC
MHEWODE, MRC
MHEWVWO9S, MRC
MHEWO94 MRC

NEWOE MRC =l

Tag | Data

I x

| CIEen

This filz is already open,

Library - USMO1
Systerm 000055993
Mumber

Format  BE

Catalog MASTER - 20101212
Br -

LOR. 0ao000cam ™~ 220025337 a~4500
oo1 0O006E993
M= ANN12121 53562000

=l

Duplicate

|

[relete

Cancel

i

Help

2. From the pop-up dialog box, highlight the record of your choice and
click the Open button. The record is displayed in the Catalog Editor
(the upper pane of the Cataloging tab). You can now re-edit or save the

record on the server (See

Editing Records on page 28 or Saving Records on page 70).

7.2 Load Record from Server

To retrieve a record that is located on the server, follow these steps:

1. Enter the system number of the record in the System Number field of

the Cataloging bar and click the arrow :

E ALEPH Cataloging - ¥ersion 20.01 Library: USMO1 - USMARC Bibliographic (UsSMO1)

ALEPH View Cataloging Items Edit Actions  Edit Text Record Manager Femobe  *Service
S| B

|j] ||Ca|l Murnber LII IEI |
ERENEREN

i [R.] Edit Records

[1] Import Records

----- [T] Triggers

2. A copy of the record is made on your local drive and is displayed in
the Catalog Editor (upper pane) for editing (see Editing Records on

page 28).

3. The record is given a temporary, local filename that begins with the

prefix "NEW" and a number.
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7.3 Push from the Search Tab

You can transfer a record from the Search tab of the Cataloging module to the
Cataloging tab in order to re-edit the record.

To do so, from the Full display of the record, click Cataloging. The full display of the
record is available in the lower pane of the Show subfunction of the Search tab.

1. riof st | 2, My Records | 3. Brisf Records |

_J_—“( Systemn Mumber= 1613 ) =l

[Sorted by Year (Ascending]) then Author (Ascending).] ====Ex Librs Uniwershy====
Doc no. | Call No

Jurnip ko I E
1 Full+Link ]2. MARC Iags' 3, MARC Public View | 4, Catalog Card | 5. Gali:nl 171
Book MNurmber 000016196 J J
LC Mo, B2765.27 53 1068 __tocate |
LC Mo, B27rE5.4LF 53 17983 Iz
Main Bntry Sdmwab, Johann Christoph, 1743-1821. e
Mlain Entry 13 0001134 ;
Titke Meun Gesprache zwischien Christian \Wolff und ainem Kantianer (ber Kants
metaphysische Anfangsarinde der Rechtslehre und der Tugendlehre / mit einer :
Worreds f von Friedrich Nicolae.
Imprint Bruxelles [i.e. Brussels) @ Culiure et civilisation, 1968 "
Series Aetas Kantiana | v. 199
" Trems
Gen. Note Cf. Holzmann. Anon.
Bib. Hist. Facsimile reprint of ed. Berlin, 1758
Pl lim e L e e e LI S A Y S ﬂ

The selected record is transferred to the Cataloging tab and is displayed in the Catalog
Editor (upper pane) for further editing.

7.4 Load ADM Record from Server

To retrieve the administrative record linked to the current bibliographic record,
highlight the administrative library node from the Record Manager pane (lower
section of the left pane) and choose the Load/Create Record option from the Record
Manager menu or select the same option when right-clicking on the desired node. The
associated ADM record is displayed in the Catalog Editor (upper pane):
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ABLEPH Miew Cataloging Items Edit Actions Edit Text Record Manager Remote *Services Help |E|

= || |BI( System Mo. 54008 Global review on oral health in
|j] ||Ca|| Murmber ;II Izl |
'@ |@Iﬂ |% | { Baaar u __AAAAAI
J-[R] Edit Records Contra Lo. 001 491436
- USMO1-54002 (NEW110.MRC) Dale ano hime oos 2007072
[1] Import Records Phys.Descrip. go7 __ _ "
P Hixea Data 008 070508s
- [T] Triggers —_— — = .
ALM Ao, D60  a wu113
b .A834
FPersonal hame 100 1 a Atchisor
Main fitie 245 10 a Global re
C preparei
M ] Phantum
E|"- JSM01 - 54005 C. Gift.
My OBJECTS (Mo record available) imprint 260  a [Kobe, 1
- [E Usmen b WHO Kot
[+ EEl USMS0 (Mo record & +-d-kl- - 2002.
- B USMS1 (Mo record & Load/Create Record ) 300 E 80 p. :
Tiatal Delete _— — .
b ill.
I SeriessAoo. Tl 440 D a Ageing ¢

If no administrative record is linked to the bibliographic record, the message No
record available is displayed in the administrative node (beside the library code). You
can highlight the administrative library node and select the Load/Create Record
option to create a new administrative - ADM - record automatically:
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EALEPH Cataloging - ¥ersion 20.01 Library: USMO1 - USMARC Bibliographic (USMO1) Server: il-alephi
ALEPH Wiew Cataloging Items Edit Actions Edit Text Record Manager Remate *3ervices Help |z|

= || |BK Syztem No. 54008 Global review on oral health in agei
|j ||Ca|| Murnber ;II IH |
EREIEREY Leaser M _ ~~~~"na
cvare, WL e
L USMD1-54008 (MEW110.MRC) SiE &0 e = __ _
- [1] Import Records Phys.Descrip. gor "
P hxea Data 008 070508520
. [T] Triggers _— — — ng~~
ALM M. D60  a wU113
b .AB34
Persong ame 100 1 a Atchison, |
Main fitie 245 10 a Global revi
c prepared L
Phantumv:
=l Usmol - 54003 Helen C. Gi
% OBJECTS (Mo record available) imprint 260  a [Kobe, lap
- [ usMean b WHO Kobe
1ISMS0 (Mo record available) = 2002.
- [E UsMS1 (Ma recard available) Physical Des. 300 E 80 p. :
b ill.
Seres Ao i, 440 0 a Ageing ant
v vol. 3
1. Messages 2, Tag Information |3. Browser I 4, HOL Records I . ok
I

7.5 Load HOL Record from Server

There are two different ways to retrieve a holdings record attached to the current
bibliographic record:

e Through the Record Manager
e Through the HOL Records tab of the lower pane

7.5.1 Load HOL Through the Record Manager

To retrieve a holdings record through the Record Manager, highlight the desired
record (leaf) under the holdings node and choose the Load/Create Record option from
the Record Manager menu or select the same option when right-clicking on the
desired leaf. The associated holdings record is displayed in the Catalog Editor (upper
pane):
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ALEPH Wiew Cataloging Items Edit Actions Edit Text Record Manager Remote  *Services Help IE

=] | I | BE. System No. 66993 Memoirs of James Robert Hope
|j ||Ca|| Murnber ;II IEI |
1= |ﬁ]|ﬁ|§g| feager ¥ 0DDOOC
=l [R] Edit Records gm:rrm ’W}' % —_— — gggg?f
- USMO1-66093 (NEW114.MRC) e e 008 — ~ as062.
- USMO1-33420 (NEW113.MRC) —_— — = e
- USM01-34088 (NEW112.MRC) L€ Controi ho. 010 a 85171¢
E----USMDI-B‘IDBI {MEW111.MRC) Systam Ao. ﬁ - E (DLC) ¢
- USMO1-54008 (NEW110.MRC) Cala. Source 040 a DLC
- [I] Import Records T ¢ DLC
- [T] Triggers E DLC
LCE6 a. 050 00 a Microfi
Personal Lame 100 1 a Ornsby
=-E2 UsM01 - 66993 d 1820-1
% OBJECTS (No record available) Main Fitie 245 10 a Memaoir
=B Usten D.C.L.,
I HOL - WID 3TA O [51267] [microi
- [ HOL- Load/Create Record b with se
- USMS0- ) Dt < by Rob
- UsMst (f y imprint 60  a Londor
b 1. Murr
1. Meszages 2, Tag Imbormation I 3. Browser I 4, HOL Recaords I
I

The record is displayed in the Catalog Editor (upper pane) for further editing.

You can add new holdings records by highlighting the holdings library node and
selecting the Load/Create Record option. The new record is created automatically and
displayed in the Catalog Editor for further editing.

If the Activate flag of the [HolOwnTextDefaults] section of the catalog.ini file is set
to Y, when holdings records are created the Enter Owner Information window is
displayed.

Enter Owner Information

Ok

Coarar Sublibrary I m Save Defaults

Mok I

Cancel

dall

Help

This window enables you to define the owner of the holdings record, that is, the
sublibrary to which the record belongs. In addition, you can add a note. When you are
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finished filling in the form, click OK. The information is automatically stored in the
OWN field of the holdings record in the following format:

OWN $S$Sa[sublibrary code]

$Sn[note]

The Save Default button can be used to save the information about the owner and
apply it to each new holdings record that is created. To save the owner information,
click the Save Defaults button before clicking OK.

Refer to "OWN" Field on page 99 for more details on the OWN field.

7.5.2 Load HOL Through the HOL Records Tab

To retrieve a holdings record through the HOL Records tab, select the HOL Records
tab from the lower pane or choose the Select HOL Record option from the Edit
Actions menu that automatically displays the HOL Records tab:

teaaer LDR  00000cam”"22002537a"~4500 =
Lontroi Lo, 001 000066993 -
Date ana huna 005  20101212135620.0
Fixen Data 008 850627|1884~ "~~~ |||~ an 000~ 0" eng
L& Controi ho. 010  a 85171562
Systam Ao, 035 9 (DLC) 85171562
Latal, Source Em ___a DLC
c DLC
d DLC
1E€ Mo, 050 00 a Microfilm 85/7507 (B) <MicRR >
Personal vame 100 1 a Ornsby, Robert,
d 1820-1889.
Main Fitie 245 10 a Memoirs of James Robert Hope-Scott, of Abbotsford,
D.C.L., OQ.C., late fellow of Merton College, Oxford
[microform] :
b with selections from his correspondence /
c by Robert Ornsby.
imprint 260  a London:
b 1. Murray, Ll
1, Meszages I 2. Tag Information I 3. Browser 4, HOL Records |5.0bjects|
HOL Library Jusmen |
HOL Information
WD

The HOL Records tab lists the holdings records linked to the record displayed in the
Catalog Editor. This tab also enables you to access a selected record for editing and to
create new holdings records.

To load a holdings record, highlight the selected record from the list and click Edit.
The record is loaded and displayed in the Catalog Editor for you to edit.
To create a new holdings record, click Create. The new record is automatically
created. Note that as stated above, if the Activate flag of the [HolOwnTextDefaults]
section of the catalog.ini file is set to Y, when holdings records are created, the Enter
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Owner Information window is displayed. Refer to the above section for more details
on this option.

To edit the new record, click Edit.

8 Locking Records

This chapter includes the following sections:

e Impact on Other Uses

e Unlocking Records

e Automatic Unlocking
The system does not allow a cataloger to save a record to the server if another
cataloger has retrieved and saved it before the first cataloger.

In addition to this automatic security, you can lock a record so that only your changes
can be saved on the server until you unlock the record. No one else can save this
edited version on the server. Note that you can only lock a record that has a system
number assigned to it.

To lock the current record, choose the Lock Record option from the Cataloging menu.
The record will be locked and the phrase "Locked by current user” is displayed in the
Cataloging bar. You can immediately continue editing the record:

ALEPH View Catalogng ltems Edit Record Manager Remote  Services Hablz'
E | I |-’| [Locked by current user] System Mo. 32206 - Format BK - Applied eugenics. (F
= El=
=] |ﬁ‘,l |gfa | spstem Ao, 035  a (CaOTULAS)02137118
= [R] Edit Records Latai. 5ource 040 la_) g:g
[I]'fr?q?_f;fiﬁwﬂdf““%mc) Locai Cau Mo, 090  a HO751
¥ b .P81la 1933
[T] Triggers Personai Lame 100 1 a Popence, Paul Bowman,
d 1888-
Main Litie 245 10 a Applied eugenics.
Eaition 250  a [Rev.ed.]
dmprint 260 _ a New York, :
b Macmillan,
c 1933,
- E {1 Phypsicai Des. Joo _ a iz, 429 p.
- UsMB0 Series/Aco. it 440 _0 a Social science text-books
- USM350 - 53502 subject-Top. Irm 650 0 a Eugenics
#-EE USMS1 [Norecord available) A.E. Pers, hame 700 1 a Johnson, Roswell Hill,
d 1877-,
e jt. author
1. Messanes | 2. Tag Information ] 2, Browser | 4, HOL R.eom'dsl
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8.1 Impact on Other Users

Note that when you lock a record, someone else may call up the record from the
server. When a cataloger loads a locked record from the server, a warning message

will be displayed.

ALEPH Catalog

2N

The record iz locked by anather user.
Y'ou may hot zave changes on the zerver.

=]

He may read the record, and even edit it, but he will not be able to save any changes
on the server while the record is locked. In addition to the warning message displayed
when the record is first called up, the phrase Locked by another user is displayed in

the Cataloging bar:

E ALEPH Cataloging - ¥ersion 20.01 Library: USM0O1 - USMARC Bibliographic (USM01) Server: il-alephi

ALEPH Wiew Cataloging Items Edit Ackions  Edit Text Record Manager FRemote  *3ervices  Help IE

= || |[Lucked by another user] 3ystem No. 66993 - Format BK -
|j ||Ca|l Murmnber LII IEI |
= |ﬁ] | v | & | {eaoer ____ DOODDcam
covars, . UD1 " aoovuess
P ate ana fime :
- USMD1-66893 (NEW116.MRC — -
M ) Fxea Data oos8 850627 1¢
- [1]1 Import Records —_— — = .
- [T1Triggers L€ Controi Ao. 010  a B5171562
Spstem ho. 035 9 (DLC) 851
Latal. Saurce 040  a DLC
c DLC
d DLC
iLL Ao. 050 00 a Microfilm §
Personal bame 100 1 a Ornsby, Ri
= [ USMO1 - 56933 d 1820-188¢
% OBJECTS (Mo record available) Main fitie 245 10 a Memoirs o
= UsMen D.C.L., Q.C
HOL - WID STA () [51267] [micrufurn
{ BB HOL - WID STA ) [S1268] b with selec
- ) USMSO - 66993 _ < by Robert
- USMS1 (Mo recard available) imprint 260 a London :
b 1. Murray,

8.2 Unlocking Records

1, Messages | 2. Tag Information I 2, Browser I 4, HOL Records I .ol

To unlock a record that you have previously locked, choose the Unlock Record from
the Cataloging menu. The record will be unlocked and the message in the Cataloging
bar informing you that it was locked disappears.
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If you save changes on the server and then unlock the record, the other cataloger will
not be able to save his changes on the server. (This is due to the design of the system,
that ensures that if you update a record while someone else is holding it, his changes
will not be saved). If, however, you unlock the record without saving any changes on
the server, the other user may then save his changes on the server.

8.3 Automatic Unlocking

Locked records are automatically unlocked after a period defined by your system
librarian. When the cataloger activates any functions that involve the server (such as
Save on Server, Fix, Sort or Check), the record will be locked for an additional
period. For example, if the locking period is one hour and the user activates the Fix
function after 20 minutes, the record will be locked for a total of 1 hour and 20
minutes.

9 Deleting Records

There are four options for deleting records:
o Delete New* Records from Local Drive
e Delete Record from Local Drive

e Delete Record from Server
o Total Delete

9.1 Delete New* Records from Local Drive
This function deletes all records whose filenames begin with the prefix "New...." from
your local drive.

If there is a "New..." file that you do not want to delete, first call up the record from
your local drive and rename it by choosing the Rename on Local Drive option from
the Cataloging menu. A pop-up dialog box will be displayed for you to fill in the new
name for the record.

ARename Record

Enter record file name:

|| Cancel

Help

dill.

Enter the new file name and click OK. The record will be saved on your local drive
under the new name and will not be deleted by the Delete New* records function.
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You may now delete the New* records from your local driver. To do this, follow
these steps:

1. Choose the Delete New* Records option from the Cataloging menu.
You will receive a prompt asking if you are sure you want to delete.

ALEPH Catalog =l

@ Are you sure you want to delete all Mew® mrz records from local drive?

2. Click Yes. All "New..." records will then be deleted without a further
message.

New records can be deleted automatically by the system by setting the interval (in
days) for records that have not been updated/created to be deleted. The interval can be
set through the DeleteTempDocumentsinterval variable of the catalog.ini file of the
catalog/tab directory.

9.2 Delete Record from Local Drive
To delete a record from your local drive, follow these steps:

1. Select the Open Record on Local Drive option from the Cataloging
menu. This option opens the dialog box that lists all local records.

List of Documents in Directory C:WAL.S00_20.2 catalog'doch, il
File Marme ] Tag ] Data ] | Cpen I
MEYW 16 MRC Library - USMO01 - B oo |
MEW 115, MRC Systern 000056993
; s Mumber Drelete |
MEVY 114 MRC _

MEWVYW 113 MRC Format BE
MEWW 112 MRC -
MEW 111 MRC Catalog MASTER - 20101212
Br -
MEWY 110 MRC
MEWY 109, MRC
MEWY 103, MRC LOR OO000Cam ™ 22002237 24500
MEW 107 MRC ool Qo00ee993
()] 20101212135620.0 Cancel |
MNEWW 105, MRC hd AN B | Help |
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2. Highlight the desired record and click Delete. You will receive a

prompt asking if you are sure you want to delete the record. If you
want to delete the record, click Yes.

The selected record will be deleted without any further messages.

9.3 Delete Record from Server
To delete a record from the server, follow these steps:

1. Enter the system number of the record to be deleted in the System
Number field of the Cataloging bar and click the arrow :

E ALEPH Cataloging - Yersion 20.01 Library: USMO1
ALEPH Wiew Cataloging Items Edit Actions  Edit Text

=) 2|
|j ||Ca|l Mumber LII
B 0| |&|

- [R] Edit Records
- [1] Import Records

----- [T] Triggers

Skip this step if the record you wish to delete is the one currently being
displayed.

2. From the Edit Text menu, choose the Delete submenu and select the
Delete Record From Server option. You will receive a prompt asking if
you are sure you want to delete:

ALEPH Catalog |
@ Delete record from sersver?
Yes

3. Click Yes. The record will not actually be deleted, but all fields except

the LDR field will be removed. In addition, all links from the record to
the OPAC/Search indexes will also be removed.
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4. Note that some sites need to inform utilities with which they are
associated that bibliographic records have been deleted from their
catalog. They do this by sending the record with a deleted status (in the
leader) to the utility. Therefore, the Delete Record from Server cannot
be used since all the fields except the leader are deleted. For this site, it
is possible to add an STA $$aDELETED field that indicates that the
record is "deleted" without deleting all the fields in the record. In spite
of the fact that the indexable fields remain in the record, index entries
for them are removed to prevent the display of these records from the
Web OPAC and Search function.

You can set up the system so that when you try to delete a record, the
system will check if there are any links from the record to another
record, or if there are any associated items, subscriptions, or orders.
Upon completion of the check, if there are any links, you will receive a
message listing them and you will be unable to delete the record.

Record Check Warnings/Errors

| Doc Yalidation Error J

| Holdings record DOD004204 in library USME0 =]
points to current document with link type

HOL.

Holdings record 000004205 in library LISkAD

points to current document with link type

HOL.

administrative record 000053502 in library

LISMS0 points to current document with link

type A0,

Document has 2 itemis) attached o ALK

record 000053502 in library LSkS0

LL—] LL—]

LL—]

Cancel

j Help

i

In this case, click Cancel. The Record Check/Warnings Errors window is
closed and the list of associated records is displayed in the Messages tab of the
lower pane.
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Persona hame 100 1 a Popence, Paul Bowman,
d 1888-
Main Litie 245 10 a Applied eugenics.
Eaition 250 a [Rev. ed.]
hmprinit 260  a New York, :
b Macmillan,
c 1933.
Physical Des. 300 a ix, 429 p.
Seres/Aoo. i, 440 _0 a Social science text-books
Sulpect-Top. Trm 650 0 a Eugenics
ALE. Pars. hame 700 1 a Johnson, Roswell Hill,
d 1877-,
e jt. author

1. Messanes |2. Tag Information | 2. Browser | 4. HOL Records |

Doc Validation Error

Holdings record 000004205 In liorary USMED points 1o current document with link type HOL.

S S e e

Docurnent has 2 item(s) attached to ADM record 000053502 in library USMS0

Holdigs record GOU004204 1 IExary USVID ports o crrent docurent v Ik ope HOL

Administrative record 000053502 in library USKMSD points to current document with link type s0M,

[

For linked holdings and administrative records, you can use the View Related

button to retrieve the selected record.

Additionally, you can set up the system so that when you try to delete an
authority record, the system checks if there are any bibliographic records
linked to the heading of the authority record to be deleted. Upon completion of
the check, if there are any bibliographic records linked to the heading, you
receive a message listing up to three bibliographic records attached; if more
records are attached, you receive a message informing you that more

bibliographic records are linked to the record.

9.4 Total Delete

You can delete Bibliographic records from the server through the Record Manager
(lower section of the left pane) by selecting the Total Delete option from the Record
Manager menu or by selecting the same option when right-clicking on the

bibliographic node:
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[a—

i= | I | Syztem Mo. 66993 - Format BK - Memoirs of Jamesz F

|j ||Ca|l Mumber ;II IEI |

B |ﬁ]|g|5—g| {paGer g 00000
= [R] Edit Records contro) ho. —335 — — Dooe:
- USMS0-66093 (NEW118.MRC) F;EE g’;‘:a”ﬂe 008 — ~ 85062

- LSMO1-66993 (NEW117.MRC) — — = T
1] Im.purt Records LL Controi Ao. 010 a 85171
""" [T] Triggers System No. 035 __ 9 (DLC)

£atai. Source 040  a DLC

c DLC

d DLC
LLE Aa. 050 00 a Microf
Personal lame 100 1 a Ornshby
=l ] usmoL - g d 1820-:
/% oBJE( __LaadiCreate Record Man Litie 245 10 a Memoi
=B usmsl D.C.L.,
HOL - WID 5TA () [5126 [micro
- -[E HOL - WID 5TA () [51268] b with s
- [ USMS0 - 66993 < by Rot
- [E UsMS1 (Mo record available) imprint 260 a2 Londor
o E J. Mur
| 1, Messages |2. Tag Inﬁ:-rrnatiu:unl 3. Browsar I 4, HOL Records

You receive a prompt asking if you are sure you want to delete the record:

ALEPH Catalog =l

@ Are you sure you want to delete recard 32208 7

Tes | Mo I

Note that the Total Delete option deletes not only the bibliographic record but also
deletes all associated records. Similar to the Delete from Server option, you can set up
the system so that, when you try to delete a record using this method, the system
checks if there are any links from the record to another record, or if there are any
associated items, subscriptions, or orders. Upon completion of the check, if there are
any links, you receive a message listing them and - depending on the setup - you will
be unable to delete the record.

Whenever a record is totally deleted, whether it is done via the GUI or during a batch
process or by any other program, the following rules apply:

e The following record fields are always retained: LDR, DEL, FMT, SYS, 005
and CAT.

e The SID field is retained if the value of the tabl00 variable UNION-
LIBRARY is other than O.
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e A DEL field is added to the record with a single subfield a, whose value is Y.

e Section DEL of tab_fix is run on the record.

10 Special Fields

This section covers special fields and ALEPH-specific fields:
o External link - Field 856

e LKR Field

e« "OWN?" Field

e 852 - Location Field

e 853 and 853X - Publication Schedule

e Z30 Item's Permanent Location

« STA Status

10.1 External Link - Field 856

The 856 field contains the information needed to locate and access an electronic
resource relevant to the record. The external link can be to any machine that is served
by an HTTP daemon.

Following is the list of subfields that are used by ALEPH to create the link:

Subfield Description

a Host name (the IP address for files that are NOT in the local PC directory
system. For example: www.scj.albany.edu)

d Path or directory (contains the path, the series of logical directory and
subdirectory names where the file is stored). Note that when adding a link
to a file, the path must include the string ‘file:\\” at the beginning.

f Filename (contains the name of the file as it exists in the directory/
subdirectory indicated in subfield $d).

Port number (to be used with the host name for files that are NOT in the

P local PC directory system). If no port is specified, the default is 80.

U Uniform Resource Identifier (contains the URI). If subfield $u is present, it

overrides the information stored in subfields $a, $d, $f, $p.

Note that if needed, both the field and/or subfield $u can be repeated.
Special ALEPH subfields in the 856 field are:

Subfield

Description
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4 A copyright message is displayed when executing the 856 external link
through the Web OPAC. If subfield $4 is added to the field, the message is
not displayed.

Note that if the show_copyrights flag in the www_server.conf file is set to
N, then the copyrights message is not displayed, even if the records do not
contain subfield $4.

9 Code for type of program (for example, "htm" for HTML files; "doc™ for
Word files). This subfield is needed for display from the Search module.
Assigns "HTM™" by default if the subfield is not present.

URLs can be defined in fields other than field 856. Subfield $u (URI) can also be
defined for the following fields:

In bibliographic records:

505
506
514

(Formatted Contents Note)

(Restrictions on Access Note)

(Data Quality Note)

520 (Summary, Etc.)

530 (Additional Physical Form Available Note)
540 (Terms Governing the Use and Reproduction Note)
545 (Biographical or Historical Data)

552 (Entity and Attribute Information Note)
555 (Cumulative Index/Finding Aids Note)

563 (Binding Information)

583 (Action Note)

In authority records:

670 (Source Data Found)
678 (Biographical or historical data)

Define Application

In addition, you must define the application to be invoked for running the program or
displaying the file. For the Search function (tab), this is done in the ALEPHCOM.INI
file, which is located in the ALEPHCOM/TAB directory. The relevant section in the

ALEPHCOM.INI file is called [External].

10.2 LKR field

The ALEPH system holds information in different types of records and different types
of "libraries” (databases). For example, a standard system has a bibliographic
database for storing bibliographic data, and an administrative database for storing
administrative data.

The total picture of a record is dependent on the links between the other records in the
system. The LKR field is an ALEPH field used to create these links.

Links in ALEPH can either be system-generated (for example, links of copies to a
bibliographic record), or user-generated (for example, links between two
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bibliographic records and/or a bibliographic record and items that belong to another
bibliographic record).

System-generated Links
When creating a holdings or an administrative record for the bibliographic record in
the Catalog Editor, the new record automatically includes the LKR field.

The following is an example of an LKR field for an administrative record. Note that
subfield $a of the LKR field (administrative record) is set to ADM and subfield $b
contains the system number of the bibliographic record.

ALEFH View Casogng llem: Edi RecoedManager Remcle Serdcer Hel | 7]
B [ | BK System No. 32206 Applied eugenics, (Popence, Paul Bowman, 1880-) B0 a or H [
o b
B |g |ga, ] Leacar m _ DOO0Dnam ™ ~2200205" ~ 4500
; Lontroi M. ool DO0032206
= [R] Edit Records —_— — =
Bate ana Tme nns 200307 16110204.0
. -IE ml::znﬁ Q;Ewm.mﬂ Fixeg Data 00s _ DOOBL14§19337 7 S gyt s s s s s S S D e T
(r "T"" prores Spstem A, 035 __ a (OColC)99020218
[1] Triggers Spsiem Ao, 035 _ a (CaDTULAS)02137118
Calal. Source n4n a OTu
=] ¥ AD Bystem No. 53502 Applied ies. (P . Paul B 1888-)
o ) —
I=] |ﬁ]]ag,| L eaaer [ e L
008 nog DROZLESL LA A A A A A
= [ USMIDN - 32206 [R] Edit Records Link "~ a ADM
=-[E USMED USMS0-52502 (NEW 188, MAC) T 1 usMo
& HOL - ULING GEM STA ) LSO L-32200 (MEW1ET MRC) b OODDIZ206
@ HoL-uELeC GEN STA (| - [1] Import Records =
- [[{ UsME0- 53502 [1] Triggers
< [E USMET Mo record availabis)
= [§) USMOT - 32206
+- [ USMED
+ [ USMS0 .- 53502 >
#1 [ USMS1 Mo ecord avalable] —

Subfield $a of the LKR field of holdings records is set to HOL.

User-generated Links

You can use the LKR field to create links from one bibliographic record to another,
for example, for analytical purposes, for changed titles for serial publications, and so
on. The available types of links and the values that must be entered to generate these
links are shown in the table below. Note that the LKR field is only cataloged in one of
the records; the system creates the other side of the link.

Subfield Description

a Value | Use

UP | An up link to another bibliographic record. A record can have only
one link of this type. A DN link is automatically built in the
opposite direction.

DN | A down link to another bibliographic record. Multiple links are
possible. An UP link is automatically built in the opposite direction.

PAR | A parallel link from one bibliographic record to another. A PAR
link is automatically built in the opposite direction.
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ANA | The ANA link creates both ITM and UP-DN type links. In other
words, it creates a link between the two bibliographic records and to
the item/s.

* Note that subfield $b for this type of link contains the system
number of the bibliographic record to which the record is linked
(unlike the ITM type link).

ITM | The ITM link creates a link between one bibliographic record and
the items of another bibliographic record. The item filter fields ($y,
$v, $p $i, $d, e, $f, $g, $h, $j, $w, $o and $g must be used for this
type of link.

*Note that subfield $b for this type of link contains the ADM
system number.

b System number of the linked record (the target record)

i Issue link

k Pages

I Library where target record is located

m Down link note

n Up link note

p Part link

r MARC tag link

S Sort sequence; can be alphanumeric

\Y} Volume link

Year link

d Fourth level of enumeration

*Note that this filter is applicable only when update z103_lkr_extended
program is used in tab_z103 table, and Z103X is defined.

e Fifth level of enumeration

*Note that this filter is applicable only when update z103_lkr_extended
program is used in tab_z103 table, and Z103X is defined.

f Sixth level of enumeration

*Note that this filter is applicable only when update z103_lkr_extended
program is used in tab_z103 table, and Z103X is defined.

g Alternative Volume link

*Note that this filter is applicable only when update z103_lkr_extended
program is used in tab_z103 table, and Z103X is defined.
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h Alternative Issue link

*Note that this filter is applicable only when update z103_lkr_extended
program is used in tab_z103 table, and Z10X is defined.

J Second level of chronology

*Note that this filter is applicable only when update z103_lkr_extended
program is used in tab_z103 table, and Z103X is defined.

w Third level of chronology

*Note that this filter is applicable only when update z103_lkr_extended
program is used in tab_z103 table, and Z103X is defined.

0 Fourth level of chronology

*Note that this filter is applicable only when update z103_lkr_extended
program is used in tab_z103 table, and Z103X is defined.

Alternative chronology

q
*Note that this filter is applicable only when update z103_lkr_extended
program is used in tab_z103 table, and Z103X is defined.
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Up and Down Links

The DN (down) link creates a down link from the record that has the LKR field to the
record to which it is linked. An UP (up) link is created automatically from the linked
record back to the record with the LKR field.

The UP (up) link creates an up link from the record that has the LKR field to the
record to which it is linked. A DN (down) link is created automatically from the
linked record back to the record with the LKR field.

Note that it is standard to catalog LKRs of type DN to create the UP-DN relationship
and not the opposite (in other words, LKR of type UP).

The following is an example of a DN link:

ALEFH View Calskging llems Edl RecodManage Remole Sendces Hel [7)
B [ 3]|BK System Mo 33402 Civilizations of the Americas. (Wood, Victor) R OB M M E
[ =
CREAEY Leacer LDH 00000nam ™ a2z~~~ ~u~ 4500
= [R] Edit Records Lantra a. ggl __ _ Dhoon3z4n?
. N \ Date ana lima 5 200307 20093800.0
m;g;; mﬁ; Fixen Data 008 03033081989~~~ gau™ -~ ~ps s s o000~ eng~d
. Parsongl hame 100 1 a Wood, Victor
[1] Import Records Main Nl 245 10 a Civilizations of the Americas,
[T] Triggers Imprint 260 __ a New York :
b Raintree,
o 1089,
Bliusaa Op [0 g 5o, .
LBacer LDR Ooooonam -~ az2 ™ === w4500
Caniroi o, 001 000033401
- [ USMD] - 3902 Date ang line 005 20030720094657.0
< [i§] LISMED Fuxea aia oog 03033051989~~~ Sgau™ =5 S ps 22200007 eng o
+- [ LS50 - 53313 Man Tite 245 04 a The history af the world.
<[] LISM5] Mo record swalstld dmgararsd 260 o Mew York:
b Raintres,
© 1989,
Alpsica Dos., 30D a S5w.: L
b oillus, ;
o 21 cm.
GLenera Aofe SN ; Farch title in this series is inﬂi!riduall\r (.ataluggd,
Lirk ME _ aobon
b 33402 L
1 usmoi
v 1
m The history of the world.
n Civilizations of the Americas.
||

The LKR field enables access from one record to the other. The following is the Web
OPAC display of the cataloging records shown above:
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Book Number
Record Format
Title

Full View of Record

Choose format: Standard format Catalog card Citation Name tags MARC tass

Record 000001 out of 1

000033401
Monograph
@ The higtory of the world.

Imprint Mew York : Raintree, 1089,
Descr. Sv.r illus.; 21 cm.

Gen. note Each title in this series is indivy
Down Crwilizations of the Americag

End Session - Preferences - Feedba

Full View of Record

Choose format: Siandard Card catalog Citation Name tage MARC tags

Book Mumber 00033402
Record Format Monograph
Main Eniry @Wood, Viclor
Title @Civlizations of the Americas,
Imprint Mew Torlk : Rainires, 1989,
Descr. 350 p.: colill.; 1989.

| Series @The history of the world,
Uplink The history of the World

Parallel Links
The PAR (parallel) link creates a parallel link from one record to another.

The following is an example of a PAR link:

&

mmmwlmmnmwmsmmm

[+ | BK Sy+tem No. 33418 Tom Sawyer. (Twain, Mork, 1835-1910)

Bfs A0 O i F §

3|

EE

EIEX
= [R] Edit Records

[1] Import Records
[T] Triggers

USI01-33415 (WEWZ2E.MRAC)

Leaoar
Lorntro: ho.
Date ana Tame
Fixea Data
Farsonal hame

Mair Nifua
Ampwrarst

=
(=]
-]

000033418
20030331104729.0

=
=
far

==
=12
L==11-]

-
=
=

Twealin, Mark,
1835-1910.
Tom Sawyer.
New York,

L)
e
L]

l= |7
=
Bl e

Zb

(=]

00000nam ™ a22 "~ =5 55y 4500

03INIILSADA6" "~ pau ™" 02 p S SO0 0 eng " d

Lorirod Ao,
Daie ana e
fixeo Data

=]
(=]
=

=
(=]
w;

=
=
=

=

® B USMED
3 USHSD Mo recond av)
[+ LISM5T [No recond av.

] USHO - 33418

|
=
=

Parsonal lame

Lwutarm Titie
Main Tifus

hasa
o fodn
s
(o
1 =]{=]

17 e | e |

]
o
=]

Ampwrarid

il
=
=

Phpsical Des,

Larik

=
=

1818 =m0l in e

000033420
20030331112036.0

03033151970~ ~ S cay ™~ oo opsss 20000 eng ©d

Twain, Mark,

1835-1910.

Adventures of Tom Sawyer
Tom Sawyer, /

editor: Grace Hogarth.
Middletown, Conn., :
American Education Publications,
[197m].

216 p. :

ius. {part col.), facsim, ;
23F-cm-

PAR

33418

usmMol

Other edition available: 1946
Other edition available: 1970

by Mark Twain. Illustrated by Leonard weisgard. General

The records above are displayed in the Search function as follows:
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L Full+Link |2.M.chngs | 3 MARS Public View | 4 Catalog Card | 5, Citatien |

Book Mumber 000033420
Main Entry Twain, Mark, 1835-1910,
Title Tom Sawyer, /by Mark Twain. Ilustrated by Leonard Weisgard. General editor: Grace

Hogarth, ”
Tithe Actvenitures of Tom Sawyer -
Imgrint Middetown, Conn., © American Education Publications, [1970]

216 p. ¢ ilus. (partcol), facsim, ; 23 cm. Link

Other edition availzble: 1946

Cataloging

il

ITM Links
The ITM link creates a link between a bibliographic record and the items of another
bibliographic record.

The following is an example of an ITM link. In this example, Civilizations of the
Americas is the first volume of the series The History of the World. The items for all
volumes are managed under the record for The History of the World.

ALEPH View Catsloging llems Edl FecodMansgs Remots Sendces Help [7]
B | | BE System No. 39402 Civilizations of the Americas. (Wood, Victor) |=h= NEil EE) melll
ol 1= [E]
E I[:[I |Qa I { asoer LDRE DODODRam™a22" "5 sn 4500
= [R] Edit Records Controy 0. noi noon334nz
Date ano Tane ons 20030720105257.0
USMO1-33402 (HEW234.MRC) PP ~D~ang
Fuea Data nog 03033051989 cauw r oo 0 eng ~d
USMO1-T3401 (MEW233.MRC) T T "
1 Record Personia haime 1000 1 a Wood, Victor
[ m_purt s Mai hifie 245 10 a Civilizations of the Americas.
[T] Triggers Irmpeant 260 _ a New York :
b Ralntrees,
< 1989,
Phipsica Des, 300 & 350p.:
b colill. ;
c 1989,
= Em Series Aoa. it 4400 _a The history of the world.
# B USHED Lk WM am
=@ LS50 Mo recond svalsbls) b 53025
& ITEMS 1 usMmso
Mol TEMS avalable v 1
+ [E USHST [Mo record avalable) =
1Meszaces 2 Ta Infermation; | % Broseser | 4 HOL Recards |
LKR - ALEPH Linking Fiesd (1)
Mo Indicators

In the above example, you can see via the Record Manager that the record does not
have any attached items. In addition, note that subfield $b contains the system number
of the administrative record attached to the bibliographic record for The History of the
World and subfield $v (volume) is used as an item filter. In other words, as shown
below, the record The History of the World has five items attached but only Volume 1
is linked to the record for Civilizations of the Americas.
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ALEPH ‘Wiew Catsloging e Edit Fecord Managsr Aemole Semvices Help m
B [ 7 | BK System No. 33401 The history of the world. ) BRBE0aMac
ml| EHB
E|0|&)| Leacer — 00000nam~a22” -~~~ u- 4500
= [R] Edit R 1 Lonfra o, ool -~ oooo3s4ol
USMD1-33402 (NEWZ34,MRC) Dafe ana Time oos 20030?20094??\7;01\ e . .
= USMO1-33401 MRC) Fueno Daia bog 0‘30‘3‘3.051939 cau r ooo~ 0" emng ™ d
(NEWZ33 Main Rite 245 04 a The history of the world.
[1] tmygrort Records Imprint 260  a New York
[7]Triggers b Raintree,
c 1989,
Physica Des. 300 a S5w.:
b illus. ;
c 21 cm.
Geners Aate 500 _ a Each title in this series is individually cataloged.
=B USMED
= B usmED. 53025
=6 ITEMS
) Bacode -BIXN20
& Barcode -B3118
() Bacode -BINTE
(7 Barcode -BI3116
P Barcods -BI3010 L MRz a.ngn-ﬁ.-mamn]:_m 4 HOL Record |
= B USME1 Mo mecond avadabie)
| |
| 1

In the Web OPAC, Civilizations of the Americas is displayed as follows:

Full View of Record

Choose format: Standard format Catalog card Citation Name tags MARC tags
Record 000001 out of 1

Book Humber Q00033402

Record Format MMonograph

Main Entry @Wood, Victor

Title BCivilizations of the Atmericas.
Imprint Mew Yorl : Raintree, 1989,
Descz. 350 p.: colill.; 1989,

Series @ The history of the world,
Holdings Al dterns

Analytic Links
The ANA (analytic) link creates a link between two bibliographic records and the
items of one of the records. This type of link creates both ITM and UP-DN links.

The following is an example of an ITM link. In this example, Civilizations of the
Americas is the first volume of the series The History of the World. The items for all
volumes are managed under the record for The History of the World.
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ALEPH Ve Catalogng Memz Edt Record Manager Remcte  Services Hd:Lﬂ

B [ 3] BK System No 33402 Civilizations of the Americas. (Wood, Victor) B s B0 & -
ol H&
|g| | & ] ieaoer LDE  00000nam*a22*~ "~ “u*4500
5 [R] Edit Recards Cantroi Aa. 001 oooo3adoz
Date ana hme ons 20030720111603.0
LUSMO1-33402 (WNEWZ234 MRC —_— —
m rt Records Y Fixeo Dala oog . 030330 LOBI "~ Spay S s S S S S 0D0 0 eng ©d
T T'I Farsona Lame 100 1 a Wood, Victor
[T} Triggers Mais Fifue 245 10 a Ciwvilizations of the Americas.
Impririt 260 a New Yark :
b Raintres,
c 1989.
Aliypsica Das. oo a 350p.:
b colill. ;
= 1989,
= [ LS - 23402 Sares Aaa il A40 0 _a The history of the world,
- USMED Lirsk I — 2 ana
=B USME0 Mo econd avalabla) b 33401
=& ITEMS 1 usmMol
Ho ITEMS awalable v 1
-8 USMS1 [Ma record avalable) E Civilizations of the Americas.
n The history of the world.
L.Memager 2, Tag Informatien | 3 Browner | 4 HOL Racords |
‘ LKR . ALEPH Linking Field if)

In the above example, you can see via the Record Manager that the record does not
have items attached. In addition, note that subfield $b contains the system number of
the bibliographic record for The History of the World and subfield $v (volume) is used
as an item filter. Following is the Web OPAC display for The History of the World
and for Civilizations of the Americas.

Full View of Record
Choose format: Sandard format Catalog card Citation Mame tage MART fags
Record 000001 out of 1
Boolk Number 000033401 Full View of Record
Record Format Monograph
Title @The historyof the world, Choose format: Stasdard format Catalog card Citation Mame fage MARC tags
Imprint Mew Yorl : Raintres, 1989, Record 000001 out of 1
Descr. Sw.: illus.; 21cm.

= }.1 I“S : ea | Book Number 000033402
Gen. te Eac 3 ETiIES 15 1 G
D:;n node Ca -l.nr- |nh;s}9- ;\; d!d:' rndumlly catalo Record Format .\ffl.':rug:'ph

b of 1 Eees,
wn ivilizations of the Mi o Main Eatey — .
" I file Title @Cinlizatiors of the Americas.

Dhoy [ t the Ame M

== w Imprind Hew otk = Raintres, 1939,
Do Cimilizati the Asia,

o :_Ul e = Descr. 350 p.: colill.; 1989,
Dow fric ik

- dmautlaesan il Series @ The history of the world,
Uplink The history of the world,
Holdings AL itesns
Holdings All ibsoms

Note that values entered in subfield $a must be in uppercase.

It is possible to set up the system to check the validity of the library and document
number in the LKR field. To do this, the System Librarian must include the
"check _doc_Ikr" program in the standard check routines setup.
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10.3 "OWN" Field

The OWN field is a special ALEPH field that can be used in different ways:
« It can be used to control update access to all types of MARC records.
e It can be used in holdings records to define the "owner" of the record.

e It can be used as a filter for displaying Holdings records in the record
manager and in the HOL records tab in the screen's lower pane.

10.3.1 OWN - Access Control Usage

The OWN field can be used to control update access to all types of MARC records
(BIB, HOL, ADM, AUT). The user is checked for access/update permission
according to the contents of the record's OWN field(s).

Select the Cat. Own ID from the list, by clicking the arrow to the right of the field.

Access permission is defined through the Privileges function by assigning the

cataloger the following:

1. A default value for the OWN field of new records created by the

cataloger (Cat. OWN ID)

2. A default value that will be checked against the OWN field(s) of the
records accessed by the cataloger for update authorization (Cat. OWN
Permission). The following is an example of the OWN values assigned

to the cataloger Gary:

User Marne:

User Library:
Pazswiord:
Cataloger Lewel:
Function Proxy:
Cataloger Proxy:
Eudget Proxy:

Order UnitSublibr aries

User Password Information

I GART

I UISME0 M
|
I 06 M
|

Cak, O IC:

Cak, S Permission:

Circ, Owerride Lavel:

[o1 EI

=]|

L6 |

Cancel

o

Help
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Cat. OWN ID
The Cat. OWN ID defines the default value for the OWN field of new records. The
following is an example of a record cataloged by Gary:

ieaaer i 00000cam ™ ~2200337 ~a™ 4500
Controi Ao, 001 12152408
Date ano Time 005 20031109120439.0
Ffixea Data ooa ooogz3isi99g~~"~"at~a~m oo 200100 eng T T
LL Coniroi Ao. 010  a 00341137
581 020 a 0958584214
Main Titie 245 00 a Ad news, 1928-1998 :

b the legends of advertising.
imprint 260 a Surry Hills, N.S.W. :

S b vaffa Pub. Group,

c [1998].
Physica Des. 3J00  a 130p.:

b ill. (some col.} ;

= 35 cm.
Generai Aote 500 a Cover title,
Lenerai dote 500 a Includes index.
Subject-Top. Trin 650 0 a Advertising

Z Australia

X I-Iiel'nr\'.r
Owner OWN  a EDUCS

The OWN field is automatically added to the record by a fix program
(fix_doc_own_1).

Cat. OWN Permission
The Cat. OWN Permission is the cataloger's value checked against the OWN field(s)
of the record accessed by the user.

Authorization to update a record is given when the Cat. OWN Permission of the
cataloger is equal to any of the OWN fields of the record.

When a user who is not allowed to update a record retrieves the record from the
server, the following is displayed:

ALEPH Catalog Ed |

You are denied permission based on "CAH" Figlds,
Your changes will not be saved on the server,

When a user who is not allowed to update a record tries to update the record, the
following is displayed:
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Remote Service Error (c0203 update-chk 27) I

& You are not aukhorized ko edit this record based on existing "CWr" Figlds,

If a catalog proxy is assigned to the user, then the OWN values for the user are taken
from the proxy's record.

Note that the system librarian can assign a group of allowed OWN values for a
cataloger (see Cataloging "OWN" Permissions).

10.3.2 OWN - Holdings ""owner"*

The OWN field can be used in holdings records to define the "owner" of the record, in
other words, the library/sublibrary to which the record belongs.

If the Activate flag of the [HolOwnTextDefaults] section of the catalog.ini file is set
to Y, when holdings records are created the Enter Owner Information window is
displayed.

Enter Owner Information

;4

Cnarer Sublibrary I M Save Defaults

Mate I

Cancal

Help

ai

This window enables you to define the owner of the holdings record, that is, the
sublibrary to which the record belongs. You can also add a note. When you have
finished filling in the form, click OK. The information is automatically stored in the
OWN field of the holdings record in the following format:

OWN $S$alsublibrary code]
SSn[note]

The Save Default button can be used to save the information about the owner and
apply it to each new holdings record that is created. To save the owner information,
click the Save Defaults button before clicking OK.

10.4 852 Location Field

The MARC 21 field 852 is defined to contain information in as much detail as is
needed to locate an item.
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A variable in tab100 of the administrative and holdings libraries (X852-ITEM-
OVERRIDE) determines whether or not the holdings record is the master record for
location information. If the variable is set to Y, the system will always override the
location information (sublibrary, collection, call number and call number type) in the
item using the location information from the holdings record (field 852). This will
happen unless the item record is designated as having a temporary location.

The following information will be overridden:

Item sublibrary by subfield $b of the 852 field.
« Item collection by subfield $c of the 852 field.
o Item call number type by the first indicator of 852 field.

o Item call number by subfields $h, $i, $j, $k, $I, and $m of the 852
field.

e Item copy number by subfield $t if the subfield contains a copy
number and not a range of numbers for copies.

In addition, when a holdings record is created based on data in an item or subscription
record, the 852 field, subfields $b (sublibrary) and $c (collection) will be
automatically generated. If the bibliographic record to which the holdings record is
linked has call number information, then the system will also create subfields $h
(classification part) and $i (item part).

If the variable CREATE-852-HOL in the tab100 table of the holdings library is set to
Y when a holdings record is created, data from the bibliographic record is used as the
default for the contents of the 852 (Location) field. The data is taken from one of the
following MARC 21 fields of the bibliographic record, and preferences are set in
descending order:

"00o44"
"0o84H4#"
"O90##"
"O92##"
"096H#"
"OS04#4#"
"OS544"
"060##"
"OTO0##"
"O82##"
"086H#"

o For "099##" OR "098##" OR "086##" subfield $a is copied to subfield
$h of the new 852 field.

o For all other fields, subfield $a is copied to subfield $h, and subfield $b
is copied to subfield $i.

o For "090##" and "050##" the first indicator is set to 0.
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o For "092##" and "082##" the first indicator is set to 1.
o For "096##" and "060##" the first indicator is set to 2.
o For "099##" OR "098##" the first indicator is set to 8.
o For "055##" and "070##" the first indicator is set to 7.

o For "086##" if the first indicator of the field is 0, then the first
indicator of the new 852 field is set to 3, otherwise the first indicator of
the field is set to 8.

10.5 853/4/5 and 853x/854x/855x Publication Prediction

The 853/4/5 and 853X/854X/855X fields of the administrative or holdings record are
used to define publication prediction and to create issues for serials. Refer to the
Serials module in the ALEPH User Guide for an explanation of these fields.

10.6 Z30 Item's Permanent Location

When temporary changes are made to an item's information, the original information
of the item is stored in the Z30 field of the administrative record (ADM). The data is
automatically stored by the system in this field when the item's information is
changed. The Z30 field is used by the system to restore the original information when
the librarian uses the Restore Item Information function.

Following is the structure of the Z30 field of the administrative record:

$1 - Item sequence number

$2 - Sublibrary

$3 - Collection

$4 - Call number

$5 - Item status

$6 - Item process status

$7 - Second call number

$8 - Material type

$9 - Temporary location flag

10.7 STA Status

The STA field is an ALEPH field that contains information on the status of the record.
For example, you could add an STA field to mark catalog records that are provisional
by adding the following field:

STA $$SaPROVISIONAL
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This field can then be indexed and records with this status can be retrieved later on for
further processing.

The STA status is a free-text field that can be user-defined to suit the needs of specific
sites. However, there are two exceptions:

STA $$aDELETED
STA $$aSUPPRESSED

The STA $$aDELETED field can be added to records that are considered "deleted"
records. When records are deleted using the Delete Record from Server option from
the Cataloging modules, all fields in the record are deleted except the LDR field. The
STA $$aDELETED field can be used to indicate that the record is "deleted" but
without deleting all the fields in the record. In spite of the fact that the indexable
fields remain in the record, index entries for them are removed to prevent the display
of these records in the Web OPAC and in the Search function of the GUI.

The STA $$aSUPPRESSED field can be used to prevent the public from seeing the
records to which the field is added. This field does not prevent index entries from
being generated. To prevent the public from seeing these entries, it is necessary to
explicitly exclude the STA $$aSUPPRESSED field through the standard logical bases
mechanism.

Expand programs that, for example, expand holdings records into associated
bibliographic records skip those holdings records in which the STA
$3$aSUPPRESSED field is present.

11 Creating Templates

New records can be created based on pre-defined templates. There are two types of
templates:
o Local Templates

o Library Dependent Templates (saved on server)

11.1 Local Templates

Cataloging templates can be created based on the record currently displayed in the
Catalog Editor (upper pane of the Edit Records function). To create them, choose the
Create Template on Local Drive option from the Cataloging menu. A pop-up dialog
box is displayed for you to fill in the name of the new template:
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Create template

Enter template file name:

Click OK. You receive a message informing you that the template has been created.
The template is saved in the list of templates (accessible through the Open Template
option on the Cataloging menu. Note that the template is only available for the station
from which it was created).

Local templates are stored in the Catalog/Templates directory on your PC. To remove
a local template, search for the template under this directory and delete the file.

11.2 Library-dependent Templates (Saved on Server)

You can define library-specific templates. These templates are created by your system
librarian and are saved in the library's cataloging directory. When you open a template
on the Cataloging module, in addition to the local templates, templates from the home
library to which you are connected will be listed in the List of Templates window. For
example, if you are connected to a bibliographic library, only templates defined for
this database will be shown in the List of Templates window. If you are connected to
the authority database, only templates belonging to this library will be listed. All users
connected to a library will be able to work with the templates defined for the library
by your system librarian.

12 Importing Records

You can convert external records into ALEPH format and import them into your
system. You do this using the Import Records subfunction. This option is accessed by
selecting the Import Records node from the Cataloging tab:
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_F"ALEPH Cataloging - Yersion 20.01 Library: USMO1 - USMARC Bibliographic (USMO01} Server: il-alephDf:6124 (20, - Ellﬂ
ALEPH View Cataloging I[kems Edit Actions Edit Text Record Manager Femote *Services Help IE
= Bl B%:EEA P aE EEE
@ | Call Mumber LII u | | @ =
SNEIEAEY |
- [R] Edit Records
- [11 Import Records [ineut Output -
i A Remnove
[T] Triggers — I LI I__I
Carwert Pracedure; |Books in print conversion B3|
Convert
[
;I Edit |
=]
Record Info,
[
L]
ETTy A HEET 8 GE X 4

To convert and import records, follow the steps below:

1. Enter the name of the file you want to convert in the Input File field of

the upper pane, or click the button at the right side of the field to select
the drive, directory and filename of the file from the Open an Input

File window:
Convert Records |
—Input Output
Iripust File | E [
Corwart Procsckes 1 COMARC < Open an Input File HE
ﬁ Luu;ki-cl'_ﬂCum-ertln j + [E cfF -
| 2709P0R1 DAT 2] bipfrench dat [Z]COMARCI DAT 3] Pac =l
=] BIP1.DAT 2] bipgeman. dat =] COMARC2.DAT 9] pas
|=]BIPZDAT |2] BMINE.MRE COMARC DAT S -] = |
£| EIF3DAT 3] BMHITC.MRC ;-'l docseq BE53 1 dat
| =] BIP4.DAT |=] BMITD MRLC 2] docseq_uif.dat
2] bipching. dat 9] brvla mrc |Z]0CLCY.DAT
1] | i
Filenams;  [COMARCIDAT Open
Files of type: |41l Files [ %) =l Cancel
[T Open as wadorlly ;I
i
2. Select the conversion program to be used to convert the file from the
Convert Procedure drop-down menu and click Convert. A new file
with the converted records is created:
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Conusrt Records |

Input
Ingut File ICI|1.\1500_16DZ\Cdala-g'llCon\lert]n‘.'CDNlﬁRCZ B
Comver! Procedurs ICDMHRC o i 3

A philosophical and critical history of the fine arts,
Art across time.
Comparative art,

African American artists--affirmation today.

Discavering art.

Conceptual art and painting.

Guide to indexing and cataloging with the Art & architectire thesaurus.

animals In art.
Makinig art. ﬂ
Record Info,
001 93034668 =
003 DLC
005 19930923142642.9
oos 2090751993~~~ miy~"""~""p "~ g001 "0 eng ™™
010 $fa 03034668
020 ks 0472104713
040 $£ta OLC $$c DLC
05000 £ta PN212 $$b .S56 1993
08200 =2 5083 §52 20
1001 $£$a2 Bromiley, Robert Anthory, Ll

The filename of the new converted file is displayed in the Output files list of the upper
pane.

The list of converted records is also displayed in the upper pane. The contents of the
currently highlighted record are displayed in the lower pane.

If you want to edit a record after the conversion, highlight the desired record and click
Edit. The system automatically switches to the Edit Records subfunction of the
Cataloging tab. A copy of the converted record is displayed in the upper pane, ready
for you to edit:

ALEPH Wiew Cataloging Items Edit Actions Edit Text Record Manager Remote *Services Help lz‘

= | |Library USMO1 - Format BK - Local Record - NEW136 MRC |§z} g W) [+ 28 |
(D |[catmmber =] FHB | =
= |ﬁJ |ﬁ |Ea | {eaoer I nam”" 220 a~4500 ﬂ
= [R] Edit Records Lontroi No. 001 001076287
NEW138.MRC (Local) Date ana hme 005 20060101103412.0
Ffixea Data gog _ _ ~onnnn 20027 " ~mau” "o AR ooo
- [1] Import Records _— — = ~0~eng~d
+[T]Triggers 1580, 020 a 1882114981
Systam o. 035 _ a 1076287HAI
fanguage Loce 041 0 a eng
focai Lan Ao, 090 _  a ETEXT
Locai Can No. 090  a QA76.754.573 2002
Persona hame 100 1 a Stallman, Richard
Main Titie 245 10 a Free software, free society
h ~ [text + electronic text] :
b selected essays of Richard M. Stallman /
c introduction by Lawrence Lessig ; edited by
Joshua Gay.
Varping Litie 246 33 a Selected essays of Richard M. Stallman
£faition 250 _  a 1sted. =l

Note that more than one record can be selected at the same time by pressing the Ctrl
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key while pointing at the pertinent records and clicking the left mouse button. When
multiple records are selected for editing, the lower pane is left empty. After you click
Edit, the system transfers the records to the Edit Records subfunction for further
editing.

If you do not want to edit the records immediately, you can edit converted records
later by accessing the Import Records function once again. Converted files are kept
unless the Remove button is clicked. In the following example, there are four different
files with converted records:

Corwert Records ]
— Input — Gubput
Iriput File |O!\\GHU_JE.U.IE'I,Calab-g'l,lernrlIn\RustMﬂRC E = M;NI
Conwert Procedure | COMARC cormwersion for cyrillc =] ||| |BIP3.DAT 20124533  20/07/03 12:45
COMARCI.DAT 20123 20/07/03  12:34
=
Edit

$43a PopHan marepatypa $53a Mpob. yuefHepecTomaTia @ S-ikn. $§3f [CocTaeumeni P, W, AnkSemkoea

v ap.] $53g Mog peg. T, ©. Kypaomosoii

$£3a Pycokaa nutepatypa £538 Yueb, spectomatia gnA 9-ro kn. Hay, ue. PCOCP ££3F aeT.-cocr. B A.

Cevpordn 1 ap. $$3g Nog pea. T. ©. Kypaososci

$£33 TpyADBOE BOCMMTSHAE | MPODOPMEHT ALMA YUSLLMECA Ha POk muTepatypel 538 MNocobiee gnAa -

yurrena £E53F [Kypaiosoea T, @, Nomeaada B, N, Mecesa KO WL w ap. ] $530 Coct. 36apcei M, C.,

MamyxmHa B, M,

4 0m  Vimmie MATER AT D CPS AuS s EEe MaTan mesemeasi 8 Siiddy $EF Aeves ree e jas-T iaa B 1A ll
Eecord Info,

1010 $$3a rus =]
2001 $$33 MeTogua pabiomsl No MCTOpUM MWTEPETYER B CpegHei wkone 538 (7-0 k., 3Cnepum.
nporp. ) Mocofue gna ywirena $53f [Kypaiomosa T, @., Muausa 10, W, Amefetrkosa P. M. 1 gp.
$$3g O1e. pes. Kypawmosa T, ©.]

210 $£3a M. £330 HAWweon $£3d 1982

215 $$3a 92c, £53d 20cm

casl $$33 ABT. ya33HE! B BLIN. A3H.

314 $533 B wHagaar.: HEK we,

6100 $$3a Pyockas nuTepatypa - MeTos. nocodeA

675 $53a 892-07 $$3z rus LJ

To view the records in a file, select the file from the Output list. To remove a file,
click Remove.

13 Overview Tree
This chapter includes the following sections:

o Full Screen
e Split Mode

The Overview Tree shows the records in the system that are related to the cataloging
record being edited (which is shown in the Catalog Editor - upper pane). For example,
it displays the holdings records, the administrative record, and the items,
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subscriptions, orders and loans attached to the selected cataloging record. The
information is displayed in tree structure.

In a multi-ADM environment, the ADM and HOL libraries displayed in the tree are
filtered according to the ADM library assigned to the connected staff user. For
example: if the connected staff user is assigned to XXX50 ADM library, the ADM
library displayed in the tree will be XXX50. If the connected staff user is a super staff
user and is therefore assigned ADMIN in the User Library field (details available
from your project manager or support desk), then all the ADM libraries which are
related to the BIB library will be displayed.

To view the Overview Tree of a record, call up the desired record and select the
Overview Tree option from the Cataloging menu or click the Overview Tree icon

B.a

=% Ifrom the Cataloging bar. The Overview Tree is displayed in the upper pane as
follows:

ALEPH Wiew Cataloging Items Edit Actions Edit Text Record Manager Remobte  *3ervices Help IE
1= || |BK Syztem MNo. 66998 Free software, free society (Stall

|j ||Ca|l Murnber . lll IH |

ENEREN =) 1L Unit is Closed.
- b OBJECTS (M d awvailabl
= [R] Edit Records ik {No record available)

: =B Usteo
- R e S N R ) =+ HoL - 51269 5TA () [s1265]

----- [I]ImF"?"'t Records {7 Barcods - 66995-10 (USMS0)
----- ~.[T] Triggers ) Barcode - 66998-20 (USMSO)
l HOL - 51270 S5TA (1 [51270]

- ‘) Barcode - B6998-30 (USMSO)

EI - ILL Uit is Closed.
...... @ ITEMS
El uuu SERIAL SUBSCR.
i - Mo SERIAL SUBSCE available

E-E Usmen

E| @ ORDERS
=12 ILL Unit is Closed. - Mo ORDERS avallable
i OBIECTS (Mo record available) El@ LORMS

&3 Barcode - 66998-30

B l HOL - 51263 5TA () [51269]
[P Barcode - 6699810 (LUSMS0)
P R @ Barcode - 66998-20 (JSMS0)
=B l HOL - 51270 5TA () [51270]

""" {7 Barcode - 66995-30 (LUSMS0)
= - ILL Unit is Clased,

1. Meszages | 2. Tag Information | 3, Browser | ¢ HOL Records

EI- 1J5MS1 (Ma record available)
(30 ITEMS

To close the Overview Tree and switch back to the cataloging record, select again the
Overview Tree option from the Cataloging menu or click the Overview Tree icon
from the Cataloging bar.
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13.1 Full Screen

The Full Screen option enables you to display as much as possible on the screen of the

Overview Tree.

To view the current tree in Full Screen mode, select the Full Screen option from the

Cataloging menu or click the Full Screen icon

from the Cataloging bar. When

this option is selected, the lower pane is not shown and the Overview Tree takes up
the upper and lower pane:

_FjALEPH Cataloging - Yersion 20.01 Library: USMOL - USMARC Bibliographic (USMD1) Server: il-alephD7:6124 (20.01)

=10l x|
ALEPH Wiew Catsloging Items Edit Actions Edit Text Record Manager Remote *Services Help lz‘
= | | BK System No_ 50227 Ubuntu linux for dummies f (Sery, Paul) Year: 2007 |E} Tn =e ) = RRE
7 [[earcode =] B |@ =
EREIERES ER=] vt
. %y OBIECTS (N i
El [R] Edit Records E-- LsMen o racord available)
- -USM01-50227 (NEW2E5 MRC) 5 [ HOL - WID GEN 5TA () [50561]
- [1] Import Records -(J) Barcade - B48759 {LI5MS0)
- [T] Triggers Barcode - B48760 {LUSMS0)
Barcode - S0227-30 [USMS0)
- Barcade - S1227-40 {LISMS0)
=B usMs0 - 50227
() ITEMS
B0 SERIAL SUBSCR.
(- 3] ORDERS
B & LOANS
B UsMO1 - 50227
& OBIECTS (Mo record available)
5]
[ [E] USMS1 (Mo record available)
2l L |
[ [EFE HAdGE T & ala % 4

If the option is selected once again, the navigation pane is not shown and the
Overview Tree takes up the whole screen:
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ﬁnLEPH Cataloging - Yersion 20.01 Library: USMO1 - USMARC Bibliographic (USM01) Server: il-aleph07:6124 (20.01) - |E||5|
ALEPH Wiew Cataloging Items Edit Actions Edit Text Record Manager Remote *Services Help lz‘
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[-&] ORDERS
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To turn off the Full Screen mode and switch to the standard view, select again the Full
Screen option from the Cataloging menu or click the Full Screen icon from the
Cataloging bar.

13.2 Split Mode

The Split Editor Mode option enables you to split the Catalog Editor into two sections
for viewing and/or editing two cataloging records simultaneously. It also enables you
to view the Overview Tree of two records at a time.

To switch to Split Editor Mode, select the Split Editor Mode option from the

Cataloging menu or click the Split Editor Mode icon from the Cataloging bar:
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While the two trees are displayed, you can move item and/or acquisition orders and/or
serial subscription records from one administrative record to the other. You do this by
drag-and-drop or by cutting and pasting (pressing Ctrl+X, then Ctrl+V) from one tree
to the other. You can also move an administrative record from one bibliographic
record to another administrative record of a different bibliographic record. The
function moves all items, subscriptions and orders. It also moves all holdings records
which are connected to the items and subscriptions.

You can also move the following:
e A holdings record to another bibliographic record including attached items

e Items from one holdings record to another.

To turn off the Split Editor Mode and switch to the previous view, select again the
Split Editor Mode option from the Cataloging menu or click the Split Editor Mode
icon from the Cataloging bar.

14 Record Manager

The Record Manager (lower section of the left pane) displays information regarding
the record currently being edited in the Catalog Editor (upper pane of the Cataloging
tab). The information is displayed in tree structure after opening a record from the
server or after saving a new record. Note that the pane is left empty when editing
records that have not been sent to server.
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The purposes of the Record Manager are the following:

e The Record Manager shows the records in the system that are related
to the record currently being edited. For example, it displays the
administrative record, the items and the holdings records attached to
the selected bibliographic record. Note that the display in the Record
Manager is limited to 800 lines.

e The Record Manager provides access to the records associated to the
record currently being edited. This is done by selecting the desired
node and choosing the Load/Create Record option from the Record
Manager menu or by selecting the same option when right-clicking on
the desired node.

o To edit the administrative cataloging record, highlight
the administrative node and click Load/Create Record.

o To edit a holdings cataloging record, highlight the
desired record (leaf) under the holdings node and click
Load/Create Record.

e The Record Manager enables the creation of administrative and
holdings records.

If no administrative record is linked to the bibliographic record, the
message "No record available” is displayed. As explained above, when
the Load/Create Record option is selected while highlighting the node
of the administrative library, the administrative record linked to the
current bibliographic record is retrieved and displayed for editing. If no
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administrative record is available, this option automatically creates the
record and displays it for editing.

For holdings records, when the Load/Create Record option is selected
while highlighting the node of the holdings library, a new holdings leaf
is displayed under the node. In other words, a new record is created
and displayed in the Catalog Editor for editing.

e The Record Manager provides access to the Items function (Items tab)
of the Cataloging module. The Items node is displayed under the
administrative library node (for example, USM50). Double-clicking
the Items node enables you to view and/or add information about
copies to the current record. You will be transferred automatically to
the Items function (Items tab) of the Cataloging module. The Items
node also lists the items available for the current record. Double-
clicking an item transfers you to the Items tab and it enables you to
view the specific copy information of the selected item.

Note that if no administrative record is linked to the current record,
when double-clicking the Items node, an administrative record is
automatically created.

In a multi ADM environment the ADM and HOL libraries displayed in
the tree are filtered according to the ADM library assigned to the
connected staff user. For example, if the connected staff user is
assigned to XXX50 ADM library, the ADM library displayed in the
tree will be XXX50. If the connected staff user is a super staff user and
is assigned ADMIN in the User Library field (details available from
your project manager or support desk), then all the ADM libraries
which are related to the BIB library will be displayed.

15 Cataloging Services
Each service is identified in the Batch Log and Batch Queue by its procedure name.

15.1 Retrieve Catalog Records

15.1.1 Retrieve Catalog Records (ret-01)

This service enables you to retrieve particular records. The document numbers can be
saved in a file and afterwards printed out. To see the entire record, use one of the
"Print" services.
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15.1.2 Retrieve Records Using CCL (ret-03)
This service retrieves records using CCL - Common Command Language.

15.1.3 Retrieve Records by Direct Index (ret-06)

This service retrieves records based on an input file of direct index values. For
example, the input file may be a list of ISBN or ISSN numbers. The output file will
include the record numbers of the matching bibliographic records.

15.1.4 Retrieve Catalog Records by Date (ret-04)

This service enables you to retrieve records that were created or updated on a specific
date. It retrieves records based on the Z13 or short doc record.

The document numbers are saved in two different files, one including only new
records created on the specific date (called <name>.open) and the other including
only records that were updated on the specific date (called <name>.update). These
two files are used as input files in the various print batch services. The output files can
be found in the $alephe/scratch directory. If no name has been specified, then the
selected date from the “date” field is used as a prefix for the files (yyyymmdd).

15.1.5 Cross Files (ret-10)

This service crosses two input files using Boolean operators. The input files must be
files that resulted from one of the retrieve services. The service produces a new output
file that includes the results of the Boolean operation.

15.1.6 Print Catalog Records - Custom Format (print-01)

This service enables you to save in a file or print out the entire record for a group of
documents that have been found using the "Retrieve Catalog Records" service (ret-01)
(and perhaps also sorted using the "Sort Catalog Records™ service (ret-21)), or saved
in the Search GUI or Web OPAC using the "Save on Server" function.

15.1.7 Print Catalog Records - Columnar Format (print-08)

This service enables you to see columns of information for records that have been
found using the "Retrieve Catalog Records" service (ret-01) (and perhaps also sorted
using the "Sort Catalog Records" service (ret-21)). The information can be saved in a
file or printed out.

15.1.8 Print Catalog (print-04)

This service enables you to print catalog records, one after the other, on regular-sized
sheets of paper that can then be bound together and used for reference.
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15.1.9 Print Catalog Records with "*Non-preferred' Headings (print-05)

This service retrieves and prints catalog records that are potentially incorrect, based
on the fact that they include a heading field that is a cross-reference to another
heading in the headings list. For example, this service might produce bibliographic
records that have "Clemens" as the author, in spite of the fact that in the author
headings list "Clemens" has a "see" reference to "Twain".

15.1.10Print Bibliography (print-09)

This service enables you to print catalog records organized in the manner of a
bibliography. Note that the output consists of raw XML only - that is, it requires
formatting by an external program. Examples of uses for this service are:

o A catalog of new acquisitions, over a time period, sequenced by class
mark

o A catalog of AV materials in the library
e A national bibliography

e Anindex to journal articles

The companion service, "Print Index" (p-print-10) prepares indices to the
bibliography. The records in the bibliography and indices are sequenced according to
a headings (ACC/z01) list. The system actually checks each heading in the list,
choosing the catalog records that are contained in the input file for inclusion in the
bibliography. If no records are chosen for a heading, the heading itself is also not
printed. The system can also print all "see" headings that are related to printed
headings.

The resulting print file is intended for regular-sized sheets of paper that can be bound
together in book format.

This service adds sequential numbering to the records chosen, in order to enable
printing indices, using p_print_10. This sequential number is made up of two parts:
subfield "a" contains the volume number (that is, this particular run and section), and
subfield "n" contains the running number within the volume. The entries in the indices
(such as author, title, subject, and so on) use this running number to refer to the entry
in the bibliographic list. In this manner, the indices can be minimal, printing the
heading followed by the sequence number. The sequential number will be added to
the relevant bibliographic records in the tag set in this service.

15.1.11 Print Index for Bibliography (print-10)

This is a companion service to "Print Bibliography" (p-print-09). It generates indices
for the bibliography. Examples of use for this utility are: indexing by authors;
indexing by titles; indexing by subjects, where the basic bibliography is in some other
sequence (such as classification).

The heading is printed, followed by the sequential number of the related bibliographic
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records. This sequential number has been added to both the record and the output file
when the "Print Bibliography" service (print-09) was run.

For example, the Author Index would appear like this:

Amado, Jorge 664
Amaral, Ricardo 318 319 320 343

In this manner, the indices are minimal.

The output in raw XML can be formatted by an external program.

15.1.12 Download Machine-Readable Records (print-03)

This service enables you to save in a file or print out bibliographic information for
records that have been found using, for example:

e The Find function from the Web OPAC

« One of the Retrieve services, such as "Retrieve Catalog Records" (ret-
01)

(and perhaps also sorted using the "Sort Records™ (ret-21) service). You can choose to
display all the fields of a record or selected fields by entering ‘ALL’ (in ALEPH
Sequential format only).

15.1.13Upload Remote Records via Z39.50 (print-30)

This service enables you to upload BIB and Holding information from Aleph to
external database, such as KERIS (Union Catalog for Korean academic libraries),
using Z39.50 gate.

When this procedure is run, new and/or updated BIB documents and their related
holding information are sent to the remote database using Z39.50 gate.

For more information, refer to the Upload BIB and Holding information from Aleph
to KERIS section in the Aleph 20.01 System Librarian Guide-Cataloging.

15.1.14 URL Check (print-11)

This service checks subfield $u of the following fields in order to determine the
validity of an external URI/URL link.

The fields are:

e 505 (Formatted Contents Note)

e 506 (Restrictions on Access Note)
e 514 (Data Quality Note)

e 520 (Summary, Etc.)
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e 530 (Additional Physical Form Available Note)

e 540 (Terms Governing Use and Reproduction Note)
o 545 (Biographical or Historical Note)

o 552 (Entity and Attribute Information Note)

e 555 (Cumulative Index/Finding Aids Note)

e 563 (Binding Information)

e 583 (Action Note)

e 856 (Electronic Location and Access)

15.1.15 Sort Catalog Records (ret-21)

This service takes an input file of document numbers and sorts them. You can define
the text by which the file will be sorted.

15.1.16 Export Holdings Records (export-02)

The Export Holdings Records (export-02) service can be used to export holdings
records. The service retrieves and builds a file of records for export based on librarian
input in field XPR in the holdings record. Note that this service is only available after
connection to a holdings library (for example, USM60).

15.2 Load Catalog Records

15.2.1 Convert MARC Records (file-01) - Step 1

This function is step 1 of a process to convert records from MARC format to the
ALEPH sequential format. Step 1 breaks down the input file into individual records
that will be converted by step 2.

15.2.2 Convert MARC Records (file-02) - Step 2

This function is step 2 of a process to convert records from MARC format to the
ALEPH sequential format.

15.2.3 Convert ALEPH Sequential to MARC Communication Format
(file-12)

This function enables you to convert ALEPH sequential to MARC communication

format.
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15.2.4 Modify Cataloging Records File (file-08)

This service allows the user to modify a file of records in ALEPH sequential format
according to a user-specified processing script. The service takes as input a file of
MARC records that have been converted to ALEPH sequential format (for example,
by using the Convert MARC Records - Step 1 and Step 2 services). It produces two
output files. One file consists of "output” records meant for further processing or
loading into the system. The other file will contain records that have been rejected
based on criteria specified in the processing script.

This service can be step 3 of a process to convert records from MARC format to the
ALEPH sequential format. The previous steps would be "Convert MARC Records -
Step 1" (p_file_01) and "Convert MARC Records - Step 2" (p_file_02). The output
can be loaded into an ALEPH database using p_manage_18.

15.2.5 Convert SWETS Records (file-05)

SWETS records list the table of contents of journals. This function converts records
from the SWETS format to the ALEPH sequential format.

15.2.6 Fix and Check Catalog Records (manage-25)
This function can be used to fix and check catalog records.

15.2.7 Fix Catalog Records (manage-37)
This function can be used to fix catalog records.

15.2.8 Character Conversion (manage-22)

This service converts characters from one mapping to another. The conversion table
must be located in the salephe/unicode directory. This service is usually used for
converting data files for import/export.

15.2.9 Load Catalog Records (manage-18)

This service loads catalog records into the system. These records may be MARC or
MAB2 records which have been converted into ALEPH Sequential Format, or records
which you have retrieved using the "Retrieve Catalog Records" function or other
available retrieve functions of ALEPH.

15.2.10 Load Catalog Records - Parallel Load (manage-180)

This service loads catalog records into the system. These records may be MARC or
MAB2 records which have been converted into ALEPH Sequential Format, or records
which you have retrieved using the "Retrieve Catalog Records" function or other
available retrieve functions of ALEPH. This service is similar to the Load Catalog
Records (manage-18) service. The difference is that this service has two additional
parameters: Delete Interim Cycle Files and Processes to Create.

Staff User’s Guide — Cataloging 119
November 30, 2015



The Delete Interim Cycle Files parameter controls the deletion of the cycle files. This
service has two stages:

e Reading the input file and splitting it into cycles with pre-assigned
document numbers.

o Loading the cycle files in parallel mode.

15.2.11 Check Input File Against Database (manage-36)

This service splits an input file of documents into three output files according to user
defined matching criteria.

This function produces the following output files:

« First file contains new records (no matching records were found in the
database)

o Second file contains matched records (based on a unique identifier).

o Third file contains matched records, which cannot be associated with
one single record in the database (multi-match)

Specifications for the match performed by these functions are defined in the library's
tab/tab match table.

15.2.12Generic Vendor Records Loader (file-96)

This service loads MARC records, creates associated holdings, item, order, and
budget transaction records, and encumbers the appropriate fund.

15.2.13Advanced Generic Vendor Records Loader (file-90)

This service loads MARC records, creates associated holdings, item, order, and
budget transaction records and encumbers the appropriate fund.

This is done using the vendor input file with the ability to merge duplicate
bibliographical and holding records and identify records which match multiple
existing records.

15.2.14 Load MARCIVE Records (file-99)

The MARCIVE document loader is a service designed to be run by libraries on a
periodic basis as they receive MARCIVE data files. These files are normally received
on a weekly basis and then updated on a monthly basis. There are two types of
MARCIVE government document record files:

o Weekly shipping lists - brief cataloging of the documents which the
library receives from the GPO.
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e« Monthly full cataloging - full government document MARC
cataloging, which may or may not correspond to the shipping list
records.

15.2.15 Load BNA Records (file-98)

This is a process to convert and load BNA records. BNA records are MARC records
for both U.S./Canadian and U.K./European editions of English language titles
provided by Blackwell's technical services. There are three types of BNA records:

1. Packing List Records: MARC-formatted records, containing a brief
bibliographic description.

2. MARC Records: Cataloging records derived from LC MARC, CAN
MARC, or UK MARC records are provided for both U.S./Canadian
and U.K./European English language titles.

3. MARC-PLUS Records: Cataloging records as described above with
the addition of 9xx fields containing Approval profile data, book
invoice data, and fund data, are provided for both U.S./Canadian and
U.K./European English language titles.

15.2.16 Pre-process Input File of Records Before Load (manage-39)

The purpose of this process is to filter an input file of records before loading them to
the database (using, for example, the Load Catalog Records - manage-18 - service),
when the input file includes records that are identified as "unwanted" in LDR/22, or
includes records that are duplicated within the file.

This service splits the input file of documents into three output files:

1. The first file (Output File) contains records which can be submitted to
the batch load process.

2. The second file (Duplicate Records File) contains the second and
higher iterations of duplicate records. This file should be submitted to
the batch load process after the first file, so that they can find a match,
and go through match/merge procedures.

3. The third file (Discarded Records File) contains records that should not
be loaded.

15.2.17 Create Holdings and Item Records Using Bibliographic Data
(manage-50)

This service can be used to create ALEPH holdings and item (Z30) records. The

information used to generate the holdings and item records is taken from fields

embedded in bibliographic records that have already been loaded into an ALEPH BIB

library (for example, using p-manage-18).
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15.2.18 Merge Records (manage-38)

This service is used to merge catalog records according to merge programs defined in
the tab_merge table. It produces a report of the merged records. This service should
be run before loading catalog records into the database. The input file can contain one
of the output files produced by p-manage-36 (Match Records).

15.2.19 Load OCL.C Records (file-93)

This service loads OCLC records in batch mode into the system without making use
of the OCLC Server. This service can load both bibliographic and authority records.
The service creates an output file that can be found later in the library's PRINT
directory. The file has the same name as the input file.

The output file contains the following information:

Administrative library, OWN Field, Open Date, Log No., Action (Success, Failed or
Information), Message information.

This information is also saved in the Loader Logger (Z73 Oracle table).

15.2.20 Produce Report for Loader Logger (file-94)
This service produces a report of records loaded into ALEPH using the OCLC and
MARCIVE loaders.

The information generated in the report comes from the Loader Logger (Z73 Oracle
table.)

15.3 Build Indexes to the Catalog

15.3.1 Rebuild Word Index (manage-01) Target

This service rebuilds the Word Index of the database. It locks the ALEPH system and
should only be run when the library is closed.

15.3.2 Update Direct Index (manage-05)

This service updates the Direct Index of the database. It locks the ALEPH system and
should only be run when the library is closed.

15.3.3 Update Headings Index (manage-02)

This service updates the Headings Index of the database. This procedure locks the
library and should only be run when the library is closed.

Note that whenever you run this service with the Duplicate Mode set to No, you must
run the Alphabetize Long Headings (manage-17) service in order to have correct
alphabetization of long headings.

Staff User’s Guide — Cataloging 122
November 30, 2015



15.3.4 Update Sort Index (manage-27)

This service updates the Sort Index of the database. This procedure locks the library
and should only be run when the library is closed.

15.3.5 Alphabetize Headings - Setup (manage-16)

This setup service alphabetizes the headings according to the rules for alphabetization
that are kept in the tab00.1ng table and the tab fi1ing table.

These rules create a "filing text" by which the heading is alphabetized. The headings
are then alphabetized according to the first 69 characters of the filing text of each
entry.

The Alphabetize Long Headings (manage-17) service alphabetizes those headings
whose filing texts are longer than 69 characters.

After you run this service, always run the Alphabetize Long Headings (manage-17)
service. This service locks the library and should only be run when the library is
closed.

15.3.6 Alphabetize Long Headings (manage-17)

This service alphabetizes those headings whose filing texts are longer than 69
characters. This service locks the library and should only be run when the library is
closed.

15.3.7 Update Short Bibliographic Records (manage-07)

This service updates the Short Bibliographic Records or/and Z0OR records of the
database. This service locks the ALEPH system and should only be run when the
library is closed.

15.3.8 Update Indexes for Selected Records (manage-40)

This service writes the requested document numbers in the Z07 Oracle table, after
which the records are re-indexed through the library's usual updating process (ue_01).

15.3.9 Build Counters for Logical Bases (manage-32)

This service builds the counters for logical bases. It should be run after building a
Headings index (manage-02), if your database setup is configured for using this
counter.

15.3.10 Update Brief Records (manage-35)

This service updates and creates brief records. It locks the ALEPH system and should
only be run when the library is closed.
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15.3.11 Create Links Between Records (manage-12)

This function creates links between records of the database. It locks the library and
should only be run when the library is closed.

15.4 Catalog Maintenance Reports

15.4.1 Delete Unlinked Headings (manage-15)

If you have connected to a bibliographic library, this service deletes headings that are
not linked to bibliographic records. If you have connected to an authority library, this
service deletes headings that are not linked to authority records.

15.4.2 List Unauthorized Headings (auth-03)

This service generates a report listing the headings in the bibliographic library that are
not linked to headings in the authority library.

15.4.3 Detect Similar Headings (manage-26)

This service detects similar headings whose filing texts are identical. It detects
headings that are probably the same except for  punctuation.

This service can run on all the indexes (Check All Headings option) or on a specified
code (Check Headings by Code + Choosing a Code).

15.4.4 List Headings Having Multiple Document Records (auth-04)

This service creates a report that lists the bibliographic and/or authority headings
present in more than one record.

Note that since ALEPH requires that only one authority record be linked to a heading,
this report can be especially useful in the authority database.

15.5 Catalog Maintenance Procedures

15.5.1 Fix and Check Catalog Records (manage-25)
This function can be used to fix and check catalog records.
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15.5.2 Delete Unlinked Headings (manage-15)

If you have connected to a bibliographic library, this service deletes headings that are
not linked to bibliographic records. If you have connected to an authority library, this
function deletes headings that are not linked to authority records.

15.5.3 Alphabetize Long Headings (manage-17)

This service alphabetizes those headings whose filing texts are longer than 69
characters. This service locks the library and should only be run when the library is
closed.

15.5.4 Global Changes (manage-21)

This service enables you to make a change in all catalog records that meet your
selection criteria. Alternatively, you may choose NOT to change the records at this
time, but only to produce a report of records that are eligible to be changed according
to the criteria you enter in this form.

15.5.5 Delete "CAT" Fields (manage-13)

This service updates records by deleting the "CAT" fields that are no longer needed.
The "CAT" field contains information about the date and time of the record creation
or update ($$c, $$h) and cataloger username ($$a).

15.5.6 Create/Update Z106 Table for "CAT" Field (manage-19)

This service creates or updates the Z106 Oracle database table that contains
information about the "CAT" field of a record. You can then use SQL commands to
retrieve records that were created or updated by a particular cataloger.

15.5.7 Delete Bibliographic Records Including Related ADM/HOL
Records (manage-33)

This service deletes bibliographic records found using one of the retrieve functions
(for example, using the "Retrieve Catalog Records"” batch process). This service also
delete all records (for example, items, orders, loans, holds, and so on) linked to these
bibliographic records.

15.5.8 Copy Tags to Linked Records (manage-55)

This service can be used to copy tags from one library type to another (the tags are
copied from the selected records to the associated records in the target library). This
service can be used, for example, to transfer holdings information from the
bibliographic record to the linked holdings record.
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15.5.9 Load PALAS Shelfmark (manage-45)

This batch service inserts a shelfmark into the $$ 852 j field of a holdings record. The
shelfmarks are generated in a file by the PALAS system. The job accepts as a
parameter a file name located in $data_scratch. Each line in the file contains the
holdings record number, a comma, and the shelfmark.

Example: 000001234,YA.1998.b.4722

15.5.10 Update Cataloging Records (file-95)

This service updates existing Cataloging records in the database with input records in
MARC format.

The incoming record must include the record's system number in the 001 field and a
field from the record in the database that is to be matched.

The program supports the following functions:

« MAT (MATCH) - matches the line in the input file with a line in the
record. The match is on the tag and indicators as well as on the
contents. The matched field is deleted after matching if the database is
updated.

« ADD (ADD) - adds the new field if the line is matched.

15.6 Union Catalog / Union View

Note

All changes in Z120 are automatically transferred to Z127 by one of the Z127
triggers.

15.6.1 Create Equivalencies Table (union-01)
This service builds empty equivalencies records (Z120) for each bibliographic record.

The equivalencies table (Z120) stores record equivalencies - that is, it stores a list of
system numbers of records that the equivalency algorithm determines to be
equivalent. The data in this Oracle table is used to create de-duplicated search results
and merged display.

15.6.2 Populate Equivalencies Table (union-02)
This service populates empty equivalencies records (Z120).
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Empty equivalencies records are built for each bibliographic record by the Create
Equivalencies Table (union-01) service after initial conversion and data load.

15.6.3 Rebuild Record Equivalencies (union-04)

This service rebuilds record equivalencies for records that have equivalencies records
(Z120) flagged N for update.

The equivalencies table is populated by the Populate Equivalencies Table (union-02)
service. This service sets the Update flag to C (checked). When records are changed,
deleted or added, the old equivalencies cannot be kept and the equivalencies table for
these records must be updated. For this reason, new/updated records are flagged N for
update. This service updates the equivalencies table for these records.

15.6.4 Convert Records (union-03)

The Convert Records (union-03) service converts files of incoming records for further
load to the Union Catalog. There are three stages to record conversion:

o Conversion from the incoming format into ALEPH sequential
« Field-by-field data conversion or enrichment

e Record validation

15.6.5 Load Records to Union Catalog (union-13)

The Load Records to Union Catalog (union-13) service takes records that have
already been converted, fixed and validated, and loads them into the ALEPH Union
Catalog database. The records for load are taken from the converted directory of the
contributing library or organization (input stream). The load process itself does the
following; loads new records, overlays or deletes existing records, indexes new and
updated records, and builds empty equivalencies records (Z120) or flags existing
equivalencies tables for update.

15.6.6 Purge Identical Records (union-07)

This service finds duplicate SID fields and selects the most recent using the 005 field.
Earlier versions of the same record are purged (removed completely from the
database). If 005 fields are equal, the record with the newest system number is
selected.

We recommend that you run this service following the first load of records into the
union catalog after your site has gone into production.
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15.7 Manage Database Tables

The services in this section are explained in detail in the Services chapter of the
Circulation Staff User Guide.

15.8 Digital Asset Module

ALEPH offers various batch services to import and export digital objects and
metadata. While descriptive metadata (bibliographic) is stored as part of the
bibliographic record (Z00), the technical metadata is stored in its own Oracle table
(2403).

Both import and export are based on XML files that contain specific sections for
descriptive metadata and technical metadata. To upload objects into the system,
usually, you need to run two services (adam-01 and adam-02). Both are part of the
services menu:

*Saryvices  Help IE
History .%3 ?ZE E

Retrieve Catalog Records
Load Catalog Records
Build Indexes to the Catalog
Zatalog Maintenance Reports
Zatalog Maintenance Procedures
Inion Catalog)Union Wiew

N5 SN

Ikems
Manage Database Tables

Create Digikal Objects Upload File (adam-01
Import Records and Digital Objects (adam-0z)
Zhange Object Location (adam-03)

Expart Records (adam-04)

Create Thumbnail or Full Text {adam-05)
Technical Report {adam-06)

Idsage Report {adam-07)

DigiToaol Metadata and Objects Upload (adam-08)
pdate Full Text Index (manage-21)

Digital Assets Module
Publishing

General

Skaff

v v wWERA YT W ¥ W W W W W

15.8.1 Create Digital Objects Upload File (adam-01)

This service is used to create an XML file that is required to upload files into the
system that do not have descriptive metadata (bibliographic records) or technical
metadata (Z403).

The XML file created by this service contains descriptive and technical metadata
generated by using a template (z403_template.xml) that has to be manipulated by the
user. The XML file created by this service can be taken to load objects and metadata
into the system using the adam-02 service.

A sample XML template to be edited by the user can be found in the tab directory of
USMOL.

The XML file contains different sections for descriptive (<record>) and technical
metadata (<z403>).
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The following is an example of the XML file:

<file>
<record>
<leader>"""""nam """ M 4500</ leader>
<controlfield tag="FMT">VM</controlfield>
<controlfield tag="008">""""A"A"pAAA22000"" " und"d
</controlfield>
<datafield tag="100" indl="0" ind2=" ">
<subfield code="a">Michelangelo Buonarroti</subfield>
<subfield code="d">1475-1564</subfield>
</datafield>
<datafield tag="650" indl=" " ind2="0">
<subfield code="a">Painting, Italian</subfield>
</datafield>
</record>

<7403>
<7Z403>
<7Z403-OBJECT-STORAGE>
<Z403—MEDIA—TYPE>IMAGE_JPG</Z403—MEDIA—TYPE>
</7403-0OBJECT-STORAGE>
<Z403-USAGE-TYPE>VIEW</Z403-USAGE-TYPE>
<Z403-NOTE></Z403-NOTE>
<Z403-COPYRIGHT>
<Z403-COPYRIGHT-FLAG>Y</Z403-COPYRIGHT-FLAG>
<Z403-COPYRIGHT-NO-COPIES>000</Z403-COPYRIGHT-NO-COPIES>
<Z403-COPYRIGHT-TYPE></Z403-COPYRIGHT-TYPE>
<Z403-COPYRIGHT-OWNER>PUBLIC</Z403-COPYRIGHT-OWNER>
<Z403-COPYRIGHT-CHECK></Z403-COPYRIGHT-CHECK>
</Z403-COPYRIGHT>
</7403>
</file>

When adam-01 is run, another XML file is generated that contains the descriptive and
technical metadata and a relative path to the digital objects.

This XML file has the same name as the directory it is in, plus the xm1 file extension.
For example, if the directory that contains the objects and the template is named
createxml, the XML file resulting after adam-O1 has been run will be

createxml.xml.
This XML file can be used for the actual upload with the service adam-02.

Note that the XML file will contain the digital object’s filename as title if no explicit
title is specified in the <record> section of the template.

The No. of Created Bibliographic Records parameter determines the number of
bibliographic records that will be created.

The "One record per object" option creates a metadata record (in other words a
bibliographic record) for each digital object.

The "Single record for all objects" option creates a single metadata record for all
digital objects processed by the service.

Staff User’s Guide — Cataloging 129
November 30, 2015



15.8.2 Import Records and Digital Objects (adam-02)

This service takes the XML file generated with adam-01 or any other XML file with
appropriate format and content and uploads it into the system. This service creates
records in Z00 (bibliographic) and Z403 (technical metadata) according to the
definitions in the XML file.

Note that the XML file to be loaded is required to have the same name of the
directory plus the xm1 file extension, otherwise it will not be loaded. If the XML file
was created using adam-01, it will already have this format.

Note in addition that if the Z403-TITLE field is not filled, the system takes the
content of Z13-TITLE instead. The Z13 record is automatically created during the
load of the descriptive metadata (Z00) according to standard configuration (tab22).

You can upload digital objects to existing bibliographic records without changing the
descriptive metadata (bibliographic). To do this, edit the XML file generated with
adam-01 or delivered in an appropriate format and leave all field tags in the <record>
section empty and add the following line to the <record> section in the template.

<controlfield tag “SYS”>NNNNNNNN</controlfield>

NNNNNNNNN is a variable for the record’s system number. For example,

<controlfield tag “SYS”>000050018</controlfield> Will upload objects to the
bibliographic record #000050018.

Note that if the system number does not exist in the catalog, no objects will be
uploaded.

15.8.3 Export Records (adam-04)

This batch service exports Z00 (descriptive) and Z403 (technical metadata) Oracle
records in the defined XML format that is similar to the XML format that is used for
import. In addition it allows you to export not only the metadata but also the object
itself.

You can limit this service to a range of records contained in an input file created by
the ret-01 service.

Note that the output directory is always located as a subdirectory under the library’s
export directory.

15.8.4 Change Object Location (adam-03)

Digital objects are stored in a defined storage directory on the server. If you want to
move objects from one directory to another directory, for example, when adding
another disc to the server, you can use this batch server to physically transfer the
objects to a new destination directory. Simply enter the source directory that contains
the objects that should be transferred, the destination directory that is designed to be
the new storage directory for the objects and the library on which you wish to run the
service.
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15.8.5 Create Thumbnail or Full Text (adam-05)

Thumbnails for image objects and full text for text objects can either be created by
using the functions in the objects lists or by using this service. Use this service to
create thumbnail and full text when working with a large amount of new records
instead of updating the objects one by one.

To run this service you can define a range of records or use an input file that may be
created by ret-01.

15.8.6 Technical report (adam-06)

This batch service is used to create a statistical report. It counts all Z403 records and
prints a summary. This summary includes the following information.

e Number of objects, total

e Number of objects per usage type
e Number of objects per ADM

e Storage, total

e Storage per directory

e Storage per extension

15.8.7 Usage Report (adam-07)

This service is designed for monitoring of user accesses. It generates a detailed
breakdown of accesses sorted by various criteria. You can limit this report to a range
of dates.

15.8.8 DigiTool Metadata and Objects Upload (adam-08)

This service is used for converting and loading metadata and objects which have been
provided from DigiTool and harvested in ALEPH by using ALEPH daemon ue_13
(OAI harvester). This service is limited to load objects which have Usage Type VIEW
and their corresponding metadata is provided in MARC21 or Dublin Core XML
format.

Thumbnails and Full text Index Files can be generated by this service.

15.8.9 Retrieve ADAM Records (adam-10)

This service enables you to retrieve ADAM records based on the contents of specific
ADAM record fields. You can also retrieve ADAM records that have no linked digital
objects and also digital objects that have duplicate ADAM records.

The service produces an output file that contains ADAM record (Z403) keys. This file
can be used as an input file for the Delete ADAM Records (p_adam_11) service and
as an additional filter for a new run of the Retrieve ADAM Records (Z403) (adam-10)
service.

15.8.10Delete ADAM Records and Related Objects (adam-11)

This service enables you to delete ADAM records and their corresponding digital
objects that are stored in the local file system.
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If the input file contains ADAM record keys for which the Usage Type is VIEW, the
corresponding thumbnails and index files are also deleted.

15.8.11Update Full Text Index (manage-91)

This service updates the Full Text Index of the database. This procedure locks the
ALEPH system and should only be run when the library is closed.

There are two options for running the service:

e Rebuild entire Full Text index rebuilds the entire Full Text index, dropping
and rebuilding the tables.

e Update Full Text index updates the Full Text index without dropping the
tables.

15.9 Publishing

15.9.1 Initial Publishing Process (publish-04)

This service is used in order to perform initial extract of ALEPH catalog records for
publishing purposes. The extracted records are stored in the ZOOP Oracle table.

15.9.2 Delete ALEPH Published Records (publish-05)

This service is used in order to delete ALEPH published records that were extracted
from the ALEPH catalog for publishing purposes. The extracted records are stored in
the ZOOP Oracle table. This service can be used in order to delete ZOOP records.

15.9.3 Create Tar File for ALEPH Published Records (publish-06)

This service can be used in order to create a tar file of ALEPH extracted records. This
file can be later transferred to a different publishing platform.

15.10 General

15.10.1Print Trigger Report (com-01)
This service produces a printout of triggers.

15.10.2Count of New and Updated Catalog Records - by Cataloger (com-
02)

This service produces a report that contains the number of new and updated catalog
records by cataloger.
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15.10.3Report of New and Updated Catalog Records - by Cataloger (com-

03)
This service produces a report that contains the number of new and updated records
based on CAT Fields.

15.10.4Restart Server (sys-01)

This service stops a server and restarts it. The server that is stopped is selected by the
user and can be the pc_server, www_server or the oclc_server. When run, the service
will stop the existing server running on the default port and start a new one on the
same port. If a port is specified, only that port will be restarted.

15.10.5Rebuild Print Templates Package (sys-02)

This service rebuilds the ntm1.pck file after you edit a form or a letter in the
form_eng directory. In order that any changes to these files appear, you must run this
service.

15.10.6Update Tables Package (sys-03)

This service updates the packaged file of tables (pc_cat.pck) in the library's catalog
directory. When a user connects to a home library in the Cataloging module, the
system compares the tables on the client with the date of the pc cat.pck package on
the server. If the dates are different and the AlwaysIimportFiles flag in alephcom.ini
(under [Package]) is set to "N", then the user is prompted to update the tables on the
client. If the dates are different and the AlwaysimportFiles flag is set to "Y", then the
tables are imported automatically. Among other tables/files, the catalog directory
contains cataloging forms (for example, 008 bk.Ing for MARC 21), cataloging
templates (for example, 008 bk.Ing for MARC 21), help files (in the HTML
subdirectory), codes for the FMT field (formats.1ng), field contents for fixed text
fields (tag text.dat), lists of valid tags and aliases (codes. 1ng), and so on.

15.10.7Record Keys Conversion (manage-70)

This service converts record keys. It takes the input file that contains record keys of
one type (for example, BIB numbers) and, for each value it contains, lists the
corresponding key of another type (for example, Order number).

16 Managing Digital Objects with ADAM

You can use the ALEPH Digital Asset Module (ADAM) to attach digital objects, such
as images, audio, video, and full-text, to BIB records. Objects attached to
bibliographic records are listed in the tree structure of the Record Manager (lower
section of the left pane) as a subtree to either the BIB or the ADM record. Your
system librarian defines whether an object is listed as part of the BIB record or as part
of the ADM record.
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16.1 Creating New Objects

You can create Object records through the Record Manager of the Cataloging tab. If

no object is attached to a BIB record, a No Record available message is displayed
next to the object node:

i ALEPH Cataloging -

BLEPH View Cataloging Items Edit Actions  Edit Text
E || |BKEystemh
|j] ||Barcu:u:|e LII

B Oy & |

= [R] Edit Records

| USMO1-25745 (NEW357.MRC)
: L USMO1-50227 (WEW 285, MRC
- [1] Import Records

.. [T] Triggers

= J5MO1 - 50227
..... YA CEIECTS (Mo record available)
- E5 USMED
- [ USMS0 - 50227
- Eg UsMs1 (Ma recard available)

To create an object record, follow these steps:
1. Highlight the object node

2. Choose the Load/Create Record option from the Record Manager menu or by

selecting the same option when right-clicking on the object node, or double-
click the object node:
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[1]1 Object (jpg - Cover Page) 24737 pof
B] Bibli hic Info.
{T]] TI. |ugr.:F| t": o $aleph_dev/demo_objectsusmS0/index/1/Publ_desc_000  Publishers' description  INDEX IKB
- L1 nagertis 024737_ind_000024738.xml
1. Object Info 2. Location |3. Technical Data | 4. Copyright | E. Access Rights | &, Browser |
Title | Cover Page
Cat, Sublibrary Laig |Z| W Tz Vi | R
Location Carel
Storage Diractary [Fssteph_devdems _cbjects st view /L
File Name | Free_A5_IN_FREEDOM_0000Z4724.jpg EI

LRL [ EI
Extension ipg ~| Fie sie (Evtes) 72093
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There is no Aleph related limitation to the total disk space for digital objects.
However, there may be operating system limits. There is no Aleph limit to the
number of objects, but the size of one object is limited to 2 GB.

16.2 Objects List

The Objects List, shown above, displays the objects attached to a particular
bibliographic record and enables access to various object related functions.

The following are the buttons available on this screen:

New
Click New to add a new object. The Object Form in the lower pane will be activated.

Duplicate
Click Duplicate to copy the highlighted object record. The Object Form in the lower
pane will be activated and will display the details to be for you to edit.

Delete

To delete an object, highlight the desired object and click Delete. You will receive a
prompt asking you if you are sure you want to delete. Click Yes if you are sure you
want to delete.

Note

The Delete option does not only delete the object’s record but also the object itself if
it is stored in a directory of the file system.

Thumbnail

Click Thumbnail to create a thumbnail for image objects. A routine that
automatically creates thumbnails will be started and as soon as it has finished you will
see the thumbnail as an additional object that will be display in the Brief View of the
OPAC and so on.

Indexing

Click Indexing to create an index for textual objects. This starts a routine that
automatically converts doc and PDF to an indexable format, making the content of the
text object available for full text search.

Note that the ‘Character Set’ for object of INDEX type must be UTF-8. When object
of type INDEX contains non-UTF-8 characters, correct error message is shown.

16.3 Object Forms
All object tabs except the Object Info tab and the Browser Tab contain three buttons.

Update / Add
Click Update to save all changes you have made to the object record on the specific
tab.

The Add button appears instead of the Update button if you have selected the New
button of the Objects List to add a new digital object.

Save Defaults
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When you click Save Defaults, the information entered in any fields of the current tab
will be automatically used as default values when creating new item records (until
you save another setup as the default). If you would like to clear all saved default
values select Delete Item Defaults from the ALEPH menu.

Cancel
Click Cancel to discontinue the work in the lower pane and to return to the upper

pane.

16.3.1 Obiject Info Tab

1. Object Info I 2. Location I 3, Technical Data I 4, Copyright | 5. Access Rights | 6. Browser

Object Title Cover Page
File Name Free_aAS_IN_FREEDOM_000024724.jpg
Storage Directory $aleph_dev/demo_objects fusmS0;view, 1
Usage Type Yiew
Object Extension jog
Object Size 72099
Object Cat. Sublibrary Law Library
Character Set
Color
Compression Ratio
Resolution
Dimensions
Creation Hardware
Creation Software
Copyright Contact
Copyright Owner
Copyright Type LI

The Object Info Tab displays a summary of the object’s metadata and some basic
information on the bibliographic record to which the object is attached.

The Object Info tab is disabled when you create a new object until it is saved using
the Add button.

16.3.2 Location Tab

1. Object Infa 2, Location |3. Tachnical Data | 4, Copyright | t, Access Rights | 6. Browser |

Title Cover Page Lpdate

Cat. Sublibrary LAWY [M] ussge Type [Fiew -] ————— |
Location e |
Storage Directory I $aleph_dew,/demo_objects fusmS0friew 1 @Iﬂ
File: Marme | Free_&%5_IN_FREEDOM_000024724.jpg Izl
URL | |E|

Extenszion ipg * | File Size [(Bytes) I 72099

When you create a new object using the New or Duplicate buttons of the Objects List
the Location Tab is activated in the lower pane. This tab is used to enter/update an
object’s title, source and target information of the object’s file, the object’s owner and
a usage type.

Title
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The title information is optional. You can enter a title for the object that will be
displayed in the object node of the Record Manager or the OPAC. If this field is left
blank, the content of the BIB record’s title field (245##) is used automatically as the
object’s title.

Cat. Sublibrary

The Cat. Sublibrary field is optional. It contains the code of the sublibrary that owns
the digital object. This information is relevant for access and management of the
object. The directory that will be offered for the storage of the digital object is
dependant on this entry. A check routine ensures that a valid sublibrary is chosen.

Type or choose from the drop-down list. The following options are available.
e Blank - The object is not related to any specific ADM or sublibrary.

e ADM - If the field contains the library code of an ADM-library the
object is related to this library.

e Sublibrary - The object is related to a specific sublibrary if the field
contains a sublibrary code

Usage Type

The Usage Type is mandatory. It defines the context of the object’s usage. For all
textual and image objects that are designed to be displayed in the OPAC, select
Usage Type View.

Note that the Usage Types Index and Indexing Text are used for XML objects created
by the system’s full text indexing routine. If you have an XML object to be indexed
by the system, it must be formatted appropriately. Following is an example.
<?xml version="1.0" encoding="UTF-8" ?>
- <INDEX>

<txt>Sample of xml format internally generated for
indexing of text objects</txt>

<txt>This is the XML-format that is used by the system for

indexing</txt>

<txt>... </txt>

<txt>.</txt>

<txt>..</txt>

<txt>..</txt>

<txt>..</txt>

</INDEX>

Objects created by the Indexing or Thumbnail routine of the Objects List are assigned
automatically to the THUMBNAIL or INDEX usage types respectively.

Note that only thumbnails created with the Thumbnail button of the object list
contain a clickable link to the digital object from which the thumbnail was derived.

Storage Directory

The field storage directory is mandatory and contains information about the directory
that is used for storage of the digital objects. It names the path to which the digital
objects will be copied.

Note that the content of this field is dependant on the sublibrary chosen. All possible
storage directories belonging to the sublibrary chosen will be displayed in the list.

File Name
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This field is mandatory if you are uploading a file from a local or network drive. Enter
the name of the file of the digital object that you are attaching.

URL
The URL is mandatory if you are uploading a file that is accessible through a URL.
Enter the URL pointing to the file on its remote server.

Extension
The Extension is mandatory. It is generated automatically but you can change it by
selecting another entry from the drop-down list.

File Size (Bytes)
The File Size contains the object’s size in bytes and is filled automatically by the
system during the upload of the file to the server.

16.3.3 The Technical Data Tab

1. Object Info ] 2. Location 2, Technical Drata ] 4, Copyright ] 5. Access Rights ] E. Browser I

Character Set ’—Ll Resolution ’—Ll
Color ’W (EGEnEE Save Defaults
Cornpression Ratio im1 Craation Hardware ’W Cancel
Creation Date 102004 El Creation Software [magewiareBos?)

Maote 1

Mote 2

Mote 4

Mote &

BO (o Fm {o] [m

|
|
Mate 3 |
|
|

Character Set

The Character Set is recommended for textual objects that will be further used for
full-text indexing. In other cases it is optional. It contains the character set of the
document. This information will be used to start the appropriate routine for character
conversion for full-text indexes. This field is only used for text objects such as PDF
or Word. Note that the ‘Character Set’ for object of INDEX type must be UTF-8.
When object of type INDEX contains non-UTF-8 characters, correct error message is
shown.

Resolution
The Resolution is optional. You can enter a description the resolution of image
objects.

Color
The Color is optional. You can enter a description the color of image objects.

Dimensions
Dimensions is optional. You can enter information on the object’s dimensions for
image objects.

Compression Ratio
The Compression Ratio is optional. You can enter the compression ratio of the digital
object.

Creation Hardware
The Creation Hardware is optional. You can enter a description of the hardware that
was used to create a digital object.
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Creation Date
The Creation Date is optional. You can enter the date on which the digital object was
created.

Creation Software
The Creation Software is optional. You can enter the name of the software that was
used to create the digital object.

Note 1 -5
The Note field is optional. The Note fields allow creating notes on the object. You can
use this field also to enter additional local technical metadata.

16.3.4 The Copyright Tab

1, Object Info ] 2, Location ] 3. Technical Data 4, Copyright l E. Access Rights | &, Browser ]

Copyright Contact MATEUILD IEI
Copyright Cwner Public - Save Defaulls
Copyright Type Registered hd e
Copyright Motice Type Free For all -

Copyright Mate | E

[w Copyright Motice

Copyright Contact

The Copyright Contact is optional. You can enter a description of the copyright
contact of a digital object. Click the dialog button at the end of the line to open the
ALEPH vendors list in order to choose a vendor as copyright contact.

Copyright Owner
The Copyright Owner is optional. You can select a Copyright Owner from the drop-
down list or enter text.

Copyright Type
The Copyright Type is optional. You can select a copyright type from the drop-down
list.

Copyright Notice Type

The Copyright Notice Type is optional. It specifies, what type of copyright notice will
be displayed, if the Copyright Notice check box (see below) is active. You can only
select a copyright notice type from the drop-down list.

Copyright Note
The Copyright Note is optional. Use this field to add a note to the copyright
information.

Copyright Notice
Select the Copyright Notice option to define whether or not a copyright notice for an
object is displayed in the OPAC.
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16.3.5 The Access Rights Tab

1. Object Info ] 2. Location I 3. Technical Crata ] 4, Copyright 5. Access Rights ] B, Browzer ]
Expiry Date 00,00, 0000 B Patron Status
IP Addresz | Sublibrary E Sawve Defaults
Course Mumber OF Copies o Cancel
[ Show In OPAC Loan Duration 0
[ Guest Allowed

Expiry Date

The Expiry Date is optional. Use this field to define a date on which the use of the
object expires. Use the dd/mm/yyyy date format. Select a date from the pop-out
calendar or enter the date manually.

Patron Status

The Patron Status is optional. You can enter up to 10 user statuses (each status is two
digits) separated by a comma. Object access is checked in relation to the Patron Status
and Sublibrary (see below).

Note that the check for Patron Status is not yet available in this version, but you can
enter patron statuses that will be checked by future versions.

IP Address
The IP Address is optional. It is used to limit object access based on the patron’s IP
Address. The addresses can be truncated by using the asterisk (*).

You can enter more than one IP address, separated by a blank space (up to 200
characters in total).

You may use a hyphen (-) to set a range of permitted addresses. For example:
191.206.064.12-191.206.127.32. The range may include an asterisk (*) as a wildcard
which can be set in at the end of the range (for example 191.206.064.*-
191.206.127.*) or in the middle (for example 191.206.*.78-191.206.*.95).

Sublibrary
The Sublibrary is optional. Select a sublibrary from the drop-down list.

The object’s access rights are checked against the patron’s sublibrary assignment. If
the patron does not have a record for the selected sublibrary, he will not be able to
view the object.

Course

The Course is optional. Use this field to restrict the display of an object based on
course. If the course and the patron ID do not match, the patron will not be able to
view the object.

You can enter up to ten courses, separated by a blank.

Number of Copies
The Number of Copies is optional. This field defines a limit of concurrent views for
one object.

Loan Duration
The Loan Duration is currently not in use. It will be supported in future versions.

Show in OPAC
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Select this option if you want an object to be displayed in the OPAC subject to the
other access restrictions defined above. If you leave this option clear, the object will
not be shown in the OPAC under any circumstances.

Guest Allowed
Select this option if you want non-registered users to be able to view the object. If you
leave this option clear, the object will only be available for users who have signed in.

16.3.6 The Browser Tab

1, Object Info ' 2. Location ‘ 3. Technical Data l 4, Copyright l 5. Access Rights 6, Browser |

“Unquestionably one of the great seminal figures of the hacker culture.”

—Eric Raymond, open source evangelist and author of The Cathedral and the Bazaar

FREE AS IN
FREEDOM

RICHARD STALLMAN'S
CRUSADE FOR FREE SOFTWARE

This tab enables you to view the selected object in your default Web browser. In order
to view the object, click View. In some instances, the object is automatically
displayed without requiring you to click the View button. This option is determined
by the System Librarian according to the type and size of the objects.

16.4 Search for digital objects

The objects are all linked to a bibliographic record in your BIB library, which
contains the descriptive metadata. Hence, the same searches as in the BIB library are
available.

16.4.1 Full text search

Full text search allows you to search for all terms in documents which are registered
as objects and for which you have performed full text indexing. To search the full text
index, from the Object List, click Indexing (see 16.2 Objects List on page 136).

You can also use truncation but keep in mind that you must use the ,%’ character to
truncate when searching in full text.
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16.5 ADAM Scan Interface

The purpose of the ADAM scan interface is the implementation of an automated
workflow in order to enrich the libraries' catalogue with digital objects information
and appropriate metadata by using the ALEPH Digital Assets Module (ADAM). The
ALEPH Scan Interface enables the creation of scan jobs for items directly from the
ALEPH GUI Client.

Scan jobs which have been created in ALEPH can be requested from external
systems, e.g. scan software applications, in order to create the scans. For this purpose,
the external system requests information about the scan jobs via Web-Services
(ALEPH-X-Server, OAI) and is provided with the relevant information, including
bibliographic information, item and owner information, and scan parameters.

Images or text file scans which have been created from external systems can be
loaded into ALEPH, as long as they are delivered in XML format (Dublin Core or
MARC) and include the following identifiers:

e |dentifier of the ALEPH bibliographic record to which the item that has been
scanned is linked (e.g. 001)

e |dentifier of the Scan Job in order to validate that the scan has been created

Furthermore, scans which have been created may be delivered to DigiTool. If so, the
enrichment of the ALEPH catalogue can be automated by using the DigiTool/ADAM-
interface.

Workflow

The Search tab bibliographic record full view shows information about digital object
scans which already exist and scan jobs which are in process.

1. Fullslink |2/ MARC Tage | 3. MARC Public View | 4. Catalog Card | 5. Citation |

Subject - Lib.Conag. Law -- United States -- Periodicals.

Subject - Lb.Cong, Law -- Psychological — Periodicals.

Subject - Other Computer network resources

Subject - Other Electronic journals

Add Entry University of Virginia. School of Law.

Add Entry American Psychology-Law Society

Add. Titke law Law and human behavior (Online)

Scan Job Law Library 000001957-7-32044046873675 Table of Contents toc  pc_tab_exp_field in BIB High
Resolution high  pc_tab_exp_field in BIB Status: NEW

Items Medicine Library

Ll

Locate

[~}

AR

If you want to create a new scan job, click “Item List”. ALEPH shows either a global
items list (ITMG) which includes items from all sublibraries, or a sublibrary specific
item list which includes items from one sublibrary only (ITM).
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[Items List of Record 000001957 In Sublibrary LAW x|
v.8 Law General K 12 on Reqular 320440
(1984) Lirary AQ914 Shelf lban S765960
23
v.7 Larv General K 12 on Regular 320440
(1983) Lkrary A914  Shelf lan S76960
31
v.6 Law General K 12 on Restrict 1 320440
(1982) Lirary A914  Shelf ed loan 497261
77
v.5 Law General K 12 on Regular 320440
(1981) Likrary AQ14  Shelf an 576060
49
v Law General K 12 on Regular 320440
(1880) Lirary A914 Shelf lbsn S76960 __l
% o we |

Clink on ‘New Scan’ and enter the following parameters for the scan job:
e Information about the creator of the scan job
e Details of the object to be scanned

Once created, a scan job cannot be deleted or changed. The scan parameters are saved
in the bibliographic record, tag “SCJ”.

In an ALEPH consortium, the management of scan jobs is part of the central system.
Libraries have to create scan jobs for specific items in the central catalogue. Each
scan job which has been initiated from local libraries' staff is saved in the
bibliographic record of the central catalogue (tag “SCJ”). Thus, the system checks if
scan jobs already exist and if so, gives a message. The check is performed according
to the subfields a, b, c and d of field "SCJ".

Within an ALEPH consortium, the local library is able to see existing scan jobs from
other libraries. Scan jobs are part of the replication process, which means the
information is available in both central view and local view.
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