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What is an Item Record?
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What is an item record?

An item record contains specific information about one of
the books, (or magazines, audio books etc.) in your library.

Two or more libraries may have the same book, (or

magazine, audio book etc.), but the item record for each
will be unique.

Between libraries, call number protocols differ, lending
periods differ, shelving locations differ as well as fine
codes, renewal limits, circulation status and other library
specific facts about the books, (or audio books etc.).

Each item record has two unique indicators - the barcode,
(assigned by the library, or the system headquarters) and
the item record control number (created by Polaris).



This is an item record

[ ttem Record 6057353 - Cataloging - Polaris

File Edit View Links Tools Help
o ? £ C@
DNEHE-XZDPO L E YL &
.c’ Barcode: 30100006151635 Record status:  Final ILL EContent [T Non-drculating [ Display in PAC
E Title: The Christmas fox Find Bib control number: 1451339
8 Author: McGrory, Anik, author, llustrator Parent item: Item control number: 6057353
Q:"_ Call number:  EMCGR Price: £26.60 Issue control no.:
E owner: lPeace Library System (Branch) (br) vJ Shelf location: I(None) -
L
ﬁ Assigned: [Peace Library System {Branch) (APRPLS) vJ Temporary location:
Collection:  [Block Christmas Boaks (BXMA) v| Ciraulstion status: [In Processing v | 05/04/2017 1:32:26 PM
Circulation parameters Call number Reguest
Material type: [Book _‘ Scheme: lDewey Decimal v‘ [ Loanable cutside system
Prefix: E [T Holdable
Loan period: [21 days 'I
Limit to:
Class:
Fine codes [Book ,I Pickup at
Cutter: MCGR.
Renewal imit: 2 :
Suffix: Patrons from thiz library and branches
Stat code:
[(None) b Volume: Patrons from this branch only
Name of piece: Copy: Preferred borrowers
Issue:
For Help, press F1 MNUM




ltem record —

In the top area of the item
record, some fields can be
edited or changed. These
have a white background, like
barcode or price, OR have a
drop down menu arrow, like
owner or shelf location.
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cataloguing view

[ Item Record 6057353 - Cataloging - Polaris

Barcode:
Title:
Author:

Call number:

SH

Owner:

Assigned:

Cataloguing view
Circulation view
Source and
acquisitions view
Notes and notices view
History view

ollection:

The icons on the blue
banner on the left
provide different
“views” of the item
record.

Stat code:

MName of piece:

For Help, press F1

File Edit View Links

NEHE-X DO 0 E~EI & @

Renewal limit:

Tools Help

30100006151635

The Christmas fox

Record status:

McGrory, Anik, author, illustrator

EMCGR

Final

|Peace Library System (Branch) {br)

|Peace Library System (Branch) (APRPLS)

|Block Christmas Books (BXMA)

culathn parameters

aterial type: | Book

| 21days

|Book

Call number

ILL EContent Mon-circulating

Find Bib control number:
Parent item: Item control number:
Price: 526,60 Issue control no.:

Shelf location:

Temporary location:

Circulation status: In Processing | 05/04/2017 1:32:26 PM

Scheme: | Dewey Dedmal hi |

Prefix: E

Class:

Cutter:

MCGR

Suffix:

Volume:

Copy:

Display in PAC
1461399

6057353

|(None)

Request

Loanable outside system

Haldable
Limit to:

Pickup at

Patrons from this library and branches

Patrons from this branch enly

Preferred borrowers

NUM

This first (default) view is the cataloguing view.



ltem record —
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cataloguing view

[ Item Record 6057353 - Cataloging - Polaris

File Edit View Links Tools Help

In the top area of the item
record, some fields cannot be

NEHE-X PO O EE~rEI] & @

% Barcode: 30100006151635 Record status:  Final L EContent Mon-circulating Display in PAC

edited or changed. These 2 _ —

. Q Title: The Christmas fox Find Bib control number: 1451399
have a grey baC1(gr0und’ lll<e 8 Author: McGrory, Anik, author, ilustrator Parentitem: Item control number: 6057353
tltle, or authOI‘. These detallS Q: Call number: E MCGR Price: £26.60 Issue control no.:

aqa ; K
come from a Blbllographlc E Ownert |Peace Mysh&m (Branch) (br) v| Shelf location: |(None)
& Q N
record - In thls Case, the I-hi:: Assigned: |Peace Library SyM’and‘n) (APRPLS) mporary location:
Bibliographic record with _ , _ / , -
& Collection: |Block Christmas Books {B?Ne) / - | Circulatidg status: | In Processing w | 05/04/2017 1:32:26 PM
control number 1461399. The —
Circulation parameters all number Request

Call number (grey

—

Material type: | Book

heme: |Dewey Decimal Loanable outside system

background) reflects what is

Holdable

Limit to:

Pickup at

Patrons from this library and branches

Patrons from this branch enly

entered in the fields below Loan period:  [21days
(with white backgrounds). mewic  [fom
Cataloguing view Renewallimi: 2 |2
-Circulation parameters Stat code: |ione)
-Material type
-Loan Period Mame of piece:
-Fine Code

Issue:

-Renewal Limits

For Help, press F1

Preferred borrowers

NUM

-Call number parts - entries here

are reflected in the top area of the
workform.

-Request parameters

Clicking on the left banner icons changes the bottom
half of the work form, as seen in the next slides.




Item record — circulation view
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[ Item Record 6057353 - Circulation - Polaris

File Edit VYiew Links Tools Help

e,
K
i
([
¢
<
&

[+3)

~ K470

& 9

-Due Date
-Check-out date
-Renewals
-Patron number
-Last borrower
....and more!

These fields will
be populated
once the item
starts to
circulate.

For Help, press F1

.t: Barcode: 301000056151635 Record status:  Final ILL EContent MNon-crculating Display in PAC
B Title: The Christmas fox Find Bib control number: 1461339
g Author: McGrory, Anik, auther, ilustrator Parent item: Ttem control number: 6057353
Q: Call number:  EmMCER Price: £76.60 Issue control no. :
E Owner: |Peace Library System (Branch) (br) - | Shelf location: |(None) -
L
H Assigned: |Peace Library System (Branch) (APRPLS) - | Temporary location:
& Collection: |B|cu:k Christmas Books (BXMA) - | Circulation status: |In Processing b4 | 05/04/2017 1:32:26 FM
|:| In-transit/Transferred
Current borrower: | From:
k4| Chedk-out date: Loaning branch:
ﬂ Sent:
Renewals taken: 0 Limit: 2
Held for patron: To:
Last renew date: Held at:
Original due date: Received:
Last location Last use
Check-in at: Last borrower:
Loaning branch:
Date:
Whs/User: Last dreulated:

NUM
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ltem record — source & acquisitions view

[ Item Record 6057353 - Source and Acquisition - Polaris

= o G

File Edit View Links Tools Help
ot : ? A1 F
N2HE- XD L Er YL & &%
Barcode: Fo100006151635 Record status:  Final ILL EContent Non-circulating Display in PAC
Many of ©
. o Title: The Christmas fox Find Bib control number: 1461339
these fields S
O Author: McGrory, Anik, author, illustrator Parent item: Item control number: 6057353
are aUtO_ Q: Call number:  Emcer Price: §26.60 Issue control no.:
opulated
p p E Owner: |Peace Library System (Branch) (br) - | Shelf location: |(NOHE]' ~
QL
by purchase ﬁ Assigned: |Peace Library System (Branch) (APRPLS) v| Temporary location:
orders and | : : . :
& Collection: | Block Christmas Books (BXMA) ~| Circulation status: | In Processing | 05/04/2017 1:32:26 PM
1nvoices .
Acquisition/Donor
Created in ‘ urchase order: T249MR.24F 24917 Price: 526.60 PO release date: 24/03/2017 10:26:38 AM
the PLS nvoice: 4011867541 EDI First available date-
iz .
AN, Funding source: 0100-RBU
acquisitions
d Donor first name: Middle: Last name:
epartment.
Donor organization:
Import
StatlstiCS Date: Bib control number: Source:
WIH Statistics
Year-to-date droulation: 0 Year-to-date in-house use: 0 Inventary date:
accumulate
5 Previous year-to-date droulation: 0 Previous year-to-date in-house use: i} Vendor account:
as the item o o
Lifetime drculation: 0 Lifetime in-house use: a Resource group:
circulates.
For Help, press F1 MUM
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ltem record — notes and notices view

2
[ Item Record 6057353 - Notes and Notices - Polaris [ESREE—

File Edit View Links Tools Help

NDEHE-X PO LE~EISL & 9

Barcode: F0100006151635 Record status:  Final

EContent Mon-circulating Display in PAC

T
B Title: The Christmas fox Find Bib control number: 1461333
g . 8 Author; MciGrory, Anik, author, illustrator Parent item: Item control number: 6057353
NOtlce dates Wlll Q: Call number: EmMcoR Price: €35.60 Issue control no.:
be populated ds E Owner: |Peace Library System (Branch) (br) - | Shelf location: |{None) hd
the patron’ g Assigned: |Peace Library System (Branch) (APRPLS) - | Temporary location:
l(eeplng the 1tem & Collection: |Block Christmas Books (BXMA) - | Circulation status: |In Processing ~| 05042017 1:32:26 PM
past the due date, Notice Dates Notes
receives notices. Reminer: Publc I
’ 1st overdue:
Non-public:

Other special and overce:

3rd overdue: - I
notes and blocks Phsicl condin: .

. Bill:
are also found in Specl e
2 v Haold: Sk -

this view of the .

o
ltem WOFl(form. Library assigned: |{None) - |

Free text: )l

System: ‘ ‘

For Help, press F1 NUM

10



ltem record — History view

— /

[ Ttem Record 6057353 - Circulation History - Polaris

Notice three
places where
Polaris
identifies the
“owner” of this
item!

File Edit View Links Tools Help

)
W
@
o
P4
" |
&
=

=

~ K95 E

‘t:i Barcode:; B0100006151635 Record status;  Final ILL EContent Mon-drculating Display in PAC
E Title: The Christmas fox Find Bib control number: 1451399
U Author: McGrory, Anik, author, illustrator Parent item: Item control number: 6057353
QL
Q: Call number:  EmMCER Price: $25.60 Issue control no.:
E Owner: |Peat_e Library System (Branch) {br) 1. - | Shelf location: |(NOHE]I -
QL
t" Assigned: |Peac_e Library System (Branch) (APRPLS) 2 . - | Temporary location:
& Collection: |Block Christmas Books (BXMA) - | Circulation status: |In Processing - | 05/04/2017 1:32:26 PM
Home branch: |Peace Library System (Branch) (APRPLS) g . - | Do not float
Histary
Date Assigned Branch Status Action Location User/\WES
7072017 3:13:11PM Peace Library System (Br...  In Processing Linked to new bib Peace Libra... plsrwenige. ..
17/07/2017 3:13:11PM Peace Library System (Br... In Processing Modified via Cataloging Peace Libra... plsrwenige...
05/04/2017 1:32:26 PM Peace Library System (Br... On-Order -> In Processing Modified via Cataloging Peace Libra... plstvalkers...
24/03/2017 10:26:38 AM Peace Library System (Br... On-Crder Created via Acquisitions PO Line Item proce... Peace Libra... plskvander...

NUM

For Help, press F1

As your item circulates this area will fill up with circulation history!

This is cleared annually by headquarters.

11




The item control number is what Polaris uses to distinguish
between your item and an item belonging to another library.
If you have two copies of the same book, each will have a
different barcode and each will have a unique item record!

M.,

[ Item Record 6057353 W@' - Polaris = e )

File Edit View Links Tools Help

N2HES-X® D e B0 & K%

Barcode: F0100006151635 Record status:  Final

:

ILL EContent [] Mon-circulating [ Display in PAC

Bib control number: 1461395

Title: The Christmas fox

Authar: McGrary, Anik, authar, ilustrator Parent item: m control number: 6057353

Call number:  EMCGR Price: £76.60 Issue control no.:

Owner: [Peace Library System {Branch) (br) "'l Shelf location: [fNOI"IE) b

Assigned: [Peace Library System {Branch) (APRPLS) vl Temporary location:

W Jfem Record

Collection: [Block Christmas Books (BXMA) v] Circulation status: [In Processing w | 05/04/2017 1:32:26 PM

Bibliographic (Bib) record #1461399 provides the title and
author information. For this item record to be correct, it
must include the correct Bib control number.

12




Our item record example derives its title and author’s name
from the Bibliongb) record to which it is linked.

[ Item Record 6057353 - Cataloging - Polaris =NEEN X

File Edit View Links Tools Help

N=EH&E X PO E~ B9

.c Barcode: B0100006151635 Record status:  Final I EContent [~ Non-irculating [ | Display in PAC
a Title: The Christmas fox m Bib control number: 1451399

a—; Author: McGrory, Anik, author, illustrator Parent item: Item control number: 6057353

Q: Call number:  EMCGR Price: $265.60 Issue control no.:
E Owner: [Peace Library System (Branch) {br) '] Shelf location: ’(NOHE) A
QL

::-'1 Assigned: [Peace Library System (Branch) (AFRFLS) V] Temporary location:

Collection: [Block Christmas Books (BXMA) v] Circulation status: ’In Processing v] 05/04/2017 1:32:26 FM

If you scan this barcode you should see this title and author. If
you see a different title and author, the Item record is linked to
the wrong Bibliographic record. If you change the Bib control
number, title and author change.

L5



An Item record linked to the correct Bibliographic record

Bibliographic Record 1461399 - MARC2i>PoIar'|s

File

Edit View Links

hedH& X

Tools  Help

[ Item Record 6057353 - Cataloging - Polaris =) £
File Edit View Links Tools Help
heHds&-X WoE I & @
S oEn =}
b Barcode: h0100006151635 Record status:  Final I EContent [ Non-cir isplay in PAC
a Title: The Christmas fox Find Bib control number: 1451339
uthor: Ictarory, Anik, author, llustTator arentiem: M CoNtrol number:
8 Auth McGi Anik, authar, ilustrato P tite Ite trol b 6057353
Q: Call number:  EMCGR Price: $26.60 Issue control no.:
Sl Owner  [Pesce Lbrary Sysiem (Branch) ) v]  sheflocaton: [uone) -
QL
4!-:' Assigned: IPeac.e Library System {Branch) {(APRPLS) 'J Temporary location:
Collection: IBIuck Christmas Books (BXMA) vJ Circulation status: | In Processing ¥ | 05/04/2017 1:32:26PM
Circulation parameters Call number Request

Material type: [Book -
Loan period:  [21days -]
Fine code: [Baok -
Renewal limit: 2 =

Stat code: [4one) =

Name of piece:

Issue:

For Help, press F1

Scheme: |Dewey Decimal w

Prefix:

Class:

Cutter:

Suffix:

Volume:

Copy:

[ Loanable outside system

E [ Holdable
Limit to:
Pickup at
MCGR

Patrons from this library and branches

Patrons from this branch only

Preferred borrowers

Start with the correct Bibliographic
record to create a good Item record!

Control number:

1461399 ner: The Regional Automation Consortium (TR

The Christmas fox

oos
010
020
020
040
100
245
264
264
300
336
336
337
338
600
850
&850
650

Bibliographic Record

For Help, press F1

=]

i 4500
1461399
51516.0
15120852016 nyua |
122015035226
1a9781101935002 (hardcover) -1c$22.99
1£a97811019350192 (library binding) :1c$19.99
faDLCibengterdatcDLCIdGCmMBTIdTRAC
TaMcGrory, Anik,Teauthor. Teillustrator

TaThe Christmas fox /fcAnik McGrory.

TaNew York ‘ThAlfred A Knopf,fc[2016].

1c®2016

Ta1 volume (unpaged) :fbcolor illustrations ;1c26 cm
Tatextt2rdacontent

Tastill imagetZrdacontent

TaunmediatediZrdamedia

TavolumeiZrdacarrier

fadesus ChristbxNativitytvJuvenile fiction
TaFoxestvJuvenile fiction

TaAnimalstvduvenile fiction

TaChristmas stories

000 1 eng

14
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WHEIRE: Blbllographlc
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hat is a Bibliographic (Bib) record?

A Bib record contains specific information about a book, (or
magazine, audio book etc.) that is owned or “on order” by one or
more libraries.

Most Bib records in the Polaris database represent one specific
edition of an item (usually identified by a unique ISBN as found on
the item).

Some Bib records represent many issues or editions of an item (like
a monthly or yearly publication). These will be the focus of part
two of “Creating and Editing Item Records”.

All item records are linked to a Bib record by the “Bib control
number”,

The first step in adding a new item is to find a matching Bib record
in the Polaris database.

The next slide shows a Bib record in the default (MARC) view.

16



Bib record (#1461399)
MARC (MAchine Readable Cataloguing)view

& - % |Z[ Bibliographic Record 1461399 - MARC21 - Polaris =HEC X
The Polaris “machine”  |[fic e viev tns 1oos riep
can read this data by N2H&E-X w2 JPe & 9
USIHg the numerlc tags E Contral number: 1461399 Owner: | The Regional Automation Consortium (TRAC) (sys) v‘ Ttems: 12 Record status:  Final
that are in the first ol The Chrstnes fox pwernpse
o7 : QU s
column. Familiarize O Fr—
; L ,
yourself with these < |5 o 2214500
« », % 005 20170717151516.0
tagS . Al | co:= 15120852016 nyua | 000 1eng
i el | 010 +a2015035226
. 001 — B]b Control # __0_ 020 129781101935002 (hardcover) 11c$22.99
“_5 020 +a0781101925019 (library binding) -+c$19.99
[ s o o040 faDLCIbengferdafcDL CLdGCMBTIATRAC
020 ISBN fI.‘l 100 1 TaMcGrory, Anik,Teauthor,feillustrator
245 14 faThe Christmas fox /fcAnik McGrony.
. 100 e Author 264 1 TaNew York -ThAlfred A Knopf,fc[2016].
. 264 4 1cB2016
o 245 — Tltle 4 300 21 volume (unpaged) -tbcolor illustrations 1£c26 cm
A il 336 TatextiZrdacontent
[ ] 264 aty Publlsher 336 tastill imagetZrdacontent
337 faunmediatediZrdamedia
e 1 338 tavolumet2rdacarier
% 300 Phy81cal data 600 oo Tadesus ChristfxNativityfvJuvenile fiction
% ) S 650 0 TaFoxestvJuvenile fiction
500 S e ummary 650 0 taAnimalstvJuvenile fiction
) e 650 0 taChristmas stories
* 600’s — Subject
)
2 700 S o IlluStrator For Help, press F1 MUM

A complete Bib record should have most of these tags. -




Bib record # 1461399 — MARC (default) view

-

B[ Bibliographic Record 1461399 - MARCZ21 - Polarnis

Note the icons.on the
blue side banne

Clicking on the
second icon opens
the record in the PAC
(Public Access

Catalogue) view.

The PAC view is

shown on the next
slide-this is what
patrons see online...

File Edit View Links

hed&-X

Title:

Control number:

Tools Help

@ fox 2, P [ D

1461399 Owner:

The Regional Automation Consartium {TRAC) (sys)

vl Items: 12 Record status:  Final

The Christmas fox

| Display in PAC I

Host

Tag

o)z}

= « [s| Bibliographic Record

For Help, press F1

Ind

Data

nam 22 i 4500
1461399
20170717151516.0
15120882016 nyua |
122015035226
129781101935002 (hardcover) -$c$22.99
1a9781101935019 (library binding) :1c$19.99
TaDLCIbengferdafcDLCTdGCMBTIdTRAC
faMcGrory, Anik,Teauthor, Teillustrator

faThe Christmas fox ffcAnik McGrory.

TaNew York :thAlfred A Knopf,fc[2016].

182016

Tal volume (unpaged) :Ihcolor illustrations ;Tc26 cm
Tatextt?rdacontent

Tastill imagetZrdacontent
faunmediatedtZrdamedia

TavolumelZrdacarrier

Tadesus ChristtxNativityTvJuvenile fiction
TaFoxestvJuvenile fiction

TaAnimalstvJuvenile fiction

TaChristmas stories

000 1 eng

NUM

18
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Bib record # 1461399 — PAC V|ew

|_[ Bibliographic Record 1461399 - PAC - Polaris

File Edit View Links Tools Help

Control number: 1461399 Owner: | The Regional Automation Consortium (TRAC) (sys) - | Items: 12

Title: The Christmas fox

o 2, P e 7

Record status:  Final

/| Display in PAC I

@ & Language: |English + | Location: |Peace Library System (Branch) (APRPLS)

<< Return to List

ormat: Book
Author: McGrory, Anik, author, illustrator
Title: The Christmas fox / Anik McGrory.

Date: New York : Alfred A Knopf, [2016].
©2016

on: 1 volume {unpaged) : color illustrations ; 26 cm

Subjects: Jesus Christ -- Nativity — Juvenile fiction
Foxes -- Juvenile fiction
Animals -- Juvenile fiction
Christmas stories

Cho 2015035226

SEN: 9781101935002 (hardcaver)
9781101936019 (library binding)

System Availability: 10
Current Holds: 0

= [=] = Bihlicaraphic Record

Where is it?

4

Expand All | Collapse All

I

In this view a photo of the item cover is often seen, as well as an icon which is derived
from the cataloguers codes in the MARC record, informing Polaris that the item in
this case is a book. Other information from the Bib record is shown without the tag

numbers, in this expanded view. Patrons scroll down to see owning libraries.

19
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Bib record #1461399 — Statistics view

. =|: Bibliographic Record 1461399 - Statistics - Polaris | o S
File Edit View Links Tools Help

NSH& X Szl e &

E Control number: 1461399 Owner: | The Regional Automation Consortium (TRAC) (sys) - | Items: 12 Record status:  Final

§ Title: The Christmas fox /|Display in PAC :‘;t

8 4

O

The third 'E Mumber of items: 12 Year-to-date droulation: 7 Year-to-date in-house use: 2
Statistics’ ,VieW Of % Mumber of halds: 0 Previous year-to-date drculation: 19 Previous year-to-date in-house use: 1
the Bib record -‘8‘-] First available date: 2510(2016 Lifetime drculation: 26 Lifetime in-house use: 3

—
workform shows g
the circulations v
statistics s of all 12 .
linked items. The C|jmlD
next two views
(Resources and
Bound-with) are
little used in
TRAC.

For Help, press F1 NUM

20



. . . . . rB_? ibliographic Recor: - - Polaris ﬂ‘&r
Look what is missing in this H Ebborpit e AR MH P
ne I ew INKS ools elp
example: NSEa-x® ! TR JARR & @
° NO AllthOI‘ (100 tag) E Control number: 754683 Owner: [The Regional Automation Consortium (TRAC) '] Record status: Final
» No ISBN (020 tag, subfield a) S = Bl Dipiay inpaC
 No publisher (260 tag) L
. . . aa X 2
* No physical description © B2 nam 22 5u 4500
(300) oo 001 754683
Q 005 20090708132448.0
. 5 ¢ {V] 008 00708s| ([
* No subject description Y| o 1c84.99
024 | 13137216
(600,8) g 245 10 TaSimply salads
Q
0
Do NOT add your item
record to an incomplete ¥
4 i
Bib Record! |
Hfs)_r Help, press F1 | NUM

Incomplete Bib record

If this is the ONLY Bib record you can find for “Simply Salads’

please send the item to headquarters for cataloguing.

)

21




Incomplete Bib record — “On Order” record

092

1aON ORDER

Look what is missing in this — A S
Object: IB|bhograph|c Records v] Limit by: [(None) v S
example: Search by: [Control number vI Value: :‘Power
: [Exact mal [BF Bibliographic Record 1027552 - MARC21 - Polaris
[ ] NO Author (100 tag) :fteby' l:\‘i File Echgt Fj.’]ew Links Tools Help
 No publisher (260 tag) o o OF WS- W EFR ARD F @
b NO thSical dESCFiptiOn == g Control number: 1027552 Owner: 1TheRegionaI Automation Consortium (TRAC) v] Record status: Deleted
[ : Title: Pond and River. [T pisplay in PAC
(300) Pond and River. é
. . . Tag Ind Data
* No subject description o [ wn 22 s
001 1027552
(600 SR
é} 020 ;397807566283141131 1.99
\ S (IR
Do NOT add your item Bl W moe e
m 26¢ C
« » 300 1c7.5 x 5.37 x 0.56IN
record to an “on order ) ] -
24
il

Bib Recoy

If this is the ONLY Bib record you can find for “Pond and

River” please send the item to headquarters for cataloguing.

22
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Searching for a
Bibliographic Record




/ |

e, -
How to search for a complete Bib record

Examine the item to be added carefully so your
search for the correct Bib record is successful.

Check the front and back covers and the title page.
Also check the reverse of the title page (Tp. verso).

Search by ISBN!!



What is an...ISBN?
...a barcode? ...a UPC code?

A barcode is 14 digits long, and has your library code
in the 2,3,4 and 5" positions to identify items which
belong to your library. (PLS = 0100)

UPCs (Universal Product Codes) are 12 digit numbers
found on most items you purchase and are used at store
tills to scan an item’s price.

US 315.99/320 99 CAN
is

I

September 2012

M il

74470 80648" "6 09

0w An Owlliids Publication

An ISBN (International Standard Book Number) is a 13 digit number which uniquely identifies each
book published. Look for “978” at the beginning of the string. Some older books may have a similar
10 digit number, or both. (ie. 9780375834479, and 037583447x). DVD’s may have a 10 digit ISBN
(not scannable) found above the UPC code. Magazines and serials have a similar “ISSN code”
(International Standard Serial Number) found inside the publication.

23




- Start by launching a Bib record find tool

* Open a Bib Record Find Tool, by clicking on its icon (after clicking the blue button):

File Acquisitions Serials Catal‘om.atron Services  Circulation  Administration  Utilities Window Help
D @ @ ®@E)IHEL @O0 O

* Or by choosing “Bibliographic Records” on the Cataloguing dropdown menu:

m Polaris ILS 5.2.199 - plsrweniger [Peace Library System (Branch]]

File Acquisitions Sepf Cataloging | Patron Services  Circulation™~N\&dministration  Utilities  Window  Help

D © @&Iiographicﬂecords A/Ell

Item Records Ctrl+Alt+F9
Authority Recards

Record Sets
Cemmunity Records
Termplates »

Barcode Range Selection

Options

* Or by clicking on F12 (Function key on the top of your keyboard)
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 Use the drop down /) Bbiasphicecrd: T8N e —

_ o File Edit Tools Options Help
menu in the “search _ | _
. General |Sei't|ngs I Scoping | Branches I Collections | Databasesl
by fIEId to SearCh Search Mode [ﬂ
b ISBN Ohbject: [Bibliographic Records '] Limit by: [(N"”E} v] @ Mormal
\_ e =
b4 2 " searcn By: | sen v | value: | | © Power =
. = i 50L Mew Search
: Type: [Exact match {explicitly truncated) V] -
Enter the ISBN in i ) [l Count only
« » [

the “for fl@ld, For: 9781101935019 - Help
preferably by/ i
Scannlng. Title Author Format  Lin.. Ho.. Publ.. Call Number Contr...

The Christmas fox McGrory, Anik, ... Book 12 0

If you must enter
the ISBN manually,
do not use spaces or
any other character,
unless it is a letter x
at the end of the
numeric string.

Be sure You are Stay on Select 1 of 1 record retrieved User default
scanning an ISBN...
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— e o 3 — i)
3 Bibliographic Records - ISBN Find Tool E=NEE

Usua]]y there will File Edit Tools Options Help
be one result in General |Sei'tings I Scoping | Branches I Collections | Databasesl
Search

the find tool Object: | Bibliographic Records - | Limitby: |(None) -| ?;;‘:::;de e |
Wlndow Double Search by: [ISBN v] Value: | | i) Power —
CliC’( on the result Type: [Exact match {explicitly truncated) v] OsqL
to open the Bib Sortby: | (None) 7] ] Count oriy
record Far: 9781101935019 - Help

Title Author Format  Lin.. Ho.. Publ.. Call Number Contr...
If there are no The Christmas fox McGrory, Anik, ... Book 12 (0 1461399

results, send the
item in to
headquarters for
cataloguing.

If there are more
than one result,
read each Bib
record carefully to
choose the best
one.

Stay on Select 1 of 1 record retrieved User default
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When there are more than one

Bib record with the same ISBN...

Open each record and compare the item in hand to the
detailed information in the Bib.

Avoid adding to (older) Bib records which contain
multiple ISBNs (and therefore multiple formats ...
hardcover, softcover, etc.)

Do not add items to incomplete or “on-order” records.

If you cannot find a good matching Bib, send the item
to headquarters for cataloguing.



qqqqqqq

........

Occasionally self published
volumes or older books do not

ltems with no ISBN

have ISBNs.

Change the Bib record search
tool parameter to “Title” or
“Author’ In this example,
choosing the appropriate
publication date (1985 or
1986) should be the correct
choice. Regardless, open the
Bib record and compare it to
the item in hand.

Spelling must be very accurate for
title searches to work. Note that the |
search engine found the full title,

- ;
2 Bibliographic Records - Title Find Tool - s ‘ LA R L B , E‘m
File Edit Options Help
General [Settings I Scoping I Branches l Collections l Databases |
Search
Object: v | Limit by: l (None) S_earch Mode
@ Normal Stop
rch by: [‘nﬂe (") Power
Type: {Exact match (mpliady Truncated) VJ D 5Ql
Sort by: [(None) v] [ count Only -m
For: history of lomond v
g—
/ O\
Title Author Format  Li Publi... \Call Number Control...
History of Lomond and district. Book 5 1985 71.234 235533

History of Lomond and district.

although only the first three words
were entered.

Done Stay on Select 2 of 2 record(s) re User default
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Creating an Item Record




ntroducing the three step process.
Every time you add an item record:

Examine the item in hand. (Both covers & both sides of title page.
“The Christmas fox” had it’s Cataloguing-in-Publication (CIP) data on the inside
of the back cover, instead of the back of the title page.)

Find the correct Bib record by searching for the ISBN in Polaris.
Keep referring back to the item to ensure accuracy.

Create a correct item record, and save it.

Inside back cover

Cover Back Cover Title page or Tp. verso

Y
Sor Conge,

®

L)

and alie acwns

W)
g, e

&

= el
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Compare your item to the Bib record

[ =} Bibliographic Record 1461399 - MARC21 - Polans =
eCK 1or ese Lol
o t t t File Edit View Links Tools Help
important tags:
: N2Hs&-X o 2, PN & 2
* 245 - Title
‘U Control number: 1461399 Owner: The Regional Automation Consartium (TRAC) (sys) w | Items: 12 Record status: Final
* 100 - Author S ' e
&) Title: The Christmas fox EEELY
Host
* 700 - Illustrator ] :
P bl' h x Tag Ind Data
[} -
2‘64 ublisher E [} nam 22 4500
2 001 1461399
* 300 - Physical S |
. . | 008 15120882016 nyua | 000 1 eng
deSCI‘lptlon o | 010 22015035226
. Q 020 129781101935002 (hardcover) -$c$22.99
° 6OOS ot Sub]ects “_5 020 +297811019256019 (library binding) ~£c$19.99
— 040 TaDLCIbengferdafcDLCTdGCMBTIdTRAC
m 100 1 taMcGrory, Anik, Teauthor, Teillustrator
245 14 1aThe Christmas fox /TcAnik McGrory.
. 264 1 TaNew York "TbAlfred A Knopf,fc[2016].
NeWIY pUthhed | 2e: < comom
300 1a1 volume (unpaged) :Thcolor illustrations ;$c26 cm
books should have W - fatexti2rdacontent
336 fastill imaget2rdacontent
more than One 300 tag 337 taunmediatedtZ?rdamedia
338 favolumetZrdacarrier
e = 600 oo tadesus ChristbxNativitytvduvenile fiction
tO lndlcate RDA 650 o TaFoxestvJuvenile fiction
. 650 0 TaAnimalstvduwvenile fiction
cataloguing standards 50 o teChrtmas sois
compliance.
For Help, press F1 NUM
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Find the perfect match?

Y2 e &

mer: (The Regonal Automaton Consortum (RAC) (ys) v Ttems: 12

Display in PAC L

ce Library System (Branch) (APRPLS)

Displaying 1 of 1

2016

% Bibliographic Record

il

Expand All| Collapse Al

> ISBN

> Title

» Author

» Illustrator

» Publisher

» Year of publication, place

» Format or description (book, or DVD?)
» Dimensions, number of pages

Once you are convinced that you
have the correct Bib Record, you are
ready to “create” a new item record,
which will be automatically “linked”
to this Bib record.

Your item will then be listed along
with all the other books that are also
linked to the same Bib record.
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Create your item record

[ Bibliagraphic Record 1461399 - MARC21 - Palaris =R X
File Edit View Links |Tools | Help

= Check Headings Ctrl+) g
= The
D @, E é Check MARC21 Format Ctrl+M g @ Qyzs ”
Replace / Check For Duplicates Ctrl+]
O ) - - . . .
o Control number: Place Hold... e ionsor tium (TRAC) (sys) | Items: 12 Record status:  Final
Q Tithe: Sort 7| Display in PAC ILL \
8 : Host
Q: T:
ag
'E LDE
< |
001
% 005 Show Usage Statistics Ctrl+R
gl | 003
010 Create Resource Entities o
S [ = From the icons across
= :Iz :I Diacritics... Alt+D %
= Macos. A7 the top of the Bib
m 100 1 Insert Delimiter Ctrl+Q .
245 14 Display Description Ctrl+L record, CIlCI( On the
284 1
o 4 Create constituent link « »
| Create Item Record
300 Create host link 6 cm
il 336 TatexttZrdacontent s
336 tastill imaget2rdacontent lcon)
337 Taunmediatedt2rdamedia
338 TavolumetZrdacarrier O R
600 00 Tadesus ChristtxNativitytvJuvenile fiction
650 4] TaFoxesivJuvenile fiction \Choose “Crea te Item
650 4] TaAnimalstvJuvenile fiction
650 1] TaChristmas stories ”»
Records” from the
« »
Tools” drop down
Create [tem Records NUM
menu.
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Completing the Item Record Work Form

Z| Bibliographic Record 1461399 - MARCZ1 - Polaris | = | G
s

File Edit New Item Record Options

Choose a template

Item information
fI‘OIl‘l the dropdown D ﬁ_ Title: The Christmas fox

tem barcode(s)

menu, WhiCh Will N c Author: M or, illustrator Bib control: 1461399 3
ol
populate every field S _ - —_—
z " (] Titl Scheme: Dewey Decimal \,] Use template values instead of these (if available)
in the line: Branch, T - e
refix:
Collection, Material % ol o Price: §22.99 I
Type, Loan PeI‘iOd, .E L Cutter: Circ status: In Processing hd
Fine COde and % g Suffix: Renewal limit: 0 5
OWI‘IEI‘. (Stat COde iS E] gl Uk DisPlaY in PAC Loanable outside system
not used in TRAC) .Q od| Copy= [] Men-circulating [¥] Holdable :
B a I || Use system assigned barcodes
el | 24l Distribution
On this Worl(form or m ;: Item total: 1 Barcode total: 0 g x
on the ltem I‘eCOI‘d 2| Items | Branch Collection Shelf Location | Material Type | Loan Period | Fine Code | Stat Code | Owner |
: 1 (None) =

that is created and is 4 il = 0
shown after clicking i e
on OK, the barcode, ; :
the call number, and | o4

snnns 6g
the renewal limit are o
also required. e =

COK ] [ Cancel ] [ Help
For Help, —‘ um
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File Edit |

D =

Record

hic

jograp

« [& Bib/

For Help, press

ltem record — new record view

Item information

Title: The Christmas fox

Author:  McGrary, Anik, author, illustrator

Dewey Decmal A

Call number
Scheme:

Prefix:
Class:
Cutter:
Suffix:

Val:

Copy:

Distribution
Item total: 1

Items | Branch
1

Collection

Bib contral: 1461399

Use template values instead of these (if available)

Price: $22.99

.

Renewal limit: 0 =

Display in PAC Loanable outside system

[ Mon-circulating Holdable

Barcode total: 0

Shelf Location | Material Type | Loan Period | Fine Code | Stat Code

Cancel ] ’ Help

AA Audio CD (Morthern Lights)

AA Blu-Ray (Northern Lights)

AA DVD (Northern Lights)

AA Fiction Adult (Northern Lights)

— AA Fiction Juvenile (Northern Lights)

AA Fiction Young Adult (Northern Lights)

AA Graphic Novel Juvenile (Northern Lights)
AA Graphic Novel Young Adult (Northern Lights)
AA Large Print (Morthern Lights)

AA Nonfiction (Morthern Lights)

AA Paperback (Morthern Lights)

AA Picture Book (Morthern Lights)

AA Picture Book Non-Fiction (Northern Lights)
AA Reference (Morthern Lights)

AAB E (Grasmere School Library)

AAB f (Yellowhead Region)

AAB jf (Yellowhead Region)

AAB jnf (Yellowhead Region)

AAB nf (Yellowhead Region)

Item bare

AABM - Adult Fiction (Alberta Beach Munidpal Library)
AABM - Audiobook CD (Alberta Beach Municipal Library)

Muses AABM - Board Book (Alberta Beach Munidipal Library)

AABM - Christian Fiction (Alberta Beach Municipal Library)

AABM - Comic books (Alberta Beach Munidpal Library)
AABM - DVD - Adult (Alberta Beach Municipal Library)
AABM - DVD - Juvenile (Alberta Beach Municipal Library)
AABM - Graphic Novel (Alberta Beach Municipal Library)

Owner AABM - Juvenile (Alberta Beach Municipal Library)

AABM - Adult Mon-fiction (Alberta Beach Municipal Library)

In this screen
select the

— template you want
to use. This will
automatically
populate the
distribution

[(tvone) =|E|

fields.
Click on OK to

create the item
record.
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ltem record with data fields populated.

.
ibliographic Record 1461399 - MARC21 - Polaris o 5] = |
—
Fle_ta_{ Newttem Record Options 1 e
D d Item information Item barcode(s)
Title: The Christmas fox
-Q c Author:  McGrory, Anik, auther, illustrator Bib control: 1461399
or
E Call number
O Title Scheme: Dewey Decimal ,] Use template values instead of these (if available) t
5
& Prefix:
T Class: Price: £22,99
RS _
E L Cutter: Circ status: ’I" Processing -
a
C:L a Suffix: Renewal limit: 0 =
| . . -
oy | o = Display in PAC Loanable outside system
Q o Copy: [ Mon-circulating Holdable
- a [ Use system assigned barcodes
a o Distribution
. Item total: 1 Barcode total: 0 ™ x
Ny 2
] = Itemon | Shelf Location | Material Type | Loan Period | Fine Code | Stat Code | Owner | Template -
b 2 1  Peace Library Non-fiction - ZBlock Collectior! Book 21 days Book (None) Peace Library .a {plsrweniger) |i
3
il ¢
3
3
— 3
[ 5
&
&
a =
[ oK J l Cancel ] [ Help
For Help, pre y




ltem record with data fields populated.

Scan in the new
item barcode,
enter call number
information and
renewal limit
according to your
library policy.
These three details
can also be done in
the item record,
next screen.

Click on OK to
create your new
[tem record.

e — ——————— S
Item information

Item barcode(s) 4
Title: The Christmas fox ,>
L —

Author:  McGror ik, author, illustrator Bib control: 1461399
er
. [Dewey Decirnal\ ,] Use template values instead of these (if available)
Price: £22.99
Circ status: [In Processing v]

Renewal limit: 0 (= >

Display in PAC

Loanable outside system
Holdable

[~ Mon-dreulating

[7] Use system assigned barcodes

X

detotal: 0

Items | Branch Collection Shelf Location | Material Type | Loan Peried | Fine Code | Stat Code | Owner |Templahe | |~
1 Peace Library Mon-fiction - 2 Block Collectior Book 21days Book (Mone) Peace Library .a (plsrweniger) |E|
[ 0K J l Cancel ] [ Help

39



e

//\\' o
Completing the Item Record Work Form

[ Item Record 6057353 - Cataloging - Polaris E= S|

File Edit Wiew Links Tools Help
; : i A B
5 B &I EY

egafd status:  Final I EContent Mon-dreulating Display in PAC

If not already done, scan
in the new barcode.
Although this number

[ Fnd | 8ibcontrolnumber: 1451399
can be entered manually, ot [y ek asor R— tem cntoirmter: 8575
it iS best to scan the Call number:  EMCGR Price: 526,60 Issue control no.:
Owner: [Peace Library System (Branch) (br) | shefflocation: [ (one) -
barCOde to ensure Assigned:  |Peace Library System (Branch) (APRPLS) |  Temporary location:
accuracy. Collection: [ Block Christmas Books (EXMA) | craaton status: InProcessng v | 05/04/2017 1:32:26PM
Circulation parameters Call number Request

Material type: |Book Loanable outside system

Polaris recognizes an

Holdable
Loan period: |21 days
acceptable barcode it
Fine code: |Book Pickup at

format and when you are
saving the record, will
warn you if you have
used too short or too
long a number in this

field. (ie: the ISBN)

Renewal limit: 2 =
Patrons from this library and branches

Stat code: | (Mone)

Patrons from this branch only

Name of piece: Preferred borrowers

Issue:

For Help, press F1 MNUM

Affix the barcode on the item well away from the ISBN and the UPC codes. PLS member
libraries have agreed to use the top right corner on the back cover for barcode placement.
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ompleting the Item Record Work Form

Scan your library
barcode to ensure
accuracy. Do not
scan the ISBN, as is
shown here.

Affix your
barcode away
from the ISBN

[ Item Record 6057352 - Cataloging - Polaris = P
File Edit View Links Tools Help
: ? =
h=d A St EP
..G Barcode: Record status:  Final L EContent [T Non-dirculating [ Display in PAC
E Title: Bib control number: 1461399
8 Author: McGrory, Anik, author, illustrator ———— Item control number: 6057353
Q:’_ Call number: EmMcGR Price: €35.60 e control no.:
E - ] shelf location: [{None} \ -
e
O s— - s
= 05/04/2017 1:32:
o4

\ This barcode format is not defined.
@' Do youwant to use this barcode for this item?

’ Yes ] [ No
Class: "
x)
Cutter: MCGR.
Renewal limit: 2 =
Stat code: ’(I‘-lone) i ] Volume:
Mame of piece: Copy:

Issue:

able outside system

|Bable

Pickup at

Patrons from this library and branches

Patrons from this branch only

Preferred borrowers

Far Help, press F1

NUM
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Completing the It

Enter the price of the

item in the field shown

using the following
“monetary” format:
x.xx (Polaris will add
the dollar sign).

If no price is on your
item, estimate a
replacement cost.

The price is important
if the book is lost and
a patron has to be
charged for the item,
and for reports valuing
your collection.

/ '

em Record Work Form

[ Item Record 6057353 - Cataloging - Polaris

File Edit View Links Tools Help

DEHE-X PO L E~RII & 9

Barcode:
Title:
Author:

Call number:

Owner:

Assigned:

Collection:

IS
Q
O
QL
A 4
&
2
—

Loan period:

Fine code:

Stat code:

Name of piece:

Issue:

For Help, press F1

0100006151635 Record status:  Final ILL EContent Mon-circulating Display in PAC

The Christmas fox
McGrory, Anik, auther, ilustrator

EMCGR

Find Bib control number: 1451399

Parent item: Item control number: 6057353
Qe: $26.60 )contol no.:
- | Shelf location: |(None]| v

|Peace Library System (Branch) (br)

|Peace Library System (Branch) (APRPLS)

- | Temporary location:

[Black Christmas Books (BxMA)

- | Circulation status: In Processing | 05/04/2017 1:32:26 PM

Circulation parameters

Material type: | Book

| 21days

|Book

Renewal limit: 2

| (Mong)

Call number Request
Scheme: |Dewey Decdimal - | Loanable outside system
Prefix: E Holdable

Limit to:
Class:

Pickup at

Cutter: MCGR
Suffix: Patrons from this library and branches
Volume: Patrons from this branch only
Copy: Preferred borrowers

NUM
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Completing the It

From the drop
down list choose
the appropriate
collection code for
this item.

Contact your
consultant if there
is a collection code
you would like to
have, which is not
on the drop down
list.

/ .

em Record Work Form

[§ Item Record 6057353 - Cataloging - Polaris

= 3

File Edit WView Links Tools Help

DEHE-X PO CE~RII &

For Help, press F1

..c Barcode: F0100006151635 Record status:  Final ILL EContent Non-drculating Display in PAC
E Title: The Christmas fox Find Bib control number: 1451399
g Author: McGrory, Anik, author, illustrator Parent item: Item control number: 6057353
Q: Call number:  EMCGR Price: £25.60 Issue control no.:
E Owner: |Peace Library System {Branch) {br) - | Shelf location: |(None) h
DL
e Assigned: Peace Libra tem dEranch - | Temporary location:
by —
Collection: |Block Christmas Books (BXMA) ) - | Circulation status: |In Processing - | 05/04/2017 1:32:25 PM
Circulation parameters Call number Reguest
Material type: |Book - | Scheme: |Dewey Decimal hd | Loanable cutside system
Prefix: E Holdable
Loan period: |21 days 2 |
Limit to:
Class:
Fine code: |Book V| Pickup at
Cutter: MCGR
Renewal limit: 2
Suffix: Patrons from this library and branches
Stat code:
|(None]| hd Volume: Patrons from this branch only
Name of piece: Copy: Preferred borrowers
Issue:

NUM
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Completing the Item Record Work Form

” I Item Record 6057353 - Cataloging - Polaris = [
From the drop down IISt File Edit VWiew Links Tonlsg Iielp

choose the appropriate NZ2HE2- XX PY L ERESL E7
shelf location for the
item.

Barcode: 0100006151635 Record status:  Final 1L EContent Non-crculating Display in PAC

Title: The Christmas fox Find Bib control number: 1451339
Author: McGrory, Anik, author, illustrator Parentitem: Item control number: 6057353

Call number:  EmMcGR Price:

Owner: |Peace Library System (Branch) {br) q Shelf location: |(None) ) v

Assigned: | Peace Library System (Branch) (APRPLS) - %‘*“ /
Collection: |Block Christmas Books (BXMA) hd | Circulation status: In Processing »| 05/04/2017 1:32:26 PM

Not all libraries use shelf
location information.

B
o]
S
QD
A 4
=
2
—

Circulation parameters Call number Regquest
. jateria = [F= - heme: |Dewey Decimal - oanable outside system
If you do, and there is a Hoterettme: [z || === I—— | e
2 . Prefix: E Holdable
shelf location you would toonper: - (z1con d .
Class:
like to have on your drop roecoi= [ )| — e
down list, contact your Renewal bt 2 o T
uffic: Patrons from this library and branches
COnSUItant . Gkl ficoe) hd Volume: Patrons from this branch only
Name of piece: Copy: Preferred borrowers
Issue:
For Help, press F1 MUM
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Completing the Item Record Work Form

[E Item Record 6057333 - Cataloging - Polaris = e
NOte the default File Ed;iew Links Tools Help - @
. . - ~ ; ﬁ T g E
circulation status of a D=He- X2 DY L o B
. b Barcode: E0100006151635 Record status:  Final L EContent MNon-droulating Display in PAC
new ltem record ®: a Title: The Christmas fox Find Bib control number: 1451399
“In PI‘O Cessing”. 8 Author: McGrory, Anik, author, illustrator Parent item: Item control number: 6057353
Q: Call number:  EMCGR Price: $25.560 Issue control no.:
E ‘Owner: |Peace Library System {Branch) (br) - | Shelf location: |{None) -
DO n O t Ch a nge th lS :‘;‘-" Assigned: |Peace Library System (Branch) (APRPLS) - | Temporapglosa
drop down Ch 0 ice Collection: |B|ock Christmas Books (BXMA) - | @ms: In Processing - D 05/04/2017 1:32:26 PM
« . » Circulation parameters Call number Request
from “In-processing’ | |

Material type: |Book - | Scheme: |Dewey Decimal hd | Loanable outside system

Loan period: | — - | Prefix: E Haldable
Use a Check In screen . i o

. . ine code: ool - Pickup at
to “check-in” the item " = ]
after you are finiShed el 12 = Suffix: Patrons from this library and branches
SaVing it, SO that any stateode: |(N°n9) = Vaolume: Patrons from this branch only
hOIdS placed on the Bib e Copy: Preferred borrowers
record can be satisfied.
For Help, press FL NUM
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Completing the Item Record Work Form

Next, select the correct
“Circulation Parameters”
for the item. Your
template may have
populated these fields
already.

v
[ Item Record 6057353 - Cataloging - Polaris [

File Edit View Links Tools Help

DEHsES-X PO LE~KI.] &

Barcode: 0100006151635 Record status:  Final 1L EContent Nen-circulating Display in PAC

Title: The Christmas fox Find Bib control number: 1461359
Author: McGrory, Anik, author, ilustrator Parent item: Item control number: 6057353

Call number:  EmcGr Price: £26.60 Issue control no.:

owner: |Peace Library System (Branch) (br) - | Shelf location: |(NOHE) 7

Notice how often Polaris

Assigned: |Peace Library System (Branch) (APRFLS) - | Temporary location:

[B] Item Record

provides drop down boxes to Colecton 7] Crastonstats: [mprocessng ¥ os017 53228
populate database fields! resstonpeanetes Callrumer B

Material type: |Book Scheme: |Dewey Decimal - | Loanable outside system

. . > . : E Holdable
This is to prevent typing toen perod: g Lt o
mistakes - databases Fnecode:  [oook pedup at
ther MCGR
perform best when fields are R et [2
2 Suffix: atrons from this library and branches

accurately filled in! e e

Stat code: - .

Volume: Patrons from this branch only
Choose the Correct: lenlctipec: Copy: Preferred borrowers
> Material Type
For Help, press F1 NUM

» Loan Period
» Fine Code
» Renewal Limit Material Type and Fine Code are always the same.
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Completing the Item Record Work Form

[ Item Record 6057353 - Cataloging - Polaris

Finally, fill in the call

File Edit View Links Tools Help

number information,
before saving your new

NEHE-X PO LE~EII & @

.c, Barcode: E0100006151635 Record status:  Final ILL EContent Non-circulating Display in PAC
item record ' S Title: The Christmas fox Find Bib control number: 1451339
% 8 Author: McGrary, Anik, author, illustrator Parent item: Item control number: 6057353
Q: Call rumber: EmMcER Price: £36.60 Issue control no.:
These fields will create S - e 7] shefotor: o) -
the S ine label for Our ﬁ Assigned: |Peace Library System (Branch) (APRPLS) - | Temporary location:
p Y Collection: |B|ock Christmas Bocks (BXMA) - | Circulation status: | In Processing w | 05/04/2017 1:32:26 PM

item, and there are no
drop down menus to
ensure accuracy'!

Circulation parameters

Material type: | Book. - |

Loan period: |21 days

Fine code: | Book

Each field should ONLY
contain the data it is
designed for if the search

engines are to work
properly. BE CAREFUL!

Renewal limit: 2

Stat code: | (None)

Name of piece:

Issue:

For Help, press F1

oD

Scheme: |Dewey Decimal - |

Call number

Request

Loanable outside system

Holdable
Limit to:

Pickup at

Patrons from this library and branches

Patrons from this branch only

Preferred borrowers

NUM
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Completing the It

Scheme: Dewey Decimal.

/ '

em Record Work Form

The scheme should not Erresors comm o

be Chan ed ey TRAC File Edit View Links
g D2HE- X2 DO L Ee RIL & €

Tools  Help

currently uses this
classification system
throughout the entire
collection.

Barcode:

Author:

Call number:

Owner:

Assigned:

Prefix: Enter the correct
prefix for the item as
used for similar items in
your library. Use
CAPITAL letters and do
not enter unnecessary
spaces in this field.

B
o)
Q
L
a4
E
2
—_

Collection:

Circulation para

Loan period:

Fine code:

Stat code:

MName of piece:

Prefix examples:
_FIC (Fiction) Issue:
_F (Fiction) For Help, press F1

0100005151635

McGrory, Anik, author, ilustrator

E MCGR

Title: The Christmas fox

Record status:  Final

L EContent Mon-circulating Display in PAC

|Peace Library System (Branch) {br)

Parent item: Item control number: 6057353
Price: £26.60 Issue control no.:
- | Shelf location: | (Mone) b

|Peace Library System (Branch) {(APRPLS)

- | Temporary location:

|Block Christmas Books (BXMA)

- | Circulation status:

meters

Material type: | Book

| 21days

|Book

Renewal limit: 2

-

| (Mone)

number

Prefix:

Class:

Cutter:

Suffix:

Volume:

~N

Scheme: |Dewey Dedmal v|

E

MCGR.

Find Bib control number: 1461399

In Processing | 05/04/2017 1:32:26 PM

Request

Loanable outside system

Holdable
Limit to:

Pickup at

Patrons from this library and branches
Patrons from this branch only

Preferred borrowers

NUM

-E (Easy)
-LP (Large Print)
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Completing the Item Record Work Form

Enter the Dewey Decimal
1 1 o em Reco - Cataloging - Polaris — -
Classification Number in the = i isers stom 5 [E=EEn
ne I 1ew INKS ools Elp

“ClaSS,’ fIEId, lfappllcable @ & - = R » E@
Typically this field is NOT D=d XYL ErFZIL & G

..c Barcode: B0100006151635 Record status:  Final I EContent Mon-drculating Display in PAC
used fOI' FlCthD nOI' fOI' EaSY a Title: The Christmas fox Find Bib control number: 1451339
Non_ Fiction g Author: McGrory, Anik, author, ilustrator Parent item: Item control number: 6057353
5 Q: Call number:  EmMcER Price: £36.60 Issue control no.:
E Owner: |Peace Library System {Branch) {(br} - | Shelf location: |(None) -
Use the fOIIOW]-ng format: g Assigned: |Peace Library System {Branch) (APRPLS) - | Temporary location:
XXX XXXXXX Use nos pa ces y Collection: | Block Christmas Books (BXMA) v | Cralationstatus:  [in Processing | 05/04/2017 1:32:26 PM
and n O O th er Ch a ra Cters Circulation parameters @I number ReNuest
between the digits Material type: |Book - | Scheme: |Dewey Decimal - | oanable outside system
Prefix: E Holdable
Loan period: |21 days s |
Lirrgt tor:
. . . Class:
Some libraries abbreviate to a Fnccode:  [pank 7 pidup a
. . . Cutter: MCGR
maximum of three digits a7
oy . Suffix: ‘atrons from this library and branches

after the decimal point, e

kel |(None) hd | Volume: Patrons from this branch only
others use all.

Mame of piece: Qv: / Preferred borrowers
The class field should never o

For Help, press F1 NUM

end in zero (0). If there are

only three digits, leave off the
period. (ie: 379)
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Completing the Item Record Work Form

Enter the “Cutter” - If the —

[H ttem Record 6057353 - Cataloging - Polaris

item has an author in the —_——

author field at thetopofthe NE2HE- XX PO L B~ B3 1 & €9

WOI‘]{ form’ use the o Barcode: F0100006151635 Record status:  Final I EContent Mon-circulating Display in PAC
o o : € Christmas fox in ib control number:
CAPITALIZEDﬁrSt three o Title: The Christmas fo! Find Bib trol b 1461399
O Author: McGrory, Anik, author, illustrator Parent item: Item control number: 6057353
Ietters Of the IaSt name. & Callnumber:  EMCGR Price: £26.60 Issue control no.:
E Owner: |Peace Library System {Branch) {br) - | Shelf location: |(None) e
. . Q
If there IS no author, as ls the ﬁ Assigned: |Peace Library System (Branch) (APRPLS) vl Temporary location:
case in some multi_ authored Colection: [ Block Christmas Books (BX1MA) ~| Circulation status:  [In Processing v | 05/04/2017 1:32:26 PM
publications, use the Circulation parameters all number \equest
: Material type: |Book - | Scheme: |Dewey Decimal - | Loanable outside system
CAPITALIZED first three "
refix: Holdable
letters of the title. tosnperiot  (zican 2] i o
Class:
Fine code: | Book - | Pickup at
i 5 Cutter: MCGR
In this example, McGrory is Rencwallmit: 2 1%
Suffix: Patrons from this library and branches
the last name so a four letter ot |
5 . coae: Q0 e Volume: Patrons from this branch only
cutter, MCGR is correct. This
. , Name of piece: Copy: Preferred borrowers
is the practice for all names \_ =,
starting with Mac or Mc. =
For Help, press F1 NUM

Again - no spaces and two to
four CAPITAL letters only
should be used in this field. o
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Completing the Item Record Work Form

[H ttem Record 6057353 - Cataloging - Polaris

[ESNRE =)

Enter the “Suffix”) if used. File Edit View Links Tools Help

NDEHE-X DY O~ I & @

The suffix field is not used for © Recordsisus:  Fina o CJeConten Non-craatng Display nPAC
sorting by Polaris, so S [ e e
formatting issues are not ¢ P e e —
stringent. It is still good S Owncr  [Peace torary System Granch) () v] Sheflocaton: [(vone) -
practice to use internal ol fcoonee:  [Fee by sy G G ) Tenporary ocaton:
standards so your spine labels Golecton: Bk Chrstnasseks X044 ) Cokincols [ Rec—] (O 5225
look orderly. Lowercase e (:'h . = |\Rthm o
characters are acceptable in e e . - | : Y e
this field. toonperit:  [21cay d dm' it

Fine code: [Book - Pty
Some example suffixes found Renenalimi 2 1% :: - o
in the TRAC database: s (o al p. . Mll N
k-z Name of piece: @ Preferred borrowers
Season 1 e IH - / _
Gr. 5-7 —
C.2

V.3
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The volume field is a
particularly sensitive
field. It is used for
multiple part (multi-part)
publications. This book is
complete in one volume,
so no volume information
is required. Keep your
cursor out of this field!

The guidelines for usage
of the volume field will
be covered in part two of
“Creating and Editing
[tem Records”.

ompleting the Item Record Work Form

[ Htem Record 6057353 - Cataloging -

Polaris

o

File Edit View Links

NEHE-X DY OB~ RIS & @

B
o
O
Q
8 4
=
2
—

Tools Help

Barcode: B0100006151635 Record status:  Final ILL EContent [ Mon-draulating [ isplay in PAC
Title: The Christmas fox Find Bib control number: 1451339
Author: McGrory, Anik, author, illustrator Parent item: Item control number: 6057353
Call number:  EMCGR Price: £36.60 Issue control no.:
Owner: IPeace Library System {Branch) {br) 'I Shelf location: I(NOHE) b
Assigned: IPeace Library System {Branch) {APRPLS) VI Temporary location:
Colection: [ Block Christmas Books (BXMA) ~| craation status: 05/04/2017 1:32:26 PM

Circulation parameters

Material type: lBook

Loan period: [21 days

Fine code: lBock

Renewal limit: 2

Stat code: l(None)

Name of piece:

Issue:

For Help, press F1

all number

Scheme: IDewey Decimal v]

Prefix: E

Class:

Cutter:

MCGR

Suffix:

Volume:

QJW

Request

[ Loanable autside system

[ Holdable
Limit to:

Pickup at

Patrons from this library and branches

Patrons from this branch only

Preferred borrowers

NUM

If you enter something in the volume field by mistake, be sure to fully delete the
contents because the field is “space sensitive”. (Even one space will disrupt
Polaris search processes - backspace your cursor to remove “spaces’.)




/’
Completing the Item Record Work Form

« » i
.Complete the COpy f.v:leld’ [H ttem Record 6057353 - Cataloging - Polaris El_lér
if necessary. Usually, if you  [fic e vew s tools e

have only one copy of this NEHSES- XD L EcBI . £

bOOk 1n Your th‘ary, thlS = Barcode: B0 100006151535 Record status:  Final I EContent Non-drculating Display in PAC
field is not necessary a Title: The Christmas fox Find Bib control number: 1451339
g Author: McGrory, Anik, author, illustrator Parent item: Item control number: 6057353
Q: Call number:  EmMcER Price: £36.60 Issue control no.:
The standard format for o (p—————— T shefocsson: (g -
. . s« ”» [1}]
thls fleld IS lower Case C y ﬁ Assigned: |Peace Library System {Branch) (APRPLS) - | Temporary location:
followed by a period’ and Colection: [ Block Christmas Books (BX1MA) ~| Circulation status:  [In Processing v| D05/04/2017 1:32:26PM

Circulation parameters mmber \equest

then the copy number. No

Material type: |Book - | Scheme: |Dewey Decimal - | Loanable outside system
spaces allowed:
refix: Holdable
c.10rc.2 Loamperiod:  (gidam | [
Class:
Fine code: |Book - | Pickup at
. Cutter: MCGR
When adding a second a7
. . . Suffix: ‘atrons from this library and branches
copy, itis good to edit the e
h o Stat code: |(None) = Volume: Patrons from this branch only
item record for copy 1 with
. . Name of piece: Copy: Preferred borrowers
copy information.
Issue: \ /
For Help, press F1 NUM

“Editing” is covered in part

two of “Creating and
Editing Item Records”.
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Completing the Item Record Work Form

At this time, Polaris

Bibliographic Record 488845 : Linked Item Records [E=EE
does not show the copy [B==
File Edit Help
field in the list of linked |z &- x & © /'\
l temS a tta Ch ed to a Bl b Title Assigned ... Collecti.. Shelf /i Call Number . Status Barcode Last Activit... R.. Control...
d l h Asong in Bethleh... Acadia M... Picture.. Chilgr.. EMCG In 30400004634727 14/10/2009  F.. 508938
recor ) unitess t e Copy Asong in Bethleh... Airdrie Pu... Picture.. Pictpir.. EMCG Out 30400004632077 12/11/2012  F.. 499983
. . . dd d Asong in Bethleh... Flatbush.. EasyRe.. Chifdr.. EMCGE In 30236000022164 F.. 311391
lnfo rma tlon 1S a e to Asong in Bethleh... OyenMu... Picture.. Chfdr.. EMCG In 30400004634719 29/12/2009  F.. 508916
3 4 ... Peace Libr... n.. 30100005212750 ks
the Su-fﬁxﬁeld' Asongin Bethleh... Peacelibr.. BlockC.. Blokk.. EMCGE1-3 In 30100005272721 F.. 4387182
Asong in Bethleh... Peace Libr... On-Order F... 4390168
Asong in Bethleh... St. Mary o... EasyRe... EMCGE In 30100004451268 F.. 1002094
Ay Asong in Bethleh... Strathmor... Picture.. Block\. EMCG RELI In 30400004628042 11/10/2012  F.. 486553
Ifit is important to
have this detail on your
reports, and in this list,
For Help, press F1 9 records NUM

please use the same
format (c.#) in the

suffix field for your

—— = e

copy number. Note the “on-order” record on this list of items linked to Bib #48884s5.
NEVER open and edit this record to create the item

you are adding to the database.
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Completing the item Record Work Form

[ Item Record 6057353 - Cataloging - Polaris o= o)

File Edit Wiew Links Tools Help

NE2EHS X2 DPDPO BRI, & @ Three check

Barcode: B0100006151635 Record status:  Final I EContent Non-drculating Display in PACR b OXe S tO 10 O 1( a.t

Title: The Christmas fox Find Bib control number: 1451333 b 2 o
efore saving

Author: McGrory, Anik, author, illustrator Parent item: Item control number: 6057353 7

. .
Call number:  EmMcER Price: £36.60 Izgue control no.: > D lsplay ln
Owner: |Peace Library System (Branch) {br) - | Shelf location: |%ne) - | PAC

Assigned: |Peace Library System (Branch) (APRPLS) - | Temporary locatio

Collection: |Block Christmas Books (BXMA) - | Circulation stapds: In Processing | 05/04/2017 1:32:26 PM /

.
Circulation parameters Call number Request / OutSIde
Scheme: |Dewey Decimal / - | Loanable outside system System

Material type: |Book "|
Holdable R
e > Holdable

Limit to:

B
o
Q
Q
o
&
2
—

Prefix: E

Loan period: | 21days s |

Class:

Fine code: |Book v| Pickup at

Cutter:

These must be
checked for
your item to

circulate.

Renewal limit: 2
Patrons from this library and branches

Stat code:
|(None) Patrons from this branch only

Name of piece: Preferred borrowers

Issue:

For Help, press F1

oo : ; : ;
Do NOT check non-circulating, unless the item is not meant to circulate
according to the TRAC Operational Guidelines. 55
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mpleting the ltem Record Work Form

[[d Item Record 6057353 - Cataloging - Polaris

= o |

Three Ways to File Edit View Links Tools Help
: : ? =
Ind B L, o]
save: SHE-XODPDY I Ee BI1 &
« ” Baptode: Bo180006151635 - ’ - Mon-drculating 7| Display in PAC
» Choose “Save o
L itle: The Christmas find Bib control number: 1451399
f he Fil S
rom t e 1 e 8 Author; McGrory, Anik, author, illus E Item Record 6057353 - Cataloging - Pc Item control number; 6057353
Call ber: I trol no.:
DTOP down R colnumberi EMCGR File| Edit View Links Tools Help e cenene
m enu g Owner: |Peace Library System (Branch) (br) New... Ctrl+N -
L. e Assigned: |Peace Library System (Branch) (AF Open... Ctrl+0
» Click on the = o e
« 9 . Collection: |B|ock Christmas Books (BXMA) M 05/04/2017 1:32:26 FM
Save lcon. Circulation parameters Save Ctrl+S
Material type: |Book e B SeTpete - sble outside system
Save Provisionally
ble
Loan period: |21 days Print »
Label Request »
Fine code: |Book i
> Ctl‘l + S Delete Ctrl+D
Renewal limit: 2 = Undelete Ctrl+U
|rons from this library and branches
Properties F8
Stat code: |(None]| \rons from this branch only
Exit
Mame of piece: (ferred borrowers
Issue:
For Help, press F1 MNUM
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Completing the Item Record Work Form

Label Tools Help

Print the spine wam
label.

>
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Review the
Three Step Process




s three step

vou add an item record:

e Examine the item in hand.

* Find the correct Bib record by searching for the ISBN, and
keep referring back to the item to ensure accuracy.

* Create a correct item record, and save it.

" CHRISTMAS
. "COOKIES

75 IRRESISTIBLE
HOLIDAY TREATS

Bibliographic Record 1431476 - MARCZ1 - Polaris

File

Edit View Links Tools Help

Bibliographic Record

NEHE XX & mRe e E&2 9

Control number:

14314976 Owner: [The Regional Automation Consortium (TRAC) (sys)

] rems:

Title: Christmas cookies : 75 iresistible holiday treats.

Tag Ind Data

f.or cam 22 4500

001 1431476

005 20170405132151.0

aos 16020152016 nyua 0010engd

020 1a9781618371454 (hardcover) 1c19.95

040 +aBTCTAthengterdatcBTCTATIYDXCP0BDX dOI6dCa0AUWTITRAC
082 12641 5/6861223

245 TaChristmas cookies “1b75 imesistible holiday treats.
246 3 TiAt head of title:faGood Housekeeping

264 1 TaNew York, NY :fbHearst Books,tc[2016]

284 4 1c©2016

300 12128 pages :fbcolor illustrations ;$c25 cm

336 tatextibtxti2rdacontent

336 fastill imagetbstit2rdacontent

337 tTaunmediatedibniZrdamedia

338 tavolumetbnci2rdacarrier

500 talncludes index.

500 1a"Good food guaranteed”.

650 +] taCookies

650 +] faChristmas cooking

655 7 faCookbooks.f2lcgft

710 2 1aGood Housekeeping Institute (New York, N.Y.)

ery time

=

Item information

Title: Christmas cookies : 75 imesistible holiday treats.

Item barcode(s)

Author: Bib control: 1431476
Call number
Scheme:  [Dewey Decmal - Use template values instead of these (f available)
Prefix:
Price: $19.95
Class: 641.5/686
Suffic: Renewal imit: 0 |5
i ] Display in PAC Loanable outside system
Copy: [] Nen-cireulating Haldable
[Tuse system assigned barcodes
Distribution
Itemtotal: 1 Barcode total: 0 Ing x
Items | Branch Collection | Shelf Location | Materisl Type | Loan Period | Fine Code | Stot Code | Ouner | Template |
1 (None)

ok | [ cancel | [ Hew

39
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Step one:

¢ Examine the item in hand -
scan the 13 digit ISBN found
on the back cover to find a
Bib record, using a Bib find
tool, to search.

www.goodhousekeeping.con

e If there is an ISBN, and you ISBN 978-1-61837-145-4

do not find a record, send 5 1695>
the book to headquarters m.'
7816181371454

for cataloguing.

* The ISBN may also be

found in the information
behind the title page.

9
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Step two:

* Compare your item to the Bib details. Check: format,
number of pages, edition (large print).

» Cataloguers rely on the title page (rather than the book
cover, or spine) to ascertain the correct title, sub-title and

author.

CHRISTMAS
COOKIES

75 IRRESISTIBLE HOLIDAY TREATS

* GOOD FOOD GUARANTEED %

,

File Edit View Links Tools Help

DEHE XX +» 22 e & &) :

Control number: 1431478 Owner: [The Regional Automation Consartium (TRAC) (sys)

Title: Christmas cookies : 75 irresistible holiday treats.

@ & | Language: |English « | Location: |Peace Library System (Branch) (APRPLS)

<< Return to List

Format: Book

48 =~
| '7 L ant Title: Christmas cookies : 75 irresistible holiday treats.
E FPublisher, Date: New York, NY : Hearst Books, [2016]
- ©2016
b s Description: 128 pages : color illustrations ; 26 cm
| &1 S

Subjecis: Cookies
Christmas cooking

Genre: Cookbooks.
Other Author: Good Housekeeping Institute (New York, N.Y)

Other Title: At head of title: Good Housekeeping

Motes: Includes index.
"Good food guaranteed™.

ISEMN: 9781618371454 (hardcover’ )
System Availability: 6

Title & sub-title may
or not be on the
cover. Cataloguers
use the title page in

creating a Bib record.
(245 tag in the MARC view)

The physical
description of the
item (# of pages, size,
illustrations, etc.)
should describe the

item in hand.
(300 tag in the MARC view)
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Check the subject headings and other information on the Bib record.

Also look at the Tp. Verso (reverse side of the title page) for subjects,
classification and other details. e

MEARSTBOOKS

[EF] Bibliographic Record 1431476 - PAC - Polaris

from the publisher.

File Edit View Links Tools Help
NEHa-X (e o 2,

Control number: 1431475 Owner: | The Regional Automation Consortium (TRAC) (sys) -

[

‘The Good Hou

Title: Christmas cookies : 75 irresistible holiday treats.

— Tp. verso

@ &b Language: |English | | Location: |Peace Library System (Branch) (APRPLS)

<< Return to List

Format: Book
Title: Christmas cookies : 75 irresistible holiday treats. ‘Susan Westmoreland
FOOD DIRECTOR
Fublisher, Date: New York, NY : Hearst Books, [2016]
Cover Design: La !

alese
2016 Interior Design: Barbara Baleh

Project Editor: Carol Prager

= Cookies
Christmas cooking

L

nre: Cookbooks.
- Good Housekeeping Institute (New York, N.Y.)

= [=] « Bibliographic Record

This Bib record is a perfect match for this new item!
Now to add the item by creating a new item record.

Dther Title: At head of title: Good Housekeeping

Mofes® Includes index.
"Good food guaranteed”.

SEN. 9781618371454 (hardcover)
m Availability: 6

Click —

m
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Stﬁep three:

Create a correct item record, and save it.

Affix and scan your barcode — Ewimmen: comn e B
Add the price O »

: ==HS&- A E?
Choose collection code and -

b Barcode: 30100006 147260 Record status: I EContent Mon-dirculating | Display in PAC
. L Title: Christmas cookies : 75 irresistible holiday treats. Find Bib control number: 1431475
helf'] S =
S e O Ca‘tl On 8 Author: Parent item: Item control number:
2 g Call number:  NF 5415686 CHR. Price: £19,095 Izsue control number:
Choose the four circulation =
E Owner: |Peace Library System (Branch) (br) - | Shelf location: |B\ock Collections -
parameters from the drop g Assigned: |Peace Library System (Branch) (APRPLS) - | Temporary location:
down menus Collection: |B|u|:k Christmas Books (BXMA) - | Circulation status: |Ir| Processing -
2! % . Circulation parameters Call number Request
Add p reflx ( N F) (lf re qUIre d) Material type: |Book - | Scheme: |Dewey Dedmal - | /| Loanable outside system
Remove the slash (/), spaces e 5| =
> 1 f Class: 641.5686 Lmee:
or punctuation marks rrom necode:  [pok 9 Pkt
Cutter: CHR.

the class field

Renewal limit: 2

Suffix: Patrons from this library and branches
Type in the Cutter ( C H R) Ssacs | fiion) T Volume: Patrons from this branch only
Confirm the three check T
boxes on the right -
For Help, press F1 1.APRPLS MNUM

Save the record and check in
your new holding!

Now Bib record 1431476 has a new item link!



- Audiobook, item in hand:

Details to find:

« Title (and subtitle
* Author

* Narrator

* The full book or an abridgement?

 Number of discs

e Number of hours
e Publisher

earch by:

Search by ISBN whenever possible.
Multiple results are common! Take time
to examine each Bib thoroughly.

CHILBURY
LapieEs’ CHOIR

oA Npvel =EF

JENNIFER RyanN

READ BY
Gabrielle Glaister, Laura Kirman, Imogen Wilde,
Adjoa Andoh, Tom Clegg, and Mike Grady

AN UNABRIDGED PRODUCTION

10 COMPACT DISCS

I'HROUGH LETTERS AND JOURNALS, lllmm mlmil“

CHOIR UNFOLDS THE STRUGGLES, AF

TRIUMPHS OF A VILLAGE CHOIR DURING WORLD WAR IT.

4 s England becomes enmeshed in the early days of World War IT and the men are
away fighting, the women of Chilbury village forge an uncommon bond. They defy
the Vicar's stuffy edict to close the choir and instead “carry on singing,” resurrecting
themselves as the Chilbury Ladies' Chois. This story tells the home-front struggles of
five unforgettable choir members: a timid widow devastated when her only son goes to
fight; the older daughter of a local scion drawn to a mysterious artist; her younger sister
pining over an impossible crush; a Jewish refugee from Czechoslovakia hiding a family
secret; and a conniving midwife plotting to outrun her secdy past.

An enchanting ensemble novel that shuttles from small-town intrigue to romance to
the heartbreaking matters of life and death, Jennifer Ryan's debut thrillingly illuminates
the true strength of the women on the home front ina village of indomitable spirit.

This audio production includes popular versions of elassical
music sung by women's choiss, including Abide with Me and
* All Creatures, Ave Muria, and The Lord My Shepberd.

JENNIFER RYAN lives in the Washington, D.C., area with her husband
d their two children, Originally from London, she was previously a nonfiction
book editor.

READ BY Gabrielle Glaister, Laura Kirman, Imogen Wilde, Adjoa Andoh, Tom €
and Mike Grady
U.S. $45.00/CAN $60.00

The CHILBURY : :
Lapies’ CHOIR m ‘IM I“
9 7815240721343

is also wvailable in print from Cron and in
a Random House Large Print edition |

D ENGUINRANDOMHOUSEAUDIO.COM
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Audiobook, Bib r

Details to find:

* Audiobook format icon

« Title (and subtitle, if there)

* Author and Narrator

* The full book or an
abridgement?

* Number and size of discs

 Number of hours

ecord:

/ .

[EF] Bibliographic Record 1496733 - PAC - Polaris

=

ey x|

File Edit View Links Toolz Help

Contral number: 1496733 Ow

[E & | Language: [Engish

ner: The Regional Automation Consortium (TRAC) (sys)

e ko 2, P [ E9

v] tems: 10

Record status:  Final

/] Display in PAC

Title: The Chilbury Ladies' Choir : a navel

jiis
Host

~] | Location: [peace Library System (Branch) (APRPLS)

Related searches

} Other Searches
¥ Subjects

s CD.

+ Compact discs

» Historical fiction
 Title from container.
+ Unabridged

¥ Authors

« Ryan, Jennifer
¥ Series

+ \farious readers.

=
Q
Q
QD
24
e
]
T
=}
82
=
2
m
]
il

1. The Chilbury Ladies’ Chair : a novel
by Ryan, Jennifer, author

Date: [New York] : Random House Audio, [2017] — &

10 audio discs (12.5 hours) : CD audio, digital ; 13cm.

bility- 0 (of Q)
ability § (of 8)

* Publisher & publication date

Do not link to Bib 1496733, unless
all the details are correct, for the
audiobook you are adding!

http://catalogue tracpac.ab.ca/polaris/search/components/ajaxMARC as|

Use the scroll bar in the MARC view and
“ Expand All” in the PAC view to find
more information about this Bib record.
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Audiobook, item record:

[ Htem Record 6040411 - Cataloging - Polaris

File Edit View Links Tools Help
2) 1 5 9
DeEHE-X i E%
1:3 Barcode: 30113006241249 Record status:  Final ILL EContent Mon-circulating | Display in PAC
E Tite: The Chilbury Ladies' Choir : a novel Find Bib control number: 1495733
g Author: Ryan, Jennifer, author Parent item: Item control number: 6040411
Q: Call number:  AUDIO BLOCK F RYA Price: €50.35 Issue control no.:
E Owner: |Pear_e Library System {Branch) (br) - | Shelf location: |Block Collections hd
Q
ﬁ Assigned: |Peace Library System (Branch) (APRPLS) - | Temporary location:
Collection: |Block Audiobooks (BAE) - | Circulation status: |In Processing - | 10/04/2017 12:42:57 FM
Circulation parameters Call number Request
Material type: |Book an €D - | Scheme: |Dewey Decimal - | | Loanable outside system
Prefix: AUDIO BLOCK F | Holdable
Loan period: |2l days A |
Limit to:
Class:
Fine code: |Book on CO - | Pickup at
Cutter:
Renewal limit: 2 T
Suffix: RYA Patrons from this library and branches
Stat code:
|{N0I'IE]| b Volume: Patrons from this branch only
Mame of piece: Copy: Preferred borrowers
Issue:
For Help, press F1 NUM
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Blu-Ray, item in hand:

Details to find:

» Title (and subtitle)
 C(ast

 Format

* Number of discs

* Number of hours
* Publisher

Search by:

Search by scanning the UPC code, (choose
UPC from the search parameter drop down
menu).

For Blu-Rays and DVDs you may also search by
title. For a match watch for film distributor,
languages and number of discs.

BLU-RAY" + DIGITAL COPY

3 THE
KEEPER'S
LA FEMME DU GARDIEN DE ZOO

BASED ON E! TRUE STORY FROM THE INTERNATIONAL BESTSELLER




Blu-Ray, Bib record:

Details to find:

« Title (and subtitle)

e Language

* Producer and director

* Special features per cover detail
* Number and size of discs

* Number of hours

* Publisher and year

* Format - DVD or Blu-Ray

Multiple formats:

If your movie contains multiple
formats (DVD and Blu-ray or MP3) you
must watch the next part of “Creating
and Editing Item Records” before
adding your item!

/ .

5] Bibliographic Record 1595113 - MARC21 - Polaris o e |
File Edit View Links Tools Help
N2HS-X e 2, J Qe & 9
E Control number: 1595113 ‘Owner: | The Regional Automation Consartium {TRAC) (sys) - | Items: 12 Record status:  Final
8 Title: The zookeeper's wife = La femme du gardien de zoo BRI i
Q Host
?‘: Tag Ind Data o
ol | DR ngm 22 4500
= 001 1595113
% 005 20170804150237.0
i 007 vd csaizq
o 008 17070452017 onci26 vieng d
Aol | 020 +c$37.99
"5 024 2191329026731
. 028 1a2321899441thElevation Pictures
Cfl 028 122075724 1bElevation Pictures
040 faTRACtbengterdafcTRACTATRAC
041 Taengtafrefjengtheng
[ 45 faThe zookeeper's wife =fblLa femme du gardien de zoo ffcElevation Pictures presents in association with Sierra/Affinitya, Scion
Films preduction ; an Electric City Entertainment, Tollin Productions and Rowe Miller Productions production ; produced by Jeff
il Abberley, Jamie Patricof, Diane Miller Levin, Kim Zubick ; written by Angela Workman ; directed by Niki Caro.
246 faFemme du gardien de zoo
J84 fa[Toronto, Ontario] -fbElevation Pictures,Tc[2017]
264 1c@2017
300 Ta[Blu-ray only]1 videodisc (126 minutes) -Tbsound, color ;1c12 cm
338 Tatwo-dimensicnal moving imagetbtdif2rdacontent J
337 TavideotbviZrdamedia
338 tavideodiscibvdizrdacarrier
34 Th12 cmiZrda
344 TadigitalfbopticaltgsurroundthDTS-HD Master Audio 5.112rda
346 talaser opticaliZrda
34 Tavideo filetbBlu-rayfdHD 1080pfeRegion Af2rda
38 TaMotion picture
&n +aRasad nn the noval b Nians Arkarman i

The record was saved successfully.

MNUM

Should a DVD movie or a Blu-Ray/DVD
combo-pack be linked to this Bib record
(#1595113)? ... NO!
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u-Ray, item record:

”
[ Htem Record 6158477 - Cataloging - Polaris
File Edit View Links Tools Help
: PN
NeHE&- XD L E RSl &
..G Barcode: F0113006493043 Record status:  Final oL EContent Mon-dirculating | Display in PAC
a Title: The zookeeper's wife = La femme du gardien de zoo Find Bib control number: 1595113
g Authar: Parent item: Item contrel number: 6158477
Q: Call number:  BLU DRAMA ZOO Price: §33.00 Issue control no.:
E Owner: |Grande Prairie Public Library {br) - | Shelf location: |Audio-\u‘isua| -Blu-rays i
Q
E" Assigned: |Grande Prairie Public Library (AGP) - | Temporary location:
Collection: |BIu-Ray - Adult (BRA) - | Circulation status: |Being Held ~ | 04/08/2017 11:07:52 AM
Circulation parameters Call number Request
Material type: |Video ~Blu Ray - | Scheme: |Dewey Decimal - | | Loanable outside system
Prefix: BLU | Holdable
Loan period: |Zl days w7 |
Limit to:
Class: DRAMA
Fine code: | Video - Blu Ray - | Pickup at
Cutter: Z00
Renewal limit: 2 $
Suffix: Patrons from this library and branches
Stat code:
|(None) b Volume: Patrons from this branch only
Mame of piece: Copy: Preferred borrowers
Issue:
For Help, press F1 MUM
|-
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~ Search in Polaris for the answers to this
short quiz...

1. Name the “author” and “publisher” of
ISBN # 9781501131424 7




/\/

= Search in Polaris for the answers to this
short quiz...

2. What is the “format” and the “Bib control #” of
ISBN # 9781250132604 7




short quiz...

3. Who is the “publisher” and what is the
“physical description” of ISBN # 07888595447
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Search in Polaris for the answers to this

short quiz...

4. In an item record screen which three fields are automatically populated by the Bib
record:

a) Material type, owner and title.

b) Title, author and bib control number.
c¢) Title, circulation status and fine code.
d) Barcode, title and Bib control number.

4




Search in Polaris for the answers to this
short quiz...

5. What are the three steps for adding an item record?

a) Read the title, search for the item by title, and find an item record to use.

b) Examine the physical copy, find a matching Bib record, create a new Item
record.

c) Look for an ISBN, scan it, pick a Bib record with no links, and add the item.
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~ Search in Polaris for the answers to this
short quiz...

6. Which Item record fields are space sensitive?
a) Suffix and Shelf location
b) Fine code and Collection code

c) Volume and Classification
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~ Search in Polaris for the answers to this
short quiz...

7. Which Item record fields must be CAPITALIZED?
a) Suffix and Copy
b) Cutter and Prefix
c) All of the above.

i



=

Quiz questions...

Name the “author”and “publisher” of ISBN # 9781501131424
What is the “format” and the “bib control #” of ISBN #
9781250132604 7

Who is the “publisher” and what is the “description” of ISBN

# 07888595447
In an item record screen which three fields are automatically
populated by the Bib record:

a) Material type, owner and title.
b) Title, author and bib control number.
¢) Title, circulation status and fine code.
d) Barcode, title and Bib control number.
What are the three steps for adding an item record?

a) Read the title, search for the item by title, and find an item
record to use.

b) Examine the physical copy, find a matching Bib record,
create a new Item record.

¢) Look for an ISBN, scan it, pick a Bib record with no links,
and add the item.

Which Item record fields are space sensitive?
a) Suffix and Shelf location
b) Fine code and Collection code
¢) Volume and Classification
Which Item record fields must be CAPITALIZED?
a) Suffix and Copy
b) Cutter and Prefix
¢) All of the above.

Please try for 100% in this

quiz before proceeding to

Part two of “Creating and
Editing Item Records”.

78



