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SEARCHING MATERIAL

Before beginning to Import or Create a Bib in
Horizon, you must always search first to make
sure the material you wish to Import is not
already in our Horizon Database.



With Horizon Open, Choose Searching by double clicking on it. From the
Navigation menu, then choose New Search. Another way to do this is to simply
press “F2” on your keyboard.
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Type your search by (Title, Author, etc. Which ever is easier for you, then

select “OK” or simply press “Enter” on

your keyboard.
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DESKTOP-"LOC” FOLDER

Before we begin to import, make sure that you
have an LOC folder on your desktop and if
you don’t then create one.



On your desktop, Right click your mouse
and point to “New” from the menu that
appears. From the extended menu,
choose Folder by pointing and left clicking
on it.
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aste

Paste shortcut
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Next desktop background

i) Graphics Properties...

i) Graphics Options
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B Screen resolution telsshora
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New Folder
You should see a folder with the
word “New Folder” highlighted on
your desktop.

On your keyboard, just type LOC, then
press Enter. You have renamed that new
folder.




LIBRARY OF CONGRESS CATALOG
Open your internet E ﬁ

Click inside the address bar at the top and type:
“catalog.loc.gov”

Press [Tab | to search Library of ¢

[ catalog.loc.gov - Library of Congress Online Catalog

[0 https://catalog.loc.gov/index.html - Library of Congress Online Catalog

[ https://catalog.loc.gov/vwebv/exit.do - Library of Congress Online Catalog
77 catalog2 loc.gov - Library of Congress Online Catalogs

A, catalog.loc.gov - Google Search

[ catalog.loc.gov/index.htm

' 3 ‘ Searct



Library of Congress Website should appear this way. Type our search in the space
provided (Title, Author, ISBN number, LOC number) and press Enter on your
keyboard or Choose the Search button to the right.
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ISBN & LC NUMBERS

Keep in mind that when typing and ISBN because sometimes when
seen in the book it is presented for example:

978-1-59514-466-18

When keyed into Library of Congress, it should be:
97815951446618 with NO “-”

When it is an LC number, it will appear for example:

75-4668

There should always be an 8 digit rule when keying it into Library of
congress so in this case it you must add Zero’s to make it “8” for

example:
75004668
With the newer LC numbers for example: 2013404625
It should be just entered as it appears.



Your return should come back either with a list of options or exact. In this case it is
exact. Before saving, always make sure that the ISBN and/or LC number as well as
Publisher and copyright date match your book or shelf list card.

1 of 1 Full Record MARC Tags

Personal name Still. Henry.

Main title Man: the next 30 years.
Edition [1sted)]
Published/Created MNew York, Hawthorn Books [1968]
BOOK

Description
216 p. 24 cm.

G2 Bequest this [tem LC classification (full)
Q125 5744

=, Print Record

LC classification (partial)
o, Save Record Q125
&1 Email Record Subjects

Science and civilization.

wn Cite Record H |
uman ecologqy.

a Notes

Bibliography: p. [207]

Permalink: CN
https:cen.loc.qovE8028136 68028136

XML Formats: Dewey class no.
MARCXML Recard 3013
MODES Record

Type of material

Report Errors: Book

Eeport Record Errors Where to Request

CALLNUMBER Q125 5744

N



Man: the next 30 years.

1 of 1

L7 Request this Item
&=} Frint Recard
-, Save Record
1 Email Record

ww Cite Record

Your page should be here

After you have verified all the
information and you choose to
save it. Choose “Save Record” at
the left column by Pointing to it
and when you see the®™

Left click once.

Full Record MARC Tag

Personal name .
Main title |

Edition |
Published/Created |

Description
216 p. 24 cm.

LC classinication (full)
ZN25 5744

LC classification (partial)
Q125

Subjects

) o + Catalo
Science and civilization. g

LC Online Catalog Quick Search Search Browse Advanc

Human ecology.

N Information Search History | Ac

Save Search Results

after choosing Save Record.

Point and left click on the
DOWN arrow and choose

MARC (non-Unicode MARC-8),
then click on SAVE at the right.

» Tosave the record(s) you selected, choose a Save Format from the drop-down menu below, and select the Sawve button.
« To return to your search results screen, select the « Go Back button, or enter a new search using the Quick Search box
above.

Save Format

\ [ MARC (Unicode/UTF-8) (v )
MABC (LnicodalllTESL  —/

« MARC (non-Unicode/MARC-8)




When it is your first initial Import on a particular computer, normally the save will
download to the bottom left corner of your screen which looks something like this

below. Point and left click to open it.

Connect with the Find Us On Subscribe & Comment Download & Play
Library . RSS & E-Mail Podcasts
Blogs Webcasts
All ways to connect * )
ITunesuc
About | Press | Jobs | Donate
Inspector General | Legal | Accessibility | External Link Disclaimer | USA.gov
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- Windows cannot open this file:
U d I

File: isotherml.xp

You should get a message similar to this,

To open this file, Windows needs to know what program created it. Windows

aSkl ng What yOU Wa nt tO dO. ChOOse c?n go online to look it up a;.ltomaticall',r, or you can manually select from a list
| . of programs on your computer.
Select the program from a list” and then et o you et o 6o
O K at the bottom 4 {~ Use the Web service to find the appropriate program

l_> (8 Select the program from a list

E==P ok | concel




A different window will open for you to choose the program you want to open it
with. Choose “Notepad” and then OK at the bottom

Open with S|
L Choose the program you want to use to open this file:
| File: hosts
AnyDVD Registration Tool &
& e nff,_ ngls eSS FlashBuilder.exe
Ingiurn - The Ultimate Image Burner! ,-’:./3 Internet Explorer
w LIGHTMIMG LK! %=F Microsoft Corpaoration
' 34| Microsoft Office Picture Manager "w' Microsoft Of'ﬁce wed — —
Ll Microsoft Corporation == Microsoft Corporation
7] MNotepad G j{ Paint
S J Microsoft Corporation 55 Microsoft Corporation |
\\ =
u VLT media player @ Windows Media Center
B the VideoLAM Team Microsoft Corporation
[F]]| Windows Media Player B windows Photo Viewer o
& Microsoft Corporation 2 Microsoft Corporation
—-— . . =
Always uze the selected program to open this kind of file
) ok || Cancel |
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As show here on the right. Point E>

and left click on “File” and from
the drop menu, choose “Save As...”
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1

sometimes longer so don'’t
| worry about appearance.
' Now you need to save it.
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A Save As Window will open and you have now to search for the LOC folder that was
created at the very beginning of this lesson. The LOC folder was created on the
Desktop so from here you will click on “Desktop at the left column. Now the desktop
folders should appear on the right column. Choose the LOC folder and then choose
“Open” at the bottom

wd : Save As

1t & » Libraries » | [ Desktop v Search Documents D
Organize = Mew folder 5== v (7]
~ X - - i
E Microsoft Word Mame Date medified Type

Custom Office Templates 31272013 904 AM File folder
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This shows the LOC folder now open. Type your file name as you would prefer. If
you want to use the whole title or just something common about the title, or
numbers. It is up to you, so long as you remember it when importing. After
Naming your file, The “Save as type” section should be (Text Document *.txt).
Point and left click on “Save” at the bottom.
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You may now close the Notepad window and minimize your Library of

Congress Web page.
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OPEN HORIZON - Double Click on Cataloging and then Double
Click on Import
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This is a Multi-Format Import Window. In the “Import File” section, choose “File” at the

:

right side.

Import Source

Overlay Bibs

Overlay Auths

Overlay if new auth Use Code validated
Overlay if auth Use Code invalidated
Create new bib if not overlaid

Overlay ltems

Delete [tems

* Never © Always

* Never ¢ Always  If system generated Log to manual review [
# Never © Always  If system generated Log to manual review [
r Create new auth if not overlaid I

Import File |C:\Users‘xﬂorence.taitague\DesktopHoc\l (¢ File )
OCLCN Import from OCLC - No ftemns Codes

 Never & Always

* Never © Always

* Never © Alwavs

" If newer than local date ¢ If newer than Marc date

" If newer than local date  © If newer than Marc date

-

< Open Jﬂ—‘P Cancel l

Choose a file containing BIBS or AUTHORITIES to import from ﬁw)!??”ﬁé?& Codes
\;} S )=~[& » LOC ) ~ | 4 || Search LOC Pl
Organize « Mew folder =« [ '@' bmplete Codes
S — it MName : Date modified Type
< . man 7/12/2016 11:34 AM  Text Docurn
4 Downloads r
| Recent Places
- Libraries A Page 1 of 2
3 Documents |
igjjtjjﬁ Another window should open. If it
B videos doesn’t appear right away, you need
o Compuer to look for the LOC folder again. Just
s e & like saving earlier. This is the same
Ry . | way to find it. When you get there,
File name: - ’*, v]

choose your saved file and then
open at the bottom.




In the Import Source section, click on “Codes” at the right and choose OCLCN. This is
always the selection when importing from Library of Congress

Multi-Format Import ” v v

Import File |C:‘»Users‘aﬂDrence.taitague‘»Deslep‘sLDC‘»emma el File
Import Source ]OCLCN {mport from OCLC - No ftems Codes
o ]'mkumlr.nf_m Swr- . ﬁ newer than Marc date

Source Description newer than Marc date
Overlay if new auth Usi BOUND BOUND TO STAY BOUND BOOKS B manual review |
. Delaney Delaney Educational Enterprises .
Overlay if auth Use Example Example import source for item creation o manual review [

GUMDRO Gumdrop Import Source

OCLCN Import from OCLC - No ltems

PMB PERMA-BOUND
TURTLE Turtle Import Source

Create new

-]

Codes

Bib Overi Source ‘OCLCN Total: 7

Codes

Cancel |

OK Cancel | Page Down| Page 1 of 2




SELECTIONS TO BE MADE

(Overlay Bibs - Overlay Auths - Overlay if New auth... - Overlay if auth Use...) should all
be “Always” / (Overlay ltems - Delete ltems) should be “Never” / New Bib Status: cc /
New Auth Status: cc PAGE DOWN

Import File |C:\Users‘aﬂorence.taitague‘»DesktDp‘aLDC‘aemma el File

Import Source |OCLCN Import from OCLC - No ftems Codes

Overlay Bibs © Never & Always ¢ I[fnewerthanlocaldate  If newerthan Marc date

Overlay Auths ¢ Never & Always ¢ Ifnewerthanlocaldate © If newerthan Marc date

Overlay if new auth Use Code validated ¢ Never © Always ¢ If system generated Log to manual review [
Overlay if auth Use Code invalidated ¢ Never © Always © If system generated Log to manual review [
Create new bib if not overlaid [ Create new auth if not overlaid [

Overlay ltems ©~ Never © Always
Delete ltems © Never ¢ Always
New Bib Status  |cc Cataloging Complete Codes

Bib Overlay Change Status

New Auth Status  |cc Cataloging Complete Codes

1l

Auth Overlay Change Status

9

New Bib Staff Only New Auth Staff Only T

OK Cancel Page Down Page 1 of 2




There isn’t always a PAGE DOWN, but because my window was not on full view it has
the page down options. Just to keep in mind.
(Owner) should be “-1 : Unknown”

Everything else should be left alone. Point and left click on OK at the bottom. Import
should begin.

Selection || Codes
Owner |1 Unowned Codes

Start process at “ AM O PM Start process on (Date) |

OK Cancel Page Up

Page 2 of =2




On the left shows the beginning of importing progress.

\4

On the right is the Bib import COMPLETED!

File C:A\Users\florence.taitague\Desktop\L OClemma emmet.bxt

Bibs
0 Overlaid Bibs
0 New Bibs
0 Duplicate Bibs
0 Links Created
0 Bib Errors

ltems
0 Overlaid ltems

0 New ltems

Messages
Marc import in progress

Authorities
0 Overlaid Auths
0 New Auths
0 Duplicate Auths
0 Deleted Auths
0 Awuth Errors

0 Deleted ltems

0 ltem Errors

File ChUsers\florence.taitague\Desktop\LOClemma emmet.bxt

Bibs
1 Overlaid Bibs
0 MNew Bibs
0 Duplicate Bibs
0 Links Created
0 Bib Errors

l[tems
0 Overlaid ltems

0 New ltems

Messages
Marc import complete!

Awthorities
0 Overlaid Auths
0 New Awuths
0 Duplicate Auths
0 Deleted Auths
0 Awth Errors

0 Deleted ltems

0 ltem Errors



Once again we are going to search for the same title that we searched for at the
beginning of this presentation. Click on New Search or Press “F2” on your
keyboard and type in your search by title, author, LC humber, etc.

&l GPLS N.M. Flores Memorial

File Edit VYiew Tools Help

Search ‘ l ﬁ

N

=3 Searching
By New Search
@ 739.50 Search
O New Additions
0 Request
8 PAC Control Menu
@ Acquisitions
@ Cataloging
I Circulation
8 Home Service

& B

@ Inventory
U serials
U Administration

-

Indexes: Command mode == ‘

General Keyword i
Title Keyword |_|
Serial Title Keyword

Subject Keyword

Author Keyword

Series Keyword

Fublisher Keyword -

m

Selected index contains:
Keywords from title fields and contents notes

Search for: ‘man: the next 30 years

OK ‘ Dan::el| Prev. Search‘ Example‘ Restrict View Keywords

— — e |




THIS IS THE IMPORTED BIB

Mo items at any location. Title 1 of
Requests 0

Author  5Siill, Henry
[z Man: the next 30 years.

Editionn [1sted]
Fublisher  New York, Hawthorn Books [1968]
Descrpfion 216 p. 24 cm.
Eibliography  Bibliography: p. [207]

Subjects  Science and civilization.

Human ecology.

LCCN 65028136

I’'M GOING TO REWIND FROM HERE AND TAKE YOU INTO ANOTHER SECTION FOR A BIT.



FAST ADDING

| NEED TO TAKE YOU INTO THIS SECTION IN ORDER TO EXPLAIN ANOTHER
COMPONENT TO IMPORTING. WITH HORIZON OPEN, WE WILL OPEN CHECK-OUT

Fast Add is normally done when a patron is checking out books that are not already in
our Horizon database. The patrons profile should be open because they are checking
out the book.

=1 X

T

T

T

+ + + +

@ Searching
@ Acquisitions
@ Cataloging

23 Circulation

Open CKI Window
ol Open CKO Window,
2] Circulation Reports
Self-serve Checkout
B Closed Stack Request List
A csAFil
%[ Circulation Control Menu
5 Home Service
@ Inventory
0 serials
3 Administration

Bommower TAITAGUE, FLORENCE M.S. (ADULT - Alt. ID 247570000002265

ltem or Borrower Barcode

Title Due Date Price Status

=



Type the Accession number or Scan the Barcode into the space “Iltem or Borrower

Barcode”, then press “Enter” on your keyboard if you are typing it.
\
Borrower TAITAGUE :_b:&‘\ CE M.S. (ADULT - Alt. 1D 2ATETO000002265

Item or Borrower Barcode ‘UUDUD’I 9299|

Title Due Date Price Status CKO Loc

-
This check-out message would Checkout Message

normally appear if the item is not
in our database. You would need
to do a Fast-Add to quicken the Cannot find efther an ftem or a borrower with
process and then it should be that barcod
Catalogued upon return. LET'S
FAST ADD

Barcode Lookup

a)
s
D
—

(D

.....................................




At the top, on the menu bar. Point and left click on “ITEM” and from the drop
menu, choose “New Item”

B3 File Edit View CKO Borrower Blocks Tools Window Help
=] @ Find Item ... F2 ]
Mew Item
U searching S AITAGUE, FLORENCE M.S. (ADULT
8 Acquisitions Requests
& Catalodi Bookings r Barcode
ataloging
=3 Circulation Title

Open CKI Window
&3 open CKO Window
] Circulation Reports
Self-serve Checkout

B Closed Stack Request List
A ~ea

F N

This box should appear (Iltem Not
Found/Fast Add). Choose “Bib & Item” ltemn Not Found / Fast Add

You may create a 'Fast Add". Choose
'‘Bib & ltem' to create both, or choose
'Find Bib' to attach an item to an
existing Bib
e ——

Bib & ltem Find Bib | Cancel |
N—_




THIS IS CALLED YOUR EDIT: FAST-ADD WINDOW

Author

ISEN

ISSN

Title

* Location |[HAGATNZ GFPLS NM. Flores Memorial Codes

* Collection Codes

* Barcode

»

Call

|
|
|
|
AGATN?
——
|
“lemType | Codes
IFAST ADD
——

Call Type Codes

OK Cancel Page 1 of 1




In the Author field is where we would Type the authors name as shown. Last name
comma, First name then middle initial if any.

In the ISBN field is where you will type the ISBN number. When typing the ISBN from
the book, do not add the dashes “-” and just type only the numbers straight though. If
there isn’t any ISBN in the book, then just skip this part.

Author  |Still, Henry]

ISBN |

ISSN |

In the Title Field is where the Title will be typed. Do not type partial of a title, please
always type the whole title as shown on the book.

The Location field always shows the Location that you are signed on to, but if it
needs to be changed, you can choose the Codes button at the right and make your

selection.

Title  (Man: the next 30 years

“Location HAGATNA Codes




With the Collection Field, you can choose the Codes button at the right and make
your selection. In this case | have selected “NF Adult Non-Fiction”

* Collection
* Collection |NF Adult Non-Fiction

Code Lockup: Collection Codes

S

Collection Descr.

MCNAU  MC Naughton Books

3=\ Adult Non-Fiction

NWBRY  Newbery Books

Collection |NF

OK Cancel ‘

Add|

Edit ‘

OFFICE Materials Shelved in Director's Office

Total: 36

B

|

-]

Type the item’s barcode or accession into the Barcode field

* Barcode

0000019299

Codes

H



Use the Codes button at the right side again for “ltem type” and make your selection.
This is a Circulation Book to be borrowed so that is normally the correct Selection.

( Code Lockup: Item Circulation Types @
ltem Type Description
* ltem Type 21d 21 Days j Codes
AC Audio Cassette
ACD Audio Compact Disc
= = o — , CD CDs
ltem Type ElﬁCBK Circulating Books CD-ROM Computer Disc-Read Only Memory
} 2 JCIRCBK Circulating Books
DTB Digital Talking Book
DVD Digital Video Disc
|-
ltem Type ‘C|RCBK Total: 16
OK | Cancel ‘ Add ‘ Edit ‘
The Call field should be left alone and it should be “FAST ADD”
Choose the Codes button again for Call
type and always select ddc because this is  cede ookup: Call Number Types o
the system we use (Dewey Decimal) for our CallType ~Description
regular collections. HJ
Ic Library of Congress Call Numbers
loc Local Call Numbers —
Call ‘FP‘STﬂDD locN| Local Call Numbers - Not Indexed
sudoc Superintendent of Documents Call
Call Type Codes
4
Dewey Decimal Call Numbers
Call Type |EC|C Dewey Decimal Call N e CallType |ddC Total &
OK Cancel | Add ‘ Edit |




Point and left click “OK” at the bottom when finished.

Depending how long you took to complete
the Fast Adding, you may get a message
like this simply asking if you are still using
the same borrower. Just choose “Yes”

ITEM HAS BEEN FAST-ADDED

Page 1 of 1
Circ Timeout!
More than 180
seconds have passed since the bormmowe
was identified in Checkout

Still the same borrower?

( Yes

Borrower TAITAGUE, FLORENCE M.5. (ADULT Alt. ID 247570000002265
ltem or BorroweX Barcode "

Title Due Date Price Status CKO Loc
E:> 1. Man: the next 30 years 04/16 0.00 Checked out HAGATNA



Here, | went to Check-In and just checked the item back in.

el 2l

2@ Searching
- (@ Acquisitions
@ Cataloging
<3 Circulation
Open CKI Window
B open CKO Window
Fa Circulation Reports
Bl Self-serve Checkout
B Closed Stack Request List
A csaFil
“- Circulation Control Menu
#-[0 Home Service

+

Checkin Mode

* Standard " Bookdrop

Barcode |0000019299

Title

This is how you know when an item is
Fast Added. When you are checking in
the item, this message will tell you. So
when you come across it, you need to

Catalog it.

CKIl Date 07/14/2016

Time 11:50AM

" In House Use ¢ ExemptFines ¢ Renewal

RETURN
-_—
BOOKS

Copy CKI Notes Status

RETURN

-
BOOKS

Checkin Message

Fast Add

i
[1¢]
m
D
£
¥ 4]
[}
(D
[
%]
':|__|
[}
[l
]
-

Continue




Below shows the item checked in. Notice the Status is “In
Cataloging”. | will cover that with you in a little bit.

CKl Date 07/14/2016

Time 11:51AM
Checkin Mode

* Standard © Bookdrop © InHouseUse © ExemptFines ¢ Renewal

TAITAGUE, FLORENCE

Barcode ”
Title Copy CKI Notes Status Destination # CKOs
E:E>Man: the next 30 years In Cataloging HAGATNA 1

SEARCHING FOR THE TITLE THAT WAS FAST-ADDED AND IMPORTED EARLIER IN
THIS PRESENTATION.
Again In Horizon, Go to New Search or Press “F2” on you keyboard.

el

=3 Searching
Y New Search
@ 739.50 Search
0 New Additions Caps Lock
0 Request
3 pAC Control Menu
O Acquisitions

Tab™os

4 Shift




= -

Command mode >> ‘

Indexes:
Type your search in the space General Keyword :
T - - Title Keyword i
provided and press “Enter “ on Serial Title Keyword

c Subject Ke rd

your keyboard or Point and left Rt Keynond

. “ ” Series Ki d
click “OK Publsher Keyword i

Selected index contains:
General search of major fields

Search for: ‘Man: the next 30 years|

@|Cancel‘ Brev. Search‘ Example‘ Restrict ‘ ‘
7

Below is the search result list. Earlier | imported this title and then | also Fast Added.
You can always tell that the one that was Imported shows the copyright date to the
right of it. We can go in and check on each of it.

Select one or more entries to see more detail.

Title/Author Pub dai Imported
<]

ﬁ 1. Man: the next 30 years. [1968]

Siill, Henry
2. Man: the next 30 years Fast Added

Siill, Henry




Select one or more entries to see more detail.

Title/Author Pub date
| have selected the B=4 1. Man: the next 30 years. [1968]
J / 1[4 Still, Henry
first title on this list 2. Man: the next 30 years
and below, shows the Still, Henry

bib record. It is a full

complete record and ( D Tile 1 of 2
' o items at any location. itle o
this is the one | had Requests 0

imported earlier.

Please make note Author  Siill, Henry

that at the top of the Title Man: the next 30 years.

record, it shows “No

items at any ditiorn [1sted.]

location”. The reason Publisher  New York, Hawthorn Books [1968]

for this is because |
imported the title, but
| did not add the item Bibliography  Bibliography: p. [207]
(Barcode, Accession L | L
Subjects  Science and civilization.
Number) Human ecology.

Descrption 216 p. 24 cm.

LOCCN 68028136




Select one or more entries to see more detail.

Title/Author Pub date

| have selected the
second title and below
shows an incomplete
bib record. It also
indicates that it is
“Fast Add”

At the top of this record
where it indicates “Fast
Add” also shows an
item.

Il # MNon -Fiction - 2nd Floor

1. Man: the next 30 years. [1968]
Siill, Henry
2. Man: the next 30 years

Still, Henry

In Cataloging Title 2 of 2
Requests 0

Author  Sill, Henry

litle Man: the next 30 years



HOW TO MERGE RECORDS

Because the TWO records are the same book, We will merge them together and
make it ONE.

Select one or more entries to see more detail.

Title/Author Pub date
B=p 1. Man: the next 30 years. [1968] =
Siill, Henry
2. Man: the next 30 years
Siill, Henry

Select both Titles by clicking on each until they are both highlighted

Select one or more entries to see more detail.

TitlefAuthor Fub date

1. Man: the next 30 years. [1968]
Sill, Henry

2. Man: the next 30 years
Still, Henry




Boockmarks Request HomeService Teols Window Help

i] GPLS M. res Memorial - [Searcl'gr:: Man: the next SEyears]
3 Fil Vi

=R A <
B

Cut Cirl+ X

Copy Ctrl+C
| g Paste Ctrl+V
E / Clear Drel
@ ¢ Select All Ctrl+ A
+|
=@ Find... Crl+F
@

Send to... F10
=
U serials
U Administration

Tab= S

Caps Lock

4 Shift

Sel

Title/Author

1. Man: the next 3
Siill, Henry

2. Man: the next 3
Siill, Henry

At the top on the menu bar,
choose “Edit” and then from
the drop menu, choose “Send
to...” or simply press “F10” on
your keyboard

Pri Sc Payse Insert Delete
SysRq  Break Lk et Lk

-— Backspace



This “Send to” window will open. You will select “MARC Editor” and then choose
“OK” at the bottom.

[ end to @1

Copy/ltem List

Export Cataloging Records
MARC Editor

Furchase Request

Serials Checkin

Serials Control

View Usage Statistics

OK Cancel




What you see here is called a MARC record. Both title MARC records are present and
you can see it in the tabs below. I've enlarged it for better view.

Alv|# ok w !

Status: cc Created: 7/12/2016 11:39:00 AM by: hofcs

Owned by: Unowned Updated: by: ltems: O

Field: Leader [Optional]

Leader 000 RecS: c Type: a BLvl: m
Cntl: ELvl: 1 CatF _
Link: _

Control Number 001 3122112

Date/time latest trans 005 19730928000000.0

Fixed-Length Data Elements ooa Date: 690127 DtSt: s Dates 1968
Dates: Ctry: nyu llls: o
Audn: Form:  _ Cont: b
GPub: Conf: 0 Fest: 0
Indx: 1 Fict: 0 Biog: _
Lang: eng MRec: _ Srce: _

Library of Congress Control Nu -~ 010 _ _  $a 68028136

System Control Number 035 _ _ 19(DLC) 68023136

Cataloging Source 040 _ _ taDLCfcDLCtdDLC

Library of Congress CallNumbe 050 0 0 $aQ1251b.S744

Dewey Decimal Call Number 082 0 0 $a3013

Main Entry - Personal Name 100 1 _  ta Still, Henry

Title Statement 245 1 0 taMan: the next 30 years.

Edition Statement 250 _ _  ta[lsted]

Publication, Distribution, Etc. (I 260 _ _  ta New York, b Hawthorn Books tc [1968]

Physical Description 300 _ _ ta216p.tc24cm.

{Obsolete) Price 350 _ _ 1a85.95

Bibliography, Etc. Note 504 _ _  taBibliography: p. [207]

Subject Added Entry-Topical Te 650 _ 0  ta Science and civilization.

Subject Added Entry-Topical Te 660 _ 0 {a Human ecology.

906 _ _  ta7tbchc tc orignew td u te ncip #f 19 tg y-gencatlg
991 _ _  1bc-GenColl th Q125 1i .8744 1p 0005654849A 1t Copy 1 1w BOOKS

If you Click on each tab, you can see the Full
and Fast Added MARC. This is the Full MARC



This is the Fast Add
MARC record. You
can see thatitis
incomplete.

AlY|E o k@ !

Status: cc Created: 7/14/2016 11:44:00 AM by: hofcs
Owned by: Unowned Updated: by:
Field: Leader [Optional]
Leader Qoo RecS n
Cntl
Link
Main Entry - Personal Name 100 1 _  ta Still, Henry
Title Statement 245 1 0 taMan: the next 30 years

Type
ELwvl

BLvI
CatF

m

Oy, Searchfor: .. @ Bb:- 113738 |8 Bib: 113703



i Bib: 113738 B Bib: 113703 [

Select one or more entries to see more detail.

Title/Author Pub date

1. Man: the next 30 years. [1968]
Still, Henry

Then of course when you 2. Man: the next 30 years
click on the Search for.. Tab, Sl
it shows the Title list.

Selection | 1-2 Retrieved 2 of 2

search complete

Show Detail Cancel| Limit... | Sort... | Mot sorted 100.0 %




We will merge from the full record. It doesn’t matter where you begin to merge, so long
as you remember which Bib number is going to be deleted. It is just easier to start from

the full MARC record so that it will always automatically be the surviving bib.

|
*

Status: cc

Owned by: Unowned
Field: Leader [Optional]
Leader

Control Number
Date/time latest trans
Fixed-Length Data Elements

Library of Congress Control Nu
System Control Number
Cataloging Source

Library of Congress Call Numbe
Dewey Decimal Call Number
Main Entry - Personal Name
Title Statement

Edition Statement

Publication, Distribution, Etc. (|
Physical Description
(Obsolete) Price

Bibliography, Eic. Note

Subject Added Entry-Topical Te
Subject Added Entry-Topical Te

Created: 7/12/2016 11:39:00 AM by: hofcs

Updated: by:

000

001
005
008

010
035
040
050
082
100
245
260
260
300
350
504
650
650
806
891

Recs: c Type: a BLvl: m
Cntl: _ ELvI: 1 CatF: _
Link:

3122112

19730928000000.0
Date: 690127 Dtst: = Dates: 1968
Dates: Ciry: nyu llls: -
Audn: _ Form: _ Cont: b
GPub: _ Conf: 0 Fest: 0
Indx: 1 Fict: 0 Biog: _
Lang: eng MRec: _ Srce: _

ta 68028136

19 (DLC) 63028136

ta DLC $c DLC +d DLC

ta Q125 tb .S744

a2 301.3

ta Still, Henry

ta Man: the next 30 years.

ta[1sted.]

ta New York, th Hawthorn Books fc [1968]

ta 216 p. tc 24 cm.

ta $5.95

ta Bibliography: p. [207]

ta Science and civilization.

ta Human ecology.

ta 7 tb cbc tc orignew td u te ncip 1 19 1g y-gencatlg
b c-GenColl th Q125 1i .S744 +p 0005654849A 1t Copy 1 fw BOOKS

ltems: 0

&y, Search for:: ‘% Bib: 113738 @ Bib: 113703




At the top left corner of the MARC record, you can see some tools. If you point to
each tool with your mouse, it will tell what that tool is for. h ‘ This is to merge

RN

StalsTe — Created: 7/12/2016 11:39:00 AM by:

Owned by: Unowned Updated: by:

Field: Leader [Optional]

Leader hDD RecS: ¢
Cntl _

HERE BELOW SHOWS WHAT EACH TOOL INDICATES

ARSI NTARA Al ok w ! n|@1£|@|mlw|!| Av|E ok w !l
[Reformt Record : A\
pouticeEroal oot ecord] | Stats: Cfspe crec] S )
""" ol 1| Alv[E|o/ kgt —LaEICIL Yt
| S_tatUS:. ':-:': T Ergej it?:?ji '::\i | |nnu. ‘ SDti:-:J; E:r Unowned E

Point and left click on Merge.



- o
Bib Merge LJﬁ

Merge Profie: ’—G\ This is the Bib Merge Window.
;D In the “Merge Profile” field

Surviving Bib# !7 13703 - = ) 1
Point and left click on the
| down arrow

Dying Record(s)

Bib#
113738

e

Bib Merge

From the DI’Op, there iS Merge Profile:

only one selection Suriving Bib i 13703 Entry Code Description

“Standard Bib Profile” > 5TD Standard Bib Profile

Point and left click
where you see the

arrow here. e e

Bib#
113738

Preview Merge Cancel




If you recall earlier when | showed each tab, and which is the one to get rid of

Fast Add Imported

2 Searchfor: .| @ Bib: 113738 % Bib: 113?113

Bib Merge M1
Merge Profile: STD j Standard Bib Profile
~Surviving Bib#t——— 113703 - Still, Henry [l
Author Still, Henry
Title Man: the next 30 years.
Publication date [1968]

Dying Record(s)

Bib# Author Title Fublication date

113738 Still, Henry Man: the next 30 years

Preview Merge Cancel

h = = F |



Point and Left Click on “Merge” at the bottom right

: oo oo A — 9
Bib Merge Cntl: ELvi: 1 e (S
Merge Profile: STD j |Standard Bib Profile
Surviving Bib# 1113703 - Still, Henry ~|
Author Still, Henry
Title Man: the next 30 years.
3 FPublication date [1968]
t
i Dying Record(s)
| |Bib# | Author Title Publication date
(113738 Still, Henry Man: the next 30 years
{
li
1 Preview |<\ Merge Cancel
|

ko Bmror Rt il 1o == W]

[H]

T Horman orodoarin g




Merge had been completed. As you can see below, there is only ONE Bib Number
left. Lets Press “Escape” and close this. We will start search again on this title.

Alv|E kg

Status: cc Created: 7/12/2016 11:39:00 AM by: hofcs

Owned by: Unowned Updated: by:

Field: Leader [Optional]

Leader Qoo RecS: ¢ Type: a BLvl: m
Cntl: _ ELwvl: 1 CatF: _
Link:

Control Number 0o1 3122112

Dateftime latest trans 005 19730923000000.0

Fixed-Length Data Elements Qo3 Date: 8690127 DSt s Dates: 1968
Dates: _ Ctry: nyu Ills: -
Audn: _ Form:  _ Cont: b
GPub: Conf: 0 Fest 0
Indx: 1 Fict: a Biog: _
Lang: eng MRec: _ Srce: _

Library of Congress Control Nu 010 _ _  1a 68028136

System Control Number 035 _ _ 19(DLC) 68028136

Cataloging Source 040 _ _ faDLCtcDLC1dDLC

Library of Congress CallNumbe 050 0 0 $aQ1251b .S5744

Dewey Decimal Call Number 082 0 0 1a301.3

Main Entry - Personal Name 100 1 _  ta Still, Henry

Title Statement 245 1 0 1aMan: the next 30 years.

Edition Statement 250 _ _  tallsted]

Publication, Distribution, Etc. (| 260 _ _  1a New York, tb Hawthorn Books fc [1968]

Physical Description 300 _ _ fa216p.tc24cm.

{Obsolete) Price 350 _ _ 1a%5.95

Bibliography, Etc. Note 504 _ _  taBibliography: p. [207]

Subject Added Entry-Topical Te 650 _ 0 fa Science and civilization.

Subject Added Entry-Topical Te 650 _ 0 ta Human ecology.

906 _ _  1a7ib cbc tc orignew td u te ncip £ 19 £g y-gencatly
91  _ _  1bc-GenColl th Q125 1i .5744 1p 00056548494 1t Copy 1 1w BOOKS




Repeat the same search procedures earlier in this lesson for the same title.

This is what returned. The full Bib record and if you notice at the top, the item from
the Fast Add Merged into this record.

/ \
< Call# Non -Fiction - 2nd Floor n Cataloging Title | of
FAST ADD Reguests 0
\ g
A Still, Her

e Man: the next 30 years.

m

[1sted.]
vblisher  New York, Hawthorn Books [1968]
Descrption 216 p. 24 cm.

bliography  Bibliography: p. [207]

LOCCN 68028136




ADDING / EDITING ITEM BARCODES OR ACCESSION
NUMBERS

To Add items, either point and left click on Edit at the top menu bar and choose

“Send to..” from the drop menu (or) Press “F10” on your keyboard.
[} GPLS N.M. Flores Memorial - [Bibliographic Detaill W -

2y File [Edit| View Bookmarks Request HomeService Tools Window He

¢ Cut Ctrl+ X '-?ik omE e R 8|
Copy Cr+C [
#-[E g Paste Ctrl+V/ Noi
1 WO TEMS al any
c o i | y Clear Dl g
=43 (] Select All Ctrl+A
-4 Find... Ctrl+F
-] Autho =
Send to... F10 =
8-
- Export
& 1mp -

Tab 5

Caps Lock ‘ ; ¢ +— Enter

i
4 shift - A 4 shift e il
& |5 o LR Pg Up

Ctrl




You should see this window. From this menu, choose “Copy/Iltem
List” and then OK at the bottom.

[ile Man: the next 30 years.

[ Send to lﬂj
dition [1sted
T
blisher NewY| w
Export Cataloging Records
MARC Editor

cption 216 p.
. P Purchase Request

Serials Checkin
Serials Control
View Usage Statistics

graphy  Bibliog

ubjects  Scieng
Huma

LCCN 6802

OK Cancel




Barcode Location Collection Call No. Copy
H 1. 0000019299 GPLS N.M. Flores  Adult Non-Fiction FAST ADD

This is the Item List Window. There is one item
listed above and if you notice the “Call No.” is
“FAST ADD”. You are going to want to Edit this
item so that you can take the Status from “In
Cataloging” to “On Shelf” To Edit this item, you
need to highlight by clicking on it and then
choosing “Edit” at the bottom.

If you were to add a new item, you would choose
“New” at the bottom.

LET'S EDIT

Total: 1

Edit New

Sort... ‘ Display... Detail Status Batch Create

2l Bibliographi... g List: tems for...



Again You need to point and left click on the item, then the Edit button at the bottom.

Barcode Location Collection Call No. Copy

1. 0000019299 GPLS N.M. Flores  Adult Non-Fiction FAST ADD

Total: 1

Sort... Display... Detail Status Batch Create |

2y, Bibliographi... |l List: tems for. . T

Created 07/14/2016 Updated 07/14/2016
* ltem Type C\RCBQ Circulating Books Codes

* ltem Barcode |0000019299

* Location HAGATNA GFLS NM. Flores Memorial Codes

= Collection |NF Adult Non-Fiction Codes

CallNo. |[FAST ADD

Copy Statement | Serial Volume No.

Source I Price |0.00 Staff-Only [

Here at the right is your ltem PACNote |

r o * ltem Status |t In Cataloging Codes
I nfo rm atl O n 4 Status Updated 07/14/2016 Inventoried Fast-Add v

Checkin Note I

Last Checkout 07/14/2016 No. of Checkouts 1
Due Time Out to Borrower No.
No. of Pieces 0 No. of Renewals 0

No. of Phone Renewals 0

Internal Note it

No. of OPAC Renewals 0O

Checkout Location

Available
Call Type |ddc Dewey Decimal Call Numbers Codes
Close | Save | FPage Up | Page Down Page 1 of 2

. Biblioarachi. | €3 List- temsf 8 Edi- hermsfo |



Notice here that the information at the top is already pretty much complete
until you come down to the “Call No.” field. Since this book is a non-fiction item,
you should type in the Class No, which can be found on the spine of the book.

liem# 177350  Copy#
Created 07/14/2016  Updated 07/14/2016

|

*Item Type |CIRCB Circulating Books

* [tem Barcode IDGDD{H 9299

* Location I-IAGATNA GFPLS N.M. Flores Memornial

* Collection INF Adult Non-Fiction

CallNo. |FAST ADD

Copy Statement I Serial Volume No. Ii
Source I Price ID.DD Staff-Only [
PAC Note |
* ltem Status Iti In Cataloging
Status Updated 07/14/2016 Inventoried Fast-Add ¥

Checkin Mote I

CORRECTION
v

CallNo. |909.9"Stil

Codes

Codes

Codes

Codes




Just to keep in mind with other categories in the Call field.

”

Remember between each lineisa “
CallNo. |BASTILL

CallNo. [JAFICStil

CallNo. |FICStil

CallNo.  [J"909.97Stil

Call No. |909.9"5till




In the “Copy Statement” field, it should signify if this is a 2" copy or 3" copy.
This is currently the only copy for this branch so it would be left blank.

“Serial Volume No.” field should be used if this book comes in volumes for
example encyclopedia’s, great books, etc., and it would only be the number
entered.

In the “Source” field should be either “Fed/GovGuam” if this is was a book
ordered by the library, or “Donation” if this book was donated to the library.

This book is an old collection of ours and it does not signify on the book or
card, so | will put “Fed/GovGuam”

Of course in the “Price” field would be the price of the book.

Staff-Only should be left unchecked unless this is a library use item only.

Copy Statement | Serial Volume No.
Source Price |0.00 Staff-Only |
PAC Note |
Copy Statement Serial Volume No.

Source |Fed/GovGuam Price 5.95| Staff-Only [



This is just an example of the other fields. If for example Hagatna had 3
copies of the same exact book, then you would enter in the “Copy
Statement” field for this book “c.1” and then when you enter the next
copy you would type “c.2” on that copy statement field and so fourth.

/

Copy Statement  |c.1 Serial Volume No. |1

Source |Fed/GovGuam Price |5.95 ?taff—l:]nlw_..r I_

1

If this book was for example an encyclopedia then the volume
number would be in the “Serial Volume No.” field when entering
each book. ' .




The “PAC Note” should be left alone. You can choose “Codes” next to the “ltem

Status” field and place it “OS” for On Shelf.

Make sure to “Un-Check” the “Fast-Add” box. That is how you will stop the
message “In Cataloging” from popping up when book is checked in.

PAC Note |

* ltem Status |t

f TR~ =T ¥ii ¥
In Cataloging

Codes

Status Updated 07/14/2016 Inventoried
Checkin Note |
Last Checkout 07/14/2016 MNo. of Checkouts

Due Time

Mo. of Pieces 0 Mo. of Renewals 0

QOut to Borrower No.

Mo. of Phone Renewals 0

There are some fields in this box that can
not be done in some circumstances. Just
to keep in mind.

CORRECTED
v

* ltem Status  |0S On Shelf

Status Updated  07/14/2016  Inventoried Fast-Add |

[ Code Lockup: ltem Status ! ’ Iﬁ1
Status Description
o Checked out j
oD Overdue
) =08 On Shelf
r On Order
rb Reserve Bookroom
recall Recall L
W Reserve withdrawal
s Shelving Cart
=
Status |DS Total: 35
||
OK Cancel ‘ Add | Edit |




The “Checkin Note” field can be used to add messages for example if the book is
requested by another patron, or if there was something significant regarding the
book that other technicians should be aware of upon return. When the book is
checked-in, that message will appear.

The same with Internal Note field. Used for internal information regarding this

particular item.

Call type should be “ddc” for Dewey Decimal Call Number because this is the
system we use for our collection. You can use the codes to look at it. Notice the list
has for example “sudoc” for Federal depository use, and others.

Checkin Note |

Last Checkout
Due

Mo. of Pieces

Mo. of Phone Renewals

No. of Checkouts
Time

Mo. of Renewals

QOut to Borrower No.

Internal Note

MNo. of OPAC Renewals

Checkout Location
Awvailable

Call Type

ddc

| oK | Cancel ‘

Code Leckup: Call Number Types

b

CallType Description

lc

loc
locMI
sudoc

Library of Congress Call Numbers
Local Call Numbers

Local Call Numbers - Not Indexed
Superintendent of Documents Call

CallType |ddc

Add ‘ Edit ‘

Total:

-
Codes




You do not need to go Page Down. This is all the information required
for the item. Left click on “Save” and Close.

‘ Close @ ‘ Page ann| Page 1 of =

Oy, Eil:uliu:uglaphi...] @ List: kemsf... @ Edit: temsfo...

‘ ’ ‘ ‘ Page DDWI"I‘ Page 1 of =

=y Eiblingmphi...] ﬁ List: lkems ... ﬁ Edit: hemsfn...J

This is the item appearance now from the list. Notice that the “Call No.” no
longer says “Fast Add”

Barcode Location Collection Call No. Copy
ﬁ 1. 0000019299 GPLS N.M. Flores  Adult Non-Fiction 909.9"Still

LET'S ADD A NEW ITEM. | HAVE GONE IN AND MADE THE ABOVE ITEM COPY 1 FIRST.

Barcode Location Collection Call No. Copy

B=  1.0000019299 GPLS N.M. Flores  Adult Non-Fiction 909.9°Stil @




Point and left click on “New” at the bottom to enter a new ltem.

Selection

Total: 1

Edit Sort... | Display... ‘ Detail Status ‘ Batchgreale‘
O

T, Bibliographi... g List: rternsfor...J

This is a new window to
enter a new item. You can
see that the “ltem Type”
field is already at
“CIRCBK” for Circulation
Book. If you choose the
Codes at the right you will
see the selections. If you
are entering a Reference
Book for example, then
you need to change it to
Non-circulating.

ltemd#
Created

* Item Type

* ltem Barcode
* Location

* Collection

Call No.

Copy Statement
Source

PAC Note

* ltem Status

Status Updated
Checkin Note

Last Checkout

Due

No. of Pieces

No. of Phone Renewals

Internal Note

Mo. of OPAC Renewals
Checkout Location
Available

Call Type

Close |

07/15/2016

Copy#
Updated

ting Books

Serial Volume No.
Price Staff-Only [

Tm

Inventoried

Fast-Add I

Mo. of Checkouts

Time

Mo. of Renewals

Out to Borrower No.

Codes

Codes

Codes

Codes

—

‘ Page Down

2 Bibliographi... @ List: tems ... @Ed'rt: hemsfo...‘

Page 1 of 2

Codes




Shown below is the List of Codes for particular items and its categories.

ltem# Copy#
Created 07/15/2016 Updated

" ltem Type |CIRCBK Circuilating Books

This is the list of Item
Type’s on the right

This item is a regular
circulation book, so it will
be left at “CIRCBK”

Code Lockup: Item Circulation Types s

—

ltem Type

21d

AC

ACD

CD
CD-ROM

DTB

DVD

KIT
McNAUGH
NONCIRC
PB

RC

UNK

VG

VCD

Description

21 Days

Audio Cassette
Audio Compact Disc
CDs

Computer Disc-Read Only Memory

Digital Talking Book

Digital Video Disc

AV Kits

Mc Naugh

NON-CirculatiNG

Paper Backs

Talking Book Tape

Unknown itype for item creation
Video Cassette

Video Compact Disc

OK Cancel |

ltem Type |CIRCBK

Add ‘ Edit |

b = JCIRCBK Circulating Books

Total: 16

Codes



In your “ltem Barcode” field, you will type in your item accession number or barcode

o

number

* ltem Barcode |DDDCIE352853

* Location

Choose the “Codes” in the
Location field. These are a
list of Locations to the
right.

| have Selected “Hagatna”
because this a Hagatna
Book.

p0E0O (PRF T
0000015299
—Code Leckup: Location Parameters ‘ ‘ lﬂj
Location Name
AGAT GPLS M.R. Aguigui Memorial

BARRIGA  GPLS Barrigada

Bookmob GPLS Bookmaobile

| DEDEDO GPLS Dededo
DEPT (Not in Use) Guam Department of
Corr
DYA Dept. Of Youth Affairs
HAGATNA GPLS N.M. Flores Memorial
HOSP (Not In Use) Guam Memorial Hospital Library
LAW (Not In Use) Guam Law Library

MERIZO GPLS Merizo

YONA GPLS Yona

Location ‘HAGATNA Total: 11

oK | Cancel‘ Add ‘ Edit |

— ——
— ——

—
EE———

Codes



* Collection |

D El” N'D | Code Lockup: Collection Codes “ Code Lookup: Collection Codes “
Collection Descr. Collection Descr.
T=hAC Audiocassettes/disc KIT AV Kits B
ACQ Items on Order Collection MCNAU  MC Naughton Books
] |
B Adult Biography NF Adult Non-Fiction
BR Braille Materials NWBRY Newbery Books
“ 1 ” CALDC  Caldecott Books OFFICE Materials Shelved in Director's Office

For the “Collection .

CD Compact Discs PB Paperback

field, you can choose
the “Codes” again at
the right. It is a long
list so | had to post
two windows for you
to see. This is an
Adult Non-Fiction so | ) -
Chose the NF’ Shown | FIC Adult Fiction l UNK Unknown collection for item creation |

DVD Digital Video Discs PHOTO  Photograph Collection

E Children's Picture Books PRDC Periodicals

ENF Easy Non-Fiction REF Reference

FA Fast Add SUDOC Federal Government Room Collection
FA-BI Fast Add (Delete Bib and Item) SwW Software

FA- Fast Add (Delete Item) TALKBK Talking Books

1 GN Graphic Novels vC Videocassettes/Compact Disc
on the right.
GUAM Guam Collection VF Vertical Files
JB Juvenile Biography YA Young Adult Non-Fiction
JFIC Juvenile Fiction YAB Young Adult Biography
JNF Junvenile Non Fiction YAFIC Young Adult Fiction
|| I :‘
Collection ‘ To Collection ‘NF Total: 36

| OK | Cancel| Add | Edit ‘ | OK | Cancel‘ Add ‘ Edit ‘




ltem#
Created

T ltem Type

* ltem Barcode
* Location

* Collection

Call No.

Copy Statement
Source

PAC Note

* ltem Status

Status Updated
Checkin Note

Last Checkout

Due

No. of Pieces

No. of Phone Renewals

Internal Note

MNo. of OPAC Renewals
Checkout Location
Awvailable

Call Type

Close Save ‘

177380 Copy#

07/14/2016  Updated 07/15/2016
CIRCBK Circulating Books
10000019299

HAGATNA
NF

1909.97Stil
|c:.2 Serial Volume No.
|FEd1"GDVGUElm Price |5.95 Staff-Only
os On Shelf
071572016 Inventoried Fast-Add [
f114/2016 MNo. of Checkouts 1
Time Out to Borrower No.

MNo. of Renewals

Codes

Codes

Codes

Codes

ddc

Page 1 of 3

Codes

o, Bibliu:-glaphi...J g Lst: temsf... g Edit: tems fo...

| have just
covered the
first part of
this for you
and the rest
were already
covered
earlier. This is
the complete
2" copy so if
you notice in
the “Copy
Statement”
field | typed
“c.2”. Now
just to Save,
and Close.




THIS IS HOW THE COPY ITEM LIST LOOKS NOW AFTER ADDING THE 2NP COPY

Barcode Location Collection Call No. Copy
ﬁ 1. 0000019299 GPLS N.M. Flores  Adult Non-Fiction 909.9~5till c.] -
2. 0000652853 GPLS N.M. Flores  Adult Non-Fiction 901.95till c.2

Also to keep in mind that using the (c.1, c.2, etc) would only be if the
copies are in one branch. You will not be using it to count copies for

(Hagatna, Agat, Barrigada, Dededo, Merizo, Yona as c.1, c.2, ¢c.3, c.4, c.D,
C.0).

Again for each time you are going to enter another copy, you will point and left click on
“New” and to Edit an item, you will point and left click on the item, then “Edit”

Selection Total: 1

‘@’ Sort... | Display... | Detail Status | Batchgreate|

24 Bibliographi... ﬁ List: tems far...
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