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Introduction

This guide provides information about using Describe and Manage functions. The Describe and Manage
Module strives to achieve two goals:

1. Todescribethelibrary’s materias so staff and the public can find them and access their contents.

2. To manage the library’s physical and electronic inventory so that it is accurately represented in the
system.

Note

Tolearn more about the Describe Modul e, see the Describe Overview on the OL E Documentation
Portal.

This guide is organized to follow the layout of the Describe tab.

» The first section provides explanations of cataloging functions. the workbench, bound-withs, import
single bibliographic records, record editors, transfer and browse the catal og.

» The second section presents information related to catal oging administration: maintenance documents
(documents that control database tables) associated with catal oging.

These sections are divided into subsections covering individual functions. For each function, the applicable
subsection presents a breadcrumb trail showing how to access the function and information on the layout
and fields on the related screen(s). As appropriate, some subsections include business rules and routing
information for e-docs and/or specia instructions for performing activities.

Note

In order to work efficiently in the system’'s Describe screens, you need to understand the
basics of the user interface. For information and instructions on logging on and off, navigating,
understanding the components of screens, and performing basic operationsin the screens, seethe
OLE Basic Functionality and Key Concepts.

This guide as well as guides to other OLE modules are available for download from the OLE
Documentation Portal.

Tip

Bookmark any page within OLE. Thiswill allow you to easily navigate back to an interface or
e-docinoneclick, just login.
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Chapter 1. Cataloging Functions

Describe Workhbench
Bound-with's

Import Bib
Bib Editor
Cublin Core Editor

= Transfer
Describe i v
-> Cataloging _ Call Number Browse

On the Describe menu, the Cataloging submenu provides access to additional Describe and Manage
functionality that allow usersto view and maintain a variety of standard Describe and Manage E-docs.

Describe Workbench

> Cataloging > & Describe wWorkbench - Describe Workbench

The Describe Workbench is a portal to view and modify records existing within OLE.

Process Overview

1. Once you have opened the Describe Workbench, perform a search to find the record you wish to
modify.

2. You may select aDocument Type and search using Boolean operators as needed. Search results appear
below the Sear ch Conditions tab.

Describe Workbench

v Search Conditions:
Document Type: @ Bib O Holdings  © Item EHoldings

Search For: | cat Allofthese [«]| I Search Field: | ALL [=]

Search For: Allofthese [=]|  In Search Field: | ALL [=]

v Search Results:

Show | 10 [+] entries
Local Identifier Title
197 CAT IN THE HAT JOHN DOE

¢ Author ¢ Publication Date ¢ Actions
View Edit Overlay Create Instance

Showing 110 1 of 1 entries Previous Next

(CExporttoRequestXiL_)

3. Click View to view the bibliographic record.

4. Click Edit to open the record editor,

Note

For more information about record editors, see Editor

5. Click Overlay to open an interface that allows you to overlay records
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Note

For more information about overlaying bibliographic records, see Import Bib
6. Click Create Instance to open the Instance Editor.

Note

For more information about the Instance Editors, see the Instance Editor

Bound-Withs

B | caalosing | o sound-winns . BOUNd-with Instance

In special cases it is necessary to link a single OLE Instance (Holdings and Item records) to multiple
bibliographic records to account for situations when titles with multiple bibliographic records (i.e.,
bibliographically unrelated works) are joined together in asingle physical volume (i.e., are “bound-with”
each other).

Depending on an OLE site’ s cataloging policies, it would also be possible for two or more OLE Instances
to share an Item record because of abound-with situation, and also for one or more of those OL E Instances
to have additional Item records attached because the library holds multiple copies of a work, some of
which are not bound-withs.

Tip

Bound-withs will always need to be setup manually by a library staff member through this
interface.

Process Overview

1. Call up the Bound-with Instance interface.
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Home » Bound-with Instance »

Bound-with Instance

v Search Conditions:
Document Type: © Bib ) Holdings © hem © EHoldings

Search For: | shakespeare All ofthese [+]  In Search Field: | ALL

AND OR NOT

Search For: Allofthese [=]  In Search Field: | ALL

AND OR NOT

searcn ] (__Clear
~ Search Results:
Show | 10 [+] entries
Local Identifier Title 4 Author 4 PublicationDate % Actions,
B 10000075 A midsummer night's dream / Shakespeare, William, 1994 View Edit OverLay Create Instance
&) 10000076 As youlike it / Shakespeare. William, 1993 View Edit Overlay Create Instance
B 10000077 Henry V / Shakespeare, William, 1982 View Edit Overlay Create Instance
B 10000078 Love’s labour's lost / Shakespeare, William, 1990 View Edit Overlay Create Instance
& 10000079 Measure for measure / Shakespeare, William, 1991 View Edit Overlay Create Instance
& 10000080 The merchant of Venice / Shakespeare, Wiliam, 1993 View Edit Overlay Create Instance
B 10000081 The merry wives of Windsor / Shakespeare, William, 1989 View Edit Overlay Create Instance
&) 10000082 The vinter's tale / Shakespeare. William, 1995 View Edit Overlay Create Instance
B 17739 Critical inquiry. 1974 View Edit Overlay Create Instance
Showing 1to 9 of 9 entries Previous Next
CopyToTreel ] CopyToTree2 | [ WnseleqtAl |

Conditionstab.

Each Tree will show the bibliographic record. Y ou may branch down to the Instance or item level by

clicking the arrow next to the folder.

m Bound-with

Treel
4 ] Henry V/ /] Shakespeare, William,
0
4- ||| UC/RL/Gen-PR2812 A2 T28 1962
]
L ) 39151001847975
b
I Refresh | [ Remove \ I Unselect All |
I Clear Tree | { Show Bound-with Bibs |

. When the correct record is displayed, select it and click Copy to Treel.

. When the correct record is displayed, select it and click Copy to Tree2.

. Search for the OLE Instance that will be shared by multiple bibliographic records. You may select a
Document Type and search using Bool ean operators as needed. Search results appear below the Sear ch

. Search for the additional bibliographic records with which the OLE Instance will be shared (in some
casesthesemay not exist. Y ouwill needto create therecords prior to beginning the bound-with process).

Tree2
4 ||| Love's labour's lost // Shakespeare, William,
0
4- ||| UC/RL/Gen-PR2812 A2
o
L [I] 1001-2988
a
I Refresh \ I Remove \ [ Unselect All |

I Clear Tree |

I Bound-with ‘

6. Select the holdings record for the holdings and item to beretained in Tree 1.

7. Select the bibliographic description to join the holdings record from Tree 2.
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Treel Tree2
4 . | Henry V / / Shakespeare, William, 4, | Love's labour's lost / / Shakespeare, William,
O

4. ||| UC/RL/Gen-PR2812.A2 T28 1982

4. | | UC/JRL/Gen-PR2812.A2

0
L[] 39151001847975 -] 1001-2988
0 0
l Refresh ] I Remove I l Unselect All I { Refresh ] l Remove I { Unselect All
l Clear Tree I { Show Bound-with Bibs J Clear Tree J

Bound-with ‘

8. —
Click Bound-with

Bound-with [@ 1 message] Tree2

[ Love's labour's lost / / Shak Wil
» Instance UCKRL/Gen-PR2812.A2 T28 1982 bound with the following bibs - -é oves fabours fos akespeare, Tiham,

Bound-with Results
. [[] Henry V  / Shakespsare, William, l Refresh ] l Remove J I Unselect All

Ll Clear Tree J

4 ||| UCHRL/Gen-PR2812 A2 T28 1982
L BIBS(2)
Ll

- L] 39151001847975
]

.| Love's labour's lost / / Shakespeare, William,

il

4, | UCIRL/Gen-PR2812 A2
Ll

- ] 1001-2988
Ll

4 /] UCHRL/Gen-PR2812.A2 T28 1982
|| BIBS(2)
]

- 1] 39151001847975
g

Delete Instance ]

Bound-with I

Since every bibliographic record must have at least one attached OLE Holdings, setting up a bound-
with will frequently result in one or more existing OL E Holdings becoming redundant. Y ou will need




Catal oging Functions

to delete the redundant OLE Holdings manually as part of the workflow. The items attached to these
holdings will also be deleted.

9. Select the extraneous instances attached to the bibliographic descriptions.




Catal oging Functions

Bound-with

Bound-with [@ 1 message]

# Instance UC/JEL/Gen-PRZ2812 A2 T28 1982 bound with the following bibs :

Bound-with Results

4- || | Henry V' // Shakespeare, William,
[

4. | UC/RL/Gen-PR2812 A2 T28 1982
.| BIB5(2)
(]

- 1] 39151001847975
[

4. | | Love's labour's lost / / Shakespeare, William,

=

4- .| UC/JRL/Gen-PR2812.A2

- ] 1001-2988
[

4| | UC/JRL/Gen-PR2812 A2 T28 1982
.| BIBS{2)
[

- 1] 39151001847975
(]

[ Delete Instance
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Click Delete Instance

10.Click Continue to confirm the deletion.

Bound-with

Bound-with

Bound-with Results

-~ || Henry V // Shakespeare, William,
O

- || Love's labour's lost / / Shakespeare, William,

1

I Delete Instance I

The following records will be deleted
i ||| UC/IRL/Gen-PR2812 A2

- ] 1001-2988

Continue I ‘ Cancel

Business Rules

» A Bibliographic record is not required to have an OLE Instance, but it may have one, zero, or many
OLE Instances.

* A Holdings record may have zero, one, or many Item records.

» An Item record must be linked to a Holdings record — if there are zero Holdings records, there must
be zero Item records.
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A user must be authorized to perform the bound-with function in order to useit, and must be authorized
to perform it for the appropriate work unit depending on local configuration options.

« All titleslinked by the bound-with process will share the same item record, including the item record's
associated call number, item ID, and locations.

Import Bib

> Cataloging > @ Import Bib |ITIPO|'t B|b

This interface provides the ability to import a single Bibliographic Record or a file of Bibliographic
Records one at atime into the OLE database. This allows catalogers to download records from outside
sources such as OCLC. The import may be to add a new title, in which case, a new OLE holdings record
and item record will also be created, or to replace an existing Bibliographic Description from a different
source. If the Bibliographic Description is replacing another, no OLE Instance will be created. If you need
to add an additional OLE Instance or Item or modify an existing one, you will need to do so through the
editor.

You will be able to edit both the Bibliographic Description being imported and any OLE Instance(s)
linked to it during the import process. Once the import process has been completed, only those fields
designated as “protected from overlay” will remain from the original Bibliographic Description when
replacing an existing bibliographic description. Linkages to purchase orders, circulation records, etc. will
also be unaffected.

Note

Import Bib is not intended for batch imports.

Note

For more information about importing batch records, see the Batch Framework section of the
OLE Guide to System Administration Functions. This and other OLE user guides are available
for download from OL E Documentation Portal.

Process Overview

Import from Local to Create a New Bibliographic Record

1. Call upthelmport Bib interface.
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Home » Import Bib » STEP-1 Locate Record
Import Bib
STEP-1 Locate Record

Import From Local [ Import From External Data Source

Import From Local

* Select File: Mo file selected.

Load ] [ Clear

2. Click browseto search for the file from your local machine.

Click | Load

Recordsin the File will contain the records loaded.

4, Click Detail to view the MARC record.

Select the record you wish to load and click &

Import Bib
STEP-1 Locate Record

m Import From External Data Source }

Import From Local
* Select File:
Load Clear

Selected File Name: ole35 mrc
Records In File: 5

Records Imported: 0

Records in the File:

a: TITLE AUTHOR PUBLICATION
DATE
& ALCHEMY OF GLASS : COUNTERFEIT, IMITATION, AND TRANSMUTATION IN ANCIENT 2009 Detail
GLASSMAKING
AMERICAN WOMEN OF SCIENCE SINCE 1900. WAYNE, TIFFANY K., 1968- 20m Detail
& ANCIENT INDIAN LEAPS INTO MATHEMATICS 201 Detail
] ARCTIC SCIENTIST, GULAG SURVIVOR : THE BIOGRAPHY OF MIKHAIL MIKHAILOVICH ERMOLAEV, A. M. (ALEKSEI 2009 Detail
ERMOLAEV, 1905-1991. BY WILL MIKHAILOVICH), 1932-2007
] TOWN IN-BETWEEN : CARLISLE, PENNSYLVANIA, AND THE EARLY MID-ATLANTIC RIDNER, JUDITH E 2010 Detail
INTERIOR.
Showing 1 to 5 of 5 entries First | | Previous | [ | Next | | Last

Next

6. Confirm the Settings by selecting a Name from the dropdown list. Thiswill set the User Preferences.
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Note

To learn more about creating and modifying User Preferences, see information about Bib
Import Preferences under the Batch Process Profilein the OLE Guideto System Administration
Functions.

STEP-2 Confirm Settings

Load

Click| Load

7. Choose "New Record" asthe Import Type.
8. Select the Import Status and Permanent L ocation information from the dropdown lists.
9. Enter any additional tags to remove and/or fields to protect.

10.Choose the Classification Scheme and modify the Call Number Sour ce as necessary.

10
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Import Bib
STEP-2 Confirm Settings

Name: | JFAddNew

Import Type:

Replace Based On Match Point
Import Status: Cataloguing |Z|
Permanent Location: |Z|
Temporary Location: E
Tags That Will Be Removed: 030,830,400
Additionally Remove These Tags: |29 933 994

Protected Fields: 050,245,100
Additional Protected Fields:

Call Number Mapping
Classification Scheme: | LCC - Library of Congress classification |Z|

Call Number Source 1: | 050 Call Number Source 2: | 090

Call Number Source 3: | 086

MNext

11,
Click | Mext

12.You may edit the incoming Bibliographic Record as needed when it is displayed. Click Continue
Process when you are finished editiong the Bibliographic Record.

Note

For more information about record editors, see Editors
13.Y oumay enter or modify information on the OL E Holdings as appropriate and click Continue Process.

14.Y ou may enter or modify information on the OLE Item as appropriate and click Save. Both the Item
Type and Item Status fields must have values chosen from the drop-down lists.

Note

For more information about the Instance Editors, see the I nstance Editor

15.0nthelmport Completion screen, you may chooseto import more records or return to the main menu.
Y ou may also continue to modify the bibliographic, holding and item records by clicking Edit.

11
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Import Bib
STEP-5 Import Completion

Record Import Complete
TITLE A
AMERICAN WOMEN OF SCIENCE SINCE 1900. Edit
Showing 1to 1 of 1 entries First | | Previous | 4
| Import More Records | | BackToMain Menu |

Import from Local to Overlay an Existing Bibliographic Record

1. Cal up themport Bib interface.

Home » Import Bib » STEP-1 Locate Record
Import Bib
STEP-1 Locate Record

Import From Local [ Import From External Data Source

Import From Local

* Select File: Mo file selected.

Load | I Clear |

2. Click browseto search for the file from your local machine.

3, —
Cliok L__Load |

Recordsin the File will contain the records |oaded.
4. Click Detail to view the MARC record.

5

' Select the record you wish to load or overlay and click Next .

12
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Import Bib
STEP-1 Locate Record

w Import From External Data Source }

Import From Local

* Select File: Browse_

Load Clear

Selected File Name: ole35 mrc
Records In File: 5
Records Imported: 0

Records in the File:

& TITLE AUTHOR PUBLICATION
DATE
] ALCHEMY OF GLASS : COUNTERFEIT, IMITATIOM, AND TRANSMUTATION IN ANCIENT 2009 Detail
GLASSMAKING
AMERICAN WOMEN OF SCIENCE SINCE 1900. WAYNE, TIFFANY K., 1968- 20m Detail
& ANCIENT INDIAN LEAPS INTO MATHEMATICS 201 Detail
] ARCTIC SCIENTIST, GULAG SURVIVOR : THE BIOGRAPHY OF MIKHAIL MIKHAILOVICH ERMOLAEV, A. M. (ALEKSEI 2009 Detail
ERMOLAEV, 1905-1991. BY WILL MIKHAILOVICH), 1932-2007
] TOWN IN-BETWEEN : CARLISLE, PENNSYLVANIA, AND THE EARLY MID-ATLANTIC RIDNER, JUDITH E 2010 Detail
INTERIOR.
Showing 1 to 5 of 5 entries First | | Previous | [{j | Next | | Last

6. Confirm the Settings by selecting a Name from the dropdown list. Thiswill set the User Preferences.

Note

To learn more about creating and modifying User Preferences, see information about Bib
Import Preferences under the Batch Process Profilein the OLE Guideto System Administration
Functions.

STEP-2 Confirm Settings

Name: Load

Click| Load

7. Choose "Based on Match Point" asthe Import Type.

8. You may change the Import Status, Permanent L ocation, Classification Scheme and/or modify the
Call Number Source, or you may leave any of these unchanged to retain the settings on the existing
record to be overlaid.

9. Enter any additional tags to remove and/or fields to protect.

13
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Import Bib
STEP-2 Confirm Settings

Name: | Admin Import E

Import Type: ) lew Record
I @ Replace Based On Match Paint I

Import Status: | pjgne El
Permanent Location: E
Temporary Location: E

Tags That Will Be Removed:
Additionally Remove These Tags:

Protected Fields:
Additional Protected Fields:

Call Number Mapping

Classification Scheme: | LCC - Library of Congress classification E

Call Number Source 1: | 050 Call Number Source 2: | 065

Must be DataField tag value Ex: 050
Call Number Source 3: | 020
MNext

10.
Click | Mext

Note

If OLE cannot find the match point to perform an overlay, anew record will be created. Match
points can be set viathe User Inverface.

Note

To learn more about creating and modifying User Preferences, see information about Bib

Import Preferences under the Batch Process Profilein the OLE Guideto System Administration
Functions.

11.If an existing record is found from the match point, you will see aconfirmation screen with information
about both the existing bibliographic record (to be overlaid) and the incoming bibliographic record:

14
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Import Bib
STEP-3 Confirm Replace

You are about to replace the existing record:
Matching Record Found Using OCLC number: 666280313

Call Number: F2845 F455 2010

Author: Feinmann, José Pablo,

Title: Peranismao : filosofia politica de una persistencia argentina /
PublicationDate: 2010

Edition: 1a. edicidn.

Barcode:

Holding Library:

With this new Record:

Author: Feinmann, José Pablo,
Title: Peronismo : filosofia politica de una persistencia argentina /
PublicationDate: 2010

Edition: 1a. edicidn.

[ Next |

12.If no bibliographic record is found via the match point, the screen will indicate that a new bibliographic
record will be created. Click Next to continue the process.

13.Y ou may edit theincoming Bibliographic Record as needed when it isdisplayed. Click Submit to save
the bibliographic record.

Note

For more information about record editors, see Editors

14.In order to edit the Holdings and Item record(s) attached to the overlaid record, you will need to use
the Instance Editor. These records cannot be edited during the import process when existing records
areoverlaid.

Import from External Data Source

This interface is here to show the possibility for institutions to import bibliographic records through a
Z39.50 protocol. Because of licensing restrictions, each institution will have to implement this feature
themselves. For implementation documentation see Searching External Datasources with Z39.50.

15
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Business Rules

Imported MARC bibliographic records must be in UTF8 format.

 Imported MARC bibliographic records must be in afile with the file extension “.mrc”

» A Bibliographic record may have zero, one, or many OLE Instances.

» An OLE Instance cannot exist without being linked to a Bibliographic record.

» An OLE Instance must have one Holdings record, but it cannot have more than one Holdings record.
* A Holdings record may have zero, one, or many Item records.

* An Item record must be linked to a Holdings record. If there are zero Holdings records, there must
be zero Item records.

* New Bibliographical records created via“ Single Bib Import” will by default have one Holdings record
with one Item Record created and attached to the Bibliographic record upon import.

« Any Holdings or Item records attached to an existing Bibliographic record replaced via “Single Bib
Import” will not be affected by the import process.

» Linkagesto purchase orders, circulation records, etc. will not be affected by the import process.

Bib Editor

S Cataloging > & Editor >
Bibliographic Editor - MARC Format

Development of the MARC Editor has continued to be developed for the 1.0 release. This proof of concept
editor isbuilt on KRAD, or Kuali Rapid Application Devel opment, to create more flexible and ergonomic
user interfaces that allow editing of the DocStore, standardized doctypes and the Describe Workbench.
Significant enhancements are scheduled to be implemented for future rel eases however building this first
document editor in KRAD/Rice 2.0 provides the framework for editing and managing future document
types. Editors for MARC authority records and MARC holding records are also anticipated in future
releases. .

The Bibliographic (Bib) Editor may be accessed through other menu items listed below the Describe
submenu as well as through the edit or create new buttons in transactional line items of Requisitions,

Purchase Orders, Receiving, etc. or by clicking on the lﬂl link below a MARC description in the
DocStore.

Tip

See the left panel navigation. This navigation panel will allow you to add (click the GH:) and
delete (click the E) Bibliographic, OLE Instance (Holding and Item) and E-Instance records.

16
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Home »
» Bibliographic Editor - MARC Format

Title / Author : Little Story /

Collapse Mavigation = B]bllr,jgl

+ + B

(i) This pag:

ARCHIFSAP s Please adi

> B-CEDIR/BCE-REF

Staff Only: [

B-CEDIR/BCE-REF

. B-CEDIR/BCE-REF Bibliographic
v Leader

Process Overview
Tip
Check Staff Only to retain this record from the public display.

1. Once you have opened the Marc Editor, select a Bibliographic Record Status from the dropdown
menu.

17
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Bibliographic Editor - MARC Format

[©1 message]

() This page has 1 message
* Please enter details for new Bib record.

Staff Only: [
Bibliographic Record Status: |Z| Created By : On: Updated By : On: Status Updated By : On:
¥ Leader Structured Data Elements
RecStat: | n - New |Z| TypeRec: | a - Language material
BibLvl:| m - Monograph/ltem TypeCtrl: | # - No specified type |Z| EnclLvl: | - Full level |Z|
DescCat: | a - AACR 2 E MultiRes: | # - Mot specified or not applicable E
[ setLeaderField | [__Clear Selections )
Leader: |####nam#a2 2#steasd 500
¥ Control Fields
001:
003:
005:
Show 006 Structured Data Elements
006: [__clear Edit ) (__Remove
Show 007 Structured Data Elements
007: [ Clear Edit ] l Remove
Show 008 Structured Data Elements
008: | #esasacrstsast I e 000#0#eng#d
~ Data Fields
B
[ Submit ] [ Cancel l
2. Enter data. The following datafields are required, at a minimum:
* one leader field:
Select avalid element from the field's drop down lists and click Set L eader Field.
Click Clear Selectionsto remove the selected elements and return to the default settings.
When set, the Leader Field will appear in asingle line below the data elements:
¥ Leader Structured Data Elements
RecStat: | n - New E TypeRec: | a- Language material |Z|
BibLvl: | m - Monograph/ltem E| TypeCtrl: | # - No specified type Enclvl: | # - Full level |Z|

DescCat:| a - AACR 2

E| MultiRes: | # - Mot specified or not applicable E|

[ setLeaderField | (

Clear Selections |

Leader: |#####nam#al sttt a#d 500

Click the down arrow to collapse the Leader Structured Data Elements display.

18
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» Leader Structured Data Elements

Leader: | ## nam#al 28 E #4500

one 008 control field
Select avalid element for the field's drop down lists and click Set Control Field.
Click Clear Selectionsto remove the selected elements and return to the default settings.

When set, the 008 will appear in asing line below the data elements:

¥ 008 Structured Data Elements

TypeDate: | s - Single known date/probable date E Datel: ### Date2: |###
PlacePub: xxu Q
Ilustra: | #- Mo illustrations |Z| Ilustra: | # - Mo illustrations |Z| Ilustra: | # - Mo illustrations E|
Ilustra: | # - Mo illustrations |Z| TargAud: | # - Unknown or Unspecified |Z| Formltem: | # - Mone of the following |Z|
NatCont: | # - Mo specified nature of contents E NatCont: | # - No specified nature of contents |E|
NatCont: | # - Mo specified nature of contents E NatCont: | #- No specified nature of contents |Z|
GovPub: | # - Mot a government publication |Z| ConfPub: | 0 - Not a conference publication |Z| Festschf: | 0 - Not a festschrift |Z|
Index: 0 - Noindex |Z| LitForm: | 0 - Not fiction (not further specified) |Z| Biogrphy: | # - No biographical material |Z|
Lang: |eng Q| ModiRec: | #- Not modified E CatSrc: | d - Other |Z|
[__setControlField ] [ Clear Selections |
008: | st U 000#0#engtd

Click the down arrow to collapse the 008 Structured Data Elements display.

Note

The first option in the drop down menu is the default option and will appear again in order
within the drop-down menu.

Note

Character positions 00-05 in the 008 field will first appear as ##### when anew record is
being created and will update with the Date Entered on File once the bibliographic record
has been submitted.

one 245 field

Data Fields (also known as variable fields) must have a three-digit numeric tag and values in both
indicator positions (blanksarealowed). Variablefields01X through 8XX must start with adelimiter
and a subfield code (a letter or number) and include some text in the body of the field.

Enter the data field information. Click |99

the displayed field size

to add additional data fields. Click “* to expand
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Tip

Future enhancements include templates to prepopul ate fields.

) CIick: Submit |

OLE will refresh the screen and redisplay the record.

) Cancel i .

Click to cancel the edits and return to your origina screen.
) Close _ i

Click to cancel the edits and close the window.

If you submit an invalid record, OLE will display an error message.

Bibliographic Editor - MARC Format [e1error]

é This page has 1 error

* Minimum one leader field, one Control Field and one Data Field are required.

Staff Only: [[]

Bibliographic Record Status: E Created By : On: Updated By : On: Status Updated By : On:

Ontheleft navigation panel, click thefirst top level plussign + to add an OL E Instance Holding records.

colizpseNaviostion - nstance Editor (Holdings) -

+ + B
| @ This page has 1 message
+ Holdings * Please enter details for new Holdings record
> Holdings
Created By : ole-khuntley On: 08-11-2013 12-16-0(
Staff Only: | Local Identifier:
Note

For more information about the OL E Instance Holdings and Item Editor, see Instance Editor

Click the second top level plussign + to add an OLE E-Instance EHoldings records.
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%  cosccnsome = Elnstance Editor (EHoldings)
+ + H

: (® This page has 1 message
-~ Holdings * Please enter details for new EHoldings recard.

Right click on the call nhumber to delete a holdings record or add an item record.

Holdings

Delete Instance
=+ Add ltem

Click thetop level H to delete the current bibliographic record.

. colapse Navoation — EInstance Editor (EHoldings)

+ + B
(© This page has 1 message

- Holdings * Please enter details for new EHoldings record.

Business Rules

A bibliographic record may have zero, one, or many item records attached.

Note
When displayed in the left pane, only a maximum of 5000 items per holding will be displayed.
Tipsfor Editor

» Leader field: (ex., format should be “00337nam a2200109z 4500")

+ Control fields:
* tags can be any 002-008 value

 entries must contain text (no edit checks occur so anything will work)
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» Content Fields:

. (ex, format “020 ____ |a9780748436358")

< onerequired entry for the group of linesisa 245 field

the 245 subfield must start with delimiter [a (pipe, small a)

» Do not leave ablank line from “adding” any tags before submitting

Note

Keyboard shortcuts are planned for 1.0.

Dublin Core Editor
S Cataloging S Dublin Core Editor

Bibliographic Editor - Dublin Core (Unqualified) Format

The Dublin Core Editor described in this document represents a utility (that is a part of OLE) that will
allow users to update and created bibliographic records. The records being updated will have previously
been imported and indexed by OL E (OLE-DocStore).

Note

For more information about importing batch records, see the Batch Framework section of the
OLE Guide to System Administration Functions.

Tip

You will notice the left panel navigation. This navigation panel will allow you to navigate to
other editors (bibliographic,OLE Instance: holding or item, or E-Instance) as well as add (click
the ) and delete (click the El) records.

Title / Author : Little Story /

Collapse Mavigation ==

+ + A

- ARCHIPSAP
- B-CEDIR/BCE-REF
- B-CEDIR/BCE-REF

- B-CEDIR/BCE-REF
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Process Overview

Each element is repeatable; there is an add tag button under each initial box to add ancother. There is
no limit to the number of occurrences for an individual element. If a drop-down list is provided for an
element, then the drop-down list for that element should be repeated as well when an element is repeated.
When the Dublin Core element name differs from the recommended label for the element in a public
view, the label is given in parentheses after the element name.

Home »
» Bibliographic Editor - Dublin Core (Unqualified) Format

Title / Author :

coizpse tizuoaton = Bibliographie Editor - Dublin Core (Unqualified) Format  [© 1 message]

++ @A

@This page has 1 message

= Please enter details for new Dublin record.

Bibliographic Record Status: [=]

Status Updated By :  On:
Created By : On:

Updated By :  On:

Select an Element [« ] [ sadmg )

l removetag |

I Submit ‘ I Cancel

To add a Dublin Core Record to the OLE DocStore:
1. Select Title from the element drop down Enter the name by which the resource is formally known.

2. e
Click |___3ddtag |

3. Select Creator fromthedrop down of the new tag line. Enter the entity primarily responsiblefor making
the content of the resource

Click |__299tag |

5. Continue to add tags and entering information into the fields until the Dublin Core Record is complete.

Note

Dublin coretags and descriptions are available to Kuali usersthrough Google Dacs. (Y ou will
need to be logged into KIS to access this document.)

Submit
Click

OLE will refresh the screen and redisplay the record.

7. If the record is new, OLE will create placeholder Holdings and Item. Click Holdings to modify the
Holdings record. Click Item to modify the Item record.
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Note

For more information about the OL E Instance Holdings and Item Editor, see Instance Editor

8.
Click the top level CH=s to add additional OLE Instance or E-Instance records.

Title / Author : testing//testor

cipsetiziozion = Bibliographic Editor - Dublin Core (Unqualified) Format  [® 1 message]

-+ @

{1 This page has 1 message
* Record updated successfully.

4. Holdings

Item

Bibliographic Record Status: Cataloguing [~

Status Updated By : ~ On: 08/14/2013 12:26:08
Created By :  On: 08/14/2013 12:26:08

Updated By: On:

Title [+] |testing [ addieg |

Creator E testor ‘ agdtag |

‘ Submit ‘ | Cancel

Business Rules

* A bibliographic record may have zero, one, or many item records attached.

Note

When displayed in the left pane, only a maximum of 5000 items per holding will be displayed.

Instance Editor

The OLE Instance document is a collective term for the holdings and item records associated with
a hibliographic record. Holdings and item records may be created automatically when bibliographic
records are imported individually or in batch, but they can also be created, edited, or deleted using the
Instance Editor. A bibliographic record may have zero, one, or many holdings records associated with
and subordinate to it. A holdings record may have zero, one, or many item records associated with and
subordinate to it. In the case of a “bound-with,” a holdings record can be attached to more than one
bibliographic record. In OLE 1.0, there is another kind of Instance in addition to the OLE Instance, and
that is the E-Instance. The E-Instance is intended to support a workflow for electronic resources (see E-
I nstance Editor documentation for more details). While the use of the E-Instanceisnot required -- alibrary
may choose to describe its holdings of an electronic resource using an OLE Instance -- it is recommended
that institutions utilize the E-Instance for electronic resources.

In this example below, Bibliographic Record #1 has one E-Instance and one OLE Instance attached to it.

Thismight occur if alibrary chose to attach its holdings for electronic and print versions of awork to the
samerecord. The example aso showsthat Bibliographic Record #1 and Bibliographic Record #2 share an
OLE Instance because of abound-with situation. A Loan Transaction Record is shown temporarily linked
to the item record for the print copy because the item has been checked out to a borrower. A purchase
order for theitem is aso linked to that item record.
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Bibliographic Bibliographic

Record #1 Record #2

Haoldings

E-Holdings

A holdings record contains basic information about a library's holdings of a particular work, such asits
location, call number, and, for serials and other multi-part items, a summary statement of the extent of the
library's holdings. Anitem record contains more detailed information about a particular item. For tangible
materials, an item record typically describes something that could be or is intended to circulate as a unit,
and contains the barcode number that is recorded on the physical piece.

Because holdings and item records do not exist independently within OLE but are always linked to
bibliographic records, the Instance Editor is usually not invoked directly but is most often invoked from
the display of aparticular bibliographic record. However, it ispossibleto search holdings and item records
separately from bibliographic records, and thus invoke the Instance Editor that way. The Instance Editor
isnot directly accessible from the OLE main menu.

Document Layout

conapse navioaton =~ Instance Editor (Holdings) - OLEML Format  [® 1 message]

++ 0
@Thispagglms‘lmessage

¢ Holdings * Please enter details for new Holdings record.

- UCHRLIGen-DR46.97 A23
4. 2012

b Jl-c.1-108246839

Created By : ole-khuntley On: 12-11-2013 10-04-06  Updated By : On:

Staff Only: false  Local ldentifier:

Navigation among the holdings and item records associated with a bibliographic record is done by means
of the links provided in the left pane. For a given bibliographic record, this menu will appear on the
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Bibliographic Editor screen, the Instance Editor (Holdings) screen, and the Instance Editor (Item) screen.
The complete list of holdings and items associated with the bibliographic record is always available from
the left pane regardless of which screen you are viewing, although the list of items linked to a particular
holdingsrecord may be“hidden” under the holdings record and not displayed. To display any hidden items
associated with a holdings record, click on the small hollow triangle next to the holdings. If there is no
such triangle next to the holdings, that means that the holdings record does not have any item records
linked to it. If the items linked to a holdings are displayed, you can hide them by clicking on the small
filled-in triangle next to the holdings.

Intheleft pane, aholdingsrecord isidentified by the location, call number, and copy number data el ements
in the holdings record. Not al of these data elements may be present. If none of them are present, the
holdings record will be identified by the word “Holdings’ in the left pane. If you are creating a new
holdings record, it will be identified in the left pane by the word “Holdings’ until you add location, call
number, or copy number information to it and save it by clicking on the “ Submit” button.

An item record is aso shown in the left pane, indented dlightly from the holdings record to which it is
linked and is preceded in the display by a double slash. An item record is identified by the enumeration,
chronology, copy number, and barcode number data el ements of the item. Not all of these data elements
may be present. If none of these data elements are present, an item record will be identified by the word
“Item” in the left pane.

Ontheleft navigation panel, click thefirst top level plussign + to add an OL E Instance Holding records.

colzpseNavigation - Instance Editor (Holdings) -

+ + B
. {D This page has 1 message
l Holdings * Please enter details for new Holdings record.
Haldings

Created By : ole-khuntley On: 08-11-2013 12-16-0(

Staff Only: |  Local Identifier:

Right click on the call number to delete a holdings record or add an item record.

Holdings

ﬂDeIete Instance
=+ Add Item

Right click on the item record to delete it. Y ou will be asked to confirm that you actually want to delete
the item before the command is actually executed. If you do not wish to del ete theitem, click on " Cancel".
Due to aminor bug in the 1.0 release, you will then be returned to the OLE Describe menu instead of to
the record you have been working on.
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i 1-108246839

EDelete ltem

Click the top level E to delete the current bibliographic record. Y ou will be asked to confirm that you
actually want to delete the record before you may proceed. If you do not wish to delete the record, click
on “Cancel”; you will then be returned to the OLE Describe menu instead of the record you have been
working on.

. collapse Navigation —~ EInstance Editor (EHoldings)
+ + B

(©) This page has 1 message

- Holdings * Please enter details for new EHoldings record.

You can remove the entire left pane from the screen display by clicking on the "Collapse Navigation”
command at the top of the pane. To restore the left pane, click on the double right arrows (>>).
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OLE Holdings

Instance Editor (Holdings) - OLEML Format

[© 1 message]

{i) This page has 1 message

* Holdings record loaded successfully

Created By : Bulkingest-User On: 23-10-2013 14-40-06

Staff Only: Local Identifier: 731

v Location Information

Updated By : On:

Location:
[Type ™ for all locations, other Istters for matching locations
UCARL/Gen Q

¥ Call Number Information

Prefix:
Shelving Order:

Copy Number:

v Extent Of Ownership

DR 0046.970000 A0.230000 002012

Call Number:  pR4g 97 A23 2012

Call Number Type: | | ¢¢ _ Library of Congress classification

Browse

Type: | Basic Bibliographic Unit |Z|

Extent of Ownership:

Type:

Public E

Note:

v Extended Information

Receipt Status: E|

Access Information:

v Holding Notes

Public E|

Type:

Note:

Type: | Non-Public E|

Note:

v Serial Receiving

\ Create Serials Receiving Record

The top of the holdings record shows the ID of the user who created it and the date it was created. If the
record has been subsequently updated, the ID of the last user to update it and the date of last update will

also be shown.

A check box allows the holdings record to be flagged as Staff Only. The purpose of the flag isto make it
possible to hide that particular holdings record from end usersin the library's discovery layer (OPAC).

The Local Identifier isthe number of the holdings record within the OLE system.

The OLE Instance Holding record includes unique tabs -- Location Information, Call Number
Infor mation, Extent of Owner ship, Extended I nformation, Holding Notes, and Serial Receiving.
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Location Information tab

The location shows where the items described by the holdings record are located. OLE allows locations
to be defined as part of a hierarchy of up to five levels (for example, Institution/Campus/Branch Library/
Collection/Shelving Location).

Location Information

Location:
Type * for all locations, other letters for matching locations

Q

L ocation I nformation tab definition

Title Description

Location Select the location from the dropdown list:

Begin typing and a list of options will appear. Enter “*” (asterisk) to
display the complete list.

Call Number Information tab

The Call Number Information tab contains the call number, classification, and shelving scheme for the
holding.

|+ call Number Information

Prefix: Call Number:

Shelving Order: Call Number Type: | & _ g infarmation pravided |Z|

Copy Number:

Call Number Information tab definition

Title Description
Prefix Term that precedes a call number.
Shelving Order A system-generated version of the call number that OLE uses for call

number sorting. Because of the complexity of call numbers, inrare casesit
may not be generated correctly to provide for proper sorting, so catalogers
can edit it in order to change the sort order.

Copy Number Library-assigned to distinguish each copy of the sametitle. A library may
wish to create a separate holdings record for each copy. OLE also permits
copies to be identified at the item level rather than the holdings level, as
long asthelocation and call numbersarethe same (for example, two copies
of the same monograph shelved together in the same place in the same
branch library).

.
owWse
The full call number, not subfielded. Click Browse to
open Call Number Browse
Note
For more information on the interface, seeCall Number
Browse
Call Number Type Scheme used to shelve a bibliographic item in the collections of the

reporting organization. Select the Call Number Type from the drop down.

Extent of Ownership tab

The Extent of Ownership tab contains the summary holdings and notes (public or private) for institutions.
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Click to add additional Extent of Ownership lines or notes.
Click to remove excess Extent of Ownership lines or notes.

v Extent Of Ownership

Type: | Basic Bibliographic Unit |z|

Extent of Ownership:

Type: | Public E Add
Note:
Extent of Owner ship tab definition
Title Description
Type Select the type for extent of ownership from the drop down list. Three

types are provided for: Base Bibliographic Unit, Supplementary Material,
and Indexes. These correspond to fields 866, 867, and 868, respectively,
in the MARC Holdings format.

Extent of Ownership

Record herein freetext form asummary statement of thelibrary’ sholdings
for a particular copy and a particular type (Base Bibliographic Unit,
Supplementary Material, or Indexes). An Extent of Ownership statement
is not normally used for single-part items.

Type Select public or nonpublic type from the drop down list to determine
whether the note will be viewable from the discovery layer.
Note A free-text field to record information about a particular copy and type of

Extended Information tab

holding.

The Extended Information tab contains receipt status and access information.

Click to add additional Access Information URLS.
Click to remove excess Access Information URLS.

v Extended Information

Receipt Status: E

Access Information:

dd

Extended I nfor mation tab definition

Title

Description
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Holding

Receipt Status

Select the Receipt Status from the drop down list. The values correspond
to those used in the MARC Holdings format, field 008/06, and include
the following: Unknown, Other receipt or acquisition status, Received and
complete or ceased, On order, Currently received, Not currently received.

Access Information

Notes tab

The purpose of this field is to record a URL for a particular copy of
an electronic item. In a consortial environment, different institutions or
campuses may be given different URL’s from a vendor for accessing the
same item.

The Holding Notes tab contains public and nonpublic notes that apply to the holding record.

Click to add additional notes.

. Bmove
Click to remove excess notes.

~ Holding Notes

Type: | Public |Z|
Note:

Holding Notestab definition

Title Description

Type Select public or Nonpublic from the drop down list to determine whether
the note will be viewable from the discovery layer.

Note A free-text field to record information about the holdings for this particular

copy.
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OLE Items

Title / Author : bc/

Collapse Navigation =~

++0

4 Holdings

Item

Thetop of theitem record showsthe ID of the user who created it and the date it was created. If the record
has been subsequently updated, the ID of the last user to update it and the date of last update will also

be shown.

A check box allows the holdings record to be flagged as Staff Only. The purpose of the flag is to make
it possible to hide that particular holdings record and any associated item records from end users in the

Instance Editor (Item) - OLEML Format  [© 1 message]

() This page has 1 message
# ltem record loaded successfully.

Staff Only: ] Local Identifier: 73

~ Holdings Location/Call Number Information

LLocation:
[Type * for all locations, other letters for matching locations
Q
Prefix:

Shelving Order:

v ltems Location/Call Number Information

Call Number:

Call Number Type:

# - Na information provided

LLocation:
[Type * for all locations, other letters for matching locations

Q

Prefix:

Shelving Order:

v ltem Information

Call Number:

Call Number Type: | & g information provided

B

Browse

Item Id:

Barcode:

Barcode ARSL:
Former Identifiers:

Statistical Searching
Codes:

Temp Item Type:

¥ Acquisition Information

Enumeration:

Chronology:

Copy Number:

Access Info (URI):

El Item Type:

E Number Of Pieces:

PO Line ltem ID:
Vendor Line Item ID:
Fund:

Price:

¥ Circulation Information

Donor Public Display:

Donor Note:

* Item Status: E
Checkin Note: Fast Add:
4
Item Effective Status Date: il
~ Extended Information
High Density Storage:
Item Note:  Public  [=]
.
4
Submit l [ Cancel ] [ Return to Search

library's discovery layer (OPAC).

The Local Identifier isthe number of the holdings record within the OLE system.
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The OLE Instance Item record includes unique tabs with some information inherited from the Holding
record -- Holding Location/Call Number Information, Item Location/Call Number Information,
Item Infromation, Acquisition Information, Circulation I nfor mation, and Extended | nfor mation.

Holdings Location/Call Number Information tab

The Holdings Location/Call Number Information tab contains call number information inherited from the
Holdings record. It is not editable from the item record.

|" Holdings Location/Call Number Information ‘

Location:
ype * for all locations, other letters for matching locations

Q
Prefix: Call Number:
Shelving Order: Call Number Type:

# - Mo information provided E

ltems Location/Call Number Information tab

The Items Location/Call Number Information tab contains the call number, classification, and shelving
scheme for the item. Most often this information is inherited by the holdings but on occasion an item
requires unique location/call numbers, such as temporary locations (Course Reserves).

Iltems Location/Call Number Information

Location:
[Type * for all locations, other letters for matching locations

qQ

Prefix: Call Number: Browse

Shelving Order: Call Number Type: | #_ pg information provided E|

Items L ocation/Call Number | nformation tab definition

Title Description
Prefix Term that precedes a call number.
Shelving Order A system-generated version of the call number that OLE uses for call

number sorting. Because of the complexity of call numbers, inrare casesit
may not be generated correctly to provide for proper sorting, so catalogers
can edit it in order to change the sort order.

Call Number
. . Browse
The full call number, not subfielded. Click to
open Call Number Browse
Note
For more information on the interface, seeCall Number
Browse
Call Number Type Scheme used to shelve a bibliographic item in the collections of the

reporting organization. Select the Call Number Type from the drop down.
Item Information tab

The Item Information tab contains information unique to the item — barcode, identification number, copy
and volume numbers, etc.
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Item Information

Item Id: Enumeration:
Barcode: Chronology:
Barcode ARSL: Copy Number:
Former Access Info (URI):
Identifiers:
Statistical Item Type:
Searching |Z| |Z|
Codes:
Temp Item |Z| Number Of
Type: Pieces:

Item Information tab definition

Title Description

Item ID System supplied unique ID.

Barcode A free text field for the identifier physically attached to an item as a
unique identifier. Indexed to permit retrieval when the barcode is scanned
or typed in as a search term. Used for identification of physical item and
for circulation purposes.

Barcode ARSL A free-text field for aseparate barcodefor the Automated Retrieval System

Location (ARSL). Must conform to site's locally configurable validation
scheme.

Former Identifiers

A free text field for recording previous barcodes of an item here in order
to track changes and replacements. At the present time, this data element
is not indexed.

Statistical Searching Codes

Locally defined value to be used in searching for/limiting searches for
items and for statistical reporting.

Temp Item Type To temporarily change the item type, select a temporary item type from
the dropdown list. For example, an item on reserve needs to circulate
according to a different circulation rule for awhile.

Enumeration Designation used to identify a specific part of amultipart title.

Chronology Designation used to identify the issue date of a specific part of amultipart
title. Enumeration and/or chronology dataaretypically included at the end
of acall number to identify the specific volume of amulti-part item.

Copy Number Library-assigned to distinguish each copy of the same title. If two or

more copies of a work with the same call number are shelved together
in the same place, you may record the copy number here. If different
copies have different call numbers and/or shelve in different locations, it
isrecommended that different holdings records be used and that the copies
not be identified at the holdings level.

Access Info (URI)

Optionally, record here the URL associated with a particular part of a
multi-part electronic resource.

Item Type

Used in conjunction with Patron Type to determine a circulation policy
for a particular item when a circulation transaction occurs. Each OLE
library determineswhat Item Typesit wishesto use. Typicaly, Item Types
identify either aparticular format of material (“Book”) or aparticular loan
length (“2-hour loan™).

Number Of Pieces

Acquisition Information tab

Record here the number of pieces of an item intended to circulate as a
unit. For example, if the item is a book with an accompanying map in
a separate pocket, you may wish to record “2” here. Note that thisis an
uncontrolled free-text field, so it is possible, if not necessarily desirable,
to enter something other than a number.

Information from the purchase order is stored here. You may also track information about a donor if

applicable.
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Acquisition Information

PO Line Item ID:
Vendor Line ltem 1D:
Fund:

Price:

Acquisition Information tab definition

Donor Public Display:

Donor Note:

Title

Description

PO Lineltem ID

System-supplied identifier for purchase order lineitem. Not editable.

Vendor Line Item ID

Captures the vendor ordering identifier to enable easier matching of
additional information provided by the vendor after an initial order is
placed. Not editable from within the item record.

Fund Thisisthe account number from the Purchase Order line item that appears
in the accounting lines and represents the fund used to purchase the item.
Not editable from within the item record.

Price The price of the item from the Purchase Order. Free text, editable.

Donor Public Display

A free-text, editable note regarding the donor of a particular item, to be
used in the library’ s discover layer (OPAC).

Donor Note

Circulation Information tab

A free-text, editable note regarding the donor of a particular item, or other
source of acquisition, to be used by library staff only. Example: gifts

The Circulation Information tab allows circulation and cataloging staff to communicate.

¥ Circulation Information

* ltem Status:

Checkin Note:

Circulation Information tab definition

Item Effective Status Date: T

Fast Add: [

Title Description

Item Status Required. Select the item status from the drop down list.

Check in Note Can be used to communicate messages to circulation staff when they are
checking in the item

Item Effective Status Date Date on which the item status was assigned to the item. Use the calendar
icon ﬁ to select the date.

Fast Add Can be used to trigger an automatic "route to cataloging" message upon
return of Item from circulation (or simply to identify the Item as a "fast
add" for purposes of |ater reporting). Default is set at the operator level.

Staff Only Staff only indicator. Check to keep the item from public view.

Current Borrower

Identifies, by OLE record ID number, the patron record of the person to
whom the item is currently checked-out. Not editable.

Claims Return Flag

This flag may be checked if a borrower claims to have returned an item
from circulation but there has been no circulation check-in transaction for
theitem.
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Due Date Time | Date and time when a checked-out item must be returned.
Extended Information tab

The Extended Information tab contains notes for the public or for staff and identifies high density storage
information.

Click %99 ] to add additional notes.

. Remaove
Click to remove excess notes.

v Extended Information

High Density Storage:
Item Note: Public E| Add

y

Extended I nfor mation tab definition

Title Description

Item Note Select public or nonpublic type from the drop down list to determine
whether the note will be viewable from the discovery layer.

Enter a note about the item.

High Density Storage A free-text field intended to identify the row, module, shelf, and tray
information for the item's high density storage location.

Process Overview

Adding a New OLE Instanceto an Existing Bibliographic Description

1. Identify the bibliographic description to which an OLE Instanceis to be added.

2.
Click the + to call up Instance Editor from the bibliographic record.
Note

Alternatively, you may click Create | nstance from the Describe Wor kbench.

3. Input required and optional data elements on the Holdings and Items tabs.

4.
Submit
Click }

Editing an Existing OLE I nstance (Holdings Description and/or Item record)
1. Identify bibliographic description and OLE Instance to be edited.

2. Edit selected data elements and add new as necessary
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3.
Click .

Business Rules

» A holdings record must be linked to an existing bibliographic record (and, in the case of a bound-with,
may be linked to more than one bibliographic record).

» Anitem record record must be linked to an existing holdings record.

A bibliographic record may have zero, one, or many item records attached.
Note

When displayed in the left pane, only amaximum of 5000 items per holding will be displayed.

E-Instance Editor (E-Holdings)

The E-Instance and E-Instance Editor (new in 1.0) are intended to support electronic resources. The E-
Instance (also sometimes called EHoldings) standsonitsown; it doesnot have any associated item records.
Instead, it combines some information from both OL E holdings and item recordsinto asingle record and
adds other fields that are useful for managing electronic resources. A bibliographic record may have zero,
one, or many E-Instance records associated with and subordinate to it, in addition to OLE Instances. An
E-Instance can also be linked to an E-Resource record to represent its participation in alarger electronic
resource package. E-Instances can be created automatically when bibliographic records are imported or
manually using the E-Instance editor.

Bibliographic
Record

E-Holdings

Holdings

E-Resource
Record
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A user can create E-Instance records to store and view data about individual titles that make up an E-
Resource purchase. The E-Instancerecord storesdatathat isuniquetothetitlelevel, suchasURL, coverage
dates, and post-cancellation access dates. The E-Instance also inherits data from its parent E-Resource
record. In some cases, however, this inherited data could vary and will require customization at the E-
Instance level.

Because E-Instance records do not exist independently within OLE but are always linked to bibliographic
records, the E-Instance Editor is most often invoked from the display of a particular bibliographic record.
However, itispossibleto search EHol dings records separately from bibliographic records, and thusinvoke
the E-Instance Editor that way. The E-Instance Editor is not directly accessible from the OL E main menu.

Getting Started

Users may create an E-Instance from two different locations.

* From an E-Resource Record: On the Select/Acquire tab, under the Acquisition menu, click E-
Resour ce.

. add ole instance
On the I nstance tab of the E-Resour ce Record, click

Note

For additional information about the E-Resource Record, see the appropriate section in the
OLE Guideto Select and Acquire

» From a Bibliographic Record: On the Describe tab, under the Cataloging menu, you may search for
a bibliographic record from the Describe Workbench or create a new record directly from the Bib
Editor.

Note

For more information about Bibliographic Editors, see Bib Editor

For more information about the Describe Workbench, see Describe Workbench

Document Layout

conapse Navigation ~ Instance Editor (Holdings) - OLEML Format [ 1 message]
+ + B

. @ This page has 1 message
- Holdings

- UCHRLUGen-DR46.97 A23
4. 2012

* Please enter details for new Holdings record.

b Il 1-108246829 | Edit |

Created By : ole-khuntley On: 12-11-2013 10-04-06  Updated By : On:

Staff Only: false  Local ldentifier:

Navigation among the Bibliographic record, OLE Instances (holdings and items) and E-Instancesis done
by means of the links provided in the left pane. For a given bibliographic record, this menu will appear on
the Bibliographic Editor screen, the Instance Editor (Holdings) screen, the Instance Editor (Item) screen,
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and the E-Instance Editor screen. The completelist of holdings, items, and E-Instances associated with the
bibliographic record is always available from the left pane regardless of which screen you are viewing

In the left pane, an E-Instance record is shown at the same level as a holdings record. It is identified by
L ocation and E-Resource name elements in the E-Instance record. Not all of these data elements may be
present. If neither of them are present, the E-Instance record will be identified by the word “eHoldings”
in the left pane until you add a Location or link it to an E-Resource and save it by clicking on the “ Save”
button. .

Click the second top level plus sign + to attach a new E-Instance EHoldings record to a bibliographic
record in the Bib/Instance Editor. Hover over either of the two "+" signs to see a pop-up note identifying
which creates an Instance verses an E-Instance. When creating a new E-Instance, the ‘eHoldings label
will appear in the left pane after clicking Save if you do not add a Location field and the E-Instance is
not linked to an E-Resource.

‘ colzpse Navigation - EInstance Editor (EHoldings)
+ 4+ B

() This page has 1 message

+ Holdings * Please enter details for new EHoldings recard.

Right click on the call number to delete an Instance or E-Instance record or add an item record.

Holdings
ﬂDeIete Instance
=4 Add Item

If you delete the E-Instance, it will be removed immediately without requiring any confirmation. Y ou can
also select the E-Instance in the left pane and click the Delete button in the E-Instance Editor. This will
also delete the E-Instance immediately without requiring confirmation.

Click the top level E to delete the current bibliographic record. Y ou will be asked to confirm that you
actually want to delete the record before you may proceed. If you do not wish to delete the record, click
on “Cancel”; you will then be returned to the OLE Describe menu instead of the record you have been
working on.

‘ colapse Navoation - EInstance Editor (EHoldings)
+ + 8

(® This page has 1 message

>+ Holdings * Please enter details for new EHoldings recard.
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Note

Although you will still be viewing the E-Instance in the editor, if you navigate away from it you
will find it has been fully deleted.

Note

In future releases, you will receive an error message if you attempt to delete an Elnstance that
islinked to a PO.

You can hide the entire left pane from the screen display by clicking on the "Collapse Navigation™
command at the top of the pane. To restore the left pane, click on the double right arrows (>>).
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E-Holdings

Elnstance Editor (EHoldings) - OLEML Format

message]

{1 This page has 1 message

# Please enter details for new EHoldings record

* Ednstance lc

(_RestoreoLE defautts ] [__Save ) (_ Cancel ] [ Copy ] [ Delete )
¥ Overview
* Access Status: | active [+ Platform:
* Status Date:  2013-11-14 Publisher:
Staff Only: Imprint:
Statistical Code: B ISSN:  0094-0495

~ Location Information

Location:
Type * for all locations, other Istters for matching locations

Q|

¥ _Call Number Information

Prefix: Call Number:
Shelving Order: Call Number Type: | & _ g information provided ]
~ Extent Of Ownership
Coverage
Start Date Start Volume  Start Issue End Date End Volume  End Issue Actions
i = S
Perpetual Access
Start Date Start Volume  Start Issue End Date End Volume  End Issue Actions
i = S
¥ Relationships
E-Resource Name: Related Instance:
E-Resource ID:
~ Acquisition Information
Subscription Status: | puglic [+ Payment Status:
PO(s): Vendor:
Order Type: Current FY Cost:
Order Format: Fund Code:
Donor Public Display: Donor Note:
4 4
~ Access Information
Link: No. of Simultaneous User:
Persistent Link: Access Location: | ain Campus -
Low Campus
High Campus
Link Text: Admin Username:
Access Username: Admin Password:
Access Password: Admin URL:
Authentication Type: | p range [<] Proxied:
~ License Details
ILL Allowed:
T Licenses
¥ Note
Type Note Actions
Pusic [~
4
(_RestoreOLEdefauts ) [ save ) [ Cancel ] [ Copy ] [ Delete ]

The E-Instance ID is a system generated identification number.

The E-Instance Holdings record includes these tabs -- Overview, L ocation Information, Call Number
Infor mation, Extent of Owner ship, Relationships, Acquisition Information, Access I nformation and
License Details.
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Overview tab

The Overview tab contains a summary of critical information about the E-Instance.

¥ Qverview

* Access Status: | Active E
* Status Date:  2013-11-14
Staff Only: [

Statistical Code:

Overview tab definition

Platform:
Publisher:
Imprint:

|z| ISSH:  0094-0496

Title Description

Access Status Required. Defines whether the electronic resource has content that can
currently be accessed by users. Defaults to active.

Status Date System generated and display only. Displays the date that the Access
Status was last modified and saved.

Staff Only Staff only indicator. Check to keep the E-Instance from being displayed
in the public view.

Statistical Code Locally defined value to be used in searching for/limiting searches for
itemsand for statistical reporting. Possiblevaluesfor thisfield arethe same
asfor the item record Statistical Searching Code.

Note

If no Statistical Code has been set on the E-Instance and the
E-Instance is tied to an E-Resource, the Statistical Code set
on the E-Resource will display here.

Platform The name of the electronic title's platform. For example "JSTOR." In a
future release, thiswill link to an existing Platform record in OLE.

Publisher The name of the electronic title's publisher. For example "Elsevier". In a
future release, thiswill link to an existing Organization record in OLE.

Imprint The name of the electronic title’simprint. For example "Academic Press.”
Inafuturerelease, thiswill link to an existing Organization record in OLE.

ISSN The ISSN of the electronic title. Must be formatted as X XXX-XXXX.

Location Information tab

Note

In OLE 1.0, the ISSN cannot befilled in.

The Location Information tab includes locations set up at each institution to describe where aresourceis
available or otherwise categorize it for searching / reporting / display purposes.

Location Information

Location:
Type * for all lacatiens, other letters for matching locations

Q

L ocation I nformation tab definition

Title

Description

Location

Select the location from the drop down list.

Begin typing and a list of options will appear. Enter “*” (asterisk) to
display the completelist.
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Call Number Information tab

The Call Number Information tab contains the call number, classification, and shelving scheme for the
e-holdings.

¥ Call Number Information

Prefix: Call Number: [ Browse
Shelving Order: Call Number Type: | 4 N information provided [=]

Call Number Information tab definition

Title Description

Prefix Term that precedes a call number.

Shelving Order A system-generated version of the call number that OLE uses for call
number sorting. Because of the complexity of call numbers, inrare casesit
may not be generated correctly to provide for proper sorting, so catalogers
can edit it in order to change the sort order.

Call Number )

. | Browse
The full call number, not subfielded. Click “*——n—-———'t0
open Call Number Browse
Note
For more information on the interface, see Call Number
Browse

Call Number Type Scheme used to shelve a bibliographic item in the collections of the

reporting organization. Select the Call Number Type from the drop down.

Extent of Ownership tab

The Extent of Ownership tab contains the coverage and perpetual access start and end dates and issues for
institutions. It is stored as specific dates, volumes, and issues, rather than as textual summary holdings, to

allow for datathat could be utilized by alink resolver in the future. There can be multiple Coverage dates
and multiple Perpetual Access dates for a single E-Instance.

Note

If no Perpetual Access or Coverage Dates have been set on the E-Instance and the E-Instance is
tied to an E-Resource, any dates set on the E-Resource will display here.

Click toadd Coverage or Perpetual Accesslines. Click Deletetoremove an existing Coverage
or Perpetual Accessline.

¥ Extent Of Ownership

Coverage
Start Date Start Volume  Start Issue End Date End Volume End Issue Actions
i G|
Perpetual Access
Start Date Start Volume  Start Issue End Date End Volume End Issue Actions
i G|
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Extent of Owner ship tab: Coverage and Perpetual Access definitions

Title Description

Start Date Start date of electronic coverage / perpetua access. As of OLE 1.0, this
must be speicfied as DD/MM/YY. This is pulled from the E-Resource
record but can be modified.

Start Volume Start volume of electronic coverage/ perpectual access. Thisispulled from
the E-Resource record but can be modified.

Start Issue Start issue of electronic coverage / perpetua access. Thisis pulled from
the E-Resource record but can be modified.

End Date End date of electronic access/ perpetual access. Asof OLE 1.0, this must
be speicfied as DD/MM/YY. This is pulled from the E-Resource record
but can be modified.

End Volume End volume of electronic coverage / perpetual access. Thisis pulled from
the E-Resource record but can be modified.

End Issue End issue of electronic coverage/ perpetual access. Thisispulled fromthe
E-Resource record but can be modified.

Relationships tab
The Relationships tab identifies any associated E-Resource and Instance records. No data on this tab can

be modified from the E-Instance editor in OLE 1.0. If an E-Resourceislinked to this E-Instance, the name
and ID of that E-Resource will display in this section, along with alink to the E-Resource record.

Note

For additional information about the E-Resource Record and linking E-Instances, see the
appropriate section in the OLE Guide to Select and Acquire

v Relationships

E-Resource Name: Maney Humanities & Social Sciences Collection Related Instance:
E-Resource ID: 2

Acquisition Information tab

The Acquisition Information tab contains the relevant purchasing information from the Purchase Order
and Invoice.

Note

In 1.0, Purchase Orders and Invoices cannot be linked to E-Instances, so this datawill not appear
in the E-Instance.

¥ Acquisition Information

Subscription Status: | pypic  [v] Payment Status:
POs): Vendor:

Order Type: Current FY Cost:

Order Format: Fund Code:

Donor Public Display: Donor Note:
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Acquisition Information tab definition

Title

Description

Subscription Status

Current subsciption status of the electronic resource. Locally configurable.

PO(s)

Order Type

Order Format

Donor Public Display

Payment Status

Vendor
Current FY Cost

Fund Code

Donor Note

Access Information tab

Display-only. ID of the purchase order(s) to which the E-Instanceislinked.

Display-only from the PO(s). Order type of the purchase order(s) to
which the E-Instance is linked. For example "subscription” or "one-time
purchase”.

Display-only from the PO(s). Format of the current purchase order(s) to
which the E-instance is linked.

A free-text, editable note regarding the donor of a particular electronic
resource, to be used in the library’ s discover layer (OPAC).

Display-only from the Invoice. If a current FY payment has been made,
status will be Paid; if no current FY payment, status will be Not Paid

Display-only from the PO(s). The vendor of the electronic resource.

Display-only from the Invoice. The sum total of the current year's payment
for the electronic resource.

Display-only from the Invoice. The account number for the electronic
resource.

A free-text, editable note regarding the donor of a particular electronic

resource to be used by library staff only. Example: gifts

The Access I nformation tab containsall information about accessing the el ectronic titleincluding thelinks,

usernames and passwords.

Note

A number of the fields on the Access Information tab are inherited from the E-Resource so that
if they have not been set on the E-Instance and the E-Instance istied to an E-Resource, any dates

set on the E-Resource will display here.

¥ Access Information

Persistent Link:

Access Username:
Access Password:

Authentication Type:

Link:

Link Text:

IP range |Z|

Access | nformation tab definition

No. of Simultaneous User:

Access Location: | \1aip Campus

Low Campus

High Campus
Admin Username:
Admin Password:
Admin URL:
Proxied: [

Title Description

Link The URL for users to access the electronic resource.

Persistent Link Thelocally assigned persistant URL for the electronic resource.

Link Text Publicly displayableinformation asidefrom coverage statement associated
with a specific link. For example "PDF version".

Access Username The username to use to access the electronic resource, if necessary. This

is pulled from the E-Resource record but can be modified.
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Access Password The password to use to access the electronic resource, if necessary. Thisis
pulled from the E-Resource record but can be modified.
Authentication Type The type of Authentication needed for the electronic resource. Select the

type from the dropdown list. This is pulled from the E-Resource record
but can be modified.

No. of Simultaneous Users The number of users who can simultaneously access the electronic
resource at one time. This is pulled from the E-Resource record but can
be modified.

Access Location The institutional location(s) where the electronic resource may be

accessed. Select a localy configured option(s) from the dropdown list.
Thisis pulled from the E-Resource record but can be modified.

Admin Username The administrative username used to access the plaform portal to manage
the electronic resource.

Admin Password The administrative password used to access the platform portal to manage
the electronic resource.

Admin URL The administrative URL to access the platform portal to manage the
electronic resource. This is site users would go to enter their IP ranges,
input their link-resolver URL, manage the look and feel of the platform
for their users, gather usage stats, etc.

Proxied Check the box if access to the electronic resource is proxied.

License Details tab

The License Details tab identifies any License Requests that are associated with an E-Resource to which
this E-Instanceis linked and stores manually entered simple ILL permissions.

License Requests are pulled from the linked E-Resource Record. In 1.0, this is the only way to link E-
Instances with License Requests.

Note

For more information on License Requests and E-Resource Record, see the appropriate sections
in the OLE Guide to Select and Acquire.

v License Details

ILL Allowed:

false

> Licenses
License Title a4 Licensee , Licens Request , License Request Last s License Create , License End

¥ Status ¥ Modified Date ¥ Date ¥ Date v

MNew OleLicenseRequestBo - LicenseNeeded- fred License Needed 11/18/2013 03:43 PM 11/18/2013 03:43
REQS_[date:2013-11-18] P
MNew OleLicenseRequestBo - LicenseNeeded- fred License Needed 11/18/2013 03:43 PM 11/18/2013 03:43
REQS_[date:2013-11-18] P
New OlelicenseRequestBo - LicenseMesded- fred License Needed 11/18/2013 03:47 PM 11/18/2013 03:47
REQS_[date:2013-11-18] PM

Showing 1to 3 of 3 entries First | | Previous | [ | Mext | | Last

Note tab

The Note tab contains public and nonpublic notes that apply to the E-Instance record.

Click to add notes.

Click delete to remove existing notes.
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~ Note

Type Note Actions

Puic  [x]

Notetab definition

Title Description

Type Select public or Non-Public from the drop down list to determine whether
the note will be viewable from the discovery layer.

Note A free-text field to record information about this E-Instance.

Process Overview

Adding a New E-Instance to an Existing Bibliographic Description

1. Identify the bibliographic description to which an E-Instance is to be added.

2.
Click the + to call up E-Instance Editor from the bibliographic record.
3. Input required and optional data elements on the EHoldings tabs.

4.
Click

save
Editing an Existing E-Instance

1. Identify bibliographic description and E-Instance to be edited.
2. Edit selected data elements and add new as necessary.

3

Click_Z3"€

4. You may revert all E-Instance fields back to the default OLE record values by clicking button labeled
Restore OLE defaults.

Buttons / Actions

Unlike the Instance Editor, the E-Instance Editor has a repeated series of buttons at the top and bottom
of the editor.

[ Restore OLE defaults ][ Save ][ Cancel ][ Copy ][ Delete

The[ Restore OLE defaults | button will re-set any fields on the E-instancethat areinherited from
the E-Resource back to the default values specified on the E-Resource, overwriting any local changes.
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Thisincludesfieldslike Statistical Code, Coverage Dates, Perpetual Access Dates, Authentication Type,
Number of Simultaneous Users, and Access Location.

save

The button will save any edits to the E-Instance.

The [ﬂ] button will close the E-Instance editor without saving any changes to the E-
Instance.

The [L] button will create a new E-Instance with all of the same metadata except the E-
Instance ID. The new E-Instance will retain any linkages to the E-Resource Record that were part of
the original E-Instance.

The [ﬁ] button will delete the E-Instance immediately.

Note

Although you will till be viewing the E-Instance in the editor, if you navigate away from it
you will find it has been fully deleted.

Business Rules
» An E-Holdings record must be linked to an existing bibliographic record.

A hibliographic record may have zero, one, or many E-Holding records attached.

Note

When displayed in the |eft pane, only a maximum of 5000 E-Holdings will be displayed.

Transfer

> Cataloging _ @ Transrer . 1Tansfer Instance/Item

The Transfer Instance/Item interface allows OL E usersto transfer | nstance records from one bibliographic
record to another and transfer Item record from one Instance to another.

Process Overview

1. Cdl upthe Transfer Instance/ltem interface.
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Home » Transfer Instance/ltem »
Transfer Instance/ltem

v Search Conditions:

Document Type: @ipib Holdings ) ltem O EHoldings
Search For: Allofthese [+]  In Search Field:| ALL [=]
D AND  © OR  © NOT
Search For: All of these E| In Search Field: | ALL |Z|
D AND  © OR  © NOT
| search | [ Clear |

¥ Search Results:

[ copyToTree1 | [ CopyToTree2 \I Unselect Al

Tree1 Tree2
l Refresh | l Remove ‘ { Unselect All l Refresh | l Remove ‘ { Unselect All
[ Clear Tree | [ Clear Tree \

Transfer Lefito Right | Transfer RighttoLeft |

. Search for the record that you wish to transfer. You may select a Document Type and search using
Boolean operators as needed. Search results appear below the Sear ch Conditions tab.

. When the correct record is displayed, select it and click Copy to Treel.

. Search for the additional bibliographic records with which the OL E Instance or Item will betransferred.
. When the correct record is displayed, select it and click Copy to Tree2.

Tip

Click View to confirm the correct record.

. Each Tree will show the bibliographic record. Y ou may branch down to the Instance or item level by
clicking the arrow next to the folder.
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Treel Tree2
- ||| Appalachian Heritage / i || bet

0O 0

’ - 1] Holdings i | ] Holdings
Ll 0
i | B-EDUC/BED-CHILDRENS-FIC-ABC

I Refresh ] I Remove ] I Unselect All 0

Clear Tree J

{ Refresh J I Remove J l Unselect All
Clear Tree I
Transfer Left to Right ] Transfer Right to Left J

7. Check the box to specify what level you wish to perform the transfer on.
8. Click the appropriate button to transfer the Instance or Item from the left to the right or vice versa.

In this example, the Instance record in Tree 2 is selected and will be transferred Right to Left to the
checked Bibliographic descriptionin Tree 1.

Treel Tree2
4- | | Appalachian Heritage / a ] be/

0 o

t- . Holdings 4. 1] Holdings

0
i L] B-EDUC/BED-CHILDRENS-FIC-ABC

l Refresh I { Remove I { Unselect All

Clear Tree ]

{ Refresh ] I Remove ] [ Unselect All ]
Clear Tree I

9. If thereisonly one item or holdings, OLE will delete the records. Click Delete to confirm this and to
continue with the transfer.
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Treel Tree2
4 .| Appalachian Heritage / This transfer will delete following records. Please

O select below options:

!
4|, | Haoldings i be
I delete ‘ \ Cancel
= ) ltem
B Transfer I

l Refresh J I Remove I { Unselect All ~ U] bef
—_— [}

Clear Tree I

l Refresh ] l Remove I { Unselect All
Clear Tree J
Transfer Leftto Right | Transfer Rightto Left |

10.0LE will provide a confirmation message. Click Refresh in Tree 1 to see the transferred Holdings
or Item record.

Item transferred successfully. Bib and Instance are deleted.

Tree1 Tree2
4| Appalachian Heritage / b U bef
i 0
4. || Holdings
A i Refresh l I Remove ] l Unselect All
. Clear Tree I
i- .| B-EDUC/BED-CHILDRENS-FIC-ABC
0
L tem
0
l Refresh I { Remove I { Unselect All

Clear Tree ]

Business Rules

* An OLE Instance must have one Item record and may have many Item records.
Note
Thisruleisunder review for future rel eases.

» An Item record can only be transferred to an OLE Instance.

« |f thetransfer of an Item record would result in an OL E Instance with no Item records, that OLE Instance
will be deleted.
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* An OLE Instance must have at least one associated Bibliographic Description. One OLE Instance may
be associated with many Bibliographic Descriptions (to account for “bound-withs’).

A Bibliographic Description must have at least one OLE Instance and may have many OLE Instances.
« An OLE Instance may only be transferred to a Bibliographic Description.

« If the transfer of an OLE Instance would result in a Bibliographic Description with no OLE Instance,
that Bibliographic Description will be deleted.

e A user may not transfer an OLE Instance to or from Bibliographic Descriptions that the user’s work
unit does not “own”. A user may not transfer Item records to or from OLE Instances that the user’s
work unit does not own.

Note

Work units are being defined for the 1.5 release.

Call Number Browse

The following classification schemes are indexed and sorted in OLE: Library of Congress (LCC), Dewey
Decimal Classification (DDC), National Library of Medicine (NLM), and Superintendent of Documents
(SuDoc). The sort rules associated with these systems are based on the type of the classification scheme
coded in the OLE holding record Call Number Type.

Note

NOTE: Local classification schemamay also be coded. These schemaswill, by default, be sorted
character by character; if institutions require OLE to sort beyond character by character then this
need will have to identified and documented by each institution.

In order to find an appropriate classification number for atopic or similar itemswithin the collection, OLE
has the call number browse interface.

Process Overview

1. Cal up the Call Number Browse interface.
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Home » Call Number Browse »

Call Number Browse

Document Type: @ |tem (' Holdings

Location : |Z| Call Number Type: | LCC - Library of Congress classification E

Call Number:

i Browse [ I Clear | l Close

v Browse Results:

Show | 10 E entries

Call Number 4+ Location Title Author

123456789 Test Bib Editor Manoj

BX4723.877 2008 1 ARCH/PSAT Suffering saints - Jansensists and Convulsionnaires in France, 1640-1799 / | Strayer, Brian Eugene.

BX4723.577 2008 1 ARCH/PA Suffering saints : Jansensists and Convulsionnaires in France, 1640-1799 / | Strayer, Brian Eugene.

BX4723.577 2006 2 ARCH/PA Suffering saints : Jansensists and Convulsionnaires in France, 1640-1799 / | Strayer, Brian Eugene.
Showing 1to 4 of 4 entries Previous Next

The Document Type is set to “Item” to account for enumeration but may be changed to “Holdings’
if you wish to search only base call numbers.

. Choose a L ocation from the dropdown menu to limit the search to a particular place.
. Choose a Call Number Type from the dropdown menu to change the classification system.

. Enter aCall Number to browse items that surround the entered number.

Browse

Click

OLE isset to show 10 records but you may click the dropdown to show more results.

. Select acall number to open the Instance Editor.

Note

For more information about the Instance Editors, see the Instance Editor.

. Select atitle to open the Bibliographic Editor.

Note

For more information about Bibliographic Editors, see Editor
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Chapter 2. Cataloging Maintenance
Documents

Item Type
Item Availability Status

Call Number Tvpe
Tvpe Of Ownership (extent of ownership tvpel
Statistical Searching Codes

) Receipt Status
Describe > Cataloging Admin . Biblicgraphic Record Status

Bibliographic and Instance attribute maintenance e-docs are availabl e via the Catal oging submenu on the
Rice 2 menu tab.

ltem Type

Describe > Cataloging Admin , & Item Tvpe - ":Em Tﬂ}E Lﬂﬂkllﬂ S
ltem Type

The Item Type maintenance document defines library items types. Some examples include DV D, 2-hour
reserve, 24 hour loan. The Item Typeis used to determine loan periods for circulating library materials.

Document Layout

Document Number: 4336 Document Status: INITIATED

Item Type

Initiator Network Id: admin Creation Timestamp: 02:34 PM 08/16/2013

=xpand =ll | [ collaps= =l

* indicates required field

¥ Document Overview

* Description: Explanation:

‘Organization Document Number:

¥ Add/Edit Ttem Type

old New
Item Type Code: DAYOL DAY 01
Item Type Name: 1-day loan 1-day lean
Item Type Desc:
Source: IU SIRSI I SRS
Source Date: 04/05/2012 04052012 |TE|
Active Indicator: true true

» Notes and Attachments (0)

» Ad Hoc Recipients

P Route Log

l: submit l l save :‘ l blanket approve ‘ l close l Cancel

The Item Type document includesthe Add/Edit I tem Typetab. The system automatically enters datainto
both the Old and New sectionsin this tab. Selected data fields are available for editing.
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ltem

Add/Edit Item Typetab definition

Title Description

Item Type Code The code to identify the Instance item type. Maximum length is 30
characters.

Item Type Name Required. The familiar title of the Instance item type. Maximum length is
100 characters.

Item Type Desc The familiar description of the Instance item type

Source Required. The source of the Instance item type.

Source Date Required. The date for which the Instance item type was retrieved from
the source.

Active Indicator Indicates whether the Instance item type is active or inactive. Remove the
checkmark to deactivate this code

Availability Status

Describe S Cataloging Admin S @ Itemn Availability Status

Item Availability Status Lookup _ ltem Availability Status

\Y

The Item Availability Status maintenance document defines the status of an item. Some examplesinclude
on order, available, loaned and intransit.

Document Layout

Document Number: 4337 Document Status: INITIATED

Item Avallabllltv Status Initiator Network Id: admin Creation Timestamp: 02:38 PM 08/16/2013

=xpand =ll | | collzps= all

* indicates required field

¥ Document Overview

* Description: Explanation:

‘Organization Document Number:

¥ Add/Edit Item Availability Status

old New
Item Availability Status Code: AVAILABLE AVAILABLE
Item Awvailability Status Name: Available Available
Active Indicator: true true

» Notes and Attachments (D)

» Ad Hoc Recipients

» Route Log

( submit | ([ save | (  blanket approve | [ dose | cancel

The Item Availability Status document includes the Add/Edit Item Availability Statustab. The system
automatically enters datainto both the Old and New sectionsin thistab. Selected data fields are available
for editing.

Add/Edit Item Availability Statustab definition

Title | Description
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Item Availability Status Code The code to identify the item availability status. Maximum length is 30
characters.

Item Availability Status Name Required. Thefamiliar title of theitemavailability status. Maximum length
is 100 characters.

Active Indicator Indicates whether the item availability statusis active or inactive. Remove

the checkmark to deactivate this code

Call Number Type

Describe S Cataloging Admin S & Call Number Tvpe

Call Number Type Lookup _ Ole Call Number Type

\%

The Call Number Type maintenance document defines what type of classification system is used. Some
examplesinclude Library of Congress, Dewey Decimal.

Document Layout

Document Number: 4340 Document Status: INITIATED

Ole Call Number Type

Initiator Network Id: admin Creation Timestamp: 02:41 PM 08/16/2013

expand all | [ collapse all

* indicates required field

¥ Document Overview

* Description: Explanation:

Organization Decument Number:

¥ Add/Edit Call Number Type

old New
Call Number Type Code: LCC Lcc

call Number Type Name: LCC - Library of Congress classification LCC - Library of Congress classification

Source: MFHD 852 1st Indicator: http://www.loc.gov/marc/holdings WFHD 852 1st Indicator: hip:/lwww.loc.c
/hda52.htrn! -
Source Date: 03/22/2012 0322012 |[7H]

Active Indicator: true true

» Notes and Attachments (0)

» Ad Hoc Recipients

» Route Log

submit :I \: save ) I: blanket approve :I \: close :\ Cancel

The Cal Number Type document includes the Add/Edit Call Number Type tab. The system
automatically enters datainto both the Old and New sectionsin thistab. Selected data fields are available
for editing.

Add/Edit Call Number Typetab definition

Title Description

Call Number Type Code The code to identify the call number type. Maximum length is 30
characters.

Call Number Type Name Required. The familiar title of the call number type. Maximum length is
100 characters.

Source Required. The hyperlink to the source of the call number type.
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Source Date Required. The date for which the call number type was retrieved from the
source.
Active Indicator Indicates whether the call number type is active or inactive. Remove the

checkmark to deactivate this code

Type of Ownership (extent of ownership type)

Describe S Cataloging Admin > @ Tvpe Of Ownership >

Type Of Ownership Lookup

\%

Type Of Ownership Maintenance

The Type of Ownership maintenance document describes the type of information to be captured for the
extent of ownership. Some examples include basic, supplementary, and indexes.

Document Layout

Document Number: 4341 Document Status: INITIATED

Type Of Ownership Maintenance

Initiator Network Id: admin Creation Timestamp: 02:53 PM 08/16/2013
collapse all
* indicates required field

¥ Document Overview

* Description: || Explanation:

Organization Document Number:

¥ Add/Edit Type Of Ownership

old New
Type Of Ownership Code: Basic Bibliographic Unit Basic Bibliographic Unit
Type Of Ownership Name: Basic Bibliographic Unit Basic Bibliographic Unit
Source: (snumeration in schema) hitp://www.loc.gov/marc/holdings [ (enumeration in schema) hitp:/fvww loc
/hdoog.html
Source Date: 05/06/2012 osmenzo1z  |TE
Active Indicator: true true

P Notes and Attachments (D)

» Ad Hoc Recipients

» Route Log

( submit ) ( save | ( blanket approve | | close | cancel

The Type of Ownership document includes the Add/Edit Type of Ownership tab. The system
automatically enters datainto both the Old and New sectionsin thistab. Selected data fields are available
for editing.

Add/Edit Type of Ownership tab definition

Title Description

Type Of Ownership Code The code to identify the type of ownership. Maximum length is 100
characters.

Type Of Ownership Name Required. The familiar title of the type of ownership. Maximum length is
100 characters.

Source Required. The hyperlink to the source of the type of ownership.
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Source Date Required. The date for which the type of ownership was retrieved from
the source.
Active Indicator Indicates whether the type of ownership is active or inactive. Remove the

checkmark to deactivate this code

Statistical Searching Codes

Describe

Cataloging Admin

Statistical Searching Codes Lookup

> & Statistical Searching Codes >

v

Statistical Searching Codes Maintenance

The Statistical Searching Code maintenance document defines items. It is used to help limit items when
searching and used for reporting. Some examples include Juvenile, CD, Microfiche and GovDocs.

Document Layout

Statistical Searching Codes Maintenance

¥ Document Overview

Document Number: 4343 Document Status: INITIATED

Initiator Network Id: admin Creation Timestamp: 02:53 PM 08/16/2013

expand all | | collapse all

* indicates required field

* Description: ||

Organization Document Number:

Explanation:

¥ Add/Edit Statistical Searching Codes

Statistical Searching Code:
Statistical Searching Name:
Source:

Source Date:

Active Indicator:

» Notes and Attachments (0)

» Ad Hoc Recipients

P Route Log

old

ALFQUAR

__ALF gquarantined items

IU SIRSI
04/05/2012

true

New

ALFQUAR

__ALF quarantined tems.
U SIRSI

04052012 |7

true

submit | [ save blanket approve | | close ) cancel

The Statistical Searching Codes document includes the Add/Edit Statistical Searching Codes tab. The
system automatically enters data into both the Old and New sections in this tab. Selected data fields are
available for editing.

Add/Edit Statistical Searching Codestab definition

Title
Statistical Searching Code

Description

The code to identify the statistical searching code. Maximum length is 30
characters.

Statistical Searching Name Required. The familiar title of the statistical searching code. Maximum

length is 30 characters.
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Source Required. The hyperlink to the source of the statistical searching code.

Source Date Required. The date for which the statistical searching code was retrieved
from the source.

Active Indicator Indicates whether the statistical searching code is active or inactive.
Remove the checkmark to deactivate this code

Receipt Status

Describe S Cataloging Admin S @ Receipt Status >

Receipt Status Lookup _ Receipt Status

The Receipt Status maintenance document describe the status of newly published parts of a mulitpart or
serial item.

Document Layout

Document Number: 4344 Document Status: INITIATED

Receipt Status

Initiator Network Id: admin Creation Timestamp: 03:01 PM 08/16/2013
collapse all
* indicates required field

¥ Document Overview

* Description: || Explanation:

‘Organization Document Number:

¥ Add/Edit Receipt Status

old New
Receipt Status Code: 0 0
Receipt Status Name: Unknown Unknown
Source: MFHD 008-06 http://www.loc.gov/marc/holdings/hd008.html MFHD 008-06 http:/fwww loc. gov/marc/h
Source Date: 03/22/2012 03/22/2012 H

Active Indicator: true true

P Notes and Attachments (D)

» Ad Hoc Recipients

» Route Log

submit | ([ save ) | blanket approve ) | cdose | cCancel

The Receipt Status document includes the Add/Edit Receipt Statustab. The system automatically enters
datainto both the Old and New sections in this tab. Selected data fields are available for editing.

Add/Edit Receipt Statustab definition

Title Description

Receipt Status Code The code to identify the receipt status. Maximum length is 30 characters.

Receipt Status Name Required. The familiar title of the receipt status. Maximum length is 100
characters.

Source Required. The hyperlink to the source of the receipt status.

Source Date Required. The date for which the receipt status was retrieved from the
source.
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Active Indicator Indicates whether the receipt status is active or inactive. Remove the

checkmark to deactivate this code

Bibliographic Record Status

> Cataloging Admin . & Bibliographic Record Status >
Bibliographic Record Status Lookup .

Bibliographic Record Status

The Bibliographic Record Status mai ntenance document is used to assign astatusto abibliographic record.
Some exampl es include catal oging complete, on order, electronic resource.

Only system administrators will be able to create and add Bibliographic Record Statuses.

Document Layout

Document Number: 4346 Document Status: INITIATED

Bibliographic Record Status

Initiator Network Id: admin Creation Timestamp: 03:04 PM 08/16/2013
collapse =l
* indicates required field

¥ Document Overview

* Description: || Explanation:

Organization Doecument Number:

¥ Add/Edit Bibliographic Record Status

old New
Bibliographic Record Status Code: None Mone
Bibliographic Record Status Name: None None
Source: System System
Source Date: 03/22/2012 032212012 E

Active Indicator: true true

» Notes and Attachments (0)

P Ad Hoc Recipients

» Route Log

submit | ([ save ) ( blanketapprove | [ cdose | cancel

The Bibliographic Record Status document includesthe Add/Edit Bibliogr aphic Record Statustab. The
system automatically enters data into both the Old and New sections in this tab. Selected datafields are
available for editing.

Add/Edit Bibliographic Record Statustab definition

Title Description

Bibliographic Record Status Code The code to identify the bibliographic record status. Maximum length is
30 characters.

Bibliographic Record Status Name Required. The familiar title of the bibliographic record status. Maximum

length is 100 characters.

Source Required. The source of the bibliographic record status.
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Source Date Required. The date for which the bibliographic record status was retrieved
from the source.
Active Indicator Indicates whether the bibliographic record status is active or inactive.

Remove the checkmark to deactivate this code
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DocStore and Editor Terms and Definitions

Term

Definition

Bibliographic Record

An OLE document that describes a bibliographic entity aspublished. OLE
will initially support two kinds of bibliographic records: (1) Thosein the
USMARC hibliographic formats, and (2) Dublin Core records.

Synonym: Bibliographic Description

Bound-with

A physical object where two or more titles are joined together under one
cover. The object is represented in a system as a single item which links
to more than one bibliographic record.

[Element] Classification

The set of data elements within the OLE Instance Schema that, taken
together, make up the “call number” and state what classification/call
number system (e.g., Library of Congress, Superintendent of Documents,
and Dewey Decimal) the call number conforms to.

Code

An individual Code within a Code List. A Code within atable of Codes
will have the attribute, Display Value. See also Display Value.

Code List

A list of valid values for a particular data element within OLE. For
example, there will be a Code List for Locations; a user cannot assign a
Location value within an Item unless it is part of the library’s Location
Code List (which might be shown in an OLE editor in the form of a pull-
down menu). Ideally, the user could not assign the Code for a Location
unless the user were authorized to assign that particular Code (in which
case the OLE editor should show the user a pull-down menu of Locations
that included only those Locations that the user is allowed to use).

Copy

A single specimen of an intellectual entity, e.g., alibrary can have one (or
more) Copies of a multi-volume set. A single subscription to a journal
may aso beknown asaCopy. A multi-part book (or aserial subscription)
isa Copy with as many Items as there are volumes.

Display Vaue

An attribute of aCode that specifies an alternate display valuefor the Code
within a particular interface. For example, the code “REGENSTEIN”
might have Display Value “Regenstein Library.” The display value could
appear in places within the OLE user interface, but could aso be used by
an external Discovery Tool.

DocStore

OLE architecture for structured and unstructured metadata (e.g., bib,
item, holding, authority, licenses) that works in conjunction with linked
transactional data in OLE RDBMS/relationa tables (e.g., purchasing,
circulation, users, financial, borrowers).

Hide Record

Tomark arecord (bibliographic, holdings, item) so that is does not display
in apublic-facing service.

Holdings

Describes the extent of a resource available to the user. In the case of
continuing resources holdings data may record the pattern of issuance of
aresource and/or asummary statement of volumes held.

Import Process

Batch process for importing bibliographic and/or authority records, aswell
as accompanying holdings and/or purchase order information

Item

The smallest unit of a resource that is managed and/or circulated
individually. It provides specific information about the physical location
when pertinent.

Location

Anelement in alibrary’s system configuration that describes a conceptual
entity or institution (e.g., “The University of X Library”) or a building
(“John Doe Memorial Library”) or an area “Doe Library, Book stacks’;
“Doe Library, Circulation Desk”) where items are shelved or work is
performed. All library items are assigned to a Shelving Location and this
becomes an attribute for circulation policy. Locations may also refer to
library staff work areas at which certain functions (e.g., acquisitions (or
ordering and receiving), cataloging, serials receiving, course reserve or
circulation are the standard ones) are performed on or with items housed
at Shelving Locations; work areas (e.g., circulation location) areidentified
as part of an operator’slogin.

Location Code

A Code value from a Code List that describes, with a greater or lesser
degree of specificity, the Location where an Item is located.
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Match Point A data element used to determine that a bibliographic record or authority
record in afileof recordsbeing imported matches an existing record within
OLE, such that the incoming record “overlays’ and replaces the existing
record completely or in part.

OLE Holding This section of the OLE Instance records "genera" holdings information
inaformat specific to OLE.

OLE Instance OLE XML document type that describes individual Holdings and Items

OLE Source Holding This section of the OLE Instance represents "specific' holdings

information entered according to some standard external to OLE.
Examples are MARC holdings, MODS holdings or any other format
specific holdings.

Ownership Theideathat permissionsor policiesbased on apiece of datainadocument
(bib control numbers, item location, and ownership field data) could be
used to infer ownership, in conjunction with policies. Work Units or
Roleswould be connected or allowed to complete certain actions based on
additional qualifier for ownership.

Note

Work units are being defined for the 1.5 release.

Public-facing Service Any service/system that allows public usersto query alibrary’s database.
Examples include discovery layers (such as VuFind) and Z39.50.

Role or Group Qualifier/ OLE Roles or Groups will be extended to include optional qualifiers or
parameters on applied permissions. A Role or Group can continue with no

Parameter qualifiers, or multiple.

Work Unit A location, departmental, or organizational field, used to as an attribute or

match point between documents and Roles/Permissions. The Work Unit
will be compared between a Document and as a qualifier on a Role, in
order for Permissions/Policy to designate what staff can perform which
actions on a document. Work units can be designated with parent-child
relationships, to allow easier creation of roles/permissions across work
units (one parent work unit can include or cover multiple child work units).

Note

Whilelocations hierarchy could be replicated for Work units,
it is more granular than work units or document ownership
designations may need to be. Work units and document
ownership will frequently be at the Library level.

For additional OLE terms and definitions, see the OLE glossary

DocStore and Editor Roles

Below are some of the roles that will be authorized to use Describe Workbench, Bound-withs, Import
Bib, Editors, Transfers, and Instance maintenance documents. Please see individual e-docs for specific
requirements in each workflow.

Note

Sample users are provided for ease of testing and can be replaced with local library users.

Role Name Sample User Functions/ Permissions

Creates and edits Describe maintenance
OLE_Cataloging_Admin admin, admin 1 documents

Authorized for all Describe functions; permission
Cataloging Super User supercat, ole-khuntley to administer cataloging in all work units

Authorized for all Describe functions; permission
to administer cataloging within assigned work
Cataloger Supervisor catsup unit(s)

63


https://wiki.kuali.org/display/OLE/OLE%2BGlossary

Appendix

Authorized for all Describe functions; permission
to administer cataloging within assigned work

Cataloger 1 catl unit
Authorized for all Describe functions except
batch imports and bound-withs; permission to
Cataloger 2 cat2 administer cataloging within assigned work unit
Authorized to create and edit holdinggitems
Temporary (Student) Staff Cataloger 1 tempcatl within assigned work unit
Authorized for all Describe functions without
limitation by ownership, work unit, bibliographic
Full Cataloging catfull status or any other field-level permission
Batch Cataloging catbatch Authorized to do batch imports and exports
Describe Read only describereadonly Authorized only to view records in Describe

<any user-Action List>

<any Kuali user>

Most user roles have the permission to view
editors. Anyone within OLE can search the Doc
Store

Linked Resources

OLE Documentation Portal

OLE 1.0 Milestone User Documentation on the wiki

» OLE Roadmap

OLE Basic Functionality and Key Concepts.: E-docs, action buttons- basic overview of elements
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