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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 Warkbench
Bound-with's

Import Bib
Bib Editor
Dblin Core Editor

- Transfer
> Cataloging S 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

S Cataloging 59 Describe Workbench -
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. Youmay select aDocument Type and search using Boolean operators as heeded. Search results appear
below the Search Conditions tab.
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Describe Workbench

v Search Conditions:

Document Type: @ Bib Holdings [tem EHoldings
Search For:  cat All of these E In Search Field: | ALL
AND OR NOT
Search For: All of these E In Search Field: | ALL
AND OR NOT
{ Seach | [ Clear |

¥ Search Results:

Show | 10 E entries

Local Identifier Title

197 CAT IN THE HAT

Showing 1to 1 of 1 entries

[ Export to Request XML |

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

Note
For more information about overlaying bibliographic records, see Import Bib

6. Click Create I nstance to open the Instance Editor.

Note

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

Bound-Withs
S Cataloging S & Bound-with's

Bound-with Instance
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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.

Bound-with Instance

¥ Search Conditions:

Document Type: @ Bib O Holdings © ltem ) EHoldings

Search For: All of these E| In Search Field: | ALL E
JAND @ OR @ NOT

Search For: All of these El In Search Field: | ALL E

JCAND O OR D) NOT

Search ] [ Clear ]
¥ Search Results:
Copy To Treed ] [ Copy To Tree2 ] [ Unselect All
m Bound-with m
Tree1 Tree2
I Refresh ‘ I Remove ‘ [ Unselect All J I Refresh ‘ I Remove J I Unselect All
[ Clear Tree I [ Show Bound-with Bibs ‘ I Clear Tree ‘

l Bound-with ‘
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2. 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
Conditionstab.

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

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

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

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 m

Tree1 Tree2
.| Letters of Euler on different subjects in natural philosophy : addressed to a a. ||| Little Story /
4- German princess / / Euler, Leonhard, B
[
) “ || ARCH/PSAP
||| UC/CL/SciDDC-504 E882 B
]
- ,.| B-CEDIR/BCE-REF
l Refresh ‘ [ Remove ‘ I Unselect All ‘ B
l Clear Tree ‘ l Show Bound-with Bibs J - || B-CEDIR/BCE-REF
[
- || B-CEDIR/BCE-REF
O
I Refresh ‘ I Remove ‘ I Unselect All
I Clear Tree ‘

l 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.

8

Click Bound-with
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Bound-with

Bound-with

Instance UC/JRL/Gen - PS3613.C58583 D43 2011 bound with the following
bibs :

Bound-with Results

4- | | Death at Pullman /

]

|| UC/SPCL/ArcMon - PS3613.C58583 D43 201
o

L] UC/RL/Gen - PS3613.C58583 D43 2011
]

4. | | Mystery annual.

il

L] UCARL/Gen - PNG071.D45E45
'

L] UC/RL/Gen - P53613.C58583 D43 201
]

Delete Instance

Tree2
i || Mystery annual.
Refresh Remove Unselect All Clear Tree

I Bound-with J

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 OLE Holdings becoming redundant. Y ou will need

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

9. Select the extraneous instances attached to the bibliographic descriptions. These should appear after

the first bibliographic description (e.g., Mystery annul) and click Delete Instance
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Bound-with

Bound-with

Instance UC/ARL/Gen - P53613.C58583 D43 2011 bound with the following
bibs :

Bound-with Results

.| Death at Pullman /

‘] Mystery annual.

Delete Instance

The following records will be deleted
i ] UCMRL/Gen - PNGOT1.D45E45

Continue | l Cancel |

10.Click Continue to confirm the deletion.

Business Rules

A Bibliographic Description must have one OLE Instance and may have many OLE Instances.

» An OLE Instance must have one Item record and may have many Item Records.
Note

Thisruleisunder review for future rel eases.

This requirement addresses the need of a user wishing to link an OLE instance manually to multiple
bibliographic records. This constitutes a special case of the basic OLE businessrule that a bibliographic
record must have one OLE Instance and may have many OL E Instances. I n this special case, therequired
OLE Instance for one bibliographic record could also constitute the required OLE Instance for one or
more additional bibliographic records, such that each of the bibliographic descriptions sharesthat single
OLE Instance. Thus, in the special case of a bound-with, an individual OLE instance may have a one-
to-many relationship with bibliographic records.

* An Item record must be linked to an OLE Instance. In the case of a bound-with, it will be linked to
many OLE Instances.

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.
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« 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 S Impﬂrt Bib

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 aso 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
1. Cal up the Import 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: | i Mo file selected.

Load | l Clear |
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2. Click browseto search for the file from your local machine.

3, —
Clickl__toad |

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
Import Bib
STEP-1 Locate Record
[ 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:
4 TITLE

AUTHOR

ALCHEMY OF GLASS : COUNTERFEIT, IMITATION, AND TRANSMUTATION IN ANCIENT
GLASSMAKING.

AMERICAN WOMEN OF SCIENCE SINCE 1800.

a

=

ANCIENT INDIAN LEAPS INTO MATHEMATICS
ARCTIC SCIENTIST, GULAG SURVIVOR : THE BIOGRAPHY OF MIKHAIL MIKHAILOVICH
ERMOLAEV, 1905-1991. BY WILL

& TOWM IN-BETWEEN : CARLISLE, PEMNSYLVANIA, AND THE EARLY MID-ATLANTIC
INTERIOR.

o O

WAYMNE, TIFFANY K., 1968-

ERMOLAEV, A M. (ALEKSEI
MIKHAILOVICH), 1932-2007

RIDMER., JUDITH E

P .

Showing 1to 5 of 5 entries

MNext

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 the section Bib Import

Preference in the Guide to OLE System Administrative Functions

7

" Click| Load
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STEP-2 Confirm Settings

8. Choosethe Import Type.

9. Select the Import Status and L ocation information from the dropdown lists.
10.Enter any additional tags to remove and/or fieldsto protect.

11.Choose the Classification Scheme and modify the source as necessary.

12.

Click | Next

Note

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

Note

To learn more about creating and modifying User Preferences, see the section Bib Import
Preference in the Guide to OLE System Administrative Functions
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Import Bib
STEP-2 Confirm Settings

Name: | JFaddNew  [+]

Import Type: @ ey Record
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

Mext

If therecordisnew, you may edit theincoming Bibliographic Description as needed and click Continue
Process.

13.If you are performing an overlay, click Submit.

Note

For more information about record editors, see Editors
14.Y ou may enter or modify information on the OL E Holdings as appropriate and click Continue Pr ocess.

15.Y ou may enter or modify information on the OLE Item as appropriate and click Save.

Note

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

16.0nthe Import 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.

10
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Import Bib
STEP-5 Import Completion

Record Import Complete
TITLE A

AMERICAN WOMEN OF SCIENCE SIMCE 1900. Edit

Showing 1 to 1 of 1 entries First | | Previous | |4 | Mext | | Last

[ Import More Records | [ Back To Main Menu

Import From External Data Source

This interface is here to show the possibility for institutions to import bibliographic records through a
Z39.50 protocol. Development is continuing into the 1.0 release. For implementation documentation see
Searching External Datasources with Z239.50.

Business Rules

A Bibliographic Description must have one OL E Instance and may have many OLE Instances.

» An OLE Instance must be linked to a Bibliographic Description.

An OLE Instance must have one Item record and may have many Item records.

Note

Thisruleisunder review for future rel eases.

* An Item record must be linked to an OLE Instance.

Bib Editor

S Cataloging S & Editor >
Bibliographic Editor - MARC Format

Development of the MARC Editor has changed the interface tremendously from the 0.8 release.
Enhancements implemented in the 1.0 release include more structured fields, better navigation between
record types and assisted dataimput. Editors for MARC authority records and MARC holding records are
anticipated in 2.0 and 1.5.

The Marc 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.

11
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Tip
Y ou will notice the |eft panel navigation. This navigation panel will allow you to add (click the

+) and delete (click the E) Bibliographic, OLE Instance (Holding and Item) and Elnstance
records.

Home »
» Bibliographic Editor - MARC Format

Title / Author : Little Story /

Collapse Mavigation == B]bll(} gl‘

+ + H

E @ This pag

ARCH/PZAP & Please adi

B-CEDIR/BCE-REF

Staff Only: [

B-CEDIR/BCE-REF

i B-CEDIR/BCE-REF Bibliographic
¥ 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.

12
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Home »

» Bibliographic Editor - MARC Format

Title / Author :

collapse Navgation = Bibliographic Editor - MARC Format [© 1 message]

@ This page has 1 message

# Please enter details for new Bib record:

Staff Only: [C]

Bibliographic Record Status:

E Created By : On: Updated By: On: Status Up

v Leader Structured Data Elements

RecStat: | n - New

EncLvl: | # - Full level

E TypeRec: | a- Language material

E DescCat: | a- AACR 2

[ Set Leader Field

J [ Clear Selections ]

Leader:

¥ Control Fields

001:

003:

005:

Show 006 Structured Data Elements

006:

Show 007 Structured Data Elements

007:

Show 008 Structured Data Elements

008:
¥ Data Fields

Submit ‘ l Cancel

. Enter data. The following data fields are required, at a minimum:

one leader field

one 008 control field

one 245 field

Except for the leader, delimiter values must be a 3-digit numeric character, from 000-999

13
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Click 99| 16 add additional datafields to the interface.

Click | &MY | t4 remove excess fields from the interface.

 Click ___Submt |,
OLE will refresh the screen and redisplay the record.

Note

Known bug: If you submit an invalid record, OLE will refresh with ablank form and you will
have lost the work. Error handling will improve in OLE 1.0.

5. If the record is new, OLE will create placeholder Holdings and Item. Click Holdings to modify the
Holdings record. Click 1tem to modify the Item record.

Note

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

Click the top level +sto add additional OLE Instance or Elnstance records.

oiapse Navoaton = Bibliographic Editor - MARC Format

+ + B

@ This page has 1 message

4. Holdings

. # Record created successfully:
= [tem

Staff Only: [
Bibliographic Record Status: | Cataloguing[+| Created By : !

v Leader Structured Data Elements

Business Rules

Tipsfor Editor

o 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)
+ Content Fields:

. (ex, format 020 |a9780748436358")

14
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» 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 > Dublin Core Editor
Bibliographic Editor - Dublin Core (Unqualified)

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 OLE (OLE-DocStore).

Note

To learn more about importing records, see the Guide to Purchasing and Accounts Payable.
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 Elnstance) as well as add (click

the Cﬂ') and delete (click the m) records.

Title / Author : Little Story /

Collapse Mavigation =

++ B8

ARCHIPSAP

B-CEDIR/BCE-REF
B-CEDIR/BCE-REF
.. B-CEDIRIBCE-REF

Process Overview

Each element is repeatable; there is an add tag button under each initial box to add another. Thereis
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.

15
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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 :
Collapse Navigstion = Bibliographie Editor - Dublin Core (Unqualified) Format  [® 1 nx
++Hd

@ This page has 1 message

» Please enter details for new Dublin record.

Bibliographic Record Status: El

Status Updated By :  On:
Created By : On:

Updated By : On:

Select an Element |Z|

l Supmit I l 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.

dd ta
Click leundddiag

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

|:|||:|| L
Click | 29d1a0

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

16
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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.

Note

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

8.
Click the top level cﬁ.sto add additional OLE Instance or Elnstance records.

Title / Author : testing//testor

ollapse Navigation =~ Bibliographic Editor - Dublin Core (Unqualified)

+ A

@ This page has 1 message
* Record updated successfully.

4. Holdings

- Item

Bibliographic Record Status: | Cataloguing E|

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

Updated By : On:

Title [=] testing

Creator E testor

I Submit | l Cancel

Instance Editor

The OLE Instance document is a container for recording holdings and item information for abibliographic
record. Even though thereisastandard for MARC Holdings (which has often been loosely followed), there
isn't one for items and depending on the vendor systems, these are stored in different ways. OLE Instance
defines a standard for storing holdings/item information in three main sections as described below.

17
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For a given bibliographic record, there can be only one of either oleHoldings or sourceHoldings.
OleHoldings contain "general" holdings information in a format specific to OLE. This is what will be
available from the Instance Editor interface. SourceHoldings represent "specific' holdings information
entered according to some standard external to OLE. Examples are MARC holdings, MODS holdings or
any other format specific holdings. These can be imported into OLE. Finally an Instance also contains an
item, the specific records information about 1 or more items.

The Instance Editor may only be accessed through other menu itemsisted below the Cataloging submenu
(Describe Workbench, MARC and Dublin Core Editor, etc.), it does not have adirect link on the Describe
tab.

Document Layout

The Instance Editor contains a left pane/menu (displaying alist of Instance/holdings and related items to
select from) and aright pane (containing each of the elements within Instance/holdings, items, and related
metadata). The right pane will break down the elementsinto logical groupings of related elements.

Title { Author : The Lorax/

conapse navgation ~ - Instance Editor (Holdings) - OLEML Format  [o

+ + B
: () This page has 1 message
4. [Haldine i
I—:|:|I nas * Holdings record loaded successfully.
= ltem
OLE Holdings
Tip

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

The Instance Local Identifier is a system generated identifier for the Instance Document. To edit records,
you may enter an Instance's Local Identifier and click L oad.

18
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Title / Author : The Lorax/

collzpse Naviozton ~ Instance Editor (Holdings) - OLEML Format [ 1 message]

+ + B8
. () This page has 1 message
. i
I-:|Dld|ngs * Holdings record loaded successfully.
= ltem

Staff Only: ]  Local Identifier: 69

¥ Location Information

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

Q

¥ Call Number Information

Prefix: Call Number:
Shelving Order: Call Number Type: | & _ g informatic

Copy Number:

¥ Extent Of Ownership

Type: | Basic Bibliographic Unit El

Extent of Ownership:

Type: Public E Add

Note: <

v Extended Information

Receipt Status: E

Access Information:

¥ Holding Notes

Type: | Public E

Note: =

v Serial Receiving

[ Create Serials Receiving Record ]

l Submit ]l Cancel

19
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Location Information

TheLocation tab includeslocations set up at each institution to describewherearesourcelives, the shelving
location level. Locations are captured at the holdings level and inherited by linked items.

Location Information

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

Q

Location Information tab description

Title Description

Location Select the location from the dropdown list:

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

Call Number Information

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: | 2 g infarmation provided

Copy Number:

Call Number Information tab description

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, in rare
cases it may not be generated correctly to provide for proper sorting, so
catalogers can edit it in order to change the sort order.

Copy Number A number to distinguish between multiple copies of the sametitlein a
single location. Once added, the copy number will also display in the left
pane.

Call Number

o
Also known as classification Part. Click Browse |,

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.
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Extent of Ownership

The Extent of Ownership tab contains the summary holdings and notes (public or private) for ingtitutions.

Click w to add additional Extent of Ownership lines or notes.

Click [ Remove

¥ Extent Of Ownership

] to remove excess Extent of Ownership lines or notes.

Type: | Basic Bibliographic Unit |Z|

Extent of Ownership:

Type: | Public |E|

Note:

5 dd

AL

Remoy

Extent of Owner ship tab description

Title

Description

Type

Select the type for extent of ownership from the list

Extent of Ownership

Corresponds to MFHD 866 (Textual Holdings - Basic Bibliographic
Unit), 867(Textual Holdings - Supplementary Material), 868 (Textual
Holdings - Supplementary Material) $a Textual holdings - Textual
description which may include both the captions and enumeration and
chronology for the holdings of a bibliographic item in the collections
of the reporting organization. These fields are normally not used in
holdings 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

Extended Information

Field to record information that cannot be included in textualHoldings.
It may be used to specifically record missing issues or numbering
irregularities.

The Extended Information tab contains receipt status and access information.

Click &] to add additional Access Information URLS.

Click [ Remove

] to remove excess Access Information URLSs.
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v Extended Information

Receipt Status:

Access Information:

Extended Information tab description

Title

Description

Receipt Status

Select the Receipt Status from the drop down list.

Maps to MHLD 008-06 - Receipt or acquisition status. Whether newly
published parts of amultipart (as noted in recordType) or serial item (as
noted in recordType) are being received.

Access Information

Holding Notes

Enter the URL specific to the holding

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

Click |__Add

Remaove |

Click | ‘! {0 remove excess notes.

¥ Holding Notes

| to add additional notes.

Type:

Public  [~]

MNote:

Holding Notes tab description

Title Description

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

Note Field to record information that cannot be included in textualHoldings.
It may be used to specifically record missing issues or numbering
irregularities.

OLE Items
Tip

Check Staff Only to retain this record from the public display.
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Title / Author : bc/

colzpsenzigzion — Instance Editor (Item) - OLEML Format  [® 1 message]

+ 4+ B
) @ This page has 1 message
4- Holdings * ltem record loaded successfully.
L ltem

Staff Only:[ | Local Identifier: 73

¥ Holdings Location/Call Number Information

Location:
[Type * for all locations, other letters for matching locations
Q
Prefix: Call Number:
Shelving Order: Call Number Type: | & _15in
v [tems Location/Call Number Information
Location:
[Type * for all locations, other letters for matching locations
Q
Prefix: Call Number:
Shelving Order: Call Number Type: | & _ g information provided
¥ Item Information
Item Id: Enumeration:
Barcode: Chronology:
Barcode ARSL: Copy Number:
Former Identifiers: Access Info (URI):
Statistical Searching |Z| Item Type:
Codes:
Temp ltem Type: |Z| Number Of Pieces:
¥ Acquisition Information
PO Line Item I1D: Donor Public Display:
Vendor Line Item ID:
Fund: Donor Note:
Price:
¥ Circulation Information
* ltem Status: |Z|
Checkin Note: Fast Add

Item Effective Status Date: T
v Extended Information
High Density Storage:
Item Note: | Public |Z| Add

Submit l l Cancel l l Return to Search
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Holdings Location/Call Number Information

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

| ocation:
IType *for all locations, other letters for matching locations
Q
Prefix: Call Nui
Shelving Order: Call Number’

Holdings L ocation/Call Number Information tab description

Title Description

Location Select the location from the dropdown list:

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

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, in rare
cases it may not be generated correctly to provide for proper sorting, so
catalogers can edit it in order to change the sort order.

Call Number Also known as classification Part.

Call Number Type Scheme used to shelve a bibliographic item in the collections of the
reporting organi zation. Select the Call Number Type from the drop
down.

ltems Location/Call Number Information

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
Q
Prefix: Call Number:
Shelving Order: Call Number Type: | & _ Ny information provided

Items L ocation/Call Number Information tab description

Title Description

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

s
WS e
Also known as classification Part. 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.

ltem Information

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

ltem Information

Item Id: |43376035-f58-4fc7-8545-c1d9490¢ Enumeration:
Barcode: Chronology:
Barcode ARSL: Copy Number:
Former Access Info (URI):
Identifiers:
Statistical |E| Item Type:
Searching
Codes:
Temp ltem |z| Number Of
Type: Pieces:

Item Information tab description

Title Description
Item ID System supplied unique ID.
Barcode Identifier physically attached to an item as a unique identifiers. Indexed

to permit retrieval when the barcode is scanned or typed in as a search
term. Used for For identification of physical item and for circulation

purposes.

Barcode ARSL Enter barcode for the Automated Retrieval System Location (ARSL).
Must conform to site's locally configurable validation scheme.

Former Identifiers Identifies the previous barcode in order to track changes and
replacements.

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 atemporary item type from
the dropdown list. For example, an item on reserve needs to circulate
according to adifferent 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 a
multipart title; single dates may typically print at the end of the call
number label attached to the part.

Copy Number Library-assigned to distinguish each copy of the sametitle.
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Access Info (URI)

Maps to MFHD 852 $u Uniform Resource I dentifier - (URI), for
example a URL or URN, which provides electronic access datain a
standard syntax. The URI links to the repository that holds the item
(regardless of whether the item is analog or digital). Thisinformation
may also be recorded as an organization code or text in locationName.

Item Type

Identifies types of library items. Has locally controlled values. Sample
data: stks, DVD, 2-hour reserve, building use only. Used in conjunction
with patron type to determine a circulation policy for aparticular item.

Number Of Pieces

Acquisition Information

Enter the amount of materials included with the item.

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

applicable.

Acquisition Information

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

Price:

Acquisition Information tab description

Donor Public Display:

Donor Note:

Title

Description

PO Line Item ID

System-supplied identifier for purchase order line item.

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.

Fund Thisis the account number from the Purchase Order line item that
appears in the accounting lines and represents the fund used to purchase
theitem.

Price The price of the item from the Purchase Order

Donor Public Display

Allows the entry of a code that could be used to generate adisplay in the
discovery layer

Donor Note

Circulation Information

Donor information for items if not purchased using specific funds.
Example: gifts

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

¥ Circulation Information

* ltem Status:

Checkin Note:

Item Effective Status Date:

Fast Add:
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Circulation Information tab description

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 asa"fast
add" for purposes of |ater reporting). Default is set at the operator level.

Extended Information

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

-I-.' I-| I-| . e
Click to add additional notes.
= Ve
Click to remove excess notes.

v Extended Information

High Density Storage
Iltem Note: | FPublic |E| Add

Extended I nformation tab description

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 Identifies the Row, Module, Shelf, and Tray information for the item's

High Density Storage location.

Process Overview

Adding a New OL E Instanceto an Existing Bibliographic Description

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

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

Alternatively, you may click Create I nstance from the Describe Workbench.

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

4.
| submit |
Click :

Adding an Item record to an Existing OLE Instance

1. Identify the bibliographic description and OLE I nstance to which new Item Description is to be added.

2.
Click the :ﬂ' to call up work form for anew Item record.

3. Input required and optional data elements.

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

3.
Submit
Click

Business Rules
» An OLE Instance must have one Holdings record and only one Holdings record.

» An OLE Instance must have one Item record and may have many Item records.

Note

Thisruleisunder review for future rel eases.

» 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.

Transfer

S Cataloging S @ Transfer S
Transfer 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.

28



Catal oging Functions

Process Overview

1. Cdl upthe Transfer Instance/l tem interface.

Home » Transfer Instance/ltem »

Transfer Instance/ltem

¥ Search Conditions:
Document Type: @ pib C Holdings ©' ltem © EHoldings

Search For: All of these E In Search Field: | ALL E

JOAND O OR ©) NOT

Search For: All of these E In Search Field: | ALL E

JOAND O OR ©) NOT

Search J[ Clear

¥ Search Results:

Copy To Tree1 H Copy To Tree2 H Unselect Al

Tree1 Tree2
I Refresh ‘ I Remove ‘ l Unselect All I Refresh ‘ I Remove ‘ l Unsele
I Clear Tree ] I Clear Tree ]

| Transfer Leftto Right | | Transfer Rightto Left

2. 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 Conditionstab.

3. When the correct record is displayed, select it and click Copy to Treel.
4. Searchfor the additional bibliographic recordswith which the OLE Instance or Item will betransferred.
5. When the correct record is displayed, select it and click Copy to Tree2.

Tip

Click View to confirm the correct record.

6. 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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Tree1

. .| Appalachian Heritage /
El

. i || Holdings
]

[ Refresh l [ Remove l [ Unselect All

Clear Tree

Tree2
a ] be
[
i ||| Holdings
£l
‘||| B-EDUC/BED-CHILDRENS-FIC-ABC
O
[ Refrash ] [ Remove ] [ Unselect Al

Clear Tree

[ Transfer Left to Right

Transfer Right to Left

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

a. .| Appalachian Heritage /
]

i ||| Holdings

[ Refresh l [ Remove l [ Unselect All

Clear Tree

Tree2
i 1] et
]
4. ||| Holdings
]
t- ] B-EDUC/BED-CHILDRENS-FIC-ABC
[ Refresh l [ Remowve ] [ Unsel

[ Transfer Left to Right

Clear Tree

Transfer Right to Left

9. If thereis only 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

4. ||| Appalachian Heritage /
[

4. ||| Holdings

“o ] ttem
[

[ Refresh ] [ Remove ] [ Unselect All

Clear Tree

Tree2

This transfer will delete following records. Please
select below options:

Ll be !

l delete l l Cancel

Transfer

i W becf
O

[ Refresh l [ Remove l [ Unselect All

Clear Tree

[ Transfer Left to Right

[ Transfer Right to Left ]

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

or Item record.

ltem transferred successfully. Bib and Instance are deleted.

Treel

. \\.| Appalachian Heritage /
[

4- ] Holdings
[

_J B-EDUC/BED-CHILDRENS-FIC-ABC
O

Wl tem
]

[ Refresh l [ Remove l [ Unselect All

Clear Tree

Business Rules

Tree2

- TR | be /
]

I Refresh ] [ Remove l [ Unselect All

Clear Tree

* An OLE Instance must have one Item record and may have many Item records.
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Note

Thisruleisunder review for future releases.
» An Item record can only be transferred to an OLE Instance.

« |f thetransfer of an Item record would result in an OLE Instance with no Item records, that OL E I nstance
will be deleted.

» 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 Bibhliographic 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.

» 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

S Cataloging S @ Call Number Browse S

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.

32



Catal oging Functions

Home » Call Number Browse »

Call Number Browse

Document Type: @ ltem ' Holdings
Location : |E| Call Number Type: | LCC - Library of Congress classification |Z|
Call Number:
Browse | Clear ‘ | Close
¥ Browse Results:
Show | 10 |z| entries
Call Number 4 Location Title

123456789

Test Bib Editor Manoj

BX4723.577 2008 1 ARCH/PSAT Suffering saints - Jansensists and Convulsionnaires in
BX4723.577 2008 1 ARCH/PA Suffering saints : Jansensists and Convulsionnaires in
Bx¥4723 577 2008 2 ARCH/PA Suffering saints - Jansensists and Convulsionnaires in

Showing 1 to 4 of 4 entries

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 aCall 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 is set 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.
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Note

For more information about Bibliographic Editors, see Editor




Chapter 2. Cataloging Maintenance
Documents

Itemn Type

Item Availability Status

Call Number Tvpe

Tvpe Of Ownership (extent of ownership tvpel
Statistical Searching Codes

- Receipt Status
> Cataloging Admin . Bibliographic 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

S Cataloging Admin 5 @ Item Type >

Item Type Lookup _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
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ltem Type

¥ Document Overview

Document Number: 43

Initiator Network Id: ad

* Description: |

| Explanation:

Organization Document Number: I:I

¥ Add/Edit Item Type

Item Type Code:

Item Type Name:
Item Type Desc:

Source:

Source Date:

Active Indicator:

* Notes and Attachments (D)

» Ad Hoc Recipients

P Route Log

old New

DAY 01

DAYD1

1-day loan 1-day loan
IU SIRSI U SRS
04/05/2012 044052012
true

true

| submit

| | save | [ blanket approve | |  close | Cance

- . _

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.

Add/Edit Item Type tab 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 Thefamiliar 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
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ltem Availability Status

. Cataloging Admin > 9 Item Availability Status S
Item Availability Status Lookup )

[tem Availability Status

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 Sta

Item Availability Status

Initiator Network Id: admin Creation Timesta
e
*in

¥ Document Overview

* Description: Explanation:

Organization Document Number:

¥ Add/Edit Item Availability Status

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

» Notes and Attachments (0)

» Ad Hoc Recipients

P Route Log

( submit | ( save ) ( blanketapprove | ( cose ) Cancel

The Item Availability Status document includes the Add/Edit [tem 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

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

Item Availability Status Name Required. The familiar title of theitem availability status. Maximum
length is 100 characters.
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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 Type >

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

Ole Call Number Type

Initiator Network Id: admin

¥ Document Overview

* Description: Explanation:

Organization Document Number:

¥ Add/Edit Call Number Type

old New
Call Number Type Code: LCC Lcc
Call Number Type Name: LCC - Library of Congress clazsification LCC - Library of Cor
Source: MFHD 852 1st Indicator: http://www.loc.gov/marc/holdings MFHD 852 1=t Indica
/hds52.html
Source Date: 03/22/2012 oazzzMz ([
Active Indicator: true true

P Notes and Attachments {0)

» Ad Hoc Recipients

» Route Log

I submit I I save I I blanket approve I I close I Cancel

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

Source Date Required. The date for which the call number type was retrieved from
the source.

Active Indicator Indicates whether the call number typeis active or inactive. Remove the
checkmark to deactivate this code

Type of Ownership (extent of ownership type)

S Cataloging Admin S & Type Of Ownership S

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
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Type Of Ownership Maintenance

¥ Document Overview

Document Number: 4341 Docul

Initiator Network Id: admin Creation

* Description: ||

| Explanation:

Organization Document Number: I:l

¥ Add/Edit Type Of Ownership

Type Of Ownership Code:
Type Of Ownership Name:

Source:

Source Date:

Active Indicator:

» Notes and Attachments (D)

» Ad Hoc Recipients

» Route Log

old New

Basic Bibliographic Unit | Basic Bibliographic Unit

Basic Bibliographic Unit | Basic Bibliographic Unit

(enumeration in schema) http://www.loc.gov/marc/holdings |(enumeraﬁnn in schema) http:fv

Shdoog.html
05/06/2012 05/06/2012 e
true |true

I:; submit

blanket approve :I I:'\ close ;:I 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.

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
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Statistical Searching Codes

Sl . Cataloging Admin @, 9 Statistical Searching Codes

Statistical Searching Codes Lookup

>

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

Document Number: 4343 Do

Statistical Searching Codes Maintenance

Initiator Network Id: admin Creati

¥ Document Overview

* Description: | Explanation:

Organization Document Number:

¥ Add/Edit Statistical Searching Codes

old New
Statistical Searching Code: ALFQUAR ALFQUAR
Statistical Searching Name: __ ALF quarantined items __ALF quarantined items
Source: [U SIRSI ) SIRSI
Source Date: 04/05/2012 04052012 |7
Active Indicator: true true

» Notes and Attachments (D)

» Ad Hoc Recipients

» Route Log

( submit ) ( save ) ( blanketapprove | ( cdose | 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
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Title Description

Statistical Searching Code 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.

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

S Cataloging Admin S @ Receipt Status S
Receipt Status Lookup _Receipt Status

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

Document Layout

Document Number: 4344 Docy

Receipt Status

Initiator Network Id: admin Creatiol

¥ Document Overview

* Description: | Explanation:

Organization Document Number:

¥ Add/Edit Receipt Status

old New
Receipt Status Code: 0 o
Receipt Status Name: Unknown Unknown
Source: MFHD 008-06 http://www.loc.gov/marc/holdings/hd008.html MFHD 008-08 hitp:ifwww. loc.g
Source Date: 03/22/2012 03122/2012 izl

Active Indicator: true true

» Notes and Attachments (0)

» Ad Hoc Recipients

» Route Log

I submit I I save I I blanket approve I I close I Cancel
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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.

Active Indicator Indicates whether the receipt statusis active or inactive. Remove the

checkmark to deactivate this code

Bibliographic Record Status

Bibliographic Record Status Lookup

Cataloging Admin

J Biblicgraphic Record Status

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
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Document Number: 4346 Doc

Bibliographic Record Status

Initiator Network Id: admin Creatic

¥ Document Overview

* pDescription: || | Explanation:

Organization Document Number: I:l

¥ Add/Edit Bibliographic Record Status

old New
Bibliographic Record Status Code: None |Nune
Bibliographic Record Status Name: None |Nune
Source: System |Sy5ten1
Source Date: 03/22/2012 031222012 [
Active Indicator: true |true

» Notes and Attachments (D)

» Ad Hoc Recipients

» Route Log

( submit ) ( sawe | [ blanketapprove | [ cose | cCancel

The Bibliographic Record Status document includesthe Add/Edit Bibliographic Record Statustab. The
system automatically enters data into both the Old and New sections in this tab. Selected data fields 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.

Source Date Required. The date for which the bibliographic record status was

retrieved from the source.

Active Indicator Indicates whether the bibliographic record statusis active or inactive.
Remove the checkmark to deactivate this code




Chapter 3. Appendix

DocStore and Editor Terms and Definitions

Term Definition

Bibliographic Record An OLE document that describes a bibliographic entity as published.
OLE will initially support two kinds of bibliographic records: (1) Those
in the USMARC bibliographic 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 asingle 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 Anindividual Code within aCode List. A Code within atable of Codes
will have the attribute, Display Value. See also Display Value.

CodeList A list of valid values for a particular data element within OLE. For
example, there will be aCode List for Locations; a user cannot assign a
Location value within an Item unlessit 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 L ocations that the user is allowed to
use).

Copy A single specimen of an intellectua entity, e.g., alibrary can have one
(or more) Copies of amulti-volume set. A single subscription to a
journal may also be known asa Copy. A multi-part book (or aseria
subscription) is a Copy with as many Items as there are volumes.

Display Vaue An attribute of a Code that specifies an alternate display value

for 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 also 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 datain OLE RDBMS/relational tables (e.g., purchasing,
circulation, users, financial, borrowers).

Hide Record To mark arecord (bibliographic, holdings, item) so that is does not
display in apublic-facing service.

Holdings Describes the extent of aresource 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, as
well as accompanying holdings and/or purchase order information

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

Location An element 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 afile of records being 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 "general" 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 permissions or policies based on a piece of datain a
document (bib control numbers, item location, and ownership field
data) could be used to infer ownership, in conjunction with policies.
Work Units or Roles would 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

Parameter no qualifiers, or multiple.

Work Unit A location, departmental, or organizationa 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 aRole,
in order for Permissions/Policy to designate what staff can perform
which actions on adocument. Work units can be designated with parent-
child relationships, to alow easier creation of roles/permissions across
work units (one parent work unit can include or cover multiple child
work units).

Note

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

Cataloger Supervisor catsup assigned work unit(s)
Authorized for all Describe functions;
permission to administer cataloging within
Cataloger 1 catl assigned work unit
Authorized for all Describe functions except
batch imports and bound-withs; permission to
Cataloger 2 cat2 administer catal oging within assigned work unit
Authorized to create and edit holdings/items
Temporary (Student) Staff Cataloger 1 tempcatl within assigned work unit
Authorized for al 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 recordsin 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 Basic Functionality and Key Concepts.: E-docs, action buttons- basic overview of elements

* OLE Documentation Portal

OLE Roadmap

OLE Release Documentation on the wiki
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