Book Cataloging

\/“ Agenﬁa for Catalogers Training Session

N
Tuesday, January 10th, 2023
"’

1. Welcome — We will do sound checks around 8:50. If you do not hear anything at that time,
please adjust your volume. This short video may help if you are having problems with our
avudio: https://support.zoom.us/hc/en-us/articles /20136228 3-Testing-computer-or-device-
audio

2. Please ask questions in the chat area — IHLS staff will monitor chat and ensure the speaker
sees questions.

3. SHARE Update

4. Bibliographic and Cataloging Standards Committee Update

5. Miscellaneous Information and Updates

1. LCGFT & "Large print books"
2. Annual Reminders
CMC Update
b &

7. New Year, New Features: Serials and Cataloging Enhancements to Polaris and Leap

Questions
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Bibliographic and
Cataloging Standards
Committee Update
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Miscellaneous
Updates, Information,
and Reminders
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- “Large print books”

* December 23, 2022 —“Large print books” was officially added to the LCGFT
Genre Term List.

* The SHARE Bibliographic and Cataloging Standards Committee will meet on
January 20, 2023 to discuss updates to the “Large print and larger print
materials” policy.

@ LIBRARY OF CONGRESS AUTHORITIES
EOENE

SOURCE OF HEADINGS: Library of Congress Catalog

INFORMATION FOR: Large print books

Scope Note:

Scope Note Books set in a type size larger than normal to enhance readability, improve letter and word recognition, and aid reading
comprehension.
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O Friendly Reminders

* Closing out of records in Polaris/Leap
* Encoding levels

* Full level records

* GMDs

* |tem dimensions and run time
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Reminders for Items Sent to SHARE =
- Cataloging

* Label your items
* Use removable tape
* Do not cover important information

* When possible, send all original packaging

| N\ —
,\/brphan Items Currently at SHARE )
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Cataloging - Carbondale
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! Orphan Items Currently at SHARE @)
Cataloging - Champaign

| —
,\-/brphan Items Currently at SHARE )

Cataloging - Edwardsville
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o New Year, New Features: Serials
& Cataloging Enhancements to
Polaris and Leap
PRESENTED BY
SV’ SHARE
v
SHARING HEARTLAND'S AVAILABLE
‘ RESOURCES EQUALLY
5
ILLINOIS HEARTLAND LIBRARY SYSTEM (
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Serials Enhancements
in Polaris 7.2 and 7.3
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\/ Topics Q
= (Creating Serial Holdings Records
in LEAP
=  Working with Publication
Patterns in LEAP
S
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Creating a
Serial
Holdings
Record in
LEAP

Creating a
Serial
Holdings
Record in
LEAP

There is now a direct link to
create a new Serial Holdings
record in LEAP. It’s located
under the New tab.

A blank form opens. This will
allow you to create a Serial
Holdings record in LEAP.

New Serial Holdings Record - 1

[ FRTOUTHCT START DEBCNATID
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Searching
for a Serial
Holdings
Record in

Searching
for a Serial
Holdings
Record in
LEAP

You can now search for a Serial
Holdings record from the Find Tool
instead of having to access it through
the Serials module.

v Click Find
v' Click to open the search by options
v" Select Serial Holdings Record

Searching for a Serial Holdings
record under the Find Tool in
LEAP.

Find Tool - Serial Holdings Record
T — _ l

P | <@
Title ISSNASE 0y Stah Collection Material Ty}

v’ Searching for a Serial Holdings
Record by Title.

v" Enter the title in the search box.

v’ Click the filter button to limit the
results to a specific branch.
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Searching
for a Serial
Holdings
Record in
LEAP

Searching
for a
Serial

Holdings

Record in
LEAP

Click Add Condition and select Branch.

Find Tool - Serial Holdings Record

4+ ADD CONDITION _

Search Filter

Enter your branch and click Apply

Find Tool - Serial Holdings Record

Saares Fiter BE®
[~ |
Click the search button.
Find Tool - Sarial Holdings Racord
mmmmmm ] =

The result(s) will display — double-click
to open the record — or click the

Open button.

Find Tool - Serial Holdings Record

s ancover

ccccc
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From here you can edit the Serial
Holdings Record.

Editing

a Serial . -
Holdings = = e =
Record in [ =

LEAP = e e e

This is a view of the Details tab of
the Serial Holdings record.

You can also view/edit the Notes
portion of the record.

Serial Holdings Record @

Kids discover

Editing
a Serial e
Holdings RS
Record in e
LEAP s

2/24/2020
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Editing
a Serial
Holdings
Record in
LEAP

Editing
a Serial
Holdings
Record in
LEAP

You can view/edit the Orders
portion of the record.

You can view/edit the Claims
portion of the record.

Serial Holdings Record @

Kids discaver

CATEGONY CLAM MUMDEN CLAM VEATING PERICD

Once you’re done viewing/editing
the Serial Holdings record you can
Save and/or Close.

2/24/2020
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You can now work with
Publication Patterns in LEAP.
. A Publication Pattern is a
Working pattern created to predict

with future serials issues or parts.

Publication

Patterns in In previous versions of
LEAP LEAP - you could view the
publication patterns table
but no actions could be
performed.

To view the publication pattern —
open a Serial Holdings Record
and go to Details View.

i S ety Ly Wy watirie 5 et PRETI

Working
with
Publication
Patterns in [ o B e

Publication Patterns are located at the
bottom of the Serial Holdings record.

2/24/2020
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Working
with
Publication
Patterns in
LEAP

Working
with
Publicatio
n Patterns
in LEAP

To view a Publication Pattern — just
click on the pattern you want to view.

SRLARTY PATTERN

CALBMDAR CoANSE  ETATUS

Another tab is the Designation view —
This view shows the enumeration
and chronology values.

* ooaa
nd Bane
DisLAY
AT L ousrLey
Vo
—
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The last view shows the
Regularity Pattern view.

Working
with D et
Publication [
Patterns in
LEAP

Day of mones

The only edits that can be made on a
Publication Pattern are in the Details
view and the Start and End dates on
the Designation view.

You can now close, open, or delete a
Publication Pattern in LEAP.
Go to a Serial Holdings Record - Details view.

Closing, _
Opening or S ———
Dele.tlng e To close a Publication Pattern — select the
Publication

checkbox next to the pattern you want to
close. Select the Close Pattern button.

Pattern in
LEAP

camGonY. FmscancY

CALENDARCHINGE  STATUS

2/24/2020
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Closing,
Opening or
Deleting a

Publication
Pattern in
LEAP

Reminders
when
working

with the
Serials
Module

To open or delete a Publication
Pattern - follow the same
instructions as closing a pattern.
Click the checkbox next to the
pattern and click the Reopen
Pattern or Delete button.

Fubcation Pamerns.
X CLOSE PATTERN * REOFEM PATTERN @ DELETE
START REGULARITY PATTERN
Baskc B0/ 1 Complsely imeguiar
oW 1Z5EmON 299ma | ow 0101ma | pa mo

To avoid confusion, only SHARE staff will create or
edit publication pattern templates.

If you receive a new serial or notice that the
publication pattern of a currently received serial has
changed, please contact:

Sue Pearson (spearson@illinoisheartland.org) or
Linda Johnson (ljohnson@illinoisheartland.org)

When you send in a request for a new Publication
Pattern — please include the following information:

» Serials Title

» Month/months, season, and year (ex. Jan/Feb 2022,
Spring 2022)

» Most recent volume and/or issue number (ex.
volume 12, no.3; issue 5)

» Number of times issued per year (ex. published 10
times a year)

» Publication regularity (ex. monthly, weekly,
bimonthly)

2/24/2020
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If possible, pictures of the
information from an issue of the
serial are extremely helpful.

Reminders
when
working
with the
YUELS
Module

210,000
g
— Contost!

If possible, pictures of the
information from an issue of the
serial are extremely helpful.

NENIPES
when
working
with the
Serials
Module

¢Contents
The small print at
the bottom right
of the page says,
“*This issue
counts as two
issues, and your
subscription
terms will remain
the same.”

Book Cataloging
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Reminders
when
working
with the
YUELS
Module

Reminders
when
working
with the
Serials
Module

If possible, pictures of the
information from an issue of the
serial are extremely helpful.

This picture is the “title page” of the

magazine. It is usually found towards

the front, but if not found there look
in the back.

If possible, pictures of the
information from an issue of the
serial are extremely helpful.

This picture
shows the spine
of the
magazine which
can also have
important
information
listed.

2/24/2020
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o’/ For more information or questions regarding

Serials please contact:

Linda Johnson (ljohnson@illinoisheartland.org)

Or

Sue Pearson (spearson@illinocisheartland.org)

Cataloging Enhancements
in Polaris 7.1-7.3

Book Cataloging 19
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= Spine Labels in Leap
=  Keyboard Shortcuts in Leap
=  Replacing Duplicate Records in Leap

= Consolidated View on Leap Item
Record Work Form

= MARC Technical Updates Q
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You can now create, view, and edit
spine labels in Leap.

SPRINT

Spine i
Labels in e

Cataloging Processing

Create Unlinked Bibliographic Record Set
Create Unlinked Autnorty Record Set

Le d p Id in your ‘ P —

MARC Import

1g Libraries :)

2/24/2020
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Spine Labels
in Leap —
Configuring
Your Labels

Spine Labels
in Leap —
Configuring
Your Labels

Book Cataloging

Leap supports spine label printing using a PDF printing
function and honors the spine label printing settings
that you have set up in Polaris.

To configure your default label printing option:

Select your username in the upper right-hand corner.

TS e @) jbaugh (zeds) <

% Settings —
& Clear Cache
C Refresh
m CReFrResl  © Install Offiine
@ Logout

Then select “Settings.”

Settings menu in Leap:

Seltings EZE o
Y ——— —

Section we are interested in:

Label Options.

Cataloging Latel Options
Lavel Type Spine Sheets ~
Use as Label Manager detault

Print Method Batch

2/24/2020

21



Book Cataloging

Spine Labels
in Leap —
Configuring
Your Labels

Spine Labels
in Leap —
Configuring
Your Labels

Under “Label Type”, select the appropriate
label type for your printer.

ILL requests Hold requests
] Inaransit slip sty
Srancon Test
© PantILL Sig
O PrintILL Piiup§  SL4 Sheels
SLG Sheets

s

Serial Sheets

Spine Contnuous feed rols

L4 Continuous eed ol

Tt rois

Calaloging Ladel Oplichs SLE Continucus Tedd rolls
Serials Continuous feed rals

5

Label Type Spine Sheets v

Use a3 Label Manager detaull

Prinil Method Batch -

*If you want the label type you selected to
appear as the default when you open that
Label Manager in Leap, select “Use as Label
Manager default”

Select one of the following label print
methods under Label Options:

Cataioging Label Cpsons
Label Type Spine Steets -
15 Uise as Labes Manager cefaull

Frint Method Batch -
&n Demand

Quick print

On Demand — Label manager will open when you request a
label so it can be viewed before printing. Best option for if
you want to edit your label content before printing.

Batch — Queues your labels as you request them, so multiple
labels can be printed later. Limited to 500 labels.

Quick print — Leap prints the label at the designated printer
without opening Label Manager in leap. Works best with
continuous feed printers.

Select Save at the top of the screen.

2/24/2020
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If you have any problems configuring labels,
printing labels, or if the margins are off, please

Spine Labels reach out to:
in Leap

Jennifer Baugh at jbaugh@illinoisheartland.org
or
Dena Porter at dporter@illinoisheartland.org.

Keyboard shortcuts available in
Leap:

Cataloging Keyboard Shortcuts

The table below lists the keyboard shortcuts you can use when editing bibliographic and

K b d authority records.
e y O a r Action Keyboard Shortcut
h . Edit the selected tag E
S OrtCUtS I n Open the INSERT menu I
Open the Insert Data Field dialog IthenF
Le a p Delete the selected tag D
Move the selected tag up Shift + Up arrow
Move the selected tag down Shift + Down arrow
Insert subfield delimiter () in tag Data field Ctl+Q

2/24/2020
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You can now identify and replace duplicate
records in Leap.

Bibliographic Record Duplicate Detection Results

Record to Retain

CONTROL# TITLE AUTHOR FORMAT ITEMS  STATUS
3454562 Woman of God Patterson, James,  Book 145 Final
1947- author,

Replacin
p g Record(s) to Replace
D I . t O conTROL# TITLE AUTHOR FORMAT ITEMS  STATUS REASON
u p I Ca e O 3485322 Woman of god [text Patterson, Large 32 Final

Autnor/Tite
(iarge print)] James, 1847-  Print
author.
I ze‘ O r S I l I O 3464034  Woman of God Patterson, Ebook 3 Final  AuthorTitle
[electronic resource] James, 1947-

Leap
CONTINUE CANCEL

Merging duplicate records in Leap follows the
same procedures as in Polaris.

Merging remains optional for all catalogers.

In previous versions of Leap the Item Record
workform contained a details view and a
controls view. These are now combined into
one workform view.

Consolidated [l 1 T
View on — . T
Leap Item IS 1= —
Record Work IE= —
Form = - =

RN ——

[ ——
Freered beeromers

The settings that appeared on the Controls
view in pervious versions are now located at
the bottom of the Details view.

2/24/2020
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MARC
Technical

Updates

MARC
Technical

Updates —
New Fields

The following updates specified in the following
MARC updates were implemented:

MARC Update Number 30, May 2020

MARC Update Number 31, December 2020
MARC Technical Notice April 13, 2020
MARC Technical Notice May 1, 2020

MARC Technical Notice May 19, 2020
MARC Technical Notice June 26, 2020
MARC Technical Notice July 28, 2020

MARC Technical Notice September 11, 2020
MARC Technical Notice September 16, 2020
MARC Technical Notice October 23, 2020
March Technical Notice November 13, 2020
MARC Technical Notice November 24, 2020
MARC Technical Notice December 14, 2020

New Fields:

335 Extension Plan (R)

- A categorization reflecting an intention to extend the content
of a work

First Indicator — Blank
Second Indicator — Blank

Sa — Extension plan term (NR)

Sb — Extension plan code (NR)

S0 — Authority record control number or standard number (R)
$1 — Real World Object URI (R)

$2 —Source (NR)

$3 — Materials specified (NR)

$6 — Linkage (NR)

$7 — Data Provenance (R)

$8 — Field link and sequence number (R)

335 _ _ Sa static plan $2 rdaep
335 _ _ Sasuccessive determinate plan $2 rdaep

Additional information: 335 Extension Plan (oclc.org)

2/24/2020
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MARC
Technical
Updates —
New Fields

MARC
Technical
Updates —
New Fields

New Fields:

881 Manifestation Statements (R)

- The field contains manifestation statements, i.e., information

that describes the manifestation itself. A manifestation statement

is recorded as an unstructured description. Elements for recording

a manifestation statement are defined for broad categories of information.

First Indicator — Blank
Second Indicator — Blank

Sa — Manifestation statement, high-level/general (R)

Sb — Manifestation identifier statement (R)

Sc — Manifestation title and responsibility statement (R)
$d — Manifestation edition statement (R)

Se — Manifestation production statement (R)

S$f — Manifestation publication statement (R)

$g — Manifestation distribution statement (R)

Sh — Manifestation manufacture statement (R)

Si — Manifestation copyright statement (R)

$j— Manifestation frequency statement (R)

Sk — Manifestation designation of sequence statement (R)
Sl — Manifestation series statement (R)

Sm — Manifestation dissertation statement (R)

$n — Manifestation regional encoding statement (R)

$3 — Materials specified (NR)

$6 — Linkage (NR)

$8 — Field link and sequence number (R)

New Fields:

881 Manifestation Statements (R) - Continued

CROSSING THE CHASM Marketing and Selling Disruptive Products lo Mainstream Customers THIRD EDITION
Geoffrey A. Moore HARFER BUSINESS An Imprint of HarperCollinsPublishers Copyright © 1991, 1999, 2002, 2014 by
Geoffrey A. Moore Printed in the United States of America Originally published in hardcover in 1991 by
HarperBusiness, an imprint of HarperCollins Publishers. 2014 ISBN: 978-0-06-229296-8 USA §19.99A
BUSINESSWEEK BESTSELLER

#¢ THE Opening of Heauen gates, Or The ready way to euer-lasting life. Deliuered in a most Familier Dia-logue.
betweene Reason and Religion, touching Praedestination, Gods word, and Mans Free-will, to the vnderstan-ding of the
vveakest Capacitie, and the confirming of the more strong.\\ #d The second edition.\\ #c By ARTHVR DENT, Preacher
of the word of GOD, at South-shoobery in Essex.!\ #f Imprinted at London for lohn Wright\\ g and are to bee sold at
his shop at Christ-Church gate \\ #f 1611

Additional information: 881 Manifestation Statements (oclc.org)

2/24/2020
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MARC
Technical
Updates —

New
Subfields

New Subfields:

Sc  Aspect ratio value (R) in 345 (Moving Image
Characteristics)

-A numerical ratio of the width to the height of a moving image
345 _ _$c 16:9 $d widescreen

Sd  Aspect ratio designator (R) in 345 (Moving Image
Characteristics

-The general description of the ratio of the width to the height
of a moving image

345 _ _ $d letterboxed $d mixed aspect ratio
Sp lllustrative content (R) in 340 (Physical medium)

- General and/or specific indication of the type or types of
illustrative content present in a resource.

340 _ _ Sg color Sp illustrations
340 _ _ Sg one color Sp maps

Questions?

54
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