Training'
SIERRA CATALOGING
How to Create Multiple Item Records

To create Item records in Catalog, you must be assigned
permission 122 (Create item records).

Item records are attached to a bibliographic record. You can create single or multiple items. This
document provides instruction on how to create multiple item records.

To create multiple item records, the Prompt for Multiple Items check box must be selected in the
Admin | Settings | New Records tab.

Settings R_I

| Export Records | search | Print Templates | Facet Dlsplayr |
| Multiselection Groups | Web Options | Web Master | Headings Reports Macros |
| Session Statistics | CreateLists | Claiming/Binding | Statistics | Wmdows | Funds |
| al Undate |

|

| Display | Record Templates | On-the-fly Records
Rapid Update = Receive | Invoice | Importinvoice | Recommendations

CFG WivEE
| New Records
Options for Order View
Show Selection List

Options for New Program Records
When creating a program record, automatically prompt for section record?

Options For New [tem Records
'v| Prompt for Multiple Items
T set login default to NOT print labels when creating Multiple Items

This example demonstrates multiple copies of an item that has multiple volumes. The example of
items without volume or copy follow.

e Retrieve the bibliographic record

Click Summary tab, choose Item from the View drop-down list

Click “Attach New Item”

Sierra opens the New Item Options dialog box

Select the Multiple ltems option

e Enter avalid barcode into the Beginning Barcode field. Sierra generates a barcode
sequentially for each of the items by incrementing the barcode (without the check digit)
and adding the appropriate check digit to the new barcode.
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If your system does not use check digits for barcodes, it simply increments the barcode. For

more information on barcodes, see Barcodes: Overview.

e Enter the Volume Caption to insert in each item's VOLUME field, for example, “vol.”

e The First and Last Volume numbers for each copy

e Click “Increment Copy number” and “Increment Across Locations” if the copy number is

incremented
e Add locations and the number of copies for each location.

New Item Options

Single Item
®  Multiple items

Multiple Items Options

Beginning Barcode 31307012945020
Volume Caption vol.

First Volume 1

Last Volume 7

Beginning Copy Number 1

v Increment Copy Number

v Increment Across Locations

Location # of Copies
iustr Innovative University Study Room 1J
liu3 Innovative University Durant Coll... | 1
Total copies: 2

Clear all
Cor Y oo 2

e Click OK.

Sierra displays the summary of items with appropriate barcode, location, volume number and copy

number.
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New [tems R_|
:)) 14 item records will be added. Continue with item creation?
* " . BARCODE LOCATION VOLUME COPY
1 131307012945020 |iustr vol.1 1
.2 1131307012945038 |iustr vol.2 1
.3 131307012945046 |iustr vol.3 1
.4 131307012945053 |iustr vol.4 1
.5 131307012945061 |iustr vol.5 1
. 6 |31307012945079 |iustr vol.6 1
! E 1131307012945087 justr yol.7 1
[ & "31307012945095 |iu3 vol.1 2
9 131307012945103 |iu3 vol.2 2
10 131307012945111 |iu3 vol.3 2
11 131307012945129 |iu3 vol.4 2
12 131307012945137 |iu3 vol.5 2
13 1131307012945145 |iu3 vol.6 2
14 1131307012945152 |iu3 vol.7 2
Q0

e (Click “yes” to continue creating the item records
e Select template to create the item record

New

Select Template

jnlitem: journal item

mult: Multiple item template
newitem: new items

recitem: received and creat item

e Create the first item record based on the template. In this example, the template is used to
insert values such as item type and item price, in addition to the location, barcode and
volume into all items.
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Copy No. h Inventory Date - Loanrule

ltem Code 1 o Checkin Location Status - AVAILABLE
Item Code 2 s No. of Renewals Internal Use

ftem Type 0 Books No. of Overdues Copy Use

Price $12.00 Overdue Date - ltem Message |- NO MESSAGE
ChecKout Date — Item Use 3 OPAC Message |- —

Checkout Location Recall Date - Year-to.Date Circ

Due Date - Total Checkouts Last Year Circ

Patron No. Total Renewals Item Agency

Last Patron Last CheckoutDate |- - : Holdings Item Tag |6 876 BASIC BIB. UNIT
Last Checkin oo 8 Location iustr Innovative University Study Room Inherit Location |-

Barcode |31307012945020
Volume  |vol.1

e Click Summary
To change data in any of the items, select the item from the table | click the Select button or
double click on the line.

Hge, UK ; Malden, MA: Polity Press, 2020.

Summary

# Record Number Copy No. Item Type Location Status Barcode Call No. Volume
v 1 Newmem 1 0 ustr 31307012945020
v 2 New ITEM 1 0 iustr - 31307012945038
V3 Newmem 1 0 fustr r 31307012945046.
v 4 Newmem 1 0 ustr [ 31307012945053.
v 5 New ITEM 1 0 iustr - 31307012945061
v 6 Newmem 1 0 ustr [ 31307012945079.
v 7 Newmem 1 0 ustr [ 31307012945087
v 8 New ITEM 2 0 3 - 31307012945095
V9 Newmem 3 o 3 [ 31307012945103.
V10 Newrmem 3 0 3 5 3130701294511
v 1 New ITEM 2 0 u3 - 31307012945129
v 14 New ITEM 2 0 o3 - 31307012945152
e Click Save All
[ /m— : o - — s
P : s ‘ Rt m
s ! . : Stz me
P ! . : Sarrotaatnts m
s ! . : R m
P ! . : Sarrotatne) ms
st : . : Stz me
L : . ootz m
s : . : Stz =
e : . : e me
s : . : Sttt m
e : . : Sarrotzaeizy m
e : . : St ms
P : s : St me

All records will have the data added via the template and the new record number
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The added data from the first item record is saved to the rest of items

115852180  Last Updated: 08-07-20 " "j15g52192 Last Updated: 08-07-202 15852209 Last Updated: 08-07-2020 03:09PM  Created: 08-07-2020 (
Copy No. h Copy No. i Copy No. h

Item Code 1 0 Item Code 1 0 Item Code 1 0

Item Code 2 Item Code 2 _ Item Code 2

Item Type 0 Books Item Type 0 Books Item Type 0 Books
Price $12.00 Price $12.00 Price $12.00
Checkout Date Checkout Date oo 8 Checkout Date

Checkout Location 0 Checkout Location |0 Checkout Location 0

Due Date Due Date o - Due Date

Patron No. 0 Patron No. 0 Patron No. 0

Last Patron o Last Patron 0 Last Patron o

Last Checkin Last Checkin .- Last Checkin

Barcode |31307012945020 Barcode [31307012945038 Barcode |31307012945046
Volume  |vol.1 Volume  vol.2 Volumd lvol.3

Creating Multiple Items with no Volume Fields and multiple copies

e Delete the default data that appears in the CAPTION, FIRST VOLUME, and LAST VOLUME
data fields.

e Add location and the number of copies
e Leave automatically selected Increment Copy Number check box checked, if you want

Sierra to assign each successive item record a COPY # value one greater than the COPY # of
the previous item record.

New ltem Options

O Single ltem

(®) Multiple tems
Multiple ltems Options

Beginning Barcode 31307012848505
i il it ith i ion?
Volume Caption ID 5 item records will be added. Continue with item creation? i
p— < BARCODE LOCATION VOLUME COoPY
7 1 31307012848505 |iustr 1
Beginning Copy Number 1 2 31307012848513 |iustr 2
3 31307012848521 iustr 3
Increment Copy Number
= 4 31307012848539 iustr 4
|| Increment Across Locations 5 131307012848547 iustr 5
Location # of Copies
‘lustr . | 5|

o )

Total copies: 5

) &

@ Cancel
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The copy number is incremented:

Summary
Vew
# Record Number Copy No. Item Type Location Status Barcode

¥ 1 115852374 1 o iustr o 31307012848505
) 2 115852386 2 0 iustr - 31307012848513
) 3 115852398 3 0 iustr - 31307012848521
I 4 115852404 4 0 iustr - 31307012848539
) 5 115852416 5 0 iustr - 31307012848547

e Uncheck the Increment Copy Number check box to assign each new item a COPY # value of
lll
New Iltem Options 4
() Single Item

(®) Multiple ltems
Multiple items Options

Beginning Barcode 31307012848505
Volume Caption New Items X
SR DX 5 item records will be added. Continue with item creation?
Last Volume i BARCODE LOCATION voume | coey
e i 1 131307012848505 |justr 1

L] Increment Copy Number 2 |31307012848513 |iustr 1

L] 3 )31307012848521 |justr 1

Location e 4 |31307012848539 [justr 1

fustr [=] 5 5 ) 31307012848547 |iustr 1

Total copies: 5 Yes @

) CID

o

Click “Save all” in the summary, all items will have 1 for the copy number.

Summary
# Record Number Copy No. Item Type Location Status Barcode
| 1 115852374 1 o iustr - 31307012848505
| 2 115852386 1 o iustr - 31307012848513
| 3 115852398 1 o iustr - 31307012848521
| 4 115852404 1 o iustr - 31307012848539
| 5 115852416 1 o iustr - 31307012848547

This publication is supplied for the exclusive use of customers of Innovative Interfaces with the
understanding that it shall not be shown or distributed to anyone outside of the customer's
organization without the prior written permission of Innovative Interfaces. This publication may be
copied only if the copies are for the exclusive use of staff members of libraries that have purchased
the Innovative system.

© 2022, Innovative Interfaces, Inc.
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