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Tedhnical Services Functions & Workflow

The Technical Services Librarian, in collaboration with the Director and the professional staff, is
responsible for all policies and procedures affiliated with this position. Specifically, the duties
include:

1. Acquisitions
9 Collection development
9 Acquisitions policies & procedures
Cataloging
Processing
Statistical record keeping
Other duties as assigned

agrwDd

ACQUISITIONS:

1. Collection development:

1 Keeps up-to-date on curricular and program changes in order to select
appropriate materials for the library collection;

9 Takes responsibility for keeping up-to-date on Internet accessible sources of
information and considers this when deciding whether to maintain paper
copies;

9 Evaluates materials for possible weeding;

1 Coordinates the selection of all materials to assure a balanced development
of the collection;

9 Oversees and reviews allocation of funds according to subject areas,
academic departments, student needs, etc.;

1 Solicits feedback from faculty to determine the changing
curriculum/informational needs;



1 Reviews the literature for new materials in each subject (liaison area);
9 Distributes reviews to the appropriate librarian based on subject liaisons:

BCA (Technical Services Librarian) i Humanities, Anthropology, Nursing

DR (Public Services Librarian) 1 Creative Arts, Social Sciences, Business,

Education, Physical Education.

1 ST (Electronic Resources Librarian) i Applied Technology, Computer
Sciences, Life Sciences, Administration of Justice

1 WE (Instruction/Reference Librarian) i Physical Sciences, Economics,

Education, History, Political Science, Psychology, Sociology

T
T

=

Evaluates gift materials to determine if they should be added and routes to acquisitions
for proper disposition (See Gifts in this manual);

9 Evaluates withdrawn items for possible replacement;

=

Informs users of new acquisitions;

=

Reviews circulating materials to determine collection use, condition, and age;

9 Scans appropriate reviews and selection tools on an ongoing basis to identify
potential additions to the collection;

=

Reviews electronic sites for linkage to library& homepage.

=

Weeds superseded editions and multiple copies (See Inventory,
Weeding, and Collection Assessment in this manual).

2. Collection Development i Acquisitions policies & procedures:
1 Vendor selection and periodic review of vendor(s);
1 Pre-order bibliographic searching including:

1 Checking Voyager (online catalog) to insure no duplications;
1 Reviewing sources:

Choice

Library Journal

Video Librarian

Publishers6é6 catal ogs
Faculty, staff, student, community requests

=A =4 =4 -9

9 If items to be ordered are not in the sources above, the Technical Services Librarian
is responsible for verifying items to be ordered via:

1 BIP



Amazon.com
1 OCLC WorldCat, etc.

1 Receiving materials i Oversee the Library paraprofessional staff by:

1 Verifying materials that we have purchased against what we have ordered;
1 Claiming if necessary.

1 Keeping up-to-date on new acquisitions methodologies and technologies; reviewing
and recommending implementation of those that promise cost-effective improvement
of departmental effectiveness.

CATALOGING:

=A =4 =4 =4 -4

Oversees all modules of the library& automated system that are needed in this position;
Answers staff questions and trains new workers;

Supervises copy cataloging done by classified staff;

Reviews cataloging done by classified staff systematically to check for accuracy;

Performs full original cataloging of books and materials using MARC 21 format, LC
subject headings, etc.;

1 Establishes correct authority records for names, series, subject, uniform titles, etc.;

T Corrects and resolves problems related to obsolete, conflicting, or incorrect older
cataloging;

1 Checks LC subject heading changes as they occur and updates local database on a
regular basis;

1 Takes responsibility for keeping up-to-date on revisions in cataloging rules/practices;

1 Shares information about new cataloging rules/practices with other librarians and staff,
and applies this knowledge to the work as appropriate.

PROCESSING:

1 Supervises physical processing of materials and checks to be sure work is being done
accurately and neatly;

1 Oversees the handling of all processing for incoming materials for the purpose of physical

identification to include:

Inserting tattle tapes

Typing and preparing labels (call numbers, book pockets, etc.)
Binding

Mending

=A =4 =4 =9
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i Barcodes
1 Voyager maintenance, etc.

Keeps up-to-date on current practices involving Library Automation and the various
systems available.

STATISTICAL RECORD KEEPING

Reviews and oversees the budget for purchasing materials;

Monitors expenditures/encumbrances to ensure that funds are being expended at an
appropriate rate;

Provides statistical, financial, and evaluative reports to library administration as
scheduled or requested;

Keeps In-house statistics;

Supervises verification of funds and the disbursement process to ensure that correct
procedures are being followed.

OTHER DUTIES

= =4 4 -4 -2

Performs general reference service;

Prepares pathfinders;

Teaches bibliographic instruction classes as assigned,;
Teaches unit bearing courses;

Serves on various campus and other committees;

Attends classes and workshops for professional development.
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NONPRINT PROCESSING

NONPRINT INCLUDES:

Microforms i microfilm and microfiche
Audiocassettes
Videocassettes
A Video recordings (VHS)
A Videodiscs
A Motion pictures
DVD
A Video recordings
A Computer programs
CD
A Music
A Computer programs
A Reference books
Electronic resources
A E-books
A Reference books
A Databases

ACQUISITION OF NONPRINT MATERIALS

Librarians and other faculty submit requests to Technical Services librarian.
Librarians decide whether to purchase nonprint requests based on our Collection
Development policy.
In compliance with the Assistive Technology Act of 1998, only closed-captioned videos
and DVDs will be purchased to comply with ADA.
I n the event that ther e arpes,liwvingdopro rieg ec)r eser ve (
or otherwise in the collection (e.g. gifts), the Instructional Technology & Development
department will provide a staff member to close caption these items.
Liaison numbers are assigned by the Technical Services librarian.
Since we do not have a nonprint Vendor, nonprint materials are ordered from
www.amazon.com or directly from publishers / distributors.
The Technical Services librarian is responsible for verifying publishers and distributors.
Nonprint materials are then given to the Library Specialist responsible for Acquisitions.
a. The Library Specialist finds the item in OCLC, updates our holdings in OCLC,
exports the record and then enters a PO in the Voyager Acquisitions module.
b. The request and copy of the PO is then given to the DOM who generates a PR
that will be signed by the director and sent to the publisher/distributor.

CATALOGING NONPRINT MATERIAL

Nonprint materials will be cataloged the same as print materials (p.3) using AACR2,
MARC and OCLC designations for nonprint materials.
OCLC uses the following for Nonprint material:

a. Microform


http://www.amazon.com/
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i. [microform] in 245 field
ii. microfilm in 533 field
iil. microfiche in 533 field

Audiocassettes i Sound recordings
I. [sound recording] in 245 field
ii. 2 sound cassettes (179 min.) :#b analog in 300 field

CDi Sound recordings
i. [sound recording] in 245 field
ii. 1sound disc (59 min.) : #b digital ; #c 4 3/4 in. in 300 field
ii. ACompact disco in 500 or 538 field

Videorecording T VHS
i. [videorecording] in 245 field
i. 2vi deocassette(s) or A2
ii.h. AVHSO or AVHS formato in

vid
538
Videorecording i DVD

i. [dvd videorecording] in 245 field

ii. videodisc or videodisc (Laser videodisc) in 300 field

Videorecording 7 Videodisc
i. [videorecording] in 245 field
i. 1 videodisc or Al videodisc(s) (Laser vi

Videorecording i Motion picture
i. [videorecording] in 245 field
ii. film reel(s) in 300 field

CD| reference books, computer programs
[electronic resource] in 245 field
Al computéescopthncd8b0O0dfield
ii. ACompact discodo in 538 field
iSystem requirements for network (or APC

Electronic resources i E-books
i. [electronic resource] in 245 field
i. ForEcbooks, AEl ectronic reproductionodo in 52

Electronic resources i Online reference books (e.g., OED)
i. [electronic resource] in 245 field
i. AEl ectronic datao or fAEl ectronic data an:
1. Text (XGML) or fAWorld Wide Web Resour
Mode of access: I nt er neth38fieldHost : mp
System requirements: é0 in 538 field

o} S 1}

2.
3.

10
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PROCESSING NONPRINT MATERIALS

1. When nonprint materials are received, they are checked against the PR for accuracy by
the DOM and checked in by the Acquisitions Library Specialist.

2. The Acquisitions Library Specialist checks the material into the Voyager Acquisitions
invoice, prints a copy of the OCLC record and gives these to the Technical Services for
cataloging.

3. Atfter the Technical Services librarian checks the OCLC record for accuracy and
completeness (e.g., correct LC call number, correct subject headings, etc.), items are
given to the Library technician for processing.

a. All material receives an MPC stamp.
b. All materials receive labels for:
1. Call numbers
2. Colored tape with CD or DVD designation
1. Yellow for CD
2. Redfor DVD
c. All materials (except audio cassettes) have a security strip attached:
1. Videos1 inthe box or container i not on the tape
2. CDs and DVDs on the locked plastic case

4. The items then go to the Library Technician for counting, review and any corrections in

Voyager.

For mor e i nf or ma tGuidelines for Mefli®Resotiraes ilAACIRIEmMic s
Libraries.

Updated 8-06 bca 3-03
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Workflow i Technical Services

1. Collection Development:

1 Reviews from Library Journal, Choice, Video Librarian, etc. for book and nonprint
materials are routed to appropriate liaison librarian for ordering.

9 Liaisons select books, etc. & put orders in the Acquisitions box in the Technical
Servi ces | i brarianbés office.

9 Technical Services Librarian assigns appropriate liaison numbers to orders.

2. Acquisitions:

9 Firm orders from our book vendor i Midwest:

1 Technical services librarian prepares a packet of orders to be entered into our
Voyager Acquisitions module by the Library Specialist;

T

1

Library Specialist finds OCLC records and imports them into our Voyager
Acquisitions module adding the appropriate prices, etc.

If there is no OCLC record, a short bibliographic record is created,;

Once the records are properly imported into Voyager, the Library
Specialist prints an order and routes to the Technical Services librarian for
final approval,

After final approval, the Library Specialist or ITS (Instructional Technology
Specialist) prints 3 copies T one for the Library Specialist, one for the
Technical Services Librarian and one for the vendor. The Technical
Services Librarian signs and sends the order to Midwest, our book
vendor.

The Library Specialist updates the liaison reports in excel.

1 Itis best to send out one order per week with approximately 25 items.

9 Direct orders:

1 The Technical Services librarian reviews the material to make sure that the
information is correct and current (e.g., publisher information, price, etc.).

9 The librarian then assigns a liaison number to the material that is given to the
DOM who prepares a PR/PO for each item.

9 Standing orders i Brodart & Gale come in automatically.

12
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3. Cataloging:

1 When an order is received, the Library Technician checks in the books (or other
materials) and verifies that the materials are correct according to the POs and/or invoices.

9 The Library Technician goes into OCLC to:
9 Add our holdings in OCLC,;
1 Print out a copy of the MARC record and add a 599 or 500 field to include:

Who ordered the item and liaison area;

The cost of the item;

Date the item was entered into Voyager;

Any other important information e.g. Choice Best Academic title, Pulitzer Prize
winners, Nobel Prize winners, etc.

E

1 Places the copy of the MARC record within the material (book, video, CD, etc.):

9 If the MARC record is not the full bibliographic record, the Library Technician
locates the correct record, prints it and places it inside the book (or other
material).

9 The materials are then routed to the Technical Services Librarian who verifies that the
OCLC record exactly matches the material and that all the other information is correct
and exact. These include:

Call number

Subject headings

Pagination

Locations (Reference, Main, Nonprint, etc.)

=A =4 =4 =

9 The Technical Services Librarian includes a PSSST slip in her liaison areas to be
routed to the appropriate faculty or staff member.

i The items are then given to the Library Technician who updates the record in
Voyager with the appropriate changes and/or additions.

9 The materials then go to the Library Specialist for final processing.

4. Processing:

9 The Library Specialist pencils in the OCLC number as near as possible to the ISBN
number (usually on the verso of the title page);

1 Pencil the call number on the title page;

13
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Types the call number labels and affixes them to the material unless the labels are
produced by our vendor;

The materials are then routed to the Library Technician who does final preparation for
librarian review and shelving.

1 Enters the 852 (Voyager field for locations and call numbers) into the Voyager
system;

9 Affixes a barcode either on the inside cover or on the first page of the book;

9 The barcode is then added to the item in the Voyager database;

When the books have been processed, the Library Technician checks them for errors

and preparesthemfor t he | i brariansd review.

Library Technician then prepares 2 reports:

9 One for the Public Services Librarian with a list of the new books with call

numbers;

1 One for the Technical Services Librarian of the new books by liaison number.
After the librarians have reviewed the books, the Library Technician counts the books
by LC subject area.

Books are placed on a truck for the Librarians to review and to notify faculty of our

new purchases with PSSST slips.

Books are then put on the new book shelf or shelved appropriately.

Bca updated 2-07 3-04

bca 3-04
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MPC LIBRARY LIAISONS

SPRING 2008
Liaison Librarian Department # of students in # of classes from | # of items in # OF ITEMS CHECKED
major catalog subject area | OUT 11/02-11/05)
2000 2005
2000 2005 CIRC REF
APPLIED TECH
ST Automotive Technology TL | 31 29 7 15 198 12
ST Aviation 8 0 2 4
ST Drafting/Architecture NA 47 6 5 5 973 21
ST Engineering 67 76 1 7 748 73 | 59 312
ST Fire Protection Technology | 346 449 14 25 120 9 12 24
ST Golf Management 0 4 12 6 24 2 NA
ST Parks & Recreation 59 148 16 64 66 6 NA
ST Real Estate 25 98 6 7 27 4 NA
585 810 63 133 2156 127 | 138 945
TOTAL
%
BUSINESS
Business HF, HD, HE 449 407 20 25 1278 155 205 570
DR/ Business Skills 18 16 35 39 See Business
ST Computer Science/ QA76 | 204 217 34 33 374 18 221 609
Information Technology (ever)
TOTAL 671 640 89 97 1652 173 | 426 1179
%
CREATIVE ARTS
DR Art N not NA, NK 155 60 26 572
167 131 35 1603
66
BCA/ST/ Drama PN1560 - 3307 NA 73 NA 50 1079 75 PN1560 - 3307
DR Music M 63 59 40 39 1192 97 69 1122
DR Photography TR 19 40 6 16 378 8 102 270
TOTAL 237 339 106 236 5645 275 | 743 2995
%

15




HUMANITIES

BCA/SF/ ESL PE1128 - 1499 NA NA 18 28 149 12 PE11287 1499 fil
ST/BCA/ English / Sign Language 125 106 72 widram 44 10895 446 | 1319Fill 4394
SF/ P, PE, PN, PR, PS, PZ No drama
BCA/ Foreign Language 101 41 13 31 2631 13 214 390
SF/ 12(Sp.) 24
13(Fr) 9
NA (Ger) 5
BCA/SF Humanities/Liberal Studies | 61 113 4 5 297 56 12 30
/ A
BCA/SF/ Philosophy/Religion 6 12 6 8 2177 82 154 725
B except BF
BCA/ Speech/Communication NA 41 7 10 161 7 PN4001 7 4500 P87
SF/ PN40017 4500 P87 1 99.6 i 99.6
TOTAL 318 351 120 126 16,310 706 | 1699 5803
%
Librarian Department # of students in # of classes # of items in # of items
major subject area checked out
(11/02-11/05)
2000 2005 2000 2005 CIRC REF
2000 2005
LIFE SCIENCE
ST Anatomy/Physiology 149 172 2 6 1011 63 33 451
Zoology (pre-med, pre-
nursing) QM, QP, QL
ST Biology 65 67 15 15 2196 206 426 1154
1 Ornamental 58 54 7 23 601 90 49 238
Horticulture QK, S, SB
ST Dental Assisting RK 13 55 5 14 18 4 0 4
ST Health see Biology 7 5
DR Family & Consumer NA 21 2 4
Sciences GT, TT, TX, NK
1 FashionGT, TT 15 51 6 22 386 36 260
1 Hospitality TX 41 50 13 29 355 14
171
1 Interior design NK 41 51 7 12 361 29
266
1 TOTAL for F&CS 97 152 26 63 1102 79 61 697
Medical 63 69 7 18 1 1
Assisting
A Emergency Medical 0 0 4 9

16




TOTAL 445 590 71 148 4928 443 | 569 2544
%
NURSING
BCA Nursing 357 532 14 34 99 11 28 72
TOTAL 357 532 14 34 99 11 28 72
%
PHYSICAL
EDUCATION
DR Dance 25 31 23 25 See P.E.
DR Physical Education 14 121 62 73 666 34 73 328
9 Sailing & Navigation 10 NA 3 6
1 Massage Therapy 41 48 NA 5
TOTAL 90 200 88 109 684 34 |73 328
%
Department # of students in # of classes # of items in # of items
major subject area checked out
(11/02-11/05)
2000 2005 2000 2005 CIRC REF
2000 2005
PHYSICAL SCIENCE
BE Astronomy QB NA 0 4 3 272 23 | 27 200
BE Chemistry QD, TP NA 15 9 10 197 36 | 38 92
BE Geology/Geography 1 7 5 7 480 148 | 10 134
G-GF, QE
BE Mathematics + Stats QA NA 35 527 91 | NA 499

17
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(not QA76), HA 20 incl. QA76
Oceanography GC 10 6 1 1 48 7 | 26 43
1 Marine Advanced NA 32 5 15 See
Technology Education Oceanography
Physics 12 10 4 6 306 17 | 14 185
TOTAL 23 105 28 62 1830 322 | 115 1153
%
SOCIAL SCIENCE
ST/ Administration of Justice 2047 248 17 32 1474 168 | 300 923
(HV, K)
BCA/DR Anthropology CC,GN, GR 11 18 7 10 568 26 44 238
DR Child Development HQ 149 188 16 39 160 3 | NA 673
767.71 792 See W.S. (HQ) with W.S.
DR/BE/ Economics/Acct/Finance 110 89 5 8 1587 112 | NA 457
HB,HC,HD,HG,HJ,HF5601- With business
5688
DR/BE Education L NA NA 0 2 596 216 | 47 250
1 Learning Skills 25 35
1 Personal Development | 33757  NA 24 17
9 Study Skills Dev. 7 6
DR/ Ethnic Studies (E184- 36 2 4 13 550 48 | E184-185.98
185.98)
DR/BE/ History D,E,F,C (not CC, 28 32 14 19 8258 317 | 370 2744
CS)UV
1 Gentrain 13 42
1 Interdisciplinary Studies 3 2
1 Travel Study 2 1
BE/DY Political Science J 23 29 10 10 1106 92 | 67 256
DR/BE Psychology BF 98 118 9 11 1018 14 | 161 485
DR/BE/, Sociology & Human Serv. 25 66 10 13 1248 44 | 463 264
H,HE,HM,HN,HS,HT ,HX
DR Womeno6s Studi]|l2 14 10 18 836 51 | 226 673
incl.Child Dev.
ALL Library & Information Sci. NA NA 3 7 208 106 | 8 80
1 Genealogy CS NA 4 2 4 19 25 | NA 40
TOTAL 5914 808 181 289 17,628 1222 | 1680 6410
%
General Studies NA 1316
NA 7431
Undecided NA 474

18
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University/Transfer
GRAND TOTAL 8530 13596 766 43646 5517
Update: spring 08 | Update: 2/06 Update: 8/05 bca
10-00
IN-HOUSE USE

During the 9" week of fall and spring semesters, a study will be conducted to determine which
and how many of our materials are used inside the library building. Beginning on Monday of
the specified week, signs will be displayed asking that patrons do NOT re-shelve any materials
that they have used in the library building. Rather, we would like them to place the items they
have used (in house) in the BINS that will be distributed throughout the building. Please
encourage all users NOT to re-shelve their items. Obviously, this does not apply to items that
patrons want to check out.

Using the hand-held scanner, each staff person will be assigned a particular area to scan the
barcodes of the items in the BINS as well as items left at the end of each shelf. Please check

all the shelves in your area (at the end of the stacks on the bottom shelf, etc.) not just the BINS.

Since we have only 1 scanner, each person will have 15 minutes to complete their areas of
responsibility. The time allotted may be less than 15 minutes, in which case, the scanner is
given to the next person as soon as they have finished. | have included each name and time
on the chart.

Areas of responsibility are:

Reference i Library Technician (Amy)

Nonprint i Library Technician (Amy)

Vertical File 7 Library Specialist i Periodicals (Kirk)
Periodicals i Library Specialist i Periodicals (Kirk)
Microfiche i Library Specialist i Periodicals (Kirk)
Reserves i Library Specialisti Circulation (Roseann)
Databases i Instructional Technology Specialist (Stephanie)
Circulating:

= =4 =4 -8 -4 _5_48_°
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Procedures:

=

Beginning on the designated date, we will place signs throughout the library.
2. BINS will be located in the following areas:

a. Upstairsi at the end of the stacks, on the reference desk and on top of the low
stacks.
b. Main floor 7 one in periodicals, two in reference and one in nonprint.

3. Notify Circulation/Instructional Technology Specialist when to start counting Reserve
material.
Notify ITS to begin counting database use in CybraryN.
At a designated time everyday, each person should scan the materials in their area
and give the scanner to the next person.
6. After scanning the items in the bins and/or on the shelves, please put these items on a
book truck to be shelved later.
a. There will be a book truck in the copy center on the 3" floor.
b. For the main floor, please use one of the trucks in technical services.

o s

7. The last person then gives the scanner to the ITS who will then record those numbers
in the appropriate column.
a. Over the weekend, users will be directed to place all items that they use in the
library in the MARKED BINS.
b. On Monday morning, staff will gather all items used over the weekend, scan
those items and give the scanner to the ITS.

8. The only items that need to be counted manually are microfiche and Vertical file items.
9. Evenings: Since there are only 3 people on duty in the evening, the regular staff
(according to the above schedule) will count items first thing every morning.

Please let me know if you have any questions or need further information. Thank you for
all your help!

20
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MONTEREY PENINSULA COLLEGE
Library & Technology Center

COLLECTION DEVELOPMENT POLICIES & PROCEDURES FOR

INVENTORY, WEEDING, & COLLECTION MANAGEMENT

The MPC LIBRARY & TECHNOLOGY CENTER serves as the focal point for the
research and information needs of its students, faculty, staff and community members.
If students are to become competent and literate in an information rich environment,
they must be provided with resources that are relevant, reliable, accurate and up-to-
date. It is the responsibility of the college librarians to provide a collection that is as
comprehensive as possible while properly maintaining that collection. The quality of
any library collection depends on collaborative collection development policies and
procedures and well as careful collection management. One important factor involved
in collection management includes judicious weeding or de-selection of materials that
no longer support the instructional programs of the college.

Weeding or de-selection is an essential element of collection development that ensures
the library& materials are useful and accessible. Every library& print collection is limited
by the space available to house it, and collections should change over time to reflect
changes in the community and in the library& goals. Weeding is a periodic or continual
evaluation of resources intended to remove items that are no longer useful from the
collection (From: Arizona State Library).

21
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INVENTORY

Inventory is the process of checking the library& actual holdings against the online catalog
to make sure that the catalog is accurate. It allows the library to eliminate from the catalog
items that have been lost, stolen or misplaced.

The MPC librarians and staff have decided to conduct an Inventory of the entire collection
every summer. Inventory should also prove to be advantageous to the weeding process.

Although there are several methods of inventory, 2 are predominantly used:

A Comparing a list of printed call numbers with the actual items;
A Utilizing an automated system such as a hand held portable scanner.

We will be using the hand held portable scanner because it has the capability to read our

barcodes that can be downloaded into our online (Voyager) system that will, in turn,
produce an inventory report.

INVENTORY PROCESS

1. All staff members will use the portable scanner for 15-20 minutes/day during the

summer.

Each staff member will be assigned certain call numbers to scan.

After each use, the staff member will have our ITS (Instructional Technology

Specialist) download the data into Voyager.

4. Atthe end of the entire process, the Technical Services Librarian and the Library
Technician will review the results and identify items that are not represented in
Voyager. Decisions will be made to:

wn

1 Replace lost material;
1 Replace in another format;
1 Delete the record from the database.

5. The data collected will be maintained to accurately reflect the status of missing or
lost items and to assist in the weeding process.

Bca 3-04
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WEEDING

This section discusses the criteria for weeding, the stages/steps of weeding, some practical
information for use in planning or conducting weeding, and options for the materials you
remove. Weeding, the permanent removal of items from the collection, is a vital part of
collection management. The weeding process will help identify both strengths and
weaknesses in the MPC library collection. Recognition of weak areas will subsequently be
addressed, and whenever possible, appropriate new titles will be acquired after consultation
with faculty and recommended bibliographies. At the end of the process, a portion of the
library budget will be allocated to the development of the collection in areas that have most
recently been weeded.

Criteria for Weeding

The weeding or de-selection of materials must be a collaborative effort involving librarians,
faculty members, and other parties as appropriate. The decision by the professional staff to
weed materials will take into consideration the following criteria:

obsolescence of the content;

>

physical state of the material;

>

availability of hardware and software to support the item;

>

adequate use for curriculum support.

The 6 criteria listed below should help in weeding library materials.

1. Condition: If a book is in poor condition, it may be considered for removal
depending on your ability and willingness to mend it. Problems to watch for
include:

broken spine

fragile or brittle paper or bindings

bent corners, torn or missing pages

defaced pages or covers

insect or mildew infestations and books that are just plain worn-out.

> v > >

2. Age: Evaluating an item& usefulness based on its age is a tricky issue
especially for books. In truth, most old books hold very little value (monetary or
otherwise) in a public library. Public library customers generally prefer new
books, regardless of content. However, collection development policies in
academic libraries call for the inclusion of older books for retrospective and
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research purposes. Some questions to ask when considering age as a reason
to withdraw an item:

A
A

3.
A
A
A
a.

Is the book so fragile that it can& withstand normal library use?

Does this item have local historical value? If so, perhaps it should be given
to the local historical society. (If your library serves as the town®& archives,
youdl probably consider housing those materials separately from the regular
circulating collection anyway.)

Frequency of Use:

When was the last time an item circulated?

How often is it used in the library?

If you want to keep the item, perhaps it could be moved to a more visible or
attractive location.

Multiple Copies: Sometimes you will discover that you have many more copies of

an item than you realized. Perhaps some of them were donated copies, you have
several different editions of the same work, or it was a very popular subject or
best-seller that has fallen into decline.

A
A

A

Does your collection contain material that provides better, more
current coverage?

Extra copies are often excellent candidates for book sales, trades or
donations.

The Library should make every effort to ensure that the last copy of
a standard work is not inadvertently removed from the collections
without purchasing a newer and more relevant edition of the old
material.

3. Currency/Accuracy:

A

A
A
A

A

When evaluating currency, the key issue is relevance.

History books may not be especially current, but if they are still
relevant they should be kept.

Materials on computers, law, science, technology, health and travel
on the other hand, need to be current to be useful.

For example, if your health guides dond discuss AIDS and other
disease prevention issues, you will need to remove them and
update your collection.

Other items likely to be out of date quickly are travel guides, atlases,
subjects that change frequently such as college entrance exams,
guides to elected officials and anything related to fashion or fads.
Fiction can become outdated, too.

Coverage: Another issue to consider is appropriate coverage. Since society is
constantly changing, what was an accepted view of minorities or women years ago
might be considered.
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There are numerous criteria for weeding discussed in the literature. Two methods are
included below that should provide added information for weeding our collection.

Method 1

Items to be weeded or de-selected should fall under one or more of the following:

1. Anitem is obsolete or out of date and
a. The item was published more that 20 years ago
b. The item has been updated by a newer edition
c. It has no historical value
d. It contains inaccurate information
e. The item has very little or no apparent relevance to current or
anticipated college programs.

2. Anitem is damaged and
a. lIrreparable and not rare/valuable
b. The cost of repair is more that the value of the item
c. We have other copies in our collection
d. Replacement is readily available

3. Anitem has not been used for at least 10 years. However, seldom-used books are
not discarded if they:

a. Arein BCL
b. Have historical or monetary value
c. Are part of the Acored materials

bibliographies)

. Contain information that is not readily available elsewhere

. Could potentially serve a special purpose for faculty, students, staff, or the
community.

o Qo

If librarians are undecided as to whether an item should be marked, it will not be marked
for withdrawal.

Method 2

Texas State Library uses the CREW (Continuous Review, Evaluation, and Weeding)
Method with the following criteria:
= Misleadingi factually inaccurate
= Uglyi worn beyond mending or rebinding
= Supersededi by a new edition of by a much better book on the subject
= Triviali of no discernible literary or scientific merit
Irrelevant to the needs and interests of the library& community
Elsewherei the material is easily obtainable from another library

25

f

or



26

STAGES/STEPS FOR WEEDING

STEP ONE: Librarians are responsible for Weeding material in assigned Subject Areas
according to the Liaison chart prepared by the Technical Services Librarian.

A Full-scale weeding will take place when appropriate time and money is available.
However, weeding on a smaller scale is an on-going process whereby the librarians
identify areas ofthecollect i on (according to the I|librariant
need of review.

A Librarians will examine each title within a designated area and place a yellow slip in
the book be considered for removal.

A The criteria on pages 17 i 19 include factors which, when used in combination, will
help librarians make informed decisions about materials to be kept and materials
which may be removed from the collection.

A To review, Items that meet any of the following conditions will be kept:

1. Theitem is current and there is no newer edition? (Always check for newer
edition or replacement title).

2. How often has the item been used i has it been checked out within the last
10 years?

3. What is the physical condition of item?

4. If the item is currently in the Reference section of the library should it be
transferred to the Circulating Collection (or other appropriate collection) or
withdrawn completely from library inventory?

5. What in the curriculum does this item support?

STEP TWO: Librarians Check Standard Bibliographies

A During this step, titles in areas identified for the weeding process will be
compared against the most recent edition of Books for College Libraries
(BCL) . Most of our collection has been check:
the title page.

A If recommended by an academic department or program, the collection will
also be compared to available recommended, discipline-specific,
professional bibliographies.
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STEP THREE: Faculty Review of Marked Items in Context

A
A

A

The faculty will be notified when specific sections of the collection are ready
for their review.

Faculty will be given a timeline to review only the items with yellow colored
slips in their subject areas on the shelves.

Faculty has the following options for marking each item, according to how
they evaluate that item® future in the collection:

1. Mark the item with a colored blue slip and leave both (e.g. yellow or blue) slips
intact. Two different colored slips indicates the item is to be removed from the
MPC Library collection.

A If faculty choose items to be weeded, the faculty member should:

A Decide if the item should be set aside for possible inclusion in a
departmental reading room.

A Insert a slip in the book with the name of the department
requesting the book. If two or more departments request the
item, it will remain in the MPC Library.

2. Leave the item alone, with the colored strip intact. A single colored strip
indicates that the item will be set aside for interdepartmental review and
possible de-accessioning.

STEP FOUR: Final Faculty Review of Marked items

A

The purpose of the final review is to allow faculty from all departments the
opportunity to examine materials proposed for withdrawal from the Library collection,
either through de-accessioning or moving them to departmental reading rooms.

The faculty chairs of all departments will be notified that potentially weeded items
have been removed from the stacks and have been placed in a temporary storage
area for faculty review.

These materials will be those marked with yellow strips or with two different colored
(yellow and blue) strips.

For ease of reviewing, these items will be separated from the rest of the collection
and arranged by call number.

They will be available for faculty review for two weeks.
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At this stage, which repeats the steps used in Stage Four above, faculty members may
mark an item in one of the following ways:

1. Mark the item with a blue strip and leave the original yellow strip intact. Any
item with a two strips indicates that the item will be withdrawn from the
collection and either sent to a department, set aside for a book sale or
discarded.

2. Leave the item alone, with the original yellow strip intact.

3. The faculty member must insert a slip in the item with the name of the
department requesting the item. If two or more departments request the
item, it will remain in the Library.

STAGE FIVE: Library End Processing

1. After all stages above are completed, the library staff will finish the weeding
process.

2. Materials will be retained by the Library, processed out of the library, or sent to
departmental libraries, as designated.

3. Prior to the next cycle, statistics on the outcome of the weeding should be
shared with the campus community possibly through the library web page.

4. The library should make available the following information:

The number of items reviewed in a given LC classification;
The number of items identified for possible de-accessioning;
The number of items sent to departmental reading rooms;
And the number of items ultimately de-accessioned.

oo oo

Items Needed for Weeding
Using a book truck, gather some weeding supplies, including:

1. Circulation reports.

2. VYellow strips of paper for librarians to be inserted into an item to be considered for
withdrawal.

3. Blue strips of paper for faculty to be inserted into an item to be considered for
withdrawal.

4. Other slips indicating a weeding decision (retain, mend, discard, etc.).

28
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Some sort of place marker i a piece of cardboard or a book wrapped in
bright paper.

A notebook and pen to record your stopping place, ideas for displays and
new purchases.

Red strips for department and faculty name who may want an item.

List of LC call numbers with librarians and faculty associations (below).

WEEDING
LC Librarian Faculty
Classification
AT AZ DR
Bi BD BCA
BF DR DY
BHiT BX BCA
Ci CT DR DY
Di DX DR DY
E DR DY
F DR DY
Gi GF ST
GNT GR BCA DY
GTi GV DR
Hi HX DR DY
Ji JZ DR DY
Ki KZ ST DY
LT LT DR DY
M
N
Pi PQ BCA
PRi1 PS BCA ST
PTi PZ BCA
QiQE ST
QHIT QR DR DY
Ri RS DR DY
RT BCA
RV1 RZ DR DY
Si SF DR DY
SH i SK ST DR
Ti TP DR ST
TR
TST TX DR
U ALL
\% ALL
Z ALL
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bca 4-04

GIFTS
POLICY

Gifts to the Library of materials or money will be accepted in accordance with Governing
Board Policy 2175 (see below), provided that they meet the general criteria for selection and
provided that there are no restrictions attached to the acceptance of the gift. The Library
Director will have the ultimate responsibility for acknowledging and accepting Gift Donations.

5.

6.

PROCEDURES

Gift books should go through the Technical Services librarian who will initially

decide to accept or reject and then assign the materials to the appropriate
liaison librarian for a final decision of acceptance or rejection.

The library faculty will determine the classification and circulation policy for

all gifts.

The library makes no commitment concerning the shelving, housing or final

Disposition of gifts. All gifts become the property of the library.

The library faculty maintains the right to dispose of unneeded materials as

required.

Notice of the gift will be sent to the Governing Board with a copy of the

Acknowledgement to the donor.

All donors should get a copy of these Policies & Procedures.

IN-PERSON DONOR:

1. Refer to Technical Services Librarian or librarian in charge.
2. If no one is available, fill out the donation form and give it to the
Technical Services Librarian who will get back to the donor.

TELEPHONE DONOR:

1. Refer to Technical Services Librarian or Librarian in charge.

2. Ifno one is available, ask the donor to call back or take the
information to have the librarian call.

3. If Director is not available for an extended period of time (summer,
etc.), refer to the librarian in charge.

GOVERNING BOARD POLICY 2175: Gifts of Donations to the District

The Governing Board, through the Administration of the District, reserves the right to accept
or refuse gifts, donations, and bequests. The Board shall not assume responsibility for
appraising, or assessing value to such gifts, donations, and bequestsford onor s 6 i
purposes.

30
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Acceptance and acknowledgement of gifts shall not be considered an endorsement by the
District of a commercial product, or business entity, or institution of learning.

GIFT INFORMATION FORM

Donor Name Date:

Address

City, State, Zip Code

Telephone

COMMENTS FROM DONOR:

COMMENTS FROM PERSON ACCEPTING DONATION:

FOR LIBRARY USE ONLY:

Total number of items:

Books Periodicals
Pamphlets Non-print
Other (Specify):

ACKNOWLEDGEMENT:

Presidentds Secretary

Library Director Date

Liaison Contact Date
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Supervising Student Workers

Coordinate with the Job Center contact
Hire students through job placement
1 Work study
9 District
Train, assign jobs and supervise students work
Keep record of student hours:
Put out student work sheet.
Put hours from work sheet in time cards at end of month.

1

1

1 Make sure time cards are signed by student and yourself.

9 Turntime cards in to job placement by noon on last working day of month.

MPC LIBRARY STUDENT POSITIONS

INTERVIEW QUESTIONS
1. Have you ever worked in a library?
2. If yes, please explain where and when.
3. What were your duties?

4. What other kinds of jobs or volunteer work have you had? Please explain.

62

. If the student does not have relevant work experience, ask: What are
examples of tasks you do well?

IS

Do you have experience with computers? Please explain.

\‘

. What computer programs have you used? Example: Microsoft Word,
Excel, Access, etc.

8. Have you worked with any library-related databases? If yes, please explain.
9. Have you ever worked with the public? Please explain.

10. If you were offering someone some advice in working with people, what
would you say?

11. How many units are you taking this semester? When are you available
to work?
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Bca 5-2004
PROCEDURES FOR STUDENT WORKERS

The DOM wiill find students (work study or district) through the Job Placement Center and

oversee the necessary paperwork. This includes making sure the students have filled out the
appropriate forms. The DOM wi l |l keep the fADaily T
the exact times they have worked. When students come to the library after completing the

appropriate forms, BCA will interview each student and (if hired) assign them to one of the areas

listed below and the appropriate person will train the students. The person in charge of each

area (the trainer) will be responsible for overseeing and supervising the students in their

respective areas.

LIBRARY AREAS:
1. Circulation (Head of Circulation i trainer)
Library cards
Check-out/in all materials (reserve and circulating)

Check-out/in study rooms
Assist in Copy Center

aoop

2. Technical Services (Library Technician i trainer)

Shelving and shelf reading

Print spine labels

Cover books

Updating Reference sources (see next page)
Cleaning 1 dusting shelves at least once a week

®Poo0TY

3. Computer Labs (Instructional Technology Specialisti trainer)

Check all printers and copiers for toner and paper.

Assist users with programs (Word, excel, etc.), printing, etc.
Reference guestions should go to a librarian.

Prepare rooms for classes according to Office Tracker schedule.
Assist in Copy Center as assigned.

PO TY

4. Periodicals (Library Specialist i trainer)

Shelve periodicals

Shelf read periodicals

Clean periodical area including dusting shelves once a week.
File microfiche.

oo
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UPDATING REFERENCE SOURCES

9 There are several reference sources that we receive on a continuations basis.

1 These are usually indexes which means that there are lists in the front of each issue.

9 These need to be updated when they come in:

0 Grangerds I ndex to Poet rREFPN1021.G7
0 Short Story Index REF PN3373.S5

o Play Index REF PN1655 .P53
o Abridged Biography & Genealogy Master Index REF CT214 .A37
0 Speech Index REF PN6122 .S85
o0 Popular Song Index REF ML128.S3 H4
o Twentieth century Short Story Explication REF PN3373.S56
0 Poetry Explication REF PN1021 .K8
o0 Book Review Digest REF Z1219.C95

o Biography Index REF CT100.B56

1 Steps for updating:
0 When a new edition of any of the above titles arrives, a student or other employee
needs to find the pages that redal filndex of
These are in the front or back of each issue.

0 Some include periodicals and books i we need to check books and periodicals.

0 Gointo our OPAC and search by author, title or keyword.

o If we do not own an item, place a 0 with a line through it. 5
o If we own the item, place a check mark with the call number next to the item.

o Please include the date when you have finished on the 1% page of the lists.

HANDOUT FOR STUDENT WORKERS

Now that you have been officially hired, we would like to heartily welcome you to our family. We
hope that this job will serve as a means of helping you both financially and educationally. Your
library training here offers many opportunities that will assist in your studies at MPC, and
provides valuable work experience that will benefit you in your next job.

We would like to share with you some guidelines that will help us all work better together.
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2

Your work schedule

b

You are an important part of the operation of the library. We count on you for the
accomplishment of many library activities, and we depend on you to appear for work
when you are scheduled.

T Ti me sheet s ar e kept i n a notebook i n t he
Sign in each time you report for work, and sign out when you leave.

1 If you are sick, or if you will be unavoidably late or absent, please telephone the
library at646-4 095 as soon as possible. (We worry alt
from you.)

1 Due to our need to coordinate many work schedules, we ask that you report
for work no more than 15 minutes before your scheduled work time and leave
no more than 15 minutes after your scheduled work time.

1 If you need time off for exams or appointments, please work this out with
the Division Office Manager. She will make the arrangements if you want to
make up time.

1 Feel free to leave personal items in the LOCKERS and food items in the
refrigerator while_working but please remove them when you are finished with
your shift. We need the space!

# Work assignments

9 There are various areas of available work assignments in the Library. You
may be assigned to assist in the computer area, at the circulation desk or to a
variety of jobs which will be designated by the Library Technician.

1 Please do not hesitate to ask for help if there is something about your
assignment t hat y o uFood and @rinks gam cbe Kkepttira thed .
refrigerator located in the staff room. The microwave can be used for any food
except popcorn.

g

# Breaks i you do not get paid for breaks

M Students who work a 4-hour shift are entitled to a 15-minute break.
You do not have to sign in or out, but please let a staff person know when you are
leaving on a break.

I Students who work a 6-hour shift are entitled to a 30-minute break. You must
sign in and out for this break.

1 Please arrange a time with the staff member overseeing your work for your 30-
minute break at the beginning of your shift.
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Dress

T

36

= When library users ask you questions

Aside from general directional inquiries or questions relating to areas you have
been trained in, you are asked to refer all other questions to a library staff
member.

Questions about research or how to find information should be directed to a
Librarian.

The library and its services represent the college to its many users, and as
employees we want to dress to reflect this public service capacity.

As students, casual dress is acceptable, but please: no bare feet or shorts.

Use of the telephone

T

The library telephone lines have to be kept open for incoming inquiries and
other patron contacts. Only absolutely necessary calls should be made from
the Library.

Pl ease donot have business associ at
library, except in an emergency.

Conversation in the library

1 Please keep in mind that many students are using the library for quiet study
and that noise can be disturbing. Talk when necessary but keep it low.

9 Should you have any questions or problems concerning your work here,
please feel free to discuss them with us. Again: Welcome! We hope your
work experience with us here will be both interesting and fun!

Signature:

Phone Number:

Date:
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AMERICAN LIBRARY ASSOCIATION
AMERICAN LIBRARY ASSOCIATION CODE OF ETHICS

As members of the American Library Association, we recognize the importance of codifying
and making known to the profession and to the general public the ethical principles that guide
the work of librarians, other professionals providing information services, library trustees and
library staffs.

Ethical dilemmas occur when values are in conflict. The American Library Association Code of
Ethics states the values to which we are committed, and embodies the ethical responsibilities
of the profession in this changing information environment.

We significantly influence or control the selection, organization, preservation, and
dissemination of information. In a political system grounded in an informed citizenry we are
members of a profession explicitly committed to intellectual freedom and the freedom of access
to information. We have a special obligation to ensure the free flow of information and ideas to
present and future generations.

The principles of this Code are expressed in broad statements to guide ethical decision
making. These statements provide a framework; they cannot and do not dictate conduct to
cover particular situations.

I.  We provide the highest level of service to all library users through appropriate and
usefully organized resources; equitable service policies; equitable access; and
accurate, unbiased, and courteous responses to all requests.

[I.  We uphold the principles of intellectual freedom and resist all efforts to censor library
resources.

. We protect each library wuser s respegthot t o pri vac
information sought or received and resources consulted, borrowed, acquired or
transmitted.

IV. We recognize and respect intellectual property rights.

V. We treat co-workers and other colleagues with respect, fairness and good faith, and
advocate conditions of employment that safeguard the rights and welfare of all
employees of our institutions.

VI. We do not advance private interests at the expense of library users, colleagues, or
our employing institutions.

VII.  We distinguish between our personal convictions and professional duties and do not
allow our personal beliefs to interfere with fair representation of the aims of our
institutions or the provision of access to their information resources.

VIIl.  We strive for excellence in the profession by maintaining and enhancing our own
knowledge and skills, by encouraging the professional development of co-workers,
and by fostering the aspirations of potential members of the profession.

Adopted by the ALA Council
June 28, 1995
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Monterey Peninsula College
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LIBRARY TECHNICIAN POSITION
Job Description/Summary

Under general direction, the Library Technician (LT) performs a variety of complex and
technical duties associated with library work. With limited supervision from the Head of
Technical Services and the Director, the Library Technician works within a broad framework
of standard operating policies and procedures. This position requires knowledge of library
terminology and procedures as well an overall knowledge and understanding of functional
area policies and procedures in a library, preferably an academic library.

Responsibilities of the Library Technician involve a combination of duties common to a
library environment including:

1 Staffing;

9 Scheduling;

1 Customer/patron relations;

1 Policy & Procedure development and implementation;
1 Accounting and financial/management;

9 Data collection, recording, analysis, and reporting;

9 Oversight for daily activities/operations;

9 Oversight of Technical Services functions.

The LT serves as the designated supervisor for paraprofessional staff members and for
students.

DUTIES

The Library Technicianbés duties fall within these
1. Overall management of the office;

Overseeing the support tasks common to Technical Services;

Record keeping and statistics pertaining to the operations of the library;

Serving as the backup to the professional staff;

a > w DN

Performing other related duties as assigned.

40



41

OVERALL MANAGEMENT OF THE OFFICE

A The LT performs general duties associated with the management of the office that
includes, but is not limited to:

A Operating computers to perform a wide variety of library duties;

A

Monitoring students by:

A
A

A

In conjunction with the Technical Services librarian, interview,
select, and train student workers;

Training, assigning, supervising and evaluating the work of student
workers;

Confer with the DOM on monitoring pay records.

Supervising the library and staff in the absence of certificated staff or library
faculty by:

A
A
A

Overseeing the office work flow;

Substituting and scheduling classified staff to ensure appropriate
coverage during breaks, vacations, sickness, and leaves;

Responding to technical inquiries during the day-to-day operations of the
library.

Interpreting library policies and procedures to the staff and to the general

public;

Suggesting modifications in library use policies and procedures.

OVERSEEING THE SUPPORT TASKS COMMON TO TECHNICAL SERVICES:

9 Trains, reviews and monitors the work of the Library Specialist for Technical
Services. This training includes:

=2 =4 4 4 _a 9

Creating purchase orders;

Receiving material;

Processing material;

Standing orders;

Processing reserve items;

Collection management and maintenance.

Acquisitions policies and procedures:

1

=A =4 =4 A

Assisting with acquisitions by using a variety of library tools to obtain
bibliographic information for purchasing library materials;

Verifying elements of the records to be ordered,;

Checking and verifying authority files;

Maintaining and updating the accuracy of the online catalog;

Making recommendations for selection and de-selection of library
materials.
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Cataloging policies and procedures:

T

Editing all new materials for the library's online automated system using
accepted library standards and procedures;

Making adjustments to print and online records in accordance with cataloging
policies and rules;

Entering holdings into the online information management systems (OCLC);

Providing copy cataloging using OCLC and other appropriate systems;

Assisting in cataloging and processing Reserves onling;

Performing basic MARC cataloging for the Fiction collection;

Verifying and updating new subject headings using the Library of Congress
Subject Headings;

With the assistance of the technical services librarian, the LT interprets the
Library of Congress cataloging rules for technical processing by staff and
students;

Coordinating staff during annual inventory;

Collecting appropriate data and providing reports regarding Cataloging.

Processing policies and procedures including:

9 Overseeing the process of receiving materials done by the Library Specialist;

T

Monitors the physical processing of newly acquired materials:

property stamping

security stripping

attaching call number labels
attaching barcodes, etc.

=A = =4 =4

1 Selecting materials to be repaired or bound;

1

Initiating the appropriate process for binding and following to completion.
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RECORD KEEPING AND STATISTICS PERTAINING TO THE
OPERATIONS OF THE LIBRARY:

1 Maintains statistical records for all reporting requirements;

1 Analyzes moderately complex data in order to compile, prepare and submit
necessary information;

1 Keeps detailed records related to the operation of the library;

1 Researches and applies appropriate technology to accomplish goals and
objectives;

T I'nterprets and foll ows policies and procedur
organizational goals and objectives.

SERVING AS BACKUP TO THE PROFESSIONAL STAFF
1 When the professional librarians are not available the LT:

9 Assists students, staff, faculty and the community in the use of library facilities
and resources;
9 Instructs patrons in the use of the computers, online indexes and technical
equipment;
9 Assists patrons in the use of microform equipment, copy machines, printers
and other library equipment;
1T Refers questions outside the Library Techn
when appropriate.

PERFORMING OTHER RELATED DUTIES AS ASSIGNED
1 Creates attractive and interesting displays throughout the library;

1 Maintains a clean, orderly and safe working environment;

1 Works independently and exercises initiative in applying policies, procedures and
instructions.
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Supervision and Participation in Acquisitions Processing

When new books are ordered, their records are updated in OCLC and exported to a floppy
through a P.O. in Voyager. Gifts are updated and exported to a floppy separately.

All P.O.s need to be proofread after processing is complete.

When new books are routed back to the Library Technician from the Acquisitions Librarian all
the changes on the record have to be made in the Voyager cataloging module.

9 Call numbers are printed on the title page.

' BARCODES are added at the top (in the middle) of the 1% page of the book at this
time.

1 All new processed books and gifts need to be prepared for the librarians to review.
Attention needs to be paid to non-print materials. Yellow color tapes are added to all CDs.
The MARC records are recycled before librarians review and orange slips are given to the

Library Specialist, who puts them into the appropriate faculty mailboxes for those who are
interested in certain titles after librarians review.

NEW BOOK DISPLAYS

=a =4

=a =4 = =

All new processed books are put on the new book display shelves except for Reference and
gift books.

A green dot, which indicates that it is a new book, is put on every new book on the New Book
shelves.

Their temporary location has to be added in the Voyager cataloging module.

For all new books and gifts, their approximate date of going on the shelf has to be entered in
notes.

Reference books entry date on the shelf DO need to be entered in notes.

The books that have been on the new book shelf for a designated period of time are put into
circulation after their location is changed in Voyager and the green dots are removed.
Reference books and gifts go straight to circulation i unless otherwise specified.

All lost, discarded and gift books need to be counted in Discards, Gifts and Lost items
Hand Count statistics, which is printed out every month.

Books are then given to the Library Specialist for completion of processing.
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Standing Orders

i Standing orders are books and periodicals that come in on a regular basis and usually

belong in the reference section. Forexample: St andard and Poorb6s I ndustr
Essay and General Literature Index, Book Review Digest, etc. All of them are processed
differently.

1 Some items are checked in using acquisitions. Open acquisitions. Under the Check-In
tab, press serials check-in. Check to make sure you are checking in the right item. Click
Accept. Click Receive. Click Okay. Check History to see if it was entered properly.

1 Some items are linked to a bibliography in cataloging. Open cataloging. Search for the
title. Pull wup marc record and check to make s
open-ended entry. Check items. Click new items. Click yes to link item. Click new item.
Make sure that the item type is noncirc for the reference location. Enter barcode. Enter
the price on the item record. Save.

1 BOTH) Some items are checked into acquisitions and linked to a bibliography, such as
the Annals of the American Academy of Political and Social Science. Sometimes the old
item will be deleted if one is added. For example: directory of overseas jobs, uniform
crime report, etc. Sometimes the old item is placed in circulation and the new one put in
reference.

1 Some items are treated as new books only. Usually this is for an irregular periodical
series, such as Master Writers and Reference Shelf (always 20 dollars.) Access OCLC,
pull up the marc record using the ISBN, print, put price on the first page, and give to the
Technical Services Librarian.

1 ltems that are not treated as new books are processed like regular books. Magnetize

everything. Stamp Monterey Peninsula College. Type spine label.

1 ltems that replace others mean that the old items are sometimes discarded. Check to
see which are saved and which are discarded.

1 Give invoice (if any) to the office manager.
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Call Numbers for Common Standing Orders

Accident data on CA state

Annals of the American

Background notes

highways

REF
HE
5614.3
.C2
C652

[year]

Academy of Political and
Social Science

H

1

Ad
[vol. #]

[year]

REF
JA

51
.U54
[vol. #

Best American short
stories

PS
648
.S5
B4

[year]

Biography index

REF

CT

100

.B56
[month-year]

Book review digest

REF

z

1219

.C95
[month-year] or

[year]

CA library directory

REF
Z
732
.C2
C473

[year]

CA library statistics

REF
z
732
.C2
C475

[year]

CA state publications

REF

z

12235

.C2
[month-year]

Chasebs cal e

annual events

REF
GT

4803
.C48

[year]

Cumulative index to
nursing and allied health
literature

REF
RT

RT

41

41
.C85
.C85
[month]
[vol. #]

[year]
[pt. #]

Current biography

REF

CT

100

.C8

[full year]
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Directory of overseas Encyclopedia of Essay and general
summer jobs associations literature index
REF REF REF
HD HS Al
6270 17 3
.D5 .G332 .E752
[year] [year] Vol. #
[v. #] Index
[pt. #] Tables
Geographic reference HEPéhi gher ¢ MPCcatalog
report (gift) directory
REF
REF REF LH
HD L 1
6983 901 MC
.G38 .H46 [years]
[year] [year]
Magill és 1lit|Modell 6s dr ( Nationaldirectory of
use and new drugs addresses and
REF telephone numbers (gift)
PN REF
44 RS REF
.M351 79 HE
Year .D7 8811
V. # [year] .N38
[year]
Physicianos Prize stories Public Papers of the
reference Presidents
PS
REF 648 J
RS .S5 80
75 P73 A2
.P45 [year] [nothing]
[year]
Reader 6 s gui | Regionalindustrial Requirements for
periodical literature buying guide for certification of
Northern California (gif) |t eacher s é
Annual
REF REF REF
Al HF LB
3 5065 1771
.R48 .C2 W6
[month-year] R427 [year-year]
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Short story criticism

REF

PN

3373

.S56

[no volume #]

Short story index

REF
PN
3373
.S5

[year]

Standard

industry surveys

REF
HC
106.6
S74

[month-year]

&

f

Standard California codes

Standard California

1 _Civil

REF
KFC
30.5
.S2

C52

[year]

codesi Penal

REF
KFC
30.5
S7

A23

[year]

Time almanac
(Information Please

Almanac)

REF
AY
64
155

[year]

Treaties in force (gift)

REF
JIX
236
.US

[year]

Twentieth-century
literary criticism

REF

PN

94

.G2

[no volume #]

United States

government manual

REF
JK
421
A3
[year-
year]

Wages, salaries, and
benefits survey

REF
HD
6993
.C2
W33
[years]

Washington information

Western assoc. of

directory

REF
JK
404
.C6
[year-
year]

schools and colleges:

directory

REF

L

903

.C2

w47
[year-year]

Wh o 6 s inthd veest

World almanac and book

World of learning

of facts
REF REF REF
F AY L
595 67 900
W64 .N5 W6
[year- w7 [year]
year] [year]
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World today series

REF

JA

51

W6

[various A4, E3,
L3, R8, M5]
[year]

Writeros

REF
PN
161
W83

[year]

ma
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Copy Cataloging

1 Copy cataloging is the verification of MARC bibliographic records of new materials for
accuracy of subject headings, physical description, imprint, holdings, and call number
before routing to the catalog librarian.

1 Add specific fields for our library.
9 Add title and author analytics as necessary.

1 The following are modifications to make sure our record accurately represents the book in

hand.
9 Check the call number. 050 is the best field that means it was cataloged by DLC,
theLibr ary of Congress. If the 050 is missing
LC call number and if ités set up how we do

9 Fix it to suit our needs with decimal points, spaces, and no small case letters after
the subfield, add the date at the end, etc.
1 If the call number is missing, look in OCLC for similar records to use the DLC
number, maybe from an earlier edition, etc.
Add our own 090 field if any changes are made.
Some exceptions:
A American Academy of Political Science books are always H1.A4;
A See Standing Orders call numbers (pages 9-12) for a complete list.

= =4

1T Check the 049 field, this is the MTJ field, if
MTJR, iif i1itdés a video, cassette or CD itdéos MTIN
1 Check page numbers, Roman numeral page numbers for the last marked page (xii, 200
p.), and height in centimeters.
1 Check for the index page numbers, bib page numbers, illustrations, maps, etc to make
sure that they are there or not there and correct (add a 500 field if you add something like
that.)
9 Check the copyright date, ISBN and publisher information.
I Add a 599 tag field for the price and date of purchase. For two copies, add two 599
fields. Example: 599 10/00 $13.00 pb. Add pb

1 Make sure everything is correct.

1 Sometimes, title or author analytics are added to a record; for example with a book of
short stories. If each short story is not included in the record or each author and the
librarian would like them added, add them manually in 7XX fields separately. (740 for
titles)
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Maintaining Holdings in the OCLC

1 Records can be found in OCLC using several search strategies.

9 OCLC Connexion is fairly easy to search (see Library Specialist section for in-depth
instructions).

Adding and deleting titles to our OCLC holdings list as needed.

1 Gointo OCLC Connexion (connexion.oclc.org) and enter the following:

9 Authorization;: 100050291
M Password: erin

9 To add our holdings to OCLC.:
9 Find the correct record for the item;

Update the record by clicking on the Action menu and click on Update
Holdings.

) OCLC Connexion - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help ,"

eBack - J \ﬂ @ _;j /':\J Search “-;1:( Favoarites eMedia @ [‘q\:v .,___.\.,r,_ _J ﬁ 'ﬁ

Address |@ hitkp: ffconnexion, oclcorgiweb ZiPspiFetch sessionid=sp0 1 swiS  dev, ool org-46983-dtswoh0g-hZ xtig:recordhumber=31 : dis| V| Go Links **
mywebsearch ~ | P Search = @ Smiley Central % Curzor Mania 0 Iy Infar Games - iﬁ? Custorize

OCLC Connexion Home | Help | Diacritics | Contact | Logoff

= (&i:(LLILEE S <» Authorities <) Express <) Pathfinders <) General (]).% "|

T | rowse W crewe ML Show

|* WorldCat [E3 [Browse Options B[ Create Options  [J[Show Options v|
nu ELEIGO R Record 31 of 32

=

Editt | Editing Bibliographic Record v| action | Action v| view |MARC Template v
WorldCat: PATHways Alternate Produce and Update I:l L4
OCLC 44865329 No holdings in M| Export Record in MARC

- Lock Master Record
Rec Stat ¢ ENte 120k For Export 20031025

Type ELvI D Srce [Mark Far Label irl ] Lang
Print R d

BLvl E [ZETHT EI Bont [F'::?ducice?r:d Update Holdings Rec j Ctry

5/L @ Orig D EntW [Repon Error =) ] Alph D

pese I i hes (1995, 5993

D] cdhridmen = |Functi0ns v|

[D 00230468 |Functions V|
040 GAC te GAD td GPO td OCLCQ Functions v o

—— =
:’.‘-" start Inbox - Micra,.. B Office Tracks... 23 OCLC Conne... ﬂzi technicalseryi.. . -z 7| ’{_'J [ 10:48 &M
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Deleting titles from OCLC:

1 Gointo OCLC Connexion (see previous page for login information).

1 After finding the correct record, click on the Action menu and click Delete Holdings.

A OCLC Connexion - Microsoft Internet Explorer

Fle Edit ‘iew Favorites Tools  Help #

@Back - \_) @ @ \_h pSearch “;‘EFavorites eMedia @ Df{v :‘\P’ J ﬁ .‘3

Address |@ http: {connexion. oclcorgiWeb ZiPspiFetch ?sessionid=sp01swiS . dev. ocle.org-46933-dtsw9h0g-h2 xtig:recordbumber=19&:di V| Go Links **

mywebsearch v| pSearch A @Smile_l,l Central kCursolMania oM_l,llnfo Games @ %Customize i
OCLC Connexion Home | Help | Diacritics | Contact | Logoff
Catalogi Authoriti E Pathfind ceneral  [is]lll
e ¢ ili:} | =» Authorities <) Express <) Pathfinders = Genera jils
CETW [ browse W Croate W Show )
[* WorldCat v C 9| [Show Options v||
Y
(< JEE > Group 3: Record 196 of 275 =
Editt | Editing Bibliographic Record v| action | Action v/ view |MARC Template v
WorldCat: Dictionary of American history. |Altemate Produce and Update I:l
OCLC 2507320 Held 3 Delete Holdings J
Export Record in MARC
Rec Stat c ENte| ;o master Record 20040303
Type ELvl D Srce [Mark For Export Irl D Lang
tlark For Label
BLwl E Form |:| Conf [F'rint Record Rec D Ctry |nvu
Cont EI GPub [F'rnduce and Update Holdings dx
Repaort Errar
pesc s || SR hes 1575
D]| JRO0R735 pdate Holdings | %HFunctiuns v|
040 OLC $c DLC £d NLM $d B2 Functions v
016/[7| | 7808577 $2 DNLM = | [Functions v
— =i ] o8

i2 start Inbes - ... B Office T A ocicc.. | O technica... it untitled ... B ¥ o F@ 10:54 aM
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NONPRINT PROCESSING

NONPRINT INCLUDES:

7. Microforms i microfilm and microfiche
8. Audiocassettes
9. Videocassettes
A Video recordings (VHS)
A Videodiscs
A Motion pictures
10. DVD
A Video recordings
A Computer programs
11. CD
A Music
A Computer programs
A Reference books
12. Electronic resources
A E-books
A Reference books
A Databases

ACQUISITION OF NONPRINT MATERIALS
9. Librarians and other faculty submit requests to Technical Services librarian.

10. Librarians decide whether to purchase nonprint requests based on our Collection Development
policy.

11. Only closed-captioned videos and DVDs will be purchased to comply with ADA.
12. Liaison numbers are assigned by the Technical Services librarian.

13. Since we do not have a nonprint Vendor, nonprint materials are ordered directly from
publishers and/or distributors.

14. The Technical Services librarian is responsible for verifying publishers and distributors.
15. Nonprint materials are then given to the Library Specialist responsible for Acquisitions.
a. The Library Specialist finds the item in OCLC, exports the record and then enters
a PO in the Voyager Acquisitions module.
b. The request and copy of the PO is then given to the DOM who generates a PR

that will be signed by the director and sent to the publisher/distributor.
c. Many nonprint items can be ordered directly through Amazon or Barnes & Noble.
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CATALOGING NONPRINT MATERIAL

4. Nonprint materials will be cataloged the same as print materials using AACR2, MARC and OCLC
designations for nonprint materials.

5. OCLC uses the following for Nonprint material:

M
a. icroform
i. [microform] in 245 field
ii. microfilm in 533 field
iil. microfiche in 533 field

b. Audiocassettes - i ound recordings
i. [sound recording] in 245 field
ii. 2sound cassettes (179 min.) :#b analog in 300 field

c. CD -1 ound recordings
i. [sound recording] in 245 field
ii. 1sound disc (59 min.) : #b digital ; #c 4 3/4 in. in 300 field
i.h. ACompact disco6 in 500 or 538 field

d. Videorecording - i HS

i. [videorecording] in 245 field
i. 2 videocassette(s) or A2 vide
ii. AMSO or AVHS formato in 538 fi
e. Videorecording i DVD

i. [dvd videorecording] in 245 field

ii. videodisc or videodisc (Laser videodisc) in 300 field

f.  Videorecording - i ideodisc
i. [videorecording] in 245 field
i. 1 videodisc or fAil videoQfieldc(s) (Laser vi

g. Videorecording - i otion picture
i. [videorecording] in 245 field
ii. film reel(s) in 300 field

h. CD1 reference books, computer programs
i. [electronic resource] in 245 field

i. A1 computer optical disco in 300 field

ii. ACompact disco in 538 field

v. iSystemmeegsai fer network (or APCO or fiMac
i. Electronic resources i E-books

i. [electronic resource] in 245 field

i. ForE-book s, AEl ectronic reproductiono in 523
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j-  Electronic resources - i nline reference books (e.g., OED)
I. [electronic resource] in 245 field
i. AEl ectronic datao or fAEl ectronic data an:

1. Text (XGML) or AWorld Wide Web Resour
2. iMode of access: Il nternet. Host: mp
3. iSystem requirements: €0 in 538 field

PROCESSING NONPRINT MATERIALS

5. When nonprint materials are received, they are checked against the PR for accuracy by
the Library Technician.

6. The Acquisitions Library Technician checks the material into the Voyager Acquisitions
invoice, prints a copy of the OCLC record and gives these to the Technical Services
librarian for cataloging.

A

7. fter the Technical Services librarian checks the OCLC record for accuracy and
completeness (e.g., correct LC call number, correct subject headings, etc.), items are
given to the Library technician who will make appropriate changes to the record in
Voyager.

I

8. tems are then given to the Acquisitions Library Specialist for processing. Midwest
provides tattle tape, stamps, and spine labels. If Midwest has not provided these, do the
following:

A
a. Il material receives an MPC stamp.
b. All materials receive labels for:

1. Call numbers
2. Colored tape with CD
M Yellow for CD

c. All materials (except audio cassettes) have a security strip attached:

1. Videos 1 inthe box or container i not on the tape
2. CDs and DVDs on the locked plastic case

9. The items then go to the Library Technician for counting, review and any corrections in

Voyager.

For mor e i nf or ma tGuidelnes for Mefli®Resotiraes iAACIRdEmMic s
Libraries.
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Maintaining Microsoft Access Database

Lists of Holdings

9 Add titles to the Acquisitions New Book List. Videos, Audiocassettes, CD-
Audios and CD-ROMs do not have to be entered in Access table.

1 Run reports from Access for librarians if they ask for it.
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Tabulating Library Statistics

Keep statistics in the Microsoft Excel database.
Keep statistics on monthly basis:

Every month receive statistics from the reference desk (librarians), circulation desk
(Circulation supervisor), and workroom (LT).

Statistics for ILL, periodicals, and microforms are received from Kirk.

Some reports are received from Kim (Item Circulation, Cybraryn statistics, database
use, etc.).

Database statistics can be retrieved from vendors.
Volumes added and discarded from Voyager.

From the |ibrariandés calendar (Office Tracker)
and the total number of students in all of the classes.

Check with the Division Office Manager to find out the amount of fines paid that
month.

Place the monthly stats into excel files with the month name on them. (Thereis a
blank monthly template to use.) Add the monthly results to the five year stats. (A
separate Excel file)

Do cumulative statistics at the end of the fiscal year:

The year runs from July to June. Add all of the monthly stats up. This is the really
important one, with yearly circ stats, volumes added, etc. At the end of each year
back up all the statistics to disk.

Monthly and yearly statistics are sent to everyone in the library.
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Maintaining the Accuracy of the Voyager Online Catalog

Adjust bibliographic and reserve records as necessary.
Fix records brought to you by Librarians.

Coordinate with the Computer Technician (Information Technology Specialist) on proper
use of Item Types and Holdings Locations.

Creating records in Voyager:

Records can be exported to Voyager through a PO or through a disc.
The bibliographic record needs to be adjusted, in other words, all of the changes
added by the Acquisitions Librarian need to be made. Attention needs to be paid to
Reference books and Non-print materials.
Holdings need to be pulled up and call number field (852) filled out.
New items need to be pulled up.

9 Barcode number needs to be filled

9 Temporary location needs to be stated if it is a new book

9 Date of approximate arrival on the shelf needs to be typed in notes (599).

All needs to be separately saved to the database.

Deleting records in VVoyager:

)l
)l
)l

Bibliographic record needs to be pulled up.
Holdings need to be pulled up.

Items need to be pulled up. If there is more than one item, they all need to be pulled
up.

Atfter everything being opened, deleting can be started until everything is cleared.

All needs to be separately saved to the database.
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Deleting of records of ordered books in Voyager:

9 These records can not be deleted from the Voyager database since they are attached to
POb6s but they can be suppressed from OPAC.

Records need to be pulled up.

System icon needs to be clicked on.

Suppress form OPAC icon needs to be clicked on.

The same procedure is done to Holdings and ltems.

All these changes need to be separately saved to the database.

= =4 =8 -8 =9

Vovager Image Server Supervision

9 Supervise the process and creation of the local digital collection.

1 To be completed.
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Supervising Student Workers

Coordinate with the Job Center contact

Hire students through job placement
1 Work study
9 District

Train, assign jobs and supervise students work
Keep record of student hours:

1 Put out student work sheet.

9 Put hours from work sheet in time cards at end of month.

1 Make sure time cards are signed by student and yourself.

1 Turntime cards in to job placement by noon on last working day of month.

PROCEDURES FOR STUDENT WORKERS

The DOM wiill find students (work study or district) through the Job Placement Center and

oversee the necessary paperwork. This includes making sure the students have filled out the
appropriate forms. Thg DOMewRepbokéeep mhki nBasure
the exact times they have worked. When students come to the library after completing the

appropriate forms, BCA will interview each student and (if hired) assign them to one of the areas

listed below and the appropriate person will train the students. The person in charge of each

area (the trainer) will be responsible for overseeing and supervising the students in their

respective areas.

LIBRARY AREAS:

5. Circulation (Head of Circulation i trainer)
a. Library cards
b. Check-out/in all materials (reserve and circulating)
c. Check-out/in study rooms
d. Assistin Copy Center

6. Technical Services (Library Technician i trainer)
Shelving and shelf reading

Print spine labels

Cover books

Updating Reference sources (see next page)
Cleaning 7 dusting shelves at least once a week

PO oY

7. Computer Labs (Instructional Technology Specialisti trainer)

Check all printers and copiers for toner and paper.

Assist users with programs (Word, excel, etc.), printing, etc.
Reference questions should go to a librarian.

Prepare rooms for classes according to Office Tracker schedule.
Assist in Copy Center as assigned.

PO oY
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8. Periodicals (Library Specialist T trainer)

Shelve periodicals

Shelf read periodicals

Clean periodical area including dusting shelves once a week.
File microfiche.

coop

UPDATING REFERENCE SOURCES

9 There are several reference sources that we receive on a continuations basis.
9 These are usually indexes which means that there are lists in the front of each issue.

1 These need to be updated when they come in:

0 Grangerb6s Il ndex to Poet rREFPN1021.G7
o0 Short Story Index REF PN3373.S5

o0 Play Index REF PN1655 .P53
o Abridged Biography & Genealogy Master Index REF CT214 .A37
0 Speech Index REF PN6122 .S85
o0 Popular Song Index REF ML128.S3 H4
o Twentieth century Short Story Explication REF PN3373.S56
o0 Poetry Explication REF PN1021 .K8
o0 Book Review Digest REF 71219.C95

o Biography Index REF CT100.B56

1 Steps for updating:
0 When a new edition of any of the above titles arrives, a student or other employee
needs to find the pages that read filndex of
These are in the front or back of each issue.

0 Some include periodicals and books - i e need to check books and periodicals.

0 Go into our OPAC and search by author, title or keyword.

o If we do not own an item, place a 0 with a line through it. 5
o If we own the item, place a check mark with the call number next to the item.

o Please include the date when you have finished on the 1* page of the lists.
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HANDOUT FOR STUDENT WORKERS

Now that you have been officially hired, we would like to heartily welcome you to our family. We
hope that this job will serve as a means of helping you both financially and educationally. Your
library training here offers many opportunities that will assist in your studies at MPC, and
provides valuable work experience that will benefit you in your next job.

We would like to share with you some guidelines that will help us all work better together.
* Your work schedule

You are an important part of the operation of the library. We count on you for the
accomplishment of many library activities, and we depend on you to appear for work when you
are scheduled.

1 Time sheets are kept in a notebook in the Division Off i c e Manager 0s
Sign in each time you report for work, and sign out when you leave.

91 If you are sick, or if you will be unavoidably late or absent, please telephone the
library at646-4 095 as soon as possible. (Wer worry
from you.)

9 Due to our need to coordinate many work schedules, we ask that you report
for work no more than 15 minutes before your scheduled work time and leave
no more than 15 minutes after your scheduled work time.

1 If you need time off for exams or appointments, please work this out with
the Division Office Manager. She will make the arrangements if you want to
make up time.

1 Feel free to leave personal items in the LOCKERS and food items in the
refrigerator while_working but please remove them when you are finished with
your shift. We need the space!

* Work assignments

9 There are various areas of available work assignments in the Library. You
may be assigned to assist in the computer area, at the circulation desk or to a
variety of jobs which will be designated by the Library Technician.

1 Please do not hesitate to ask for help if there is something about your
assignment t hat y 0 uFood and @rinks gam he kepttira thed .
refrigerator located in the staff room. The microwave can be used for any food
except popcorn.
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Breaks i you do not get paid for breaks

1

Students who work a 4-hour shift are entitled to a 15-minute break.
You do not have to sign in or out, but please let a staff person know when you are
leaving on a break.

Students who work a 6-hour shift are entitled to a 30-minute break. You must
sign in and out for this break.

Please arrange a time with the staff member overseeing your work for your 30-
minute break at the beginning of your shift.

When library users ask you questions

T

Dress

T

Aside from general directional inquiries or questions relating to areas you have
been trained in, you are asked to refer all other questions to a library staff
member.

Questions about research or how to find information should be directed to a
Librarian.

The library and its services represent the college to its many users, and as
employees we want to dress to reflect this public service capacity.

As students, casual dress is acceptable, but please: no bare feet or shorts.

Use of the telephone

T

T

The library telephone lines have to be kept open for incoming inquiries and
other patron contacts. Only absolutely necessary calls should be made from
the Library.

Pl ease donét have business as syouwadt thd
library, except in an emergency.

Conversation in the library

1 Please keep in mind that many students are using the library for quiet study
and that noise can be disturbing. Talk when necessary but keep it low.

9 Should you have any questions or problems concerning your work here,
please feel free to discuss them with us. Again: Welcome! We hope your
work experience with us here will be both interesting and fun!

Signature:

Phone Number:

Date:
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Accepting Gift Books

1 ALWAYS REFER GIFTS TO THE LIBRARIAN FIRST.

1 NOT ACCEPTED:
Ma
gazines are not accepted.
Extremely large donations should be directed elsewhere depending on the type of
books and subject area.
Old textbooks, study guides, and workbooks are not accepted.
Books in bad condition or graffitied are not accepted.
Anything with mold or insects should be immediately thrown into the outside garbage bins.
Nothing really outdated.

= =4 -8 -9 E

1 ACCEPTED:
1 Books that support our curriculum.
9 Older art books and classic literature are accepted.
1 Books that have been printed within the past 5 years can be accepted.
9 The Library Technician or Specialist gives the person donating a form to fill
out (see previous page) . A letter is sent to Victoria Phill
acknowledged in the board minutes. Another letter is given to the Director.

PROCEDURES
Gifts that are already in the collection:

9 Library Specialist will search Voyager database for duplicate items.

9 Attach a note with the call number of duplicate items to the gift books and set aside.

91 Donated duplicates are compared to what is currently owned to see if the donated item is

in better condition to take the place of what is owned.

1 Sometimes donated duplicates are added as a second copy if there is a need to have two copies
of the same item.
The Library Technician will be responsible for adding the barcode to the replacement item.
The Library Specialist will be responsible for stamping the book being removed from the library
collection with the ADiscardd stamp and putting
9 The Library Specialist will be responsible for processing the replacement item.

)l
)l

Gifts that are not already in the collection:

1 Books that are not duplicates are sorted into the appropriate liaison sections where

donated books are kept (Reserve stacks).

1 The librarian responsible for their liaison area will make a decision on whether to accept
or reject a donated item.
Donations rejected by the librarians are put into storage to be used in future book sales.
Donations accepted by the librarians will go to the Library Technician who will search for
bibliographic records and route the books to the Technical Services Librarian.
1 The Library Specialist will process these books as usual, adding spine labels, security

stripping, stamping, title page information and book covers as required.

)l
T

All gift books need to be counted in Discards, Gifts and Lost Items Hand Count Statistics.
What gift books get counted, by whom and when? We need to explain this better.
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Lost Books
Once a year perform a lost book inventory.

The Computer Technician (ITS) can run an Access Report for Voyager detailing all
System-Applied and Library-Applied lost item statuses.

Compare the shelves to the list to find if the books are actually lost.

Check Books in Print to see if the books are still published or find comparable books,
videos, etc. on the subject.

Print out the new recommendations with the year the item was lost in the upper right
corner.

The | ibrarians wil!/l review the recommendati ons

If the items are not being re-ordered we want to delete them from Voyager Cataloging
but keep the patron fines attached in Circulation:

Check again to make sure the items have not returned to the shelves.
Write down the call number and OCLC# for each item.

Forgive the patron fine attached to the barcode and create a new, equal fine with the
lost date, title, and author in the note field.

Discharge the item to remove the lost item status.

After you have finished a batch, have the Computer Technician (ITS) run an exception
report in Access. This will allow you to delete the item.

Delete the item, holding, and bibliographic record in Voyager.
Delete the holding in OCLC.
Count all lost books in Discard, Gifts and Lost items Hand Count statistics.

If the items are being re-ordered, have the Library Specialist use the same record or
import the new comparable item record.

When the item arrives, delete the old item as described above and have the Library
Specialist add the new one.

65



Inventories

Reference collection
1 Inventory collection once a year.

1 Recheck books marked missing in 6 months:

= =4 -8 -8 -9

Print record from Voyager for missing books

Check Books in Print for replacement copy

Declare book lost i refer to lost book section in this manual
Remove record from OCLC and voyager

Count and give to Deborah Ruiz

9 Look for books to update or discard

Circulating collection
T Inventory every 3 years
1 Recheck books marked missing in 6 months

T I >

Print record from Voyager for missing books

Check Books in Print for replacement copy

Declare book lost - T efer to lost book section in this manual
Remove record from OCLC and voyager

Count and give to Technical Services Librarian.
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Weeding

1 Weeding a section of the collection will be directed by the Librarians. Reference the book:
Weeding Library Collections by Slote, 3" ed., Z703.6.S55 1989.

1 Perform an initial weed looking for outdated or beyond repair items.
i Damaged items can be re-ordered if necessary.

T Look for books with Amodernodo or Acurrento
Check with Books for College Libraries to help determine the value of an item.

9 Allow the Technical Services librarian to peruse the selection of items to be discarded and
perform the final de-selection.

Discarded items:

1 Delete from Voyager and OCLC.

1 Stamp DISCARD on the top of the item.

1 Count in Discards, Gifts and Lost items Hand Count statistics.

T Put the items in the fAfor saleodo section.

Back up at the Reference Desk

Help students access and use the on-line catalog.
Assist students with computer programs as necessary.

Discern between directional reference questions and in-depth reference questions. Direct in-
depth reference questions to the librarians.
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Occasional Duties

Bind college catalogs every five years (Periodicals).

Bind magazines every year (Periodicals).

Organize complete shelf reading Summer and Early Spring.

Help train new employees.

Serve on hiring committees as asked.

I nterpret | ibrary policies in the I|ibrarianodos
Weed out the lost and found occasionally:

Take items to the general lost and found at the information center in the student
services building.

Make signs as requested.

Monitor staff room during lunch and break times to make sure staffing is sufficient,
e.g. at least 3 full-time staff present at all times.
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Examples of Duties for Library Technician

A

Assists instructors and students in the use of library facilities and resources; instructs them in the
use of the computer, online indexes and technical equipment: refers to librarian as appropriate.

Responds to technical inquiries during the day-to-day operation of the library; does basic MARC
cataloging and performs technical services work related to acquisitions, copy cataloging using
OCLC and other appropriate systems and assists in processing reserves on line.

Maintains and updates the accuracy of the online catalog; verifies and establishes new subject

headings using Library of Congress Subject Headings, as directed.

Uses a variety of library tools to obtain bibliographic information; verifies elements of the record;

checks authority files.

Interprets Library of Congress cataloging rules for technical processing by staff and students;
selects materials to be repaired or bound; initiates appropriate process, follows to completion.

Supervises library and staff in absence of certificated staff or library faculty; coordinates staff
during annual inventory; verifies records; collects appropriate data; provides reports

Oversees office work flow; substitutes and schedules classified staff to ensure appropriate
coverage during breaks, vacations, sickness, and leaves; monitors staff.

Interviews and selects student workers; trains, assigns, supervises and evaluates work; monitors

pay records.

Operate computers to perform a wide variety of library duties, assists patrons in the use of
computers, microform equipment, copy machines, printers and other library equipment.

Maintains statistical records for all reporting requirements; uses appropriate computerized

software to create reports and maintain records.

Creates attractive and interesting book displays; maintains a clean and orderly environment.

Interprets library policies to the staff and general public; suggests modifications in library use
policies; makes recommendations for selection and de-selection of library materials.

Assi sts with acquisitions

other check points, against holdings.

by

c hecHKineregourtesdnd i ogr aph

Trains, reviews, and monitors the work of the Library Specialist for cataloging. This person
creates purchase orders, receives material, processes items, processes standing orders, and

processes reserves items for the Technical Services Department.

Performs other related duties as assigned

69



Monterey Peninsula College
Library

Library Specialist Position
Technical Services

Procedures Manual

70

70



LIBRARY SPECIALISTT TECHNICAL SERVICES
Table of Contents

Page
Job Description

Gifts- Policy & Procedures

Workflows

Processing New Materials

Performing Minor Repairs

Finding a Call Number

Process for Replacing Call Numbers
Ordering New Books

Searching for a Record in OCLC
Saving Records in OCLC

Exporting Records in OCLC

Creating a Blank Purchase Order
Adding Records to the Purchase Order
Finding Records that did not Import
Filling in Details of P.O. Line ltems
Creating a Short Bib. Record

Verifying and Adjusting the ISBN
Printing the Purchase Order
Cancelling an Item

Creating a New Vendor

Creating a New Ledger

Adding Funds to Ledger

Liaison Number/Liaison Name

Liaison Assignments

Adjusting Liaison Report for Book Budget
Example for Filling in Liaison Report from the Invoice

Glossary

71

71

72
75
78
81
84
85
88
89
90
93
94
98
100
103
106
108
109
112
113
115
116
119
121
122
124
126
129



72

LIBRARY SPECIALIST-TECHNICAL SERVICES

JOB SUMMARY

Under general direction, provide complex and technical duties involving the
ordering, processing and distribution of books and other printed materials for
the Library using a variety of current on-line library systems; perform more
complex technical library work including searching varied data bases, entering
records in data bases, compiling and maintaining library statistical data;
maintain currency with new library technologies such as on-line search
engines and library related programs.

EXAMPLES OF FUNCTIONS

Essential Functions
Advise on use and policies regarding technical processing.

Perform varied technical duties in connection with the ordering and acquisition of
books and other printed library related materials.

Receive, process and prepare all new library materials for use; update various
collections and lists to maintain up-to-date collections and records.

Search automated databases for a variety of materials requested by
students/faculty/staff, making additions or deletions, and performing routine copy
cataloging.

Develop forms, filing systems, and other procedures for materials processing,
including covering, labeling, cleaning and repairing of materials; use word
processing, spreadsheet and/or database programs to maintain statistics;
produce letters, memos, and reports as necessary.

Compile information on library acquisitions; provide public documents; consult
fiscal records for payment information; maintain paper and computer files to
correct detailed outstanding orders and acquisitions.

Interpret policies, rules, and regulations regarding access to collection and use of
materials; informs library staff concerning policy problems or modifications;
determine library privileges by verifying individual status.

Assist in reclassifying books; enter new call numbers into computer data base
and perform other steps as needed to reclassify; refill shelf lists and return books
to circulation.

Perform circulation desk activities; check library materials in/out; take in fines.
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Help patrons with questions/directions; serve as source of library policies.
Schedule rooms through Office Tracker system.
Issue Library cards following Library rules.

Maintain currency with new library technologies such as on-line search engines
and library software programs

Edit library patron records as needed.

Assist with servicing the library machines which may include keeping paper
stocked in printers, installing new ink cartridges, etc.

Assist library users in locating and using materials and machines to obtain
appropriate information, perform circulation desk activities.

Respond to inquiries from students, faculty and staff regarding the various
collections.

Maintain appropriate files for the technical services area of the Library.
Other Duties

Maintain a clean and orderly library environment.

Participate on committees as required.

Train and monitor the work of student assistants.

Perform other related duties as assigned.

EMPLOYMENT STANDARDS

Education and Experience

Any combination of education, experience and training which would indicate
possession of the required knowledge, skills and abilities listed herein. For
example, a Library Technical Assistant Certificate (LTA), and two years of
experience in current technical services area of library operations.

Knowledge
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Knowledge of: basic library principles, Library of Congress classification
system; current technology/software, on-line data bases and networks
relating to library materials and procedures; technical processing of library
materials; current technical processing policies relating to library materials;
library filing and indexing; circulation and reference sources; current office
methods and practices; principles and methods of ordering books, supplies
and equipment; a variety of word processing, spreadsheet and/or database
programs as needed to fulfill the requirements of the job.

Abilities

Ability to: quickly understand and successfully use new/evolving library
technologies; analyze/advise on use and policies regarding technical
processing of library materials; use online library system and Library of
Congress classification system; make accurate additions/deletions as needed,
learn and efficiently use new library technologies as required to fulfill the
duties of the job; prioritize tasks and do several tasks simultaneously; operate
a variety of office machines; use word processing and spreadsheet software
accurately and efficiently; learn and successfully use new software programs
as needed to fulfill the requirements of the job; use good judgment in
recognizing the scope of authority as delegated; use appropriate and correct
English spelling, grammar and punctuation; perform arithmetical calculations
with speed and accuracy; communicate effectively in both oral and written
form; establish and maintain effective work relationships with those contacted
in the performance of required duties; demonstrate an understanding of,
sensitivity to and appreciation for, the academic, ethnic, socio-economic,
disability and gender diversity of students and staff attending or working on a
community college campus.

PHYSICAL EFFORT/WORK ENVIRONMENT

Moderate physical effort which may include frequent standing, walking, lifting
and occasional climbing, crawling or stooping; use of medium weight tools
and materials. Indoor work environment.

GIFTS
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Policy & Procedures

Gifts to the Library of materials or money will be accepted in accordance with
Governing Board Policy 2175 (see below), provided that they meet the general
criteria for selection and provided that there are no restrictions attached to the
acceptance of the gift. The Library Director will have the ultimate responsibility for
acknowledging and accepting Gift Donations.

PROCEDURES

7. Gift books should go through the Technical Services Librarian who will initially
decide to accept or reject and then assign the materials to the appropriate
liaison librarian for a final decision of acceptance or rejection.

8. The library faculty will determine the classification and circulation policy for
all gifts.

9. The library makes no commitment concerning the shelving, housing or final
disposition of gifts. All gifts become the property of the library.

10. The library faculty maintains the right to dispose of unneeded materials as
required.

11. Notice of the gift will be sent to the Governing Board with a copy of the
Acknowledgement to the donor.

12. All donors should get a copy of these Policies & Procedures.

IN-PERSON DONOR:

3. Refer to Technical Services Librarian or librarian in charge.
4. If no one is available, fill out the donation form and give it to the
Technical Services Librarian who will get back to the donor.

TELEPHONE DONOR:

1. Refer to Technical Services Librarian or Librarian in charge.

2. If no one is available, ask the donor to call back or take the
information to have the librarian call.

3. If Director is not available for an extended period of time
(Summer, etc.), refer to the Librarian in charge.

Accepting Gift Books
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ALWAYS REFER GIFTS TO THE LIBRARIAN FIRST.

1 NOT ACCEPTED:

a. Magazines are not accepted.

b. Extremely large donations should be directed elsewhere depending on
the type of books and subject area.

c. Old textbooks, study guides, and workbooks are not accepted.

d. Books in bad condition or graffitied are not accepted.

e. Anything with mold or insects should be immediately thrown into the
outside garbage bins.

f.  Nothing really outdated.

1 ACCEPTED:
a. Books that support our curriculum.
b. Older art books and classic literature are accepted.
c. Books that have been printed within the past 5 years can be accepted.

The Library Technician or Specialist gives the person donating a form to fill out
(see previous page). A letter is sent to tI
acknowledged in the board minutes. Another letter is given to the Director.

1 PROCEDURES

Gifts that are already in the collection:

a. Library Specialist will search Voyager database for duplicate items.

b. Attach a note with the call number of duplicate items to the gift books
and set aside.

c. Donated duplicates are compared to what is currently owned to see if
the donated item is in better condition to take the place of what is
owned.

d. Sometimes donated duplicates are added as a second copy if there is
a need to have two copies of the same item.

e. The Library Technician will be responsible for adding the barcode to
the replacement item.

f.  The Library Specialist will be responsible for stamping the book being
removed from the | ibrary collection wit
putting them into storage for future book sales.

g. The Library Specialist will be responsible for processing the
replacement item.

Gifts that are not already in the collection:
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a. Books that are not duplicates are sorted into the appropriate liaison
sections where donated books are kept (located near the Reserve
stacks).

b. The librarian responsible for their liaison area will make a decision on
whether to accept or reject a donated item.

c. Donations rejected by the librarians are put into storage to be used in
future book sales.

d. Donations accepted by the librarians will go to the Library Technician
who will search for bibliographic records and route the books to the
Technical Services Librarian.

e. The Library Specialist will process these books as usual, adding spine
labels, security stripping, stamping, title page information and book
covers as required.

GOVERNING BOARD POLICY 2175: Gifts of Donations to the District

The Governing Board, through the Administration of the District, reserves the right to
accept or refuse gifts, donations, and bequests. The Board shall not assume
responsibility for appraising or assessing value to such gifts, donations, and
bequests for donorsdé income tax purposes.

Acceptance and acknowledgement of gifts shall not be considered an endorsement
by the District of a commercial product, business entity, or institution of learning.
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Workflow T Technical Services

Collection Development:

. Reviews from Library Journal, Choice, Video Librarian, etc. for book and non-
print materials are routed to appropriate liaison librarian for ordering.

. Liaisons select books, etc. & put orders in the Acquisitions box in the
Technical Services |ibrarianés office.

. Technical Services Librarian assigns appropriate liaison numbers to orders.

Acquisitions:

. Firm orders from our book vendor i Midwest:

a. Technical services librarian prepares a packet of orders to be entered
into our VVoyager Acquisitions module by the Library Specialist;

1) Library Specialist finds OCLC records and imports them into our
Voyager Acquisitions module adding the appropriate prices, etc.

2) If there is no OCLC record, a short bibliographic record is
created,;

3) Once the records are properly imported into VVoyager, the
Library Specialist prints an order and routes to the Technical
Services librarian for final approval,

4) Atfter final approval, the Library Specialist prints 3 copiesi one
for the Library Specialist, one for the Technical Services
Librarian and one for the vendor. The Technical Services
Librarian signs and sends the order to Midwest, our book
vendor.

5) The Library Specialist updates the liaison reports in Excel.

b. Itis best to send out one order per week with approximately 25 items.
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2. Direct orders:

a. The Technical Services Librarian reviews the material to make sure
that the information is correct and current (e.g., publisher information,
price, etc.).

b. The Librarian then assigns a Liaison Number to the material then is
given to the DOM who prepares a PR/PO for each item.

c. Standing ordersi Brodart & Gale come in automatically.

Cataloging:

When an order is received, the Library Technician checks in the books (or other
materials) and verifies that the materials are correct according to the P.O.s and/or
invoices.

a. The Library Technician goes into OCLC to:
1) Add our holdings in OCLC;

2) Print out a copy of the MARC record and add a 599 or 500 field to
include:

Who ordered the item and liaison area;

The cost of the item;

Date the item was entered into VVoyager;

Any other important information e.g. Choice Best Academic title,
Pulitzer Prize winners, Nobel Prize winners, etc.

<K<

b. Places the copy of the MARC record within the material (book, video, CD,
etc.):

c. Ifthe MARC record is not the full bibliographic record, the Library
Technician locates the correct record, prints it and places it inside the book
(or other material).

The materials are then routed to the Technical Services Librarian who verifies
that the OCLC record exactly matches the material and that all the other
information is correct and exact. These include:

Call number

Subject headings

Pagination

Locations (Reference, Main, Non-print, etc.)
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The Technical Services Librarian includes a PSSST slip in her Liaison areas to be
routed to the appropriate faculty or staff member.

The items are then given to the Library Technician who updates the record in
Voyager with the appropriate changes and/or additions.

a. Enters the 852 (Voyager field for locations and call numbers) into the Voyager
system;

b. Affixes a barcode either on the inside cover or on the first page of the book;
c. The barcode is then added to the item in the Voyager database;

The materials then go to the Library Specialist for final processing.

Processing:

The Library Specialist pencils in the OCLC number as near as possible to the
ISBN number (usually on the verso of the title page);

a. Pencil the call number on the title page;

b. Types the call number labels (if labels are not included with book) and affixes
them to the material unless the labels are produced by our vendor;

. When the books have been processed, the Library Specialist checks them for
errors and prepares themfortheli br ari ansd revi ew.

. Books are placed on a truck for the Librarians to review and to notify faculty of our
new purchases with PSSST slips.

. The Librarians are only required to complete to top part of the PSSST slip
indicatingwhot he sl i p goes to. The Library Speci s
ABook Titleo information on the slip.

. Books are then put on the i Bw Book Shelfoor shelved appropriately.
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Processing New Material
Magnetize everything with tattle tape:
Books- Strip spine, if possible; strip inside for paperbacks.
Videos- Strip the inside of the case, NOT the actual video.
Cassettes- Strip inside the case, NOT the actual cassette.
CDs- Strip inside the security case not the CD container.
DVDs- Strip inside the security case not the DVD container.

<<<K<<KKL

Stamping:

V. Use the |l ong AMonterey Peninsula College

book, and bottom of the book.
V Videos receive the small Monterey Peninsula College stamp on the actual
video.

Books- Tape spine label onto spine with clear tape. If the book spine is too small
for a label, tape it to the lower left corner.

Computer Lab books receive a piece of green tape above the call number with a
small, typed fiComputer Labo designation.

CDs receive a bright yellow CD label to the right of the bar code. The spine label
goes to the left of the barcode. Both are covered by tape to protect them. A

circular | abel with the AMPC Libraryo stamp

This will have the call number written on it in ink. If there are multiple CDs, indicate
CD number on the circular label. If the CD accompanies a book, include a label
that says fAiSee accompanying texto. Thi s

DVDs will have a spine label placed on the spine of the DVD case. A circular label

wi |

with the AMPC Libraryo stamp is placed aroun

have the call number written on it in ink. If there are multiple discs in the same
case, indicate disc number on the circular label.

. VHS cassettes need two spine labels: one on the outside of the case another
located on one of the windows of the cassette itself.

. Allnew books get a green dot and they are placed on the New Books shelf for

certain period of time. The green dots will be located at the top of the spine. Print

the month and year on the green dot to keep track of the time it has been on the

ANew Bookso shelf. This will be the same
When they have stayed on this shelf long enough the green dot is removed, their

temporary location is changed in Voyager and they go to main circulation. The time

on the new books shelf will depend on the amount of space on the shelves as this

space is limited. If there is need for space for newer books, pull and relocate all of

the books with the corresponding month designated for relocation.
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NOTE: Reference books, gift books and replacement books do not get green dots
and are not placed on the New Books shelf.

Z REF
731 Z
.D48 731
1986 .D48

1986

9. Call numbers align on left margin. REFERENCE books receive REF above the call
number. NOTE: Whenever possible, place labels approximately ¥ inch from the
bottom of the book.

10. Some hardbound books will come with dust jackets that do not have plastic over
them. Use the plastic book sleeves to protect the jacket. The labels will be
attached to the protective cover and not the dust jacket.

11. Prepare the title page in pencil.
a. Place the date (month and year only) in the lower left corner. Example: (5-01).
b. Place the call number in the lower right corner.

PERSONAL
EMPOWERME

HOW TO
TURBOCHARGE
YOUR LIFE
EOTH OMN
AND OFF
YOUR JOB

Date Clanct Copon ’ Call Number

c. Ifthe title page is dark and the call number and date cannot be seen in pencil,
place the date and call number on the opposite page or on the verso (back) of the
title page.
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Verso (back) of

Sale of this book without a front cover may be unautborized. If this book is coverless, it
may have been reported to the publisher as “unsold or destroyed” and meither the

author nor the publixl.u'r may bave received px{)'))lm/{_ﬂ)r it.
Copyright © 1938 by Barbara W. Tuchman

Al rights reserved under International and Pan-American Copyright Conventions.
Published in the United States by Baliantine Books, a division r)me/dn-m House,
Inc., New York, and simultaneously in Canada by Random House of Canada

Limited, Toronto.

Grateful acknowledgment is made to Little, Brown and Company and to Curtis

Brown Ltd. for permission to reprint excerpts from John Paul Jones: A Sailor’s

Biography by Samuel Eliot Morison. Copyright © 1959 by Samuel Eliot Morison.

Copyright renewed by Emily Morison Beck. Reprinted by permission of Little, Brown
and Company and Curtis Brown Ltd.

bitp://fwww.randombouse.com
Library of Congress Catalog Card Number: 88-92862
ISBN: 0-345-33667-4
Lin o divinms wublichod by arrancement with Alfred A. Knopf, Inc.
OCLCH#:

Manufactured in the United States of America

FEirst Ballantine Books Edition: October 1989

10 9" &8
CL
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12. The barcode should have already been added when entering the record in

13.

Voyager.

All new books (Circulating and Reference) are then placed on a cart for Librarian
review. Seno_l an email to all Librarians notifying them of the new books and giving
them a deadline to review the books. The average deadline is approximately 2
Wee_:ks. However, this will vary depending on the time of the year, i.e.:
Spring/Summer/Winter break. During the Summer break, rather t’harll. allowing
books to stack-up in Technical Services, they are moved immediately to the New
Book shelves and an email is sent out to the Librarians notifying them of this. After

emai

ing the LibraramnBevitape

lai

will initial this when they have reviewed the cart. NOTE: Gift books and
replacement books get moved directly onto the floor and are not put on the cart for

review.
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http://www.sscnet.ucla.edu/csrc/gmo/span145/satire/vii.html
http://www.sscnet.ucla.edu/csrc/gmo/span145/satire/titlepg.html
http://www.sscnet.ucla.edu/csrc/gmo/span145/satire/v.html

Performing Minor Repairs to Materials

The se duties include:

Re-typing and affixing spine labels

Re-taping book covers using book tape

Re-magnetizing materials for security

Gluing pages using the liquid plastic adhesive to glue spines or pages
Re-binding using book binding equipment
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Hnding a Call Number

To help you find materials in our library, books, videos, CDs, etc. are shelved according to the
Library of Congress Classification System. This system is a combination of letters and
numbers that identifies the materials by subject and gives you the unique location on the
library's shelves. Each book has its own call number. The Library of Congress (LC) call
number begins with a letter or letters that represent the broad subject area into which the book
falls. For example: B = Philosophy, Psychology, Religion and BC = Logic.

15.5
.Ca1

15.5

__d:]
351
.C3

— 1. Books are shelved alphabetically
by the first letter or letters.

——— 2. Books are then arranged numerically
by the number following the letter(s).

3. Finally, books are shelved alphabetically by the
next letter and decimally by the following number.

Refer to the following diagrams for mare in-depth information on call numbers.

EF

456
A43
E45
1993
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To find a book with the call number

PN
1009
.Z614

B599

Line 1: Arrangement on the shelf is alphabetical.

i}

Line 2: Then numerical.

PI PP
4 || 44 44| 350|171
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Line 3: Arrangement of the third line is first alphabetical and then numerical, as if
the number were a decimal.

AT

44
F2E

v

Rte =]
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Line 4: Arrangement of the fourth line is first alphabetical and then numerical, as if

the number were a decimal.

o
=
=

=
Em

Hif
N
13
1984

LB
au1
B3k

c.2

P3
1830
F&3

w15

i o Tl

[vear] [copy) [wolume]
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B 456 L

3 A3 801

Ba E45 2T C2T
1962 1993 1976 419582

Books are sorted by their call numbers on a line-by-line basis.

1.
2.
3.

Alphabetically by the first line, then
Numerically by the second line, then

First alphabetically, then numerically by the third line. Note that the
numbers on line three are treated as decimals, so that .C263 comes
between .C26 and .C27.

If there is a fourth line before the year of publication, it is sorted first
alphabetically and then numerically.

If a call number is identical in all respects except for year of publication,
then the books are placed in chronological order by the year of publication.

Process for Replacing Call Numbers on Books

1 Pull books from the shelves if:

\Y

Vv
Vv
Vv
Vv
Vv

If a book has a call number on black tape

If a book has a hand written call number

If a book has a call number engraved or written in white ink

If the book has a damaged or extremely worn spine label

| f there are multiple copies or vol umes
label.

If there is only one copy but spine label indicates multiple copies.

1 Place books on a book truck and give to the Library Specialist (Technical Services).

\%

\%
\%
\%

The Technical Services librarian will review these pulled books to decide if
they need weeding and/or replacing.

The Technical Services librarian will route those items to be weeded to the
appropriate liaison librarian for final decision to weed.

The Library Specialist will type new spine labels and replace them on the
books.

Books are re-shelved.
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Ordering New Books

Once you have a packet of requests from the Acquisitions librarian, you will
need to process them and order them.

General Overview of Ordering Material in OCLC

1. The Technical Services librarian will give the Library Specialist hard copies of
material that he or she will want you to or
liaison numbers written on it. Save the hard copies of the items to be ordered
when you are finished for future referral. Some of these requests will come in the
form of print-outs from BIP, Amazon, or from catalogs like Library Journal or
Choice.

2. Ordering consists of:

V Searching for the full MARC record in OCLC

V Saving the record in OCLC

V  Exporting the record from OCLC to a disc and finally

V Importing the record from the disk to a purchase order in Voyager.
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Searching for a Record in OCLC

1. Log-on to OCLC at http://connexion.oclc.org/ and enter the following:
Authorization: 100050291
Password:  erin

OCLC Connexion System Requirements | Contact | Legal Information =

p

OCLC Connexion” el

Related Links

Dewey-Only Session

Integrated Cataloging
Service

Connexion
Documentation

Authorization [EiEEa: ek CnEsgl eitss

OCLC Cataloging Label

Product Services Weh

ACAS

System Alerts
Access Methods

OCLC Connexion

. - 1 . Connexion Tips
Copyright @ 1999-2004 OCLL as to electronic presentation and platform.
All Rights Reserved. About these links

Internet General Access

2. On the initial search page of OCLC [pictured below] there are a variety of ways to
conduct searches:

V The easiest is the ISBN number search. In the Numeric Search area, type
the ISBN number of the item you are looking for, making sure ISBN is
selected in the drop down menu.

V If the ISBN number is not available, or the search does not produce quality
results you may search by title, author, publisher and other identifiers
using the drop down menus in the Keyword Search area.

V Videos and CDO6s are harder to find, but

el Tan I X 1997 A37 B3

Show |Bibliographic Record | if Single Record Found  Include indexes IWorIdCat vl
Keyword/Numeric Search
> < ch for |os7o703412 [1SBM (bn:) ~1
[anp =] | [Title (1) =]
|AND;| I |F’er50nal MName {pn:) =
Language [Any |
Mat. Type [Any -
source [Any =] Format |Any -
Years Microform [Any =] Internet [Any -]
Holdings |Any |
Show |Bib|iographic Record ;I if Single Record Found Include indexes IWorIdCat vl
I Retrieve only SCIPIO records
¥ Retain Search
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3. Your ISBN or Keyword search will bring you directly to a matching MARC record
or a page like the one shown below which indicates more than one potentially
correct record is available for you to look at. These are the results of an ISBN
search. At this point there are a few things that you can look at in order to select a
record you might want to investigate further.

V Check author, title, copyright year, and edition.

V Check for the identification DLC which indicates a Library of Congress
record. Itis the preferred record over UKM which indicates a British
Library record.

V' When you have located a record that looks promising, click on the blue
number to take you to the MARC record [example shown below].

OCLC Connexion Home | Help | Diacritics | Contact | Logoff

-, Cataloging l”
w | (C23 0 2D
QUMY rovs Options et Otions 0 Show ptins [

2 records found searching for bn 1585441430 in WorldCat
ViewRecord | | Viewlit

Search Results

1, Wiliams, Clennis C., 1966- Goa'swids ; John Muir's vision of nature / Dennis C. Wiliams. 15t ed, Gollege Station ; [Great Britai
Texas A &M Universty Press, c2002 UKM OCLC: 52194074

2, Willams, Dennis C., 1966- God's wids ; John Muir's vision of nature / Dennis C. Williars, 1t ed, College Station; Texas AGM
University Press, 2002 DLC OCLC: 47741847
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4. You will want to compare the information from the hard copies of the orders given
to you to the MARC record. Pay special attention to the following fields:

020 (for ISBN number)

100 (for author name or authorship)

245 (for title)

250 (for edition)

260 (for publisher and copyright information)

300 (for book description information like number of pages, ill., etc.). All

these can be compared to information contained on the hard copy to

assess whether or not you have found the record that matches the item

you want to order.

<<K<K<LK<LKKL

Note: Sometimes, in the heading under the title and next to the OCLC

number you will see mdAadwe Blreddydhave this o . Thi
book. Unless we are replacing or ordering additional copies, do not import
this record.
ype g Bd |3 sre || Audn | | ol | Lang  [eng
Bl m rm || conf 0] Biog  |d MRet | | Ctry
cont |b Gub 5| tte o] Indx 1]
Dest Bs = Fest 0] Dtst || Dates 2002, |
010 | | 2001004568 = | Functions
040 DLC fc DLC £d UKM td C#P td MNM Functions
[D|GBA2‘Y5937 %| Functions
020 | /1585441430 (cloth - ak. paper) = | | Functions
[D |pcc %| | Functions
05| 0[0] | @Ha1.M8 $b w475 2002 | [Functons
333.7/282 21 = | | Functions
%| | Functions
%| | Functions
%| | Functions
%| | Functions
%| | Furictiars
%| | Functions
30| | [[xiv, 246 p.: 8bill ; §c 24 om. = [Functions
[@ Environmental history series ; $v no. 18 = |FU”C“U”S
[D Includes bibliographical references (p. [227]-235). 5 |FU”C“U”S
ENS F|_| Tha thmncand_mila walle — T alifarnia and thanlame — Tha ranna of linkt — Faraet waliioe — frimale M |l:| nrfinne
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Saving Records in OCLC

When you find the correct record, you will want to save it in OCLC so that you
may find and use it later. NOTE: A saved file lasts 14 days in OCLC, so you
may logoff and come back later to continue working with the same save file
for 14 days from the date you saved a record! To save a record, follow these
steps:

1. Scroll to the top of the screen and click on the down arrow at the Action drop-
down menu, Click on fiBave Recordo

OCLC Connexion

Home | Help | Diacritics | Contact | Logoff

. Cataloging
searcn | I creme ML Show
* Worldcat Bl [Browse Options |3 BI[Show options =
~
n 2 Search Results Record 2 of 2
Edit | Editing Bibliographic Record hl Acton | Action e iew | MARC Template hl
Action
worldCat: God's wilds Alternate Produce and Update
ocLC 47741847 Mo holdings in MT1 [Export Record in MARC
Lock Master Record
Books e Rec Stat c Entered |jq.. For Export pd 20030312
Ivpe B ELvl 4 Srce Mark For Label ctrl Lang eng
Print Record
BLwvl m Eorm Conf Produce and Update Haoldings MMRec Ctry txn
Cont b GPub ort Error Indx 1
Desc EY s EY Fest Dates Z00z
o010 2001004568 = | | Functions e
040 DLC fc DLC fd UKM $d C#P fd MNM Functions ~
o1s GBAZ-v5337 = | | Functions et
ozo 1585441430 (cloth @ alk. paper) -~ | | Functions e
04z poc = | | Functions ~
05000} QH31.M3 $h w475 2002 ~ | |Functions e
082 ||0|0| 333.7/2%2 21 ~ | |Functions e
0s0 Eb = | | Functions e
0ag BT b = | [Functions -
1001 WwWilliams, Dennis C., $d 1966- = || Functions -
245|110/ God's wilds : b John Muir's vision of nature f $c Dennis C. Williams. - || Functions i =

2. You will be prompted to save this file and should give your OCLC file a name; |
always use my initials.

w

Every time a record is saved you will be prompted to fill this in with the save file
name you choose. Select YES or press ENTER when you are ready to save.

OCLC Connexion

Home | Help | Diacritics | Contact | Logo

- Cataloging

searcn | | DL crome ML Show

53 [6rowse Options [B3)|[ Create Options |3 ~|
-~
After this record has been saved, the following statuses should be setto:
Workflow Status:| IN-process [~
My Status: |11=428|
Select ¥es or press Enter to save the record to the Save File.
Select MNo to resume editing the record.
WorldCat: God's wilds
ocLc 47741247 No holdings in MTJ - 264 other holdings
Books Rec Stat c Entered 20010501 Replaced 20030312
Type a ELvI £ Srce Audn ctrl Lang eng
BLwl m Form Conf o Biog d MRec Ctry e
Cont b GPub s LitF [u] Indx 1

Desc a Tis a Fest o DiSt s Dates 2002,
010 2001004568
Q40 DLC fo DLC fdd UKM f£d C#EP o MMM
o015 GBAR-YE937
oz0 1585441430 (cloth : alk, paper)
o042 pcc
os0 oo QH31. M3 b Wwwa7E 2002
os2 (a]u] 3337212 21
049 T
100 1 Williams, Dennis O, Fd 1966-
245 10 Sod's wilds 1 Ib John Muir's vision of nature § £ Dennis &, Williams.
250 1st ed.
EN Miallene Statinn s th Tewvas AZ R | nbersing Brass te o 2007 B
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Exporting Records from OCLC

Once you have saved all the records,
save file to a disk or folder in your system.

1. Click the down arrow at the drop-down menu and select f5ave Filea

Home | Help | Diacritics | Contact | Logoff

- Cataloging

ST | frowse W Creme ML Show

* WorldCat bl [ Browse Options B4 Create Options bl [ Show Options ~|
= WorldCat A
S¢ WorldCat
Search Results
| _Save File |
Search Results T :::i::dﬂp
Constant Data cornrmand CFin).
Resource Catalog andam Include the Scan
Pica GGC cormrmand (sea) in
title phrase searches,
To revise highlightad
{Mumeric, Derived, Keyward, Scan Title) [ Search X Clear Search saarch, type suer
et
Keyword Search Quick Tip

Type only one
keyword in sach text

Search for Title - ReET
Expert searchers may
ard Title ~ prafer to cornbine

and qualify keywerd

2. Type in the same name you used to save your records in OCLC to access your save file.

OCLC Connexion

Home | Help | Diacritics | Contact | Logoff

- Cataloging

ST |1 oiowse I create ML Stow

bl | Browse Options |4 | Create Options adl | Show Options ~ | |
Search
Save File Quick Tip

The Caennexian
bibliagraphic save
Yo can search for all of your Save File records by not specifying any criteria. ';‘AE (s ‘IndeDE“de”t oh
= online

Search for |jla428 in | My Status v SlET=erEpiE eere
Fassport or CatME,
AND v in | Title ~
with | Workflow Status v w
AND » Wiforkflow Status v -
AND Workflow Status v v

[] Master Record Locked
[ Retain Search

@ Clear Search

3. Click the down arrow at the Action/Sort drop-down menuandclic k A FIl ag Al
Recor ds R &hiswill puvaggeten check mark in front of each record you
saved that you wish to export from OCLC.

OCLC Connexion

Home | Help | Diacritics | Contact | Logoff

- Cataloging
searen || ETTED | GCCTID | GETTED
M [Browse Options [f|[Create Options B[ Show Options ~| 1
23 records found searching for (sm: ("MTJ™)) and ms: (“jla428") in Save File -

View Record ] View List | [1 (> | Actiorison ~
ActioniSart:

Apply Default CD to Flagged Records

Change Flagged Record Status

Search Results

(] 1. A primer of genome science / Greg Gibson and Spencer VW, Muse, Glear All Flags
Creator: Gibson, Greg. Sawve File Number 5 Modified MTJ, 2002-12-24 Expires in: 14 days Clear Flags on Page
(Workflow Status In-process) (Source Status OCLC) Create Labels for Flagged Records (1-100)
N R n n Delete Flagoed Records
(Action Stai.:us Delete Holdings: _ Export _ Lahel: _ Produce: _ Update Holdings: _ “alidate: _ ) Export Flagged Records ¢1-100)
(My Status jlad28) Flag Al on Page
L] 2. The antiblotic paradox : how the misuse of antibiotics destroys their curative power f Stuart B. [Save Flag
Creator: Levy, Stuart B. Save File Number & Modified MTJ, 2003-12-26 Expires in: 14 days Sort by Ascending Date
Sort by Descending Date
(Workflow Status In-process) (Source Status OCLC)

Sort by Title

(Action Status Delete Holdings: _ Export _ Lakel: _ Produce: _ Update Holdings: _ walidate: _)
My Status jla428)

(@}
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5. A message will notify you that the records have been flagged.

6. Clickthedownar row at the Action/ Sort box again a
Records(1-100) 0. Dondét be aiAdoni@@tdretumntioghe box o u s e e
right after you click -a080fiErpofmhi Bl aggedr Ra
wait for the next prompt---it will take a minute or two!!!

OCLC Connexion Home | Help | Diacritics | Contact | Logoff

- Cataloging =¥ Authorities <) Express < Pathfinders = General H|

Searcn 1| IR | G | GEITID

1) [Browse Options & [Create Options [} Show Options v

23 records found searching for (sm: ("MTJ")) and ms: ("jla428") in Save File ~
ViewRecord ]| | viewLin [ I[1 |3 Action/Sort v
. ActioniSort
Record(s) flagged Apply Default CD to Flagged Recards
Change Flagged Recard Status
Search Results Clear All Flags
Clear Flags on Page
1. A primer of genome science / Greg Gibson and Spencer V. Muse, Sf]:f; ;1‘;;'2;%;'2?3:” Recards (1-100)
Creator: Gibson, Greg. Save File Number 5 Modified MTJ, 2002-12-24  Expires in: 14 days Export Flagged Recards (1-100)
(Workflow Status In-process) (Source Status OCLC) Flag All on Page
(Action Status Delete Holdings: _ Export: _ Lahel _ Produce: _ Update Holdings: _ Walidate: _ ) g'ag f'\—_l: RECUUFURS REIQEVEU
My Status {2423 ave Flagged Records -
(My Status jla428) Sort by Ascending Date
2. The antibiotic paradox : how the misuse of antibiotics destroys their curative power / Stuart B g”: EV_?_ESCE””'”Q Date
art by Title

Creator: Levy, Stuart E. Save File Number 6 Modified MTJ, 2003-12-26 Expires in: 14 days

7. When OCLC says that the records have been exported, you will need to go to the
tab mar ked fAGenerdaown meFruo mnmmatrhkee dd rfioAd mi n Op't
select ADownl oad Export Fileso.

OCLC Connexion Home | Help | Diacritics | Contact | Logoff

< Cataloging <) Authorities <) Express <) Pathfinders |9 (e e]

TN o J_oocumenaion

B Ik Admin Options [+

Admin Options

Preferences

Search User Information
Extraction Shortcuts

News Download Export Files
Download Label Files | 2

You can search for all News records by not specifying any criteria. string of words in the

for box.

k Tip

Search for | n Tte v

with Categary |Any M Quick Tip

For news about

recent changes to
Search ¥ Clear Search Connexion:
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8. Afterselecingi Downl oad Export Fileso you will ©be
showing a list of files to be exported. Select the files you want to export and click
the ADownl oado button.

OCLC Connexion Home | Help | Diacritics | Contact | Logoff

=p Cataloging  =p Authorities <) Express <) Pathfinders
[ e: JNEECTIDN
News Options n |* Download Export Files | v| _

Download Export Files

Download export files for: MTJ Quick Tip

You may not mix
different file formats

il i M
Select  Authorization Created Format Bytes  Downloaded Eaegai=:h
2 03/07/2008,16:27  MARC 51679
Quick Tip

Cnly files that have

[ Reset J tiide J oravimvary baon
downloaded may be
hidden.

9. You will be prompted to save the file. Cl

OCLC Connexion Home | Help | Diacritics | Contact | Logoff

< Cataloging  <» Authorities < Express <} Pathfinders
QT | honn |
W |* Nowwnlaad Fynart Files |+ |

File Download x
Download Export Files
Do you want to save this file. or find a program online to open
it?
Download export files for: MT] || M= Bkt ck Tip
Type: Unknown File Type, S0.4KE not mix
— Fram: connexion,oclc.arg I;;:;:marj
Bibliogrg n one file to
Select  Authorization Created i Geve =a-
™ 03/07/2008,1
ck Tip
" " . hat h
[ ‘wihile: files from the Internet can be useful. some files can potentialy tb:ten =ve
'S harm your computer. I you do not st the source, do nat find a led may be
= program to open thiz file or save this file. What's the risk?
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10. Type in a name (one that you will remember) for the file you are saving to your
dscor computer file and click ASaveo. | wuse
number if | am doing more than one export a day). After a purchase order is
made, i €n6t important to keep these records saved. The records you import to a
purchase order will automatically become a part of the Voyager database.

OCLC Connexion

Home | Help | Diacritics | Contact | Logoff
<) Cataloging  <p Authorities <) Express < Pathfinders

| o )
LTS + | = Download Export Files |+ ||

-l
Download Export Files
Save As E
Savein ‘DDELEImporls j ) ¥ = E-

Download export files for: MT]

Bibliograp
Select Authorization Created
r 03/07/2008,16:2

5

4

File name: E:-: o j Save |
Save az bupe; |.dat Document ﬂ Cancel

11. The Save process is very rapid. When it is finished, you will receive a iDownload
Completeoprompt. Cl i ¢ k A Clofofere@CLC. L og
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Creating the Blank Purchase Order

After you have exported the OCLC records to your disc or folder, it is time to
make a purchase order. Some of the fundamental steps will include:
Creating the blank purchase order

Adding records to the purchase order

Adding ordering details to each record, such as price, location, fund name,
liaison information, and notes

Approving/Printing the purchase order.

< <<<

1. Sign into Voyager Acquisitions using your Operator ID and Password.

2. Clckonthe AOrderso Bar.

_1 Voyager Acquisitions

File Wiew Tools Help

”‘v.vl Dv&v| % Eé :>E| . Clear Wwark zpace
Line ltems | Search Line Items
% Search By: IF'D Mumber LI
Search Line [tems I Equal  Greater | Less |
Search Far: || ﬂl

Orders

Invoices

Ledgerz and Funds

Yendors

Check-If
Order Maintenance
EDI Edit |
MPC Library 5/12/2004 | 11:23 AW él
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3.Click ANew Purchase Orderso icon (a new, bl

<<

numbering is automatic.

_ii Voyager, Acquisitions.

File Wiew Tools Help
JJ.-‘-| B-&-| @ 8 ﬂé| &) Clear Warkspace

Line lkems | Search Line Items
Orders

1 IE Search By: IF'D Mumber ;I
I E | Greater Less
MNews Purchase Order ok _—I _—I

Search Faor: || Search |

Search Orders

Irvoices

Ledagers and Funds
Wendors
Check-n

Order M aintenance

EDI Edit |

MPC Library 5/12/2004 11:25 &AM él

The screen below illustrates a new, blank P.O.
The type is fAFirm Order. o
Make sure that @fMPC fieldshharkae @itedfBhippoeand s i n t he
iBill toa
Select the proper Vendor code. Commonly used vendor codes will be: Midwest
(005803) and Amazon (AMA). There is a search feature next to the code box
that will allow you to look up a vendor code if you are not sure what it is.
Make sure AUSDO appears as the currency cod

ﬁl‘lew Order
File Crder Lne Ttem Tools  Help

HE]Sa_ve @Sag&andCluse|B'&' X‘% E‘;:)K‘@ ‘
Hegderl Fonter I Motes I Properties I
~Oider ~Wendor _
tat fe; I
Number: |44? Code: IDEIEEIDS I@J R L
(I Line Iternz on Order

Tupe: IFirm Order j Aecaunt I j
Site: | T

. Cumency——————
P Lirie: e Subtatal I $0.00 Code l__LISD 'l

Ship Ta: IMPE Library j Other Eharges:l $0.00 I - l_
ate;
Bl Ta: IMPE Library j TutalDrderﬁ.muunt:I $0.00
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Adding Records to the Purchase Order

1. From purchase order, click on

2. Go to folder where OCLC Export is saved and open saved file.

3. Select one or all of the record titles you wish to import to the purchase order.

AAdd

Lok in: | <= ZIP-100 (D) ~] ek E3-

@Acquisitions - Liaison Report Formulas Template
@ncquisitions - Ligison Report Template

My Recent & acquisitions - Special Funding Lisison Repart $50,000
Dacuments @]Aquisitions Liaisons Report 03-04

OCLCila331

OCLCjla3a2

Desktop OCLCjla426

OCLCjla427

OCLCjla427a

OCLCjlad428

gife

=
=

g 4 D=
. =)
Q Yy
%L CL/
=l

ents

by Computer
Q File name: |DCLEls428 = Open |
MyNetwork  Files of type: | Fies(") =] Cancel
Places

[~ Open as read-only

4. Click the Al mporto button and

wa i

t
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purchase orders and materials owned is done during the import process, so this

will take a while. Be patient. You will likely get several messages during this

process that you will have to act on.

Select Bib Records for Import

Import From File: |D:'~.I:II:LI:iIa¢12EI

Import/Replace Profile: |Dn::|c:ac:q

Wald Records: |23 Total Records: |23

ature and itz times :

[ Delete from file after import

Imnpaork Mew File. .. | Cloze I

>

£4]

100

Li

A

ne ( Bi

compa
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5, Often a message wi I[Thisrecprdwas not dddied.tMultipiel | s ay
duplicaterecordsexist.0 Thi s means t hainglronghtinoecor d i s
the P.O. automatically because Voyager is recognizing it as either something we
own, or something we have on order. Sometimes this happens because the title
we want to order may be similar, but not the same as one we own. Sometimes
we are ordering an updated versionofabook. We 6| | | earn how to i mpo
records anyway a little later. For now, Click fOKo0

e

ecl Bib Records for Import

Import From File: |D:'\I:II:LI:iIa42EI

Import/Replace Profile: |Dclcacq

Walid Records: |23 Taotal Records: |23

12

Selected letters [

\_:!‘) This record was not added, Multiple duplicate records exist,

£

[ Delete from file after impart

Import I Hew File. .. LCloze
6. Someti mes a message will appear during the
record was not added. A duplicaterecord exi sts. Link line item t

Click ANO?!

Voyager Acquisitions X

\:\?) This record was not added. & duplicate record exists, Link line item to the duplicate?

Yes Mo ‘
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7. One by one the line items will return from blue (being selected) to white (no longer
selected)
the database. When this process is finished, click iCI o saedavait. Your blank
P.O. will soon display the imported records.

on

t he

iSel

ect

Bi

b

Recor ds

f

or

8. This is a sample of what your P.O. will look like right after your records have been
imported.
B/ Pending (sfard carpanion b music om0 000 Single Part
£/ Pending Monring against the tide: w om0 $0.00Single Part
T Pending Spanish and Portuguese lite om0 $0.005ingle Part
8/ Panding Myth and faity tale in conter o0 $0.00Single Part
9/ Pending HarperCalling readsr's ency o0 $0.005ingle Part
10/ Pending Intemet encyclopedia / edi om0 $0.00Single Part
11/ Pending Oford dictionam of pronun; o 0 $0.005ingle Part
12/ Pending Biitish and lrish lterahure an om0 $0.005ingle Part
13/ Pending British and lrish lterature an 0o 0 $0.00 Single Part
14/ Pending Jazz joumeys to Japan ; the o0 $0.005ingle Part
15/ Pending Cluarki<Press B for Macintos o0 $0.005ingle Part
16/ Pending Bryson's dictionary of troubl o0 $0.005ingle Part
17/ Pending Gind's wilds : John Muir's vis om0 000 Single Part
e Ling ‘ el Lie ‘ Add Line ‘ ‘ ‘

[Rib Search] [Rib [mpcrt] (T erplate)
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Finding the Records that did not Import

There are a few things to do when some of the records you tried to import to
your purchase order do not import.

1. Go through the hard copies of your orders and find the titles that did not import to
the purchase order.

2. Search the P.O.s to see if the item is already on order by returning to the Voyager
Acquisitions front page, clicking the fi5earch Orderso com (left column), and
selecting fSearch By: Bibliographic Infooat the dropdown menu.

3. Click on the box with the Ellipses [...] and select the fKeywordotab at the top.
Type in the name of the book title you want to look up in quotes using Keyword
search and press fSearcha Type the word and between each keyword if
conducting a Boolean search. In this example, the title search yielded a result
which indicates this book has already been ordered on another purchase order or
is owned and displays in the Titles Index window. Click fOKa

Titles Index

Title Long Author [rate
n ealed, from astralogy to the ook landing 'hoas" | Plait, Philip C.

.

] % Cancel Search MaRC.. |

"I Fecaord Found Search: Command=bad and aztranony
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4. The title is inserted in the Search For: box. Click the fSearchobutton.

5. If the item is on a purchase order, the results will let you know which purchase
order it is listed on and some other facts about this item. Go to the purchase order
to see if this item has been received. You can get there by double clicking the
highlighted block.

Line lems | Search Line Items
Orders
Search By IBiinographic Info j
Mew Purchase Or : Equal
@ Search For: [ Bad ashonomy : misconceptions and misuses revealed, from astrolagy to the | Search |
Search Orders

Intended Location | Ledger Name

Library k aterials

Title Purchasze Order | Line temn Murnber | Quantity

6. Notice that when you go to the P.O., you find this book has not only been
ordered, but has been received. The next thing to do would be to check to make
sure the item has not been lost. Check the OPAC, cataloging, and the shelves.
Verify that this book hasndét been | ost.

Line #/5tatus Title Price [Adjustments] | # of Copies | Location Fund

1/ Received Complete  Encyclopedia of food and $36000 1 reference Library M atenals 27
2/ Recerved Complete  Skephical ervironmentalist g2e.0m 1 main Library Matenals 2[
3/ Recerved Complete Designer food : mutant hary $269 1 Ml Library Matenals 2[
4/ Received Complete  Bad astronomy : misconcep 1595 1 main Library Materials 21
A/ Received Complete  Space shuttle : the histary o 9% 1 mai Library M atenals 2(
b/ Received Complete  Theater and cinema of Bust 1495 1 Mt Library M atenals 27
T Rereied Comnlete Tl nnetboran Boboee - eaee 1410 1 Ak I thrann b abaniale 27

104



105

7. By conducting a search in our OPAC, I find that not only do we have this book, it
is checked out and overdue.

|ﬁ previous || next ’ |
Bib P | Table of C | MARC Format |

Bad astronomy : misconceptions and misuses revealed, from asirelagy fo the...

Relevance: NI WM
Database: IMonterey Peninsula College Library
Main Author: Plait, Philip C.
Title: Bad astrenarmy - misconceptions and misuses revealed, from astrology to the moon landing "hoasx'
Primary Material: Book
Publisher: MNew York : Wiley, c2002.
Linked Resources: Table of contents

Database: Monterey Peninsula College Library
Location: Main - Located in Circulating Stacks
c.1 Temporarily Shelved at Mew Books
Call Number: QB44.3 P58 2002
Number of Ttems:
Status: c.1 Overdue - Due on 03-25-04
There are no attachments for this record.

=

[ nrovions || navt

v
‘s Start ["E Creating the Purc.., | 4 Yoyager Acquisiti... 3 Purcha Do Ve g 3 eco.. A B2 @) el BB nozem

8. The next search conducted for a book thatdidn 6t 1 mport to the purch
reveals that we have two books by the same title, but neither year matches the
copyright date of the book we want to order. We now have to take some extra
steps to make the correct record accessible to import to the purchase order. If
the titles are similar, you will need to go into the OCLC record and change the
title. | uswually add the published year or
indicate Areplacement o or Aupdataked next to
sure you save the updated record. You will need to go through the export
process again with these newly updated records.
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Filling in the Details of the Purchase Order Line ltems

1. Sel ect the first r ecortde mn db wtltiacrk da@th et MeD ekt cat
P.O. This will display the fQuick Line ltemotemplate.

[ Line Item - Branded entertainment : product placement & brand strategy in the e... !EH

File Wiew Tools Help

JJIE'Save q,_-“igaveand(:lose |Dv|ﬁ*|% gt :)El @ ‘

Praoblernz ] Clairnz ] Properties ]
Leliverny Options ] MHotes ] Order I Payment Histony I Beceives/Mark
Bib Record ] FPrice ] Copiez/Funds I Copy Status I Tupe

Order/nvaice |N@IE: SRl

List Price: Quantity: Line Item T atal: Total Adjustments:  Adjusted Price:
| mEEE X 1 = | $3395 + | soo0 = [ g39es
Order E11 PrePay &mount per copy: I $0.00

—Adustment Details

Adjusted Price

bdd.. Edit.. Hemave |

Save —

2. Using the hard copies of your orders, fill in these spaces:
V List Price: The price listed on your hardcopy for the item you are ordering.

V Copies/Funds:
1 Intended Locations - Use the drop down menu to select.

o Select fAMaino for books that will go

o iTReferenceo for items marked as REF o

o ANePr i nt CD or DVDo for those items, f
etc.

1 Number of Copies: Almost always 1

1 Ledger: Click the Folder and select the proper fund (normally dated) that
the items you are ordering are going to be ordered against.

1 Commit to fund will fill in automatically.
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V Notes
1 Here you will type in the Liaison Number and the initials of the liaison that
approved the ordering of this item.
o NOTE: You will also type in any additional information that is

written on the hard copy, such as the name of a teacher that

requested the item, notations such as
A iChoice Best 20030
A APul i tezelri tPerriazt ure 20040 et c.
A If the item is a reference book, type REF. before the liaison

number. It will be important later for you and the vendor.

V Delivery Options: Requester
1 Here you will type in the Liaison Number and the initials of the liaison
that approved the ordering of this item. Sometimes it is easier to just
copy and paste what you have typed in
same information although this field allows a smaller amount of
characters so you may need to abbreviate.

3. When you are finished filling in the different fields. Click f'Saved Move on to the
next record and repeat until finished. Save your Purchase Order work periodically
bycl i cking tdhe csamaldt Atdines cupper | eft hand of

4. Unless instructed to do otherwise, place approximately 25 item orders on a P.O.
for Midwest. Amazon will be on one P.O. and there is no limit to how many will
be on that list. Note: When ordering from Midwest using a request printed from
Amazon, you will need to go to BIP to find out the actual list price as Amazon
prices may vary.

5. Save.
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Creating a Short Bib. Record

Sometimes a matching OCLC record will not be found for an item you wish to
order. I n t hAdLine[Bmnalatefdoe cA ibckaenill t empl at
display. Fill in @ minimum amount of information on this.

Copyright year (Date)

ISBN number (without dashes)

Author (last name first)

Title (exactly as it appears on the hard copy)

Click flOKa A new line item will created automatically.

arwnE

Add Bib/ltem

Tenpiate: [ -
Date: (2000

Place: |N|:| place, unknown, or undetermined

L Lo

Language: | Englizh

ISBM: OCLE Mumber: |

Author:
Title:

Pub Mumber: |
Publisher; |

E ditior:

Place:

|
|
|
Series: |
|
|
|

LCCH:

| LCancel |
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Verifying and Adjusting the ISBN

1. After all of the records are imported to the purchase order, it is necessary to verify
that the correct ISBN number appears as the first ISBN number on the MARC
record for each item on your order. To do this:

a. Open Voyager Cataloging.

b. Click on a record by highlighting it then click the MARC button.

c. Notice Voyager Cataloging will flash and then remain orange, indicating
the MARC record is up and ready for your review.

d. Click on Voyager Cataloging.

[ Purchase Order: 447 - [Pending]
File Order Lineltem Tools Help

IH save [Y Save and Close | [0 Approve 57 @uick Line ttem OFF [-[&- X B &k @&
Header | Footer | Motes | Properies |
Order Wendor g B
tatus Date:
Hurnber: |447 Code: 005203 @ 4/23/2004
24 Line ltems on Order
Type: | Firrn Order - Account: -
Site: | MPC Library - funounts
- . ’7 Currency
Loca.llons : Line Itern Subtotal $0.00 Code ’—USD
Ship Tor | MPC Library bt Other Charges: $0.00 5 ’—
. - ater |1
Bil Ta: |MPC Library hd Total Order Amaunt: $0.00
Line #/Statuz Title: | Price [Adjustments] | # of Copies | Location Fund |Line Tatal | Line Item Type MNotes ~
1/ Pending PFrimer of genome science / $0.00 a $0.00 Single Part
2/ Pending Antibiotic parados : how the $0.00 1) $0.00 Single Part
3/ Pending Amernican health dilemma, Y $0.00 1] $0.00 Single Part
4 / Pending Continuum companion ba bw $0.00 1) $0.00 Single Part
5/ Pending Oxford companion to music $0.00 1] $0.00 Single Part
E / Pending Mooring against the tide : w $0.00 u] $0.00 Single Part
7 /! Pending Spanish and Portuguese lite $0.00 1] $0.00 Single Part
1]

8/ Pending yth and fairy tale in conter $0.00 $0.00 Single Part

9/ Pending HarperCalling reader's ency: $0.00 1] $0.00 Single Part

10/ Pending Intemet encyclopedia / edit $0.00 1] $0.00 Single Part

11 / Pending O=ford dictionary of pronunc $0.00 1] $0.00 Single Part

12/ Pending British and lrish literature arn $0.00 1] $0.00 Single Part

13/ Pending British and lrish literature arm $0.00 1] $0.00 Single Part &
[E?‘fgé‘g:h] [BA;ngl;Fcﬁt] [IAedr?wé_l‘ar}ee] Delete Line Details.. MARLC..
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2. Sometimes a MARC record will only have one 020 field, one ISBN number.

V As long as it matches the item you are ordering, you may close the
MARC record and return to the P.O. to look at the next item.

V If the MARC record has two or more ISBN numbers, it is very
important to make sure the ISBN of the item you are ordering is the
first 020 field listed on the MARC record. The first ISBN number
will get printed on the purchase order!!! MPC usually chooses
paper copies over hard copies if they are available.

"~ Bib 66882 : Myth and fairy tale in contemporary women's fiction / S._.. |Z||E|

MARC | Swstemn | History |

Leader | |02270cam 2200409 2 450 0o0g
005: [20D4D423124123.0 0oz
00g | 01022z s 2001 enk _ _h _001_0_ eng _ _
Tag | 11| 12| Subfiold Data -~
oo fa 2001055108
oas 1a (O ColC)os maasaa 751
040 12 DLC fo DLS 1d UKM dd SeP dd CWS dd U
o5 a GBA1-XS052 =

o g =] Fa 4T0SEE01 fa S0 S0ES

id-fresa papar)

Q50 O 0O fa PR&:2E.MOES 1b S48 2001
a2 0O O fa 220090 08045 122

3. Thisis an easy fix. Click on the beige space next to the ISBN number you wish to
move to the top.

4. Right Click on the beige space and select iMove this field up by onea

"~ Bib 66882 : Myth and fairy tale in contemporary women's fiction / S... E]_|

MARLC | Swstem | Histore |

Leader |D22BElc:am 2200409 =2 45 0 aos

n05: |2UD4D42E|1 55157.0 oozF
aog |D10328 = 2001 enk _ _ b _ ool _0_ eng _ _
Tag | 12 Subfiskd Data -~
o410 Fa 20010355108
oas ta (O Col C)on ma9Eaas 7
D40 ta DLC $o DLS dd UKM $d CeP dd CwWsS d Jvd
o158 Ta GBEA1-HS0E2 ——
o1 Fa 4P0E5201 Ja 50216055
oz ta OEESTE0H 48 (acid-free papan)
= P ren +a MR PO S5 fnbk ]

Zuk this Field
Zapy Ehis Field s =00
Paste before this Field 5 o o
Mowve this Field up by one
Mowve this Field down by one v

Delete this Field
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Click the Save to DB button.
Close the MARC Record and minimize Cataloging.
Continue to verify and correct ISBN order on the MARC Records.

When you are done you may close the Voyager Cataloging feature.

MARC | Svstem | History |

Leader | |02269cam 2200409 5 45 0 0o0s

005: [20040429155157.0 D07

008 | 010328 ¢ 20001 _ emk _ _ _ b _ 001 _0_ eng_ _
Tag | 11| 12| Subfied Data -~
10 ta 2001083108 9
ozs ta (O ColCloom 4658575
040 $a DLGC fo DLG pd UKM pd CRP bd CWS 3d Jvd
o5 {a GEA1-X5052 -
Cagl=] ta 47063001 fa S0P16085

> || [ ta 0232720185 (pbk)

020 1a 0322720148 (acid-free paper)
Q3 fa eruk--- fa n-us---
050 0 0O fa PR&2S.MIS th 5452004
082 0 0 fa 80094 508200045 $2 24
od9 ta MTJIM
100 1 1a Selers, Susan. ol
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Printing the Purchase Order

When you are finished filling in all the details for each item on the purchase
order it is time to print. You will print one copy for yourself, and two for the
Technical Services librarian. Here is how:

1. Click on File then select MQueue for Printo .

Epurchase Order: 447 - [Pending]
2N Order LineItem Tools Help

Hew ¥ Hose @ Approve | §57 Guick Line tem On B = @ - X % E‘; =+ @
Search 3
- — | Propertties |
Quewe for Prnk...
“endor
Print Setup... S = TE R W | Status Date: [4/29/2004
Print Label... 24 Line Items on Order
r - Account -
Save
Save and Close ey at Amounts
- - Cumency
Login Infarmation. .. Line Item Subtatal 'W Code: ’W
Close . arny Other Charges: $0.00 B ’1—
Bil To: |MPC Library =l Total Order Amount: | §215040
12 / Pending British and lrish literature and its times : [ $165.00 1 reference Library M aterials 2003-2005 $165.005ingle Part Ref. T0BCA -
13/ Pending British and Irish literature and its times @ t $165.00 1 reference Library M aterials 2003-2005 $165.005ingle Part Ref. T0BCA,
14 / Pending Jazz joumeys to Japan : the heart withir $19.00 1 mair Library M aterials 2003-2005 $19.00Single Part 7JB
15/ Pending OuarkxPress 6 for Macintash and Wind 336.20 1 mair Library M aterials 2003-2005 $36.20Single Part 45T
16 / Pendina Bruson's dictionan of troublesome word: 311.00 1 reference Libraru Msterisls 2003-2005 $11.00 Sinale Part Ref. T0BCAJB

2. Due to permissions being given to a limited amount of people, you will then
need to send an email to the appropriate person in charge of Voyager
maintenance and let them know there is a P.O. sitting in the queue & request
it be printed.

3. After the P.O. is printed, you will need to make two copies: two are given to
the Technical Serviceds Librarian
stays with the Library Specialist and is entered in the Liaison Report for that
fiscal year.

al ong wi
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Canceling an Item that a Company Cannot Provide

The Library Technician receives notifications of backorders and
cancellations of orders. Now and then you should request these so that you can
clean up the purchase orders and the Voyager database of orders and records
that are no longer necessary.

Using the Acquisitions module, open PO with line item that needs to be cancelled.

Select (highlight) and open Detailed Line Item you wish to cancel.

. Write down the liaison number and the price given on the purchase order. You

will want to go to the liaisonreportlat er t o remove Obhesiaedi hgom

column.

5. Click on O6Recei vel/ Maexttditent yabvardato chncel.l i ¢ k

[F7 Line Item - Photegraphs of a lifetime (replacement)/ Dorothea Lange : with an essay by Re... [ = | & |[=£3]

Eile Miew Tools Help

B zave L—Eiﬁﬂrﬁ and Close | [~ [& - % g =k @

Bib Recard | Price | Copiez/Funds | Copy Status | Tupe
FProblems | Claimz | Froperties | ’ ’
LDeliven Dptions | MHotes | Order | Payment History | Beceive/Mark

Select Copies:

_ Title Copiez Ordered | Copies Recer
+ , Photographz of a lifetime [replacement]s Dorothea L: 1 ]
Print Label...
4 I

tark Reason: ﬂ Beceive

i

Comment:

.I'n drop down menu for O6OMark Reasonb
click on 6Markd button.

113

cl

on

bo



114

5. e Item - ctogra) a =tirme (re| cement crothea nge ; with an Ui o
[F3 Li It Ph graphs of a lifeti (repla D Lol Larng ith essay R [
Eile Viewr Tools Help

JJIE' sawve 02§ Save and Close | 1 - E&'l &% 82 :)El L |

EBib Record ] FErice ] Copiesz/Funds ] Copy Status I Tupe
Froblerns ] Clairms ] Froperties ] ' '
D elivery Option=s ] Hote=s ] DOrder ] FPayment Histary ] RBeceive/Mark

Select Copies:

| Title | Copies Ordered | Copies Recer L{=Ty7] I
o

M FPhotographs of a lifetime [replacement)! Dorothea L: 1
Erint Label. .. I

4 | 1] | [
kark Reazon: I vl Receive I
Comment: Clairn Fark I

Feturn
Feceive
Owerdus —

7. After doing this, go to the &6Problemsdé tab.
6Generate Cancel 6 button

ﬁ Line Itemn - Photographs of a lifetime (replacerment)y Deorcthea Lange ; with an essay by Ro.. [ = || & |[==3]
File MNiew TJTools Help

JJIE'SEW& ¥ save and Close | D"E{"| 5 B :E’E| L |

Deliverny Options I HMotes I Order I Pavment Hiztory ] Becervestark
EBib Record Frice ] Copies/Funds l Copy Statusg I Tvpe
Problems Claims= I FProperties ' '

Wendaor MName ki ark. Reazon [ ate b arked P.0. Murnber

Fl | 118 | 3

Unmark I Generate Claim. .. I Generate Cancel I Generate Beturn. . I —
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Creating a New Vendor

Open the Acquisitions module.

Search vendor names, under the vendors tab, to see if we already have an entry.

rect

If not:
a. Pressthe fi Bw vendoroicon.
b. Create a code for the company name, usually an acronym three or four letters in
|l engt h. It for an atrangm, usettee first three letters.
c. Type in the Vendor name.
d Under Vendor Type, itds wusually a di
e. Save.
f. Press the fAddresses/Phoneso tab. Put in as much information as possible,
including the address, shipping department, etc.
g. Save.
_i Voyager, Acquisitions
Filz  View Tools Help
”. -.v| | v@-| % E% :)E| . Clear warkspace
Line o | Search Line Ttems
Invoices Search By: ng Wurmber ;I
Ledg?\;z:;;:unds I Equal mlﬂl
- — Search Fo_r:l Search |
Ne\-‘edor
Search Wendors
Check-n
Order Maintenance
Edit |
MPC Library | 5M12/2004 171:58 Abd 4
h. Close.
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Creating a New Ledqger

1. Open Voyager Acquisitonsmoduleand c¢cl i ck on fAlLedgers and Fu
the |l eft hand column and click on ANew Ledg

_Zid Voyager Acquisitions

Eile %jew Tools Help

JJ".'| [ v|§'| % B >E| . Clear Workspace |
'-‘Eed“e”‘s | Search Line Items
nders
e Search By |HH o
Ledgers and Funds Im

Search For: I |_| Search et Clear I

Search Ledgers
=D,
=

=1

&
il Fallover Rule
=

Wendors
Check-In
Order b aintenance .
EDI ﬂl
| MPC Library | savveooe | 333aM P

2.Select a Fiscal year in the drep. down menu

Note:l f you dondét see the year youodre |l ooking
or Library Technician about adding the correct year.

E Mew Ledger !E E

File Ledger Tools Help
Hene |O-R- X| B & %| @ |
Ledger and Funds
‘ Mew Ledger

Ledger M arne: I Mewy Ledger

Fizcal Period: | 2008-2010 _I I 741420038 through I B/30/2010
2000-2002
2001-2003 b
2002-2004

2003-2005

2004-2006

200E-2008

kA

Palicy Group:

Commitrent s S007-2009 ormation ] Hotes I Froperties I

1

Awailable Locations: Selected Ledger Locations:

-

<2

Allz

A

<< all

Mew Fund... |

10:06 Ard LEDGER RECORD DATA HAS BEEN ALTERED 9/30/2008
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3. Policy Group will be AAcq/ Serial o

E] New Ledger BEE

Fil= Ledger Tools Help

Wsee | OB X @ 8 X ® |

Ledger and Funds
Ledger Mame: INEW Ledger
. Mew Ledger
Fiscal Perind: | 20062010 | [7ARIE s [B/30/2010
Policy Group: I LI
[&e0/Serial |

LCommitrents/E zpenditures ]Lgcalions] Fiollower Information ]ﬂotes] Froperties ]

Axvailable Locations: Selected Ledger Locations:

¥ |
<< |
All s |

<< Al |
Mew Fund... |

10:10 AM LEDGER RECORD DATA HAS BEEN ALTERED 9/30/2003

4. Under ALocat i on s @excepd:lrovesidgdvrorgy cataloginghwromgg
Ed Center at Marina, and tech serv/wrong.

Ed New Ledger !E H

File Ledger Tools Help

Mo [ X 1 5 @ ‘
Ledger and Funds
Ledger Name: I New Ledger
. MNew Ledger
Fiscal Periodt | 2008-2010 =] [T gy [P0
Palicy Group: =

Commitments/E xpenditures ILgcalionsI Bollover Information Iﬂotes] Properties I

Avvailable Locations: Selected Ledger Locations:

Archives -
audiocass

browsing-wrong

cataloging-wrong

Circulation <
circulation
Computer Lab
Computer Metwork
director's office Az
dizplay

Ebooks ﬂ

¥

L L

Iew Fund... |

10:15 &M LEDGER RECORD DATA HAS BEEMN ALTERED 3/30/2008
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5. Under NALed@oemo drodpct
6. Pl ace a check mar k in
7. Pl ace a check mar k in

B Ledger - Library Materials 2008-2009

118

ACommi t ment s/ Expendi't

the box tit.led AOver

AOver Expend All owedo

File Tools  Help

H Mew Fund. .. ?K @
_L Commitments Expenditures
i Locations | edger Mame: |Li|:urary M aterialy 2008-2009
Rollover Information _ .
Notes Fizcal Penod: | 2008-2010 742008 thraugh E/2042010
Properties Falicy Group: |.t'-\cq.-"58ria|
Qummitments!Expenditures§| Locations | Bollover Information | Motes | Propetties |
Carnmitments Expenditures
v Ower Commit Allowed v Ower Expend Allowed
Ower Commit W arning % |25 Ower Expend W arning % |25
Ower Commit Lirit ;|0 Ower Expend Limit &: |0
Under Commit Repart &: |0 |Under Expend Report % |0
Freeze Date: Freeze Date:
< | 2]
Mew Fund...
10:20 Akd

9/30/2008
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Adding Funds to Ledqger

1. From Acquisitions go to fAiLedgers and Fundso

2. Search by fnFise2008 Yearo for 2006

=4 Voyager Acquisitions

File Wiew Tools Help

JJ- D) D T & v % E% %| . Clear ‘Workspace
“ged"ems | Search Ledgers
rders
\rvoices Search By: IFiscaI Period j
Ledgers and Funds

Search For (3

I Equal

Search | Hest | LClear |

lerver Rule

Wendars )
Check-In Edit |
Order Maintenance
EDI
MPC Library 5/7/2007 | 241 PM
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3. Click on blue triangle in left margin.

brary Materials 2006-2008

File Ledger Tools Help

Heave | Q-[&- X B &K @

Ledger and Funds

Ledger Mame: | Library M aterials 2006-2008
Li

Fizcal Period: |2DDB-2DDS 74172008 through £/30/2008
Folicy Group: |Ac:q.-"SeriaI

I aterials OB-08

Commit, ts/E xpendit Locations | Rollover Information | Motes | Properties
Commitrnents E zpenditures
v Owver Commit Allowed v Ower Expend Allowed

Ower Commit % arning %: |25 Ower Expend Warming % |25
Over Commit Limit %: |0 Over Expend Limit %; |0

Under Commit Report %: |0 Under Expend Repart 22 |0

Freeze Date: Freeze D ate:
< | >
Mew Fund...
242 PM 5/7/2007

4. Sel ect ATransacti onso etwabT raannds af crtoino ntoh earned seer
dollar amount needed.

rary Materials 2008-2009
File Fund Tools Help
Hsave | O-[&- X| B 8 3k @
Sk A Fund Name: [Materizls 08-10
‘ Library b aterialz 2008-20C Fund Code:
A Materials 0810 und Cade: |
Fund Categary: |Allocated ﬂ Fund Type: |Books -
Beain Date: [7/1./2008 End Date: | 6/30/2010
Institution [D: [~ Expend Only
Summary | Overide Rules | | Motes | Properties |
D escription | A, | Date & Time | Operat... | Tranzaction | Creditl Del
%7 Original Allocati.. 1584 5415/200811:13:3..  dstouffer  Original Allocation $100.0... F0.0
%7 Original Allocati.. 1583 5A15/200811:13:2..  dstouffer  Original Allocation $0.00 F0.0
< i
4 | List View
7 2 Records
Mew Tranzachon... 1005 displayed ~ List & Report
Mew Fund...
10:35 A 943072008

120



Liaison Number

Liaison Name

1 Applied Technology

2 Business: Business

3 Business: Business Skills

4 Business: Data Processing

5 Creative Arts: Art

6 Creative Arts: Drama

7 Creative Arts: Music

8 Creative Arts: Photography

9 Humanities: ESL

10 Humanities: English

11 Humanities: Foreign Language

12 Humanities: Humanities

13 Humanities: Philosophy

14 Humanities: Speech

15 Life Science:
Anatomy/Physiology

16 Life Science: Biology

17 Life Science: Dental Assisting

18 Life Science: Health

19 Life Science: Home Economics

20 Life Science: Medical Assisting

21 Nursing

22 Physical Education: Dance

23 Physical Education: Physical
Ed.

24 Physical Science: Astronomy

25 Physical Science: Chemistry

26 Physical Science: Geology

27 Physical Science: Math

28 Physical Science:
Oceanography

29 Physical Science: Physics

30 Social Science: Admin. Of
Justice

31 Social Science: Anthropology

32 Social Science: Child
Development

33 Social Science: Economics

34 Social Science: Education

35 Social Science: Ethnic Studies

36 Social Science: History

37 Social Science: Political Science

38 Social Science: Psychology

39 Social Science: Sociology

40 Womends Studi es

41 Librarianship

121
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Liaison Assignments, Numbers and Names

Deborah Ruizi Public Services Reference Librarian

Business- Business/Business Skills Social Science- Anthropology, Child

Creative Arts- Art, Music, Photography Development, Economics/Acct/Finance,
Life Science- Family & Consumer Science Education, Ethnic Studies, History,
Physical Education- All Psychology, Sociology & Human Services

Womends Studies

Bernadine Abbott i Technical Services Reference Librarian

Creative Arts- Drama Nursing- All
Humanities- ESL, English, Sign Language, Social Science- Anthropology
Foreign Language, Liberal Studies,

Philosophy, Religion, Speech &

Communication

Stephanie Tetter i Electronic Resources Reference Librarian

Applied Technology- All Social Science- Administration of Justice
Business- Computer Science/ Information

Tech.

Creative Arts- Drama

Humanities- English, Sign Language

Life Science- Anatomy/Physiology, Zoology,
Biology, Dental Assisting, Health, Medical
Assisting
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Bill Easton- Instructional Reference Librarian

Physical Science- All

Social Science-
Economics/Acct/Finance,

Education, History, Palitical
Science,

Psychology, Sociology &
Human Services

All

Library & Information Science
Genealogy
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Adjusting the Liaison Expenditure Report for Book Budget

ON/ % AMOUNT EXPENSED Processing #Recd (
MENT ALLOC. ALLOC. $ TO DATE Charge Titles
3 0
'ECH
TOTALS

After placing books on a purchase order:

Note: To set up the liaison report, there is a fiZip Disc dabeled

AAcqui sitionso that contains the blank ter
year to year. Open the Liaison Report TEMPLATE and save it with a

name that includes the year the liaison report will cover. Save a copy to

AMy Documentso and aaooat hveoru twa ld fnAaing Dios s
changes you make to the liaison report to both each time you work with

it.

1. To begin entering purchase order information to the Liaison Report, enter the cost
of each item from the purchase order into the outstanding column of the
appropriate liaison area. The sample above shows an entry for a book on a
purchase order for Liaison area 1. For the first entry you would type (the equals
sign) = and then 10.00 in the Outstanding column for a $10.00 book, and enter
(the equals sign) = and a number 1 in the # (number of) Outstanding Titles
column. For every additional entry under the same liaison number, you would
click on the cell in the Outstanding column, press the F2 key, press the + (plus)
key, then the next amount to keep a running total of items outstanding in each
liaison area.

2. Enter every item that is on your purchase order into the Liaison sheet under
Outstanding.

3. Save a copy of your liaison sheet on the hard drive and a removable disk as a
back up each time you work in the sheet.
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After receiving new books:

1. After books are received, the Library Technician will give you a copy of
invoices for the items received. He/she will write information including the
purchase order number to which the invoice refers, the original (expected) price
that was on the purchase order, and the liaison number associated with that
item.

2. The first thing to do is take the Processing Charge on the invoice and divide it
by the number of books processed for that invoice. Write that on the invoice
somewhere, you will be using this figure while working in the liaison sheet.

3. Inthe Liaison sheet, locate the proper liaison number and subtract the original
(expected) price from t Bubtradi @ehloskfrann di ngd c ol
the # of Outstanding Items column.

4. Enter the actual cost of the item (found in the total column on the invoice) into
the Expensed to Date column. Remember to enter an equal (=) sign when it is
the first entry in that cell.

5. Add the amount allocated to processing that item to the Processing Charge
column.

6. Add to the number of books received per liaison area to the # Received Titles
column.

7. Save.

8. Most invoices will have a dollar amount for shipping and sales tax. You will
need to enter both of these amounts plus the invoice number and date of
invoice on the tab designated for shipping & taxes.

9. Invoices will be entered on the Liaison Report according to the fiscal year in
which they are received (not ordered). Even though the P.O. information may
be entered in a previous fiscal yearo6s rep:
year 6 s A Qu tcsotl aunmdnisn. g
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An Example for Filling in the Liaison Report from the

INVOICE
QTY__Description Customer P.O List Price Net Price
Total
1 Proffitt, Brian*Microsoft Office FrontPage 2003 439 20.99 18.59
18.59
PO 439 ST 4 19.99

Above/is an example of an invoice entry for a book that was received from our
. The blue represents notes that the Library Technician writes below
the information for each entry on the invoice. These are important notes for

from/the total # of/Odtstanding Titles.

s B | c / [ o T e [ F T & [l v [ 3 ] K
1 LIAISON AREA EXPENDITURES REPORT
2 FOR 0304 BOOK BUDGET (CIRCULATING)
3 TOTAL BUDGETED = 13,5l]l].l]lf 5/10/2004
4 LSk Ol (] Fg Yo ARMOUNT EXPEMSED Frocessing #Fecd DOUTSTRG # Outstng FLNDS
5 I* DE RTHERNT ALLOC ALLOC §  TO DATE Charge Titles Titles RERLAIR.
=]
7 3 A0S
| 8 |
=] 1 APRPIED TECH 13.95 1.58 1 25.00 1
10
11 TOTALS 364.47
12
13 7 945,00
14
15 2 BUSINESS 169.50 .39 5 129.85 5
16
17 BUS. SKILLS
18
19 4 DATA PROCESSING 244 32 15.30 9 269.33 10
20

2.The library technician has written in the expected price [$19.99] we used to create

the purchase order.

3TheistRrLi ce 0 on tNOEalways thelist priee we 8sed to create the

purchase order, so do not use figures in the list price column to fill out the liaison
sheet.
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4Cl i ck in the AOut s

t a ngo fE2Key, prdssthre Li ai son
Ami nuso key, fknep 19.

ndi
99, click

TODAY v XV A =19.95-19.95429.05+26.95+34.95+19 95424 89425-19.95-29.95-34.05-24 8926 05439 5424.99-24.93+19.99+29.59+34.95-25424.99+14 .99+

Al B | 29.99+24 95+29 93+29.99+19.99-28.99-19.99
1| LIAISON AREA EXPENDITURES REPORT
2 FOR 03.04 BOOK BUDGET (CIRCULATING)
3 TOTAL BUDGETED =| 13,500.00' 5/10/2004
| 4 [tsn LEW DIVISION/ %  AMOUNT EXPENSED Processng #Recd OUTSTNG #0utstng  FUNDS
5| DEPARTMENT ALLOC. ALLOC. § TODATE  chage  Tiles Tties REMAIN.
B
7 3 405
8 |
3|1 DR APPLIED TECH 1395] 188 1] 2500 1
10
11 TOTALS 364.47
12|
13 7 945,00
14
(15| 2 DR BUSINESS 16950 739 5| 12985 5
18
17| 3 DR BUS. SKILLS
18
18] 4 ST DATAPROCESSING 26430] 1630 9)=19.95-19.95+29 95+26.95+34 95+19.95+24.99+25.19.95.29 95-34 95-
=N 24.99.26 95+39 5+24 99.74 95+19.99+28 99+34 55.75+24 99+14 99+
21 TOTALS 29.99+24.95+29.99+29.99+19.99-23.99-19.99
221 | | I

Add one to thetii#sBecéeéheadcl!| i cfProdessingt he corr e
Chargeq Press F2, Press the fApluso key, key in
charge you determined earlier. In this example it is 1.38, click fEntera

7] 3 DR BUS. SKILLS [ [ [ [ | ‘
18 | | [ [ |

1 4 5T DATA PROCESSING 244 32| =1 63+1 43+1.98+1 67 +1 43+2 23+1 57 +1 98+1 353+1 38
20

21 TOTALS 129.30
22

23 13.5 1,822,650

24

25| a JB  ART 1,378.43 4418 29 702.35 13

26

27| 8 BCAST DRAMA 1,408.57 84.75 58 171.00 5

28

291 7 JB MUSIC 299,95 16.67 11 145.95 =

30

3| 8 JB  PHOTOGRAPHY 375.86 14.43 9 369.85 7

32 TOTALS (3.190.59)
RN = TV EL LGl Reforence  MiN=st=s il STANDING o Taxes and Shipping At |«

Edit
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6. Click in the correct cell under fExpensed to Dateq press fF2qpr ess t he
key in the actual cost of the item as it appears on the invoice in the total coliimn.

ToDAY v X o A =10.55+25 15427 B5+40.15+23.24+32 15423 24-+16.8+37.19+18 53
Al B | C ' o | E [ F | & [ H][] 1 J K[| L
1| LIAISON AREA EXPENDITURES REPORT
| 2 | FOR 03.04 BOOK BUDGET (CIRCULATING)
3 TOTAL BUDGETED = 13,500.00° 5/10/2004
| 4 [Lsw LB DIISION/ %  AMOUNT EXPENSED Frocessing #Rezd OUTSTHG #Outstng  FUNDS
5| # DEPARTMENT ALLOC. ALLOC. § TODATE  cChage  Titles Tiles  REMAIN.
B
| 7 | 3 405
8 |
3|1 DR APPLED TECH 1395 188 1 25.00 1
10
11| TOTALS 364.47
12
| 13 | 7 545.00
| 14|
(15| 2 DR BUSINESS 16980 738 & 12985 5
16
17| 2 DR BUS SKILLS
18
(19| 4 =T DATAPROCESSING =18.55+25 15427 B5+40.15+23 24432 16423 24+16.8+437.19+18.59)
20
| 21| TOTALS 127.92
| 22|
| 23 | 13.5 | 152250
24 |
(25| 8 U8B ART 137843 #818] 29| 70235 13
26
(27| B BCAST DRAMA TA0967| B47s| &8 17100 5
28
23] 7 U mMUSsIC 29985 1667 11| 14555 5
0
(31| 8@ U8 PHOTOGRAPHY 37586 1443 9] 3B9ES 7
7] (3,190.59)
4 4 » W] Circulating JEEEa= . Mon-Print 4 JDING /' Taxes and Shinping e D4 [¢
Edit

7.SAVE after each invoice entry!
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Glossary

Bib- Bibliography record

BIP-B o w k @oo&s3n Print

DLC- Designation for the Library of Congress in OCLC
DOM- Department Office Manager

ILL- Inter-Library Loan

ISBN- International Standard Book Number

LC- Library of Congress. Sometimes you will see the abbreviation of LOC.
MARC- Machine Readable Cataloging

Melvyl- Catalog of the University of California Libraries
MTJ- Designation for MPC Library in OCLC

MOBAC- Monterey Bay Area Cooperative Library System
OCLC- Online Computer Library Center

OPAC- Online Public Access Catalog. MPC uses Voyager.
P.O.- Purchase order

UKM- Designation for UK library records in OCLC

dis updated 05-09
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