NCKLS Cataloging Guidelines

Adding new records to your catalog:

Before you add a new record to the catalog, make sure that you scan the ISBN first to make
sure there is not already a record for the item.

After this is confirmed, the Z39.50 button will appear:

Search catalog Q 2303055

[ > Catalog > Search for "2303055"

Search results
Availability

Limit to records with available items Q, 739.50/SRU search ‘

No results found

No results match your search for *“2303055"".

Edit this search | Save search as filter

Then you can scan the ISBN if needed and ‘select all’ for the search targets. From there,
choose the best record you see from the list and import it.

I8 239.50/SRU search results > Koha - Google Chrome

25 staff-nckls.bywatersolutions.com/cgi-bin/koha/cataloguing/z3950_search.pl?&frameworkcode=... &

Z39.50/SRU search

Search targets
ISBN: ‘ | X Clear all

(978102560853 J « AURORA PUBLIC LIBRARY

| IS | COLORADO UNIFIED CATALOG
KANSAS LIBRARY CATALOG
Title:
| | LIBRARIES ONLINE
MAINE STATE VIRTUAL LIBRARY
Author:
\ | NEW YORK STATE LIBRARY
Publication NEXT (NEKLS)
ear:
| y | PATHFINDER (CKLS)
SEKNFIND
Cuhiact

* Search Cancel



After you scan the ISBN, it will bring up a list of the items from the libraries that have them.

Important tip: Before deciding on which bib record you want to copy/add, please make sure

that these details match with the item:

e |ISBN
e Title and author

e Format (is it a hardcover, paperback or eBook, or a DVD or Blu-ray)

e Publisher and Copyright should also match.

An ideal record would contain a match for all these points. In most cases, items should not
need to be edited, but if you cannot find one that is sufficient, please let us know. There are

times when a book may be paperback or hardcover and be under the same record. This

often occurs when the page number and dimension are the same, so itis ok to import

records that include both hardcover and paperback.

Once you have checked for accuracy and found the best record, you can import the book.
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Try another search

Title »

THE
FRINDLE
FILES.

The
Frindle
Files

The
Frindle
Files.

The
Frindle
files /

The
Frindle
files /

The
frindle
files /

Author

Clements,

W

Andrew.

Clements,

@

Andraw

Clement:
Andrew.

Clement:
Andraw,

7

Clements,

Andrew,

Clements,
Andrew,

i

Year

2024

2024

Edition

First
edition.

First
edition.

First
edition,

3F Lolumns T S export v
ISBN LCCN Actions
| Card I:]
0399557636 | [ cara E]
9780399557537 —
9780399557637 Cord [ =
0399557636 &l
9780399557637HRD | (care [ =
0399557636:HRD (e

|-—.—\
© MARC preview

© Card preview

9780399557637 | bl & Import
0399557636

2024941617 |‘ Card E]

This will bring you to the “Add MARC record” portion. Itis only necessary to fillout one
piece of the section. This is the Koha item type on line 942 c. Pick the item type and save it.

L



Advanced editor:

Add MARC record

@ save

+| Q73950/SRUsearch & Link authorities automatically %8 Settings~  Cancel

.. J .1 .7 - J - J - J I - J - >

942

Section 9

942 DD - ADDED ENTRY ELEMENTS (KOHA) &%

g2 Source of dassification or shelving

ctheme | Dewey Decimal Classification Lol
R ’ Kohaitemtype [ 5 x | Required
e Edition | |
#h Clessification part | \
Item part | | ® &
#k Call number prefix | ‘
Em Call number suffix | ‘
) Suppress in OPAC M

After this, you will be taken to the ‘Add item’ screen. Itis required that you fill out certain
parts of this form. They are:

e 8-collection code

e a-home library

e b-currentlibrary

e c-shelving location

e d-date acquired (this box will auto-fill after you click in it)
e e-source of acquisition (your initials)

e v-cost, replacement price

e o-full call number

e p-barcode

e y-Kohaitem type

Once you have filled in the required fields, you can add the item by clicking on the “Add
item” button at the bottom of the form.



0 - Withdrawn status

1 - Lost status

2 - Source of er = | Dewey Decimal Classification x v ‘
3 - Materials specified (bound volume or other ‘
part)
4 - Damaged status | - ‘
5 - Use restrictions | - ‘
7 - Not for loan | - ‘
8 - Collection code | Kids Book x|+ ‘
a - Home library | Morth Central Kansas Library System x v ‘ Required
b - Current library | Morth Central Kansas Library System x v ‘ Required
© - Shelving location | Juvenile New Book x v ‘
d - Date acquired | 08/23/2024 ‘
e - Source of acquisition |[AH

g - Cost, normal purchase price

h - Serial Enumeration / chronology

-]

o - Full call number

p - Barcode

t - Copy number

u - Uniform Resource Identifier

I v - Cost, replacement price

w - Price effective from

x - Non-public note

2024-08-23

I y - Koha item type

| Book - training

« v | Required I

z - Public note

Save changes Add a new item | Cancel

After your item is added, you will see

menu to the left if you want

it appear at the top of the page. You can also use the

to view it in MARC or Normal mode.

Search: X Clear filter Qoolumns ¥ Lexpert ¥ Configu
Source of classification | Collection | [ Ly o Shelving .| Date .| Sourceof Cost, normal . Total | Fullall . oo | Datelast . e;e':i“ve . ';::':
or shelving scheme code L Y7 location | acquired | acquisition purchase price | Checkouts = | number N seen o type
Dewey Decimal Kidls Book North Central North Central Fiction 08/26/20204 | AH 17.99 0 [Fic] 3303500258000 | 08/26/2024 | 08/26/2024 Book -
Classification Kansas Library Kansas Library 59 training
System System
Normal Add item
MARC
ISBD 0 - Withdrawn status ‘ - ‘
Items 1 - Lost status ‘ - ‘
Holds (0) 2 - Source of classification or shelving scheme | ... 0.1l Cassification x <]
Checkout history 3 - Materials specified (bound volume or other part) | |
Medification log 4 - Damaged status | -
5 - Use restrictions ‘ - ‘




Adding an item to arecord:

Use these steps to add your item to a record.
You will first need to search for the record that matches your item in hand.

Once you find that record, you will click on “New item.”

eatrix Potter, Scientist > Details

‘ +New~ S Edit~ &Savev W Addtocart i=Addtolist~ @Print W Place hold

New record

| Scientist

Author]

yi. (Graphic designer) [lllustrator]

New item
New subscription
New child record

Publisher: Chicago, lllinois : Albert Whitman & Company, 2020
e: ©2020

n: 32 pages color illustrations 27 cm
type: text Media type: unmediated Carrier type: volume
ce: Juvenile

N: 9780807551752; 0807551759

Subject(s): Potter, Beatrix, 1866-1943 -- Childhood and youth -- Juvenile literature | Potter, Beatrix, 1866-1943 -- Knowledge -- Science -- Juy
Beatrix, 1866-1943 | Potter, Beatrix, 1866-1943 | 1900-1999 | Authors, English -- 20th century -- Biography -- Juvenile literature | Artists -- Gr
Juvenile literature | Authors | Artists | Artists | Authors, English | Science | Women -- Biography | Great Britain

m: Biography | Juvenile works. | Picture books.

tion: 823/.912 | B | 823/.912 B

Everyone knows Beatrix Potter as the creator of the Peter Rabbit stories. But before that, she was a girl of science. As a child, Beati
specimens; as a young adult, she was an amateur mycologist presenting her research on mushrooms and other fungi to England’s foremost

of her time, she remained unacknowledged by the scientific community, but her keen eye for observation led her to an acclaimed career as
beloved author is cast in a new light in this inspiring picture book story. Provided by publisher.

This will take you to the page where you fill in the required fields. Once this is done
and you click ‘add item’, your item has been saved.

If you are unable to locate your item and have not been trained in the Z39.50 search,
please contact Amber at NCKLS to either add your record or set up training.



Attaching an item to your existing record:

e Ifyou are adding more than one of the same title into your collection and your item
record already exists, you can attach that item to your existing record. This is also
usefulif you accidentally add an item to the wrong record.

Find your item by searching the catalog by title or ISBN.
=7 ( Cataloging searc Check out Ch

® > Cataloging > Search results

# Advanced editor + Newrecord ~  Q New from Z39.50/SRU ~ 3% Merge selected

Cataloging
Records found in the catalog

97 result(s) found in catalog, 0 result(s) found in reservoir
il 224 B 5 B B>
Title
A dark matter : a novel /

Straub, Peter, - 9780385516389 : HRD | 038551638X : HRD - Doubleday, - 2010 Edition: 1st ed. ; New York : - 397 p.:: 25 cm.

Dark matter : a novel /

'

Crouch, Blake, - 1101904224 | 9781101904220 - Crown, - 2016 Edition: First edition. - 342 pages : ; 25 cm

After you select the record you want to add your item to, you can click on “Edit,” which will
bring up your option to attach the item.

+ New ~ ¢4 Edit~ & Save ~ W Add to cart i= Add to list~ & Print M Place hold
= Edit record
Dark n Modify record using template ? Crouch.
By: Crouch it items
Publisher: |
Edit items in a batch
Edition: Fin
Delete items in a batch
Descriptiot
Contentty  Attach item er type: volume

SBN: 1101 Upload image

BENTE/FOT Edit as new (duplicate)
DDC classi

Replaceiecortuin I UERE lience-fiction thriller, in which an ordinary man is kidnapped, knocked unconscious--and awakens in a world inexplicably different from the reality he

Delete record

Delete all items
MARC pre\

MARC framework: Default

Elasticsearch record: Show

Other holdings (5) m Descriptions (1) Acquisition details m



After this step, you will be able to scan the barcode of your item, and the process will be
complete. Attaching an item works well for times when you may have added the item to the
wrong record. For example, you may have added a regular print book to a large print book
record. All you would need to do is copy the barcode and attach it to the correct record,
which would remove the item from the previous record.

novel/ Y Attach an item

Attach an item to Dark matter : a novel /

Enter the barcode of the item to attach:

The item you select will be moved to the target record.

[330350023957 1 ]

‘ subi




