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4 Big Makeover Changes - Items

Always see your main title or
textbook details.

Copies is a tab. Gorgeous new MARC editor. Record management is better

than ever.

This is for Alexandria Librarian Do a basic search for titles.
only. Textbook Tracker doesn't

use MARC records.

This is called the basic info pane.
Click the cover art to see the
larger image!

Move through your titles and still
see your copies.

4 Or drill down with the Advanced
w
] Search.

[Harry Potter and the Order of the Phoenix

/oy 1K Rowiing ; llustrations by Mary Grandpre

[Ruwh'ng‘ LK ] [F\C ROW ] .
ferem— MARC View
ranatre Her 5/5 copies available 6xxtags (with the exception of field 653 that s used for uncontrolled index terms) contain

subject headings or access terms that provide additional access to a bibliographic record
through a heading or term that is constructed according to established subject cataloging or e ~ hary potter
thesaurus- building principles and guidelines.
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Additional Changes to Items

Copies Tab

See at a glance the copy's status and inventory + accession dates. We've added visual cues like green for Available and red if a copy hasn't been
inventoried in a while. (If you're color blind, we've added a border to Available and the "green” status will have a border. Neutral will have a border but
no color inside.)

Cover art

Cover art controls are now located with the cover art, and not in the actions menu.

Search
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No more checking each drop down for the search type you need. The categories match what is in each tab in Items Management.

Advanced Search X
BASICS ~
F’itle )
\ J
Author

{ ﬂ\

Title/Copy Call Number

[From |- ]
Barcode
(From J-(To \

Title/Copy Policy
[ 5

Site

{COMP | COMPanion DC Demo  « ‘

CopPY v
PUBLICATION v
PROGRAMS v
NOTES/TERMS v
MORE v

Combine with current results

SmartMARC®

Our SmartMarc® tool has been split into two different dialogs to help you differentiate between adding a new title and updating an existing title's
MARC tags.



—

SmartMARC® Title Assistant (2]

Enter information to search for the title you want
to add, or press SKIP to add a title manually.

ISBN/LCCN Z39.50 Set

[ } {COMPanion Default Set -
Title Search for books only
Author

Publisher

{

Publication Year

{

Keyword

{

CANCEL SKIP SEARCH

SmartMARC® Title Assistant

Use: add a new title with MARC tags from the databases you search from.

Access : the plus symbol by the action menu or use keyboard shortcut (mac: + A

windows: Ctrl + A).

Statistics

‘ SmartMARC® Update

Enter information to search for the
to update.

ISBN/LCCN Z39.50 Set
{9781603400619 } {COMPanion Di
Title Search
[Anne of Green Gables }
Author
{Warren, Eliza Gatewood J
Publisher
{Abdo & Daughters }
Publication Year
{2002 }
Keyword
CANCEL

SmartMARC® Update
Use: update an existing title's MARC tags from the databas

Access: with the title you wish to update current, it's the firs
use keyboard shortcut (mac: + U windows: Ctrl + U).

We've combined all our statistics dialogs for items into two dialogs: one for Titles and another for Copies.



Title Statistics Copy Statistics

Title statistics ﬂ =_ Copy statistics
Run on 2022-03-23 12:44 PM. ﬂ mmm Runon 2022-08-1202:50 PM.
|

lllll

30608 - Red leaf, yellow leaf
Lifetime checkouts: 0

Days in circulation: 0

Copy policy: Standard Item

rusnmosse  Anne of Green Gables

Copies available: 2/2 Accession date: 12/02/2014
Checked out: 0 Lifetime checkouts: 0

Lost: 0 Last use date: None
Discarded: 0

Library Use: 0 Checked out by: Awvailable
On Repair: 0

On Order: 0
Archived Copies: 0
In Processing: 0

In Transit: 0

Prior checkouts: None

CANCEL

CLOSE PRINT

See our Alexandria Makeover page for more information about the changes and improvements!

Items Management is where you add, view, duplicate, move, and modify standard information about the items in your database.

Py H Hi, Demo —_ =~
Alexandria Adams Middle School n 82 @
Gay B Items Management B m
Circulation Title + | Site: AMS
Advanced Search Manage your items
Items
Modification Date Bt What would you like to do?
Patrons
No results.
Operations “ \
Tools - =
Builder é
Add items Search for items View recently View recently
Preferences N
added modified
| don't know — Help!
Tips
Read More 0/5585

Navigation

The Iltems Management gives you a record list on the left, and shows the current record on the right. Navigate between the Items Tabs (Publication,
Copies, Subjects, Terms, Notes, Other, and Programs), and use the MARC toggle to enter exit the MARC View Editor. Click the padlock to lock
/unlock the interface for editing, add a new record with our SmartMARC® Title Assistant, hover over the cover art for picture options, and access the
action menu for more Title Actions.

See Hotkeys for Circulation shortcuts.
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MARC
MARC Toggle

This button will transform the Current Record pane; you can toggle between the normal Item View and the more advanced MARC View Editor.

Add Items

When unlocked, the drop down menu allows you to choose between adding a new item (Ctrl/ + A) or a copy (Ctrl/ + + A) to whichever record is
highlighted.

Actions Menu *‘v

The Actions drop-down menu (represented by a gear/cog icon) contains specialized, title-centric item management functions.

SmartMARC® Title Assistant. Opens the Title Assistant dialog, which allows you to add or update title records through databases.

Remove title. Permanently removes the selected title record and all associated copies; title holds and reservations will be lost.

Duplicate title. Duplicates the currently selected title; other than creation dates, duplicated title records can be exactly the same.

Quick export. Quickly exports the selected title record as a .txt file in MARC format.

Move copies to this title. Opens the Move Copy dialog. Use this feature when a copy is mistakenly imported (or added) to the wrong title.
Title statistics. Shows title-specific circulation information; this information is used to help assess library and item usage. It can be used for
reference when ordering additional copies of items in high demand or weeding out infrequently used items. This statistical information can not
be modified.

* Merge titles. Get rid of duplicate titles, while retaining history for all copies, and updating the title history to reflect actual usage.

See Title for more information about the main Items page, and the ltems Tabs.
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Title little

IStuart Little I

/E. B. White ; pictures by Garth Williams

Modification Date ~ 2

#
lWhite‘ EB l [F\C WHI

5/5/2019
Cinderella, or, The little glass slipper

5/9/2019
13 little blue envelopes

E?Q(;zuoud Publication Copies Subjects Terms Notes Other Programs

5/5/2019
Joseph had a little overcoat Catalog

Williams, Garth 2/ 2 copies available

5/9/2019
Little Red Riding Hood E =

5/8/2019 [ l [ l IF\niun
Little Red Riding Hood
5152018

Five little monkeys sitting in a tree [F'C‘i"” l [[bﬂﬂk] l

5/5/2019 B
The little house Identifiers
5/9/2019

The little engine that could

0060263954 l [75309606
5/3/2019

Stuart Little

Publication
5/9/2019

Clever Beatrice and the best little pony

Lt [ I

Little lost bat ] |131 p.:ill; 20 cm. ]

5/9/2019 £ = *
Sam and the tigers : a new telling of Little ... [(1973' 1945 l Harper Collins ] INewYork, NY ]

5/5/2019
Little white rabbit

f— RSN 2076
45/5672 Last modified by demo demo on 05/09/2019 at 11:57 AM

ltems Management

Iltems Management is where you add, view, duplicate, move, and modify standard information about the items in your database.

* Title Records contain general information about the item that is the same for every copy. This includes author, publisher, subjects, Lexile,
and more. Each title can have one or more copies.

® Copy Records represent each individual copy of the title in your collection; each copy is assigned an individual barcode number.

® |tems may refer to either or both.
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Supply only the information you need for title and copy records; this allows you to provide consistency in the content, look, and feel of your collection.

The title record subtabs enable you to input the most common information needed to catalog a title. If you're cataloging a book, you can find much of
the information you'll need on the Publication tab. Because Items Management only offers the most recognizable of fields, you can also use the MARC
View editor to take full advantage of the detail and flexibility of the MARC standard.

In Alexandria, items can be books, eBooks, music, movies, electronic resources, photographs, periodicals, filmstrips, newspapers, magazines, or any
other form of media—essentially anything that circulates in your collection. The information stored in individual item records is cross-referenced by
Researcher and is used in areas such as reports, utilities, exports, imports, inventory, and policies.

With Alexandria's Centralized Catalog, all libraries share title information, thus, every single library benefits from the changes you make. Depending on
your security permissions, you are allowed to view and edit item records for every collection in your district.

Navigation

The Iltems Management module consists of two distinct areas: the Records List on the left, and the Current Record pane on the right. Go to the
Current Item pane to switch between Titles and Copies, then click the padlock to unlock the record for editing.

IR covies | [ @ | # | Marc| AiX O

o

Inkheart O[T Subjects I Terms T Notes T Other T Programs 1
Circulation
Non-Filing None
—
3 Inkheart
— / Cornelia Funke ; translated from the German by Anthea Bell
Funke, Cornelia Caroline
Non-Filing | Hone
Ink trilogy 001
Volume o001
QOperations Edition
- 2 of 3 copies available
% LCCN 2003045844 Call Number Fic Fun
ISBN/ISSN q
o | 0439531640 Policy [ Fiction
Place  New vork, NY Medium b0l
g ; Publisher scholastic Genre  Fantasy fiction
Researcher e
Year 2003 Don't Show in Researcher
- ten :
Extent s34p.:ill.; 21 cm.
=
Preferences
Actions Menu :v
+ &5 a e

When the Titles information tab is selected, the Actions
drop-down menu (represented by a gear/cog icon)
contains specialized, title-centric item management
functions such as the Toggle MARC View and Quick

o— ] - SRy

ol = o

Circulation

— Barcode 11488 EISB wiis - washington Export commands.
: CopyID 1 Copy Location i . ) .
e - Copy Shelune SmartMARC® Title Assistant. Opens the Title Assistant
- dialog, which allows you to add or update title records
o= < R $20.0 through configured z39.50 databases.
Serial # Replacement Cost $20.00

Patrons

Policy Fictio

Funding Source

Remove title. Permanently removes the selected title
record and all associated copies; title holds and

Condition [ Unknown Inventory Date: Feb 10, 2015 ! C
— Vendor g one reservations will be lost.
@ SRS Desensitize Duplicate title. Duplicates the currently selected title;
o other than creation dates, duplicated title records can be
R exactly the same.

57

Researcher

-°o0—
—0
—o—

Preferences

Accession Date: 12/02/2014

Status: Checked Out

1734

Quick export. Quickly exports the selected title record as
a .txt file in MARC format.

Add copy. Adds another copy to the current title.
Move copies to this title. Opens the Move Copy dialog.
Use this feature when a copy is mistakenly imported (or

added) to the wrong title.

Add picture. Opens an operating system standard
explorer window, allowing you to guide Alexandria to the
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location of your saved item image. You can use GIFs,
BMPs, PICs, JPGs (or most standard image files) as viable formats to add a picture to your item record. When applicable, the picture will
appear in the Publication subtab of the Titles tab and in the Current Iltem pane of Circulation.

® Remove picture. Clears the current title picture.

® Title statistics. Shows title-specific circulation information; this information is used to help assess library and item usage. It can be used for
reference when ordering additional copies of items in high demand or weeding out infrequently used items. This statistical information can not
be modified.

MARC Toggle MARC

This button will transform the Current Record pane; you can toggle between the normal Item View and the more advanced MARC View Editor.

Step-by-Step Instructions

Add a Title
You can add, view, or modify title information directly from any of the Titles subtabs of the Items Management module.
To locate a specific title record in your database, use the Iltem Lookup dialog by clicking the Find icon at the bottom of the items Records List pane.

Before you can make changes to the record, you'll have to manually unlock it by clicking the Unlock icon in the control strip at the top of the ltems
Management module.

To add or modify item information, place your cursor in a field with an existing value (e.g. LCCN or Series) and provide additional information. You can
also highlight the entire value and replace it. To move to the next data entry field, press the <tab> key. To move to the previous data entry field, press
<shift-tab> or <-tab>. To select a particular data entry field to edit, click in the field. To select from a drop-down menu, <tab> until the drop-down menu
you desire is highlighted and use the <up> and <down> arrow keys to make your selection.

Once you have provided all the necessary information for this item, click the Save button in the upper-right corner of the ltems management window. If
you want to ignore the information you have entered, click the Revert button and the previous item record will be displayed. Clicking Save button
causes the new item to appear in the item Records List pane of the Items management module. You will be unable to select another record or leave
the Items management module until you first Revert or Save your changes.

To add a new title record to your database:

1. Log in to the ltems module by adding /items to the end of your Alexandria URL.

2. Make sure that the Titles tab is selected at the top of the control strip.

3. Next, click Add Title located near the bottom of the Records List pane to open the Title Assistant.

4. Once you've selected a matching record from the Title Assistant (or chosen to Enter [one] Manually), the ltems management module will be
cleared of all but your default values, some of which are required in order to save your new title.

5. Move between the Publication, Subjects, Terms, Notes, Other, and Study Programs subtabs, providing information, configuring options, and
making changes to the title record as needed.

6. At the very least, Title, Medium, and Policy are required to save your new title. Of these fields, all but Title are defaulted.

7. Click Save to add your new title record, or click Revert to discard it.

8. Titles records are added without copies. After saving the new title record, Alexandria will ask if you'd like to add some copies.

9. Clicking Add in this dialog is the same as selecting Add Copy from the Actions > Copies menu at the top of the ltems Management control

strip. If you choose to add copies, the Copies tab at the top of the control strip will be selected and the Copies subtabs, cleared of all but your
default values, will be available.

Remove a Title

Items that have been discarded, given to other libraries, sold, or permanently lost should be routinely removed from your database to keep reports and
searches from becoming cluttered with obsolete information. However, be absolutely certain that the titles you are about to remove are to be
permanently expunged from your collection. Only remove titles that you know will never return to your collection.

. Log in to the ltems module by adding "/items" to the end of your Alexandria URL.

. Make sure that the Titles tab is selected at the top of the control strip.

. Select Remove Title from the Actions: Titles menu to permanently remove the current title and all its copies.

. When a title is removed, all associated information is also removed. A title that has a copy checked out to a patron can not be removed.

A WNPEP

@ Removing a title record is permanent and cannot be undone. If you remove a title in error, you will have to re-enter the information or
recover it from an archive of your data.

Move Copy to This Title

Use this feature when a copy is mistakenly imported (or added) to the wrong title.
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. In ltems, go to the Titles tab.
. Select the title from the list on the left.
. Click the Actions menu.
Select Move Copy to This Title.
. From the drop-down menu, select if you want to enter a barcode list or set a range.
® Barcode List. Enter the barcode of each copy you wish to move to this title.
® Barcode Range. Enter From and To barcode numbers to move the copies within that range.
6. Optional checkboxes:
®* Remove source titles with no copies. If the copy being moved is the last copy of the selected title and you would like that title
record to be removed after the move has been performed, leave this box checked.
® Renumber duplicate copy number.If checked, the copy will be assigned a unique barcode number if there is already a copy using
this number.
7. Click Move.

GOAWN R

Titl Copi
opies J [ Q 1 ﬁ J Enter the barcodes of the copies you wish to

Toggle MARC View move to title: Harry Potter and the Chamber of
Secrets.

[ Barcode List n

Remove Title
Duplicate Title
Quick Export

Move Copies To This Title
Remove source titles with no copies

[:] Renumber duplicate copy number

Statistics Cancel Move

Enter the barcodes of the copies you wish to
move to title: Harry Potter and the Chamber of
Secrets.

[ Barcode Range n

Remove source titles with no copies

[:] Renumber duplicate copy number

Cancel Move
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