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Navigating the Client
To move between different functions within Sierra, use the FUNCTION drop-down menu on the top
right.

Sierra - LCI Library System - Bristol Public Library Testing

Tools Admin Reports Window Help

Searching

In the Catalog function, select your index from the drop-down menu on the left and then type your
search in the search box and click on Search. Other than keyword, all indexes are phrase searches, so,
for example, author searches should be last name first. Commas between last and first names are not
necessary.

Sierra - LCI Library System - Bristol Public Library Testing - a11400432 - Author Authority {LCSH}

|
I File Edit View Go Tools Admin Reports Window Help

sierra

Book 735

Book on CD 395 Format Description Summary Preview

DVD 12 1 0l
D 1 | [Patterson, James] 211400432 =
Manuscript 2 Name Authority  Patterson, James E|

1 > Authority Record

@

English 1132 Indexed Entry: Parterson, James. b19821311
Polish 10 Alex cross, run [electronic resource] : Alex Cro :“;’”“‘e
Spanish 4 ss Series, Book 20. b
Undetermined 2 Patterson, James.
Chinese 1 Book 9781619695276 (sound recording : OverDrive Audio Book) - 97
81619695276 (sound recording : OverDrive MP3 Audio Book)

= 2
Avon Public Library 266 Indexed Entry: Parterson, James. b18464026
Berlin Peck Memorial L. 290 f@ The angel experiment. Maximum ride [sound re Available
Bloomfield, Prosser Publ... 156 J cording] 2items
Bloomfield, Wintonbury Br... &1 Patterson, James.
Bristol, Main Library 292 Book on CD 9781600242267 - 160024226X
n,;..g,.-’ nnnnnnnnnnnnnn 229 Partland Puhlic | ihrary Simshirv Public | ihrane

™ |
15 Authors, 1178 ENTRIES

To search by ISBN, ISSN, or UPC number, select the Standard No. index.



Changing the Search Results to a Browse Display

To switch the search results to a browse list, rather than one bib record per line, go to Admin > Settings
> Display, and click on Compact Browse under Browse Options. Save your Settings change. You must log
out and restart a new session for the Compact Browse option to take effect.

4 Sierra - LCI Library System - Bristol Public Library Testing
File Edit View Go Tools Admin Reports WWindow Help

sierra

patterson james

Results
Book 735
Book on CD 395 #  Description
DvD 12 i 1 | + Patterson, James.
L - » B2 [+ patterson, sames, 1952.1972.
1 3 | *l patterson, James, 1947-
4| * patterson, James A., 1947- 1
_ 5 | +| patterson, James C., 1942 1
6 |+ patterson, James G. 3
English 1132 7 |+l Patterson, James/ Grabenstein, Chris/ Park, Laura (ILT) 1
Polish 108 |+ Patterson, James H.(James Harber), 1943- 1
Spanish 4 9 | +l patterson, James Herbert, 1943- 1
HIelemine 2 10_| | Pattersan, James| Ledwidge, Michael! Cannavale, Bobby (NRT) Snyter, Jay (NRT) 1
Chinese 1 1 | + _Patterson, James/ Ledwidge, Michael/ Mastrogiorgio, Danny (NRT)/ Leyva, Henry (NRT) 1
12 |4 Patterson, James| Lee, Narae (CON) i
_ 1_3_ | + _Patterson, James/ Paetro, Maxine/ Lavoy, January (NRT) 1
1

Avon Public Library 266 14 | &) Patterson; James| Roughan; Howard/ Siyder, Jay (NRT) Archer; Ellen {NRT) |
15 Authors, 1178 ENTRIES

o

Location Codes

All items have a five-character location code that describes the library building and the shelving location.
The codes are broken down as follows:

First two characters — Library building
Third character — Reading level (adult, children, etc.)
Fourth and fifth characters — Shelving location

For example: plafi is the code for Plainville (pl) Adult (a) Fiction (fi).



Modifying Bibliographic and Item Information

After searching and identifying the desired bibliographic record, either double-click the bib record or
click on it once and then click on Summary or Select.

Sierra - LCI Library System - Bristol Public Library Testing - b15130708
File Edit View Go Tools Admin Reports Window Help

sierra
- « 1563893428

—

Results

Format Description Summary Preview
1
Indexed Entry: 1-56389-342-8 119898411
English Batman : the dark knight returns Available
Miller, Frank. 1 ltem
1-56389-342.8
Book

Granby, Main Library
Avon Public Library

2
Bristol, Main Library 1 Indexed Entry: 1563893428 (paperback) 015130708
Burlington Public Library 1 Batman : the Dark Knight returns Available
Canton Public Library 2 Batman (Comic strip) 5 ltems
Cheshire Public Library 1 Miller, Frank, 1957-
Colchester, Cragin Memori... 1 Book 156389341X (hardcover) - 9781563893414 (hardcover) - 1563
East Windsor, Library Asso... 1 SBQ?‘:ZTE 'i'pa_mi_r_l;"‘:” C A S U———
L ristol, Main Library, Canton Public Library, Manchester, Main
Enfield, Main Library 1 = o i
b Wind Main Lib

Glastonbury, Welles-Turne... 1 R D, ey ®
G Main Liby 1 3
Mra"h:’ ;'"M' _ranh ; Indexed Entry: 1563893428 (pbk.) b1369246x
Manl'; © erl’ R? ":I : rT £ Batman : the Dark Knight returns Available

FHIDIE, TG Miller, Frank, 1957- HEams
Neu}ungton, Ll{wﬁnhh"'s _' 156389341% - 9781563893414 - 1563893428 (pbk.) - ...
Plaimalle P“hr & Iilbrary ' Book Avon Public Library, Burlington Public Library, Colchester, Cragi

3 Standard numbers, 4 ENTRIES

View/Edit Bibliographic Record
Once you are on the summary for that record, click on either View or Edit, depending on which you
want to do. Note that you cannot view the more detailed explanation of the Leader characters in View.

| 4 b15130708

File Edit View Go Tools Window Help
- —y -

Miller, Frank, 1957 -
Batman : the Dark Knight returns | Frank Miller, with Klaus Janson and Lynn Varley ; lettered by John Costanza.

Summary Summary

ftem.-Level Holds # | Record Number Location | Call No. Volume Barcode
v 1 27247401 Smytn YAGRAPHIC NOVELMAIL | 32503003785868
_ |2 27247508 caaad GRAPHIC NOVEL BATM... 32531103179012
Bib-Level Holds |3 2724751k |caaad [GRAPHIC NOVEL BATM... 32531114540327
|4 27247521 |6mytn_ [TEEN 741.5973 BATMAN | 32505110407103
el 27247533 |2maad GRAPHIC F MILLER | 32519127488006

127247491 Outside of scope 5 Attached ltem Records




Sierra Fixed Fields
The top of the bibliographic record is a set of editable fixed fields that are not part of the MARC record
and are specific to Sierra functionality.

b15130708 Last Updated: 02-01-2014 Created: 01-13-2014 Revisions: 3

Language |eng English Cat. Date 01-10-2014 Bib Code 3 - —

Skip 0 Bib Level m Monograph Country nyu New York (State)

Location |muiti Material Type | Book

MARC Leader gpEEH cam 2 23mmEla 4500

Locations 2m ,ca ,6m ,9m

Bib Utility No. 001 |ocm51289169

Misc. 003 | [oColC

Misc. 005 120130228103645.0

Misc. oos "11_212_31 52002 nyua 6 000 1 eng d

LCCN 010 | 2003544928

Misc. [o19][ || | [57652656fa493739195

Standard No. 020 1156389341 (hardcover)

Standard No. 020 | l9781563893414 (nardcover)

Standard No. 020 || | 1563893428 (paperback) |

Standard No. 020 9781563893421 {paperback)
b15130708 Edit Mode {OVR)

Language: Usually English, but double click for more options.

Skip: Based on second indicator in the 245 field, this is the number of characters to skip for indexing
purposes. Does not normally need to be modified.

Location: Represents the library buildings that own this item. If only one library owns it, this field will
have the code for just that building. If more than one building owns it, this will say “multi” and the lower
Locations field will list the individual libraries.

Cat. Date: Represents when this is a fully cataloged official record. Can be used to remove
temporary/ephemeral records from reports such as exporting records for FindIT.

Bib Level: Derived from the Leader, generally preset.

Material Type: Used to display format of item in OPAC. Originally based on the Leader record type, but
can deviate to give better descriptions (such as breaking out Blu-ray from DVDs). Changing this does not
change the Leader, so the original MARC record will be retained. Double click on the code to see other
options.

Bib Code 3: Used for suppressing bibliographic records in the OPAC, plus tracking vendor records that
need updating (NONOCLC) and records that need cataloging by LCI staff (LCICAT).

Country: The country or state the item is from.

Viewing/Editing MARC fixed field details
To see more details about the Leader (000), the 007, or the 008, right click on the field (in Edit mode)
and select Expand Field, or just click on the field and type ctrl-r.



The remainder of the MARC fields

All of the MARC fields act as they normally would in any other system. The description to the left of the
MARC field number is the index in which that field should be found. Fields designated as “Misc.” are not
indexed.

| . b15130708

File Edit View
b15130708 Last Updated: 02-01-2014 Created: 01-13-2014 Revisions: 3
standardNo. | w20]| ||| la780813536707
Misc. 035 ZIOCOLC)51 2891SQ{ZIDCOLCJSTSSZS56-[2[0COLC}493739195
Misc. 040 | -OEM]:eng}c{)EMﬂOCLCQﬁTKHﬂBAKERHBTCTAHQSHﬂYDxCPMMUMLCGﬁP@NmSGBﬂVUEmDLCﬁAU@kECOD}dIGﬂdDEBBG
ldocLjdBoxjdzvwz|dl F3JdCKE
- i CKEF ===k el i
Wisc. 050 (o]0 | |ps728 836181545 2002
Misc. 082 0|0 | [741.51973j222
Author 100 [1|| | Miller, Frank Jd1957-
Title 245 1 o -Baﬁ;riaﬁ 1Mhe D«irk Knight returns /jcFrank Miller, with Klaus Janson and Lynn Varley ; lettered by John Costanza.
Added Title 245/(3/ 10 | [Dark Knignt returns
publication nfo.§ 260/ | || | [New York, N.Y. 4bDC Comics,[6c2002.
Description 300 97, [8], 30 3 l)clneﬂy col ill. ;}e27 cm.
Hote Sﬁu I i.man created by Bob Kalle
Note 500/ || | chieny comics.
Note 560 I '"Dngmally published in single magazine form as Batman: The Dark Knight returns 1-4.
LI 500/ | || Includes gallery of original covers and original plot of The Dark Knight falls with excerpts from Frank Miler's sketch book.
Note 505 0 \Introduction / by Frank Miller — The Dark Krl'lglil returns — The Dark Knight triumphant -- Hunt the Dark Knight - The Dark Knight
'Ial[s — Gallery, the original covers — The original plot, the Dark Night falls.
Hote 5200 || Ten years after his retirement, a troubled Batman returns to the streets, evening the score with criminals in an increasingly |
b15130708 Edit Mode {INS)

Entering Subfields

To enter a subfield, use the | character (shift-\) and type the subfield letter. If the subfield shows in red,
this means it is not listed as a valid subfield. Right click on the field and select MARC Tag Info to see what
the valid subfields are for that field. Contact LCI if you believe a subfield that should be valid is missing.

s 015130708
I File Edit Vxew Go Tools Reports Window Help

b15130708 Last Updated: 02-01-2014 Created: 01-13-2014 Revisions: 3

standardNo.  o20 || | (9780613536707 |
Misc. 035|| || ||(0C0LC)51289169]2(0C0LC)5T65265612(0COLC)493739195 |
Misc. 0a0| || | OEM|BenglcOEMIdOCL CQIdTXHIdBAKERIABTCTAJdQ3HAYDXCPdMUQIGOC Lr.G;uP@u;u:ssmummmu@mconpmmﬂﬂs
[docLjaBDxjdzwzidL F3jdCKE
Misc. 049] || | [cker
Misc. 0/ 0| |PN6728.836]BM545 2002
Misc. | [741.51973{222
Author [] l.!rller Frank,yﬂ 957
Title ; 'Batmﬂn {bthe Dark nght returns ncank Ml[Ler with Klaus Janson and Lynn Varley lettered by John Costanza.
Added Title 2463/ 0 | [Dark Knight returns
Publication Info. 260 L Hew York, N. lxDC Comics 21:5:2002 Co;)v
Description ;_il;l:l= | '1 97 8], 30 p. x:r.llteﬂy col. ill. }e27 ¢ .’;ste
Hote 500 || | “Batman created by Bob Kane.” =
Note son| || | ;flhieﬂy COmics. Editacte
Note 500. _. :"‘{.}riginat[y_r published .fn singlé magal.inef Insert Field urns 1-=i.
Note 500/ || | includes gallery of original covers and orifi it i N L  cxcerots from Frank Miler's sketch book.
Hote 505 l] | /introduction / by Frank Miller — The Dark Kig mphant - Hunt the Dark Knight - The Dark Knight
[falls — Gallery, the original covers — The o |
HNote 520 | Ten years after his retirement, a troubled [ETISWRTMIT) ing the score with criminals in an increasingly |
b15130708 Edit Mode{!NS)




Entering Diacritics

To enter diacritics, select Tools > Character Map from the top menu of the bibliographic record. Select
the proper Code Chart (most standard accents are in the Latin-1 Supplement chart), and then select
your diacritic and click on Insert.

| 4 D15130708

File Edit View Go Tools Reports Window Help

i b
......‘ “- : L
‘ | acter Map
Sty B geled ‘i e Chart |Latin-1 Supplement
b15130708 Last Upd T [ e R ez 5|6l r|8|9lalb|ec|alel|d
‘ 008 f + BEIEIERE -
Standard No. n2 009 || = Sl= T ™8 s | e ¥ =
Misc. l]3 00a. | il ¢ g ¥ || § @|* || ® (~ .
Misc. l]4 o0b W = - " . | T i T q T . T & | ”‘A I i "[GBJdVUEdDLC[dAU@]dC OD{dIG#/dDEBBG
Misc. odf ooc | A A A A alE|c|E|E|E il
Misc: 050 goa | B |fi |0 0O o]0 p |8
WMise. ogfl ~ N & | & = & ; | z
i o0e a | a|a|a a | & ¢ i i
Author B —=d| 1 di—— | 1  FEr R ] | i
Title 24 L il 5 b LALo [ e P il e 2 By |{ktered by John Costanza.
Added Title 24
Publication Info. 26|
|
Description 30|
Note 50
|
Note S0
Hote 50
Note 50| from Frank Miler's sketch book.
Note 50f unt the Dark Knight - The Dark Knight
Note 521 u STiTe = ;COre with criminals in an increasingly i
b15130708 Edit Mode (INS)

Moving MARC Fields Up and Down

Right click on the field you want to move, and select one of the Move options. Note that Move to
Top/Bottom of Group options will move it to the top or bottom of similar fields (such as moving a

subject to the top of the list of subjects. If a field is moved out of a group of similar fields, when you save

the record, it will be moved back into that group.

b15130708
ools Reports Window Help
> Summary
b15130708 Last Updated: 02-01-2014 Created: 01-13-2014 Revisions: 3
HNote 500 Includes gallery of original covers and original plot of The Dark Knight falls with excerpts from Frank Miler's sketch book.
Hote 505/ 0/| | introduction / by Frank Miller —- The Dark Knight returns — The Dark Knight triumphant — Hunt the Dark Knight — The Dark Knight
[falls — Gallery, the original covers — The original plot, the Dark Night falls.
Note 520 [Ten years after his retirement, a troubled Batman retumns to the streets, evening the score with criminals in an increasingly
\violent manner, which brings trouble from the police and a gang called the Mutants and a conflict with Superman.
L 596 || 78214
Subject 650 |0 |Batman (Fictitious character)¥Fiction.
I 650| '6 | [Batman (Personnage fictifjjiBandes dessinées.
Subject 650| |7 | |Bandes dessindes jZram -
Subject ;555 |0 | [Graphic novels.
Subject 655/ |0 | [comic books, strips, etc. Cut
ST 655| |0 |superhero comic books, strips, etc. RS
Subject 655 |4 |comic books, strips, etc. Paste
Subject :65_5 4 | (Graphic novels. Edit Field
Subject 655 |4 | |Superhero comic books, strips, etc. Insert Field
Added Author 700 |1 | | Janson, Kiaus. Delete Field
Addded At 700} 1 [Variay, Lynn Move to Top of Group
Added Author 700 1| | Costanza, John. I
= Lt L Move to Bottom of Group

'}fi’?ﬂ ffm o [ [KaneBon Move Up(H)

b15130708 Move Down Edit Mode (OVR)




Creating New Bibliographic Records
After searching to verify that there is not already a bibliographic record for this item, click on New within
the Catalog function, select a template, and click on Select.

Sierra - LCI Library System - Bristol Public Library Testing

Format Description Summary Preview
30 |
| Indexed Entry: University of Chicago. Graduate Library School. Library Conference. Papers presented B17172354
before the annual conference ; 1951, Not Available
Librarians, scholars, and booksellers at mid-century. 1ltem
University of Chicago studies in library science,
Book Butler, Pierce, 1886-1953,
East Hartford, Raymond Library @
31 | -
Your entry Library Connection's Great Book of Greatness would be
here
32
indexed Entry: Library curriculum studies, prepared under the direction of W.W. Charters 112016676
Introduction to ging and the i ion of books, Available
Mann, Margaret. Tlem
Manchester, Main Library
Book
32 i
0 Titles, 0 ENTRIES

Add New Record - New Bibliographic

File Edit View Tools Reportis Help

Select Template
_b: Bibliographic default -
ILL: ILL From NonLCl Library

LCICAT: Needs Cataloging at LCI
LOCALHIST: Local History Materials -

New Bibliographic Last Updated: 11-16-2020 Created: 11-16-2020 Revisions:

YYYVYYY

New Bibliographic Record Record Creation Mode (INS)

Template Options
Some templates available for use by all libraries include:

ILL: Use for items from outside of LCl libraries that are being checked out by LCI patrons.

LCICAT: Use for brief items that need cataloging by LCI staff.

LOCALHIST: Use for local history items that will not be placed on OCLC and do not need original
cataloging by LCl staff.

REALIA: Use for items such as museum passes, puppets, games, etc.

TempRecord: This is used primarily by circulation staff when they try to check out an item and the
barcode is not found.

Filling out the Template

Fill out whatever fields the template prompts you for. For fixed fields, double click on the coding box to

see the complete list of options, hit the space bar to see a drop-down list, or just type in the code if you

know it. Note that once you complete the Sierra fixed fields, the prompt field will jump to the top of the
9



screen for the standard MARC fields. Use standard cataloging practices to enter MARC fields, using | to
enter in subfields. There is no “Back” option during the template process. You must finish the template
process, save the record, and then go back and fix any mistakes or omissions by editing the record.

Add New Record - New Bibliographic
File Edit View Tools Reports Help

e B

Expart Print Cancel

New Bibliographic Last Updated: 04-02-2014 Created: 04-02-2014 Revisions:

Language |eng English Cat. Date Lo BibCode3 p PKCAT
pusttry

Skip ¥xu United States

Location

=]

Material Type
Standard No. 020

Author : . e
100 @ cancel New Record Creation
Title 245
Publication Info. 260
Description 300
New Bibliographic Record Record Creation Mode (OVR)

Duplicate Checking

When you enter either a Standard No. or a title, you may see a screen recommending possible
duplicates of the item you are entering in. If you find an actual duplicate, use that record instead of the
record you are creating. Open the appropriate bib record summary and click on Use Bib.

| Duplicate record(s) found - b18586740
File Edit View Go Tools Window Help

i A - [+
i Standard no. - h s
i m- Insert

Cowley, Joy.
Library day / by Joy Cowley ; [illustrations by Deirdre Gardiner].

Summary

Record L Sl View Cancel New Record Creation Select
. # Record Number DESCRIPTION

HETLEVE Holdy | 1 40984333 [Location:3mcch Call No.:PJ.J RED Volume: Barcode:32502120416778

Bib-Lewvel Holds

40984333 Outside of scope 1 Attached Records

10



Adding an Item Record
If you have not just added a bibliographic record using a template, open the summary of a bibliographic
record and select Attach New Item.

b16466366
Edit View Go Tools Window Help

Bristol Public Library.
Library dedication ceremony [videorecording}.

Summary

Record 12454764 AV Attach New tem ] Detete X move " setect
Htem-Level Holds # Record Number Location Call No. Volume Barcode
= Ead| 1 132454764 2marf LHR 874.63 B77 132519104541678

2 132454776 2marf LHR 974.63 B77 132519104541660

Bib-Level Holds

132454764 2 Attached Item Records

If you have just completed a bibliographic record template process, the system will automatically trigger
a new item template. If you do not want the bibliographic template process to automatically trigger a
new item template, go to Admin > Settings > New Records, and then uncheck Item at the bottom of the
screen, next to Records to Attach to New Bibliographic Records. Remember that you must save your
Settings changes, log off and log back in for this change to take effect.

Select an item template and click on Select. The three templates that all libraries can use are:

ILL Item: For an ILL item from outside of LCl libraries. These items are suppressed in the OPAC and
should be deleted when the item is returned.

Item Record — Permanent: Use this for all other items.

On-the-fly At Circ: This should only be used at the circulation desk for items with barcodes that aren’t in
the system.

| s Newitem
File Edit View Go Tools Window Help

Cowell, Cressida
How to twist a dragon's tale : the heroic misadventures of Hiccup the Viking / as told to Cressida Cowell.

Summary

tem from NonLCI Lib
ltem-Level Holds 0 2mitem: Item Record - Permanent

m1empitem. ON-the-1y at circ

Bib-Level Holds

(@

mi)

L]

New Item Record Edit Mode (INS)

11




Fill out the item template by following the prompts. Double click on coded fields to see options. Item
fields are as follows:

FIXED FIELDS

Copy No.: If you have more than one copy of the same item (not multiple volumes), put the copy
number in this field.

Item Code 1: A code for statistical purposes representing audience, format, and genre information. See
Item Codel Chart and How to Construct Item Codel on the LCI website

Item Code 2: Used for marking items for suppression and discarding.

Item Type: Governs circulation policies (does not display in the OPAC). Item types are grouped based on
format. Click on the right side of the box (description) to see the list of options in alphabetical order by
description.

Price: Will be used to charge patrons if the item is lost. If this is left blank, the system will fill in a default
price that has been designated for your library.

Location: The five-character code for where the item is shelved. The template should take you to the
first location code for your library. For an easy dropdown list of the rest of your library’s codes, click (not
double-click) on the location description and press the spacebar.

Item Message: A pre-coded message that will appear to staff whenever the item is retrieved in the staff
client.

Item Agency: Represents the library system that owns the item, grouping together multi-branch libraries
into the same agency.

VARIABLE-LENGTH FIELDS

After the item template has been completed and saved, to add a variable-length field that is not already
in the item record, select Insert at the top of the item screen.

e New ltem

File Edit View Go Tools Window Help

Cowell, Cressida
How to twist a dragon's tale : the heroic misadventures of Hiccup the Viking / as told to Cressida Cowell.

Blmres Wl 2 1 ikl e Dmmerem @ /S AAAD

Summary

em-Level Holds

B

Copy No. Last Checkin e o Location 2moca Bristol, Main Libiggy
Bib-Level Holds

Item Code 1 10860 Checkin Location [ Loanrule

Item Code 2 n Suppress No. of Renewals Status

Item Type 107 Book -ILL No. of Overdues Internal Use

Price $0.00 Overdue Date Lo Copy Use

Checkout Date s item Use 3 [ Iltem Message r Route to| ILL

Checkout Location Recall Date Mo OPAC Message

Due Date i Total Checkouts Year-to-Date Circ

Patron No. Total Renewals Last Year Circ
Hew Item Record Edit Mode (OVR)

12



Next, select the proper field in the dropdown list, fill out the field, and then click on OK.

4 New item
File Edit View Go Tools Window Help

New Item Record

Cowell, Cressida

How to twist a dragon's tale : the heroic misadventures of Hiccup the Viking I as told to Cressida Cowell.

Blmeee Wanle 2 | fikle Bmraren 8 M AAAS

New ftem b Barcols
(oY canca ]
P A
Copy No. Last Checkin Location 2moca Bristol, Main Lib
Item Code 1 10860 Checkin Location Loanrule
Item Code 2 |n_Suppress No. of Renewals Status
Item Type 107 Book -ILL No. of Overdues Internal Use
Price $0.00 Overdue Date Copy Use
Checkout Date Item Use 3 Item Message r Route to ILL
Checkout Location [ Recall Date OPAC Message
Due Date Total Checkouts Year-to-Date Circ
Patron No. Total Renewals Last Year Circ

Edit Mode (OVR)

Barcode: The item barcode, which can just be scanned in.
Call No.: The item call number.

Volume: Volume information for multi-disc DVD or Blu-ray sets that have been split into individual items
and for titles that are published continuously or are complete in a definite number of volumes, for
example encyclopedias, magazines, annuals, yearbooks, almanacs, stamp guides, biographies or
autobiographies in multiple volumes, etc. The presence of volume information triggers the OPAC to set
holds to item-level holds rather than title-level holds. If you circulate multi-disc DVD sets individually,
enter each disc separately (“DISC 1”). If you circulate sets together, DONOT enter the number of discs
(“DISC 1-5") in the volume field, instead enter it at the end of the call number.

Message: A message that will show to staff anytime the item is retrieved in Sierra. Unlike the fixed-field
Iltem Message, this message is not pre-determined and can be whatever you type in.
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Adding Multiple Items into One Bibliographic Record
To turn on the option to prompt for multiple item creation, go to Admin > Settings > New Records in

the top menu. Select Prompt for Multiple Items. Click on OK.

| Settings
Macros | Export Records | Search | PrintTemplates
Multiselection Groups |  WebOpfions | WebMaster |  Headings Reports
Session Statistics Create Lists |  Claiming/Binding | Statistics

L VR E G S Import Invoice | Global Update | Display | Record Templates | On-the-fly Records

rOptions for Order View
Show Selection List

rOptions for New Program Records
|:| When creating a program record, automatically prompt for section record?

Options For New Item Records

Prompt for Multiple ltems

print labels when creating Multiple Items

Options For New Holdings Records:
Create checkin card when creating holdings record

Now when you attempt to add an item, you will see the New Item Options box where you can select
Single Item or Multiple Items. Put the first barcode in the Beginning Barcode field.

If entering multiple volumes, enter the volume text (such as “Disc” or “V.”), and the first and last volume
number. Uncheck Increment Copy Number.

If entering multiple copies, leave Volume Caption, First Volume, and Last Volume blank, and keep
Increment Copy Number checked. Only change Beginning Copy Number if you do not want to start at

copy 1.

Set the desired location and the total number of copies, and click on OK.

| New Item Options

() Single ltem
(®) Muitiple items

r Multiple Tiems Gption
| |
Beginning Barcode I 31209002156990 I
Volume Caption
First Volume
Last Volume

inni r 1
I Increment Copy Number

|| Increment Across Locations
S S

[2baad = 3

Total copies: 3
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Confirm the results and click on Yes. Make sure you peel the barcodes off of the sheet of barcodes in the
proper order (do not peel them off in a random order that makes a fun pattern).

Copying an Item Record

To create a copy of an item record, go to the individual item record (not the Summary record) and select
Edit > Copy Record in the top menu bar.

4 125810480
EQ view Go Tools Window Hel

=
=

Print Clos

fsound recording].

Copy Record 5n |, soc

ra VicW ALLUNS

Transfer attached
St Link to additional bib record (3)
Import Order Information
Record 125810480

Not checked out
i25810480 Last Updated: 01-13-2014 Created: 01-13-2014 Revisions: 1 (Not In Scope)

Item-Level Holds

Bib-Level Holds Copy No. 1 Last Checkin heem Location bpcch Berlin-
Item Code 1 12000 Checkin Location jLi] Loanrule 0
Item Code 2 Lo No. of Renewals 0 Status - Available
Item Type 121 CD - Children No. of Overdues n Internal Use 0
Price $10.00 Overdue Date [ I Copy Use 0
Checkout Date e Item Use 3 0 ltem Message - No Message
Checkout Location |0 Recall Date |- - OPAC Message e
Due Date S Total Checkouts 123 Year-to-Date Circ |0
Patron No. o Total Renewals 0 Last Year Circ o
i25810480 Not checked out Edit Mode (OUTSIDE OF SCOPE)

Next select the desired item template (usually the Permanent item template) and click on Select.

, New item

p.

File Edit View Go Tools Window Help

Export Print cl

Toddlers sing rock 'n’ roll [sound recording].
Redway, CA : Music for Little People, 2002.
1566283027

Summary New

r Select Ti

Item

BULLL L) oo £ Mool ol

ltem-Level Holds (] rhitem: item record-Permanent I

Bib-Level Holds

Cancel

Cu 1]

]

New Item Record Edit Mode (INS)

Check the new item information for accuracy, add a barcode, and click on Save.
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ltem Deletion — Single Item

Immediate Item Deletion
To immediately delete an item, select it in the Summary list and click on Delete. You cannot delete items
from other libraries. NOTE: LCI cannot provide statistics on these immediate deletions.

4 D1T194933
File Edit View Go Tools Window Help

Cowell, Cressida
How to twist a dragon's tale : the heroic misadventures of Hiccup the Viking / as told to Cressida Cowell.

Summary

Attach New tem

veu [rom B

# Record Number Location Call No. Volume Barc
Item-Level Holds ) S 1T T isween WCOWELL - JZDL0TT00U0EED
_|_8 i3545555x amech U F COWELL 3254017146396 |~
_|_9 35455561 cacch

Bib-Level Holds

lcacch W FICTION COWELL

| lencen U FICTION COWVELL 31209114739048
m fercen 1 FIC COWVEL 3254318841627
m ferceh | FIC COWELL

Ipicch U COWELL
| lpicen 1 COWELL 115248142
o bucch F cow 116141502
m lcocch Ly cow 33230119782328
| bpcen U FICTION COWVELL |
|19 135455664 Bmech I COWELL 231207797
_|_20 14710083« lsocch 32515006670038
¥ 21 Newitem 2moca

21 Attached Item Records

Then click on Yes.

Help

Cowell, Cressida
How to twist a dragon's tale : the heroic misadventures of Hiccup the Viking [ as told to Cressida Cowell.

Summary

Record

Attach New ltem J @

135455500

21 Attached Item Records

Volume Barcode
Item-Level Holds 3250511311824 |
132508111713352
Bib-Level Holds 135455500 Deete record(sy? 3251211260445
135455512 Delete the following attached records: 1325421115381908
135455524 135455500 132542116503270
135455536 132529112832266
135455548 132526116606886
13545555x Yes 1 132540117146396
135455561 Ll 132531116173051
135455573 Cacch e JFICTION COWELL | 132531116173168
135455585 chceh W FICTION COWELL 131209114739048
135455597 lerceh W FIC COWELL 132543118841627
135455603 lerceh W FIC COWELL 132543121252309
135455615 Ipicch LJ COWELL 132535119077243
iIRRARRRIT nlrch LLCOAMEL T A2R3R118248147 G
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Marking an Item for Discard

Items that you remove from your collection can be marked for discard, which will suppress them in the
OPAC and they will be deleted at the end of the month by LCI staff. Go to the Summary of the
bibliographic record, select the desired item in the list, and click on the Record tab on the left.

138504742

Cora, Cat.
Cat Cora's classics with a twist : fresh takes on favorite dishes /] Cat Cora with Ann Krueger Spivack.

Summary Summary

Jtem.Level Holds #_| Record Number Location Call No. Volume | Barcode
1 i38504609 glaad 1641.555 CORA | 32512118332473
___2 hi38504705 caaad 1641.555 CORA | 32531117060679

Bib-Level Holds _ |3 38594717 weanf 1541.555 CORA 132514118541830
4 138504729 bpaad 1641555 CORA | 32525114532342

14 \wﬂ)l""\ﬁ w 'le\ kel
¥ 6 38594742 2maad 1641.555C81 3251917781444
e 0 ST Ui r A — ! e e
& i38504766 neaad 1641.555 CORA | 32510109685438
_ |9 i38594778 Gbanf 1641555 CORA | 32505121468656
1047024811 soaad | | 32515006463525
i38504742 10 Attached ltem Records

Then double-click on Item Code 2 and set that to either Discard, Discard Last Item, or Discard Ordered
Copy. Click on OK, then click on Save.

38594742

File Edit View Go Tools Window Help
: 7

WB  Summary

Cora, Cat.

=
Cat Cora's classics with : |>at Cora with Ann Krueger Spivack.

Digcard

Summary Recorc d

Discard Last Copy

Mot checke
ftem-Level Holds 138594742

Discard Ordéreﬂ ltem
o

e 1-14-2014 Revisions: 1
East Hartford Storage
e

Bib-Level Holds ) Copy No. Gap recs Location 2maad Bristol, Main L a
item Code 1Ml cyppress 0 Loanrule 0
tem Code 2 0 Status - Available
item Type Cancel 0 | Internal Use 0
Price Copy Use 0
Checkout Date i Item Use 3 0 [tem Message - No Message
Checkout Location |0 Recall Date e OPAC Message
Due Date i Total Checkouts 13 Year-to-Date Circ |0 b
38594742 Not checked out Edit Mode (OVR)

Any item marked for discard will be deleted from the system by LCl on the second to last business day
of the month and a report sent to the libraries.
17



ltem Deletion — Multiple Items

Immediate Item Deletions
NOTE: You cannot delete items from other libraries and LCI cannot provide statistics on these

immediate deletions.

Select the Delete Records function in the Function drop-down menu. Click on the Scan/Delete button.

I ., Sierra - LCI Library System - Bristol Public Library Testing

File Edit View Go Tools Admin Reports Window Help

-Re'wew. Review file: Test - Changing Due Dates (2} (liem)

Scan the items in that you want to delete, and then click on Delete Items.

| Scan/Delete ltems

Key or Scan Barcod || | @

Barcode Title Call Num Delete

Delete ltems Cancel

18



Marking Items for Discard
Items that you remove from your collection can be marked for discard, which will suppress them in the
OPAC and they will be deleted at the end of the month by LCI staff.

Select the Rapid Update function in the Functions drop-down menu. In the top menu, select Tools >
Rapid Update Options > Update Individual Record.

.. Sierra - LCI Library System - Bristol Public Library Testing
Admin Reports Window Help

Character Map w

Rapid Update Options ". Update Due Date
QO Update Individual Record

W UpUHLE MUILPIE RECOIUS

Select Record Type to Mod

Current Command

Field # Value

Change the “Select Record Type to Modify” option to Item.

: 4 Sierra - LCI Library System - Bristol Public Library Testing

Select Record Type to Modify

-Current C:

Field # Value Use Same Data

Double-click on Field and select Item Code 2.

Record #: |i ||Eie§d: [ |I‘Jalue: R soomit

Double-click on Value and select the appropriate discard option.

Record #: |i | Field: Value : | | submit

Enter a barcode into the Record # field (overwriting the “.i” that is currently there) and type Enter twice,
at which point the item should appear in the below History field.

rCurrent Ci

Field # Value Use Same Data

60 Item Code 2 d

Record #: |3251 9105335583 IFieK‘I 5 Value : r

rHistory

# Record No.  Details Status

1 §i31 285879 60 Item Code 2 =d; |Processed
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Transfer Item to Different Bib Record

Either go to the individual item record for the item you want to transfer or select it in the Summary list.

Click on Edit > Transfer attached > Find Bib.

4 D16006495

file [E] View Go Tools Window Help
Cut

Copy
Paste

.| SelectAnl
S Modify Group

Location/Call no./Ascend Vol. Sort
Location/Call no./Descend Vol. Sort
Preserve Sort

Transfer attached [ Find Bib

Link to additional bib record D1bE5£450

pictures by Bryan Langdo.

Print.

b15142668
Summary

Summary
Record

e

CTITD 2D € €D

# g Record Number Location Call No. Volume

_ |1 30836608 icacch J ICR MINARIK
v 2 i3083661x Zmech \JER MINARIK

Bib-Level Holds (1] e 130836621 chcch W RE MINARIK
|4 i30836633 chceh W RE MINARIK
~ 15 i30836645 ichceh \J RE MINARIK
— | & i30836657 ‘chcen |J RE MINARIK
_ |7 i30836669 4bcch E MINARIK B
— |8 30836670 lalcch \JE READER MINARIK |

Barcode
32531104565557

3251905327234
131209002042752
131209002067312

31208002117653

131209124814732
132540110243331
132512123250637

i3083661x

8 Attached Item Records

Search for the desired bib record and in the Su
records and holds to the selected bib record.

Select destination bib
File

4 cat and dog m

Edit View Go Tools Window Help

Lleyd, David, 1945-
Cat and dog | written by David LI

T

Summary

Record

# Record Numb...
1 110030268

kem-Level Holds v

Bib-Level Holds

10030268 Outside of scope

mmary screen, and click on Use Bib. This will transfer item

oyd ; illustrated by Clive Scruton.

Cancel New Record Creation

] DESCRIPTION
Location:7bcch Call NoiJE LLOYD Volume: Barcode:32508046895276

1 Attached Records
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