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

 

 

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. 

 

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

 

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). 
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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. 

 

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. 
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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. 

 

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. 
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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. 

 

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. 
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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. 

 

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. 
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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. 

 

 

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

ILL: Use for items from outside of LCI 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 LCI 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 
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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. 

 

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. 
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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.  

 

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 LCI 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. 
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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 Code1 Chart and How to Construct Item Code1 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. 
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Next, select the proper field in the dropdown list, fill out the field, and then click on OK. 

 

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 
Item 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. 

 

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. 
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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. 

 

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

 

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

 

Then click on Yes. 
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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. 

 

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. 

 

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



18 
 

 

Item 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. 

 

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

 

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

 

Double-click on Field and select Item Code 2. 

 

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

 

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. 
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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. 

 

 

Search for the desired bib record and in the Summary screen, and click on Use Bib. This will transfer item 
records and holds to the selected bib record. 

 


