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Chapter 22 -- Pre-Cats and ILL

The pre-cat function, also referred to as “circ-on-the fly” allows you to circulate
items that have not been cataloged. In Evergreen Indiana, interlibrary loans
should be entered into the system as pre-cataloged or “pre-cat” items. Using the
pre-cat function gives them an item record at the time of circulation that serves
as a place holder. These items are not attached to a bibliographic record, so they
are not truly cataloged. In addition to ILL this function can be used to circulate
other items that are not in the catalog, for instance an item that has been lost and
withdrawn, but then discovered on the shelf, items which have not yet been
cataloged as part of an automation project, or a book belonging to a staff
member being loaned to a patron as a courtesy.

Checking Out Pre-Cat Items

Adding pre-cats is done at the time of circulation. Go to the Check Out function
by hitting F2, or go the Circulation (Alt + C) menu and select Check Out Items
(Alt + O)

1: hm-cat1@HMMPL -sarahc.evergreen.lib.in.us

File Edit Search Circulation  Cataloging Admin (=) Hel
. Check Ot | 2 Catalog

Retrieve Patron

Barcode: ‘ [ Submit:

Enter the patron's barcode in the barcode box to bring up the screen below:

*11: hm-cat1 @ IMMPL sarahc.evergreen. lib.in.us

File Edit Search Circulstion Cataloging  Acquisitions (Preview) Admin (=)
1 Patron: Macy, Kathy 8
M o Kath'y Refresh | ltems Out Holds | Bills | Edit Messages | Other - ‘

1+ 1/6 $0.00
Standing A Check Dut
Mo Blocks/Penalties Barcode: 3 ormal (LY Harmal 3
EBarcode Dus Date Title &=
Status
Staff
HMMPL
Internet Filtered
Expires on 2028-03-22
Holds: 3
[ availsble: 1]
Bills: $0.00
Check Outs: 1
[ Overdues 0
| Long Overdues 0
Claimed Returned: 1|
Losk: a
Mon Cataloged: 1]
Frint Receipt m [ strict Barcode [] auto-Print -
ID and Contact Information " - m
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At this point if you want a different circulation period than 21 days, select the
option you want from the drop down list labeled Due Date.

Refresh M| tems Out | Holds ‘ Bills ‘ Edit | Messages ‘ Other - |
1* 16 4 0.00
Check Out
Barcode: w Mormal () | el w
Barcode Due Date Title Hormal
Today + 3 davs
Today + 7 davs
| Today + 14 days
Today + 30 davs
[Print Receipt l [ Export ] [ strict Barcode [ auto-Prink

If you enter the barcode without selecting a due date, you will get the default loan
period of 21 days. Enter the barcode you are going to use for the pre-cat item.
This must be a barcode which is not already attached to something in the
system. It could be a new barcode, a barcode you recycle for Pre-Cat or ILL
items, or in the case of ILLs, you might be able to use the barcode of the lending
library. If you type or paste the barcode number into the box, you will need to hit
Enter, or click Submit.

Refresh M| ltems Dut| Holds | Bills | Edit |Messages‘ Other - ‘
2 /e

$0.00
Check Out
Barcode: v| | 3346002230134 Narmal () fpyormal v
Barcode Due Date Title o]
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Since the barcode is not attached to an item in the system, the following window
will open:

Mis-scan or non-cakaloged ikem, Checkout as a pre-cataloged ikem?

Options

[ Cancel ] {Ere—catalnged]}

Click the Pre-Cat (Alt + P) button. The following box will open in the upper left
hand corner of your screen:

* pre-Cat Fields [ |[@[X]

Pre-Catalog Field Entry
Title | |

Authaor | |

’ Cancel ] lCheckgut ]

Here you can enter the title and author of your item.

NOTE: If the item you are circulating is an ILL, in the title line, enter “ILL--No
Renewals” along with the title in the Title box. This ensures that library staff can
see that the item is an ILL when viewing the item listed in a patron’s account so
they will know not to do an override to renew the item.
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Enter the information in the title and author fields. Then click Checkout (Alt + O).

* Pre-Catalog Fi... EE|E|

Pre-Catalog Field Entry

THe | ppe 22 ILL--Mo renewal:
Author 1L

[ Cancel ] [Checkgut]

The item is now checked out, and will display as seen below. Note that if you
selected a choice from the list, the due date will reflect it.

Refresh M| tems 0ut| Holds | Bills | Edit |Messages‘ Other - ‘

[ 16 $0.00
Check Dut
Barcode: v Mermal (U | 200g-11-16 v
Barcode Due Date Title: 0

2009-11-16 DOC 22 ILL--Mo renewals

NOTE: If pre-cats are checked out with a circulation period other than three
weeks, it's possible for them to be renewed for one week. If they are checked out
for three weeks, they cannot be renewed, but it appears that they can. Pre-cats
will display with one renewal remaining in their account, and the system will tell
patrons they’ve successfully renewed the item, even though the due date will not
change.

In order to prevent patron confusion and renewed ILL items, renew ILL items
when they are added to the system.

Last Updated:11/3/2009
Version 1.6
22.4



Evergreen Indiana Cataloging Training Manual
Chapter 22 — Pre-Cats and ILL

Click the Iltems Out (Alt + C) button. The items out screen will display:

Refresh ‘ Check Out Hl Holds | Bills | Edit | Messages| Other -

2% 16 4 0.00
Items Ouk
Actions For Selected Items
Barcode Checkout Library Circulation Library Due Date Fines Stopped | Femaining Renewals | Title a3
33946002... HMMPL HMMPL 2009-11-16 1 DOnZ 22 ILL--Moar...
 Shows Won-Cataloged Circulations in List Above Print Receipt ] [ Export

Lost, Claimed Returned, Long Dverdue, Has Unpaid Billings

Actions for Selected Items

Barcode Checkin Date Checkout Library Circulation Library Fines Stopped | Title a}
3318700272, HMMPL FCPLR CLAIMSRETU... Cozy crochet : learn to ...

[Print Receipt] [ Expork ]

Highlight the ILL item, and right click or click Actions for Selected Items (Alt
+S) and select Renew.

Refresh |Qheck Out ||| Holds | Bills | Edit |Messages‘ Other - ‘

2 1/8 $0.00

Items Out

Actions for Selected Items

Barcode Checkout Library Circulation Library Due Date Fines Stopped . Remaining Renewals  Title B

Z... HVMPL HMMPL

Copy ko Clipboard
Add to Item Bucket
Shiow in Cakalog
Show [kemn Details
Show Last Few Circulations

Showe Mon-Cataloged Circulations in List Above nt Receipt l [ Export

Edit Due Date
Lost, Claimed Returned, Long Overdue, Has Unpaid Billing Mark Lost (by Patron)

Mark Claimed Returned Actions For Selected Ttems
Barcode Checkin Date Checkout Library it EF'E"""' al Title B
3318700272... HMMPL Fop e Cozy crochet : learn tom..
Check In
Add Eiling

Sawe Columns

Print Receiptl [ Export
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A dialog box will open asking if you are sure you want to renew the item:

The page at hitp:ffevergreen.lib.in. us says: E|

6 fAire you sure you would like to renew itern 339460022301397

| ok | [ Cancel

Click OK or press Enter.

Note that there are no longer any remaining renewals for this item:

Refresh ‘Qheck Ot Hl Holds | Bills | Edit |Messages Other -

2 1/8 $0.00

Items Out
Actions For Selected Ikems

Barcode Checkout Library Circulation Library Dye Date

L gte | Fines Stopped  Remaining Renewals - Title B
"""" - HMMPL HIMMPL 2009-11-24
—

DDC Z2 ILL--Mar...

[ Show Mon-Cataloged Circulations in Lisk Above l [ Print Receipt ] ’ Export ]

In this case, the item had been checked out for two weeks, and renewing the
item extended the due date for one week.

At this point you can change the due date back to two weeks if needed. If the
item had been checked out for three weeks, the due date would not change, but
the remaining renewals would still change to O.

Changing Due Dates for Pre-Cat items

If you need to change the due date, for instance you forgot to make a selection
from the list, you want to choose a different date than the options from the list
allow, or you have renewed the item and need to edit the due date for a shorter
circulation period, you can edit the due date once the item is checked out.
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From the Items Out screen, click on the item you just checked out to highlight it.
Then click on Actions for Selected Items (Alt+ S) or right click and select Edit
Due Date.

Refresh | Check Out ||M| Holds | Bills | Edit | Messages| Other -

2+ 18 $0.00

Items Ouk

Actions Far Sele

Barcode Checkout Library Circulation Libraty Due Dake Fines Stopped . Remaining Re Zopy ko Clipboard
] . HMMPL HMMPL 2009-11-24 0 Add to Tkem Bucket
Show in Catalog
Show [kem Details
" Show Last Few Circulations

[ Shiow Mon-Cataloged Circulations in List Abowe ] I Edit Due Date

tark, Losk (by Patron)

The following dialog box will open:

The page at hitp:ffevergreen.lib.in. us says:

9 Enter a new due date for these items: 33946002230139

I o, l [ Cancel ]

Enter the desired due date in the format shown:

The page at hitp:ffevergreen.lib.in. us says: E'

o Enter a new due date for these items; 339460022301:39

| 2009-11-16]

[ Ok l [ Cancel ]

Then click OK or hit Enter. Click the Refresh button to display the new due date:

_heck Out Holds | Bills | Edit | Messages | Other -~
z* 16 $0.00
Items Out
Actions for Selected Ttems
Barcode Checkout Library Circulation Library Due Date Fines Stopped Remaining Renewals  Title B
33946002230139  HMMPL HMMPL 2009-11-16 o DDC 22 ILL--Mo renewals
[ Show Mon-Cataloged Circulations in List Above ] Print Receipt ] [ Export
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Deleting Pre-Cat Items

When a pre-cat item gets checked back in, the following window will open:

fEX
Alert
This ikem needs to be routed bo CATALOGING

Options

The person doing check-in will Click OK or press Enter, and it will display on the
screen as follows:

.

1: hm-cat1@HMMPL-sarahc.evergreen. lib.in. us

File Edit Search Circulation Cataloging  Acquisitions (Preview) Adrmin {1
1 Catalog | 2 Patron: Macy, Kathy | 3 Item Check In | a

Check In
Enter Barcode: | [ submit Effective Date: | 2009-11-03 Actions for Selected Ttems
33046002230139 needs to be cataloged.

Alert Message Barcode Call Mumber Checkin Date Location Route To Status Title: (=3

3346002230139 Mok Cataloged 2009-11-03 Stacks CATALOGING Cataloging DDC 22 ILL--Mo renewals

If the item is not an ILL, it should be sent to cataloging to be cataloged. ILLs
should be sent to cataloging or the ILL person to be withdrawn from the system.
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To delete Pre-Cat items, you must use the Item Status screen. Pre-Cat items will
not display in a catalog search, even if you search by barcode. When you do a

barcode search, the catalog will display a blank record summary as shown
below:

]

1: hm-cat1@HMMPL -sarahc.evergreen.lib.in.us

File  Edit Seapch Circulstion  Catalogng  Acquisitions (Preview)

Admin -}
1 Catalog | 2 Catalog | a8
. . ; <1 B
EVERLICREEN Text Size: Regular/ Large | Language: English (US) A
.I,.‘.,‘,__‘ .,I.N_ || Go! ‘ Fayvwiord V‘ |AH Formats "‘ | Everywhere Vl
: Hussey-Mayfield Memorial Branch

Home Record Summary Flace Hald
Advanced Search Title

Authar
Wiy Account

15BN
You are logged in a5 hm-cat1 Edition
My Title Results ’7 Publication Date
My Title Details Fuhlisher

Physical Description

Farmat []

Ahstract

Subjects

Add MFHD Record
Copy Summary Shelf Browser MARC Record
View copy information for all libraries
[Library [ calinumber Actions [ ]

Loading copy infomation...

Basic Catalog (HTML only) | Find a Library Mear Me | Help | About Evergreen Indiana | INSPIRE Indiana Yirtual Librars

Copyright @ 2006-2008 Georgia Public Library Service =
E rad b s b

Access the Item Status screen by pressing F5, or see Chapter 15 — The Item
Status Screen for other ways to access the screen.

Enter the barcode of the pre-cat item in the barcode box. The pre-cat item will
display as seen below:

P

1: hm-cat1@HMMPL -sarahc.evergreen. lib.in.us

File Edit Search Ciroulation  Cataloging  Acquisitions (Prewview)

Adrin ()
1 Catalog | Z Tkem Status

(%]

Item Status
3394600230139 —
Scan Item

Barcode:

| [ Submit I l Upload From File ] Actions for Catalogers  Actions For Selected Tkems

Earcode Call Authar

Lacation Cir... Loa. Status| B

DDC 22 ILL--Mao renewals Mormal ... Cataloging
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Note that it says the item is a Pre-Cat and it shows a call number of Not
Cataloged. To delete the item from the system, click on the item line to high-light
it. Then, under Actions for Catalogers (Alt + F) select Delete Items. If you
have multiple pre-cat items, you can scan them all and highlight them all at once.

vEiE hm-cat1 @HMMPL sarahc.evergreen.lib.in.us

File  Edit Seapch Circulstion  Catalogng  Acquisitions (Preview) Admin -}
1 Catalog | 2 Ttern Status &

Item Status

33946002230139 -- Item is a pre-cataloged item.

Scan Item

Barcode: | [ Subrmit ] [up\oadFromFi\e]

&= Actions for Selected Items

Call Mumber Author
ok Cataloged

Locatii  Copy to Clipboard

Add to Item Bucket

Show in Catalog

Show Item Details

Show Last Few Circulations

Edit Ttern Attributes
Transfer Items ko Previously Marked Yolume

Add Yolumes
Mark Library as Yolume Transfer Destination

add Items

Edit Volumes

Mark Volume as Item Transfer Destination
Transfer Walumes to Previously Marked Library

Mark Ttem Damaged
Mark Item Missing

Print Spine Label
Replace Barcode
Save Columns

List Actions = Print [ Trim List (20 rows)  [] Strict Barcode

A dialog box will pop up, asking if you're sure you want to delete the item:

The page at hitp:ffevergreen.lib.in. us says:

9 Are you sure sure vou want ko delete these items? 33946002230139

I ok | [ Cancel

Click OK or press Enter.
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Another dialog box will pop up telling you the item has been deleted.

The page at hitp:ffevergreen.lib.in. us says: E]

Items Deleted

Click OK or press Enter. The box will disappear. Nothing else will appear to
happen, but the item will be deleted from the system.

Transferring Pre-Cat Items to Bibliographic Records

If a Pre-Cat item is not an ILL and needs to be cataloged, it can be transferred to
a bibliographic record. When the item gets routed back to cataloging, treat the
item as if it is a new item to be cataloged. Search for a matching record in
Evergreen. If a matching record is not found import a new record. See Chapter
12 — Adding New Records via Z39.50, if needed. If a record to import is not
found, create one in Evergreen, see Chapter 16 — Creating New Records in
Evergreen.

Once you have found or added the correct bibliographic record, you will transfer
the Pre-Cat item to appropriate record. If your record does not have a call
number for your item attached to it, you will need to add one.

Highlight your branch name, and right click or go to Actions for Selected
Rows (Alt + F) to select Add Volumes (Alt + V).

The Volume/Copy Editor will open. Enter 1 for the number of call numbers, or
more if you have multiple volumes. Then enter your call number in the call
number box. Since you will be transferring your call number to this item, enter O
for number of copies. You are not adding any copies at this point.
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* Yolume/Copy Editor

Record Summary

Title: shepherding a child's heart
Author: Tripp, Tedd, Edition: :
TCM: {OColC) ocme2247 770 Created By: (HMMPL) hn-catl Last Edit

Yolume/Copy Creator

|248.845T8365 2005 v|[ +apply ]

Library # of volumes

HMMPL Call \umbers # of Copies

| 248.845 TRIPP | o |

Your call number will display with no copies attached. Highlight the call number
and either right click or under Actions for Selected Rows (Alt + F) select Mark
Volume as for Item Transfer Destination.

Edit Search Circulation Cataloging Admin (-}
3.50|2 Ttem Status |3 Catalog | 4 Bib Record: ocme&2247770

Record Summary

Title: shepherding a child's heart (wigw MARC)

Author: Tripp, Tedd. Edition: 2nd ed. Pub Date: c2005

TECN: {OColCY ocmb2247 770 Created By: (HMMPL) br-cat1 Last Edited By: (HMMPL) hm-cat1 Last Edited On: 02/03/09
scord 1 of 0

Actians For this Recc

Holdings Maintenance

| HMMPL Hussey-Mayfield Memarial Branch ~ Consortial Total: 0 Available:

Shaow Yolumes Shows Terms Refresh ] [Show Libs 'With Ttems

Location/Barcode Yolu,..  Copies Call Mumber Circ Modi,..  Loan ... Location Copy to Clipboard
(= EG-IM : Evergreen Indiana
[=1-2PL : Zionsville Public Library
[=-HMMPL : Hussey-Mayfield Memarial Branch 1 0=
B2 S TRIPP

Add Items
Edit Yalumes

Mark Yolume as Item Transfer Destination

Transfer Yolumes ta Previously Marked Librar
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A dialog box will open telling you the Volume has been marked:

The page at hitp:ffevergreen.lib.in. us says: E|

1 Wolume marked as Ikem Transfer Deskination

Open the Item Status screen by pressing F5, or see Chapter 15 — The Item
Status Screen.

Scan or enter the barcode of the pre-cat item. Then click on the row to highlight
it, and under Actions For Catalogers select Transfer Items to Previously
Marked Volume.

*11: hm-cat1 sHMMPL-sarahc.evergreen. lib.in. us

File Edit Search Circulation Cataloging  Acquisitions (Preview) Adrnin (=)
1 Ikem Status | 2 patron; Childs, Sarah a

Item Status

33946002229909 —- Item is a pre-cataloged item. Item is circulating.

Scan Item

Bl | [ submit | [ Upload From it | PEEAE RN Actions For Selected Trems
Barcode Call Mumber Author Title: Locatir Copy to Clipboard

3394600222, Mot Cataloged Tripp Shepherding a child's heart Stacks Add bo Ttem Bucket

Show in Catalog
Show Tkem Details
Show Last Few Circulations

Edit Ikem Attributes

Transfer Items ko Previousky Marked Volume

Add Yolumes
Mark Library as Volume Transfer Destination

A window will open allowing you to verify that the correct volume has been
marked. Once you have ensured that is correct, click the Transfer button:

Item Transfer

Transfer items from their ariginal volurmes to HMMPL's volume labelled "z48.845 TRIPP" on the
Following record {and change their circulation libs to makchy?

IL{: Transfer :]} [ Cancel

Record Summary

Title: shepherding a child's heart e MART)

Author: Tripp, Tedd. Edition: Znd ed. Publication Date:
c2005

TCN: {OColC) Created By: Last Edited By: Last Edited On:

QCmEZ247770 (HMMPLY hrccatl  (HMMPLY) hm-catl 02/03/09
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A dialog box will open telling you the item has been transferred:

The page at hitp:ffevergreen.lib.in. us says: E|

p. Items kransferred.
P ".I

i

Click OK or press Enter.

At this point, you will need to Edit Item Attributes for your item, in order to make
sure the correct circ modifier, location, etc. are applied. See Chapter 7.1, Using
the Copy Editor to make changes, if necessary.
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