EVER[LIGREEN

INDIANA

OPEN SOURCE INTEGRATED LIBRARY SYSTEM

Evergreen Indiana Cataloging Roundtable:

Managing Monographic Parts




Instructor

e Sarah Childs: Hussey-Mayfield Memorial
Public Library, Zionsville

EVER[LIGREEN
IN DIANA




What are Monographic Parts?

Monographic parts are separate items which
are part of the same bibliographic entity,
meaning you have items with different
content attached to the same bib. record.
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What are Monographic Parts?

Examples of monographic parts include:

e Various volumes of one book, such as an
encyclopedia or other multi-volume work

e Separate parts in large audiobook
e Separate parts or discs in an DVD set

 Some libraries treat the books in Manga
series as monographic parts
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Monograph Parts and Volumes

e Usually monographic parts are referred to as
volumes.

* Since in Evergreen, any separate call numbers

are called volumes, in some cases you might
add multiple “volumes” to a record that are
not separate monographic parts.
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& Monograph Parts and Volumes

When do you NOT need to assign parts to
separate “volumes”?

If you added more than one volume
because you assigned different call numbers to
multiple copies of the same item, you don’t
need to assign parts to the items.
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Monographic Parts and Holds

* Previously monographic parts were
problematic for holds because patrons could

only place title holds and any available part
could fill the hold.

* This led to upset patrons not understanding

why they kept getting part 1 when they
wanted part 2
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* A hold for a specific part could only be
placed by using the staff client to place a

volume or copy hold. %erum:m

|

|

INDIANA

SOURCE INTEGRATED LIBRARY SYSTE

W




.
& Monographic Parts and Holds

If you use the monographic parts manager to
assign parts to your items, patrons will be

able to place their own holds and get the
part they want.

Additionally, for item types that circulate

between Evergreen libraries, the patron can
receive the part they want from any library,

not just a specific copy as with copy holds.
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Parts are for Everyone

When you create parts, you create them for the whole
consortium. Once one person creates parts, everyone

else who has the same parts will apply those parts to
their items.

* |If you create different names for the same parts, that
will affect holds.

A

* If | create a part named Part 1, and instead of using
that part, you create a part named Part One, then
both our items would not be available to fill a hold

because patrons will have to choose between Part 1
and Part One.
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Managing Parts

There are two ways to create parts in Evergreen. You
can create parts from the Manage Parts screen, or
from the Volume/Copy Creator.

If you create parts using Manage Parts, there are two
steps

1. Creating the parts
2. Assigning the parts to your items
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reating Parts from Manage Parts

To create your parts, go to Actions for this
Record and select Manage Parts.

Admin -} Help
| Record: ocnl 23089267 &

SOZE7 Created By: hrn-catl
! Last Edited By: hrn-cati
Last Edited On: Z003-10-06 11:26 AM

OPAC View
Help MARC Yiew
MARC Edit

Holdings Maintenance
Manage Conjoined Ikems

Manage Parts

Yigw Holds EVERLIGREEMN
Wiew/Place Crders I N D I A N A
F\dd (Wn} EUCkEt OPFCH SOURCE INTEGRATED LIDRARY SYSTE
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Creating Parts

The Monographic Part manager will open up.
To create a part, click New Monographic Part.

Record Summar ¥y { Add¥Yolumes ) { Yiew MARC ) ~
Title: & fine romance @ the con Edition: TCN: ocnl:

Author:  Jones, James Cellan Pub Date: 2004 Record ID: 5ZET
Bib Call #: PN1992 77 FSS4F554 20 Record Owner: w
£ | >

Iecord 1 af 1

Relnad

Monograph Parts Mew Manograph Part )
elefe =elected

ack Mext

v | label

Actions For this Record

EVERILGREEN
INDIANA
OPEN SOURCE INTEGRATED LIDRARYT SYSTCM

e



Creating Parts

Next, type your part name into the box.

FFFFF

5285734

Save

Si
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Naming Parts

It’s very important to use specific,
descriptive names when creating your
parts, because patrons will be given the
list of parts to choose from when placing a
hold. They need to know what item they
are putting on hold.
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Naming Parts

Some suggested guidelines when naming parts:

* Don’t use abbreviations, since different libraries

in the consortium may abbreviate things
differently.

e Use numerals: 1, 2, 3, etc.

e Be specific! If you have an audiobook set with 2
parts, list the discs in the parts, so that other
libraries can be sure their parts are the same.

Ex: Part 1, Discs 1-20; Part 2, Discs 21-37
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Naming Parts

* If the parts have a name, include the name.

 Keep in mind the way parts are described in the
MARC record when naming parts.

* If you don’t agree with the name of the part
someone else has created, DON’T create another
part. If the part name is understandable, use it. If
not, contact the cataloger who created the part

and suggest a new name for the part. We don’t
want more than one name for th

same part
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%INDIANA

e

|alainle

L




Naming Parts

 For audiobook sets, since the division of those sets
is usually pretty straightforward, it’s best to use
the same parts. If the parts are Part 1, Discs 1-20
and Part 2, Discs 21-37, use the same parts. Don’t

divide your set as Part 1, Discs 1-19, and Part 2,
Discs 20-37.

BUT, it’s OK to use different parts than another
library. If you circulate all the discs in a DVD set
together, that’s fine. You don’t need to divide your
set into 1 disc parts just because another library

did. EVERLGREEN
INDIANA
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Naming Parts

With all that said, naming parts should
be pretty straight forward. Here | have a
DVD set with 6 discs. I’'m going to name
my first part:

label Disc 1|

rrrrr d 5283734

Cancel SavE

Type in the name and click Save.
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Naming Parts

* Your part name will be displayed on the

Manage Parts screen.

rizeei) d ef L Start Frewious Pt End Actions Far this Recard
Debug
Monograph Parts Mews Monograph Part
Delete Selected
Back Mext
v | label
[] iDisc 1

Si
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Naming Parts

Repeat these steps for all your parts.

Monograph Parts Mew Wonaograph Part
Delete Selected

:w./ I I:u I

| I

(] Disc1

] Disc 2

[] Disc3

(] Disc 4

[] Discs

[] DiscB
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Assigning Parts

* |f you create parts from Manage Parts,
creating the parts is just the first step.

* The parts will do absolutely nothing for
you unless you assigh them to your
items.
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, Assigning Parts

here are a few ways to assign parts.

* You can assign parts to existing items from the
Replace Barcode function.

* You can assign parts from the Volume Editor
when adding items.

s

* You can assign parts using the Combined
Volume/Copy Editor if that’s how your

workstation is set up.
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MAssigning Parts to Existing Items

From the Holdings Maintenance screen,
Highlighting the items and

Right-click, or from Actions for Selected
Rows/Items,

“« Select Replace Barcode.
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Assigning Parts to Existing Items

From the Replace barcode screen the last
column is the Part Designation Column.

—
Call M\umber Suffix # of Copies Barcode Qart DesignatiuD

| DYD FIC FINE DISC 1 | | vl | || 3346002326101 [ v
| DYD FIC FINE DISC 2 || vl | | || v|
| DYD FIC FINE DISC 3 || v | | || v|
| D¥D FIC FINE DISC 4 | v | | | || v|
| DYD FIC FINE DISC 5 || vl | | || v|
| DYD FIC FINE DISC 6 | v | | | v
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Assigning Parts to Existing ltems

dropdown lists.

Select the appropriate parts from the

Call Number Suffix # of Copies Barcode / Part Designation
| DYD FIC FINE DISC 1 | v |1 || 3346002326100 | Disc1 M|
| DYD FIC FIME DISC 2 | v |1 | | YRR | [Disci v
| DVD FIC FINE DISC 3 | | | [1 | | EIETEEREE | |Disc3 v
| DYD FIC FIME DISC 4 | vl |1 | | ErTEEREE | [pisc+ v
| DYD FIC FIME DISC 5 || v| |1 | | e xE |
| DWD FIC FIME DISC 6 || v| |1 | | E:zz ;

Disc 3

Disc 5
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Assigning Parts to Existing Items

Once you have assigned parts to all your
items, click Re-barcode/Update Items.

Call Number Suffix # of Copies Barcode / Part Designation

| DVD FIC FINE DISC 1 | | v| | || 3aMe00z3ZEl01 | Discl v |
| DVD FIC FINE DISC 2 | v | | | RN | [Disci v
| DYD FIC FINE DISC 3 || v/ | | | EIERER | Disc3 v
| DVD FIC FINE DISC 4 | v| | | | RS | Disc4 v
| DD FIC FINE DISC 5 | v| | || | Disc5 v
| DVD FIC FINE DISC 6 | v| | | | \Disce| v

Use Checkdigic [ ] Print Labels?

e —
(| Re-barcode | Update Items ’ [ Edit then Re-barcode ]
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WAssigning Parts to Existing ltems

You can also assign parts to existing items
from the Unified Volume/Copy editor.

To do this open the Volume/Copy editor from
the Holdings Maintenance screen, and the

Parts dropdown list will appear next to your
barcode.

i A

he Unified Volume/Copy editor is an optional
setting that can be set for your library via the

Library Settings Editor. % EVERLGREEN
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gning Parts to Existing Items

| a0 0|

Yolume and Copy Creator

<Moo Change= w [ =Mao Change = e <Mo Change= b Fapply

HraMPL I:I Classification Prefix Call Number Suffix # of Copies Barcode / Part Designatio

Library # of volumes

| Generic v| | v | | DVD FIC FLAME v.2 | | w| |1 | | 33348002326259

[Autn-generate Barcodes? ] [ use checkdigt [ Print Labels?

Copy Editor
Ay =— .y PGS . el ] 1oLopy == Loiupy ENETRET-TI Loiupy LUL1 . LEYOLY ILCHIlLaLs
FIC 1 copy
Barcode Circulation Library Holdable? Deposit?
33346002326259 1 copy HrMPL 1 copy Yes 1 copy Mo 1 copy EG-IN: Legacy Item CatZ
. ADULT 1 copy
Creation Date Dwning Lib : Call Number Age-based Hold Protection Deposit Amount
2007-06-23 Leoapy | Leopy | | Bmonth leopy || 0,00 lcopy || HMMPL :Legacy Home Location
AFD 1 copy
Creator Copy Number Floating? Price
adrmin 1 copy <l nset > 1 copy Mo 1 copy 25.00 1 copy HMMPL : Legacy Item Type
= _ oW 1 copy
| Last Edit Date Loan Duration OPAC Yisible?
2012-01-24 1 copy Marmal 1 copy Yes 1 copy
Last Editor - - Fine Level -| Reference? -
hrm-circ 1 1 copy Tarmal 1 copy Mo 1 copy
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Assigning Parts to Existing Items

If you’re using the Unified Volume/Copy

editor, note that it only opens from the
Holdings Maintenance screen.

* |f you're interested in using the unified

volume/copy editor, we’ll come back to that at
the end.

A

.
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Parts and the Column Picker

You can view the parts assigned to items from
the Holdings Maintenance and Item Status

screens, as well as other column picker
screens, such as Check-In.

* | recommend setting your Holdings

Maintenance Screen so you can see the parts

assigned. Your circ staff may also find it useful
to see the parts at check-in.

EVER[LLIGFKFEEM
%lNDlANA

A

|




Parts and the Column Picker

Consortial Takal: 12 Available: 12

Actions For Selected Rows

Part Price Skatus ==

v Location/Barcode Se I eCt Pa rt fro m th e

v Wolumes
v Copies A -
Alert Message C I P k | t t
. | e olumn Ficker 1I1st to
CM Prefix N
display your parts.

I SufFi

Circulate As Type
Circulation Library
Circulation Modifier
Circulate?

Copy ID

Copy Mumber
Classification

Disc 3 79,

Disc & 79,

Disc & 79, Deposit Amount

Deposit?
Due Date
Fine Level
Holdable?
v Loan Duration
v Location
OPAC Yisible?

Cwning Libr ary EvER LIJC.- REEM
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Creating Parts

 When assigning parts to new items, create
your parts first, and then add the items.

* This will save you a step. If you add the items
and then create the parts, you can then just

assign the parts the way you do with existing
items.
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Assigning Parts to New ltems

If you don’t create your parts first, the parts
dropdown will be empty when you add
your items.

lescreen version, TCH: ocms452 7434 Created By:
fic] Record ID: 4207025 Last Edited By:
Record Owner: Last Edited On:
>
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Assigning Parts to New ltems

So create your parts first. You'll find that you can
assign your parts from the Volume/Copy
Creator, just as you would from the Re-barcode
screen.

Call M\umber Suffix & of Copies Barcode / Part Designation

| PN1992,77 FSS4FS54 2002 | | v| |1 | |

| PN1992,77 FS54F554 2002 | | v [1 | B

| PN1992.77 FSS4F554 2002 | | v [1 | | oc ]
Disc 2

| FN1992.77 FS54FS54 2002 || v [1 | | pisc 3

| PN1992.77 FS54F554 2002 || v |1 | | | pisc 4

| PN1992,77. FE54FS54 2002 | v| [1 | e
Disc &
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Placing Holds on Items with Parts

Once parts are assigned patrons can place
holds on the part they need.

The part names appear in a drop down list on
the holds screen, so be sure to use part
names that will be clear to users.
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Placing Holds on Items with Parts

Fecipient:
Title:

Author

Format

Phiysical Description:
mMonograph Farts:

Contacttelephone number:

Enable phone notifications for
this hold?

If you try to place a hold on an record with
parts attached there will be a dropdown list to
choose the part you want.

Create I Edit a Hold
Childs, Sarah
Firefly The complete series

YWhedon, Joss

==
2 video Recordings

wideorecording wideodisc 4 videodiscs (675 min.) : sd., col. ;4 34 in.
Disc (0L Y V222 K10 =

Disc 2
EVER[LIGREEN
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Placing Holds on Items with Parts

If the user doesn’t choose a part, this error
message will be displayed:

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

! The system was naot able to place the requested hold, The ikem requested has multiple parts ko
.= 4 choose from. Try selecking a specific part For the hold.
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Placing Holds on Items with Parts

* In the Staff Client and in the Firefox
browser, the Parts dropdown list will then
turn red.

* Unfortunately, it doesn’t do this in Internet
Explorer, so staff should be aware of this
when helping patrons.

Create / Edit a Hold
Recipient: Childs, Sarah
Title: Firefly The complete series

Authar Whedon, Joss

==
Format = Video Recordings
EVERLIGREEN
Fhysical Description: videorecording videodisc 4 videodiscs (675 min) o sd., c I N D I A N ﬂ
Monoaraph Parts: CIPFEH SOURCE INTEGRATED LIDRARY SYSTC

Contacttelephone number: (R Y -ZEEE K123




Deleting Parts

Deleting parts is really simple.
* Go to manage parts.

to delete.

* Click Delete Selected.
Monograph Parts Mew Maonograph Part m

v
Back Mext

v |label
part 1

That’s it. %

* Click the boxes to select the parts you want
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Deleting Parts

e Most of the time, there’s no need to delete
the parts you’ve created.

* Parts attached to a record do not prevent
the record from being deleted.

* Since the parts are used by multiple users,
you shouldn’t delete your parts because

someone else may have items attached to

them.
EVER LIGREEMN
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Renaming Parts

To rename parts open the record in the Manage

Parts view.

Double click on the part name.

This box will open, allowing you to edit the

Name.

label

Dics| 1

record

13973245

Canc

el

Save

Once you've made the desired changes, click

Save.

Si
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Renaming Parts

label Disc 1

rrrrr d 13973249

Cancel Save

* The part name will be changed for you and anyone
else with the same part, so do not change the
meaning of the part name.

- * Forinstance don’t change Part 1 to Parts 1 & 2 if
| anyone else is using the part.

* You can see if others are using the pgrt by switching

) EVERLIGREEN
to OPAC view. INDIANA




’Fhe Unified Volume/Copy Creator

Currently the default for adding and editing

copies and volumes is that it’s a two step
process.

After you add items using the Volume Editor,
the Copy Editor opens, and you can apply
your templates and item settings.

With the Unified Volume/Copy Creator, these
actions both occur on one screen.
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’Fhe Unified Volume/Copy Creator

There are advantages and disadvantages to both

approach, so will have to decide which is best for
your library.

* The setting is for the whole library, so if you

decide to use the Unified Volume/Copy Creator,
all catalogers at your library will use it.

“* You have to make the change from the Admin
module, using a log-in with local Admin

permissions. N
INDIANA
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The Unified Volume/Copy Creator

To change the setting, go to Admin --> Local
Administration --> Library Settings Editor.

ﬁ Help

Cperator Change: Mew
Offline Transaction Management

Dovenload Offline Patron Lisk

: N Workskation Administrakion r
Age Overdue Circs ko Lost Local Adminiskration
Cash Reports Server Adminiskration r
YSTEM Lser Permission Editor
Copy Locations Editar | Toggle Activicy Meters
Copy Location Order For developers {-)... 1
Copy Template Editar
Field Diocurnentation Fation

Group Penalty Thresholds
th Evergreen [

Library Settings Editor
Mon-cataloged Types Edikar

BlmkiFim- ~Fimme- ! ki Teimmme-
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The Unified Volume/Copy Creator

Note that it will probably take a while to load.

If you have branches, choose whether to apply it to

one branch or the whole system in the Context
Location dropdown list.

Then scroll down to GUI: Unified Volume/ltem
Creator/Editor.

E context Location HMMPL - Indicates the setting is not inherited from the parent o
E Setting Context Yalue

= U S UHYEST SUME el of patron registrEtah

—

GUI Toggle off the patron surmmary sidebar after first view

GUIL URL for rermote directory containing list column settings

GUI: Unified Yolumedterm Creator/Editor

HiAMPL False
S Wark | oo BMavirmom Actinns | noaed

FVFF.’__J":-_ REEN
Click Edit next to that line. INDIANA
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The Unified Volume/Copy Creator

e Set the Value to True.

If you want to switch back to the separate
Volume Copy and Copy Creator, set it to False.

Edit Setting

UL Unified Yolume/Ttem Creator/Editor

If true combines the Yolume/Copy Creator and [tem aAttribute Editor in some instances,

Context |HMMP|—| | i |

Yalue True | =

Delete Setting Update Setting

* Click Update setting. % EVERDGREEN

INDIANA
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The Unified Volume/Copy Creator

From Holdings Maintenance, the Unified/Copy
Creator/Editor opens for:

* Add Volumes
 Add Items

* Edit ltems

* Replace Barcode

EVER[LIGREEN
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& The Unified Volume/Copy Creator

A few other things to know about the Unified Volume/Copy
Creator

* You have to add a barcode before you can apply templates or
make item edits.

* There’s no cancel button, so you have to use Ctrl +W or the
little red x (NOT the bigger red X) to close the tab

* Depending on your screen resolution, you may find you’ll
have display issues such as the Copy Notes button being cut

LR

off.

* |t doesn’t open from the Item Status screen, from there you
get the separate Volume and Copy editors and Replace

Barcode
FVFF:‘__J('_ REEM
IN DIANA
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Contact Me

Sarah Childs, Hussey Mayfield Memorial
Public Library

(317) 873-3149 x13330
sarahc@zionsville.lib.in.us
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