Creating a Brief Title for Textbooks
This cheat sheet is also online. Go to http://www.alliancelibrarysystem.com/RSAcheatSheets.cfm 
Textbooks cannot be entered into the RSA database by individual titles.  Brief records for groups of textbooks are created by the overall course or department.  The individual titles will be added to the department/course brief record using the call number field.  A typical school should only need about 10 brief records (one per department) to load all their textbooks against.   If you create a brief record per textbook title we will have you change them into department records or delete all the textbooks.  

Please contact Martha or Erica at RSA for more information or if you have questions entering your textbooks.

Log into WorkFlows with your library’s TECH login.

1. Click on the Catalog Module button.

2. On the left, go to the Titles toolbar. Click the arrow to expand the Titles toolbar, if it’s not already expanded. 
3. Right click on the Add Title wizard on the Titles toolbar and select Properties. Change these settings:

a. Format : TEXT-BOOK

b.  Entries templates: BRIEF

c. Library: your WorkFlows library name

d. Class Scheme: ALPHANUM

e. Type: TEXTBOOK
f. Home Location: select a location  (ex. HIGH-SCHL)
g. REQUIRED:  Item category 1: TEXTBOOK

h. REQUIRED:  Item category 2: Select the reading level from the drop down list.  Cannot be blank or UNDEFINED.
4. Click OK to close the Set Properties box.
5. Left click to open the Add Title wizard on the Titles toolbar.
6. On the Bibliographic Tab: 

a. Go to the line labeled “Title 245.” In ALL CAPS, type the name of the Department.  (ex. MATHEMATICS DEPARTMENT)
b. Leave the other fields in this screen blank

7. On the Call Number/Item tab:

a. Call Number: Type the course name and all or a portion of the textbook title.  (ex.: ALGEBRAA-ALGEBRA1) (32 spaces are available in the call number box)
b. Class scheme: ALPHANUM (Should appear by default)
c. Call library: your WorkFlows library name (Should appear by default)
d. Item ID: Either type or scan in the barcode number assigned to the item

e. Type: TEXTBOOK (Should appear by default)
f. Item Library: your WorkFlows library name (Should appear by default)
g. Home Location: select a location from the drop down list (ex. HIGH-SCHL)
h. REQUIRED:  Item category 1: TEXTBOOK (Should appear by default)
i. REQUIRED:  Item category 2: Select the reading level.  Cannot be blank or UNDEFINED.
j. Media desk: leave box blank

k. Number of pieces: change only if the textbook has multiple pieces

This means the number of pieces that go out as one unit at the time of checkout. For example, enter ‘2’ in the number of pieces box if the textbook includes a CD-ROM that you will circulate with the book. When the items are returned, a box will pop up and tell you the patron should be returning 2 pieces.  You will need to enter the override password (i.e., RSA) to close the pop-up box. If 2 pieces are not there, then you would cancel the return and contact the patron.

l. Price: enter the replacement cost of the item

m. Place check mark in the Shadow Item box.
n. (Optional) Extended Information:  you may add other information to this area.  This could include the ISBN of the textbook.
i. CIRCNOTE: will pop up when item is discharged.  

ii. PUBLIC: shows in the Online Catalog (because the textbooks will not show in the OPAC you will not use ).
iii. Staff: shows only in WorkFlows.

8. Click the Save button on the bottom of the screen.

9. To add another copy of the same title:
a. Click the Add Item button on the bottom of the screen

b. Scan or type in the new item’s barcode number

c. The rest of the information on this screen can stay the same. 

d. Click the Save button on the bottom of the screen.

e. This copy is automatically assigned the next available copy number (e.g., C.2).

10. To add another title to the same Brief record (i.e., another title for the same department)

a. Click the Add Call Number button on the bottom of the screen

b. On the “Add Volume: Library for new call number” pop up box, check for the correct library name. Click the OK button on the bottom of the screen.
c. Enter a new call number (i.e., the course name and all or a portion of the textbook title.  ex.: ALGEBRAB-ALGEBRA2).
d. Scan or type in new item’s barcode number.
e. The rest of the information on this screen can stay the same. 

f. Click the Save button on the bottom of the screen.

When exiting WorkFlows a box pops up saying: “Properties have been changed.  Do you want to save the changes?”  If you will continue to add brief records for textbooks for the next several days, you will want to answer “Yes”.  This will save all the changes made in the Add Titles wizard’s properties.  If you are done adding textbooks, answer “No”.  If you answer yes, once you are done adding all the textbooks, go back to Add Titles wizard’s properties and change the default settings to the most commonly used settings when entering new items.  Any changes made on the properties screen can be overridden by using a drop down menu in the Add Title wizard to select the desired code. 
You will need to contact JT at RSA to create a circulation rule and hold rule for item type TEXTBOOK.

JT will need to know:

· Circulation period

· If items can be renewed

· If there are fines associated with the item

· Can holds be placed on the items?

In most situations you will want a 9 – 10 month circulation period with no renewals, no fines, and no holds.

 Contact JT at jemert@alliancelibrarysystem.com or 309-694-9200, ext. 2136.

Questions?

Martha at RSA: mtroxell@alliancelibrarysystem.com or 309-694-9200 ext. 2131
Erica at RSA: elaughlin@alliancelibrarysystem.com or 309-694-9200 ext. 2121
