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Creating On-Order Brief Records
This cheat sheet is also online. Go to http://www.alliancelibrarysystem.com/RSAcheatSheets.cfm. 
Before you begin:

Decide if your library wants to allow patrons to place holds on ON-ORDER items, but prevent the ON-ORDER items from appearing on your pick list until the items have physically arrived at your library.  If you want to do this, use the User Registration wizard to create an on-order user for your library. Be sure you assign the user profile of LIB-USE.  This profile has a privilege that expires in 3 years and an unlimited checkout period with no fines.  Patrons will be able to place holds on the on-order item, but the system will not place it on your pick list because the item is already checked out to your library’s on-order user.
1.  Log on with your library’s TECH login.

2. Click on the Catalog Module button.

3. Use the Call Number and Item Maintenance wizard to search the RSA database for a full or brief bibliographic record for your item. 
IMPORTANT: If you find a record then attach your item(s) to the record already in the database.  If more than one brief bibliographic record is created, only one of the records will be overlaid when the full record is imported into the database.  If your record is not overlaid, your holds will not transfer to the full record.  
If there is no full or brief record for your item, continue to step 4.  
If you are using a full bibliographic record in the database, continue to step 7.
4. Open the Add Title wizard on the Titles toolbar.
5. Bibliographic tab, fill in

a. ISBN (020): Enter the 13 digit ISBN if the item has more than one ISBN. Do not use hyphens or spaces. 



Example: 9780355398754
b. Author (100): Enter the author’s name (Last Name, First Name) in ALL CAPS. 



Example: DICKENS, CHARLES
c. Title (245): Required for all brief record entries. Type the title in ALL CAPS and omit initial articles such as a, an, the. 




Example: TALE OF TWO CITIES

6. Control tab, edit the Title Control Number

a. If the item has an ISBN, enter a lower case (i) and then enter the ISBN. Use the 13 digit ISBN if the item has more than one ISBN. 



Example: i9780355398754 
b. If the item has an ISSN number, change the title control number to a lower case (s) and enter the ISSN, including its hyphen.  




Example: s1545-7818
c. If the item does not have an ISBN or ISSN, leave the automatically generated title control number as is. 
7. Call Number/Item tab

a. Call number: type in ON ORDER
b. Call library: your WorkFlows library name (Should appear by default)
c. Item ID: enter item barcode 
d. Type: select ON-ORDER from the drop down list.
e. Item Library: your WorkFlows library name (Should appear by default)
f. Home Location: select a location from the drop down list

g. Itemcat1: select an item category for item.  Itemcat1 cannot be blank or UNDEFINED.
h. Itemcat2: select a reading level for the item.  Itemcat2 cannot be blank or UNDEFINED.
i. The rest of the Call Number/Item screen may be completed or remain with the defaults.

8. Click the Save button at the bottom of the screen.
9. If your library has set up an on-order user to prevent ON-ORDER items with holds from appearing on your library’s pick list:
a. Go to the Circulation module. 
b. Open the CheckOut wizard.

c. In the User ID box, scan or type in the barcode you assigned to your on-order user.






--OR--

Go to the upper left corner of the Checkout wizard. Use the first helper button—the User Search—to search for your on-order user. Click the Checkout To User button.
d. Scan or type in the on-order item’s barcode into the Item ID box. 

The on-order item is now checked out to the on-order user.  Patrons will be able to place holds on the item, but it will not appear on your pick list because the system thinks the item is already checked out—i.e., unavailable to fill the hold.

e. When your library receives the on-order item, discharge it. The system will begin filling the holds patrons have placed while the item was checked out to the on-order user.

Remember:
· If there is a full bibliographic record or a brief record for the item in the RSA database, attach to that record.
· If there are multiple brief records in the database, full bibliographic records loaded into the database will only overlay one brief record.

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

