Creating a Brief Record for AV Equipment

This cheat sheet is also online. Go to http://www.alliancelibrarysystem.com/RSAcheatSheets.cfm 
1. Open the Cataloging Module.

2. Open the Add Title wizard in the Titles toolbar.

3. On the Bibliographic tab:

a.  Enter the equipment in the Required Field.  Enter either a general description of the equipment (ex. LAPTOP)   or a more specific description if you own more than one model of the equipment (ex. DELL INSPIRON 1545).  All words on the bibliographic screen must be in upper case.

b. Leave the other fields on this screen blank. 

c. Check the Shadow title box at the top of the screen if you do not want your equipment to show up in the online catalog.

4. Click on the Call Number/Item tab.

a. In the Call Number blank, fill in the information for the equipment (ex. LAPTOP #1 or LAP #1).  Whatever you choose for the call number, be consistent with all your equipment.

b. Enter the item ID.

c. Select the item type for equipment. There are several to choose from.  If you are using a new item type, you must contact JT at RSA (jemert@alliancelibrarysystem.com or 309-694-9200 ext. 2136) to enter the item type in your circ map.  You also need to tell JT whether your patrons or other patrons can place holds on these items. If you shadowed the title on the Bibliographic tab, then you will not need to worry about the holds.  No one will be able to see the equipment in the online catalog to place the hold.

d. Select the Home Location for the equipment.

e. REQUIRED:  Select an Item cat1.  There are specific equipment codes (ex. EQ-PROJCTR or EQ-COMPUTR).  At minimum, you must select the general item cat1 code EQUIPMENT.  Item cat1 is used for statistics.

f. REQUIRED:  Select EQUIPMENT as Item cat2.

g. Enter the Number of Pieces included with the equipment.  This means the number of pieces that go out as one unit at the time of checkout. For example, a projector and a screen would be 2 pieces.   If you had 6 projectors and 6 screens, it would still count as 2 pieces.   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.

h. Enter the price per unit in the Price box. If you do not enter a price, the RSA default price for equipment will be used if you need to charge a patron to replace the equipment. 

i. (Optional) In the Extended Information section, you can enter information about the item if you have changed the Number of Pieces box or other information.  For example, if you entered 2 as the Number of Pieces for an item, you could enter the circ note “Make sure extension cord is included.”

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

5. Click on the Control tab. Change the Record Format to EQUIP. Nothing else needs to be changed on this screen.  

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

