Important Things about Brief Records
Creating a Brief record for items owned
1.  Do not create a brief record if there is already a record in the RSA database. 
2.  If there is no record for your item in the RSA database, go to OCLC and export a   record.  (This does not include the Union List libraries or online libraries that have not had OCLC Connexion training)
3.  If you cannot find a record in OCLC and there is a brief record in the database, add 
      your item information to that brief record.

4.  Do not close a Brief record screen by using the X in the upper right corner.   This will   create an empty brief record.

5.  If an item has an ISBN, enter the ISBN in the 020 field on the Brief record screen.  If the item has a 13 digit ISBN use that.  If the item only has a 10 digit ISBN use that number.  If the item does not have an ISBN leave the 020 blank. Do not enter hyphens or spaces in the ISBN number.
6.  Only brief records with changed title control numbers will be overlaid. If the item has an ISBN, change the title control number to a lower case (i) and then the ISBN.  Do not enter hyphens or spaces in the title control number when entering the ISBN. Example i9780355398754   Be sure to use the 13 digit ISBN if the item has the 13 digit ISBN.  If the item only has a 10 digit ISBN use that number.  If the item does not have an ISBN leave the title control number as is.
7.  It the item has an ISSN number make that number the title control number.  Change the title control number to a lower case (s) followed by the ISSN.  Include the hyphen when using the ISSN as the title control number.  Example: s1545-7818

8.  Enter all text in the body of the brief record in caps.

9.  Do not create multiple brief records for the same title.  Add additional copies to the original brief record.

10.  After saving a brief record, the only way a correction can be made to the body of the brief record is to report the error to Martha at RSA.
Creating a Brief Record for ILL

1.  Only create a brief record for ILLs that come from libraries that are not RSA members.
2.  Do not include the ISBN in brief records created for ILL

3.  Do not change the Title Control number in brief records created for ILL

4.  Use the owning library’s item number from item for Item ID.

5.  Change Home Location to ILL

6.  Shadow title so it does not appear in the OPAC.

