Creating a Brief Record Guide
This cheat sheet is also available online. Go to 

http://www.alliancelibrarysystem.com/RSASystemSpecificDocuments.cfm 
Before creating a brief record:
1. Search RSA to make sure there isn’t a record already in the database. Do not create a brief record if there already is a record in the database that matches your item. 

2. If there is no record for your item in the RSA database, go to OCLC and export a record.  (This does not apply to Union List libraries or online libraries that have not completed OCLC Connexion training.)
3. If you cannot find a record in OCLC and there is a brief record in the RSA database, add your item information to that brief record.

If you cannot find a record for your item after checking the RSA database and OCLC, create a brief record:
1. Login to Workflows using TECH mode. 

2. In the Cataloging module under the Titles toolbar, click on the Add Title wizard. 

3. The first time you open the wizard, a pop-up box may appear, warning you that information cannot be added for this library. 

a. Close the pop-up box.

b. Put your mouse cursor over the Add Title wizard and right click. 
c. Select Properties.

d. Click OK to close the box that appears. You do not need to change anything in the box. 
e. Reopen the Add Title wizard. The pop-up box warning you that information cannot be added for this library should not appear.

4. On the bibliographic tab of the Add Title wizard, fill in the following fields:

a. ISBN (020 tag): If the item has an ISBN, enter the ISBN in this field.  Do not enter hyphens or spaces in the ISBN number.

i. If the item has a 13 digit ISBN, use that number first. A 13-digit ISBN begins with 978.  

Example: 9780393062335

ii. If the item only has a 10 digit ISBN, use that number.  

iii. If the item does not have an ISBN, leave the 020 field blank. 

b. Author: An author may be a person, corporate body, or conference. 

i. Enter the author in ALL CAPS. 

ii. If the item does not have an author, leave the field blank.

Examples:

iii. Personal Author (100 tag): BARRA, ALLEN

iv. Corporate Author (110 tag): ARIZONA FAMILY PLANNING COUNCIL

v. Conference Author (111 tag): ILLINOIS WHITE HOUSE CONFERENCE ON CHILDREN

c. Title (245 tag): Enter the title of the item.

i. This field is required for all items entered as brief records. 

ii. Type the title in ALL CAPS.
iii. If the title begins with an article such as a, an, or the, enter the title without the article. 

iv. Example: The Grapes of Wrath would be entered in the 245 field as GRAPES OF WRATH
5. Click on the Control tab and enter a title control number. Only brief records with changed title control numbers will be overlaid with OCLC records.
a. If the item has an ISBN, change the title control number to a lower case (i) and enter the ISBN.  
i. Do not include hyphens or spaces in the title control number when entering the ISBN. 
ii. Be sure to use the 13 digit ISBN if the item has a 13 digit ISBN.  
iii. If the item only has a 10 digit ISBN, use that number.  
iv. Example: i9780355398754  

b. If the item has an ISSN number, enter that number as the title control number.  

i. Change the title control number to a lower case (s) followed by the ISSN.  

ii. Include the hyphen when using the ISSN as the title control number.  

iii. Example: s1545-7818

c. If the item does not have an ISBN or an ISSN, leave the title control number as is. This number (e.g., a1177415) is automatically generated by Sirsi/Dynix Workflows.
6. Click on the Call Number/Item tab and enter the necessary information. Refer to the “Steps for Adding a Call Number and Item” cheat sheet, which is found on the RSA Cheat Sheets web page: http://www.alliancelibrarysystem.com/RSAcheatSheets.cfm
7. When finished entering information on the Call Number/Item screen, click the Save button in the lower left-hand corner. 

8. Go back to the Control tab to change the Record format so that your item is searchable by format in the OPAC. Use the Record format drop-down menu to select one of the following: 

a. BRIEF-MAP, if your item is a map or an atlas

b. BRIEF-MMAT, if your item is a kit

c. BRIEF-MRDF, if your item is a computer game or software

d. BRIEF-MUSIC, if your item is a music recording or a sound recording (e.g., book on CD)

e. BRIEF-SER, if your item is a serial (journals, periodicals, newspapers, etc.)

f. BRIEF-VM, if your item is a visual material (videos, artwork)

g. BRIEF, if your item does not fit one of the other record formats


You will not need to click the Save button after changing the Record format.
NOTE: Do not close a brief record screen by using the black X in the upper right-hand corner—doing so will create an empty brief record. Always use the Close button in the lower right-hand corner to exit the brief record screen.  
Correcting a mistake in a brief record: 
After saving a brief record, the only way a correction can be made to the information entered on the record is to report the error to Erica or Martha at RSA
elaughlin@alliancelibrarysystem.com or 309-694-9200 ext. 2121
mtroxell@alliancelibrarysystem.com or 309-694-9200 ext. 2131 
