How to create local bibliographic records for equipment

1) In the metadata editor, make sure you are saving your records locally. Select the New menu and click on Placement Options.
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2) Select “Local” for the Placement of new records and templates. Click Save.
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Description automatically generated]
(Remember to change this back to “Network” before cataloging regular library items.)
3) On the New menu, under MARC 21 Bibliographic, click on Books (Default)
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4) Fill in the information you want in your bibliographic record, add as much detail as you want
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5) Click Save to save the record.
6) Click the +Add Inventory menu, and under Add MARC21 Holdings click Books (Default)
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7) If you are not using a standard call number scheme, make the first indicator 8 in the 852 field. Add your location code in the $$c field. If you do not know your codes, click CTRL-F to open the form editor, and there is a drop-down with choices for $$c.
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8) You can place a call number/location in $$h and $$i if you want. Click Save.
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9)  Click the +Add Inventory menu, and click on Add Item
10) Fill in the item record form, and save the record
[image: Graphical user interface, application

Description automatically generated]
11) If you have more equipment to add to this record, highlight the holdings record so it is blue, and click on the +Add Inventory menu, and click on Add Item
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12) Change the description and copy numbers to indicate this piece of equipment is different from the other one, click Save.
13) In the metadata editor, release all records from the MARC21 Bib tab and the Holdings tab.
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14) Here’s how the record looks in Alma: 
[image: Graphical user interface

Description automatically generated]
[image: A screenshot of a computer

Description automatically generated]



image6.png
E @ Sublocati
Location (a
(a) ©®
Shelving location Former s!
STAT. v
© ”
GOVOF z
Address (e) JLst
JLSTWDN
Non-coded MAPS
location qualifier | MCRD B
(@ MFE
MFEJ
Item part (i) MEM
MFMJ
Call number prefix| \ioe
(k) NEWMG
Call number suffi| NEWSP L
(m) OVRJ1
Piece designation| PAT
® PDOFC
POST1
Copyright artcle- | 2P0 |
fee code () SOFCD
Uniform Resource| 50FT1
wentifer () SR - |





image7.png
Calculator(9984517709106076) : UNDPD Ask at Ci... (2218190836000

LDR

08

a2 28 #4500
1011252u####8###400 1uueng0000000

0
| [e2f [

$$b UNDPD $$c STAT4 $$h Ask at Cirg Desk





image8.png
General Information
Barcode
Material type
Provenance
PO Line
Receiving date
Enumeration A
Chronology |
Description
Pages
Replacement cost
Physical condition

Process type

1rj-00229985

@ Generate

Calculator

Calculator 1

25.00

Generate

Copy ID
Item policy
Is magnetic

Issue date

Expected receiving
date

Enumeration B

Chronology J

Pieces

Receiving operator

01

2 Hour Circ (in bldg)





image9.png
General Information
Barcode
Material type
Provenance
PO Line
Receiving date
Enumeration A
Chronology |
Description
Pages

Replacement cost

1rj-00229986

Calculator

Calculator 2

25.00

Generate

Generate

Copy ID
Item policy
Is magnetic

Issue date

Expected receiving
date

Enumeration B

Chronology J

Pieces

Receiving operator

02

2 Hour Circ (in bldg)





image10.png
MARC21 Bib (1)  Holdings (1) DC
— —_—

= Q Search in list C' B

#t Calculator(9984517709... (22181908360006076)





image11.png
Calculator EditRecord  Holdings

7  Book {Book - Physical} (2021) Language: English MMS ID:
0 Creation Date: 2021/11/24 09:34:40 CST 9984517709106076

Modification Date: 2021/11/24 09:34:40 CST

® Physical (1)

1 Holdings | 2 of 2 items are available

ecesst
Library Location Call Number ceession ftem Availability  Related Record
Number

UNDPD STAT4 Ask at Circ Desk - M ZAOfZ
Available

Holdings | Items





image12.png
UND CFL

— s Journals
[ 100220985

Media

UND CFL

L Journal
() Irj-00220086 UM
Docs

Media

CFL Floor 1
East - State
Documents

CFL Floor 1
East - State
Documents

Call Number

Ask at Circ
Desk

Ask at Circ
Desk

Item Call
Number

Temporary

‘ear Volume
Location

Calculator 1

Calculator 2

Status

Item in
place

Item in
place





image1.png
@ New | Record Actions  #* Editin:

MARC21 Bibliographic
&% Books (Default)
4 Books (Default - CFL) (Default)

Dublin Core
#4 Default (Default)
£ Default (Default)

MARC21 Holdings

£t Books (Default) s AlteH

4 Continuing Resources

£3 Templates display configuration

® Placement Options





image2.png
Placement Options

Placement of new records and templates

® ‘ oca O &% Network

Placement of new rules
© 4 Local O &% Network





image3.png
@ nNew |BRecord Actions  / Editin

MARC21 Bibliographic

Sl

4% Books (Default)

Dublin Core

& Default (Default)





image4.png
LDR

008

020

035

040

041 0
050 0 0
100 1
2401 0
2451 0
2461 1
250

260

300

490 0

A H#a2 2HHHHUEA500
SRS 202 (RO EHH000K0RengHd
$%a

$Sa (OCoLC)

$%a

$%a

$%a

$%a $Sb $Sc $$d

$%a

$Sa Calculator $Sb $Sc $3h

$%a $Sb

$%a $Sb

$%a $Sb SSc

$%a

$%a SSv

$$a Calculators can be checked out for two hours.

][]
500

$$a Stored in circulation desk drawer.





image5.png
+ Add Inventory  [E View Relate

Add MARC21 Holdings

#t Books (Default)  (CulsalisH)

£t Continuing Resources
Add Item
Add Portfolio (Alt+0)

‘Add Representation (Alt+R)





