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BLUEcloud Basic Cataloging – The “Short” of it 

1. When searching for the titles in your district use the following method: 

a. Click on the “Cataloging” icon in the center of your screen 

 
 

b. You can search by Title and Author and a second search by ISBN (enter ISBN without spaces, dashes, 

etc.) in the Search bar and leave it set to “All Targets” 

 

c. Check the results in YOUR DISTRICT FIRST. 

NOTE:  If using ISBN, remember the TITLE may be in your building with a DIFFERENT ISBN so always 

search for the TITLE as well in your own district so as not to make a DUPLICATE title. 

d. Sort your books in to 3 piles 

i. Titles found in my Library 

ii. Titles found in my district (but not my library) 

iii. Titles not found in my district or library 

2. To begin cataloging your books start with one pile at a time (easiest to most time consuming) and complete 

those then move to the next pile. 

a. Easiest/quickest = Titles found in my library (starts on page 2.) 

b. Next quickest – Titles found in my district (starts on page 5.) 

c. Most time consuming – Titles NOT found in my District or Library (starts on page 11.) 
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Cataloging Titles Found in My Library 

(Adding an Item) 

1. Search for the Title and Author of the item. 

2. Click on the picture or title of the item you wish to view. 

3. Click “Manage Holdings” 

 
4. Choose the correct Call Number to which to add the new item. The call number selected will determine the owning 

library and the specified call number. 

 
 

The following window appears. 
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5. Click “New Item” at the bottom of the Call Number list. 

 

 

 
 

 

6. A message MAY appear that says “Selected operation will result in loss of unsaved changes. Continue?”  CLICK YES. 
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7. On the right side of the screen you will see the Call Number and Item Information box.  The data from the existing 

item will be shown in the Item Information area.  You will replace that data with the data you want in the following 

fields: 

a. Item Barcode:  Scan a dumb barcode or type AUTO 

b. Item Type:  choose the item type (Fiction, Easy, Non-Fiction, Professional, etc.) 

c. Home Location:  (Set to Available) 

d. Current Location:  (Set to Available) 

e. Item Category 1:  (Material Type) 

f. Item Category 2:  (Funding Source) 

g. Item Category 3:  optional (Curricular Area) 

h. Item Category 4:  optional (Grade Level) 

i. Item Category 5:  optional (Genre) 

j. Circulate:  CHECK THE BOX 

k. Permanent:  CHECK THE BOX 

l. Price:  Add price 

m. Click “CREATE” 
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Cataloging Titles Found in My DISTRICT but not my Library 

(Adding Call Number *and* Item) 

1. Search for the Title and Author of the item. 

2. Click on the picture or title of the item you wish to view. 

3. You will see the BIB DATA on the “Edit Record” screen that displays on the right side.  Is this data correct?   

Does the record *NOT* have your ISBN listed in the 020 fields?  Do you need to add an ISBN?  If so, add it now by 

scrolling to the bottom of the list of fields, click on “NEW FIELD”, add a 020 field and add the new ISBN. SAVE.  

NOTE:  THIS CAN ONLY BE DONE WITH RECORDS IN YOUR DISTRICT 

 
 

4. Click “Manage Holdings” 
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5. Choose AN EXISTING Call Number.  

 

 
 

(The following window appears.) 
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6. Click “New Call Number” at the bottom of the Call Number list. 

 

 
 

 

7. Enter:  Class Scheme = ATDEWELOC, Call Number = AUTO, and Call Library = your library. 

8. Click “Create” 
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9. Now click “New Item” 

 

 
 

10. You will see the New Item appear in the “Call Number” area and you will see the “Item Information” appear on the 

right. 
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11. On the right side of the screen you will enter the data you want in the following fields: 

a. Item Barcode:  Scan a dumb barcode or type AUTO 

b. Item Type:  choose the item type (Fiction, Easy, Non-Fiction, Professional, etc.) 

c. Home Location:  (Set to Available) 

d. Current Location:  (Set to Available) 

e. Item Category 1:  (Material Type) 

f. Item Category 2:  (Funding Source) 

g. Item Category 3:  optional (Curricular Area) 

h. Item Category 4:  optional (Grade Level) 

i. Item Category 5:  optional (Genre) 

j. Circulate:  CHECK THE BOX 

k. Permanent:  CHECK THE BOX 

l. Price:  Add price 

m. Click “CREATE” 
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n. Now EDIT the Call Number field and enter the correct Call Number and click SAVE. 
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Cataloging Titles NOT Found In My District or Library 

(Importing Bib Records) 

1. Search for the ISBN of the item since this Title was not in your district. 

2. Click on the “Target” (a.k.a. library database) from which you want to see the results. 

3. Click on the picture or title of the item you wish to view. 

4. It will display the MARC data on the right side. 

5. Click on each picture to compare the MARC data and find the best one. 

6. Click “Import” at the bottom for the title you wish to import. 

 
NOTE:  When selecting a record, keep in mind: 

a. A record must match your item’s title, author, and physical description (within a few pages) 

b. Get as close as possible to the ISBN and Publication info as you can. 
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7. Fill in the following data fields: 

a. Title Control No:  This will be populated once you save 

b. Date Cataloged:  Use the calendar to enter the date 

c. Staff Only:  Select if only Staff should see the record 

d. Format (MARC21): MARC or MARC Monograph 

e. Class Scheme:  ATDEWEYLOC 

f. Call Number:  Enter AUTO 

g. Call Library:  Choose your library 

h. Click “Create” 
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i. Click “Manage Holdings” to complete the record. 

 
8. Click “New Item”. 
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9. Enter Item information. 

a. Item Barcode:  Scan a dumb barcode or type AUTO 

b. Item Type:  choose the item type (Fiction, Easy, Non-Fiction, Professional, etc.) 

c. Home Location:  (Set to Available) 

d. Current Location:  (Set to Available) 

e. Item Category 1:  (Material Type) 

f. Item Category 2:  (Funding Source) 

g. Item Category 3:  optional (Curricular Area) 

h. Item Category 4:  optional (Grade Level) 

i. Item Category 5:  optional (Genre) 

j. Circulate:  CHECK THE BOX 

k. Permanent:  CHECK THE BOX 

l. Price:  Add price 

m. Click “CREATE”. 
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10. Now EDIT the Call Number field and enter the correct Call Number and click SAVE. 

 
 


