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To add a new record using a template, navigate to the Cataloging homepage.

1. Click "+ New Record" in the lower Welcome to BLUEcloud Cataloging
right corner of the Cataloging
homepage.

+ Mew Record

2. Choose from the available templates from the drop-down. Choose

the option “INFOhio Brief Title” to add a new title that you cannot Template *
find from your library or INFOhio sources. INFOhio Bricf Title

INFOhio Brief Title

3. Fillin information as needed. Fields with a red asterisk (*) are INFORio eReader Equipment

required. Depending on your screen size, you may need to collapse Template
the Control Data details by clicking the corresponding delta or down INFOhio General Equipment
arrow. This will create more space on the page for the MARC Data. Template
INFOhio Local Videocassette
Template
INFOhio Local Yearbook
Control Data Ten'l plate
Title Control No Date Cataloged Staff Only: C
A B =
i-a;::w.vm::m . D Date Created Date Last Modified
Class Scheme: Call Number: # Call Library: *
F

A. Title Control No.: This Is the ISBN# with an “I” prior

Date Cataloged: Use the calendar to enter the date the item was cataloged.

w

C. Staff Only: Select to allow only library staff to view the record. The record will be
shadowed (or hidden) from patrons in the online catalog.

D. Format (MARC21) is always MARC

E. Class Scheme: Select ATDEWEYLOC.

F. Call Number: Enter AUTO. The system will assign an XX call number that you can
change in "Manage Holdings".

G. Call Library: Select the owning library for this item.

H. Click Create.



4. As you are making changes to the bibliographic record, click Save often. Saving often
throughout the cataloging of the template will ensure your work is not erased if you get called
away to other duties.

5. Enter the minimal following MARC data:

o 020 — ISBN# - ja+ISBN#
o 100 - Author
o 245-Title
o 650 — jaFiction
6. Enter the following:
o Class Scheme - ATDEWELOC
o Call Number — AUTO
o Call Library — Your library
Click CREATE
If you would like to add items to the record, click "Manage Holdings".
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o Select New Item to add an item.
o Fill'in item information as needed.

i. Item Barcode: Scan a dumb barcode or enter AUTO for a system-generated

barcode. (9/23 Defect, discontinue AUTO)

ii. Item Type: Item Group

iii. Home Location: Available

iv.  Current Location: Available

v. Item Category 1 = Material Type (Book, DVD, CD, Kit etc.)

vi. Item Category 2 = Funding Source (General, Bookfair, PTA/PTO, Title etc.)
vii.  Item Category 3 = Curricular Area (Subject)
viii.  Item Category 4 = Grade Level (Grade) *3/4 mainly used for textbooks

ix. Item Category 5 = Genre (If Genre is defined at your library)
Click Circulate box

(@]

o Click Permanent box

o Enter a Price. This is very helpful if a book needs to be replaced.

o Click Save.

o Editthe XX call number to a call number that represents its location in your
library.

o Click Save.

If using the AUTO feature to generate a barcode, barcodes and spine labels will need to be
created. Please see the Printing Barcodes and Spine Labels lesson in the Introduction to Cataloging
lass for more details. 9/23 Discontinue using AUTO until told to resume.



https://www.infohio.org/campus/learning-pathways/course/introduction-to-cataloging/printing-barcode-and-spine-labels

