How to Catalog a few Chromebooks — (Original Cataloging with Templates)

https://www.infohio.org/campus/learning-pathways/course/bluecloud-cataloging/bc-cat-original-cataloging-with-templates

For large quantities of devices to be cataloged, an Excel file (or .csv file) can be submitted. Please email helplibrary@mveca.org
for assistance.

Log in to BLUEcloud: na3.bc.sirsidynix.net

Username: Enter username — username@mveca.infohio.org

PW: WorkFlows password

You will be on the homepage of BLUEcloud with the option of Circulation or Cataloging. Click the Cataloging picture:

PwnNPE
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Connections. BLUECcloud Central [h Chillicothe City Schools High School ~ & chhs_libi@mveca.infohio.org -

5. You will then be on the home page for Cataloging.
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https://www.infohio.org/campus/learning-pathways/course/bluecloud-cataloging/bc-cat-original-cataloging-with-templates
mailto:helplibrary@mveca.org

6. Click the “+New Record” wording in the lower right corner:

@ v Staff ~ Connections v Cataloging - Search [b Chillicothe City Schools High School v [

Stafi > Cataloging >Search

Welcome to BLUEcloud Cataloging

Al Targets ®

+ New Record port Record

7. Inthe upper right corner, in the “Template” dropdown, choose “INFOhio General Equipment Template”:

&) Staff Connections Cataloging - Search [ Chilicothe City Schools High School v = & chhs_libi@mveca.infohio.org ®

Stafl > Cataloging > Search
) >
All Targets

w Control Data

Title Control No, Date Cataloged Staff Only:
7 Bib Number Created By Modified By:

Format (MARC21): % Date Created: Date Last Modified
vM

MARC Data

» | 000 nma |

»| 001 | | 1052135181

»| 005 | | 20080224221018.0

»[oar | [] ‘7\ || taxo0oxoDistrict 1D number
L

|
|
»[oaa|[] ‘T | 1aX000q2Serial number |
|
|

»| 02 | ‘ | 1scEn 00X

8. Fillin information as needed (and as shown in the screen shot on the following pages). Fields with an asterisk (*) are
required. Depending on your screen size, you may need to collapse the Control Data details after filling in the “Date
Cataloged” and “Format (MARC21)” fields by clicking the corresponding delta or down-arrow. This will create more
space on the page for the MARC Data. You can use the following screen shot from an existing Chromebook record
to know the fields that should be completed: (screen shot on following pages)
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No Title
Template: #

INFOhio General Equipment Tem| |
blication Date
= Control Data

Title Control Mo.. Date Cataloged: Staff Only:
05/25/2022 ]

Bib Number: Created By: Medified By:

Format (MARC21): # Date Created Date Last Modified:
|mare .

9. You will notice, in the MARC Data area, each of the lines are numbered with a “tag”. For example, tag 024 is for the
serial number and the subfield is “|a”. That is the bar key on your keyboard right below the backspace key and the
letter “a@”. That is subfield “a”. A bar is always preceding the subfield letters.

MARC Data

b | 024 ] |aXX | 25erial number

b | 037 BN a0 | pDistrict ID number

b | 092 ] [aGEN XX

k| 245 T |aGEMERIC TEMPLATE|h[equipment] :|bModel X3 /|cERAMD.
b | 260 ] [aLOCATION [bMANUFACTURER, |cDATE.

10. You would enter the serial number where the XXXX’s are. The serial number in this Chromebook MARC record is
c0g14i3:

» 024 7 2 lac0g14I3

11. Complete all the tags that are needed by looking at the example Chromebook MARC record on the next page using
the correct dates, purchase orders, etc. for your Chromebook you are cataloging.
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Example of fields to complete are highlighted.

Use correct dates, PO numbers.

OJOO0OEC]

v b - v v
w [=2] [=2]
2| & £

-

3 o o

[ + New Field

12. At the bottom of the screen, Class Scheme is always “ATDEWEYLOC”.

MARC Data
)‘000 ‘ | crmaz22 ||[450
L ‘ | 105-2120455 ‘ ><| I
] . 005 ‘ I 20072215222728.0 ‘ X I'
b.006H200?01I I ‘x|
ﬂ/ u u |ac0g14I3 ‘ x |
j D D Ja(Sirsi) 304 ‘ X |
b E D D |2SCHOOL INVENTORY TAG|bSchool Inventory Tag [ x|
» E E E |aChromebook 11 cOg1413 ‘ X |
8 E D D |abDELL [c2022. ‘ X |
» m ﬂ ’_‘ |aCPU specifications: RAM X000 HD 000K, drives/burners X000, X |
' processor XXXX; speed XXX, operating system XXX
4 E D D |aPeripherals: Wall charge and cable. ‘ X |
» E D D laWireless. ‘ X | $
] El D D |aNetwork: MAC address X300 X000, ‘ X | I
' 1
=5,
o0

13. Call Number is always “AUTO”
14. Call Library is always “CCHS” for the Chromebooks.

15. Click “Create”.

Class Scheme: * Call Number: # Call Library: *
| ATDEWEYLOC « | lauto | cas .
Manage Heldings Cancel

| laccHs
aAudio-visual equipment. ‘x |
|aFiscal year: FY2022. ] X |
|aPurchase order: 2201172, ‘ W |
aPurchase order date: 2120/2022. | x|+
|aEquipment Record ‘ X |

Delete
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16. Then click “Manage Holdings” at the bottom:

GENERIC TEMPLATE Model XXXX

Mo Author
No ISEN
DATE.

= Control Data

Title Control Mo.: Date Cataloged: Staff Only:
362283 | 0502572022 =]
Bib Number: Created By: Modified By:
63283 LIB1CCHS
Format (MARC21): Date Created: Date Last Modified:
MARC 05/25/2022
MARC Data
[ A T e
13 D [I | |aBattery: X0x.
b [eoo | [ ][] [ adusoc0x
13 D [I | |aPurchase order XX00K
» D [I | |aRemote control batteny: XXX
» D D | |aRepair: FY X0
» [ooo | [ ][] [1eoooo0coooc
» D D | |aEquipment Record
+ New Field
Class Scheme: = Call Number: # Call Library: =
 ATDEWEYLOC - [xx(e3283.0) - coHs

]

Save Mew Record Manage Holdings

Cancel
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17. Select New Item to add an item:

Stafi > Cataloging = Search

]

View Record/Details Voliifies =M &= ll Call Numberfitem i
I Manage Holdings Ixxwazs:u) e - X Holds

Edit Reco e
| GENERIC TEMPLATE

Model XXXX

Details

Last Checked Out  In-house Uses

Last Checked In Date Created

Date Inventoried

Last Activity

New Call Number

Call Number Information

Class Scheme ¥
ATDEWEYLOC

Shelving Key
XX(63283.1)

Shadow Call Number

All Targets

Call Number %
XX(63283.1)

Volumetric

Call Library *
CCHS
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18. Fill in item information as shown:

Se@mooooTy

Item Barcode: enter AUTO for a system generated barcode.
Iltem Type: SPECLCIRCY

Home Location: Available

Current Location: Available

Iltem Category 1. Equipment

Check “CIRCULATE”

Check “PERMANENT”

Enter the Price.

. 3= II Call Number/item
=

Volumes: 1

Manage Holdings

XX(63283.1) CCHS w

~ NewItem b4

GENERIC TEMPLATE
Model XXXX

DATE.

Details

Last Checked Out

M Last Checked In

¥ Date Inventoried

In-house Uses

Date Created

Last Activity

All Targets v

Call Number Information

L - B

Class Scheme # Call Number #
ATDEWEYLOC v XX(63283.1)

Shelving Key Volumetric
XX(63283.1)

Shadow Call Number Callthiarvie
CCHS

Iltem Barcode #* Copy Number
AUTO 1

Item Type * Item Library

SPECLCIRCY CCHS

Current Location %
AVAILABLE

J¥ Home Location ¥
AVAILABLE

Item Category 1
EQUIPMENT

Item Category 4

Number of Pieces #
- 1

Item Category 5

®  Media Desk

........

Total Check-ins

| Circulate

| Permanent

19. Click Create.
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20. NOW, go to the top and Change the XX call number to a call number that represents its location in your library.

Call Mumber Information

Class Scheme #
ATDEWEYLOC

Shelving Key
CEBE CHR

Shadow Call Number

Item Information

ltem Barcode #
33214000243293

ltem Type #*
SPECLCIRCY

Home Location #
AVAILABLE

21. Click Save at the bottom.

Price
3 247.00

ALL STEPS MUST BE DONE IN THE ORDER SHOWN ABOVE OR YOU WILL RECEIVE AN ERROR.

Call Number #

Call Library #
CCHS

Copy Mumber
1

Item Library
CCHS

Current Location #
AVAILABLE

' Permanent
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