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Introduction

Be sure to check your property settings in cataloging immediately after upgrading your
Workflows client to GL 3.1. You must be logged in as TECH or ACQ (for those libraries using
the Acquisitions module) to make and save property changes. To view and change property
settings, you must right-click on the wizard.
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Getting Started

This section describes logging in to WorkFlows, the WorkFlows screen, tabs, wizards, helpers,
keyboard shortcuts, links to current patron and current item information, glossaries, sorting, and
gadgets.

Logging into WorkFlows

To log into WorkFlows:

1. Click on the WorkFlows icon located on your computer desktop.

WarkFlows

GL3.1]

When the following screen appears, click OK.

i

[T operate in Offline mode

Host information

IF address: |192.153.1.12 |
Port: [5100

Wwarkstation

Mame: IF‘CGLII-DISF' |

Login timeout: IE-EI Seconds

¥ =how this window on next startup

(0] 4 | Cancel |
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The login screen then appears.

i

dser ID: |
Alt ID: |

PIM: I

QK | Cancel |

2. Enter your library’s User ID and PIN, and click OK.

If you do not know your library’s User ID or PIN, contact an administrator at your library or
contact SAILS.

The User ID and PIN serve several purposes, including:

e It defines what features of WorkFlows you can use.
e Itidentifies your computer to your library.
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The WorkFlows Screen

After you enter your library’s User ID and PIN, the computer starts WorkFlows. This may take
a minute or two. Then, the WorkFlows screen appears.

[ unicarn Waorkf lows
pile  pdit wizards Modules preference Tools Window Melp
= P | e or PR comeel | Fssy |

Xy Checkout

\BY, Discharging

Wy rine Fres Discharge
& menew Usar

0 nenew tem

BB vating 8 user Group of
B raying s wizards

1) imem Search and Display

[ check mem status
B e
& prin: Work space

E |
1eQ Ay

Jeq ool

3
£
“

Wistant| | rz 5] (@ % | | b -ttt .. | ) idge ookt .. |[1] Urkcorm Worklo.. % Uniorn warkPioers | 3.0 coaudabon e | | 2 TR ] P2 1007 4

Toolbars
Each toolbar, such as the Cataloging toolbar, consists of wizards, which are grouped into “groups
of wizards”.
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Wizards

A wizard is the feature of WorkFlows that you use to perform a specific task, such as checking
out an item, registering a patron, or placing a hold for an item.

WorkFlows arranges wizards that have similar functions into groups of wizards (such as
Common Tasks, Users, Titles, and Items) on the left side of the screen. To open or close a group
of wizards, click the open/close icon:

Common Tasks

Itemns

Common Tasks

Bl Call Number and Item Maintenance
EE Label Designer

£ SmartPort

'@ Item Search and Display

m Check Item Status

Help

% Print

To use a wizard, click on the wizard icon or text within the group of wizards. If you are unsure
what a wizard does, move your mouse over the image without clicking. Brief text will appear
describing the function of that wizard.

For example, to edit a call number, begin by clicking:

Call Mumber and Item Maintenance
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Helpers
Helpers appear within each wizard (see the following figure). A helper is a link to a wizard.

Another way to access a helper is to click Helpers in the menu bar and select a helper from the
drop-down list.

File Edit Wizards Helpers Modules Preference Tools Window Help est Test
.

}ali umber and TEem Maintenance - Bx
Common Tasks I 4
W, : -
Call Humber and Item Maintenance Sometimes moon / Schaefer, Carole Lexa,
o . S - S
Qi Label Designer Control| Biblingraphic| Call Number/Item | Bound-with
F SmartPort ?JE‘ Sometimes moon - Schaefer, Carole L Item infarmation |
=pflly P SCH - NORFOLK-DA Item ID: ; I—
. == : 31462001324016 Copy number: |
% Item Search and Display B ll51462001324016 - 1 - BOOK - [ ] e B
7 =y SCHAEFER - SEEKONK-PL Type: [BooK | temlibrary: [noRFOLK-DA |
([} Check Item Status I 31655001544500 - 1 - BOOK - | bl — | BbbAr oS B
Help Home location: [PICTUREBK v} Current location:  PICTUREBK
& print lizm eat S hrrcrion B ke eata: [uvenie |
Media desl: [ v} Number of pieces: 11 |
Total charges: |3 Price: $17.00 |
i Permanent: Circulate:
L U D S PR N [ TS P S S s e

Keyboard shortcuts
You may find that keyboard shortcuts can save time and are easier to use than clicking with the
mouse.

Keyboard shortcut: ALT + [underlined letter]

In the above example of searching for a title, press ALT and the letter “s” at the same time. The
system will search for the title as if you had clicked on the Search button.
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When you are in the Cataloging module, you can access a wizard by using a function key. For
example, the function key to access the Add Item wizard is F9. A table of all function keys
appears below. To change the function key for a wizard, see Mapping function keys on page 15.

Wizard Key Sequence
Add Title SHIFT+F2
Modify Title ALT+F2
Duplicate Title SHIFT+F3
Delete Title, Call F11
Numbers or Items

o b
Add Item F9

Edit Item SHIFT+F11
i
Display Authority ALT+F5
Bound-withs ALT+F3
Label Designer None

I[;?:;) Ii;arch and F4

Check Item Status F2

Help F1

Print F12

Windows keyboard shortcuts
You can use standard Windows editing shortcuts, such as:

e CTRL + X for cut
e CTRL + C for copy
e CTRL +V for paste
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Current item

When using a wizard, the current item may appear, as shown in the following figure. Click the

link to use that item

information, when appropriate.

File Edit Wizards Helpers

Common Tasks -

é Checkout

% Discharging

Q@ Fine Free Discharge
@ Renew User

@ Renew Item

@ Billing a User

& Paying Bills

Itern Search and Display
7 SV A0 S i b
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[Hunicorn WorkFlows

=

Modules Preference Tools Window Help est Test

Item 5S5earch and Display

A A RETE =

Search for: Iice

=l Search
Index: Title =l Type:
Library: ALL = & Keyword
" Browse
Current: Caollins, Philip, 1944- --- Radios : the golden age --- 621.384 COL --- ID:32872003308958 --- Ctrl#:o36.. () Brachk

KEvWORD Title ice, ALL: 1295 record

Titls

Author
Ice skating : the incredible Mic an Sandler, Michael.

2 videodiscs @ sd., col. ; 4 3/4 in.
Mckinley, Michael, 1961- 2006

Figure skating [videorecording] : Torino 2006 Clympic Wi...
Ice time : the story of hockey
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Glossaries

In some screens, Workflows lists information that appears with a dotted underline. When you
click on the underlined entry, information about that entry appears.

Display Order : Display Order KS5; 2007; SAILS; KRISTIN - [x
Description: Zne for the money [sound recording] £ Janet Evanovich. £ Evanovich, Janet,

This title has holds

| Order| Orderline | Seaments | Invaices | Order History | Serial Controls|

ﬁ K5E5/1 (1) Fund ID: NOMNPRIMT Funded quantity: 1
’"-‘_""i:* NOMPRINT (1) Date paid:  NEVER nt: Quartity : o
= ‘5’ DEFALILT (1) amounNnved: $0.00  Quantity 1}
Holding code: DEFAULT Distributed quantity: 1

Received: NEVER Packing List: Loaded: NEWVER

In this example of an on-order record, you can click:

e on Fund ID to see the information about the fund (see figure below)

e Display Order : Glossary fﬂ__]
Fund IC: MOMNPRINT

MName: MOMN-PRINT FUMD

Account number;

Level 1: LOCAL Level 2: ADULT

Level 3 OTHER Level 4 ENGLISH

Close

You can copy and paste fields from the glossary by clicking and dragging over the field
and then using CTRL + Cand CTRL + V.
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Sorting

To sort a list of items, click the column heading. To sort the column in the opposite direction,
click the column heading a second time.

In the following example, the records are sorted by publication year. To sort the list by Title,
click on the Title column heading.

Modify Title - o =
4 44 FRe T ==

EEE IR - nitting patterns

Index;: Subject | rType:

Library: ALL w ) Keyword
Oﬂrawse
Current: Qlson, Kay Melchisedech. --- Beqginning knitting @ stitches with style --- 1 74643 O --- ID:335... O Exact

KETWORD Subject knitting patterns, ALL: 480 records

186

Beginning knitting @ stitc

iDnmiknitrix : whip your knitting into shape Stafford, Jennifer. 2007 |
EMen whao knit & the dogs who love them ; 30 great-l... Modesitt, Annie. 2007 |
[knitting sweaters from the top down : fabulous sea... Carron, Cathy, 2007
iKnitprwisatiDn . 70 imaginative projects mixing old ... Ramnelk, Cilla, 2007

iThe best of Yogue knitting magazine ; 25 years of a... 2007

|Fitted knits @ 25 designs for the fashionable knitter Japel, Stefanie. 2007

|Babies & toddlers : a knitter's dozen 2007

\Family knits : 25 handknits for all seasons Bliss, Debhie. 2007

iKnitting cuff to cuff | a dozen designs for sideways-... Guagliumi, Susan, 194&- Z007

After sorting, the results will appear as follows:

Modify Titde - 0 =

S 4 FRaflie=
Search for; Eknitting patterns “’I

Indes: Subject w | rType:
Library: ALL V| %) Keyword
{:} Browse

C) Exact

Current: Olson, Kay Melchisedech. --- Beginning knitting : stitches with style --- 1 746 43 O --- ID:33 ...

KETWORD Subject knitting patterns, ALL: 480 records

! itle # Author Pub. Year
100 afghan squares to knit @ patterns and instructio... |Abrahams, Debbie.

ilElD afghans to knit & crochet Leinhauser, Jean. 2005
1100 hats to knit & crochet Leinhauser, Jean, 2005
1100 knitting projects Leinhauser, Jean. 2008
!100 more afghan squares to knit abrahams, Debbie. 2005
1100 purses to knit & crochet Leinhauser, Jean, 20086
ilEIDD great knitting motifs Roberts, Luise, 2004
ilEIDD sweaters | mix and match patterns for the per... Griffiths, Amanda. Z004
1101 stocking stuffers 1994
512 easy knitting projects Blanchette, Peg, 1949- 20086
{200 knitted blocks : traditional and contempaorary d... Eaton, Jan. 2005
EEDD ripple stitch patterns : exciting patterns to kmit ... Eaton, Jan. 2006
|200 stitch patterns for baby blankets : knitted and c... Eaton, Jan, 2006
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Gadgets
&

Gadgets help you enter the date, text strings, and field entries in the correct format.

For example, when you click the date gadget, the following screen appears in which you can

select the appropriate date.

Date:

Enter Date of Discharge

[ozs15/2007

&

Time

Gadget :

Day and Time

Date
43 February 2007 =

s[w[r[w[r[e[s]

]
4 5 & 7T & 9 10
11 1z 13 w8 s 17
18 19 20 21 2z 23 24
25 Z6 27 78

To use the gadget to enter text strings, such as when you create a receipt header or receipt footer

for the date due slip:

1. Enter the text into the Text String field and click the Add button.

2. If you want, continue adding text as in step 1, then click Save when you finish.

Java Client Cataloging

Gadget : String List

List selected

Enter Strinfg: I

Up

Down

Add {o) | Save | Remave | Cancel |
V4

N
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To use the gadget to select field entries:

[[sadget : Receipt fields x|
List to choose from List selected
Authar ITitle
Call number Author
Current time
Date charged
Date due
Itemn ID
Library name
Name =
Title
User 1D =

oK Cancel

1. Click an entry in the list on the left, and click the right arrow il to move the entry
into the list on the right.

2. To remove an item from the list on the right, click the item and click the left

arrowEI.

3. When you finish selecting entries, click OK.
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Mapping function keys

You can change the function key or key combination that you use as a shortcut to access a

wizard:

1. In the menu bar, select Preference > Desktop > Current toolbar > Function key
mapping. The following screen appears:

Function Key Mapping

[ shitt [] alkt
[ 1
F1 i Help F2|Check Item Status w F3iReview Titles v|
F4 i Item Search and Display F5!Smar‘tP0r‘t W Fﬁl |
i v| e | F3laddIem v/
F10| | F11!De|ete Title, Call Mumber... v| F125Print v|

If you want to display more function options, check the SHIFT, ALT, or both ALT and

SHIFT boxes. For example, when you check SHIFT, a screen such as the following

appears:

Function Key Mapping

F1|

F4 | Modify Authority

F7 | Duplicate Authaority

FlU|

] alt
v F2 : add Title v F3 | Duplicate Title v
¥ F5% W F& W
w FSi K F9|Call Number and Item M...
F11 Edit Item v F1z v

2. Click the down-arrow next to the field you want to change or add, and select the
wizard you want for that function key. You cannot use the grayed out fields.

3. Click OK.

Java Client Cataloging
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Displaying more than one wizard at a time

To display more than one wizard at a time, such as the Item Search and Display and
Modify Title wizards:

1. Click the Item Search and Display wizard in Common Tasks.
2. Click the Modify Title wizard in the Title group.

3. From the menu bar, select Window > Horizontal. The wizards appear as
follows:

Unicomn WorkFlows E|E]E|

File Edit Mizards Helpers Modules Preference Tools  Window  Help est Test
e algaine OGN i

Modify Title .o x
Common Tasks : @ é& Fﬁ@%@
Call Mumber and Item Maintenance Search for: l v|
EE Label Designer Index: |Genera| vl “Type:
43 e Library: |ALL v| &) Keyword
g Itern Search and Display Current: Olson, Kay Melchisedech, --- Beginning knitting @ stitches with style --- 1 746,43 O --- 1D:33.., 82;2‘;58

m Check Itermn Status

Help

&5 add Title

@ Modify Title

Item Search and Display SoEl

@ Duplicate Title 4 44 Fﬁ@ﬁ@a =

§ Delete Title, Call Numbers or Items

Search for: | v|
Items @ Index: | Title w| rType:
d%i add Itemn Library: |,q|_\_ v | @ Keyword
) Browse
d@ Edit Ttem Current: Qlson, Kay Melchisedech, --- Beginning knitting @ stitches with style --- 1 746.43 O --- 1D:33... Ol

.@ Global Iterm Modification

Authorities

Special

nlay |Close

4. Each time you want to use one of the wizards, you must first click somewhere on
the screen within that wizard.

5. You may try other arrangements of the wizards by selecting Tile, Cascade, or
Vertical under the Window menu option.
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Call Number and Item Maintenance

B4 Call Number and Item Maintenance

The Call Number and Item Maintenance wizard is used to add new call numbers and items, or
to modify call numbers and items already in the catalog. Instead of two separate wizards, Add
Call Numbers and Edit Call Numbers they have been combined into a single wizard.

1. Click on the Call Number and Item Maintenance wizard. The item search window will
open.

_:.Llnimrn WaorkFlows

File Edit wizards Helpers Modules Preference Tools window Help

tall Number and Item Maintenance - 0O x

e Tt N | -8 & [Tl ==

Call Number and Iterm Mai... Search for: | V| Search

=E Label Designer Index: Title w Tvpe:

Library: ALL w ® Keyword
Ogrowse
@ Itern Search and Display Current: Slater, Kristin --- Kristin testing --- ONORDER & --- ID:1328356-10011 --- Ctrl#:41328356 --- Copy:l () Exact

£ smartPart

m Check Itern Status

Help
& rrint

Titles &)

&5 Add Title

& wadify Titls

@ Duplicate Title

& Delete Title, Call Numbers ...

2. Search for the record you wish to modify.
If your search finds more than one record, a list of matching records displays in the hit

list area. If you have the viewer turned on then the selected record will display at the
bottom of the screen.
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and Ttem ca - O

A FRETG = =

Search for: |knitting =] =
Index: |'I"rtls _1_'_| rType:
| tbrary: Al =] | F Keyword
 Browse
Current: Klass, Perri, 1958~ --- Every mother is 8 daughter [sound recording] ... --- CD 306.874 KLAS 2006 --- 1D:335760011356841 --- Ctri#:91339484 --- C... " Esact

KETWORD Title knitting, ALL: 400 records

Title Author Fub. Year
vary mother is 5 daught 500 recording] : Ry i st i ec.. IKlass O5H- dO0E ﬂ
The Friday niaht knitting club lsound recordinal Jacobs, Kate 2007
Knitting : 13 easy desians for city airls with style Chadwick, alice. 2007
Died in the wool : a knitting mystery Kruger, Mary. 2007
wo balls or less ¢ over 30 simply stylish knithina and crochet orojects Hill, Jenny, 2007
Baas two 007 =

Deseription | Call Number/Item |

Leader imKaln =
Control number cema%854376

Control num, ID OColC

Date ftime stamp 20071029030346.0

Fired field data sd fungnn|||uu

Fixed field data DE050552006  orunnn g z engd

Cataloging source BLACP BLACP BAKER BTCTA SEL

ISBN 0786170824

ISBN 9780786170821

HMusic Mo. 2 3622 Blackstone Audichooks
Local system # (OCoLC)69854376

Local system & al33%9484

LC Call Number HQ755.65 K565 2006ah
Dewey class number 306.674/3 22

Local holdings SELA

Personal Author klass, Perri, 1958-

Title Every mother is 8 daughter [sound recording] :

Publication info Ashland, Or. : Blackstone Audiobooks, 2006.

prysiu'l descrip 9 sound discs (ca. 74 min, each) : digital ; 4 3/4 in. | =
| = *

3. Search results screen.
4. Highlight the record you wish to modify. Click Modify.

If you do not have a Call Number or copy on this record another library’s copy
information will display.

If you have a Call Number then your Copy information will display.
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ber and Ttem ce

B 55

Every mother is a daughter [sound recording] : [the neverending quest for success, inner peace, and a really clean kitchen {recipes and knitting patterns included)] / Klass, Pern,

Date inventoried: NEVER
Times inventoried: 0
Previous user 1D:

Last activity: MEVER
In-house uses: i}

1958-
Control| Bibliographic Call Number/item | Bound-with |
E Evary mother is a daughter [sound rec Itemn infarmation
=il CD 306 874 KLAS 2305' EASTCH Itam 1D: 3357600113881 Copy number: 1
Type: co Itemn library: EASTON
Home location: BK-ON-CD Current location:  BK-ON-CD
Item catl: BH-ON-CDNF Thern catl: ADULT
Media desk: Number of pieces: 9
Total charges: 0 Price: $61.00
Permanent: Y Circulate: ¥
Shadow item N
Extended information
Tag Contents
<« | |
IRCNOTE 9 eds
Date created: TA8 2007 PUBLIC
Date last charged: HEVER STAFF
Date due: none %
Last discharged: HEVER

Return to Suard1| BEVE I Add Call Humbarl Add ltsml [elata I Chssl

5. Click Add Call Number. A new Item information screen will open with your library,
home location, item type, and etc.

Java Client Cataloging
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Lall Number and Item Maintenance

=il

Every mothér is a daughter [sound recording] : [the neverending quest for success, inner peace, and a really clean kitchen (recipes and kniting patterns included)] / Klass, Pern,

1958~

Control| Bibliographie Call Number/item | Bound-with |

B Every mother is a daughter [sound re
=il O 306 874 KLAS 2006 - ABORO-FY

=4y €O 306.874 KLAS 200

ASTON
B 33576001138841 - 1 - CD - BK

] L]
Date created: iz2farzo007
Date last charged: NEVER
Date due: none

Last discharged: NEVER
Date inventoried: NEVER
Times inventoried: 0
Previous user ID:

Last actiwity: NEVER
In-house uses: (1]

Item information

m 1D: [

Type: OOK,

Home location: |ST.RCKS

Itemn catl: |

Media desk; |

Bl ) )

Total charges: [n
¥ Permanent:
™ shadow item

Extended information

Copy number: in

Ttern library: |aBoRO-MAIN

Current location:  STACKS

Item catz: |

Number of pieces: |1

Price: B0.00

¥ Circulate:

Tag |

Contents

IRCNOTE x|
PUBLIC
STAFF

Ratunn to Suamhl Saval Add Call Humbarl Add Ilaml Dululal CIosnl

6. To Edit any of the Item Information, click on any of the fields and edit the information.
Do not click on Add Item or Add Call Number. These options will either add another

item or a new call number to this record.

7. Click Save

To edit the Call Number information, click on your Call Number in the Call Number

display pane.

Java Client Cataloging
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Call Number Information edit screen.

o s [miry

B

1958~

= Every mother i & daughter [sound rec

B ‘#
1311131111111111 - 1 - BOGK

Call numbar indormastion

Every mother is a daughter [sound recording] : [the neverending quest for success, iner peace, and a really dean kitchen (recipes and kniting patterns induded)] / Klass, Pern,
Cantrol| Bibliographic Call Number/Ttem | gound-with |

= i CD 306.874 KLAS 2004 - EASTON
B9 30576001138841 - 1 - CD « BK

Call pumber: [CD 306.874

Class schome: [DEWET
Call Wrary:

[apcRo-man |

™ Shadow call number

Return to Search| Save| Add Cotl Number| 444 item| Detets | Close |

8. Make any changes to the call number. Click Save.

9. To add another Call Number (not copy) then Click Add Call Number

10. To add another copy. Click Add Item.

Java Client Cataloging
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Add Title Wizard

&> Add Title

The Add Title wizard is used to create a new bibliographic record and associated call numbers
and items. Use this wizard to create your library’s request records, magazine records and
museum pass records.

To create a Request Record, use the MARC-00 format.

To create a Magazine Record, use the SERIAL-00 format.

To create a Museum Pass Record, use the MUSEUMPASS format.

1. Click on the Add Title wizard. The Bibliographic tab will open. If the properties
page appears first, click OK. In this example, the MARC-00 format is being used.

File Edit Wizards Helpers Modules Preference Toaols Window Help

Add Tite = O =

- i0Em:RE:
Od | BBf@ -5 i
Call Number and Item Maintenance **REQUIRED FIELD**
o : - — - -
g} Label Designer | Control| Biblingraphic | MARC Holdings | Call Number/item
43 SmartPort [ shadow title
@ Het seereh andiDlsplay Label Tag Ind Contents
Check Item Status ;I LCCN
Help _|=l=en 020
- |13BN 0z
& print - |1s5N nzz
- |upc 024 1
= | Music Mo, 028
&5 add Title |z IMusic No. 028
;IPersUna\ Author 100 1
&4 modity Title | Title 245 1 #*0EQUIRED FIELD®*
@ Duplicate Title _LI Edition 230
) - | Publication infa 260
@ Delete Title, Call Numbers or Items __lPh'ysicaI Heserip St
It ;IGEneraI Mote 500
ems (S

- | General Nots 500

T - | contents 505
uthorities —
;IPer‘Formar 511

= | Added authar 700
Ll Marc Request Date 945

Special

Save| Ad T ||Delete || Clase

The window will always open with the LCCN tag highlighted.
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2. Click on the Contents column of the field in which you want to enter data. This
field will now be highlighted.

All data should be entered in the Contents column.

Unicoin WorkFlows BEE®
File Edit Wizards Helpers Modules Preference Tools  Window  Help est Test

Add Tite = O =
p - i0Em:RE:
Canioake A | BfG 515X &
Call Number and Item Maintenance **REQUIRED FIELD**
il : - — - -
g} Label Designer | Control| Biblingraphic | MARC Haldings | Call Number/Ttem
43 SmartPort [ shadow title
@ Het seereh andiDlsplay Label Tag Ind Contents \
Check Item Status ~|Lccn 010 e
Help _|=l=en 020
- |13BN 0z
& print - |1s5N nzz
- |upc 024 1
= | Music Mo, 028
&5 add Title |z IMusic No. 028
;IPersUna\ Author 100 1
&4 modity Title | Title 245 1 #*0EQUIRED FIELD®*
@ Duplicate Title _LI Edition 250
) - |Publication info z60
@ Delete Title, Call Numbers or Items __lPhysicaI Heserip St
;IGEneraI Mote 500
- | General Nots 500
T - | contents 505
uthorities —
;IPer‘Formar 511

-] Added authar 700
- |Marc Reguest Dats 948

Special

Save||Add Another Title |[[Add | Delete || Close

You can use the Tab key to move forward through the record or you can just click on the
Contents column of the field.

3. Enter the information as it appears on your item in the appropriate fields of the
request record.
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Add Tide

B --5.4 X S

HHEQEQUIRED FIELD**

| Control | Bibliographic | MARC Holdings | Call NumbersItsm|

[] shadaw title

. Label

rjLcen
~]1sBN
- |1=BN
" |z]issn
=jupc

;IMusic Mo,
il ﬂ Music Mo,
;IPersunaI Author
= Title
| - edition
_dPuincatiDn info
_;IPh\,rsicaI descrip
= _jGeneraI Mote
;IGeneraI Maote
anntents
il ;IPerForrner
;].D.dded authar

a0o
a00
a05
o1l
Foo

;l Marc Request Date 945

Ind, Contents

0123456781

Slater, Buddy

Buddy's gquide to poker.

7th ed.

Middleboro, MA ; Cat Paw Productions, cz2008.
457 p.os ool il ; 23 cm,

HNTO&/6/07

Savellfdad f

te |Close

4. After all the data has been entered, click on the Call Number/ltem tab to enter
your copy information.

IGe

If you click Save instead of the Call Number/Item tab, a message window will pop up

stating: The Item ID is required. Please enter a valid Item ID. Click OK.
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The Item Information screen will open.

Unicomn WorkFlows BE®
File Edit Wizards Helpers Modules Preference Tools Window Help est Test

Add Title

Bft -L-i.0 ¢ B

Buddy's quide to poker / Slater, Buddy

Common Tasks

Call Number and Itemn Mainte...

Hi=H . < o S ——
i0: Label O " I " el :
EEieEAE A | Control | Bibliographic| MARC Holdings | Call Number/Ttem |

43 SmartPort uddy's guide to poker - Slat [ Item infarmation

Itemn ID: | | Copy number: 11

?-g Itermn Search and Display

([ Check rtem Status Tupe: [pook Bl e e HANSON =]
Help Home location: | '"__ Current location:  STACKS
& print I[tern catl: | \_»! Itern catz: !- \_t}
Media desk: [ v Number of pieces: ]1
Total charges: 10 Price: 1$g,gg
&5 add Title
Permanent: Circulate:
&Z wadify Title
[ shadow item
@ Duplicate Title P s |-
@ — — | Extended infarmation
Delete Title, Call Mumbers or...
— - Date created: 6/6/2007 o e
Date last charged: MEWER R
Items Date due: none |CIRCNOTE Bl
Last discharged: MNEVER PUBLIC
e D_ate |n_uentur|e_d: MEWER STAFF
Times inventoried: 0
Previous user ID:
Special Last activity: MEWER
In-house uses: 0

4dd Ancother Title ||2dd Holdings ||Modify Haldings || add Call ﬂumber] [Add ltem] [Delete]

5. Edit any of the item information that needs to be updated. If the item is a set or
contains more than one piece, enter this information in the CIRCNOTE (This
note will appear when the item is checked in or out.).

6. Enter the Item ID and click Save. A message window will pop up stating: Please
enter the call number. Click OK. The Call Number information screen will open.
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Unicomn WorkFlows BE®
File Edit Wizards Helpers Modules Preference Tools Window Help est Test

Add Title

Common Tasks % ‘__Hs :»; :»E¥ 5%%

Buddy's quide to poker / Slater, Buddy

Call Number and Itemn Mainte...

EE Label Designer

£ smartPart

@ Itemn Search and Display Call number: |7w

. T —— ]
i check Item Status Call library:  |HANSON v|
Help [] shadow call number

@ Print

&5 add Title
&Z wadify Title

@ Duplicate Title

|
|

@ Delete Title, Call Mumbers ar...

Authorities

Special

Add Another Title [[Add Haldings 15 |Aadd Call ﬂumber] [Add ltem] Delete

7. Enter your call number and then click Save.

8. Once the record has been saved, the following options will be listed:
Add Another Title
Add Call Number
Add Item
Close
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Modify Title Wizard

&4 Modify Title

The Modify Title wizard is used to update ACQ (on-order) records as well as your library’s
SERIAL-00 (magazine) records and Museum Pass records.

Changes should not be made to full MARC records.

1. Click on the Modify Title wizard and search for the record you need to modify.

Unicomn WorkFlows

File Edit Wizards Helpers Modules Preference Tools Window Help

Modify Title

£ 4 fRETE = =

Common Tasks

W
. caliinmbegandtit s bfc Search for: |buddy's quide to poker

Y [ ]

@ Print

Buddy's guide to poker

= = 1

0 Label Designer Index: General ¥ Type:

4(3 SmartPort Library: ALL | (&) Keyword

) Browse

@ Itern Search and Display Current: slater, Buddy --- Buddy's guide to poker ¢ high stakes --- ONORDER --- 10:1331904-1001 --- Ctr... O Exact

m Check Item Status KEYWORD General buddy's guide to poker, ALL: 2 records

Help itle [author Pub. vear |
Buddy's quide to poker : high stakes Slater, Buddy _I

Slater, Buddy

&5 add Title

Description | Call Number/Item|

Leader am

Fixed field data 000000R

Personal Author Slater, Buddy

Title Buddy's guide to poker : high stakes
Edition ed

Publication info Cat Paw, 2008
Physical descrip p. cm.

General Mote Publication expected December 2008,
Acq Request date HNTO&/06/07

AcqUpdate &

&Z wadify Title
@ Duplicate Title

@ Delete Title, Call Mumbers ar...

000 0 eng u

Authorities

Special

2. Highlight the record that you need to Modify and click Modify.
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@L.u nicom WotkFlows

File Edit Wizards Helpers Modules Preference Tools Window Help

Modify Title = 0 =

Common Tasks ) QE :HE :H: :»E ?( Eﬁ
Call Number and Itemn Mainte... Buddy's guide to poker : high stakes / Slater, Buddy
= = T Do e S =
a0; Label Designer | control | Bibliographic | call Mumbsr/Item | Bound-with
43 SmartPort [ shadow title
@ Itermn Search and Display

. Label Tag Ind. Contents

Check Item Status ~|Personal Author 100 1 Slater, Buddy|?UNAUTHORIZED

Help J ;[T'it.[_?._' 245 1 Buddy's guide to poker : high stakes

- | Edition 250 ed
& Print | Publication infa 260 Cat Paw, 2008

: i['_Phys_l'cai descrip 300 b cm.
Titles @ | ;I_Gs_naral Mote 500 Fublication s ed December 2003,
@ add Title - | Acg Request date 948 HNTO6,/06/07
| =] #cqupdate 1950 &

&Z wadify Title
@ Duplicate Title
@ Delete Title, Call Mumbers ar...

Items %!

&)

Authorities

Special

Return to Search| Save

3. Click on the Contents column of the field you wish to Modify. Once the field has
been highlighted, you can enter the information in that field.
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In this example of an ACQ (on-order) record, the column of the physical description field is
highlighted. The pages can now be entered in this record.

[0} Unicom WaikFlows:

File Edit Wizards Helpers Modules Preference Toaols Window Help

mModify Tite - 0O =
- (= | 10
CITME T E

Call Number and Item Mainte... Buddy's guide to poker ; high stakes / Slater, Buddy
Fil=H . T
g Label Designer | Contr0\| B‘b|lUgrﬂDth| Call Number/Itern | Bound-with|
g SmartPort [ shadaw title
% Itern Search and Display

. Label Tag Ind. Contents
s
iy Check Item Status =|Personal Authar 100 1 Slater, Buddy| 7UNAUTHORIZED
Help ;lTitI_e 245 1 Buddy's guide to paker : high stakes

- | Edition 250 ed
& Frint ~|Publication info 250 Cat Paw, 2008
;IPhysi'caI descrip 300 |p. cm.
[ ;I General Note 500 Publication expected December 2008.

@ add Title - | Aog Request date 948 HNTO6/06/07

| 7] Acqupdate 950 &
&Z wodify Title
@ Duplicate Title
@ Delete Title, Call Mumbers ar...

Items

Authorities

Special

Return to Search| Zave

4. When you have completed editing the record, click Save.

5. If you need to edit your call number and copy information, click on the Call
Number/Item tab.

You cannot add a Call Number when modifying a title. You must use the
Call Number and Item Maintenance wizard.
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Adding Fields When Using the Add Title or Modify Title Wizards
Add Before | ™

To add a field before the current one, do the following:

e Select the field immediately below where you want to add the new field, then click the
Before helper.

Or, right-click to open the shortcut menu and click Add Field Before.

e You must also type the tag number of the field that you have added.

Add After &

To add a field after the current one, do the following:

e Select the field immediately above where you want to add the new field, and then click
the After helper.

Or, right-click to open the shortcut menu, then click Add Field After.

e You must also type the tag number of the field that you have added.

Deleting Fields E

To delete a field, do the following:
e Select the field you wish to delete and then click the Delete Helper.

Or, right-click to open the shortcut menu, and then click Delete Field.
Appending Fields _I:'i‘

In addition to adding fields, you can also append a field to a record. When you append a field to
a record, Unicorn adds the new field at the end of the record.

e Position the insertion point anywhere in the Editor window, then click the Append Field
helper.

Or, right-click anywhere in the Editor window to open the shortcut menu, then click
Append Field.

e You must also type the tag number of the field that you have added.

e Unicorn adds the new field at the end of the record.
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Delete Title, Call Numbers, or Items Wizard

‘ % Delete Title, Call Numbers or Items

The Delete Title, Call Numbers or Items wizard is used to remove a title, call numbers, or items
from the catalog.

1. Click on the Delete Title, Call Numbers, or Items wizard. The search window will
open. Search for the title that you wish to delete.

B

File Edit MWizards Helpers Modules Preference Tools  Window Help est Test
Delete Titde, Call Numbers or Items - 0O =
tommon Tasks ® @ é& Fﬁ@ %@ = m
b2 :
Call Number and Item Mainte... Sentohitar: ‘ v
0ok :
a0 Label Designer Index: Title Control # w| Type:
43 SmartPort Library: ‘ALL v| kKeyword
(%) Browse

@ Itern Search and Display Current: Isenberg, Mancy. --- Fallen founder : the life of Aaron Burr --- 92 BURR --- [D:33570000823630 --... O Exact

Check Itern Status
Help
& Frint

& add Title \

& wodify Title

@ Duplicate Title

@ Delete Title, Call Numbers ar...

d%g Add Item
d@ Edit Itermn

ﬁ Global Itern Modification

Authorities

Special

Jelete ||Close

2. If there is more than one record, the list will display in the hit list area. Select the record
you want to display and the call numbers/Item tab will open in the record display area.
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Delete Tide, Call Numbers or Ttems

4 A FRETH == W

Search for: bmstm testing

LI Search

Index: Title

_'J Type:
-

Library: ALL

Current: Slater, Enighin S --- Krishin :ashng - SATLE ---

_I * Keyword
 Browse
10:1326356-7001 --- Chrl#: 41328356 - Copy:1 " Exact

KETWORD Tithe kristin tasting . ALL: 1 record

Author Fub. Tear

Description  Call Number/Item LOpsn Orders Information

= kristin testing - Slater. Kristin S
B 7 s SAILS - ABORO-MATN
™ m
Bl SAILS - SAILS
) 1325356-10011 - 1 - BOOK - ON-ORDER
W) 1328356-1002 - 2 - BOOK - STACKS

| i

Price: $0.00 Item type: BOOK

Home location: STACKS  Current location: STACKS
Item category 1:  none Item category 2: nong
Date created: 124372007 Media desk: nons
Date last charged: NEVER Previous user 1D:

Last discharged: MNEVER Last activity: NEVER
Date inventoried: NEVER Total checkouts: 0
Times inventoried: 0 In-house uses: 0

The Call Number/Item tab displays in a tree structure of the title, call numbers and copies.
You will only be able to delete your library’s call number and copies.
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3. To delete a call number and copy, check the box next to the call number you wish to
delete. The call number and copy information both have a check and they will now be in
bold and italics, making it easier to identify what you have chosen to delete.

Dalete Tithe, Call Numbers or [tems

£ 4 FRES G = = R

Search for: ’!nsu'n testing :I Search

Index: Title: | [Tree:

Library: ALL o F Keyword
— " Browss

Current: Slater, Kristin S --- Kristin testing --- SAILS --- 1D:132835€-7001 --- Ctrl# 81328356 --- Copy:1  Exact

KEYWORD Title kristin testing, ALL: 1 record

Titl Author

Description Callﬂumbnrﬂtemlomn Orders [nfnnmmianl

EIPH Krastin testing - Slater. Kristin S
- ool

WM y326356-7001 - | - BOOK - STACKS
-l sans - sans

W 1325356-10011 - 1 - BOOK - ON-ORDER
M 1328356-1002 - Z - BOOK - STACKS

| ]

4. Click Delete
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To remove the title and all of the copies, check the box next to the title. The title will display in

bold and italics.

-Llnicum wWorkFlows

File Edit Miizards Helpers Modules

Common Tasks =
B call number and Ttem Mainte...
EE Label Designer

& smartPart

@ Itern Search and Display

i3] check ttem Status
Help

@ Print

Tites

5

&5 Add Title
& Wadify Title
@ Duplicate Title

g Delete Title, Call Numbers or...

Ttems &

ﬁ Add Item
d% Edit Itemn

ﬁ Global Itemn Modification

Authorities V

®

Special

Preference  Toals window  Help

Delete Title, Call Numbers or Items

H 4 fRThe= W

Search faor: ‘buddys guide to poker

Index: Title

Library: ALL

Current: Buddy's guide to poker --- * --- [D:1334179-1001 --- Ctrl#:a1334179 -~ Copy:l

KEYWORD Title buddys guide to poker, ALL: 1 record

() Keyword
() Browse

itle

Buddy's guide to poker

| Description| Call Humber/Ttem
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5. Click Delete. A message window will pop up stating: This action will remove the title.
Would you like to remove the title?

6. Click Yes.

Delete Tithe, Call Numbers or Ttems = o %®

AH RFG == W

Search for: Ehudd!s guide to poker bl
| Typsi—
'

Index: i:l.’il:le_ - B |
(&) Keyword

) prowse |
O Exact

Library: iﬁLL

ub. Tear
(|

U Thiz action will rtemove the hitle. Would you like o remove the hitle?

| Description Call Numbe \?) This action will remove the title, Would you like to remove the titler |

N S B uddy s guid
= I dh * - sans 1as
e 0 33413
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7. After clicking yes, you will return to the search window. In the hit list area, you will see
Unavailable for display for the record that was just deleted.

Unicorn WatkFlaws. = 1[3]x]

File Edit MWizards Helpers Modules Preference Tools ‘Window Help est Test
- - - o " e T T

tral | Utility

Delete Title, Call Numbers or Items

H 4 fREThe= W

o

Common Tasks

Call Number and Iterm Mainte... Search for: ‘buddys guide to poker V| m}

EE Label Designer Index: Title v| [Type

F smartPort library: i hd g;:::erd

@ Itemn Search and Display Current: O Exact

Check Ttern Status KETWORD Title buddys guide to poker, aLL: 1 record

Help Pub, Tear
| ]

@ Print

Tites =

&5 Add Title

& Madify Titls
@ Duplicate Title

& Delete Title, Call Numbers ar..,

Items )

d@ Add Itern
d@ Edit Item

g Global Itern Modification

Authorities ¥

@

Special

8. Click Close or search for another record to delete.
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Add Item Wizard

‘ d% Add Item

The Add Item wizard is used to add a new item to a bibliographic record. You must already have
a call number attached to the record in order to use the Add Items wizard to add a new copy.

1. Click the Add Item wizard. Search for the record to which you want to add an item
record (or copy).

nicoin WorkFlows

File Edit Miizards Helpers

Common Tasks

Call Number and Item M...
EE Label Designer

& smartPart

@ Itern Search and Display
m Check Itern Status

Help

& Print

I

Tides

Items

ﬁ Add Itern
d@ Edit Item

g Global Itern Modification

Authorities 1=§..._‘

Special

Modules

Preference  Toals window  Help

Add Item - 0O =

£ 8 FRETE ==

Search for: !harry potter

9 [ ]

Index: General w| Type:

Library: ALL & Keyword
() Browse

Current: Slater, Buddy --- Buddy's guide to poker --- 794 SLA --- ID:1334273-1001 --- Ctrl#:51334273 --- Copy:l O Exact

KEvWORD General harry potter, ALL: 206 records

[mitle iAuthUr Fub. rear

owling ¢ author of Harry Potter
|100 best film classics [sound recording]
Mugglenet.com's What will happen in Harry Potter 7+ wh...
|Harry Potter and the half-blood prince
|The dewil mears Prada [videarecarding]

2006
2006
2006
2006
2006

Rowling, 1. K.
1 videodisec {ca. 110 min.) @ sd., col. ; 4 3/4 in.
1 videodisc {109 min.) : sd., col. ; 4 3/4 in.

The devil wears Prada [videorecording]
| R R e G

Description | Call Number.-"[tern!

Leader am alc -~
Control number ocm61130748

Control num, ID OColC

Dateftime stamp Z0070524031714 .0
Fixed field data 05072052006 njuab jb
LCCN Z0050Z0400

Cataloging source DLC DLC IG# BAKER ¥4 BTCTA QBX S6L

ISBN 0766015504

ISBN 9780766018501 =
29 IG#|b0766018504

29 B¥|ba 05020400

Local system # {OCoLC)E1130745

Local system # al329164

Geographic area code e-uk---

LC Call Number PREDGS. 093 Z655 2006

Dewey class number 523/.914 B 22

Local holdings S6LA

£ I | >

001 obeng

53

2. Select the record to which you want to add a copy. Click Modify.
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The Call Number/Item tab will open. Make sure that your library’s copy (the Item ID) that is
already in the system is highlighted.

Unicomn WoskFlaws

File Edit Miizards Helpers Modules Preference Toaols window  Help

Common Tasks =)

Call Number and Iterm M..,

J.K. Rowling : author of Harry Potter / Harmin, Karen Leigh.

A5 Label Desi s .
i Tenel Desianer Control | Bibliographic| Call Number/Ttemn ‘ Bound-with

SmartPort = E J.K. Rowling : author of Harry Potte | [ Item information
. =~y 1B ROWLING HAR 2006 - NBED- i i
Item Search and Display o =% Leeuglls 32039003340416 Copy number: i
=-4Bly B ROWLING HAR 2006 - NBED- Type: BOOK Ttemn library: MBED-CASA
Sheckteristans -l 350309008340408 - 1 - BOOK
Help = @n 92 ROW - SEEKONK-MS Home location:  [NPROCESS Current location: INPROCESS
1 21785000365524 - 1 - BOOK
& Print Itern catl: IBIO Itern cat2: JJVENILE
Media desk: Number of pieces: 1
Tites
Total charges: 0 Price: $23.95
Permanent: e Circulate: Y
d@ Add Itern Shadaw item il
d% Edit Item ~Extended information
ﬁ Global Itern Modification < | 5 Tag Contents
(CIRCHMOTE
Date last charged: MEVER
Date due: none STAFF B&T
Date inventoried: NEVER

Times inventoried: 0
Previous user 1D:

Last activity: MEWER
In-house uses: 0

[Return to Searc:h] Lb'_ave.[.qdd ltern] Celete

3. Click Add ltem.
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Unicorn WorkFlows

Eile

Edit  Wizards Helpers

Bl ool number and Trem M.

EE Label Designer

£ smartPart

3]
(7

é Print

Itern Search and Display

Check Item Status

Help

Tites £

d%g Add Item
dg Edit Itern

g Global Iterm Modification

Modules

Preference  Tools  Window Help

J.K. Rowling :

author of Harry Potter / Harmin, Karen Leigh.

Contral | Bibliographic| Call Number/Ttem ‘ Bound-with|

BE 1.k, Rowling : author of Harry Potte

JB ROWLING HAR 2006 - NBED-

=
: 1 520
I - 2

B0k

é |,|E_J]JB ROWLING HAR 2006 - NBED-
H 32039008340405 - 1 - BOOK

S-pflly 92 ROW - SEEKONK-MS
!

-l 31785000365824 - 1 - BOOK

-Item information

Price:

Item ID: I:I Copy number:

Type: Itern library:

Home location: Current location:

Itern catl: Itern catz:

Media desk: Number of pieces:
1.0—.

Total charges:
Permanent: Circulate:

[ shadaw item

2
[NBED-CAzA ~|

STACKS

~Extended information

< | >
Date created: 62172007

Date last charged: MNEVER

Date due: none

Last discharged: MNEVER

Date inventoried: NEVER

Times inventoried: 0
Previous user 1D:

Last activity: MEWER
In-house uses: 1]

Tag Contents
CIRCNOTE %
PUBLIC

STAFF

[Return to Search] [»"\dd ltem] [Delete]

4. Add your Item ID. Edit any of the other copy information.

5. Click Save. Do not click Add Item. This option adds another copy to the record and does
not save the one you are currently working on.
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File Edit Mizards Helpers Modules

Common Tasks

Call Number and Iterm Main...
EE Label Designer

£ smartPart

@ Itern Search and Display
Check Item Status

Help

é Print

&5 add Title
& wadify Titls
@ Duplicate Title

&5 Delete Title, Call Numbers ...

Items

d@ Add Itern
d@ Edit Item

g Global Itern Modification

Authorities

Special

s cataloging | Cireulation!| Canfi

Preference  Tools  Window Help

Add Item - O
i &
Buddy's guide to poker / Slater, Buddy
| control | Biblim;Laphicl Call Humber/Item | Bound-with|
EE Buddy's guide to poker - Slater, Bu | [ Item information— il
=il 794 LA - SAILS Itemn ID: [1334273-1002 | Copy number: 2
113 -1001 - 1 - BOOK -
E 3-1002 - 2 - BOOK - Type: BOOK v| Itemn library: SAILS v|
Home location: |STACKS | Current location:  STACKS
Item catl: v| Itern catz: v|
Media desk: | Mumber of pieces: 11

& -
Date created: 6/21/2007

Date last charged: NEVER

Date due: none

Last discharged: NEWVER

Date inventoried: NEVER

Times inventoried: 0
Previous user ID:

Last activity: NEWER
In-house uses: ]

Total charges:
Permanent:

[ shadow item

0 Price:

Circulate:

rExtended information

$0.00

Tag

PUBLIC
STAFF

Contents

ICIRCNOTE

[Return to Search] Save [»ﬂdd ltem] [Delate]

If you made a mistake when adding this new copy, you can use the Delete button to remove it.

This option will only work on the newly created item(s).

6. After adding an item, click one of the following options:

Return to Search - click to return to the search screen.
Add Item - click to add another item to this record.
Delete - click to delete item records created during the wizard session

Close
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Edit Item Wizard

n% Edit Item

The Edit Item wizard is used to modify individual items (or copies) of a title.

1. Click the Edit Item wizard. The search window will appear. Search for the item you
wish to modify.

2. Select the record for the copy (or copies) you want to edit. Click Modify.

The Call Number/Item tab will open. Make sure that your library’s copy that is already in the
system is highlighted.

Unicorn WorkFlows: EE®
File Edit Mwizards Helpers Modules Preference Tools  Window Help est Test
Edit Ttem -
Common Tasks Y Fﬁ %%

o
Call Number and Item M... Buddy's guide to poker / Slater, Buddy

Fil=r ]
0 Label Designer M= e I i
e g Control | Bibliographic| Call Mumber/Item | Baund-with

& smartrort EZ= Buddy's quide to poker - Slater, Buddy Item information |
) (rerm @earthand Display Ttern ID: 1334273-1001 | Copy number: 1 |
({3 Check item status Tepe: [ook v temlibrary: [sans ¥
Help Home location: | sTacks w| Current location:  STACKS
& rrint lemcatli  [NEWNOWFIC 8] Hem catz; lapur ¥
Media desk: v- Mumber of pieces: |1
Total charges: o Price: $25.95
Permanent: Circulate:
:1% Aidd Itemn [] shadow item
d%. Edit Item < i rExtended information
.@ Global Iterm Modification - | Tag Contents
Date created: 6/21/2007 lcilRCNOTE |
Autharitias Date last charged: NEVER SEnE !
Date due: none ‘
Last discharged: NEWER STAFF
Special Date inventoried: NEVER |
Times inventoried: 0
Previous user 1D:
Last activity: MEWER
In-house uses: il
< | &

Return to Search

3. Modify any of the copy fields.
4, Click Save.

5. If you need to modify another item, click Return to Search. If you are finished, click
Close.
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Global Item Modification Wizard

‘ .@. Global Item Modification

The Global Item Modification wizard allows you to create a template of changes to be made to
selected items and globally apply these changes by scanning the IDs of all the selected items.

Unicorn WorkFlows

2E®E
File Edit wizards Helpers Modules Preference Tools  wWindow  Help est Test
T ) o snilE R R s e -| Srsrveeiie jection | EsRE e aa tility |
Global Ttem Modification - O =
Common Tasks @ ﬁllllﬁ & B
Call Number and Itern M... Item ID: ||
EE Label Designar rItem Yalues to Modify = = ——
Item type: |»Wi|l not be modified VJ Home location: |»W\II not be modified V] Itern category 1: | =Will not be modified v|
SmartPort -_—— e e e ——————
4 Item category Z: | »Will not be modified v] Itern library: | =Will not be modified q Shadowed: |#will not be modified |
Itern & h and Displ —_—— ; —— == —
@ RSl i S (ELIE Permanent: | #will not be modified VJ Circulate: | =will not be modified VJ Price: 1$
Check Item Status
Help
&
Tites ®
Ttems l:}:g_i
. add Ttem
& Edit ttem
.@ Global Iterm Maodification
Authorities
Special
--

=

Click on the Global Item Modification wizard.
2. Under Item Values to Modify, make any needed changes to the item value fields by

selecting a new policy value from the drop-down list. To reset the item values, click
Reset.

3. Inthe Item ID box, type or scan each item's ID that you want to modify.

4. 1f you do not know the item ID, use the Modify Selected Items helper ﬁ to search
for items by title, and then select the items you want to modify.
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Administration Functions

Toolbar Manager

A toolbar file contains groups of wizards. By default, toolbar files such as Circulation and
Cataloging appear in the toolbar. When you create a local toolbar file that file will also appear in
the toolbar.

The WorkFlows administrator can manage toolbar files for all users by:
e creating and modifying toolbar files,
e adding and removing wizards and wizard groups, and

e mapping wizards to function keys.

Creating toolbar files

To create a new toolbar file as well as to add or remove wizards:

1. From the menu bar, select Preference > Desktop > Current Toolbar > Local Toolbar
Management.

The following screen appears:

% Delivery Toolbar Files
* ! AoguEsions

. ‘ Reserves

* ! Sernal Contral

& Custormized Toolbar Filas

* .ﬁ Circulation

* u Cataloging * .ﬁ Acgumsbisng
# @B Circulation s JEa Catsloging
L ﬂ Reports

® ! Requests

Local Toakhar Files
Catalagong
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Right-click Local Toolbar Files and click Add Toolbar.

Enter a file name for the toolbar and click Save.

In the resulting screen, enter a description and click OK. The description will appear
in the menu bar in WorkFlows.

Under Customized Toolbar Files (the middle pane), click the box to the left of
Cataloging to expand the Cataloging files.

Local Toolbar Management

Delivery Toolbar Files

5] Acguisitions

%) Cataloging

5] Circulation

Customized Toolbar Files
Configuration
Circulation

Acquisitions

% Local Toolbar Files

[ - Acquisitions
- Circulation

* - Stacey's toolbar

®

Zataloging
@ Titles
Call Mumber and Item Main
n% Items
G Authorities
o

10} Label Designer
]
1

% Configuration
5 Offline

7 Cutreach

=] Repaorts

a) Requests
4] Reserves
5 Selection Separator
% Serial Control

B Utility

'g Itemn Search and Display
@ Check Item Status

Help

~-& Print

Close

6. In the middle pane, right-click a wizard or a group of wizards and click Copy to
Local.

7. Right-click where you want to copy the wizard and click Paste. For example, in the

screen above, right-click Stacey’s toolbar and click Paste. The following screen
appears:
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ﬁ Delivery Toolbar Files % Customized Toolbar Files

+ u Acquisitions * .ﬁ Configuration 1 :; Acquisitions

# S cataloging B .ﬁ Circulation = ﬂ Circulation

= u Circulation = .ﬁ Acquisitions q B Stacey's toolbar
* g Configuration 4 .ﬁ Cataloging

w B offline

& u Outreach

+ g Reports

= u Requests

o g Reserves

= E Selection

) ﬁ Serial Control

= B utlity

Close

8. To remove a wizard from the Local Toolbar Files, right-click the wizard and click
Remove.

9. When you finish, click Close.

Mapping function keys

You can map wizards function keys for use as keyboard shortcuts. See Mapping function keys
on page 15.

Removing a toolbar file

To remove a Local Toolbar file:

1. From the menu bar, select Preference > Desktop > Current Toolbar > Local Toolbar
Management.

2. Right-click the toolbar file and click Remove.

You cannot remove a local toolbar file if you are currently using that toolbar. Click a different

toolbar file, go back into Local Toolbar Management, right-click the toolbar file you want to
remove and click Remove.
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