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About this guide

Welcome to Horizon Cataloging. Cataloging lets you present identifying information
about your collection in an electronic database that borrowers can search quickly. It
also lets you organize your collection better by allowing you to store certain types of
information (such as author names, series, and subjects) in authority records, which
keeps the information uniform. Cataloging lets you import and export existing records,
edit them, and create and edit new records. It lets you work with records in both
MARC and non-MARC format. If you run Windows NT, 2000, or XP, your computer can
handle Unicode characters, and Cataloging lets you display and edit MARC records in
Unicode.

This Cataloging Guide is for library cataloging staff. It explains how to use Cataloging
to perform cataloging tasks. It is organized into chapters that focus on the type of
records that you work with.

For more information about this guide, see these topics:

Cataloging User Guide Contents ... .. ... ... ... i i, xi
Conventions used in this guide ... ... . ... xii
Symbols . xii
Mouse convVentions ... ... .. ...l xiii
Keyboard conventions ... ... ... ... .. xiii
Other conventions ... ... ... . xiii
Possible differences between the software and this guide ........................... xiv
Documentation updates . ... ... .. il Xiv
Comments and SUggestioNS ... .. ... ...l XV

Cataloging User Guide Contents

This guide contains these major sections:

¢ Chapter: Chapter 1, "Getting Started" on page 1 explains the basic information that
you need to begin using Cataloging and gives you an overview of this guide.

¢ Chapter: Chapter 2, "Customizing the MARC Editor" on page 12 explains how to set
up the display parameters for the MARC Editor.

¢ Chapter: Chapter 3, "MARC Editing" on page 40 provides an overview of MARC
records and includes information on how to add, edit, navigate through, and print
records, as well as how you can check errors and undo mistakes. It also discusses
Unicode and explains how to enter special characters.

Cataloging User Guide Contents



About this guide

e Chapter: Chapter 4, "Bibliographic Records" on page 81 explains how to work
with new and existing bibliographic (bib) records. It also explains how to link bib
records with each other, and how to work with linking tags.

e Chapter: Chapter 5, "Authority Records" on page 113 explains how to create and
work with authority records. It also explains how to create and delete cross-
references.

¢ Chapter: Chapter 6, "Item and Copy Records" on page 134 explains how to create,
edit, move, and print both item and copy records. It also explains how to print
spine labels.

e Chapter: Chapter 7, "Workforms" on page 214 explains how to create, copy, edit,
rename, and delete templates (workforms) for MARC records.

e Chapter: Chapter 8, "Control Records" on page 229 describes control records and
explains how to use them.

e Chapter: Chapter 9, "Importing and Exporting Records" on page 235 explains how
to import and export records, including how to use SQL statements for these
processes. It also explains the errors Horizon may display during importing, and
how to resolve them.

¢ Chapter: Chapter 10, "Non-MARC Editing" on page 265 explains how to create and
use both non-MARC records and non-MARC workforms. It also describes how to
convert MARC records into non-MARC records, and vice versa.

¢ Appendix: Appendix A, "ALA Hex Sets" on page 272 lists codes for special
characters that you cannot enter from the special character list.

e Appendix: Appendix B, "SQL Statements" on page 275 contains the table names
and columns you can use when creating SQL statements.

e Appendix: Appendix C, "Glossary" on page 278 includes definitions of many terms
used in this guide.

e Index on page 283 is the index for this guide.

Conventions used in this guide

This guide uses terms, typefaces, and symbols to denote different kinds of
information. Understanding these conventions can help you recognize the
information you need more quickly.

Symbols
This guide uses these symbols:
Symbol Description
Tip
2 This symbol indicates additional notes or helpful tips.

xii Conventions used in this guide



About this guide

Symbol Description

Important

This symbol indicates important information or warnings.

Mouse conventions
The following terms are used in this guide to describe actions you do with a mouse.
Term Definition

Click To place the mouse pointer on an icon, command, or button and quickly press and
release the primary (usually the left) button once.

Double- | To place the mouse pointer on an icon, command, or button and quickly press and

click release the primary mouse button twice.

Right- To place the mouse pointer on an icon, command, or button and quickly press and
click release the secondary (usually the right) button once.

Drag To press and hold the primary mouse button while moving the mouse.

Choose To click a button or an option from a menu, group of options, or list.

Select To click once on an option in a list so that the option is highlighted. In a field, you
may drag the mouse over text to select that text.

Keyboard conventions

This guide refers to keys following the standard convention of 101-key keyboards. For
example, Ctrl is the control key, Alt is the alternate key, Enter is enter or return.

When you need to press two or more Keys at the same time to do an action, the keys
are connected with a plus sign (+). For example, Alt+H means to press and hold the Alt
key while you also press H.

Keys you press appear in bold type in steps. Text or numbers that you need to enter
using the keyboard also appear in bold (for example, “Type main in the Location
field”).

Other conventions

In step-by-step instructions, the names of menus, buttons, fields, and other options
appear in bold type (for example, “the OK button” or “the Title field”). This helps you
quickly identify which elements you should look for on the page or screen you are
navigating.

When you are instructed to choose an option from a menu, the menu and menu options
are separated by the greater-than symbol (>). For example, “choose File > Save”
means to choose the File menu, then choose the Save option from the menu. This

Conventions used in this guide xiii
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convention is also used to show the sequence of items you use on the navigation bar
to open a form or page.

Text in italics shows general information that you must replace with information
that is specific to your system. For example, you would replace password with a
specific password, such as 123gr@ndma.

File and directory names, code examples, and computer output appear in Courier.

Possible differences between the software and this guide

The names, labels, and sample windows in this guide reflect the default settings that
are delivered with most new installations. The settings on your system may be
different from these defaults, depending on your library’s implementation choices
and the way your system administrator sets up your system. For example, your
system administrator can change labels and set up security to limit access to
certain features.

Additionally, as you use the software, you can resize windows or customize your
workspace. Consequently, your software environment may look and function
differently than the environment described in the tasks in this guide.

This document is compatible with Horizon 7.5.4. Information in this document may
also be compatible with later versions.

Documentation updates

Xiv

Updates to this guide are posted to the customer support website between releases,
as necessary. These updates provide corrections to unclear, incorrect, or incomplete
information. They also provide documentation for enhancements that were not
complete at the time the guide was first published.

You may access the customer support website at http://support.sirsidynix.com.

The customer support website requires a username and password. If you do not
already have a username and password, contact your system administrator to
receive one. If you are the system administrator for your library and need a
username and password for the support website, please contact SirsiDynix Customer
Support to receive one.
Documentation updates can include, but are not limited to, the following formats:

e PDF (Portable Document Format)

e HTML Webhelp

e EPUB

e Microsoft Word

Possible differences between the software and this guide
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To view a PDF file, you must install Adobe’s Acrobat Reader on your workstation. You
can download Acrobat Reader free of charge at Adobe’s web site,
http://www.adobe.com. Several open source eReaders are also available online which
can open other formats such as EPUBs. Please contact SirsiDynix Customer Support if
you are having trouble finding this guide in the format that you need.

Comments and suggestions

SirsiDynix welcomes and appreciates your comments on its documentation. We want
to know what you think about our manuals and how we can make them better. If you
have comments about this guide, please send them to docs@sirsidynix.com.

Be sure to include the title and version number of the guide and tell us how you used
it. Then tell us your feelings about its strengths and weaknesses and any
recommendations for improvements.

Comments and suggestions

XV
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Chapter 1: Getting Started

This chapter provides you with the basic information you need to begin using Horizon
Cataloging. It gives you an overview of this guide, a review of some basic Horizon
tasks and the Launcher interface, and an overview of Cataloging.

This chapter contains these sections:

Horizon Basics ... o il 1
Starting a Horizon Process ... . . ... 2
Customizing the Launcher ... ... ... ... il 4

Cataloging Basics ... ... 5
Cataloging Processes ... ... . .. 6
Cataloging Security ... ... ... .. 7
Overview of Cataloging Tasks ........ ..., 10

Horizon Basics

This guide assumes that you have a basic knowledge of your Windows operating
system, Horizon, and working in Horizon windows. At the minimum, you should know
how to:

¢ Use a mouse or keyboard to do basic tasks, such as choosing menu options and
buttons.

» Work with windows (selecting, moving, minimizing, restoring, maximizing, sizing,
scrolling, closing, and so on).

 Work with dialog boxes.
¢ Log in to Horizon, change operators, and log off Horizon.
e Search for records on the Horizon system.

e Work in Horizon list and edit windows.

Q If you do not know how to do these tasks, see the Windows online help, your Microsoft
Windows manual, or the Horizon Basics Guide.

Additionally, you need to understand how to use the Launcher environment. The
Launcher is the framework that you use to open and navigate through the various
Horizon processes. You can also use it as a tool to access some of your other desktop
functions.

Horizon Basics
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The Launcher workspace starts automatically when you first log in to Horizon. It

includes pop-up lists, toolbars, and a navigation bar that help you do tasks easily.
You or your system administrator can customize toolbars, the navigation bar, and
some other features of the Launcher environment.

Here is an example of a Launcher workspace:

Figure 1-1: Launcher workspace

If your navigation bar is set up You can choose options from the menu bar to start
to show shorteuts, they processes or do tasks. The available menu options
display in this column. vary, depending on where you are in Horizon.
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IT you use the Workbook view, each You can activale a pop-up list by
open window or process has a tab. You right-clicking the mouse in the
can click a tab to activate the window Launcher workspace, or in an open
or start the process. window or record. Pop-up lists give you

options that vary depending on where
vou are in Horizon.

For more information on working in the Launcher environment, see the Horizon
Basics Guide.
This section explains these topics:

e Starting a Horizon Process on page 2

¢ Customizing the Launcher on page 4

Starting a Horizon Process

When you do a task in Horizon, you must first start the process that lets you do the
task. If you have already started several processes, you can activate the open
process window that you want to use. The active window’s title bar displays in a
different color from other open windows. If the windows are displayed in a cascade,
the active window moves to the front.

Horizon Basics



Chapter 1: Getting Started

Q If you cannot activate a different window, the currently active window needs attention

Horizon Basics

before you can continue. You must either close the window, or cancel or finish its
process. (For example, if the window is a search window, you must complete the
search, cancel the search, or close the window before you can start a different
process.)

Horizon lets you use several different methods to start most processes. The various
tasks in this guide usually give only one or two of the methods. As you work with
Horizon, you will discover which methods are most convenient for you.

For example, if you work best using a mouse, you may choose to use the menu bar to
start processes. If you prefer using a keyboard, you may choose to use keyboard
shortcuts.

Your security settings and Launcher configuration may affect the options that you can
use to start some processes. (For more information, see your system administrator.)

This section explains some of the methods you can use to start a process in Horizon.
(For examples of some of these methods, see Figure 1-1 on page 2.)

This section explains these topics:

o Starting a Horizon Process Using a Mouse on page 3

+ Starting a Horizon Process Using a Keyboard on page 4

Starting a Horizon Process Using a Mouse

When you use the mouse to start a process, you click or double-click on a specific part
of the Launcher workspace. Here are some of the ways you can use a mouse to start a
process:

¢ Double-click on a process or tool on the navigation bar. The navigation bar
stores processes and tools in folders. (For more information, see “Horizon User
Interface” chapter of the Horizon Basics Guide.)

¢ Click on a toolbar button. You can use the toolbar to start a process only if you
(or your system administrator) have added a button for that process. (For more
information, see the “Customizing the Toolbar” chapter of the Launcher
Configuration Guide.)

¢ Click on an option from the menu bar. Choose Window and the open window or
record that you want to make active.

¢ Click on the window that you want. If you can see part of the window or record
that you want to make active, click on the window.

¢ Use the Workbook view. Click on the tab of the open window or record that you
want to make active. (For instructions on opening the Workbook, see the “Horizon
User Interface” chapter of the Horizon Basics Guide.)
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Starting a Horizon Process Using a Keyboard

When you use the keyboard to start a process, you press a certain sequence of keys.
You must know the keystrokes that open the function that you want. If your
navigation bar is open and is set up to display shortcuts, you can see the keystrokes
listed there. (However, the navigation bar does not have to be open for you to use
the shortcuts.) The drop-down menus on the menu bar also display several keyboard
shortcuts.

Your security settings may give you the rights to edit or create a shortcut.
(For more information, see the Launcher Configuration Guide.)

You can use the keyboard in these ways:

¢ Lead-in keys. A lead-in key focuses the cursor on a certain set of tasks from
which you can choose. The Fg key focuses the cursor on the navigation bar, so
that your next keystroke moves you through the folders of the navigation bar to
find the process that you want to start. (You can use arrow keys, the first letter
of the process that you want, or choose Find from the Edit menu to move to the
process.)

¢ Predefined keyboard shortcuts. Windows and Horizon have certain default
shortcuts that can help you in your work. You cannot change these shortcuts.
(For example, F2 starts a New Search.) (For a list of the most common
predefined keyboard shortcuts, see “Shortcut Keys” in the “Horizon User
Interface” chapter of the Horizon Basics Guide.)

¢ User-defined keyboard shortcuts. You can create shortcuts that start Horizon
processes when you customize the Launcher. (For more information, see the
Launcher Configuration Guide.) You can also edit or create shortcuts for many of
the functions in the MARC Editor. (For instructions, see Chapter: Chapter 2,
"Customizing the MARC Editor" on page 12.)

e Press ALT+W. This activates the Window drop-down menu. Then type the
number of the open window or record that you want to make active.

Q Pressing ALTplus any underlined letter in the menu bar activates the drop-down
menu for that menu option.

¢ Press CTRL+F6. This cycles through the open windows.

Customizing the Launcher

Depending on your security settings, you can customize your Launcher. (For
instructions, see the Launcher Configuration Guide.) In general, you or your system
administrator can customize the Launcher in a variety of ways.

O Unless your security settings let you save changes that you make in the Launcher
environment, the Launcher may revert to its default appearance when you log off.

¢ Toolbars. You can create a new toolbar or modify an existing toolbar’s
appearance and design so that the toolbar shows only the processes you use
frequently.

4 Horizon Basics
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e Navigation bar. You can hide or add new folders, processes, and applications to
the navigation bar, including third party products. You can also set up shortcuts
for processes and applications on the navigation bar.

* Diacritics. You can add, delete, and edit the non-keyboard characters (such as the
British pound or an accent mark) that are available on the Diacritic Shortcut Bar.
You can also specify the shortcuts for each character.

¢ Background. You can choose what background displays in the Launcher
workspace.

¢ Startup. You can choose the processes that start automatically, and which folders
on the navigation bar open automatically, when you first log in to Horizon.

Cataloging Basics

Cataloging is the process of identifying the items in your library and defining their
content so that borrowers can find the information they need on your shelves easily
and efficiently. Machine-Readable Cataloging records, or MARC records, make it
possible for library staff members to use computers to store and access cataloging
information. After MARC records are entered into your library’s database, borrowers
use computer workstations to search the database. They use the search results to find
items on your shelves.

When you catalog a new title, you use four kinds of records: bib records, authority
records, item records, and copy records. Each record contains different kinds of

information:
Bib Record
Contains information Copy Record
Authority Record that applies to an Contains information that applies
Contains a standard form of an indivicdual title. to a distinet published version of a
author name, subject, or series Title War and Peace :|I:: Copy rec .|'..|_~..||I “hetwesn
title. You enter an authority in Anthor Tolstoy, Leo vib records and item records.
autharity-controlled fields Fublisher ~ Random Houss Copy# el
author, subject, series on the Subject é‘l’:[‘oi_}Um"“ Barcode 33214007564738
T e b Collection

!nl, record. | Jf-|'| authority has Call # FIC TOL
its own authority record. Price §15.83
Author Telstoy, Leo
Datez 1828-1910

ltem Record Ttem # e 2

0 e Al . 1oy 3 bil Barcode 33214001064942

; an be attached to a bib Callostion Ainilt Fiction
Subject Soviet Union, record or a copy record. Call # FIC TOL
History Contains informatio Price 515.03
See Also  Russia History ntains information
that applies to a single

I .|.‘.'--I' a litle,

If you use MARC records, you can automatically add MARC bib and authority records
to your database by importing them. You can also set up your system so that item
records are created automatically when you import the bib records. After you import
records, you can manually create more item records as you receive more copies of a
title. You can also export records from your database to other databases and servers.

Cataloging Basics
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You can manually create bib, authority, copy, and item records in Cataloging. These
records can be in MARC or non-MARC format. Cataloging provides templates, called
workforms, that you use when you enter data to create a record in Horizon’s
database. By setting up a workform ahead of time, you can more easily remember
which data you most likely need to enter when you create a certain type of record.

Q Although most cataloging functions inside Horizon work without further setup, your
system administrator must set up some options in Cataloging before you can use
them. (For more information, see the Cataloging Setup Guide.)

This section explains these topics:
« Cataloging Processes on page 6
« Cataloging Security on page 7

¢ Overview of Cataloging Tasks on page 10

Cataloging Processes

When you first install Horizon, the Cataloging folder on the navigation bar contains
these folders and processes.

6 Cataloging Basics
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Figure 1-1: Cataloging Processes

= a Cataloging
‘ E| E Authority Fecard
Auth# Lookup
Create Mew Auth Use these processes to work
Batch Auth Print with authority records.
i Clear New Auth Table
E| a Bibliographic Record
P Bib Quids Search
Create New Bib —
Batch Bib Frint -
E| a tem Recard
: ~ ] Mem Barsode Lookup Use these processes lo access item records
: % Eatch Frint Spine Label and to print spine labels for them.
E| a Export

E Eatch Bib Export
Batch Auth Export Use these processes to import records, export

(- Impart records, and o create and edit workdorms.
W o e pmE

El E Cataleging Control Menu
Syntax Z Walidation Setup
Element Quick Setup
Indicatar Quick Setup
Subfield Quick Setup
Brovuse Link Setup —

Use these processes to work
\'\.'i||'| IJilJ Tl |L.

our systern administrator uses these processes

to set up and customize Cataloging functions.
erge Prafile Setup

Label Dimensions/Content
Label Set Definitions
Cat Help URL Setup

You may see only some of these Cataloging processes on your navigation bar. Your
security setup and Launcher configuration determine which processes are available on
your navigation bar and where they display. (For more information, see your system
administrator or the Launcher Configuration Guide.)

Cataloging Security

Cataloging Basics

Horizon applies security options for each function in Cataloging. Your system
administrator determines which functions are available to the various staff members
based on their user privileges. (For more information, see the “Security and
Preferences” chapter of the System Administration Guide.)

This section explains these topics:

+ Passkey Privileges for Cataloging on page 8

* Role Privileges for Cataloging on page 9
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Passkey Privileges for Cataloging

Your system administrator can give you access to many Horizon views and program
features using passkeys. Many of these features relate to parts of Horizon other
than Cataloging (for example, Circ Slip Messages or Lister View Definitions).
However, if you have a small library, you may need access to some of these

features.

Here is a list of views and program features that your system administrator can let

you access:

Alternate Horizon Views

Bib Category Codes for Elements
Binding Status Codes

Chronology Interpretation
Chronology Pattern Parts
Circulation Slip/Receipt

Copy item record

Create copy records

Define Linking Tag

Delete item

Edit item record

Home Service Delivery Types
Horizon Database Customizations
Horizon Domain Values

Horizon Upgrade Logs

Label Contents Editing

Lister View Definitions

Locations whose blocks to display
Media Collection

Media Return Location

Menu Options

Batch create items

Bib Co-tag Definitions
Calendar Exceptions
Chronology Pattern Codes
Circ Slip Messages

City, State Codes

Create a new item record
Create summary of holdings
Delete copy record

Edit copy record

Edit summary of holdings
Horizon Column Definitions
Horizon Database Info (PAC)
Horizon Server Info (PAC)
Label Content Definition
Linked Views

Location Addresses

MARC field usage definition
Media Delivery Location
Media Type Codes

mgq_index processor codes

Cataloging Basics
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Edit View Definitions

Non-MARC Field Definition
Optional Borrower List

PAC Flavor: ZServers

Print formats for Circulation blocks
Publication Patterns

Relink items

Run Codes

Serials Checkin Locations

Services

Stat Category--Horizon only

Stat Report Labels--Horizon only
Table to assist with Sybase Security
Typical Library Week

Word Index Edit

X.12 Claim Response Codes

XIMop Menus

739.50 Databases

Role Privileges for Cataloging

Authority Auth # Lookup
Authority Batch Auth Print
Authority Edit Status Record
Authority Link Authority Records

Authority New

Chapter 1: Getting Started

Non-MARC Fields

Non-MARC to MARC mappings
PAC Flavor: Servers

PAC restriction location
Program Features

Relink copies

Restrictions for PAC by Flavor
Secured record security groups
Service Classes

Sort Weight Table

Stat Dayend Control-Horizon
Summary Binding pull List
Title Restriction (for PAC)
View Sets

Word Index group limit edit
X.12 Media Type Codes
Z39.50 Database Attr. Info.

739.50 Server Info

Here is a list of the cataloging-specific privileges that your system administrator can
assign to the Cataloging (Cat) role privilege:

Authority Batch Auth Export, Auth Export
Authority Clear New Auth Table
Authority Global Change

Authority Merge Records

Bibliographic Batch Bib Export, Bib Export
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Bibliographic Batch Bib Print
Bibliographic Convert to Non-MARC
Bibliographic Create New Bib

Bibliographic Link Always on Authority
Controlled Tag

Bibliographic Link Never on Authority
Controlled Tag

Bibliographic Link to Authority
Bibliographic Unlink Authority

General (Item Barcode Lookup, Item/Copy
List, Batch Print, Print Spine Labels)

Label Dimensions/Context
MARC Editor

Non-MARC Convert to MARC

Bibliographic Bib Quick Search
Bibliographic Copy Bib Record

Bibliographic Edit Status Record

Bibliographic Link Bib Records

Bibliographic Link on Match Authority
Controlled Tag

Bibliographic Merge Records

Enter Special Characters

Import MARC Record Import

Label Set Definitions
Non-MARC Add Field

Non-MARC Delete Field

Workforms

Overview of Cataloging Tasks

When you catalog an item in your library, you record data about the item such as its
name, the kind of information the item contains, and the call number that indicates
the location of the item on your shelves. Borrowers look at this data when they
search your catalog to decide which items in your library will be most helpful to
them. Horizon Cataloging includes many tasks that can help with your cataloging
workflow. It also includes the ability to change the appearance of your Cataloging
workspace, and the way you work in the MARC Editor.

For example, you can set up options in the MARC Editor that determine things such
as how you link records, how you import or merge records, and how your MARC
records display in the MARC Editor. You can also set up keyboard shortcuts for the
MARC Editor functions you use most often. You can change these options at any time.

In general, cataloging work in Horizon consists of these kinds of tasks:

+ Working with MARC records. MARC records hold the information that lets your
borrowers find items in your library when they search your catalog. You can
create, import, export, and print bibliographic, authority, item, and copy MARC
records in Horizon.

¢ Working with non-MARC records. If you prefer, you can use non-MARC records
instead of MARC records. However, non-MARC records have some limitations
that MARC records do not.

Cataloging Basics



Y

Cataloging Basics

Chapter 1: Getting Started

¢ Maintaining your collection. You can use Horizon to help plan the growth of your
library collection by creating selection lists. You can keep your catalog current by
editing, merging, linking, and deleting records. You can create See and See Also
references and Uniform Title entries for the catalog to help your borrowers find
related items. You can also create holdings summaries for the serials to which
your library subscribes.

In addition to giving you rights to access features in Cataloging, your system
administrator may need to set up some features before you can use them. (For
example, before you can merge records, your system administrator must set up
merge profiles.) (For instructions, see “Setting Up a Merge Profile” in the Cataloging
Setup Guide.)

"
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This chapter explains how to customize the MARC Editor to control the display of
MARC records.

This chapter contains these sections:

¢ About the MARC Editor on page 12

¢ Opening the Customize Editor on page 13

+ Customizing General Options on page 14

* Changing Profile Options on page 24

¢ Choosing a Background Display on page 27
¢ Changing Font Options on page 28

¢ Choosing Field Options on page 30

¢ Choosing Spacing Options on page 33

+ Customizing Keyboard Shortcuts on page 35

¢ Changing Delimiters on page 36

About the MARC Editor

You create and edit the MARC records your library uses to store data by using
Horizon’s MARC Editor. The MARC Editor gives you a word-processor-like setting
where you can easily work with bibliographic (bib), authority, item, and copy records.
(For more information, see Chapter: Chapter 3, "MARC Editing" on page 40.)

You can choose to customize the way the MARC Editor displays MARC records. You do
this in the Customize Editor. Some customization options separate and differentiate
the information on the record, which makes the information easier to read and revise.
Other options set user defaults for the MARC Editor’s basic appearance and features.

O Your system administrator determines whether the changes that you make in the
Customize Editor stay in effect until you change them again or only until you log out.

This chapter explains how to open the Customize Editor. It also explains how to

change the attributes of the MARC Editor by clicking on and changing settings in these
tabs of the Customize Editor:

About the MARC Editor 12
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Tab

Customizing
General Options
on page 14

Changing Profile
Options on page
24

Choosing a
Background
Display on page
27

Changing Font
Options on page
28

Choosing Field
Options on page
30

Choosing
Spacing Options
on page 33

Customizing
Keyboard
Shortcuts on
page 35

Changing
Delimiters on
page 36

Description

This tab lets you choose default views, automatic linking, default
authority record link types, and automatic error checking in records.

This tab lets you choose a Browse Link search flavor, an import
source for bib-to-bib linking, and default merge profiles.

This tab lets you define the background and text colors for the
header and the background color for the MARC Editor workspace.

This tab lets you choose the font type and size for MARC records.

This tab lets you set text color and font styles for each cataloging field
in the MARC record. It also lets you set the colors for errors, Web
links, delimiters, and read-only fields.

This tab lets you define label widths, column widths, and spacing
between columns in a MARC record.

This tab lets you modify keyboard shortcuts for commonly
performed functions.

This tab lets you choose alternate delimiters for subfields; non-
sorting, sorting-only, and embedded ALA characters; and part-lines
(UNIMARC standard only).

Opening the Customize Editor

You customize the MARC Editor in the Customize Editor. You can access this window
only when you have a MARC record or MARC workform open.

To open the Customize Editor
1 Do one of these options:

¢ Open a MARC record. (For instructions, see Chapter: , "Opening a MARC
Record" on page 44.)

¢ Open a MARC workform. (For instructions, see Finding and Opening a
Workform on page 226.)

2 Choose Tools, Customize Editor.

13 Opening the Customize Editor
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Horizon opens the Customize Editor:

Customize Editor - Release 72 Administrator E
Field I Spacing I Keyboard I [elimiters
Geneial | Fofile | Badgound | Fent

— Default Wiew O ptions

[~ Labeled
[~ Labeled Vertical

— Linking
|7 Automatic Linking

Authority Record Link

¢ Always Link  Link On Match ™ Hewer Link

|7 Errar Chedking

Ok I Caneel | SEply |

Q When you customize the MARC Editor settings, the changes become the default
settings for all MARC records on your workstation. Your system administrator
determines whether your changes stay in effect after you log out.

Customizing General Options

You use the General tab of the Customize Editor to specify things that affect all MARC
records, such as the way they display, how they link, and whether Horizon checks
them for errors.

This section explains these topics:
¢ Changing the Default View on page 14
¢ Choosing Automatic Linking between Records on page 19
¢ Choosing the Default Authority Link Type on page 20

¢ Activating Error Checking in Records on page 22

Changing the Default View

You specify a MARC Editor default view for your workstation on the General tab. This
default view establishes which view the MARC Editor uses each time you open a MARC
record. You can override the default at any time by choosing the View option from the
menu bar and then choosing the view or combination of views that you want to use. If
you find that you often override the default to use the same view, you might want to
change your default view.

Customizing General Options 14
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Each view option represents a different format in which Horizon can display the
information in a MARC record. You can choose to display information in these ways:

Ao ke
Status: oo Crested: 1142/83 Updated: 1152002
wvner: Unowned ltems: 1
FFigld: Transcribing sgency [Optional]
Qoo cocm_a_ -
0o AL L0351
oo 15921103000000.0
003 41105 1933 2999 enk lat _ _
oMo _ _  fa  S4759356 MASE
Me _ _ fs10309132
038 _ _  fa(OColLC)03S83
. . . 040 a DLC| fo [LC
The Field description in R ia == P
the header applies to 0S0 0  faM2 fh E12vol 28-29 ta M20S2
. 100 1 _  favwhite, Robert, do d. 1574,
the subfield where the 240 1 0 favyorks, vocal. th Selections
insertion P'::'-' nter lies. 245 1 0 faRobetWhits -5 fotranscribed and edted by David Matesr.
260 0 _  falondon: ih Published for the British Academy by Stainer and
Bell, o cl953-
a0 tad scorew.; po 2B cm.
490 1 _  faEarly English church music ; fv 28,2932
§00 _ _  tabiotets. |

Regular View. The regular view displays each tag in a single line of information.
Subfields follow each other on the same line (unless they wrap to the next line).
The subfield on which the insertion pointer lies is described in the header. If the
insertion pointer is in a fixed field, the header also shows the field value. The
body of the record displays no labels.

Here is an example of a bib record with a regular view:

Expanded View. The expanded view displays labels for only the fixed fields and
puts a specified amount of space between each fixed field. (For instructions on
configuring spacing, see Choosing Spacing Options on page 33.) Your system
administrator can change the labels. (For instructions, see “Setting Up or
Changing Basic Tag Information” in the “Setting Up or Changing Valid MARC
Record Components” section of the Cataloging Setup Guide.) The subfield on
which the insertion pointer lies is described in the header. If the insertion
pointer is in a fixed field, the header also shows the field value.

Here is an example of a bib record with an expanded view:

Customizing General Options
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b: 351

RSEEIENIIRY
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for the fixed fields data
with spacing between.

The Field description in the
header applies to the subfield
where the insertion pointer lies.

Status: oo Created: 1152095 Upelated: 11,295
Crevnet: Unovwned tems: 1
Field: Record status Walue: ¢ - Corrected or revized
oo Recs: P Trype [= BLxl: m -
CatF: a Link:
oo A 20351 21
oos 18921103000000.0
0o Drate: 41105 Dates: 1983 Dates: 9955
Lanc: lat MRec: Sroe
[ J1] Fa  S47T5055E MIFGE
019 _ fat0309132
035 _ fa(0OCoLCH 03 5831
040 _ _  $aDLC tcDLC
o4 _ faca
050 0 _  faM2 th E12wol 28-29 fa M2082
100 1 _  taWwhite Robert, $o d. 1574,
240 1 0 faMorks, wocal. k Selections
243 1 0 taRobertYWhite |- ! Ictranscribed and edited by David Mateer .
260 0 Fa London : h Publizhed for the British Academy by Stainer and Be
300 _ _ Fadscorew.; fo26cm. -
4 I I 4

Horizon adds the calumn
spacing set in the Customize
Editor to the widest fixed field to
determine the spacing between
the columns in fixed field tags.
This keeps the columns aligned.

* Vertical View. The vertical view displays each subfield on a separate line. The
subfield on which the insertion pointer lies is described in the header. If the
insertion pointer is in a fixed field, the header also shows the field value.

Harizon lists the
subfields vertically.

Here is an example of a bib record with a vertical view:

b: 351

Alr

| R[] !

Status: oo

Crested: 11/205

Crvrier: Unovened

Upelatect 1142095
ftems: 1

om
005
003
mo
ma
035
040

045
030

=71

100 1

240 1

45 1

Field: Leader [2ptionsl]
oon

]

Como_& _
Ass0351 T

19921 103000000.0

S41105 1953 9999 enk lat _ _
fa  S4739556 MirSE

Fa 103091352

ta (OCoLC)10315831

tabLe

o DLC

faca

tahz

th E12 w0l 28-29

ta 2082

Fa'White, Robert

fod. 1574,

TaWorks, vocal.

1k Selectionz

1a Rokert White |- |

-

|

The Field description in the
header applies to the subfield
where the insertion pointer lies.

* Labeled View. Like the regular view, the labeled view displays each tag in a
single line of information. Subfields follow each other on the same line (unless
they wrap to the next line). However, this view displays a label for each tag. Your
system administrator can change the labels. (For instructions, see “Setting Up or
Changing Basic Tag Information” in the “Setting Up or Changing Valid MARC
Record Components” section of the Cataloging Setup Guide.) The subfield on which
the insertion pointer lies is described in the header. If the insertion pointer is in a
fixed field, the header also shows the field value.

Here is an example of a bib record with a labeled view:

Customizing General Options
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Lt B|ge| !
Statuz oo Crastad: 11/205 Upefated: 11,2005
Crvner: Unovvned tems: 1 § o i
Field: Leader [Optianal] The Field description in the
Leader noo cocm_a _ a . . .
PP — B2 j header applles tp the s.ul}nel.d
Datefime latest 005 18921103000000.0 where the insertion pointer lies.
Fixed field data 008 8105 1953 9999 enk lat _ _
LC Cortrol bum 010 _ _ = 84759356 MNEs
oolccl g 019 _ _ $=10309132
System Control - 035 _ _ f& (0CoLC) 0315831
. Cataloging =ou 040 _ _ f&aDLC foDLC

Horizon puts the labels Number of Musi 048 _ _ fmca

for the tags on the left. LC Call Mumber 050 O _  taM2 th E12vol. 28-29 ta M2082
hizin Entry - P2 1000 1 _ faWhite, Robert, fdd. 1574,
Unifarm Title 240 1 0 pawWorks, vocal, 1k Selections
Title Staternent 245 1 0 f=Robert White |- f fctranscribed and edibed by

David Mateer .
Fublication, Dist 260 0 fa London: fh Published for the British
Academy by Stainer and Bell, foc1983-
Physical Descri - 300 a1 scorev.; foc 26 cm.
Ceties Stateme 490 1= Early English church music ; v 282932 LI

+ Labeled Vertical View. The labeled vertical view displays each item on a
separate line and shows labels for each tag, indicator, and subfield. Your system
administrator can change the labels. (For instructions, see “Setting Up or
Changing Valid MARC Record Components” in the Cataloging Setup Guide.)

Here is an example of a bib record with a labeled vertical view:

AY|E B KW !

Status: cc Created: 11/2/95 Updated: 11/2/35
Owned by Unowned lterms: 1 . . .
Field: ltern nurrber [OptiomEi The Field description in
Mumnber of Musical Instruments or Voices Code 048 || the header applies ta
Undefined - the subfield where the
Undefined _ . " o
Perfarmer or ensembla Ta whi1 insertion pointer lies.
Perfarmear or ensemble Ta kall
L Call Mumber 050
Existence in LC collection _
Source of call number _
Classification number Ia I\g|248 i
- - . Item number Ib.
.HOI izon lists the tags, hain Entry - Personal Mame 100
indicators, and Use to indicate the farm of name 1
subfields vertically, Undefined _
along with their labels. Persaonal Mame (surname, farenames) Ia Eben, Petr.
’ Unifarm Title 240
lUse to contral printing 1
Monfiling indicatar a
Unifarm title ta Sonata,
Medium of perfarmance for music T oboe & piano

9

Title Tk ek AL

1 o

When you choose a Labeled Vertical view, Horizon grays out the Labeled and
Vertical boxes in the Customize Editor dialog box. If you choose both the Labeled and
Vertical views instead of this view, Horizon displays the indicators on the same line
as the tag numbers and displays labels for only the tags. (For an example, see
Combined Views. You can combine many of the views. on page 17.)

¢ Combined Views. You can combine many of the views.

For example, you can mark both the labeled and the expanded view to have your
record display in a labeled and expanded format. The record displays with labels

Customizing General Options
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for each tag, and the fixed fields are labeled with space between each position.
Your system administrator can change the labels. (For instructions, see “Setting
Up or Changing Valid MARC Record Components” in the Cataloging Setup Guide.)

Here is an example of a bib record with both the labeled and expanded views
marked:

The Field description in the

gﬁ::;_fmwne ) Crested: 1112135 Upeciet ;; fs’_gf header applies tothe subfield
Figlt: Leacer [Optional] where the insertion pointer lies.
Lesader oo Reck: = Type: = Bl | -
CatF: & Link:
Cortral Mumber 001 A4A0EET TL .
Datetime lstest 005 199211 03000000.0 HC" 1zon shows the labels
Fixed field data 003 Date 841105 Dates 1983 Diate for the fixed fields with
LC Cortrol Mum 010 _ _ Liing'am:f;sb TGS e - spacing between the data.
. QCLCCtlgce 0190 _ _ 1= 10309132
Horizon puts the labels System Cortrol 035 _ _ f& (OCOLC0E 5831
for the tags on the left. Cateloging Sou D40 4&DLC 3 DLC
' Mumber of Mysi 048 _ _ faca

LC Call Mumber 050 0 ta M2 th E12 vol 28-29 fa M2082
hizin Ertry - P2 1000 1 f&White, Robert, $dd. 1574,
Uriform Title 240 1 0 faWorks, vocal. fk Selections
Title Staterment 245 1 0 f=Robert'White -/ fctranscribed and edited by
Publication, Dist - 260 O _ fa&london: b Published for the British Academy
Physical Descri 3000 f&1scorew.; foc 26 cm. ~
4] »

Here is an example of a bib record with both the labeled and vertical views
marked:

The Field description in the

Stalus: co Created: 1172195 Updated: 112,95 header applies to the subfield
Crvvned by Unowwned fbesms: 1 ) ) ) )
Field: Classification number [Cptional] where the insertion pointer lies.
Leader oo coom_@&_ -
Cortrol Mumber 001 A&803551 21 j
petefine atest 208 i Horizon does not show labels
Fixed field data 008 341105 m 1933 9999 enk moa _ _ i ! -
n_lat _ _ for the fixed fields and does not
IE)%ES rgﬁ‘r g:ﬂ 313 T - i:mB;DEQSBQSB MIrgs show spacing between the data.
. System Comtral - 035 _ _ fa (0OCaLCY031583
Horizon puts the labels Cataloging Sou 040 _ _ faDLC
for the tags on the left. ) foDLC
: Plumber of kusi 048 _ _ faca
LC Call bumber - 050 0 fahf2 - .
To E12vol, 2828 Hor izon lists the
ta M2082 subfields vertically.
hain Entry - P2 100 1 _ faWwhite, Robert
tdd. 1574,
Uniform Tithe 240 1 0 favorks, vocal j

Q Other options in Customize Editor can affect the way your MARC records display.

To change the default view

1 Inthe Customize Editor, click the General tab. (For instructions, see Opening the
Customize Editor on page 13.)

Horizon displays the General tab of the Customize Editor:
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Cusztomize Editor - Releaze 72 Adminiztrator

Field I Spacing I Keybaoard I Delimiters
General | Profile |  Badground | Font

— Drefault Wiew Options

[~ Labeled
[~ Wertizal [~ Labeled Werical

— Linking

|7 Automatic Linking

Authority Recaord Link

% Always Link  { Link On Match " Mewver Link
|

|7 Error Cheding

QK I Camcel | e |

2 Mark the boxes in the Default View Options group that describe the view that
you want to use as your default.

3 Click OK to save your changes.

Choosing Automatic Linking between Records

Certain tags and subfields in a MARC record contain data that should remain
consistent in every record that uses that data. (For example, a Library of Congress
subject should be identical in every bib record that uses the subject.) The records
that contain this consistent data are called authority records. To help maintain the
integrity of your database, Horizon lets you link bib records to authority records
using the appropriate tags and subfields.

You can also link bib records to bib records (for example, related items, such as
translations or series) and authority records to authority records (for example, for
See or See Also references). (For more information, see Linking Bib Records on page
100, Working with Cross-References on page 124, and Working with Uniform
Titles on page 127.)

You can link MARC records manually. You can also choose to have Horizon link MARC
records automatically. When you enable automatic linking, Horizon tries to link text
that you enter in a linking tag or subfield to the appropriate linking record in the
database when you move the pointer out of the linking tag or subfield. (If you do not
enable automatic linking, Horizon tries to link text in a linking tag when you save
the record.) Automatic linking works for all types of links except links to Web
addresses, which Horizon links as you type the address into the subfield.
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The linking action that Horizon performs with authority records also depends on the
authority record link type that you choose. (For instructions on choosing a default link
type, see Choosing the Default Authority Link Type on page 20. For more
information on linking authority records, see Linking Authority-Controlled Records
to Bib Records on page 57.)

To set up automatic linking between records

1 In the Customize Editor, click the General tab. (For instructions, see Opening the
Customize Editor on page 13.)

Horizon displays the General tab of the Customize Editor:

Customize Editor - Release 72 Administrator E

Fiald I Spacing I Kewboard I Cralimitars
Feneral | Profile | Badgound | Font

— Default Wiew O ptions
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— Linking
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1
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2 Mark Automatic Linking in the Linking group.

3 If necessary, set the link type. (For more information, see Choosing the Default
Authority Link Type on page 20.)

4 Horizon links records according to these settings until you change them.

5 Click OK to save your changes.

Choosing the Default Authority Link Type

When you choose a default authority link type, Horizon uses it to help determine when
to link authority records to other appropriate records. (For example, if you choose
Never Link, Horizon saves the text you enter in an authority link tag without trying to
find a link for the record in your database. This lets junior personnel make entries
now, while letting senior staff members change the link status and link the text later.)
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If you change a default authority link type, it affects only the bib-to-authority linking
tags that you create after you make the change. Any record already created retains
the linking types it had when it was created. (In some cases, these types may
display as “unknown.”)

You choose a default authority link type whether or not you choose Automatic
Linking. If you choose Never Link, authority records never link even if you choose
Automatic Linking.

O You can change the link type for a single link any time before you save the record
containing the link tag. You do this by choosing Edit, Link Options, Authority Link
Type from the menu bar, and then choosing one of the link types in the drop-down
menu. If you find that you often override the default to use the same link type, you
might want to change your default link type.

For more information about link types and linking, see Linking
Authority-Controlled Records to Bib Records on page 57.

To choose the default authority link type

1 In the Customize Editor, click the General tab. (For instructions, see Opening
the Customize Editor on page 13.)

Horizon displays the General tab of the Customize Editor:

Cusztomize Editor - Releaze 72 Adminiztrator

Field I Spacing I Keybaoard I Delimiters
General | Profile |  Badground | Font

— Drefault Wiew Options
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2 In the Linking group, mark the type of authority record link that you want to
use as the default:

¢ Always Link. Links the bib record to an existing authority record in your
database. If an authority record does not exist, Horizon creates one.
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¢ Link On Match. Links the bib record to an existing authority record in your
database. If a matching authority record does not exist, Horizon does not create
one. Later, if you create a matching authority record, Horizon creates the link
when you save the record.

¢ Never Link. Horizon does not link the bib record to an authority record,
whether or not a matching authority record exists in your database.

3 C(lick OK to save your changes.

Activating Error Checking in Records

Errors occur when you add invalid tags, indicators, or subfields, or when you repeat
non-repeatable subfields in tags. The MARC Editor helps you identify errors within
your records. (For example, the MARC Editor displays tags that are invalid.) If your
record has errors in it, Horizon still lets you save the record.

O Horizon does not save a record if the error is in a tag or subfield that is a Mandatory
Fatal or Non-Repeatable Fatal tag or subfield. (For more information, see “Setting Up
or Changing Valid MARC Record Components” in the Cataloging Setup Guide.)

Horizon has two different methods to reveal errors in a record:

¢ Errors display in a different color in the record. You can change the color. (For
instructions, see Choosing Field Options on page 30.)

¢ Error messages display in a splitter window at the bottom of the record. Double-
clicking on an error message positions your cursor in the record at the error so
that you can correct it easily. The splitter window can be resized to show as much
of the error list as you want.

You must mark Error Checking on the General tab if you want the MARC Editor to
identify errors and display error messages. If you do not turn on error checking,
Horizon displays “Error checking is turned off” in the error window and the errors do
not show as a different color in the tags.

To activate error checking in records

1 Inthe Customize Editor, click the General tab. (For instructions, see Opening the
Customize Editor on page 13.)

Horizon displays the General tab of the Customize Editor:
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Cusztomize Editor - Releaze 72 Adminiztrator

Field I Spacing I Keybaoard I Delimiters
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Mark Error Checking.
Click OK to save your changes.

To display the contents of the error window at the bottom of any open MARC
record, do one of these options:

¢ Click the Show/Hide Errors icon (AI ) in the editing window toolbar.

* Do these steps:
- Move the pointer over the bottom of the MARC record until the resize
pointer ( % ) displays.
- Drag the splitter bar upward to open the error window.

Horizon shows a list of errors in an error window below the bib record:
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Changing Profile Options

The Profile tab gives you options that help automate Horizon linking processes. You
can choose the search flavor for your Browse Link searches and change the default
import source for bib-to-bib linking. You use Browse Link to help you find existing
authority records before you create a linking tag. The import source defines the way
bib-to-bib linking works. You can also change the default merge profile for merging
records on the Profile tab.

Your system administrator must set up all three of these features.
This section explains these topics:
+ Setting a Browse Link Flavor on page 24
¢ Choosing the Import Source for Bib-to-Bib Linking on page 25
¢ Choosing a Merge Profile on page 26

Setting a Browse Link Flavor

If your system administrator has set up Browse Link, you can choose the PAC flavor
that you want Browse Link to use. Browse Link gives you a fast access to authority
records in your database by working with search types that your system
administrator sets up. This setting overrides any setting that your system
administrator makes using the /f switch. However, if you leave the setting at <NO
FLAVOR>, then Horizon uses the /f switch setting. If you try to use Browse Link and
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Cataloging Setup Guide and the “Switches” section of the “Security and Preferences”
chapter of the System Administration Guide.)
To set a Browse Link flavor

1 In the Customize Editor, lick the Profile tab. (For instructions, see Opening the
Customize Editor on page 13.)

Horizon displays the Profile tab of the Customize Editor:

Customize Editor - Release 72 Administrator

Field I Spacing I Keyboard I Delimiters
Genaral Frofile | Badiground I Font

Broveze Link Search Flavaer:

| no FLavaRs| =]

Import Source for Bib-to-Bib Linking:
INo Bib to Bib Linking =]

Merge Profiles:

Cat Type Default Profile

Bib

Auth

QK I Camcel | Apply |

2 In the Browse Link Search Flavor field, use the drop-down list to choose the
flavor that you want.

3 Click OK to save your changes.

Choosing the Import Source for Bib-to-Bib Linking

You can choose how Horizon performs bib-to-bib linking by choosing an import
source. Your system administrator must set up the Link Match Points in the import_
source table so that those parameters can control the linking. (For instructions, see
“Setting Up Link Match Points” in the “Setting Up Import Source Parameters” section
of the Cataloging Setup Guide.)

To choose the import source for bib-to-bib linking

1 In the Customize Editor, click the Profile tab. (For instructions, see Opening the
Customize Editor on page 13.)

Horizon displays the Profile tab of the Customize Editor:
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Customize Editor - Release 72 Administrator E
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General FProfile | Badiground I Font
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2 Choose the profile that you want from the Import Source for Bib-to-Bib linking
drop-down menu.

3 If your system administrator has not defined any link match points for an import
source, no import sources display.

4 C(Click OK to save your changes.

Choosing a Merge Profile

A merge profile lets you define the parameters that Horizon uses when merging
records. (For example, the merge profile determines which tags from the dying bib
record are inserted into the surviving bib record.) The system administrator must set
up merge profiles in the Cataloging Control Menu folder. (For instructions, see
“Setting Up a Merge Profile” in the Cataloging Setup Guide.)

To choose a merge profile

1 In the Customize Editor, click the Profile tab. (For instructions, see Opening the
Customize Editor on page 13.)

2 Click the field in the Default Profile column for the type of record that you want
to change.

3 Use the drop-down menu that Horizon displays for that field to choose the profile
that you want to use as the default.

Horizon displays that profile in the Default Profile column:
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When you choose the profile from the You choose the profile from the
drop-down list, Horizon displays the Merge Profile drop-down list.
profile name inthe Default Profile column.

4 Click OK to save your changes.

Choosing a Background Display

On the Background tab, Horizon lets you choose the background color that you want
to use for both the header and the editor workspace. You can also choose the color
of the header text.

To choose a background display

1 In the Customize Editor, click the Background tab. (For instructions, see
Opening the Customize Editor on page 13.)

Horizon displays the Background tab of the Customize Editor dialog box:
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Cusztomize: Editor - Releaze 72 Administrator
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2 Inthe Header Style group, use the drop-down menus to choose the color that you
want for the background and for the foreground text of the header.

(The header is the colored bar that displays at the top of each record that you
open in the MARC Editor.)

3 In the Editor Workspace group, do one of these options:

» If you want to use the Windows default color as a background, mark Windows
Default.

¢ If you want to change the background color, mark the button by the colored box
and use the drop-down menu to choose the color you want.

Note: If you change the workspace background color, choose the new color
carefully so that the various text options for tags, indicators, delimiters,
subfields, and so forth do not blend in with the workspace background color that
you choose. (For more information, see “Changing the Display Color for
Explanations in Certain Dialog Boxes” in the “Getting Started” chapter of the
Horizon Basics Guide.)

4 Click OK to save your changes.

Changing Font Options

You set a display font and font size for Horizon when you log in to Horizon. You can
override that setting for only the MARC Editor by choosing a default display font and
font size in the Customize Editor from the Font tab. You can also set a temporary font
size that affects only the active MARC record that you are working with.

This section explains these topics:

¢ Changing Default Font Options on page 29

Changing Font Options
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¢ Changing the Font Size Temporarily on page 29

Changing Default Font Options

To change default font options

1 In the Customize Editor, click the Font tab. (For instructions, see Opening the
Customize Editor on page 13.)

Horizon displays the Font tab of the Customize Editor:

Customize: Editor - Release 72 Administrator

Fiald I Spacing I Keyboard Cralimitars I
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display in the Font and Size boxes.
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2 Choose the name of the font that you want from the Font drop-down menu.

Note: If you want Horizon to display Unicode characters, you must choose a
Unicode font.

3 Enter the font size that you want in the Size field.

4  (lick OK to save your changes.

Changing the Font Size Temporarily

To change the font size temporarily

1 Open a MARC record. (For instructions, see Opening a MARC Record on page
44.)

2 Choose Tools, Font Size.
3 Click on the size that you want from the Font Size drop-down menu.

Horizon closes the drop-down menu and changes the size of the font only in the
active record.
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Note: The change of the font size affects the record only until you close the
record.

Here is an example of a temporary font-size change in one record while two
records are open:
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Choosing Field Options

You can use different colors and font attributes for these parts of a MARC record:

Cataloging fields
Error text

Web links
Delimiters

Read-only fields

Horizon comes with certain colors and font attributes already set as default. (For
example, black text indicates variable field data, red text indicates an error, blue and
underlined text indicates a link to another record, a slightly different shade of blue

and

underlining indicates a Web link, and so forth.) You can use the default settings as

they are, or you can customize them.

You

can use different colors and font attributes on a record to help you recognize the

different kinds of information in the record. (For example, you can use green for
subfield codes and black for subfield information.) You can also apply different font
attributes, such as bold and underline, to set off specialized text from the rest of the

Choosing Field Options
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record. If you mark errors by color, you can recognize the errors in a record without
having to open the error messages window. (You must have error checking turned
on for the color to display. For more information, see Activating Error Checking in
Records on page 22.)

You can set the font color and attributes for the individual components of a record,

such as fixed-field elements, fixed-field labels, indicators, and so forth. However, the
color settings for error text, Web links, delimiters, and read-only text override the

component settings.

You can also use different font attributes to display linked text in a MARC record.
Horizon displays linked text attributes whether or not the focus is on that particular
link. This helps you identify linked text.

Here are the default color and font attributes for the parts of a MARC record:

Fixed-Field Elements. The data in fixed fields displays in green.
Fixed-Field Label. The labels for fixed field elements display in gray.
Indicator. Indicators display in brown.

Indicator Label. Indicator labels display in gray.

Linked-Field Data. Information linked to an authority or other type of linking
record displays in dark blue and is underlined.

Subfield Code. Subfield codes display in purple.

Subfield Delimiter. Subfield delimiters display in purple.
Subfield Label. Subfield labels display in gray.

Tag Label. Tag labels display in gray.

Tag Number. Tag numbers display in blue.

Unlinked-Field Data. Information in a linking field that is not linked displays in
dark blue.

Variable Field Data. Variable field information displays in black.

Here are the default color and font attributes for types of text and markers:

Error Text. If you enter an invalid tag, indicator, subfield delimiter, or other
component (for example, a subfield that has not been defined or that is not
repeatable), Horizon displays the text in red.

Delimiters. Markers that you enter to identify special text display in orange.
(This does not apply to subfield delimiters.)

Web-Links. Web-links display in blue and are underlined.
Read-Only. Read-only fields display in green.

The color settings for these items override any settings that you make for the other
parts of a MARC record.
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Q Make sure that any colors that you choose on the Field tab contrast with the
background color of your MARC records so that you can see and identify the
cataloging record parts.

To choose field options

1

Choosing Field Options

In the Customize Editor, click the Field tab. (For instructions, see Opening the
Customize Editor on page 13.)

Horizon displays the Field tab of the Customize Editor:

Customize Editor - Release 72 Administrator
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Choose the element or field that you want to change from the Name drop-down
list.

Choose the color that you want from the color options on the Foreground Text
drop-down list.

Mark any options (bold, italic, underline, and so forth) that you want to apply to
the text.

If you want to change attributes for another element or field, repeat steps See
"Choose the element or field that you want to change from the Name drop-down
list." through See "Mark any options (bold, italic, underline, and so forth) that you
want to apply to the text." until you have changed the colors and attributes for all
the elements or fields that you want to change.

Use the appropriate drop-down list to choose the color that you want to use for
any of these options:

e Error Text
¢ Web-Links

¢ Delimiters
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¢ Read-only

7 Click OK to save your changes.

Choosing Spacing Options

In Horizon, MARC records display their components in a certain order and in
columns. This can make them easier to work with. For some of these components,
you can use the options on the Spacing tab to change how much room is allocated,
how far apart the components display in the record, and how many columns Horizon
uses to display the information. (For example, if your labels are long, you can give
them more space so that Horizon has room to display them completely.)

O Some spacing options affect the display of information that you see only in certain
views. (For more information about views, see Changing the Default View on page
14.)

Here are the spacing changes that you can make in Customize Editor:

You can change this spacing For these elements

Tag/Subfield /Indicator labels
Note: Changing this value affects the label widths for all

Label width
abelwi three label types.
Fixed-field elements
Column width Fixed-field elements
Number of columns Fixed-field elements
Fixed-field elements
Tag to indicators
Space between components Indicator to indicator

Indicator to subfield
Subfield code to subfield data

To choose spacing options

1 In the Customize Editor, click the Spacing tab. (For instructions, see Opening
the Customize Editor on page 13.)

Horizon displays the Spacing tab of the Customize Editor:
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2 Do one or more of these options:

Field

Tag/Sub/Ind Label

Label Width

Columns

Column Spacing

Tag to Indicators

Choosing Spacing Options

Action

Enter the number of characters that you want to use to
display labels for tags, indicators, and subfields that
identify components in the Labeled and Labeled Vertical
views.

If the label is longer than the spacing that you choose,
Horizon truncates the label.

Enter the number of characters that you want to use to
display the fixed-field labels in the Expanded view.

If the label is longer than the spacing that you choose,
Horizon truncates the label.

Enter the number of columns that you want to use to
display the fixed fields in the Expanded view.

Enter the number of spaces that you want between fixed
field columns.

Spacing is measured from the longest string of text in the

first column to the beginning of the label in the next
column of the Expanded view.

Enter the number of spaces that you want between the
tag names and first indicators.
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Field

Indicator to Indicator

Indicator to Subfield

Subfield Code to Data

Action

Enter the number of spaces that you want between
indicators.

Enter the number of spaces that you want between an
indicator and the first subfield.

Enter the number of spaces that you want between a
subfield code and its data.

3 Click OK to save your changes.

Customizing Keyboard Shortcuts

You can use keyboard shortcuts to access many of the MARC Editor functions. (For
example, CTRL+C copies highlighted text to the clipboard so that you can paste the
text somewhere else.) On the Keyboard tab, you can display a list of editable
shortcuts that you can use to access the MARC Editor functions.

You can edit the keystrokes that make up the shortcuts. However, you cannot edit
the names of the editor functions that the shortcuts access.

You can also add shortcuts that let you access functions from the navigation bar.
(For more information, see “Setting Up Shortcut Keys to Open Processes” in the
“Customizing the Navigation Bar” chapter of the Launcher Configuration Guide.)

To edit shortcuts

1 In the Customize Editor, click the Keyboard tab. (For instructions, see Opening
the Customize Editor on page 13.)

2 Highlight the function that you want to edit.

3 C(Click the Edit Shortcut button.

Here is the Edit Shortcut window with Reformat Record selected for edit:
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4 In the Shortcut field, enter the shortcut keystrokes that you want to use.

If you want to use a combination of keystrokes, you need to keep all keys pressed
until the entire shortcut displays.

To eliminate the shortcut, press the BACKSPACE key.

5 If you choose keystrokes that are already assigned, Horizon displays a message
telling you to make another selection.

6 Click OK to save your changes.

7 Repeat steps 2 through 6 for all the shortcuts that you want to customize.

Changing Delimiters

In MARC records, subfields are separated by subfield delimiters. The default subfield
delimiter in Horizon is the double dagger ( ¥ ).

Nonsorting and sorting-only delimiters impact the way records are sorted in PAC and
staff searching. (For example, you can use a nonsorting delimiter around the “a” in
MacDuff so that Horizon sorts “MacDuff” with McCoy, McFadden, and so forth.) You can
use a sorting-only delimiter to help Horizon sort by text instead of numerals. (For
example, for the number “8,” you can enter the word “eight” inside these delimiters so
that Horizon will sort alphabetically by the word, but still display the number.) (For
instructions on how to use nonsorting and sorting-only delimiters, see Editing Text to

Control the Sort Order of Records on page 68.)

Changing Delimiters
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Embedded ALA delimiters let you enter codes that let Horizon display special
characters. (For example, the ALA hex set code for the digraph “ae” is B5. You put
the delimiters on either side of the code to make “ae” display in a record.) (For
more information about ALA hex set codes, see Entering Special Characters on page

69.)

The Delimiters tab lets you change these delimiters that you use during cataloging:

Subfield delimiter. This marks the beginning of a subfield.

Nonsorting delimiters. These separate a character or word from the rest of the
text so that it is not used for sorting.

Sorting-only delimiters. These enclose a character or group of characters that
you want to include for sorting, but which you do not want displayed.

Embedded ALA delimiters. These enclose the code that creates an ALA hex set
character.

Part-Line delimiters. These are used in UNIMARC standard cataloging to
identify super- and subscript characters.

To change delimiters

1

In the Customize Editor, click the Delimiters tab. (For instructions, see Opening
the Customize Editor on page 13.)

Horizon displays the Delimiters tab of the Customize Editor:
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Customize Editor - Release 72 Administrator

Do one of these options:

¢ In each field that has a delimiter that you want to change, enter the keyboard
character that you want to use as a delimiter, then skip to step 10.

o If the character that you want to use as a delimiter is not on the keyboard, click
Charmap.

Horizon displays the Unicode Character Map dialog box:

38



Chapter 2: Customizing the MARC Editor
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3 Choose the font that you want from the drop-down menu in the Font field.

SirsiDynix recommends that you use a Unicode-compatible font to display text
and symbols clearly.

Note: Characters in a font other than the font you are using in Horizon may not
display correctly.

4 Choose the set of characters that you want from the Subset drop-down menu.

You can click Next or Previous to display the sets of characters in the Subset
field.

5 Click the character that you want on the Unicode Character Map.
6 Click Select.
7 Click Copy.
8 Click the Close button on the Unicode Character Map.
9 Highlight the delimiter that you want to change on the Delimiters tab.
10 Do one of these options:
e Press CTRL+V.
e Right-click and choose Paste. (You cannot use the Edit menu to paste.)
11 Click OK to save your changes.

12 Repeat steps 2 through 11 for all other delimiters that you want to edit.
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This chapter explains how to work with MARC records in Horizon’s MARC Editor.
This chapter contains these sections:

¢ About MARC Editing on page 40

* About MARC Records on page 40

¢ Opening a MARC Record on page 44

+ Navigating in a MARC Record on page 47

+ Using Catalog Context Links on page 48

+ Adding a Component to a MARC Record on page 48
+ Editing a MARC Record on page 63

¢ Saving and Closing a MARC Record on page 79

¢ Printing a MARC Record on page 80

About MARC Editing

MARC records make it possible for a computer to read and display data about items
you have in your library collection. Creating or editing a MARC record requires that
you understand the components of a MARC record. Once you do, you can use Horizon’s
MARC Editor just like a word processor to change the text or delimiters that make up
a MARC record.

This chapter includes general information about how you use Horizon MARC records.
More specific information is given in later chapters, depending on the kind of record
that you are working with. (For example, you find information about MARC authority
records in the Authority Records chapter.)

About MARC Records

A Machine-Readable Cataloging record, or MARC record, contains electronic data that
identify items held in your library. The data also classify the information the items
contain. A MARC record includes the same information as a set of catalog cards.

Each MARC record is divided into sections called fields, which contain subfields. Each
field is identified by a tag. Many fields are further identified by indicators. Tags
identify information in fields, telling the computer what kind of data will follow. The
information in fields includes such items as titles, ISSNs, notes, and subjects.
Identifying tag numbers tell the computer what kind of information is recorded there
and let the fields vary in length. (For example, you could have a one-word title such as
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Roots or a longer title such as Custer Died for Your Sins in the same field category
and the computer would still interpret the line correctly.) You can add, edit, and
delete fields and subfields to customize each MARC record so that it will accurately
represent items in your database.

This section explains these topics:

¢ Understanding Tags and Fields on page 41
e Understanding Indicators on page 42
¢ Understanding Subfields on page 43

¢ Understanding Validity and Repeatability of Tags, Indicators, and Subfields
on page 43

Understanding Tags and Fields

A field contains a piece of data that makes up a portion of a MARC record. A tag is a
three-digit number that identifies the type of information in its corresponding field.
(For example, tag 245 identifies the main title information; tag 020 identifies the
ISBN number.) MARC rules define what information a tag identifies. Most tags that
contain the digit “9” designate local or customized information. The term “tag” is
sometimes used to designate an entire piece of information, including the three-digit
number, the indicator, and all the subfields.

Horizon provides a defined list of MARC tags. When you want to add a tag to a
record, you can open the list to choose a valid tag. You can also add a tag by opening
a new line and entering the tag number manually. (For more information, see
Adding a Component to a MARC Record on page 48.)

O You can use SHIFT+F1 from a valid MARC tag or subfield to link directly to the
Library of Congress web site where that tag is explained. Your system administrator
can change the link so that it finds a different URL. (For instructions, see “Setting Up
or Changing Valid MARC Record Components” in the Cataloging Setup Guide.)

A MARC record contains these types of fields:

« Fixed Fields. Fixed fields are often called control fields. They are divided into
positions. Each position contains information about the record in abbreviated
form. The information in a fixed field can fill only the predefined length of the
field. Fixed field positions have a valid set of values or codes defined by MARC
standards.

O Use caution when editing fixed fields. Most information is specific as set by MARC
standards. Anything you change or delete should conform to the applicable
standards.

e Variable Fields. Variable fields can contain varied lengths of information, as
specified by the MARC cataloging rules that your library follows.

Variable fields can be linking or nonlinking:
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- Linking fields. These fields include authority-controlled, bib-to-bib, URL,
multimedia, and other linking fields. The authority-controlled fields contain
information from the authority record (author, subject, or series) to which the
bib record is attached. (For example, tag 100 is an authority-controlled tag that
displays the main author.) Other linking fields contain information that relates
to the item (such as a URL, electronic data, or a sound file) that the field links
to.

- Nonlinking fields. These fields contain information about the bib record that is
not from another record or associated with another item. (For example, tag 245
is a nonauthority-controlled tag that displays the title.)

You can have these kinds of variable fields:

Type of variable field What the field displays

Information about an author, subject, or series title that
Authority-controlled Horizon has stored in a separate “authority” record

linking Bib records link to the authority record to get uniform
information for these fields.

Information about an author, subject, or series title that
should be uniform, but from which Horizon does not link

Authority-controlled to an authority record

nonlinkin
& The data should be reviewed to find a link or create a new

authority record from it.

Information other than an author, subject, or series title,
but that links to something such as another bib record, a
URL, or an electronic document

Nonauthority-controlled
linking

Nonauthority-controlled | Information other than an author, subject, or series title
nonlinking that does not link to anything else

Understanding Indicators

An indicator is one of two character positions that follow a tag number. Each position
is one character long and consists of an underscore or blank (for undefined) or a digit
from 0 to 9. The meaning of each indicator varies from tag to tag and is defined by
MARC standards.

You can edit an indicator directly in the MARC record.

Most indicators contain information that describe the tag. (For example, the first
indicator of a 110 corporate name tag indicates whether the name is inverted or in
direct order.) You may have fields that use both indicators, neither indicator, or only
the first or only the second indicator. When an indicator is not used, it is an
“undefined” indicator and is left blank.

Some indicators can determine nonfiling characters. These indicators determine how
many leading characters Horizon ignores when it creates a list that you can browse
alphabetically.
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For example, the title The one and only has a nonfiling indicator of “4.” Horizon
ignores the first four characters (the space after “The” counts as a character) and
files the title using “One” in an alphabetical list.

If a nonfiling indicator is left blank, Horizon checks the article table when saving the
record to see if it can enter an indicator for you. (For more information, see “Initial
Articles” in the “Searching Setup” chapter of the System Administration Guide.)

Understanding Subfields

A

A subfield contains information within a field. Each subfield starts with a delimiter
and is labeled with either a letter or number, called a subfield code. You can edit the
subfield code without changing the information in the subfield. You can also change
the information.

For example, in this MARC 21 publication tag (260), the two subfields have the codes
a and b, respectively:

260 _ _ fa Baltimore b Wiliams & Wilkins Co.
I |

subfield a (including subfield b including
the delimiter and code) the delimiter and code)

Subfields may or may not display in a tag in alphabetical order; order is determined
by standard cataloging rules. Also, some subfield codes may be repeated
(duplicated) within a tag.

Horizon provides a defined list of MARC subfields. When you want to add a subfield
to a field, you can open the list to choose a valid subfield. You can also add a subfield
by entering the subfield code manually. (For more information, see Adding a
Subfield to a Tag on page 62.)

To edit a subfield in an authority-controlled tag, you can edit the corresponding
authority record for that tag, or you can edit the subfield in the bib record.

If you edit an authority-controlled subfield in the bib record, Horizon breaks the link
and you may affect the authority record. Any further linking of that edited
information is based on the link settings. (For more information, see Linking
Authority-Controlled Records to Bib Records on page 57.)

Understanding Validity and Repeatability of Tags, Indicators, and
Subfields

When you try to add a tag, indicator, or subfield to a record, Horizon verifies that
the tag is valid for that record or that the indicator or subfield is valid for that tag,
according to MARC standards as your system administrator has defined them for
your database. Horizon also checks to see if the tag or subfield is repeatable
according to your library’s defined MARC standards. (Repeatable fields or subfields
can be added multiple times to a record.)
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If you add a tag, indicator, or subfield that is not valid or repeatable, and if you have
activated Error Checking, Horizon displays a message in the error window telling you
that the tag, indicator, or subfield is not valid or is nonrepeatable. Horizon may also
display the erroneous information in a different color, depending on your field
settings. (For more information, see Choosing Field Options on page 30 and

Activating Error Checking in Records on page 22.)

Some invalid or nonrepeatable tags or subfields may be identified as “Fatal.” You
cannot save a record if it contains a tag or subfield that violates the terms of its fatal
status. (For more information, see “Setting Up or Changing Valid MARC Record

Components” in the Cataloging Setup Guide.)

Here is an example of an error message:

(&

A nonrepeatable
210tag already
exists in the record, ]
sothe second 210
tag is an error.

Status: o

Created: 4/5/1903

Cravner: Unowened
Field: Abhrevisted key title [Optional]

Updsted: 11/70

tems: 1

The errar message for
the extra 210 tag
displays in the error
window along with —
any other MARC
errars in your record.

noo cas _ __ ﬂ
0os 1959101 3000000.0

aos S51007 1976 9999 mdu eng _ o

010 _ _ ta TEE4E332

022 _ _ 1= 0363-9465

030 _ _  tfa AJSMDO

035 _ _ = ALBS000ZH

035 _ _  ta (CSRLIMIRLINGS-S237 195

040 _ _ ta&PPiU fcPRIU

042 _ _ tansdp fale

0so 0 fa RC1200 th JEG

0ED _ ta i AMSZ2M

032 _ _  ta&171027

210 _ _  fa Am.j. sports med.
210 0 _  ta]

222 0 0 faAmerican journal of sports medicine

245 0 4 fa The American journal of sports medicine.

260 0 0O faBatimore, fhWiliams & Wikins Co.

285 _ _  ta'Wilisms &Wilkins Co., 428 E. Preston St., Balttimore bD 21 202 j
Tag 022, indicator 1 code is not valid. =
Tag 050, indicator 2 code i not valid.

Tag 060, indicator 1 code iz not walid.

Tag 060, indicator 2 code is not valid.

Tag 052, indicator 1 code is not valid.

Tag 082, indicator 2 code iz not walid.

Tag 210, inciicator 1 code iz nat valid,
rag 210 iz non-repestable.

Tag 650, indicator 1 code iz not walid.

Tag B850, indicator 1 code iz not walid. —
Tag 650, indicator 1 code is not valid.

Tag 949 is not defined. -
| vl

Q If you double-click an error description in the error window, Horizon moves your

insertion pointer to the error in the edit window.

Opening a MARC Record

The fields of a MARC record hold all the information about an item in a format that
both you and your computer can understand. Before you can make changes to a MARC

record, you must open or create one.

This section explains these topics:

Opening a MARC Record
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¢ Creating a New MARC Record on page 45
¢ Opening an Existing MARC Record on page 45

Creating a New MARC Record

To open a new bib or authority record, you create one from a workform. (A
workform is a template used to make MARC records.) A workform includes certain
fields to help remind you what information the record for a particular type of item
needs. (For more information on workforms, see Chapter: Chapter 7, "Workforms" on
page 214.)

To create a new MARC record

1 In Horizon, do one of these options:

To create an authority record To create a bib record

Start the Create New Auth process. Start the Create New Bib process.

The default location of this process is the The default location of this process is the
Cataloging\ Authority Record folder on Cataloging\ Bibliographic Record folder
the navigation bar. on the navigation bar.

2 Choose the workform that you want to use to create the new MARC record.

3 Click OK.

Horizon opens the workform that you chose.

Opening an Existing MARC Record

Before you can edit an existing MARC record, you must find it in your database and
open it.

To open an existing MARC record
In Horizon, do one of these options:

e Find an existing bib record:
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Using staff searching

1

. Start a New Search.

Using a number

To do this, press F2, or find the process in the

Searching folder on the navigation bar.
. Search for the title that you want to view.

Proceed with the search until the system
displays either a Titles list window or a

Bibliographic Detail window.

. Highlight the title that you want.
If you highlight more than one title, Horizon

Chapter 3: MARC Editing

1. Start the Bib Quick Search process.
The default location of this process is
the Cataloging\ Bibliographic
Record folder on the navigation bar.

2. Highlight the index that you want to

use.

sends a bib record for each highlighted title

to the MARC Editor.

. Press F10 or choose Edit, Send to.
Horizon opens the Send To dialog box.
. Double-click MARC Editor.

4. Click OK.

3. Enter the appropriate number in the
Search for field.

Horizon opens the bib record

entered.

Horizon opens the bib record that you chose.

associated with the number that you

¢ Find the authority record (author, series, or subject) that you want to open:

Opening a MARC Record

Using staff searching

1.

Start a New Search.

To do this, press F2, or find
the process in the Searching
folder on the navigation bar.

.Choose an index that

searches for the kind of
authority (author, series, or
subject) record that you want
to open.

. Search for the authority

whose record you want to
view.

. Highlight the authority that

you want.

If you highlight more than
one authority, Horizon sends
a record for each highlighted
authority to the MARC Editor.

. Press F10 or choose Edit,

Send to.

Horizon opens the Send To
dialog box.

. Double-click MARC Editor.

Horizon opens the records for
the authorities you chose.

Using a number

1. Start the Auth# Lookup

process.

The default location of
this process is the
Cataloging\Authority
Record folder on the
navigation bar.

. Enter the number of the

authority in the Record
Key field.

. Click Edit.

Horizon opens the
authority record.

Using a bib record

1. Open an existing
bib record that
contains a link to
the authority record
that you want to
open. (For
instructions, see
Opening an
Existing MARC
Record on page
45)

2. Double-click the

authority tag whose
record you want to
view.

Horizon opens the
authority record.
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Navigating in a MARC Record

You can use either the mouse or the keyboard to move from field to field in a MARC
record. Click the left mouse button when the pointer is in the field that you want to

move to, or use these keyboard commands:

Press TAB to move to the next field.

Press SHIFT+TAB to move to the previous field.

Press the down arrow ( | ) to move to the next line.

Press the up arrow () to move to the previous line.

Press HOME to move to the beginning of the line.

Press CTRL+HOME to move to the beginning of the record.

Press END to move to the end of the tag (if the information in the tag wraps to

the second line, END moves you to the end of that second line).

Press CTRL+END to move to the end of the record.

As you move the mouse pointer across your screen when a record is open, the
pointer changes shape. These shapes indicate the action possible or the type of
information present where the pointer is positioned:

Pointer shape

47

[

Description

Text Select Pointer. When Horizon displays this pointer, position it
over the place that you want to edit, then click the mouse so the pointer
inserts a flashing insertion pointer, or drag the pointer to select text.

Insertion Marker. When you click the pointer, an insertion marker
displays to indicate where your typing or pasting will show in the
current layout.

Alternate Select Pointer. The pointer is positioned over a link. You can
double-click to open the linked record or URL. You can click once to edit
the text in the link for this bib record only.

Note: When you edit a linked subfield, Horizon breaks the link and you
may affect the authority record. Any further linking of that edited
information is based on the link settings. (For more information, see
Linking Authority-Controlled Records to Bib Records on page 57.)

Normal Select Pointer. This pointer is usually active anywhere except
over a record in the Horizon workspace. If you have a pop-up menu
active (such as when you right-click in a record), this pointer is active
even over the record.

Navigating in a MARC Record
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Pointer shape Description
& Resize Pointer. This pointer lets you change the size of a divided or
¥ split window, such as between the MARC Editor and the error window.

Move Pointer. This pointer becomes active when you move your mouse

i pointer over selected text. When this pointer is active, you can drag
1""' selected text to a new location. This moves the selected text; it does not

copy the text. (You can move only a copy of the selected text by holding
the CTRL key while you drag the selected text.)

Using Catalog Context Links

While creating or editing bibliographic or authority records, you can be taken to an
external site, which provides contextual help for MARC tags.

To open contextual MARC tag help
1 Place the cursor over the MARC tag you want to look up.

2 Right-click to open the shortcut menu, and then click either Library of Congress,
RDA Toolkit, or a custom link that is set by the system administrator.

Adding a Component to a MARC Record

You add tags and subfields to a MARC record when you want to add information to
that record. If you add a tag or subfield that is not already defined by your system
administrator, the MARC Editor lets you put it in, but marks it as an error. If you have
activated Error Checking, the error displays with the font or color settings
determined in the Customize Editor. (For more information, see Activating Error
Checking in Records on page 22.) You can add non-linking and linking tags and
subfields.

O When you have your insertion pointer in a component marker (such as a tag,
indicator, or subfield delimiter) or in any other component that has valid values
defined, you can press F12 for a list of valid codes. Double-clicking on the code that you
want inserts it into the proper position. (Horizon notifies you if no valid codes are
available.)
This section explains these topics:

¢ Adding a Non-Linking Tag to a Record on page 49

¢ Adding a Link Tag to a Bib Record on page 50

¢ Adding a Subfield to a Tag on page 62

Using Catalog Context Links
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Adding a Non-Linking Tag to a Record

You can add a non-linking tag anywhere in a MARC record. When you save or
reformat the record, the MARC Editor reorders the tags, depending on the sort tag
action that your system administrator has chosen. (For more information on sort tag
action, see “Setting Up or Changing General Cataloging Type Parameters” in the
“Setting Up or Changing Valid MARC Record Components” section of the Cataloging
Setup Guide. For more information on reformatting, see Editing Components of a
MARC Record on page 65.) If you want to position the tag in a particular place you
can cut and paste the tag. (For instructions, see Cutting, Copying, Pasting, and
Deleting Information in a MARC Record on page 65.)

To add a non-linking tag to a record

1 Open a MARC record.

2 Do one of these options:

¢ Click your pointer anywhere in the record.

e If you want to position the new tag, click your pointer in the tag just above
where you want the new tag to display.

Note: Your library’s settings for tag sorting may affect your new tag’s final
position in the record.

3 Do one of these options:
e If you want to choose a tag from a list, do these steps:

- Choose Edit, Add Tag, or right-click in the record and click Add Tag on the
pop-up menu.

Horizon opens the Select Tags to Add window.
- Double-click the tag that you want to add.

If you want Horizon to find the tag in the list, begin typing the number of the
tag you want.

Horizon inserts the tag and some valid subfields on the line below your
insertion pointer.

e If you want to add a blank tag, do these steps:

- Choose Edit, Insert Tag, or right-click in the record and click Insert Tag on
the pop-up menu.

Horizon inserts a blank tag just below your insertion pointer. The blank tag
displays an underscore three characters wide to designate where you put
the tag number and two underscores to designate the tag indicators.

- Enter the tag number.

Horizon inserts some valid subfields. (For more information, see Editing
Components of a MARC Record on page 65 and Adding a Subfield to a
Tag on page 62.)
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4 Add subfields as needed. (For instructions, see Adding a Subfield to a Tag on
page 62.)

Adding a Link Tag to a Bib Record

You can add several different kinds of link tags to a bib record. These tags link from
the bib record to another source of information.

You can add authority-controlled tags that define authorities (author, series, subject).
These tags link to authority records, which keep information uniform when it is
repeated in multiple bib records. If you need to, you can change the default authority
link type.

You can add link tags that let users view images, full text, animation, sound, or other
electronic documents. All users can view these items by double-clicking on a line of
the full bib display in PAC. Catalogers can view these items by double-clicking on the
link in the bib record. These tags can link to Internet sites or to electronic files in
your library.

You can add tags that link bib records to other bib records, such as for books in a
series. (For more information, see Working with Linked Bib Records on page 99.)
You can also add tags that link authority records to other authority records. (For
more information, see Creating a Cross-Reference on page 124.)

This section explains these topics:
¢ Adding an Authority-Controlled Tag on page 50
¢ Changing the Authority Link Type for an Individual Tag on page 53
¢ Creating a Link to an Internet Location on page 54
¢ Creating a Link to a Stored Multimedia File with a 958 Tag on page 55
¢ Linking Authority-Controlled Records to Bib Records on page 57
¢ Breaking a Link Using the Unlink Command on page 60
¢ Troubleshooting Problems with Linking on page 61

Adding an Authority-Controlled Tag

Authority-controlled tags in bib records contain information from authority records.
Many bib records can link to one authority record. This allows the information in
authority-controlled tags to be consistent for all bib records that link to the same
authority record. It also maintains consistency in the use of authors’ names, series
names, and subjects. When authority tags remain consistent in your database,
borrowers can more easily find the information that they need.

You can choose the type of link that Horizon uses when it links bib and authority
records. Depending on the type of link, Horizon does one of these things:
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If you choose this Horizon does this
Links the bib record to an existing authority record in your
Always Link database or creates a new authority record when you save the

record if one does not exist

Links the bib record to an existing authority record in your

Link On Match database or waits until you create a matching authority record
to link
Never Link Does not link the bib record to an authority record

You change the default authority link type on the General tab of the Customize
Editor. (For instructions, see Choosing the Default Authority Link Type on page
20.) When you change the default, the new setting applies to any authority-
controlled tags added to bib records after you make the change. Any tag already
created retains the linking type with which it was created.

Horizon defines any link tags that were created before Horizon version 7.0 and that
have not been modified since their creation with a link type of “unknown.”

You can also override the link type setting for individual authority tags within any
bib record. (For instructions, see Changing the Authority Link Type for an
Individual Tag on page 53.)

Since authority-controlled tags follow a certain format and contain specific
information, you should try to link to an existing authority in your database before
you create a new one. If Horizon does not create automatic links, you can search for
a tag from an existing heading and, if you find one that you want, you can send it to
the MARC Editor and link it to the bib record.

You can also use Browse Link to create a link with an existing authority. Browse
Link gives you a fast access to authority records in your database by working with
search types that your system administrator sets up. Before you can use this
feature, you need to choose a Browse Link search flavor in the Profile tab of the
Customize Editor after your system administrator creates them. (For more
information, see “Setting Up Browse Link” in the Cataloging Setup Guide and Setting
a Browse Link Flavor on page 24.)

You can link multiple records to one record at the same time. You can also link
multiple records to multiple records. (For instructions, see Linking
Authority-Controlled Records to Bib Records on page 57.)

To add an authority-controlled tag

1 Open a bib record.

2 Do one of these options:

e Click your pointer anywhere in the record.
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¢ If you want to position the new tag, click your pointer in the tag just above
where you want the new tag to display.

Note: Your library’s settings for tag sorting may affect your new tag’s final
position in the record.

3 Do one of these options:
¢ If you want to choose a tag from a list, do these steps:

- Choose Edit, Add Tag, or right-click in the record and click Add Tag on the
pop-up menu.
Horizon opens the Select Tags to Add window.

- Double-click the tag that you want to add.

Horizon inserts the tag and some valid subfields on the line below your
insertion pointer.

¢ If you want to add a blank tag, do these steps:

- Choose Edit, Insert Tag, or right-click in the record and click Insert Tag on
the pop-up menu.

Horizon inserts a blank tag just below your insertion pointer. The blank tag
displays an underscore three characters wide to designate where you put the
tag number and two underscores to designate the tag indicators.

- Enter the tag number.

Horizon inserts some valid subfields. (For more information, see Editing
Components of a MARC Record on page 65 and Adding a Subfield to a Tag
on page 62.)

4 Add subfields as needed. (For instructions, see Adding a Subfield to a Tag on
page 62.)

5 To check for an existing authority record, do one of these options:

If you have Browse Link set up If you do not have Browse Link set up

1. Put your insertion pointer in the subfield

1. Search for the authority you want to use.
where you want to create the link. vy

. . 2. Do one of these options:
2. Begin entering the text that you want to

¢ If you find the authority, send it to the

use.
MARC Edit d link it to the bib d.
3. Choose Edit, Link Options, Browse . 1orlan n 1_ 0_ ¢ bib recor
Link (For instructions, see Linking

Authority-Controlled Records to Bib

Horizon opens a search results window Records on page 57.)

displaying headings that begin with the
same text that you entered in the
subfield from which you started the
search. You can click Show Titles to see
a list of titles associated with the entry.

¢ If you do not find the authority, return to
the MARC Editor and create a new
authority. (For instructions, see Creating
an Authority Record on page 116.)

The task is finished.
4. Continue with step 6 of this task. ¢ taskis finishe
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Q If you use browse linking in the MARC Editor, Horizon treats French articles, such as
Le and La, that are part of people’s names, like articles. As a result, if you are
searching for an author, such as Le Carré, Horizon displays authors that start with
the letter “C” instead of displaying authors that start with the letter “L”.

Horizon is designed to use all articles stored in the article table in all searches.
However, Horizon does provide the article_exception table for you to enter articles
you want Searching to ignore. In the case of Le Carré, you must enter the entire
name “Le Carré” (including the diacritic) as an entry in the article_exception table in
order for Horizon to display authors that start with the letter “L” rather than “C.”

For more information on the article_exception table, see “Initial Articles” in the
System Administration Guide.

6 Do one of these options:

 If you find the authority, do these steps:
- Highlight the authority heading that you want.
- Click Link.

Horizon completes the link between the authority heading and the bib
record and enters the appropriate information in the tag or subfield from
which you started the search.

 If you do not find the authority, do these steps:
- Click Cancel to close the Subjects window.

- Enter the information in the tag for the new authority record you are about

to create.
Do one of these options:
e If the tag link type is Always Link, move the pointer out of the field.

e If the tag link type is not Always Link, change the link type. (For
instructions, see Changing the Authority Link Type for an Individual
Tag on page 53.)

e If the tag link type is not Always Link and you know you want to create a
new record, choose Edit, Link Options, Link Tag, Create New Record.

Horizon creates an authority-controlled tag for the new authority heading,
links the records, and shows the link in the bib record by changing the font
attributes to match your settings for linked text.

Changing the Authority Link Type for an Individual Tag

You set the default authority link type in the Customize Editor. You can override the
default link type for a single tag when you add a new authority tag. You can also

override the link type setting for a single existing authority tag. (For example, if an
existing tag is unlinked, you can change it to link the next time you save the record.)

53
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If you find that you override the default frequently, you can change the default. The
new default applies to any authority-controlled tags added to bib records after you
change the default setting. Any tag already created retains the linking type with
which it was created. (For instructions, see Choosing the Default Authority Link

Type on page 20.)

Your system administrator determines which staff members can link tags to authority

records.

To change the authority link type for an individual tag

1 Open a bib record.

Put your insertion pointer in the tag for which you want to change the link type.

2
3 Choose Edit, Link Options, Authority Link Type.
4

Choose the link type that you want from the drop-down list.

Horizon creates the link that you specify:

If you change from
this

Always Link

Always Link

Link On Match

Link On Match

Never Link

Never Link

5 Save your changes.

Creating a Link to an Internet Location

To this

Link On Match

Never Link

Always Link

Never Link

Always Link

Link On Match

Horizon does this

No change
Unlinks the tag immediately

If the tag is linked, Horizon leaves it
linked.

If the tag is not linked, Horizon links the
tag when you save the record.

If the tag is linked already, Horizon
unlinks the tag immediately.

If the tag is not linked, Horizon leaves the
tag unlinked.

Links the tag when you save the record

Links the tag if Horizon finds a match. If
Horizon does not find a match, Horizon
links the tag when you create an
authority record to match.

You can display multimedia files from the Internet in PAC and from a bib record by
creating a link to an Internet address. (For example, you can display a text file, a

sound file, a bitmap image, or a web page.) The Library of Congress specifies the 856
tag (Electronic Location and Access) as the one to contain information such as the URL

Adding a Component to a MARC Record
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(Uniform Resource Locator) and the description; however, Horizon recognizes
several prefixes (such as http, ftp, and www) and automatically creates links for
them when you add them in any subfield. The computer running PAC must have
access to the Internet to enable the connection.

Here is an example of an 856 tag that references a graphic file on the Internet:

A | o kw1

Status: co Createc: 112095 Laclsteck: 115252
Caemer: Lnowened tens: 1
ield: Public notz |Ugtiona)

o0 cands _

a1 AL A0S0 I

s 8897 01:3000000.0

05 Ga0442 1986 _ cau eng _ _

Mo ozs o 25008428 Mk

120 _ _ = 0520054032 (alk. paper)

135 _ _ C& nocalorl 2030 208

40 _ _ zaDLC feDLC

12000 Za k4105932 th OS5 1386

=2 0 ZavElM924 1219

25 0 0 zaConfronting Stravinsky : thman, musician and modernist S o edited by Jann Pazler.

260 0 _ = Berkslsy: fo Univerzily of Zalifornis Press, fo ol 956,

283 _ _  Zadelo

oo _goxix, 38C g [8] Ieeves ol plaes o Ll music ) e 27 oo

S04 0 zaIncludes bibliographica references and indzsx.

o0 10 Za Stavinsky, lgor, fod 1882-1371.

o0 1 0 ZaPasler, Jann

36 :L{ hit: el oc govvitr et formdguidedtaud TO02 jog | 121 Click here to zee a picture of Stravinsky .
ada _ _ oznb =1 fee MLA12.2933 30 CTS1986 th nain ko mainste frao felc

99 _ _ Zlmuws fnl famMLA10.593R 3h V51586 f21

URL addresss Description that
displays in PACS

To create a link to an Internet location with an 856 tag

1 Opena MARC record.

2 Add the 856 tag. (For instructions, see Adding a Component to a MARC Record

on page 48.)
3 Enter the URL, including its appropriate prefix, in subfield u.
Horizon displays the link as specified for linked field data.

4 If you want a description of the link to display in PAC, enter the description in
subfield z.

5 Save your changes.

Creating a Link to a Stored Multimedia File with a 958 Tag

You can display stored multimedia files in PAC and from a bib record by creating a
link to a multimedia file using a 958 tag. (For example, after a user conducts a
keyword search for “mona lisa,” you can have PAC display a full bib record
describing the painting. To view an image of the painting, the user double-clicks on
the line of the full bib that says “Document scanned image of Mona Lisa.”)

Adding a Component to a MARC Record



The 958 tag contains information such as the document type, media type, document
file name, and description. The multimedia files must be stored on a drive accessible

Chapter 3: MARC Editing

to the computer that runs PAC.

Here is an example of a bib record with several 958 tags referencing multimedia files:

NMEEEINEIH

Stotus: oo Crootod: 11 2005 Updoted: 270z
Daemer: Lnowyned ftems: 1
Fleld: Leaczr [Dptionsl]
o0 cam_a_
am ALAD03ZM
o5 139211 0300000C.0
05 840525 1984 _ onc oerg _ _
Mo _ ta Gd045°72
200 _ _ 30553050613
138 ta(oColonO0SS0393
13 00 _ 32 th3 o3 pd3 el
140 _ _ laDLg JuIls
150 0 33 HF5336 th w474 - 954
70 0 _  FaHF5386.M29
12 0 _ FagsCa f219
o0 1 _ faMcCormack, Mark H.
M5 10 tawhat they don't trarh wri at Harvard Aiainrzs Schonl © T by Mark H BMeCoemack
260 0 _  faToronto; faMew Vork: fh Bantam Books, fcc1334.
00 faomwi @SB o do 24 oom.
3500 0 fa Managernert
349 _ _ 1L 31w HFS3S6 x M4T4 1985 Thmain Ik mainstx trb fele
/s ia AW i Mavidzo fo spase.as
/s _ _ ta Y R M&Einssrver]to oiwintbintspacejupsin exe o Jupiter: Yoyager fly-ky simulstion
I8 _ 13 3F th SpacelC o ciimagesiupieridup0? gif |¢d Image of wpite's moon Calliste |
58 _ _ faTXT ik DocSe ver| 1o chdocswovager encoanter with Mars{ 1o hasa neves relesse on
“Wonkaner encnnt=r v opter
399 _ _  fmomt inL faHFSISE fo M4T41554 I
File type in - Media type in - File name in - Description
subfield a subfield b subfield « in subfield o

To create a link to a stored multimedia file with a 958 tag

1 Opena MARC record.

2 Add a 958 tag to the bib record.

Your system administrator may need to add this tag with subfields q, b, ¢, and d to

your system.

(For instructions, see “Setting Up or Changing Valid MARC Record Components” in

the Cataloging Setup Guide.)

3 Enter the document type in subfield a.

The document type is a library-defined code. It defines the type of attached file.

Some file types include:

¢ GIF image files

o TIFF image files

e WAV sound files

4 Enter the medium name in subfield b.

Adding a Component to a MARC Record
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This connects the logical name of the medium where the attached document is
stored to a physical driver on the user’s workstation. (For information about
available media names, see your system administrator.)

5 Enter the document’s full path file name, including the drive specification, in
subfield c.

This is the name of the file that contains the media document.
6 Enter a description of the media file to be heard or seen in subfield d.
This is the description that displays in PAC.

7 Save your changes.

Linking Authority-Controlled Records to Bib Records

You can link one or more authority records to one or more bib records. If you have
chosen an authority link type of Always Link or Link On Match (and Horizon finds a
match in your database), Horizon does one-to-one record matching automatically. If
you have chosen an authority link type of Never Link or Link On Match (and Horizon
does not find a match), you can link one-to-one by changing the link type. (For
instructions, see Changing the Authority Link Type for an Individual Tag on page
53.) You can also link one-to-one, one-to-many, or many-to-many manually.

This section explains these topics:

¢ Linking Authority-Controlled Records to Bib Records on page 57

¢ Linking One or More Authority Records to One or More Bib Records on page
58
Linking a Single Authority Record to a Single Bib Record

You can link one authority record to one bib record if you open in the MARC Editor
only the two records that you want to link.

O If you have multiple records of either type open and want to do a one-to-one linkage,
do the steps for linking multiple records and choose a single record from both the
“from” and the “to” columns. (For instructions, see Linking One or More Authority
Records to One or More Bib Records on page 58.)

To link a single authority record to a single bib record
1 Open a bib record to which you want to attach an authority record.
2 Open an authority record that you want to attach to the bib record.

3 Choose Marg, Link Record, or click the Link icon ( |@ ) in the toolbar.

Horizon opens the Resolve Link dialog box:
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Hezolve Link HE

Cancel

Select linkirg tag for base |

H by arZonal Mamns

400 - Seres /Added Entry-Perzonal Yame
GO0 - Subizcl Auddew Enles-Personsl Marny
700 - Adeed Entry-Personal Meme

500 - Series Added Zrtry-Personal Hame

If necessary, double-click the type of tag that you want to use as the authority tag
designation.

Note: If a tag that you are trying to attach already exists in the bib record as a
nonrepeatable tag, Horizon does not attach the tag. Instead, Horizon displays a
tag message that explains why the tag cannot be attached.

Note: If the use code of the authority record does not match the type of tag you
chose, Horizon asks you to confirm a change in the use code. (A use code indicates
whether the authority record is valid for use as a certain authority type.)

Save your changes.

Horizon inserts the new authority tag and its text in the correct numeric order.
You can cut and paste the new tag to move it to the position that you prefer,
depending on how your tag action is set. (For instructions, see Cutting, Copying,
Pasting, and Deleting Information in a MARC Record on page 65.)

Linking One or More Authority Records to One or More Bib Records

You can link one authority to one bib, many authorities to one bib, many bibs to one
authority, or many authorities to many bibs.

Linking multiple records to multiple records can become complex.
Make sure you understand what you are linking before you complete
this task.

To link one or more authority records to one or more bib records

1
2
3

Open the bib records to which you want to attach authority records.
Open the authority records that you want to attach to the bib records.

Choose Marg, Link Record, or click the Link icon ( |@ ) in the toolbar

Horizon opens the Link Record dialog box with all the open records displayed in
both columns:
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Link Records
FROM Record(s) T2 Record(s)
Auth 26935 Auth 26935
Auth 26940 Auth 26940
Bi 1104 Bib 1104
Bib 1105 Bib 1105

@ Snglefutinle

" MutipleMutiple

Cancel

L

4 Do one of these options:

To do this Do this

1. Mark Single/Multiple.

. Highlight the bib record you want to link from in the
Link one bib to one authority From Records column.

N

3. Highlight the authority record you want to link to in
the To Records column.

1. Mark Single/Multiple.

2.In the From Records column, highlight the bib

record number from which you want to link.
Link one bib to multiple

authorities

w

.In the To Records column, highlight the authority
record numbers to which you want to link.

Note: When you mark Single/Multiple, Horizon lets
you highlight multiple records in only one column.

1. Mark Single/Multiple.

2. Highlight the bib record numbers you want to link

) ) ) from in the From Records column.
Link one authority to multiple

bibs 3. Highlight the authority record number you want to

link to in the To Records column.
Note: When you mark Single/Multiple, Horizon lets
you highlight multiple records in only one column.

1. Mark Multiple/Multiple.

2. Highlight the bib record numbers you want to link

) ) o from in the From Records column.
Link multiple authorities to

multiple bibs 3. Highlight the authority record numbers you want to

link to in the To Records column.

Note: When you mark Multiple/Multiple, you can
highlight multiple records in both columns.

5 C(Click Link.
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If a tag can attach in more than one area (for example, the tag can attach as
either a tag 651 or 691), Horizon opens the Resolve Link dialog box:

Hezolve Link HE

Cancel

Select linkirg tag for base |

H by arsonal Mams
400 - Seres /Added Entry-Perzonal Yame
600 - Subjecl Adues Enlr=-Personal Bane
700 - Adeed Entry-Personal Meme
500 - Series Added Zrtry-Personal Hame

Note: If more than one linking record can have a tag attach in more than one
area, Horizon displays the number of the record whose tag attachment you need
to consider in the Resolve Link title bar.

6 If necessary, double-click the tag that you want to use as the authority tag
designation.

Note: If a tag that you are trying to attach already exists in the bib record as a
nonrepeatable tag, Horizon does not attach the tag. Instead, Horizon displays a
message that explains why the tag cannot be attached.

7 Make sure that one of the bib records is the active window.
8 Save the bib record.

Horizon inserts the new authority tags in their correct numeric order into the
active bib record. You can cut and paste the new tags to move them to a position
that you prefer, depending on how your tag action is set. (For instructions, see
Cutting, Copying, Pasting, and Deleting Information in a MARC Record on page
65.)

9 Activate and save each remaining bib record.

Breaking a Link Using the Unlink Command

You can break authority to bib links by changing the link type. You can break any kind
of link by using the Unlink command.

To break a link using the Unlink command
1 Put your pointer in a linked tag.
2 Choose Edit, Link Options, Unlink Tag.

The link is broken and Horizon changes the link type to Never Link.
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Troubleshooting Problems with Linking

When you try to link records, Horizon does not always complete the link. Linking
occurs based on settings in the software or on your actions in the software. When
linking does not occur, the software settings or actions on your part do not match

the needed actions in Horizon.

To troubleshoot problems with linking, look in this table to find the type of problem
that you encounter. Then do the steps to resolve the issue:

61

If the tag does not link
because of this

The tag is not set up to link.

Automatic linking is not
turned on.

The authority link type is
Link On Match, and Horizon
has no authority match for
the bib record.

The authority link type is
Never Link.

Automatic Linking is turned
on but your insertion marker
is still in the subfield.

Automatic Linking is turned
off but you have not saved
the record.

Your security settings do not
let you make these links.

You are using subfield z to
match records but you have
not chosen an import source.

Horizon is set to Link on
Match and you have a
typographic error.

Do this

Set up the tag for linking.

(For instructions, see “Setting Up or Changing Tag
Linking” in the “Setting Up or Changing Valid MARC
Record Components” section of the Cataloging Setup Guide.)

Turn on automatic linking.

(For instructions, see Choosing Automatic Linking
between Records on page 19.)

Create an authority record to match the bib record tag.

(For instructions, see Creating an Authority Record on
page 116.)

Change the link type to Always Link or Link On Match.

(For instructions, see Changing the Authority Link Type
for an Individual Tag on page 53 or Choosing the
Default Authority Link Type on page 20.)

Move your insertion marker to another tag.

Save your changes.

See your system administrator.

Select an import source.

(For instructions, see Linking Bib Records by Using an
Import Source on page 103.)

Check your entry or browse for the record to which you
want to link.

(For instructions, see Adding a Link Tag to a Bib
Record on page 50.)
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Adding a Subfield to a Tag

Your system administrator usually sets up tags so that the most commonly used
subfields for each tag display when you open a workform that has tags already added
or when you add a valid tag to a MARC record. However, you can also add other
subfields to tags in MARC records. If you have activated Error Checking, Horizon
marks as an error any subfield that you add that is not appropriate for that tag.
Horizon also marks as errors any duplicate subfields that are not repeatable.

(For more information on Error Checking, see Activating Error Checking in Records
on page 22.)

To add a subfield to a tag

1 Opena MARC record.

2 Add a tag if necessary. (For instructions, see Adding a Component to a MARC
Record on page 48.)

3 Put your insertion pointer next to an existing subfield code.
4 Do one of these options:
» If you want to choose a subfield from a list, do these steps:

- Choose Edit, Add Subfield, or right-click in the record and click Add Subfield
on the pop-up menu.

Horizon opens the Select Subfields to Add window.

- If you want Horizon to find the subfield in the list, type the letter of the
subfield you want.

- Double-click the subfield that you want to add.
Horizon inserts the subfield at the end of the tag where your insertion pointer
is.
¢ If you want to add a blank subfield, do these steps:

- Choose Edit, Insert Subfield, or right-click in the record and click Insert
Subfield on the pop-up menu.

Horizon inserts a blank subfield at the insertion pointer. The blank subfield
displays an underscore to designate where you enter the subfield code.

- Enter an alphanumeric subfield code. (For more information, see Editing
Components of a MARC Record on page 65.)

5 Enter the information that you want in the subfield.

6 Repeat steps See "Put your insertion pointer next to an existing subfield code."
through See "Enter the information that you want in the subfield.” for any other
subfields that you want to add.

7 Save your changes.

Adding a Component to a MARC Record
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Editing a MARC Record

Horizon offers several advanced editing options that affect the way all MARC
records display. Your system administrator can set up Horizon to take advantage of
these features:

« Basing authority control on bib subfields. This lets authority-controlled bib
tags have different sets of controlled subfields. (For example, the bib tag 400
<subfield v can be set as not controlled, while the bib tag 600 subfield v can be
set as controlled.) If you use this feature, bib subfield control values (rather
than the subfields in the authority record) determine which bib subfields are
controlled. Only linking bib subfields have to match the corresponding subfield in
the authority record. This is especially useful if you want to have unique volume
numbers on bib tags that are controlled by the same series authority.

The new bib subfield control settings do not automatically affect all bib records.
Once you have made the changes, if you add, modify, or overlay a record,
Horizon applies the new settings. Previously existing records are modified if you
open and resave them, or if you run BARelink. (For more information, see your
system administrator.)

¢ Ignoring ending punctuation from all linking bib subfields during authority
matching. This prevents Horizon from generating duplicate authority records
when the ending punctuation on linking bib subfields is different from the ending
punctuation in the corresponding subfield of the authority record.

¢ Preserving original ending punctuation on linking bib subfields. When you
import bib records, Horizon may link a new bib record to an existing authority
record that has different ending punctuation from the authority record being
imported with the new bib record. Your system administrator can choose to
preserve and display the original ending punctuation in the controlled bib
subfields instead of replacing the bib subfields with the ending punctuation from
the corresponding authority tag.

¢ Preserving local authority subfields. This feature lets you retain any
information you have added or edited in local authority subfields (for example,
subfield w on 4XX and 5XX tags) when you import and export MARC records.
(Instructions contained within local authority subfields cannot yet be interpreted
in PAC.)

Your library may have determined which of these advanced editing options to
implement when you installed a previous version of Horizon (6.0 or later). (For
more information, see your system administrator.)

Additionally, you can edit individual MARC records, including the header. The MARC
Editor lets you edit most parts of a MARC record as if you were using a word
processor. You can edit information in tags, indicators, and subfields. You can also
move, copy, and paste information. Horizon lets you change anything in the records.
However, if you have activated Error Checking and create an invalid tag, subfield
code, or indicator, or enter invalid information in a fixed field, Horizon marks the
invalid information as an error. (For more information, see Activating Error
Checking in Records on page 22.)
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You can go back to the previously saved record at any time while you are editing by
closing the record without saving it. You can also use Undo ( £2 ) and Redo ( §2 ) to

move sequentially through any changes made since the last time you saved the
record. If your system administrator has set it up, you can check the spelling in
specific subfields of a record. You can see how the record will look before you save it
by reformatting it. However, once you save a record, you must re-edit the record to
reverse any changes.

This section explains these topics:
+ Editing the Header on page 64
+ Editing Information in a MARC Record on page 64
¢ Checking the Spelling in a MARC Record on page 75
* Reformatting a MARC Record on page 78

Editing the Header

The header runs across the top of each MARC record. It displays this information:

¢ The record’s status

¢ The date the record was created

e The date the record was last updated

e The record’s ownership

¢ The number of items associated with the record

¢ A description for the field (tag, indicator, or subfield) where the insertion pointer
is

You can edit the background and text colors for the header. (For instructions, see
Choosing a Background Display on page 27.) You must edit the other information in
the header from the control record. (For more information, see Adding or Editing
Information in a Control Record on page 231.)

Editing Information in a MARC Record

A MARC record is made up of components such as tags, indicators, fields, and subfields.
Each component contains specific information that can be added or edited as
necessary. If your system administrator has defined relationships between bib and
item records, Horizon lets you choose to change the call numbers in any attached copy
and item records.

Besides changing the information in a component, you can also use special techniques
to control how search results are sorted. You can also enter special characters not
typically found on a keyboard.

O Before you edit an authority-controlled tag, check for an existing authority to make
sure that you do not change anything that you do not want to change. (For more

information, see Editing Authority Records on page 119.)

This section explains these topics:
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¢ Cutting, Copying, Pasting, and Deleting Information in a MARC Record on
page 65

« Editing Components of a MARC Record on page 65

¢ Moving Tags in a MARC Record on page 67

« Editing Call Number Fields in Bib, Copy, and Item Records on page 67
« Editing Text to Control the Sort Order of Records on page 68

¢ Entering Special Characters on page 69

Cutting, Copying, Pasting, and Deleting Information in a MARC Record

When you want to move, copy, or delete information in a MARC record, you first
choose the information by highlighting it. You can choose parts of a MARC record in
these ways:

¢ By dragging the mouse pointer over the portion that you want.
¢ By right-clicking on a tag or subfield and choosing from the pop-up screen.

¢ By clicking on a tag or subfield and using the Edit drop-down menu to display
selection choices.

¢ By using TAB, Shift+TAB, and the arrow keys to move around the record, and
highlighting information using SHIFT+any arrow key.

¢ By using keyboard shortcuts. (For more information, see Customizing Keyboard
Shortcuts on page 35.)

The MARC Editor follows these conventions when you cut and paste subfield
information:

¢ When only subfield text is selected for deletion, the paste is a simple text
replacement and the pasted text replaces the selected text.

¢ When the text selected for deletion includes the subfield ID and part (but not all)
of the subfield text, the deletion leaves the paste point in the subfield ID. Then
Horizon uses the first character of the text that you paste as the new subfield ID
and discards the rest of the material.

o If all of the subfield text and the subfield ID are selected for deletion and the
subfield being deleted is the only subfield in the tag, the deletion leaves a tag
with no subfields. Horizon inserts a new subfield with no ID and pastes the
subfield data text.

Once you choose the information that you want, you can use standard Windows
delete, cut, copy, and paste commands to move the information. (You can also
right-click on a tag or subfield, or use the Edit drop-down menu, and then choose to
copy or delete information.) Your system administrator can control whether you
have the rights to edit or delete information in subfields and tags.

Editing Components of a MARC Record

You can edit these elements of a MARC record:
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Tags. The tag is the three-digit number associated with each field. You can change
or add tags in a MARC record.

Fixed Fields. Fixed fields in a MARC record include the leader and the 0XX tagged
fields. They are divided into positions, which contain information in abbreviated
form about the record. This information can only fill the predefined length of the
field. Some positions accept not only a certain length of information, but a specific
set of values or codes defined by MARC standards.

Fixed fields are also called “controlled text.” Make sure that you understand MARC
standards before you make any changes in fixed fields. (For more information, see
Library of Congress publications about MARC, or visit the Library of Congress web
site at http://lcweb.loc.gov/marc/.)

Indicators. Horizon displays an undefined indicator as an underscore ( _). You can
edit an indicator by replacing it with a lowercase alphanumeric character or by
deleting the existing character. Make sure that you understand MARC standards
before you make any changes in indicators. (For more information, see Library of
Congress publications about MARC, or visit the Library of Congress web site at
http://lcweb.loc.gov/marc/.)

Nonlinking fields. A nonlinking field resides in only one record and does not link
to any other record. Most fields in a record are nonlinking. You can edit text in
any nonlinking subfield at any time. Because the field does not link to any other
record, any changes you make affect only the record that contains the nonlinking
information. You can change the whole field or a part of it.

Linking subfields. A linking subfield attaches the bib record to another source of
information (for example, another record or an electronic location). When you edit
a linking subfield, the changes can affect every record in your database that is
attached to the subfield that you edit. Make sure that your information is accurate
before you edit a linking subfield.

If you have error checking turned on, double-clicking on an error message positions
your cursor in the record at the error so that you can correct it easily. (For more
information, see Activating Error Checking in Records on page 22.)

O You can use SHIFT+F1 from a valid MARC tag in a MARC record to link directly to the
Library of Congress web site where that tag is explained. Your system administrator

can

change the link so that it finds a different URL. (For instructions, see “Setting Up

or Changing Valid MARC Record Components” in the Cataloging Setup Guide.)

To edit components of a MARC record

1
2

3

Editing a MARC Record

Open a MARC record.
Do one of these options:

¢ Put your insertion pointer on the left side of the component where you want to
enter information.

¢ Highlight the information that you want to change.

Enter the new information for that component.
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Note: When you have your insertion pointer in a component marker (such as a
tag, indicator, or subfield delimiter) or in any other component that has valid
values defined, you can press F12 for a list of valid codes. Double-clicking on the
code that you want inserts it into the proper position. (Horizon notifies you if no
valid codes are available.)

Moving Tags in a MARC Record

Horizon 7.4 and later versions let you move tags in a MARC record without breaking
any links in link tags. It is not necessary to cut and paste tags if you need to move
them. (Cutting and pasting breaks any links between tags.) The ability to move tags
is useful if you want to order tags numerically.

To move tags in a MARC record
1 Inthe MARC record, place your cursor in the tag you want to move.
2 Do one of these options:

¢ Choose Edit, Move Tag up or Move Tag down.

e Choose CTRL + the up arrow or down arrow.

3 Save your changes.

Editing Call Number Fields in Bib, Copy, and Item Records

You can edit any call number field in the same way that you edit other MARC record
fields. However, if your system administrator has defined relationships between bib
and item records, Horizon creates a connection between the call number fields. (For
more information, see Automatically Filling the Call Number Field in a New Item
Record on page 148 and Automatically Filling the Call Number Field in a New
Copy Record on page 182.) If you edit a call number in a saved bib or copy record
with a call number field connection, the connection prompts Horizon to ask if you
also want to change the call numbers in any attached copy and item records.

Horizon attaches an item record to a bib record either directly or through a copy
record. Copy records attach directly to bib records. Here are examples of the
attachment hierarchies:

Bib Bib
recard record
I
| | | ]
ltem ltem [tem Copy Copy
record record recard recard record
[tem [tem [tem [tem
record record record record
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The connection made when your system administrator defines relationships between
records lets you edit all related call numbers only from the top of the hierarchy down.
This means that when you make changes to the call number in a bib record, Horizon
asks if you want to make the same change in the attached copy and item records. If
you make changes to the call number in a copy record, Horizon asks if you want to
make the same change in the attached item records. However, Horizon cannot apply
changes you make in an item or copy record to a bib record, or from an item record
to a copy record. If you want to do this, you must edit the records manually.

Editing Text to Control the Sort Order of Records

By default, Horizon sorts records found in a search by nonalphabetical characters
first, followed by alphabetical characters from left to right.

Here are ways that you can change the sort order of items:

¢ Use a nonfiling indicator in the second indicator position of the title field. These
indicators determine how many leading characters Horizon ignores when it
creates a list that you can browse alphabetically. (For instructions, see Editing
Components of a MARC Record on page 65. For more information about
nonfiling indicators, see Understanding Indicators on page 42.)

e Enter nonsorting delimiters around characters or words in a field that you want
displayed, but not used for sorting. (For example, if you want an author whose last
name is MacDonald to display as “MacDonald” but to sort with authors whose
name is “McDonald,” enter the “a” between these delimiters.)

¢ Enter sorting-only delimiters around characters or words in a field that you want
sorted, but not displayed. (For example, if a title begins with the number “8,” you
can have it sort by but not display the word “eight.” Enter “eight” between these
delimiters with the number “8” just following.)

To edit text to control the sort order of records in staff searching
1 Opena MARC record.

2 Click where you want to insert the sort delimiters.

3 Do one of these options:

e If you want to enter nonsorting delimiters, choose Edit, Insert Delimiters,
Non-Sorting.

¢ If you want to enter sorting-only delimiters, choose Edit, Insert Delimiters,
Sorting-Only.

Horizon inserts the delimiters and puts the insertion pointer between them.

4 Enter the appropriate characters between the delimiters.
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Entering Special Characters

You can enter most characters in a MARC record with your keyboard. However,
some special characters do not appear on the keyboard. These characters include

wrn U~ n

diacritical marks that show how to pronounce a letter, such as “é” or “i.” Horizon
lets you enter special characters, including diacritics, into MARC records.

O Depending on the font used for the application that displays MARC records, some
special characters might not display properly. (For instructions on changing your
font, see Changing Font Options on page 28.)
This section explains these topics:

¢ Using the Diacritic Button Bar on page 69

¢ Using the Diacritic Shortcut Bar on page 71

¢ Using the ALA Hex Set on page 73

¢ Using the Windows Character Map (Charmap) on page 72

¢ Using Unicode on page 74

Using the Diacritic Button Bar

The Diacritic Button bar shows a graphic representation of the available special
characters on buttons. You can click the buttons to place the special characters in
the MARC record where you have your insertion pointer. You can select a character
list to display the set of buttons that you use most often.

You can customize the Diacritic Button bar to include the special characters that you
use most often. (For instructions, see “Creating or Editing a Diacritic Shortcut” in
the “Customizing Diacritics” chapter of the Launcher Configuration Guide.)

To enter special characters using the Diacritic Button bar
1 Open a MARC record.

2 If the Diacritic Button bar is not open, choose View, Diacritic Button Bar, or
click the Toggle Diacritic Button Bar icon ( |§ ).

Here is the Diacritic Button bar with the ALA Diacritics group of buttons
displayed:
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You can click here to expand or contract
the window if the button is not grayed out.

Drag this bar to mave the

|
Al— Click here to hide

window toa new location

in the workspace.

ﬂ the window.

Drag the edge of the

window toresize it.

I B I B I
E|&|g|a|g|d
A d | & = £
= (E|o|= |50
O|(O0|o|&]y|8
g~ |d|alp|E
i | |2 |D(O|o
b | d| | ®| % |1
E|ld|o|p @
# ~ | _ | o

Depending on the font you use, the Character column
may display a lighter small “&” with a mark near it.
This indicates a mark that combines with a letter.
These are called “Combining Diacritical Marks.”

— Depending on the number of
buttors available, you can scroll
down to see more characters.

=

3 Do any of these options, as necessary:

¢ To see more characters, click the Expand button ( = ), or use the scroll bar.

¢ To get a pop-up menu of other character lists, right-click the Diacritic Button

bar.

Horizon displays this window:

Click here to access the
Diacritics tab of the
Customize Launcher window.

Customizes Diacritic Bar

AL Diacritics

Combining Diacritical Marks
Compatibility Area

Latin / Extended Latin

The current group of buttons —— v Other Symbals

is marked with a check.

Spacing M odifier Letters
kdare. .

I The pop-up list shows some of the
button groups that you can choase.

Click here to display the Select Button Group

window listing all of the available character groups.

4 If you want to choose a different character group for the Diacritic Button bar, do
one of these options:

Editing a MARC Record
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To choose a character group from the
pop-up list

1. Find the name of the character group
that you want to use.

2. Click the name of the set.

Horizon displays the characters from

that group in the Diacritic Button bar.

To choose a character group from the full list

1. Click More.

Horizon shows the Select Button Group
window.

2. Find the name of the character group that
you want to use.

3. Double-click the name of the group.

Horizon displays the characters from that
group in the Diacritic Button bar. The next
time you open the pop-up list, your most
recent choice displays at the top of the list
of eight group options with a check mark
beside it.

5 To remove the Diacritic Button bar from the workspace, click the Hide docked
window button ( &l ), or click the Toggle Diacritic Button Bar icon (@ ).

Using the Diacritic Shortcut Bar

The Diacritic Shortcut bar lists commonly used special characters, the keystrokes
that can create those characters, and a description of each character. You can
perform the keystrokes that create a specific character with or without displaying
the Diacritic Shortcut bar. However, if the Diacritic Shortcut bar is open, you can
double-click your choice from the list to have it entered at the insertion point.

You can customize the Diacritic Shortcut bar to include the special characters that
you use most often. (For instructions, see “Creating or Editing a Diacritic Shortcut”
in the “Customizing Diacritics” chapter of the Launcher Configuration Guide.)

Q In the Shortcut column, all the keyboard letters display as
uppercase. However, if the keystroke combination does not include
pressing the SHIFT key (for example, F7,A), then type the letter
without shifting. The CAPS LOCK key can be on or off while you enter
these shortcuts, as it does not affect the codes.

To enter special characters using the Diacritic Shortcut bar

1 Open a MARC record.

2 To display the Diacritic Shortcut bar, choose View, Diacritic Shortcut Bar, or
click the Toggle Diacritic Shortcut Bar icon ( & ).

Horizon displays the Diacritic Shortcut bar:
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Shorcut Bar
Shortcut | Char... | Description | =l
F7.3hift+E @ Brawe
F7,Ctri+3 £ British Pound J
F7.shift | & Candrabindu
Fr.c 4 Cedilla Inthe Character column, a light lowercase “o”
Frw § Clrcle above (Angstrom) with a mark near it shows how the mark will
FTSNIREA| Circle belowd combine with the letter in the MARC recaord.
F7.shift+x | & Circumflex
F7x B Circurnflex (3pacing)
F7.5hift+y Copyright mark
F7.5hift+, ] Dot below
F7. Dot in middle of line LI

Put your insertion pointer where you want to add a special character.
Do one of these options:

* Press the key combination from the Shortcut column for the character that you
want.

¢ Double-click the shortcut, character, or description of the character that you
want.

Note: Depending on the font you use, a character in the Characters column may
show a lighter small “0” with a mark near it to indicate a mark that combines
with a letter in the manner shown. These are called “Combining Diacritical
Marks.” When you invoke this kind of character, the mark combines with the
letter to the left of the insertion pointer.

Using the Windows Character Map (Charmap)

You can enter special characters by using the Windows Character Map (Charmap),
which displays characters based on language or symbol charts. You can use the
Character Map to see all the special characters available in the font that you are
using. (For more information about Charmap, see the Windows online help or user’s
manual.)

Q Although you can use the Charmap characters to add text to a record,
other methods can take less time. Using the Diacritic Button bar may
be the fastest way to enter special characters for most users. (For
more information, see Using the Diacritic Button Bar on page 69.)

To enter special characters using the Windows Charmap

1
2

Editing a MARC Record

Open a MARC record.
Choose Start, Programs, Accessories, Character Map.
In the Font field, use the pull-down menu and highlight the font that you want.

Note: If you choose a font that is different from the font that you are using for
editing, Horizon may not show the characters that you choose.
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4 Double-click the character that you want.
The system puts that character into the Characters to Copy field.

5 If you need to add a string of characters, repeat step See "Double-click the
character that you want." until you have all the characters that you want.

6 Click Copy.
7 Click Close.

8 Put your insertion pointer in the record where you want to enter the special
characters.

9 Press CTRL+V to paste the new characters into the field.

Using the ALA Hex Set

You can enter special characters using an ALA hex set. A hex set is a code for a
special character that you enter between ALA delimiters. (For a list of hex set codes,
see Appendix: Appendix A, "ALA Hex Sets" on page 272.) While some Public Access
Catalogs (PACs) may be able to display only the MARC character closest in
appearance to the hex set, the code remains in the bib record so that any utility that
can interpret the set can display the correct character.

For example, if you want to enter the lowercase Icelandic thorn, enter the hex set
for that character between two ALA delimiters:

Bib: 321
RS NE R
status: cc Created: 11,294 Updated: 517102
Crwned by: Unowned Copies: 1
Field: Rernainder of edition statement [Optional]
045 0 fh 41950 d
048  Tawb01Xa kadl
0s0 0 famM2461h E
100 1 Ia Eben, Petr
240 1 0 Ia Sonata, Im oboe & piano
o 25 1 0 Ta Sonata pro hoboj a klavir: Th 1950 ffc Petr Ehen.
This is the ALA hex — 288 =4 wddnits {b__41|
set Code ror the 260 _ IEI Praha Ih F'antDn,Il: 1979,
. . 300 Talscore(35p)+1pat (12 p);fc 31 cm.
Icelandic thorn, 500 Ta For oboe and piano.
lowercase, entered 500 fa Duration: ca. 12:00.
inside the code 650 0 4 Ialandfillfx potatoes J
delimiters 650 _ 0 Ta Sonatas (Oboe and piano) Tx Scores and parts.
o 00 0 0 Ta2Jonas, Steven.
arneon Ta.lnnas Steven
4 | _’I_I

After you move out of a subfield or save your record, Horizon displays the character
correctly if the font you are using can display the character:
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atatus: cc Created: 11,245

Crwned by: Unowned

Field: Date of publication, distribution, etc. [Optional]

045 0 fh 41950

048 & owb013a ka0t

os0 _  faM2461h E

100 1 _  T= Eben, Petr.

240 1 0  Ta Sonata,Im oboe & piano

245 1 0 Ia Sonata pro hoboj a klavir Ib 1950 fIc Petr Eben.
2o trpdd i b

2680 Ta Praha :Ih Panton, Tc 1979,

300 Talscore(35p)+1pat (12 p);fc31 cm
500 Ta For oboe and piano.

500 fa Duration: ca. 12:00.

650 0 4 Ialandfillfx potatoes

650 _ 0 Ta Sonatas (Oboe and pianol¥x Scores and parts.
00 0 0 Ta2Jonas, Steven.

arneon Ta.lnnas Steven
K1

Updated:; /1702
Copies: 1

[

L

»il

Horizon also exports the character in ALA hex code so that other computers can
interpret it.

To enter special characters using an ALA hex set

1
2

Open a MARC record.

Put your insertion pointer where you want to enter a special character.

Choose Edit, Insert Delimiters, Embedded ALA.

Horizon inserts the delimiters and puts the insertion pointer between them.

Type the code for the special character that you want. (For a list of codes, see

Appendix: Appendix A, "ALA Hex Sets" on page 272.)

Horizon displays the code to the appropriate special character as soon as you

leave the subfield or when you reformat or save the record.

Using Unicode

Unicode lets you store and display multilingual text on your computer. Horizon can
store and display MARC records in Unicode. However, your workstation must be able
to handle Unicode. (For more information, see “Learning About Horizon’s Unicode
Capabilities” in the “Getting Started” chapter of the System Administration Guide.)

You must be running Windows NT, Windows 2000, or Windows XP to
use Unicode. You must also specify a Unicode font to use in Horizon.
(For instructions on choosing the font for Horizon, see “Logging In to
and Out of Horizon” in the “Getting Started” chapter of the Horizon

Basics Guide, or see Changing Font Options on page 28.)
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Horizon uses Unicode to translate the characters in a MARC record and display them
properly. However, the number of characters available for display depends on the
font used on your workstation. One Unicode font is available in Windows NT. Horizon
includes an additional Unicode font (Andale WT ]).

A character that cannot display in Unicode may display as a place-holding character
such as an empty box or a solid bar, or as the raw code. (For example, <U+00e6> is
the raw code for the digraph “ae.”) Horizon saves the code for any of these
characters with the file so that when a Unicode-capable font is used, whether on the
Horizon workstation or on another computer to which you have exported the file,
the character will display correctly.

Data entry is also dependent on which codepage is specified for your workstation.
This means that you can enter Turkish characters with a Turkish codepage specified
or Russian with a Russian codepage specified, but you cannot enter Turkish
characters with a Russian codepage specified, and vice versa. (A codepage tells your
computer which set of language characters to use as display characters. For more
information, see your Windows user guide or Windows online Help.)

You might want to enter a special character using Unicode values. Horizon can
display some Unicode values. (For more information, see “Creating or Editing a
Diacritic Shortcut” in the Launcher Configuration Guide.)

Q For more information on Unicode, including character set tables, see
the document from the Library of Congress titled “MARC 21:
Specifications for Record Structure, Character Sets, and Exchange
Media” at this URL: http://lcweb.loc.gov/marc/specifications/. You
can also go to the Unicode Home Page at http://www.unicode.org.

To enter special characters using Unicode
1 Open a MARC record.
2 Put your insertion pointer where you want to add a special character.

3 Enter the Unicode value in the form <U+XXXX> where the Xs are alphanumeric
characters.

Any letters that you use can be either uppercase or lowercase. Horizon displays
the Unicode character as soon as you move the pointer out of the subfield or
when you reformat or save the record.

Checking the Spelling in a MARC Record

You can check MARC records for spelling errors. If Horizon cannot find a word in the
spelling dictionary to match a word that it finds in your record, the system displays
the word so that you can correct it or add it to the custom dictionary.

The custom dictionary is a file that Horizon keeps on your local hard drive. The file
accepts any words that you want the system to “learn” and supplements the main
dictionary. If you add words to the custom dictionary that should not be there, your
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system administrator can delete them. (For more information on setting up spell
checking for MARC records, see “Setting Up and Maintaining Spell Check” in the
“Setting Up or Changing Valid MARC Record Components” section of the Cataloging
Setup Guide.)

O The spelling checker searches through only those subfields that have been flagged to
be checked by your system administrator.

To check the spelling in a MARC record

1 Open a MARC record.

2 Choose Tools, Spell Check, or click the Spell Check icon ( &) in the editing

window toolbar.
Horizon checks the spelling in all subfields flagged by the system administrator.
3 Do one of these options:

e If all words in the subfields are spelled correctly, click OK when Horizon
displays the dialog box telling you that spell checking has finished with the
record:

Launcher

Finizhed zpell checking the record
Press OF to continue.

The task is finished.

o If Spell Checking finds a word that is not in its dictionary, Horizon displays the
Spell Checking window with the word listed in the Not Found field along with
suggested replacements in the Replace With field:

Spell Checking

Mat Found: nisspeelle Feset Sungestions |
Suggestions |

lgnore

Igriore &l

Replace

Feplace Al

Add Ta Dictionary |
Cancel |
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Note: If Spell Checking does not recognize any possible replacements for a word
in your record, the Spell Checking window displays a blank Replace With field
and the message “[No suggestions]” in the list window.

Do one or more of these options, as needed:

If you want to do this Do this

Do one of these options:

¢ If you want to replace only this occurrence of the

word, click Replace.
Replace the misspelled word

with the main suggestion  If you want to replace all occurrences of the word

throughout the record, click Replace All.

Horizon replaces the word (or all occurrences) and
continues checking spelling.

1. Click the word that you want in the list window.
Horizon highlights the word in the list and puts the
word in the Replace With field.
2.Do one of these options:
Replace the misspelled word « If you want to replace only this occurrence of the
with a suggestion from the list word, click Replace.
¢ If you want to replace all occurrences of the word
throughout the record, click Replace All.

Horizon replaces the word (or all occurrences) and
continues checking spelling.

See more suggestions for a

replacement for the word. Click Suggestions.

Reset back to the original Click Reset Suggestions.
suggestion list (after you chose | Horizon resets the suggestion list back to the
Suggestions) replacements it suggested first.

1. Enter the correct word in the Replace With field.
2.Do one of these options:

¢ If you want to replace only this occurrence of the
Replace the misspelled word word, click Replace.
with a correction you make  If you want to replace all occurrences of the word
throughout the record, click Replace All.

Horizon replaces the word (or all occurrences) and
continues checking spelling.
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If you want to do this Do this

Click Add To Dictionary.

Horizon adds the word to the dictionary file on the
hard drive of your local workstation. Because Horizon
saves the word on only your local drive, you might
have to add the word again if you work at a different

workstation.
Add the word to the dictionary

for future reference Note: Be sure to add only those words that you really

want. If you add a word by mistake, have your
system administrator correct the error in the
dictionary file. (For instructions, see “Setting Up and
Maintaining Spell Check” in the “Setting Up or
Changing Valid MARC Record Components” section of
the Cataloging Setup Guide.)

Do one of these options:

¢ If you want to ignore only this occurrence of the
word, click Ignore.

Leave the word as it is ¢ If you want to ignore all occurrences of the word
throughout the record, click Ignore All

Horizon ignores the word (or all occurrences) and
then finds the next suspect word.

When Spell Checking has checked all the spell check-enabled subfields in the
record, Horizon displays this window:

Launcher

Finizhed spell checking the record
Press OF to continue.

5 Click OK to close the window and the spell checker.

Reformatting a MARC Record

When you reformat a MARC record, Horizon sorts the tags of the MARC record in the
order that your system administrator designates and deletes all unused tags and
fields that may occur in the record. This lets you create or edit a bib record and enter
tags as you think of them, rather than in any specific order.

Reformatting a record makes the record appear as it will be when you save it. This
process does not update any links or any indexes associated with the record.

Constraints

o If you reformat before you save, you can use Undo ( [£2 ) and Redo ( &2 ) to alter

your current changes to the record. You cannot use Undo and Redo once you save
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the record because saving the record applies the changes to the Horizon
database.

¢ In order for Horizon to update links and indexes, you must save the record after
you format it. Using the reformatting feature only lets you see your changes
before they actually take affect in Horizon.

Q Your system administrator can set up the MARC Editor to sort tags alphabetically,

numerically, by numerical group, or not at all. (For instructions, see “Setting Up or
Changing General Cataloging Type Parameters” in the “Setting Up or Changing Valid
MARC Record Components” section of the Cataloging Setup Guide.)

To reformat a MARC record

1 Open a MARC record.

2 Make the changes that you want to make.

3 Choose Marc, Reformat, or click the Reformat Record icon (E ) on the toolbar

in the edit window.

Horizon removes any unused tags and subfields and puts added tags

Saving and Closing a MARC Record

Once you have made the changes that you want to make in a record, you need to
save the changes. If your system administrator has chosen a specific sort tag action,
Horizon sorts the tags of a MARC record in that order when you save. Horizon also
deletes all unused tags and fields that may occur in the record. (For more
information, see “Setting Up or Changing General Cataloging Type Parameters” in
the “Setting Up or Changing Valid MARC Record Components” section of the
Cataloging Setup Guide.) You can also save a record when you close it.

When you save an authority-type MARC record, Horizon looks in your database for
an existing record with the same main heading. If Horizon does not find a match,
Horizon saves the record you created or edited. If Horizon finds a match, Horizon
displays the matching authority record number and lets you choose one of these
options:

¢ Continue with the existing authority record instead of the one you created or
changed.

¢ Merge the two records

¢ Keep both the new and the existing authority record in your database.

If you want to manually check for a matching authority record using more than the
main heading, you can use staff searching. (For instructions, see Using Staff
Searching to Find an Authority Record on page 118.)

To save and close a record
1 Open a MARC record.

2 Make the changes that you want to make in the record.

Saving and Closing a MARC Record
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If you want to see what the record will look like when you save it but you do not
want to save it yet, choose Marc, Reformat.

Do one of these options:

¢ If you want to leave the record open after you save the changes, choose File,
Save.

Horizon removes any unused tags and subfields, puts the information that you
added into its appropriate place, and then saves the record. Horizon leaves the
record in your workspace.

¢ If you want to close the record and save the changes, choose File, Close, and
answer Yes to save the changes.

Horizon removes any unused tags and subfields, puts the information that you
added into its appropriate place, and then saves and closes the record.

If you are saving an authority MARC record and Horizon finds a match, Horizon
displays a message telling you that a matching authority record was found in the
database.

If Horizon finds a match for an authority record, choose one of these options:

* View matching record. This option closes the new or edited authority record
without saving it and opens the existing authority record in the MARC Editor.

* Save and Merge Authorities. This option saves the new or edited authority
record and opens both the new or edited record and the existing record in the
merge utility so that you can merge the two records. By default, Horizon uses
the new or edited authority record as the surviving record, but you can choose
to use the existing authority record as the survivor.

¢ Save only. This option saves the new or edited record as a separate authority
record and also keeps the existing authority record.

Printing a MARC Record

You

can print a record once you have it displayed on your screen by using standard

Windows printing commands. You can print batches of MARC records using the same
steps that you would use to export batches of records. (For more information, see

Cho

Printing a MARC Record

osing Batches of Records for Exporting or Printing on page 257.)
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This chapter explains additional ways you can work with new and existing
bibliographic (bib) records, including merging and linking bib records to other bib
records.

This chapter contains these sections:

¢ About Bibliographic Records on page 81

¢ Creating a New Bib Record on page 82

¢ Finding and Opening an Existing Bib Record on page 83
* Using a Selection List on page 88

* Copying a Bib Record on page 97

* Merging Bib Records on page 97

* Working with Linked Bib Records on page 99

¢ Deleting a Bib Record on page 108

* Reassigning a Borrower Hold Request on page 109

About Bibliographic Records

The primary goal of cataloging is to make items readily accessible to the user.
Bibliographic (bib) records provide this access. However, a bib record by itself does
not indicate that a specific item exists in your library. Iltem records—one for each
item—must be attached to bib records to represent individual items on your shelves.
You must have a bib record for each title and an item record for each item in your
holdings. (For more information about item records, see Item and Copy Records on
page 134.)

Horizon stores bib information in standard MARC format, though it can display special
characters. (For more information, see Entering Special Characters on page 69.) You
can either import existing bib records in MARC format, or create original records
yourself in either MARC or non-MARC format. (For instructions, see MARC Editing on
page 40 and Non-MARC Editing on page 265.)

Before you create or update bib records in Horizon, your library should decide what
standards to use. Your library is responsible for choosing and implementing a
classification scheme, adopting cataloging rules and standards, and providing
individualized quality controls. To help you, Horizon Cataloging has built-in quality
controls that ensure accuracy and consistency. You can customize some aspects of bib
records to reflect your standards. (For more information, see the Cataloging Setup
Guide.)
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Creating a New Bib Record

To create a new bib record, you either copy an existing bib record or choose a
workform to act as the “skeleton” for the new bib record. In this basic skeletal
workform, you can add, edit, or delete tags, indicators, and subfields to create the
records that you need. Some workforms come with Cataloging when Horizon is
installed. You can create new workforms or edit existing ones to suit your library’s
needs. (For instructions on creating workforms, see Workforms on page 214
chapter. For instructions on copying a bib record, see Copying a Bib Record on page
97.)

You can create both MARC and non-MARC bib records. (For instructions, see the
“MARC Editing” and “Non-MARC Editing” chapters.)

If needed, you can be taken directly to external help for defining MARC tags. (For
instructions on using external MARC help links, see Using Catalog Context Links on
page 48.)

To create a new bib record

1 Start the Create New Bib process.

The default location of this process is the Cataloging\Bibliographic Record
folder on the navigation bar.

Horizon displays the Code Lookup Bib Workforms window.
2 Highlight the workform that you want from the list.
3 Click OK.

Horizon opens a new bib record in the MARC Editor based on the workform that
you chose.

Note: If you chose a non-MARC workform, see Non-MARC Editing on page 265
for instructions.

4 Enter the necessary information in each appropriate component of the
workform.

You can add more tags and subfields as needed. (For instructions, see Adding a
Component to a MARC Record on page 48.)

Important: If you add information in an authority tag, check to see if the
authority heading that you want to use already exists in your database before
you create a new one. (For instructions, see Adding a Link Tag to a Bib Record
on page 50.)

Note: If duplication checking is enabled, if you enter a duplicate ISBN or ISSN,
the system flags that tag in red, however you may still be allowed to create the
bib record. It is up to you to sort out how to handle duplicate entries and take
appropriate action.

5 Save your changes.

Horizon removes unused tags and assigns a bib number to the record.

Creating a New Bib Record
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Finding and Opening an Existing Bib Record

Before you can edit an existing bib record, you must find it in your database and open
it.
This section explains these topics:

¢ Using Bib Quick Search on page 83

* Using Staff Searching to Find Bib Records on page 83

¢ Accessing Another Library’s Bib Records Using Z39.50 on page 87

Using Bib Quick Search

When you add records to your catalog either manually or automatically (by
importing), Horizon assigns each record a sequential number. (Horizon posts this
number in the upper-left corner of the bib record.) If you know this bib number, you
can use it to open the record using Bib Quick Search. You can also use Bib Quick
Search to search for a bib record by using the item barcode.

Your system administrator can set up Bib Quick Search to find bib records by using
other indexes whose search resolves to a single result. (For example, Bib Quick
Search could search for the ISBN or LCCN.) (For instructions, see “Adding a Search to
Bib Quick Search” in the Cataloging Setup Guide.)

To use Bib Quick Search

1 Start the Bib Quick Search process.

The default location of this process is the Cataloging\Bibliographic Record
folder on the navigation bar.

Horizon opens the Search Bib Quick Search window.
2 Highlight the index that you want to search in the Indexes box.
3 Enter the number for the item in the Search for field.
4 C(lick OK.

Horizon opens the record in the MARC Editor.

Using Staff Searching to Find Bib Records

Since a bib record represents a specific title, you can locate the title entry in staff
searching and send its bib record to the MARC Editor. You can locate and send a single
title, or you can locate and send multiple titles to the MARC Editor at the same time.
You can find title entries from any of these staff searching result screens:

e Titles
¢ Alphabetical Titles
¢ Bibliographic Detail

Finding and Opening an Existing Bib Record
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You can also locate multiple titles by using the Command mode in staff searching.
(For more information, see “Doing an Expert Search” in the “Searching” chapter of
the Horizon Basics Guide.)

If you need to search for a string that contains special characters (such as for Greek
or Cyrillic) and you want to type those characters in the search parameters field,
you must set this up in the keyboard settings of your Windows program. You can
find the language options in Input Locales in the Keyboard settings in the Control
Panel. (For instructions on setting up Windows to enter these special codes, see
your Windows manual.) To display the characters in Horizon, you must choose a
Unicode-compatible font for Horizon. (For instructions on choosing the font for
Horizon, see the “Logging In to Horizon” section in the “Getting Started” chapter of
the Launcher Configuration Guide or Changing Font Options on page 28.)

This section explains these topics:

+ Finding Bib Records using a Single Search Parameter on page 84

+ Finding Bib Records using Expert Search on page 85

Finding Bib Records using a Single Search Parameter

To find bib records using a single search parameter

1

Start a New Search.

To do this, press F2, or find the process in the Searching folder on the
navigation bar.

Horizon displays the Search window:

Search

Indexes: Command mode == |

General Keyword
Cyrilic Titles
Greek Titles

Subject keyward
Tithe Keyward
Course Mame and Mumber Alpha LI

Selected index contains:
Words fram authar, title, subject, content notes and series.

Search far: ||

Ok I Cancell Ereu.Searchl Examplel Restrict EnrEL

Highlight the index that you want to use.

Search for the titles that you want to view. (For instructions, see the
“Searching” chapter of the Horizon Basics Guide.)

Continue with the search until the system displays either a Titles list window or
a Bibliographic Detail window.
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5 Highlight the titles that you want.

If you highlight more than one title, Horizon will send all the bib records that you
highlight to the MARC Editor.

6 Choose Edit, Send to, or click the Send to icon ( ﬁ )-
Horizon displays the Send to dialog box:

Send to

Expart Cataloging Records
MARC Editor

Purchasze Request

Serials Checkin

Setialz Contral

(8.4 I Cancel

7 Double-click MARC Editor.

Horizon opens the bib record in the MARC Editor.
Finding Bib Records using Expert Search

To search for bib records using Expert Search
1 Start a New Search.

To do this, press F2, or find the process in the Searching folder on the navigation
bar.

Horizon displays a Search window:

Search E

Indexes: Command made == |

General Keyword
Cyrillic: Title =
Greek Tiles

Subject Keywvard
Tithe Keyword
Courze Marme and Mumber Alpha ;I

Selected index contains:
Wards fram authaor, title, subject, content notes and zeries.

Search for: ||

Ok I Cancell Ereu.Searchl Exarnplel Restrict Ertrae il

2 (Click Command Mode > >.

Finding and Opening an Existing Bib Record
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Horizon displays the Expert Search window:

Expert Search

Feywaord index: Standard mode == |

o (Gen)
Subject Keyword  (Subi) (Ope"mr

Title Keyward  (Til) anp | or | xor | wot

Enry &idl | | unbs |

Search command:

I =

a

K, I Zancel | Erew.Searchl Eeﬂrictl Help |

3 Highlight the Keyword index that you want to use.

4 Create a search by entering appropriate search terms and operators for the
index you choose.

5 Click OK.
Horizon displays the Titles list window with the results of your search.
6 Highlight all the titles that you want to send to the MARC Editor.

7 Choose Edit, Send to, or click the Send to icon ( ﬂ ).
Horizon displays the Send to dialog box:

Send to

il
Export Cataloging Records
MR Eclitor

Purchaze Reqguest

Serials Checkin

Serials Control

QK I Cancel

8 Double-click MARC Editor.

Horizon opens a bib record in the MARC Editor for each title that you chose.
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Accessing Another Library’s Bib Records Using Z39.50

You can access other library databases using the Z39.50 protocol. (For example, you
can search the Library of Congress.) The Z39.50 protocol standardizes how different
types of library systems share database information. Using this protocol, users can
search and retrieve cataloging information from libraries on different automation
systems if they have a compatible Z39.50 server.

You can search remote and local Z39.50 databases from staff searching. When you find
the records that you want, you can send them to the MARC Editor to modify them and
then save them into your library’s Horizon database.

Before you can use this feature, your system administrator must set it up. (For
instructions, see “Z39.50 Communication” in the “Searching Setup” chapter of the
System Administration Guide.)

O If you access a Z39.50 server that requires a login (such as OCLC), you must know the
login for your library’s access and must use it to enter that server. (For more
information, see your system administrator.)

To access another library’s bib records using Z39.50
1 Start the Z39.50 Search process.
The default location of this process is the Searching folder on the navigation bar.

2 Do one of these options:

If this Do this

To search the server to which you are connected,
continue with step 3.

OR
If your system is already connected To search another server, do these steps:
to a Z39.50 server, Horizon displays ¢ (Click Z39.50 Server.
a Search window for that server. e Highlight the server that you want to use.

e (Click Connect.

Horizon displays a Search window for that
server.

1. Highlight the server that you want to search.

If your system is not connected to a
Y y 2. Click Connect.

739.50 server, Horizon displays the ) i .
Select a Z39.50 Server dialog box. Horizon displays a Search window for that

server.
Note: You can search only one server at a time.
3 Highlight an index in the Z39.50 Indexes window.
4 Enter a search term in the Search for field.

5 Click Search.
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6 Continue with the search until the system displays either a Titles list window or
the Bibliographic Detail window.

7 Highlight the items that you want.
You can highlight as many items as you want to send to the MARC Editor.
8 Choose Edit, Send to, or click the Send to icon ( ).

9 Highlight MARC Editor.
10 Click OK.

Horizon returns to the MARC Editor and opens all the records that you
highlighted.

11 Make any changes that you want to a record.
12 Save your changes to all open records.
13 Restart the Z39.50 Search process.

The default location of this process is the Searching folder on the navigation
bar.

14 Click Z39.50 Server.

15 Click Disconnect to close the connection to the Z39.50 server.

Using a Selection List

Horizon lets you easily keep track of items a vendor might send you electronically
(such as MARC bib records on a CD-ROM). You can use a selection list to track items
that you want to review or are thinking of buying. If you decide not to buy an item
on a selection list, you can remove the title from the list. If you no longer want to
use a specific selection list, you can make the list inactive or delete it. You must set
up Horizon to use this feature.

When you create a selection list, you assign a title’s MARC bib record to the
selection list you want. You can create a variety of selection lists. (For example, you
may want to set up selection lists of bib records for “Best Sellers,” “December
Titles,” or “Brodart.”) You might also keep a selection list of items that you do not
plan to purchase immediately, but would like to consider for purchase in the future.

Horizon does not let you delete a selection list code from your system. If you no
longer want to use the list, change the status of the selection list to “Inactive.” You
can also delete all items from a selection list and reuse it.
This section explains these topics:

« Setting Up Horizon to Use a Selection List on page 89

¢ Creating or Editing a Selection List on page 95

+ Finding and Reviewing a Selection List on page 96

« Changing the Status of a Selection List on page 96
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Setting Up Horizon to Use a Selection List

Before you can track and review items using a selection list, you must add the
“Selection list” search to the PAC flavor that you want to use to search for selection
lists. You must create selection list codes that you use when you assign a bib record
to a selection list. If you want to, you can set up workforms for specific selection lists.
This lets Horizon automatically add any bib record you create with the workform to
that workform’s related selection list.

This section explains these topics:
* Adding the Selection List Search to a PAC Flavor on page 89
¢ Creating or Updating a Selection List Code on page 92
¢ Setting Up a Workform for Selections on page 94

Adding the Selection List Search to a PAC Flavor

Before you can track and review items using selection lists, you must add a Selection
List search to the PAC flavor you want. You may want to add the Selection List search
to just your staff search. This way, only your staff can see the items your library
wants to review and perhaps buy. However, you may have reasons for letting
borrowers search for your selection lists, such as letting borrowers use the “Selection
list” search to find best sellers, or letting borrowers request items that you have not
yet purchased. This lets you see the items that your borrowers would like you to buy.

To add the Selection list search to a PAC flavor
1 Start the Table Editor process.

The default location of this process is the Administration folder on the
navigation bar.

2 Inthe Mq View field, start entering “search” until Horizon places the selector
arrow next to the search (Lister Search Lists) view.

3 C(lick OK.

Horizon displays the List Lister Search Lists window:

Using a Selection List 89
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st: Lister Search Lists
Search Ma.  Lahel z39.50 aftr
:ﬁ 1. account 0 Budget Categony -
2. account 1 Budget Description
3. account 2 Accounting Reference
<. acoyrear 0 Budget Category
5. acoyrear 1 Budget*rear
5. aooyrear 2  Budget Status
. acoyrear 3  Budget Amount
2. acmrear 4 Budget On Order Amaunt
9. gooyrear 5 Budget Spent Amount
10. apppol 0 PO Creation Date
11, apppel 1 PO Leegation
12. apppuol 2 Wendaor Code
13. apppal 2 WendorMame 1I
Selection I Total: 136
it | mew | set. | Dispay.

4 Do one of these options:

e If you want to create a Selection List search from scratch, click New.

 If you want to copy an existing search to create the Selection List search, do
these steps:

- Highlight the search that you want to copy.

Note: You may want to choose a search that is not based on an mq_index
because the Selection List search is not based on an mq_index. (For more
information, see “Creating a Search Option not Based on an Index” in the

“Searching Setup” chapter of the System Administration Guide.)

- Choose File, Copy Record.

Horizon displays the Edit Lister Search Lists window:

90
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# Edit: Lister Search Lists Mi=] E3

Search |
Index Mo I_ Label |

Index(es]— Mew I— Delete I—I(NEW) j— 1 of1
My Index | Codes |

-or- [Table

Calumn

Entry Aid Label
Entry Aid “igw

Radio Lang Walues T

Codes |

|
|
Fareign Key] |
|
|
|

This index contains:

Exarmple 1 |

Describe example 1 |

Close I SAlE | Eage Uy | Page Do Fage 1 of 2

5 Complete or update these fields:

Field Action

Enter the PAC flavor in which you want the Selection search
Search placed.
(For example, enter “stafpac.”)

Enter the number for the order in which you want Horizon
to display the Selection search in the list of searches.

Index No. . .
(For example, enter “4” if you want the Selection search to
display fourth in the list of searches.)
Enter the description of the search that Horizon will display
Label in the list of searches.
(For example, enter “Selection List.”)
Enter “bib_control” as the table from which Horizon will get
-or- [Table o .
the selection list information.
Enter “selection” as the column from which Horizon will get
Column s .
the selection list information.
Foreign Key] Enter “bib#”.
Entry Aid Label Enter “Selections”.
Entry Aid View Enter “selection” to use the “Acquisitions Selections” code.
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Field Action

Enter information that identifies what is in this index. This is

This ind tains:
1S Index contains a required field.

6 Complete the rest of the fields on the Edit Lister Search List window as
necessary.

For more information on these fields, see “Creating a Search Option not Based
on an Index” in the “Searching Setup” chapter of the System Administration Guide.

7 Save your changes.

You can now search for and use any selection lists you create.

Creating or Updating a Selection List Code

You assign a selection list code to a bib record to make the title represented by that
bib record part of a selection list. You can create a selection list code when you
import records or in the Table Editor. You can edit a selection list code only in the
Table Editor. (If you do not have rights to use the Table Editor, see your system
administrator.)

To create a selection list code

1 Do one of these options:

¢ If you want to create a code as you import a group of items to the same
selection list, do these steps:

- Start the Import process.

The default location of this process is the Cataloging folder on the
navigation bar.

Horizon displays the Multi-Format Import window.
- Next to the Selection field, click Codes.

Horizon displays the Code Lookup Selection window.
- Click Add.

 If you want to create a new code or update an existing one in the Table Editor,
do these steps:

- Start the Table Editor process.

The default location of this process is the Administration folder on the
navigation bar.

- In the Mq View field, start entering “selection” until Horizon places the
selector arrow next to the selection (Acquisition Selections) view.

- Click OK.

Horizon displays the List Selection window.
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- Do one of these options:
e If you want to create a new selection list code, click New.

e If you want to edit an existing selection list code, double-click the selection
code that you want.

Horizon displays the Edit Selection window:

4 Edit: Selection [_ (O] x|

Selection |Brodart-12/2000

Description |Bmdart Titles for December 2I]I][I|
Status ¢ Preliminary List ¢ Active List " Inactive List

Target Orderflnactivation Date |

Close I Save Bage Up I Bage [Dowm Page 1 of 1

2 Complete or update these fields:

Selection. Enter the code you want for the selection list. (For example, enter
“Brodart-12” for a list from Brodart that you received in December.) You can
enter a code that is up to thirty characters long.

Description. Enter a description for the code. (For example, enter “Brodart
Titles for December.”)

Status. Choose the current status you want for the selection list.

Here is a description of the statuses:

Status Description

Mark this option if this list is a preliminary selection list.

Preliminary List This list is not yet a working selection list, but one that has
just been started.

Mark this option if your library still adds titles to this list
Active List and uses this list to create purchase requests and
purchase orders.

Mark this option if your library is no longer using this

Inactive List . .
selection list.

Using a Selection List
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3

e Target Order/Inactivation Date. Enter the date that you want to change the
status of this list to “Inactive.” (For example, enter “08/30/2002".) If you do
not enter a date, the list remains open indefinitely.

Save your changes.

Setting Up a Workform for Selections

You can set up a workform to add titles to a specific selection list. Horizon adds any
bib records that you create using this workform to the selection list that you enter.

To set up a workform for selections

1

Open the workform that you want to use, or create a new one. (For more
information, see Finding and Opening a Workform on page 226 or Creating a
MARC Workform on page 217.)

Note: If you set up a workform for a specific selection list, name the workform
something that reminds you which selection list it represents. (You cannot see
the name of the selection list from the main workform window. You must click
Record Status on the workform window to see if the item is assigned to a
selection list.)

Choose Marc, Show Control Record, or click the Record Status icon ( [1]).

Horizon displays the Control Record for Workform window:

i Control Record for Workform: BK - B ook

Create Date: I Tirme: I
Record Change Date: I 41 /95 Time: I User: I
=Statuz Change Date: I Time: I

Status: |cc j ICataInging Complete
Selection: | =1 ]

Owvried By [ | |unowned

Defaut Owner [ 7] |unavned

Staft Only: r

Aoy Cortrolle: [T

0] Cancel

In the Selection field, enter the code for the new selection list, or use the drop-
down menu to choose one.

Note: If you have a list with an inactive status, Horizon does not display the
code. You must know the code of an inactive list to enter it in the Selection field.

If your library uses record ownership, use the drop-down list in the Owned By
field to choose an owner for this workform.
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5 [If your library uses record ownership, use the drop-down list in the Default
Owner field to choose an owner for any records created using this workform.

6 If you want only staff to see any bib records created with this workform, mark the
Staff Only box.

7 Click OK.

8 Save your changes.

Creating or Editing a Selection List

When you create a selection list, you assign bib records to the selection list. You can
use existing bib records, import bib records supplied by a vendor, or create new
records yourself. You can create a variety of selection lists. (For example, you may
want to set up selection lists of bib records for “Staff Favorites,” “Borrower Requests,
or suggested lists from a vendor.) You might also keep a selection list of titles that
you do not plan to purchase immediately, but would like to consider for purchase in
the future. You can search for any selection list that you create.

”

O Neither staff members nor borrowers can search for the bib information for titles on
a selection list unless you add the selection list search to your PAC or staff searching.
Then borrowers and staff can search for and view selection lists and their titles. (For
more information, see Adding the Selection List Search to a PAC Flavor on page 89.)

If you are importing bib records and want them all on the same selection list, you can
put them on the selection list all at once when you import them. (For instructions, see
Importing Records on page 235.)

If you have an existing bib record or want to create an individual bib record to add to
a selection list, you can add the bib record individually to the selection list by using a
Workform created for a specific selection list. (For instructions, see Setting Up a
Workform for Selections on page 94.) You can also remove a title or assign a title to
a different selection list through the Control Record.

O Even though you can remove titles from a selection list, Horizon does not let you
delete a selection list code from your system. Instead, you can change the status of
the selection list to “Inactive.” (For instructions, see Changing the Status of a
Selection List on page 96.)

To create or edit a selection list

1 Open the bib record that you want to work with.

2 Choose Marc, Show Control Record, or click the Record Status icon ( [1]).

3 Do one of these options:

e To add the title to a selection list, use the drop-down list in the Selection field
to choose the selection list you want.

e To remove the title from the selection list, delete the code in the Selection
field.
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e To transfer the title from the selection list to another, change the code in the
Selection field to the selection list that you want.

4 Click OK.

Horizon updates your selection lists.

Finding and Reviewing a Selection List
After you create a selection list, you can search for the selection list and review its
titles if you know the selection list code.
To search for and review a selection list
1 Start a New Search.

To do this, press F2 or find the process in the Searching folder on the navigation
bar.

Horizon displays the Search window.

2 In the Indexes list, highlight the Selection search. (For instructions on adding
the Selection List search, see Adding the Selection List Search to a PAC Flavor
on page 89.)

3 Search for the selection code you want.

Horizon displays the titles that have been added to the selection list that you
chose.

4 If you want to review the bib record associated with a title on the selection list,
highlight the title and click Show Detail.

Changing the Status of a Selection List

You can change the status of a selection list. (For example, you may have a
“Preliminary List” that you want to make “Active.”) If you no longer use a specific
selection list, you can change the selection list status to “Inactive.” You can also
have Horizon change the status to “Inactive” for you at a later date.

Keep the status of your selection lists updated so other staff members know which
lists to work from. You can change the selection list status when you need to and
from any record on the list. However, the change affects every item on the list.

O Horizon does not let you delete a selection list code from your system. If you no
longer want to use the list, change the status of the selection list to “Inactive.” You
can also delete all items from a selection list and reuse it.

(To change the status of a selection list, see Creating or Updating a Selection List
Code on page 92.)
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Copying a Bib Record

You can copy existing bib records. This is helpful when you want to add a new bib
record that is different from an existing bib record in only one or two fields or
subfields.

You copy the first record and edit the few areas that you want to change, and save the
second copy as a new record. (For example, you can create a bib record for the second
edition of a title by copying the record of its first edition. Then edit the few subfields
where the information between the two editions differs.) When you copy a record,
Horizon copies all the links from the original bib record, but it does not copy the copy
and item records. You must attach any necessary copy and item records manually.
(For instructions, see Creating a Copy Record on page 179 and Creating Item
Records on page 143.)

To copy a bib record
1 Open the bib record that you want to copy.

2 Choose File, Copy Record.

Horizon displays both the original bib record and the newly created copy and
displays “<new>" in the copy’s title bar.

Note: The duplicate bib record does not yet have a record number assigned to it.
When you make changes to the record and save those changes, Horizon assigns a
number to the new bib record.

3 Edit any fields requiring information that differs from the original. (For
instructions, see Editing Components of a MARC Record on page 65.)

4 Save your changes.

Merging Bib Records

To maintain accurate records and help to keep your database cleaner, you can merge
duplicate bib records for a given title. The bib record that you keep is called the
“surviving” bib record. Any records that are merged into the surviving bib record are
called “dying” bib records. Any item or copy records attached to the dying bib records
attach to the surviving bib record. The surviving record also retains any of its own
existing item and copy records.

Before you can merge records, your system administrator must set up merge profiles.
(For instructions, see “Setting Up a Merge Profile” in the Cataloging Setup Guide.)

To merge bib records
1 Open the bib records that you want to merge.
2 Choose Marc, Merge Record.

Horizon opens the Bib Merge dialog box and displays the numbers of the bib
records that you have open.
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3 Use the drop-down list in the Merge Profile field to choose the Merge Profile
you want to use.

Note: If you have more than one Merge Profile defined, you can change the
Merge Profile at any time before you perform the merge.

Horizon displays information about the records you have open:

Horizon displays information
about the currently selected
surviving bib record in the

Surviving Bibz group.

Horizon displays
information about any
other open bib records in
the Dying Recordis) list.

Bib Merge

Merge Profile; I hih1| EI I

— Sunviving Bih#6424|642 - Cantatas and motets for voice and instruments j

title
authar

call

In the Surviving Bibz group drop-down field, Horizon displays
the bib record that was active when you started the merge
process. You can choose a different surviving bib record.

Cantatas and motets for voice and instruments

Yivaldi, Antania, 1678-1741.

h3.1

ying Record(s)

Bib#t | title | authar | call =
1204 Ode to joy : cantata for sol...  Tchaikovsky, Peter llich, 18...
1014 Aminta e Fillide sound reca... Handel, George Frideric, 16... =
960 Concerto far flute, strings, ... Bach, Johann Sebastian, 1...
??6 Cantatas Havdn. Josenh. 1732-1809. | LlLI

Preview | Merge | Cancel |
|

The Preview button lets you see
the new merged record before
you commit to the merge.

If you want to choose a different surviving record, use the Surviving Bib#
drop-down menu to choose the record that you want Horizon to keep.

In the Dying Bib# group, highlight the bib records that you want to merge into
the surviving record.

Click Preview to view the surviving bib record before continuing with the
merge.

Important: The merge process cannot be reversed. Be sure that you want to
merge the records before you click Merge.

Make sure that the surviving bib record has all the information that you want to
keep.

If there are tags in any dying bib records that you want to keep but that do not
display in the preview of the surviving record, cut and paste them from the
dying bib records into the surviving bib record.

You must do this in the existing record that you have chosen to survive, not in
the merge preview window. (For instructions, see Cutting, Copying, Pasting,
and Deleting Information in a MARC Record on page 65.)

Click Merge.
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Horizon merges the dying records into the surviving record, attaches any item
and copy records associated with the dying records to the surviving record, and
deletes the dying records.

10 Save your changes.

Working with Linked Bib Records

Libraries often have bib records that should logically “go together.” (For example, a
bib record of a translation title “goes with” the bib record of the original title.) You
can link these bib records together by adding certain tags to the bib records. These
tags are referred to as “Link Tags.”

Linking bib records lets users view and quickly access related titles when they do a
catalog search. (For information, see “Viewing Related Works” in the “Searching”
chapter of the Horizon Basics Guide.) Linking bib records may also result in a broader
range of hits when users perform a keyword search. (For more information, see
“Using Keyword Inheritances” in the “Working with Linking Tags” section of the
Cataloging Setup Guide.)

O Linking bib records affects searches against your database only if the search mode in
the PAC flavor is set to trace links. (For more information, see “Assigning a Search
Mode to a PAC flavor” in the “Searching Setup” chapter of the System Administration
Guide.)

Bib record links consist of these elements:

Element Description
“Link From” bib The bib record from which the link starts.

The bib record to which you want to link the first bib record.

“Link To” bib A “Link To” bib record is also referred to as the “hooked” bib
record.

The “hook” that links records together.

Link tags display information about the record they are linked
to. The link tag is made up of several subfields from different
tags in the Link To bib record. (For example, a link tag may
display the title and publication information of the bib record to
which it links.)

Link tag

The tag that Horizon adds to every “Link To” bib record.

These tags show that the bib record is linked, or “hooked.” Like
Reciprocal link tag link tags, reciprocal link tags display information about the

records that they are linked to. When you double-click on a

reciprocal link tag, Horizon opens the Link From bib record.

Working with Linked Bib Records
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MARC21 linking entry fields are tag numbers 76X through 78X. Each of these tags
describes a specific relationship between the linking bib records. (For more
information, see your MARC documentation or the Library of Congress web site at
this address: http://www.loc.gov/marc/.) Your system administrator needs to set
up linking before you can use this feature. (For instructions, see “Setting Up or
Changing Tag Linking” and “Setting Up or Changing General Subfield Parameters” in
the “Setting Up or Changing Valid MARC Record Components” section of the
Cataloging Setup Guide.)

Here is an example of two linked bib records:

“Link From” bib record “Link Ta" bib record

% Bib: 1313

Ay |E D] lhw]!  RSEIEINCIRE

Status: co Created: 4/5/02 Updated: 4/5/02 Status: co Created 4502 Updated:
Onvned by Unowned ftems: O Onvned by, Unowwned ftems: O
Figld: Title [ Optional, Unknowen] Figld: Title [ Optional, Unknowe n]
ooa Recs N Type: a BLwl: m ooa Recs: N Type: a BLwl: m
CatF: a Lirk: _ CatF: a Lirk: -
0og Cate: Lt - Datesr 0og Cate: Lt _ Dates:
Dates: Diates:
Ciry: W _ ([} N Audn: _ Ciry: W _ ([} - A
Cart: [ GPuk:  _ Canf: 0 Cant: I GPuk: _ Canf: 0
Incd:z: 1] Fict: 1] Biog: _ Incd:z: o Fict: 1] Biog:
Lan: Eng Lancy: Eng
hRec: _ Sroe: _ MRec: - Sroe: -
245 _  tal'art moderne 245 0 _  fahodern Art
765 1t Modern At H OO|< -"' JEY 0 _ ftl'art moderne|
kI I3 | I T i

Link tag (from
“Translations”
link class

Reciprocal link tag

This section explains these topics:
¢ Linking Bib Records on page 100
¢ Adding a Link Tag without Creating a Link on page 106
e Opening a Linked Bib Record from Another Linked Bib Record on page 106
« Editing a Link Tag in a Bib Record on page 107
e Breaking a Link between Bib Records on page 107

Linking Bib Records

If you have only one record open, ways you can link bib records in one of these
ways:

¢ Manually add a link tag to the record. After you add the tag, you can enter text
to match an existing tag or use Browse Link to find the record you want to link
to. If your system administrator has set up Browse Link, you can use it to get
fast access to linkable records in your database. (For instructions, see “Setting
Up Browse Link” in the Cataloging Setup Guide.) Horizon creates the link when
you leave the field.

¢ Use an import source. An import source determines how Horizon handles
records as you import them. This linking method uses the logic of link match
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points inside an import source to automate bib-to-bib linking. (For more
information, see Understanding Import Sources on page 236.) You choose an
import source for bib-to-bib linking in the Customize Editor.

¢ Copy a linked bib record. When you want to link several records already linked
to one record, you can copy and edit each record, keeping the links the same. (For
instructions, see Copying a Bib Record on page 97.)

If you have multiple records open, you can use the linking techniques already
described. You can also use these methods:

¢ Use the Link command. This method lets you link a single bib record to another
single record, or a single bib record to multiple other bib records.

* Copy and paste a link tag from one record to another. Horizon keeps the
original linkage type in every tag you paste. (For instructions on copying and
pasting, see Cutting, Copying, Pasting, and Deleting Information in a MARC
Record on page 65.)

Q Your system administrator can set restrictions on which links you can create. (For
instructions, see “Prohibiting Bib Record Links” in the “Working with Linking Tags”
section of the Cataloging Setup Guide.)

This section explains these topics:

+ Linking Bib Records by Adding a Link Tag on page 101
* Linking Bib Records by Using an Import Source on page 103
¢ Linking Bib Records by Using the Link Command on page 104

Linking Bib Records by Adding a Link Tag

You can enter a link tag directly into the record.

To link bib records by adding a link tag
1 Open the bib record from which you want to create a link.
2 Do one of these options:

¢ Click your pointer anywhere in the record.

¢ If you want to position the new tag, click your pointer in the tag just above
where you want the new tag to display.

Note: Your library’s settings for tag sorting may affect your new tag’s final
position in the record.

3 Do one of these options:
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To do this

Choose a tag from a list

Add a blank tag

4 Add subfields as needed. (For
page 62.)

Do this

1. Choose Edit, Add Tag, or right-click in the record and
click Add Tag on the pop-up menu.

Horizon opens the Select Tags to Add window.

2. Double-click the tag that you want to add.
If you want Horizon to find the tag in the list, begin
typing the number of the tag you want.

Horizon inserts the tag and some valid subfields on
the line below your insertion pointer.

1. Choose Edit, Insert Tag, or right-click in the record
and click Insert Tag on the pop-up menu.

Horizon inserts a blank tag just below your insertion
pointer. The blank tag displays an underscore three
characters wide to designate where you put the tag
number and two underscores to designate the tag
indicators.

2. Enter the tag number.

Note: Horizon inserts some valid subfields. (For more
information, see Editing Components of a MARC
Record on page 65 and Adding a Link Tag to a Bib
Record on page 50.)

instructions, see Adding a Subfield to a Tag on

Important: In bib-to-bib subfield linking, a link may break when you add a
linking subfield to a link tag by inserting the subfield using (<ctrl> /).

To prevent data corruption, do not use the insert subfield function (<ctrl> /)
when you add a linking subfield to a link tag. Use the add link function

(<ctrl> u).

5 Do one of these options:

If this

You know the text that needs to
go in the tag to create the link

102

Do this

1. Enter the text.
This is the subfield text defined in the Link Match
Points group of the Import Source. (For more
information, see “Setting Up Link Match Points” in
the “Setting Up Import Source Parameters”
section of the Cataloging Setup Guide.)

2. Skip to step 7 of this task.
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Browse Link has been set up for
the tag you are working with
and you want to search for a
record with which to link

6 Do one of these options:

If this

You find the record you want

You do not find the record you
want

7 Click OK.

8 Save your changes.
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Do this

. Put your insertion pointer in the subfield where

you want to create the link.

2. Begin entering the text that you want to use.

3.

Choose Edit, Link Options, Browse Link.

Horizon opens a search results window displaying
headings that begin with the same text that you
entered in the subfield from which you started
the search. You can click Show Titles to see a list
of titles associated with the entry.

4. Continue with step 6 of this task.

Do this

. Highlight the record you want.
. Click Link.

Horizon completes the link between the bib
records and enters the appropriate information in
the tag or subfield from which you started the
search. It also adds a reciprocal tag in the second
bib record.

1. Click Cancel to close the search results window.

2. Use another method to create your link.

You may need to create an appropriate second bib
record before you can continue. This task is
finished.

Horizon links the records as soon as you either leave the field or save the record,
depending on the type of linking you have chosen and whether you have automatic

linking set up.

Linking Bib Records by Using an Import Source

When you use an import source to link bib records, Horizon automatically finds the
match and creates the link. The import source defines Link Match criteria so that
when you enter text in one record, Horizon can use that text to find the record you
want to link to. Before you can use an import source to link bib records, your system
administrator must set up Link Match criteria. (For more information on import
sources, see Importing Records on page 235. For more information about setting up

Working with Linked Bib Records

103



Chapter 4: Bibliographic Records

Cataloging Setup Guide.) You choose an import source for bib-to-bib linking on the
Profile tab of the Customize Editor. (For more information, see Changing Profile
Options on page 24.)

To link bib records by using an import source

1 Open the bib record that you want to link.

2 Make sure that you have specified the import source that you want in Customize
Editor. (For instructions, see Choosing the Import Source for Bib-to-Bib
Linking on page 25.)

3 Add the linking tag that you want to use for the link.

4 Enter the appropriate match criterion (for example, you might match on the
ISBN of the other record).

5 Leave the field.

Horizon populates the “From” bib record and puts a tag in the “To” bib record,
even though the “To” bib record is not open.

6 Save your changes.

Linking Bib Records by Using the Link Command

You can use the Link command to link a single bib record to another single record,
or a single bib record to multiple other bib records.

To link bib records by using the Link command
1 Open the bib records that you want to link.

2 Choose Margc, Link Record, or click the Link icon ( | @ ) in the toolbar.

Horizon opens the Link Record dialog box with all the open records displayed in
both columns:

Link Records
FROM Record(s) T2 Record(=)
Auth 26935 Auth 26935

Auth 26840 Auth 26840

Bila 1104 Bily 1104
Bib 1105 Bib 1105

" MutipleMutiple

Cancel |

3 Do one of these options:

104 Working with Linked Bib Records



Chapter 4: Bibliographic Records

To do this Do this

1. Mark Single/Multiple.

2. Highlight the bib record you want to link from in the
Link one bib to one bib From Records column.

3. Highlight the bib record you want to link to in the To
Records column.

1. Mark Single/Multiple.

2.In the From Records column, highlight the bib
record number from which you want to link.

Link one bib to multiple bibs 3.In the To Records column, highlight the bib record
numbers to which you want to link.

Note: When you mark Single/Multiple, Horizon lets you
highlight multiple records in only one column.

4 Click Link.

If a tag can attach in more than one area (for example, the tag can attach as
either a tag 772 or 773), Horizon opens the Resolve Link dialog box:

Aczolve Link HE

Select linkirg tag for base |

Cancel

400 - Seres /Added Entry-Perzonal Yame
600 - Subjecl Adues Enlr=-Personal Bane
700 - Adeed Entry-Personal Mame

500 - Series Added Zrtry-Personal Hame

5 If necessary, double-click the tag that you want to use as the link tag.

Note: If a tag that you are trying to attach already exists in the bib record as a
nonrepeatable tag, Horizon does not attach the tag. Instead, Horizon displays a
message that explains why the tag cannot be attached.

6 Make sure that one of the bib records is the active window.
7 Save your changes in all open bib records.

Horizon inserts the new linking tags in their correct numeric order into the bib
records you chose. You can cut and paste the new tags to move them to a position
that you prefer, depending on how your tag action is set. (For instructions, see
Cutting, Copying, Pasting, and Deleting Information in a MARC Record on page
65.)
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Adding a Link Tag without Creating a Link

You can add link tags without creating a link between bib records. These are called
“nonlinking bib records.” (For example, if you own a bib record that links to another
bib record not owned by your library, you can still create a link tag for the one you
own. This link tag shows that another bib record is related to the one you own,
although it is not housed at your library.)

If you search your database for the title that has been nonlinked, the Bibliographic
Detail window for that title lists the related title. However, no more information is
available for the related title because your library does not own it.

After you add a link tag without creating a link, you need to manually enter the
information that you want displayed in the link tag.
To add a link tag without creating a link

1 Open the bib record in which you want to insert a link tag without creating a
link.

2 Add a non-linking tag. (For instructions, see Adding a Non-Linking Tag to a
Record on page 49.)

Note: You can add any tag number that you want, but you should use tag
numbers that do not conflict with Library of Congress, OCLC, or other
established rules. Traditionally, tags 76X through 78X and 973 have been used
as link tags in Horizon.

3 Enter the information that you want to display in the link tag.
4 Save your changes.

If you have no bib record that matches the information you enter, Horizon
cannot link the record. The tag remains unlinked but displays the necessary
information until you add a record that matches it.

Opening a Linked Bib Record from Another Linked Bib Record

A

You can open linked bib records as you would other bib records. (For instructions,
see See "Finding and Opening an Existing Bib Record".) You can also open them from
other linked bib records.

Link tags that are “nonlinked” do not open a record. This is because the records
have no real link between them.

To open a linked bib record from another linked bib record
1 Open a bib record that has a linking tag.
2 Double-click the link tag or reciprocal link tag.

Note: Traditionally, tags 76X through 78X and 973 have been used as link tags in
Horizon.
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Horizon opens the bib record to which the tag links. (For example, if you
double-click the link tag in the Link From bib record, Horizon opens the Link To
bib record. If you double-click the reciprocal link tag in the Link To bib record,
Horizon opens the Link From bib record.)

Editing a Link Tag in a Bib Record

You can edit most parts of a linked bib record as you would edit any MARC record.
However, if you edit a linked or reciprocal tag directly—in the bib record that
displays only the linking tag—you break the original link. This is because the
information in a link tag or reciprocal link tag comes from tags in the record it links
to, so it “belongs” to the other record.

If you want to edit the information in a link tag or reciprocal link tag without
breaking the link, you must edit the tag in the record to which the tag belongs. When
you do this, all the bib records linked to it reflect those changes:

Bib: 150 Bib: 150

245: a Uart moderne o
100 a Benson, Jocelyn

L

: a Benson, Jocelyn

t Modern art 245 a Modern art
Subfield a in the 765 link tag “belongs to” the 100 tag in
the linked bib record. Subfield t “belongs to” tag 245.
To edit subfields a and t, edit the 100 tag and 245 tag.

To edit a link tag in a bib record

1

Open the bib record that has the link tag or reciprocal link tag that you want to
edit.

Double-click the link tag or reciprocal link tag that you want to edit.
Horizon opens the record that contains the tag.

Edit the information in the record.

Save your changes.

Save the bib record that you opened in step 1 to see the changes that you made.

Breaking a Link between Bib Records

You can break links between bib records in these ways:

¢ Deleting a link tag. You can delete a link tag as you would delete any MARC field.

When you delete a link tag, Horizon removes any reciprocal link tags from linked
bib records. (For information on deleting link tags, see Cutting, Copying, Pasting,
and Deleting Information in a MARC Record on page 65.)
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¢ Deleting a linked bib record. You should delete a linked bib record only if you

no longer need the bib record. When you delete a linked bib record, Horizon
deletes reciprocal link tags in linked bib records. (For information on deleting
linked bib records, see Deleting a Bib Record on page 108.)

Editing a linked tag or subfield in the “link from” bib record. (For more
information, see Editing a Link Tag in a Bib Record on page 107.)

Using the Unlink command. This leaves the tag in the record so that the
information in it is not lost, but the tag does not link to anything. (For
instructions, see Breaking a Link Using the Unlink Command on page 60.)

Deleting a Bib Record

You can delete a bib record if you no longer need it.

Effects

e If a bib record that you want to delete contains the last reference to a

system-generated authority record, deleting that bib record simultaneously
deletes the authority record.

When you delete a bib record, Horizon also deletes any hold requests for the
deleted title and notifies the borrower that the item is no longer available. You
can reassign the hold requests before you delete the bib record. (For
instructions, see Reassigning a Borrower Hold Request on page 109.)

If you delete a bib record that is linked to another bib record, Horizon removes
any reciprocal link tags from the remaining bib records.

Constraints

¢ You cannot delete a bib record that has item records, serial copies, or lines of a

purchase order attached to it.

To delete a bib record

1
2

Open the bib record that you want to delete.
Make sure that no item records are attached to the record.

The upper-right corner shows “Items.” If items exist, you must first delete them
or link them to another bib record. (For instructions, see Deleting a Single Item
Record on page 157.)

Choose File, Delete Record.
Horizon displays a message asking if it is OK to delete the record.
Click Yes.

The message box closes and Horizon deletes the record.
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Reassigning a Borrower Hold Request

If a borrower has made a hold request on a title, you can assign that hold request to
another title. You may want to do this if you need to delete a bib record but you want
to keep the requests that are linked to that record.

When you reassign or transfer a hold request from one title to another, Horizon
checks to make sure that there is an item on the destination title that can be
requested and checked out by a borrower. Horizon then checks any requests being
transferred against each item in the destination title and makes the appropriate
transfers.

Effects
o If the destination title has no requests, Horizon transfers the requests.

o If the destination title already has requests on it, Horizon merges the requests
that are being transferred into the existing request list by date and time.

¢ If a borrower has a request on both the title that you are transferring requests to
and the destination title, Horizon deletes the duplicate request.
Constraints

If the destination title does not have an item that can be requested, Horizon cannot
transfer the request.

This section explains these topics:

¢ Setting Up the Transfer Request Queue Display on page 109
¢ Transferring a Hold Request from One Title to Another on page 110

Setting Up the Transfer Request Queue Display

To make sure that you transfer requests to and from the correct titles, Horizon lets
you choose up to four fields of data to display from the bib record. Horizon also lets
you choose the MARC map that you want to use to display the data. Once you choose
these settings, Horizon keeps them until you change them.

To set up the Transfer Request Queue display

1 Start the Transfer Request Queue Bib Display process.

The default location of this process is the Circulation\Circulation Control Menu
folder on the navigation bar.

Horizon displays the Transfer Request Queue Bib Display window:
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Lahel 1: I Title @I Mare: Map 1 Itme j IT,“E

Label 2: IMhDr(SJ @I Marec: Map 2: I Dallau j I.B\uthnrs

Lakel 3: I Publisher @I Marc hap 3: Ipubalph j IF'uinSher Mame
Label 4: | Pub. Date @I harc: Map 4 Ipubda’ce j IF'uincatiDn Date

OK I Cancel

2 Use the Label and MARC Map drop-down lists to choose the bib information that
you want to use to identify matching bib records.

When you transfer requests, this information displays on the Transfer Request
Queue window.

3 Click OK to save your changes.

Transferring a Hold Request from One Title to Another

When you transfer requests from one title to another, Horizon lets you load both the
title that has the requests you want to transfer and the destination title. Then
Horizon displays the information about the titles that you specified when you set up
the Transfer Request Queue Bib Display. This lets you verify that Horizon transfers
the request to the correct bib record. You can choose whether to transfer item-
specific requests.

Effects

Horizon changes item-level requests to bib-level requests.

Constraints

Horizon can only transfer requests between items of the same item type. (For
example, you cannot transfer requests from a video to a book of the same title. You
can only transfer requests from a video to another video or a book to another book
of the same title.)

To transfer a hold request from one title to another

1 Start the Transfer Request Queue process.

The default location of this process is the Circulation\Circulation Control
Menu folder on the navigation bar.

Horizon displays the Transfer Request Queue window.

2 Inthe Merge From Bib# field, enter the bib number of the title whose requests
you want to transfer.

3 C(Click Load.
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Request List.
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Horizon displays the bib information and the request queue for the bib record
number that you entered in the left Request List window:

Horizon disables the Load button
until you enter a new bib number.

Transfer Request Queue

1244524 Lo

1| Request Date| Request status| Request Level | |7 Request Date |Request Status] Request Level

BigS2003 Request i
5552003 Peguest ftemn

In the Merge To Bib# field, enter the bib number of the title to which you want to
transfer the requests.
Click Load.

Horizon displays the bib information and the request queue for the bib record
number that you entered in the right Request List window:
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" " Transfer Request Queue [ %]

Horizon disables the Mlerge From Bib#;_|1244524 Wl | Merge To Bib#;lzz?gg?a i |

Load button until you

Tile Torm Stoppard, Rosencrantz and Guildenstern are Title Tom Stoppard, Rosencrantz and Guildenstern are
enter a new bib number. dead / dlead /
Author(s) Sales, Roger. Author(s) Sales, Roger.
Publisher Penguin, Publisher Penguin,
Pub. Date 1965, Puky. Date 1936,
ltem-level requests
Request List: Request List:
Request Date| Request Status| Request Lewel | Request Date | Request Status| Request Level
b |BiE2003 Request item
SI542003 Request itermn
- . L 1] | 2 RN | >
Check this box if you

want totranster item- ————F | Transfer ftem level requests ta bib level requests

specitic requests as Teer Reques‘tsl cancel

bib-level requests.

6 If you want to transfer item-specific requests and make them bib-level requests,
mark the Transfer item level requests to bib level requests box.

7 Click Transfer Requests.

Horizon transfers the requests and displays them in the destination Request
List, sorted by date.

If Horizon could not transfer all of the requests, Horizon displays this message:
“Transfer is complete. Only requests with a status of ‘Request’ and which can be
filled on the destination bib were transferred.”

8 Repeat steps 2 through 7 if you want to transfer more requests.

9 C(lick Cancel to close the Transfer Request Queue process.

12 Reassigning a Borrower Hold Request
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This chapter explains how to create and use authority records. It also explains how to
change authority headings, merge authorities, create and delete cross-references, and
create and use uniform titles.

This chapter contains these sections:

¢ About Authority Records on page 113

¢ Creating an Authority Record on page 116

* Finding and Opening an Authority Record on page 116
+ Editing Authority Records on page 119

e Merging Authority Records on page 122

¢ Clearing the New Authority Table on page 123

+ Working with Cross-References on page 124

¢ Working with Uniform Titles on page 127

¢ Deleting an Authority Record on page 132

About Authority Records

Certain tags and subfields in a MARC record contain data used for searching—such as
author, subject, and series—where uniform entries are important for accuracy and
consistency. To make sure that these entries are uniform throughout the database,
Horizon controls these tags and subfields, referred to as authority-controlled tags or
subfields.

Horizon stores each authority-controlled tag (complete with any appropriate
subfields) in a separate MARC record called an “authority record.” Only one authority
record should exist for each authority entry. This authority record is then linked to all
the bib records that display information that the authority record contains. (For
example, Isaac Asimov wrote hundreds of books. Isaac Asimov as an author should
have only one authority record in a database, while each of his titles has a bib record
that points to Isaac Asimov as the author.) Authority records can also be linked to
other authority records.

Because Horizon stores authority records separately from bib records, you can
maintain authority records separately. This diagram illustrates the separate
existence of authority and bib records and the way that authority records are linked
to bib records:
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The 650 tag in the bib record is a subject-added entry. It
displays the subject information contained in the attached

authority record.

Any bib record that uses the same

subject-added entry links to the same authority record.

Sometimes Horizon generates an authority record. A system-generated record is not
a full MARC authority record. Horizon creates these records in this way:

Generates the main heading tag number based on the bib tag, the See Also tag,
or the See tag.

Copies the non-filing indicator, if it is defined for both the link from tag and the
link to tag.

Sets other indicators to the default indicator value for the specific indicator
number, based on the link to tag number.

Generates the text of the heading based on the subfields in the link from tag that
are defined to be controlled, or linking, subfields.

Copies punctuation from the link-from tag for each subfield, regardless of how
the punctuation should be handled based on matham settings.

Saves the use code set based on the link from type (author, subject, or series).

If the link from is a Subject type authority, places the subject scheme into the
generated record.

If the system-generated record is created from a See Also reference, places a
reciprocal See Also reference into the system-generated record that links back
to the original record.
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Horizon handles some changes to system-generated authority records in specific
ways:

¢ If the system-generated record is valid for an author and a matching heading is

imported that is valid as a subject, Horizon changes the system-generated
authority to valid for both author and subject. Then Horizon updates the subject
scheme.

If the system-generated authority is valid as a subject and a matching author
heading is imported, it links to the system-generated record and Horizon sets the
system-generated record as valid for both author and subject.

If the last reference to the system-generated record is deleted, the system-
generated record is deleted.

If any manual change is made to the MARC data using the MARC Editor, Horizon no
longer considers the authority record to be system-generated. The cataloger must
either complete the record or find a complete matching authority to import and
overlay the incomplete authority record that resulted from the manual change.

System-generated authority records function as placeholders that Horizon uses for
several purposes:

To let Horizon index and search on headings. When Horizon imports a bib
record with an authority tag that is new to the library’s database, Horizon
generates an authority record. Horizon can use this record for indexing in a
browse or keyword index. This lets borrowers and staff search that authority and
find the bibs that reference that authority.

To let Horizon search on a See Also reference in an authority record. When
Horizon creates a system-generated See Also record, searching on the See Also
heading displays another line in the search results (for example, “Related Author”
or “Related Subject”) that shows the related heading.

To let Horizon search on a See reference in an authority record. When Horizon
creates this type of system-generated authority record, the record is marked
“invalid.” Horizon’s search results display an “Author Is,” “Subject is,” or “Series
is” heading that points to the valid form of the heading. You cannot make changes
to an invalid authority record.

To let multiple references to a heading link to a single authority record. Once
Horizon creates a system-generated authority record, any new references created
in Horizon link to that record. New references can come from either importing or
manual cataloging. References can come from a bib record, a See Also reference
(for a valid heading), or from a See reference (for an invalid heading).

To offer match and overlay points for importing of the full authority record.
Importing the full authority record will overlay the system-generated authority
record.

You maintain authority records under a variety of circumstances, depending on the
cataloging standards your library has set. Some of these circumstances include:

About Authority Records

Editing an authority record while working with a bib record that contains a
reference to that authority
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e Updating an authority record when the source (such as Library of Congress)
changes that authority

e (Creating a new authority record if your catalog does not yet contain the
authority

e Merging duplicate authority records

¢ Deleting outdated or otherwise unused authorities from your library’s catalog

Creating an Authority Record

An authority record is the source of information about a specific author, subject, or
series name. Every bib record that refers to a specific piece of information should
link to the authority record where that information is found. This can help keep your
database more organized, and can help borrowers find information more easily.

Since authority-controlled tags follow a certain format and contain specific
information, you should try to link to an existing authority in your database before
you create a new one. Depending on the link type you have chosen, Horizon may do
this for you automatically. (For more information, see Choosing the Default
Authority Link Type on page 20.) If Horizon does not create automatic links, you
can search for a tag from an existing heading and, if you find one that you want, you
can send it to the MARC Editor and link it to the bib record. (For instructions, see
Adding an Authority-Controlled Tag on page 50.)

You can also create an authority record using a workform. If you have an existing
nonlinked linking tag and create an authority tag using a workform, Horizon can link
the tag for you when you save the new authority record if you have Link on Match
chosen as the link type. If you have chosen Never Link, you must link the record
yourself. (For more information, see Linking Authority-Controlled Records to Bib
Records on page 57.)

You can create both MARC and non-MARC authority records using a workform. (For
instructions, see Creating a New MARC Record on page 45.) You must create
workforms before you can create new records. (For instructions, see Creating a
MARC Workform on page 217 and Creating a Non-MARC Workform on page 221.)

If needed, you can be taken directly to external help for defining MARC tags. (For
instructions on using external MARC help links, see Using Catalog Context Links on
page 48.)

Finding and Opening an Authority Record

You must open an authority record to edit the record if its information is outdated
or if new information needs to be added to it.

16 Creating an Authority Record



Chapter 5: Authority Records

Q You can edit information from within an authority-controlled tag in a bib or authority
record, but this causes Horizon to break the link and create a new authority record
containing the new information. Then Horizon links the bib or authority record you
are editing to the new authority record. The original authority record no longer
controls the tag you are editing. (For more information, see Editing Authority
Records on page 119.)

This section explains these topics:

* Opening an Authority Record Using Its Number on page 117

¢ Opening an Authority Record through Linked Bib/Authority Record on page
117

» Using Staff Searching to Find an Authority Record on page 118

Opening an Authority Record Using Its Number

When you add records to your catalog either manually or automatically (by
importing), Horizon assigns each record a sequential number. (Horizon posts this
number in the upper-left corner of the authority record.) If you know this number, you
can use it to open an authority record.

To open an authority record using its number

1 Start the Auth# Lookup process.

The default location of this process is the Cataloging\Authority Record folder on
the navigation bar.

Horizon displays the Auth# Lookup dialog box:

“" Authit Lookup

Record Key: Iﬂ

Edit Close I

2 Enter the Authority number in the Record Key field.
3 Click Edit.

Opening an Authority Record through Linked Bib/Authority Record

You can open an authority record through an authority-controlled tag in a bib or
authority record.

To open an authority record through a linked bib or authority record
1 Open a MARC record that includes a link to an authority record.

2 Double-click the link to the authority that you want to open.
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Horizon opens the authority record.

Using Staff Searching to Find an Authority Record

You can use staff searching to find an authority record and send it to the MARC
Editor.

To use staff searching to find an authority record
1 Start the New Search process.

The default location of this process is the Searching folder on the navigation
bar.

Horizon displays the Search window:

Search

Indexes: Command mode == |

General Keyword
Cyrillic: Title s
Greek Titles

Subject Keyward
Tithe Kenyward
Courge Mame and Mumber Alpha LI

Selected index contains:
Words from authar, title, subject, cantent notes and series.

Search for: ||

Ok I Cancell Ereu.Searchl Examplel Restrict | EnrEL |

2 In the Indexes box, highlight an authority-controlled index that matches the type
of authority you want to find.

3 Enter the search term that you want.

4  Continue with the search until the system displays a Bibliographic Detail
window.

5 Double-click the authority that you want.
Horizon displays a Related Works window.
6 Highlight the authority that you want from the list.
7 Choose Edit, Send to, or click the Send to icon ( ﬁ ).

Horizon displays the Send to dialog box:
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Send to

Expart Cataloging Records
MARC Editor

Purchasze Request

Serials Checkin

Setialz Control

(8].4 I Cancel

8 Highlight MARC Editor.
9 C(lick OK.

Horizon opens the record in the MARC Editor.

Editing Authority Records

You can edit authority records by changing either a single record or by changing
several similar records at the same time. Any changes that you make to an authority
record affects all bib records associated with it. While you are editing, be sure that
you do not create a new authority record that is the same as an existing authority
record. Search for the authority record in your database to make sure. (For
instructions, see Using Staff Searching to Find an Authority Record on page 118.)

This section explains these topics:

+ Editing a Single Authority Record on page 119
¢ Globally Changing Authority Headings on page 119

Editing a Single Authority Record

You edit an authority record in one of two ways:
e As an authority record
(For information on editing a record, see Editing a MARC Record on page 63.)
e As a tag or subfield in a bib or other authority record

(For more information on editing a tag, see Adding a Component to a MARC
Record on page 48.)

Globally Changing Authority Headings

Each time you change an authority heading, Horizon automatically updates all bib
records that are associated with that authority record. Horizon lets you change
several similar authority headings at a time to make them all contain the same
information.

For example, with one step, you can change subject headings like these:
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e Painting, Shinto

¢ Painting, Shinto - Japan

To the Library of Congress standard:

e Shinto Painting

¢ Shinto Painting - Japan

This is called globally changing authority headings.

Only authority records for which you have sufficient rights (even if ownership is
listed with someone else) change when you use global change. Horizon reports the
authority records that do not change. This lets you contact your system
administrator to extend your rights or change those records that you cannot change.

O The rights on the associated bib records do not affect this function.

120

To globally change authority headings

1 Start the New Search process.

The default location of this process is the Searching folder on the navigation
bar.

Horizon displays the Search window:

EEf Global Heading Change M=l E3

—Headings Edit
Change Fram: |

Change To: I

—Change Status

M. Read: 3 Ma. Failed: u]
Mo, Matched: u] Mo, Changed: u]

Start: Cancel

Search for the authority records that you want to change. (For instructions, see
Using Staff Searching to Find an Authority Record on page 118.)

Note: To conduct an authority search, you need to use authority search indexes,
such as Subject Keyword, Author Alphabetical, Subject Alphabetical, or Series
Alphabetical.

In the search results window, highlight all the authorities that you want to
change.

Choose Edit, Send to, or click the Send to icon ( ﬁ ).

Horizon displays the Send to dialog box:
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Send to

=l 1N}
Expart Cataloging Records
MARC Editor
Purchasze Request
Serials Checkin
Setialz Control

(8].4 I Cancel

5 Highlight Global Auth Change.
6 Click OK.

Horizon displays the Global Heading Change dialog box:

B! Global Heading Change _ (O] x|

—Headings Edit
Change Fram: I

Change To: I

—Change Status

Ma. Resd: 3 Ma. Failed: 1]
Mo, Matched: 0] Mo, Changed: ]
I

=taft | Cancel |

7 In the Change From field, enter the part of the heading that you want to change.

The field is case-sensitive. Enter information exactly as it displays in a search
results window.

8 In the Change To field, enter the new information.

The field is case-sensitive. Enter information exactly as you want it to display in a
search results window.

9 C(lick Start.

The color bar in the Change Status group lengthens as Horizon searches for the
authorities that you specified. As the search progresses, Horizon displays the
number of authorities that are read, the number that match your request, and the
number that are changed.
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Merging Authority Records

You can merge authority records to remove duplicates from your system. (For
example, if two authority records exist for the author C. S. Lewis, one containing the

form “Lewis,

Clive Staples,” and the other containing “Lewis, C. S.,” you can merge

the two authority records into a single valid record.) All associated bib records link
to the single remaining authority record. The authority record that you keep in your
database is called the “surviving” authority record. The ones that are merged into
the surviving authority record are called “dying” authority records.

Before you can merge records, your system administrator must set up merge
profiles. (For more information about setting up merge profiles, see “Setting Up
Merge Profiles” in the Cataloging Setup Guide.)

To merge authority records

Open the authority records that you want to merge.

Choose Marc, Merge Record.

opens the Auth Merge dialog box and displays the numbers of the

authority records that you have open.

1
2

Horizon
3 Use the

drop-down list in the Merge Profile field to choose the Merge Profile

you want to use.

Note: If you have more than one Merge Profile defined, you can change the
Merge Profile at any time before you perform the merge.

Horizon displays information about the records you have open:

Auth Merge

Horizon displays information —
about the currently selected
surviving authaority record in
the Surviving Authz group.

Horizon displays
information about any other

In the Surviving Authz group drop-down field, Horizan displays
the authority that was active when you started the merge
process. You can choose a different surviving authority record.

Merge Profile: I cubjects

— Suniving Auth# 290364'29036 - Family -- Periodicals.

Index subject Family -- Petiodicals.

Subject heding

all auth-contralled

/ﬁying Recaord(s)

Auth# | Indes subject

1011 Schweizer Kolturstiftung Pro Helvetia
29174 Farmily - Perindicals.

29035 Family psychotherapy -- Periodicals.

| Subject heding | all auth-controlled subyj

open authority records in
the Dving Recordis) list.

| u

Preview | Merge | Cancel |
|
|
T

dl
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The Preview button lets yvou see
the new merged record before
vou commit to the merge.
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4 If you want to choose a different surviving record, use the Surviving Auth#
drop-down menu to choose the record that you want Horizon to keep.

5 In the Dying Auth# group, highlight the authority records that you want to merge
into the surviving record.

6 Click Preview to view the surviving authority record before continuing with the
merge.

Important: The merge process cannot be reversed. Be sure that you want to
merge the records before you click Merge.

7 Make sure that the surviving authority record has all the information that you
want to keep.

8 If there are tags in any dying authority records that you want to keep but that do
not display in the preview of the surviving record, cut and paste them from the
dying authority records into the surviving authority record.

You must do this in the existing record that you have chosen to survive, not the
merge preview window. (For instructions, see Cutting, Copying, Pasting, and
Deleting Information in a MARC Record on page 65.)

9 C(lick Merge.

Horizon merges the dying records into the surviving record, links any bib records
associated with the dying records to the surviving record, and deletes the dying
records.

10 Save your changes.

Clearing the New Authority Table

When you create or import authorities, Horizon keeps track of new authority records
in an authority list called the new authority table. You can view lists of new authors,
new subjects, or new series from the New Additions menu, which draws from this
table. (The default location of New Additions is the Searching folder on the navigation
bar.) You should clear this list periodically, particularly under these circumstances:

e After you merge authorities, clear the list to reflect only the remaining authority.

* After you create or import many authorities, clear the list to keep it from
becoming too long.

¢ When time has passed and you no longer consider the items to be new additions,
clear the list.

To clear the New Authority table
1 Start the Clear New Auth Table process.

The default location of this process is the Cataloging\Authority Record folder on
the navigation bar.

Horizon displays this dialog box:
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124

; Ok to clearthe 'Mew
@ Authorities' table™
Cancell

2 Click OK.

Horizon clears all new authorities in the New Authors list, New Series list, and
New Subjects list in staff searching. If you have the list open while you clear it
out, you need to redisplay the list to see the change.

Working with Cross-References

Cross-references help users find related titles as well as those titles that they
search for directly. You can create cross-references at any time or delete
cross-references that you no longer want. Your system administrator can determine
which tags can be cross-references, and whether those cross-reference links are
reciprocal (whether the links go both ways). In addition, your system administrator
can set up Horizon so that information in any local subfields that you create is
retained.

This section explains these topics:

¢ Creating a Cross-Reference on page 124

¢ Deleting a Cross-Reference on page 127

Creating a Cross-Reference

To help users locate all the titles related to a subject, author, or series, you can
create cross-reference authority records. These cross-references display related
headings in search results screens.

MARC distinguishes between two types of cross-references:

e See Also references

¢ See references
This section explains these topics:

¢ Creating a See Also Reference on page 124

¢ Creating a See Reference on page 126

Creating a See Also Reference

See Also references are also referred to as “See Also From tracings.” See Also
references direct you from valid authority forms to other valid authority forms. (For
example, if you search for the subject “birds,” you might see a PAC or staff searching
authority list window that shows a valid related heading for “ornithology.”)

Working with Cross-References
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See Also references can exist for any authority—author, subject, or series. Your
library should establish guidelines by which you create See Also references. Here is an
example of what a See Also reference looks like in a search results screen:

B Subjects: indus

Sl bori ur rerz el e by cee b,

Snhjert Titles

Induztrial mts -- Stady anc teacking (Elemertaryl -- Grast Britain 1 =

Inductrialarts  Stady anc tocacking @ocordaty)  Scobland, u
The searched reference Irndusbiialuusiceribralion 0
The See Alsoreference see sl Cnmpefiton |

Industrial concentration -- Germszry 1

Industrial rooarenbratian -- IFaly. 1

ML Ssarra ||"|EIUS

zhowe Titles | ~ahcel |

You can create See also references in two ways. This section explains these topics:
* Creating a See Also Reference Automatically on page 125

* Creating a See Also Reference Manually on page 126

Creating a See Also Reference Automatically

You can create a See Also reference manually by linking one valid authority to
another. You can choose whether you want to create a two-way link (with two See Also
references) or a one-way link.

A two-way link displays a See Also cross-reference on a search results screen for
either authority heading. A one-way link displays a See Also reference for only the
authority heading that you specify.

To create a See Also reference manually

1 Open the two authority records that you want to work with to create a See Also
reference. (For instructions, see Finding and Opening an Authority Record on
page 116.)

2 Make sure that the authority record that you want to be the primary record is the
active record.

3 Choose Marg, Link Record, or click the Link icon ( |@ ) in the toolbar.

Horizon opens the Resolve Link dialog box.

4 Double-click the appropriate 5XX linking tag.
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126

5 If Horizon displays a dialog box that asks if you want to create reciprocal links,
do one of these options:

e Click Yes.

Horizon inserts a cross-reference (5XX) tag in the primary record. When you
save the primary record, Horizon inserts a cross-reference tag in the
secondary record. Each cross-reference tag contains the authority heading
from the other authority record.

e Click No.

Horizon inserts a cross-reference (5XX) tag in only the primary record. The
cross-reference tag contains the authority heading from the secondary
authority record.

6 Save your changes.

Creating a See Also Reference Manually

Horizon automatically creates a See Also reference in your database when you
import an authority record that has a See Also reference. If no authority exists that
matches the incoming See Also reference, Horizon creates a system-generated
authority record. Both the system-generated authority record and the imported
authority record contain See Also references to each other.

On the other hand, if you import an authority record that has a See Also reference
that matches an authority record in your database (and that authority record is not
system-generated), Horizon creates a See Also reference to that authority record,
but not a reciprocal See Also reference. This prevents See Also references that should
not exist.

For example, the author “Stephen Leacock” might have a See Also reference to the
subject “Canadian Authors.” If you create a reciprocal reference for both authorities,
“Canadian Authors” would contain a See Also reference to Stephen Leacock, which
should not exist. Therefore, when both authority records are imported into your
database, Stephen Leacock references “Canadian Authors,” but not vice versa.

Creating a See Reference

See references are also referred to as “See From tracings.” See references direct you
from nonstandard forms of an authority to its standard form. See references make
sure that when you search on an unauthorized but commonly used form of an
authority, you locate the authorized form and the associated titles.

See references might include these types of references:
¢ Maiden names (Jennifer Jones see Jennifer Jones Hannigan)
e Abbreviations (ALA see American Library Association)

¢ Acronyms (UNESCO see United Nations Educational Scientific and Cultural
Organization)

¢ Pseudonyms (Clemens see Twain)

¢ Changed forms of Library of Congress Headings
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Always follow your library’s cataloging rules in establishing correct authority forms
to determine which invalid forms require See references.

When you create a See reference, you add a See From tracing tag to a valid authority
record and enter the invalid term in the See From tracing tag. You can also attach an
invalid form to a valid form. Both methods create a one-way link from an invalid to a
valid authority.

To create a Seereference

1 Open the valid authority record for which you want to create a See reference. (For
instructions, see Finding and Opening an Authority Record on page 116.)

2 Add the appropriate See tracing tag. (For instructions, see Adding a Component
to a MARC Record on page 48.)

Note: See From tracings have 4XX tags.
3 Enter the invalid form for the authority.

4 Save your changes.

Deleting a Cross-Reference

You can delete See Also and See cross-references. If you delete a See Also tag, Horizon
breaks the link between the two authority records. If you delete a See tag, Horizon
deletes the invalid authority from the authority file.
To delete a cross-reference
1 Open the authority record that contains the cross-reference.
2 Highlight the cross-reference tag.
3 Choose Edit, Delete Tag.
Horizon removes the See or the See Also reference tag from the record.

4 Save your changes.

Working with Uniform Titles

In Horizon, you can design an authority record that combines a specific title and its
author information into one searchable unit. A borrower can then locate the item as a
single “hit” during a PAC search.

For example, if you searched for Karl Shapiro’s Selected Poems and conducted a Title
Alphabetical search on “selected poems,” Horizon would display several hits from
various authors. However, if you conducted a uniform title search on “selected
poems,” you could see both “Selected Poems” and “Selected Poems--Shapiro, Karl.” You
would know that the latter is the entry you are looking for. (The way the entry
displays depends on how your indexes are configured.)
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To allow searches in PAC and staff searching for uniform titles that you create, your
system administrator needs to define search indexes to read the a and t subfields
(and any others desired) of the 100 combined authority tag. (For instructions, see
the “Searching Setup” chapter of the System Administration Guide.) Your system
administrator also needs to set up uniform title parameters. (For instructions, see
“Setting Up Uniform Titles” in the Cataloging Setup Guide.)

To make a uniform title, Horizon creates a new authority record. One authority
record already exists for the author tag. Horizon creates a separate authority
record that contains information from the bib record’s uniform title tag (MARC 21
tag 240 or 243) and the author tag (100, 110, or 111). This information is
compounded into one new 100 tag on the new authority record. Horizon maps the
two bib record tags (title tag and author tag) to the new authority record.

A combined authority tag is made up of subfields from these tags:

¢ The co-tag. The co-tag provides the author portion of the uniform title.

¢ The uniform title tag. The uniform title tag provides the title portion of the
uniform title, as well as any other information that you want to include for the
uniform title search. (For example, you could include the language of the item.)
The uniform title tag is compounded with the co-tag to make the combined
authority tag, and so is sometimes called a “compound tag.”

This illustration shows how two bib record tags make up one uniform title authority
record. Note that the co-tag (the author portion) from the bib record is linked to two
separate authority records:

100 a Twain, Mark The autherity record
links to the bib record.

. 100 a Twain, Mark
The hib record

. 240 a Tom Sawvyer
supplies title and | Spanish : R

author information - i

: . . 245 a Las Aventuras de 100 a Twain, Mark
for the uniform title. ' y _
Tom Sawyer t Tom Sawyer Horizon creates a

| Spanish new authority record
tor the uniform title.

This section explains these topics:
¢ Creating a Combined Authority Record on page 128
« Editing a Combined Authority Record on page 131

Creating a Combined Authority Record

A combined authority record is based on uniform title and authority information
from a bib record. You create a combined authority record by adding a uniform title
tag (for example, 240 or 243) to a bib record. The title and author information is
compounded into a combined authority tag on the new authority record if these
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conditions exist:

e Both a compound tag and a co-tag (tag 100) must exist in the bib record.

e Subfields defined as mandatory in the compound tag and the co-tag must exist.
These include the a subfield. (Horizon is normally set up to change a second a
subfield to a t subfield. However, your system administrator may need to set up
the mandatory tags and subfield change from a to t.)

¢ You cannot duplicate mandatory subfields on either the compound tag or the
co-tag.

The combined authority tag displays as a uniform title displayed in a search results
screen when you set up your search indexes to access it.

O The author information is not displayed in the uniform title tag in the bib record, but
it is displayed in the combined authority tag on the new authority record and as part
of the uniform title displayed on a search results screen.

If all these conditions do not exist, Horizon does not create the new combined
authority record with a link from the uniform title tag in the bib record. The
information on the uniform title tag that you add is searchable with a uniform title
index, but it is not linked with author information.

If either of the first two conditions do not exist, Horizon logs an error in the invalid
audit log table when you try to compound uniform title tags and authority records.
You can view the invalid audit log table and then resolve the problem in the MARC
Editor. (For more information, see “Viewing the Invalid Audit Log” in the Cataloging
Setup Guide.)

To allow searches for uniform titles that you create, your system administrator needs
to define search indexes to read the a and t subfields (and any others desired) of the
new combined authority tag. (For instructions, see the “Searching Setup” chapter of
the System Administration Guide.) Your system administrator also needs to set up
uniform title parameters. (For instructions, see “Setting Up Uniform Titles” in the
Cataloging Setup Guide.)

To create a combined authority record
1 Open the bib record for which you want to create a uniform title.
2 Make sure that a co-tag (tag 100, 110, or 111) exists in the bib record.

If a co-tag does not exist in the bib record, you cannot create a uniform title link
unless you can create a co-tag. (For more information, see your system
administrator.)

Note: Your system administrator must set up Uniform Titles before Horizon
recognizes the tag and co-tag associated with it.

3 Check to see if a uniform title tag (for example, 240 or 243) exists in the record,
then do one of these options:
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If the record has both the co-tag (100, 110, or 111) If the record does not have a
and a compound tag (240 or 243) uniform title tag

If these conditions exist, Horizon has already

created a uniform title link for the record:

¢ Horizon is set up for Uniform Titles

» Linking is set to Always Link

¢ Linking is set to Link On Match (and Horizon
has made the link based on this setting)

* The file has been saved Add a uniform title tag (for

Do one of these options: instructions, see Adding a

¢ Leave the uniform title link as it is. The task is Component to a MARC Record
finished. on page 48), and continue with
» Delete the existing uniform title tag and step 4.
replace it with a new one, then continue with
step 4.

Note: Before you delete the existing uniform title
tag, make sure that the information in it is not
required to make a complete bib record. (For
more information, see your system
administrator.)

4  Add information for the uniform title tag by doing one of these options:
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Link an existing
uniform title
authority to a bib
record

Add information manually Use Browse Link

1. Enter the text that you
want in the uniform title
tag.

2. Leave the field.

Horizon resolves the link
based on the settings in
the authority link type.
(For more information
on link types, see
Linking
Authority-Controlled
Records to Bib
Records on page 57.)

5 Save your changes.

When you edit the author of a combined authority record, you must edit two separate

1. Open the uniform

title authority
record.

2. Choose Marc, Link

Record, or click the
Link icon ( |@ ) in
the toolbar.

Horizon prompts
you to specify the
bib record tag
number to which
you want to attach
the authority
record.

. Choose the

uniform title tag
that you added
(USMARC 240 or
243).

Editing a Combined Authority Record

1. In a subfield, enter the
appropriate text of the uniform
title to which you want to link.

2. Choose Edit, Link Options,
Browse Link.

Note: Before you can use Browse
Link, your system administrator
must set it up. (For instructions,
see “Setting Up Browse Link” in
the Cataloging Setup Guide.)

Horizon displays the Title
window.

3. Highlight the title that you want
to link.

4. Click Link.

Horizon resolves the link based
on the settings in the authority
link type. (For more
information on link types, see
Linking Authority-Controlled
Records to Bib Records on
page 57.)

records: the combined record itself, and the authority record that links to the bib
record. This is because the 1XX tag in the combined authority record pulls its

information from the bib record, not from the actual author authority record. Horizon

does not link the combined authority record to the author authority.

If you want to edit the title of a combined authority record, you need to edit only the
combined record. Editing the combined authority record updates the bib record 24X

tag.

If you edit either the 24X tag or the 1XX tag in the bib record, you break the original
link and either create an entirely new authority-controlled record or link to a
different existing authority-controlled record.

For instructions on editing tags, see Editing Information in a MARC Record on page

64.
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SirsiDynix recommends that you use the global change feature in Horizon to edit
both authority headings at the same time. (For more information, see Globally
Changing Authority Headings on page 119.)

Deleting an Authority Record

You can delete an authority record only if no bib records are attached to it. If you
want to delete an authority record that has bib records attached, you must first find
all the bib records containing the authority tag that links to the authority record
that you want to delete and delete the authority tag from each bib record. Once you
have deleted all the authority tags, you can delete the authority record.

To delete an authority record

1
2

Open the authority record that you want to delete.
Choose File, Delete Record.

Horizon asks if you really want to delete the record.
Click Yes.

Horizon does one of these:

« If no bib records are attached, Horizon deletes the authority record. The task
is finished.

e If bib records are attached, Horizon displays this message:
Launcher

& Cannot delete record because there are bibs attached!

Click OK.
If you need to detach the attached bib records, do these steps:
a Start the New Search process.

The default location of this process is the Searching folder on the navigation
bar.

b Search for the authority record that you want to delete. (For instructions,
see Using Staff Searching to Find an Authority Record on page 118.)

c Highlight the authority when you find it.
d Click Show Titles.

Horizon displays a list of all bib records that are attached to the authority
record that you want to delete.

e Highlight all the bib records in the list.
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f Press F10 or choose Edit, Send To.
g Highlight MARC Editor.
Click OK.
Horizon sends the bib records to the MARC Editor.

i  Find the tag that displays the authority record that you want to delete in one
of the bib records that you have just sent to the MARC Editor.

j  Put your insertion pointer anywhere in the tag.
k Choose Edit, Delete Tag.
Horizon deletes the tag.
1 Save your changes.
m Repeat steps 5i through 51 in this table until all the bib records are closed.
n Make sure that the authority record that you want to delete is active.
o Choose File, Delete Record.
Horizon asks if you want to delete the record.
p Click Yes.

Horizon deletes the authority record.
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This chapter explains how to create and use item and copy records. Also, this chapter
explains how to print spine labels and lists and how to work with Summary of
Holdings.

This chapter contains these sections:

¢ About Item and Copy Records on page 134

» Working with Item Records on page 136

* Working with Copy Records on page 179

* Moving Item and Copy Records on page 186

¢ Working with a Summary of Holdings for Serials Titles on page 191
¢ Using Item Group Editor on page 197

About Item and Copy Records

Each bibliographic (bib) record contains information describing a certain title, but you
must also have an item record to identify each item that exists in your library. (For
example, you could create a bib record for the book A Stillness at Appomattox by Bruce
Catton, but until you create an item record for the copy you have on your shelves, the
item does not exist in your database and cannot be accessed by your borrowers.) Your
database can include bib records for which you have no item in your stacks, but you
cannot have an item record without a bib record. Iltem records attach to bib records.

For example, if your library has three copies of A Dangerous Fortune by Ken Follett,
three item records are attached to the bib record for that title, as illustrated here:

Bib
record
[
[ | |
[tem [tem [tem
recard recard recard

Copy records are records that let you group related item records together. They let
you see how many sets of one title a library carries. They add another “layer” of
cataloging records by representing multiple sets of a title.

A copy record is attached “between” a bib record and an item record to help keep a
group of related item records together:
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Bib
record
Copy Copy
record record
ltem ltem ltem ltem
record record record record

For example, if your library has four sets of the World Book Encyclopedia, and each
set has 26 volumes, all 104 item records (volumes) are linked to one bib record. You
group these item records by the set they come from when you create copy records,
as illustrated here:

Encyclopedia

Bib record
Set 1 Set 2
Copy Copy
record record
| | | |
Volume 1 Volume 2 Volume 3 Volume 1 YVolume 2 Volume 3
[tem [tem [tem [tem [tem [tem
record record record record record record

Both copy records and item records attach to bib records. When you attach a copy
record to a bib record that already has items attached, Horizon inserts the copy
record between the bib record and the item records. Horizon attaches the item
records to the bib record through the copy record:

. - — — ]— - The dotted line shows the
Bib Copy ltem ) i .
former direct link between the
record record | record . .
oatl—— i bib record and the item record.

You attach an item record to a bib record either directly or through a copy record.
You can “move” the item record to a different bib or copy record. (For instructions,
see Moving an Item Record on page 186.)

You can create copy and item records manually. You can also create an item record
manually, or you can have Horizon create item records automatically when you
import bib records. You edit existing item and copy records to update holdings
information.

Copy records are also created in Serials Control for periodicals. However, if you

have multivolume titles that are not periodicals, you can create a copy record for
them in Cataloging.
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Working with Item Records

When you add items to your library, you add item records to your library database.
You need to keep the item records accurate so your database correctly represents
what items exist in your library.

This section explains these topics:

Opening a List of Items on page 136

Finding and Opening an Item Record on page 138
Viewing Detailed Information about an Item on page 142
Printing a List of Items on page 143

Creating Item Records on page 143

Editing Item Records on page 152

Printing or Exporting Labels on page 154

Deleting a Single Item Record on page 157

Deleting Multiple Item Records on page 158

Viewing, Reporting, and Purging Information about Discarded Items on page
167

Tracking Item Activity on page 169

Opening a List of Items

Several tasks require you to start from a list of items that is attached to a bib or copy
record.

To open a list of items

1

Do one of these options:

» Create and save a new bib record. (For instructions, see Creating a New Bib
Record on page 82.)

e Open an existing bib record that has the items that you want to view. (For
instructions, see Finding and Opening an Existing Bib Record on page 83.)

If no copy records are attached to the bib record, the bib record displays the
number of attached item records at the right side of the header and displays the
Items icon ( El ) in the bib toolbar:
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The Items ican

tems: 1—4— The number of

items attached to
the bib record

If copy records are attached to the bib record, the bib record shows the number
of attached copies at the right side of the header and the Copies icon ( @l ) in

the toolbar.

2 Do one of these options:

o If the bib record displays items, choose Marc, Item Records, or click the

Items icon (ﬂl ).

« If the bib record displays copies, do these steps:

- Choose Marc, Copy Records, or click the Copies icon ( @| ).

Horizon displays a List Copy Records window.

- Click the Items button.

Horizon displays a List ltems window listing all items attached to the record:
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## List: Items for Bib 1109; Copy Record No. 12
Barcode Collect. Call Mo Copy  “olume
;=F  1.mgld mainst  NG30E ASS 1056 =]
2. mg12221 mainste  NA303 ASS 1026
=]
Selection I Total: 2
Eit | mew | sot. | Dipley. | Detsilstatus | Batoh Creste |

Finding and Opening an Item Record

Horizon gives you several options for finding and opening an item record. This section
explains these topics:

¢ Opening an Item Record with Item Barcode Lookup on page 138
* Opening an Item Record Using Bib Quick Search on page 139
¢ Using Staff Searching to Open an Item Record on page 140

* Opening an Item Record through a Bib Record on page 141

Opening an Item Record with Item Barcode Lookup

If you know the barcode of the item, the fastest way to open the item record is by
using Item Barcode Lookup on the navigation bar.

To open an item record using Item Barcode Lookup
1 Start the Item Barcode Lookup process.

The default location of this process is the Cataloging\Item Record folder on the
navigation bar.

Horizon opens this dialog box:

Enter an item barcode

[
Cancel |

2 Enter the barcode number for the item that you want.
Horizon opens a List Items window containing the item barcode you entered.

3 Double-click the item that you want to edit.
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Horizon opens the Edit ltems window:

## Edit: Items for Bib 634 =1 E3
temi 233 Copry#
Created  11M06/1895 Updated
ftem Type Ib— Hooks Codes
kem Barcode lrnc:|834—
Location  |main Costigan Ly Codes
Collection |mainstx | Meic Stachs Codes
Call Type I— Codes
Gall Mo, |M452 38 no. 1 1983
Copy Statement | Serial Yolame Mo, I—
Source | Price [0.00
Cloge I et E | e e | Page Downl Page 1 of 2

Opening an Item Record Using Bib Quick Search

If you know the barcode of the item, you can open the item record by using Bib
Quick Search.

To open an item record using Bib Quick Search
1 Start the Bib Quick Search process.

The default location of this process is the Cataloging\Bibliographic Record
folder on the navigation bar.

Horizon opens the Search Bib Quick Search window.
2 Highlight Item Barcode.
3 Enter the barcode number in the Search for field.
4 Click OK.
Horizon displays the bib record for the title in the MARC Editor.
5 Do one of these options:

« If the bib record displays items, choose Marc, Item Records, or click the

Items icon (ﬂ] ).
« If the bib record displays copies, do these steps:

- Choose Marc, Copy Records, or click the Copies icon ( @| ).

Horizon displays a List Copy Records window.
- Click the Items button.
Horizon displays a List ltems window listing all items attached to the record.

6 Double-click the item that you want.
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Horizon opens the Edit ltems window:

7% Edit: Items for Bib 1109 H= E
temg 1408 Copy# 12

Crested O1026/M008 Updated 0202772002

tem Type Isr Sowmd Recordirg Codes

ftem Barcode IWT

Location  |main Costigan Libary Codes

Collection  [music Nfrzica! Recomlings Codes

Call Type | Codes
Call Mo, [3596

Copy Statement | Serial WYolume Ma. I_

Saurce | Price ID.EIEI

Close I SElE | Faue | Page annl Page 1 of 3

Using Staff Searching to Open an Item Record

You can use staff searching to search for an item and send the item record to the
MARC Editor.

To use staff searching to open an item record

1

Start a New Search.

To do this, press F2, or find the process in the Searching folder on the navigation
bar.

Conduct any kind of search and proceed through the search process until you open
the Copies window that displays the item that you want to view.

Note: If the Show Copies button on the Bibliographic Detail window is grayed out,
no item records exist.

Highlight the item that you want.
Choose Edit, Send to, or click the Send to icon ( %)

Double-click Copy/Item List.
Double-click the item that you want.

Horizon opens the Edit ltems window:
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## Edit: Items for Bib 634 [_ (O] ]
tem# =29 Copy#
Crested 11061985 Upclat e
ftem Type Ib— Baoks Codes
kem Barcode |r|1c|834—
Lacastion  |main Coshigan Libany Codes
Collection [mainstx: | Afein Stachs Codes
Call Type I— Codes
GCall No. [M452 38 no. 11983
Copy Statement | Serial Yolume Ma. I—
Source | Price [0.00
Claze I EEVE | Eye g | Page Davwn | Page 1 of 2

Opening an Item Record through a Bib Record

You can open an item record through a bib record. If a copy record is attached to the
bib record, you must open the copy record first.

To open an item record through a bib record
1 Open the bib record to which the item is attached.
2 Do one of these options:

« If the bib record displays items, choose Marc, Item Records, or click the

Items icon [ﬂ] ).

« If the bib record displays copies, do these steps:

- Choose Marc, Copy Records, or click the Copies icon ( @| ).

Horizon displays a List Copy Records window.
- Click the Items button.
Horizon displays a List ltems window listing all items attached to the record.
3 Double-click the item that you want.

Horizon opens the Edit Items window:
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% Edit: Items for Bib 1109 M=l
temg 1402 Copyit 12
Cregted OU26/M996  Updsted 02027/2002
tem Type |;|— Soumd Recom'img Codes
ftem Barcode IWT

Location  |main Costigan Libarny Codes

Collection  [music Nysical Recordings Codes

Call Type | Codes
Call Mo, [33965

Copy Statement | Serial Volume Mo, I_

Source l Price ID.IIIIII

Cloze I SEVE | Famer e | Page annl Page 1 of 3

Viewing Detailed Information about an Item

You can view detailed information about each item in your library. (For example, you
can view cataloging information, such as the item’s title and call number; circulation
information, such as the item'’s status or borrower details; order information; or
information about in-house use of the item.) You view the information from the Item
Detail Status screen in Cataloging.

To view detailed information about an item

1 Open the List Iltems window for the item that you want to view. (For instructions,
see Finding and Opening an Item Record on page 138.)

2 Highlight the item whose details you want to view.
3 (lick Detail Status.

Horizon displays the Item Detail Status window:

1 Item Dretail Status

Title The Brooklyn Philharmonic Symphony Orch estra
Location main Costigan Lisay
Collection  music Ny sica! Aecomlings
Call Mo. =286 Copy Ma.
Barcode mg12221 bype =r Lowrd Recomding
Status i Cheched &
Updated
CHI Mate
Imterrial Mote :I

SEVE Fane [ Fage Dowvn Fage 1 of 4
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Note: You cannot edit information in the Item Detail Status window. To edit
information, you must go to the appropriate process (Cataloging, Circulation, or
Acquisitions).

4 Click Page Down to find other information, including in-house use information.

Note: In-house use information displays only if your library tracks in-house use
of items by checking in items that are used in your library without being
checked out. (For more information on the in-house mode, see “Setting Up a
Checkin Mode” in the “Checkout and Checkin” chapter of the Circulation Guide.
For more information about item-specific in-house information, see “Using Other
Horizon Circulation Reporting Options” in the “Reports” chapter of the
Circulation Guide.)

Printing a List of Items

Horizon lets you print a list of items that shows information about each item such as
the current borrower number, the item status, the last inventory date, or the
number of checkouts. You can display and sort on any of the columns that are
associated with the list before you print it. (For instructions, see “List Windows” in
the “Horizon User Interface” chapter of the Horizon Basics Guide and “Printing a
Bookmark List” in the “Searching” chapter of the Horizon Basics Guide.)

Creating Item Records

You can create item records manually. Your system administrator can set up
Horizon so that it automatically fills the call number field. If you need to create
several item records for a single title, you can create them as a group.

You can also set up Horizon to automatically create item records for bib records
being imported. (For instructions, see About Importing and Exporting Records on
page 235.)

When you create item records to attach to a bib record that has copy records
attached, the items attach to a copy record. The Count column in the List Copy
Records window specifies how many items are attached to each copy record. After
you create an item record, you need to save and close it along with the List Items
window to get an accurate count of items attached to the copy record. (For more
information, see About Item and Copy Records on page 134.)

This section explains these topics:

¢ Creating a Single Item Record on page 143

¢ Automatically Filling the Call Number Field in a New Item Record on page
148

¢ Creating Multiple Item Records on page 149

Creating a Single Item Record

You create a single item record for each item that you add to your library
collection. You can create a single item record from scratch or by copying and
editing an existing item record.
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This section explains these topics:
¢ Creating a Single Item Record from Scratch on page 144

¢ Creating an Item Record by Copying an Existing One on page 148

Creating a Single Item Record from Scratch

You can create a single item record by completing all the fields in an item record.

To create a single item record

1 Open the List Iltems window for the bib record to which you want to add an item
record. (For instructions, see Opening a List of Items on page 136.)

2 Click New.

Horizon displays the Edit Items window:

% Edit: Items for Bib 1109 M=l E3
ftems Copy# 12
Crested 0202702002 Updated

tem Type

| Codes
Kem Barcode l

Location I Codes
Collection I Codes
I—

Codes

Call Type

Call Mo, |
Copy Statement | Serial Volume Ma. I

Source | Price |

Cloge I EEWE | PEme | Page annl Page 1 of 2

3 Use this table to complete the fields on the window as needed (if you do not
complete a required field, Horizon displays a reminder when you try to save the
item record):

Field Action

Enter the ITYPE (Item Type).

This is a required field. The ITYPE determines the general
circulation rules that apply to the item. Circulation rules or
privileges include loan period, fine rate, grace period, renewal
period, and so forth. (ITYPE is not the same as Collection.)
Click Codes for a list of valid ITYPEs. Your system
administrator sets up the ITYPEs for your system.

Item Type

(For more information, see “Defining an Item Circulation
Type [ITYPE]” in the “Preparing Horizon to Work with [tem
Records” section of the Circulation Setup Guide.)

Working with Item Records 144



Chapter 6: Item and Copy Records

Field Action

Enter the item barcode.

This is a required field. You can enter or scan the barcode
into this field. When items are batch created, Horizon inserts
temporary barcodes in this field for each record, which you

Item Barcode must then edit individually.

Note: This field is not only required but must contain a
unique number. If your library is not barcoding items, you
must still enter something in the Barcode field. One
suggestion is to enter the bib record number, followed by a
space, followed by 1, 2, 3, and so forth, for each item.

Enter the location where the item is housed.

This is a required field. Location carries such information as
whether fines accrue when the library is closed and what
days the library is open and closed, or click Codes for a list of
valid locations. Your system administrator sets up the
locations for your system.

Location

(For more information, see “Library Locations” in the
“General Setup” chapter of the System Administration Guide.)

Enter the collection to which the item belongs.

This is a required field. Collection reflects the form or content

of the item, such as reference or music, or click Codes for a
Collection list of valid collections. Your system administrator sets up

collections for your system.

(For more information, see “Collections” in the “General

Setup” chapter of the System Administration Guide.)

Enter the call number type.
Click Codes for a list of valid call types.
Call Type Note: Information that you enter in this field overrides the

default call type for the collection that you entered in the
Collection field.

Enter the call number of the title.

You can copy the call number from the bib record into this
Call No. field. If you copy a call number tag into the item record, you

need to delete extraneous characters, such as subfield

delimiters and indicators.

Enter a copy statement to specify which copy of the title the
item record represents.

Copy Statement This is not the same as the Copy record that Horizon uses.
The copy statement on the item record indicates which of
several identical items you are currently describing.
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Serial Volume No.

Source

Price

Staff-Only

Item Note

Item Status

Fast-Add

Internal Note
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Action

Enter the serial volume to specify which volume in a series
the item record represents.

You must enter a numerical value.

Enter the source from which you obtained the item.

(For example, if you bought the item from a local bookstore,
enter the name of the store.)

Enter the price of the item.

If you mark this box, only staff can view the item on a search
results screen.

If you leave this box unmarked, the public can view the item
on a search results screen.

Note: The Staff-Only feature works only if your library has
set up Public-Only indexes. (For help in setting up public-only
indexes, contact your system administrator. There may be an
additional charge for this service.)

Enter any notes about the item.

The public can view these notes on a search results screen.

Enter the item status.

This is a required field. Item statuses are generally
system-assigned. (For example, if an item is currently being
created or is new to the catalog, the system can assign it a
status of “In Cataloging.” If the item is checked out, the status
is “Checked Out,” and so forth.) If you get an error message
while entering a status, you must change the item status from
Circulation.

(For more information, see “Working with Item Statuses” in
the “Preparing Horizon to Work with Item Records” section of
the Circulation Setup Guide.)

Horizon automatically marks this box if the item was
fast-added in another part of Horizon.

(For more information, see “Fast-Adding Item and Bib
Records” in the “Borrower and Item Records” chapter of the
Circulation Guide.)

Enter any additional notes about the item.

Only staff can view these notes when they view an item
record. Press CTRL+ENTER to move to the next line in this
field.

4 Ifyour library is using the Inventory Number, the Call Number Prefixes, or the

Closed Stack Access Call Number Prefixes feature, complete the following fields as

appropriate:

Working with Item Records

146



Chapter 6: Item and Copy Records

¥#| Edit: terns for Bib 10515

Field Action

Enter the prefix that Horizon should add to the beginning of
Inventory Prefix this item's Inventory Number. Click Codes to select a prefix
from a list of possible values.

Leave blank if you want Horizon to fill in this field
automatically based on the value of the Inventory Prefix field.
Inventory Number | If you manually enter a value in this field, Horizon saves the
Inventory Number as-is without using the value in the
Inventory Prefix field, if there is one.

Enter the prefix that Horizon should add to the beginning of
Call No. Prefix this item's Call Number. Click Codes to select a prefix from a
list of possible values.

Leave blank if you want Horizon to fill in this field
automatically based on the value of the CSA Prefix field.

If you manually enter a value in this field, Horizon saves the
CSA Number as-is without using the value in the CSA Prefix
field, if there is one.

Note: This field does not display by default; it must be added
manually to the item Mq View to display in the item record.
For information on how to add this field to the item record,
see the "Setting Up Call Number Prefixes for Closed Stack
Access" topic of the Cataloging Setup Guide.

CSA Number
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Field Action

Enter the prefix that Horizon should add to the beginning of
this item's CSA Call Number. Click Codes to select a prefix
from a list of possible values.

Note: This field does not display by default; it must be added
manually to the item Mq View to display in the item record.
For information on how to add this field to the item record,
see the "Setting Up Call Number Prefixes for Closed Stack
Access" topic of the Cataloging Setup Guide.

CSA Prefix

Note: Inventory number functionality is feature-activated; if you want to use the
Inventory Number feature on your library system, contact SirsiDynix Customer
Support.

Note: Call number prefix functionality is feature-activated; if you want to use the
Call Number Prefix feature on your library system, contact SirsiDynix Customer
Support.

Note: CSA call number prefix functionality is feature-activated; if you want to use
the CSA Call Number Prefix feature on your library system, contact SirsiDynix
Customer Support.

Save your changes.

Creating an Item Record by Copying an Existing One

You can copy a single item record in order to create another single item record.

To create an item record by copying an existing one

1

Open the List Items window that contains the item record that you want to copy.
(For instructions, see Opening a List of Items on page 136.)

Highlight the item that you want to copy.
Choose File, Copy Record.
Horizon opens a copy of the item record you chose with certain fields blank.

Edit item information in the new record so that it corresponds with the physical
copy for which you are creating the record. (For a description of each field, see
Creating a Single Item Record on page 143.)

Save your changes.

Automatically Filling the Call Number Field in a New Item Record

Horizon can automatically fill the call number field when you create a single new item
record in Cataloging. This can cut down on the number of keystrokes needed to create
a new record. Your system administrator must set this up. (For instructions, see
“Automatically Filling the Call Number Field in a New Item or Copy Record” in the
“Setting Up Call Numbers” section of the Cataloging Setup Guide.)
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Q This feature affects only newly created bib records, not imported records. You can

use the 949 tag to import call numbers. (For more information, see “Setting Up Item
Creation Parameters” in the “Setting Up Import Source Parameters” section of the
Cataloging Setup Guide.)

Horizon uses the call number information from the bib record to automatically fill a
new item record call number field unless a copy record exists. If a copy record
exists, Horizon uses the call number information from the copy record to which the
item record is attached. If you change the copy record call number before you create
a new item record, the item record uses the changed copy record’s call number, not
the bib record call number.

Your system administrator can also set up a default call number that automatically
displays in every item record that you create. This can help if you want to create a
large number of records that use the same call number. This default call number
overrides any automatic fill settings. (For more information, see “Defining a Default
Value for a Call Number” in the “Setting Up Call Numbers” section of the Cataloging
Setup Guide.)

When you create new item records by copying an existing item record, Horizon
copies all the information from the item record that you copy, including the call
number. (For more information, see Creating Multiple Item Records on page 149.)

Creating Multiple Item Records

You may need to create multiple item records for the same bib record. If you need
to create only a few item records, you can create the first record manually, then
copy and edit it to create additional records. (For instructions, see Creating a Single
Item Record on page 143.)

If you need to create many item records, you can create the first record manually
and batch create as many item records as you need. Then you can edit each batch-
created record as necessary.

When you batch create items, you specify a range of copy numbers, volume numbers,
or barcodes. You can specify one, two, or all three. You do this by entering the first
copy, volume, or barcode number, and then the last. These numbers must be
sequential. Horizon assigns the range of copy, volume, and barcode numbers to the
items.

Horizon assigns the default status from the item_status view to the records you
create if the default status is valid for the batch created item records. If it is not
valid, Horizon assigns the item record status “In Cataloging.”

When you specify a range of copy numbers, you do not create Horizon copy records.
You create item records that display a copy number in the Copy Statement area of
the item record. If you want to use a Horizon copy record with items attached to the
copy record, you must create the copy record. (For instructions, see Creating a
Copy Record on page 179.)
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To batch create item records

1 Open a List Iltems window for the bib record to which you want to add items. (For
instructions, see Opening a List of Items on page 136.)

2 Ifno item record exists for the bib record, create one. (For instructions, see
Creating a Single Item Record on page 143.)

3 Highlight an item in the list.
4 Click Batch Create.

Horizon displays the Batch Item Creation window:

Batch ltem Creation

Fill in Copy orWalume or Barcode.

—Copy #

Prefix Lakhel I Fram # I

—=folume #

Prefix Label I Froim # I

—Barcode #

Prefix Label = From # I
Length 12 To# |

Cance| |

You can batch create items that include information from any one, two, or all
three groups.

Note: If you see Copy No. and Volume # group at the top of the window instead of
the Copy # group, a copy record already exists. Iltem records that you create
attach to it.

5 If you choose to create items by copy number, complete these fields in the
Copy # group:

Field Action

Enter information that should display before the copy
Prefix Label number.

For example, enter “C.” or “Copy”.

Enter the starting number of the range of items.
From # B
For example, enter “1”.
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Field Action

To # Enter the ending number of the range of items.
o
For example, if you have five copies, enter “5”.

6 If you choose to create items by volume number, complete these fields in the
Volume # group:

Field Action

Enter information that should display before the
Prefix Label volume number.

For example, enter “V.” or “Vol”.

Enter the starting number of the range of items.
From # ,
For example, enter “1” or “A”.

To # Enter the ending number of the range of items.
o
For example, if you have 26 copies, enter “26” or “Z”.

7 If you choose to create items by barcode number, complete these fields in the
Barcode # group:

Field Action

Enter information that should display before the
Prefix Label volume number.

(For example, enter “V.” or “Vol”.)
Enter the starting number of the range of items.

From #
(For example, enter “1” or “A”.)

8 Click OK.
Horizon creates the specified number of copies, volumes, and barcodes.

During the batch create process, Horizon displays a message box reporting its
progress. When the batch create process finishes, Horizon displays the List Items
window containing all the items associated with the bib or copy record. You can edit
the new item records one at a time, as necessary, or batch edit groups of items. (For
instructions, see Editing Item Records on page 152.)

If the batch create process tries to insert duplicate data, Horizon displays these
error messages:
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If this error displays Do this

Attempted to insert a duplicate row. 1. Press ENTER.
Attempt to insert duplicate key row
in object ‘item’ with unique index
‘item_ibarcode_index’. Command has
been aborted. General SQL Server
error: Check messages from the SQL
Server.

2. Check the list of items to see which items were
created.

3. Run the process again, but change the range of
barcodes to make sure that the remaining new
items have unique barcodes.

Check the list of items to see which barcodes were
assigned.

For example, if you wanted to create items with
barcodes ending 1 through 10 and the list shows
that only barcodes 1 through 7 were assigned, you
can assume that number 8 was the duplicate. Start
the process again specifying numbers 9 through
11 to finish the batch.

A barcode in the range you specified
has already been created and
assigned to another item.

Editing Item Records

You can open an item record and edit information about that item. For those titles
that have several items, you can simultaneously edit shared information such as
location, item type, and collection. (For information about the fields in item records
that you can batch edit, see your system administrator.)

Your library may occasionally use short non-standard item barcodes (those that are
shorter than your system administrator has defined in the location view). If you
modify and save any item barcodes on in-transit items, Horizon automatically pads or
adds digits to equal the defined barcode length. When the items get to the new
location, users or staff cannot search for them because the barcodes are invalid.

If you do not modify and save a barcode as you work with in-transit items, Horizon
leaves short, non-standard barcodes as they are.

This section explains these topics:

+ Editing a Single Item Record on page 152
+ Batch Editing Item Records on page 153

Editing a Single Item Record

You may need to edit a single item record if its barcode is damaged or missing, if the
cataloging information you purchased for it is incomplete, or if your circulation staff
fast-added it during checkout.

To edit a single item record

1 Open the List Items window containing the item record that you want to edit. (For
instructions, see Opening a List of Items on page 136.)

2 Highlight an item that you want to edit.
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3 Click Edit.
Horizon displays the Edit Items window.
4 Make any necessary changes to the data for that item’s record.

If a field requires a predefined value, click Codes to the right of that field to
view a list of possible values.

(For a description of each field, see Creating a Single Item Record on page
143.)

5 Save your changes.

Batch Editing Item Records
You can make the same change to a group of item records with the same title.

For example, suppose you have 20 identical items and 10 of those items should be
housed at location A and the rest at location B. After you create all 20 items, you
can batch edit 10 of the items to show that they are housed at location B.

O You cannot batch change item status to “i” (Checked In).

To batch edit item records

1 Open the List ltems window that has the items that you want to batch edit. (For
instructions, see Opening a List of Items on page 136.)

2 Highlight all the items that you want to batch edit.
3 Click Edit.

Horizon displays a message prompting you to verify that you want to edit the
highlighted items as a batch.

4 Click OK.

Horizon displays the Batch Change window:

) |
=]
]

## Batch Change: Items for Bib 1109

ftem Type | Codes

=
Location W Cosligan Linary Codes
Callection I— Codes
Call o, [5555
Copy Statement | Serial Yolume Mo, I—
Source | Price W Staff-Only |-
ttem Mate |

ftem Statu=s i Checked & Codes

Claze I EEVE | Eye g FEme DEw Page 1 of 1

153 Working with Item Records



Chapter 6: Item and Copy Records

5 Enter the information that you want to apply to all the highlighted items in the
appropriate fields. (For example, you might enter a location code that represents
where all the items are housed.)

(For information about the fields in item records that you can batch edit, see your
system administrator.)

6 Save your changes.

Printing or Exporting Labels

Your system administrator chooses whether you print or export to a file all of your
cataloging labels (such as spine or card labels). You might choose to export individual
labels or a batch of labels to a file so that you can later print those labels on a laser
printer. This may be helpful if you do not have a spine label printer.

When you start the label printing process, Horizon lets you choose to print the label
or export the label to a file. If you choose to export the label to a file, Horizon exports
the contents of the label to an HTML label template file that your system
administrator sets up on a local workstation. You can choose to export an individual
label to template file and print it, or you can export multiple labels to one file so that
you can then print on your label sticker page. You can also print or export cataloging
labels for items if you know the items’ barcode numbers.

If you edit spine labels before you print them, the editing changes take effect only if
you are printing individual labels.

Before You Begin

e Make sure that your system administrator has set up a usable label set. (For
instructions, see “Labels” in the “General Setup” chapter of the System
Administration Guide.)

¢ Make sure that the collection of items for which you want to print or export labels
has a label set code assigned to it. (For instructions, see “Collections” in the
“General Setup” chapter of the System Administration Guide.)

¢ If you are exporting labels, make sure that your system administrator has set up
spine label exporting parameters. (For instructions, see the “Setting Up Spine
Label Exporting” section of the “General Setup” chapter of the System
Administration Guide.)

To print or export labels

1 Do one of these options:
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If you want to print or export labels | If you want to choose labels to print or export
from a List Items window using barcodes

1. Gather the barcode numbers of the items for
which you want to print or export labels.

2. Start the Batch Print Spine Label process.

The default location of this process is the
Cataloging\Item Record folder on the

1. Open the List Items window that o
navigation bar.

contains the items for which you
want to print or export labels.

(For instructions, see Opening a

List of Items on page 136.)

2. Highlight the items for which you Enter an item barcode
want to print or export labels. ||

Horizon opens the barcode print dialog box:

3. Choose Items, Print Spine

Labels. Cancel |

3. Enter the barcode for the label that you want
to print or export.

4. Click OK.

Horizon opens the Code Lookup Label Export window:

Code Lookup: Label Export

Name/Descripiion/Preview?/File Path:/FleName Prefod Expor

= Frinter 2]

Print Labels

I"\lamEI Total: 1
O I CarIOHI £dd | Edit |

2 Do one of these options:

¢ If you want to print the labels, choose the printer where you want to print the
labels.

« If you want to export the labels to a file, choose the file information that you
want to use.

Horizon opens a label exporting window:
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Cditthe labelr). Choose Coportte export one lazel set,
Choose Export Alldo export all selzcted records.

Setup WMwmiztEMS_Dac, Lefter, 8 142-by 11-inches

Lahel St catzkz

(17 Large spine label j 12 % 22
MAINETX =]
HD

30.23

ATA

1984

] A

Export Al | Page Selup... | Canzel |

3 If you want to confirm or alter the printing information, do these steps:
a Click Page Setup.
b Make any necessary changes.
c Click OK.

4 Choose the set of labels that you want to print or export from the drop-down
menu.

5 If you want to edit the label, click on the label display and edit it as you would if
you were using a word processor.

Important: If you edit spine labels before you print them, the editing changes
take effect only if you are printing individual labels. To print multiple copies of an
edited spine label, click the Page Setup button on the label printing window and
change the number of copies that you want to print.

6 Do one of these options:

¢ If you are printing labels for only one item, click Print.

If you are printing labels for multiple items, click Print All

If you are exporting labels for only one item, click Export.

¢ If you are exporting labels for multiple items, click Export All.
Horizon prints or exports the labels.

If you are working from the List Iltems window, the task is finished.

If you are using the Batch Print Spine Label process, Horizon displays the empty
barcode window.

7 Enter the barcode of the next item for which you want to print or export labels.
8 Click OK.

Horizon opens the label exporting window for the next label.
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9 Repeat steps 3 through 6 until you have printed or exported all the labels that
you want.

10 When you finish, click Cancel on the label exporting window.
Horizon returns you to the barcode window.
11 Click Cancel.

Horizon returns you to the MARC Editor.

Deleting a Single Item Record

Deleting an item record removes the holdings information from the database. You
can delete either one item record at a time or a group of item records for a single
title.

If an item record has an unresolved status, Horizon warns you that you must resolve
the problem before Horizon can delete the item.

Your system administrator can set these defaults that define how Horizon processes
information when you delete an item record:

e Whether to save information about the item records that you delete.

e If you save information, what MARC tag is used to store your library’s control
number (usually either the 001 or 035 tag).

e If you save information, what bibliographic data Horizon should save along with
the discarded item data.

For more information, see “Setting Up Item Delete Options” in the “Setting Up Batch

Item Delete” section of the Cataloging Setup Guide.

O These defaults apply to item records deleted in Cataloging. They do not apply to the
deletion of a fast-added item at Circulation checkin or to the deletion of an item
when it is withdrawn from Reserve Book Room.

To delete a single item record

1 Open the List Items window that contains the item records that you want to
delete. (For instructions, see Opening a List of Items on page 136.)

2 Highlight the item records that you want to delete.
3 Choose File, Delete Record.

4 Horizon asks if you want to delete the record and then displays one of these
additional messages:
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If the item has
this status

Being held

Checked in

Checked out

Claimed
returned

Lost

Missing

On order

Recall

Horizon displays this
message

This item is marked as
being on the hold shelf.
OK to delete anyway?

OK to delete selected
record(s)?

Cannot delete an item that
is checked out

This item is marked as
CLAIMED RETURNED. Do
you want to charge the
borrower for losing it?

This item is marked as
LOST. Has the item been
found, in which case the
borrower will be credited?

This item is marked as
MISSING. Has the item
been found, in which case
the borrower will be
credited?

This item is marked as
being on order in
Acquisitions. OK to delete

anyway?

Can not delete an item
that is being recalled.

Deleting Multiple Item Records

Horizon lets you remove groups of item records from your library’s database if you no
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Do this

Do one of these options:

¢ If you want to resolve the hold before
you delete the record, click Cancel.

 If you want to delete the record
without resolving the hold, click OK.

Click OK.

1. Use Circulation to check the item in.
(For instructions, see “Checking In an
Item” in the “Checkout and Checkin”
chapter of the Circulation Guide.)

2. Return to Cataloging.

3. Repeat this task.

If you want to charge the borrower, click
Yes; otherwise, click No.

In either case, Horizon deletes the item.

If you want to credit the borrower the
cost of the item, click Yes; otherwise, click
No.

In either case, Horizon deletes the item.

If you want to credit the borrower the
cost of the item, click Yes; otherwise, click
No.

If you want to delete the item, click OK;
otherwise, click Cancel.

You cannot delete this item until the
status changes.

longer want them. You do this with the Batch Item Delete process. Your system
administrator must set up this process and give you the rights to use it.

Batch Item Delete can help you do these tasks:

* (Create a list of items that your library is discarding.
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e Delete the entire list of item records from the database, or delete only selected
item records from the list. Horizon removes these records from the database
during Day End.

¢ Choose to save deleted record information on the Horizon database.
e Review any records that Batch Item Delete cannot remove during a session.

e (Create an output file that you can send to interested parties (for example, if you
use a union catalog, you can send the file to the department that updates the
union catalog).

¢ Generate reports about discarded items.

¢ Permanently remove saved information about deleted items from the database.
During the deletion process, you may be able to specify these options:

e Whether to create an output file containing information about the records.
e The library code that should identify the output file as coming from your library.
¢ Whether to save information about the deleted records.

e How Horizon should handle bib records, if the item record you are deleting is
the last item record attached to that bib record.

If you choose to delete the bib records, the delete process deletes and de-
indexes any appropriate bib records. Horizon also removes these bibs from the
database during Day End.

If you choose to flag the bibs as staff only, Horizon marks the bibs as staff only
and re-indexes them.

Q Any bib record for which the item record you delete is the last copy must be eligible
for deletion (for example, the bib cannot be on reserve). If Horizon cannot delete a
bib record, Horizon deletes the item record, records the problem with the bib record
in the mistrake table, and displays a message at the end of the deletion process.

Your system administrator must give you the rights to make these choices. (For
more information on administrator-assigned rights, see “Securing Horizon” in the
“Security and Preferences” chapter of the System Administration Guide.)

When Batch Item Delete deletes an item record and you have chosen to save deleted
record information, Horizon preserves the record’s last known item status, such as
“lost” or “missing.” This means that you do not need to change the item status to
“weed” before you can delete the item record.

The Batch Item Delete process lets you delete most items that are linked to copy
records. However, Horizon does not delete the related bib record if a copy record is
still linked to the bib.

When you delete serial items, Horizon does not automatically update the Summary
of Holdings.

This section explains these topics:

¢ Creating a List of Item Records to Delete on page 160

159 Working with Item Records



Chapter 6: Item and Copy Records

* Deleting a Batch of Items on page 164

Creating a List of Item Records to Delete

Before you can delete a group of item records from your database, you need to create
a list of the records that you want to delete. When you open Batch Item Delete,
Horizon displays a compound search as its initial search screen. However, you can
create a deletion list by choosing item records using any of these methods:

¢ Performing a Compound Search.
¢ Performing a Where clause search.
¢ Scanning individual item barcodes.
¢ Working with an existing group.

¢ Searching the library catalog for item records and sending them to Batch Item
Delete.

You can work with the list as soon as you create it. You can also create a group to
save and work with the list later. You can also access any group that may have been
created using the Item Group Editor or the item_report table in the Table Editor.

This section includes these topics:

¢ Creating a List Using a Batch Item Delete Search Window on page 160
¢ Creating a Group of Item Records on page 163
¢ Using an Existing Item Group on page 163

¢ Sending an Item Record to Bach Item Delete from Cataloging on page 164

Creating a List Using a Batch Item Delete Search Window

When you open the Batch Item Delete window, you can use several Horizon search
tools to create a list of item records that you want to delete. You can also scan
barcodes to create a list.

To create a list using a Batch Item Delete search window
1 Start the Batch Item Delete process.

The default location of this process is the Cataloging\Item Record folder on the
navigation bar.

Horizon opens the Batch Item Delete window and a Compound Search window:
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¢ Eatshltem Delete =100 x]
Barcoce/Locaton'S:atus Tite/Source
5]
Compound S=arch
hd
()

- AND  CR Clea- Sea-ch String
Search Sting: W ippend i

Search| | Cancel| Przv. szaich | | Exemple | Etvsic |

Note: If you already have Batch Item Delete open, you can choose a search
option from the File menu. However, if the Batch Item Delete window already
contains data, Horizon replaces the data when you do a new search unless you
add criteria to a previous search by marking the Append List box.

2 Do one of these options:
« If you want to enter individual item barcodes, do these steps:
- Highlight the Barcode search index.
- Scan the first barcode into the Search for field.

Horizon finds the item record containing that barcode and adds the record
to the Batch Item Delete window.

- Make sure that the Append List box is marked.
- Continue scanning barcodes until your list is complete.
The task is done.

« Highlight the search index in which you want to search (you can use wild cards
to search for a range of items in most of these indexes):

Barcode Title

Location Status
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Source Collection
Call No Copy
Volume Notes
[tem# Bib#

3 In the Search for field, enter the term or code for which you want to search.
4 If you want to add another search parameter, do one of these options:

e Mark the AND button (to limit your search).

¢ Mark the OR button (to expand your search).

5 Continue adding search parameters until you enter all the search parameters that
you want.

6 Click Search.

Horizon displays the Batch Item Delete window containing the items in your
collection that match your search criteria.

Note: If Horizon does not find items in your collection matching your search
criteria, a message displays to tell you that nothing was found. Click OK to return
to the Compound Search screen and enter new search criteria.

7 If you want to refine your search or start a new search, do one of these options:
To use an SQL statement search

1. Choose File, Where clause. 1. Choose File, Compound Search.

Working with Item Records

If you choose the Where clause
option when Horizon is displaying
the results of your current search,
the parameters for the first search
display in the Where clause field.

. If you want to, do one of these
options:
To refine the search results, add to
the parameters and click Search.

To use different parameters, delete
the displayed parameters and start
a new search.

(For instructions, see “Using a
Where Clause to Search for Rows”
in the “Horizon Table Editor”
section of the “Getting Started”
chapter of the System
Administration Guide.)

This lets you perform Boolean searches
using the AND and OR operators.

If you choose the Compound Search option
when Horizon is displaying the results of
your current search, you can click Prev.
Search to redo or add to a search that you
made previously.

.If you want to, do one of these options:

To add to the previous search parameters,
mark the Append List box. Then add to
the parameters and click Search.

To use different parameters, click Clear
Search String and start a new search.

(For more information, see “Doing a
Compound Search” in the “Horizon Table
Editor” section of the “Getting Started”
chapter of the System Administration
Guide.)
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Note: When Batch Item Delete is open, you can choose File and one of the search
options at any time to perform new searches or to add to current searches.
Creating a Group of Item Records

You can begin compiling a list of titles that you want to delete and save them as a
group. This lets you compile your list over a period of time. It also lets you compile
and delete item records in separate sessions.

Q You cannot retrieve groups in the Report and Purge Discarded Items
process.
To create a group of item records

1 Create, or begin creating, a list of record items to delete. (For instructions, see
Creating a List Using a Batch Item Delete Search Window on page 160.)

2 When you are ready to create your group, highlight the items in the Batch Item
Delete window that you want to include in your new group.

To highlight the entire list, choose Edit, Select AllL
3 Choose Group, Create Group.
Horizon opens the Create Group dialog box.

If you have previously retrieved or created a group during this session, Horizon
displays the name of that group in the Group Name field.

4 Enter a new name for the group in the Group Name field.
You can add a date as part of the name to help you keep your groups organized.
5 Click OK.

Horizon returns to the Batch Item Delete window.

Using an Existing Item Group

You can begin compiling a list of titles that you want to delete and save them as a
group. This lets you compile your list over a period of time. It also lets you compile
and delete item records in separate sessions.

Q You cannot retrieve groups in the Report and Purge Discarded Items
process.

To create a group of item records

1 Create, or begin creating, a list of record items to delete. (For instructions, see
Creating a List Using a Batch Item Delete Search Window on page 160.)

2  When you are ready to create your group, highlight the items in the Batch Item
Delete window that you want to include in your new group.

To highlight the entire list, choose Edit, Select AllL

3 Choose Group, Create Group.
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Horizon opens the Create Group dialog box.

If you have previously retrieved or created a group during this session, Horizon
displays the name of that group in the Group Name field.

Enter a new name for the group in the Group Name field.
You can add a date as part of the name to help you keep your groups organized.
Click OK.

Horizon returns to the Batch Item Delete window.

Sending an Item Record to Bach Item Delete from Cataloging

You can send individual item records to Batch Item Delete from Cataloging. This lets
you create a list of titles and then delete them all at once.

To send an item record to Batch Item Delete from Cataloging

1

Start the Batch Item Delete process.

The default location of this process is the Cataloging\Item Record folder on the
navigation bar.

Open the item record that you want to delete. (For instructions, see “Finding and
Opening an Item Record” in the “Item and Copy Records” chapter of the Cataloging
Guide.)

Press F10 or choose Edit, Send to.
Horizon opens the Send To dialog box.
Choose Batch Item Delete.

Horizon sends the item record to the list displayed in the Batch Item Delete
window.

Note: The Batch Item Delete process displays in the Send To list only if the Batch
Item Delete window is open or minimized on your workstation.

If you want to add other item records to the list from Cataloging, repeat steps 2
through 4 for each record.

Deleting a Batch of Items

After you create a list or group of items, you can delete the entire list. You can also
select items on the list to delete. You may be able to choose from these options:

e What should happen to the bib record if the item record you delete is the last

item record attached to the bib record.

e Whether to create an output file. Here is the data format of the output file:
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Section of File Position Description

Library Identification Code, left
1th h 4
roug justified, blank filled
Header (22 characters)
Number of records contained in the
5 th h 22
roug file, right justified, zero filled

1 through 11 Item Barcode, left justified

Record (22 characters)

This section repeats for 12 through 21
each item record deleted

ISBN, left justified, blank filled with any
punctuation stripped

22 Discard Flag (uppercase N)

¢ If you create an output file, the code that identifies your library in that file.

e Whether to save information about the deleted records in Horizon.

Q The batch delete process lets you delete items linked to copy records. However,

even if you have chosen to delete bib records if the item record represents the last
copy of the title in your library, Horizon does not delete the bib record if a copy
record is still linked to the bib.
You cannot delete item records with these database connections:

e A status of “0” (checked out)

e Referenced in the recall table

e Referenced on an item-specific request

e Referenced on a request pull list

e Onreserve

Horizon asks you to verify the deletion if you try to delete item records that are on
a pending order, or that have these statuses:

¢ L (lost)
¢ C (claimed returned)

¢ H (being held)

To delete a batch of items

1 Create a list or a group of the item records that you want to delete. (For
instructions, see Creating a List of Item Records to Delete on page 160.)

2 Choose the items in the list that you want to delete.
If you want to highlight the entire list, choose Edit, Select All.
3 Click Delete.

Horizon opens the Batch Item Delete Options dialog box:
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= Delete bib

{” Flag bib as =taff onby

Create cutputfle [

Library identifier I
Output format I

Save deletions to discard table [

ok | cancel |

Chapter 6: Item and Copy Records

Codes

Codes

4 If you want to, you can edit these fields:

Field Action

Mark one of these options:

¢ If you want to leave the bib record in the database with

its current status, mark No Action.

Last Item Delete Action o If you want to delete a bib record whose last item
record is deleted, mark Delete bib.

¢ If you want to flag as Staff Only a bib record whose last
item record is deleted, mark Flag bib as staff only.

If you want Horizon to generate a file containing

information about the deleted records, mark this box.

Create output file If you mark this box, you also need to verify or edit the
information in the Library Identifier and Output format

fields.

Enter or choose the identifying code for your library.

This code helps the recipient of the output file determine

Library identifier which library sent the file. If you plan to append new
information to an existing file, the library identifying codes
must match.

Enter or choose the type of file encoding that you want to

use.

There is currently only one valid code that generates an
Output format output file (PLAIN). Your system administrator must set

up the code before you can choose it. (For instructions, see

“Defining a Source Catalog Code” in the “Setting Up Batch

Item Delete” section of the Cataloging Setup Guide.)

If you want Horizon to save information about your
Save deletions to deleted item records in the database, mark this box.

discard table Information stored in the database retains the original

barcode and status of the deleted items.
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5 When you are satisfied with the settings in the Batch Item Delete Options
window, click OK.

Note: Clicking Cancel ends the entire delete process, not just the choice of
options.

6 If you are creating an output file, Horizon asks for the name of the file. You can
do one of these options:

¢ Enter a new filename.
e Overwrite an existing file.
¢ Append the new information to an existing file.

Note: You cannot append new information to an existing file that has a different
library identification code.

Horizon does these things:

e Displays a message if you have selected item records that cannot be deleted, or
that need approval before deletion.

¢ Deletes the appropriate item records and completes the options you specified.

¢ Displays a message containing the number of item records that were deleted.

Viewing, Reporting, and Purging Information about Discarded Items

If you choose to save information about deleted items, the Report and Purge
Discarded Items process lets you view, export, and print the information.

For example, you can print or export a report containing all library control numbers
where the bib was deleted during Batch Item Delete, or where the item is the last
copy for the bib record. You could use this report to manually update a union catalog
(such as OCLC).

You can permanently delete all of the saved information about deleted item records.
You can also choose to permanently delete the information about only some of the
items. You may want to review the saved information after a period of time has
passed, and delete information when you know that you no longer need it. Your
system administrator must give you the rights to do this task.

Report and Purge Discarded Items does not let you retrieve groups created and
saved in other parts of Horizon (for example, in Batch Item Delete or Item Group
Editor).

To view, report, and purge saved information about discarded items

1 Open the discarded_item view in the Table Editor, or start the Report and
Purge Discarded Items process.

The default location of this process is the Cataloging\Item Record folder on the
navigation bar.

2 Use one of these search methods to identify the item information that you want
to delete:
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e A Where clause

e A Compound Search

You can search on these indexes:

Title.
Publication date.
ISBN.

Locall. Your system administrator must set this up, and may change the name
of the index.

Local2. Your system administrator must set this up, and may change the name
of the index.

Location.

Call number.

Copy.

Last location. This indicates whether the item is the last copy for the location.
Bib delete. This indicates whether the bib record was also deleted.

Discard date. This is the date when the item record was deleted.

Bib number.

Item number.

Author.

LCCN.

Library control number.

Barcode.

Collection.

Item status.

Volume.

Last bib. This indicates whether the item is the last copy for the entire system.

User. This is the user ID of the library staff member who discarded the item and
deleted the item record.

Source. This is the source catalog code identified on the import source that you
used if Horizon created the item during bib import.

Copy number.

3 Use the Sort and Display buttons to choose the information that you want to print
or save as a file.

4 Highlight the items whose information you want to print, export, or delete.

5 Do one or more of these options:

Working with Item Records

168



Chapter 6: Item and Copy Records

169

 If you want to print the items you chose, choose File, Print.

e If you want to save the contents of the list window to a designated file, choose
File, Export Record(s).

e If you want to delete the items you chose, choose File, Delete Record(s).

Tracking Item Activity

The Item Activity process lets you track item activity from the time when you
create an item record (through import or manual creation) until the item is made
available in Circulation. You may want Horizon to track item activity statistics for
budgeting reasons. (For example, your library may need to report the number of
items that you import from a specific vendor to determine the budget for items from
that same vendor in the upcoming year.)

You track item activity beginning with the first status that you assign to an item.
You specify the status for which you want Horizon to track cataloging activity. When
you import a MARC record and create items for the record, if you have specified that
this item has a trackable status, Horizon records activity information for the item.

Your system administrator sets up Horizon to track activity for items beginning
with a specific status. Your system administrator also specifies import catalog codes
to represent the sources for your imported records. (For more information, see
“Setting Up Item Activity Tracking for Imported Records” in the Cataloging Setup
Guide.)

Horizon tracks this information for each item on the Item Activity report:
e Item number. The Horizon-defined item number.
¢ Item barcode. The Horizon-defined item barcode.
¢ Source catalog. The MARC file source for the item.

¢ Date received. The date when you imported the item’s MARC record and created
item records on import, or the date when you manually created the item record.

¢ Circulation date. The date you checked the item in to Circulation for the first
time.

¢ Report date. The last time a report on this item (or a batch of items) was
printed.

e Times printed. The number of times that you have printed the Item Activity
report.

¢ Bib number. The Horizon-defined bib number.
¢ Location. The item’s owning location.

¢ Collection. The item’s collection.

e Call number. The item’s call number.

¢ Price. The price of the item.

¢ Last Update Date. The last time you or a staff member modified the item record
for the item.
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+ Fast add. Whether you or your staff fast-added the item.

¢ Deleted. Whether you or your staff deleted this item from the report.
¢ ITYPE. The item’s ITYPE.

¢ Item status. The item’s current status.

» Status Last Updated. The date when you or a staff member last updated the
item’s status.

¢ Title. The item’s title.

The information on the activity report can help you determine how long it takes for
you to cataloging and process a specific item. Once the item is checked in for the first
time, Horizon records this activity to complete the tracking of the newly acquired and
newly cataloged item.

Horizon lets you limit the list of items in the List Item Activity window by doing a
compound search, a simple search, or using a where clause. This lets you display on
one report only those items of a specific status, price, creation date, and so forth.
Once you display the items you want on the report, you can sort the list of items,
change the display of activities for a specific item that displays by default in the list
window, print a summary statistics report for an item or group of items in the report,
and export information from the report to a file, such as HTML or text.

This section explains these topics:
¢ Displaying Information about Trackable Items on page 170
¢ Using an Item Activity Group on page 173
* Printing a Statistical Summary of Item Activity on page 177
¢ Printing an Item Activity Report on page 178
+ Exporting Item Activity to a File on page 178

Displaying Information about Trackable Items

You can view items with activity that you track in the List Item Activity window. You
can choose to display a list of items based on a specific type of activity, such as
changes in items status, source catalog (the MARC source for the items), date
received, circulation date, and so forth.

To display information about trackable items

1 Start the Item Activity process.

The default location of this process is the Cataloging\Item Record folder on the
navigation bar.

Horizon opens the List Item Activity window and a Compound Search window:
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Mark the Append Lisl
box to add new search
results to the current

%4 Lizt ltemn Activity I [=]
o T -~
a
Irdex=s: —I
Barcade =]
Soarse J

Nate Ferewer
Clrculstion Cetz

Imes Fhnted

S2lected hidex cortains:
[rapet_d ata)

Sasrchfor:

C AND OR

Chear Seerh Slring II

L Append _ist

OEs,
Horizon displays vour
search string in this
field as you build it

Szerch Siring:

Sekeclivn I

Sea'ml Cancell Prew. Search | E«smnale I Cist= Rarge I

=
=]

Report I Sort.

Prev. Search lists all the search
strings that you have entered.

Item number
Barcode

Source

Date Received
Circulation Date
Report Date
Times Printed
Bib number
Location
Collection

Call Number
Price

Last Update Date
Fast Add
Deleted

[Type

Click here 1o clear
the search string and
starl a new search.

Some indexes give you entry aids. When an Entry

Aid is active, the text on the button tells you whal

kind of aid it can give you, such as Show Codes.

Highlight the search index in which you want to search.

You can search for multiple items on these indexes:

Working with Item Records



Chapter 6: Item and Copy Records

¢ [tem Status

e Status Last Updated

o Title
3 In the Search for field, enter the term or code for which you want to search.
4 If you want to add another search parameter, do one of these options:

¢ Mark the AND button (to limit your search).

¢ Mark the OR button (to expand your search).

5 Continue adding search parameters until you enter all the search parameters that
you want.

6 Click Search.

Horizon opens the List Item Activity window and displays trackable items that
match your search criteria.

Note: If Horizon does not find trackable items in your database matching your
search criteria, a Search message box opens telling you that nothing was found.
Click OK to return to the Compound Search screen and enter new search criteria.

7 If you want to refine your search or start a new search, do one of these options:

To use an SQL statement search To do a Boolean search

1. Choose File, Compound Search.

This lets you perform Boolean searches

1. Choose File, Where clause.
using the AND and OR operators.

If you choose the Where clause option
when Horizon is displaying the results of
your current search, the parameters for
the first search display in the Where
clause field.

If you choose the Compound Search

option when Horizon is displaying the
results of your current search, Horizon
displays the parameters from the first

) search in the Search String window.
2. If you want to, do one of these options: .
] 2.1f you want to, do one of these options:
¢ Torefine the search results, add to the

parameters and click Search. * Toadd to the previous search

parameters, mark the Append List box.
Then add to the parameters and click
Search.

¢ To use different parameters, delete the
displayed parameters and start a new

search. ) .
» To use different parameters, click Clear

(For instructions, see “Using a Where Search String and start a new search.

Clause to Search for Rows” in the
“Horizon Table Editor” section of the
“Getting Started” chapter of the System
Administration Guide.)

(For more information, see “Doing a
Compound Search” in the “Horizon Table
Editor” section of the “Getting Started”
chapter of the System Administration
Guide.)

Note: When the List Item Activity window is open, you can choose File and one of
the search options at any time to perform new searches or to add to current
searches.
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Horizon opens the List Item Activity window and displays trackable items that
match your search criteria.

If you want to, you can create an Item Activity group of the items in this
window.

Using an Item Activity Group

As you track items using the Item Activity process, you may want to organize into
groups similar items that you track. This can help you quickly review statistics for
similar items. (For example, you can easily see how many days it takes for items
with a status of “newly acquired” to go from acquisition to checkout.)

To create an item activity group, you can do any of these things:

e Search for items using the Item Activity process to create a new group. When

you search for items, the Item Activity process displays your search results in a
list. You can use all of the items on that list as your group, or you can choose
items from that list to create a smaller group.

Use an existing group or list as your group.

Choose items from an existing group or list to create a group. You can sort and
choose items from groups and lists until the group that you want to edit
contains only those items that you want it to contain. When you open the Item
Activity process, Horizon displays a compound search as its initial search
screen. A compound search lets you be more specific about what items go into
your group. You can also handpick items from your search results to create your
group by highlighting each item that you want.

You can search for multiple items on these indexes:

e Item number

e Barcode

e Source

¢ Date Received
e Circulation Date
e Report Date

¢ Times Printed

¢ Bib number

e Location

¢ Collection
 Call number

e Price

e Last Update Date

e Fast Add
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e Deleted

IType

Item Status

Status Last Updated
o Title
This section explains these topics:
¢ Creating a New Item Activity Group on page 174
¢ Using an Existing Item Activity Group on page 175

Creating a New Item Activity Group

The Item Activity process lets you search for items for which you track activity and
put them in a group. You can save these groups, so that the next time you use the
Item Activity process, you can quickly display items in a group.

The Item Activity process uses a compound search in its initial screen, but can also
search using a simple search screen or where clause. You can also handpick items
from your search results to assure that your group contains only those items that you
want it to contain. Your group can contain any items in your database that have
statuses you track. Your system administrator specifies the item statuses that
Horizon tracks.

To create a new item activity group

1 Start the Item Activity process.

The default location of this process is the Cataloging\Item Record folder on the
navigation bar.

2 Search for and display items that you want to include in your item activity group
using a Compound Search, Simple Search, or Where Clause. (For instructions, see
Displaying Information about Trackable Items on page 170.)

3 Highlight the items in the List ltem Activity window that you want to include in
your new group.

To highlight the entire list, choose Edit, Select All.
4 Choose Group, Create Group.

Horizon opens the Create Group dialog box:

Create Group

Source Takle: item

Sroup Mame || Grnupgl
Cancel |
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If you have previously retrieved or created a group during this session, Horizon
displays the name of that group in the Group Name field.

Enter a new name for the group in the Group Name field.

You can add a date as part of the name to help you keep your groups organized.
Click OK.

Horizon returns to the List Iltem Activity window.

You can now export the items in the list to a file (such as HTML or text), or print
a summary report of activity on the items.

Using an Existing Item Activity Group

The Item Activity process saves the groups that you create. Once you display items
in a specific group, you can sort the items, change the type of activity that displays
for the items, or even choose from items in existing groups to create additional
groups.

A group created by someone else may have been created for a
specific reason. Do not make any changes to a group or the items in
it without checking with the person who created it. (For more
information, see your system administrator.)

To use an existing item activity group

1

175

If the List Item Activity window is not open, do these steps:
a Start the Item Activity process.

The default location of this process is the Cataloging\Item Record folder on
the navigation bar.

Horizon opens the List Item Activity window and a Compound Search
window.

b Click Cancel.
Horizon displays an empty List Item Activity window.

If Horizon already displays the List Item Activity window, choose Group,
Retrieve Group.

Note: When you retrieve an existing group, Horizon replaces any existing data
in the List Item Activity window. Make sure that you finish working with any
existing data in the List Item Activity window before retrieving a group.

Horizon opens the Retrieve Group dialog box:
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Hetrieve Broup E

Source Taklz: item

Group Mame I Qruupsl
Zancel |

3 Inthe Group Name field, enter the name of the saved group that you want to use,
or click Groups to choose from a list of existing groups.

Important: If you click Groups to display a list of existing groups, Horizon
displays a list of all groups that you or another staff member have created using
the Item Activity process as well as the Item Group Editor. Make sure you do not
try to use groups that you created using the Item Group Editor.

The Item Activity process will only display items with statuses that your system
administrator has specified as trackable. If you choose a group created using the
Item Group Editor, Horizon displays only those items that have a trackable status.
If no items in the group have a trackable status, no items will display when you
display the List Iltem Activity window.

4 Click OK.
Horizon displays the group items in the List Item Activity window.
5 If you want to leave the original group unchanged, do these steps:
a Choose items from the group to create a new group.
To highlight the entire list, choose Edit, Select All.
b Choose Group, Create Group to save the items you chose as a new group.

Horizon opens the Create Group dialog box:

Create Group

Source Takle: item

Group Mame || Grnupsl
Zancel |

If you have previously opened a group during this session, Horizon displays
the name of that group in the Group Name field.

¢ Enter a new name in the Group Name field.

You can add a date as part of the name to help you keep your groups
organized.

d Click OK.
Horizon saves a second copy of the group under the new name.

You can now choose to do these tasks:
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e See "Printing a Statistical Summary of Item Activity"
e See "Printing an Item Activity Report"

e See "Exporting Item Activity to a File"

Printing a Statistical Summary of Item Activity

You can print a statistical summary report of any items or group of items for which
you track activity. One of the main purposes of the statistical report is to help you
determine how long it takes for a newly acquired item from a specific source
catalog (MARC vendor) to go from the acquisitions process to circulation.

This item activity statistical summary report lists this information for the group of
items that you have displayed in the List Item Activity window:

e Total number of items from a specific source catalog.

e Total number of days the item had an “In Cataloging” status for each source
catalog.

e Average number of days the item had an “In Cataloging” status for each source
catalog.

e Total number of items from all source catalogs.
e Total number of days items had an “In Cataloging” status for all source catalogs.
e Average number of days items had an “In Cataloging” status for all source
catalogs.
To print a statistical report of item activity
1 Do one of these options:

e Search for and display the List Item Activity window for the items for which
you want to print the statistical report. (For instructions, see Displaying
Information about Trackable Items on page 170.)

 Display items for the report from an existing Item Activity group in the List
Item Activity window. (For instructions, see Using an Existing Item Activity
Group on page 175.)

e Display items for the report in the List Iltem Activity window by creating a
new Item Activity group. (For instructions, see Creating a New Item Activity
Group on page 174.)

2 Highlight the items with statistics that you want to print out on the report. (To
highlight the entire list, choose Edit, Select All.)

3 C(lick Report.

Horizon displays a print dialog.
4 Specify the font and number of copies that you want to print.
5 Click OK.

Horizon prints the statistical summary report for the selected items.
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Printing an Item Activity Report

When you print an Item Activity report, you print all activity information for all items
you currently have displayed in the List Item Activity window.

To print an Item Activity report

1 Do one of these options:

¢ Search for and display the List Item Activity window for the items for which
you want to print a report. (For instructions, see Displaying Information about
Trackable Items on page 170.)

* Display items for which you want to print a report from an existing Item
Activity group in the List Item Activity window. (For instructions, see Using an
Existing Item Activity Group on page 175.)

¢ Display items for which you want to print a report in the List ltem Activity
window by creating a new Item Activity group. (For instructions, see Creating a
New Item Activity Group on page 174.)

2 Choose File, Print.
Horizon displays a Print dialog box.

3 Specify the font and number of copies that you want to print.

4 C(Click OK.
Horizon prints the Item Activity Report for all items in the List Item Activity
window.

Exporting Item Activity to a File

You can export item activity to a file. You may want to do this to put data from the
file into a spreadsheet program or into another format, such as HTML. When you
export item activity to a file, you export all activity information for all items that you
currently have displayed in the List Iltem Activity window.

To export item activity to a file

1 Do one of these options:

e Search for and display the List Item Activity window for the items that you
want to export to a file. (For instructions, see Displaying Information about
Trackable Items on page 170.)

* Display items to export to a file from an existing Item Activity group in the List
Item Activity window. (For instructions, see Using an Existing Item Group on
page 163.)

¢ Display items to export to a file in the List Item Activity window by creating a
new Item Activity group. (For instructions, see Creating a New Item Activity
Group on page 174.)

2 Choose File, Export Record(s).

Working with Item Records 178



Chapter 6: Item and Copy Records

179

Horizon displays a Save to a File dialog box.

3 Save the file.

Working with Copy Records

If you have sets of books, serials, or multiple but identical copies of a single item,
you may want to create copy records in order to group related item records
together. This can keep Horizon from displaying long, confusing lists of the same
title on a search results window. Copy records must always be created and edited
manually.

This section explains these topics:
e Creating a Copy Record on page 179
¢ Displaying Information about Trackable Items on page 170
+ Editing a Copy Record on page 183
¢ Deleting a Copy Record on page 184

Creating a Copy Record

You can create a copy record from scratch for a bib record that has no items
attached to it yet or for a bib record with items already attached. Either process
uses the same steps. Your system administrator can set up Horizon to automatically
fill the call number field. You can also create copy records by copying them.

When you create serial copy records from Cataloging, the checkin priority of issues
is 255. This is the lowest possible priority. The top priority is 1. (The priority
determines which branch gets a copy first if you receive less than a full shipment.)
(For more information, see the Serials Guide.)

This section explains these topics:
¢ Creating a Copy Record from Scratch on page 179
e Copying a Copy Record on page 181
e Automatically Filling the Call Number Field in a New Copy Record on page

182
Creating a Copy Record from Scratch

When you create a copy record to attach to a bib record that has existing item
records, Horizon attaches all the item records to that copy record. When you create
additional copy records, you can move the items from the first copy record by using
the Relink Items command. (For instructions, see Moving an Item Record on page
186.)

To create a copy record from scratch

1 Open the bib record to which you want to attach a copy record.
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2 Choose Marc, Copy Records.
Horizon displays the List Copies window.
3 Click New.

Horizon displays an Edit Copy Records window:

#% Cdit: Copy Necords [ |2 =]
Hib Mo, 11U Zopy Rec. Mo,
Liegcr. I
Lecation Codes

Cukes |

Gacks |
Copy Mo I_

| st

Serials Location

Caolection

Call Ma.

i

Serials Media Typ=
Summary of Holdings [ Staff-Only Copy [ Aoy Controlled Mo

Cloze I SHVE I Fage lp I Pae Dowwn Page 1 of 2

4 Complete these fields, as necessary:

Field Action
Descr. Enter the description of the copy record.

) Enter the location of the copy record.
Location
This specifies where the copy (or set of items) is housed.

Enter the serials location.

Serials Location This is the location that checks in issues and handles claims
for this serial copy record.

) Enter the collection.
Collection )
The collection reflects the form or content of the copy.

Call No. Enter the call number.

Enter the copy number.

This is the number you assign to the copy record. It is
Copy No. different from the system-assigned number, which

differentiates between a particular “Copy No.” in one

branch and that same “Copy No.” in another branch.

Serials Media Type Enter the serial’s media type.
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Field Action

Mark this box if you want Horizon to display the copy
record in the Summary of Holdings window.

Summary of Holdings ] ] - .
(For more information, see Working with a Summary of

Holdings for Serials Titles on page 191.)

If you mark this box, only staff can view the item on a
search results screen.

If you leave this box unmarked, the public can view the

Staff-Only Copy item on a search results screen.

Note: The Staff-Only feature works only if your library has
set up Public-Only indexes. (For help in setting up
Public-Only indexes, contact Customer Support. There may
be a charge for this service.)

Enter a note for staff members. Press CTRL+ENTER to move
Staff Note to the next line.

A staff note displays only in a copy record.

Save your changes.
If no items are attached directly to the bib record, the task is finished.

If items are attached directly to the bib record, Horizon displays a dialog box
asking if you want to update items with the new copy information, including
location, collection, call number, copy number, and call type.

Do one of these options:

 If you want to attach the item to the copy record, and store the new copy
record information on the item record, click Yes.

e If you want to attach the item to the copy record, but you do not want to store
the new copy record information on the item record, click No.

Horizon attaches the item to the copy record.

Copying a Copy Record

You can create a new copy record by copying and editing an existing copy record.
When you copy a copy record, you can also duplicate all the item records associated
with that copy record.

To copy a copy record

1

Open the List Copy Records window that has the copy record that you want to
copy. (For instructions, see Displaying Information about Trackable Items on
page 170.)

Highlight the copy record that you want to copy.
Choose File, Copy Record.

Horizon displays a copy of the record that you chose with a blank Copy No. field.
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4  Edit the copy record in some way so that you can save it as new.

Horizon cannot save an identical copy record. (For instructions on what
information belongs in each field, see Creating Item Records on page 143.)

5 Save your changes.

Horizon opens a message box that asks if you want to duplicate the items
associated with that copy record.

6 Choose one of these options:

¢ If you want Horizon to copy the copy record and the existing items, and attach
the duplicated items to the copy record before returning to the Edit Copy
Records window, click Yes.

¢ If you want Horizon to copy only the copy record before returning to the Edit
Copy Records window, click No.

If you duplicated the items as well as the copy record, Horizon updates the Count
column with the items after you close and reopen the copy list.

Automatically Filling the Call Number Field in a New Copy Record

Horizon can automatically fill the call number field when you create a new copy
record in Cataloging. This can cut down on the number of keystrokes needed to create
a new record. You can edit an automatically-filled call number field in the same way
that you edit any other field. Your system administrator must set this up. (For
instructions, see “Automatically Filling the Call Number Field in a New Item or Copy
Record” in the “Setting Up Call Numbers” section of the Cataloging Setup Guide.)

Horizon uses the call number information from the bib record to automatically fill a
new copy record call number field. If you add item records to the copy record, Horizon
uses the call number information from the copy record to automatically fill the call
number field in the item record. If you change the copy record call number before you
create a new item record, the item record uses the changed copy record’s call
number. If you change the bib or copy record call number after you create the item
record, Horizon gives you the choice to change any attached copy or item record call
numbers.

O Horizon cannot automatically fill call number fields in new copy records when you
create multiple copy records by copying an existing copy record. However, if you copy
a single copy record, Horizon uses the information from the copy record that you copy
to fill the call number field on the copy record that you create. Horizon also copies
any attached item records and keeps their call numbers, unless you change the new
copy record call number. Then Horizon asks if you want to also change the item

record call numbers. (For more information, see Copying a Copy Record on page
181.)
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Your system administrator can also set up a default call number that automatically
displays in every copy record that you create. This can help if you want to create a
large number of records that use the same call number. This default call number
overrides any automatic fill settings. (For more information, see “Defining a Default
Value for a Call Number” in the “Setting Up Call Numbers” section of the Cataloging
Setup Guide.)

Opening a Copy Record

You open a copy record through the bib record that it is attached to. However, you
can open only one copy record through a bib record at a time. You can also open a
copy record from a staff search results window.

To open a copy record from a bib record
1 Open the bib record to which the copy record is attached.
2 Choose Marc, Copy Records.
Horizon displays the List Copy Records window.
3 Double-click the copy that you want to open.

Horizon opens the Edit Copy Records window for the copy that you
double-clicked.

To open a copy record from staff search
1 Start a New Search.

To do this, press F4 or find the process in the Searching folder on the
navigation bar.

2 Search for an item with the copy record you want to open.
Highlight the item.

3 Press F10 or choose Edit, Send To.

4 Highlight Copy/Item List.

5 Click OK.

Horizon opens the List Copy Records window in the MARC Editor.

Editing a Copy Record

You can edit any field in a copy record. You can have Horizon update any attached
item records with the changes that you make in the copy record.

To edit a copy record

1 Open the copy record that you want to edit. (For instructions, see Displaying
Information about Trackable Items on page 170.)

2 Edit any field in the copy record.
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If the field requires a predefined value, click Codes to the right of that field to
view a list of valid options. (For a description of each field, see Creating a Copy
Record on page 179.)

3 Save your changes.

4 If Horizon displays a message asking if you want to update items associated with
the duplicated copy, do one of these options:

¢ If you want to store the new copy record information on the item record, click

Yes.

¢ If you do not want to store the new copy record information on the item record,

click No.

Deleting a Copy Record

You can delete copy records. Iltem records that are attached to a copy record that you
delete automatically reattach to the bib record. This figure illustrates item records
that reattach to the bib record after the copy record is deleted:

Bib record

——

However, if a bib record has more than one copy record with items, the item records
cannot reattach to the bib record. This is because a bib record cannot have both copy

. Copy

[termn
record 1

record

[termn
record 2

[tem
record 3

records and item records attached to it, as illustrated:
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If you try to delete a copy record and reattach the items to the bib record while
other copy records exist, Horizon prompts you to either delete the item records or
attach them to a different copy record. (For more information, see Moving an Item
Record on page 186.)

To delete a copy record

1

Open the List Copy Records window that has the copy record that you want to
delete. (For instructions, see Displaying Information about Trackable Items on
page 170.)

Highlight the copy record you want to delete.

Choose File, Delete Record.

Horizon displays a dialog box that asks if it is OK to delete the selected record.
Click OK.

If item records are attached to the copy record that you are deleting, Horizon
displays a dialog box that asks if you want to delete the items that were
attached to that copy record.

Do one of these options:

If you are deleting this Do one of these options

 If you want to delete the item records attached to
The only copy record attached to the copy record, click Yes.
the bib record o If you want to reattach the item records to the
bib record, click No.
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If you are deleting this Do one of these options

¢ If you want to delete the item records attached to
the copy record, click Yes.

¢ If you do not want to delete the item records
attached to the copy record, click No.
Horizon cancels the procedure and informs you
that attached items must be deleted before the
copy can be deleted.
Click OK.

Note: You can move items to a different copy record

One of two or more copy records
attached to the bib record

and then delete the copy record. (For instructions,
see Moving an Item Record on page 186.)

Horizon returns to the List Copy Records window.

Moving Item and Copy Records

Horizon lets you move item records to different bib or copy records. It also lets you
move copy records to different bib records. When you move a copy record, you also
move any item records attached to it.

This section explains these topics:

* Moving an Item Record on page 186

* Moving a Copy Record on page 189

Moving an Item Record

You can move an item record from one bib or copy record to another bib or copy
record. You can do this only if the item record has no specific reference to other
functionality in Horizon.

Moving item records lets you do these things:

e Group item records and attach them to the bib or copy records to which they
“belong.”

e Delete a copy record without deleting its item records. You can move the
attached items to a different copy record, and then delete the copy record without
items. (If only one copy record exists, you can delete it and choose to reattach the
items to the bib record.)

When you move an item record, Horizon breaks the existing link between the item
record and its bib or copy record and relinks the item record to the bib or copy
record that you choose. However, Horizon maintains all the transactions associated
with the item record, such as those in Circulation.
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Constraints

e Horizon may not always let you relink an item record. Instead, Horizon displays

an appropriate error message. For example, you cannot relink under these
circumstances:

- The specific item is an entry on the request pull list.
- Relinking would generate a duplicate unique index entry.
- The item record was created in Serials prediction and checkin.

- Uploading off-line circulation transactions from Offline Circulation (formerly
PC Reliance) generates an error that is recorded in the reliance_exc table. You
cannot relink the item record referenced by the error.

- If an item-specific or non-item-specific CSA request has been filled either
manually or automatically.

- The item is on hold for a borrower.

¢ You can relink item records created in Acquisitions in these situations:

- You want to move one or more PO line items to a different copy on the same
bib.

- You want to relink all PO line items directly to a different bib.
- You want to relink all PO line items through a different copy for another bib.

If you try to relink only some of the items that are attached to a single PO line
to a different bib record, Horizon displays a dialog box. You must either choose
to relink all items or cancel the relink process.

If not all of the items on a PO line are received, invoiced, or canceled, Horizon
asks you to verify that you want to continue with the relinking process before
performing the relink. Horizon displays item activity (such as approved or
received) to help you decide if you want to continue relinking based on the stage
of order processing.

¢ You can relink item records with a requested status in these situations:

- An item has been booked through Advanced Booking or Media Scheduling.

- A borrower has requested an item (either an item-specific or a non-item-
specific request).

- A borrower has requested an item in Closed Stack Access (CSA).

If the item record you are relinking is the only item record linked to the
relinked-from bib record, Horizon moves any non-item-specific requests on the
relinked-from bib to the relinked-to bib and reorders the hold list.

If the item you are relinking is the last item available to fill a request, all
requests are transferred to the relinked-to bib record. Horizon merges regular
(non_CSA) request lists based on the queue order for each bib. You can choose to
review and change this queue order. (For instructions, see “Reordering the Hold
Request Queue” in the “Hold Requests” chapter of the Circulation Guide.)
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Q These relinking situations apply only to the Relink Items function. They do not apply
to the Relink Copies function (automatically relinking items attached to a copy when a
copy is relinked to another bib).

When you move an item record, Horizon maintains all the transactions associated
with the item record, such as those in Circulation.

To move an item record
1 Open the bib record to which you want to move the items.

If you want to move the items to a copy record, open the bib record to which the
copy record is attached.

2 Open the List ltems window for the items that you want to move. (For
instructions, see Opening a List of Items on page 136.)

3 Highlight the items that you want to move.
4 Choose Items, Relink Items.
Horizon opens a relink dialog box:

Relink selected tem(=) fram kikb
1104 to bikx

Cancel |

5 Highlight the bib record to which you want to move the item records.

If you are moving the item to a copy record, highlight the bib record to which the
copy is attached.

6 Click OK.

7 Do one of these options:

If this happens Do this

If the bib record to which you are moving
the item has one or no copy records
attached, the item record links to the new
bib or copy record.

The task is finished.

Moving Item and Copy Records
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If this happens

If the bib record to which you are moving
the item has more than one copy record
attached, Horizon displays the Select a Copy
dialog box.

If the item is referenced anywhere in the
database, Horizon displays an error
message similar to this one:

Relink Meszage
’ Cannot relink until itemif 4
@ is removed from these

tables: request

Note: An item is referenced if someone has
placed an item-specific request for it, if the
item is booked in Advanced Booking, or if
the item is referenced in any other
database table.

Do this

1. Highlight the copy record to which you
want to link the item.

2. Click OK.

The item record links to the copy record.

You must remove the reference from the
table before you can move the record.

To do this, do these steps:
1. Click OK to close the message box.
2. Close all open windows.

3. Remove the database reference.(For
example, you may need to remove an
item-specific request.)

4. Repeat this task.

Note: When you reopen the bib or copy record to which you attached the item,
the record reflects the changes in the List Items window and in the Count

column in the List Copies window.

Moving a Copy Record

You can move a copy record from one bib record to another bib record. Iltems that

are attached to that copy record move with it.

You cannot move a copy record to a bib record that already has items attached

directly to it unless you do one of these things:

Move the items from the second bib record to the copy record that you want to

move before you move the copy record.

Create a temporary copy record in the second bib record and attach the existing
item records to it. Move the copy record you want to move. Then move the item
records to the moved copy record and delete the temporary copy record.

(For more information, see Moving an Item Record on page 186.)

Moving a copy record lets you correct errors when copy records are attached to the
wrong bib record. It also lets you transfer all the copies and items to a new bib
record if the bib record they are attached to changes. (For example, if a magazine
changes its name, you could create a new bib record and then move the copy record
to the new bib record.)

To move a copy record

1 Open the bib record to which you want to move the copy record.
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2 Open the bib record to which the copy record is attached.
3 Choose Marc, Copy Records.
Horizon displays the List Copy Records window.
4 Highlight the copies in the List Copy Records window that you want to move.
5 Choose Copies, Relink Copies.
Horizon opens this dialog box:

Relink zelected copy (=) fram kikb
1147 to hibe

Cancel |

6 Highlight the number of the bib record to which you want to move the copy.
7 Click OK.

8 Do one of these options:

If this happens Do this

The task is finished. Close all open records.
The copy record links to the new bib

record, and Horizon opens the List
Copy Records window.

Note: Horizon displays the number of copies in
the header only after you close the bib record
and reopen it.
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If this happens

If the copy record is referenced
anywhere in the database, Horizon
displays an error message similar to
this one:

Relink Meszage

’ Cannot relink until serial#
4 is removed from these
tables: issue, olga

Do this

You must remove the reference from the listed
tables before you can move the copy record.

To do this, do these steps:

1. Click OK to close the message box.
2. Close all open records.

3. Remove the database reference.

A copy record is most often referenced in the
olga and issue tables. (For information on
deleting references from the olga table, see
“Deleting a Prediction Setup” in the
“Prediction Setup” chapter of the Serials Guide.
For information on deleting references from
the issue table, see “Deleting an Issue” in the
“Checking In Issues” chapter of the Serials
Guide.)

Note: If you have problems deleting record
references from tables, contact Horizon your
system administrator.

4. Repeat this task.

Working with a Summary of Holdings for Serials Titles

You can use Cataloging to maintain a summary of holdings for the serials titles that
your library receives. You can have this summary display only the collection and
serials media type for each serials copy. You can also add the chronology and
enumeration of each serial. You need to set up each copy record that you want to

display this information.

Once you have prepared the copy records,

displays the serials information:

the Bibliographic Detail search window

®. Bibliographic Detail M=
Call# For specific location and call# Title 1 of 2
see haldings information below.
=l
Contenes “Official journal of the Society of Critical Care hMedicine.” The first line dlsp\n\'s as 50_0” as
vou mark the Summary of
Paser  will 28 o Holdings box. (For instructions,
see “Setting Up a Copy Record
Sufects  Medical ernergencies -- Perindicals, to Display a Summary of
Ermergency Health Services -- periodicals, Holdings” on page 6-62.)
Intensive Care Units - periodicals.
A5 0090-3493 . . -
You must use Serials Checkin
Summary of I Sarial Copy  Biornadical Parindicals (mag) or manually enter
R d ary .1 M. 1; Pages (Jan-Dec, 1380-) enumeration and chronology
Holdings j to display subsequent lines.
(For more information, see
Show Copies | Cancel | Bred itE | Mext | Relatad yiorks oI allEIlie | “Editing a Summary of

Holdings” on page 6-65.)
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Q If your library uses Horizon Serials, the summary of holdings information is generated
from Serials Checkin. If you add information through Cataloging, you may create
duplicate entries. However, even if you have Serials installed, you can still use
summary of holdings in Cataloging in these circumstances:

To add serials holdings information for serials that your library owned before you
implemented Serials

To add serials holdings not in Serials Control
To update summary of holdings information generated in Serials

(For more information about using summary of holdings with Serials, see the
“Summary of Holdings” chapter in the Serials Guide. For more information on
purchasing Serials, contact your Horizon sales representative.)

This section explains these topics:
+ Setting Up a Copy Record to Display a Summary of Holdings on page 192
¢ Opening the Summary of Holdings Window on page 193

+ Changing Information for a Summary on page 194

Setting Up a Copy Record to Display a Summary of Holdings
Before any serials holdings information can display in search results windows, you
must add certain information to each serial copy record for which you want to
maintain a summary of holdings.
To set up a copy record to display a summary of holdings
1 Do one of these options:
¢ Open the copy record for which you want to display a summary of holdings.
¢ Do these steps to create a new copy record:
- Open the bib record to which you want to attach a copy record.
- Choose Marc, Copy Records.
Horizon displays the List Copies window.
- Click New.

Horizon displays the edit copy records window:
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r‘-‘.} Ldit: Copy Necords !El m
Hib Mo, 10y sopy Rec. Mo,
Liegcr. I
Lccation I— Codes
Serialz Location |— Codes
Colection I— Codes
Call Mo. | Cogy Mo I_
Serials Media Typz I— Codes

Summary of Holdings Il Staff-Cnly Copy [ Log Controlled Mo

Cloze I SEVE I Fage [p I Page Duwnl Page 1 of 2

2 Use this table to enter the required fields for serials summary of holdings (click
Codes after any field for a list of valid options):

Field Action

) Enter the location of the copy record.
Location
This specifies where the copy (or set of items) is housed.

. Enter the collection.
Collection )
The collection reflects the form or content of the copy.

Serials Media Type | Enter the serial’s media type.

3 Mark the Summary of Holdings box.
4 Enter any other information that you want.

Note: If you have more than one location where you keep serials, your system
administrator may also need to specify which location’s holdings information
you can display in your PAC. (For instructions, see “PAC Primary and Secondary
Locations” in the “Searching Setup” chapter of the System Administration Guide.)

Once you have marked the Summary of Holdings box on a copy record, the collection
and the media type that you designate for the copy displays in search results
windows. If you want more information to display, you can manually add call
numbers, enumeration, chronology, and notes to the copy record. You can also edit
existing information. (For more information, see Editing a Summary of Holdings on
page 196.)

Opening the Summary of Holdings Window

You open the summary of holdings window from the List Copies window.

To open the Summary of Holdings window

1 Open the bib record for whose copy you want to edit the summary of holdings.
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2 Choose Marc, Copy Records.

Horizon opens the List Copies window.
3 Highlight the copy for which you want to view the summary of holdings.
4  Click Sum. of Hldgs.

Horizon opens the Summary of Holdings window:

B Summary of Holdinga For main, p. Copy Ho. 20, 209348

Run{Note LCnumeration [Chronology] Line
1. main Yol.1 3 [January 1934 1997) ;I
The copies of this periodical are housed in the 1
2. main Yol. 4-6 [Feb. 1994-1997]
The copiee of thie periodical are housed in the 2
= 3. main Yol. 10 [March 1994
Ihe copies of this periodical are housed in the ]

Selection I
Edit |  New | »

Changing Information for a Summary

You can change information for a summary of holdings display by doing one or more
of these tasks:

¢ HorizonAdding an Entry to the Summary of Holdings Window on page 194
¢ Editing a Summary of Holdings on page 196

¢ Deleting Information in a Summary of Holdings on page 197

HorizonAdding an Entry to the Summary of Holdings Window

Once you have marked the Summary of Holdings box on a copy record, the collection
and the media type that you designate for the copy displays in PAC. If you want more
information to display, you can manually add an entry to a copy's summary of
holdings. You might add an entry when you add a yearbook to an encyclopedia set, or
when you receive a volume of a set being published as a standing order.

O If you use Serials Checkin, be sure that you are not duplicating serial information in
the Summary of Holdings window by adding it in both Cataloging and Serials Checkin.
(For more information about Serials Checkin, see the Serials Guide.)

To add an entry to the Summary of Holdings window

1 Open the Summary of Holdings window to which you want to add an entry. (For
instructions, see Opening the Summary of Holdings Window on page 193.)

2 Click New.
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Horizon opens an empty Edit Summary of Holdings window:

B Edit: Summary of Haldinge[new) [ x|

Line

Frce Enum.

Frce Chraon.

il

Mote
Run Codes |
=
Internal Nate =l
Close | SAvE | Page Up Page Down Page 1 of 1

3 Complete the fields on the Summary of Holdings window:

In this Do this
field
Line Enter the number or order in which you want the holdings displayed in
search results windows.
. Enter the enumeration information if any exists.
ree
Enum (For example, enter the volume, number, and issue number of a
' periodical.)
. Enter the chronology information if any exists.
ree
Chron (For example, chronology information could be "Special Supplement 1980-
' 1984")
Note Enter any comments about the line of holdings.
R Enter the run to which the issue belongs.
un
Click Codes for a list of valid options.
Enter any additional comments about the line of holdings.
Internal This information displays only in the Itme Detail Status window. (For more
Note information, see Viewing Detailed Information about an Item on page

142)

4 Save your changes.

Horizon reopens the Summary of Holdings window and includes the entry that
you added.
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Editing a Summary of Holdings

Once you have marked the Summary of Holdings box on a copy record, the collection
and the media type that you designate for the copy displays in search results
windows. You can add enumeration, chronology, and notes to a summary of holdings.
You can also edit existing information. Any changes that you make display in the
Bibliographic Detail search window.

O If your library uses Horizon Serials, changes that you make in a summary of holdings
through Cataloging also display in the Serials summary of holdings. Adding
information through Cataloging may cause duplicate entries. (For more information on
Horizon Serials, see the Serials Guide.)

To edit an existing summary of holdings

1 Open the Summary of Holdings window for the copy that you want to edit. (For
instructions, see Opening the Summary of Holdings Window on page 193.)

2 Highlight the summary of holdings entry that you want to edit.
3 Click Edit.

Horizon displays the Edit Summary of Holdings window:

%= Edit: Summary of Holdings¥.1 N. 1; Pages (Jan-Dec, 1990-)

Line |1_

Free zhum. I‘uf.'l M. 1; Pages

Free Ghron. I]an—DEE, 1350~

Iote I

Rurn  |main Adain run Codes |

Internal Maote |

Close Sralfe | Eaze | = Bl | Page 1 of 1

Note: If your library uses Horizon Serials to generate summary of holdings

information, the Edit Summary of Holdings window displays differently. (For
instructions on editing a summary of holdings when you use Serials, see the
“Summary of Holdings” chapter in the Serials Guide.)

4 Edit the fields as necessary.
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Note: If the summary of holdings should be changed for all copies of an issue,
you need to edit each copy record.

5 Save your changes.

Horizon reopens the Summary of Holdings window.

Deleting Information in a Summary of Holdings

You can delete part or all of the holdings that you have listed for a serial. You might
want to do this when your library no longer houses issues represented by the line of
holdings.

Deleting information from a summary of holdings affects only holdings information
displayed in the Bibliographic Detail search window. If item records also exist for
these issues, you must delete these records in Cataloging in order to remove them
from display in the Copies List search window. (For instructions, see Deleting a
Single Item Record on page 157.)

To delete information in a summary of holdings

1 Open the Summary of Holdings window for the copy that you want to edit. (For
instructions, see Opening the Summary of Holdings Window on page 193.)

2 Highlight the summary of holdings entry that you want to delete.

Note: If you want to delete summary of holdings information for all copies of an
issue, you need to perform these steps for each copy record.

3 Choose File, Delete.
Horizon prompts you to verify the deletion.
4 Click OK.

Horizon deletes the row of holdings. Search windows immediately reflect this
change.

5 C(lose any open windows that you no longer want to use.

Using Item Group Editor

On occasion, you may need to change the information in a specific field for multiple
item records. (For example, before moving a group of items to a new location, you
need to change the location field on every item record so borrowers can find the
items.) You can change the information in one or more fields for multiple item
records by using Item Group Editor.

Item Group Editor lets you archive, edit, and restore data that relates to a group of
items. To use Item Group Editor, you first create a group of items (called an item
group, or group) by searching for items that match your specific criteria. You
archive information about those items to keep a copy of the information you
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originally cataloged. Then you can change the data in certain fields of the whole group
at once. These changes can be temporary or permanent. If they are temporary, when
the time to use those temporary changes has passed, you restore the archived,
original information.

You can edit information in these fields for a group of items:

e [tem Type
e Location

¢ Collection
e (Call Type
* (Call No.

e Source

e Price

¢ [tem Note
e [tem Status

e Internal Note

Q If you cannot edit item statuses, you may need to have this feature activated. (For
more information, see your system administrator.)

If you want to change only item statuses, you can use the Item Group Editor-Status
Only process. (For more information, see “Changing Item Statuses” in the “Borrower
and Item Records” chapter of the Circulation Guide.)

O Horizon links some item statuses to specific records. You cannot change these
statuses in Item Group Editor; they are protected. You need to change them in the
appropriate Horizon process, such as Circulation.

Here is an example of how your library can use Item Group Editor. A professor wants
to put certain items on reserve. These items may include documents, books, videos, or
any other items from any of your library’s locations. You can create a group made up
of these items in Item Group Editor and archive the group’s original cataloging
information. You can use Item Group Editor to change all the call numbers so that
they direct borrowers to the reserve stacks. Then you move the items to the reserve
shelves. If the professor wants students to be able to check out some of the items in
his list for only three hours and others for overnight, you can use Item Group Editor
to change the ITYPEs to reflect the different checkout periods. When the professor no
longer wants any of the items held on reserve, you can restore the archived list that
contains the general stack call numbers and regular ITYPE information and reshelf
the items in the general stacks. Then you can clear the archive and delete the group
so that it is not inadvertently used at a later time.

You can use Item Group Editor when you do tasks such as these:

e Loan a group of items to another agency.

e Transfer materials permanently to a new location.
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Make a group of items available for reserve only.
Make a group of items available for media scheduling.
Change fine rates for a group of items.

Change the loan period for a group of popular items such as holiday books
during peak times.

Choose items for Home Service users.
Change groups of call numbers.

Add local notes to items.

Correct default information.

Change or identify a purchasing source.

Change the collection code of a section of items so borrowers cannot check them
out during inventory.

Change the price on a group of journals.

The default location of the Item Group Editor is the Administration\Group Editor
Menu folder on the navigation bar.

This section explains these topics:

Creating an Item Group on page 199

Archiving Information about an Item Group on page 205
Editing Information about an Item Group on page 206
Restoring Information about an Item Group on page 209

Clearing Archived Information about an Item Group on page 211

Creating an Item Group

Before you can use Item Group Editor to archive or edit information about the items
in a group, you may need to create an item group. An item group can contain any
items that exist in your library’s database. To create an item group, you can do any
of these things:

Search for items in Item Group Editor and create a new group. When you search
for items, Item Group Editor displays your search results in a list. You can use
all the items on that list as your group, or you can choose items from that list to
create a smaller group.

Use an existing group or list as your group.

Choose items from an existing group or list to create a group. You can sort and
choose items from groups and lists until the group that you want to edit
contains only those items that you want it to contain. When you open Item Group
Editor, Horizon displays a compound search as its initial search screen. A
compound search lets you be more specific about what items go into your group.
You can also handpick items from your search results to create your group by
highlighting each item that you want.

You can search for multiple items on these indexes:

199
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e Barcode
o bib#

o item#

e Location
¢ Collection
e (Call No.

e Source

e Price

¢ [tem Status
¢ Notes

e [Type

When you highlight certain indexes, the Entry Aid button on the Compound Search
window changes to “Show Codes.” Clicking the Show Codes button lists the valid codes
that you can choose to narrow your search.

You can use wild cards in your searches to get a range of items. (Wild cards include
an asterisk [ * ] and the percent sign [ % ], which you can substitute for missing
single characters.) (For example, if you search on the Call No. field with the search
string “HD*”, Horizon returns a group of items with call numbers that start with HD.)

Horizon displays search results in the List Iltem Group Editor window.

You can start a new search or add more parameters to a current search at any time
by choosing a different search option, such as Search or Where, from the File menu.
(For more information, see “Using the List Search Window” in the “Getting Started”
chapter of the System Administration Guide.) The Sort and Display functions let you
arrange the items that your search finds. This can help you choose similar items for
your group. (For instructions, see “List Windows” in the “Horizon User Interface”
chapter of the Horizon Basics Guide.)

O You cannot search in an existing group. Use the Sort and Display functions to organize
the information in a group and then manually choose items to create a more specific
group, or redo your search with additional parameters.

This section explains these topics:
¢ Creating a New Item Group on page 200

¢ Using an Existing Item Group on page 204

Creating a New Item Group

Item Group Editor lets you search for items to create a new group. Item Group Editor
uses a compound search as its initial search screen, but you can also search using a
simple search screen or a Where clause. (For instructions, see “Using the List Search
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Window” in the “Getting Started” chapter of the System Administration Guide.) You
can also handpick items from your search results to assure that your group contains
only those items that you want it to contain. Your group can contain any items that
exist in your library’s database.

To create a new item group

1 Start the Item Group Editor process.
The default location of this process is the Administration\Group Editor Menu
folder on the navigation bar.
Horizon opens the List Item Group Editor window and a Compound Search
window:
“ List: Item Group Editor =] 3
Bar code Collection  Call Ma.
Compound Search | ;l
Indexes:
Selected index contains:
roollection)
Search for:
Mark the Append List box I
to add new search results CoaD COR Clear Search String Click here ta clear
. r ne
to the current ones. Search Shing F Append List t};e t‘-’*eﬂ'Ch string ;‘”d
start a new search.
. = =
Horizon displays your ———————
search string in this Selection | I’
field as yvou build it. - search| Cancel | Prev. Search | Example | Show codes
e ] oo Tzt e e st [ S |

T T
Prev. Search lists all the search  Some indexes give you entry aids. When an Entry

strings that you have entered.  Aid is active, the text on the button tells vou what
kind of aid it can give you, such as Show Codes.

Note: If you are already in Item Group Editor, you can choose one of the three
search options from the File menu. However, if the List Iltem Group Editor
window already contains data, Horizon replaces the data when you do a new
search. Unless you want to add criteria to a previous search by marking the
Append List box, make sure that you finish working with any existing data in the
List Item Group Editor window before you start a new search.

Highlight the search index in which you want to search.

You can search for multiple items on these indexes:

« Barcode. Use wild cards to search for a range of items.

« Bib#. Use wild cards to search for a range of bib records.

e Item#. Use wild cards to search for a range of item numbers.

Location. Click Show Codes for a list of valid location codes.

Collection. Click Show Codes for a list of valid collection codes.
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Call No. Use wild cards to search for a range of call numbers.

Source. Enter the code for the item supplier.

Price. Use wild cards to search for a range of prices.

Notes. Enter words or phrases from the bib record note field.

Itype. Click Show Codes for a list of valid circulation types.

Item Status. Click Show Codes for a list of valid statuses.

3 Enter the term or code for which you want to search in the Search for field.
4 If you want to add another search parameter, do one of these options:

e Mark the AND button (to limit your search).

¢ Mark the OR button (to expand your search).

5 Continue adding search parameters until you enter all the search parameters that
you want.

6 Click Search.

Horizon opens the List Item Group Editor window and displays the items in your
collection that match your search criteria.

Note: If Horizon does not find items in your collection matching your search
criteria, a Search Message box opens telling you that nothing was found. Click OK
to return to the Compound Search screen and enter new search criteria.

7 If you want to refine your search or start a new search, do one of these options:
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To use an SQL statement search To do a Boolean search To do a basic search

1. Choose File, Compound Search.

203

1. Choose File, Where clause.

If you choose the Where clause
when Horizon is displaying the
results of your current search,
the parameters for the first
search display in the Where
clause field.

2.1f you want to, do one of these
options:

e To refine the search results, add
to the parameters and click
Search.

¢ To use different parameters,
delete the displayed parameters
and start a new search.

(For instructions, see “Using a
Where Clause to Search for
Rows” in the “Horizon Table
Editor” section of the “Getting
Started” chapter of the System
Administration Guide.)

This lets you perform Boolean
searches using the AND and OR
operators.

If you choose the Compound
Search when Horizon is displaying
the results of your current search,
Horizon displays the parameters
from the first search in the Search
String window.

. If you want to, do one of these

options:

To add to the previous search
parameters, mark the Append List
box. Then add to the parameters
and click Search.

To use different parameters, click
Clear Search String and start a
new search.

(For more information, see “Doing
a Compound Search” in the
“Horizon Table Editor” section of
the “Getting Started” chapter of
the System Administration Guide.)

1. Choose File, Search.

2. Highlight the index that you
want to use.

3. Enter the search term that
you want to use.

4. Click OK.

Note: When Item Group Editor is open, you can choose File and one of the search
options at any time to perform new searches or to add to current searches. (For
instructions, see “Using the List Search Window” in the “Horizon Table Editor”
section of the “Getting Started” chapter of the System Administration Guide.)

8 Highlight the items in the List Item Group Editor window that you want to
include in your new group. (To highlight the entire list, choose Edit, Select All.)

9 Choose Group, Create Group.

Horizon opens the Create Group dialog box:

Create Group

Source Tahle: item

Group Mame ||

Cancel |

Groups |

If you have previously retrieved or created a group during this session, Horizon
displays the name of that group in the Group Name field.

10 Enter a new name for the group in the Group Name field.
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You can add a date as part of the name to help you keep your groups organized.
11 Click OK.
Horizon returns to the List Item Group Editor window.

You can now choose, archive, or edit the items in the group.

Using an Existing Item Group

Item Group Editor saves the groups that you create. You can also create groups of
items in the Table Editor using the item_report table. Item Group Editor lets you
access these groups and archive or edit their data. You can sort and choose from the
items in these groups to create additional groups of items.

A group created by someone else may have been created for a specific reason. Do not
make any changes to a group or the items in it without checking with the person who
created it. (For more information, see your system administrator.)
To use an existing item group
1 Do one of these options:
o If Item Group Editor is not open, do these steps:
- Start the Item Group Editor process.

The default location of this process is the Administration\Group Editor
Menu folder on the navigation bar.

Horizon opens the List Item Group Editor window and a Compound Search
window.

- Click Cancel twice.
Horizon displays an empty List ltem Group Editor window.
- Choose Group, Retrieve Group.
e If you are already in Item Group Editor, choose Group, Retrieve Group.

Note: When you retrieve an existing group, Horizon replaces any existing data in
the List Item Group Editor window. Make sure that you finish working with any
existing data in the List Item Group Editor window before retrieving a group.

Horizon opens the Retrieve Group dialog box:

Hetrieve Group [ x|

Source Tablz: item

Group Mame I Qroupsl
Zancel |

2 Inthe Group Name field, enter the name of the saved group that you want to use,
or click Groups to choose from a list of existing groups.
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Click OK.

Horizon displays the group items in the List ltem Group Editor window.

If you want to leave the original group unchanged, do these steps:

a Choose items from the group to create a new group. (To highlight the entire
list, choose Edit, Select All.)
b Choose Group, Create Group to save the items you chose as a new group.
Horizon opens the Create Group dialog box:
Create Group
Source Takle: item
Group Mame || %l
If you have previously opened a group during this session, Horizon displays
the name of that group in the Group Name field.
¢ Enter a new name in the Group Name field.
You can add a date as part of the name to help you keep your groups
organized.
d Click OK.

Horizon saves a second copy of the group under the new name.

5 You can now choose, archive, or edit the items in the group.

Archiving Information about an Item Group

Once you have chosen items for your group, Item Group Editor lets you archive the
information associated with the items before you make any changes. This keeps the
original item information safe in a separate table. Then you can make changes to
the information, and Horizon displays those changes in your library’s database. To
reverse the changes, you must restore the archived data. This brings the original
information back into your database, replacing the changes you made. (For more
information on restoring data, see Restoring Information about an Item Group on

page 209.)

When you archive data, Iltem Group Editor creates a group that contains only the
items you highlighted in the List Item Group Editor window when you archived the
information. It also creates a table of archived data that is associated with this
group. If you use an existing group name when you archive data, Horizon replaces
both the previously archived data and the previously created group. When you name
your group during archiving, make sure you do not choose the name of an existing

group unless you are sure that you want to replace it.

Your system administrator controls who has the rights to use this feature.

Using Item Group Editor



Chapter 6: Item and Copy Records

remember the name and the contents of the group so that you can work with it later.

g You archive information about a group by using a unique name. Make sure that you
You can add a date as part of the name to help you keep your groups organized.

To archive information about an item group

1 Create a group. (For instructions, see Creating an Item Group on page
199Creating an Item Group on page 199.)

2 Click Archive.

Horizon opens the Archive Data dialog box:

Archive Data E3

Source Table: item

Group Mame I Groups |
Cancel |

3 Enter a name in the Group Name field.
You can add a date as part of the name to help you keep your groups organized.

4 If you want to replace old archived data with new archived data, click Groups to
choose from a list of previously archived groups.

Important: If you archive data using the same name as an existing group, you
overwrite the original group. You also replace the original archived data with
new data. Overwrite previously archived groups with caution.

5 Click OK.

Horizon displays an Archive Confirmation dialog box reminding you that only the
data from the selected records will be archived. If you use an existing group
name, Horizon also tells you that the entire group and all its previously archived
data will be replaced.

Note: If you have not highlighted any rows, Horizon displays an Archive
Confirmation dialog box that tells you that no records have been selected, that all
members of the group will be archived, and that previously archived data will be
replaced.

6 Click OK.

Horizon archives your group’s data and creates a group associated with it.

Editing Information about an Item Group

Item Group Editor lets you make permanent or temporary changes in your database
by changing the information in a specific field for multiple items all at once. Once you
choose the items for your group, you can make changes in the items’ cataloging
information. If the changes are temporary and you want to restore the original
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information at some later date, make sure that you archive the original information
before making any changes. (For instructions, see Archiving Information about an
Item Group on page 205.) When you edit item information in Item Group Editor, the
new information becomes part of your current library database.

You can use Item Group Editor to edit information in these fields for a group of
items:

e Item Type
e Location

e Collection
e (Call Type
e (Call No.

e Source

e Price

e Item Note
¢ [tem Status

e Internal Note

If you archive an item status of “i” (Checked In) or “s” (Shelving Cart) and you
change it to any other status, the restore command cannot return the status to “i” or

wn
S

Item Group Editor also lets you edit archived data. However, because archived data
is information that you are holding to restore later, you should edit archived data
only after careful thought and planning.

Here is an example of how you might edit archived data. If you want to set all
Halloween materials to a shorter circulation period for the month of October, you
can create a group named “Halloween” and archive its data. Then you can change
the ITYPEs of the items in the group to reflect the shorter circulation period and
change the call numbers to direct users to the display case. Later, you may decide
that you want to include only Halloween videos in your Halloween group. You can
restore the archived data for the original group, choose only the videos to create a
new Halloween group, and rearchive the new Halloween group data, replacing the
original archived data. You must change the ITYPE status and call number for the
new Halloween group again and resave the change. The ITYPE changes that you
made in the first group change have been restored and are no longer in effect. If you
saved those changes in a separate group with no archived data associated with it,
you should delete that group since it now contains saved data that is no longer
archived—only the new Halloween group information is archived. If you do not
restore the first Halloween group’s archived data before you create the new
Halloween group and rearchive the new group’s data under the same name
(Halloween), you lose the original call numbers and ITYPE of all the items in the
original group except the videos.
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Remember that archived groups contain original information that you want to restore
at a later date. Use caution when editing archived groups.
To edit information about an item group

1 Do one of these options to display an item group in the List Item Group Editor
window:

¢ If you have not already created a group, create one. (For instructions, see
Creating an Item Group on page 199 Creating an Item Group on page 199.)

¢ If you have previously created an item group, or want to use an existing group,
do these steps:

- Choose Group, Retrieve Group.

Horizon displays the Retrieve Group dialog box.
- Click Groups to choose from a list of existing groups.
- Double-click the group that you want to display.

2 If you are making temporary changes, make sure that you archive the group
information. (For instructions, see Archiving Information about an Item Group
on page 205.)

3 Highlight the items whose information you want to change. (To highlight all items
in the group, choose Edit, Select All.)

4 C(Click Edit.
Horizon asks if you want to make a batch change to all the selected records.

(If you have no items highlighted, Horizon displays the edit window for the item
that the select arrow was pointing to when you clicked Edit.)

5 Click OK

Horizon displays an Item Group Editor window:

# Batch Change: Item Group Editor Ciolx]| The window title bar may read
r  —— | “Editltem Group Editar” if you
| Cod : !
tem Ty pe _Coves | are changing only one record.
Location | %I All other fields are the same.
Collection I Codes
Call Ty pe I Codes
Call Mo, |
Source | Frice ID.DD
ftem Mote |
Cloze I Seve e e Page Down Page 1 of 2
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6 Enter any information that you want to change for all selected items in the
group.

If you are not sure what information should go in a field, check with your system
administrator.

7 Save your changes.

Horizon displays the List Iltem Group Editor window with the changes that you
made.

8 If you plan to make other changes to the group at a later date (other than
restoring the original data), do these steps:

a Reselect the items that you changed.
b Choose Group, Create Group to save the group with the first set of changes.

Horizon opens the Create Group dialog box:

Create Group

Source Tahble: itern

Group Mame || Group3|
Cancel |

If you have previously retrieved or saved a group during this session,
Horizon displays the name of that group in the Group Name field.

¢ Do one of these options:
¢ Enter a new name for the group in the Group Name field.

You can add a date as part of the name to help you keep your groups
organized.

¢ Click Groups to choose from a list of existing groups.

Note: If you use an existing group name to save your new group, Horizon
replaces the existing group. You cannot recover any original information
contained in that group. However, if the existing group references archived
material, Horizon does not let you overwrite it; instead, Horizon returns you to
the Create Group dialog box so that you can choose a different name.

d Click OK.

Horizon returns to the List Iltem Group Editor window.

Restoring Information about an Item Group

Item Group Editor lets you restore item information from any data that you archive,
as long as you have not overwritten the archived data by archiving another set of
data with the same name. (If you overwrite or replace archived data, you lose the
previously archived information.)
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If you archive an item status of “i” (Checked In) or “s” (Shelving Cart) and you change

it to any other status, the restore command cannot return the status to “i” or “s”.

You can choose to restore some item information while leaving other information as
you changed it. Because Item Group Editor gives you so much flexibility, you may want
to keep track of the item information that you archive and the changes that you make
to the database. (For example, you could keep a list or a spreadsheet containing your
changes and the names of the groups that contain them.)

When you restore archived data, you can choose whether to display a created group
before you start restoring. If you display a created group before you restore data, you
can choose which items and which archived information that you want to restore. If
you do not display a created group before you restore data, you cannot choose which
items that you want to restore, but you can choose which archived information that
you want to restore.

To restore information about an item group

1 Start the Item Group Editor process.

The default location of this process is the Administration\Group Editor Menu
folder on the navigation bar.

Horizon displays the List ltem Group Editor window and a Compound Search
window.

2 Click Cancel twice.
Horizon displays an empty List ltem Group Editor window.
3 Do one of these options:

¢ If you do not want to display a saved group before you start restoring, continue
with step 4.

Note: If the List Item Group Editor window already contains data, you must
display the saved group that you want to restore or close Item Group Editor and
reopen it to get an empty List Item Group Editor window.

* If you want to display a saved group before you start restoring, do these steps:
- Choose Group, Retrieve Group.
Horizon displays the Retrieve Group dialog box.

- In the Group Name field, enter the name of the group for which you want to
restore information, or click Groups to choose from a list of existing groups.
(You must choose the name of a group with archived data associated with it.)

- Click OK.
Horizon displays the group in the List Item Group Editor window.
- Do one of these options:

¢ To restore information in selected rows, highlight the items for which you
want to restore information.
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e To restore information in all rows, do not highlight any items.
4 Click Restore.

Horizon displays the Restore Data dialog box:

Restore Data

Source Tahble: item

Group Name IFirsﬂg Groups |
cowal

If you have a group open, Horizon displays the name of that group in the Group
Name field, as in this example.

5 Inthe Group Name field, enter the name of the archived group that you want to
restore, or click Groups to choose from a list of existing groups.

6 Click OK.

Depending on whether you highlighted items in the List Item Group Editor
window, Horizon displays one of these messages:

7 Click OK.

Horizon displays the List Item Group Editor window with the group that you
archived. It also displays a Restore dialog box:

Restore

Choose Columns to Restore

Location

Collection

Call Type

Call Mo

Saurce

ftem Mote

Internal Mote ;I

Cancel |

8 Highlight the columns that contain the information that you want to restore.
9 C(lick OK.

Horizon displays the restored information in the List ltem Group Editor window.

Clearing Archived Information about an Item Group

You can remove (or clear) archived data about an item group. You may want to
clear archived data in these situations:

¢ You have archived groups that you no longer use.
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* You have replaced one set of archived data with another set that you saved under
a more descriptive name.

* You want to remove archived data about a group so you can use the group for
something else.

Removing archived data is called clearing the archive.

Here is an example of how your library can use archive clearing. You may choose to
archive data from a group of serials that you send to the bindery. Several of the serial
subscriptions are discontinued and several others have been added, so the group is no
longer valid. You can create a new group of the new serials and rearchive its
information using a name that describes the new grouping. The old group, and the old
archived data from that group, are now useless. You can clear the archive and delete
the group.

When you archive data, Iltem Group Editor automatically creates a group that is
associated with the archived data. Normally, this group functions in the background of
the archive and restore functions, and you do not need to deal with it. However, if you
clear an archive, the group still exists. Other users can access it. You may want to
delete the Save Group if it is no longer necessary.

Make sure that no one else is using archived data or a group before you clear it or
delete it. Once either one is gone, you cannot restore it.

O If a group still references archived data, you cannot delete or overwrite it.

To clear archived information about an item group
1 Start the Item Group Editor process.

The default location of this process is the Administration\Group Editor Menu
folder on the navigation bar.

Horizon displays the List Item Group Editor window and a Compound Search
window.

2 C(lick Cancel twice.
Horizon displays an empty List Iltem Group Editor window.
3 Choose Group, Clear Archive.

Horizon displays the Clear Archived Data dialog box:

Source Tahle: item

Group Mame || Groups |
Cancel |
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4 Enter the name of the archived group that you want to clear, or click Groups to
choose from a list of existing groups.

5 C(lick OK.
Horizon reminds you that the archived data associated with this group will be
cleared.

6 Click OK.

Horizon returns to the List Item Group Editor window.
7 If you want to delete the group, choose Group, Delete Group.

Horizon displays the Delete Group dialog box:

Delete Group

Source Table: item

Group Mame || Groups |
Cancel |

8 Enter the name of the archived group that you just cleared, or click Groups to
choose from a list of existing groups.

9 (lick OK.
Horizon reminds you that the group will be deleted.
10 Click OK.

Horizon returns to the List Iltem Group Editor window.
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This chapter explains how to create workforms—templates of MARC records. This
chapter also explains other tasks dealing with workforms.

This chapter contains these sections:
¢ About Workforms on page 214
¢ Understanding MARC and Non-MARC Workforms on page 215
¢ Creating a Workform on page 216
+ Finding and Opening a Workform on page 226
+ Editing a Workform on page 226
¢ Renaming a Workform on page 227

¢ Deleting a Workform on page 228

About Workforms

About Workforms

A workform is a template that you use when you enter data to create a MARC record
in Horizon’s database. Workforms display the basic fields and subfields for the most
used tags for each record type. When you create a new MARC record using an existing
workform, those basic tags, fields, and subfields display automatically. You can add
other tags as you create a new MARC record. You can also leave some fields and
subfields blank if you do not need them. Horizon removes empty fields and subfields
from the record when you save the record or use the MARC reformat function.

By setting up a workform ahead of time, you can more easily remember which data
you most likely need to enter when you create a certain type of record. (For example,
a map workform might include tags for the geographic area covered, while a video
recording workform might include tags for performer notes and playing time.)

You can create a basic workform for each general type of record that you want to
create. These might include books, sound recordings, maps, and authorities. Some
workforms come with Cataloging when Horizon is installed. You can create new
workforms, or edit existing ones to suit your library’s needs. You can even create
bibliographic (bib) workforms that have some data entered into certain subfields. This
saves time and reduces typing errors if you need to catalog items that share a lot of
the same data. (For example, if you are cataloging the Nancy Drew Mystery series,
you could create a bib workform that includes the series name. It could also include
the publication information if each of the books in the series that you are cataloging
came from the same press.)
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A workform has two ownerships. One specifies the owner of the workform and the
other specifies the default ownership assigned to bib and authority records created
from that workform. When you start to create an authority or bib record, Horizon
displays a list of workforms to choose from. This list is filtered based on ownership,
so you see only those workforms for which you have rights. If you need to use
existing workforms that do not display in your list, see your system administrator to
get rights for the appropriate ownership.

Understanding MARC and Non-MARC Workforms

You can create and edit workforms for MARC bib records, MARC authority records,
non-MARC bib records, and non-MARC authority records. Non-MARC records can be
either dynamic or static.

This section gives an overview of these types of workforms:

« MARC Workforms on page 215
¢ Non-MARC Workforms on page 216

MARC Workforms

MARC workforms include some tags and subfields. However, you are not limited to
the fields and subfields on the workform. When you create a MARC record using the
workform, you can add any other tags and subfields you need to create a complete
record.

Here is an example of a MARC bib workform:

% Bib: <New>

Status: oo Cragted: 111/70 Updsted: 17770

Orner: LIncned tems: 0 .
Fiel: Leader [Optionsi] The MARC Editor displays the type of
oo g:ﬂc:g " [mﬁ b Bt e B content inthe tag, indicator, ar subfield
oo _ _ s where vou place the insertion pointer.
0@ _ _ s

245 0 _ fa fk if fb fo

W/ 0 _ fo

00 _ _ s

340 _ _ s

s _ _ ta

S0E _ _ s

s18 _ _  a

20 _ _ iIa

533 _ _ fa ib fo id

s41 _ _ ta

563 _ _ Ia
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All MARC records, including workforms, tell you what each tag, indicator, or subfield
area should contain when you click on the number or letter identifying the tag area or
within a subfield. This information displays in the header. (For more information on
MARC records, see the MARC Editing chapter.) You can also set up your MARC Editor
to display labels for tags, indicators, and subfields. (For instructions, see Changing
the Default View on page 14.)

Non-MARC Workforms

Non-MARC workforms display as windows with fields in which you enter information.
These fields are in non-MARC format. This means that Horizon displays them without
the tag, field, and subfield identifying letters and numbers. If you use a static
non-MARC workform, you cannot add or delete any fields in the workform. You can add
and delete fields in dynamic non-MARC workforms. (For more information, see
Creating a Non-MARC Workform on page 221.)

Here is an example of a non-MARC bib workform:

& Bib: 0

Cataloging Cormplete Created Updated

Author | 2l Add

Edit

=

Title

| Close I SHEE | =i ] | Page Down | Status | Iterms | Page 1 of 2

workforms to create new bib records. (For more information, see See "Creating a

g Non-MARC authority workforms must exist before you can use non-MARC bib
Non-MARC Workform"Creating a Non-MARC Workform on page 221.)

Creating a Workform

You can create MARC and non-MARC workforms from scratch or by copying existing
workforms.

This section explains these topics:
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¢ Creating a MARC Workform on page 217
¢ Creating a Non-MARC Workform on page 221
e Copying a Workform on page 225

Creating a MARC Workform

You can create your own MARC workforms. You can also copy or modify existing
workforms to suit your library’s needs. (For example, you can create a different
workform for a video or a map than you would use for a book.)

There are two kinds of MARC workforms that you can create: bib workforms and
authority workforms. There are other ways to create MARC records. (For more
information, see Creating a New Bib Record on page 82 and Creating an Authority
Record on page 116.)

This section explains these topics:

¢ Creating a MARC Bib Workform on page 217
e Creating a MARC Authority Workform on page 219

Creating a MARC Bib Workform

MARC bib workforms are the templates that you use to create the bib records that
represent individual titles you may have in your library. A MARC bib workform
should include all tags, including fields and subfields, that a bib record for a certain
type of item would usually contain.

For example, a MARC bib workform for a book might include tags for a title
statement, a publication and distribution statement, and a physical description.
However, it might not include a statement of responsibility subfield in a title
statement tag because that subfield could be filled in several different ways, such as
with a personal name or a corporate name.

When you use a bib workform, you are not limited to the fields and subfields on the
workform. You can add other tags and subfields that are necessary to create a
complete record.

To create a MARC bib workform
1 Start the Workforms process.

The default location of this process is the Cataloging folder on the navigation
bar.

Horizon displays the List Workforms window.
2 Click New.

Horizon opens this dialog box:
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Mo doform

Mame I

Description I

& MARCHEE O MARC &uth O Mon-MARC

Cancel |

3 Enter information in these fields:

Field Action
Name Enter a name for your workform. (You can enter
up to seven characters.)
Description Enter a description of the workform.
MARC Bib Leave this button marked.
4 C(Click OK.

Horizon closes the dialog box and displays the new workform.

5 Add the tags and subfields that you want your workform to contain. (For
instructions, see Adding a Component to a MARC Record on page 48.)

6 Choose Marc, Show Control Record, or click the Record Status icon (Ll ).

Horizon opens the Control Record for Workform window:

i Control Record for Workform: <Mew>
Create Date: I Time: I U=zer: I
Record Change Date: I Time: I U=zer: I
Status Change Diate: I Timme: | LJzer: |
Status: I oo j IC:atanging Complete
Selection: I LI I
Owned By: I -1 LI I Unioeanie
Default Crwner: I ] ﬂ I Unovwned
Statf Only: I
The OK button #eq Contralled: [~
remains inactive until
yvou change something off | G |
in the control record.

7 Enter a status in the Status field, or click on the drop-down menu to choose from
a list of valid status codes. (For information on record statuses, see Changing a
Bib or Authority Record’s Status on page 231.)

Creating a Workform 218



Chapter 7: Workforms

219

8 If you want to, enter a selection list code in the Selection field that will apply to
all the items created from this workform, or click on the drop-down menu to
choose from a list of valid codes.

9 If you want to change ownerships, do one or both of these options:

¢ In the Owned By field, use the drop-down list to change the code to the owner
that you want for this workform.

¢ In the Default Owner field, use the drop-down list to change the owner that
you want to assign to any records created using this workform.

10 If you want only staff members to be able to view records created from this
workform, mark the Staff Only box. (For more information on specifying records
for staff only, see Specifying a Record for Staff Use Only on page 232.)

11 Click OK.

Horizon closes the Control Record for Workform window and returns to the
MARC workform.

12 Save your changes.

Creating a MARC Authority Workform

MARC authority workforms are templates that you can use to create authority
records. You can also create authority records in other ways, such as by adding a
tag to a bib record. An authority record that Horizon creates for you automatically
does not need a workform, but to create an authority record manually, you must use
a workform. (For more information on creating an authority record, see Creating an
Authority Record on page 116.)

A MARC authority workform should include all tags and subfields that an authority
record of a certain type would usually contain. (For example, a subject MARC
authority workform might include only a tag for a subject with all possible subfields
because Horizon removes empty subfields when you save or reformat a MARC
record.)

When you use an authority workform, you are not limited to the fields and subfields
in the workform. You can add other tags and subfields that are necessary to create a
complete record.

To create a MARC authority workform
1 Start the Workforms process.

The default location of this process is the Cataloging folder on the navigation
bar.

Horizon displays the List Workforms window.
2 Click New.

Horizon opens this dialog box:
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Mo doform

Mame I

Dezcription I

& MLRCBE O MARC &uth O Mon-MARC

Cance| |

3 Enter information in these fields:

Field Action
Name Enter a name for your workform. (You can enter
up to seven characters.)
Description Enter a description of the workform.
MARC Auth Mark this button.
4 C(Click OK.

Horizon closes the dialog box and displays the new workform.

5 Add the tags and subfields that you want your workform to contain. (For
instructions, see Adding a Component to a MARC Record on page 48.)

6 Choose Marc, Show Control Record, or click the Record Status icon (Ll ).

Horizon displays the Control Record for Workform window:

1 Control Record for Workform: <Mew> E3
Creste Date: I | Tirne: I User: I
Record Change Date: I Time: I U=et: I

Status Change Date: Titne: Uszetr: I
Status: I cc j ICataloging Complete
Owrned By: I -1 LI IUnowned
Default Cwner: I -1 j |I.Inownec|
The OK hutton Statt Only: Author [T Subject [T Series [
remains inactive until
vou change something O Cancel

in the contral record.

7 Enter a status in the Status field, or click on the drop-down menu to choose from a
list of valid status codes. (For information on record statuses, see Changing a Bib
or Authority Record’s Status on page 231.)

8 If you want to change ownerships, do one or both of these options:
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¢ In the Owned By field, use the drop-down list to change the code to the owner
that you want for this workform.

¢ In the Default Owner field, use the drop-down list to change the owner that
you want to assign to any records created using this workform.

9 If you want only staff members to be able to view author, subject, or series
records created with this workform, mark the appropriate boxes in the Staff
Only field. (For more information on specifying records for staff only, see
Specifying a Record for Staff Use Only on page 232.)

10 Click OK.

Horizon closes the Control Record for Workform window and returns to the
MARC workform.

11 Save your changes.

Creating a Non-MARC Workform

You can work in two types of non-MARC workforms: static and dynamic. Within each
type are two kinds of non-MARC workforms: authority and bib. This means that you
can create four different non-MARC workforms: static authority workforms, static
bib workforms, dynamic authority workforms, and dynamic bib workforms. Although
static and dynamic workforms look similar, they “behave” differently.

Workform type Description

These have predefined fields. You cannot add fields
Static non-MARC workforms for to these workforms when you are creating a record
bib and authority records from them. Consequently, all necessary cataloging

fields should already be included on the workform.

These also have predefined fields. However, you can
Dynamic non-MARC workforms for | add fields to these workforms when you are
bib and authority records creating a record from them. Consequently, this
workform may contain a minimum number of fields.

MARC bib records can link only to MARC authority records. Non-MARC static bib
records can link only to non-MARC static authority records, and non-MARC dynamic
bib records can link only to non-MARC dynamic authority records. Horizon ships with
one example of a static non-MARC author authority workform and one example of a
static non-MARC bib workform. Before you can create non-MARC bib records, you
must create all the other non-MARC workforms that you want to use. If you do not,
you cannot create non-MARC bib records because you do not have the tools (the
non-MARC workforms) to create the non-MARC authority records to which they link.
When you create non-MARC workforms, you should give them names and labels that
remind you that they are non-MARC and whether they are static or dynamic.

Your system administrator must set up several views before you can create
non-MARC workforms. (For more information, see “Setting Up Non-MARC
Parameters” in the Cataloging Setup Guide.)
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To create a non-MARC workform

1 Start the Workforms process.
The default location of this process is the Cataloging folder on the navigation bar.
Horizon displays the List Workforms window.

2 Click New.

Horizon opens this dialog box:

o defarm

Mame I

Dezcription I

& MARCBE O MARC Auth O Mom-MARC

Cance| |

3 Enter information in these fields:

Field Action
Name Enter a name for your workform. (You can enter
up to seven characters.)
Description Enter a description of the workform.
Non-MARC Mark this button.
4 Click OK.

Horizon closes the dialog box and displays the Edit Workforms window:
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& Edit: Workforms

The name and description —1
vou entered in the workform
display in the Worlform and
Description fields.

Wyiark form Imr
{Descrip’cinn |N0n-M.£\.RC hib record Workform#g <
Type © MARCHE € MARC auitn (=) Static non-MARS bib
" Dynamic non-MARC bk {* Static non-MARC auth
" Dynamic non-MARC auth
Staff anly?
Bib status
-or- Avth

Selection

r
I—

I—

| _coues |
Onyvned by |.1— Urorited Cndesl
Defauft Cuwvner |-1— |
Field groups — New | Delete H(NE:W) |- e

’7 Crder I_ Field Group I— Codes |—‘

Uromimed Codes

Clnsel EENE | Famellq | Herpe: ey Page 1 of 1

5 Complete these fields on the window:

Field Action

Mark one of these buttons to choose the type of
workform that you want to create:

¢ Static non-MARC bib

¢ Dynamic non-MARC bib

¢ Static non-MARC auth
Type  Dynamic non-MARC auth

Note: Workforms for static and dynamic authorities
must exist before you can add new authorities to static
and dynamic bibs. Make sure that you create
workforms for the static and dynamic authorities
before you create bib record workforms.

If you want only staff members to be able to view

Staff IY‘ wi thlS WOr ktOI m, IIlaIk thlS bOX,
only/
(I or more il‘lfOI‘matlon, see SpeCltylng a ReCOl‘d fOr

Staff Use Only on page 232.)

Enter either a bib or authority status, or click Codes for

) a list of valid choices.
Bib status -or- Auth status ) . . .
(For more information, see Changing a Bib or

Authority Record’s Status on page 231.)
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Selection

Owned by

Default Owner

Order

Field Group

6 Save your changes.
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Action

If you want to, you can enter a selection list code that
will apply to all the items created from this workform,
or click Codes for a list of valid choices.

(For more information, see Using a Selection List on
page 88.)

Enter the name of the owner for the workform.

If you do not enter a name, Horizon uses the default
specified in your Login Options. (For more information
on Login Options, see the “Logging In to Horizon”
section in the “Getting Started” chapter of the Horizon
Basics Guide.)

Enter the name of the default owner for records
created with this workform.

If you do not enter a name, Horizon uses the default
specified in your Login Options. (For more information
on Login Options, see the “Logging In to Horizon”
section in the “Getting Started” chapter of the Horizon
Basics Guide.)

Assign an order number for the field that you will add.

(For example, a “1” in the Order field designates that
field as the first field to display on the workform.)

Note: SirsiDynix recommends that you use
nonsequential order numbers (such as 10, 20, 30, and
so forth). This lets you add new fields later without
having to renumber the existing fields.

1. Enter the field that you want to add, or click Codes
for a list of valid choices.

Note: Your system administrator must set up
Non-MARC field groups in a view before you can use
them. (For more information, see “Setting Up
Non-MARC Parameters” in the Cataloging Setup Guide.)

2. Click New on the Field groups group.

Horizon clears the Order and Field Group fields, puts
“(New)” in the list field, and, in the upper-right
corner of the group, displays the number of fields in
the list including the new field that Horizon is ready
to create.

3. Repeat these Field Group steps until you have added

all the fields that you want to include on your
workform.
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Copying a Workform

You can create a new workform by copying an existing one and editing the fields.

To copy a workform

1

Start the Workforms process.

The default location of this process is the Cataloging folder on the navigation

bar.

Horizon displays the List Workforms window.
Highlight the workform that you want to copy.
Choose File, Copy Record.

Do one of these options:

If you copied a MARC workform

Horizon opens a new workform with the information from
the original workform.

Do these steps:
1. Choose Marc, Edit Workform Info.

Horizon opens a blank Workform Info dialog box:
Workform Info

Code: I

Description: I

Cancel |

2. Enter a name for the new workform in the Code field.
3. Enter a description in the Description field.
4. Click OK.

Horizon closes the dialog box and returns to the
workform.

5. Do any of these options, as needed:

¢ Edit any tags and subfields that you want to change.
¢ Add any tags and subfields that you want to add.

» Delete any tags or subfields that you want to remove.

(For instructions, see Editing a MARC Record on page
63)

6. Save your changes.

If you copied a non-MARC
workform

Horizon opens an Edit

Workforms window.

Do these steps:

1. Edit the workform
window to create the
workform you want.
(For a description of the
fields, see Creating a
Non-MARC Workform
on page 221.)

2. Save your changes.

Horizon closes the dialog box and returns to the List Workforms window.
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Finding and Opening a Workform

You can find and open any existing workform to see the settings and edit the
workform.

O To use an already existing bib or authority workform to create a new record, you
start the Create New Bib or Create New Auth processes. (For instructions, see
Creating a New Bib Record on page 82 or Creating an Authority Record on page
116.)

To find and open a workform
1 Start the Workforms process.
The default location of this process is the Cataloging folder on the navigation bar.
Horizon opens the List Workforms window.
2 Highlight the workform that you want to open.
3 Click Edit.
Horizon does one of these things:
e If you chose a MARC workform, Horizon opens the workform.

(For a description of each field, click on the tag number, indicator, or subfield
letter. Horizon displays the description in the bottom line of the header.)

¢ If you chose a non-MARC workform, Horizon opens an Edit Workforms window.

(For a description of each field, see Creating a Non-MARC Workform on page
221)

Editing a Workform

You can edit both MARC and non-MARC workforms to change the default template for
a record.

To edit a workform

1 Open the workform that you want to edit. (For instructions, see Finding and
Opening a Workform on page 226.)

2 Edit the tags and subfields.
Editing changes can include:
¢ Adding a tag or subfield
* Deleting a tag or subfield
» Editing fixed field positions to contain default values
¢ Editing default text in variable fields

(For instructions, see Editing a MARC Record on page 63.)
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3 Save your changes.

Renaming a Workform

You can change the code and description of a workform to make it more meaningful.
You can change both MARC and non-MARC information.

This section explains these topics:

¢ Renaming a MARC Workform on page 227
¢ Renaming a Non-MARC Workform on page 227

Renaming a MARC Workform

You rename a MARC workform in a secondary window.

To rename a MARC workform

1 Open the workform that you want to rename. (For instructions, see Finding and
Opening a Workform on page 226.)

2 Choose Marc, Edit Workform Info.

Horizon opens a Workform Info dialog box:

Workform Info E

Code: I

Drescription; I

Cancel |

3 In the Code field, enter a new code for the workform.
4 In the Description field, enter a new description for the workform.
5 Click OK.

Horizon closes the dialog box and returns to the workform.

6 Save your changes.
Renaming a Non-MARC Workform
You rename a non-MARC workform by changing information in the workform fields.

To rename a non-MARC workform

1 Open the workform that you want to rename. (For instructions, see Finding and
Opening a Workform on page 226.)
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Horizon opens the Edit Workforms dialog box.
2 In the Workform field, enter a new code for the workform.
3 In the Description field, enter a new description for the workform.

4 Save your changes.

Deleting a Workform

You can delete an existing workform if your library no longer uses it.

To delete a workform

1 Start the Workforms process.
The default location of this process is the Cataloging folder on the navigation bar.
Horizon opens the List Workforms window.

2 Highlight the workform that you want to delete.

3 Choose File, Delete Record.
Horizon prompts you to verify the action.

4 C(Click OK.

Horizon deletes the workform.
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This chapter explains how to open control records and edit information in them.

This chapter contains these sections:

¢ About Control Records on page 229

Opening a Control Record on page 230

¢ Adding or Editing Information in a Control Record on page 231

About Control Records

When you create or edit a MARC record or workform, Horizon collects information
about that record or workform in a separate record called a control record. A control
record can include this information:

Create Date, Time, and User. This specifies when and by whom the record was
created.

Record Change Date, Time, and User. This specifies when and by whom the
record was changed.

Status Change Date, Time, and User. This specifies the last time the status of the
record was changed.

Status. This specifies the current cataloging status of the record.
Selection (optional). This identifies the source of the purchase recommendation.

Owned By (optional). This identifies who owns the record. (Ownership lets only a
staff member who belongs to the specified group change the record.) The code
that you use indicates a person or group. If you do not enter a code, Horizon uses
the ownership specified during login.

Default Owner (workform only). This identifies who has rights to change records
created using a specific workform. The code that you use can indicate a person or
a group.

Staff Only. This specifies whether only staff can view the record, but only if your
library has set up public-only indexes.

Acq controlled. This shows when a record was created in Acquisitions.

You cannot create or delete control records. However, you can edit this control
information:

About Control Records

Status
Selection
Owned By

Default Owner
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e Staff Only

You can set a default for the Status and Staff Only fields for control records in
workforms. If no default status is set in the workform, Horizon uses the default set
in the bib_status or auth_status table. (For more information, see “Setting Up Bib
and Authority Record Statuses” in the Cataloging Setup Guide.)

Opening a Control Record
You open a control record through its MARC record or workform.
To open a control record

1 Open the MARC record for which you want to view control information.

2 Choose Marc, Show Control Record, or click the Record Status icon (L] ).

Horizon opens one of these windows, depending on whether you are in a bib or
authority record:

Record status : Control Record for Bib: 1100 [x]
information for
S Create Date: I 47871903 Tirme: I User: I

a bib record

Record Change Date: I Time: I User: I

Status Change Date: I Time: I L=er; I

Shatus: l oo LI ICataIDging Complete

Selection: I LI I

Cravmec Bry: I -1 j IUnowned

Statf Only: u

Acg Controlled: [T

(aIHs | Cancel |
RE'.C ard :'-tatu%'- i Control Record for Auth: 28973 E
information for
. Create Date: I 112515 Titme: I Uszer:

an authority | I
record Fecord Change Date: I 125155 Time: I Lizey: |

Status Change Date: I Time: I User: I

Shatus: I Jaed j IlCataInging Complete

Owined By: I -1 j IUnowned

Statf Only: author [ Subject [T Seriez [

(aIHs Cancel
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Note: Some of these fields may not display information on your Edit Status
Information window, depending on whether they are valid for that record. (For
example, if a record was created by someone outside your Horizon system, no
creation operator displays.)

Adding or Editing Information in a Control Record

Horizon automatically adds and edits information in some fields as you work with
MARC records associated with the control records. You can manually edit some
information in a control record.

This section explains these topics:
+ Changing a Bib or Authority Record’s Status on page 231
¢ Adding an Item to a Selection List on page 232
* Designating Record Ownership for MARC Records on page 232
* Specifying a Record for Staff Use Only on page 232

Changing a Bib or Authority Record’s Status

Bib and authority records have different status fields. Horizon provides default
statuses that you can assign to each record. A bib record may have one of these
statuses:

e cc (Cataloging Complete)
¢ ip (In Process)

¢ ns (No Status)

¢ uc (Uncataloged)

o uf (User Fast Added)

wd (Withdrawn)

An authority record may have one of these statuses:
e cc (Cataloging Complete)
¢ ns (No Status)

“Cataloging Complete” is the default status set for both bib and authority records. You
can change this default or add to and edit the preset status fields in the Table Editor.
(For information, see “Setting Up Bib and Authority Record Statuses” in the Cataloging
Setup Guide.)

Q Because the default status is set to “Cataloging Complete,” you should change the
status for fast-added records to reflect their uncataloged status.

To change a bib or authority record’s status

1 Open the control record of the bib or authority record for which you want to
change the status. (For instructions, see Opening a Control Record on page 230.)
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2  Enter the new status in the Status entry box. Use the drop-down menu for a list
of valid options.

3 Click OK.
Horizon closes the control record and returns to the MARC record.

4 Save your changes.

Adding an Item to a Selection List

You can use a selection list to track items that you want to review or are thinking of
buying. You create a selection list by assigning a title’s MARC bib record to the
selection list you want. You do this by choosing the selection list you want on the
control record. Horizon must be set up to use this feature. (For more information,
see Using a Selection List on page 88.)

Designating Record Ownership for MARC Records

Many libraries, especially library consortia, multibranch libraries, and those who
use union catalogs, need to manage access rights to data. Record ownership lets
libraries define who can access particular information in their database. Libraries
set their own policies on how to use record ownership designation.

You can designate an owner for each MARC record in your database. (For more
information, see “Securing Horizon” in the “Security and Preferences” chapter of the
System Administration Guide.)

If records imported into Horizon contain owner identification, Horizon retains this
information.

To designate record ownership for MARC records

1 Open the control record of the bib or authority record for which you want to
change the status. (For instructions, see Opening a Control Record on page
230.)

2 Enter an owner in the Owned by field. Use the drop-down menu for a list of
valid owners.

3 C(Click OK.
Horizon closes the control record and returns to the MARC record.
Horizon returns to the List Workforms window.

4 Save your changes.

Specifying a Record for Staff Use Only

Horizon lets you specify records that you do not want the public to view when they

search your database. You can choose who views a record by marking or unmarking
the Staff Only box in the control record. Horizon indexes records according to these

settings. This means that a record flagged as Staff Only displays on staff
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workstations, but not in a public search.

Your system administrator must set up public-only indexes and create staff-only

]
settings in Horizon indexes in order for this feature to work. Your system
administrator should Contact Customer Support before doing these tasks. (There may
be an additional charge for setting up public-only indexes.)
Authority control records have three Staff Only boxes—one for each type of authority:
i Control Record for Auth: 29149

Create Date:

Record Change Dste: I 1125106 Time: I Uszer: I
Status Change Date: I Time: I

I 112536 Time:

User: I

User: I

Status: Icc ﬂ |Cata|oging Complete
Owned By: |_1 j |Unowned
Staff Only: | Author  [C Subject [ Series [ | Authority Staff Only boxes

L | cancel |

You can specify an authority record that is valid as more than one type of authority to
display as one type to library staff only and as a different type to the public,
depending on how you mark the boxes. Horizon automatically marks the Staff Only
boxes in authority control records if any of these conditions exist:

e The authority record is not valid for that type of authority. (For example, if the
authority record is valid only as an author authority, Horizon automatically marks
the Subject and Series Staff Only boxes.)

¢ No bib records are attached to that authority record as that type of authority.

o All bib records attached to the authority record are flagged as Staff Only.

You can override these settings by marking or unmarking the appropriate Staff Only
button in that authority record.

To specify a record for staff use only

1 Open the control record of the bib or authority record for which you want to
change the status. (For instructions, see Opening a Control Record on page 230.)

2 Do one of these options:
» For bib records, mark the Staff Only box.

e For authority records, mark the boxes that describe the type of the authority
record that you want only library staff to view.

3 Click OK.
Horizon closes the control record and returns to the MARC record.

4 Save your changes.
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Chapter 9: Importing and Exporting
Records

This chapter explains how to import and export records using both Horizon criteria
and SQL statements. It includes information on import errors and how to resolve
them.

This chapter contains these sections:
¢ About Importing and Exporting Records on page 235
+ Importing Records on page 235
¢ Resolving an Import Error on page 248

+ Exporting MARC Records on page 255

Troubleshooting a Batch Export on page 261

Transferring a Record between Databases and Servers on page 263

About Importing and Exporting Records

You can transfer records from a disk or network drive into your Horizon system. This
lets you bring new records into your database. You can also transfer records from
your Horizon system to a disk or network drive. This lets you work outside of your
library system on records that need modification. Then you can import them when you
finish modifying them. You can also transfer existing records between databases and
servers within your Horizon system.

Importing Records

You can import records into your library’s catalog instead of creating your own new
records. You might import records when you buy records to put into your database.
You can also import records that you export from other Horizon databases. If you
import linked bibliographic (bib) records using multiple workstations, each
workstation must have a unique Horizon user ID in order to handle the linked bibs
properly. (For more information, see Working with Linked Bib Records on page 99.)

If you import brief bib records that contain embedded item information, your system
administrator can set your import source parameters so that Horizon knows whether
to create new item records for just new bibs or for both new or matched bibs. This
lets you import embedded item information without overlaying an existing bib record.

When you import records, you specify these things:

¢ The import file. This is the computer file containing the data that you want to
import.
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The import source. This is the profile that determines how Horizon handles
records during the import process.

Overlay options. These are the parameters you specify for replacing records in
your database with those you are importing.

Status (optional). The status options let you specify the status of the new and
overlaid records.

Staff Only (optional). This can specify whether the new records are flagged as
staff only.

Selection (optional). This can identify the selection list of the purchase
recommendation.

Owner (optional). This specifies who can change the record once it is imported.
If you do not specify an owner, Horizon assigns the default owner from the
import source.

Import schedule (optional). This can tell Horizon the date and time that you
want to begin importing.

If you have several dozen MARC indexes on your system, you may want to set up
Horizon to defer some of the indexing tasks when you import MARC records. This
can help speed up the indexing process. (For instructions, see “Understanding
Deferred Indexing” in the Cataloging Setup Guide.)

This section explains these topics:

Understanding Import Sources on page 236
Overlay Options on page 238
Importing Bib and Authority Records on page 240

Importing Embedded Item Information without Overlaying Existing Bib
Records on page 247

Understanding Import Sources

Import source profiles determine how Horizon handles records during the import
process. (For more information, see “Setting Up Import Source Parameters” in the
Cataloging Setup Guide.) Your system administrator should have already set up
import source profiles for your library.

profiles.

g Check with your system administrator before you edit or create import source

You must specify an import source each time you import records. Import source
profiles determine these things:

236

Status. Specifies the status assigned to imported MARC records. (You can
override this profile status from the Multi-Format Import window when you
start an import.)

Staff Only Index. Indicates whether the imported MARC records are flagged as
Staff Only. (You can override this profile setting by marking or unmarking New
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Bib Staff Only or New Auth Staff Only in the Multi-Format Import window when
you start an import.)

¢ Prefix Processing. Changes the prefix assigned to the record from the original
source to match the prefix of the library cataloging system.

¢ Match Points. Determines the tags or Cataloging indexes compared between
incoming and existing records to determine any matches (duplicates) for the
purpose of overlay.

* Tag Preservation. Specifies the fields, if any, preserved in an existing record
when it gets overlaid by incoming records. (You specify at the time of import
whether records are overlaid or not.)

+ Tag Action. Depending on the settings in the import source, this translates the
data in a tag or subfield, renames a tag or subfield, or deletes a tag or subfield.

* Item Creation. Determines whether item records are created from incoming bib
records and, if so, what tags and subfields to check for item data such as location,
item type, and collection. Your system administrator defines one or more profiles
that determine where item information is stored in the incoming bib record and
where that information is put in the new item record.

¢ Default Owner. Determines the owner for the records you are importing. (You
can override this profile status from the Multi-Format Import window when you
start an import.)

¢ Auth Link Type. Determines the authority link type for any authority records you
import.

Based on the import source profile, Horizon checks for these things during import:

* New records. Records that are different from existing records in your database.
Horizon establishes the differences by using the match points specified in the
import source profile. When an incoming record does not match the data in the
match point fields of an existing record, Horizon recognizes it as a new record.

Matches. Records that match existing records in your database. Horizon
determines matches by using the match points established in the import source
profile. Match points might include Horizon indexes, such as ISBN, or tags that
contain record numbers. When an incoming record matches the data in the match
point field of an existing record, Horizon recognizes it as a match.

If there are multiple tags for the matching index on the incoming record, only the first
tag will be used for matching. You can match on more than one tag by customizing the
Cataloging Import launcher to add the “/V” argument. (For example, you can choose to
match on the second ISBN.) For more information, see “Setting Up Multiple Tag
Matching” in the Cataloging Setup Guide.

Horizon treats all matches on MARC records the same, depending on which overlay
options you choose, except for system-generated authorities. Incoming records always
overlay system-generated authorities. (For more information, see Overlay Options on
page 238.)
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Overlay Options

Horizon lets you specify whether you want to overlay (replace) MARC records in
your database with the ones you are importing. Horizon gives you several options
that affect the way imported records affect your library’s existing records.

You can choose one of these overlay options on the Multi-Format Import window for
bib and authority records:

e Never. This keeps the existing matching records in your database, along with
the newly imported matching bib records. Horizon logs a warning in an error log
called the mistrake file so that you can deal with duplications. If Horizon finds a
matching authority record, Horizon logs the authority record in the mistrake
table and does not load it into the database as a new record unless the original
record was system-generated. Incoming authority records always replace
system-generated authority records. (For more information on system-
generated authority records, see About Authority Records on page 113.)

¢ Always. This replaces the existing matching records in your database with the
newly imported records.

« If newer than local date. This replaces existing records with incoming records
only if the incoming records are newer, based on the date that the existing
record was last changed on your system.

e If newer than MARC date. This replaces existing records with incoming records
only if the incoming records are newer, based on the MARC date stored in the
005 and 008 tags.

In a MARC record, the 008 tag contains coded information that describes the record.
Positions 14, 15, and 16 of the 008 tag of an authority record indicate whether the
record is valid for use as a main or added entry, a subject added entry, or a series
added entry. These are the record’s use codes.

If a use code is set to “a,” the authority is valid for that use. If a use code is set to
“b,” it is not valid for that use. (For example, if a record’s use codes are set to “aab,”
the authority record can be used as a valid author or subject, but not for a series.)

During authority record import, Horizon may make an authority record match using
match points or normalized main headings; however, the use codes in the records do
not match. To handle this kind of situation, you can choose one of these overlay
options:

¢ Overlay if new auth Use Code validated. This lets you determine whether
Horizon will overlay an existing authority record never, always, or only if
system-generated when the incoming record validates a use code. (A use code is
validated when its setting indicates that Horizon can use the record for a
specific authority type.)

You can also choose to send a message to the Error Log indicating whether the
overlay or merge took place, and if it did not, why not.

¢ Overlay if auth Use Code Invalidated. This lets you determine whether Horizon
will overlay an existing authority record never, always, or only if system-

Importing Records



Chapter 9: Importing and Exporting Records

generated when the incoming record invalidates a use code. (A use code is
invalidated when its setting indicates that Horizon cannot use the record for a
specific authority type.)

You can also choose to send a message to the Error Log indicating whether the
overlay or merge took place, and if it did not, why not.

Q If you choose to overlay when a use code is invalidated and the existing authority
record is attached to a bib record for that use type, Horizon overlays the existing
record, but does not invalidate the use code. Horizon also sends a message to the
Error Log.

¢ Create new bib if not overlaid. This lets Horizon create a new bib record when
the existing bib record is not overlaid.

¢ Create new auth if not overlaid. This lets Horizon create a new authority record
when the existing authority record is not overlaid.

Depending on your overlay choices, Horizon tries to validate or invalidate an
authority record for use as a subject by doing one of these things:

If you chose this Horizon does this

Alwavs overla Overlays the existing record with the incoming record and
y y changes the record’s use code.

Never overlay Does not overlay the exiting record.

One of these options:

« If the record was system-generated, overlays the existing

Overlay only if system- record with the new record.

generated
¢ If the record was not system-generated, does not overlay

the existing record.

An incoming record may validate one use code and invalidate another use code in the
same record. If you have chosen only one of the validation overlay options so that
Horizon gets instructed to both overlay and not overlay that record, Horizon does not
overlay the record.

You can choose one overlay option and one delete option for item records:

¢ Overlay Items: Never. This keeps the existing matching item records in your
database and imports the new matching item records as duplicates. Horizon logs a
warning in the mistrake file.

¢ Overlay Items: Always. Horizon overlays any matching item on the database.

¢ Delete Items: Never. Horizon does not delete existing item records from the
database.

¢ Delete Items: Always. Horizon deletes the item records from the database.
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Here is a summary of how overlay affects the way Horizon handles MARC records
during import:

Type of record

Bib record

Authority
record

Item record

Overlay enabled

The incoming bib record overlays a
matching bib record on the
database if one exists; otherwise,
Horizon creates a new bib record.

The incoming authority record
overlays a matching record on the
database if one exists; otherwise,
Horizon creates a new authority
record.

The incoming item record overlays
a matching item on the database if
one exists; otherwise, Horizon
creates a new item record.

Overlay not enabled

Horizon creates a new bib
record. If a matching bib record
exists on the database, Horizon
records this on the mistrake
table.

Horizon creates a new authority
record unless the database has
a matching record. If a matching
authority record exists on the
database, Horizon records this
on the mistrake table.

Horizon creates a new item
record unless the database has
a matching record. If a matching
item record exists on the
database, Horizon records this
on the mistrake table.

All choices you make for overlaying records must be met before Horizon will
overlay any record. (For more information, see “Setting Up Import Source
Parameters” in the Cataloging Setup Guide.)

Importing Bib and Authority Records

You import bib and authority records from a computer file. The import source
profile and the Multi-Format Import window choices determine how the new records
become a part of your database.

O You can import item information without overlaying bib records. (For instructions,

see Importing Embedded Item Information without Overlaying Existing Bib
Records on page 247.)

To import bib and authority records

1

Do one of these options:

« Insert the floppy disk that contains the files that you want to import into your
workstation’s disk drive.

¢ Identify the directory on your workstation where the files that you want to
import are located.

Start the Import process.
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Horizon displays the Multi-Format Import window:

Il Multi-Format Import

Importing Records

If you have imported records before, the same settings display as you entered

previously. You can override these settings.

If you enter a new import file name or click the File button to choose an import
file, the new file path displays as the default setting on the next import session.

However, you will have to enter a new file name.

3 Complete these fields:

Field Action
Enter the file name.

Import File If you do not know the file’s path, click File to display the
Choose a file dialog box and locate it.
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Field

Import Source

Overlay Bibs and
Overlay Auths

Overlay if new auth Use
Code validated

Log to manual review

242

Action

Enter the code for the import source, or click Codes for a
list of valid options.(For more information, see
Understanding Import Sources on page 236.)

Check with your system administrator if you are unsure
of the parameters that each code specifies.

Mark one of these options for bib records and one for
authority records:

» Never. Incoming records never overlay existing
records.

¢ Always. Incoming records always overlay existing
records.

¢ If newer than local date. Incoming records overlay
existing records if they are newer than the local date
(the date that a record was last changed on your
system).

o If newer than Marc date. Incoming records overlay
existing records if they are newer than the MARC date
stored in tags 005 and 008.

These tags are not automatically updated. If you do not
manually update these dates, you can be sure to
overlay with newer versions of the MARC records from
your MARC record supplier. (For more information, see
Overlay Options on page 238.)

Note: System-generated authorities are always overlaid,
regardless of the box marked.

Mark one of these options:

» Never. Incoming authority records never overlay
existing records if the new authority use code is
validated.

¢ Always. Incoming authority records always overlay
existing records if the new authority use code is
validated.

o If system generated. Incoming authority records
overlay existing records if the existing record is system
generated and the new authority use code is validated.

A use code is validated when its setting indicates that

Horizon can use the record for a specific authority type.

If you want to send a message to the Error Log indicating

whether the valid use code overlay or merge took place,
and if it did not, why not, mark this box.
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Field

Overlay if auth Use Code
Invalidated

Log to manual review

Create new bib if not
overlaid

Create new auth if not
overlaid

Overlay Items

Delete Items

New Bib Status

Bib Overlay Change
Status

Chapter 9: Importing and Exporting Records

Action

Mark one of these options:

¢ Never. Incoming authority records never overlay
existing records if the new authority use code is
invalidated.

o Always. Incoming authority records always overlay
existing records if the new authority use code is
invalidated.

¢ If system generated. Incoming authority records
overlay existing records if the existing record is system
generated and the new authority use code is
invalidated.

A use code is invalidated when its setting indicates that
Horizon cannot use the record for a specific authority

type.

If you want to send a message to the Error Log indicating
whether the invalid use code overlay or merge took place,
and if it did not, why not, mark this box.

If you want to let Horizon create a new bib record when
the existing bib record is not overlaid, mark this box.

If you want to let Horizon create a new authority record
when the existing authority record is not overlaid, mark
this box.

Mark one of these buttons:
¢ Never. Incoming item records never overlay existing
records.

* Always. Incoming item records always overlay existing
records.

Mark one of these buttons:

¢ Never. Horizon does not delete items from the
database.

¢ Always. Horizon always deletes items attached to a bib
record being overlaid on the database.

If no default exists or if you want to override the default,
enter a new bib record status, or click Codes for a list of
valid options.

(For more information, see Changing a Bib or Authority
Record’s Status on page 231.)

If you want to replace the current bib record status with
the status of the overlaying bib records that you are
importing, mark this box.
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Field Action

If no default exists or you want to override the default,

enter a new authority status, or click Codes for a list of
New Auth Status valid options.

(For more information, see Changing a Bib or Authority

Record’s Status on page 231.)

If you want to replace the current authority status with
the status of the overlaying authorities that you are
importing, mark this box.

Auth Overlay Change
Status

If no default Staff Only setting exists, or if you want to

override the defaults, mark the appropriate boxes.
New Bib Staff Only and

New Auth Staff Only Note: If an incoming record is flagged as Staff Only, only

staff workstations can search for and display that record
if public-only indexes are set up.

If you want to, enter the code for the selection list to

which the imported items belong, or click Codes for a list
Selection of valid options.

(For more information, see Using a Selection List on

page 88.)

If you want to, enter the code for the ownership that can

change these records, or click Codes for a list of valid
Owner options.

If you do not enter a code, Horizon uses the default

owner.

Enter the time that you want Horizon to start importing
records. Make sure that you also mark AM or PM.

If you want to begin importing immediately, leave this
field and the date field blank.

Note: If you set an import time, you must leave the
workstation open with Horizon running.

Start process at

Enter a date.

If you want to begin importing immediately, leave this
field and the time field blank.

Note: If you specify a date, you must also specify a time.

Start process on (Date)

4 Click OK.

If the time you enter is more than 12 hours in the future, Horizon displays a
warning message box prompting you to confirm the time.

Horizon closes the Multi-Format Import window.

When the import process begins, Horizon displays the MARC Import Status
window:
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[ H[=]
ThE‘ p?lth and f‘llE‘ ——— File E:jFrogram Files\HorizonHorizon? 2vauthExportT est0d0d02 2
name display at the (N 2020 L This bar shows the progress
top of the window. FBhs——————————— ~Authories———————— of the import process.
0 Matched Bibs 0 hatched Auths
0 Mewy Bibz 0 Mew Luths
0 Duplicste Bibs 24 Duplicate Auths
o0 Li 249 -
Links Creatd Auth Errars | These groups shaw the counts of the
0 Biby Errors . . . . .
incoming bib, authority, and item records.
—tems
0 Matched tems 0 Deleted tems
0 Mewy tems 0 tem Errors
Marc impart in progress The Message area displays information
about errors after the records are imported.
s |

If you scheduled a time to import, the window displays the current date and time
and the date and time of import.

The MARC Import Status window displays this information during import:

Field Description

File Displays the path and name of the file that you are
importing.

Displ f i i i hat h lai
Bibs: Matched Bibs isp ays a c.ount 0 mc.omlng bib records that have overlaid
matching bib records in the database.

Displays a count of new bib records created.

Note: If Overlay Bibs was not specified and a matching bib
record is found, Horizon creates a bib record and reports the
match in the mistrake table.

Bibs: New Bibs

If Overlay Bibs was not specified, displays a count of
incoming bib records that had matches on the database, but
which Horizon imported anyway. Horizon reports the
duplicates on the mistrake table.

Bibs: Duplicate Bibs

Bibs: Links Created Displays the number of links created between bib records.

Displays a count of incoming bib records that Horizon cannot
put in your database because they are not in correct MARC
Bibs: Bib Errors format, or because errors exist in your database. You can
view the records with errors in the error log. (For more
information, see Using the Error Log on page 248.)

Importing Records
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Field

Authorities: Matched
Auths

Authorities: New
Auths

Authorities: Duplicate
Auths

Authorities: Auth
Errors

Items: Matched Items

Items: New Items

Items: Deleted Items

Items: Item Errors

Messages

Description

Displays a count of incoming authority records that have
overlaid matching authority records on the database.

Note: Horizon always overlays system-generated authority
records, regardless of the Overlay Auths setting.

Displays a count of new authorities created.

Note: If Overlay Auths was not specified and a matching
authority record is found, Horizon does not create a new
authority record and reports the match in the mistrake
table.

If Overlay Auths was not specified, displays a count of
incoming authority records that match records on the
database, but which Horizon imported anyway. Horizon
records the duplicates on the mistrake table.

Displays a count of incoming authority records that Horizon
cannot put in your database because they are not in correct
MARC format, or because errors exist in your database. You
can view the records with errors in the error log. (For more
information, see Using the Error Log on page 248.)

Displays a count of incoming item records that have overlaid
matching item records in the database.

Displays a count of new item records created.

Displays a count of items deleted from the database when
the incoming bib records did not have matching items.
Horizon determines the items to delete by barcode.

Displays a count of incoming items that could not be created
or overlaid because of database errors or missing
information. Horizon records these errors on the mistrake
table.

Displays instructions for resolving errors. May also include
the batch number that you need to reference to locate
errors from this import in the error log.

Note: You can click Abort at any time to stop the import.

You can view new records using the New Additions processes. The default
location for these processes is the Searching\New Additions folder on the
navigation bar. You can view errors in the Error Log window. (For more
information, see Resolving an Import Error on page 248.)

Important: If you use an import source with a profile that does not allow

Horizon to create item records, Horizon imports only the bib records. You must

create an item record for each item that you add to your collection.
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Importing Embedded Item Information without Overlaying Existing
Bib Records

Marl this field if
vou want to import
item information
without overlaying
an existing bib
record.

Importing Records

Vendors sometimes ship brief bib records that can serve as placeholders until you
enter a full bib. These brief bib records may also contain embedded item information.
If a brief bib record replaces an existing full bib record, the embedded item
information in the brief bib overwrites any item information that may have been part
of the full bib. In addition, you must reconstruct the full bib record manually, and
delete the brief bib from the database or retrieve the brief bib and re-create it.

In order to import embedded item information without overlaying an existing bib
record, your system administrator must set your import source parameters so that
Horizon knows whether to create new item records for just new bibs or for both new
or matched bibs. (For instructions, see “Setting Up General Import Source Parameters
for Bib and Auth Records” in the “Setting Up Import Source Parameters” section of the
Cataloging Setup Guide.) Then you can choose options on the Multi-Format Import
window that tell Horizon whether to create a new bib record if there is no matching
bib in your database. This lets you choose whether to import the embedded item
information only, or create an entirely new bib record.

To import embedded item information without overlaying existing bib records
1 Start the Import process.
The default location of this process is the Cataloging folder on the navigation bar.

Horizon displays the Multi-Format Import window:

I Multi-Format Import [ ]

f File

—

Import File

mpcrt Source Codes

Ovetlay Bibs  © Mever & Always  © If newer than local date  © If rewer than Marc cate
Ovetay Auths  © Mewer & Always  © If newer than local date € If reswer than Marc cate
Overlay if new alth Use Code validated € MNever  © Always O If systern gene-ated Log to nandal review T
Orwarlay it auth Use Code imvalidatad O Mever O Always O If systemn gene-ated Loy to manaal raview r
Create new bib if nct overlaid | Create new alth if not ovedaid T
Dweildy lems  F Mever O Always
Delete ltems  ® Mever  © Always
MNaw Bib Status | Codes |

Bib Owerlay Change Status [~

—

Auth Overlay Change Status [

Mew ALth Status Codes

H

Mews Rib Staff Only [T Meww Auth Staff Orly T

|—
|—
[ mam Coam

Salaction Codag

Cwner Cules

Start process at

Start process on (Cate) I

Zancel |

2 Complete or update these fields:
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Field Action
Overlay Bibs Choose Never.
Overlay Items Choose Never.

Unmark this field.

If you mark this field, Horizon creates a new bib record when
the existing bib record is not overlaid.

Create new bib if
not overlaid

3 Click OK to import the records.

When Horizon finds a bib record match, it will not overlay it or create a new
record, but any item information associated with the record is updated. (For
more information on bib record match points, see “Setting Up Bib and Authority
Match Points” in the “Setting Up Import Source Parameters” section of the
Cataloging Setup Guide.)

Resolving an Import Error

Horizon does not transfer imported records with errors into your database. It stores
any incoming records with errors in an error log. The error log also holds lists of
records that may be duplicates, or which may have other conflicts with your existing
records. For each import session, Horizon stores the errors in a batch table and lists
the batch number in the Import Status window.

This section explains common import errors and how to resolve them. It explains
these topics:

¢ Using the Error Log on page 248

« Copying an Error Record into Notepad on page 250
¢ Resolving a MARC Record Error on page 250

¢ Resolving a Database Error on page 252

¢ Deleting an Error from the Error Log on page 255

Using the Error Log

The Error Log lists any errors Horizon finds during a record import. By logging the
errors, Horizon helps you keep your database error-free. After a record import, the
MARC Import Status window tells you of any errors and displays a batch number.
You look up the batch in the Data Load Error Log and deal with the errors one at a
time. After you resolve each error, you delete its reference in the error log. This
keeps your error log current, so you know which errors you still need to resolve.

To use the Error Log

1 Start the Data Load Error Log process.

Resolving an Import Error
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The default location of this process is the Administration folder on the navigation

bar.

Horizon starts the table editor and displays the List Error Log window:

=t Error Log
Application/Error Batch Mo Error Mo, Date Time
m=p 1. Marc Importt 3 1 0162586  04=4PH =
FileFos: 10557, There is a bibs that matches lcen = 35-6785; bib#: 702,
C
2. Marc Import 3 2 01 25/96 O3 F b
FilePos: 15170, There is a bibs that matches lcen = 834-23109; bib#: 1076.
C
2. har: Import 4 1 OZAaaG 0z:29Ph
Bib#: 1152, Bad Collaction Cadain ltzm.
4. hMarc Import < 2 020896 0z2:<0F
FilePes: 10257, Merz than ene bib matches on leen = 255725, bib#'s
T
hd
Selection I Total: 17
Bt | re | st | Displey.

2 Do one of these options:

e Sort the list by batch and error number to display the errors from the batch

that you want to work with in order.

» Choose File, followed by one of the search options (Search, Where clause, or
Compound Search), and locate the errors that you want to work with.

(For more information, see “Using the List Search Window” in the “Getting
Started” chapter of the System Administration Guide.)

e Scroll through the List Error Log window to find an error that you want to work

with.

3 Double-click on the error that you want to view in detail.

Horizon opens the Edit Error Log window:

# Edit: Error Log Mi=] E3
Application  Mare Import
Batch Mo, 3 Error Mo, 1 Date  01/25/1996 Time OaaF
Error [FilePos: 10557, There is a bib that matches lccn = B5-678S; hibi: 702, ;I
(Cresting new kib.
Record 10151 3pam 2200373 a 45 —
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0028004 30:50400330045965000 550049565 500053005566:350
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The Edit Error Log window displays information that describes the error and
Horizon’s resolution of it. It may also display the record in the lower panel. If it
does, you can scroll through the record and look for the title. If you need to take
further action with this record, make a note of the title and author so that you
can open it in the MARC Editor. (For more information, see Finding and
Opening an Existing Bib Record on page 83.)

When you finish using the Edit Error Log window, click Close.

When you finish using the Error Log, choose File, Exit.

Copying an Error Record into Notepad

If you find it difficult to read the record in the limited field space provided in the
error log, you can copy and paste the record into Notepad.

To copy an error record into Notepad

1

Locate the error that you want to view in Notepad. (For instructions, see Using
the Error Log on page 248.)

Highlight the information in the Record field.

To do this, right-click the Record field and choose Select All from the pop-up
menu.

Choose Edit, Copy.

Horizon copies the record to the computer’s clipboard.

From the Windows Start menu, choose Programs, Accessories, Notepad.
Notepad opens a blank document.

Choose Edit, Paste.

The text that you copied from the Error log is pasted into Notepad.

Note: You can copy and paste an error record into some other word processing
programs. Follow the same steps, but open the word processing program instead
of Notepad. Depending on the font capabilities of the word processor that you
use, Unicode characters may or may not display correctly.

Resolving a MARC Record Error

At the time of import, Horizon checks that all incoming records are in MARC format.
Occasionally Horizon reports errors in the leader, which includes the first 24
characters of the record. Each position has an assigned meaning. (For more
information, see Library of Congress publications about MARC, or visit the Library of
Congress web site at http://lcweb.loc.gov/marc/.)

Here is an example of a bib record in MARC format showing where errors might
occur:

Resolving an Import Error
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The record length  The record status Base address of the
{positions 00-04) iposition 05} data (positions 12-16)

T leader - [

It:,_..;lll-“],:.],,.\l.;;..;;._3 ;, —H00486hjam 220D1649]i 45000010013000000080033000180200025000
HT0Z000360008203500193001160490009001370500028001 46082001
70017410000270019124%0041002102G0003G0025910000210029%.4
T9053577 {r80A00000051979 nyu 00011 engk WalO3037477

T2 ¥cS12.9%4 Ya0803748671 (lim. ed) 1 ¥cSh0.00k Wa[WaOLN]1457
1874 Whirnq AN YAP7A R AFhIn¥aPSIRa2 A5 AN FAR1 3L 54 ¥719410

¥ aBalhwin, James, ¥u1924-4& 10%adusl abuve my head [Yelanes Bald
win. &0 YaNew York :¥hDial Press, ¥oec1979.& Wahoo p. ;W24 cm. b ++—

Record delimiter
at end of record

Q Depending on how your word processor imports the characters, the marks between
MARC fields may display differently than in this example.

This table explains errors that may occur in each position:

Position Description of errors

If the record you imported contains less than 24 positions or does
not contain a leader, Horizon displays this error message: “Record
length is less than minimum record size.”

Leader
(positions 00-23)

If the record you imported contains non-numeric characters in these
positions, Horizon displays this error message: “MARC record length
Record length field non-numeric.”

(positions 00-04) If the record you imported contains fewer bytes than the first five
positions indicate, Horizon displays this error message: “End of file
reached before end of MARC record.”

If the record you imported contains a numeric character or a
character that is not MARC-defined, Horizon displays an error
message.

Record status
(position 05)

If the record you imported contains a number in this section of the
Base address leader that does not match the actual position of the first character
(positions 12-16) of the first MARC field, Horizon displays this error message: “Base
offset is not numeric. Base offset is not correct.”

If the record you imported does not end with a record delimiter,
Horizon displays this error message: “MARC record does not end
with record delimiter.”

Record delimiter

(end of record)

To resolve a MARC record error, you must either get a new record from the vendor or
edit the record in Notepad so that it is correct according to MARC standards. Then
save and import the record. (For more information about editing a file in Notepad, see
your Notepad documentation.)

Resolving an Import Error
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If you make changes to the file in Notepad or in another word-processing program,
be sure that you make changes that are accurate and in the right positions. Follow
these guidelines:

Do not delete necessary characters or add unnecessary characters.

Make sure that you save the file with the same file name—do not let Notepad add
“txt” to the file name. (For example, if the file name is “123.dat,” make sure that
when you save the file after making your changes, Notepad does not name it
“123.dat.txt.”) If Notepad saves the file with a .txt extension, rename the file back to
the original name in Windows Explorer. (For instructions, see your Windows
Explorer documentation.)

Resolving a Database Error

This table lists some common import errors that have to do with the state of

existing records in your database. It also gives suggestions on how to resolve the
problem. (If Horizon displays an error message that is not in this chart, contact your
system administrator.)

Error Message

Can’t find last change
date in existing MARC
record XXX.

Can’t find last change
date in incoming MARC
record xxx.

Cannot delete a bib
with serial copies
attached.

Database
error/Attempted to
insert a duplicate row.

Meaning

The existing record has no valid
005 or 008 tag, and the
Horizon-maintained last change
date is invalid. No overlay takes
place and no new MARC record
is created.

The incoming record has no
valid 005 or 008 tag. No overlay
takes place and no new MARC
record is created.

The MARC leader on the
incoming record was flagged for
deletion, but the bib record had
serial copies attached to it.

This message indicates a
problem with one of the
indexes.

Solution

Do one of these options:

¢ Add a valid 005 or 008 tag to the existing
record, then reimport the match.

¢ Reimport the record. In the Multi-Format
Import window, mark the Always button in
either the Overlay Bibs field or the Overlay
Auths field (depending on whether the record
with the error is a bib or an authority record).

Reimport the record. In the Multi-Format Import
window, mark the Always button in either the
Overlay Bibs field or the Overlay Auths field
(depending on whether the record with the
error is a bib or an authority record).

Do these steps:

1. Delete the serial copies in the Serials process.

2. Delete the bib record in Cataloging.

Contact your system administrator.
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Error Message

Found match for xxx in
auth table. However,
now cannot load that
auth. Creating a new
auth.

Found match for xxx in
bib table. However,
now can’t load that bib.
Creating a new bib.

Found more than one
match for xxx in auth.
Not creating new auth.

Found more than one
match for xxx in bib
table. Couldn’t delete
bib.

Found more than one
match for xxx in bib.
Creating new bib.

Item create message.
Item creation error.
Use Table Editor to
view Error Log for
Application “Item
Import.”

Matched on xxx = Xxx;
auth# = xxx. However,
auth# does not exist in
auth table. INDEX
NEEDS FIXING.
Creating a new auth.

Matched on xxx = XXX;
bib# = xxx. However,
bib# does not exist in
bib table; INDEX
NEEDS FIXING.
Creating new bib.

Resolving an Import Error

Meaning

An authority record that existed
moments ago now cannot be
loaded. A new authority record
will be created.

A bib that existed moments ago
now cannot be loaded. A new
bib record will be created.

Horizon found more than one
auth# match. The auth table
might have a problem.

Horizon found more than one
bib record for a bib number on
a bib# match.

Horizon found more than one
bib# match.

Some type of error occurred
while creating items after
creating a bib.

A match based on a Horizon
index succeeded, but the
referenced authority record
does not exist. Import will create
a new authority.

A match based on a Horizon
index succeeded, but the
referenced bib record does not
exist. Import creates a new bib.

Chapter 9: Importing and Exporting Records

Solution

Find the duplicate authority records and merge
them.

Do one of these options:

¢ Find the duplicate bib records and merge
them.

» Delete the bib records you do not want to
keep.

Contact your system administrator.

Contact your system administrator.

Contact your system administrator.

Do these steps:

1. Double-check item import parameters for any
inconsistencies. (For more information, see
“Setting Up Import Source Parameters” in the
Cataloging Setup Guide.)

2. Reimport the bib record or manually create
the items.

Try loading the bib record again. If Horizon
displays the same message, contact your system
administrator.

Fix the index on which the match is based.
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Error Message

More than one auth
matches on XxXx = xxx;
auth#’s: xxX, yyy, zzz.
Not creating new auth.

More than one bib
matches on xxx = xxX;
bib#: xxx, yyy, zzz.
Couldn’t delete bib.

More than one bib
matches on XxXx = XxXX;
bib#s xxx, yyy, zzz.
Creating new bib.

Mq Index xxx,
specified in table yyy,
does not exist.

Record on file is newer
than record being
imported. Not
overlaying.

Tag to keep (xxx)
exists in both existing
and incoming records.
Not overlaying.

There is a bib that
matches Xxx = XxXX;
bib#: xxx. Creating a
new bib.
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Meaning

The import has a problem.

Incoming bib record is flagged
as deleted. Found more than
one possible match based on a
Horizon index. None of these
matched bibs will be deleted.

The Horizon index match
returned more than one
possible bib record match.
Import will create a new bib.

The specified mq index “xxx”
was designated as a match point
in bib_match_point or auth_
match_point (the appropriate
one is displayed), but is not a
valid index. A new MARC record
will be added.

The last change date of the
existing record is more recent
than that of the incoming
record, and overlay was not
indicated (for MARC records).
No overlay takes place, and no
new record is created.

An instance of a nonrepeatable
tag was found in both the
existing MARC record and the
incoming record where the text
was different. No overlay takes
place, and no new record is
created.

Although overlay was not
indicated, a match was found
anyway. A new bib record will
be created.

Solution

Contact your system administrator.

Do one of these options:
¢ Find all bibs listed and merge them.

¢ Delete the bib records that you do not want to
keep.

Do one of these options:
¢ Find all bibs listed and merge them.

¢ Delete the bib records that you do not want to
keep.

Do one of these options:

 Find all records listed and merge them.

¢ Delete the records that you do not want to
keep.

¢ Delete the bad mq_index from the match point
table.

Do one of these options:

« If you want to keep the existing record, ignore
the error.

¢ If you want to keep the incoming record,
reimport the record. In the Multi-Format
Import window, mark a box to allow overlay in
either the Overlay Bibs field or the Overlay
Auths field (depending on whether the record
with the error is a bib or an authority record).

Do one of these options:

¢ Delete the nonrepeatable tag in the existing
record, then reimport the new record.

o Edit the import source to delete the
nonrepeatable tag, then reimport the record.

e Ignore the problem.

Do one of these options:
¢ Find all bib records listed and merge them.

¢ Delete the bib records you do not want to
keep.
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Error Message

There is a bib# xxx.
Creating new bib.

There is an auth that
matches xxx = Xxx;
auth#: xxx. Not
creating new auth.

There is an auth# xxx.
Not creating new auth.

Meaning

Horizon found a direct bib#
match, but overlay was not
indicated.

Horizon found an authority
match based on the indicated
Horizon index, but overlay was
not indicated.

Horizon found a direct auth#
match, but overlay was not
indicated.
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Solution

Do one of these options:
¢ Find the two bib records and merge them.

» Delete the bib record that you do not want to
keep.

If you want to replace the existing authority with
the match, turn on the overlay option and
reimport the authority; otherwise, do nothing.

If you want to replace the existing authority
record with the match, turn on the overlay
option and reimport the authority; otherwise, do
nothing.

Deleting an Error from the Error Log

Once you have corrected an import error, you can delete the reference to that error
in the error log. This keeps your error log current so it holds only those errors that
you still need to deal with.

To delete an error from the error log

1 Start the Data Load Error Log process.

The default location of this process is the Administration folder on the navigation

bar.

2 Highlight one or more errors on the List Error Log window.

3 Choose File, Delete Record.

Horizon displays a message asking if you want to delete the highlighted records.

4 Click OK.

Horizon deletes the records.

Exporting MARC Records

You can export MARC records to a floppy or hard disk. Exporting MARC records saves
a duplicate of the records to a designated file. The original records remain unchanged
in your Horizon database.

This section explains these topics:

+ Exporting Open Records on page 256

¢ Choosing Batches of Records for Exporting or Printing on page 257

Exporting MARC Records
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Exporting Open Records

You can export records after you open them. This task works best if you can easily
locate and open the records to export. If you cannot, you may want to batch export
them instead.

To export open records

1

Open the records that you want to export. (For instructions, see Finding and
Opening an Existing Bib Record on page 83 and Finding and Opening an
Authority Record on page 116.)

You can export several records at once. Each one must be open either as an icon
(minimized at the bottom of your workspace) or as a full record (displayed in
the MARC Editor).

Note: When you export a bib record that has item records attached, you can
export the item information with that bib record if your system administrator
has set up export parameters. (For more information, see “Setting Up Export
Parameters” in the Cataloging Setup Guide.)

Choose File, Export Record.
Horizon opens the Code Lookup Export Target dialog box.

Note: An export target defines export parameters such as the item tag, column,
and subfield that stores the information that you are exporting. Horizon does not
ship with targets. Your system administrator must set them up. (For more
information, see “Setting Up Export Parameters” in the Cataloging Setup Guide.)

Highlight a target and click OK.

Do one of these options:
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If only one bib or authority

. If more than one bib or authority record is open
record is open

Horizon opens the Select Bibs for Batch Export dialog
box:
Sclect Bibz For Batch Export

SGL Statemert

select |dis1hct b

Horizon opens the Save to a File

. from bib_control
dialog box. I

. where  [bibd = 30 and bibd < 100
Save the file as you would save I

any data file. (For instructions, orde by |
see Saving and Closing a Cancel |

MARC Record on page 79.)
Do these steps:
1. Highlight each record that you want to export.
2. Click OK.
Horizon opens the Save to a File dialog box.
3. Save the file.

Horizon closes the Save to a File dialog box and saves a copy of the records in the
place that you designated. The original records remain in your database.

Choosing Batches of Records for Exporting or Printing

Horizon lets you export batches of MARC records to a disk. You might do this if you
want to send records that need updating to a different location. Once the update is
complete, you import the updated records back into your system and overlay the
originals. You can also send batches of MARC records to a printer.

O When you export a bib record that has item records attached, you can export the item
information with that bib record. (For more information, see “Setting Up Export
Parameters” in the Cataloging Setup Guide.)

You use Structured Query Language (SQL) statements to choose the bib records that
you want for exporting or printing. You use SQL statements and Horizon criteria to
choose the authority records that you want for exporting and printing.

An SQL statement lets you search for records that contain or match specific data so
that you can batch export or batch print the records. After you choose the task that
you want to do, the steps for both of these tasks are the same.

To make an SQL statement, you can specify these things:

The column of the table that you want to search by.

e One or more Horizon tables that you want to search under.

The specific conditions of the search. (This is optional. If you do not enter
conditions, Horizon selects the entire table.)

How you want to sort the chosen records. (This is optional.)
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You can search under any table that contains the type of records that you want. (For
example, if you want to choose bibs, you can search under any table that has bib# as
a column. Then you can choose to specify the conditions of the search [<, >, =, and so
forth]. Finally, you can choose to order or sort the records by any column in that
same table.)

SQL experts can specify more complex SQL statements, including searching under
multiple tables, joining relational operations, making subqueries, and so forth.

Refer to Appendix B for a list of possible tables, columns, and examples. (For SQL
statements error messages, see Troubleshooting a Batch Export on page 261. For
a more extensive list of Horizon tables, see the Table Structures Guide.)

You must follow these guidelines when entering SQL statements:
Enter a date in the form of month-day-year, such as 3-15-03.

Enter text in code format between quotation marks, including call numbers. If you do
not know the code for a field, use the Table Editor to open an edit window for the
table that you are searching under. (For more information, see “Using the List
Search Window” in the “Horizon Table Editor” section of the “Getting Started”
chapter of the System Administration Guide.)

Enter table names and columns exactly as they appear in Appendix: Appendix B, "SQL
Statements" on page 275.

You can also use Horizon criteria to choose authority records to batch export and
batch print. After you choose the task that you want to do, the steps for both of
these tasks are the same.

You can use Horizon criteria with or without an SQL statement.

Horizon criteria for choosing authority records to export or print include these
things:

¢ Generate Type. Specifies how the authority was created, or generated. An
authority can be created in one of two ways:

- System-Generated. These are authorities that Horizon creates when no
existing authority record matches an authority tag in a bib record. This can
happen when you add an authority tag to a bib record or when you import bib
records.

- Non-System-Generated. These are imported authorities, authorities you
create, or system-generated authorities that you edit.

¢ Created between and by. Specifies a date range between which the authority
was created. Also specifies who created the authority.

+ Updated between and by. Specifies a date range between which the authority
was updated. Also specifies who updated the authority.

e Status type, changed between and by. Specifies a date range between which
the authority status was changed. Also specifies who changed the status of the
authority.

¢ Auth# between. Specifies a range of authority record numbers.
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+ Alpha Range. Specifies an alphabetical range for authority headings. (For
example, you can choose authority records with headings that start with “a”

through “g.”)

Q You can use as many or as few criteria as you want. You can include elements from
both an SQL statement and Horizon criteria. If you do not use any criteria or SQL
statement terms to narrow your search, Horizon selects all the authorities in your

database.

To choose batches of records for exporting or printing

1 Do one of these options:

If you want to do this

Choose bib records to
export

Choose bib records to
print

Choose authority records
to export

Choose authority records
to print

If you chose to export or print bib records, Horizon displays a Select Bib for Batch

Export dialog box:

Exporting MARC Records

Do this

1. Start the Batch Bib Export process.

The default location of this process is the Cataloging\
Export folder on the navigation bar.

2. Highlight the target that you want to use for exporting
the bib records.

3. Click OK.
(If no targets are set up, see your system administrator.)

Horizon opens the Select Bibs for Batch Export window.

1. Start the Batch Bib Print process.

The default location of this process is the Cataloging\
Bibliographic Record folder on the navigation bar.

Horizon opens the Select Bibs for Batch Print window.

1. Start the Batch Auth Export process.

The default location of this process is the Cataloging\
Export folder on the navigation bar.

Horizon opens the Code Lookup Export Target dialog box.

2. Highlight the target that you want to use for exporting
the authority records.

3. Click OK.

Horizon opens the Select Authorities for Batch Export
window.

1. Start the Batch Auth Print process.
The default location of this process is the Cataloging)\
Authority Record folder on the navigation bar.

Horizon opens the Select Authorities for Batch Print
window.
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Sclcct Bibz for Batch Export E

SGL Statemert

select Idisthct bt

from ||

whe s I

orde” by I

Cancel |

If you chose to export or print authority records, Horizon displays a Select
Authorities for Batch Export window:

Select Authorities for Batch Export
—SaL Statement

select [distinct authit from |

wehere I order by I

—Select based on Generste Type

% Both System and Non System Genersted
" Only System Generated
™ Only non System Generated

Crested hetween | and | by |

Updsted betwesn | and | by |

status [ changed between | and | by
Puthi between | and |

Slpha Range from | to |

Cancel |

2 Comple

Field

select

from

where
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te these fields in the SQL Statement group as necessary:

Action

Change the default in this field if you want to select a column
other than bib# or auth#.

You can enter two or more selections separated by commas.

Enter a table that contains the column that you specified in the
select field.

Enter the conditions of the search in this field. You can use
Boolean operators to enter two or more criteria.

If you leave this field blank, Horizon selects the entire table in
the from field.
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Field Action

If you want to, enter the columns that you want to use to sort the
order by records.

You can enter two or more columns separated by commas.

3 Ifyou are working with authority records, do these steps:

a Mark the button in the Select based on Generate type group for the type of
authorities that you want to export.

b If you want to, enter any ranges or operators that you want to use in the
appropriate fields.

4 Click OK.
5 Do one of these options:

¢ If you chose to export the records, Horizon displays the Save to a File dialog
box.

Save the file.

Horizon closes the Save to a File dialog box and saves a copy of the records
where you designated. The original records remain in your database.

¢ If you chose to print the records, Horizon displays the Printer Setup dialog box.
Print the file.

Horizon prints the records that you chose.

Troubleshooting a Batch Export

This table lists common error messages that you might receive when you use the SQL
statements or Horizon criteria to choose batches of records for exporting or printing.
It also gives the meaning of the error message, shows an example of what might have
caused Horizon to display it, and suggests a solution for the problem:

Error Message Meaning Example Solution

This message displays Replace the invalid date

when you specify an Updated between:
with a valid date. Dates
Bad Date invalid date when batch 15 Jan 1996 and ) )
o . must be in this format:
printing or exporting 27 Jan 1996
he mm-dd-yy
authorities.
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Error Message

Batch x Error

Only one column is
allowed in ‘select’ box.
x=bib if you are
exporting or printing bib
records or x= auth if you
are exporting or printing
authority records.

Batch x Warning

Please make sure that the
query will return y x=bib
and y=bib# if you are
exporting or printing bib
records or x= auth and
y=auth# if you are
exporting or printing
authority records.

Empty SQL statement

Invalid Key

Invalid Status

Chapter 9: Importing and Exporting Records

Meaning

This error message
displays when the select
field has more than one
column separated by a
comma.

This warning message
displays when the select
field contains a column
name other than bib# or
auth#. This warning
message reminds you that
Horizon expects a list of
bib#/auth# back from the

SQL query.

This error message
displays when you are
exporting or printing bib
records and the from field
is empty.

This error message
displays when the result
of an SQL query is not a
key.

This message displays
when you are batch
printing or exporting
authorities and you
specify an invalid status
in the status field.

Example

Select distinct bib#,
auth#.

Select bib#==> no
warning message
Select distinct
bib#==>warning
message

Choose File, Batch
Bib Export, then
click OK without
entering any further
search criteria.

Select: tag

From: bib

Where: bib# < 1 and
bib# < 10.

Status: cataloging
complete

Solution

Enter only one column in
the select field—it can be
any valid column name
from the table in the from
field.

Click OK.

Enter a table in the from
field.

Redo the SQL query with a
key type field in the select
field, such as bib# or auth#.

Enter a valid status in the
status field. You must enter
the status code. (For
information, see “Setting
Up Bib and Authority
Record Statuses” in the
“Setting Up Import Source
Parameters” section of the
Cataloging Setup Guide.)
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Error Message

Invalid User ID: x y z

x=operator of create date
(if it is not empty)
y=operator of update
date (if it is not empty)

z=operator of status
change date (if it is not

empty)

One copy is allowed for
batch print

Meaning

This message displays
when you specify an
invalid operator in the by
field when batch printing
or exporting authorities.

This message displays
when you specify more
than one copy in the
Printer Setup dialog box.

Chapter 9: Importing and Exporting Records

Example

by: Amy Benson

If you enter two
copies in the Printer
Setup dialog box, this
message displays
and then Horizon

Solution

Enter a valid operator in
the by field. You must
enter the operator’s user
id.

Horizon automatically
prints out one copy.

prints out one copy.

Transferring a Record between Databases and Servers

Sometimes a MARC record that you want to open in the MARC Editor is on a different
database than the one to which you are logged in. (For example, if you have a
production database and a training database, you may want to move records from
your production database to your testing database for testing or training purposes.)
You can also move records from a different server.

When you send a record to the MARC Editor from a different database, Horizon treats
it as a new record that you are importing. This means that you need to save the
record after it displays in the MARC Editor in order for it to be indexed in the
database to which you send it. Because Horizon does not alter the local (9XX) tags in
the record that you send, you may want to edit or delete these tags before you save
the record.

To transfer a record between databases and servers

1 Start the stand-alone staff search process.

If you cannot find the stand-alone staff search process icon or executable file, see
your system administrator to get access to PuiLauncher.exe.

The search process opens the Horizon Sunrise startup dialog box.

2 Enter the user ID, password, server name, and database name for the Horizon
library you want to search.

3 If you want to change the login options, click the Options button, and update the
fields in the Login Options dialog box.

4 Click OK.
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The search process displays a Search window.
5 Search for the record that you want.
6 Highlight the title or authority heading.
7 Choose Edit, Send To Launcher, or press F10.

Horizon opens the bib or authority record that you chose in the MARC Editor,
but the stand-alone staff search process remains the active window.

8 If you want to send another record to Horizon from the database you are
searching, repeat steps 5 through 7.

9 When you finish sending records to the MARC Editor, choose File, Exit to close
the stand-alone staff search process.

10 Start the new MARC record you want to work with.
11 Make any changes you want to the new MARC record.
12 Save your changes.

Horizon assigns a number to the record and assigns the current date as the
creation date.
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Chapter 10: Non-MARC Editing

This chapter explains how to create and use non-MARC records. It also explains how to
work with non-MARC workforms, including adding and deleting fields, and switching
between MARC and non-MARC records.

This chapter contains these sections:

* About Non-MARC Editing on page 265

¢ Opening a Static or Dynamic Workform on page 265

Adding or Editing Information in an Existing Field on page 266

Adding a Field to a Dynamic Record on page 268

Deleting a Field from a Dynamic Record on page 270
Converting MARC and Non-MARC Records on page 270

About Non-MARC Editing

Non-MARC editing lets you create and edit records in windows that display fields in
which you enter information. Each field is labeled so that you know what information
you should enter. You can create both bibliographic (bib) and authority records in a
non-MARC format. Once you have created or edited a non-MARC record, you can
convert it into a MARC record. You can also convert MARC records into non-MARC
format, but this may result in lost data.

You can work in two types of non-MARC formats: static and dynamic. You must use
static records as you see them—that is, you cannot add new fields or delete unused
fields. In contrast, you can add or delete fields in dynamic non-MARC records while
you are using them.

O You must create non-MARC workforms for both authority and bib records before you
can create or edit non-MARC records. (For more information, see Creating a
Non-MARC Workform on page 221.)

Opening a Static or Dynamic Workform

Static and dynamic non-MARC workforms are templates for non-MARC records. They
contain fields that have been predefined by your system administrator. You can edit,
add, and delete fields on a dynamic workform, but you can only edit fields on a static
workform.

To open a static or dynamic workform

1 Do one of these options:
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e Start the Create New Bib process.

The default location of this process is the Cataloging\Bibliographic Record
folder on the navigation bar.

e Start the Create New Auth process.

The default location of this process is the Cataloging\Authority Record folder
on the navigation bar.

Horizon opens the Code Lookup Workforms dialog box.
2 Do one of these options:

¢ Double-click a static non-MARC workform.

e Double-click a dynamic non-MARC workform.

Horizon opens an empty workform of the type you specified.

Adding or Editing Information in an Existing Field

Non-MARC records have two types of fields:

o Authority Fields. These include the author, subject, and series fields of a bib
record. Records generally contain one or more authority fields. The authority
record supplies information for authority fields in a bib record. Authority
headings need to remain consistent across records. Before adding an authority,
you need to use staff searching to see if the authority already exists in your
database. If it exists, attach it to the record.

¢ Nonauthority Fields. These include all of the fields of an authority record and
the fields other than the author, subject, and series fields on bib records. If you
have used staff searching and need to create a new authority record, you must
fill all the fields on the authority workform. You add information directly into
these fields.

This section explains these topics:

¢ Adding Information in an Authority Field on page 266
« Editing or Deleting an Authority Field on page 267
¢ Adding or Editing a Nonauthority Field on page 268

Adding Information in an Authority Field

To add information in an authority field
1 Do one of these options:

e Open a static or dynamic non-MARC bib record workform. (For instructions,
see Opening a Static or Dynamic Workform on page 265.)

¢ Open an existing non-MARC bib record. (For instructions, see Finding and
Opening an Existing Bib Record on page 83.)

Adding or Editing Information in an Existing Field
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¢ Open an existing MARC bib record and convert it to non-MARC form. (For
instructions, see Converting MARC and Non-MARC Records on page 270.)

2 Click Add next to the authority field to which you want to add information.
Horizon opens an Add Authority dialog box.

3 Click Search.
Horizon displays the Search window.

4 Search for the authority you want to add.

Note: To conduct an authority search, you need to use authority search indexes,
such as Subject Keyword, Author Keyword, Author Alphabetical, Subject
Alphabetical, or Series Alphabetical.

5 Do one of these options:

If the authority record exists If the authority record does not exist

1. Click Cancel or OK to close the search.

2.In the new bib record, click Add next to
the Author field.

Horizon opens an Add Authority dialog

1. Highlight the authority record.
2. Press F10 or choose Edit, Send to.

3. Highlight the name of your non-MARC
bib record.

Horizon asks if you want to attach the
authority to the bib record.

4. Click Yes.

Horizon attaches the authority record.

box.
3. Click New Authority.
4. Horizon opens an Auth new window.
5. Enter the new authority information.

Note: For authors, enter the last name first.
(For example, enter “Hawking, Stephen”
instead of “Stephen Hawking.”)

6. Save your changes.

Horizon returns to the non-MARC bib record and displays the authority

information.

6 Make any other changes that you want to make to the bib record.

7 Save your changes.

Editing or Deleting an Authority Field

To edit or delete an authority field

1 Do one of these options:

¢ Open a static or dynamic non-MARC bib record workform. (For instructions, see
See "Opening a Static or Dynamic Workform"Opening a Static or Dynamic

Workform on page 265.)

¢ Open an existing non-MARC bib record. (For instructions, see Finding and
Opening an Existing Bib Record on page 83.)

Adding or Editing Information in an Existing Field
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4
5
6
7

¢ Open an existing MARC bib record and convert it to non-MARC form. (For
instructions, see Converting MARC and Non-MARC Records on page 270.)

Highlight the authority that you want to work with.

Do one of these options:

e If you want to delete the authority field, click Delete next to the authority.
Horizon deletes the authority information from the bib record.

 If you want to edit the authority field, click Edit next to the authority.
Horizon lets you edit the authority record.

Important: Changes that you make to an authority record affect every bib
record that is attached to that authority record.

Make any other changes that you want to make to the authority record.
Save your changes.
Make any other changes that you want to make to the bib record.

Save your changes.

Adding or Editing a Nonauthority Field

To add or edit a nonauthority field

1

Do one of these options:

e Open a static or dynamic non-MARC bib record workform. (For instructions,
see See "Opening a Static or Dynamic Workform"Opening a Static or Dynamic
Workform on page 265.)

¢ Open an existing non-MARC bib record. (For instructions, see Finding and
Opening an Existing Bib Record on page 83.)

e Open an existing MARC bib record and convert it to non-MARC form. (For
instructions, see Converting MARC and Non-MARC Records on page 270.)

Position the insertion pointer in a nonauthority field.
Enter the appropriate information.

Save your changes.

Adding a Field to a Dynamic Record

A dynamic workform lets you add needed fields in addition to editing the
information in existing fields. You do this by adding field groups. This allows you to
customize records to suit your library’s needs. However, you cannot add field groups
to a dynamic workform until your system administrator has set them up. (For more

Adding a Field to a Dynamic Record
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Cataloging Setup Guide.) Also, you cannot add authority fields until you have created
an appropriate authority non-MARC workform. (For instructions, see Creating a
Non-MARC Workform on page 221.)

To add a field to a dynamic record

1 Do one of these options:

¢ Open a dynamic non-MARC workform. (For instructions, see Opening a Static or
Dynamic Workform on page 265.)

¢ Open an existing MARC bib record and convert it to non-MARC form. (For
instructions, see Converting MARC and Non-MARC Records on page 270.)

¢ Open an existing non-MARC record that was converted from a MARC record.

¢ Open an existing non-MARC record that was built on a dynamic non-MARC
workform.

2 Position the insertion pointer in a nonauthority field that is just before or just
after where you want the new field.

3 Do one of these options:

e To add a field before the field with the insertion pointer, choose Edit, Add field
before.

e To add a field after the field with the insertion pointer, choose Edit, Add field
after.

Horizon displays the Code Lookup Dynamic Non-MARC Fields window:

Code Lookup: Dynamic Hon-MARL Fields

Field Group/escription

m=pauthor  Author =

content Contents Mote

cre dits Credits Note

gmid General Material Designater
perfarm Pefarmer Hotes

Field Grougp I Total: 5
ok | cancar| s | e |

Note: Check with your system administrator if you are unsure of the fields that
your record should contain.

4 Highlight the field that you want to add.
5 Click OK
Horizon adds the field to the record.

6 Enter appropriate information in the field. (For instructions, see Adding or
Editing Information in an Existing Field on page 266.)

Adding a Field to a Dynamic Record
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7 Make any other changes that you want to make to the record.

8 Save your changes.

Deleting a Field from a Dynamic Record

You can delete fields from dynamic records.

To delete a field from a dynamic record
1 Do one of these options:

¢ Open a dynamic non-MARC workform. (For instructions, see Opening a Static
or Dynamic Workform on page 265.)

¢ Open an existing MARC bib record and convert it to non-MARC form. (For
instructions, see Converting MARC and Non-MARC Records on page 270.)

¢ Open an existing non-MARC record that was converted from a MARC record.

¢ Open an existing non-MARC record that was built on a dynamic non-MARC
workform.

2 Put your insertion pointer in the field that you want to delete.
3 Do one of these options:
e Choose Edit, Delete Field.
 If you want to delete an authority field, click Delete.
Horizon asks if you want to delete the field.
4 Click OK.
Horizon deletes the field from the record.
5 Make any other changes that you want to make to the record.

6 Save your changes.

Converting MARC and Non-MARC Records

You can convert MARC records to non-MARC format. Horizon puts a non-MARC
interface over the MARC record. This makes it easy to convert the non-MARC record
back to MARC format. However, if you convert a MARC record to a non-MARC format,
any control fields (tags 001-008) that may have existed in the MARC bib record are
removed. You lose the information that is contained in them. Converting the record
back to MARC format does not restore the information.

O Only MARC records can be exported. You must convert a non-MARC record to MARC
format to export it.

To convert MARC and non-MARC records

1 Do one of these options:
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To convert MARC to non-MARC

1. Open the MARC record that you want to
convert to a non-MARC record. (For
instructions, see Finding and Opening
an Existing Bib Record on page 83.)

2.Choose Marc, Convert to Non-MARC.
Horizon prompts you to verify that you
want to make this conversion.

3. Click Yes.

Horizon displays the record in non-MARC
format.

Chapter 10: Non-MARC Editing

To convert non-MARC to MARC

1. Open the non-MARC record that you
want to convert to MARC record.(For
instructions, see Finding and Opening
an Existing Bib Record on page 83.)

2. Choose Marc, Convert to MARC.

Horizon prompts you to verify that you
want to make this conversion.
3. Click Yes.

Horizon displays the record in MARC
format.

2 Make any other changes that you want to make to the record.

3 Save your changes.

Converting MARC and Non-MARC Records
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This appendix contains ALA hex sets for many special characters.

An ALA hex set is a code for a special character or a keyboard character. In
Cataloging, if you enter an ALA hex set when you create a MARC record, the actual
character displays. In PAC or staff searching, Horizon displays the special character as
the MARC character closest in appearance to it. However, the hex set remains in the
record. If you export the record to a program that reads ALA hex sets, the actual
character displays.

O Special characters listed here may not display in the table as you would see them in
Horizon processes (for example, in a MARC record or a search screen).

Special Description Hex Set
Character
L Polish L, uppercase Al
4] Scandinavian O, uppercase A2
D D with crossbar, uppercase A3
P Icelandic thorn, uppercase A4
£ Digraph AE, uppercase A5
E Digraph OE, uppercase A6
Miagkiy znak A7
Dot in middle of line A8
b Musical flat A9
® Subscript patent mark AA
+ Plus or minus AB
0 0-hook, uppercase AC
0] U-hook, uppercase AD
’ Alif AE
‘ Ayn BO
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zf\::iaaclter Description Hex Set
1 Polish 1, lowercase B1
'] Scandinavian o, lowercase B2
d D with crossbar, lowercase B3
p Icelandic thorn, lowercase B4
® Digraph ae, lowercase B5
e Digraph oe, lowercase B6
Tverdyi znak B7
Turkish i, lowercase B8
£ British pound B9
2 Eth BA
Ya 0-hook, lowercase BC
b U-hook, lowercase BD
A Degree sign co
A Lowercase script “L” c1
A Phono copyright mark C2
A Copyright mark C3
A Musical sharp C4
A Inverted question mark Cc5
A Inverted exclamation mark Cé6
? Pseudo question EO
‘ Grave El
Acute E2
" Circumflex E3
- Tilde E4
B Macron E5
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zll::iiaaclter Description Hex Set
Breve E6
¢ Superior dot E7
Umlaut or Dieresis E8
Hacek E9
° Angstrom or circle above EA
’ High comma, off center ED
Double acute EE
Candrabindu EF
, Cedilla FO
Right hook F1
Dot below character F2
Double dot below character F3
0 Circle below character F4
= Double underscore F5
_ Underscore F6
+ Left hook/tail F7
Right cedilla F8
u Upadhmaniya F9
u Double tilde, first half FA
aha Double tilde, second half FB
! High comma, centered FE
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This appendix contains the table names and columns for creating SQL statements. It
also contains examples of some SQL statements used for batch exporting and printing.

This appendix contains these sections:

¢ SQL Statements on page 275

* SQL Statement Examples on page 276

SQL Statements

Refer to these tables and columns when creating SQL statements:

Table name

auth

auth_control

bib

SQL Statements

Columns in table

auth#
tag

auth#

create_date
create_time
create_user
change_date
change_time
change_user

status
status_change_date
status_change_time
status_change_user
staff_only_author
staff_only_subject

staff_only_series

bib#
tag
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Table name Columns in table

bib#
create_date
create_time
create_user
change_date
bib_control change time
change_user
status
status_change_date
status_change_time
status_change_user

staff_only

bib#
location
collection
call
itype

item item_status
source
price
creation_date
last_update_date

last_status_update_date

SQL Statement Examples

These examples show some SQL statements that you can use to choose batches of
MARC records to export or print.

This SQL Statement specifies all bibliographic (bib) records that have item records
attached that have an “Uncataloged” status. Horizon displays the bib records from
this search in call number order, as indicated by the order by field:

Select Bihs for Batch Export

— 50L Statement

select |distin-:1 bib#

from Iite m

where Iite m_status ="1"

order by Ica|||

0K I Qancell
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This SQL statement specifies all authority records that have been changed by owner
number 3. Horizon displays the bib records from this search in authority number

sequence:
Select Authorities for Batch Print
—SGEL Statement
select |distinc1 auth# from Iauth_c:u:untrol
where IDWnBI‘# =3 order by Iauth#

—Select hazed on Generate Type
{* Both System and Monsystem-Generated
 Only System-Generated

' Only Nonsystem-Generatad

Created between || and | by |

Updated between | and | y |

Status [ changed between | and | by
uthit between | and |

Alpha Range from | ta |

Cancel |

This SQL statement specifies all bib records with numbers from 51 to 99:
Select Bibss for Batch Export

—=QL Statement

select Idistinct ik

from Ibib_control

wihere  |bio# = 50 and bik# = 100

order by I

Cancel |
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This glossary contains terms that can help you understand the Horizon Cataloging
process. (The definitions explain how the terms are used in this guide; they may not
explain how the terms are used in other contexts.)

Glossary term
Authority-controlled tag or

heading

Authority record

Authority-controlled field

Batch change

Batch creating

Clipboard

Codes

Compound tag

Control record

Definition

Authority information that is defined by the Library of Congress, such as author,
subject, and series. Authority headings should remain uniform and consistent in
your database.

A record that contains standard information defined by Library of Congress,
another reputable source, or locally. Horizon creates an authority record when
you add a new authority heading to a bib record.

Any tag or subfield that contains authority information. Authority-controlled
fields exist in both bib records and authority records. To edit an
authority-controlled field in a bib record, edit the corresponding field in the
authority record.

The ability to change groups of item or copy records attached to one bib record
at one time.

The ability to create groups of item records for one bib record at a time. When
you batch create item records, you can specify any prefix labels that you want
for your records and also the range of item barcodes to be created.

The temporary holding place for data after you cut or copy it.

A button next to an entry field requiring a predefined code. When you click this
button, Horizon displays a list of predefined codes that you can choose from to
complete the field.

The combined authority tag created when a uniform title tag is compounded
with the co-tag, which provides the author portion of the uniform title.

Records that provide information about MARC records. When a MARC record is
created, Horizon inserts information about this record, such as when it was
created and who created it, in a control record. When the MARC record is
updated, Horizon inserts information about the update as well. You can view a
control record by choosing the Status button on any MARC record.
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Glossary term

Copy record

Co-tag

Default owner

Delimiter

Diacritic

Dying record

Filing indicator

Fixed field

Global change

Hex set

Indicator

Import scheduling

Import source

Definition

A record that groups related item records together. Copy records add another
“layer” in cataloging records by representing multiple sets of a title. (For
example, they can represent how many sets of an encyclopedia that you have—
the sets being the copy records, and the volumes being the item records.)

Provides the author portion of the uniform title.

The code that determines the person or group that owns a record that is created
from a specific workform or from another record.

See Also Owner.

The symbol that separates elements in a statement, command, or data. In
Horizon, this is used to mark the beginning of a subfield or the beginning and
end of a special code in a MARC record.

(For example, Horizon uses the “}” symbol as a default subfield code, but you
can change the delimiter in the Customize Editor.)

A mark near or through a character or characters that indicates how to
pronounce a letter, such as an accent mark (for example, “é”).

A MARC record that is merged into another MARC record. You may need to copy
and paste fields that you want to keep from a dying record into the surviving
record before you merge them.

A character or space between 0 and 9 that contains information about the tag.

Tags that are divided into positions, which contain information in abbreviated
form about the record. This information must extend to only the predefined
length of the field. Each position accepts not only a certain length of information,
but a specific set of values or codes defined by MARC standards.

The changing of all bib records attached to an authority record to reflect a
change in that authority record.

An ALA code for a special character. You enter this between two brackets on a
MARC record.

A space or a digit from 0 to 9. It displays after a tag number and before the first
subfield in a MARC record. Indicators can be either filing or nonfiling.

The ability to specify the date and time when you want Horizon to begin
importing records.

The utility from which you import your MARC records. The import source
parameters determines how Horizon handles the records you are importing.
Import source parameters include status, staff only index, prefix processing,
match points, tag preservation, tag action, and item creation.



Glossary term

Item creation

Item record

Keyword inheritance

Launcher

Link From record

Link tag

Link To record

Local tag

MARC

Match points

Media display

Merge

Navigation bar
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Definition

Part of an import source. Determines whether item records are created
automatically when importing bib records. Your system administrator can
specify what tags and subfields to check for item data in imported bib records.

A record that represents how many copies of a title the library owns. (For
example, if your library owns three copies of a title, your library has three item
records for that title.) Item records are attached to bib records.

Keywords that are passed on from one linked bib record to another. These
inherited keywords affect searches in PAC and staff searching. You can change
the way keywords are inherited by changing the search link class filter.

The central component of Horizon. Used to organize and open processes and
programs in the Horizon workspace. You can customize Launcher settings and
display features.

The record that you start a bib record link from. You insert a link tag into this
record, and it links to the Link To record.

The “hook” that links bib records together. The link tag is inserted in the Link
From bib record.

The record that receives the link. When you insert a link tag into the Link From
record and save it, Horizon automatically inserts a reciprocal link tag into the
Link To record.

A 9XX tag that your library can add to display local or library-specific
information, or any MARC tag containing a “9.”

Machine-Readable Cataloging. Horizon uses MARC standards so you can import
MARC records into your Horizon system and export MARC records to other
utilities that use MARC.

Tags or Horizon indexes that are compared between incoming and existing
records to determine if any matches (duplicates) exist for the purpose of
overlay.

An attached image, animation, sound, full text file, or other document that
displays when you double-click in the Bibliographic Detail window in PAC or
staff searching.

The process of combining two records. Merging helps keep your database clean
by removing duplicates. The record that you merge into the other is called the
“dying” record. The record that remains in your database is called the
“surviving” record.

The bar or frame from which the main Horizon processes can be started. This

bar is customizable and may display differently to different users based on their
privileges.
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Glossary term

Nonauthority-controlled
field

Nonfiling indicator

Overlay

Owner

PAC (Public Access Catalog)

Prefix labels

Privilege

Reciprocal link tag

Repeatable

Security groups

Staff searching

System-generated

See reference

Definition

MARC tags that are not referenced to a MARC authority tag. (For example, the
245 tag contains title information and is nonauthority-controlled.)

A character between 0 and 9 that specifies how many characters to ignore in the
MARC record when creating an alphabetically browsable list.

Imported MARC records that replace the existing ones in your catalog when they
match.

Setting that groups records of the same type and can be used by security to limit
access to those records.

See Also Default owner.
The process that lets your patrons search for titles and authority headings.

The labels you assign to serial copies (c.) or volumes (v.). You can specify these
labels while batch creating item records.

The right to access a secured process. A privilege is granted by the system
administrator to users and user groups based on need. (For more information,
see “Securing Horizon” in the “Security and Preferences” chapter of the System
Administration Guide.)

The tag in the Link To bib record that reflects a link. After you insert a link tag in
the Link From bib record, Horizon inserts a reciprocal link tag in the Link To bib
record. When you double-click on a reciprocal link tag, Horizon opens the Link
From bib record.

Atag or subfield that can be duplicated in a record according to MARC
standards.

Groups that can have specific viewing privileges in PAC or staff searching. Some
groups may have privileges to view all titles, other groups may have fewer
privileges. You set up security groups in the Edit Borrower window of the
Circulation process (then put them in the 911 tag in the bib record).

Note: A security group set up in the Edit Borrower window is not the same as a
security group set up in the Group Manager of the Security Menu.

The process that lets you search for titles and authority headings. You can send
these titles and authority headings to the MARC Editor to view their MARC or
non-MARC records.

Authority records that Horizon creates when no existing authority record
matches an authority tag in a bib record. This can happen when you create an
authority tag to add to a bib record during a bib record creation or when you
import bib records.

A reference that directs you from a nonstandard form of an authority to a
standard form. Also referred to as a “See From tracing.”
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See Also reference

Staff only

Status

Summary of holdings

Surviving record

Syntax and Validation

Target

Uniform title

Variable field

Workbook

Workforms

Workspace
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Definition

A reference that directs you from valid authority forms to other valid authorities.
Also referred to as a “See Also From tracing.”

A designation for records that limit viewing in PAC to library staff only.
The state of an authority, bib, or item record, or selection list. You can edit bib,
authority, and selection list statuses in the MARC record’s control record. You

can edit item statuses through the Edit I[tem window.

A list of copy records that your library owns. The same window exists in the
Serials process.

The record that you keep in your database when you merge two records. You
need to cut and paste tags from the dying record into the surviving record

before merging them.

Whether a tag or subfield is valid, or compliant with MARC standards, for a
record. Also refers to codes that your system administrator has established.

Where Horizon sends the record along with any actions that take place during
the export. Horizon does not ship with targets. Your system administrator must
set up export targets, or Horizon uses targets already set up in previous versions

of Horizon on your system.

An authority record that combines a specific title and its author information into
one searchable unit.

Tags that can contain any length of information, as specified by the MARC
cataloging rules that your library follows.

A view that provides tabs for all open windows in the workspace.

Templates of bib records that let you create original MARC and non-MARC bib
records.

The area in which record windows and dialog boxes open inside Horizon.
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-or- Auth field 223
-or- Table field 91

8

856 tag
linking to Internet 54

9

958 tag
linking to multimedia file 55

A

Active list status 93
ALA (American Library Association)
embedded delimiter
defined 37
hex set
delimiters 37
list of special characters 272
Alpha range

using to export or print authority records 259

ALT key
using to access menu bar shortcuts 4
using to activate an open process 4
Always Link link type 21,51
American Library Association
(see ALA) 37
Append List field 161,172,203
Archived item group information
clearing 211
restoring 209
saving 205
Article_exception table 53
Articles
searching on 53
Auth Merge window 122
Auth Overlay Change Status field 244
Auth status field 223

Auth# Lookup process
using to find authority record 46,117
Authority-controlled field
adding
information in non-MARC record 266
to dynamic record 268
defined 266,278
deleting
from dynamic record 270
deleting information
from non-MARC record 266
editing non-MARC 266
linking
defined 42
nonlinking
defined 42
Authority-controlled subfield
editing 43
Authority-controlled tag
adding to bib record 50
defined 278
editing
verification warning 64
Authority control
based on bib subfields 63
Authority field
(see Authority-controlled field) 266
Authority heading
(see Authority record) 131
Authority link type
changing for tag 53
choosing default 20
specifying at import 237
Authority record

(see also Authority-controlled field, Authority-
controlled subfield)[Authority record

aaa] 52
checking for existing 52
closing 79
combined
creating 128
editing 131
creating
from workform 45
overview 116
defined 116,278
deleting 132
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detaching from bib record 132
dying
defined 122
editing
globally 119
individually 119
example 113
exporting
batch 257
criteria for choosing 258
open records 256
finding
by authority number 117
from bib record 46
in staff searching 52,118
using Browse Link 52
using staff searching 46
with Auth# Lookup 46,117
globally changing 119
importing
overlay options 238
overview 235
workflow 240
linking
automatically 19
breaking between authorities and bibs 60
matching
finding in your database 79
merging 122
navigating in 47
non-system-generated
defined 258
number
using to find authority record 117
opening
from linked authority 117
from linked bib 117
in staff searching 118
with authority number 117
overlay options at import 238
overview 113
printing
batch 257
criteria for choosing 258
saving 79
status
changing 231
defaults 231
surviving
defined 122
system-generated
changing to nonsystem-generated 115
defined 258
overview 114
use indicator 115

Authority record import
use codes 238
Authority tag
adding to bib record 50
defined 278
Authority workform
copying 225
creating
by copying existing 225
MARC from scratch 219
non-MARC from scratch 221
deleting 228
editing 226
opening 226
renaming 227
Automatic linking between records 19
Automatic Linking field 20

B

Background
changing for editor workspace 27
changing for the Launcher workspace 5
Background tab
defined 13
in Customize Editor 27
Barcode
non-standard
on in-transit items 152
using to export cataloging labels 154
using to open item records 138-139
using to print cataloging labels 154
Barcode # group 151
Base address import error 251
Basics
Cataloging 5
Horizon 1
Batch change
defined 278
item records 153
Batch Change Item Group Editor window 208
Batch Change window 153
Batch creation
defined 278
error messages for item records 152
Batch export
choosing records 257
troubleshooting 261
Batch Item Creation window 150
Batch Item Delete
Append List field 161
appending to a search 161
creating list of records
overview 160
deleting bib records 159
options 158



output file
appending 167
overview 158
preserving the last known item status 159
task 164
Batch Item Delete Options window 165
Batch Item Delete window 160
Bib-to-bib linking
choosing import source 25
Bib Merge window 98
Bib Overlay Change Status field 243
Bib Quick Search
using to find bib record 46, 83
using to open item record 139
Bib record
856 tag
using to link to internet 54
958 tag
linking to multimedia file 55
adding
authority-controlled tag 50
linking tag 50
to selection list 95
bib-to-bib linking
choosing import source 25
closing 79
copying 97
creating
by copying existing 97
from workform 45, 82
data
saving from discarded item record 157
defined 5
deleting 108
in Batch Item Delete 159
detaching authority records 132
dying
defined 97
editing
authority-controlled subfield 43
call number 67
link tag 107
exporting
batch 257
open records 256
using SQL to choose 257
fast-added
changing status 231
finding
in staff searching 83
with Bib Quick Search 46,83
with expert search 85
with single search parameter 84
with staff searching 46
with Z39.50 87

Index

header
displaying number of attached items 136
editing 64
importing
embedded item information 247
overlay options 238
overview 235
workflow 240
Link From
defined 99, 280
link tag
defined 99
Link To
defined 99, 280
linked
breaking between authorities and bibs 60
breaking between bibs 107
deleting 108
editing 107
effect on searching 99
example 100
opening from another bib 106
using to open authority record 117
with 856 tag 54
with 958 tag 55
linking
automatically 19
elements 99
import source 25
methods 100
overview 99
to another bib 50
to Internet 54
to multimedia file 55
with import source 103
with Link command 104
with link tag 101
merging 97
moving
copy records between 189
item records between 186
navigating in 47
opening
in staff searching 83
with Bib Quick Search 83
with expert search 85
with single search parameter 84
with Z39.50 87
overview 81
printing
batch 257
using SQL to choose 257
reciprocal link tag
defined 99
saving 79
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status
changing 231
defaults 231
surviving
defined 97
using to open item record 141
Bib status field 223
Bib window 15
Bib workform
copying 225
creating
by copying existing 225
MARC from scratch 217
non-MARC from scratch 221
deleting 228
editing 226
example
MARC 215
non-MARC 216
opening 226
renaming 227
Bibliographic data
saving from discarded item record 157
Bibliographic Detail window 191
Bibliographic record
(see Bib record)[Bibliographic record
aaa] 25
Borrower
requests
setting up transfer 109
transferring from title to title 109-110
Browse Link
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finding an authority record 52
flavor
choosing 24
using 103,131
Browse Link Search Flavor field 25
Buttons
Charmap 38
Codes
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Copies 137,139,141
Expand 70
Hide docked window 71
Items 137,139,141
Link 57
Preview 98,123
Record Status 94
Redo 64,78
Reformat Record 79
Send to 85
Show/Hide Errors 23
Spell Check 76
Toggle Diacritic Button Bar 69,71
Toggle Diacritic Shortcut Bar 71

Undo 64,78
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Call No. field
in Edit Copy Records window 180
in Edit Items for Bib window 145
Call number
linked editing 67
Call number field
copy record
filling automatically 182
item record
filling automatically 148
Call Type field 145
Card label
exporting 154
printing 154
Cataloging
ALA hex sets 272
authority records 113
basics 5
bib records 81
control records 229
copy records 134
exporting records 235, 255
importing records 235
item records 134
MARC editing 40
non-MARC editing 265
passkey privileges 8
processes 7
role privileges 9
security 7
setting up features 6
SQL statements 275
task overview 10
workforms 214
Cataloging folder
on the navigation bar 6
Change From field 121
Change To field 121
Charmap button 38
Clipboard
defined 278
Co-tag
for uniform title
defined 128,279
Code
selection list
creating 92
deleting 95-96
updating with Table Editor 92
use
defined 58
Code Lookup Label Export window 155
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and MARC record display 75
Codes button
defined 278
Color
changing
for editor workspace 27
for header of MARC record 27
for MARC record elements 30
MARC record defaults 31
Column
number of
changing for fixed-field elements 33
width
changing for a MARC record 33
Column field 91
Column Spacing field 34
Columns field 34
Combined authority record
creating 128
editing 131
Combined authority tag
defined 128
Combined view
MARC record 17
Compound Search window 201
Compound tag
defined 278
for uniform title
defined 128
Control field
(see Fixed field) 41
Control record
defined 278
editing 231
opening 230
overview 229
Control Record for Auth window 230, 233
Control Record for Bib window 230
Control Record for Workform window 94, 218,220
Controlled text
(see Fixed field) 66
Copies button 137,139,141
Copy # group 150
Copy No. field 180
Copy record
and merging bib records 97
call number field
filling automatically 182
copying 181
creating
by copying 181
from scratch 179
defined 279
deleting 184
displaying summary of holdings 192
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editing 183
editing call number 67
for serials
priority 179
moving
between bib records 189
item records between 186
opening 183
overview 134
Copy Statement field 145
Create new auth if not overlaid field 243
Create new bib if not overlaid field 243, 248
Cross-reference
“See Also”
creating 124
defined 282
overview 124
“See”
defined 281
overview 126
” See Also”
deleting 127
” See”
creating 127
deleting 127
creating 124
deleting 127
Customize Editor
opening 13
tabs
Background 13,27
defined 13
Delimiters 13
Field 30
Font 28
General 14
Keyboard 35
Profile 24
Spacing 33
Customize Editor window 14
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Database
import error
resolving 252
searching remote with Z39.50 87
transferring records to server 263
Default
authority link type
choosing 20
color
changing for MARC record elements 30
delimiter
double dagger 36
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font
changing for MARC Editor 28
changing for MARC record elements 30
MARC record elements
appearance 31
MARC record view
changing 14
owner
specifying at import 237
statuses
for authority records 231
for bib records 231
Default owner
defined 236,279
Default Owner field
in Control Record for Workform window 95,
219,221
in Edit Workforms window 224
Default View Options group 19
Delete Items field 243
Delimiter
changing display color and font 30
customizing 36
defined 36,279
nonsorting
and sort order 68
sorting-only
and sort order 68
subfield
double dagger as default 36
types
defined 36
Delimiters tab
Customize Editor 36-37
defined 13
Diacritic
customizing shortcuts for 5
defined 279
Diacritic Button Bar window 69
Diacritic Shortcut Bar window 71
discarded_item view 167
Display
background
changing for editor workspace 27
Dying Auth# group 123
Dying Bib# group 98
Dying record
authority
defined 122
bib
defined 97
defined 279
Dynamic record (non-MARC)
adding fields 268
deleting fields 270

Dynamic workform (non-MARC)
creating 221
defined 221
opening 265

E

Edit Copy Records window 180,192
Edit Error Log window 249
Edit Item Group Editor window 208
Edit Items for Bib window 139
Edit Lister Search Lists window 90
Edit Selection window 93
Edit Summary of Holdings window 196
Edit Workforms window 222
Editor workspace
changing background 27
Editor Workspace group 28
Embedded ALA delimiter
defined 37
Ending punctuation
in linking subfields 63
Entry Aid Label field 91
Entry Aid View field 91
Error
database
during import 252
import
deleting from log 255
log 248
resolving 248
MARC record import
resolving 250
record

changing in word-processing program 252

copying into Notepad 250
reading 250
Error checking
in MARC records
activating 22
Error Checking field 23
Error log
deleting entries 255
for imported records 248
Error message
batch export 261
database
during import 252
during batch item creation 152
in MARC record
example 44
Error record
copying into Notepad 250
reading 250
resolving in word-processing program 252
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Expand button 70 nonauthority-controlled
Expanded view defined 281
MARC record 15 editing 266
Expert search nonlinking
using to find bib record 85 defined 42
Expert Search window 86 editing in a MARC record 65
Export target variable
defined 256 defined 282
Exporting overview 41
authority records types 42
criteria for choosing 258 Field groups group 224
batch of MARC records 257 Field options
batch of records choosing 30
choosing 257 Field tab
troubleshooting 261 Customize Editor 30,32
bib records defined 13
using SQL to choose 257 Fields
open records 256 -or- Auth 223
-or- Table 91
F Append List 161,172,203

Auth Overlay Change Status 244
F1 function key Automatic Linking 20

using to link to Library of Congress web site 66 B?b Overlay Change Status 243
F10 function key Bib status 223
using to send a record[F91 function key] 46 Browse Link Search Flavor 25

F12 function key Call.No. . .
using to display valid codes[F92 function in Edit Copy Records window 180
key] 48,67 in Edit Items for Bib window 145

Call Type 145

7 function key Change From 121

using to access the navigation bar 4

Fast-add Change To 121
bib record Column 91 .
changing status 231 Column Spacing 34
Fast-Add field 146 Columns 34
Fatal tag or subfield status Copy No. 180
defined 44 Copy Statement 145
Field Create new auth if not overlaid 243

Create new bib if not overlaid 243,248

(see also Tag) 41
Default Owner

authority-controlled

defined 278 in Control Record for Workform window 95,
editing 266 219,221
fixed in Edit Workforms window 224
defined 41,279 Delete Items 243
editing in a MARC record 65 Entry Aid Label 91
linking Entry Aid View 91
(see also Authority-controlled record) 42 Error Checking 23
defined 42 Fast-Add 146
MARC record File 245
overview 41 Font
types 41 in Unicode Character Map window 39, 72
non-MARC record on Font Tab 29
adding to dynamic 268 Foreground Text 32
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from 260
From # 150-151
Group Name 175-176,203,210
Import File 241
Import Source 242
Import Source for Bib-to-Bib linking 26
Index No. 91
Indicator to Indicator 35
Indicator to Subfield 35
Item Barcode 145
Item Note 146
Item Status 146
Item Type 144
Label 91,110
Label Width 34
Last Item Delete Action 166
Library identifier 166
Log to manual review 242-243
MARC Map 110
Merge From Bib# 110
Merge Profile
in Auth Merge window 122
in Bib Merge window 98
Merge To Bib# 111
Multiple/Multiple 59
New Auth Staff Only 244
New Auth Status 244
New Bib Staff Only 244
New Bib Status 243
Order 224
order by 261
Output File Setting 166
Output format 166
Overlay Auths 242
Overlay Bibs 242,248
Overlay if auth Use Code Invalidated 243
Overlay if new auth Use Code validated 242
Overlay Items 243, 248
Owned by
in Control Record for Bib window 232
in Edit Workforms window 224
Owned By
in Control Record for Workform window 94,
219,221
Owner 244
Prefix Label 150-151
Price 146
Record 250
Save Deletions to Discard Table 166
Search 91
Search for 172
select 260
Select based on Generate type 261
Selection
in Control Record for Workform window 94,
219

in Edit Selection window 93
in Edit Workforms window 224
in Multi-Format Import window 244
Serial Volume No. 146
Serials Location 180
Serials Media Type 180,193
Shortcut 36
Single/Multiple 59,105
Size 29
Source 146
Staff Only
in Control Record for Auth window 233
in Control Record for Workform window 95,
219,221
in Edit Items for Bib window 146
Staff Only Copy 181
Staff only? 223
Start process at 244
Start process on (Date) 244
Status
in Control Record for Bib window 232
in Control Record for Workform
window 218,220
in Edit Selection window 93
Subfield Code to Data 35
Summary of Holdings 181,193
Surviving Auth# 123
Surviving Bib# 98
Tag to Indicators 34
Tag/Sub/Ind Label 34
Target Order/Inactivation Date 94
This index contains 92
To # 151
Transfer item level requests to bib level
requests 112
Type 223
where 260
Where Clause 172,203
Windows Default 28
Workform 228
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Processes in Cataloging 7

import
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multimedia

linking to using 958 tag 55
field 245

Filing indicator

defined 279

Fixed-field element

changing display color and font 30
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number of columns
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Fixed field
defined 41, 66,279
editing 65
Folder
Cataloging
on the navigation bar 6
Font
changing
for MARC Editor 28
for MARC record elements 30
defaults
for MARC record elements 31
size
changing temporarily 29
Font field
in Unicode Character Map window 39,72
on Font tab 29
Font tab
changing default font 28
Customize Editor 29
defined 13
Foreground Text field 32
Foreign Key field 91
From # field 150-151
From field 260

G

General tab
Customize Editor 18
customizing MARC records 14
defined 13
in Customize Editor 18
Global change
authority record 119
defined 279
Global Heading Change window 121
Group
Item Group Editor
archiving information 205
clearing archived information 211
creating from scratch 200
creating using existing 204
creation overview 199
editing 206
restore restrictions 208,210
restoring information 209
security
defined 281
Group Name field 175-176,203,210
Groups
Barcode # 151
Copy # 150
Default View Options 19
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Dying Auth# 123
Dying Bib# 98
Editor Workspace 28
Field groups 224
Header Style 28
Linking 21

SQL statement 260
Volume # 151

H

Header
bib record
displaying number of attached items 136
for MARC record
changing color 27
editing 64
Header Style group 28
Hex set (ALA)
defined 279
list of special characters 272
Hide docked window button 71
Hold request
borrower
reassigning 109-110
deleted with bib record 108
transferring from title to title 109-110
Holdings
summary of
(see Summary of holdings) 191
Hooked bib record
(see Linked record, bib) 99
Horizon
Launcher overview 2
list of basic tasks 1

Import
authority records
use codes 238
Import error
copying into Notepad 250
database
resolving 252
deleting from log 255
for MARC record
list 251
resolving 250
log 248
resolving
in word-processing program 252
overview 248
Import file
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choosing for bib-to-bib linking 25 Indicator to Indicator field 35
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overview 236 Internet
using to link bib records 103 link using 856 tag 54
Import Source field 242 Invalidation
Import Source for Bib-to-Bib linking field 26 of use code
Import source profile defined 239,243
overview 236 Item
Importing (see also Item record)[Item
and use codes 238 aaa] 136
copying error record 250 adding to selection list 232
embedded item information 247 importing embedded information 247
error list for MARC records 251 in-transit
error log 248 and non-standard barcodes 152
import source printing a list 143
overview 236 quantity displayed in bib header 136
information displayed during 245 trackable
MARC records 240 displaying information 170
overlay effects 240 tracking processing
overlay options 238 and Item Group Editor groups 176
overview 235 exporting data 178
record replacement options 238 overview 169
resolving report 178
database errors 252 statistical summary 177
import errors 248 using a group 173
MARC record errors 250 viewing information 142
specifying Item Activity process
authority link type 237 and Item Group Editor groups 176
default owner 237 exporting data 178
item creation 237 overview 169
match points 237 report 178
record prefix 237 statistical summary 177
staff only 236 using a group 173
status 236 Item Barcode field 145
tag action 237 Item Barcode Lookup
tag preservation 237 using to open item records 138
troubleshooting 248 Item creation
In-house use defined 280
viewing for item 142 specifying at import 237
Inactive list status 93 Item Detail Status window 142
Index No. field 91 Item Group Editor
Indicator archived information
changing display color and font 30 clearing 211
defined 66,279 group
editing 65 archiving information 205
filing creating from scratch 200
defined 279 creating using existing 204
nonfiling creation overview 199
and sort order 68 editing information 206
defined 281 searching restrictions in existing 200
overview 42 overview 197
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printing 143
Item Note field 146
Item record
and merging bib records 97
batch change 153
batch creating error messages 151
call number field
filling automatically 148
created in Acquisitions
moving 186
creating
at import 237
individual 143
multiple 149
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delete options at import 238
deleting 157
and summary of holdings 159
creating batch list overview 160
database connections that prevent 165
in a batch 158
discarded
viewing, reporting, purging saved inform-
ation 167
editing
call number 67
individual 152
multiple 153
exporting
batch 257
open records 256
importing
overlay options 239
overview 235
with bib records 240
moving
between records 186
multiple
deleting 158
opening
from bib record 141
from staff searching 140
with Bib Quick Search 139
with Item Barcode Lookup 138
overlay options at import 238
relinking 186
status
messages when deleting 157
with requested status
moving 186
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working with
overview 136
Item status
changing restrictions 198
preserving on deletion 159
Item Status field 146
Item Type field 144
Items button 137,139, 141
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Key

ALT
using to access menu bar shortcuts 4
using to activate an open process 4

F1
using to link to Library of Congress web

site 66

F10

using to send a record[Key

F91] 46

F12
using to display valid codes[Key

F92] 48,67

F9
using to access the navigation bar 4
Keyboard
commands
for navigating in MARC records 47
shortcuts
customizing 35
Keyboard tab
Customize Editor 35
customizing shortcuts 35
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in Customize Editor 35
Keyword inheritance
defined 280

L

Label
cataloging
exporting 154
printing 154
editing 154
MARC record
changing width 33
prefix
defined 281
Label field 91
in Transfer Request Queue Bib Display 110
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MARC record 17
Labeled and Vertical view
MARC record 17
Labeled vertical view
MARC record 17
Labeled view
MARC record 16
Last Item Delete Action field 166
Launcher
choosing the background for 5
customizing 4
defined 1, 280
navigation bar on 6
sample workspace 2
Lead-in key
defined 4

for accessing the navigation bar shortcuts 4

Leader import error 251
Library
control number
defining for deleted item record
information 157
Library control number
defining for deleted item record
information 157
Library identifier field 166
Library of Congress web site
linking to from record 41, 66
Link
authority record to bib record 57
authority type
action 54
changing for tag 53
choosing default 20
defined 21,50
automatic 19
bib-to-bib
choosing import source for 25
breaking
between authorities and bibs 60
between bibs 107
creating using Browse Link 51,103,131
finding with Browse Link 103
to Internet 54
to Library of Congress web site 41, 66
to multimedia file 55
troubleshooting 61
Link button 57
Link command
using to link bib records 104
Link From bib
defined 99, 280
Link On Match link type 22,51
Link Records window 58, 104

Link tag
adding
to bib record 50
without linking 106
defined 99, 280
deleting 107
editing 107
for a multimedia file 55
for the Internet 54
reciprocal
defined 99, 281
troubleshooting 61
using to link bib records 101
Link To bib record
defined 99,280
Linked-field data
changing display color and font 30
Linked record
authority
creating automatically 19
opening from another authority 117
opening from bib 117
bib
creating automatically 19
creating by copying 101
creating with import source 103
creating with Link command 104
creating with link tag 101
defined 99
deleting 108
editing 107
effect on searching 99
example 100
opening authority record 117
opening from another bib 106
overview 99
breaking links
between authorities and bibs 60
between bibs 107
MARC
creating automatically 19
to multimedia file 55
to the Internet 54
troubleshooting 61
Linking field
defined 42
Linking group 21
Linking subfield
defined 66
editing 65
ending punctuation
ignoring 63
preserving 63
Linking tag
(see Link tag) 50
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opening 136
printing 143
selection
adding items 232
changing status 96
creating 95
deleting 88
editing 95
overview 88
reviewing 96
searching for 96
setting up HOrizon to use 89
List Error Log window 249
List Item Activity window 170
Local authority subfield
preserving information 63
Local tag
defined 280
Log
error
deleting entries 255
for imported records 248
Log to manual review field 242-243

M

MARC
defined 280
editing
overview 40
MARC Editor
automating linking 24
changing
default view of records 14
display colors and fonts for records 30
display font 28
workspace background 27
choosing
field options 30
spacing options 33
customizing 12
delimiters 36
keyboard shortcuts 35
MARC records 14
overview 12
tag sort order 79
MARC field
overview 41
types 41
MARC Import Status window 244
MARC Map field
in Transfer Request Queue Bib Display 110
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MARC record

adding

non-linking tag 49

subfields 48, 62

tags 48
authority-controlled field 42
changing

display colors and fonts 30

display font 28

font size temporarily 29
checking spelling 75
choosing batch

for exporting 257

for printing 257
closing 79
column width

changing 33
combined view 17
components

changing space between 33
controlling sort order 68
converting to non-MARC 270
creating from workform 45
default colors 31
default view

changing 14
defined 5,40
designating ownership 232
display

and codepages 75
editing

components 65

header 64

overview 63-64

selecting information 65

subfield conventions 65

to control sort order 68
error message example 44
expanded view 15
exporting

batch 257

open records 256
field types 41
fixed field

defined 41
header

editing 64
import error

resolving 250
importing

bib and authority 240

overview 235
indicator

overview 42
label width

changing 33
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labeled vertical view 17
labeled view 16
linking automatically 19
linking field

defined 42
mouse pointers 47
moving tags 67
navigating in 47

nonauthority-controlled field 42

nonlinking field

defined 42
opening 45
ownership

defined 229
printing

basics 80

batches 257
reformatting 78
replacing during import 238
saving 79
sort order

controlling 68
spacing options 33
spell check 75
subfield

adding 62

cut and paste conventions 65

overview 43
variable field
overview 41
vertical view 16
view
combined 17
expanded 15
labeled 16
labeled vertical 17
regular 15
vertical 16
MARC tag
(see Tag) 41
MARC workform
authority
creating from scratch 219
bib
creating from scratch 217
copying 225
creating
by copying existing 225
from scratch 217
deleting 228
editing 226
example 215
opening 226
overview 215
renaming 227

Match point

defined 280

specifying at import 237
Media display

defined 280
Menu bar

shortcuts on 4

using to activate an open process 3

Menu options
Send to 164
Merge
authority records 122
bib records 97
defined 280
hold requests 110
Merge From Bib# field 110
Merge profile
and authority merge 122
choosing 26
Merge Profile field
in Auth Merge window 122
in Bib Merge window 98
Merge To Bib# field 111
Mouse

pointer types used in MARC records 47

using to start a process 3

Multi-Format Import window 241, 247

Multimedia file
linking to using 958 tag 55
Multiple/Multiple field 59

N

Navigation bar
Cataloging folder 6

choosing which folders open automatically 5

customizing 5

defined 280

using to start a process 3
Never Link link type 22,51
New Additions process 123, 246
New Auth Staff Only field 244
New Auth Status field 244
New authority table 123
New Bib Staff Only field 244
New Bib Status field 243
New user information 1
Non-linking tag

adding to record 49
Non-MARC record

adding information 266

converting to MARC 270

deleting information 266

editing

fields 266
overview 265
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Non-MARC workform
authority
required 216
copying 225
creating
by copying existing 225
from scratch 221
deleting 228
dynamic
creating 221
defined 221, 265
editing 226
example 216
opening 226,265
overview 216
renaming 227
static
creating 221
defined 221, 265
Non-system-generated authority record
defined 258
Nonauthority-controlled field
adding
to dynamic record 268
defined 266,281
deleting from dynamic record 270
editing 266
linking
defined 42
non-MARC record
adding information 266
editing 266
nonlinking
defined 42
Nonfiling indicator
and sort order 68
defined 281
overview 42
Nonlinking field
defined 42,66
editing 65
Nonsorting delimiter
and sort order 68
changing 36
defined 36
Number range
using to export or print authority records 258

(0

olga table 191

Order by field 261

Order field 224

Output File Setting field 166
Output format field 166
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Overlay
defined 281
effects at import 240
importing without 247
options
defined 236
during record import 238
validating use codes 238
Overlay Auths field 242
Overlay Bibs field 242,248
Overlay if auth Use Code Invalidated field 243
Overlay if new auth Use Code validated field 242
Overlay Items field 243, 248
Owned by field
in Control Record for Bib window 232
in Edit Workforms window 224
Owned By field
in Control Record for Workform window 94,
219,221
Owner
default
defined 236
specifying at import 237
defined 281
Owner field 244
Ownership
MARC record 232
defined 229
workform
defined 215
MARC authority 219
MARC bib 217
selection 94

P

PAC (Public Access Catalog)
defined 281
PAC flavor
adding Selection List search 89
choosing for Browse Link 24
Part-Line delimiter
defined 37
Passkey
privilege
for Cataloging 8
Pointer
types used in MARC records 47
Prefix
changing at import 237
Prefix label
defined 281
Prefix Label field 150-151
Prefix processing
defined 237
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Preliminary list status 93
Preview button 98,123
Price field 146
Printing
authority records
batch 257
criteria for choosing 258
bib records
batch 257
using SQL to choose 257
card labels 154
cataloging labels 154
item list 143
MARC record
basics 80
spine labels 154
Privilege
defined 281
passkey
for Cataloging 8
role
for Cataloging 9
Process
activating 2
Item Activity
and Item Group Editor groups 176
exporting data 178
overview 169
report 178
statistical summary 177
using a group 173
Processes
in Cataloging 6
Profile
import source
overview 236
merge
choosing 26
Profile tab
Customize Editor 25
defined 13
in Customize Editor 24-25
Punctuation
ending
ignoring in linking subfields 63
preserving in linking subfields 63
Purchase order line item
relinking 186

Q

Quick Search
using to find bib record 83
using to open item record 139

R

Read-only field
changing display color and font 30
Reciprocal link tag
defined 99, 281
Record
activating error checking 22
adding components 48
authority
(see Authority record) 113
batch
choosing for exporting 257
choosing for printing 257
bib
(see Bib record) 81
combined authority
creating 128
editing 131
control
editing 231
opening 230
overview 229
copy
(see Copy record) 181
dying
defined 279
dynamic (non-MARC)
adding fields 268
deleting fields 270
error
copying into Notepad 250
reading 250
exporting
batch 257
open 256
fatal subfield status 44
fatal tag status 44
finding
authority with staff searching 118
bib with Bib Quick Search 83
bib with expert search 85
bib with single search parameter 84
bib with staff searching 83
bib with Z39.50 87
item with Bib Quick Search 139
importing 240
linking
automatically 19
effect on searching bibs 99
making unavailable for public search 232
MARC
(see MARC record) 81
merging
authorities 122
bibs 97
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adding information 266
converting to MARC 270
deleting fields 266
editing fields 266
editing overview 265
types of fields 266
printing
batch 257
specifying for staff use 232
surviving
defined 282
transferring
between databases and servers 263
Record delimiter import error 251
Record field 250
Record length import error 251
Record ownership
defined 229
MARC record
designating 232
workform
defined 215
MARC authority 219
MARC bib 217
selection 94
Record Status button 94
Record status import error 251
Redo button 64,78
Reference
“See Also”
creating 124
defined 282
overview 124

“See”
overview 126
” See Also”
deleting 127
” See”

creating 127
deleting 127
"See”
defined 281
Reformat Record button 79
Regular view
MARC record 15
Repeatability and Validity
overview 43
Repeatable subfield
defined 281
Repeatable tag
defined 281
Report and Purge Discarded Items
overview 167
Request
(see Hold request) 109
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setting up transfer 109
Requested item
relinking record 186
Role
privileges
for Cataloging 9

S

Save and Merge Authorities option
defined 80
Save Deletions to Discard Table field 166
Save only option
for authority records
defined 80
Search
effected by linked bibs 99
for authority record
using authority number 117
using staff searching 118
for bib record
using Bib Quick Search 83
using expert search 85
using single search parameter 84
using staff searching 83
using Z39.50 87
for item record
using Bib Quick Search 139
using Item Barcode Lookup 138
using staff searching 140
for selection list 96
for uniform title
allowing 129
remote database using Z39.50 87
Selection List
adding to PAC flavor 89
using authority number 117
using bib number 83
739.50 87
Search field 91
Search for field 172
Search index
for uniform titles 129
Searching
ignoring articles 53
Security
in Cataloging 7
Security group
defined 281
See Also” reference
creating 124
defined 282
deleting 127
example 125
overview 124
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See” reference
creating 127
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deleting 127
overview 126
Select Authorities for Batch Export window 260
Select based on Generate type field 261
Select Bibs for Batch Export window 257,259
Select field 260
Selection field
in Control Record for Workform window 94,
219
in Edit Selection window 93
in Edit Workforms window 224
in Multi-Format Import window 244
Selection list
adding items 232
creating 95
deleting 88
editing 95
overview 88
reviewing 96
searching for 96
setting up Horizon to use 89
status
changing 96
list 93
workform 94
Selection list code
creating 92
deleting 95-96
updating
with Table Editor 92
Selection List search
adding to PAC flavor 89
Send to button 85
Send to menu option 164
Serial Volume No. field 146
Serials
copy record
priority 179
summary of holdings 191
Serials Location field 180
Serials Media Type field 180, 193
Server
transferring records to database 263
Shortcut
keyboard
customizing 35
Shortcut field 36
Shortcut key
customizing 4
lead-in 4
using to start a process 4
Show/Hide Errors button 23
Single/Multiple field 59,105

Size field 29
Sort order
controlling in MARC records 68
Sorting-only delimiter
and sort order 68
changing 36
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Source
import
choosing for bib-to-bib linking 25
Source field 146
Space
between MARC record components
changing 33
Spacing tab
Customize Editor 33
defined 13
Special character
list of ALA hex sets 272
Spell check
MARC record 75
Spell Check button 76
Spell Checking window 76
Spine label
editing 154
exporting 154
printing 154
SQL statement
example 276
guidelines 258
tables and columns 275
using to choose bib records
to export 257
to print 257
SQL statement group 260
Staff searching
using to find authority records 46
Staff only
defined 282
prerequisites 233
records 232
specifying at import 236
Staff Only Copy field 181
Staff Only field
Edit Items for Bib window 146
in Control Record for Auth window 233
in Control Record for Workform window 95,
219,221
Staff only? field 223
Staff searching
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finding
authority record 45,118
bib record 45, 83
copy record 183
item record 140
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Start process at field 244
Start process on (Date) field 244
Startup settings
customizing 5
Static workform (non-MARC)
creating 221
defined 221
opening 265
Statistics
viewing in-house use of item 142
Status
authority record
defaults 231
bib record
defaults 231
changing
MARC record 231
selection list 96
default
and fast-added records 231
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selection list
choosing 93
specifying at import 236
Status field
in Control Record for Bib window 232
in Control Record for Workform window 218,
220
in Edit Selection window 93
Structured Query Language statement
(see SQL statement) 257
Subfield
adding to MARC record 48, 62
authority-controlled
editing 43
cut and paste conventions 65
example 43
fatal status 44
linking
editing in a MARC record 65
local authority
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overview 43
repeatable
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