AspenCat - Fast Adds for ILL and Circulation

When working the circulation desk, you may be required to create a “Fast Add” record for items
have come in from non-AspenCat libraries to fulfill an Interlibrary Loan (ILL) or that are not
cataloged in the AspenCat database. Fast Add records allow you to save basic information about
an item and circulate it through Koha. Because Fast Add records are temporary and used for
immediate circulation, they will need to be deleted or updated, based on the reason they were
added to the system. Follow these instructions to create Fast Add records and update or delete
them, as dictated.

e You will need Cataloging authorization to create a new “Fast Add” record.
¢ You will not need to create a record for items received through Union Catalog Holds

Creating a Fast Add record at check out

If you are at the circulation desk, and someone brings you an item that either does not have a
barcode, or item cannot be found when you scan the barcode, you can quickly make a Fast Add
record and check out the item. If your library does not make a Fast Add record for ILL when item is
received, you can make the Fast Add record when checking out the ILL to your patron. The process
will be the same whether it is your own uncataloged item to be added to the AspenCat database, or
an ILL item.

1.  Search for the patron in the system
2. From the “Checkout” page on the patron record enter the barcode in the checkout field -

The following screen will appear.

| E Edit (w= Change Password ‘ |£‘ Print = | | More ~ |

The barcode was not found

I Fast Bib Add I
o~ A
Checking out to Jo Hunter (09999998888835) Search To Hold

Enter item barcode Attention:
Check Out ‘ Fines: Patron has Outstanding fines of $10.00;

3. Click on Fast Bib Add
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4. Add at least the title and item type. Do not add ISBN as we do not want other libraries to

attach holdings to this bib record.

Add Brief Record For Barcode 3777bccheckout

Title: | Enter title of item|
Author:

MNotes:
ISBN:
Place:
Publisher:
Date:

[tem Details

Barcode:
Collection Code:
Home Location:

Holding Location:

3777hccheckout

CLIC Library (C000)
CLiC Library (C000)

Shelving Location: v

Call Number:

[tem Type: | Book W

( Confirm Add Eancel
Click on Com

5.
6. When you click on “Confirm Add”, the item will automatically be checked out to patron.
7. When item is checked in, there will be a red alert in the notes field.

Checked-In items

Due Date Title Author Barcode Type Patron Note

Enter fitle of Hunter, Jo ROUTE TO CATALOGUING - FASTADD

03/08/2016 _F 3777bccheckout | BOOK LIBSTAFF RECORD

8. When the item is returned, you will need to either update or delete the Fast Add record

associated with the item. Follow the instructions titled “When a Fast Add Item is Returned”

at the end of this guide.
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Creating a Fast Add record in the Cataloging module

Some libraries will create a fast add record through the cataloging module. They might want to do
this for an on-order record (which does not yet have a complete bib record available) so patrons
will have the ability to place a hold. Their ILL procedure for their library creates a bib and item
record when the library receives the item.

1. There are several ways you can start the process of adding a new Fast Add record. If you
are searching the catalog, use the “New > New Record” option at the top of each full
bibliographic record.

Home > Catalog » Details for Do whales have belly buttons?

[ New~ || @Eat~ |[ @save - |[ iy AddtoList |[ & Print || 22 Prace Hola | | Piace Request
Normal NewRecorcD N
QU semsianro o e Qe

New ltem Y
MARC New Summary 2lly « ISBN: 0439085713 DO WHALES HAVE

|  New Subscription  Subjects: BELLY BUTTONS?
Labeled MARC : o Whales - Juvenile literature - S - -
By Berger. Melvin. ) A

Miscellanea

2. You can also start a new record by clicking on the “Add MARC Record” link under
Cataloging on the main Staff menu.

Circulation  Patrons  Search  More ¥ Akron Public Library (C824) | akrcm (Log Out) | Koha Manual | [?]

Circulation Cataloging

o Chick ot +(Add MARC Record
£ . « Authorities

e Checkin

o Transfers Reports

Patrons Tools

« Search: About Koha

Search

» Search catalog:

Lists

3. When the “Add MARC Record” page is displayed, select “Fast Add for ILL and Circulation”
from the “Change framework” drop-down list.

Add MARC Record
1 [ Save ‘ ’ Q_ 739.50 Search dCrhange framework’) Default ¥
Default
0 1 2 3 4 5 Books, Booklets, Workbooks
Audio Cassettes, CDs
000 -LEADER AHitS —
{Fast Add For ILL and Circulation S
E”d’clb ‘.
001 - CONTROL NUMBER - Models
003 - CONTROL NUMBER IDENTIFIER — CD-ROMs, DVD-ROMs, General Online Resources
DVDs, VHS
Serials
[ATALY NATE AND TIME AE | ATECQT TRAMSACTION

4. The number of fields available when using the Fast Add framework is limited. The 000
(Leader), 008 (Fixed Field), and the 245 (Title Statement) are the only required fields.
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5. Tofill in the 000 and 008 information, click in the box for each of the fields and they will be
automatically completed for you.

0
Click in the boxes and they will be

— LEADER filled out automatically.

nama22 7a4500 B

- FIXED-LENGTH DATA ELEMENTS—-GENERAL INFORMATION
091130t xxulll[l [Ill 00| 0 eng d s

6. For other fields, you will need to click on the name of the field which will display a box for
you to type in the appropriate information.

020 - INTERNATIONAL STANDARD BOOK | Click on the Field Name to enter your

082 CALL NUMBER information.

a4 lassincation Type information in accompanying box. + -
numaoer

100 - MAIN ENTRY—-PERSONAL NAME —

7. Once you have completed all of the fields you wish, click on the “Save button at the top of
the record.

Add MARC Record

( = SGVSJ)‘ Q, 239.50 Search ‘Change framework: Fast Add For ILL and Circulation v

0

8. As soon as you save the record, the Add Item screen will be displayed.

e ForanlILL item: a library will typically add their own barcode to the item in the
“barcode” field in the item record. Enter some text in the non-public note field
that will alert circulation staff that the record should be deleted by cataloging
staff when the item is returned. An item type of ILL should be selected and a
replacement price of some sort should be entered.

e For an uncataloged item owned by the library: Add a barcode to the item and
enter that number in the “barcode” field in the item record. Enter some text in the
public note field that alerts circulation staff that the item should be returned to
cataloging staff so that the record will be updated when the item is returned. The
item should be given its corresponding item type and a replacement price should
be entered.
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Add ltem

JSE000012345T

| p - Piece designation [barcode)
- Withdrawn status

EOBa s RN B G k3 e

oW

= T @ = m®m Ao o

= m o g g 3 3 — = =

v

W -

- Lost status.

- Source of classification or shelving scheme

- Materials specified [bound volume or other part)

- Damaged status

- Use restrictions

- Mot for loan

- Koha collection

- Cataloging Status

- Lecation (home branch)

- Sublocation or collection (holding branch)

- Shelving location
- Date acquired

- Source of acquisition

- Coded location qualifier

- Cost, normal purchase price

- Serial Enumeration / chronclogy

- Supressed

- Shelving control number

- Other item status

- Koha renewals
- Keha reserves (requests)
- Keha full eall number
- Koha out on loan
- Koha date last seen

- Koha date |ast borrowed

- Copy number

- Koha issues (times borrowed)

b

W
Dewsy Decimal Classification

CLiC Library (C000)
CLiC Library (C000)

T o Re T e

- Cost, replacement price *

(25,00

Fice I'VE Trom

Kl Ll PO, PRRTY

¥

P Py

- Koha item type *

Interfibrany Losn W

7 - Public I'IDLE'

Send to catsloging to delete when item is returnedl

::I::I & Duplicate

Add Multiple Copies |

9. Once you have completed all of the fields you wish, click the “Add Item” button at the
bottom of the page.
10. The item is now ready to circulate.

When a Fast Add item is returned.

1. If the item was an interlibrary loan:

a. Delete the item. Instructions for Deleting an Item.

b. Delete the bibliographic record. Instructions for Deleting a Bibliographic Record.
2. If the Fast Add record was created to circulate an uncataloged item:

a. Check AspenCat to see if a full bibliographic record already exists.
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If found, merge the Fast Add record into the full record. Instructions for

Merge Bibliographic Records.

If not found, with the Fast Add record displayed, overlay the record using the
7Z39.50 search. Instructions for Overlaying a bibliographic record using
Z39.50
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https://www.dropbox.com/s/0wzyrgv5nsib7j6/DeletingAnItem.docx?dl=0
https://www.dropbox.com/s/cd57qsqgrm6e0n9/DeletingABib.docx?dl=0
https://www.dropbox.com/s/ucl7t89r5fk0y0j/Merge%20bibliographic%20records.pdf?dl=0
https://www.dropbox.com/s/ucl7t89r5fk0y0j/Merge%20bibliographic%20records.pdf?dl=0
https://www.clicweb.org/wp-content/uploads/2017/03/AddingABib_z3950.pdf
https://www.clicweb.org/wp-content/uploads/2017/03/AddingABib_z3950.pdf

b. If a record cannot be found already in AspenCat or through Z39.50; you can create
an original record.
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