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TECHNICAL SERVICES MEETING MINUTES 
OCTOBER 23, 2014 

 
Vidya Manohar, Cataloging Supervisor at MCL, distributed a list of information to include when requesting 
catalog records.  It is important to include subject headings for self-published items.  Vidya emphasized that 
she is available to answer questions and can be contacted at 973-285-6955 or VManohar@co.morris.nj.us . 
 
Magazine bib records for 2015 are expected to be added in early November.  If you linked items to the 
monthly records in 2014, MCL Cataloging will automatically create the monthly records for your library.  
Otherwise, you will have to request that  records be created for your library.  Additionally, some libraries have 
moved from using monthly records to a single record for the entire year.  Please notify Vidya if you would like 
to change the configuration used by your library.  
 
Bill Harrison shared several tips on linking, cataloging and Dewey assignments: 

 If you come across a bib record for a hardcover edition that includes ISBN numbers for some other 
edition as well (paperback, audiobook, large type), notify MCL Cataloging so it can be corrected.  Do 
not link the incorrect edition to the bib record. 

 Advice on creating short consistent Dewey call numbers can be found in this tech tip Creating Dewey 
Numbers . 

 Since consistency within your collection is key, Parsippany created their own charts as a guide to 
determining call numbers.  Although they may sometimes deviate from the Dewey definitions, they 
help keep materials together in a consistent manner. Bill can share their lists with anyone who is 
interested.  Another suggestion is to mark your Dewey Classification books with your preferred 
selections. 

 There are categories where you may want to consider using double cutters to bring materials together 
on the shelf.  When using a double cutter you would put the “uniting factor” in the Cutter field and the 
author in the Suffix field.  For example, to have all Aladdin items gathered together in fairy tales put 
ALA in the cutter field of each and then the author name in the suffix field as shown here. 
 

 
 

mailto:VManohar@co.morris.nj.us
http://staff.mainlib.org/files/ils-support/polaris-tech-tips/tt-creating-dewey-numbers.pdf
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Donna Nafie went over the process of having Lost items deleted: 
 

 Lost items are not automatically deleted from the catalog.  In order to have them removed, you need 
to create a Record Set and open a ticket to request their deletion.  The Tech Tip How to Create a 
Record Set for Old Lost Items walks you through this process.   

 Deleting the item does not remove the charge from the patron record; however, if the item is 
subsequently returned and scanned in, it will show as not in system.  Therefore, it is recommended 
that you add the item barcode number or title to the Free Text Block field on the Patron Status Record 
so that you can easily find the patron record.  The Free Text Block is a searchable field. 

 It is the choice of the individual libraries which items they choose to have deleted.  It is recommended 
that you go through your Lost items, one-by-one, to determine what should be deleted once every six 
months.  You can use the Last Borrower field in the item record to open the patron status record and 
determine if the item has been paid for or is still outstanding on their account. 

 Some thoughts on establishing your deletion parameters: 
 

o It makes sense to delete items that have been paid for and are past any refundable time 
period you have established.   

o You may choose to delete Lost items that have not been paid for after a certain period of time, 
for example, 1 or 2 years.   

o Some libraries have reported success in receiving payment and returned items by sending a 
letter to patrons, often 6-12 months after the bill is sent. You may choose to delete the item at 
some time after a letter is sent. 

o You may choose to not delete any Lost items but they will continue to count in your collection.  
MAIN now has over 16,000 Lost items. 

o Items that went into a Lost status before Polaris are not “connected” to the patron record.  
Any paper record you may have kept is the only way to identify the patron.  If you do not have 
a paper trail, it may make sense to have the items deleted.  If you do have a paper record, you 
may want to consider entering the barcode in the Free Text Block as mentioned above. 

 
Marcia reviewed methods for identifying incorrect barcodes, detailed in several Tech Tips that can be found 
on the MAIN Staff Website.  It is important to do these checks on a regular basis since new mistakes are always 
being made.  Marcia suggested putting a Word document on your computer that contains the various search 
strings to make the checking process easier. 
 
Marcia emphasized that it is critical that the volume field only be completed with information as outlined in 
our established standards.  Strict adherence is necessary for the hold system to work properly.   
 

 You can refer to the Volume ID standards document, the Magazine Holdings Standard, and the DVD 
Volume standard established last year.   

 Every different variation in the volume field of a bib record causes the Hold system to create a queue 
for that volume name; therefore, holds are not filled as efficiently as they may be if all libraries were 
following the standard.   

 Also, it is important that the volume field be accurately filled in when items are on-order linked. You 
must put in the correct number of discs in the order record, using the DISC 1-X terms. 

 In the rare situation where an Audiobook is split into two parts, it was recommended that the Volume 
field should be specified as DISC 1-x and DISC y-z, much like the DVD standard.  Otherwise, NO volume 
information should be entered on audiobook items.   
 

 
 

http://staff.mainlib.org/files/ils-support/polaris-tech-tips/tt-record-set-lost-items.pdf
http://staff.mainlib.org/files/ils-support/polaris-tech-tips/tt-record-set-lost-items.pdf
http://staff.mainlib.org/polaris-tech-tips/
http://staff.mainlib.org/files/ils-support/polaris-tech-tips/tt-volume-id-standards.pdf
file:///C:/Users/Staff/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.IE5/MRWUB002/Magazine%20Holdings%20Standards%20for%20the%20Polaris%20Catalog
http://staff.mainlib.org/files/ils-support/polaris-tech-tips/tt-polaris-volume-field-for-dvds.pdf
http://staff.mainlib.org/files/ils-support/polaris-tech-tips/tt-polaris-volume-field-for-dvds.pdf
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Miscellaneous: 
 

 The In-Repair Circulation Status was recently changed to prevent new holds being placed, however 
the item will continue to be displayed in the PAC.  The Circulation Status of Unavailable prevents new 
holds and does not display in the PAC.  There may be holds on items with a status of In-Repair and 
Unavailable that will not be filled.  To easily identify these, you can search for items based on 
Circulation Status, create a record set of those items and then convert that to a Bib Record Set.  You 
can then scan the titles with holds to determine if the holds are “unfillable”.  A Tech Tip is being 
developed for this procedure. 

 The item history information is retained in Polaris for 365 days.  A job is run each night to clear earlier 
history records.  In the event you need earlier information it may be obtained by opening a ticket for 
an SQL search to be performed. 

 Be careful to enter Dewey numbers correctly in the call number class field by not including the Dewey 
Edition information (e.g. 22 or 23) or demarcation characters , such as “/” and using sensible, 
consistent cutoff practices. 

 The group agreed that a shelf location of “NEW” would be a helpful addition to allow for a new section 
designation within any collection. 

 FAST subject headings are in Bib records when available.  It stands for Faceted Application of 
Subject Terminology and was developed to meet the perceived need for a general-use subject 
terminology scheme which is simple to learn and apply, faceted-navigation-friendly, and 
modern in its design.  The field is indexed and so is searchable. 
 

 
Submitted by 
Donna Nafie 
 
 

 


