Adding Equipment

Equipment can be barcoded and checked out to borrowers for tracking purposes.
Equipment must be given a barcode, item type and collection code.

Adding equipment is a two-step process. The first step will be to create a unique bib
record. The second is to attach an item record to that bib record. Your security level
must be high enough that you are capable of adding bib records.

To add an equipment bib record:

1. Under the Cataloging, Bibliographic Record, open “Create New Bib”. The Bib
Workforms window appears:

Code Lookup: Bib Workforms x|

Workforrn  Description
BK Book i'
CDmusic husical Sound Recording - CD
CDnomus Monmusical Sound Recording - CD
CF Computer Files / Electronic resources
Cmusic husical Sound Recording - Cassette
CNonmus Nonmusical Sound Recording -

EQUIP Equipment
MP hap

Ad

Workform |EQU|P Total: 13
| oK | Cancel | Add | i |

2. Highlight EQUIPMENT in the window and click [OK]. The following window
will appear:

Cataloging Complete Created 09/09/04  Updated

Title | Digital Carnera

L

Model  [sony]

Status Iterns | Page 1 of 1



3. In the title field, type a generic description of the item such as “digital camera”,
“VCR” or other types of equipment.

4. In the model field, type the specific model information about the item.

5. Click [Save]. Do not close this window at this time; continue with adding the
item record.

To add the item record to the bib record:

1. Before closing the above window, click the [Items] button at the bottom of the

screen.
2. This takes you to the copy/item list. Click [New]. The following window
appears:
Item Barcode ,7
Title Digital Camera
Bib# 1133544 Iterm# Copy#
Created 08/09/2004 Updated Staff-Only |~
Owning Location [—
Circulating Location ’— Codes
callNo. |
Copy Statement |
serialvoumeNo. | Price |
Source I
Item Type Codes
Collection Codes
Item Note |
Itern Status [ll— On Sheif Codes
Status Updated Inventoried Fast-Add |~
Checkin Note |
Last Checkout No. of Checkouts
Due Time Out to Borrower No.
No. of Pieces No. of Renewals
No. of Phone Renewals No. of OPAC Renewals
Close | | | Page Down | Page 1 of 2

3. Fill in the blanks according to standard item entry.
4. Click [Save] and then [Close].

The item is now available for check out in Horizon.



