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Margie Fiels

Head, Access Services

Fiels@bc.edu
Questions related to policy, general implementation or use of the system by staff

Kathy Williams

Manager, Circulation Services

Williakj@bc.edu
Questions related to policy or general implementation
Beth McAleer

Manager, Reserve Services

Mcaleerb@bc.edu
Questions related to day to day operations, use of the system by staff, procedures

Kevin Kidd

Systems Librarian

Kiddk@bc.edu
Questions related to the system implementation, design and software

BOSTON COLLEGE LIBRARIES

COURSE READING PROCESSING

Beth McAleer

Manager, Reserve Services

There are three steps to placing a book, article or other item on Reserve:


Creating the course


Adding the item to the course 


Changing the item information to reflect the new Reserve status.
How to Create a Course

Click to choose the function: Courses (add/modify).

Click the BROWSE button, and search for the course using a variety of search methods (always search before you add!)
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If not found, click the ADD button.  Fill in the required information using the format of the Add/Update Course screen print below.   Enter the Professor's name: Last Name, First Name, Middle Initial.  Fill in all other required fields.  Click SEND button then CLOSE button.

Tips

· If a similar course is found, you may select that course and choose ADD LIKE to avoid repetitive data entry.

· Since we share a database, it is important for all of us to enter data consistently so that the indexes will appear in order and can be easily searched by patrons. 

· The system requires that each course number be unique.  

· There cannot be any spaces in the course number.  Spaces result in system and searching errors.

How To Add a Library Book to a Reserve Course:

Click BROWSE button and search for desired course.

Click box next to desired course to select the course.

Click DOCS Button.

Click ADD Button to open Select New Document to Add to Course screen.

Under Library Name, choose BCL01.
Scan Barcode.

Click SEND Button.

Click ADD Button on Full View of Record screen.

Add Document to Course Reserve, OPAC Optional Note screen will appear.

Tips for using optional note fields:

· Note fields are optional and do not have to be used. Click on SEND to proceed without adding a note.

· Use the note fields when you add unfilled requests to the list; write "ON ORDER," "RECALLED," "AT BINDERY," or other appropriate note.
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Note fields display in the public catalog.  There are currently no staff-only notes; make all notes clear and do not use for confidential notes.  

· Note fields may be used to list assigned pages or titles of required articles in anthologies so that they may be easily located.  

Click SEND Button.

Click OK Button.

Click CLOSE Button (Important!)

Title should display on list.

If title does not display, right-click the mouse and select Reload Frame.

To Change Item Information to Reflect New Status

Click box to left of desired document to select document. 

Click ITEMS button.

Click Temporarily Modify Item Status/Location for Course Reserve


From pull-down menus in windows, choose appropriate Reserve Library, New Status, and Reserve Collection.

Type alternate Call number if your library uses them for reserve books. 
Scan barcode.

There will be a message, "Temporary Course Reserve Item Modification Succeeded." 

Click OK button.

Click BACK button.

Check Status of item.

Click CLOSE button.

How To Add a File Folder or Personal Copy to a Reserve Course List:

Before cataloging any books, search for them in Quest.  

If the library owns the books, copy the record.  The library record will be the model.

Before cataloging any articles, search for the author's name in Quest.  If the articles are book chapters, copy the book record if available.  If the article is from another source, or if the record is not found, search for the author's name and copy the author's name from the 100 field and copy it exactly.  Repeat for second author.

Click BROWSE button and search for desired course.

Click box to left of desired course to select the course.

Click DOCS Button.

Click CATALOG Button.  Type required information in appropriate windows : 


Author:

For author's name, enter last name, comma, first name.  

Copy the information from the authority record if available (100 field of a MARC record).

If author's name cannot be verified in Quest, copy the author's name as completely and accurately as possible from the article.

Examples:
Mills, C. Wright (Charles Wright), 1916-1962.


Thomas, Aquinas, Saint, 1225?-1274.


Vega, Lope de, 1562-1635.


Tocqueville, Alexis de, 1805-1859.

Title:


Omit articles at the beginning of a title.  Use lower case except for proper names and the first word of the title.  

Examples:
Sociological imagination


Silenced dialogue : power and pedagogy in educating other people's children


Liaisons dangereuses

Source:



Type the exact title of the book or journal that is the source of the article.  Omit articles at the beginning of a title.  Type complete name; do not abbreviate.  

Note: 
This field is searchable in the Reserve OPAC by title.

Follow the format of the following examples:

Examples:
Horizon Vol. 17, no. 98 (Feb. 1948), p. 78-159


Sociological imagination, p. 3-24


New Yorker Vol. 76, no. 2 (Sept. 18, 2000), p. 40-43


ANS, Advances in nursing science Vol. 23, no. 1 (Sept. 2000), p. 1-11

Location (Call no.):


Branch libraries may use local call numbers if desired.

Books:
O'Neill Reserve Services shelves books by Library of Congress Call number.  

Personal books:
O'Neill Reserve staff use the LC number for personal books.   


The call number is obtained by searching Quest, OCLC, or from the verso page of the book.

Coursepacks:
Coursepack[Course number], 


Example: CoursepackTH161  (no space, no section number)

File folders:
File[Course Number]


Example: CoursepackSC001  (no space, no section number)

Click SEND button.

Click Close Button.
Select document.

Click ADD ITEM button. 

Type call number in location field.

Scan barcode.

Click Send button.

Click CLOSE button.

How To Add an ONLINE Resource to a Reserve Course List:

Click BROWSE button and search for desired course.

Click box to left of desired course to select the course.

Click DOCS Button.

Click CATALOG Button.  Type required information in appropriate windows.  Follow the procedures "How To Add a File Folder or Personal Copies to a Reserve Course List," using the same rules and formats for the Author, Title, and Source fields.

Type the URL in the 856 field.  For electronic journal, copy and paste the URL of the journal in the 856 field.

For Scanned PDF files that have been saved on Merlin, use the following format:

Example:

http://merlin.bc.edu/samples/bcler/ec365/schn/ec36509.pdf

[course] [Prof] [document ]

In the Note 1 Field, type: 
Computer file [file size] e.g., PDF file 738KB, requires Adobe Acrobat Reader

In the Note 2 Field, type:
Paper copy on file at O'Neill Reserve Desk

Click SEND button.

Click Close Button.

Select document

Click ADD ITEM
From the Reserve Library menu, choose Internet Resources

From the Item Status menu choose Internet

Under Location, type the URL

For Barcode, use the following format: bcloreec36509 (boston college libraries online reserves and ec36509 is the course number and section)

Next, you may add a second item to the same record for a paper copy on file.  

The first item should be the electronic resource.

How to Remove a Library Book From Reserve 

In the Circulation Module:

Choose Items Menu.

Choose Restore Item Information.
From the Windows, Choose the appropriate Sub-library, Item Status and collection.
Click the OK button.

Scan book barcode.

The old and new status of the item will display.

If you receive the message, "Unable to Find Restore information for this Item," use the Items Module to change the item status.  This system message will occur when removing items that were on reserve prior to the system conversion in June 2000.
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