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Introduction to OPAC

The purpose of this workflow-based reference guide is to provide information
on the Online Public Access Catalog subsystem of the Virtua ILS - Integrated
Library System highlighting the diverse searching methods supported in the
module and providing instructions for locating records.

The Virtua client OPAC provides various types of searches, such as Browse,
Heading and Keyword for library staff. In addition, staff may choose to
search by common indexes, such as title, subject and author, while also
allowing for staff restricted searches not allowed in the OPAC available to the
patrons.

The client OPAC may be used as the starting point for many of the tasks that
you will perform in Virtua, including circulation control and cataloging.

Please contact VTLS Customer Support for more information or if you would
like to see an OPAC training video.
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Understanding Menu &Toolbars

OPAC Menu Options

W Virtua - Bellefonte - Phoenix

BE[X]

File Search Circulation Acquisions Cataloging Options Tools Window Help

MU £ %2 eGHE MBE

Default connection: Phoenix - staff Current connection: Phoenix - staff

OPAC Menu & Toolbar

Menu Bar Icon | Function Keys | Function
Search Opens Search window
Search by State Search by record state
Author Author Search
Title F9 Title Search
Subject Subject Search
Call Number Call Number Search
Patron Name F8 Patron Name search (last name first)
Keyword F12 Keyword Search
ISSN Opens record in View Record window
LCCN LC Control Number Search
Patron Barcode F2 Patron Barcode Number Search
Item Barcode F3 Item/Barcode number search
ISSN Serials F10 Opens Serial Checkin window

Serial Abbreviation
Instructor
Course ID

Options

Change Location (@]
OPAC Display

=

Reserve search by instructor name

Reserve search by course number

Change Login Location

Displays or hides Blind References,
Authority Source, and Heading Type
Displays a list of connections for the
client

Refreshes the connection

Note: When used with the Alt key, underlined letters denote keyboard shortcuts
For example: Alt + s + a performs an author search.
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OPAC Options

Language and Directionality options can be set from the Options pull-

down menu.

Language

Select a language from the menu list; click on the Options menu, select the
Language option, and choose the appropriate language.

Any translated strings for that language will appear in the Client interface.
There are currently twelve complete translations for Virtua.

¥ Virtua - Bellefonte - Phoenix

BEX

7 @

Default connection: Phoenix - staff

OPAC Workflow-Based Reference Guide
*Updated to 16.1

File Search Circulation Acguisitons Cataloging Options  Tools

COPAC Display

Language

Font

Hyperlink Options. ..
Directionality

Change Location...

Circulation Options

Sort Patron Account by Location v English

Cataloging Options. ..
Label Editor...

Load Options...
Available Languages. ..

Toolbars

Window

Help

L=

4 Arabic
Azeri
Catalan

4 Chinese
Chinese Trad
Danish

3 Dutch

Finnish

French (Belgium)
French (France)
French (Switzerland)
German

Greek

Hebrew
Hindi
Icelandic
Indonesian
Inuktitut
Irish
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Directionality

Select directionality from the menu list; click on the Options menu, select
the Directionality option, and choose the appropriate directionality.

W/ Virtua - Bellefonte - Phoenix =JioJE3

File Search Circulaion Acquisitons Cataloging  Options Tools Window Help

21 . COPAC Display » t'ﬂ %3
Default connection: Phoenix - staff Language L
Font
Hyperlink Options...
Directionality + @ Left ToRight
Left To Right Soft
Right To Left

Change Locatian...

Circulation Options k
v Sort Patron Account by Location

Cataloging Options...

Label Editor...

Load Options...

Available Languages. ..

Toolbars »

Directionality Meaning

Left to Right All text, regardless of directionality, will left justify.

Left to Right Soft | Text that is left-justified text will display left
justified and right-justified text will display to the

right.
Right to Left All text, regardless of directionality, will right
justify.
OPAC Workflow-Based Reference Guide Last Revised: October 2017

*Updated to 16.1



Documentation and Help

Virtua Users Guides are available in searchable .pdf format from the Tools
menu; click on the Tools menu, then select Documentation Search
Engine.

W Virtua - Bellefonte - Phoenix M=%
File Search Circulation Acguisiions Cataloging Options Tools | Window Help
9{' . s @J QCLC Connexion
Default connection: Phoenix - staff Current connecti Notepad |
WordPad

0n Screen Keyboard
Documentation Search Engine

Note: While the Documentation Search Engine appears on your Tools menu
by default, it is functional only if the Virtua documentation has been installed
via the Documentation Installer. For details on the Documentation Search
Engine, see the section Viewing and Searching the Virtua Documentation in
the Virtua Client Getting Started Primer.

MARC 21, CATMARC, SWEMARC, and UNIMARC Format help is available
from the Help Menu; click on the Help menu and select the appropriate help
category.

"W Virtua - Bellefonte - Phoenix =)<
|

File Search Circulation Acquisiions Cataloging Options Tools Window  Help

-;.{ . Ii?: @J £ £ Q MARCZIA.LI'HW Help
MARC21 Bib Help

Default connection: Phoenix - staff Current connection: Phoenix - stafl MARC21 Holdings Help
MARC21 Community Info Help
Patron MARC Help

CATMARC Help
CATMARC Leader 08 Help
UMIMARC Bib Help
UNIMARC Auth Help

Permissions Help
About...
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Context sensitive help is available; from the window for which help is
needed, using the F1 key or right mouse click will bring forward more
information regarding that portion of the window.

' Virtua - Bellefonte - phoenix mEX]

File Search Circulation Acquisiions Cataloging Options Tools Window Help

281 @ What's This? g@w‘

Default {| File Edit Bookmark Options Help

|

Help lu:upiu:sl Back Prirt 44 B

Dizplayz the Sort Selection dialog box, from which vou can choose another way to 2ort the
information—for example alphabetically by author or call number—on the List of Titles window.

The Window menu tracks the order in which open Virtua windows were

accessed.
W Virtua - Bellefonte - phoenix Q@
File Search Circulation Acquisiions Cataloging Options Tools  Window Help
[ @=0 4% ecoB BB N ==
Close All Messages 3
Default connection: phoenix - staff TN Ca e Cascade Cataloging Windows 4
Tile Cataloging Windows
1 Search - phoenix
2 Browse - phoenix
3 List of Titles - phoenix
OPAC Workflow-Based Reference Guide Last Revised: October 2017

*Updated to 16.1



Connect to Virtua

Recommended
Workflow Explanation
The first step in using Virtua is configuring a connection
Open to your library; you may also configure connections to
Virtua other Z39.50 library databases.
Set Summary
etup .
Connection Start_ Virtua .
Configure a Connection
Connect to Virtua
y
Select
Database Key Terms
Attribute Configuration
Default Load Character Set
v Host Name
Login Port
Profile Name
Z39.50 Database
Z39.50 Protocol
Related Topics
Users
Permissions
Guest
OPAC Workflow-Based Reference Guide Last Revised: October 2017
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Start Virtua

10

To open the Virtua Client; either click the Virtua Client icon yor select
Start > Programs - VTLS ->Virtua. The Connect to Server window
appears displaying the databases available for connection.

¥ Connect to Server

Available servers:

Phoenix

venus3s

Setup Connect |

Cancel

Configure a Connection

To add databases to the connection list, click on the Setup button to

display the Server Setup window.

W Server Setup
Profile: Profile name: |New
Description: |
Database: |[pEFALLT
Record Characteristics
Preferred Record Syntax: |
Delete Default Load Character Set: |uTF-3 |
[~ Connect as a generic 239,50 Client (requires Guest login)
Address Attribute Configuration
Hostname: Search Type | Attribute | Name | Delete
TCP/IP Port:
9999 [~ UsessL
B New Attribute
i ﬂ ﬂ i ﬂ ﬂ (" Search Type: Attribute: Marme:
» [o [ [o [o [+ [+ [HENEEEL =
Automatic Login
{* Disabled ™ Username only
" Guest login ™ Username and Password
| Cancel | |

Click the New button to create a new connection. The word *New will

appear in the Profile box to the left.

OPAC Workflow-Based Reference Guide
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Select *New from the Profile list, then enter the Profile Name (New will
be put in by default, but you will want to change that to a more

appropriate name).

Enter the following information:

Description (the name that will appear in the Connection List box),

Host name or IP address of the database, and
Port number of the database.

Note: The Database textbox should either contain the word DEFAULT or

should be left blank to connect to Virtua databases.

W Server Setup
Profile: Profile name: |Phoenix
venus3a Description: |Phoenix
Database: |pEFALLT
Record Characteristics
Preferred Record Syntax: |
Mew Delete Default Load Character Set: |UT'=‘8 j
[~ Connect as a generic Z39. 50 Client {requires Guest login)

Address Attribute Configuration

Hostname: Search Type | Attribute | Name | Delete

|phoenix.\-'ﬂs.com

TCP/IP Port:

9998 I~ Use55L

Calor New Attribute

- ﬂ » s ﬂ ﬂ (" Search Type: Attribute: Mame:

» [o [o [o [o [o [« [UINNNEL =
Automatic Login

{» Disabled ™ Username only

™ Guestlogin ™ Username and Password

OK | Cancel | |

Optional Settings

You may select a color for the section of the menu bar in Virtua that displays

the database connection information.

W Virtua - Bellefonte - Phoenix

BEX

File Search Circulation Acguisiions Cataloging Options Tools  Window Help

@0

Current connection: Phoenix - staff

Default connection: Phoenix - staff

A4 oS H i E

OPAC Workflow-Based Reference Guide
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If a server returns records in a syntax other than MARC 21, Virtua uses the
syntax specified here. Currently, the Virtua client accepts records from a
server in MARC 21, CATMARC, and UNIMARC formats. In the Preferred
Record Syntax text box, type the Object Identifier (OID) for your preferred
record syntax.

This setting specifies the character set the server to which you are
connecting. If MARC21 is selected, records will be converted to UTF8 when
you download records from that server to your Virtua server.

In order for Virtua to search non-standard Z239.50 databases, you will
need to specify search types and use attributes in the Attribute
Configuration area. Configure a use attribute in the New Attribute
boxes and click the Add button. The attribute will appear in the Attribute
Configuration area.

Click OK to return to the Connect to Server window.
Note: If you click Apply, you will then need to click the Cancel button to

exit the Setup window. You should not lose the connection information if
you follow this workflow.

Select a Database

From the Connect to Server window click on the desired database (there
may only be one). It will be highlighted indicating that it is selected.

pr

¥ Connect to Server -‘

Available servers:

Phoenix
venus3s

Setup Connect | Cancel

Click on the Connect button to open a connection, the Virtua Access
window will appear.

Login

Guest Login

The Virtua Access window defaults to Guest. This profile allows users to
log in to the Virtua Client without authentication.

OPAC Workflow-Based Reference Guide Last Revised: October 2017
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Click OK to login as Guest.

[ o

o Virtua Access - Phoenix E]

(" System Login

Username: |

Password: |

QK Cancel

System Login

To login with a user ID and password, click in the User ID text box.
System Login will be enabled.

Type your Username and Password. Click OK to login.

-

W Virtua Access - Phoenix E]

" Guest
{* System Login

Isername: |5tﬂf'f

Password: | *****

K Cancel |

Open Multiple Connections

Virtua supports connections to multiple databases.

To open multiple connections, select File > New Connection from the
Virtua Menu bar. A list of all configured connections will appear.

OPAC Workflow-Based Reference Guide Last Revised: October 2017
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¥ Connect to Server

Available servers:

Phoenix
venus3s

Setup Connect | Cancel

Select the connection you wish to open and click the Connect button. The
new connection will become the default connection.

Note: The default database is the one that will be active, (e.g. You will be
able to search that database, retrieve MARC records, and if you have
permission, update the database).

To change the default connection, select File > Connection List; the List
of Connections window will appear.

¥ List of Connections - Phoenix E]

Phoenix (DEFAULT)
venusas

Set Default | Cloze

Highlight the connection you wish to be active, and click the Set Default
button.

Close Connections

To close a connection, select File > Close Connection from the Virtua
menu; the active (default) connection will close.

OPAC Workflow-Based Reference Guide Last Revised: October 2017
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Browse Search

Recommended
Workflow Explanations
Virtua’s Browse Search takes advantage of a library’s
Enter controlled vocabulary and cross-reference structure. The
Search browse search feature is useful for searching the OPAC
l when the user wants to narrow a search from a broad
topic to a specific topic or does not know an exact term.
overee || summary
Results Open the Browse Search window
Select an index
Enter search terms
A4 Navigate the search results
View Navigate View Record window
Records Navigate item Information window
Y Key Terms
Output Authority Headings Item Information
Records Bibliographic MARC window
Record Item-Level Call
Bib-level Call Number Number
Browse Search Items Elements tab
Browse window Items tab
Call number List of Titles window
Course ID MARC tab
Full tab MARC 856 tag
Holdings tab Search window
Holdings-level Call Sort Order
Number Statistics tab
Item Statuses tab
View Record window
Search Strings
Author, Instructor, Patron: Last name first
Title: Do not include A, An, The as the first word
Subject: Type the category as it appears in the Library
of Congress Subject Headings
Course ID searches: Use the official name and number
OPAC Workflow-Based Reference Guide Last Revised: October 2017
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Search the OPAC

Click the Search icon on the OPAC toolbar or the Search drop-down
menu to select one of the search options, or use the assigned function
key (i.e. to perform a Title search hit the F9 key) to open the OPAC
Search window.

W Virtua - Phoenix g@

File 'Search Circulation Acquisiions Cataloging Options Tools Window Help

Search by State AU & & 0@@ ﬂﬂ@

Defal  Author

Title Fa
Subject

Call Mumber

Patron Mame F3

irrent connection: Phoenix - staff

Keyword F12

ISBM Shift+F2
IS5M

LCCM

Patron Barcode

Item Barcode F3

IS5N Serials F10
Serial Abbreviation

Instructaor
Course ID

If you clicked on the OPAC Search icon, the Search window appears with
Browse as the active tab.

Select an index from the dropdown menu of the index selection box.

-,

W Search - Phoenix

Browse lHeading ] Keyword ] Control Mumber

|.-5.L|H'|l:|r ﬂ | ﬂ
|

Authar

Title

Subject

Subject - LCSH
Subject - LCSHAC
Subject - Unknown
Subject - Art

E library catalog, ]
by dicking the arrow in the first box. I

hame, subject, tile, call number or
ne type of search you are doing.
Tess the ENTER. key on your keyboard.

Call Number b
LIBRARY MOTICE
Put your customized library message here and on every other tab . |
of the Search window. Ta do this, edit the appropriate Help strings it
Collection Groups | | Location | | Search | Cancel

Enter search terms in the text box to the right of the index selection box.

OPAC Workflow-Based Reference Guide Last Revised: October 2017
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(Optional) Click the Location button to filter search types by Location.
Highlight a single location or select several locations by using the Ctrl key,
then click OK to accept your location(s) selection.

¥ Search - Phoenix |
Browse |Headng | kKeyword | Control Number |

[Author w| |poe, edgar allen -l ‘ |

To begin & browse search of the library catalog, W Location Filter - Phoenix (:_ )

1. Choose the type of search by dicking the arro| - -
2. Then dick in the empty box. Headauarters. 2
3. Type a whole o partial last name, subject, ttk| [(0"9" Language Colection
other enry appropae to he type ofseach | 2505 Refeee
4. Click the Search button or press the ENTER kel |2 dquarters - Paperback Collection
|Headquarters - Teen Paperback

LIBRARY NOTICE |Headquarters - Juvenile Paperback
|Headquarters - Local & State History
Put your customized lbrary message here and on | |Headquarters - Big Read v

of the Search window. To do this, edit the approp|

| Clear J oK I Cancel ]

Search J Cancel ]’

|

Note: Location filter applies to all search types. Using the browse location
filter for call number searches, you can search by call number and display
only those items that belong to your library in call number order; creating a
shelf list. The location filter is inclusive, meaning that your search results will
include only the items and holdings records that are shelved at the
location(s) that you select on the Location Filter window.

Click the Search button to perform a search of the database.

To turn off location filtering, click on the Location button from the
Search window.

Click Clear from the Location Filter window.

Profiler Tip: Library-defined browse and heading keyword search definitions
are set in the Tags Indexed for User Defined Search parameter in the Virtua
Profiler. A library-defined search is a type of custom heading search for which
your library can determine indexing rules. You can determine which
tag/subfield/indicator combinations are indexed for your library-defined
search. See Defining Tags Indexed for User Defined Searches in the Virtua
Profiler/Cataloging Parameters User’s Guide for more information.

(Optional) Click the Collection Groups button to filter search types by
collection group. Highlight a single collection group or select several
collection groups by using the Ctrl key, then click OK to accept your
selection.

OPAC Workflow-Based Reference Guide Last Revised: October 2017
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W Search - Virtua Library "W Collection Groups Filter - Virtua Library | = B 58 [&

Browse lHeading ] Keyword ] Cor |group 1
group 2
group3
|T'ﬂE j Group 4
Group 5
Group &

To begin a browse search of the
1. Choose the type of search b
2. Then dick in the empty box,
3. Type a whaole or partial last r
other entry appropriate to th
4, Click the Search button or pr

LIBRAR

Fut your customized library mes:
of the Search window. To do thi

Clear QK | Cancel |

[ Fonds Filter Item Class || Collection Grn:nupi\\l Location ] Search ] Cancel

Note: The Collection Groups filter is available for the Browse and Heading
search types. The Collection Groups filter is inclusive, meaning that your
search results will include only the records that belong to the collection
group(s) that you select on the Collection Groups Filter window.

Click the Search button to perform a search of the database.

To turn off collection group filtering, click on the Collection Groups
button from the Search window.

Click Clear on the Collection Groups Filter window.

Profiler Tip: The Collection Groups filter button is enabled by the “Allow
collection group filters for browse/heading” setting on the OPAC Basic
Options window. See the Virtua Profiler/OPAC Parameters User’s Guide for
information on this setting. After enabling this setting, you must run the
script PopulateCollectionGroupFilters.sh. This will populate the Collection
Groups Filter window with the collection groups defined in the Collection
Code Group parameter; see the Virtua Profiler/Cataloging Parameters User’s
Guide for information.

(Optional) Click the Item Class button to filter search types by item class.
Highlight a single item class or select several item classes by using the Ctrl
key, then click OK to accept your selection.

OPAC Workflow-Based Reference Guide Last Revised: October 2017
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W Search - Virtua Library X3

Browse lHeading ] Keyword ] Control Mumber ] Holdings Keyword ] Patron ]
{ & Ttem Class Filter - Virtua Library
|TIt|E -

Juvenile-Fiction o
Juvenile-Mon-Fiction
Reserve - 3 Hours

To begin a browse sear

1. Choose the type of 5 ]

2. Then dick in the emp Reserve - 1 Day
| Book

3. Type a whole or parti

m

| Reserve - 3 Day i
other entry appropria Reforence =
4, Click the Search bu Video
L Compact Disc 7
Put your customized libra Clear | oK Cancel |
of the Search window. Ti i

[ Fonds Filter Item Class Collection Groups | Location | Search | Cancel

Note: The Item Class filter is available for the Browse and Heading search
types. The Item Class Groups filter is inclusive, meaning that your search
results will include only the records that belong to the item class(es) that you
select on the Item Class Filter window.

Click the Search button to perform a search of the database.

To turn off item class filtering, click on the Item Class button from the
Search window.

Click Clear on the Item Class Filter window.

Profiler Tip: The Item Class Filter button is enabled by the “Allow item
class filters for browse/heading” setting on the OPAC Basic Options window.
See the Virtua Profiler/OPAC Parameters User’s Guide for information on this
setting. After enabling this setting, you must run the script
PopulateItemClassFilters.sh. This will populate the Item Class Filter
window with the item classes defined in the Item Class Definitions
parameter; see the Virtua Profiler/Circulation Parameters User’s Guide for
information.
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Navigate Search Results

The results of a Browse search are displayed as an alphabetical list of hits
from the catalog. In the case of an author, title, or subject search, the list
consists of authority headings.

W Browse - Phoenix g
Author: poe, edaar allen
Would you like to search for: allen poe edgar
Hits | Terms

1|Poe, Edaar Allan, 1809-1849, Works, 1292
Poe, Edgar Allen, 1809-1345

Po&, Edgard, 1803-1849

Poe, James, 1923~

Poe, James, 1923-1980,

Poe, Randy, 1955-

Poe, Randy, 1955- Music publishing.

= Poe, Rhonda Hart, 1959-

Poe, Richard

Poe, Richard, 1958-

01

- Pl

)

Author: poe, edagar allen J

View | Page Up ‘ Page Down | Skip ‘ Delete ‘

Note: For Author searches, a normalized version of the name appears as
a hyperlink above the list of hits.

If an exact match for the search term is found, the search term will be
highlighted.

If an exact match for the search term is not found, the term above
where the searched term would be is highlighted.

Term Definition
Hits Number of titles associated with each line item

Cross-Reference If the line item is associated with a cross-
reference, the Hits column displays a sign (see
also reference) or sign (see reference)

Search Result Displays previous search results provided the
Tabs Browse window is not closed
View Displays additional information about the

selected item
PageUp/PageDown | Displays the previous page in the browse list

Skip Skips to the top, bottom, or skips x number of
entries in the browse list
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Deletes the active search tab

Select an item with more than one hit.

Click the View button or double click on the item to retrieve the List of

Titles window.

=2

W List of Titles - Phoenix

Heading: Poe, Edgar Allan, 1809-1849

Titles 1 -4/ 77
Title: POE : 19 new tales of suspense, dark fantasy, and horror inspire. .. i‘
Publication: MNottingham, UK Solaris, c2009.
Title: The narrative of Arthur Gordon Pym of Nantudket [sound recardin. ..
Author: Poe, Edgar Allan, 1809-1849.
Publication: [Surry] : Naxos AudioBooks, pc2009
Edition: [COMPACT DISC]
Title: In the shadow of the master : dassic tales | by Edgar Allan Poe ; ...
Author: Poe, Edgar Allan, 1809-1849.
Publication: Mew York, MY : Wiliam Morrow, 2008,
Edition: st ed.
Title: Edgar Allan Poe [ [seleccian y prologo, Susana Rodriguez].
Author: Poe, Edgar Allan, 1809-1849.
Publication: Buenos Aires : Dos Editores, [2008]

Refine ‘

The List of Titles window displays the brief record information for each title
associated with the line item you selected from the Browse window. The
bibliographic information that appears is defined in the List of Titles View
record in the MARC View Editor in the Virtua Profiler.

Note: If there is only one hit, this screen is bypassed and the record will
open in the View Bibliographic Record window.
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To sort the titles, click on the Sort button. The Sort Selection dialog box
appears.

37 List of Titles - Phoenix = %)
Heading: Poe, Edgar Allan, 1809-1349
Titdes 1-4 /77
Title: POE : 19 new tales of suspense, dark fantasy, and horror inspire. .. il
Publicabion: -

2,
W Sort Selection - Ph... |

e

Tit SartKey: ym of Nantedket [sound recardin, ..
Auth| | Title
Pub W09
Edit ™ Author
r
Ti g issic tales [ by Edgar Allan Poe ; ...
:u"h (# Publication Date (Subsort: Titie) -
Editill | Publication Date (Subsort: Author) '
Tithe] — Sort Order: logo, Susana Rodriguez].
Aul
p“m * Ascending 8]
™ Descending

. Cancel

Refime

Publication Date (Subsort: Title) and Ascending order are selected by default.

In the Sort Key field, select the radio button for the type of sort you want
to use.

In the Sort Order field, select the radio button for the order in which you
want the results to be sorted: Ascending or Descending.

Click OK. Virtua re-sorts the list of titles according to the specified
criteria.

Refine a Search

When you search for a topic, which has a long list of titles, you may wish
to refine your search by adding additional criteria.

From the List of Titles window, click on the Refine button; the Refine
Search window will appear.
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%]

W List of Titles - Phoenix =)<
Heading: Shakespeare, Wiliam, 1554-1515
Tithes 1- 4/ 230
Tithe: Shakespeare’s Jubus Caesar [ Adam Sexton, Hyeondo Park, il
Author: Sexton, Adam.
Publication: Hoboken, M. 1, 1 Wikey ; Chichester : John Wiley [distributor], 200&.
Title: Shakesoed o Refine Search - Phoenix
Author Sexton, Al
Publication: Hoboken, Original ssarch: Heading: Shakespeare, Willam, 15641616
Title: L =
Author: Sexton, A I
Publication: Hobokern,
[rn ] [auther =]
Title: The complf [
Author: Shakespes
Publication: Ccford ; K T Cancel
Series Stmi: The Oxfor o |[ s | e |
Refre

Note: Your original search appears at the top of the screen.

Select a category for the first term, then type the first term in the text

box.

W Refine Search - Phoenix

Criginal search:

Heading: Poe, Edgar Allan, 1809-1849

IAND ;I I.ﬁ.ny'..\'here ;I
Idassics
IAND ;I I.ﬁ.ny'..\'here ;I
|
Help | Search I Cancel |

If a second refinement term is to be used, select a Boolean Operator
(AND, OR, AND NOT) and category for the second term, then type the
second term in the middle text box.

Click the Search button to execute the refined search; the List of Titles

window will appear.
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—
3 List of Titles - Phoenix M=}
Heading: Poe, Edgar Allan, 1809-1849 & Anywhere: dassics
Tides 2-5/ 14
Title: Gothic dassics / edited by Tom Pomplun.
Publication: Mount Horeb, Wis. : Eureka Productions, 2007,
Title: Edgar Allan Poe | edited by Tam Pomplun,
Publication: Mount Horeb, Wis. : Eureka Productions, 2006,
Edition: 3rd ed.
Title: Murders in the Rue Morgue [electronic resource] ; and other stori...
Author: Poe, Edgar Allan, 1803-1849.
Publication: [Old Saybrook, Conn.] : Tantor Media, 2005.
Title: Graphic dassics : Edgar Allan Poe [ edited by Tom Pomplun.
Author: Poe, Edgar Allan, 1809-1849,
Publication: Mount Horeb, Wis. : Eureka Productions, c2004,
Edition: 2nd ed., rev. &expanded.

Once you have selected a title to view, click on the title. The full view of
the bibliographic record will appear in the View Bibliographic Record

window.
—
7 View Bibliographic Record - Phoenix -Jo&d
< | > | 5/ 14
Ful MARC | Statuses |
Title: Graphic dassics : Edgar Allan Poe [ edited by Tom Pompl... tatus Counts
ISBN: 0971245491 : Checked Out: 1 On Reserve: 0
- bl'l . R bl e e Available: i Requested: 1]
ublication: ount Horeb, Wis. : Eureka Productions, \ o Hold: a Other: a
Description: 144p, sl ; 25 cm,
FormatfEditon:  2nd ed., rev. & expanded. Total Items: 2 Unsatisfied Requests: 1
Total Requests: 1
Call Mumber | shelving Location | Units | Status | Item Barcode
TEEM POE Headquarters Due: 5/10/2011... 6037
TEEM POE MNarth Regional Available 31781039076094
<] ]
Current Selection: _
1/2 Show Group | Wiew LIRL | View Item | Delete Item | Request Item |
[~ Masked Agency Req Yiew Archive Edit | Request Bib | Add Item | Refresh | Close |
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View a Record

The View Bibliographic Record window provides information about the
title/item that was selected from the List of Titles. Information concerning
the record is displayed on tabs. Different tabs are available for each record
type in each different window:

View Bibliographic Record Window Item Information Window
Full tab Item Elements tab

Items tab - Access to Item Information Notes tab

window

MARC tab Statistics tab

Statuses tab - Acquisitions information Status tab

Holdings tab — Serials records only

W7 View Bibliographic Record - Phoenix (=]
ilﬂ 5/14 W ltem Information - Phoenix E] 'Eﬁ'
Ful  {Tiems | Marc | Statuses | |
| Ebem Blements | notes | Stanstics | Status | Barcode History |
Tithe:: Graphic dassi Eibliogranhic Irformation
TSEN; 0571246491 Austhor: Poe, Edgar Allan, 1806-1845,
Publicatan: Mount Horebs, i H Graphic dassics @ Edgar Allan Poe | edited by Tom Pomplun.
Deseription: 144p, il ; 3 Editian: and ed,, rev. Gexpanded. |
FormatEdton;  2nd ed.,rey,| e Iormaton Eal mber :
Timm 1Dz TGS Capy: |
Barcode: [ £al = |
Cal Mumbser
TEEN POE Barcade Type: [ | mical = |
TEEMFCE Ttmm Clssz: | J
LUtz
Fleseryes [hem Class: | -
a| Toem URL: | o
Current Selectian: : u
12 Locahon: | :l li
Shelving Location: | J -
hase _MencyRea | . J
Mumber of Pieces: - r = —
Price:z l_
EPP M : | locaton: | -
: | Circulabion Rules
A Accesson Number: | o d
' =1
Colection Code: | = - o
I Mesed e - Do
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Full Tab

The Full tab view is the non-MARC, public view of the bibliographic record.
You can configure the bibliographic information that is displayed by editing
the View Bibliographic Record: Full Display View record in the MARC View
Editor in the Virtua Profiler.

Click the Full tab. The Full tab of the View Bibliographic Record
window displays bibliographic information such as author, title, call
number, subjects, etc.

7 View Bibliographic Record - Phoenix ==
<] =]
Ful  |1tems | MARC | Statuses |

Author: Poe, Edoar Allan, ||

Call Mumber: [TEEN POE ]

Titles Graphic dassics : Edgar Allan Poe [ edited by Tom Pomplun.

ISBM: 0971245491 :

Description: 144 p, ¢ill. ; 25 cm.

Format: 2nd ed., rev. & expanded.

Publication: Mount Horeb, Wis. : Eureka Productions, c2004.

Motes: Edition statement from cover.

Motes: East Texas po' kid finds Poe { Introduction by Joe R. Lansdale -- Tell tale heart / Adapted and ilustrated by
Rick Geary -- Masque of the Red Death [ Adapted and illustrated by Stanley W, Shaw -- Cask of Amontilado
Adapted & illustrated by Pedro Lopez — Hop-frog / Tlustrated by Lisa K. Weber — Bells / Adapted by Rafael
Mieves; Hlustrated by Juan Gomez — Spirits of the dead / llustrated by Andy Ewen — Haunted Palace
lllustrated by John Coulthart -- Fall of the House of Usher / Adapted & ilustrated by Matt Howarth —- Raven [ [«

Unsatisfied Requests: 1
Total Requests: 1
[ Masked  AgencyReq | | ear Request Bib Add Item Refresh Close

Label Description
Agency Request Places a request for multiple copies of a bibliographic record
Edit Opens MARC Editor window to edit record
Request Bib Opens Request window to place a bibliographic level request
Add Item Opens the Add Item window to add an item to the bib record
Refresh Refreshes to screen
Close Closes the window

The Full tab of the View Bibliographic Record window contains the
following areas:

Library Defined Information: Using the Virtua Profiler, your library
can determine which tabs appear to which user, the names of the
tabs, and the bibliographic information that appears on the Full tab.
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Requests: In the lower left corner of the window the number of
requests (if any) for this title is displayed.

The Full tab of the View Bibliographic Record window may also contain
hyperlinked text.

Multimedia Links: If a bibliographic record is associated with
multimedia files (856 tag), the URL of each multimedia file is
displayed as a hyperlink.

Search Hyperlinks: The Full tab view may be configured in the Virtua
Profiler to display the contents of any bibliographic tag as a search
hyperlink. When you click the hyperlinked field, Virtua launches the
type of search you configured.

W7 View Bibliographic Record - Phoenix M=

ﬂﬂsﬁm

Ful | 1tems | MaRC | Statuses |

Notes: East Texas po' kid finds Poe [ Introduction by Joe . Lansdale — Tell tale heart [ Adapted and ilustrated by~ |
Rick Geary — Masgue of the Red Death [ Adapted and illustrated by Stanley W. Shaw — Cask of Amentilade / —
Adapted & ilustrated by Pedro Lopez — Hop-frog / llustrated by Lisa K. Weber — Bells f Adapted by Rafael
Mieves: Hlustrated by Juan Gomez - Spirits of the dead ( Tlustrated by Andy Ewen — Haunted Palace
Tlustrated by John Coulthart — Fall of the House of Usher [ Adapted & illustrated by Matt Howarth — Raven
THlustrated by 1.8, Bonivert — Eldorade / llustrated by Roger Langridge — Bladk cat [ Tlustrated by Richard
Sala - Inheritance of Rufus Grisweld [ Written & illustrated by Spain Rodriguez; Researched by Carol Becker
—Mever bet the devil your head f Adapted & ilustrated by Milton Knight.

Subject - topical; American poetry.
Subject - topical: Graphic novels.
Subject - topical: Horror tales, American.
Subject - name: Poe, Edgar Allan, 1809-1849
Subject - name: Poe, Edgar Allan, 1803-1849
Added Entry: Pomplun, Tom. =
Unsatisfied Requests: 1
Total Requests: 1
[~ Masked Agency Req ‘ | Edit | Request Bib | Add Item ‘ Refresh ‘ Close ‘

Example: Click on the hyperlinked subject of Poe, Edgar Allen, 1809-
1849. The Browse Search opens, launching a search for subject, Poe,
Edgar Allen, 1809-1849.

Click the Items tab. The Items tab of the View Bibliographic Record
window displays the copies and volumes attached to the bibliographic
record.

Items Tab

The Items tab consists of two configurable areas: header and list box.

Header: contains information from the bibliographic record and
associated library-defined labels.
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List box: contains columns of information about the various physical
copies of the item.

7 View Bibliographic Record - Phoenix =Jo&d
<| =|5/14
Ful  § ] MARC | Statuses |
Title: Graphic dassics : Edgar Allan Poe | edited by Tom Pompl... Status Counts
1SBN: 0971246491 - Checked Qut: 1 On Reserve: ]
5 bl'l son: Mount b bl S S 2004 Available: 1 Requested: 0
'ublicaton: oun oreb, IS, | Eurel roductaons, C . on HDld: ] OH'IEI': ]
Description: 144 p. ¢ill. ; 25 cm.
Format/Editon:  2nd ed., rev. & expanded. Total Ttems: 2 Unsatisfied Requests: 1
Total Reguests: 1
Call Number | shelving Location Units | Status | Ttem Barcode
TEEM POE Headquarters Due: 5/10/2011... 6037
TEEM POE North Regional Available 31751035076094
A 13
Current Selection: )
1/2 Show Group | | View Item | Delete Item | Reqguest Ttem |
[~ Masked Agency Reg | | Edit | Reguest Bib | Add Item | Refresh | Close |

Depending on how you configure the View Bibliographic Record/View
Holdings Record: Items Tab View record in the Virtua Profiler, the
information displayed may include:

Label

Description

List of Items
Item Level URL

Call number(s)
Location
Status

Item number
Units
Circulation Data
Requests
Masked

Physical and/or virtual items attached to bibliographic record

If the item record has a URL an icon displays to the left of the
call number.

Shelving location number
Where items are located

Items available, on reserve, or which have outstanding
requests

Barcode of the item

Number of discrete pieces associated with the item
Tallies, or counts, of items with specific statuses
Number of outstanding requests for an item

If checked, the record will not display to users without
permission

Sorting on the Items Tab

Click the column headings to sort the information in that column. Each
category sorts the items alphabetically in ascending order.
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When new items are added, the default sort placement is the last item in the
list. If a user clicks on the Units column heading to change the sort order,
the system will only reverse the order of the items. That is, the items going
down the list would, after clicking the Units column, now be at the bottom of
the list and will go up. If that new item is not in the desired sort order, then
the user will use the Change Order feature to place the new item into the
correct sorted order.

The Change Order feature allows the staff user to define a sort order for the
display of items on the View Bibliographic Record window or the View
Holdings Record window in the Virtua client.

To change the order in which items display on the View Bibliographic

Record window:

| View Bibliographic Record - Phoenix

| 1454
Ful  [Tems || MARC | Statuses |
Tithe: The: Wicrid Book encydopeda.,
I5BH: STE0TEGE0 1003
15BM: 071560 1055
Publication: Chicago, I : World Book, c2009.
Descripdion; 2w, ;oo il ; 26am.
Format | Location | cal
Reference Headouarters - Juvenie Refer,.. TR0
Aeference Heaciguarters - Juvenie Refer, .. RO;
Asference Hesdgusrters - Juvende Refer, . JRO!
Reference Headouarters - Juvende Refer,.. TR0
Asference Headguarters - Juvenie Refer, .. RO;
4
Current Selection:
b Show Group
1/ 154
™ Magked Agency Req Edit

Select an item

in the list.

Create Holdings Record

e )

Create Holdings from Workform

Create analytc Record

Create Authority Record(s)...

Create Group

Save Copy o Databaze

Change Order

Right click and select the Change Order option.

| 0
- o
154

Requests: 0
E5hse o

kb =

don-droulating

don-oroulatng

don-coroulabng

W0 -0 OB Rng)

don-oroulabng | ¥
F

Request [tem

] I

Close

Change the order of the items (Units field values are in the list) by
selecting the item and using the up and/or down arrows to change the

position.
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¥ Change Item Order - Phoenix g@

Units [
VOL. 1A [A]
YOL. 2B
WOL. 3 C-CH
YOL. 4 CI-CZ
YOL. 5D
YOL. 6 E
YOL. 7F
VOL. B G
VOL. 9H
ual 10T [v]

ﬂ g Apply | Cancel |

W/ Change Item Order - Phoenix g@

Units [
VoL, 2B [A]
VoL, 3C-CH
VoL, 4 CI-CZ
VoL, 1A
VoL, 5D
VoL, 6 E
VoL, 7F
VoL, 8 G
VoL, 9H
Vol 1nT [V]

oo Apply | Cancel |

Click the Apply button.

Re-sorting Items By Units

Re-sort the list of items on the Items tab of the View Bibliographic
Record window or the View Holdings Record window by the items’ Units
values. Re-sorting is especially useful when the item list contains items of
different volumes and the volumes are identified with non-traditional Units
values (such as Roman numerals).

W Change Item Order - lynx g@

Lnits

ﬂ E Apply Cancel
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To resort the items, select a line item, right click, and select the Change
Order option, which displays the Change Sort Order window. The
Change Sort Order window displays Units field data from all the
associated item records.

Select the item you want to re-sort, and then use the Up and Down
"hand" icons to move each item as desired.

Apply the changes and the items in the View Bibliographic Record or
View Holdings Record window appear in the sort order specified.

Item Information Window

The Item Information window displays information about a physical or
virtual piece in the library collection. While all copies of one title may have
identical bibliographic information, other types of information, such as
barcode, are unique and differ from copy to copy.

Each tab contains the same Bibliographic Information at the top of the
display. You can determine what information appears in the bibliographic
header and how it is displayed by configuring the Item Information View
record (20004) in the MARC View Editor in the Virtua Profiler. For details, see
the Virtua Profiler/OPAC Parameters User’s Guide.

From the View Bibliographic Record window, select an item and click on
the View Item button. The Item Information window will appear.
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W Item Information - Phoenix E]

Motes ] Statistics ] Status ] Acquisitions ] Barcode History
Bibliographic Information

Author: Poe, Edgar Allan, 1809-1849.
Title: Graphic dassics : Edgar Allan Poe [ edited by Tom Pomplun,
Edition: 2nd ed., rev. & expanded.
Ttem Information Call Mumber
Item ID: 729553 Copy:
Barcode: | Call TEEN POE
Barcode Type: Regular - 2nd Call #:
Item Class: |Paperback ~|

Units
Reserves Item Class: | "~ Free Text
Ttem URL: [ r

+ None
Location: |Headquarhers j
Shelving Location: |Headquarhers j

I~ Preservation and Conservation

Code: ,—_|
MNumber of Pieces: 1 %| Circulate Pieces: r

Price: $14.95 [~ Mon-Parameterized Shelf Location
Location:

EPM Mumber:

Circulation Rules

Accession Number: |

AV Accession Number: % Use Matrix _
Collection Code: j (;"Dtl\ls:::lj;z:ariold; ’ =
™ Masked Delete | Save | | Close |

Tab Description

Item Bibliographic, item, and call number information,

Elements preservation and conservation codes, and circulation
rules

Notes Public and staff notes and check-in and check-out
alerts

Statistics Information grouped by bibliographic information,
record information, and circulation statistics

Status Special or system-defined circulation statuses

Acquisitions Displays acquisitions information for the item.

Barcode Displays old barcodes for the item, along with the first

History and last dates the barcode was used.

Button Description

Delete Deletes the item record

Edit/Save Displays as Save when in Edit mode to save changes

Refresh Refreshes the item record display

Close Closes the item record
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Item Elements Tab

The Item Elements tab a/ways appears on the Item Information window,
and it always appears first. On the Item Elements tab, item information is
organized into four groups:

Label

Description

Bibliographic
Information

Item
Information

Call Number

Circulation
Rules

You can determine what information appears in the
bibliographic header and how it looks by configuring the
Item Information View record in the Virtua Profiler.

Item Barcode: alphanumeric, up to 50 characters long
Item Class

Reserve Item Class

Location: Owning, or permanent, location of the item
Shelving Location

At Shelving Location Until: This field appears only if the
owning and shelving locations are different.

Number of Pieces

Circulate Pieces: If checked, users may specify at check-out
and check-in how many of the pieces are to be checked out
orin.

Price

Lamination: Provides a drop-down list of values to describe
the state/type of lamination.

Copy: Copy number of the item

Call #: Primary call number

Second Call #

Units area:

Free Text: text box at the bottom of the Units area will be
enabled only if you select the Free Text radio button
Enumeration and Chronology: Available only if the item is
attached to a holdings record with at least one 853 tag.
None

Use Matrix
Use Loan Period
Allow Requests

Note: You can make an item non-circulating by selecting
the Use Loan Period radio button and setting the period to 0
(zero).
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Notes Tab

The Notes tab displays Public and Staff notes and Check-in and Check-out
alerts regarding the associated item. If notes are not associated with the
item, the Notes tab appears only in edit mode.

W Item Information - Phoenix [Z]

Item Elements ; Mot l Statistics ] Status ] Acquisitions ] Barcode History ]
Bibliographic Information

Author; Poe, Edgar Allan, 1309-1349.

Title: Graphic dassics : Edgar Allan Poe [ edited by Tom Pomplun.

Edition: 2nd ed., rev. & expanded.

Motes

Public Notes: Staff Notes:

Checkout Alert: Checkin Alert:
Meeds to go to binding when returned. TO
(7/20)

™ Masked Delete | Save | Close

There are four types of notes:

Note Description

Public Notes Displays to patrons from the OPAC

Staff Notes Displays only to staff logins

Checkout Alert Alert box pops up during check-out

Checkin Alert Alert box pops up during check-in
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To Add/Edit a note:

Click in a note field to add a note.

Type in the note text, or perform the note edit.

35

Click the Save button to save the note and exit.

Note: Public notes in the Client may be displayed on the View
Bibliographic Record window by configuring the View Record view in the
Virtua Profiler. Public notes may also display in the jPortal by configuring the
iPortal View Record view in the Virtua Profiler.

Statistics Tab

The Statistics tab displays read-only statistical data about the item. The
Statistics tab always appears when the Item Information window is in

view mode.

W Item Information - Phoenix E]
ITtem Elements ] Notes 5 i| Status ] Acquisitions ] Barcode History
Bibliographic Informati
Author: Poe, Edgar Allan, 1809-1849,
Title: Graphic dassics : Edgar Allan Poe f edited by Tom Pomplun.
Edition: 2nd ed., rev. & expanded.
Record Information
Item ID: 729553 Last Modified: 7/20/2011
Barcode Date: 11/30/2010 by Operator ID: 9
Date Created: 6302005
Circulation Statistics
Circ Count: 6 In House Circ Count: 0
Temp Circ Count: B Temp In House Circ Count: [a]
Since: 6/30/2005 Since: 6302005
Reserve Count: 1] Last Inventory Date:
Temp Reserve Count: 0 Last Inventoried By:
Since: 6/30/2005 Last Circulation Date: 5/10/2011
[~ Masked Delete | Save | Close
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The Status tab displays the library or system defined circulation status
attached to an item. When more than one status exists, each line contains a

different status.

?'ﬁ? Item Information - Phoenix [ ‘

Bibligraphic Information

Statuses

Thesn Elemenits | Notes | Statistics 5_‘:‘;5;};_] Berisitons | Barcode History |

Author: Poe, Edgar Allan, 1309-1349,
Tithe: Graphic classics | Edgar Allan Poe [ edibed by Tom Pomplun.,
Edibon: nd ed., rev, &expanded.

Siahus Dabe Added | Chedoed out | Locabon / Due Date | To Location | Fepor...
In Transit Regue. ., | 7/21/2011 Belle fonite ]

|7 Add New Status B x|
Status: (i =
Lacation: |E'-= leforie -
oK I cancel |
Add wodfy | Deew |
[~ mhasked Del=ts | SEve Clage

Column Heading

Description

Status

Date Added

Location/Due
date

The type of status that applies to the item. Status types
are defined in the Virtua Profiler

Date when the status was created. The software adds this
date, which is read-only

Location where the status was created. This field can also
indicate the location for an item that you have manually
put in-transit

To Location The location to which the item is being sent if the status is
In-transit. This field displays data only when In-Transit
is the selected status

Report # The number of times this status has appeared on a report.
The system increments the Report number automatically
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To Add/Edit a Status:

Double click an item to edit a status. The Edit Item Status window
appears.

Click the Add button to add a new status. The Add New Status window
appears.

Select a status from the dropdown menu.

Acquisitions Tab

The Acquisitions tab of the Item Information window includes the
following information: date, cost, purchase order number, order line number,
vendor name, and receipt date.

W ltem Information - Phoenix E]

Item Elements | Notes | Statistics | Status Acquisitions | Barcode History |
Bibliographic Information

Author: Poe, Edgar Allan, 1303-1349,
Title: Graphic dassics : Edgar Allan Poe | edited by Tom Fomplun.
Edition: 2nd ed., rev. & expanded.

Acquisitions Information
Purchase Order Id: ||

Purchase Order Line Mumber: |

Receipt Date: [ Use Date:

Invoice Number: |

Vendor:

Invoice Unit Price:

Invoice Currency: J
Invoice Unit Discount:

Invoice Unit Fee:

Acquisition Date: 6302005

Criginal Purchase Price: ™ | J

Invoice Line Fee(s): Foe Aot |
Binding Cost: Depreciation Rate (Per Year) : 0%

Lamination Cost: Maximum Depreciation: 100%:

Surcharge:

™ Masked Delete | Save | Close
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Barcode History Tab

The Barcode History tab displays information about barcodes that have
been previously assigned to an item, and only appears when the Maintain
Item Barcode History parameter is enabled.

W Item Information - Phoenix [Z]
Item Elements ] Motes ] Statistics ] Status ] Acquisitons  Barcode History
Bibliographic Information
Author: Poe, Edgar Allan, 1809-1849.
Title: Graphic dassics : Edgar Allan Poe { edited by Tom Pomplun.
Edition: 2nd ed,, rev. & expanded.
Old Barcode | First Used Date Last Used Date
31781038075037 G30/2005 10:05:43 AN 1143072010 4:21:32 PM
™ Masked Delete | Save | | Close |

Profiler Tip: The Maintain Item Barcode History setting controls whether
Virtua maintains a history of the item barcodes that have been assigned to
any given item. See Details about the Cataloging Basic Options: About the
Maintain Item Barcode History Setting in the Virtua Profiler/Cataloging
Parameters User’s Guide for more information.

MARC Tab

The MARC tab displays the MARC format for the bibliographic record. Your
library can choose whether or not this tab will display to OPAC users.

Click the MARC tab. The MARC record will appear.
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W View Bibliographic Record - Phoenix -JoJEd
il il 5/14
Full | Items MARC | Statuses I
LOR 0273%cam a22004311a 4500 i
001 vis000253549
003 NcFayC
005 20101122115900.0
008 10112252004  wiua 000 tengd
020 Ya 0971246491
035 Ya (OColC)ocm 54928056
039 9 \a 201011221159 \b staff \c 200701181851 \d VLOAD ¢ 200506241656 \d morawley \c 200506211514 \d mmcarthu Yy
200506211514 \z mmcarthu
040 Ya JBU ‘¢ JBU Yd OCLCQ Yd X¥4 \d OCL \d HQB
049 \a HQBA
099 Ya TEEN ‘a POE
1wl 1 \a Poe, Edgar Allan, \d 1309-1849,
245 1 0 \aGraphic dassics ; \b Edgar Allan Poe f ‘¢ edited by Tom Pomplun, M
[~ Masked Agency Reg | Sigw Archive | Edit | Reguest Bib | Add Item | Refresh | Close |

Click the Edit button to open the MARC Record in the MARC Editor

window.
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2 MARC Editor - phoenix

[] [080514s2006 wiua 000 Oengd

L] [ ][] [wbl2oos-0z20135

[ \& 0974664371 (pbk.) : ¢ 516.95

[\2 9780974664573

[\ blzoos020195

[ & MjEWET \c NjBwET

[\e 741.5/973 2 22

[ 2 TEEN \a POE

| \a Edgar Allan Poe [ \c edited by Tom Pomplun,

| \a Graphic classics, Edgar Allan Poe

[ 2 3rd ed.

| 'a Mount Horeb, Wis. @ b Eureka Productions, ¢ 2006,

|'|,a 144 p. bl ; Y% 25 cm,

| \a Graphic classics ; Www. 1

| ‘a At head of title: Graphic dassics,

more!"—-Cover,

\& "The Rawven, The Masque of the Red Death, The Tell-Tale Heart &

[ \2 MARCIVE 12/19/07

| \a Poe, Edgar Allan, 'd 1809-1849 \v Adaptations.

[\ Poe, Edgar Allan, \d 18031843,

LD DDDDDDDDDEDEDD
SN e
[ O 5 5
R 5 T 5 5

| ‘\a Pomplun, Tam,

< | = MARC 21 Bib: Book

| I Masked
OPAC

|(a) Language material ;| {m) Monograph/Ttem

"OPACT /

Statuses Tab

If an item has an acquisitions status, the Statuses tab will appear on the

View Bibliographic Record window.

Click the Statuses tab to view the acquisitions status for the item.

OPAC Workflow-Based Reference Guide
*Updated to 16.1

Last Revised: October 2017



41

7 View Bibliographic Record - Phoenix M=%
25
Ful | Ttems | MARC Statuses |
Order ID/Line Pairs: Receipt Status Information: Payment Status Information:
|3369 -27 Status: Received Satisfactory Voucher ID: 5007968639
) Quantity: 3 Status: Paid in Full
Order Status Information: Condition: Correct Item Amount Paid: 5 27.06
Order ID: 3369 Date: 7112007 Date: 7/12/2007
QOrder Type: Maonograph ) )
Payment Type: Standard ﬁ.ddﬂ_lpdate| View | View
I;l:deeﬂ:l;r:::-lr;: él?'ldered Invoice Status Information: Credit Status Information:
Quantity: 3 Invoice ID: 5007966639
Location: Headquarters Library/Technic Stab.ls.: Valid for Payment
Vendor: BAT Processed Acc® L406180 | | Quantity: 3
Price: £9.02 Price: §5.02
Date: 8/5/2007 Date: 7/12/2007
Update | View | > | View | | |
[~ Masked Agency Req ‘ Request Bib | Add Item | Refresh ‘ Close ‘

Depending on where the item is in the acquisitions process, some areas of
the screen may be grayed out. In the example above, the item has been
ordered but not yet received.

Holdings Tab

The Holdings tab displays information about the holdings records that are
attached to the bibliographic record. From the Holdings tab you can view
brief information about the holdings records or access additional information
about each specific holdings record.

The Holdings tab is only associated with serials that have holdings records
attached.

The Holdings tab consists of two configurable areas: header and list box.

Header: contains elements of the serial bibliographic record and
associated library-defined labels such as author, title, edition, publisher,
and description of material.

List box: contains columns of information taken from each holdings
record and other records linked to the holdings record. You can determine
which information appears in the list by configuring the View Record:
Holdings Header/Item Details View record in the Virtua Profiler.

OPAC Workflow-Based Reference Guide Last Revised: October 2017

*Updated to 16.1



42

Click the Holdings tab to view the holding record information.

7 View Bibliographic Record - Phoenix M[=<
K RV
Full
Title: Scientific American.
Publication: Mew York :,Munn & Co.,
CurrentFreq...  Monthly, Mov, 1921-
LURL: http: ficdl library. cornell. edu/fmoa browse . journals fscia. html
URL: http: /fwww.sdam. com,
Location Copy Number
Cliffdale
Headquarters
Marth Regional
Ttem Search ‘ Check ‘ View Record |
Current Selection: 1/3 m =ear Eckn = Recor
[~ Masked Agency Req ‘ | Edit | Request Bib | Add Item ‘ Refresh ‘ Close ‘

Double click on the copy that you wish to view or highlight the copy and
click the View Bibliographic Record button. The View Holdings
Record window appears.

View Holdings Record

The Full tab of the View Holdings Record window contains holdings
information from the 863 tag of the MARC Holdings record.

The Full tab consists of two configurable areas:

Bibliographic Header - Displays information associated with the parent
bibliographic record.

Holdings Header - Displays information associated with the holdings
record (below the bibliographic header).

You can configure these headers via the View record for the View Holdings
Record: Full Display in the MARC View Editor in the Virtua Profiler. You can
configure the bibliographic header using the Primary Display tab of the MARC
View Editor. You can configure the holdings header using the Format feature
of the MARC View Editor.
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¥ View Holdings Record - Phoenix E]@
] Items | MARC |
Title: Sdentific American.
LURL: htip: ficdl.library. cornell. edufmoa browse . journals fsda . himl
URL: http: ffwww.sciam.com/
Freguency: Monthly, Nov, 1921-
Location: Cliffdale
Acg. Status:
Acg. Method:

Retention note:  Retained one year

vol, 300 2009
vol, 301 no. 1-2 July-Aug. 2009

[ Masked Request Hnlding| Edit ‘ Claims | Add Item ‘ Refresh | Close ‘

If item records are associated with the holdings record, an Items tab will
appear on the View Holdings Record window. The Items tab displays a list
of items that are attached to the current holdings record.

Click the Items tab to view brief information about each item, access
additional information about each item, and perform various functions for
specific items.

The Items tab of the View Holdings Record window looks the same and
offers the same functions as the Items tab on the View Bibliographic
Record window, except for items with Enumeration and Chronology Units, a
special re-sort is available.
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W View Holdings Record - Phoenix g@
Ful ] MARC |
Title: Scientific American. - Status Counts
ISSN: 0036-8733 CheFlced Cut: 0 On Reserve: i}
Publication: New York : Munn £.C = Available: 7 Requested: a
ublcation: e York : Funn 5.L0., On Hold: 0 Other: i
Description: v. till. (some col.) ; 30-41 cm.
Format/Edition:  [MAGAZINE] [v] Total Items: 8 Unsatisfied Requests: 0
Total Requests: 1]
Call Number | shelving Location | Units Status Item Barcode -
2009/08 Cliffdale vol. 301... On Display 31731049296773
200907 Cliffdale vol, 301... Available 31781049295213
2009/06 Cliffdale vol, 300 ... Available 31731049291832
2009/05 Cliffdale vol, 300 ... Avaiable 31751021054083
2009/04 Cliffdale vol. 300 ... Available 31781049294257 hi
4 3
Current Selection: )
1/8 Show Group | ‘ View Item ‘ Delete Item | Regquest Item ‘
[~ Masked Request Holding | Edit | Claims ‘ Add Item ‘ Refresh ‘ Close |

The MARC tab

of the View Holdings Record window displays all the fields

that exist in the holdings record.

Click the MARC tab to view or edit the Holdings Record.

The bibliographic header that is displayed on the MARC tab is identical to the
bibliographic header on the Full tab of the View Holdings Record window,
and is defined by the same View.

7 View Holdings Record - Phoenix =Jo/ed
Full ] Items
Title: Scientific American.
LURL: http: {fedl library.cornell.edu moa browse . journals fzcia . himl
URL: hittp: {fwwww . sciam. com/
Frequency: Monthly, Mov, 1921-
LDR 00524nym a2200159 4500 ~
001 vils000000808
003 NeFayC
004 viis000028745 =
008 050126 1
039 9 \a 200903060857 \b Iraynor \c 200808151636 \d Iraynor \c 200703230959 \d Iraynar Yy 200501261621 Yz Iraynor
852 b 40000
853 2 1 81l'awvol Yoo Y 12%Wr\(year) i (month) 'x 01, 07 YWwm
863 0 18 1.11%a 300 § 2009
863 '8 1.12 'a 301 \b 1-2 Y 2009 \i 07-08 [v]
[~ Masked Request Holding Edit Claims Add Item Refresh ‘ Close |
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To filter items attached to multiple holdings records on the Holdings tab of
the View Bibliographic Record window click the Item Search button to
open the Item Units Search dialog box.

W View Bibliographic Record - clay68

B=%]

NPT

Ful | Items Holdings ]MARC]

Call #: Per O, the Oprah magazine |
Title: 0, the Oprah magazine.
Imprint: Mews York @ Hearst Communications, =
Acquisitions 5... |
I55H: 1531-3247 ]
Location Copy Number
Bryan Campus Library

Current Selection: 1f1 Check-In | View Record ‘

[~ Masked Agency Reqg | ‘

Edit

| Request Bib ‘

Add Ttem | Refresh ‘ Close |

The Item Units Search dialog box lets you search the holdings items
attached to the bibliographic record according to top-level chronology and

enumeration.

% Item Units Search ... g@

Enumeration
Minirmum: |
Maximum:
Chronology
Minirrur:
Maximum:
oK | Cancel ‘
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In the Item Units Search dialog box, you can enter a single value in the
Enumeration Minimum field and/or the Chronology Minimum field, OR you
can enter a minimum and maximum range for Enumeration and a minimum
and maximum range for Chronology. Note: Values are numeric only.

To perform a search, type information in one or more of the search fields,
and click OK.

The results of your search will appear in the Item Unit Search Results
window.

= =y

W Item Units Search Results - clay68 g@
Barcode | Lnits |
1133 ¥, 11no. 2 Feb. 2010
11589 v, 11no. 3 Mar, 2010
1190 v, 11no. 4 Apr, 2010

View Item Close

Output Records

Copies of bibliographic records can be obtained from the List of Titles, View
Record, and MARC Editor windows in three ways:

Print
Save
Email

Print Record(s)

Open the record in the List of Titles, View Record, or MARC Editor
window.

Highlight the Print option from the File pull-down menu or right click the
mouse and select Print.
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What's This?

Print...

Print with 949 tags...
Save...

Save with 949 tags. ..
E-mail. ..

E-mail with 942 tags...

The Print window will appear.

Print - Phoenix
Printing
Bibliographic Records
Format: List of Titles j
Listof Ttles o]
Full
MARC
Range TUDES

Mumber of copies: 1 j‘

G B

Printer Setup 0K | Cancel ‘

From the drop down menu select the format that you would like to print.
Press the OK button.

Save Record(s)

Open the record in the List of Titles, View Record, or MARC Editor
window.

Highlight the Save option from the File pull-down menu or right click the
mouse and select Save; The Save Records window will appear.

Save Records @
Save in: |_}‘u"|rtua1'|.2 j cf E-
[C)Catalog "% CircBack.ini |
|C)DETables distributionprint.utf |
ICiHelp engcogprintcancelpo. utf |
ICiNew Files engcogprintpo. utf |
cenh’e_cndes-cnunh'y_codes_uc.rtf engcogprintporush.utf |
W circhack. exe engmonprintcancelpo.utf |
3 — B
Save as type: |Holdings Menu List ﬂ Cancel

Choose the drive or directory to which the record(s) will be saved.
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Type the file name in the text box labeled File Name.

Choose the format for the record(s) by clicking the arrow in the pull-down
list box labeled Save As Type.

Note: You will have different "Save as Type” options depending upon which
window/tab you chose.

If you right click from all windows/tab except the Items tab, you will
have the following options:

Full

MARC

MARC (Binary)

List of Titles

If you right click from the Items tab, you will have the following options:
Items Menu List
Holding Menu List

Click the Save button.

Note: From the List of Titles screen you also have the option to save
records with 949 tags containing item information.

Email Record(s)

Open the record in the List of Titles, View Record, or MARC Editor
window.

Highlight the Email option from the File pull-down menu or right click the
mouse and select Email; The Email Records window will appear.

L o
¥ E-mail Records - Phoenix
Record Information Range
Bibliographic Records =
Format: List of Titles j "

[ Map to ISO-8859-1
[~ Map to IS0-8859-15
[~ Send as Attachment

Message information
Send To: |

Subject: |

If you do not fill in the above information, your e-mail software will prompt you to
finish compasing the message when you press OK.

0K | Cancel
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Choose a format for the record(s) you are saving by clicking the arrow in
the pull-down list box labeled Format.

If you are using a non-UTF-8 compliant e-mail client, select the Map to
IS0-8859-1 check box for proper display of diacritics.

If you want to send email the record(s) as an attachment, select Send as
Attachment.

Choose the range of records that you want to Email.
Type the information required in the Message Information area.

Click the OK button.
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Keyword & Full Text Searching

Recommended
Workflow Explanation
Virtua Keyword searching has the flexibility to allow the
Keyword novice user to create simple searches, yet allows the
experienced user to build sophisticated searches through
Enter Precision Searching and Filtering using the following
Keyword tools:
Keywords
\ Wild cards
Refine Parentheses
Search Boolean Operators
Search Categories (including 008 Fixed Fields)
Phrase searching
Set Filters Proximity searching
Full Text searching
Summary
View Open the Keyword Search window
Records Enter Search Terms and Search Strings
Select appropriate operators
v Selfc_act aﬁproprlaie search categories
Output QZtIEﬁtteri Seare
Records
Key Terms
Full Text Boolean Operators
Enter II§_>I<tpert Search
Phrase Iiers
Keyword Search
Refine

v
View Record

Search Categories
Search Strings
Sub-Location

Truncation
\ 4
View
Document
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Search Commands

A search command, or query string, is a line of text that consists of a
combination of:

Keywords

Search categories

Wild cards

Boolean Operators

Parentheses (for creating groups)
Phrase searching

Proximity searching

Keywords

Keyword searches let you search for bibliographic records that contain one
or more keywords in an indexed field, fixed field, or Leader position.

In bibliographic keyword search queries, you can use any term that you want
in order to find it in the index for a given category. You can use:

Alphanumeric words: for example, 1900s

Numbers: for example, 1984

Letters: for example, MS

Word list: for example, civil war

There is an implied AND between terms in the word list

There is no order to the terms in the word list (it is not a phrase
search)

Truncation

Within keywords, you can specify left or right truncation along with wild card
searches.

Words truncated with an asterisk (*): Designate one or more characters.

Example Virtua Retrieves

Searches

farm* farm, farms, farming, or other words starting with
farm.

Wa*n walton, warden, Washington, etc.

Words containing a question mark (?): Use a question mark (?) to
designate a single character per question mark. Use two question marks to
designate two characters, etc.

Example Virtua Retrieves
Searches
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Ho?
Vi?e

hop, hog, hot, etc.
vice, vise, vile, etc.

Phrase Searching

Quotation marks are used to denote a phrase. The search returns only
those records containing all keywords inside the quotation marks, in that
order.

Example Virtua Retrieves
Searches
“way of all” “The way of all women”, “The way of all flesh”, etc.

Boolean Operators & Search Operators

Boolean operators (symbols) or Search Operators (terms), are used to
link two or more keywords. In Virtua, these operators are available on drop-
down menus or can be used within the text boxes as part of a search string.
If entering them as part of a search string, you must put a space before and
after each operator and use a symbol such as & or +.

Symbols Terms

& AND

+ OR

- AND NOT

&x NEAR (Proximity searching)
Parentheses

You can use parentheses anywhere within a query string to group a set of
operators and search terms. Search strings within the parentheses will be
processed first.

Use the plus (+) and minus (-) signs to include or exclude search terms from
your group:

Example Search | Virtua Retrieves

(art history) - Records that have art AND history as a subject but
art, greek do not have art, Greek as a subject are found.

Use the plus (+) and minus (-) signs within groups:

Example Search | Virtua Retrieves

(t:painting + art) | Records that have painting in the title AND art as a
& a:mayer subject AND Mayer as an author are found.
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Use nested logic that combines two sets of terms using two sets of
parentheses:

Example Search | Virtual Retrieves

((art or Records that have art OR sculpture as subjects
sculpture) & art AND art collections are found.
collections)

Proximity Searching

Bibliographic keyword searches let you specify the proximity between
search terms using either the NEAR operator that or with the & xx operator.
The value of the x indicates the number of words between the two terms. For
example, &3 indicates that the keywords are within three words of each
other.

Example Search | Virtua Retrieves

t:ancient &1 Records in which ancient appears within one word
t:rome of Rome in any indexed title field are found.

Notes concerning proximity searching:

It is possible within ONE category only.

It is possible between TWO terms only.

The search operator OR has no inherent value in a proximity search
between two terms. Use OR only in a query string that contains
parentheses.

Search Categories

When specifying a search category, type the category code, followed by a
colon and the search term. Do not put a space between the category code
and the colon or between the colon and the search term. See Appendix D
for a complete list of search categories.

a: author j: notes

h: personal name g: general

i: corporate name u: publisher

t: title k: place of publication

s: subject e: everything (ALL indexed fields)
f: series

Example Search | Virtua Retrieves

a: Bronte Records authored by Bronte, Charlotte; Bronte,
Emily; etc. are found.
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Enter Search Criteria

Click the Search icon fat on the OPAC toolbar or use the Search pull
down menu from the toolbar. The Search window appears.

Click the Keyword tab; the Keyword Search window appears.

W Search - Phoenix
Browse | Heading Keyword ]c:.mml MNumber
| Authar |
lshakespeare Rdl
lawo x| |author x|
| [~
o =] |author |
| [~
E;‘:‘jﬁiﬁé‘ﬁ:ﬁct&rs Collection Groups | Options ‘ Help |
[ ocoton ][ sewsn | concel |

Select a category for the first term, then type the first term in the text
box.

If you wish, select a Boolean Operator (AND, OR, AND NOT) and category
for the second term, then type the second term in the middle text box.
Repeat for the third row if necessary.

Tip: Use the Help button to display the Keyword Search Help window,
which offers you information and examples to help you construct precision
search queries.
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Click the Search button to execute your search; the List of Titles
window will appear.

3 List of Titles - Phoenix M (=)<
Author: shakespeare
Titles 1 -4/ 393
Title: Shakespeare's Julius Caesar [ Adam Sexton, Hyeondo Park. il
Author: Sexton, Adam.
Publication: Hoboken, M.J. : Wiley ; Chichester : John Wiley [distributor], 2008.
Title: Shakespeare's Macbeth [ Adam Sexton, Eve Grandt, Candice Cho...
Author: Sexton, Adam.
Publication: Hoboken, M.J. : Wiley ; Chichester : John Wiley [distributor], 2008.
Title: Shakespeare's Romeo and Juliet / Adam Sexton, Yali Lin.
Author: Sexton, Adam,
Publication: Hobaoken, M.J. : Wiley ; Chichester : John Wiley [distributor], 2003,
Title: The complete sonnets and poems [ Wiliam Shakespeare ; edited b...
Author: Shakespeare, Wiliam, 1564-1516.
Publication: Oxford ; Mew York : Oxford University Press, 2008,
Series Stmt: The Oxford Shakespeare
Refine

Sort Records

On the List of Titles window, your search results are displayed using the
sort order specified in the Default Result Set Sorting parameter in the Virtua
Profiler. The default Result Set Sorting parameter also allows you to:

Specify whether the selected sort is displayed in ascending or descending
order.

Specify a maximum number of hits to sort. Result sets that contain more
than the specified number of hits will not be sorted.

To sort your search results on the List of Titles window see Browse Search:
Navigate Search Results.

Profiler Tip: The Max Bib Keyword Search Result Set Size area has two
options for specifying the size of bibliographic keyword result sets. If you
specify a value in the Maximum Number of Hits field, the Virtua server will
truncate any results returned from a bibliographic keyword search that
exceed the value. See Working with the OPAC Basic Options Parameter:
Setting the Maximum Size of Result Sets for Bibliographic Keyword Searches
in the Virtua Profiler/OPAC Parameters User’s Guide for more information.
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Refine a Search

To refine a search from the List of Titles window see Browse Search: Refine
a Search.

Set Filters

Filtering options are available for Keyword and Expert searches. The filter
option returns information from the fixed fields in the MARC record, set in the
Virtua Profiler.

On the Search window, click the Options button; the Search Filters
window appears.

3/ Search - Phoenix
Browse | Heading Keyword ]t:ontrol Number
| Author |
|shakespeare| -
[ano x| |author |
| [
lano | |authar -]
| =l
Nondlormalze colectongroups | optons | mep |
[ oaton ][ seacr | conel |

In the list boxes select one or more filters by clicking each list item in
turn; use the Control key to select multiple terms.
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W Search Filters - Phoenix E]

Publication Year: Context Year:

through: through:
Format: Mature of Contents:
Mixed Material-Microopagque A | |Abstracts/summaries A
Manograph —  |Bibliographies (o]
Manograph-Braille Catalogs
Manograph-Large print ~ |Dictionaries |
Manograph-Microfiche s | |Directories "
{* Indude (" Exdude (+ Indude " Exdude
Language: Place of Publication:
English A | |England ~
finish — |Florida -
French France
German  |Georgia |
Greek, Ancient (to 1453) w| EGermany v
i+ Incude (" Exclude f+ Include " Excude

oK | Cancel Clear

Filter Category

Description

Publication Year

Format
Language
Context Year

Nature of
Contents

Place of
Publication

Date range, currently can only be used to filter on
1 year.

Format of the work (e.g. map, video, serial).
Language of the publication.

Established in tag 945 $a and $b ($a designates
common era start date and $b common era end
date for AD dates).

Category of the work (e.g. handbook, dictionary).

(e.g. state or country)

Note: The Context Year filter is used to find bibliographic records
whose topic covers a specified date range.

Example

How to Filter

The Civil War has

a date range of
1861-1865.

To search on a bibliographic record within the
context of the Civil War, for a battle that occurred
in 1864, you would enter a Context Year range of
1864-1864.

To clear the filters, click the Clear button on the Search Filters window.

When finished, click the OK or Enter button.
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Note: The software remembers the filters you set. Once set, the software
will warn you as you begin each new Keyword or Expert search that filters
are ON and ask if you want to use them.

Once you have chosen your search categories, Boolean terms, and typed
in your search terms, click on the Search button.

When you click on the Search button, a confirmation window will appear.
Choose to include or exclude the selected filter(s).

¥ o

Confirm

<P Filters are turned on. Do you wish to use them?

Mo | Cancel |

If your search term(s) finds one record, the View Record window will
be displayed.

If your search term(s) finds multiple records, the List of Titles
window will be displayed.

View a Record
See Browse Search: View a Record.

Output Records
See Browse Search: Output Records.

Full Text Searching

In order to allow full text searching, a full text document loader program and
associated scripts are needed to index full text documents. Please contact
VTLS Customer Support.

To enable full text searching:

A bibliographic record is created for the full text document. The user can
specify a multimedia link in the 856 tag of the bib record or in the
item record.

A text file of the document is put on the server.

The bib id for the associated bibliographic record is specified in the load
program to link the index of the text file to the bib record.

View Records

Select Full Text from the Keyword search menu.
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Enter a phrase of the text from the desired record.

¥ Search - Phoenix
Browse | Heading Keyword ]chtrol MNumber
|Full Text -
|when in the course |
lawo =] |author -
| =l
lano =] |author -
| =l
g;‘;ﬁg‘l‘g’ﬁ:ﬁcws Callection Groups ‘ Options | Help |
[ octon |[ s | concel |

Click the Search button.

If there is only one matching bib record it will display in the View

Record window.

If there are multiple matching bib records, the List of Titles window

will be displayed.

In the example shown below, the open book icons indicate that there are
item level URLs. These URLs are links to the full text documents.

* View Bibliographic Record - Porterfield Library System
Full
Authar: Jefferson, Thomas, 1743-1526, IS (AL
Title: Ceeclaration of Independence. ChEFkEd tum € Ol [ASEEREE T
Imprint: ‘Washington : Mational Archives. A allable: 2 Requested: o
Description: 3 ill.{scanned images) ©n Hold: o Other: U
Total Tkems: 2 Unsatisfied Requests: 0
Total Requests: i}
| Locakion | Zall Mumber | |niks | [ | Barcode | Skatus | PAZ Co
[E[%] ‘Wilson Public Library Electronic Reserves 30445 Available
[EEI ‘Wilson Public Library Electronic Feserves 33451 Available
1 ] II'
T L View LIRL | view Ikem | Delete Item | Request Tkem |
[ Masked Edit Request Bib | add Item | Refresh | Close |
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Click an item in the list to select the item you wish to view.

Click the View URL button; the document will open in the associated
program.

For example: The text version of this record is a Word document, so the
document will display in Word.

Note: You can associate more than one document with a full text index. For
example, you might want the full text document as both a text document and
as an image for handwritten historical documents.

Holdings Keyword Searching

Holdings keyword search functionality is a special Virtua feature that must be
configured by VTLS personnel. To enable holdings keyword search
functionality for your library, contact your local VTLS office.

Holdings keyword searches let you search for holdings records that contain
one or more keywords in an indexed variable field or fixed field. You can
construct a holdings keyword search query by combining search categories,
search operators, and keywords on the Holdings Keyword tab of the
Search window.

To perform a holdings keyword search:

Click the Search icon at on the OPAC toolbar.
The Search window appears, displaying the Browse tab.

Click the Holdings Keyword tab.
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rw Search - phoenix
Browse | Heading | Keywerd | Control Number Holdings Keyword | patron |
IBDund with holdings id (301/h) | | -
[anD x| |Bound with holdings id (301/h) -
! =
[anD x| |Bound with holdings id (301/h) -
! =
[anD x| |Bound with holdings id (301/h) ~|
! Bl
[ ot [ sereh | concel |

Using a combination of keywords, search categories,

construct a holdings keyword search query.

and search operators,

W Search - phoenix

~.

Browse I Heading | Keyword I Control Number  Holdings Keyword IPatrnn |

Bound with haldings id (901/h) ;||

Bound with holdings id (901/h)
Bound with item barcode (901/h)
Call Number Classification Part (852/h)

T 3
=

Call Number Item Part (852/i)
Call Mumber Prefix (852/k)
Call Mumber Suffix (852/m)
Completeness (008/15)

Digitized Image url 856 Subfields u, x, z  [¥

AND - IBDund with holdings id {301/h)

[~

OR
AND NOT
NEAR.

[ ]
[ ]
-l
[]

‘ Location I | Search I

Cancel |

Click the Search button. Your search results appear on either the
Holdings window or the View Holdings Record window.

If Virtua finds more than one holdings record that meets your holdings
keyword search criteria, the records appear on the Holdings window, which

displays brief information about each of the records.
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7 Holdings M=%
Sublocation or collection (852/b): 30000
Holdings 1 -4/ 110
Title: Kiplinger's personal finance. i‘
Title: Taste of home,
Title: Country weekly,
Title: Jet
A

If Virtua finds only ONE holdings record that meets your holdings keyword
search criteria, it appears on the View Holdings Record window.
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Authority Heading Searches

Recommended
Workflow Explanation
) Virtua provides two types of authority heading searches
Multiple beyond the ability to browse subject headings, titles, or
Subject authors.
l Multiple Subject Heading Searches: Virtua can be
K din configured to allow the searching of either
Hey\év_or ' MARC21 defined subject thesauri such as LCSH or
€ading MeSH as well as library-defined thesauri
v Keyword in Heading Searches: Virtua provides the
Cross functionality to perform keyword searches of
References authority headings.
l This lesson will also cover:
: Cross-References
Display Display Options
Options
Summary
Perform a search using a specific subject thesaurus
Perform a keyword in heading search
Distinguish between See and See Also references
Navigate the Cross Reference screens
View Authority Records
Key Terms
Blind Reference
Cross Reference
Display Options
Subject Thesaurus
Subject Headings
MARC Authority Record
See Also Reference
See Reference
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Keyword in Heading Search

The Heading tab on the Search window gives users the ability to do
keyword searching of authority headings in bibliographic and authority
records. Users can limit the search by: all words, phrase, or exact match.

From the Search menu click the Search icon 2 on the OPAC toolbar.
Select the Heading tab.

From the drop-down menus, select a search category and search criteria.

W Search - venus88

Browse Heading lKeyword | Contral Mumber | Holdings Keyword | Patron |

|subject | el words: |

|civil war ~|

lanp =] |alwords: ]

| [

lao =] |alwords: |

| =

Location ‘ Cancel ‘

Enter your search terms in the corresponding textbox.

Click the Location button to filter search types by Location. Highlight a
single location or select several locations by using the Ctrl key, then click
OK to accept your location(s) selection.

Click the Search button.
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An alphabetical list of subject headings containing your search term(s) will

appear.

Note: Unlike a Browse subject search, where only terms found at the
beginning of subfield \a of the 6xx tag are retrieved, the Keyword in
Heading search will retrieve keywords found anywhere in the 6xx tag.

Example: Search results for Keyword in Heading subject search: Civil

War
W/ List of Headings - venus88 g O
Subject: cvil war 1/35
1|Civil war -- Economic aspects -- Developing countries. =
1|Great Britain - History — Civil War, 1642-1649 -- Bibliography.
1|Great Britain -- History — Civil War, 1642-1649 — Sources,
1|Indian Territory -- History -- Civil War, 1861-1865,
1|Lebanaon -- Histary - Civil War, 1975-
1|Louisiana -- History -- Civil War, 1861-1865,
1|Philadelphia (Pa.) — History — Civil War, 1861-1865 - Sodial aspects — Juvenile
literature. —
1|Rome - History — Civil War, 43-31B.C. —Drama. {LCSH}
1|5hakers -- History -- Civil War, 1861-1865.
1|Spain -- History -- Civil War, 1936-1939 -- Drama.
2|5pain - Histary - Civil War, 1936-1939 -- Fiction.
2|Spain - History — Civil War, 1936-1939 -- Literature and the war.
1|5pain -- History -- Civil War, 1936-1339 - Personal narratives.
3|United States -- History -- Civil War, 1861-1865.
1|United States -- History - Civil War, 1861-1865 -- Afro-Americans -- Juvenile j
Subject: butterflies | Subject: civil war | Subject: civil war  Subject: civil war FEI
] Browse ‘ Delete ‘

Example: Search results for Browse subject search: Civil War

W Browse - venus83

BEIX

Subject: civil war

Hits | Terms

Civil service — United States -- Handbooks, manuals. etc,

Civil war -- Economic aspects -- Developing countries,
Civilization.

Civilization, Andent.

Civilization, Andient - Extraterrestrial influences.
Civilization, Andent — Fiction.

Civilization, Christian.

Civilization, Greco-Roman.

Civilization - History.

Civilization - History -- Sources,

P B B R B e

Subject: divil war
Wiew | Page Up Page Down

Skip

Delete

OPAC Workflow-Based Reference Guide
*Updated to 16.1

Last Revised: October 2017



Browse Multiple Subject Headings

Virtua gives libraries the ability to add menu thesauri searches to the
Browse search dropdown menu. The authoritative-agency thesauri defined
by MARC21 are set using the Multiple Subject Headings Parameter in the
Profiler. (See Appendix E for additional information.)

66

From the Search menu select the Subject search option or click the
Search icon on the OPAC toolbar to open the OPAC in browse mode.

Click the Find dropdown menu. The subject heading searches enabled will
appear at the bottom of the menu.

@ Search - Porterfield Library System

Browse |Heau:|in-;| I Keyword I Control Mumber I

Subijeck

j Isheep

Subject
Subject - LTSH
Subjeck - LCSHAC

10 Mumber
Journal Title

-

E library catalog,
v clicking the arrow in the Firsk boo,

Subject - MeSH
mt:all Nmmumber ”—-.ame, subject, kitle, call number ar

ne bype of search wou are daing.

LIBRARY MOTICE

Put wour customized library message here and on every other tab
af the Search window, To do this, edit the appropriate Help strings

_ (€55 the EMTER. key on vour keyboard,

|»

Location Search

Cancel
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Your search results will be slightly different from the search results of a
general subject search. The example below shows the results of a general
subject search of Sheep.

Note: Each subject heading has a thesaurus name after it.

* Browse - Porterfield Library System

Subject: sheep

Hits | Terms

1 |shearing sheds -- Australia. |LESH
1|Sheep -- Australia -- Housing, |LCSH|
Z [sheep botfly, [LCSH|

3|Sheep-dip. [MAL]|

Z |sheep -- Diseases, |LCSH|

2 |Sheep -- Feeding and Feeds, |LCSH|
1 |Sheep-fold, |MAL|

2 |Sheep -- Parasites |LCSH|

3 |sheep-shearing. |MNAL|

2 |Sheep-tick, |MAL|

Wigw I Page Up | Page Down | Skip | Delete |

The example below shows the results of a Subject — NAL search of Sheep.

Note: Only the subject headings that have the subject thesaurus name NAL
(National Agriculture Library) in the general subject search display in the
Browse window.

¥ Browse - Porterfield Library System

Subjeck - MAL: sheep

Hits | Terms

1 |sheep-fold,
3|Sheep-shearing.
2 | Sheep-tick,

Wigw I Page Up Page Down Skip Delete
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Cross-References

Perform a subject search from the Browse tab; the Browse window will
appear with a list of terms. In the column labeled Hits, the + (plus sign)
and - (minus sign) indicate cross-reference information.

Symbol | Indication

+ (plus sign) Indicates a see also cross-reference

- (minus sign) Indicates a see cross-reference.
Notes:

A plus sign (+) and a zero (0) in the Hits column indicates a valid
authority heading that infers a see also reference.

A zero (0) without a plus or a minus in the Hits column indicates a valid
authority heading that is not associated a heading in the database.

A minus sign (-) with a blank in the Hits column indicates an invalid
authority heading.

W Browse - Phoenix E]
Subject: art
Hits | Terms
G 7|Art
0|Art & design series
1|Art - 15th century -- History - Juvenile films,
Lt 0|Art - 16th century
= Art - 19th century
1|Art, Aboriginal Australian — Periodicals.
3|Art, Abstract
1|Art, Abstract -- Juvenile literature.
1|Art, Abstract — Technique.
1|Art — Adaptations
Subject: art
View | Page Up Page Down skip Delete
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Click a term with a plus sign. The Cross References window appears

displaying a list of related terms.

W Cross References - Phoenix

mEx]

—You searched on:
7 Art Motes |
Related terms are:
14 Aesthetics ’ Py
1 Aesthetic movement (Art) What's This? [narrower]
6 Anatomy, Artistic ) ) [narrower]
17 Antiques View Authority... [narrower]
18 Architecture [narrower]
0 Artbrut [narrower]
2 Art movements [narrower]
2 Art nouveau [narrower]
0 Art objects [narrower]
0 Artists' preparatory studies [narrower]
2 Arts and crafts movement [narrower]
1 Bronzes [narrower]
0 Buddhism and art [narrower]
2 Buddhist art [narrower]
0 Caricature narrower
m D CElalrE rarrower] [y
View | Browse MNotes |

Select an entry, right mouse click to view authority record.

W7 View Authority Record - Phoenix M[==
] =]
LDR. 00746nz a2200301n 4500 [ﬂ
Qo1 wils000436404
003 McFayC
o5 20080417154133.0
003 060818|| anannbab| b ana |1] =
10 \a sh 85001441
035 \a sh 85001441
039 9 Yy 200701252300 \z VLOAD
040 \a DLC \c DLC \d DLC b |
053 & BH \c Philosophy
053 YaMNe1l\o N79 \c Art
150 \a Aesthetics
3a0 Yi subdivision \a Aesthetics i under names of persons
450 0 \aBeautiful, The M
Wiew Archive Edit Refresh | Close |
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Close the View Authority Record window and click on the View Button
in the top right of the window. A list of title associated with the heading

will appear.
W7 List of Titles - Phoenix =<

Heading: Art

Tiles 1-4/7
Title: Beautiful Landscapes / by Diane Wright. =
Author: Wright, Diane.
Publication: Laguna Hills, CA : Walter Foster Pub., 2007,
Title: Geoff Hunt [DVD videorecording] @ painting in the studio.
Publication: Mew Haven, Conn, @ Sea TV, 2005,
Edition: [DVD FORMAT]
Title: Rainy day art [DVD videarecaording] [ with Cherie Lynn.
Publication: [United States] : Jumby Bay Studios, c2003.
Edition: [DVD FORMAT] s
Title: Sisihan kattll Gi ardmdaum : uri sidae ilsang sok sigak munhwa ilki /...
Author: Kang, Hong-gu.
Publication: Soul-si : Hwangglm Kaji, 2001,
Edition: 1-pOan.

refe | [

Select a related term from the Cross References window and click on

the View button in the lower part of the window; a list of title related to
that term appears.
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W/ Cross References - Phoenix L:-“EE
[ You seanched on:
B View ‘ Notes |
Related terms are: | 37 ist of Titles - Phoenix M= x|
14 Assthetics
1 Aegthatic s Heading: Art nouveau
& Anatomy, Titles 1-2 /2
17 Anliques "
% 18 Architects| | Tithe: Art nouveaw, 1530-1914 [videoneoording] [ & producton of the D... —I
B 0 Artbrut Publication: [Urited States] : Home Yision Arts, 2000,
> Art Edition: [ FORMAT]
YT 1 '
E 0 Artobj Tithe: Art Mowseau Bing 1 Paris style 1900 [ by Gabriel P. \Wesberg,
B 0 atsts’ o) Author: Vimisherg, Gabnel P,
2 Atz and | Publication: Mew York : Abrams | Washington, D.C. : Smithsonian Insitufion T...
1 Bronzes
0 Buddhusm 3
2 Buddhist af
0 Caricature
] ar rgddesa's

You may view notes associated with related terms by selecting a term and
clicking the Notes button.

¥ Cross References - Phoenix

You searched on:
7 Art

MNotes for heading: Art

(see also) subdivision Art under names of individual persons who lived before 1400, under
names of deities and mythological or legendary figures, and under headings of the type
[topic]--[subdivision], e.q. Mary, Blessed Virgin, Saint--Art; Zephyrus (Greek deity)--Art;
Holy Cross--Legends--Art; also subdivision In art under names of countries, cities, etc., and
individual corporate bodies, under individual Christian denominations, and under unifarm
titles for their representation as physical objects, e.qg. Bible--In art; and headings of the
type [topic] in art, e.q. Christian saints in art

Here are entered general works on the visual arts. Works on the arts in general, induding
the visual arts, literature, and the performing arts, are entered under Arts,

MNote under Arts

View | Browse | Wiew List |

To return to the list of related terms, click the View List button.
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The OPAC display can be set to display Blind References, Authority
Source, and Heading Type if the user so chooses.

From the Options menu, click on OPAC Display, and then place a check

next to the options that you wish to

display.

W Virtua - Bellefonte - Phoenix

@0 | 4

Curren

Default connection: Phoenix - staff

File Search Circulation Acguisiions Cataloging | Options  Tools  Window

Help

@@WJ

OPAC Display b Blind Reference
Language Authority Source
v Heading Type
Font ) ) Filter Holdings by Institution
Hyperlink Options. ..
Directionality 3 Authority Browse Filters 3

Change Location...

Circulation Options

Sort Patron Account by Location
Cataloging Options...

Label Editor. ..

Load Options...

Available Languages. ..

Toalbars

Blind Reference: The term is a valid heading but there are no hits/records

in the database associated with the

term. If Blind References are set to

display, Virtua displays the term with 0 hits next to it.

W Browse - Phoenix

/o

Subject: art

Hits | Terms

Art

Art -- 15th century -- History -- Juvenile films.
Art — 16th century

Art — 19th century

Art, Aboriginal Australian — Periodicals,

Art, Abstract

Art, Abstract — Juvenile literature.

Art, Abstract - Technigue.

Art — Adaptations

=N = ]

[

e

Subject: art

Page Up | Page Down |

Skip | Delete |

Heading Type: The words series or uniform title will display in brackets
next to appropriate terms. These are derived from the Bib Lvl values
specified in the 008 tag of the 999 Virtua tag of the authority record.
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~

¥ Browse - Phoenix g i ﬁ

Title: scentific american

Hits | Terms

Scientific American.

Scientific American [uniform title] [SRC=ICU]

The Sdentific American book of astronomy [ the editors of Sdentific American.
Scientific American book of mathematical puzzles & diversions [AAP]

Scientific American focus book [series] [SRC=DLC]

Scientific American frontiers (Television program) [uniform title]

Scientific American frontiers (Television program) [uniform title]

Scientific American great science fair projects [ Sdentific American and Marc Rosner
ilustrated by Cheryl Kirk Mall.

Scientific American inventions and discoveries : all the milestones in ingenuity-from the
discovery of fire to the invention of the microwave oven / Rodney Carlisle.

o £ e e S

[y

Title: scentific american

View Page Up Page Down Skip Delete

Authority Source: A cataloging code that indicates who created the
authority record, for example Library of Congress. This is derived from the
subfield \a of the 040 tag of the authority record.

Authority Browse Filters: All Authority Headings, Permanent Authorities
Only or Provisional Authorities Only.
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Control Number Search

Recommended
Workflow Explanation
Control numbers are unique numbers assigned to library
Enter items or attached to catalog records and subsequently are
Control used to identify those items or records. Virtua indexes
these numbers so you can use them in a search.
v Searching on a control number will produce a direct hit,
View immediately accessing the items and records.
Records
Summary
l Open the Control Number tab of the Search window
Identify search results relating to control numbers
Output
Records Key Terms
Authority MARC Record
Control Number
Control Number Search
Holdings MARC Record
Item Record
Patron Record
Vendor Record
OPAC Workflow-Based Reference Guide Last Revised: October 2017

*Updated to 16.1




75

Control Numbers and Search Results in Virtua

Index Searches Retrieves
Auth Ctrl # 010 tag of the Authority Record View (Authority) Record
window
Auth ID 001 tag of the MARC Authority View (Authority) Record
Record window
Authority 035 tag of the Authority Record View (Authority) Record
LCCN window
Bib ID 001 tag of the MARC Bibliographic | View (Bibliographic) Record
Record window
Birth 025 tag subfield $a of patron Patron Information window
Certificate # | records
Control 773 tag subfield $w to find all This search is available for
Number Link | child (i.e., component part) databases that have MARC
records associated with a 21 and/or CATMARC records
particular parent analytic record. | only.
Holdings ID 001 tag of the Holdings Record View Holdings window
ISBN 020 tag of the MARC Bibliographic | List of Titles window or View
Record Bibliographic Record
window
ISSN 022 tag of the MARC Bibliographic | List of Titles window or View
Record Bibliographic Record
window
ISSN-L 022 tag subfield $I of the MARC List of Titles window or View
Bibliographic Record Bibliographic Record
window
ISSN Serials | 022 tag of the MARC Bibliographic | Serials Check-in window or
Record the Holdings tab of the View
Bibliographic Record
window
Item All item records. The Accession Item Information window
Accession Number on the Item Elements tab
Number of the Item Information window is
distinct from the acquisitions
accession humber.
Item Item barcode number Item Information window
Barcode
Item ID System ID number of the Item Item Information window
Record
LCCN 010 tag of the MARC Bibliographic | View (Bibliographic) Record
Record window
Local Searches the exact content of the | View (Bibliographic) Record
Number 035 of the MARC Bibliographic window
Record tag
OCLC 035 tag of the MARC Bibliographic | View (Bibliographic) Record
Number Record and automatically adds window
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Standard
Identifier
Passport #

Patron
Barcode
Patron ID
Publisher
Number

Vendor #

the (OCoLC) ocm prefix.
024 tag subfield $a of the MARC
Bibliographic Record

022 tag subfield $a of the Patron
Record
015 tag of the Patron Record

001 tag of the Patron Record
028 tag subfield $a the MARC
Bibliographic Record

System-generated Vendor ID
number

Search the OPAC

76

List of Titles window or View
Bibliographic Record
window

Patron Information window

Patron Information window

Patron Information window
List of Titles window or View
Bibliographic Record
window

View Vendor window

Click the Search icon on the OPAC toolbar or use the Search pull
down menu from the toolbar.

Choose one of the control number types listed.

Type the number in the box adjacent to the box containing the search
term categories.

Press the Search button or Enter on your keyboard.

W Search - Phoenix

x|

Browse | Heading | Keyword Centrol Mumber

|Patron Barcode w| [vis214 -

r ———
Wl Patron Information - 0'Connell, Hannah M= =
Cord Foruek | MARC Format | Aciety | Account |

“eiron barooda: vis2td

Paron harcoda: 1l

ame: O'Cernal Hernah

Finon Calzgory: 71

Date of Brh: 000

Frimary Ardness: LM ¥raft Crive, 24060, Sacksburg, Monigomery, VA, LS4

Py Tebsbone: SE7-1000

E-nal: pcormel s, com

Expraborn date: X126 06 048

Lt iy NI1NTIEE

Edt.

™ print Receint el Renen A | Gabes Clme |
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Note: Depending on the type of control number search performed, different
windows may appear. Since control numbers are unique, you should only
retrieve one record.
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Masked Records

Recommended
Workflow Explanation
Masked Records
Masking . L . C g
R d Comprehensive record masking is available in Virtua.
ecords This feature can be used to hide records that have been
added to selection lists or are on order. Bibliographic
records, item records, and holdings records can be
ol masked.
D'Spkaé Masked records are not visible in the public OPAC.
Maske The ability to view and/or create masked records
Records can be in the Profiler.
Optional setting in profiler: Masking is removed
when items are received.
Summary
Mask a Record
Key Terms
Masked Record
Related Topics
Users
Permissions
Guest
Masked Record Parameters
Acquisitions Basic Options: Automatically
unmask records on receipt.
Operational Security: Permissions can be set to
allow users to View, and/or Edit masked records.
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Create Masked Records

Bibliographic records may be masked so that they are not visible in the
public OPAC, or to staff members without permission to see masked records.

Bibliographic Records can be masked from several places in the Virtua Client:

View Bibliographic Record Window
Item Information Window

View Holdings Record Window
MARC Editor Window

Add Purchase Request Window
Import to Purchase Request Window

From the View Bibliographic Record window by placing a check in the
Masked checkbox:

7 View Bibliographic Record - Phoenix =Jo&d
2]
Ful  Items |marc |
Title: The complete works [of] William Shakespeare | general e... Status Counts
ISEM: 0713900803 Checked Out: 0 On Reserve: 0
o bl'l o B . Available: i Requested: 0
ublication: ondon : Allen Lane, ’ T n T o
Description: wxi, 1481 p. : ill., facsims. ; 26 cm.
FormatfEdition: Revisad ed. Total Items: 1 Unsatisfied Requests: 0
Total Requests: 0
Call Number shelving Location Units Status Item Barcode
822,335 Bordeaux Available 31781020593321
[l »
Current Selection: )
171 Show Group | | Wiew Ttem | Delete Item | Request Item |
¥ Masked: Agency Req Edit ‘ Reguest Bib | Add Item ‘ Refresh | Close ‘
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From the MARC Editor window by placing a check in the Masked checkbox:

& MARC Editor - Phoenix M=%
[] [691008r1969196%enksh 000 0 eng d

L] [ ][] [w0713300303 \c $50.00

|
|
['a (OCoLC)ocm30 289657 |
[ & UK \c UKM \d HQB |
[\a HQBA |
8227332 18 |
[\a822.33b5 |
| \a Shakespeare, Wiliam, \d 1564-1616. |
|
|
|
|
|
|

| 'a Works

| ‘a The complete works [of] Wiliam Shakespeare [ \c general editor Alfred Harbage.
| \a Revised ed,

| ‘a London : ‘b Allen Lane, 'c 1969,

| ‘a xxi, 1481 p. : bil., facsims, ; \c 26 cm.

| \a Illus. on lining papers. In slip case.

‘a Revised ed. originally published, Baltimare: Penguin Books Inc., 1969, Previous ed, originally
published in 33 vols, Harmondsworth: Penguin, 1956-1967.

EIE] PP e
CIEIEI0] CICIC I CE OO
N A

| I | R

[ \a MARCIVE 03/01/06 |

| ‘\a Harbage, Alfred, \d 1501- |

913 [ \a SHACWWS22000 |

904 [\a E0 b HQE |

|(a]l Language material ;| (m) Monograph,Ttem j v Masked
2| = MARC 21 Bib: Book OPAC
OPAC1
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From the Add Purchase Request window by placing a check in the Masked

checkbox:

W/ Add Purchase Request

Requestor Barcode:

= Category:

*Title:

Publisher Mame:

Publication Date:

I
I
I
Author: I
/
I
I

Publication Place:

Motes:

Vendor:

Source of Selection:

L L L

1

I
I
* Material: |
Quantity: |

Group Mame: IDefauIt Group

Ll L«

Location: I

Music Pub. Num. :

ISBN:
ISSN:

Price: §.00

Price Currency  |United States Dollar usD -

Fiscal Year: hd

El

Fund Account:

Rejection Reason:

I~ Rush Order

Repeat | Save | Cancel |

From the Import to Purchase Requests window by placing a check in the

Masked checkbox:

W Import To Purchase Requests -...

BE

File Name

Character Set

]

Add To Purchase Requests if Record:
[~ IsNew.
[~ Is Discarded.

Vendor:

[~ Overwrites Existing Record,

[ Is Placed in Error State,

[

Category:

-

IFiu:tion

[

I Mask Records

tatus
0 Total Records Found in Source File
0 Failed validity Checks
0 Database Errors
0 Successfully Imported

Import

Cancel
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From the Item Information window by placing a check in the Masked
checkbox:

W Item Information - phoenix M

Item Elements |S13tistics | Other Elements
rBibliographic Information

Author: Shakespeare, Wiliam, 1564-1616.
Tite: Works
Edition: Revized ed.
rItem Information rCall Number
Itern ID: 533794 Copy: I
Barcode: 3175102059332 call = [s22.335
Barcode Type: IQE; ar = 2nd Call #: I
Item Class: j
rUnits
Reserves [tem Class: I 3 B Tadt
Ttem URL: I " Enumeration and Chranology.
- & Mone
Location: I: ordeaux LI

I Edit |
T Preservation and Conservation

Code:
Number of Pieces: I'- v] Citculate Pieces: = I LI

Shelving Location: IE:.--:EE_ X =

Price: T Mon-Parameterized Shelf Location —
Location:
EPM Mumber: I oeation I LI
Accession Number:
I rCirculation Rules
AV Accession Number: I & se Matrix
" Use Loan Period; 0 -
Collection Code: I LI

Allow Request: @

v inaiad: Delete | Edit | Refresh | Close |
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From the View Holdings Record window by placing a check in the Masked
checkbox:

W View Holdings Record - phoenix E]@
Ful | 1tems | MaRC |
Title: Sdentific American.
URL: http: ficdl.library. cornell. edu/moa browse . journals fzda . himl
URL: http: ffwww.sdam. com/
Freguency: Manthly, Nov. 1921-
Location: Headguarters
Motes: Headquarters retains current year + 1 year.
Acq. Status:
Acqg. Method:
Public notes: Test
Retention note:
vol, 288 2008

val, 299 no, 1-vol. 299 no. 4 July 2008-Oct, 2008
-Test

vol, 300 2009

vol, 301 no, 1-vol. 301no. 4 July 2009-Oct, 2003

Request Holding | Edit ‘ Claims | Add Item ‘ Refresh | Close

Masking Statuses

Under certain circumstances, you may wish to set record masking so that
item record statuses do not display in the OPAC. For example, item records
with the status missing.

To configure a status to be masked go to the Global Settings tab, Status
Displays option in the Virtua Profiler. On the General tab of the Statuses
window enter a status descriptor, click the Mask Status checkbox, and click
Save.
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Statuses

RequestsRenewals ] Reports ]

Status Descrigtor |r|,|1issing

First Digit Descriptor |

Second Digit Descriptar |

Ll L<|

Last Two Digits Code |

Statuz Code |

[ Suppress \Warning

v Mazk Status

Save

I Unzerviceahle

cancel

Laszt modified at 562502011 5:03:13 PM by Root User
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Display Masked Records

If the bibliographic record for War and Peace is masked:

A user with permission to view masked records will see the following results

of a title browse search for War and Peace.

W Browse - Phoenix

/o

Title: War and Peace

Hits | Terms

War and peace [sound recording] / Leo Tolstoy.

i

Vider,

War and peace [videorecording] / produced by Dino de Laurentiis ; directed by King

War and peace.
War and peace [ Leo Tolstoy ; translated by Constance Garnett.
War and peace / Leo Tolstoy ; translated by Louise and Aylmer Maude.

[

Wilson.

with an introduction by Joseph Frank ; notes by Lena Lencek.

Larissa Volokhonsky,

Garnett].
War and peace [electronic resource] [ Leo Talstoy ; Frederick Davidson.

War and peace / Leo Tolstoy ; translated by Constance Garnett ; introduction by A.N.
War and peace / Leo Tolstoy ; translated from the Russian by Constance Garnett ;
War and peace / Leo Tolstoy ; translated from the Russian by Richard Pevear and

War and peace [sound recording] / by Leo Tolstoy ; [translated by Constance

Title: War and Peace
View | Page Up | Page Down | Skip |

Delete |

A user without permission to view masked records will see the following

results of a title browse search for War and

Peace.
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¥ Browse - Phoenix g [

Title: War and Peace

Hits
e

¥

2

1|War and peace [ Leo Tolstoy ; translated by Constance Garnett.

1|War and peace  Leo Tolstoy ; translated by Louise and Ayimer Maude.

1|War and peace f Leo Tolstoy ; translated by Constance Garnett ; introduction by .M.
Wilson,

1|War and peace /[ Leo Tolstoy ; translated from the Russian by Constance Garnett ;
with an introduction by Joseph Frank ; notes by Lena Lencek.

1|War and peace [ Leo Tolstoy ; translated from the Russian by Richard Pevear and
Larissa Volokhonsky.

1|War and peace [sound recording] / by Leo Tolstoy ; [translated by Constance
Garnett].

1|War and peace in the nudear age [ John Newhouse.

1|War and peace [electronic resource] : notes ... by Marianne Sturman.

Title: War and Peace I
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Patron Records

Recommended
Workflow Explanation
Patron information can also be viewed using the OPAC.
AcCess Your library decides whether or not patrons will be
Patron allowed to view their patron records and check out
materials from the OPAC.
v Summary
View Patron Retrieve a patron record
Information Navigate the search results
View patron records
Key Terms
Patron Account tab
Patron Activity tab
Patron Empowerment
Patron Information window
Patron Record
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Access Patron Record

Browse Search
On the Browse tab you can initiate a patron name search.

To perform a Browse search, click the Search icon At . The Search
window appears, displaying the Browse tab.

To access a patron’s record, select Patron Name from the drop-down list
box.

W Search - Phoenix
Browse lHeading ] Keyword ] Control Mumber ] Holdings Keyword ] Patron ]
|Auﬁ10r j |O'C0nne||,l-'erity ﬂ
Abhreviated Title -~

3 library catalog, ~
v dicking the arrow in the first box. [l

All Vendors

Vendor

Course ID

Course Title "
Instructor i

LIERARY MOTICE

hame, subject, title, call number or
he type of search you are doing.
ess the ENTER key on your keyboard.

Put your customized library message here and on every other tab
of the Search window. To do this, edit the appropriate Help strings It

Collection Groups | | Location | | Search |

Type the patron’s name (Last Name, First Name) in the search box and
press the Search button or Enter key.

The browse screen will display a list of patrons closest to the name searched.
Click the desired patron and you will be taken to the Patron Information
window.
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W Browse - Phoenix g

Patron Name: O'Connell, Verity

Hits | Terms

1|0'Connell, Tom 19640411 S
1701 Kraft, 24060 Blacksburg, YA M|

1|0'Connell, Verity Elizabeth 135712232 Miss M
1701 Kraft Drive, 24060 Blacksburg, VA

1|0'CONNOR, JOSEPH JAMES 19540401

5824 CHASON RIDGE DR. AFT D, 28314-4423 FAYETTEVILLE, NC
Cliffdale
1|0'CONMNOR,, NICOLE 19800317 F

3508 FARM CIRCLE RD,, 28306-9327 FAYETTEVILLE, NC
Headquarters
1|0'CONMNOR, NICOLE M 19871118 F

706 MCPHERSOM AVE APT B, 28303 FAYETTEVILLE, NC
Headquarters
1|O'DELL, LAUREN MICHELLE 19861129 F

1213 BERKSHIRE RD, 28304-3509 FAYETTEVILLE, NC
Cliffdale ]

Patron Name: O'Connell, Verity ‘

View | Page Up | Page Down | Skip Delete

Patron Keyword Search

Patron searches let you search for patron records using keywords found in
indexed patron information fields. The Patron tab of the Search window lets
you use multiple search categories and search operators to operators to
search for patrons, allowing more flexibility than the standard Patron Name
Browse search or Patron ID Control Number search.

Important: Patron keyword search functionality is a special Virtua feature
that must be configured by VTLS personnel. To enable patron search
functionality for your library, contact your local VTLS office.

To perform a patron search:

Click the Search icon fat on the OPAC toolbar.

The Search window appears, displaying the Browse tab. Click the
Patron tab.
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FW Search - phoenix —‘

Browse I Heading I Keyword I Control Mumber | Holdings Keyword FPatron I

IE -mail Address from 271 subfield a LI

Iucunnelle@vﬂs.cum LI

I,-!'.ND ;I IAdditiDnaI name from 700 subfields a, h ,m and LI

! =l

I,a.ND ;I I.ﬁ.dditinnal name from 700 subfields a, h ,m and ;I

| <]

‘ Location I | Search I Cancel |

Using a combination of search terms, search categories, and search
operators, construct a patron search query.

Click the Search button.

Your search results appear on either the Patron Search Results window or
the Patron Information window.

W Patron Search Results - phoenix g@

E-mail Address from 271 subfield a: oconnelle @vils.com

Tites 1-3/3
Patron Name | Patron Other Name | Address | Patron Barcode
O'Connell, Rosie Riveter 1701 Kraft Drive Blacksburg VA 24060  vils529
O'Connell, Seafoam 1701 Kraft Drive Blacksburg VA 24060  vHs704
O'Connell, Verity Elizabeth 1701 Kraft Drive Blacksburg VA 24060  vils1222

View Cancel
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View Patron Information

Click on the Patron Activity tab to view current circulation transactions.

7 Patron Information - 0°Connell, Verity Elizabeth = 2)&d

Card Formatl MARC Format Activity |Accour|t| What's This?

Patron Check-Out |
FEEEH.‘.’."‘ Patron Routing E"E.”‘.E g
..... 4
Pickup Transaction Log 1
Disputed 1

Print

Save

E-mail

Print Address Label

YSummary 4 Pending 4Pickup ADisputed /

I™ Print Receipt Update | Renew All | Refresh | Close

Use the right mouse click to access the Patron Check-out window.

W7 Check Out/Renew - Phoenix - Bellefonte - vtls1222 - O'Connell, Verity Elizabeth =]
Patron Check-outs | oo |
Patron wis1222 A Information
barcode: )
Mame:; O'Connell Miss Verity Fines: .00
Patron VA Requested: 0
Catagory: COwverdue: 0
Date of Birth: 19971222 Billed: ]
Primary 1701 Kraft Drive, 24060, Blacksburg, Montgomery, YA, ,
Last Item:
Address: usa .
Primary 557-1201 M Category Limit:
rCheck-out Type
& Regular ~ Fixed Time
" In-house " Selected Time: I j‘ Date: I LI
Item Barcode | Title | Due Date/Time | Type |

I Print Receipts Item Barcode: I
" after Each Item ¢ When Check-outs sre Complete
Pririk | Chieck Out I

[~ Remember Last Check-out Type
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Appendix A: Definition of Key
Terms

Attribute Configuration: In order for Virtua to recognize non-standard
Z39.50 use attributes it is necessary to configure them in the Server Setup
window. This setting is for use when searching non-Virtua databases and is
optional.

Authority Heading: terms (authors/names, titles, or subjects) that are
stored in authority record fields and appear in an alphabetical index on the
Virtua Browse window.

Bib-Level Call Number: the call number for the bibliographic record; which
can be different from the call numbers of items associated with the record.

Blind Reference: valid heading that appears in a browse index, but does
not lead to any bibliographic records because there are no associated hits in
the database.

Boolean Operators: method of combining terms in a keyword search that
allows the searcher to use three logical commands (AND, OR, NOT),
sometimes called operators.

Browse Window: window that contains the results of an OPAC Browse
Search.

Browse Search: type of OPAC search where the system retrieves all
headings in the database that match or come close to matching the terms a
user enters for a selected category.

Call Number: identification code used to arrange items in order on the shelf.
Call numbers are usually composed of two parts: 1) classification (located in
subfield $a of the MARC tag), and 2) item or book number (located in
subfield $b of the MARC tag). Call numbers are found in the 050 tag (LC) and
080 tag (Dewey), and in 900 tags (locally defined) of the Bibliographic MARC
record.

Control Number: unique numbers assigned to library items or attached to
catalog records and used to identify those items or records, for example,
ISBN, ISSN, and LCCN.

Control Number Search: a Virtua feature that provides direct access to
records and items; control numbers are unique to a record so this type of
search will retrieve only one record. The window in which the search result
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displays is dependent on the type of control number; for example, a patron
number search will display in the Patron Information window.

Course ID: character string used to identify an academic course (e.g.
HISTORY 101) in the Reserves module. Course ID is one of the Browse
search categories in the Virtua OPAC.

Cross-References: heading that appears in a Browse index because it
exists as a 4xx tag or a 5xx tag in the authority record for a valid heading.
The valid heading is stored in the 1xx tag in the authority record. When
selected by the user, cross-reference headings refer the user to the valid
heading

Default Load Character Set: If a server returns records in a syntax other
than MARC 21, Virtua uses the syntax specified here. Currently, the Virtua

client accepts records from a server in MARC 21, CATMARC, and UNIMARC

formats.

Display Options: settings a user can choose for a session; fonts, language,
and supplementary authority information (blind reference, authority source,
heading type). You can enable or disable these display options at any point

during your session.

Expert Search: allows the experienced user to build sophisticated searches
using search categories, keywords, Boolean operators (AND, OR, NOT),
precedence, proximity, and truncation.

Filters: criterion a user can set to restrict an OPAC search and thus limit the
result set. Possible filters are: Location (library), Format, Language,
Publication Year, Nature of Contents, and Place of Publication.

Full Text Searching: using the program DocumentBatchLoader.ksh, your
library can load text documents into the database and index them for
keyword searching. When you use the Full Text keyword search category,
Virtua searches for your keyword in any text document that has been
indexed.

Full Tab: (Bibliographic Record): displays the non-MARC public view of
bibliographic information for a given record.

Full Tab: (Holdings Record): displays bibliographic/holdings information
along with the volumes and issues of a particular serial that the library or
location houses.

Holdings-level Call Number: Call number that is specific to a holdings
record and is different from the call number on the associated bibliographic
record or on other holdings records associated with the same bibliographic
record.
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Holdings MARC Record: Type of MARC record used in Virtua to describe
serials. Holdings records contain the following elements: a link to the
bibliographic record, location, prediction pattern, and issue level holdings
information.

Holdings Tab: tab on the View Record window that displays holdings record
information associated with the bibliographic record. The header of the
holdings tab contains elements of the bibliographic record and associated
library-defined labels such as author, title, edition, publisher, and description
of material; the list box contains columns of information taken from each
holdings record and other records linked to the holdings record.

Host Name: the IP address or the host name of the service (i.e.
zeus.library.edu).

Item: unique physical or virtual piece or entity, e.g., a book, volume of a
journal, a roll of microfilm, etc. that is part of a library’s collection.

Item Elements Tab: tab on the Item Information window that displays
basic descriptive information for the item, such as Item Information, Call
Number Information, and Circulation Rules.

Item Information Window: displays data associated with the item record
on up to four tabs, depending on the item class and the user profile: Item
Elements, Statistics, Status and Notes. The Status tab appears only if the
item has a status associated with it or if the Item Information window is in
edit mode. The Notes tab appears only if the item has a public, staff, check-
in, or check-out notes associated with it or if the Item Information window is
in edit mode.

Item record: A record attached to a bibliographic record or holdings record
that describes an individual item belonging to the library. Item records
contain information unique to the item such as call nhumber, price, shelving
location, etc.

Item Tab: tab on the View Record window that displays the physical and/or
virtual items associated with the bibliographic record, including: outstanding
requests, location, call number, and barcodes.

Item-Level Call Number: call number that appears on an individual item
record (and

correspondingly, on an actual physical item). An item-level call number is
specific to an item. Libraries use this type of call number to uniquely identify
multiple item records that are associated with a bibliographic record, which
has a different call number from each of the items (see also Call Number).
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Keyword in Heading Search: A type of OPAC keyword search that lets you
search for keywords anywhere within an authority heading. The results of a
Heading search appear on the List of Headings window, which resembles the
Browse window but displays only the authority headings that contain your
search term.

Keyword Search: type of OPAC search that allows users to enter search
terms with Boolean operators. Filters and left, right and medial truncation
may also be applied to a keyword search.

List of Titles: Displays brief bibliographic information about each title that is
a qualified hit from a browse search.

Location: (see shelving location)

MARC 856 tag: tag is used to support multimedia files, containing images,
video clips, sound recordings, or full text and which may reside on a local
hard drive, a remote server, the Internet, or a CD-ROM. The views in the
Profiler can be configured so that these files appear as hyperlinks on the Full,
Items and Holdings tabs of the View Record window.

MARC Authority Record: type of MARC record that indicates the main
(authoritative or established) name (form) of an author and lists variations of
that name, OR indicates the main title of a book and lists variations of that
title, OR indicates the main way to refer to a subject and lists variations of
ways to refer to that subject.

MARC Bibliographic Record: type of MARC record that describes an item
held by the library in MARC bibliographic format, and may contain the
following descriptive elements: title and statement of responsibility (author,
editor etc.), edition, material type, publisher/distributor, publication date,
physical characteristics, series, notes, standard number (ISBN, ISSN, etc.),
and terms of availability, including price.

MARC Community Record: type of MARC record that describes a non-
bibliographic entity that provides information related to a civic community.
Examples include individual people (e.g., storytellers, civic leaders, etc.),
organizations, programs (e.g., a driver’s education class), event (e.g., a
seminar), or some other entity (e.g., a facility such as a planetarium).

MARC Tab: tab on the View Holdings Record window that displays a
combination of bibliographic and holdings information. The MARC tab
includes all the fields of the MARC holdings preceded by the following fields
from the parent bibliographic record: 004, 010, 022, 030, 035, indexed call
number, 1xx, 245, 246, 260, 780, 785. Note that when a holdings record
opens in the MARC Editor, only the holdings fields appear.
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Masked Record: Records that are hidden for some reason, often because
they are on order. Records that are masked will not appear in the results of
searches performed by users who do not have permission to view masked
records (usually library patrons).

Multiple Subject Heading Search: is based on the second indicator of the
6xx tag of the MARC record, which generates a subject code in position 11 of
the 008 of the authority record.

OPAC: Online Public Access Catalog: it is one of the subsystems in Virtua.

Patron Account Tab: fees owed by a specific patron are displayed on the
Patron Account tab of the Patron Information window.

Patron Activity Tab: a patron’s borrowing activity displays on the Patron
Activity tab of the Patron Information window, (e.g. checked-out items,
overdues, and pending requests).

Patron Empowerment: optional Virtua features that allow patrons to make
requests, check-out materials, and edit their own patron records.

Patron Information Window: displays a patron’s personal data in Full or
MARC Format, borrowing activity, and fees owed.

Patron Record: database record in 2709 MARC Communications format
(defined by VTLS, rather than by USMARC) that houses all of the identifying
information about a library patron such as name, address, phone number,
date of birth, patron barcode number, borrowing activity, and account
activity.

Port: An entrance to, or exit from, a data network. In Virtua it is the number
used to access the server housing a Virtua database. Z39.50 servers often
use the port number 210; otherwise, four- or five-digit port numbers
between 1025 and 32767 are used.

Profile Name: the name of the server or any other descriptive information
that will identify the server the database is located on. Once the setup is
configured this is the information that appears in the dropdown menu of
available servers.

Refine Search: a bibliographic keyword search query that Virtua combines
with your original search query to produce a new (usually narrower) set of
search results.

See Reference: points from an invalid heading to the valid, authoritative
heading. On the Browse window, the minus (-) sign next to a heading
indicates a See cross-reference.
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See Also Reference: points from a related heading to another related
heading, both of which are valid. On the Browse window, the plus (+) sign
next to a heading indicates a See also cross-reference.

Search Categories: categories or indexes defined in Virtua which are used
for searching the OPAC, for example, a: (author), t: (title).

Search Strings: a series of keywords, Boolean operators, and/or
parentheses that define a search. For example: (a:Mitchell) + (t:gone &
t:wind)

Search Window: window in the Virtua client from which a user can choose
to do a Browse, Keyword, Control Number, or Expert search.

Selection List: A list of materials recommended for purchase. In Virtua
items for selection lists can be submitted electronically and integrated into
the Acquisitions sub-system.

Shelving Location: physical or virtual location of library material; main
locations and sub-locations are defined in the Global Settings parameters in
the Virtua Profiler. The shelving location is used to tell patrons where to
locate the item and also as a filter in keyword and expert searches.

Sort Order: order in which a set of search results appears on a results
window. The standard value of the default sort on the List of Titles window is
a title sort. A user can customize the default sort by clicking the Sort button.
In a future release, a library can set the default sort on the List of Titles via a
parameter setting.

Statistics Tab: tab on the Item Information window that displays statistical
data about the item: Bibliographic Information, Record Information, and
Circulation Statistics.

Statuses Tab: tab on the Item Information window that displays the
purchase order number, order line item number, details about the purchase
order and line item, receipt, invoice, payment, and credit status information.

Subject headings: a controlled vocabulary used in subject cataloging and
indexing by libraries or indexing agencies.

Subject Thesaurus: a controlled vocabulary designated by a specific
organization or agency. Examples include National Agriculture Library (NAL),
Medical Subject Heading (MeSH), and Art and Architecture.

Sub-location: a department or specific location within a building or
organizational unit, and represented by the last four digits of a unique nine-
digit library location code. Location filtering in the OPAC is allowed at both
main location and sub-location levels.
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Truncation: ability to search on part of a word. Virtua uses the symbol * to
represent an unknown number of letters and a ? to represent a single letter.
For example, Farm* will retrieve records that contain the terms farm, farms,
farmer, farming, etc.

Vendor Record: field-based format that contains vendor information to
describe an organization from which library materials are ordered.

View Record Window: shows data your library chooses to display for
bibliographic records. From the Items tab and the Holdings tab of the View
Record window, it is possible to navigate to a specific item record or holdings
record.

Virtua Client: refers to the Virtua Windows-based graphical user interface
that resides on your PC and lets you access each subsystem in Virtua such as
the OPAC subsystem.

Z239.50 Database: A database that allows access through the Z239.50
protocol.

Z39.50 Protocol: national information retrieval standard developed by the
National Information Standards Organization (NISO). It defines a protocol
that allows one computer (the client) to communicate with another (the
server), perform searches, and retrieve records.
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Appendix B: InfoStation
Reports for OPAC

OPAC Report Group

Notice

Function

OPAC Search
Statistics

Server Response
Times

OPAC Workflow-Based Reference Guide
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The OPAC Search Statistics report generates
counts of various types of OPAC searches
performed by the users, at the locations, and
during the date range that you specify for the
report configuration. Additionally, you can
optionally choose for the report to display
each count as a percentage of the total for a
given category.

Generates a summary of the response times
of the Virtua server to all Z39.50 search
requests.
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Appendix C: OPAC iIn a
Consortium Environment

Users

User Profiles in the Profiler let you define the username, password,
description, default log-in location, and group membership for each Virtua
user. Additionally, the User Profiles parameter lets you configure user
permissions. Permissions determine which functions, actions, and controls
each Virtua user or group of users has permission to access or execute.

Views

Windows in the Virtua client display bibliographic, holdings, item, and patron
data elements based on the tags, subfields, fixed fields, and other
information defined in the Client Views in the Profiler. In the consortium
environment, each institution can configure its own set of Client and iPortal
Views.

Filtering Out Holdings Records

In the consortium environment, institutions can set their OPAC Display
Options in the Virtua client to filter out those holdings records in the View
Bibliographic Record window that belong to locations outside their
institution. This allows users in the Virtua client to toggle between showing
"all" holdings and showing just the holdings for their institution.

OPAC Workflow-Based Reference Guide Last Revised: October 2017
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Appendix D: Commonly Used
Search Categories

a
t
S
tse
P

pp
nte

lang
ty
ed
cs
bl
tym
nc
rs
ar
el

d

Ir

f

td
sd
edt
mr
fr

r

ta

ap
cp

Author

Title

Subject

Series Title
Publisher

Place of Publication
Notes

Language

Type

Entered Date

Cat Source
Bibliographic Level
Type of Material
Nature of Content
Rec Status
Archive

Enc. Level
Desript

Link Rec

Format

Type of Date
Start Date

End Date

Mod Rec
Frequency
Regularity

Target Audience
Govt Publication
Conf Publication
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il
fst
fic

tc
rf
Pj
pm

sf

fc
fm
mm
It

tm
myv
tq

ic

ts
foi
new
oa
aw
loc
temp
ud02
ud03

Index1

Illustrations
Festschrift

Fiction

Biography

Type of Computer File
Relief

Projection

Prime Meridian
Cartographic

Special Format

Form of Composition
Format of Music
Matter of Music
Literary Text SR

Time MP VR

Matter Visual
Technique

ISSN Center

Type of Serial

Form of Original Item
Nature of Entire Work
Original Alphabet
Anywhere

Location

User Defined Search 1
User Defined Search 2
User Defined Search 3
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Appendix E: Multiple Subject
Thesauri

Virtua gives libraries the ability to add to the browse search dropdown menu
specified thesauri searches in addition to the general subject search. For
further information, consult the Multiple Subject Thesauri white paper.

The indexes are set in the Profiler using the Cataloging Multiple Subject
Headings Parameter.

1. A script is run against the database to identify existing library-defined
thesauri codes and to identify improperly cataloged records: those with a
conflict between the 2" indicator in the bib record and position 11 of the
008 tag in the authority record.

2. After a second script fixes any reported records, the Multiple Subject
Headings Parameter is set in the Profiler.

3. A third script is run against the database to create the indexes.

Thesauri searches are based on the second indicator of the 6xx tag of the
MARC record, which generates a subject code in position 11 of the 008 tag of
the authority record.
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2nd Bib 6xx
ind. of | $2 or 008/11

Browse bib Auth 040 | of Auth
Dropdown Subject Thesaurus record | $f Record
Subject-blank | Blank ‘blank’ ‘blank’
Subject-lcsh Library of Congress Subject 0 a

Headings (LCSH)
Subject- LC subject headings for children’s 1 b
Icshac literature
Subject-MeSH | Medical Subject Headings (MeSH) 2 C
Subject-NAL National Agricultural Library subject | 3 d

authority file (NAL)
Subject- Source not specified 4 4
Unknown
Subject- Canadian Subject Headings 5 k
Canadian
Subject- Répertoire de vedettesmatiere 6 v
Répertoire
Subject-Art Art and Architecture Thesaurus 7 aat r
Subject-Sears | Sears List of Subject Headings 7 sears S
Subject-Value | Source specified in bib $2 or auth 7 ‘value’ z

040 $f
Subject- Locally defined 8 8
Locall
Subject- Local 9 9
Local2

NOTE: When saving a bib record, the 008/position 11 of the authority record
is automatically populated based on the 2" indicator on the 6xx tag.
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Appendix F - Changes in this
Guide

Changes for Version 16.1

No changes were made.
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