Instructions for Creating Short Records for Electronic Readers
To consider before entering records:
1. Will you be adding multiple devices?
2. If adding multiple devices, will the content be the same on each device?  

If yes, only one title record needs to be created and multiple item records can be attached.  
If no, create a separate record for each device, and number the device.  (Example:  Coloma Kindle #1)
General instructions: 
1. Click on Add title.
2. Cursor will be in Rec_Type.  Change this to o

3. Move to the 020 field and replace **REQUIRED FIELD** with NONE

4. Enter the name of your library in caps in the 049 field.
5. Put the name of your device in the title (245 field) and always include your library name.  See the Example.
6. Change the 260 field to 300 and enter information about what is included with device.  See the Example.
7. Add a 505 field and list the titles and authors of the books on the device.  Separate the title and author with a slash / .  Separate the author and the next title with space -- space.

Editing tip:  To add a field, place your cursor in the previous field and type ctrl/enter.  A tag number must be entered before text can be added to the field.

Option:  Oshkosh has chosen to add a 500 field with the note as shown in the example – each library can decide if they want this type of note included

 When barcoding the device, make the Item Type, Item Location, and Item Cat 1 fields E-READER.
Example:

[image: image1.png]odify Title

B Wfe 58,5 % &5

Oshkash Kindle

Control| Bibliographic | Call Number/tter | Bound-with

[ shadow title

~ [1ncomplete contents 505 1

-|Subjectterm s o0

Rectvee E Jib_v1 m Typecl Ene vl
lDese Entrd 111020 patTe Date1
lDate2 ctry s pudience
Repr (cont Gavtrub Canfrub o
Festschr o Indx o Fiction Biog
Lang g od Rec Source
Label Cantents

- [1sen none

'~ |Local holdings 049 zKa

~ite 215 Oshkash Kindle

~ [variant tile s 3 indle

"~ [Physical deserip 300 1 Kindle + carrying case + Kindle adapter + USB cable + Quick start guide

~ | General Note so0 WUST BE 18 YEARS OR OLDER TO CHECK OLT

Pride and prejudice / Jane Austen - Amersham rubies / Rhys Bowen -- Jane Eyre / Charlott Bronte -- Adventures of Sherlock
Holmes / Arthur Conan Doyle -- Cybill disobedience / Cybill Shepherd -~ War of the worlds / H. G. Wells -- Lethal / Sandra Bro
- The affair / Lee Child -+ A stolen lifs / Joyce Dugard - Smokin' seventeen / Janet Evanovich -- Bossypants / Tina Fey -- Lies
Chelsea Handler told me / Chelsea Handler -- State of wonder / Ann Patchett -- Kill me if you can / James Patterson -- New Yor
Dallas /3. D. Robb -~ The help / Kathryn Stockett

Electronic books





If you want the titles to be searchable when browsing the catalog, after completing your short record, send an email to Kathy Grace (grace@oshkoshpubliclibrary.org) or to Stephanie Thomas (sthomas@oshkoshpubliclibrary.org) and give them the name of the device as it appears in the 245 field and ask them to trace the titles.

If the content of the device is changed, send an email to either Kathy Grace or Stephanie Tomas with the new titles or use the online database report form:  (http://websites.winnefox.org/forms/winnefox/database/)
Note:  Before the devices can circulate, they need a circulation rule.  Contact Karen Boehning (boehning@winnefox.org) so she can set this up.  She will need to know the loan period and fine rate.
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