Creating Displays or Topic Lists

Using the Course Reserves Module

The Millennium Course Reserves module can be used to bring together an individual library’s items for school reading lists, holiday or other special displays or any list of annual or reoccurring events and subjects.   

Important features:
         A topic list is created and items are added to this list, such as ‘Science Projects’, ‘Snow List’, or ‘Black History month’. 
         For recurring programs that are likely to use many of the same items, it is possible to leave the list in place and make it active or inactive when needed. 
         A library may have an unlimited number of topic lists.  No more than 350 items can be added to a single topic list.
         It is easy for staff to pull their items the next time the list will be used.
· It is possible to get separate statistics for the circulation of these items when the topic list is active. 

· The location code can be changed or the name of the topic list/display can display in the Call number field in the OPAC which makes it easy for both staff and patrons to find items that have been pulled from their regular shelving location.  Please note:  the changed call number will appear on the paging list.  Based on your workflow, this may make it easier or more difficult for your staff to find the items.  Please do what works best at your library.
         It is possible to change the itype so the items will circulate according to a different loan rule (i.e. no renewals or 7 day items).  
        When it is time to make the list inactive and move the items back to their permanent location, the items will revert back to their original call numbers and itypes.  
· Items that are checked out cannot be added to a topic list.  To add these items you could place an item specific hold (with a note) and add it when it is checked in.
· All items attached to a topic list are holdable and appear with a status of available.
   
· Items can be made inactive while they are checked out.

· Items can be made inactive while there is a hold on them.

· Items that are still part of a course, either active or inactive, cannot be deleted from the system.  If they are marked withdrawn, eiNetwork staff will not be able to delete them in the monthly process.  The items should be removed from a Course list first
· Staff can access their lists via the Web OPAC for easier access. 
· It is advisable to add a colored dot sticker to the items in a particular display so that staff know where to reshelve the items while they are on a display.  

· Keep in mind that this module is meant for Course Reserves in an academic setting.  We are modifying it to be used in a public library setting for displays, and there may be some limitations with module. 
 
Guidelines
· Libraries creating topic lists should include only their items.

· Only holdable loan rules should be used for topic list items.

· The call number or location code should be changed to reflect the name of the topic list/display to help patrons and staff find items easier.

The Display status and Course Reserves can both be used in your library (but an item cannot have a status of DISPLAY and be in an active topic list. The DISPLAY status overrides the active topic list settings).  Here are examples of how you can use either:

	Display Status (p DISPLAY)
Meant for one-time displays that won’t be repeated.
An easy way for staff to pull items quickly and eliminate the need to change the location.  
Status of DISPLAY is visible change to staff and patrons.

Items do not trap for holds.

Loan rule does not change.

Status is cleared at check out.

	Topic Lists (using Course Reserves module)

Meant for recurring programs or displays that may be intact for longer than one circulation.
CALL NUMBER field is visible change to staff and patrons.

Items will trap for holds.

Loan rule may change when active.

List remains active until it is set to inactive.

Items remain with the list settings through numerous checkouts and checkins.



	Author visits
	Annual events such as Black history month, Poetry month, Women’s history month

	Current events such as the Super bowl, Pulitzer prize winner, famous deaths,
	Holiday displays

	One-off library programs
	Battle of the Books

	
	Science Projects

	
	Summer Reading (even though the list may not be used again in subsequent years the program lasts for a long period of time)


How to setup a Topic List
To set up a topic list you create a course record for your project and attach items in MilCirc. When the project ends you need to go into each course record and make the items inactive. You can also remove the items from the course record and delete the course. For recurring programs that are likely to use many of the same items, it is easier to leave the items associated with the course, but inactive
Creating a Topic List (course)
1. Login into Millennium Circulation.
2. From the navigation bar on the left, scroll to the bottom and choose Course Reserves.
3. Click on the NEW icon on the toolbar to create a new course record.

4. A wizard will step you through the fields of the record.
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5. Enter a beginning date for your program (e.g. 04-01-2007).

6. Enter an ending date for your program (e.g. 05-01-2007).

7. Enter your 2 digit library code for the location.
8. For  Library (p Library),  enter your library name as you'd like to see it displayed in the    OPAC

9. For Topic (r Topic), enter a topic name that patrons will see in the OPAC—such as ‘Women History Month’, ‘Battle of the Books’, or ‘Science Projects.’
10. You may skip Notes (n Note).  Or you may want to add some sort of description.  
11. You can go back and edit any of the fields by double-clicking them, or insert a field that you missed by clicking on Insert from the toolbar.

12. Click on Save.

13. To edit the record at a later time, click on Edit from the toolbar.

[New course]
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Adding Items to the Topic List
You now have a Topic List (course record) in the system and items can be attached to the list.

1. Retrieve your items from your shelves.

2. Click on Add Item.

3. Scan in a barcode. 

4. Make sure that your item highlighted. 

5. At the top of the item record click on the button called Add Selected Item(s).  See also “Adding more than one item from the same Bib record.”
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6. A setting menu displays.
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7. You may keep the location as the home location, use a display location if you have one, or use your 2-digit library code.

Note:  the system sets the last location code as the default.  If you are using the home location, you’ll need to enter the correct home location into the Course Reserves settings menu (above).
8. You may modify the itype if you'd like these items to point to different loan rules. 

9. You may check the box to have the system display the course name as the call number. (note:  this will display in the item record, the OPAC and on the paging list and yellow shipping labels.)  
10. Leave the default (active until end of the course) for the timeframe.  
11. You can add additional items at any time by clicking on Add Items on the Course page.
12. You can make changes to any of the items at any time.  Simply highlight the item(s) and click on Change Status.

Adding more than one item from the same Bib record.
This can be used if all of your library’s items on a bib share the same location, type and status.

1. Click on Add Item.

2. Retrieve your items from your shelves.

3. Scan in a barcode. 

4. Make sure that your item highlighted. 
5. Check any additional copies belonging to your library.  
6. At the top of the item record click on the button called Add Selected Item(s).
7. Enter the location, type, and status values.
8. Check the Use for all selected items checkbox.
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9. Choose OK; all items are added to the Course Reserves list with the settings entered.
10. If you choose Cancel, you will be prompted for the settings for the next item. When there are no items remaining, Millennium Circulation returns you to the course record.
Global Course Settings

You can set Course Reserves Settings to apply to all items added during your current session in Course Reserves mode.  Note: you can only retain settings while you are working in Course Reserves mode, which can include working on multiple Course Reserve Lists; when you change modes (to Circulation Desk, Search/Holds, etc.), the system clears the Course Reserves Settings.

To apply Course Reserves Settings to the entire in-mode session:

1. Select the Options menu, 

2. Select Course Settings. The Course Reserves Settings dialog box appears.
3. Check the Use these settings for adding items/bibs checkbox.

4. Enter location, item type, and item status values.

5. Click OK to save your global settings or click Cancel to return to the Course Reserves list without saving any global settings.
6. Optional: the Prompt for Settings checkbox will now be available to click.  If you have an item that has different settings from the global settings, you can check this box and the system will prompt you for new settings.  Check the box before you add an item with different settings.  As long as this box is checked, you will continue to be prompted.  If you’d like to be prompted to change settings for additional items (essentially bypassing the Course Settings), check this box.  
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7. If you do not want to use or set any more global settings and you want to be prompted by the Course Reserves Settings dialog for all subsequent items, select the Options menu, and Course Settings and uncheck the Use these settings for adding items/bibs checkbox. The system returns to the default behavior of prompting you for settings for each item.
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Note:  any time you make changes to an item, by clicking on Change Status, a result window pops up which tells you if the operation completed successful or not. 
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Item Record Changes
When an item is added to a course a few fields are added to the item record:

1. Go into Search/Holds Mode.
2. The temporary call number displays in the 999 field below the original 090 and 092.

3. The Reserve Note displays the date the item was made active for this topic list (course.)

4. The course (or Topic) ID displays (e.g. r10000318).

5. The Save Item field displays the original location and itype and the original total checkout information is kept.

6. While the item is active, the total checkout field is set to 0 and used to record circulations during the reserve period.
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When an item is returned to its original location (either by removing it from the course or making it inactive):

1. The 099 temporary call number and Save Item fields are removed from the record.

2. The original location and itype is restored.

3. The original Total Checkout number is added to the Total Checkouts for the reserve period.

4. A Reserve Note is added, which records the number of circulations from the reserve period.

Note:  It is possible to delete old Reserve Notes from your item records, if there become too many.  Simple right-click on them and choose Delete field.

The Catalog 
· If you’ve changed the call number field, it will display the name of the Topic List for easy finding within the library.
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Staff can search for their lists in the OPAC.

· Click on Specialized Search.
· You can search by your topic name or by your library name.
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· A complete listing of your topic lists will be displayed
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Running reports 
You can use your Topic lists to make a file of these items and use it to produce booklists to print or add to your library website, and for gathering statistics.
If you have been trained to use Create Lists you can run your own reports, or contact the eiNetwork to request a report.

In Create List use an Item list with a query similar to this for a listing:  
ITEM LOCATION=USNF AND 999 HAS Science Projects

or

ITEM Topic ID=r1000318

· For booklists, output fields such as:  Author, title, Call Number (for the temporary call # use MARC tag 999) and location.  
· For statistics, output fields such as Location, Itype, Total Checkouts, Call Number (for the temporary call # use MARC tag 999) and possibly Reserve Note.

Making a Topic List Inactive 
When it is time to return the items to their permanent shelving location:
1. Login into MilCirc.

2. From the menu on the left, choose Course Reserves
3. Click the Index drop-down menu and search by .Record,  p Library or r Topic name.
4. Choose the appropriate list.
5. If you want to leave the titles on the list for another time, you'll want to mark the items inactive.

a. Highlight the item and click on Change Status (you can highlight all of them at once).
b. Under Item status, choose Inactive.  A result window pops up which tells you if the operation completed successful or not.
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c.  When you mark the items inactive, the 999 temporary call numbers and Save Item fields are removed from the record and the original location, itype and call number are restored. The original total checkout totals are added to the total checkouts for the reserve period, and a Reserve Note is added, which records the number of circulations from the reserve period.
d. When you make an item active again, and you want the Call number to display the name of the Topic List, you’ll need to check that box again.

6. If you want to remove the items, highlight the item and click Remove Items.  When you remove the last item, a message displays: 'There are no items remaining. Do you want to delete the course?' Choose yes or no.

Withdrawing Items on a Course List
Items that are part of a course list, either active or inactive, cannot be deleted from the system.  It is the library’s responsibility to remove items from a course when you mark the items Withdrawn.

1. Follow the normal procedures for marking items withdrawn.

2. Look in the variable fields of your item to determine if the item is part of a course.
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3. Look for the Topic ID, an un-editable field that displays whether the item is active or inactive.  Copy (with your mouse, or write it down) this Topic ID number.
Note:  Do not use Reserve Notes to determine whether the item is part of a course list.  These can exist even when the item is no longer on a list.  Use only the Topic ID.

4. Go into Course Reserves Mode and search for that Topic ID.  You may need to add a check digit to the end of the number.
5. Find the correct item attached and highlight it.

6. Click on Remove Item.

7. Your item will now be able to be deleted as part of the monthly process.

8. If the item has not been removed  

