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1.1 Iltem Cataloging

Adding an item to an existing record in the Balsam catalog.

Step 1: Go to https://staff-balsam.bywatersolutions.com/ and enter your login credentials. The
homepage defaults to check out.

Step 2: Click ‘Cataloging’

L 2 X Checkout X Checkin t3Renew [ Searchpatrons Q Search catalog

n @ Cataloging

Step 3: Type in search terms like ISBN (978-1959030102) or Title (move like water).

Circulation Patrons Search  ~ More ~ -

978-1959030102

A 2 Cataloging

Step 4: Click the search button.

2> Q Cataloging search

Step 5: If there are results, click on ‘Actions’ and select ‘MARC preview’ or ‘Card preview’. This will
cause a pop-up window to appear so you can see the record and make sure it matches your item in
hand.

& M o . Cl Mew

Cataloging @ MARC preview
Records found in the catalog @ Card preview
# Edit record
2 resultis) Found in catalog, 0 resulsis) Found in reservoir
: Add or edit tems
Title * :
Shakespears's sonnets / 2 Fairview hl
Shakespeare, William, - 01 T4434T4x | 0174434731 - Arden Shakespeare, - 1997 ; Londo nvii, 485p ; 21@r
1 Midway
General stocks
Playing Shakespeare / Mot For loan (1)

Barton, John, - 0T 13687738 | 9780713687736 - Methuen Drama, - 2009 : London : - ix, 212 p


https://staff-balsam.bywatersolutions.com/

MARC preview X

LDR @411%cas a2200961 4500

001 11224987
005 20220114065653.0
008 750720c19709999enk X @ afeng c
@10  _a 79088675
@16  _a(AMICUS)@0P000201159
016 7 _a0241522
_2DNLM
016 7 _aA14325000
_2DNLM
@22 @ _abB65-2830
_1@965-2830
_22
@30  _zAVLSA
@35  _a(0ColLC)ocm@1461209
@48  _aMuL
_beng
_cMUL
_dsuL
_dNSD
_dDLC
dSER =
Card preview X

Advances in librarianship.
New York, Academic Press, 1970- <2008-> Bingley, UK, Emerald

volumes 24 cm

Editor: v. 1-<, 5= M.J. Voigt.

Some volumes have also individual theme titles.
Val, 41 (2016).

SERBIB/SERLOC merged record

1.Library science--Periodicals.2.Library Science3.Library Surveys4.Bibliothéconomie--
Periodiques.5.Bibliotheconomie. 6.Annuaires.7.Library science.--
(OCoLC)fst009979168. Bibliotheekwezen.9.Library science--Periodicals.i.Library
science#24987LCCN: 790-88675020/.5

Step 6: When done evaluating the record, click on the X to close the pop-up window.

Step 7: Once you have determined the record is the one you want, click on ‘Actions’ again and select
‘+Add or edit items’.

@ MARC preview
@ Card preview
# Edit record

+ Add or edit items

| Actions «

Atlantic QH 91.3 .576 2023



Step 8: The item form will show next. There are a number of required fields:

1.

o0k wnN

A - home library (autofilled)

B- current library (autofilled)

C - shelving location

O - full call number

P - barcode

Y - Koha item type - This is pre-filled with the Koha Item Type selected by the cataloger who
originally imported/created the record. BUT - this can be changed - each library defines its own
items. Meaning, when you see search results for a title held by multiple libraries, the ltem Type
column can be Book for one library and New material for another.

The only important, but not required field is:

1. V - cost, replacement price - if left blank, a default price of $15 will be automatically added for
overdue and billing purposes
0 - Withdrawn status M
1 - Lost status v
2 - Source of classification or shelving scheme | Dewey Decimal Classification x ¥

3 - Materials specified (bound volume or other

part) |

4 - Damaged status v
5 - Use restrictions v
7 - Not for loan v
8 - Collection code v
a - Home library | Thorndike Library College of the Atlantic x ¥ Required
b - Current library | Thorndike Library College of the Atlantic X v Required
¢ - Shelving location v Required
d - Date acquired |[E] 09/02/2025 | %
e - Source of acquisition | ‘
g - Cost, normal purchase price | ‘
h - Serial Enumeration / chronology | ‘
o - Full call number |TERM KIM ¢.1 ‘ Required
p - Barcode |35105001166863 | = Required
t - Copy number | |
u - Uniform Resource Identifier | |
v - Cost, replacement price | |
w - Price effective from |[) 09/02/2025 |x
x - Non-public note | |
y - Koha item type | Book x v Required

z - Public note | |

Step 9: Click on Add item to finish

‘ Add item H



Note that you should view the item in both the OPAC and staff staff to check your work and make
sure the record/item is all good.

1.2 Copy Cataloging (Z39.50

Importing a record using Z239.50, also called copy cataloging.
Step 1: Go to https://staff-balsam.bywatersolutions.com/ and enter your login credentials. The
homepage defaults to check out.

Step 2: Click ‘Cataloging’

> L Checkout X Checkin 3 Renew [ Searchpatrons Q, Search catalog

n @ Cataloging

Step 3: Type in search terms like ISBN (978-1959030102) or Title (move like water).

Circulation Patrons  Search ~ More> W

978-1959030102

M > Cataloging

Step 4: Click the search button.

2> Q, Cataloging search

Step 5: If there are no results, click on ‘New from Z39.50/SRU’

Search

esults

4+ New record - Q, New from Z39.50/SRU -

Cataloging

No results found


https://staff-balsam.bywatersolutions.com/

Step 6: The search form will autofill with the ISBN or search query. Fill in additional fields as needed.
Mainecat & Prospector are autochecked, but you can uncheck or check any of the search targets you
prefer. Click on Search.

Z39.50/SRU search

1

| Search targets
] ISBN: [978-1959030102| ]
v Select all | X Clear all

IssN: [ [J LIBRARY OF CONGRESS
Author: [ ] () MILWAUKEE COUNTY FEDERATED LIBRARY SYSTEM
Publicationyear: | | ¥ PROSPECTOR (COLORADO)
! 9 () SAN FRANCISCO PUBLIC LIBRARY
R —
O TuLSA PL
S
T

m Clear search form

Step 7: Evaluate the search results by clicking on ‘MARC’ and select ‘MARC preview’ or ‘Card
preview’. This will cause a pop-up window to appear so you can see the record and make sure it

matches your item in hand.
o Export  J* Configure

ISBN LCCN Actions
)020198817: | 92002605 || pmarc || =
MARC preview x
LDR ©4119cas a2200961 4500
001 11224987
085 20220114065653.0
088 750720c1978999%nk x @ aBeng c Card preview x
a1e _a 79B8B6T5
016 _a(AMICUS)000008201159
016 7 _aR241522 Advances in librarianship.
_2DNLM New York, Academic Press, 1970- <2008-> Bingley, UK, Emerald
816,77 _aAl1325008 volumes 24 cm
_2DNLM
922 @ _abB65-2830 Editor: v. 1-<, 5= M.J. Voigt.
_lee65-2830
_22 Some volumes have also individual theme titles.
030 ZAVLSA
@35 _a(0ColLC)ocmB1461209 Vgl 3L (202g);
o408 _aMuL SERBIB/SERLOC merged record
_Sﬁﬂﬁ 1.Library science--Periodicals.2.Library Science3.Library Surveys4.Bibliothéconomie--
“dsuL Périodiques.5.Bibliothéconomie.6.Annuaires.7.Library science.--
“dNSD (OCoLC)fst009979168. Bibliotheekwezen.9.Library science--Periodicals.i Library
dDLC science#24087LCCN: 790-88675020/.5
dSER -

Step 8: When done evaluating the record, click on the X to close the pop-up window.

Step 9: Click on the arrow and click ‘Import’



% Export g~ Configure

@& MARC previer

ISBN ¢ LCCN ¢ | Actions ©

. LCCN ¢ ’ @ Card preview

0020198817: 92002605 |wmarc|| = || 0020198817: 92002605_—'“ F—

Step 10: Navigate through the tabs to check the record and edit fields as needed. For example, click
on 1 to evaluate the author/contributor fields. Continue as needed to the 9 tab.

» Cataloging *> Add MARC record

Add MARC record

B save ‘ - Q Z39.50/SRU search = Link authorities automat

o JL + ] 2 J

000 | 001 003 005 ©0O06 007 008 010 015 016 020 022

Section 0

000 ?-LEADER =%

= 00 fixed length control field ‘ 01431cam a220

Step 11: In the 9 tab, navigate to the 942 ¢ Koha item type field. Click on the dropdown and select the
item type that best matches your item in hand.

907 | 942

Section 9

907 (71 [ |[ | LOCAL DATA ELEMENT G, LDG (RLIN) &

Ea 2 |.b10375894x e &

942 1] DD ADDED ENTRY ELEMENTS (KOHA) =%

#2 Source of classification or

‘ Dewey Decimal Classification x v ‘
shelving scheme
#c Koha item type N Required
ie Edition |[ ]| ‘
ih if 1 Day R a
= Classification part ay Reserve ‘
#2i tem part 3 Day Reserve ' ‘ a5

ak 4 Hour Reserve
= Call number prefix ‘

Archival Material

im Call number suffix ‘
Audiobook

i Suppress in OPAC

Audiovisual Material

Backpack

Step 12: Click on ‘Save’.



[EiSave @« Q 739.50/SRU search w Link authorit

906 | 942 955

*If the record matches an existing record in Balsam, you will get this alert:

Add MARC record

Duplicate record suspected

Is this a duplicate of Braiding sweetgrass : @! 7

& Yes, adit existing items

B Mo, save as new record

You can click the green title to view the record and decide whether or not you need to import a new

record.
Step 15: The item form will show next. There are a number of required fields:
1. A - home library (autofilled)
2. B- current library (autofilled)
3. C - shelving location
4. O - full call number
5. P - barcode
6. Y - Koha item type - This is pre-filled with the Koha Item Type selected in Step 11. Just note,

that even though it might be a Book item type in the record, here in the item form you can
select whatever is appropriate for your library's item. For example, it might be a Book that is
considered New Material, so when adding the item, choose New Material, then change back to
Book once it has aged out of the New Material status.

The only important, but not required field is:

1.

V - cost, replacement price - if left blank, a default price of $15 will be automatically added for
overdue and billing purposes



0 - Withdrawn status
1 - Lost status

2 - Source of classification or shelving scheme

3 - Materials specified (bound volume or other

4 - Damaged status

5 - Use restrictions

7 - Not for loan

8 - Collection code

a - Home library

b - Current library

¢ - Shelving location

d - Date acquired

e - Source of acquisition

g - Cost, normal purchase price

h - Serial Enumeration / chronology

o - Full call number

p - Barcode

| Dewey Decimal Classification

t - Copy number |

u - Uniform Resource Identifier |

v - Cost, replacement price
W - Price effective from

x - Non-public note

y - Koha item type

z - Public note

X
pary) |

| "]
| *J
| "
| "
| Thorndike Library College of the Atlantic x v |
| Thorndike Library College of the Atlantic x v |
| d
[ ogs02/2025 | %
| |
| |
| \
[TERM KIM c.1 | Required
[35105001166863 | Required

|

|

|

|E 09/02/2025 |x
|
| Book x v

Step 16: Click on Add item to finish

‘ Add item ‘[

Required
Required

Required

Required



1.3 Delete A Single Item

Step 1: Go to the record’s details page, click the ‘Edit’ button at the top and choose ‘Manage items’.

+rew=  SPEdEr Aswve- Waddocan Eaddtolist - @pPrint  WPlace hold

Edit recard

Shake: v record using remplare  1t€@d by Katherine Duncan-Jones

By: Shakes panage items
T

Contribute
) Edit items in a batch

o Deleta items in a batch
sha

Attach item e, 1997,
Edit as new (duplicate)
BN Replace record via Z35.50/5RU
onnets Q | Sannets, English @, | Sonnets, English — History and criticism Q
i Delete all itemns
s OISR T MW Wi W,
Shaw

Books, Booklets, workbooks
d: Show

Step 2: Click the ‘Actions’ button next to the item to delete, and choose the ‘Delete’ option. If the item

is not checked out, it will be deleted.

Items For Shakespeare's sonnets / by Shakespeare, William, (Record #285)
L

Step 3: If all the items attached to the record are not currently checked out, from the record’s details
page, click the ‘Edit’ button at the top and choose ‘Delete all items’. This will delete all the items from

the record.

+ K - J#EdE- &Save- - = -~ g3 W Blace

Edit record
Shake! woary recordusing templizee  IEEd by Katherine Duncan-Jones

Bz Shalkoed Manage iLems

Contribut T T —

_ Dialeta kams in a batch
ha

Artach ikem te, 1997

Edit as new [duplcate)

174 Replace record via Z29.50/5R0
wats O |5 Q|5 English — Hi L m
Delete all items
I _
Shaw
Socks, Backlets, Workboaok:

10



1.4 Delete Items in a Batch Using Barcodes or ltem
Numbers

Step 1: More > Cataloging > Batch editing > Batch item deletion

Circulation Patrons Search

omsos 2 TR .

S Cataloging
Cataloging
Import Batch editing Tools

& Stage records for import # Batch item modification # Label creator

= Manage staged records I Batch item deletion Il Barcode image generator
Export # Batch record modification # Quick spine label creator

XL Export catalog data

@ Batch record deletion XL Upload local cover image

Reports

Inventory & MARC modification templates Administration

¥= Preferences

Fast cataloging Automation

B e & ltem modifications by age %4 Configuration

Step 2: From the tool, choose to either upload a file of barcodes or item numbers, or scan item
barcodes one by one into the box below the upload tool.

Batch item deletion
Use a file

Barcode file: (s
Item number file: )

File: | prowse... | Mo file seleciad

Or scan items one by one

Barcode list (one
barcode per line):

11



Step 3: Once the file is uploaded or the barcodes listed, click ‘Continue.’

You will be presented with a confirmation screen. From here you can uncheck the items you don’t
want to delete. You can check the ‘Delete records if no items remain’ box to delete the bibliographic
record if the last item is being deleted.

Batch item deletion

o Select alijX Clear alljClear on loan
Showthide columns: Show ol columns [ | Hide all colmns werhdrmen sms [l Home ity Curman: iy Dae acoured Toml checious  [§] Baroode Deie Inst sean Price efectres fom Hoona e ype
. Withdrawn Home Current Date Taital ) Date last Price eftective Koha Item
Title Holds Barcode
status liprary library acquired Checkouts seen from type
Shakespeare's Sonnets . by Shakespeare, Willlam. o Withdrawn Centerdiie Centervlle OTH42022 L] 00041 O7r27ia0e2 07042022 Ehook
Tha Third Part of King Henry the Sixth , by a1 Withdrawn Cantandiis Cenlarvlle DTH42022 L] 00099 07042022 07042022 Ebook
2 William.
B The Two Gentlemen of Yerona , by Shakespeare, o ‘Withdrawn Cantervie Ceantarvile 0742022 0 000105 0704022 07042022 Ebook
Willizam,
King Fachand the Second , by Shakespeare, William, a ‘Withdramwm Centervig Centeralle 072022 o DO0108 00022 0710452022 Ebook
& Midsumimer Night's Dream , by Shakespears, o Withdrawn Centerviie Centenle OTM4/2D22 o Q00110 0704r2022 0710472022 Ebook
William,

This will delete the seleched

Dielete recinds if No [Ems remain, Deleta TN Cancel

Note: Items that are the last item attached to a bibliographic record with one or more record-level
holds will be automatically unchecked. You will need to delete the hold before deleting the item.

Items that are checked out will also be automatically unchecked. They will need to be checked in
before they can be deleted.

Step 4: Click ‘Delete selected items.” The deletion job will be enqueued in the background jobs.

Batch item deletion
Too many items (1L150) to -'J-‘:|I|Ei.'g.' i 1y 'J'.lél-i}'

This will dalats =l the itams

Delete records il no Dems remain, Dobats ALL sutmittad erms cancel

If your file (or list of scanned barcodes) has more than 1000 barcodes, Koha will be unable to present
you with a list of the items. You will still be able to delete them, but not able to choose which items
specifically to delete or delete the bibliographic records.

Step 5: To see the deletion details, click ‘View detail of the enqueued job’.

Batch item deletion

I'hie job has been engquewsed! Itwill be processed a5 500N A5 PossIDNE.

Wiew detail of the enguaued job | Mew batch Rem delation

Return 1o batch iem deletion

12



1.5 Add/Delete Item Cover Images

You can upload (and delete) cover images for individual item records.

To Add Cover Images
Step 1: Click the Edit button on the right of the Holdings table and click ‘Upload image’

Last geen iyt pocessonnd Cmir ks baowepospe Barcoe Spear bahe|
FaFrin] 15400 1NN I ] bl mta Hes | -
M1 1 | W20 J a 2Ea =

Step 2: Click Choose file to find the image file on your computer and then Upload file.
On the next screen you are given the option to replace existing images. You can then click on
Process images. The image will display in a Cover image column in the holdings display.

PR s |3 CaEeApLents i lixt (ks
T o Gebert B W
..... CPTTTIN e = £ Cheres AL Bopos
I rwed Ty _-:: ".I';';:;_r Hiwsse Bl ay :3:::.
m . Esaton 13- L LiErar; fompy Tyt SreT | She '__ 641 8453
Litrary ey
1 [1: . Titimaten W Library Genars! Stedemy (Snehng Toler | 6418953
a.al. ™
i - ke
aing | a3l i

To Delete Cover Images
To delete an image, click on the image in the holdings display. You will see a grayed out copy of the
image with the option to delete.

+ Fare = #Edd= S = Ad ta = = Pt JFlace maarvalen

Images for Sersenal biking @
Carns, Fiona,

Bt wage

Upkiad & Fragd Wi | &upo

13



1.6 Move Item from One Record to Another Record

Items can be moved from one bibliographic record to another using the ‘Attach item’ option.

Step 1: Visit the bibliographic record you want to attach the item to and choose ‘Attach item’ from the
‘Edit’ menu.

- B o = =a =) n

Shake! weairy record wming temlst  1LEd by Katherine Duncan-Jones

Step 2: Simply enter the barcode for the item you want to move and click ‘Submit’.
If this is the last remaining item attached to a bibliographic record you will be presented with a button
to delete the original host record.

Attach an item to Shakespeare's sonnets /

Enter the barcode of the item to attach:

The item you select will be moved to the target record

l

Submit

Step 3: If you want to move all items to a new record creating only one bibliographic record you can
use the merge records tool instead.

The record Shakespeare’s sonnets / has 0 attached items.

M Delete record

14


https://koha-community.org/manual//latest/en/html/cataloging.html#merging-bibliographic-records-via-lists-label

1.7 Merging Records

Step 1: Go to Koha homepage and click on ‘Cataloging’

Step 2: Search for the title of the item with multiple records

Circulation  Patrons  Search  ~  More™ ™2

Cataloging search Q, JEEBINCAa e B > Q, Cataloging search

A ? Cotaloging

# Advanced editor =+ Newrecord =~ Q MNew from Z29.50/SRU  ~

Cataloging

Step 3: You should see the record already in Balsam and the record without any items that you just
imported.

# Advanced editor 4+ Newrecord ~ Q Mewfrom Z39.50/SRU = 37 Merge selected

Cataloging
Records found in the catalog

2 result(s) found in catalog, 1 result(s) found in reservoir

Title Location
[] | The Hannover principles : design for sustainability / Available:
- 0000000000000 - W. McDonough Architects, - 2003 Edition: 10th anniversary ed., rev. and 1Thorndike Library

College of the Atlantic
Main Collection
MA 2750 H25 2003

[ | The Hannover principles : design for sustainability /
McDonough, William, - 1559636351 | 9781559636353 - William McDonough + Partners and

McDonough Braungart Design Chemistry, - 2003 Edition: Tenth anniversary edition. - iv, 98 pages ;
;16cm

updated. ; New York, NY : - iv, 98, [21 p.;; 16 cm.

Step 4: Select the boxes next to the records to be merged and click ‘Merge Selected’
# Advanced editor 4+ Newrecord ~ Q New from Z39.50/SRU  ~ = 3% Merge selected

Cataloging
Records found in the catalog

2 result(s) found in catalog, 1 result(s) found in reservoir
Title

v The Hannover principles : design for sustainability /

- 0000000000000 - W, McDonough Architects, - 2003 Edition: 10th anniversary ed., rev. and
updated. ; New York, NY : - iv, 98, [2] p.;; 16 cm.

v The Hannover principles : design for sustainability /

McDonough, William, - 1559636351 | 9781559636353 - William McDonough + Partners and
McDeonough Braungart Design Chemistry, - 2003 Edition: Tenth anniversary edition. - iv, 98 pag
16 cm

15



Step 5: Click the circle next to the record to be kept and click ‘Next'. If you’re not sure which record is
which, you can search the record number in (xxxxxx) in Balsam.

Merging records

Please choose which record will be the reference for the merge. The record chosen as reference will be kept, and th

Merge reference

) The Hannover principles : design for sustainability / (261818) View MARC
@ The Hannowver principles : design for sustainability / (460958) View MARC

Using framework: | pefault hd

Next

Step 6: The new record will have all fields checked to add in the final (destination) record. You can
uncheck the fields you don’t want in the final (destination) record from each source records. To toggle
between the records, click on the green tab with the record number.

Merging records

Source records Destination record
1064 (ref) m = 000/ 00568cam a22001693a 4500
= D01/ 1966
[ 000 / DD56Ecam a22001693a 4500 « 003/PGUSA
001 / 1968 « 005/ 20220704101634.0
003 / PGUSA = QOB / 99110151999])|oc]|[||]]||000 1 eng d

B 005/ 20 704101634.C = 040
¥ 008 / 991101 11 0 ; o alPGUSA
040 & bleng

M a/PcUsa = (42

=T p— PP

Step 7: Scroll to bottom of the page and click ‘Merge’

Merge Fields to display in report: | | (Example: "001,245ab,600")

Once merged, you'll see a screen like this:
Merging records

The merge was successful. View the merged record.

Report

Biblionumber
460958 (record kept)
261818

Merging records

] i The merge was successful. View the merged record.
Step 8: Click on ‘View the merged record’ to go to the record

16
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