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Adding items in Workflows to the UPRLC shared catalog 
 

 

Objective:  to learn how to add library items to existing bibliographic records in the shared UPRLC 
catalog  (Questions? please contact: support@superiorlandlibrary.org) 
 

Part 1: Understanding the big picture   
(If you’ve worked in libraries for years, you can probably skim this first part or go right to the step 
by step; if you’re new to library work, you will want to read carefully.) 
 
Background on library catalogs and catalog records in general: 
Depending on your age, you may or may not have firsthand experience of card catalogs.  Some 
people still refer to modern online library catalogs as card catalogs because they serve the same 
purpose. The catalog information for library items used to be stored on little index cards that were 
stored in custom drawers, often made of wood with pretty, brass fittings, hence the nostalgia.  
(Imagine the labor involved typing out the cards and the learning curve in helping patrons find 
materials.) 
 
Now the information about each title is stored in computer records that are easily shared amongst 
institutions because the records conform to an international standard called MaRC (Machine 
Readable Cataloging).  The computer platforms for storing and accessing the library catalogs also 
contain patron records.  Library staff commonly refer to these platforms as ILS’s or ALS’s 
(Integrated Library Systems or Automated Library Systems).  Our system is created by SirsiDynix, an 
international company.  The product is called Symphony.  The two major components are 
Workflows (staff interface) and Enterprise (the public interface – also referred to as a PAC or OPAC 
(Public Access Catalog or Online Public Access Catalog).   
 

• Catalog records have two roles: 
1. Checkout – When an item is checked out to a patron the catalog record contains all 

the information regarding the title, author, type of material, length of checkout and 
cost if the item is lost or damaged 

2. Discovery – The record also contains all the information that allows a patron or 
library staff to find a book (or DVD or other items) by title, subject, author, reading 
level, character, series, to sort by publication date, format, fiction and nonfiction 
and then guide the user to where to find it in the library and where to locate it on 
the shelf and whether or not it’s available.  Good records often link to images of the 
item and include a description.  A good record will allow your patrons to be able to 
search your catalog via the public interface from wherever they are and know 
whether or not you have what they seek.   
 

 
Background on UPRLC:  UPRLC stands for Upper Peninsula Region of Library Cooperation.  UPRLC 
has the same staff as the Superiorland Library Cooperation but is funded differently.  Everything to 
do with the shared catalog and Workflows (our Automated or Integrated Library System (ALS or 
ILS)) is managed by UPRLC.  School libraries belong to UPRLC, but not to SLC.  We post lots of 
support materials for how to use and manage our ILS on the UPRLC website:  
https://uprlc.org/technical-services-training/uprlc-cataloging-tools/  

 

mailto:support@superiorlandlibrary.org
https://uprlc.org/technical-services-training/uprlc-cataloging-tools/
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Background on our shared catalog:  Your library’s catalog of your library’s collection of materials is 
part of the UPRLC larger catalog shared by over 80 libraries in the Upper Peninsula and northern 
lower Michigan.  Some of these libraries also share materials through a regional interlibrary loan 
program.  Some of these libraries participate in melcat, the statewide interlibrary loan program.   
 
Sharing the bibliographic records, the records that describe each manifestation (or format) of each 
title, has several advantages: 

• Simplifies cataloging process  

• Simplifies interlibrary loan 

• Allows for reduced costs 

• Allows for a nimbler system 
 
Three record levels for every cataloged item in shared collection.  (It helps to understand the big 
picture, but you will only be editing the second and third levels – call number and item numbers 
records) 

I. MaRC/Bibliographic/Title records: catalog records that describe a single manifestation of a 
work.  These records are shared throughout our system.  These records are generally built 
by trained catalogers outside our system and imported by individuals trained in selecting 
good records.  Or in the case of locally created or other unique items, they are built by 
individuals trained in creating records using the proper computer code.   
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• Manifestation is more specific than format.  Think of a work that has been around for a long 
time like Little Women by Louisa May Alcott or Huck Finn by Mark Twain.  There’s the 
original work, original illustrations, original pagination.  Editions with different pagination 
and illustrations.  Then there are modernized versions of the book and simplified versions.  
Then there are the movies with different directors and actors.  Movies in DVD and BluRay.  
Movies on multiple discs or a single disc.  Movie soundtracks.  Audiobooks.  Each 
manifestation gets a separate bib record. 
 

II. Call number records: These very brief records assign a record to specific library and to a 
specific call number.  One library might have multiple call number records if they have 
multiple copies of an item in multiple locations such as The Hobbit in both juvenile and adult 
collections. 

 
 

III. Item records:  These records contain the information for an individual item and control how 
a single copy of a title is used or maintained by a single library.    
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Main components of item records:   

• Item ID this unique number will be affixed to the item with a barcode sticker.  Assigning an 
Item ID with a barcode number is the step that enables an item to circulate.  This is the 
number that gets scanned off an item during checkout, and it’s how the system tracks the 
status of an item. 

• Item Type is the part of the item record that drives the circulation rules.  Your library will 
have a select list of choices in a drop-down menu of Item Types.  The word “type” can be 
confusing because “Book” to you or me may mean a thing with pages that is read or looked 
at, but to the system it means something like this:  checks out for 3 weeks, can be renewed 
1 time, late fine is 25 cents/day.  Your library chooses the behavior for your Item Types.  We 
can modify the rules upon request.   

• Home Location generates the message in the OPAC for the location of the item.  In the 
example above, the Home Location ELMFIC generates the message Elementary School 
Fiction in the public catalog. 

 
 



 

5 
 

• Item cats are useful for statistics and lists.  Item cats 2-4 are most commonly used.  Item 
cats can also be used to keep track of items paid for by major doners or items that require a 
fee for check out.   

• Price The amount entered here is the amount the patron will be charged if they lose the 
item.  Some libraries use the list price when the item is added, some round up to account 
for processing costs, some use a few standard prices—one price for all hardcover books, 
one for all paperbacks.   

• Extended information allows for notes about the item.  If there is something unique about 
your library’s copy – book signed by the author, cake pan in a hanging bag, or donated in 
memory of __________ -- you can add a note here.   

 

 
Part 2:  Step by step - How to Add an Item or Call Number:  
 
Prep work:  You will need … 

• some uninterrupted time,  

• barcode stickers,  

• ownership stamps or other labels used by your library,  

• items to add sorted by collection,  

• barcode scanner, 

• an understanding of the Item Types, Locations, and other cataloging standards used by 
your library.  (See the Item records by collection spreadsheet template for a sample guide.) 

1. Select from second-from-the-top-row menu: Cataloging 

 

2. Click Call Number and Item Maintenance Wizard from menu on the left 

o Set Properties (if not already set):  When the wizard opens in a new window, it will 
either display the Properties page or a search screen.   

▪ The Properties page contains options for default functionality and display.   

https://uprlc.org/wp-content/uploads/2024/12/item-records-by-collection-template.xlsx


 

6 
 

▪ You can set Properties so this page doesn’t open every time you access the 
wizard (recommended), and you can re-access the properties page at any 
time by right-clicking the link to the wizard to get the pop-up menu in the 
image below. 

▪  

o Set Properties (Likely, these will be preset for your library by UPRLC)-This step only 
needs to be done once, but it’s handy to know you can always adjust these settings 
or ask us to help you do this. 

▪ Search preferences  

• Type = Keyword  

• Index = General  

• Library = Full access to all libraries  
▪ Editor display options  

• MARC View [Check]  

• Display Descriptive Labels [Check if you're not used to working with 
a MARC record]  

▪ Call number/item default values  

• Library = [Your Library Name]  

• Class Scheme = Dewey  
▪ Item required default values  
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• Type = [your most used type, probably BOOK]  

• Home Location = [your most used Location]  
▪ Tab Display Preference 

• Set to Bibliographic 
o Save!  

 
3. Search for a bibliographic record that matches your item 

o First try searching by ISBN (publisher barcode on the back of book),  
▪ In the Index field, select the “General” from the drop-down menu (arrow at 

the end of the field)  
▪ Type of search is Keyword 
▪ Find the ISBN on the book—scan or type number without spaces or dashes 
▪ Click the Search button 

 

▪ If the system finds a matching ISBN, a record will open  
▪ If the ISBN is not recognized, it will drop you into a subject list  

• If not found by ISBN, do a Title/Browse search  

 

o Select the title from the list, Click Modify 
o If you find a matching record with title (same page count, same illustrator, same 

general description), but not same ISBN, add your item per instructions below and 
email support@superiorlandlibrary.org with your ISBN and your item ID. We will 
add your ISBN to the bib record.   

mailto:support@superiorlandlibrary.org
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Review the information in the catalog record Bibliographic tab, and verify record matches item in-
hand. Check the following:  

o 100 line for the Author  
o 245 line for the title information  
o 300 line for the description—page count 
o 338 line for the format (volume = book) 

▪ The biggest, most common error is to add an item to a record that matches 
on title and not format  
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o If not the correct record, click Return to Search at the bottom of screen  
▪ If you can’t find a record, request one (use this jotform: 

https://form.jotform.com/260285389598173). 
o If the description in the bib record matches, you’re ready to add, click the Call Number/Item 

tab at the top of the screen          

 

4. If your library already has a copy with the correct Call Number:  
o Select your library/call number in the left-hand window  
o Click the Add Item button (at the bottom)  

 

o Enter Item information on the right-hand side – Click SAVE when completed  
o Notice that most of these fields have drop-down menus that provide the options 

available  

https://form.jotform.com/260285389598173
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▪ Item ID = Barcode number for your library  
▪ Copy number = will automatically update  
▪ Type = Item format or media type  
▪ Library = Your Library name  
▪ Home location = Where it will be located within your library  
▪ Category 1 = only for special collections  
▪ Category 2 = Reading level (Adult, Juvenile, Young Adult)  
▪ Category 3 = Fiction, Nonfiction, Not-app, or Unknown 
▪ Category 4 = Format (Book, Blu-Ray, CD, DVD, etc) 
▪ Media desk = Do not use  
▪ Number of pieces = Enter number of pieces (i.e. for books on cassette)  
▪ Total charges = Number of times checked out up to this point (not usually 

needed)  
▪ Price = Only enter a price if you want to override the default price  
▪ Permanent = Uncheck if item is part of a temporary collection  
▪ Circulate = Uncheck for Non-circulating  
▪ Shadow = Check if you don’t want patrons to see the item in the public 

catalog  
▪ CIRCNOTE = Alerts staff each time the item is checked-in or out  
▪ PUBLIC Note = Note visible in the public catalog, UPCat  
▪ STAFF Note = Note only visible to staff via Workflows  
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o Tip:  Create a cheat sheet like the Item records by collection spreadsheet template 
that you can refer to so you know going in what you want to enter into each field.   
 

5. If your library does not already have a copy but the call number exists for a different 
library:  

o Select the call number in the left-hand window (regardless of the library name)  
o Click Add Call Number  
o Your library name will appear in a pop-up; click OK to create a call number record 
o Enter Item information (see step #7) – Click SAVE when completed   

 

9. If your library does not already have a copy and/or the call number format you want does 
not exist:  

o Select the Title in the left-hand window  
o Click Add Call Number  
o Click OK when your library’s name pops up 
o Modify the call number –  

▪ Select the call number you wish to change (in the left-hand window)  
▪ Edit the call number in the right-hand window  

 
o Enter Item information (see step #7) – Click SAVE when completed  
o Click Save  
o Look it all over and edit as needed.   

Now you’re ready to add another item. 

Send all questions and requests for help or support  

Revised 2/24/2026eem 

 

https://uprlc.org/wp-content/uploads/2024/12/item-records-by-collection-template.xlsx

