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ReCAP transfers  /  Voyager: Workflow (Monographs)


ReCAP transfer workflow: Single volume monographs

This is the recommended procedure for large-scale transfers to ReCAP using special macros.  The Voyager window must be maximized, and Voyager preferences must be set as described in “Voyager preferences.”  Otherwise macros will not function properly.  For volumes, it is also imperative to use the new “Princeton” (orange and black) barcodes.

Macros that run from a single activation key do different things depending on which Voyager window is active, as described in Macro functions below.  More than 25 distinct commands are executed by just 2 function keys, F5 and F12.  In general, the F5 key is used to search, select, edit, and save records.  The F12 key provides various additional functions suited to specific situations, including “cancel” transactions.  These macros are written to minimize operator keying and clicking.  For single volume monographs, Voyager retrieval and edits can be completed with as few as 4 keystrokes.  In some sessions, an operator will be able to process 100 transfers using fewer keystrokes than required to write this paragraph.

This document describes work in Voyager.  For marking volumes, barcode placement, etc., see “Physical processing.”

Transfer process.

1. Setting ReCAP location for transfers.

Close all records.  Press CTRL + F1.

Click on the radio button next to ReCAP … in the Transfer locations menu, and then click OK.  When the specific ReCAP locations menu appears, accept the default choice rcppa or choose Other ReCAP location and type in another ReCAP location in full when prompted.  Then click OK.
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When you have chosen a ReCAP location a “ReCAP location” box appears to confirm it.  Once the location is set correctly, you may begin searching and editing.  To check your current ReCAP location, press CTRL + ALT + F1.  To change the location, close all records, press CTRL + F1, and follow the steps above.  An error in location entry brings up a ReCAP location error box with instructions on choosing a valid location.

2.
Titles Index list (when suitable).

If volumes are in shelf order, enter a Browse call number search beginning at the first call number or call number range.  See “Call number searching.”  The purpose of this search is to provide for retrieval from a Titles Index rather than rekeying consecutive call number searches.  If volumes are not in shelf order, omit this step.

NOTE: Steps 3-5 are summarized in “Summary of workflow” on p. 4.

3. Searching for records and checking BIB.

Look for a circulation barcode at the back of the volume.  If present, search by barcode (F5).  For older barcodes covered by Mylar it may be necessary to key in the number.  If no record is found via the barcode search, search by call number, or choose the BIB record from the Browse Titles Index if available (F12 to display the list; F5 or other options on screen to display a selected BIB).  If no record is found, or if a matching brief record is found (with or without a corresponding full record), fill out a Transfer Problem Form, checking No record found or Brief record found as appropriate.  Close the BIB (F12 or other options).  If the BIB record is full, continue with the next step.

4. Checking MFHD and starting edits.

Retrieve the MFHD (F5).  (If more than 1 MFHD is linked to the BIB, a dialog box appears.  Follow instructions in the box.  To retrieve a MFHD from the list, select it and press F5.)  Verify the match by location and call number, and check the bibliographic data at the top of the window to confirm the match.  If there is a discrepancy between the record and the volume, fill out a Transfer Problem Form, checking Holdings discrepancy.  Once all criteria are met, edit MFHD (F5).  

5. ITE edit/create.

If an ITE is linked to the MFHD, the macro will prompt for a new barcode number and barcode validation.  See Barcode validation below.  When the barcode is entered press F5 to complete ITE edits and close all records.  If there is no ITE, a new item record will appear.  Scan in the new barcode for barcode validation.  Then press F5 to save the ITE and close all records.  In both cases, to cancel press F12.

Barcode validation

It is very important that barcodes be entered correctly in Voyager.  To minimize inaccuracies caused by incomplete scanning or faulty transmission of data from the scanner to Voyager, macros include a barcode validation routine.  It begins with the window shown below.  Validation ensures that the barcode number is entered correctly.  It is strongly recommended that all barcode entry be done via this technique.  It is part of the edit macros (F5) described above.  If manual ITE creation is necessary, press F12 when the “New Item Record” window is displayed to invoke the barcode entry window.


A second window then appears, as follows.  Scan the barcode again.  In the unlikely event that the barcode was not scanned correctly, the first window will reappear to start the scanning process again.
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Summary of workflow



 

                                                                               






Macro functions.

	Action
	Window
	Condition
	Operator decision
	Activation key

	Search for record (all work on previous record finished)
	Blank (gray)


	Barcode in volume
	Barcode search
	F5

	
	
	No barcode in volume
	Return to titles list (if available)
	F12; when list displayed, F5 or other options to display selected BIB

	Check BIB record
	BIB
	Record not brief; OK to proceed
	MFHD retrieval
	F5

	
	
	Brief record: stop work
	Close all records
	F12

	Multiple MFHDs attached to BIB

(rcppa only)
	Select or add holdings records and “Alert” dialog box
	No copy in rcppa
	MFHD retrieval
	Click OK to close dialog box; select MFHD in list; F5

	
	
	Already a copy in rcppa: stop work
	Close all records
	Click OK to close dialog box; F12

	Location and call number verification
	MFHD
	MFHD matches volume
	MFHD edits, plus ITE edit or create
	F5

	
	
	MFHD does not match volume: stop work
	Close all records
	F12

	New ITE record created after MFHD edits
	New Item Record
	Correct barcode entered after validation
	Save and close all records
	F5

	
	
	Barcode not correct
	Clear barcode data and return to barcode validation box
	F12

	Existing ITE record being edited
	Item record
	Correct barcode entered after validation
	Save and close all records
	F5

	
	
	Barcode not correct
	Clear barcode data and return to barcode validation box
	F12


This choice brings up the ReCAP locations menu at right.





This choice brings up the location entry box below.





This choice brings up the ReCAP locations menu at right.





Type in ReCAP location here, e.g., rcppg.


















































If NO, press F12 to return to titles list if available.  From titles list select relevant record and press F5 to open it.  





Begin at blank screen.  Does volume contain 32101 barcode?





If YES, press F5 to activate barcode search window from blank screen.  If the barcode search retrieves a BIB record, proceed.  If not, return to titles list or set aside for further searching.





Proceed to next step once BIB record is located.





If NO, press F12 to close all records.  Fill out a Transfer Problem Form.





Check BIB record.  Is record full? 





If YES, press F5 to save and close all records.





If NO, press F12 to close all records.


Fill out a Transfer Problem Form.





Verify call number in MFHD.  Does it match the call number of the volume in hand?





Proceed to next step only if call number in MFHD matches that of the volume in hand.





If NO, press F12 to clear barcode data and return to barcode validation box.  Then scan correct barcode.





Verify barcode entered into ITE.  Does barcode in record match one on book?





If YES, press F5 to edit MFHD and create new ITE or edit old ITE.  Scan new "Princeton" barcode for validation.





If YES, press F5 to proceed to MFHD.  For transfers to rcppa, if multiple MFHDs are attached to BIB record a dialog box appears with instructions.  If OK to proceed, close dialog box and choose MFHD.





Proceed to next step only if BIB record is full.








