Library Database Clean-up

Accompanying PowerPoint can be found at http://www.infohio.org/LibraryStaff/OELMA2009.html. 
CLEAN-UP USING THE SHELF LIST REPORT (Brief Output Option)
1. Items with no price

a. Choose the Shelf List report under the INFOhio tab.

b. Under the Item Selection tab, choose your library and in the Price box enter “=0.00”.
c. This report will list all items that were cataloged without a price in the item record.

d. You can then run an Item Label report using the same criteria which will print a list of the barcodes for all the items without prices.

e. Use the Global Item Modify wizard to quickly update these items with a price.

2. Incorrect or no publication date
a. Run the Shelf List report, under the INFOhio tab.
b. Under the Item Selection tab, choose your library. Sort by pub year/author/title.
c. When viewing, check extreme top and bottom dates.  (You will want to, for example, verify an item that has a 1925 or 2025 publication year.)

d. Items listed with “????”, are items that were cataloged without a publication year in the leader of the MARC record.

e. Use Modify Title to edit.  Enter correct year into the Date1 of the fixed field data (top part of the bib record).

CLEAN-UP USING SPREADSHEET OPTION OF SHELF LIST

Before running a report in spreadsheet format, you will need to change the “application to print report” setting in the Report Session to Microsoft Excel.  
3. Incorrect material types for non-print items
a. Run the Shelf List report, under the INFOhio tab.
b. Choose item groups that are typically non-print (CASSETTE, DVD, VIDEO, etc.), choose the material type BOOK.

c. This will list any non-print items that were mistakenly cataloged with a BOOK material type.
d. Use Call Number/Item Maintenance to edit the item record to correctly identify the material type.

4. Mismatched call numbers and item groups
a. Run the Shelf List report, under the INFOhio tab.
b. In the Item Selection tab, choose your library.  Sort by call number/author/title.
c. Under the Output Options tab, choose the Spreadsheet option.  For the Field Selections, choose at minimum the following:

· Barcode

· Title

· Call Number 

· Item Group

· Material Type

d. Once you open the report in Excel, click the symbol in the upper left corner of the spreadsheet, above the 1 and left of A.  This will highlight the whole spreadsheet.

e. Use the Sort feature in Excel to sort by Item Group, then by Call Number.

f. Look for call numbers that do not match the item groups (ex. R 031 WOR in NONFICTION, instead of REFERENCE).
g. Use Call Number/Item Maintenance to edit the item record to correctly identify the item group.

5. Long  MISSING, LOST, DISCARD items
a. Run the Shelf List report, under the INFOhio tab.
b. In the Item Selection tab, choose your library.  Sort by call number/author/title.

c. Under the Output Options tab, choose the Spreadsheet option.  For the Field Selections, choose at minimum the following:

· Barcode
· Title
· Status
· Last Activity Date
· Last Checkout Date
d. Once you open the report in Excel, click the symbol in the upper left corner of the spreadsheet, above the 1 and left of A.  This will highlight the whole spreadsheet.

Use the Sort feature in Excel to sort by Status.
e. Scan for items with an unusual status (other than AVAILABLE or CHECKEDOUT).

f. Using the Last Checked Out Date and Last Activity Date, determine whether or not these items should be removed.

6. Missing ISBN
a. Records with missing ISBNs will cause the items to display in the online catalog without book jacket photos.  It can also cause duplicate records since the common match point when records are imported from Smartport is the ISBN.

b. Run the Shelf List report, choosing your library in the Item Selection tab.

c. In the Output Options tab, choose the spreadsheet option.  For the Field Selections, check the following:

· ISBN

· Barcode

· Title

d. Once the report opens in Excel, you will need to do a few things to make the report easier to view.  First, select the A column, and align the text to the left.  Right click column A and go to Format Cells.  Choose Number, and Decimal places should be 0.  Next click Column C and align the text to the right.  You may also need to extend the title column so you can read more of the title.  You will also need to change the format for column C (ISBN) to Number, also with 0 decimal places.
e. Now you will need to sort the data.  Click the small space in the upper left corner (between column A and row 1) to select the entire report.  Sort the data by ISBN.  Scroll through the list to find missing or incorrect ISBNs.
f. **You may also consider limiting the item groups in the Item Selection tab to only book collections since many magazines and non-print items do not have available ISBNs.**
PATRON MAINENTANCE ISSUES
1. Expired patrons with transactions

a. When a student either graduates or withdraws, their account will expire in Sirsi.  Several times a year, expired patron records are removed from the database automatically.  Some patron records cannot be removed because the patron either owes a bill, has an item on hold or still has items checked out.  Library staff will be responsible for removing the transactions so the patron record can eventually be removed.
b. To find the expired patrons with transactions, run the Overdues and Notices report in the INFOhio tab.

c. Under the User Options tab, select the Inactive status.

d. Under the User Selection tab, enter your library.  Sort by library/name/barcode.

e. In the Output Options tab, choose the Long Report type.  Uncheck “Show default Late Fee/Fine Message.  Select the following Field Selections:
· Title

· Barcode number

· Author

· Price

· Date: Checkout

· Date: Returned

· Date: Due

· Patron Name

· Patron ID

f. To clear a bill transaction, go to Paying Bills.  Bring up the student record.  Enter the amount the student owes, and choose Forgiven as the Payment Type.  DO NOT CHOOSE CANCEL.  Once the bill is forgiven, the student’s record will eventually be removed by a script run at the ITC.
g. If the student has an item checked out, there is a 2-step process to clear the transaction.  First, use the Mark Item Lost wizard to mark the item lost.  As the bill is being created for the item, enter the amount to cover the cost of the item and choose Forgiven as the Payment type.
h. Holds are also considered outstanding transactions. For students that still have outstanding holds, you can either remove an individual’s holds using the Remove User Holds wizard or ask your INFOhio support person to remove all outstanding holds at the end of the school year.

2. Overdues/Bills for Students that Will Move on to Another Building in the District
a. At the end of the school year, you can run a final overdue notice report.  Determine your district policy for carrying over library fees after a student moves on to another building.   If your district does not allow bills to follow a student when he/she moves on to another building, use the Paying Bills wizard to forgive the fees that a student owes.
b. If the student still has items checked out, it is recommended that you mark these items LOST and generate a bill for the item.  If the item is returned to another building at a later time, the bill will be removed, the student will be charged an overdue fine, if applicable, and the item will go INTRANSIT to be returned to your library.
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