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Procedures for Adding Art Works

Adding brief records for art works to the Sirsi database
In the Circulation toolbar:

e Click: Item Information and Maintenance

e Click: Add brief title

e On the Add brief title: Set properties screen

o Format: MARC

Use entries: Brief
Shadow title: Uncheck
Permanent: Check.
Circulate: Check
Type: Choose ART-PRINT from drop-down menu
Library: Choose your library’s three letter code from drop-down menu
Home Location: ART
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On the Add Brief Title screen:
e Click on each box and fill in the screen as follows:
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100 tag: The artist’s last name, first name.
245 tag: The name of the painting or print, i.e.; Mona Lisa. Do not include
articles (a, an, the) at the beginning of the title; do include is within the title
260 tag: Date of painting if known (optional)
300 tag: Description, i.e.; 1 oil painting (18 x 24 in.) in black walnut frame

e The description in the 300 tag and any additional information in the 590

local notes tag should clearly identify the item you are adding.

590 tag: Local notes may be added to further identify the piece of art
650 tag: Possible subject headings: Art; Painting; Pictures; Portraits; Photographs;
Graphic art; Posters.
New call number: Painting #5 (or whatever you choose)
Library: XXX (should be filled in from information on the Properties screen)
Item type: ART (should be filled in from the Properties screen)
Item ID: Barcode number assigned to the item
Click: Add a Brief Title button.
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rTitle info

Personal Author: lﬁmmlwanger Karen

Title: l—_”__”__“Thats it

Publication info: |260 ljljl?DDS

Physical descrip: Iﬁmmll colored poster (15 « 25 in.) in plastic frame
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~Call number and copy info

Mew call number: |DDster #5

Library: ITMA LI
Item type: JaRT-PRINT =
Home location: |ART LI
Item ID: I
Item catl: I j
Item cat2: | =l
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rary has its own circulation policy already set up for Item type: ART-PRINT. If

you do not know what the circulation period for art prints is for your library, please contact
Jeanne DeMars. Statistics of the entire collection can be obtained with a report on the Home
location: ART.



