Computer Software Clean up Project
1. Get items from the stacks.
**Find the bibliographic record in Horizon.

**In the item record, change the item status to:  t (in cataloging)
2. Determine whether it is an audio CD or computer software

**Audio CDs can play in a regular CD player.  You will not “miss out” if you don’t have a computer to use them.  (If a CD has a few bonus features that require a computer, it is still an audio CD)

**Computer software requires a computer to play it.  You will “miss out” or it won’t even work if you try to play it in a regular CD player.

3. If it is an audio CD:

**Re-label (all labels) and re-silver pen with a CD number.

**Edit/create  the 099 of the bibliographic record to read:


099 CD-####

**Edit the item record to be as follows:

Item type:
mmescd


Barcode: 
(scan barcode) [editing not needed]


Location:
JMusic [editing not needed]


Collection: 
mme [editing not needed]

Call No.:
CD-####

**If it accompanies a book/score, you will need to follow the procedures for Accompanying Media.


-- New 590 note in bib record


-- New sticker for book/score


-- New sticker for CD jewel case

4. If it is computer software:

**Re-label (all labels) and re-silver pen with a SW (Software) number.  Follow the guidelines for CD labeling, except use SW and use disk for 3 ½” floppies.  Start with SW-1.

SW-####

1 disc OR 1 disk (use disk for 3 ½” floppies)

w/insert

etc.

**Edit/create the 099 of the bibliographic record to read:


099 SW-####

**Edit the item record to be as follows:



Item type:
mmescs



Barcode:
(scan barcode) [editing not needed]



Location:
JMusic [editing not needed]



Collection:
mme [editing not needed]



Call No.:
SW-####

**If it accompanies a book/score, you will need to follow the procedures for Accompanying Media.


-- New 590 note in bib record


-- New sticker for book/score


-- New sticker for SW jewel case/container

5. Keep statistics on a separate sheet that you use for computer software only.
6. Check the item in and reshelve.
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