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MEMO TO USERS:

Tais guide may be placed in the binder with the Hawaii School

cibrary Programs, or ir . separate binder. It is a limited

distribution:

1 copy for administrator
1 copy for library

Reactions to this guide are welcome. Please contact:
School Library Services
School Library Network
641 18th Avenue
Honolulu HI 66816
ANY UNUSED COPIES OF THE GUIDE SHOULD BE RETURN TO SCHOOL

LIBRARY NETWORK.
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Foreword

We are entering an exciting era in Hawaii's schools. As new and
complex challenges and opportunities are offered to students and educa-
tors, new and rich sources of information must be tapped in innovative
ways that make use of evolving technology. Networking Hawaii's Schoo!
Libraries provides the framework and components of a network that can
Tink all the school libraries in the state and reach out to other
information centers.

The ideal expressed in the school library networking mission statement,
to provide all students and educators equal access to information to
enhance the development of students as life-long learners, serves as a
goal for schools well worth the necessary investment of time, effort,
and financial resources. This publication provides a tool for schools
to reach beyond the walls of the individual school library, to meet
student needs with information from many other sources.

AN/
CHARLES T/JTOGUCHI
Superintekdent
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Introduction

Networking Hawaii's School Libraries is designed to assist school librarians in
beconing a part of the planned state-wide school library network. The purpose
of the network is to provide equal and timely access to information for all stu-
dents and educators through resource sharing among school libraries and even-
tually with state and national, as well as other local, information centers. As
the school library collection is converted to a standard electronic format for
the state-wide combined catalog of school library holdings, the resulting data-
base affords the opportunity to support student learning more effectively by
providing better access to materials in the individual school library and in
other libraries.

The guide offers both the broad, philosophical view of networking, and specific
information for the individual school 1ibrarian to use in automating managerent
functions, in participating in interlibrary loan activities, and becoming
involved in other networking activities. The sections of the first part of the
guide follow the logical steps in automating the circulation function of the
school library, and planning for future use of evolving technology to enhance
the school library program.

How to Use This Guide

The guide is designed to assist school librarians at all stages of the
planning process, from those who have already become a part of the school
library network to those who are dreaming of the future. Select the
approach to the guide that matches the description of your situation best:

Thinking stage - You are interested in the possibility of participating in
networking in the future, but lack the necessary resources
or information to take action immediately. Read the
introduction, pages 1-8, and the first two chapters,
paying particular attention to the planning forms on pages
11-13. Skim the remaining chapters and sections for
general information. Begin to read other literature
suggested in the bibliography.

Planning stage - You have decided that your library needs to become a part
of the schoo! library network and are ready to make and
carry out specific plans. Read the introduction, pages
1-8, and the first chapter, paying particular attention to
the planning forms on pages 11-13, Read Chapters 2 and 3
carefully. Skim the remaining chapters and sections for
general information. Begin to read other literature
suggested in the bibliography.

Implementing stage - You have undertaken preliminary networking activities
for your library, Read the introduction, pages 1-8, and

vii
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the first chapter fcr background information. Skim the
chapters that describe steps that you have already 6
completed. Read carefully the chapters that focus on

steps that you have not undertaken. Skim the remaining

sections and the biblio-graphy for information that may be
helpful to you.

Evaluation stage - You have converted your collection for networking and
circulation automation. Read the introduction, pages 1-8,
and the first chapter for background information. Read
Chapter 14 and the remaining sections to see if there are
new goals that you want to set for your library in the
area of networking.

Format

The first part of the guide devotes a chapter to each step of the planning
process for converting the collection, and circulation automation. The
introduction, overviews, and chapters all flag out key concepts of that
component; some of the concepts are repeated for emphasis.

viii

1vu




School Library Networking

|
Networking is a term used for a number of different functions and pracesses, i
many related to computer technology; as used in relation to libraries, however,
networking refers to efforts of libraries to meet the needs of their users by
drawing on the resources of other libraries, either within the library's own
system or through cooperation with other types of libraries. The best defini-
tion of school library networking may best be expressed in the mission statemen:
for Hawaii’s school libraries:

The mission of school library networking is to provide all students
and educators equal and timely access to all types of resources at
local, national, and international levels to support and satisfy
their educational and personal information needs as learners.(l)

Envisioning a school 1ibrary network in action helps to clarify how such a net-
work might function:

Scene ]:

Rslph, a student at s senior high school, 18 in his achool library
during lunch recess gathering current events informetion for his
French class. First, he uses the computer terminal to locate any
recently published books or audiovisual materials that the library
may have that are relsted to his French studies. Next he uses s
periodical index on compact disk (CD-ROM) to run s search for
magezirs urticles; he finds several citations that seem to be pro-
mising. Checking those sgeinst a l1ist of periodicals that his
school library holds, he finds thet several sre not availsble; he
then gelecis another compact disk thet lists the holdings for
other school libraries, acedemic libraries, and ths public library
syastem, Rslph f.lls out an interlibrary requsst fo.m for esch
srticle that aay be gvailable from another nearby library; his
school librarisn will request that the srticles be sent by tele-
facsimile so that Ralph will have the material within a day or
two.

Two of the srticles that Ralph waints to retrieve sre not avsilable
frcm any of the local libraries. He logs into a network system pro-
vided by the stete department of ejucation. Hia requeat 1: then
transmitted to a national dstabase; the full text of the srticles sre
downlosded to his terminal. Rslph logs off and prints out the full
text.

As a last step in his gearch for informetion, Rslph connects into s
system that provides news articles from around the world. He prints
out geveral articles from French newspapers, gsthers up his
materials, end turns :n his interlibrsry loen requests to the
librsrian,




Scene 2

Lsurie pssses ‘he school library on her wsy to hsr part-time job st

@ photo procesaing lab. Since she has ccrpleted sll but three of har
gradustion credits, she takes those classses i1n the morning snd leaves
school st noon. This evening she will use har student password with
her computer, modem, snd phone st home to search the school's online
public sccess catalog. As she sesrches for raterisls on & notable
photographer, she discovers ceveral titles devoted to the topic, and
chap.era in other msterisls. She prints out the list of titles ss s
working bibliography to discuss with her photography teecher; noting
that one of particulst interest 1s in circuletion, she lesves s
wmesgsage on the electronic bullatin board ssking thet the librsrian
place 8 hold on the msterisl when 1t is returned. She slso lecaves s
message ssking the librarisns for suggeations of uther references she
might try.

Scene 3:

Jim 1a 8 third greder with an avid interast i1n dinosaurs. He 1s
using s computer terminal in his school librery to find infor-
mation sbout dinosasurs. Uneware thst the subject heading for his
fevorite topic is DINOSAURIA, Jim enters DINOSAUR; the computer
screen then lists seversl words close to h:s choice. Jim chooses
the corresct subject snd ia presented with a list of titles of fic-
tion end nonfiction books snd sudiovisual materisls. He presses a
key to get a print-out of his 11st and then heads for the shelves
to select his materisls.

These scenes may seem like a view of the distant future, but are, in fact, hap-
pening today around the nation. Pennsylvania, New York, and Wisconsin are only
a few of the states that are beginning to network all kinds of school, puhlic,
and academic libraries, and to allow students direct acces;s to national and
international databases. The benefits for students are very evident:

e (Circulation of materials increases when circulation automation is insti-
tuted. Local schools report that circulation more than doubles when stu-
dents are able to borrow books using an automated system.

e Retrieval of information increases. A college that provided remote ancess
to the online public access catalog for students, found an increase of
access transactions amcunting to more than four hundred per cent!(2)

» Automating the school catalog increases circulation. When the card cata-
log was converteu to compact disk in Pennsylvania schools, circulation
increased 300-500 percent.(3)

» Networking encourages students to use materials not found in their own
school libraries. Interlibrary loan requests in Pennsylvania increased an
average of 68 per cent when the networking project was implemented.(4)

National and State Networking Goals

The current national guidelines for school library medix programs address
networking in two of the five major challenges facing school library media
specialists today:

“Challenge 4: To provide leadership and expertise in the use of informatice
and instructional technologies."(5)

(I
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"Challenge 5: To participate in networks that enhance access to resources
located outside the school."(6)

The guidelines place these challenges in the context of preparing students
to retrieve and use resources effectively; and in the context of student and
teacher needs for a vast range of resources, a range that few schools can
satisfy without effective access to other information centers. A number of
barriers to effective networking is addressed, including the costs, unequal
distribution of communication equipment, and lack of planning time for
library media specialists who want to participate in resource sharing.(7)

As state standards for school library media centers are currently being
addressed, they affirm the five major challenges and place those challenges
within the local context. References to the need for networking in Hawaii's
public schools are infused throughout the document.

The Department of Education Comruters in Instruction Plan identifies four
major areas of for the Computers in Instruction Program(8); three of these,
computer literacy, computer-assisted instruction, and computer-based infor-
mation retrieval, are enhanced by networking factors. The emerging com-
ponents of networking, automation circulation, resource sharing, online
public access catalog, and use of databases for resources in other infor-
mation centers, provide unparalleled opportunities for students to apply
computer technolegy in a real-life situation, to learn computer-based
retrieval strategies, and to benefit from access to a wide range of instruc-
tional materials.

The plan also provides guidelines for equipment acquisition to support the
four major areas.(9) Two of these, CIR-RETRIEVAL and CIR-LIBRARY
MANAGEMENT, form a basis for planning for equipment acquisition for school
libraries.

Steps in School Library Networking

To make the networking vision become a reality, the following steps must be
undertaken:

1. Converting the individual school library database to electronic records.

2. Combining the individual s.nool library holdings into a state-wide
database.

3. Installing software that uses informaticn from the school library's
database to automate circulation management functions.

4. Installing software that uses information from the school library's data-
base to create an online public access catalog for easier access by stu-
dents and educators.

5. Sharing resources with other school libraries through interlibrary loan.

6. Providing access for students and educators to national and international
databases through current technology.

1




Historical Development of Networking Efforts in Hawaii's Schools

The need for computer-based information retrieval (CIR) in Hawaii's public
scnools was first addressed when an Office of Instructional Services (0IS)
task force, organized in 1980, ideatified CIR as one of the four major cate-
gories of the use of computers in education. The task force further recom-
mended that, within a year after the plan for Computers in Instruction was
completed, a study should be made regarding the inclusion: of computer use

in school libraries fo. the purpose of information retrieval.

In response to the recommendation, the School Library Services Section began
a major effort to develop a multi-year program plan. Related activities
included:

On-going review of relevant literature was continued.

Meetings with staff members of the Hawaii State Public Library
System to explore coordination of automation efforts.

1982 Establishment of an ad hoc planning group.

1983-84 Survey of school personnel and students conducted state-wide
to determine the information retrieval needs of the schools.

1984 Development of an inservice training framework for staff
development of school librarians.

Establishment of the Computer Review Center and
Clearinghouse to evaluate CIR-related software and to coor-
dinate initial CIR efforts in school libraries.

1985-87 Two resource sharing/automation pilot studies.

1987-90 Establishment of the School Library Network project.

The two formal pilot studies were carried out to gather information relevant
to further development of CIR activities. The first involved testing two
circulation automation software programs, one at Aina Haina Elementary
School and the other at Kalakaua Intermediate School. The data gathered
from those two schools showed that 1) students and staff preferred an auto-
mated circulation system, and that 2) the two programs tested were of good
quality. The pilot study also provided information about effective strate-
gies in implementing an automated circulation system,

The second pilot study involved four schools, Kalakaua Intermediate School;
Waialua Intermediate and High Schooi; and Waianae and Mililani High Schools.
The study tested the feasibility of student online searching and of sharing
resources among schools. The resulting data showed that 1) students pre-
ferred searching a computerized catalog, 2) that the computerized catalog
provided better information retrieval, and 3) that schools realized the bene-
fits of being able to access materials from other collections.,

Although limited in scope, both pilot studies proved the feasibility and
desirability of undertaking automation and resource sharing programs on a

4
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state-wide level. They also provided invaluable information about
approaches to take in the various activities.

Concurrent with the activities described, the School Library Services
Section participated in the development and periodic revision of the
Department of Education Computers in Instruction Plan. This plan, which

: encompasses all instruction-related uses of computers in the Department of
. Education, inciudes computer-based information retrieval as related to

' school libraries.

An ECIA Chapter 2 project, School Library Network, was begun in the fall of
1987. Designed as a three-year effort, the project is in the process of
building the first increment of a state-wide combined catalog of school
library holdings to support both resource sharing among participating
schools, and automation of management functions within individual school
libraries. The project will also address staff development for all
interested schools, establishing resource sharing procedures and document
delivery, and exploring the use of national and other local databases to
meet the information needs of students and staff.

. The School Library Networking a hoc planning group was formed in 1988 to

s begin to address school library networking on a broader scope. The group

- will draft a mission statement and underlying assumptions for the mission
statement; identify functional areas within networking; and make recommen-
dations for expanding school library networking to include all public school

] libraries, a broad range of resources, and multitype library resource

sharing.

‘ As new technology emerges and new programs develop, plans for school library

o networking will continue to evolve. School librarians will be able to keep
abreast of this exciting world of computers in school litraries through the
array of sources of information locally, e.g., inservice training sessions,
district librarians' meetings, memoranda, flyers, as well as national
professional journals.

Networking Model

An understanding of the state model of networking is necessary for school
librarians who are interested in bheing a part of the larger picture in theirw
individual school libraries. The chart on the vage 7 provides this in a
visual format.

The key factor in the whole process is the development of a high quality,
national standard cataloging record; in other words, any successful
networking effort will depend on a sound foundation of MARC (MAchine
Readable Cataloging) records. This quality database is noted as item 1 on
the chart.

At the present time, the most cost/effective source of these records is
through Library Corporation's Bibliofile compact disk program, noted as item
2 on the chart. These Bibliofile records are available to individual
schools through the School Library Netwcrk's sharing of the state database,
containing records of titles added to the Library of Congress database
through publication or reprint since 1964. (The procedure for borrowing the
database is discussed in Chapter 7.)

15




The second source of records for school libraries is through the Ceuvtralized
Processing Center (CPC) inventory ‘apes, containing records of items ordered
by school libraries since 1975; this source 1s represented by “tem 3 on the
chart. Because these records de not contain full MARC cataloging yet, they
are less “esireble than the Bibliofile records, but serve as a good source
of records for catalogued paperbacks ani locally produced materials not
found in the L.brary of Congrass database. (The procedure for requesting
the CPC records is discussed in Chapter 13.) Note that there are two lines
on the chart from the CPC input to the database. At the present time, these
records are used to uploac directly into the individual school database. In
the future, if the records are converted to full MARC cataloging, they will
become a part of th: state database as well.

The third source of records is through manual entry, noted as item 4 on the
chart. This is the least desirable means because it is tedious and time-
consuming, and results in brief, rather than full MARC, records. Instruc-
tions for adding items by manual entry can be found in the user's guide of
the automation sofiware selected by the school.

After a school's individual collection has been created by matching records
against the state database, as noted in item § on the chart, the resulting
set of electronic records can be used as a source for tne information needed
by the circulation automation program, item 6; by an online public access
catalog (OPAC),item 7; or for other applications that mav emerge in the
Yuture, item 8. Again, if the original database is standard MARC format, it
will serve multiple purposes and be compatible with other schools in the
network. Because the circulation automation programs do not communicate
directly with other networking schools, it is not necessary for the
circulation software itself to be compatible with other networking schools;
it is critical, though, for a standard database to be used and for the

selected software to be a state-approved one that has proven compatibility

with the standard database.

The state database, with additional schools being added on an ongoing basis,
serves as the source of information to create a union catalog in a format
that is easy to share with participating schools. The initial format will
be a catalog on microform (COM), e.g., microfiche, in sets that can be sent
periodically to schools in the network; this output format is represented on
the chart as item 9. In the future, it is quite pessible that the union
catalog might be shared by means of compact disks (CD-ROM), item 10, since
CD-ROM technology appears to be developing rapidly at the same time that
CD-ROM equipment is dropping in cost. As telecommunications technology con-
tinues to evolve, it also offers the possibility for future networking of
information among libraries.

Compact disk technalogy, with its capacity to store large amounts of data on
small disks, offers the opportunity to look beyond a single system catalog.
It is feasible to look forward to a time when all of the information resour-
ces in Hawaii--in school, public, academic, and special libraries--could be
combined in a single set of disks. This dream for the future is also repre-
sented on the chart as item 10,

16
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Looking to the Future

The world of information technology is developing at a hreathtaking speed.
Hypertext, hypermedia, artificial intelligence, telefacsimile communication ’
--these are only a few of the current developments that will affect

tomorrow's networking of school libraries. As educators work to move into

what is possible today, we must also keep a vision of what will be feasible

in the years to come, and to make the most of opportunities to open the

world of information to all students.
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Oveiview

Once a school library database has been developed and the library's resour-
ces entered into the statewide database, the school benefits in two major
ways, 1) increased access to resources beyond its library walls, and 2) an
automated database that can be used to increase service to students and
staff. Feedback from school librarians identified the circulation system as
a time-consuniing and highly labor-intensive area; they recognized that auto-
mation of circulation procedures would provide them with more time for
direct professional services to library users.

Because the first three steps of networking requires the major investment of
time, effort, and financial resources, a major portion of this guide will
focus on the circulation automation process. It is important, however, to
remember that circulation automation is only one part of a much larger con-
text. The steps involved in this first aspect of the automation process will
also form a sound basis for expansion into other areas of networking,

Resource
Sharing

Online Public
Access Catalog

Circulation
Automation

Online Searching

School Library Network




KEY

The experiences of pilot and project schools have given a great deal of
trial-and-error testing of process and strategies involved automating
circulation procedures in school libraries. The planning guide on the next
page is a result of that pilot testing. School librarians and administra-
tors are encouraged to use the guide and the shopping list on pages 11-13
from the earliest stages of planning in order to establish a realistic time-
line for undertaking each step of the process. As the time frame is
developed, planners should allow for the time required to order and receive
equipment and materials, e.g., six weeks for barcode labels, two to three
months for microcomputer equipment, Consultative assistance is available
from School Library Services/School Library Network project to assist in the
planning.

Schools with limited resources, or those who want to ensure that the automa-
tion process does not interrupt the schooi library media program, may chocse
to schedule the steps over several years. The process is divided into logi-
cal phases to facilitate multi-year planning.

CONCEPTS:

1. It is important to place circulation automation within the larger frame-
work of school library networking.

2. As current holdings are converted to an electronic format, the result
should be a standard format of high quality that vi11 serve multiple
purposes.

3. Care should be taken to avoid becoming an “"orpha * outside the network.

4, Manual entry of records should be undertaken only to add any titles not
available from standard MARC databases.

5. Any investment of time and money should build toward the future.




Planning for Circulation Automation in the School Library
Date Resources Cost
1. Coordinate with state and district efforts.
2. Decide whether automation is desirable and feasible at
the present time.
3. Select the software most appropriate for school needs. Evaluations
Demo programs
4. Get the support of administrators, faculty, commuaity, List of benefits
and library staff.
5. Prepare the collection
) 6. Acquire and leam to use a microcomputer sysicm. Microcomputer
—— Surge protector
Software, e.g.,
processing
Printer and supplies
(opt.)
Diskettes (10)
7. Build the materials database. Diskettes (30-50)
: Backup software (opt.)
» ' Barcode labels
' 8. Barcode/link the materials collection. Work team
9. Purchase automation software. Software, bar wand
10. Build the patron database. Patron cards, student
records from state
database
11. Barcode/link the patron database.
12. Publiciz. the system to users.
13. Implement the system. Printer and supplies
(req)
Power backup (opt.)
Hand-held scanner (opt.)
Extra bar wand
Backup equipment (opt.)
Records from CPC
% inventoiy
14. Plan for maintenance and expansion.
Maintain Flexibility and a Sense of Humor !
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CIRCULATION AUTOMATION SHOPPING LIST

(A1] prices are approximate and should be checked with current bid lists or
several vendors to determine the most economical souvce.)

1. Equipment

IBM or compatible @$1300 - 3500
OR

Use of Existing IBM PC

Upgrade of external storage @ $600
and/or
Additional RAM (640+ K) @ $100-200

Printer, card, and cable @ $450
. Surge protector @ $60
: Back-up power supply @ $600 (opt.
Back-up equipmeni @ $800 (or software in 2 below)
Bar wand @ $300-500 (if no% purchased with software)
Other (security, ¢ -cessories)
2. Software
Circulation software @ $700-2500
Backup software @ $140
3. Supplies
____ Bar code labels for items and patrons @ $32/M
_____ Patron cards for students and staff @ $9-12/M

) Frinter paper @ $25/10 reams

Printer ribbon @ $6

20 diskettes @ $5/10 (double density)
OR
10 diskettes @ $13/10 (high density)
OR
10 diskettes @ $11.90/1.0 (34" high density)

* Additional diskettes for borrowing state database

Subtotal
*Call or write School Library Network before purchasing.

12
2u




4.

5.

Annual costs after the first year
—_ Extended customer support @ $120-250 per year
Maintenance for equipment
_____Replenishment of supplies
Total
Personnel

Number of items in database/55 = number of hours for data
entry/linking

Number of items/44 = number of hours for manual entry
Number of items/150 = number of hours for linking/barcoding

Total

13




Chapter 1

Coordinating with
State and District Efforts

One of the kev conside~ations in planning for schooi library automation is to
avoid becoming a system orphan! Since Kwaii is a state-wide sr~hool system, it
offers unique opportunities for sharing information and resources consistently
among schools. State-approved hardware, software, cataloging format, and proce-
dures ensure that no school library need find itself l12ft out of networking
activities. To tap into state-wide opportunities, consider the following:

1.

With the approval of the school administration, contact Schcol Library
Services/School Library Network project to request that a staff member meet
with you and a member of your administration to discuss your planning pro-
cess. Neighbor islard schools may call the district library liaison to
arrange a visit in conjunction with a district librarians' meeting whe a
staff member will be available; librarians are also eacourauved to meet with
a staff member during an Oahu visit.

Check with the district liorary liaison and computer education specialist

to learn about computer projects in the district that might have wmplica-
tions for school library automation. For example, plans for a district
electronic bulletin board could facilitate interiibrary loan rejuests in the
future.

Attend district librarians' meetings to lesarn about new developments in
school library networking.

Attend workshops reiated to school library automation offered by School
Library Services and the University of Hawaii School of Library and
Information Studies.

Check Na Lono Kula and the Multimedia M~ssenger for articles about school
library networking.

Call School Library Services when beginning the next phase of *the planni.g
process, if it has been some time since the first consultative visit.

Follow the planning steps in sequence. School libraries that have purchased
the software before building the database have had to make a difficult deci-
sion about waiting for the state database to be available while the soft-
ware free support period ran out, or resorting to manual entry that would
result in a database incompatible with the state's.

Become familiar with the state bid 1is. for microcomputer equipment. Make a

copy for your files for budget planning purposes, but check for the most
recent copy before ordering; often a new contract is awarded each year.

15

24




Start a folder for memoranda and other information related to school
library automation. A copy of each memorandum is sent to each school
librarian and principal; some of the attachments provide authorization
for purchase and must accompany purchase orders.

Watch for documents and guides disseminated by School Library Services that
can provide necessary information for networking. For example, an ad hoc
committee began work in the fall of 1988 to draft policies and procedures
to follow in interlibrary loans between school libraries.

In short, be informed of current developments in school library networking to be
a fully participating member.




Chapter 2
Deciding on Automation

Networking may or may not be a viable option for every school library at a given
time. School librarians and administrators considering automation of the school
library and resource sharing will need to answer several key questions:

1.

2.

Will being a member of the school library network help us to meet, more
effectively, the needs of our students and staff?

Wil' the automated circulation system be an improvement over the present
manual o-e? What wil: be the benefits and to whom? Will the benefits
outweigh the disadvantages?

Is our school library collection and our circulation too small to justify
participating in networking?

Does our school have sufficient financial and personnel resources to under-

take an automation project? Have we explored all possible sources of
funding?

Are the administrators and librarian(s) supportive of the automation
project? Since the administration plays a key role in support and the
library staff carries out most of the tasks, either directly or in a super-
visory capacity, it is important that everyone be sincerely committed.

Will our administrators and librarian(s) be at the schoo? long enough to
complete the project? If not, can the school library be ensured of on-going
support and participation by new personnel?

Do our physical facilities allow for automation, or do we have space,

electrical, telephone, or security limitations that need to be resolved
first?

The following information is offered to assist the administrators and
librarian(s) in answering each of the key questions identified above:

1.

Will being a member of the school library network help us to meet, more
effectively, the needs of our students and staff?

Conduct a brief random sample survey of library users, asking a) what
material(s) the student or staff member was hoping to find, b) whether the
search was successful, and c) what other resources the respondent would like
to have available in the library. A substantial percentage of respondents
reporting that they were unsuccessful in their search gives an indication

that the school library collection needs to be supplemented by resource
sharing.
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Will the automated circulation system be an improvement over the present
manual one? What will be the benefits and to whom? Will the benefits
outweigh the disadvantages?

A. Use the evaluaticn form on pages 22-23 to assess the current manual
system; page 21 suggests ways *o use the form for this purpose.

B. Visit a school library that ha> already installed an automation
program. (Call School Library Services for suggested sices.) Watch
the program ir operation; talk to the librarian about the process of
automating and the benefits and drawbacks.

C. Consider the following advantages and disadvantages identified by a
group of school librarians deciding whether to automate their cir-
culation and share resources with other school libraries:

Advantaaes
T ————

Elimination of “snags"

More time for professional services

Faster generation of overdue notices

Faster inventorying of collection

More accurate assessment of student borrowing patterns

detter control of library resources

Faster location of a particular item needed by another patron

More incentive to weed and keep the collection up-to-date

Better circulation statistics

Faster and more accurate maragement

Easier training for students

Opportunity to teach clerical skills using current technology

Better training for students to use other libraries, e.g,
public, academic

Faster creation of bibliographies and other lists

Opportunity to teach the use of computers in society

Faster processing of transac“ions

Quicker access to information

Support for resource sharing among schools

Evidence that the library is up-to-date in tapping current
technology

Disadvantages

Expense

Time required to build database and prepare collection

Dependence on equipment that can go "down" unexpectedly

Lack of portability, unless a hand-held device is purchased

Risk of bottle-necks at circulation desk

Risk of bottle-necks at computer terminals

Possible untoreseen "glitches" in the system

Disruption of established routines

Need for more supplies

Need for in-service training in use

Need to have someone at the circuiation desk to charge
materials

18
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Possible need for librarian to interrupt instruction to solve
computer problem

Requirement for alternative plan in case of "down" time

Demand on limited budgets

Need for special furniture

Need for other special facil ty requirements

Is our school library collection and our circulation too small to justify
participating in networking?

Use the survey suggested for question 1 to discover how well the collection
is meeting user needs. A small school may benefit from resource sharing
even more than a larger one.

Consider how the statistics generated by circulation automation software
could make it possible to use the limited school library budget to its best
advaatage. Information about the percentage of the coliection represented
by a subject area, as compared to the circulation within that area, provides
invaluable information for collection development.

Does our school have sufficient financial and personnel resources to under-
take an automation project? Have we explored all possible sources of
fuading?

Jetermine how much would have to be budgeted over a period of three to five
years to implement an automation program, and the sources of funding that
might be available from the regular school budget, school priority funds,
parent-teacher groups, or fund-raising events. Decide whether the cost of
automation is of great enough value to make sacrifices in other areas.

Take into account on-going expenses that will need to be budgeted annually.
Remember to plan for continued customer support, hardware maintenance,
supplies, and any postal costs related to interlibrary loan.

Explore other means of funding, e.g., private corporations, federal funding.
Check with the district office to learn of any projects being planned that
could involve the school.

Are the administrators and librarian(s) supportive of the automation
project? Since the administration plays a key role in support and the
library staff carries out most of the tasks, either directly or in a super-
visory capacity, it is important that everyone be sincerely committed.

Discuss candidly any reservations that may be lingering. Until consensus is
reached, and solutions found for potential problems, the chances for suc-
cessful involvement in networking may be limited.

Will our administrators and librarian(s) be at the school long enough to
complete the project? If not, can the school library be ensured of on-going
support and participation by new personnel?

If retirement, transfer, or permanent exchange is contemplated by any of
the planners during the project time-line, this needs to be taken into
account. While computer literacy and a willingness to continue the

19
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-project can be made criteria for selecting the librarian's replacement, it
may be more difficult to ensure that an incoming principal will be sup-
portive of networking. The major investment of time and money should be
within the time period the planmners are willing to commit to the schocl. .

7. Do our physical facilities allow for automation, or do we have space,

electrical, telephone, or security limitations that need to be resolved
first?

Space needs for automation are not great; the typical circulation desk can
be adapted to hold the microcomputer and, possibly, a printer. If the cir-
culation desk is not a standard size, however, a table or computer station
may need to be added.

An electrical outlet will need to be located close to the circulation desk.
Although a dedicated line is not needed, it may be wise to check the voltage

flow if tie line is shared by other heavy equipment, e.g., large photo-
copier.

Free customer support by telephone will be of limited use if the library
does not have a telephone, or if the library line cannot be used to make a
free long-distance call, even with the assistance of the office. Ideally,
the telephone should be accessible to the circulation desk, since the tech-
nical support may involve a number of steps to be carried out at the com-
puter. One school library, with an updated telephone jack available, is
considering purchasing a cordless phone to carry to the circulation desk
when necessary.

High-risk schools may need to plan for added security for t * school

library, e.q. grill-work over windows, an alarm system, or plan to move the .
computer daily into a more secure area. Several secondary schools have

decided to install a book security system before automating, to ensure that

the expense involved in marking and adding items to a database is not

wasted.

Becoming involved in automating the school library and joining a state-wide net-
work can be an exciting project. It is critical, however, to be aware of the
costs involved to the planners and implementors so that the process is
approached with confidence and enthusiasm.




ASSESSING MANUAL AND AUTOMATED CIRCULATION SYSTEMS

Use the evaluation form on the following pages to assess the current manual
system. The +/- column is designed for that purpose.

1.

Add a +1 for each feature that the manual system does better; a -1 for each
feature that the automated system could do better. (Not all features of an
automated system have an equivalent in a manual system; these are marked
NA.) An explanation of each criterion is provided on pages 24-26.

Weight the features by multiplying each number by the value in the first
column; these are values assigned by ninety-one participating school
librarians. Change the values for individual needs if necessary.

Total the numbers and subtract the total in the minus column from the

total in the plus column; a high negative number indicates that an automated
system would be a great improvement over the current manual system. Be sure
to take into account, though, any positive features of the manual system not
reflected in the evaluation form.
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EVALUATION CRITERIA FOR CIRCULATION SOFTWARE
Weight: 1 = unnecessary; 2 = desirable; 3 = essential
Current: Manual system has capability; che -k in appropriate column
Specific program rating: 1 = low: 4 = high
Value Current Programs
o +]-T TTW§2|W
-~ 1. Management
*A. Password protection . . . . ... ... ... 3
B. Ease of changing dates. . . . .. ... .. .| 3
: C. Secure forfstudent assistant use. . . . . . .| 3
- D. Capacity of transactions stored 10,000 .
< E. Capacity of user records stored 3, 655 .
: F. Capacity of materials records stored 50, 000 .
G. Variation of loan periods by item . . . . . .| 2
H. Variation of loan periods by user . . . . . .] 2
t. Variation of material type. . . . . . . . . .| 2
o kg, Ease of use « « v ¢ ¢ v 0t o v e e e e e e e
= K. ACCUTACY. ¢ o o o ¢ o o o o o o o o o o oo o} 3
o L. Multiple terminal capab1]1ty e e e e e e
# 11, Database Building
- *A, Integration with external MARC II databases,
e, e.g., BiblioFile 3 NA
£ *B, Bar wand capability . . . . ... ... ... 3 N
C. Input error handling. . . . . .. ... .. .| 3 NA
D. Rapid assignment of bar code number . . . . . NA
E. Twenty second manual entry/index of records .
F. Batch indexing of records . . . . . . . . . . NA
. G. Printingof barcodes . . . . . . ... .. .| 2 NA
: *{. Bar code capability for users . . ... ... 3 NA
I. Automatic generation of user number . . . . .} 2 NA
J. Manual entryof users . . « « « ¢« « ¢« ¢« o« | 3
*K, Book record to contain at least title,
author, call number, LCCN/ISBN, book
status, cost, subjects, barcode number . . .| 3
*., Tser record to contain at least name,
address, homeroom, phone number, grade, 2
barcode T T e
~ M. MWuTtiple copy input ease. . . . . « . . « . .| 3
. N. User record to contain notes, transfer
information . . « ¢ & ¢ ¢ ¢t v e o e . 0. ] 2
*0., Use of common bar code standard . . . . . . .
3 NA

%,*ﬂandatory requirement Subtoatal
£-§Weighted rating

- Kdapted Trom: Report by Dr. Gerald Lundeen for School Library Services, 1986

£ Evaluating Microcomputer Software

So You Want to Automate Your Library, New South Wales Department
of tducation, 1986, p. 9

"Converting to Computer Circulation," The Book Report, March/April
1985, p. 24
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Value Current Programs

+] -] 1[W]2]|W]|3

LZ

III. System Support

A. User-friendly documentation . . . .. . . . .

B. Toll-free number for assistance . . . . . . . NA

C. Local representatives . . . . . . .. . .. . NA

D. Availability of input to company. . . . . .. NA

E. Economy of updates, continued support . . . . NA

F. Newsletter to update material . . .. . .. .

] AN G PN N P W

*G. One year free support . . . . .. .. .

IV. Circulation

*A. Five-second processing of transaction . . . .

*B. Stop on circulation because of overdue(s) . .

C. Efficient tagging of items for hold . . . . .

D. AV equipment management . . . . . . e e e

[F8 [ISINON (I8 (O8]

E. Allows renewals automatically . . .. . . . .

V. Information Retrieval of Circulated Items

*A. Retrieval by title. . . . . . . . ¢« . ¢« .« . . 3

B. Retrieval by author . . . . . e e e e e e 3

*C. Retrieval by user name. . . . & . v « « o o 3

D. Retrieval of item by due date . . . . . .. .[ 3

E. Retrieval of item by call number. . . . . . . 2

F. Searching with truncation . . . ... .. .. 3

G. Browsing of indexes . . . . —

*H, Linkage to online public access cata]og e . .13

VI. Record Generation

*A. Generation of overdue list by room. . . . . .

*B. Generation of individual notices. . . . . . .

C. Generation of recall notice . . . .. . . ..

D. Word-processing capabilities. . . .. . . . . NA

E. Keeping statistics on number of loans . . . .

F. Keeping statistics on types of loans. . . . .

G. Range-setting on circulation information. . .

. ldentification of item's last circulation . .

. Record of item's circuiation record . . . . .

QY € | N AN LSIRAS AN RS [F%)

H
I
J. Inventory process support . . . . .. . ...
K. Bibliography production . . . .. .. . ...

VII. Other

A. Price less than $1,000. . . . .. ... ...

NI~

B. Modules priced separately . . .. ... e

—+
Subtotal

First page subtotal

Total
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Explanation of evaluation criteria

I.

II.

Management

A.

B.

Is there password protection so only authorized persons can make
changes in the due date, override holds on borrowing by patrons

with overdue materials, etc.?

Is the due date changed automatically by the program? Can holidays be
entered at the beginning of the year to make automatic adjustments?
Is it easy to make changes in the due date for unanticipated school
closure dates?

Is the program designed to prevent problems created by users with
little knowledge of computers? For example, will the program prevent
confusing patrons and materials during check-out?

Does the program have sufficient capacity for the busiest school
library circulation?

Does the program have sufficient capacity for the largest school
population?

Does the program have sufficient capacity for the largest school
library collection?

Can some materials be circulated for a shorter or longer period than
others?

Can some patrons be allowed a longer borrowing period, e.g., staff?
Can different formats of materials be circulated?

Is the program easy to run?

Does the program run without errors?

Can more than one terminal be used with the program?

Database building

A.

B.
C.
0

Does the program accept standard MARC II format records as generated
by Bibliofile?

Can a bar wand be used for materials?

If an error is made in assigning a barcode number to materials, does
the program have a way to catch the error?

Can barcode numbers be assigned automatically and sequentially as
materials are entered?

Does it take no more than twenty seconds to manually enter a record
and have it loaded into the program fully indexed?

Can manual entry be done at one time, and the records loaded into and
indexed by the program in a batch, so the data entry person does not
have to wait as each single record is loaded?

Will the program print barcode labels to replace damaged or lost ones?
Does the program use a bar wand to enter patron information?

Can barcode numbers be assigned automatically and sequentially as
patron information is entered?

Can new patrons be added manually without leaving the program?

Does each record of material contain at least the title, author, call
number, unique control number, whether the material is in or out, and
its barcode number?

Does each patron record contain at least the name, homeroom (or
records room), grade, and barcode number?

Is it easy to enter multiple copies of the same book, or does each
copy have to be entered separately?
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N. Does the patron record allow for additional information to be added?
0. Is the barcode format required by the program a standard one?

ITI. System Support

A. Is the guide supplied with the program easy to understand?

B. Is there a free long distance number to .11 for technical support?

C. [Is there a local representative to provi current catalogs and
assistance with ordering problems?

D. Does the software producer welcome suggestions from users in order to
improve their product?

E. Is the annual cost for support and updated software reasonable?

F. Does the producer provide a newsletter with articles and practical
hints on using the software?

G. Does the producer provide a year of free support to assist users in

getting started?
IV. Circulation

A. Does each circulation transaction take no longer than five seconds?

B. Does the program alert the staff if a patron with overdue books tries
to borrow more materials?

C. Does the program tag an item that a patron has requested so that the

staff is aware when the item is returned or someone tries to borrow

it?

Can audiovisual equipmert be circulated with the program?

Does the program automaticaily check in and check out an item that is

being renewed in a one-step operation? Does it do the same when a

patron wants to borrow an item that has just been returned?

mo

V. Information Retrieval of Circulated Items

Can the program find a circulated item if the title is entered?

Can the program find circulated items by an author's name?

Can the program find what items a patron has checked out?

Can the program find all the items due by a certain date?

Can the program find circulated items by call number?

Can the program find items with a part of the author, title, etc.? If

the author's name is Johnson or Johnston, can "John" plus a "wild card"

be used to search?

G. Does the program allow the user to look at the indexes to see what
words might be used for searching?

H. Does the circulation program interface with an online public access

catalog program?

TIMOoOOm >
e o o o s o

VI. Record Generation

A. Can overdue lists be produced by homeroom or records room?

B. Can individual overdue notices be produced?

C. Can the program produce a notice that an item needs to be returned for
use by another patron?

D. Will the program allow the user to custom-design the overdue notices?

E. Does the program keep statistics on total circulation?

F. Does the program keep statistics on different types of materials?
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VII.

G.

Does the program allow a range to be set so that the user can see the
circiulation for a portion of the library, e.g., 300's?

H. Does the program keep a record of the last time each item circulated?
I. Does the program keep a record of the total circulation for an item?
J. Dees the program allow for automatic inventory procedures?

K. Does the program allow for production of simple bibliographies?

Other

A. Does the program cost less than $1,000?

B. Can separate modules of one program be purchased separately?
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Chapter 3
Selecting Software

. State Evaluation of Software

Because of the importance of the software decision, a lengthy and intensive pro-
. cess, coordinated by the School Library Network project and involving many
v school librarians, preceded the selection of software approved for purchase by
- Hawaii public schools. The initial selection process involved:

1. 1Identifying selection criteria with the assistance of a technical con-
suitant.

2. Identifying and requesting automation programs for evaluation.

3. Weighting each selection criteria for relative importance, with the
assistance of ninety-one Oahu school librarians.

*4. Determining mandatory requirements. Software not meeting these criteria are
not considered for purchase, even if other criteria are met.

*5. Observing software programs in use, either at a pilot tes! site or by means
of demonstration programs.

*6. Rating each program according to the criteria.
*7. Adjusting each criteria score according to the value assigned.
*8. Determining the total score for each program.

9. Disseminating information to all schools.

10. Planning to repeat the process as programs are revised or new programs are
developed.

The results of the initial selection process are detailed in the memorandum in
Appendix A of this guide.

School Selection of Software

Selecting one of the appropriate, state-approved software programs for a par-
ticular school library's needs is one of the most important decisions in the
automation process. Many of the steps involved in preparing for automation are
program-specific. For example, the choice of barcode labels will depend on the
program; if a change of software is made at a later time, this may involve
changing all the barcodes. To avoid duplication of effort and urnecessary
expense, schools need to make a careful selection of the software required.

——

*State selection committes of school librarians
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Several steps can help school librarians and administrators make a wise decision
on software:

l.

Request a demonstration disk of the approved scftware program(s) being con-

side;ed“ Become familiar with the program by following the tutorial pro-
vided.

Visit other school libraries that have installed automation programs. Call
School Library Services for suggestions on nearby schools to visit.

Search library professional literature for evaluations and articles about
the programs being considered.

Study the evaluation form on pages 22-23 carefully. Some of the criteria
may be weighted differently by an individual schcol because of special
needs. Review the explanation of the evaluation criteria on pages 24-26.
Read Ehe rating sheet for approved programs in Appendix B, and adjust as
needed.

Some of the factors that individual schools may need to consider include:

How much computer expertise is available to the school librarian? Does the
program need to be very user-friendly, or is there a staff member who can
help with installation and general questions?

Who will be using the program? Is it designed to provide different levels
of security to allow students to run the program?

How does the annual cost, e.g., continued customer support of the software,
repair and maintenance of the equipmant, supplies, fit the library budget?

If the program is integrated, with circulation and online public access
catalog (OPAC), can the budyet allow for initial purchase of the total
package, or can the components be purchased separately?

Remember, selection of appropriate software is made early in the planning pro-
cess, but actual purchase is made later. Refer to Chapter 9 for details.
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Chapter 4
Generating Support from Others

The success of the automation and resource sharing efforts will depend in great
part on the support of those who will be affected, directly or indirectly, by
the planning and implementation. Key factors in an effective public relations
program include:

e Developing a core of key supporters. The administration, of course, should
be involved in planning and decision-making from the beginning, and can help
in setting a climate of acceptance in the school. Provide information zarly
in the planning to leaders in the school, e.g., grade level chairper<uns/
department heads, student council, library committee, parent-teacher group
board, or other groups that zan help in offering support.

» Providing relevant infurmation. Take another look at the list of advantages

on page 4, and select the ones that will have the greatest impact on the
group:

Teachers will be interested in the benefits that provide curriculum
suppport for the classroom, and that reduce non- instructional tasks.

Parents will want to see that automation/resource sharing will provide
better direct services for students.

Administrators will appreciate the better uce of resources, as improved
statistical data is generated for purchase decisions.

Library workers will respond to the faster and more accurate management
of resources.

e Allowina others to assist. If an effective climate has been established in
the school library, others may welcome the opportunity to make a contribu-
tion to the library program by offering direct assistance, whether it
involves financial suppport by a parent-teacher group or volunteering to
take part in a barcoding party with parents, teachers, and students.

e Recognizing barriers. There may be apprehension among those who work in the
library or who use the library; these anxieties need to be identified and
21dressed. Library workers and users may be resistant to change, even if
the change will be an improvement; they need to be assured that any changes
will involve minimum disruption of their reguldr routines, and will make
library procedures easier.

Computer phobia may be a factor as well. Library workers should be infor-
med that 1) the procedures will be simple, 2) - :essary training will be
provided, and 3) their present skills will be sufficient for the new system
as well. While youngsters are generally eager to try out new technology,
adults may benefit from an actual, brief demonstration of the program.
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Minimizing inconvenience for users. Sufficient time shouid be built into the
schedule to avoid the necessity to curtail services or close the library at
any time because of automation efforts. While it is important to let
others know that the library staff is working hard and making necessary
adjustments in their schedule, disruption in services to library users may
create dissatisfaction with the system itself or with the school library
program in general.

Planning for on-going information sharing. Brief announcements at faculty
meetings and parent-teacher groups, notices in the school newspaper or daily
bulletin, and signs in the library to publicize each stage as it is begun
and completed, can maintain interest and support for the automation project,
without creating an information overioad. Since much of the initial work is
intensive for the library, but not visible to those who will benefit from
automating, it is important to create an awareness of the work involved and
to maintain a sense of ownership for the project within the school com-
munity.

Providing necessary inservice training. Simplified instructions for library
staff, whether the staff consists of a library assistant, parent volunteers,
or student monitors, will help to make a smooth, error-free transition. A
brief orientation to new procedures for staff and students can minimize
delays in the first days of operation. Simple instructional signs to remind
use:s of the new process can enhance user satisfaction during the transition
period.

Encouraging realistic expectations. Since any new system may have problems
or set-backs, it is important to let future users know in advance that the
implementation time-line is subject to change, and that there may be times
that ithe hardware or software is "down." Publicize the fact thal provisions
have been made for a manual back-up system, and that flexibility and a sense
of humor will be needed by library staff and library users!

Expressing appreciation for support. Those who help with the project should
be recognized with public expressions of appreciation as the project is
being worked on, and after it is fully implemented. A report to any organi-
zation that has provided financial or personnel resources, detailing the
benefits of ihe operational system, is an apprepriate means of follow-up.

Celebrating completion. After the automation project is completed and
working successfully, it offers an opportunity to publicize the total school
library media program through an open house, invitations for visits by com-
munity persons who have assisted, articles in the school newspaper, and
posters encouraging students and staff to take advantage of the innovation.
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Chapter 5
Preparing the Collection '

Preparing the school library collection for conversion to electronic records is
one of the most important, and time-consuming, steps in the automation process.
Working carefully in the collection preparation will greatly reduce the time and
effort that will have to be devoted later to the retrospective conversion of the
collection. Some school librarians have set aside an entire year to complete
this portion of the automation effort.

Database value vs. Collection Value

Planning for automation is the single most effective motivation for weeding the
collection thoroughly. Since each item that is added to an electronic database
will require an investment of time, effort, and money, every title in the
library needs to be considered in terms of real usefulness to students and
staff.

Because the state database, to which individual holdings information will be
added, is intended as the foundation for resource sharing, any title that is
added to the database should have potential value as an item to be loaned to
other libraries. On the other hand, there may be materials in the individual
collection that have value to that particular school; those can be retained as
long as they are still useful. For example, a story collection may be old and
worn, but contain a story that a teacher likes to share with her class each
year. If a more recently published collection is not available with the same
story, the iibrarian might choose to keep the older title, even though it would
be unlikely that another library would request it through interlibrary loan.

The parameters of the state database are set by the source of national standard
machine readable cataloging (MARC) records. At the present time, that source is
from Library Corporation's Bibliofile database on compact (CD ROM) disks.
Records available from this Library of Congress database generally date back to
1964; exceptions include ¢l  c titles or older titles that have been reprinted
since 1964. The formats ava .ole include books, periodicals, and some audiovi-
sual materials.

A full MARC, high quality record is available through the state database; each
record is easily accessed by using the Library of Corgress control number
(LCCN), the international standard book number (ISBN), the title, or a com-
bination of author and title. The record retrieved has already been edited to
conform with Centralized Processing Center cataloging, includes a price, pro-
vides a field for the school location code, and also provides a field to fill in
an aporopriate barcode number or range of numbers. Because the records are in
the 1ull national standard, the res.’ting individual school library database can
be used not only for circulation au.omation, but for establishing an OPAC system
as well,

A title not found in the state database, on the other hand, will need to be
added manually. Generally, this involves entering the LCCN, call number,
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author, title, and barcode number for each record, usually requires twice as
much time as accessing records through the state database, and will result in a
substandard record that will probably not be appropriate for other applications.
For this reason, items which will probably not be found in the state database
should be evaluated critically in the weading process.

/

STATE DATABASE SCHOOL DATABASE
Items in another school Items in the state Items in the individual
library available through database and in the school collection but
interlibrary loan; no individual school not in the state data-
local entry school collection; base; manual entry

automated entry

Weeding the Collection

in recent years, many school librarians in the state, and across the nation,
have been reluctant to discard materials because of reduced budgets to purchase
new materials. The result has been that many school library collections are
aging and require extensive weeding in order to bring them back to an up-to-
date, curriculum-relevant collection. Most Hawaii school districts have offered
collection development workshops that included a component on weeding. The
assessment tools and strategies offered in those wor<shops form a sound basis
for on-going weeding, and for preparation ¢f the collection for retrospective
conversion. A form to assess current collections through a random sample is
included on page 37.

School libraries that have not conducted on-going weeding, or that have weeded
less than the annual four to five per cent recommended by the American Library
Association, will particularly need to address this area of collection prepara-
tion. Guidelines for weeding and discarding resources are included on pages
X-51-52 in the document, Hawaii School Library Programs; a Guige for Management
and Services, provided to all pubTic school Tibraries.

In addition to general weeding practices, school libraries undertaking an auto-
mation project need to consider weeding in accordance with the parameters set by
the state database. Because there are exceptions to the 1964 1imitation, the
guidelines on pages 35-36 suggest ways that the collection may be more accura-
tely assessed.

InventOr!

If a complete inventory has not been taken for a while, or if a regular cycle
has not been completed, this should be done. The shelflist should reflect
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actual holdings; otherwise, time will be spent, and barcode numbers assigned to,
materials that are missing from the collection. Some secondary school
librarians have decided at this point, that losses are so great that the
purchase of a book security system is justified! Since preparing each title
requires an investment of time, personnel, and supplies, added to the con-
siderable cost of replacing missing items, automation preparation may provide
the extra impetus to explore more seriousiy the purchase of a book security
system. With good timing, the application of the sensor tape can be done at the
same time that the item is barcoded.

If possible, the LCCN should be added to each shelflist card as the item is
inventoried, becaus? it is the easiest, most accurate, and most widely used
method of retrieving electronic records from various sources, including the
state database. Most materials purchased through the Centralized Processing
Center since the 1960's have the L.CCN noted on the card. Care should be taken,
though, to ensure that the number listed with a prefix starting with six, is an
actual LCCN. During the 1960's, an order number was assigned to each title that
}ooked very similar to the LCCN; the true LCCN can be recognized by the print
ormat.

Arthur, Ruth M .
Portrait of Margarita by, Ruth M. Arthur. Drawings
by Margery Gill. (1st ud, New York, Atheneum, 1068.

185 p. ilne 22 om.

> &y
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- order number

Example of & Shelflist Card

Preparing the Shelflist

After the inventory has been completed, the shelflist cards should be =~cepared
to make data entry easier, especially if the school librarian(s) wili be
assisted by others:

1. Condense the shelflist by consolidating all copy numbers on a single card.
If separate cards are kept for the sane title, the person doing data entry
may not notice; if the same control number is entered a second time, all the
information, including the assigned barcode numbers, will replace the pre-
vious record. Information entered for the first card will be lost.
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Even if the data entry person does notice the second card is for the same
title, time will be lost in retrieving the first record and adding the addi-
tional barcode number(s). The time !nvested in consolidating cards will be
less than the time lost during the data entry phase.

Different editions of the same title can be kept on a separate card without
creating confusion to the data entiy person. New control numbers are
assigned for each edition that represents a substantive change in text.

Watch for cards that have cryptic information about the number of copies
still in the collection. Some librarians have their own codes to note which
materials have been withdrawn; the result will be that too many barcode num-
bers, or too few, will be assigned to titles with multiple copies. The
errors will not appear until the barcoding step is reached, creating
confusion, slowing the barcode workers, and requiring correcting the data-
base manually. It may be easiest simply to hig*light copy numbers for
existing materials, rather than to try to inte.pret cryptic codes for data
entry persons.,

Remrve all shelflist cards for withdrawn books. Many librarians make a
practice of leaving the shelflist cards in the active file with a paper clip
to designate a card with a missing item, in hopes that the material may
return within a year. For the automation process, however, the clips will
create another barrier to fast and accurate data entry. If a major weeding
project is under way, the shelflist cards should be withdrawn as quickly as
possible before the next step of automation is approached; the remaining
discard steps, e.g., disposing of materials, withdrawing catalog cards, need
not affect the database building.

Summary

It is evident, if all steps are followed, why the preparacion of the collec-
tion becomes such a time-consuming task, and one that requires several steps
that cannot be delegated to non-professional workers. The investment of
effert, however, will result in a more effective collection and a niore effi-
cient shelflist. Fortunately, careful planning allows the school library to
undertake this major step before any purchases cf equipment, software. or
supplies are made.

Since the process is so labor-intensive, though, school administrators will
want to seriously consider allccation of personnel to assist in those steps
of the process that can be delegated to others. Parent voluateers, student
helpers, and others can assist in the inventory process, the physical pre-
paration of materials for discard, and the withdrawal of cards from the card
catalog.

ki



¢
I
3.
&

N

Preparing the Shelflist for Retrospec.ive Conversion*

INTRODUCTION

Careful preparation of the shelflist of a library's heidings is a critical step
that precedes any automation effort. The School Library Network project, in its
efforts to build a database that will facilitate sharing of resources among
school libraries, recommends detailed steps to complete this important task. The
process is based on the following assumptions:

l. Materials are chosen on the basis of their usefulness to the state-wide
union catalog, for interlibrary loan among a number of schoois.

2. Currency is a major criterion for evaluating materials, especially non-
fiction items.

3. There are some exceptions to the general rule of using currency as a major
criterion, such as valuable, out-of-print sources of information.

4. Designation of special collections or locations may be useful to individual
schools but will not be cost-effective for stats database purposes.

5. For ci~culation automation and inventory purposes, individual schools may
choose to manually enter titles not found on the state database.

PROCEDURE

General:

A. Make sure the cards are in correct alphabetical or numerical order.

B. Remove paper clips that have been placed on cards to indicate items
missing in the last inventory.

C. Make sure it is obvious how many copies are still in the collection.

D. Combine cards if possible.

Specific instructions:

1. Check each card of the fiction shelflist.
a. If the copyright date is 1964 or later, take no action. The title
can be searched automatically on the state database.
b. If the copyright date is pre-1964 but the item has literary value,
e.g, classic, place a colored clip on the card. The item can be
searched on the state database. Example: Animal Farm.

*Based on draft guidelines, Hawaii State Public Library System

35




Lheck each card of the 290 portion of the nonfiction shelfiist.

a. Follow step la.

b. If the copyright date is pre-1964, but the material cos: at least

$5.00, and is a standard title in the area, place a colored
clip on the card. The item will be searched on one o* more
databases. Example: Bultinch's Mythology.

Check each card of the 390 portion of the nonfiction shelflist.

a. Follow step 1la.

b. Follow step 2b. Example: Blair's Tall Tale America.

Check each card of the 610 portion of the nonfiction shelflist.

a. Follow step la.

b. If the copyright date is pre-1964, but the material cos: at least
$5.00, and provides basic information on inventions or anatomy,
place a colored clip on the card.

Check each card of the 700 fine arts porticn of the nonfiction

shelflist.

a. Follow step la.

b. If the copyright date is pre-1964, but the material cost at least
$5.00, and represents a collection of music, engraving, or fine
illustrations, place a colored clip on the card.

Check each card of the 900-909 portion of the nonfiction shelflist.

a. Follow step la.

b. If the copyright date is pre-1964, but the material cost at least

$5.00, and is an outstanding broad history, place a colored clip on

the card.
Check each card of the Hawaiiana portion of the shelflist.
2. Follow step la.
b. 1f the copyright date is pre-1964, but the material cost at least

$5.00, and is listed in Basic Hawaiiana (disseminated to all schools

in the fall of 1987,) place a colored clip on the card.
Check each card of the biography portion of the nonfiction shelflist.
a. Follow step la.
b. If the copyright date is pre-1964, but the material cost at least

$5.00, and is of outstanding literary value, place a colored clip on

the card.

Prepare a copy of a list of periodicals kept for at least three years by
your library. Any format is sufficient, e.g., typed list, photocopied

page from Reader's Guide with check marks., Add the ISSN (found in
Reader's Guide list of periodicals) to each title.
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COLLECTION AGE ASSESSMENT TOOL

Copyright Voluwes with this copyright year Total { Cum,
# ¥

1981

1976-80

1971-75

1964-"0

Prior to
1964

Total counted
Instructions:

1. Tabulate about 100 titles each (approximately one inch of shelflist
cards) from five drawers in the shelflist catalog. Choose drawers that
will represent a good cross-section of your collection.

2. For each title, use the form for the following:

a. Place a hash mark ir “Volumes,.." column to indicate copyright date.

b. Tally hash marks for each range of years and enter totals in "Total
# column,

c. Compute the percentage for each range of copyright years by dividing
the column figure by the total number of books counted.

3. Enter the cumulative .er cent in the "Cum %" column, adding each new
percentage in the "Total %" to the one above it.
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Chapter 6

Selecting and Using
Microcomputer Equipment

This chapter is divided into two parts, the first part dealing with selecting
and acquiring the appropriate microcomputer equipment; the second, learning how
to use the equipment. A school librarian who needs assistance with basic com-
puter literacy, including knowing how microcomputers work, may choose to con-
centrate on the second part of the chapter, pages 44-45, in order to better
understand the first part of the chapter and to make wise decisions in this, the
most costly part of the automation process.

The Tist of state-approved microcomputer systems and peripherals, disseminated
to all schools, should be consulted prior to purchase. Schools are reminded
that only approved microcomputer equipment may be purchased with state funds,
unless an exception is granted; instructions on preparing a request for excep-
tion are included with the approved list.

Hardware Requirements

There are several factors to consider in the choice of a microcomputer, the
internal memory, the external storage capacity, and the processing speed. To
better understand the relationships among these three factors, consider a simple
analogy for the sake of comparison:

Ms. Lee, a school librarian, wants to organize a collection of publishers' cata-
logs into a file so that the library workers and school staff can retrieve
information easily. In order to get the catalogs organized, she knows that she
will need a file cabinet and a work surface.

When she starts to work with the catalogs, she quickly discovers that the desk
top that she had planned to use is tuo small for the project; when she tries to
spread out the catalogs to sort them, she quickly runs out of space. She then
clears off a larger table to do the sorting. She also realizes that when
teachers pull out several catalogs, they will want to be able to spread several
out at the same time as they work with them,

Next Ms. Lee decides or the choice of a file cabinet. She looks over an old
file that nas been offered for her use, but decides it won't meet her needs.
First, the cabinet is too small and won't contain all the catalogs. Second, the
drawers are somewhat rusty and dented. She decides she should purchase a new
file cabinet that is large enough to take care of the current set of catalogs
and allow for future growth. Also, she wants a file cabinet that opens smoothly
and easily so users can retrieve information quickly.

Internal Memory Size

The internal, random access memory size is equivalent to work space; some
programs even refer to the "desk top" for documents that are being worked on at
a given time. Most automation programs require 640 kilobytes (K) of memory.
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Additional memory can be purchased for existing computers with only 256K or 512K
of memory. The memory add-ons come in the form of a printed circuit "card" with
the additional memory chips attached; the card can then be plugged into a

slot inside the computer.

Note: A kilobyte equals approximately one thousand characters (letters or
numbers.) While it is good to be aware of the definition, it is not
necessary te mentally compute kilobytes into characters whenever the term
appears, Just keep in mind that programs generally reauire a certain
number of kilobytes of memory in order to work, and that the current
requirement for library automation programs is usually 640K.

Information Storage

The amount of space to store the data needed for library automation is equiva-
lent to the file cabinet, This requirement, of course, is much larger than the
work space because it involves storage of all the data, not just what is being
used at a given time, The parts of a formuTa for computing the amount of space
needed for an automation program are:

A (Number of items, including duplicates X average length

- of each record)

8 (Number of patrons X average length of each patron record) +
C Additional amount of space needed for future growth +

Next, additional space needs to be added for one of the features of computers
that make them superior to file cabinets--their ability to sort information. If
the file cabinet had the ability to arrange all the publishers' catalogs alpha-
betically, or by subject area, or by book or nonbook format, or by any other
category--without any drawers having to be opened--it could duplicate one of the
advantages of a computer. At the same time, the file cabinet would also need a
great deal of extra space to allow for that re-sorting. The computer also needs
that additional space to allow for re-sorting by one of a large number of cate-
gories specified by the computer grogram, and to store the indexes it creates.

D Additional amount of space needed for sorting and indexes «x 2

The formula then reads: A + B + C x D = Amount of storage space needed

The following simple guide can be used:

Collection size Information sto. ge needs*
1-10,000 items 20 Megabytes
10,000-15,000 items 30 Megabytes
15,000 or more items 42 Megabytes

Note: Refer to information on disk drives on the next page about how this
information storage is included with the microcomputer.

*To show how these figures are derived, if a school library had 10,000 items
(not titles) with an average length of 500 characters per record, and 500
patrons with an average length of 375 characters per record (5,187,500); allowed
for a twenty-five per cent growth; and doubled the amount of space, the total
would be 12,968,750,
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Since computing storage needs resuits in cumbersome numbers to work with, they
are translated into megabytes, or million bytes. In this case, the library's
need for information would be between twelve and thirteen megabytes. This is
further abbreviated into 12-13 Megs or 12-13 MB.

There are standard amounts of megabtyes of storage on the market; generally
these fall into twenty, thirty, forty-two, and higher numbers of megabytes. The
school used as an example would then specify twenty megabtyes (20 MB) as the
next highest number past fourteen megabytes of information storage needed.

Processing Speed

Just as rusty file cabinet drawers would slow down retrieval of publishers'
catalogs, the microprocessor and disk access speeds greatly affect how quickly
the microcomputer can retrieve and process information. There are several
microprocessors being used in many of the cumputers appropriate for school
library automation. The mest common are:

8086 - These are €yund in the first IBM Model 30's produced.

8088 - These are found in the 'BM PC's with one or two floppy disk drives; in
the IBM PC/XT which uses a fixed, or hard disk; and in IBM PC compatibles.

80286 - These are found in some of the IBM PS/2 series, in the Wang 240, and in
other brands. The IBM Model 30 is changing to this processor.

80386 - These are found in the IBM PS/2 Model 80, in the Wang 280, in other
brands, and in old IBM PC/AT's or compatibles.

The speed nf the 8086 and 8088 processor is adequate for some circulation auto-
mation, but is too slow for OPAC applications. The 80286 processor offers suf-
Ticient speed for both automation and OPAC uses.

In addition, the disk access speed affects performance. The OPAC programs
currently approved for purchase require twenty-eight milliseconds or less. The
currently approved microcomputer hardware (see Appendix C) meets the disk access
speed; only those microcomputers that meet the software requirements will be
recommended for purchase by school libraries that are considering OPAC as well
as circulation.

Disk Operating Systems

The disk operating system, as its name indicates, tells the computer how to
operate, i.e., how to interpret instructians in the program being used. The
state standard disk operating system i- N.-DOS, the operating system used by the
majority of automation software programs and by the state database. Micro-
computers described as IBM-compatible use a version of MS-DCS.

Disk Drives

Microcomputers generally offer one or two floppy disk drives, designated as
drive A and drive B in IBM or compatible microcomputers. Because cf the size of
the information storage requirement, floppy drives alone are not adequate,
of fering a maximum of a few megabytes of storage. Microcomputers considered for
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frbrary automation require at least one floppy drive and one fixed, or hard,
disk drive. Fixed disks offer storage capacity of twenty to sixty-eight+ mega-
bytes. The fixed disk .s generally desianated as drive C, even if there is no
drive B in use.

Existing I8M PC microcomputers can be upgraded for use in library automation, by
purchasing additional memory to meet the 640K requirement, and by adding a fixed
disk to a single-floppy unit; or, if the unit has two floppy disk drives, by
replacing one of the floppy drives with a fixed disk. IMPORTANT: Even after
the IRM PC is upgraded, it will have the same 8088 microprocessor that may sup-
port circulation, but not an OPAC function.

The marketplace offers a variety of replacement units to fit into the two s/ 1ces
usually found on the front of the microcomputer. Since floppy disk drives are
offered 1n full- and half-height, it is possible to install two half-height

di1sk drives or one full-height in each space. A visit to a computer vendor is
the best way to evaluate the various options, bearing in mind that since the
microcomputer already has at least one floppy disk drive, a change to one or two
half-height units would require the removal of the existing drive.

Floppy disk drives are now available in variety of size and storage capacity.
Both the 3.5 inch and 5.25 inch floppy disk drives are available as standard
option, or special order at no extra cost. The 3.5 inch floppies offer the
advantage of a sturdier oisk, while the 5.25 inch disks may be interchangeable
with previous microcemputer models.

Within eich size, there is a range of storage capacity for the disk drives,
ranging from 360K to 1.44 megabtyes. Refer to the discussion on the next page
concerning floppy disks before making a final choice of floppy disk drive.

Peripheral Equipment

Printers offer a range of features, e.g., wide carriage, that can be evaluated
according to the individual library needs. As long as the vendor can guarantee
compatibility with the selected microcomputer equipment, and the printer is on
the state-approved list, there should be no difficulty with the one selected.

It s, critical that a surge protector “ purchnased at the same tinme as the
microcomputer system, since even a momentary power surge could damage the equip-
ment., There is also backup power equipment that switches to battery power for
several minutes to allow the computer to be turned off by exiting the program
correctly, Because of the expense of the vackup power equipment, the individual
school will need to determine whether the investment is justified,

Computer vendors also offer equipment that can be placed with the microcompute.
that backs up data automatically after a set number of transactions. Because
some automation programs offer this feature without the need for additional
equipment, it is best to research this feature before making a purchase of addi-
tional data backup equipment. If the software program does not have an automa-
tic backup feature, equipment that backs up data automatically is highly
recommended.
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Backup Software

Although the automation software may have an automatic backup feature, it is
wise to purchase a backup software program that will back up the entire hard
disk drive. In case of a disk crash, all of the files, including the disk
operating system (D0S), can be restored quickly and accurately. DOS itself can
be used to back up and restore files, but is slower. Some backup software
programs also offer other desirable features to make computer use more con-
venient, such as an automatic backup of a critical internal! file each time the
computer is turned on. Computer vendors can recommend programs to meet the
individual school's need. Price comparison should be done befnre purchase,
because of the varying prices for the same software.

whether a separate program is purchased, or the BOS supplied with the microcom-
puter is used, a complete backup of the entire hard disk should be done at
regular, but not necessarily frequent, intervals. The frequency may be twice a
year, unless new software programs are added to the hard disk more often.

Supplies

The choice of floppy disks will depend on the floppy disk drive available on the
microcomputer. The IBM compatible machines generally require double-sided
disks, unless it is an older piece of equipment; double~-sided disks can be
purchased in 360K, 720K, and 1.2 megabytes or higher. The vendor should be abl.
to provide precise information on the disks' storage capacity.

As might be expected, the cost of the disks depends on the storage capacity.

The higher density, more expensive disks offer the convenierce of requiring less
storage space and the convenience of having to change a data disk less fre-
quently. On the other hand, not all software programs are designed to take
advantage of the greater storage capacity, and store only 360K of data no matter
how large a capacity is available on the disk. The software program selected
earlier should be checked before a final decision is made on the choice of
disks. The pi.gram used for the state database also has a 360K !imitation.
Schools may chuose to purchase high density disks for backing up data, and
double density disks for general use.

A double density disk can be used in a 1.2 megabyte disk drive, but a high den-
sity disk cannct be used in a 360K drive. The technical description of a micro-
computer specifies the capacity cr the disk drive. Although 360K disks can be
formatted in ¢ higher capacity disk drive, this may result in data storage
problems with the disk.

The selection of the floppy disk drive and disks may also depend on the other
MS-DOS computers in use in the school. Compatibility among the computers will
enhance transferring data or using another computer as a back-up for word pro-
cessing or other simple programs, if the library computer is being repaired.

Additional su:pplies for a microcomputer system may include:

1. Printer ribbons, which will be determined by the printer model.

2. Printer paper, available in standard sizes.

*3. Laminated barcode labels for materials and patrons,

4. Patron cards, if these are t» be prepared in the library. Suitable
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continucus card stock is availabie locally.
. Special forms for printing overdue notices, which may be available from the
software vendor.
Printer stand.
Computer and/or keyboard covers.
Rotary or *V* files to retain patron cards in the library.

L] .
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LEARNING TO USE A MICROCOMPUTER SYSTEM

Acquiring microcomputer skills, like many other skillc, is a combination of
learning and hands-on application. Reading and attending classes are important
to gather an over-all understanding of how a particular computer woris, how to
care for equipment and disks, how to use DOS basic commands, and how to use par-
ticular software programs, but developing competiace an¢ ccafidence is a resuit
of applying learning in frequent sessions.

Resources for Microcomputer Training

The book stores have entire sections devoted to materials on different microcom-
puters and operating systems. If the material is related to MS-DOS, has a
readable format, and deals with hard disks as well as floppy disk drives, it
will be a good choice; a self-study type of book is listed in the bibliography
on page . The advantages of gathering information from print are that the
material will be at hand to review information when needed, the learner can
proceed at an individual pace, and it is insxpensive.

Workshops and classes also offer a good source of information. School
districts, School Library Services, adult education night classes, community
colleges, and universities offer a wide variety of training activities from
basic computer literacy to complex program utilization. The advantages of for-
mal training are that there will be an opportunity to gain a broader under-
standing of computers through heginning classes and an instructor is present to
answer questions or correct misunderstanding of the material. Often the formal
training involves immediate applicaiion of skills in a laboratory setting.

Practicing with a Microcomputer

When the microcomputer is delivered to the school library, the librarian(s)
shouid take advantage of the opportunity to see how the various ccmponents are
connected, and how to install any internal cards. Eveu better is to set the
equipment up under the supervision of the technician. While the initial view of
the back of the computer with its various connections and slots may seem
bewildering, the connecting cables are generally easy to attach and will usually
fit only the appropriate connector; markers, e.g., 1abels, colored dots, can be
put n the cable and its corresponding slot. Internal cards are rigid plastic
and breakable, but are not difficulc to install.

Before working with 2 larger automation progrom, school iibrarians can practice
us ing software on the microcomputer by installing a circulation demonstration
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program on the hard disx; purchasing less expensive management software, e.g., a
program that produces catalog cards, a word processing program, or trying out
public domain software.

The Department of Education's Computer Review Center has a co'lection of public
domain materials that can be copied by visitors to the center onto a school's
blank disks; documentation is often included on the program to be printed out by
the user. Some of the programs are compietely free of charge, while others are
"shareware" programs. The latter includes a request on the introductory screen
that a nominal fee be sent to the program author f the user plans to continue
using the program. The collection includes educational games, word processing
programs, and other types of software.
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Chapter 7

Building the
Materials Database

Borrowing the State Database

The state database is presently availabie for loan to schools to assist them in
building their individual database of electronic records to suppert automation
of circulation and other information retrieval functions. An application form,
located in Appendix C of this guide, is required of each school prior to
borrowing. Once the form and blank diskettes are received, the School Library
Network project staff will send the following:

. General instructions on using the database.

. Instructions on downloading the database onto the school library's hard
disk.

Diskettes containing a portion of the database.

Schedule indicating which part of the collection should be worked rn.

. Training manual for personnel.

(S0~ W %) N -
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To retrieve records from the database, a worker uses the school library's
shelflist cards and enters an access point (LCCN, ISBN, title, or author/title}
to see if there is a match witn a record .lready in the database. If there is a
hit, the worker adds the school's code to the locatior field, and adds a barcode
number, or range of numbers, to the barcode field in the record. The same
number(s) should be added to the shelflist card, either by applying a small )
numan-readable label that matches the barcode, by stamping with a stamp machine,
or by writing in the number manually. The record is then saved to an output
floppy disk.

One set of the floppy disks is retained at the school to be downloaded into the
automation program at a iater date. A secoad set is returued to the School
Library Network projecc to update the statc database, adaing the school's loca-
tion code to the existing record. Since the most recent records replace records
already in the database, accuracy at the borrowing school is imfortant.

Personnel Involved

Although matching records against the state database is much easier and much
faster than manual entry, it does involve a substantial investment of time.
Depending on the keyboarding skill of the person working, and the quality of the
shelflist cards, fifty to seventy records per hour can be matched. In addition,
most workers find they nced a half-hour break after two or three hours of work.

Ideally, several workers, or someone who works two or three hours a day, should
create the task force to complete the database matching. Depending on the indi-
vidual school's available resources, parent volunteers or student wsrkers may
provide the needed manpower, to avoid diverting the librarian's professional
training to a clerical task; some schools have decided to contract students from
the nearest high school, asking a computer education teacher for recommendations.
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The training manual is designed for use by average, computer-literate high
school students, with instruction and supervisict of a professional librarian.

Backing Up Data

For this step, and for any other computer application, there should always be
two copies of data, an original and a backup, with the two sets being kept in
separate locations. As the state database is being worked on, the disks sent by
the School Library Network project serve as the originals and the records copied
mto the hard disk serve as a backup. (Any commercial software program should
'S0 be backed up immediately, and the original kept in a sa“e place, away from
moisture, heat, or magnetic fields.)

When the output disks are produced, a ba:kup copy should be made at the end of
each work session, After the next work session, the same backup copy can be
updated with the records added. When the copies are sent to the >chool Library
Network, they can continue to serve as the backup copies. Latei, when the
records are batched into the automation program, two sets of the data disks
should be retained in separate locations, since the automation program will only
extract the fields needed for the purpose, not copy the entire record.

For example, when the MARC records on the output disks are batched into a cir-
culation program, the program will extract the author, titie, call number,
price, varcode number, and possibly the LCCN. It will not copy some of the
fields that will be needed in the future for an online public access catalog,
e.g., abstracts, notes, chapter titles. For this reason, two sets of the
school's MARC records should be kept for future use. Although it involves some
storage space and investment in several boxes of disks, keeping two sets of the
MARC records is mech better than building the database a second time!

The only data that doesn't need to be backed up is data that someone is willing
to enter again!




Chapter 8

Barcoding and Linking
the Collection

The process of barco.ing and linking the collection can be a confusing one at
first, unless the pre.ess is understood as a computer version of the presect
system. Each school library can be thought of as having a coded and 1inked
coilection already; the shelflist cards provide a complete record of each title,
with the copy number identifying each item. The collection is “coded” with the
copy numbers; it is "linked" because the number appears on the shelflist card
and on the matchag item.

The electronic record in the database serves the same function as the shelflist
card; it has complete information on each title. Just as the present borrower's
card lists only brief and pertinent information extracted from ihe shelflist
card, the circulation automation program lists only brief and pertinent infor-
mation extracted from the electronic records. (See page 48 for an explanation
of this process.)

The barcode number serves the same purpose as the copy number. It appears on
the elect.snic record ¢s a number, and on the item itself as a barcode label.
The unique number links the electron®s record, with its complete information,
to the item. (Refer to the next page for an illustration of the comparison.)
The difference between the present system and the computerized system is that
all the materials are already on the shelf. As a result a workable way to bar-
code the items, and 1ink them to the electronic record at the same time, has to
be selected.

METHODS FOR BARCODING/LINKING

There are a number of ways to barcode and link a library collection. Each
method is described in detail on the following pages, with the description of
the recommended method on page 54; this is a combination of methods that
capitalizes on the advantages of each.

Only one method is omitted because of major disadvantages and limited ad-
vantages: barcoding the collection prior to building the database. It is not
recommended that schools barcode items in advance because 1) it results in
wasted time and expense in barcoding items that may not circulate in the future,
2) it requires a duplication of effort in going through the shelflist cards to
mark the numbers, and again to search for electronic records, and 3) it is more
difficult to separate the shelflist cards for the items in the database, and the
ones that reed to be added by other means.
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Description:

Database Link

This is the method used when the state database
is borrowed for matching records of the indivi-
dual library.

Steps required:

Advantages:

Disadvantages:

1.

1.

As a hit is found in the state database,
mark the shelflist card with a baicode
number. Keep the sheets of barcode labels
in order and mark with the corresponding
shelflist drawer label.

Take the drawer and the set of labels to
the shelves; apply the barcode labels to
the items.

A multi-purpose database of high quality is
created.

Delays at the circulation desk are reduced,
since most items have been entered prior to
implementat on.

A team of workers is needed for barcoding
to reduce the time span ancd tedium
involved.

A completelv automated inventory will not
be possible immediately.
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Clean Sweep

Description: This method, used by the public libraries,
involves building the database for every item
in the library and applying matching barcode
labels.

Steps required:

1. Mark all shelfiist cards with barcode
numbers .,

2. Add the numbers to the database records; or
enter data wanually, adding the barcode
number. Divide the sheets of labels to
correspond to the drawers.

Take the shelflist cards to the shelves to
attach the barcode labels to all ijtems.

Advantages:

1. Delays at the circulation desk are elimi-
nated, since all items have been barcoded
prior to implementation,

2. Inventory is automated from the first year.

Disadvantages: ‘

1. Work must be completed when the library is
not available to patrons.

2. The 1*brary must have been very thoroughly
weedev to eliminate items that do not cir-
culate or are of gquestionablie value.

3. A team of workers is needed to complete the
work in a short span of time.
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On-the-Fly While Automating

Description: This method involves barcoding and Tinking as
an item cirvculates.

Steps required:

1. Wand the patron card.

2. Staple the barcode label on its backing
sheet to the check-cut card as the item is
borrowed; wand each item borrowed. (The
circulation system will register only a
barcode number at this point.)

3. File the check-out card as usual.

4. When an item with no barcode label is
returned, retrieve the check-out card and
piace it in the item.

5. Find the correct shelflist card and record
the barcode number.

6. Add the barcode number to the correct data-
base record, or enter data manualiv; attach
the barcode label to tihe item.

Advantages:

1. Non-circulating items are not barcoded and
linked, eliminating an unnecessary
investment of time and expense.

2. Implementation of automated circulation
can begun immediately.

Disadvantages:

1. Only a portion of the state database may be
available during the linking.

2. B8arcoding and linking the entire collection
will take several years.

3. A completely automated inventory cannot be
done for several years.

VARIATION: On-the-Fly-Before-Automating - Items are barcoded as they
circulate, but are checked out using a manual system.
Steps 4-6 are the same. This method has the added
advantage of being useful for an indefinite period of time
pefore implementation; it has the same disadvantages.
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RE COMMENDED METHOD

The following method combines most of the advantages, and eliminates or reduces .
many of the disadvantages of the iadividual methods.

Before inplementing the system - Use the Database match method to con-
vert most of the items in the collection.

While implementing the system - Use the On-the-fly while autumating
method to add the remaining circulating items.

One or two years after implementing the system. or as time and personnel
permit - Use the Clean sweep method to add useful, but non-
circulating items, e.g., reference, valuable mdterials.

A short video, "Barcoding", is available from the Educational
Television Section through their duplication secvice; the video
demonstrates the recommended method.

No matter which method(s) are selected, it may be desirable to saparate the

shelflist cards with barcode numbers and those without, for the following
reasons:

1. Barcoding items on the shelf will be faster if only shelflis’ cards
with numbers are in the drawer.

2. As a record is added manually, the matching shelflist card will be
easier to locate for adding the number (but will then have to be
interfiled.)

3. There will be a quick visual assessment of hcw many items remain .
to be barcoded.

4. The items that need to be inventeried manually will be in a separate
file.

5. Items that have not circulated will be in a separate file for weeding
consideration.

IMPORTANT: When the barcoding/linking task is proceeding well, plans should be
made to request student records. Refer to page 57 for details.

PLACEMENT OF BARCODE LABELS

Barcode lat s may be placed on the outside of print materials for easier inven-
tory. For greater protectiun, they may be placed inside. (Refer to catalogs of
suppliers for processed books, e.g., Follett, Baker and Taylor, for illustra-
tions of suggested locations.) If the barcode number is placed inside print
material, it is more efficient to apply it in the same general area of the
pocket, if prestamped date due slips are to be inserted; or near the date due
slip if the date is to be stamped. This enables the library worker to barwand
and add the date due at one time.

BATCHING BIBLIOGRAPHIC INFORMATION INTO A CIRCULATION PROGRAM

Interface programs have been designed to coavert existing bibliographic records

to the format required by the state-approved circulation proy. ams. The programs

may be requested by calling or writing to School Library Network. Detailed ’
instructions on using the programs are included in Appendix D.
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Chapter 9

Purchasing
Automation Software

“he timing of the automation software purchase is important because of several
factors:

1. The software should not be sitting unused while the time-consuming steps of
automation are being completed, e.g., preparing the collection, building the
database, barcoding/iinking the collection. Most of this work can be done
without having the actual program on hand. The vendor of one of the
currently state-approved programs will provide a free batch disk to enable
librarians to work on manual entry prior to purchase.

2. The one year's free support offered by most software producers begins on the
date that the program is received by the school, not on the date that the
program is actually put into use. If the program is ordered early in the
automation process, months of free support may be lost as the collection is
prepared.

3. Subsequent years of support should correspond as closely as possibie to the
Department of Education's fiscal year, because of constraints on purchasing
support only during the current year.

For example, if Ms. Lee purchases a circulation automation program and
receives it in February, 1987, the one year's free support terminates in
February, 1988. Ms. Lee cannot submit a purchase ordes for a year's con-
tinued suppport, because she would be using 1987-88 fiscal monies to
purchase suppport that she would be receiving in the 1988-89 fiscal year,
from July 1, 1988 to February, 1989.

There are two ways to deal with the fiscal constraint, 1) to ask the vendor
for permission to pay a pro-rated amount for the remaining months of the
current fiscal year, and then to begin a new year's cycle in July, or 2) to
pay the long distance charges for customer support during the remaining
months of the current fiscal year. A simpler solution, of course, is to
time the purchase as close to the beginning of a fiscal year as possible.

4. A period of time is needed to use the software program to prepare for imple-
mentation. The librarian(s) will need to read the documentaticn carefully,
to install the software, to batch in title and patron disks, to print patron
cards, and to try out the complete program to make sure that it is working
properly.

5. Student records are updated and downloaded for school libraries in Auvgust.

An iueal time to specify delivery of the software might be a month before
planned implementation. The purchase order can be submitted earlier, but the
shipping date requested closer to the implementation date. wvelivery of the
software just prior to the return of the librarian(s) for the new school year,

with implementation in October, would enable the library staff to use September
as a time to prepare the system and the patrons for the change in circulation

55 6.




management. While September is usually a busy month for school libraries, the
more time-consuming tasks of the final preparation, e.g., converting and

batching in disks, do not require constant attention; the processes take a few
minutes to begin, and then proceed automatically for five-fifteen minutes. The

step that requires more attention, printing patron cards, is not difficu’" and
can be delegated to student or adult volunteers.
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Chapter 10

Building the
Pairon Database

Electronic student records are available from the Department of Education, and
offer much more information, including home address and telephone number, than
most school libraries are able to create manually. These records may be
requested by contacting School Library Network the first year of circulation
automation; in subsequent years, the reccrds will be sent automatically.

Because of the time involved in requesting output of data from the state
mainframe computer, requests from schools will need to be batched. The pre-
ferred date for downloading student records is in late August to reflect the
sckedule changes and demographic information corrections made during the summer.
The downloading of records can only be done for each school once a year; stu-
dents entering a school or changing their records/home room will need to be
added manually.

The records are sent to the individual school on a floppy disk. These disks can
then be uploaded onto the library's hard disk, and converted to the format
needed by the state-approved programs. The conversion programs are available
from School Library Netwo.k; detailed instructions on using the programs are
included in Appendix D.
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Chapter 11

@ Barcoding and Linking
‘ the Patron Database

After the student records have been batched into ths circulation program, patron
cards may be printed, and the appropriate barcode labels attached; the printing
process will qiote on the card the number assigned to each student. The cards
may then be issued or filed according tc the school's choice. Different schools
nave suggested the following ways of managing the student cards:

1. An elementary school library keeps the cards separated by rocm number, with
each stack bound by a rubber band. When students arrive as a total class,
the cards are spread out on the desk for students to pick up. The cards are
also available to students at recess; the students are responsible for
returning their cards to * .e correct stack. Numbering the cards in sequence
speeds up alphabetizinc new students are added in 2a, 4c, for interfiling.

2. A secondary school attaches the barcode label to the existing student iden-
tification card. Since the school emphasizes the need for students to keep
the card with them ai aii times, the library is not instituting a new _
policy.

3. An iutermediate school keeps the student cards on file in the library and
‘ retrieves the cards for the students. Adding the small picture frem the
class composite eliminates the need to ask for identification.

4. Another iniermediate school plans to keep the student cards on file, but not
to require cards for the staff. Instead, a list of staff members will be
kept at the desk with the correct barcode labels attached beside the names.
As teachers or other staff members borrow materials, the list is pulled out
and wanded.

5. An elementary school plans to prepare individual student cards to be kept in
the classroom and passed out as the class visits the library. A second set
of labels will be kept on a class list at the library; those labels will be

used to charge materials to students visiting the library during recess or
after school.

Whatever method seems appropriate to the individual school's nzeds and the level

of maturity of the students, can be sel¢ .ed as long as the method is cenvenient
for the library staff, encourages borrowing by patrons, and does not result in
delays at the circulation desk.
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Chapter 12
Publicizing the System

An effective public information campaign can generate a great deal of interest
in the innovation of circulation management in the school library. Refer again
to the suggestions in Chapter Four, especially the last items. Even if infor-
mation has been shared previously, starting actual implementation provides a new
opportunity to use news articles, posters, fliers, public announcements, and an
open house to encourage students and staff to make effective use of the school
library, and to publicize the event to the community. Planning should begin at
this point, but actual publicity may be more effective after the naxt step, suc-
cessful implementation.

News articles - A news article shell is provided on the following page; schools
may use the model for their own school newspapers. Regional newspapars are
gener:1ly eager to include local school events; especially if the school is
the t:rst in the arca to autemate circulation, the newspaper may be wiiling
to send a]reporter to gather information, or to print an article provided by
the school.

Posters - Posters are available from School Library Netwcrk for schools
interested in publicizing their automation effort in this way.

Fliers - Small brochures or book marks publicizing the automation effort may be
reproduced at the school for distribution to students.

Public announcements - The public address system, faculty meeting announcements,
or information sharing at parent-teacher group meetings can provide infor-
mation to interested school and community people.

Open house - This may be combined with the annual school open house with special
focus or the school library, offered as a special faculty meeting event with
refreshments, or opened to students and parents on a day when no classes are
scheduled; bright signs and balloons can add a festive iouch. It is best to
schedule the open house after the system has proven to be working well with
minimum problems. -
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SCHOOL LIBRARY AUTOMATES CIRCULATION

Your school library has joined the computer age! Borrowing procedures were
recently automated, according to , vie librarian.

What this means to library users is that you can
e check out materials as fast as at the supermarket
e find out what items you stili have out in an instant
o have a print-out of materials checked out in a few seconds
o place a hold on an item so it can be recailed and reserved for ¥ou

The automation project is a result of months of preparation. Gronps that
assisted in barcoding the materials include

For more information about the new system, check in at the library and chack
out!
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Chapter 13
Implementing the System

Effective implementation will depend on how well the preceding steps in the auto-
matioq process have been carried out. In addition, the following suggestions may
help in a smouth transition to the newly automated procedures:

1. Arrange the equipment and try it out in advance. Experiment with different

placement to see which is most convenient for library workers and patrons.

a. Allow sufficient space for materials to be opened and wanded, if the bar-
code label is placed on the inside of materials.

b. Consider placing the hard disk drive on a separate, lower sheif to leave
only the monitor and keyboard on the circulation desk.

c. Make sure the keyboard is at a comfortable level for data entry.

d. Consider purchasing a turntable for the monitor, or experiment with
placing it so that the workers and patrons can see the screen. Patrons
often like to see what information is appearing with their names.

e. Place the disk drive at a distance from any demagnetizing¢ equipment being
used with a secur.ty system; otherwise, data on the hard disk could be
damaged.

f. If the back of the monitor points toward the security system gate, the
alarm may be set off. A simpie cardboari, or pl:vood, screen lined with
aluminum foil can alleviate problems. An example is shown on page 65.

G. Check to see if any large equinment shares the same circuii as the com-
puter. If so, have the outlet checked with a voltage meter when ail the
equipment is turned on; generally the voltage fluctuatic.. is minor.

hake as few changes as possible. If pre-stamped date due slips have been
used, they should be continued, at least in the initial months. Patrons will
be more accepting of the system if there are not tco many new steps to learn,
and library workers wi(l function more efficiently.

Be very familiar with the automation program. Conduct trial vuns for a few
days to enable library workers to become confident in their barwanding
motions and moving from one part of the program tc another.

Have a manual backup system ready to use at any time. Make sure all library
workers know how to use the manual system selected, and have a suppl; of
manua backup forms ready Samples are shown .1 pages 66-67.

Review the barcoding/linking method described c.. page 53 to prevent delays
for iibrary users borrowing materials.

Exercise caution in using a dual check-out system, e.q., having borrowers
fill sut the borrowers' cards and using the barcoded patron card; this will
make the circulation procedures twice as slow and will have a negative
effest un user satisfaction among patrons and staff. If a dual system is
used until the staff is confident in the automated system, linit *h"e trial
period to a very short time.
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7. Schedule the first day of automatea circulation on a day with as light a
schedule as possible, orienting a few classes at a time.

8. Avoid major fanfare on the first few days the system is in operation, tu

allow the library workers to gain confidence without a crush during recesses.

Generate eicitement about the system after it is working well.
9. Provide simple instructional signs to supplement class orientation.

10. Maintain flexibility and a sense of humor. Be ready to make mid-ccurse
corrections as needed to make the system work better,

JOINING THE SCHOOL LIBRARY NETWURK

When a school borrows the state database, it automatically becomes a member of
the growing network of school libracies participating i.! resource sharing.
Studeats and staff members are then able to draw first on their own school
lTibrary holdings to meet their information needs, and then on the haidings of
many school libraries.

As the individual school library holdings were matched acainst the database, and
copies of the diskettes sent to School Library Services, those records were
added to the union catalog of school library holdings. The union catalog then
serves as the basis for sharing information in a machine-readable format, firs.
on microfiche and later on compact disks.

After srhool library users have explored their own library holdings, and still
have unanswered needs, they can then turn to the bibliographic records of the
school library network. Sources of information are identified and requested
from the network iibrary through interlibrary loan.

In the future, membershir in the network will enable school librarians to begin
to explore cooperative collectic: development. One library may choose to sup-
port a learning centar by building a rich collection of science books, nonbook
materials, and periedicals, while anoiner concentrates on the humanities. Each
Tibrarian can be confident in devoting more resources to one area, knowing that
the expanded collection in aiother network iibrary is avaiiable for interlibrary
loan,

To facilitate resource sharing among school libraries, a draft guide of inter-
library policies an¢ procedures has been developed. The guide vi11 be tested
over a period of time, and then revised according to the recommendations of the
librarians who have been involved in rescurce sharina. The draft guide can be
found in the next section.
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Chapter 14

Maintaining and
Expanding the System

Schoo? Tibrarian(s) who have completed the process of automating the circulation
manarement in their “ibraries, and who have begun to participate in resource
sharing through the school 1ibrary network, have certainly eained the right to
enjoy the benefits of the system, knowing that book snags are a thing of the
past, that more time can be spent in direct professional services to library
users, that statistics are being generated to assist them in making weil-
inforned purchase decisions, that materials control is much faster and more
accurate. There wil' be a period when attention will be focused on complet.ng
the data entry for a1 the materials in the collection, and planning for on-
going maintenance of software suppo.t, repair of equipment, and  rovision of
needed supplies.

As time goes on, though, most Tibrariars wil? begin ta Took for ways to expand
tne existing system or to move into automating anoth.. aspect of school library
service. Some areas that merit consideration include:

e rinding more applications for the existing software. Consider adding
anything that has to be circulated and/or inventoriec on a regular basis,
e.g., nonbook materials, audiovisual equipment, frequently borrowed
publishers' catalogs, library furniture.

® Exploring other components that can integrate with the existing software.
An online public access catalog can make information retrieval faster and
more powerful, expanding from the traditional author-subject-title access to
being able to search author, title, as many as eleven subjects, abstracts,
notes, and tables of contents. These search features greatly increase
access to students, especially those who have more difficulty using limited,
and sometimes esoteric, subject headings.

The benefit to libra~: workers is eliminating the time spent in filing or
withdrawing ~atalog cards. With a computerized catalog, the same task is
accomplished with a few key strokes.

The same records extracted for the <rculation automation can be used to
create an online catalog. With th¢ udition of some less expensive remote
terminals attached to the microcomp. cer that manages circulation, an CPAC
sof tware program, and a microcomputer network, library users can not only
locate the materials held by the school library, but can know immediately
whether the item is on the shelf or in circulation.

¢ Considering offering database searching services. Increasing demands for
current information, and a need to prepare st' ‘:nts for the information age,
are leading to more and more school libraries across the rnatiga offering
database seaiching to students and staff. A database subscviption, a modem,
¢ telephone 1ine, and--in some cases--a compact disk plaver are all th.t are
needed to open the wider world of information retri-val to schoal library
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users, Oceanic Cablevision's Xpress and the Department of Education's
nawaii Calls, now being pilot tested, are two projects that are leading the
way in Hawaii to open these opportunities to students and educators.

School librarians who have compieted automating their library circulation have
already taken the first giant step toward realizing the dream offered in the
schrool liorary networking mission statemeut. Those librarians are ready to
st>t the next exciting part of the netwerking process.
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Overview

No single school library can expect to meet all of the varied interests and
instructional needs of the students and staff it serves. Resource sharing,
through interlibrary loan, offers the opportunity for school library users to
draw on the materials of a large number of libraries. Although school
librarians have had informal networks of sharing through the years, in an effort
to meet those special user needs, they have been hampered by their limited
knowledge of the holdings of other school libraries, and a workable document
de“ivery system, Students and other staff members lacked even this limited
knowledge of the resources available in other school libraries.

Participation in a school library network opens the doors to the resources in
other school libraries by providing 1) a combined catalog of the holdings of all
of the network libraries, 2) cooperatively designed pulicies and pricedures

to facilitate interlibrary loan, and 3) a document delivery system. These
efforts, still in the pilot test stage in Hawaii, are following a national trend
to look beyond the school library walls for a rich v¢-iety of library resources.

There are some major assumptions that netvorking librarians, and the students
and staff served, will need to support if uetworking efforts are to be success-
ful. School librarians may find that they need to establish a climate of
sharing among their users, so that the benefits of being able to draw on other
library collections are seen as outweighing any inconvenience of letting other
schools borrow materials. The major assumptions are:

1. There are benefits to all members of a network, regardless of the size of
the individual collection. As long as each library of the network is able
to make effective use of resource sharing, the relative number of lerding or
borrowing transactions is no’ important,

2. Resource sharing can enhance, but not substitute for, an adequate school
library collection. Most user needs should be met by a collection of
materials that support general instructional and recreational needs; the
network provides access to the specialized resource.

3. Interlibrary loan accounts for & small percentage of the participating
library's total circulation. National studies show that interlibrary loan
requests account for less than one per cent of the library's total cir-
culation,

4. Participating in a Vibrary network may require adjustments in planning for
student use of resources. Planning for research that involves resource
sharing will need to take into account the time rejuired for interlibrary
loan. Assignments w.th short deadlines, or belated student research, will
Timit tLe user to the resources available locally, without the benefits of
networking.

5. There may be interlibrezry i10an costs for the ,irticipating school 1library.
Adequate planning is needed to provide for some additional staff tim:., as
well as mailing charges; these costs should not be major in comparison to
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the costs of trying v rovide additional resources within the irdividual
school library.

Cooperative purchasing

Some school librarians have found that they could begin to plan for
cooperative purchasing of expensive reference materials even before they
became ~articipants in a school library network. The combined catalog,
however, provides easy access to information for students and other staff
members, and provides an incentive for more s~<hool librarians to plas for
building specialized collections that can be shared with others,

KEY CONCEPTS:

L]
e

2.

NOTE:

Rescurce snaring is invaluable as a means for meeting specialized needs
of students ard staff.

A climate conducive to lending, as well as borrowing, library

materials may need to be created.

The following poiicies and procedures are designed to facilitate
resource sharing. School librarians that nave developed informal
and effective means of interlibrary loan and document delivery are
encouraged to continue those if they prefer.
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Interlibrary Loan Policy

Definitions

Purpose

Scope

Interlibrary lcan service is essential to sciool libraries as
a means of greatly expanding the range of materials to users.
These guidelines are intendec to make interlibrary loan among
participating school libraries as simple and timely as

possible. Interlibrary loan should serve as an enhancement

to, not a substitute for, ongoing cellection development

within the individual library.

Interlibrary loan An interlibrary loan refers to a
materials sent from one library to
another,

dser A user is the patron--studeat or staff
member--who makes a regquest for materials
not available in the local school
library.

Borrowing library The borrowing library is the s hool
library that makes an interlibrary loan
request to another school library con
behalf of a user.

Lending library The lending library is the school library
that receives and acts upon an inter-
library loan request, whether or nct
material is actually transferred to the
borrowing library.

Reserve A reserve is a request that a specific
library item be retrieved and held for a
user,

The purpose of interlibrary loan as detailed in these guide-
lines is to obtain for the user library r.terial not
available in the local schocl library.

dterials to be loaned

Any type of library material may be loaned, except rare and
extremely valuable tems. Photocopies may be made as a
substitute for loan of the original materials, subject to
copyright restrictions and American Library Asy - fation
policy.

01d and rare materials may not be paotocopied if the
process will damage the items.
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Responsibilities
of borrowing
libraries*

Responsibilities
of Lending
Libraries*

Expenses

Who may borrow

Students and staff of a schocl library may request materials
through the school librarian for materials to serve the
instructional and informational needs of the students in
that school.

When interlibrary loan policies will be in effect

Schnol library interlibrary loan policies will bhe in effect
during the regular school year.

A.

Each school librar: will provide the resources co meet
tre laily educational, information, recreation, and
research needs of its ucers. No library should depend
upon another library { supply the normal reeds of its
patrons.

Borrowing libraries will make every effort to exhaust
their own resources before requesting interlibrary
loans.

The borrowing library will honor limitations on use
imposed by the lending library.

The borrawing library is responsible for the safe and
pronpt returns of loans.

Except in the case of very valuable shipments, no
acknowledgement of receipt is necessary. If tnere is
undue delay in receipt of shipments, the borrowing
library is responsible for making inquiries to the
lending library so that a search may be initiated.

The decision to loan material is at the discretion of
the lending library. Each library is encouraged,
however, to interpret as generously as possible its own
lending policy with due consideration to the interests
of its users.

The lending library is responsible for notifying the
borrowing library promptly whether or not the materials
are being sent.

The lending library has the responsibility of informing

borrowing 1ibraries of any failure to observe the guide-

lines.

Patrons will be charged for extensive photocopying, if
permissible by copyright law, and for lost or damaged
items.

*Adapted from Interlibrary Loan Prgcedures, Hawaii State Pubtlic iLibrary System, 1980 ‘

19€0.
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Duration of iLoan*

Violation of Code

Procedures

B. Borrowing school libraries will assume costc for return
shipment expenses and replacemen. of materials lost or
damaged by a user, even if the borrowing library 1s
unchle to recover loss or damage costs from the user.
Lending libraries will assume shipping costs fo~ sending
materials to borrowing libraries.

A. Unless stherwise specified by the lending library, the
duraticn of the loan shall be calculated for two weeks
from the time of receipt at the borrowing library,
disregarding the time spent in transit.

B. Interlibrary loan material should br returned promptly.

C. The borrowing library should ask for renewals only in
unusual circumstances. The renewal request should be
mailed or called in time to reach the lending library no
later than the date due. If the lending 1ibrary does
not respond, it will be assumed that renewal, for the
same period as the original loan, is granted.

D. A1l material on loan is subject to immediate recall, and
the borrowing library should comply promptly.

Continued disregard of any provision of this policy is suf-
ficient reason for suspensior of borrcwing privileges.

1. The user fills in the left side of the multicopy request
form.

2. The borrowing library completes and/or verifies the
information; a staff member signs the authori:ation
line.

3. The borrowing library mails copies A, B, and C to the
nearest lending library with a shipping label; or
contacts the lending library. (opy D is kept on file.

*kkk

4. The lending 1ibrary checks on the availabiiity of
matericl. If the material is not available, the nct
sent portion of the form is completed and copies A and B
refu-ned to the borrowing library.

5. The iending library a) photocopies materials as
apprepriate, b) completes the reports portion of the
request form, c) encloses copies A and B, and d) prepares
material for shipping.

6. The lending library ships the material by the most cost-
effective means:

*Adapted from Inter'ibrary Loan P-ocedures, Hawaii State Public Library System,

1980, and National InterTibrary Loan fode, American Library Association

and Association of Research Libraries, 1980.
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a) U. S. mail for brief articles, excerpts, and
pamphlets; or for items requiring fast delivery to neigh-
bor island sc.i00ls.
b) Department of Education messenger service for items ‘
that can allow for a week's transit time and are less
than one-fourth inch thick. (fc' schools served by
messengers)
c) Audiovisual Ser'ices film bag for .tc.s that can
allow for up to ten days*® trausit time, and are thicker
than one-fourth inch. (Use of the film vaasc 111 be
pilot-tested during the 1989-90 school year; the service
will be extended only :0 lior( _ materials.)

7. The lending iibrary retains copy C for statistical or
retrieval purposes.

8. The borrowing library notifies the requesting user of
the arrival of the material. The borrowing library
collects any photocopying charge from the user.

9. The borrowing libraries retrieves the muterial by the
date due, compietes the borroyving library record pertion
ct’ the form, and returns the m, wial to thie Tending
liprary by the most cost-effect ve means, with copy B of
the form, and photocopying payment as appropriate. Copy
A is attached to the corresponding copy D and kept on
file for completion of the annual School Litrary Report
before being discarded.

*kkk ‘

10. The leniing 1ibrary attaches copy B to copy C and keeps
th 2 in a ceparate file to complete the annual School
Library Report before being discarded.

*kkk

11. Borrowing and lending likraries use the file copies of
the interlibrary loan request to complete a statistics
«.mary. The summary is attached to the annual 3chool
Litrary Report.

i2. Interlibrary loan request forms th: ave been tallied
on the summary are discarded.
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Name of school

REPORT OF INTERLIBRARY LOAN TRANSACTIONS

School Year -

.}.‘a

Number of interlibrary loan requests submitted and received
(copies A and D)

B. Number of interlibrary ‘oan requests submitted but not received
(copies D only)

C. Number of interlibrary loan reguests received and filled
(copies B and C)

D. WKumber of irterlibrary loan requests received but not filled
(copies C c.ly)

Problems encountered in interlibrary lean transactions:

Other comments:

7/

8¢,

Date

Py




Book author: OR:

Book title, edition, copyright.
pages:

Photocopy special 1nstouctions:

perlodical title, vol., and dste:

OR:

Cost sh. id not exceed $

periodical article title,

" Date of Not needed REPONTS:
request : sfter:
- . Sent by: Library rat
tocation| FROM: Messenger
Codes: Other: —
A Charges $
l REQUEST
Date sent
“Requesater: Grade: ~ ~  Home Room: RESTRICTIONS: ™1 in-house use

EI Copying not permitte .

=1

NOT SENT BECAUSE:

=

Estimated photocopy cost $
BORROWING L IBRARY RECORD:

In use
Not owned
Non-circulating

T0:

Date received pate due

Dute returned

By Library rste
Messgenger
Other:
RENEWALS : ] No renewals

Authorized by:

Requested on
Renewal dste due

B - REPORT

C - LENDING
FI'© COPY

D - BORROWING
FILE COPY
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Appendix A

JOHN WAIHEE CHARLES ' TOGUCHI
GOvERNOA SUPERINTENDENT
STATE OF HAWAII
DEPARTMENTY OF EDUCATION
P 0. BOX 2360
OFFICE OF INSTRUCTIONAL SERVICES HONOLULU, HAWAII 96804

June 6, 1988

TO: Principals and;hibrar1fgs
FROM: Herman M, AiZawa’ sta

Office of Instructional S

Superintendent
ices

SUBJECT: Purchase of Microcomputer Equipment for Library Automation
Approval has been granted for acquisition of m.crocomputer equipment and
software for automating school library management functions. The fsliowing
information is provided to assist schools in their selection and purchasing
procedures,

Selection of appropriate equipment

Collection size MNeed for fast processing/o2lans cquipment required
for future expansion to
automated card catalog

1-10,000 1items NO IBM Model 30 with 20 MB fixed disk
OR
IBM PC upgraded to 640K internal
memory and 20 MB fixed disk

1-10,000 items YES Wang 240 with 20 MB fixed disk
10, 000-15, 000 NO IBM Model 30 with 30 MB fixed disk
i tems OR

IBM PC upgraded to 640K internal
memory and 30 MB fixed disk

10, 000-15, 000 YES Wang 240 + 42 MB fixed disk

15,000+ items YF=/NO Wang 240 + 42 MB fixed disk

AN AFFIRMATIVE ACTION AND EQUAL OPPO’ .TUNITY EMPLOYER
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Purchase of equipment/software

Hardware - Include a reference to ihe correct bid number on the
purchase order anc .ttach a copy of the approval forms.
Attachments A and B provide copies of the approval forms.

Software - Attach a copy of the approval forms. Schools indicating
their intent to order Follett products during the 1988-89
school year have been sent copies of the discount
authorization.

Send orders vor the IBM Mndel 30 to Photo and Sound as noted in the
May 10, 1988 memorandum, Price List for Microcomputers for
Administrative Use. Send orders for the Wang to Wang Laboratories.

Processing

Refer to page £ of the May 10, 1988 memorandu., Price List for
Micr- :mputers for Administrative Use.

If you . questions or need further information, please call 6
Margare* amura at 732-1866.

HMA:MN: 10

Attachments

cc: Superintendent
Assistant Superintendents
Superintendent's Br:nch Directors
District Library Liaisons




Attachment A

. (1558-31) %E%FAC%ISIIONA% I(:OMPUTE!: E use
OFFICE/BRANCH: REQUESTOR:
Office of Instructional Services Margaret Nakamura
PHONE: ___ 732~1366 DATE:____ November 25, 1987

4

ie Itemize the hardware/software to be acquired and the estimated cost, Call
the Information System Services Branch for assistance 1° needed.

1987-88

! 1 AST Premium/286 or equivalent with 6, 8, $2,600 $2, 600%
or 10 MHz 80286 CPU, 5.25 inch 1.2 MB
diskette drive, 3C MB fixed disk

{ 3 AST Premium/285 or equivalent with 6, 8, 2,839 8,517%
or 10 MHz 80286 CPU, 5,25 tnch 1.2 M3
diskette drive, 40 MB fixed disk

4  AST Premium monochrome display or 109 436%
\ equivalent compatible with above models

IBM Proprinter 372 1, 116%

Printer cable to interface printer to 20 50%
above TPU models

tYove CPU models

30 MB fixed disk unit for IBM PC/XT 1,244 *
40 MB fixed disk unit for IBM PC/XT 895 *
Bar code readers, I8M coupatible 400 2,000%

O,
)
(::) Printer adapter to interface printer to 50 150%
®
®
5
5

Circulation automation software program, 1,500 7, 500%
IBM computible

*Non-project school 1ibraries using local school funds wil® purchase one
of the described :ystems, or upgrade existing IBM PC/XT's, depending on

the size of the library coliection, The figures 1isted represent only
the federal funds to be expended for p:oject schools.

) -
R . .
A;;m?d /}) ﬂﬁ_‘j—‘q Date: /‘L/ 7‘/ ;_7
: /Assi 1st. Supt.
Approv.dz‘ jééfr Disapproveds _
J Date: 2 / 3/ 3?
I;l;stanfsgupt.. Business Services '
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ATTACHMENT B

SUP[,
e WANER '- PEP — YT
D o= . OFFr U e
) S - ASST. S ROBLRT P. YAXUSHI
fea 2 IR0 Ll ~Tomes 1. Yomashice
o . Deputy Director
ENPLOTELY SETWENENT SYSTEN v DIVIRONS:
SR O ol P e LT P STATE OF HAWAII RiTaonc BT rescisome
numes DEPARTMENT OF BUDGET AND FINANCE e
STAT.' SAPITOL Telecosmuniczsions
mmrm:: :‘“‘“ R.f: " 47‘ c
“anuary 25, 1988 B5-
0% G-
z/)
MEMORANDUM
T0: The Honorable Charles T. Toguchi, Superintendent

Departmert of Education
FROM: Director of Finance

SUBJECT: REQUEST.FOR BLANKET A. ZROVAL TO PURCHASE MICROCOMPUTERS FOR
ADMINISTRATIVE USE IN SChH« "L LIBRARIES

A review of the subject request dated Deocember 23, 1987 has been
conducted 1n accordance with the provisions of Administrative Directive 1977-)
and approval is granted for the Dep-~tment of Education to purchase the
following computer equipment:

Quantity Description

5 AST Premium/286 microcomputer with
6/8/10 MHZ 80286 CPU, 5.25" 1.2 B
floppy disk drive, and 30 M8 fixed
disk drive

5 AST Preintun/286 microcomputer with
6/8/10 MHZ 80286 CPU, 5.25" 1.2 MB
floppy disk drive, and 40 MB fixed
disk drive

5 AST Premium monochrome display
compatible with AST/286

5 Bar code reader, IBM compatible

5 Circulation automation software with
on-1ine puolic access catalog (OPAC)
software

In addition, blanket approval for additional computer systems for
the Schoo! Liurary Network project for the school years 1988-89 and 1989.-90 ‘s
approvad.
3b




2=

Oepartments are reminded that the acquisition of compizer nardware,
software, and related services shall follow State purchasing proceduras.

In order to keep our inventory 1ist of equipment current, please
on::i:y .dtlu EDP Division of the specific serfal numbers of the equipment
ained.
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Program 1 - Mandarin Appendix B
Program 2 - Circulation Plus

EVALUATION CRITERIA FOR CIRCULATION SOFTWARE

Weight: 1 = unnecessary; 2 = desirable; 3 = essential
Current: Manual system has capability; check in appropriate column
Specific program rating: 1 = low; 4 = high

Value Current Programs
+1 - 1IWg2[W|3[W
I. Management —
*A. Password protection . . . . . .. ... ... 3 4 112] 4{12
B. Ease of changing dates. . . . .. ... ... 3 2 (12l al12l 1
C. Secure for student assistant use. . . . . . . 3 4 1121 4l12
D. Capacity of transactions stored 10,000 4 112l 4l 12
E. Capacity of user records stored 3,000 . 4 112] 4]12
F. Capacity of materials records stored 50,000 . a 112l al12] 1T
G. Variation of loan periods by item . . . . . . 2 41 8 4] 8
H. Variation of loan periods by user . . . . . . 2 41 8 4 8
I. Variation of material type. . . . . . . . .. 2 al g 4 8
*J. Ease Of USE v v v v v o v 4 o 4 o e e e 3 21 o al12l 1]
Ko ACCUTACY. v v v v v v v v o e e e e e e e e 3 | 4 a2l 1]
L. Multiple terminal capability. . . . . .. .. 2 al g o o 1 le
II. Database Building
*A. Integration with external MARC II databases,
e.g., Bibliofile 3 NA 4112 4112
*B. Bar wand capability . . . ... ... ... 3 NA a 112 al12] |
C. Iaput error handling. . . . . . . .. . ... ~ 3 | NA 3| of 4l12 B
D. Rapid assignnent of bar code number . . . . . NA 4 4 8
E. Twenty second manual entry/index of records . 4 4 8
F. Batch indexing of records . . . . . . .. .. | I NA al12 41
G. Printing of bar codes . . . . .. . . .. .. 2 NA 4 4 8 1 |
*H. Bar code capability for users . . .. . . . . 3 NA alid 4 12 _
I. Automatic generation of user number . . . . . 2 | M Py NEC. I
J. Manual entry of users . . . . .. ... ... 3 alid 4 )
*K. Book record to contain at least title, T
author, call number, LCCN/ISBN, book
status, cost, subjects, barcode number . . .| 3 4112 412 | |
*L. User record to contain at Teast name, B }
address, homeroom, phone aumber, grade, 2 41 8 4 8
barcode number . . . . ... ... . .... 7
M. MuTtiple copy input ease. . . « o « . . . . . 3 4113 0 © N
N. User record to contain notes, transfer
information . . . . .. ... . ... . ... 2 414900 |
*0. Use of common bar code standard . . . . . . . T
3 NA 411 12|
*Mandatory requirement Subtotal 270 260 ___

§Weighted rating
Adapted from: Report by Dr. Gerald Lundeen for School Library Services, 1986
Evaluating Microcomputer Software
So You Want to Autcmate Your Library, New South Wales Department
of Education, 1986, p. 9
"Converting to Computer Circulation," The Book Report, March/April
1985, p. 24
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III.

VI.

VII.

Iv.

Program 1 - Mandarin
Program 2 - Circulaticn Plus

Value Current Programs
A T2 M]3 W]
System Support B
A. User-friundly documentation . . . . . .. .. 3 21 6l4112 | |
B. Toll-free number for assistance . . . . . .. NA ololal g I |
C. Local representatives . . . . . .. ... .. 2 | NA ol olal 8 | |
D. Availability of input to company. . . . . . . 2 | NA 4 e
E. Economy of updates, continued support . . . . [ 3 |NA} 1 371 olajid | .
F. Newslectter to update material . . . .. ... 2_ 1 ol olal d
*G. One year free support . . . . . . . . .. .. 3 ] B
Circulation
*A. Five-second processing of transaction . . . .| 3 411204113 |
*B. Stop on circulation because of overdue(s) 3 a112[ 411 | ]
C. Efficient tagging of items for hold . . . . . 2 41 841 8 _
D. AV equipment management . . . . . . . . . .. 3 41121411 ]
E. Allows renewals automatically . . . . . . .. 3 411214112 ]
Information Retrieval of Circulated Items
*A. Retrieval by title. . . . . . O 4,1204112 | |
B. Retrieval by author . . . . . . . . .. R 41120411
*C, Retrieval by user name. . . . . e 41121411
D. Retrieval of item by due date . . . . . . .. 3 2 al1 ]
E. Retrieval of item by call number. . . . . . .} 2 4l 8l 4 ]
F. Searching with truncation . . . . . . .. .. 3 ali12tal1
G. Browsing of indexes . . . . N 3] 6l
*H. Linkage to online public access catalog L3 1214 ]
Record Generation
*.. Generation of overdue list by room. . . . . .| 3 411204114 | |
*B, Generation of individual notices. . . .. . .| 3 411214113 |
C. Generation of recall notice . . .. . .. . .{ 2 41 8C| G
. Word-pracessing capabilities. . . . . .. . .} 2 NA 41 8 4
E. Keeping statistics on number of loans . . . .| 3 4112 41} 17
F. Keeping statistics on types of loans. . . . . 2 41 8418 ]
G. Range-setting on circulation information. . .| 2 4 g%;gﬁ 8 i
H. Identification of item's last circulation . .| 2 41 8418
I. Record of item's circulation record . . . . .| 3 4112 4i12} | _|
J. Inventory process support . . .. . . . .. 3 4112 4112
K. Ribliography production . . . . .. ... . .| 3 41 4010
Other 1
A. Price less than $1,000. . . . . e 01 0 ]
B. Modules priced separately . . . . . . .. . .1 2 01 0418 |
Subtotal 283 308 __

9y
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Appendix C

School " Telephone number
Application Form for Use of the State School Library Database

Our school library is undertaking an automation project and would like to
request use of the state school library database under the following
conditions.

1. We will support Hawaii's school 1ibrary network through such activities
as participating in interlibrary loan (ILL), assisting in the
development of ILL policies and procedures. and consideration of
cooperative purchasing.

2. We will supply the necessary blank disks needed to copy the state
database.

3. We will adhere to the state-coordinated schedule as we build our
database, to ensure that no more than one school is working on the same
section simultaneously. (See attached schedule)

4. We will use the database with one of the state-approved automation
programs.

We understand that the School Library Network will provide the current
database on a continuing basis, consultative assistance as needed,
coordination of networking activities, and return of all diskettes supplied
by the school for the duration of the project (1987 - 90 if funding is
continued. )

Signature of school iibrarian Signature of school principal

We will be using ( circle one )

1. Type of computer IBM XT upgraded
1BM AT upgraded as needed
18BM Model 30
Wang 240
2. Datatase format needed double density 360K
high density 720K
3 1/2" 1.3 Meg.

Note: Approximately 70 double density disks, 30 high density disks,
or 20 3 1/2" disks will be required for the database and search soft-

. 10¢
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Haw. Per.

000 - 993(+TR)
100 - 199(+TR)
200 - 299(+TR)
300 ~ 399{+TR)
400 - 499(+TR)
500 -~ $99(+TR)
600 - 699(+TR)
700 - 799(+TR)
8C0 -~ 899

900 - 999
Biography
Reference
Fiction A - K
Fiction J - R
Ficton 8 - 2
EBasjes A - N
Easfes O - 2

Database Schedule

Date begun

10.

Date completed




Appendix D

BATCHING STUDENT RECORDS INTO CIRCULATION PLUS

After your school has notified School Lidbrary Network that you will need

current student records by the end of September (or when you first implement the
circulation automation program,) you will be supplied with disks containing
current student records.

Converting student records to batch disks

Student records will be sorted by grade and then alphabetically by last name,
and will be converied into the Circulation Plus format. In addition, a file
will be created to allow the printing of patron cards.

1. Prepare formatted disks, preferably double density, at least one for each
grade to serve as patron batch disks. Prepare enough to allow 450 records
per disk if there are more than 450 students in any grade.

2. Create a subdirectory for the DOE programs by entering MD[backslashIDOE at
the C prompt. rnter CD[backslashIDOE to change to the new subdirectory.
(If you have a large, partitioned hard disk, ycu may want to use drive D
for conversion operations; enter D: at the C prompt to get a D prompt, and
follow the same steps for creating .. subdirectory. Substitu*e D for C in
all subsequent instructions.)

3. Insert the DOE Programs disk and at the C prompt, enter COPY A:*.* to copy
the programs to hard disk.

4. Enter STUDENTS to start the program.

5. Remove the DOE Programs disk and insert the student records disk provided
for your school.

6. When asked for the name of the input file, enter the drive designation and
a colon followed by the file name., Example: a:EHM224.DAT (floppy drive A
using Radford data ca the floppy disk)

7. Enter the drive to be uysed for the patron batch disks. Example: A

8. Enter the last two digits of the current school year. Example: 89 (for
school year 1988-89)

9. Enter the highest grade in your school. Example: 12

10. Enter a starting barcode number no lower than 6. In subsequent years,
you will enter the lowest unused barcod=z number.

11. Note that the program jumps to the next even one hundred. That is to save a
range of numbers for the grade; the unused numbers can be assigned to
incoming students during the year. You may, however, change the starting
number,

12. 1Insert a blank patron batch disk when instructed.

13. Remove each disk when instructed and label it as directed. Each disk will
hold 450 records.

Example: Students 6-455
Studerts 500-949

14. Back up and store the back up copies of the patron batch disks.

15. Follow the Circulation Plus instructions to batch in the patron data as
described on page 6.18 of the manual.

16. Add staff members through manual entry.

10
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Assigning numbers to grades in subsequent years

1. Each year celete the highe<t grade following Circulation Plus instruc- '
tions.
2. Assign a new range of numbers for the incoming grade. The unused barcode
labels (leaving a jump to the next highest one hundred) will indicate the
new starting number.
3. When ordering barcode labels, continue with higher ranges until you reach
8000 to ensure that numbers will not be reassigned before the previous
patron has left the school. See the next page for a diagram.
4. Continue to batch in student records annually to update information such as
home room (records room) or address.

PRINTING PATRON CARDS

Cards may be printed easily using continuous card stock and Circulation Plus
instructions. If the card stock being used is a different size from the two
specified in Circulation Plus, the following program can be used, after the con-
version program for the patron batch disks has been completed.

Printing patron cards

1. Prepare the printer with card stock.
2. Enter CARDS to activate the printing program.
3. Enter the correct number of lines. Since there are six lines per inch,
2 1/6 inch Rolodex cards require 13 lines; 3 x 5 cards, 18 1ines.
4, Enter the starting number and the ending number, Try printing one or two
initially to make sure the printer margins are set correctly, increasing ‘
then to a larger range of starting and ending numbers.
5. Use the numbs* on the card to match the corresponding barcode 1abel; space
is provided for the label.




|
|
CONVERTING AND BATCHING BIBILIOFILE DATA DISKS |

Follett Software Company has provided a program that will allow output disks
created by using Bibliofile, or the state catabase, to be converted to the for-

mat that Circulation Plus will accept. To convert the data disks, follow these
instructions:

1. Copy the program disk (BIB2ULIF) and save the original as a backup.
Prepare as many formatted double-sided, double-density disks as there are
data disks.

2. Enter MD(backslash)BIB2 to create a subdirectory on your hard disk drive for
the conversion process,

3. Enter CD(backslash)BIB2 to change to the subdirectory you have created.

4. MWrite-protect the data disks containing the Bibliofile records by placing a
write-protect tab over the notch on the side of the disks. This ensures
the protection of the data even if the disks are not inserted or switched
properly.

5. Insert a copy of the program disk into drive A. Enter A: to change the
operation to drive A.

6. At th> A prompt, enter BIB2ULIF and press ENTER.
7. Enter the location code for your school (three digit number.)

8. Remove the program disk and insert a data disk containing Bibliofile
records into drive A and press any key to continue.

9. When the computer has finished converting the records, it will print sta-
tistics at the bottom of the screen and prompt you to insert a blank, for-
matted disk into drive A. At this prompt, insert the blank disk. As you
remove each Bibliofile data disk, note on the label that it has been con-
verted.

10. When the computer has finished copying the records to floppy disks, it will
return to the A prompt. Remove the disk and label it MicroLIF #1.

11. Repeat steps 6 through 9 for each data disk which needs to be converted to
MicroLIF format, inserting each new data disk and blank formatted disk for
each. Label each MicroLIF disk as you remove it.

12. When all the data disks have been converted, load them into Circulation
Plus following the instructions in the manual to batch in title disks with
the MicroLIF option. Be sure that you have followed all the basic
installation insiructions first, including preparing daily, weekly, and
temporary backup disks.

13. Subsequent conversion and batching sessions can begin with steo 3.
14. ANfter you have followed Circulation Plus instructions to back up all your
title disks, the MicroLIF disks can be recycled. Save the original

Bibliofile data disks, however, for future use; if you install an online
public access catalog in your library.at a later time, the same data can be

used again.
104
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CONVERTING AND BATCHING CENTRALIZED PROCESSING CENTER RECORDS

Centralized Processing Center (CPC) records are used as an alternative means of
adding records to an automaticn program. They are present’y limited to
post-1976 records in a non-standard format, but may offer access to locally pro-
duced materials or cataloged paperbacks not found in the Bibliofile-based state
database. The records are prepared by converting then to a format recognized by
Circulation Plus, and then batching output disks into the circulation program.

It will first be necessary for School Library Services to request that all the
holdings for your school library be extracted from the CPC database. After con-
verting and batching in the records, you can match records and barcode items as
they circulate. The program provided will assign bogus numbers starting at
20,000. If your last barcode number used for the records found through the
state database (Bibliofile) is higher than 20,000, you will need to contact
School Library Network for an alternative method.

Converting CPC records

1. Be sure that you have previously copied the DOE Programs files onto your
hard disk in a subdirectory named DOE.

2. Prepare formatted disks, preferably double density, to use as title batch
disks at a later point.

3. Change to the DOE subdirectory and enter CPC2CPLS and [enter].

4. Enter the name of your first CPC disk. Example: DATAl.224 (Radford CPC
disk)

5. Enter the letter of your hard disk. Example: C

The program will begin uploading and continue for about five minutes. The
light on the hard disk will probably flicker to indicate that the pro-
cessing is taking place.

6. Answer Y or N to the question and insert another CPC disk as needed,
changing the name each time when asked. As you remove each CPC disk, note
on the lahel that it has been uploaded. The CPC records will be loaded
onto your hard disk into a fiie called CPCDATA.TMP. .

7. When the program has finished loading the records, it will prompt you to
insert a blank, formatted disk. Insert a blank disk into the floppy disk
drive. 1t may be necessary to press [enter] twice to start the processing.

8. When the computer has finished copying the records to a floppy disk, it
will prompt you tc insert another blank disk. Remove the first disk and
label it title batch #1.

10. Repeat step 8 for each title batch disk. Label each title batch disk as
you remove it,

11. When all the title batch disks are completed, enter DEL CPCDATA.TMP to
delete the temporary file.

12. Load the title batch disks into Circulation Plus following the instructions
in the manual to batch in title disks with the Circulation Plus Batch Disk
option. Be sure that you have followed all the basic installation instruc-
tions first, including preparing daily, weekly, and temporary backup disks.

13. After you have followed Circulation Plus instructions to back up all your
title disks, the title batch disks can be recycled. Save the original
CPC data disks, however, for future use; if you install an online public
access catalog in your library at a later time, the same data can be used
again.

Rev.2/88
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Searching for Records

1.

As you circulate materials that have not been previously added to the data-
base or barcoded, you will first search for the title using the
update/remove titles option in Circulation Plus. If the title is found
among the CPC records, change the barcode number from the bogus number to a
real one. If the title i< not found through the search, set it aside

for the next step.

After completing searches on a set of materials, add the remaining ones
through the manual entry using the add titles option,

After all the materials in the library have been barcoded, the remaining
titles with bogus aumbers should be deleted; these represent titles that
had been previously withdrawn from the collection or titles that had been
entered previously through the state database.
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Appendix E
Glossary

0 access time time interval between the instant of a
request for data from memory and the
instant the data is retrieved.

backup duplicate disk of important data and
records stored as insurance against the
possible loss or destruction of an origi-
nal disk copy.

batch executing programs in groups, or batches.

bells-and-whistles informal description of the special (and
flashy) capabilities of microcomputers.

boot use of a short program (bootstrap) to
load a “arger and more sopnisticated
program into the main memory of a system.

bug error in the design or makeup of a com-
puter program or a hardware component of
the system,

byte the fundamental block of data which can
be processed by a computer, roughly
equivalent to one character.

. CD ROM acronym for Compact Disk Read-Only
Memory; 5-inch plastic disk, ith capa-
city of 550 megabytes, capable of storing
text, graphics, sound and video for fast
retrieval.

compatibility (hardware) the capability of interconnecting a com-
puter with ditferent peripherals.

computer-based information use of computer-based technology for
retrieval (CIR) accessing and retrieving information from
databases and networks.

computer literacy a "catch-all" phrase to describe one's
ability to understand computer tech-
nology, its operation, applications, and
the implications of its use.

Definitions selected from:
Department of Education Computers in Instruction Plan. Hawaii:
Department of tducation, 1987. pp. 63-69.
“Educator's Lexicon of Computer Use," Arithmetic Teacher. (February,

. 1982): 46-49.




database

disk drive

DOS

documentation

down-1loading

down time

dual, double, high density

electronic bulletin board

file

floppy disk

hard copy

hard disk

hardware

a collection of data file which are logi-
cally organized for efficient access ard
use internally.

a mechanical device which uses the
rotating surface of a magnetic disk for
the high-speed transfer and storage of
data.

Disk Operating System, the set of
programs waich allows both the user and
the computer to communicate with a disk
drive.

the written description of a piece of
software or hardware.

process of transmitting a program or data
from a central computer or storage device
to the main memory of a remote computer
within a network; transferring a program
of data from the storage device of a com-
puter to disk(s).

the time interval curing which 1 hardware
device is not working properly.

certain disks and tapes on which data can
be densely recorded

a system that allows messages to be
recorded and received by means of a com-
puter and modem at the user's con-
venience.

an organized collection of related data
stored in a computer or magnetic tape or
disk.

storage medium which is a flexible
platter of plastic coated with a magnetic
material.

the output produced on paper by a
printer,

storage medium which is a rigid platter
of aluminum coated with a magnetic
material, removable or permanently
mounted in a sealed environment.

the physical components of a computer
system,
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interface

load

MARC records

memory

menu

microcomputer

microprocessor

modem

multi-type library sharing

peripheral

port

progam

RAM

the electronics, or software, necessary
for a computer to communicate with a
perip~eral, or for programs to exchange
data.

the symbol that represents 1024.

the direct transfer of a program or data
from a disk or tape into a computer's
memory.

MAchine Readable Cataloging,
bibliographic records in an electronic
format conforming to the national stan-
dard.

:nternal component of a computer where
data and programs can be stored
temporarily.

a list of options, such as a choice of
programs on a cisk,

a computer system designed around a
microprocessor as its central processing
unit.

integrated circuit that contains the full
processing logic necessary for the opera-
tion of a computer.

a device which translates digital infor-
mation and audio tonas thereby allowing a
computer to communicate over a telephone
line.

the exchange of information, resources,
and/or services among different types of
libraries, e.g., school, academic,
public, special.

an external device which interacts with a
computer, e.g., disk drives, printers,
monitors.

location on a computer where it can be
physically connected to a peripheral,

a sequential set of commands written in a
programing language which a computer can :
execute.

random access memory, often used for the
storage of a program and the data :«ing
processed,
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ROM

save

scroll

software

telecommunications

terminal

word processing

read only memory, or memory which cannot
ve altered by the user or a loss of
power, e.g., DOS and programming
language.

the direct transfer of a program or data
from a computer's memory Lo a disk or
tape.

the vertical shift of lines on a video
display to allow a new new to be shown at
the bottom of tne display.

the routines, programs, and documentation
in a computer system.

the use of computer technology to
transmit data between two or more remote
locations.

a device which allows the user to com-
municate with a computer.

the processing of creating, modifying,

deleting, and formatting textual
material.,
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