Housekeeping tasks – cataloguing module
[bookmark: _GoBack]How to run provisional authorities reports
1. Go to AFO143 and select Provisional Authorities. Select the parameters below, then output to Spreadsheet and open the spreadsheet when ready (it can take a couple of minutes).
Personal authors (100, 700)
· Database equal to: 495
· Publish profile: AuthProvAuthors
Corporate authors (110, 710)
· Database equal to: 494
· Publish profile: AuthProvCorp
Classmark (084)
· Database equal to: 7998
· Publish profile: AuthProvClassmarks
Publisher (264)
· Database equal to: 7996
· Publish profile: AuthProvPublishers
Series (830)
· Database equal to: 492
· Publish profile: AuthProvSeries (still need to create the 830 series headings – in progress)
Subject terms (650)
· Database equal to: 499
· Publish profile: AuthProvSubject
Wessex subject terms (690)
· Database equal to: 7990
· Publish profile: AuthProvWessex

2. Go to AFO113
Enter the authority term you need to look up – enter as little as possible to identify the term 
e.g. Wiley for Wiley and Sons, Wiley Blackwell ec.
Select Find as the search method
Select the appropriate user index: 
· Authors for personal/corporate authors
· Publisher for publishers
· Series for series titles
· Subject headings for MeSH subject terms
· Wessex class only for classmarks
· Wessex subject headings for Wessex MeSH terms

Merging provisional term into an authorised term
If there is an obvious case where the provisional authority is the incorrect term and there is a correct term on the screen e.g. provisional term is Winslow Press and the authorised term is Winslow, put a tick in both boxes and click on the Merge Attached Bib Records icon:
[image: ]
V-smart will automatically detect which record is authorised vs unauthorised, and merge the unauthorised into the authorised version. This will correct all the authority terms in the bibliographic record. Say ok to the following message:
[image: ]
You do not need to remember the record, so select Cancel.
[image: ]
Delete the provisional record no longer required by clicking on the term you no longer need, then from the authority full record screen, select the Delete icon: 
[image: ]

To make the screen refresh to show you what has changed, go back a level (or press F9) and run the search again. The provisional record should have disappeared from the list.

Making a provisional term authorised
If after searching for the term there are no obvious authorised terms, you need to make the new term authorised. 
From the search results, click on the link you want:
[image: ]
Click on the Modify Technical Information icon on the full record screen:
[image: ]
Change the record status from Provisional Record to Approved record:
[image: ]
To check that this has worked, back up 2 screens (quickest way is pressing F9 twice) and re-run the search. It should how show your record has been authorised:
[image: ]

How to run orphan book reports
Go to AFO143 and select the Orphan report. Run this report against each of the book categories:
· Standard book
· Short Loan book
· Long loan book
· Reference book
· Restricted book
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113 : Change technical information of authority '495.42646'
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O No. Heading Database Authority Status
v 1 Winslow Publisher 218 Approved record
A 2 Winslow Press Publisher 5462 Provisional record
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