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Serial Control

Creating a Serial Control Record

· Open the Serial Control toolbar

· Create Control

· Search for the Periodical by title or by title control number (if available) (if you do not find title in system send to cataloging).

· Highlight appropriate title and click Create Control along the bottom of the screen.

· If other libraries already have a serial control record attached you will get a box that says “This title is already under serial control”, click Display Controls, to make sure that you do not already created a serial control record for the title.
· Click Create New Control, a box with your holding codes comes up, click OK.  Now you are creating a Serial Control record.

· Basic Tab:  

New Control ID = Auto
       

SISAC ID = comes automatically from the bib. record

    

Vendor title = leave blank



Base call number = Periodicals (take out everything else)



Class scheme = LCPER



Subscription ID = Blank


Status = Blank or Active



Category 1 and 2 remain blank as well

· Patterns Tab:
  
Enumeration Pattern, select the boxes of field you are using.  
 
Use gadget to select appropriate labels.

Select radio button for Alpha or Numeric (mostly it will be numeric).

Select the continuous if the numbering continues from one year to the next.
Fill in how many issues to predict.

Chronology Pattern, select appropriate from list
Publication Pattern, select the box for allowing automatic prediction of issues.

Publication cycle, use the gadget to select when issue is expected

Filling in the claiming fields is only important if you choose to use claiming.

· OPAC Display:
NEVER check, Automatically update MARC Holdings
In number of most recently arrived issues, type 0 (zero)

Form of name to display, select the radio button Both.

· MARC Holdings:
Ignore the MARC Holdings Tab.
· Subscription Tab:
Copies/Issues:

Fill in Copies to receive, 1 if you receive one copy.
Number of issues you subscribed to.  For example: a yearly subscription of a monthly magazine the number would be 12.

Expiration date, fill in date of your subscription ends, this can serve as a reminder to renew your subscription.
Link for ordering/claiming:
You don’t need to fill out anything here.

· Distribution Tab:
Should automatically fill in with your holding code.
· Binding Tab:

Ignore the binding tab.
· Extended Info:
Fill in as you see fit.
· After filling out the information on the above tabs, click Create Control.  Clicking create control, opens up the box to create your prediction pattern and check in record.

· Prediction Records:
Fill in the number of expected issues you would like to preview.

Fill in the number and volume of the first issue in hand.

Chronology: Again chronology information from issue in hand, in the following pattern:

Three letter month abbreviation, two digit date, four digit year.

(Jan, Feb, Mar, Apr, May, Jun, Jul, Aug, Sep, Oct, Nov, Dec)

Example:  Jan 02 2009.

Using the gadget select the appropriate dates for first prediction

 and date expected.  When using the gadget click the radio button over to select specific date and select date.

Click Save Prediction.

 Prediction created, click OK.
· Tips you can always create a single prediction by clicking the little box with the yellow star.

· Modify an issue, by clicking the box with the pencil.
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