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Reserve Bookroom User and
Administrator Guide

Welcome to Horizon Reserve Bookroom. Reserve Bookroom lets you reserve items for
a specific instructor or the instructor’s students. These students can then use or check
out the items for a limited amount of time during a school semester. This is helpful if
an instructor needs to make a single item available to many students over the course
of a school semester.

You can place both library-owned and non-library owned items on reserve. (For
example, an instructor may want to make a personal copy of a play available to
students.) You can place library-owned items on reserve by temporarily moving the
item to the reserve location. You can place non-library owned items on reserve by
creating a temporary Item record for use while you store the item in the reserve
location.

The Reserve Bookroom User’s Guide is for all users and system
administrators.It contains step-by-step instructions that explain how to install
Reserve Bookroom and set up the necessary parameters and privileges in
Horizon. It also explains how to use Reserve Bookroom to place items on
reserve and track the items in the reserve location.

For more information about this guide, see these topics:

Reserve Bookroom Guide Contents

______________________________________________________ vi

Conventions used in this guide ... ... . ... vii
SYMbBOLS . vii
Mouse CONVENtiONS .. ... ... i vii
Keyboard conventions ... ... ... ...l viii
Other conventions . ... ... .. il viii
Possible differences between the software and this guide ......_..................... ix
Documentation Updates ... ... ..., ix
Comments and SUgEeStioNS ... ... ... ... iiiiiiiiiiiiiiii.. X

Reserve Bookroom Guide Contents

This guide contains these major sections:

¢ Getting Started on page 1 explains the basic information you need to begin using
Reserve Bookroom, and gives you an overview of this guide.

Reserve Bookroom Guide Contents vi
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vii

« Setting Up Your Horizon Database on page 13 explains how to set up Reserve
Bookroom parameters and security on your Horizon system.

« Setting Up Course and Instructor Records on page 22 explains how to create
records for instructors and courses. It also explains how to add and remove
courses and instructors from Instructor Course Title (ICT) records.

¢ Reserving Library-Owned Items on page 32 explains how to place on reserve
items that your library owns, or items in your main library catalog. It also
explains the information you can change about an item after you place it on
reserve.

¢ Reserving Other Items on page 55 explains how to place on reserve items that
your library does not own (for example, an instructor’s personal copy). It also
explains the information you can change about an item after you place it on
reserve.

¢ Withdrawing Items from Reserve on page 71 explains how to withdraw items
from reserve. It also explains how to set up withdrawal instructions and
instructor letters. Finally it explains how to delete records from Reserve
Bookroom.

¢ Index to this guide.

Conventions used in this guide

This guide uses terms, typefaces, and symbols to denote different kinds of
information. Understanding these conventions can help you recognize the
information you need more quickly.

Symbols

This guide uses these symbols:

Symbol Description
O Tip
2 This symbol indicates additional notes or helpful tips.
Important

This symbol indicates important information or warnings.

Mouse conventions

The following terms are used in this guide to describe actions you do with a mouse.

Conventions used in this guide
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Term Definition

Click To place the mouse pointer on an icon, command, or button and quickly press and
release the primary (usually the left) button once.

Double- | To place the mouse pointer on an icon, command, or button and quickly press and

click release the primary mouse button twice.

Right- To place the mouse pointer on an icon, command, or button and quickly press and
click release the secondary (usually the right) button once.

Drag To press and hold the primary mouse button while moving the mouse.

Choose To click a button or an option from a menu, group of options, or list.

Select To click once on an option in a list so that the option is highlighted. In a field, you
may drag the mouse over text to select that text.

Keyboard conventions

This guide refers to keys following the standard convention of 101-key keyboards. For
example, Ctrl is the control key, Alt is the alternate key, Enter is enter or return.

When you need to press two or more keys at the same time to do an action, the keys
are connected with a plus sign (+). For example, Alt+H means to press and hold the Alt
key while you also press H.

Keys you press appear in bold type in steps. Text or numbers that you need to enter
using the keyboard also appear in bold (for example, “Type main in the Location
field”).

Other conventions

In step-by-step instructions, the names of menus, buttons, fields, and other options
appear in bold type (for example, “the OK button” or “the Title field”). This helps you
quickly identify which elements you should look for on the page or screen you are
navigating.

When you are instructed to choose an option from a menu, the menu and menu options
are separated by the greater-than symbol (>). For example, “choose File > Save”
means to choose the File menu, then choose the Save option from the menu. This
convention is also used to show the sequence of items you use on the navigation bar
to open a form or page.

Text in italics shows general information that you must replace with information that
is specific to your system. For example, you would replace password with a specific
password, such as 123gr@ndma.

File and directory names, code examples, and computer output appear in Courier.

Conventions used in this guide viii



Reserve Bookroom User and Administrator Guide

Possible differences between the software and this guide

The names, labels, and sample windows in this guide reflect the default settings that
are delivered with most new installations. The settings on your system may be
different from these defaults, depending on your library’s implementation choices
and the way your system administrator sets up your system. For example, your
system administrator can change labels and set up security to limit access to
certain features.

Additionally, as you use the software, you can resize windows or customize your
workspace. Consequently, your software environment may look and function
differently than the environment described in the tasks in this guide.

This document is compatible with Horizon 7.5.4. Information in this document may
also be compatible with later versions.

Documentation updates

Updates to this guide are posted to the customer support website between releases,
as necessary. These updates provide corrections to unclear, incorrect, or incomplete
information. They also provide documentation for enhancements that were not
complete at the time the guide was first published.

You may access the customer support website at http://support.sirsidynix.com.

O The customer support website requires a username and password. If you do not
already have a username and password, contact your system administrator to
receive one. If you are the system administrator for your library and need a
username and password for the support website, please contact SirsiDynix Customer
Support to receive one.

Documentation updates can include, but are not limited to, the following formats:
e PDF (Portable Document Format)
¢ HTML Webhelp
« EPUB
e Microsoft Word

To view a PDF file, you must install Adobe’s Acrobat Reader on your workstation.
You can download Acrobat Reader free of charge at Adobe’s web site,
http://www.adobe.com. Several open source eReaders are also available online
which can open other formats such as EPUBs. Please contact SirsiDynix Customer
Support if you are having trouble finding this guide in the format that you need.

ix Possible differences between the software and this guide
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Comments and suggestions

SirsiDynix welcomes and appreciates your comments on its documentation. We want
to know what you think about our manuals and how we can make them better. If you
have comments about this guide, please send them to docs@sirsidynix.com.

Be sure to include the title and version number of the guide and tell us how you used
it. Then tell us your feelings about its strengths and weaknesses and any
recommendations for improvements.

Comments and suggestions
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Chapter 1: Getting Started

This chapter provides you with the basic information you need to begin using Horizon
Reserve Bookroom. It gives you an overview of this guide, a review of some basic
Horizon tasks and the Launcher interface, and an overview of Reserve Bookroom.

This chapter contains these sections:

Horizon Basics ... .. .. 1
Starting a Horizon Process ... . . ... 2
Customizing the Launcher ... ... ... ... il 4

Reserve Bookroom Basics ... .. ... ... 5
Reserve Bookroom Processes ... ... ... .. 5
Basic Reserve Bookroom Tasks ... . ... ... ... 6

Horizon Basics

This guide assumes that you have a basic knowledge of your Windows operating
system, Horizon, and working in Horizon windows. At the minimum, you should know
how to:

¢ Use a mouse or keyboard to do basic tasks, such as choosing menu options and
buttons.

 Work with windows (selecting, moving, minimizing, restoring, maximizing, sizing,
scrolling, closing, and so on).

* Work with dialog boxes.
¢ Log in to Horizon, change operators, and log off Horizon.
e Search for records on the Horizon system.

e Work in Horizon list and edit windows.

Q If you do not know how to do these tasks, see the Windows online help, your Microsoft
Windows manual, or the Horizon Basics Guide.

Additionally, you need to understand how to use the Launcher environment. The
Launcher is the framework that you use to open and navigate through the various
Horizon processes. You can also use it as a tool to access some of your other desktop
functions.

Horizon Basics
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The Launcher workspace starts automatically when you first log in to Horizon. It

includes pop-up lists, toolbars, and a navigation bar that help you do tasks easily.
You or your system administrator can customize toolbars, the navigation bar, and
some other features of the Launcher environment.

Here is an example of a Launcher workspace:

Figure 1-1: Launcher workspace
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IT you use the Workbook view, each You can activale a pop-up list by
open window or process has a tab. You right-clicking the mouse in the
can click a tab to activate the window Launcher workspace, or in an open
or start the process. window or record. Pop-up lists give you

options that vary depending on where
vou are in Horizon.

For more information on working in the Launcher environment, see the Horizon
Basics Guide.
This section explains these topics:

e Starting a Horizon Process on page 2

¢ Customizing the Launcher on page 4

Starting a Horizon Process

When you do a task in Horizon, you must first start the process that lets you do the
task. If you have already started several processes, you can activate the open
process window that you want to use. The active window’s title bar displays in a
different color from other open windows. If the windows are displayed in a cascade,
the active window moves to the front.

Horizon Basics
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Q If you cannot activate a different window, the currently active window needs attention

Horizon Basics

before you can continue. You must either close the window, or cancel or finish its
process. (For example, if the window is a search window, you must complete the
search, cancel the search, or close the window before you can start a different
process.)

Horizon lets you use several different methods to start most processes. The various
tasks in this guide usually give only one or two of the methods. As you work with
Horizon, you will discover which methods are most convenient for you.

For example, if you work best using a mouse, you may choose to use the menu bar to
start processes. If you prefer using a keyboard, you may choose to use keyboard
shortcuts.

Your security settings and Launcher configuration may affect the options that you can
use to start some processes. (For more information, see your system administrator.)

This section explains some of the methods you can use to start a process in Horizon.
(For examples of some of these methods, see Figure 1-1 on page 2.)

This section explains these topics:

o Starting a Horizon Process Using a Mouse on page 3

+ Starting a Horizon Process Using a Keyboard on page 4

Starting a Horizon Process Using a Mouse

When you use the mouse to start a process, you click or double-click on a specific part
of the Launcher workspace. Here are some of the ways you can use a mouse to start a
process:

¢ Double-click on a process or tool on the navigation bar. The navigation bar
stores processes and tools in folders. (For more information, see “Horizon User
Interface” chapter of the Horizon Basics Guide.)

¢ Click on a toolbar button. You can use the toolbar to start a process only if you
(or your system administrator) have added a button for that process. (For more
information, see the “Customizing the Toolbar” chapter of the Launcher
Configuration Guide.)

¢ Click on an option from the menu bar. Choose Window and the open window or
record that you want to make active.

¢ Click on the window that you want. If you can see part of the window or record
that you want to make active, click on the window.

¢ Use the Workbook view. Click on the tab of the open window or record that you
want to make active. (For instructions on opening the Workbook, see the “Horizon
User Interface” chapter of the Horizon Basics Guide.)



Chapter 1: Getting Started

Starting a Horizon Process Using a Keyboard

When you use the keyboard to start a process, you press a certain sequence of keys.
You must know the keystrokes that open the function that you want. If your
navigation bar is open and is set up to display shortcuts, you can see the keystrokes
listed there. (However, the navigation bar does not have to be open for you to use
the shortcuts.) The drop-down menus on the menu bar also display several keyboard
shortcuts.

Your security settings may give you the rights to edit or create a shortcut.
(For more information, see the Launcher Configuration Guide.)

You can use the keyboard in these ways:

¢ Lead-in keys. A lead-in key focuses the cursor on a certain set of tasks from
which you can choose. The Fg key focuses the cursor on the navigation bar, so
that your next keystroke moves you through the folders of the navigation bar to
find the process that you want to start. (You can use arrow keys, the first letter
of the process that you want, or choose Find from the Edit menu to move to the
process.)

¢ Predefined keyboard shortcuts. Windows and Horizon have certain default
shortcuts that can help you in your work. You cannot change these shortcuts.
(For example, F2 starts a New Search.) (For a list of the most common
predefined keyboard shortcuts, see “Shortcut Keys” in the “Horizon User
Interface” chapter of the Horizon Basics Guide.)

¢ User-defined keyboard shortcuts. You can create shortcuts that start Horizon
processes when you customize the Launcher. (For more information, see the
Launcher Configuration Guide.) You can also edit or create shortcuts for many of
the functions in the MARC Editor. (For instructions, see See "Customizing the
MARC Editor".)

e Press ALT+W. This activates the Window drop-down menu. Then type the
number of the open window or record that you want to make active.

Q Pressing ALTplus any underlined letter in the menu bar activates the drop-down
menu for that menu option.

¢ Press CTRL+F6. This cycles through the open windows.

Customizing the Launcher

Depending on your security settings, you can customize your Launcher. (For
instructions, see the Launcher Configuration Guide.) In general, you or your system
administrator can customize the Launcher in a variety of ways.

O Unless your security settings let you save changes that you make in the Launcher
environment, the Launcher may revert to its default appearance when you log off.

¢ Toolbars. You can create a new toolbar or modify an existing toolbar’s

appearance and design so that the toolbar shows only the processes you use
frequently.

4 Horizon Basics
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+ Navigation bar. You can hide or add new folders, processes, and applications to
the navigation bar, including third party products. You can also set up shortcuts
for processes and applications on the navigation bar.

* Diacritics. You can add, delete, and edit the non-keyboard characters (such as the
British pound or an accent mark) that are available on the Diacritic Shortcut Bar.
You can also specify the shortcuts for each character.

¢ Background. You can choose what background displays in the Launcher
workspace.

¢ Startup. You can choose the processes that start automatically, and which folders
on the navigation bar open automatically, when you first log in to Horizon.

Reserve Bookroom Basics

Reserve Bookroom lets you reserve items in a special location over a period of time.
You can place on reserve library-owned items (items owned by your library) or other
items (items not owned by your library). While an item is in reserve, you can
determine the loan period and other circulation privileges for the item. (For example,
you can set a loan period of two hours for reserve items.) You can reserve items for
instructors and courses.

This section explains these topics:

* Reserve Bookroom Processes on page 5

* Basic Reserve Bookroom Tasks on page 6

Reserve Bookroom Processes

When you first install Horizon, the Reserve Bookroom folder on the navigation bar
contains these folders and processes:

Figure 1-1: Reserve Bookroom Processes
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You may see only some of these Reserve Bookroom processes on your navigation
bar. Your security setup and Launcher configuration determine what processes are
available on your navigation bar, and where they display. (For more information,
see your system administrator or the Launcher Configuration Guide.)

Basic Reserve Bookroom Tasks

Reserve Bookroom includes reports and other Horizon features that let you place
items on reserve, circulate reserve items, and withdraw items from reserve. In
order to use Reserve Bookroom, you must set up a separate reserve location. You
can do reserve tasks from the reserve location. When you log into Horizon, you can
choose a default reserve location. After you log into Horizon you can switch to any
reserve location you have set up.

In Reserve Bookroom you can create Instructor, Course, Title, and Item records. As
you create these records, you can set session defaults that let you enter the same
reserve information into several different records. After you create instructor and
course records, you will routinely search for them as you do other Reserve
Bookroom tasks, such as placing an item on reserve.

This section explains these topics:

« Switching to a Reserve Location on page 6
« Setting Reserve Session Defaults on page 7
¢ Searching for a Course on page 11

¢ Searching for an Instructor on page 12

Switching to a Reserve Location

In order to do reserve tasks, such as searching for a reserve instructor or course,
you need to log in to the reserve location. The reserve location is a separate
Horizon location in addition to your main library or other branches. (For
instructions on setting up a reserve location, see Setting Up a Reserve Location
Record on page 13.) If you set up a default reserve location, you can automatically
do reserve tasks for that location after you log in to Horizon.

If you do not want to log in to the reserve location (for example, you may want to
continue doing cataloging tasks in the main location), you can simply switch to a
reserve location. This lets you do reserve tasks in the reserve location and non-
reserve tasks in the location you are logged in to. This is also helpful if you have
more than one reserve location. You can switch to a different reserve location
without logging out of Horizon.

O You may want to set the reserve location as the default location for Reserve
Bookroom workstations. When users log in to Horizon on these workstations,
Horizon automatically logs in to the reserve location. (For instructions, see the
“Logging In to and Out of Horizon” in the “Getting Started” chapter of the Horizon
Basics Guide.)

6 Reserve Bookroom Basics
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To switch to a reserve location
1 Start the Switch RBR Location process.

The default location of this process is the Reserve Bookroom folder on the
navigation bar.

Horizon displays the Code Lookup Location Parameters window:

Code Lookup: Location Parameters

Location M arme

biomed Hanson Biomedical Librany d
biomres Hanson Biomedical Librany Reserve
rmain Costigan Librany

Hmainres Costigan Libranr Resenre

Locstion I Total: ¢
()4 I Cancell Add | Edit |

2 Choose the reserve location that you want to switch to.
3 (lick OK

If you have any Reserve Bookroom windows open, Horizon displays this message:

Switch RBR Location Ed

") . Changing the
H RER Location
e
will cloze all
RER windaws.
Do you want ta
continue?

Cancel |

4 If Horizon displays the Switch RBR Location window, click OK.

Horizon closes all open windows and switches to the reserve location.

Setting Reserve Session Defaults

A reserve session is the period of time you are logged in to the reserve location to
create reserve records or place items on reserve. If you need to create a large group
of reserve records with similar information, you can set session defaults instead of
entering the same information for each record. (For example, you can set the location
default to be the same for all Iltem records that you create during a session.)

Reserve Bookroom Basics
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Click OK to use
these settings for the

current session only.

You can start a new session by setting different defaults at any time while you are
doing reserve tasks. (For example, if you need to place a large number of videos on
reserve, you can change the default ITYPE for this session to “video”.) You can save
your settings for future sessions, or you can restore the original default settings.

If you set session defaults, Horizon automatically supplies the default information in
reserve records when you work with Instructor and Course records. (For more
information, see About Setting Up Course and Instructor Records on page 22.)
Horizon also supplies the default information when you create reserve Title records
and place items on reserve. (For more information, see About Reserving Library-
Owned Items on page 32 and About Reserving Other Items on page 55.) If
necessary, you can change the default information as you work with individual
reserve records.

To set reserve session defaults

1 If you have not already done so, switch to the reserve location. (For instructions,
see Switching to a Reserve Location on page 6.)
2 Start the Set Defaults process.

The default location of this process is the Reserve Bookroom folder on the
navigation bar.

Horizon opens the Session Defaults window:

'FR! Seszion De[-*llls

—ICT Defaults —Item Defaults
# Required: || Location: I Codes |
Date on Res. I— ltem Type: l— Codes |
Date tn Withdraw: I— Collection: l— Codes |
it D (ER e I Withdr. Instr: I Codes |

—Add Instractor to Course Default— | Withdraw Catalog Action:

& add all or selected titles o i
" Discard tem

" add new tiles
™ Discard Item and Bib
' Archive Item

—Add Course to Instructor Default—

= Archive Item and Bib

& add all or selected titles
" add new tiles

Click Restore Settings if you
want to use the permanent
session default settings.

Ok | Cancel | Save Jetlings FRestare etlings

Click Save Settings if you want to
make these settings permanent.

Note: Session defaults are not required. You can set some session defaults and
leave other fields blank.

3 To set general defaults, complete or update these fields:

Reserve Bookroom Basics
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# Required

Date on Res.

Date to Withdraw

Date to Reactivate

Chapter 1: Getting Started

Action

Enter the number of items that you need to place on
reserve for each title during this session.

(For example, enter “2” if you typically place two copies of
the same title on reserve.)

Enter the date that the items need to go on reserve.

Enter the date that the items need to be withdrawn from
reserve.

(After this date, Day End automatically changes the status
of the item to “inactive.” For more information about this
status, see Inactivating a Reserve Title on page 77.)

Note: You must enter a withdrawal date if you plan to print
instructor letters. (For more information, see Printing
Instructor Letters on page 74.)

Enter the date that the items need to go back on reserve.

(After this date, Day End automatically changes the status
of the item to “active.” For more information about this
status, see Using a Pick List Report on page 42 or Editing
Reserve Information for a Title on page 62.)

4 To set course and instructor defaults, complete or update these groups:

Group

Add Instructor to Course
Default

Add Course to Instructor
Default

Action

Do one of these options:

« If you want the option to add some or all of the titles
linked to an instructor when you add an instructor to
a course, mark add all or selected title.

¢ If you do not want to add any titles linked to an
instructor when you add an instructor to course,
mark add new titles.

For more information, see Adding an Instructor to a
Course on page 28.

Do one of these options:

« If you want the option to add some or all of the titles
linked to a course when you add a course to an
instructor, mark add all or selected title.

¢ If you do not want to add any titles linked to a course
when you add a course to an instructor, mark add
new titles.

(For more information, see Adding a Course to an

Instructor on page 26.)

5 To set item defaults, complete or update these fields and options:
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Field Action

Enter the reserve location that you want these items to

. belong to, or click Codes to choose from a list.
Location
(This is helpful if you have more than one reserve

location.)

Enter the item type (ITYPE) that you want items to be
when you place them on reserve, or click Codes to choose

Item Type from a list.

(ITYPE determines the loan period for an item.)

Enter the collection that you want these items to belong to

Collection
in the reserve location, or click Codes to choose from a list.

Click Codes and choose the withdrawal instruction that

you want to use for these items, or to create new
Withdr. Instr. instructions.

(For more information, see Setting Up Withdrawal

Instructions on page 72.)

Choose one of these options:

¢ None. If you want to keep both the Title and Item
records in Reserve Bookroom when you withdraw these
items, mark this option.

¢ Discard Item. If you want to delete the Item record
from Reserve Bookroom and Horizon when you
withdraw these items, mark this option.

» Discard Item and Bib. If you want to delete both the
Item and Title records from Reserve Bookroom and
Horizon when you withdraw these items, mark this

option.
Withdraw Catalog ¢ Archive Item. If you want to ar.chlve the Item.record in
Action Reserve Bookroom when you withdraw these items,

mark this option.

¢ Archive Item and Bib. If you want to archive both the
Item and Title records in Reserve Bookroom when you
withdraw these items, mark this option.

(If more than one item is linked to the title, you cannot
archive the Title record.)

Important: If you are working with library-owned items,
do not mark the “Discard Item” or “Discard Item and Bib”
options; otherwise, when you withdraw library-owned
items, Horizon deletes the Item or Title records from your
system. (For more information, seeChoosing a
Withdrawal Cataloging Action on page 78.)

6 Do one of these options:
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Save these default settings for this

. Make these default settings permanent
session only

Click OK. Click Save Settings.
The original settings return when you These settings remain in Horizon until you
start Horizon again. click Save Settings again.

Searching for a Course

After you create a Course record, you can search for the record in Reserve Bookroom.
You search for Course records when you add an instructor to a course, create reserve
titles, and place items on reserve.

To search for a course

1 Start the Search Course process.

The default location of this process is the Reserve Bookroom/Course folder on
the navigation bar.

Horizon opens this Search window:

Inclexes:

Course Mame
Course Group Mame
Course#

Course Group#

-]

Selected index cortains:
Course Mamesz; type the first letter or o, followed by an®

Searchfor

Ok I Cancel | Prev. Search I Example | Efitra A I

2 Choose a search index.
For example, you can search an index of course numbers.
3 Do one of these options:

e Enter the name, or other identifying information, of the course in the Search for
field.

e Enter an asterisk (*) in the Search for field to see a list of all courses.
4 C(Click OK.
5 If Horizon displays a list of courses, choose the one you want.

6 Continue with your task.

Reserve Bookroom Basics 11
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Searching for an Instructor

After you create an Instructor record, you can search for the record in Reserve
Bookroom. You search for Instructor records when you add a course to an instructor,
create reserve titles, and place items on reserve.

To search for an instructor
1 Start the Search Instructor process.

The default location of this process is the Reserve Bookroom/Instructor folder
on the navigation bar.

Horizon opens this Search window:

Search

Indexes:

Inztructor Mame
Instructors

[

Selected index cortains:
Inztructors last names: type the first letber or o, followed
by an ™.

Search far:

(014 I Cancel | Brew. seatch | Example | Ertrar i I

2 Choose a search index.
For example, you can search an index of instructor names.
3 Do one of these options:

¢ Enter the name, or other identifying information, of the instructor in the
Search for field.

e Enter an asterisk (*) in the Search for field to see a list of all instructors.
4 Click OK.
5 If Horizon displays a list of instructors, choose the one you want.

6 Continue with your task.
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Chapter 2: Setting Up Your Horizon
Database

This chapter explains how to set parameters in Horizon that affect Reserve Bookroom,
such as the reserve location for each PAC flavor.

This chapter contains these sections:

¢ About Setting Up Your Horizon Database on page 13

Setting Up a Reserve Location Record on page 13

Defining Reserve Circulation Privileges on page 15

Assigning Reserve Locations to a PAC Flavor on page 17

Determining Reserve Item Statuses on page 18

Setting Up Reserve Bookroom Security on page 20

About Setting Up Your Horizon Database

Before you can reserve items by instructor or course, and before you can let users
check out reserve items, you need to set up Reserve Bookroom parameters to govern
these functions. Some setup tasks affect Horizon generally and others are specific to
Reserve Bookroom.

Setting Up a Reserve Location Record

When you place items on reserve, the item’s location temporarily changes to the
Reserve Location. Having a separate Location record for reserve instructors, courses,
and items lets you keep instructor, course, and item circulation privileges separate
from the library’s main location. (For example, you can set up reserve loan periods
and fine rates that are different for items housed at their regular location, such as the
main stacks.)

Most of the fields on the Location record are explained in the System Administration
Guide. (For more information and instructions on completing these fields, see “Setting
Up Parameters for a Reserve Location” in the “General Setup” chapter in the System
Administration Guide.)

These are the fields on the Location record that you can set up for Reserve Bookroom:

About Setting Up Your Horizon Database 13



Chapter 2: Setting Up Your Horizon Database

Field

Location Code

Name

Instructor Letter

CKI Note on RB

CKI Note on RW

Inst. Mailing Label

Default Reserve
Location

14

Action

Enter the code for the reserve location.

This code can be up to seven characters. (For example,
enter “mainres”.)

Enter the name of the reserve location.

For example, enter “Main Location Reserve”.

Enter the text you want to use to notify instructors when
their items will be removed from the reserve location
and give them any other instructions.

For example, you can explain how to keep an item in
reserve, or who to contact.) (For more information, see
Printing Instructor Letters on page 74.

Enter the text you want to display in Circulation when
an item flagged for reserve is checked.

For example, enter “Send item to the reserve location.”
(For more information, see Flagging Items for Reserve
on page 40.)

Enter the text you want to display in Circulation when
an item flagged for withdrawal from reserve is checked
in.

For example, enter “Return to Reserve for withdrawal”.
(For more information, see Flagging Items for
Withdrawal on page 83.)

Enter the type of label you want to use for sending
withdrawal notices to instructors, or click Codes to
choose from a list.

Enter the code for the reserve location you are setting
up, or click Codes to choose from a list.

You should also set up the default reserve location for
your main location. (For example, if you have two
reserve locations, “Main Reserve” and “Medical Reserve”,
you can make “Medical Reserve” the default reserve
location.) When you log in to the main location, you can
begin doing reserve tasks in the reserve location without
first switching to the reserve location.) (For more
information, see Switching to a Reserve Location on
page 6. For instructionse on setting up your main
locations, see “Setting Up a Location Record” in the
“General Setup” chapter of the System Administration
Guide.)

Setting Up a Reserve Location Record
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Defining Reserve Circulation Privileges

You can set up circulation privileges for reserve items that are different from the
privileges for normal items. Circulation privileges include loan periods, fine rates,
notices, renewal guidelines, and so forth. You can set up unique circulation privileges
for each reserve location group using the circ_privilege_code view in the Table Editor.
(For more information about circulation privileges and instructions on defining them,
see the Circulation Setup Guide.)

You must define these circulation privileges for each reserve location group:

Privilege Description

. Determines how long most borrowers can check out
Loan Period .
most items.

. Determines the length of time for which borrowers

Renewal Period .
may renew items.

Maximum Number of Determines how many renewals, including phone

Renewals renewals, most borrowers can make for a single item.

Maximum Number of Phone | Determines how many renewals most borrowers can
Renewals make by telephone for a single item.

. Determines how many days most items remain with a

Hold Period " N
hold” status before Day End cancels the hold.

Determines how long most items can be overdue

before the borrower is fined.
Grace Period
Note: The grace period includes days the library is

closed.

Determines the amount most borrowers must pay for
most overdue items per day or hour.

Fine Rate
(You can specify the loan type, day or hour, in each
ITYPE record.)
Determines how many days after an item becomes due
First Notice Delay before Horizon generates the first overdue notice for

that borrower type.

: Determines the number of days between subsequent
Notice Interval notices

Defining Reserve Circulation Privileges
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Privilege Description

Determines how many overdue notices are sent to
most borrowers.

Note: The maximum number of overdue notices you
Maximum Number of specify here should not exceed the number of overdue
Notices notices defined in block types. (For example, if you

have defined three overdue notices in block types, you

should set Maximum Number of Notices no higher

than “3”))
Maximum Number of Items Determines how many items most borrowers can have
Out checked out at any given time.

This value, multiplied by the number of days an item is
overdue, determines the number of days Horizon

suspends a borrower’s circulation privileges.
Suspend Days ) o e
(For example, if borrower suspension is set at “5”,

borrowing privileges will be suspended for five days
for every day an item is over due.)

Determines the number of days, hours, or minutes

) borrowers are guaranteed to have an item.
Guaranteed Loan Period )
(Recalls placed on the item generate a due date

beyond the guaranteed loan period.)

: Determines the number of days, hours, or minutes a
Recall Loan Period . )
borrower has in order to return a recalled item.

Determines how much most borrowers must pay per

) day or hour for overdue recalled items.
Recall Fine Rate
(You specify the loan type, day or hour, in each ITYPE

record.)

Determines how long after a recalled item becomes
First Recall Notice Delay overdue before Horizon generates a first recall notice
for most borrowers.

. Determines the number of days between subsequent

Recall Notice Interval .
recall notices.

Maximum Number of Recall Determines the maximum number of recall notices

Notices sent to a borrower. This works with the block table.

Lets borrowers renew items for themselves usin
Allow OPAC Renewals . . &
Horizon Information Portal.

Determines the maximum number of renewals a

Max OPAC Renewals borrower can make for himself or herself using
Information Portal.
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Privilege Description

Lets borrowers renew items that are currently overdue

Allow Ovrd. OPAC Renewals . .
for themselves using Information Portal.

Assigning Reserve Locations to a PAC Flavor

Reserve items can belong to only one reserve location. Users must search the correct
reserve location to find items that belong to that location. When staff members,
instructors, and students search for reserve items, they can choose the reserve
location they want to search.

The PAC flavor for the user determines which reserve locations the user can search.
(For example, you may give staff members a choice between the main reserve library
and the reserve library on another campus, while you let students search only the
main reserve library.) You can specify the reserve locations available for each PAC
flavor.

To assign reserve locations to a PAC flavor

1 Start the PAC Flavor Table process.

The default location of this process is the Searching\PAC Control Menu folder on
the navigation bar.

Horizon opens the List Public Access Flavor window.
2 Do one of these options:
¢ Click New to create a new flavor.

For instructions on creating a new flavor, see the “PAC Flavors” section of the
“Searching Setup” chapter in the System Administration Guide.

* Choose the PAC flavor you want to edit, then click Edit.
Horizon opens the Edit Public Access Flavor window.

3 Click Page Down, or resize the window to display the Reserve Location group:

Assigning Reserve Locations to a PAC Flavor
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Reserve Location group

4

You can add or delete reserve
locations for the PAC flavor.

4 Edit: Public Access "Flavor”

— Reserve bocation —  Rew |— Delete Hmainres: 1

Location Imainres CarEsn Library Kererve

Order |1_

j— 1of1 =
Codes |

—ltemate Bib Display Views — Mew |— Delete H(New)

Bib Display MObizwy |

j— 1of1 =
Codes |

Show Request Possibiliies €% Mo List ¢ Borower List

Double Check For Fast Add [ Copy Specific Request (Pac for [

= Full List

R55 Server I

Close I S | Page Up | Fage IiEwr

Page 4 of 4

Do one of these options:

Add areserve location to this PAC flavor

1. Click New.

. Enter the reserve location you want to assign to

this PAC flavor in the Location field, or click
Codes to choose from a list.

.Enter a number in the Order field.

Horizon displays a list of reserve locations in
order when users choose a reserve location to
search.

. Repeat steps 1 through 3 in this table for each

reserve location you want add.

Save your changes.

Remove a reserve location from this
PAC flavor

1. Choose the location from the
drop-down list.

2. Click Delete.

You must restart Horizon for your changes to take effect.

Determining Reserve Item Statuses

An item’s status, in conjunction with the item’s location, indicates where an item is
in the reserve process. You determine which items can be placed on reserve
according to the item’s status. Staff members can reserve only those items with
statuses that you determine. (For example, you may let staff members place an item
on reserve that is checked in to the main location, while you prevent them from
placing items on reserve that are currently missing from the main library.)

18
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You can choose to let staff members reserve items with any item status; however,
there are only a few statuses that logically apply to reserve items. This table lists
some item statuses that may apply to reserve items:

Status

Reserve Bookroom (rb)

Reserve Bookroom (rb)

Checked In (i)

Checked In (i)

Reserve withdrawal (rw)

Location

Owning

(the item’s normal
location, such as
“main”

Reserve

Owning

(the item’s normal
location, such as
“main”

Reserve

Reserve

Explanation

An item with this status is flagged for reserve but is not
yet available to circulate in the Reserve Bookroom. The
item is library-owned and still in the main stacks.

Items with this status show up on the Pick List report.
This report shows you which items you need to retrieve
from the owning location and place on reserve. (For more
information, see Using a Pick List Report on page 42.)

An item with this status is checked in to the reserve
location, but has been flagged for withdrawal from
reserve.

(For more information, see Flagging Items for
Withdrawal on page 83.)

An item with this status is checked in at the main location.
After you retrieve the item from the owning location, you
can place it on reserve.

(For more information, see Placing an Item on Reserve
on page 35.)

An item with this status has been placed on reserve and is
available for circulation at the reserve location.

An item with this status has been flagged for withdrawal
from reserve. After the item is returned, you can
withdraw it from the reserve location and return it to the
main location or owner.

When you check in an item that has been flagged for
withdrawal, Horizon updates the item status to “rw.”
Items with this status show up on the Pull List report. This
report shows you which items you need to remove from
the reserve location. (For more information, see Using a
Pull List Report on page 85.)

To determine reserve item statuses

1 Open the item_status view in the Table Editor.

a

b

C

Click OK.

Double-click the Table Editor process in the Administration folder.
Start entering “item_status” in the Mq View field.

The selection arrow moves to the view name that you want.

Horizon opens the List Item Status window.

Determining Reserve Item Statuses
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2 Highlight the item status you want to use for Reserve Bookroom.
3 C(Click Edit.
Horizon opens the Edit Item Status window:

4 Edit: Item Status M=l E3
Item Status I;‘

Description ITransit

Request? v

Filly
Booking?

W
Feserver v
-
-

739,50 On Hald [
Imventory Sction Mot Reported (¢ Reporbed

23950 Awailable

Horzon-defined  es Ma. of tems 0

Close I SHie | it L] e iy Page 1 of 1

4 Mark the Reserve box.

5 Save your changes.

6 Repeat steps 2 through 5 for each status you want to use for Reserve Bookroom.

Setting Up Reserve Bookroom Security

Horizon security lets you control access to Reserve Bookroom functions and
processes and keep track of which users are performing the functions. You can
determine which users can access a function by setting up passkey and role
privileges related to Reserve Bookroom for each reserve location.

You may need to give users access to these passkey privileges:

Passkey Privilege Passkey Privilege

Access item archives Delete instructor record
Access items list from ICT Edit ICT record

Copy borrower record Edit item

Copy course record Flag item for reserve
Copy instructor record Flag items for withdrawal
Create new ICT record Link course to instructor
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Passkey Privilege
Create new item
Create short bib

Delete course record
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Passkey Privilege
Link instructor to course
Print spine labels

Unarchive an item

You may need to give users access to these role privileges:

Role Privilege

Access Titles

Course Edit

Course New

Instructor Edit

Instructor Letter Withdrawal
Instructor New

Items Reserve

For more information about passkey and role privileges, and instructions on securing
Reserve Bookroom functions, see the “Securing Horizon” section in the “Security and

Role Privilege

Items Withdraw

Location Switch

Pick List Cumulative Report
Pick List Prepare and Show
Pick List Show

Pull List Withdrawal

Set Defaults

Preferences” chapter of the System Administration Guide.

Setting Up Reserve Bookroom Security
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Chapter 3: Setting Up Course and
Instructor Records

This chapter explains how to work with Instructor and Course records in Reserve
Bookroom.

This chapter contains these sections:

¢ About Setting Up Course and Instructor Records on page 22
¢ Setting Up or Changing an Instructor Record on page 22

* Setting Up or Changing a Course Record on page 24

¢ Adding a Course to an Instructor on page 26

¢ Adding an Instructor to a Course on page 28

 Removing an Instructor from a Course on page 29

* Removing a Course from an Instructor on page 30

About Setting Up Course and Instructor Records

Reserve records let you keep track of instructors and courses for which you reserve
items. You can reserve items for any instructor that is associated with a course. (For
example, if an instructor employs an aide to help teach a course, you can create an
Instructor record for the aid and reserve items for the course he or she teaches.)

Course records contain details about a course, such as the course name, description,
and number of instructors that teach the course. Instructor records contain details
about an instructor, such as the instructor’s name, address (office and department),
instructor number, and other information.

Remember that you must do all reserve tasks in the reserve location. (For
instructions on switching to a reserve location, see Switching to a Reserve Location
on page 6.)

Setting Up or Changing an Instructor Record

Instructor records let you place items on reserve for instructors and let students
search for reserve items by instructor. An Instructor record includes the instructor’s
name and address or campus location. You can create new Instructor records as well
as edit existing ones. If you already have information about an instructor in your
Borrower records, you can copy the instructor’s information from the Borrower
record to the Instructor record.

About Setting Up Course and Instructor Records
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To set up or change an instructor record

1 Do one of these options:

Add a new instructor Copy a Borrower record

1. Start the New Instructor process.

The default location of this process is
the Reserve Bookroom\Instructor
folder on the navigation bar.

Horizon opens the Edit Reserve

Start the New Instructor Instructor window.

process.
The default location of this
process is the Reserve
Bookroom\Instructor folder
on the navigation bar.

2.Click Copy Borr.

3. Search for the instructor as a borrower.
(For instructions, see Searching for an
Instructor on page 12.)

4. If Horizon displays a list of borrowers,
choose the instructor from the list.

5. Click OK.
Horizon imports the information into
the Instructor record.

Horizon opens the Edit Reserve Instructor window:

HEdit: Reserve Instructor

In=tructor Mo, 5

Location mainres  Costipan Libags Resene

Mz e |Sturm, Leahard

Address Line 1 IBusiness Acdmini=tration Building

Address Line 2 |1 23 Plesazant Street

Address Line 3 [arborville, IL

Cornrmerit |

Created 12/28M1935  Updated 12/28M1335 Atached
Mo, of Titles 10 Mo, of Courses 1
Close I FEE | EEgel EEue Danm e BT

Edit an Instructor record

If you want to change
information for an existing
instructor, search for the
instructor.

For instructions, see Searching
for an Instructor on page 12.

=] B3

Page 1 af 1

2 Complete or update these fields:

Field Action
Name Enter the instructor’s name.

Address Line 1

Enter the first line of the instructor’s address.

Setting Up or Changing an Instructor Record
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Address Line 2

Address Line 3

Comment
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Action
Enter the second line of the instructor’s address.
Enter the third line of the instructor’s address.

Enter any comments about the instructor.

3 Save your changes.

Setting Up or Changing a Course Record

Course records let you reserve items for an instructor for a specific course he or she
teaches. A Course record includes the course’s name and description. Students can
search for reserve items based on the course name or description. You can create
new Course records as well as edit existing ones. If necessary, you can assign more
than one name to the same course. (For example, the same calculus course may be
listed as both Mathematics 300 and Physics 328.)

To set up or change a course record

1 Do one of these options:

Add a new course

Edit a Course record

Start the New Course process. If you want to change information for an

The default location of this process is the

existing course, search for the course.

Reserve Bookroom\Course folder on the For instructions, see Searching for a

navigation bar.

Course on page 11.

Horizon opens the Edit Reserve Course window:

Setting Up or Changing a Course Record
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H'Edit: Reserve Course !l:l -
- Courze Info—  Mew I‘ Delete HHis‘u:\ry of Educstion inthe Unit ed S‘taj_ 1 of1
For a new course, Horizon

automatically assigns the Course Mo 4
course number. Location |mainres Costigan Librag Resene Codes |

Course Name |History of Educstion inthe Urited States

De=zcription IGradua{e lewvel course

Cormrmetit I

Created 12/28M3935 Updsted 12/28M935 Aftached

Mo, of Tikles 5 Ma. of Instructors 1
For a new course, Horizon Course SroUp ND. Group Description IGradua‘te lewel course
autornatically assigns the ]
course group number.
Close I Save | Famer g | Page By | Page 1 of 1

Ifyau save this record without entering
up description, Harizon enters

urse description in this field.

2 Complete or update these fields:

Field Action

Enter the location where you want to store this record, or
Location click Codes to choose from a list.

(For example, enter “main reserve”.)

Enter the name of the course.
Course Name
(For example, enter “Math 101”.)

Enter a description of the course.

Description (For example, enter “Math Theory required for all
freshmen”.)
Comment Enter any comments about the course.

If this course has multiple names, or sections, enter a
Group Description description for the group of course names.

(For example, enter “Introduction to math theory”.)

3 Save your changes.

If you add a new course, Horizon automatically assigns the course number and
group number.

4 If the course has multiple names, or sections, do these steps:
a In the Course Info group, click New.

Horizon displays a blank record.
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— Course Info— Kew |— Delete |— Economics 101: 62 1: Reqguired for all | =t——et — Click here to

Course Ma.

Loz ation
Course Mame
Dezcription
Cormmett

Created
Ma. of Tiles
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b Enter the alternate name in the Course Name field.

¢ Complete the remaining fields with new information or the same information
you entered in step 2 of this task.

d Save your changes.

Horizon adds the new course name and information:

5 Econormics 101:5: 1: Reguired for all = | Lee ;1|| of thE-

Imainres Costigan Tibrag: et ene Codes | COUrse names.

|Economics 101

|F-!equired for all Ezomarics msjors

12428/ 935 Updlated 044 852002 Aftached
& Ma. of Instructors 1

Cloze I

Course Group Mo, 5 Group Description I|n‘trod|_,|‘tion‘to roath theory

SEE | Fage g | Fage Duwnl Page 1 of 1

Adding

a Course to an Instructor

Before you can reserve items for an instructor, you must link one or more courses to
the instructor. Once you link these records, the course remains linked to the
instructor. You can have more than one instructor linked to the same course. (For
instructions, see Adding an Instructor to a Course on page 28.)

To add a course to an instructor

1 Search for the instructor to whom you want to add the course.

2 If Horizon displays a list of instructors, choose the one you want.

3 Click Titles.

Horizon displays the courses and titles linked to the instructor:

Adding a Course to an Instructor

26



Chapter 3: Setting Up Course and Instructor Records

IHi! Titles for: Harmburg, Walter :

(lNE=lo il sic of the 20th Cenfury Fird Course ... |
)]

Title Archived Statuz/Mo. Reguired

H 1. Capricaorm concerto [ Essay no. 1 for B ctive 1 ;I
2. Caonfronting Stravinsky : man, Boctive 1
3, Ergdnzungsband zur Gustay Mahler Hitive 1
4. Sangs of Brahmz and Copland Bctive 1

=

Eelection I Taotal: 4

Edit New | Sort... | Dizplay...

4  (lick Find Course.

Horizon displays the List Reserve Course window.
5 Choose the course you want to add to the instructor.
6 Click Found.

If your Add Course to Instructor default is set to “add all or selected titles”,
Horizon displays the Select Titles for Course window:

M Select titles for: Swiz= History

Mo. Required /Tile Archived Status
ﬁ' 1. The Classic era : [readings] £ Bctive d
1
2. The thiteenth-centuny church at St Bctive

1

Selaction I Tatal: 2
Cancell ire ] | Acied Al |

For instructions on setting session defaults, see Setting Reserve Session
Defaults on page 7.

7 If Horizon displays the Select Titles for Course window, do one of these options:

e If you want to link only certain titles to the instructor, highlight the titles,
then click Add.

 If you want to link all of the titles to the instructor, click Add All

Horizon adds the course and selected titles to the instructor:
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History

COUrsEs  |Music of the 20th Cerfury Find Course . |

Title Archived StatuzsiMo. Required
=
[
Eelection I Taotal: 0
Exclit MNew | Sort. . Dizplay... |

Adding an Instructor to a Course

If a course is taught by more than one instructor, you can link additional instructors
to the course. (For example, an instructor might have an assistant that teaches a
course, or a different instructor might teach the course depending on the semester.)

You can reserve items for all instructors linked to a course.

To add an instructor to a course

1 Search for the course to which you want to add the instructor.

2 If Horizon displays a list of courses, choose the one you want.

3 Click Titles.

Horizon displays the instructors and titles linked to the course:

IH! Title= for: Economics 1

Exclit MNew | Sort. .

Inztructars Agd Instr. |
(Al

Trtle Archived StatusiMo. Reguired

ﬁ 1. Applied econormics. Btive 1 ﬁ
2. General equiliberiun, B ctive 1
2. Project evalustion : a unified Boctine 1
4. Readings on the developrment of the B ctive 1
8. Today's ismsz : communism, fascism, Btive 1

[
Eelection I Tatal: &

Dizplay...

Adding an Instructor to a Course
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4 Click Add Instr.

Horizon displays the List Reserve Instructor window.
5 Choose the instructor whom you want to add to the course.
6 Click Found.

If your Add Instructor to Course default is set to “add all or selected titles”,
Horizon displays the Select Titles for Instructor window:

Il Select titles for: Jones Deborah

Mo. Required itle Archived Status
H 1. Dependence and interdependence in Botive d
1
2. Equality and freedom in education : a Boetive
1
3. Involvement in learning : realizing the B tive
1
4. Pastzchool education f Active
1
5. Sociology of adult educ ation B tive
1
[

Selection I Total 5
Cancell frele} | Acdd Al |

For instructions on setting session defaults, see Setting Reserve Session
Defaults on page 7.

7 If Horizon displays the Select Titles for Instructor window, do one of these
options:

« If you want to link only certain titles to the instructor, highlight the titles,
then click Add.

e If you want to link all of the titles to the instructor, click Add All

Horizon adds the instructor and selected titles to the course:

Removing an Instructor from a Course

If necessary, you can remove an instructor from a course without deleting the
Instructor record from Reserve Bookroom. (For example, you may want to remove
an instructor from a course if the instructor no longer teaches that course.)

To remove an instructor from a course

1 Search for the course from which you want to remove the instructor.
2 Click Titles.

Horizon displays the Titles for Course window:
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! Title= forz Early Childhood :

£4d Instr. . |

Trtle Archiwed StatuiziMo. Peguired

ﬁ 1. Children of time and space. of action A ctive 1 ;I
2. Joumnal of management caze studies. Bctive 1

L

Zelection I Tatal: 2

Edit Mew | Sort... | Display...

3 Highlight the instructor whom you want to unlink from the course.

4 If there are any titles attached to the instructor, unlink each title. (For
instructions, see Unlinking a Reserve Title on page 88.)

Horizon automatically removes the instructor from the course.

! Titles for: Early Childhood :

Trtledlnstructor Archived Statuz/Mo. Reguired
M=F 1. Children and artteaching / Active i) =
Jones, Deborah
2, Disuptive children, disnaplive Btive 1
Jones, Deborah
3. Organizing instruction in early Betive 1
Jones, Deborah
4. & psychological the ony of wark Mctive 1
Jones, Deborah _I
-
Selection I Tital: 7
Edit =0 | Sott.. | Dizplay...

Removing a Course from an Instructor

If necessary, you can remove a course from an instructor without deleting the Course
record from Reserve Bookroom. (For example, you may want to remove a course from
an instructor if the instructor no longer teaches that course.)

To remove a course from an instructor

1 Search for the instructor from whom you want to remove the course.
2 Click Titles.

Horizon displays the Titles for Instructor window:
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H! Title= for: Berntsen, Larry:

This instructor teaches  ——

B0 COLrses,

Fimd Courze ... |

Title Archiwed StatusiMo. Reguired

=

Lelection I

Edit Mew | Sort.. | Dizplay...

Tatal: 0

Highlight the course that you want to unlink from the instructor.

If there are any titles attached to the course, unlink each title. (For instructions,

see Unlinking a Reserve Title on page 88.)

Horizon automatically removes the course from the instructor.

Hi! Titles for: Berntsen, Larry :

EBuEEs Find Covrse .. |
This instructor niowe — i) il
teaches only one course,

Trile Archiwed Status/Mo. Reguired
H 1. L'impressionnisme dans école de Bitive 1 ;I
Z. Letteratura aristica dell'etd Bitive 1
F Medernism and medamity the Aotive 1
4. Repertorio de grabados espafinles en Bctive 1
5. Schatzkarmrmer der Deutzchen @ aus Bctive 1
[~

Eelection I

Exdit Mew | Sort... | Display...

Total: 5

Removing a Course from an Instructor



Chapter 4: Reserving Library-Owned
Items

This chapter explains how to prepare items that your library owns for reserve. It also
explains how to place these items on reserve.

This chapter contains these sections:

¢ About Reserving Library-Owned Items on page 32
* Creating a Reserve Title Record on page 33

¢ Placing an Item on Reserve on page 35

« Flagging Items for Reserve on page 40

* Using a Pick List Report on page 42

+ Editing Reserve Information for a Title on page 43

¢ Changing Reserve Item Records on page 46

About Reserving Library-Owned Items

After you create Instructor and Course records, you can place items from your library
catalog on reserve. You can reserve an item for an instructor or course after you
retrieve the item from your main location. You may require an instructor to bring the
item to the reserve location or you may have staff members that search for items
that instructors want to place on reserve.

Once you place an item on reserve, you can circulate reserve items according to the
circulation parameters you set up for your reserve location and the ITYPE of reserve
items. (For more information, see Defining Reserve Circulation Privileges on page
15.)

If a library-owned item is currently checked out, but you need to place it on reserve,
you can flag the item for reserve. When the item is checked in at the circulation desk,
Horizon prompts staff members to place the item on reserve.

Remember that you must do all reserve tasks in the reserve location. (For
instructions on switching to a reserve location, see Switching to a Reserve Location
on page 6.)

About Reserving Library-Owned Items
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Creating a Reserve Title Record

Before you can reserve items for an instructor, you need to link the titles of the
items to a course that the instructor teaches. You can link existing titles from your
library catalog to an instructor or course. Horizon creates an
Instructor/Course/Title (ICT) record that links an instructor, course, and title
together. Users can then search for items by instructor, course, or title.

To create areserve Title record

1 Search for the course to which you want to link a title.

Note: You can also create a reserve Title record by first searching for the
instructor and then choosing the course that you want to add the title to.

Horizon displays the List Reserve Course window.
2 Choose the course that you want to add the titles to.
3 Click Titles.

Horizon displays the instructors and titles for the course.

4 Highlight the instructor to whom you want to add titles.

Horizon displays a list of titles linked to the instructor:

IH! Titles for: Economics 101 :
Inztructors eborah Add Inztr. .. |
Sturm Leanard
(Al
Title Archived Statuz/Mo. Reguired
ﬁ 1. Dependence and interdependence in Aictive 1 ;I
2. Equality and freedom in education : a Bctive 1
3 Postichool education s fctive 1
[
Zelection I Total: 2
Edit New | Sort... | Dizplay...
5 Click New.

Horizon displays the Identify a Title window:

Creating a Reserve Title Record
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lclertify & Title

To add 5 nevy Resenve Title recond, you muost first
identify a title by selecting one from PAC or
creating a Short Bib

Creste Short Bib | Carcel I

Click Search PAC.

Search for the title you want. (For instructions, see the “Searching” chapter of the

Horizon Basics Guide.)

Highlight the title you want.

Press F10 or choose Edit, Send to.

Horizon opens the Send To dialog box.

Double-click the process to which you want to send the title.
Horizon opens the Edit Reserve Title window:

H!Edit: Reserve Title !IEI E

Title The Joy of Music Archived

—Course — hew Delete H3:1 j— 1otd

Course Group 1 Euney of Fihi centugs muosic

Instructor Mo, = Zemfsen. Lang

Mo, Required |1
Date: Res. |D4.|‘181‘2l302 iithlr . IDQICI'IJ?DDQ Reactiv. I

Cammert |

“Setting Resory e Session
Defaults™.)

11

Status  (* Active O Mot Active

Copies Required: Active Mot Aactive Prowizional

airmum Meeded I
Mo of ftems: On Reserve 0 A Cther Locations 0O Archived O

CIDSBI Save | tems I e &rchives |

Complete or update these fields and options:

Field Action

No. Required

Reserve Date

place on reserve.

reserve.

Creating a Reserve Title Record

Enter the number of copies of the title that you need to

Enter the date when you want to place this title on

34
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Field Action

Enter the date when you want to withdraw this title from
reserve.

Withdrawal Date

Enter the date when you want to place this title on
reserve again.

Reactivation Date

Enter any comments (up to 255 characters) about the

title.
Comment . .
(For example, if you have several volumes for one title,

enter “vol. 3”.)

Do one of these options:
¢ If you want to place this title on reserve, or you want
users to be able to search for the title, mark Active.
Status » If you do not want to place this title on reserve, or you
do not want users to be able to search for the title
when all other ICT records for the title are also
inactive, mark Inactive.

Enter the maximum number of copies that you need to

Maximum Needed
place on reserve.

12 Save your changes.

Horizon links the title to the instructor and course.

Placing an Item on Reserve

When you place an item on reserve, Horizon updates the item status to “checked in”
in the reserve location. You can then begin circulating the item in Reserve
Bookroom. At this time, you can temporarily change the item’s ITYPE, call number,
and collection if necessary. When you withdraw the item from reserve, Horizon
restores the owning location, ITYPE, call number, and collection on the Item record.

This section explains these topics:
¢ Reserving a Single Item on page 35

¢ Reserving a Group of Items on page 37

Reserving a Single Item

After you retrieve an item, you can place the item on reserve when you link the
item’s title to a Course or Instructor record.

Before you begin, make sure there is an active Title record for the item you want to
place on reserve. (For instructions on changing the status, see Editing Reserve
Information for a Title on page 43.)

Placing an Item on Reserve
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To reserve a single item

1 If you have not already done so, create a Title record for the item. (For
instructions, see Creating a Reserve Title Record on page 33.)

2 On the Edit Reserve Title window, click Items.

Horizon lists all of the copies (items) for this title:

! temns for: The firet show : painting and sculptur e from eight collecti... !l:[

LocationCopy  Collection Statuss Call Ma.
M=% 1. Costigan Library NS020.LE M 1983 | -]
flain Stack: Checked In

[

Selectioh I Tatal: 1

Ediit Iew | Flag for Feserve | Flace on Reserve Flag for Withdrawal |

3 Highlight the item that you want to place on reserve.
4 (Click Place on Reserve.

Horizon displays the Edit Saved Item Variables window:

M Edit: Saved fem Variables

kemno. 14 Barcode mql4
hem status

Checked in
Locsation  main Costigan Libag
kem type b Fooks
Collection mainstx  Afain Stacks
Callno. Ho020.LE ME 1983 Call Type

Reserve: Location mainres  Costigan Librags Hesene

kem type Ibl Eochs Codes |
Collection Imainstx Marn Ftacks Codes |

Call INSDQD.LE hig 1983

Saved Call Type Copy Stmrd |
Closel Save | Famellsy I Page annl Page 1 of 2

Note: If you set up session defaults, Horizon may automatically complete some
fields. (For more information, see Setting Reserve Session Defaults on page 7.)

5 Complete or update these fields:

Placing an Item on Reserve 36
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Field Action

Enter the item type (ITYPE) you want to use for this item

Item Type
yp in the reserve location, or click Codes to choose from a list.
. Enter the collection that you want this item to belong to in
Collection . . :
the reserve location, or click Codes to choose from a list.
Call Enter the call number for this item.
Enter any comment about this copy.
Copy Stmnt. e s . « ”
(For example, if this is one of three copies, enter “copy 3”.)
Check In Note Enter a note for reserve staff who check in this item.

6 Save your changes.

The item is now checked in to the reserve location and available for circulation.

! temns for: The fir =t show : painting and sculpture from eight collecti... !l:l

LocationiCopy  Collection Statusi Call Mo.
M=% 1. Costigan Library Resewe NS0Z0 LG ME 1953 2]
Main Stacks Checked In

]

Lelaction I Tatal: 1

Ediit ey | Flag for Reserve | Place on Reserve Flag for Withdramal |

Reserving a Group of Items

If you have a large number of items that you need to place on reserve, and you have
already created Title records for each item, you can retrieve the items and place
them on reserve at the same time.

Before you begin, make sure there is an active Title record for the item you want to
place on reserve. (For instructions on changing the status, see Editing Reserve
Information for a Title on page 43.)

To reserve a group of items

1 Start the Place Items on Reserve process.

Placing an Item on Reserve
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Horizon opens the Place Items on Reserve window:

Place kermns on Reserve

Barcode I

TitlefCollectionSCal Mao.

I [ss]

Copy Courses  Instructors

=

Edit: tem |

Lelaction I
(] 4 I Close |

Title Recard

Tatal: O

Do one of these options:

e Enter the item'’s barcode in the Barcode field, then click OK.

e Scan the item’s barcode.

Horizon displays the Edit Saved Item Variables window:

M Edit: Save d fem Variables E

ftem no.

em status

231

Barcode mgs31
Checkes fn

4' Locsation

main

Cosiigan Librag:

tem type
Callection
Callng.

B
muzic
11018

Fowad Recercing
Musical Becoroings

Call Type

—| Reserve: Location

mainres

Costégan Librag: Resene

ftem type
Collzction

Call

Saved Call Type

ISI’

Eownd Fecording

In‘ll.lSiG Musica! Recordings

s

Cloze I Save |

Copy Sttt I

Faoe g I Page Down |

Codes

Codes

Page 1 of 2

Note: If you set up session defaults, Horizon may automatically complete some
fields. (For more information, see Setting Reserve Session Defaults on page 7.)

Complete or update these fields:

Placing an Item on Reserve
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Field Action
[tem Tvpe Enter the item type (ITYPE) you want to use for this item
yp in the reserve location, or click Codes to choose from a list.
. Enter the collection that you want this item to belong to in
Collection . . ]
the reserve location, or click Codes to choose from a list.
Call Enter the call number for this item.
Enter any comment about this copy.
Copy Stmnt. o )
(For example, if this is one of three copies, enter “copy 3”.)
Check In Note Enter a note for reserve staff who check in this item.

4 Save your changes.

5

Horizon adds the item to a list of reserve items:

Hi!Place kems on Reserve !l:[
Barcode I—
TilefCollectioniCall fo. Copy Courses  Instructars
T=> 1.Songs of Brahms and Copland 1 H ﬂ

music 11018

Selection I Tatal: 1
Ok I Cloze | Edit Rem | Title Record |

If you want to edit the Item or Title record, do these steps:
a Highlight the item, then click Edit Item.

(For instructions on editing the Item record, see Editing the Item Record
While Placing an Item on Reserve on page 46.)

b Highlight the item, then click Title Record.

(For instructions, on editing a reserve title, see Using a Pick List Report on
page 42.)

Important: At this point, you should review the Title record to verify that the
withdraw cataloging action for any library-owned title is not set to “Discard
Item” or “Discard Item and Bib.” (For more information, see Choosing a
Withdrawal Cataloging Action on page 78.)

Repeat steps 2 through 5 for each item that you want to place on reserve.

Placing an Item on Reserve
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7 Click Close.

Flagging Items for Reserve

When you place items on reserve, you must retrieve the items from the owning
location and store them at the reserve location. If your library owns these items and
they are normally located in the library’s main stacks, you can flag the item record
for these items to indicate they need to be placed on reserve. If an item is currently
checked out, Horizon alerts staff members when the item is returned that it needs to
be placed on reserve. (You can customize the text of this message. For instructionse,
see Setting Up a Reserve Location Record on page 13.)

When you flag an item for reserve, Horizon changes the item’s status to “rb” (reserve
bookroom) and adds the item to a Pick List. You can then print the Pick List to use as
a reference to retrieve the items. (For instructions, see Using a Pick List Report on
page 42.)

Before you begin, make sure the Title record for the item you want to place on
reserve has an “Active” status; otherwise, you cannot search for the item in reserve.
(For instructions on changing the status, see Editing Reserve Information for a Title
on page 43.)
To flag items for reserve
1 Search for the instructor or course linked to the title that you want to reserve.
2 Highlight the course or instructor with the title you want.
3 Click Edit.

Horizon displays the Edit Reserve Title window.

4 (Click Items.

Horizon lists all of the copies (items) for this title:

Hi!itemns for: Labour law and industrial relations in Japan !: tem Edit for F... =]

Location/Copy  Callection StatusiCall Mo

This itermis currently checked -
in at the main location and W=k 1 [Costigan Library E1.28:5ERIS d
stared inthe main stacks. | Main Stacks LChecked In
2. Costigan Librany HKGQPO H2E 1925
Main Stacks Checked In

Selection I Tetal: 2

Eudit Plew | Flag for Reserve | Place on Reser\rel Flzg for Wit herawsl |

5 Highlight the item that you want to flag for reserve.

Flagging Items for Reserve 40
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6 Click Flag for Reserve.

Horizon opens the Edit Saved Item Variables window:

M Edit: Saved tem Variables

When yvou flag a library- fem no .

525 Barcode mg3310

oveniad iterm for

% 4‘ fem status

1] Reiene Beokroem |

Haorizon changes the Location
itern status to b

tem type

Collection

Callno.

Resetwe: Location

tern type
Collzction

Call

Saved Call Type

main Crstigan Librags
b Eoeks

mainste  Main Stack

E 1.28:5ERME Call Type

Crstigan Librags Aesene

Ib Eooky
Imainstx Main Slacks

[E 1.28:3ERI15

Copy Strart I

mainres

Codes |

Cones

i

Close I

Save | Eame g I Page Downl Page 1 of 2

Note: If you set up session defaults, Horizon may automatically complete some
fields. (For more information, see Setting Reserve Session Defaults on page 7.)

7 Complete or update these fields:

Field Action
Enter the item type (ITYPE) that you want to use for this
Item Type item in the reserve location, or click Codes to choose from a
list.
. Enter the collection that you want this item to belong to in
Collection . . :
the reserve location, or click Codes to choose from a list.
Call Enter the call number for this item.
Enter any comment about this copy.
Copy Stmnt.

(For example, if this is one of three copies, enter “copy 3”.)

Check In Note Enter a note for reserve staff who check in this item.

8 Save your changes.

Horizon changes the item status to Reserve Bookroom:
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H! temns for: Labour law and industrial relations in Japan /: tem Edit for .. !IEI

itermis flagged for reserve,
evon though itis still located
in the main library.

9

Location/Copy  Callection Statusricall Mo.
MW= 1. Costigan Library E1.28:5ERM S A
Tam Stacks Reseme Bookoom
2. Costigan Librany KOPO H2E 1985
Main Stacks Checked In

Zelectian I Total: 2

Euciit Pew | Flag for Reserve | Place on Rﬁser\rel Flzg for Wit horawwsl |

When the item becomes available, place it on reserve. (For instructions, see
Placing an Item on Reserve on page 35.)

Using a Pick List Report

Afte

r you flag an item for reserve, you can generate and print a Pick List report. This

report lists all of the items that you need to retrieve from other locations, such as the
owning location, and place on reserve. You can choose the location for which you want
to generate the Pick List. After you retrieve the items, you can use a Pick List to

plac
You

e the items on reserve.
can generate these types of Pick Lists:

Prepare and Show. Lets you generate a list of items that are checked in to
another location and that you need to retrieve and place on reserve. Horizon flags
each item for reserve and changes the item status to “rb” (reserve bookroom).

Show. Lets you generate a list of items from a previous Pick List, that have not
yet been placed on reserve. This type of Pick List is useful when a Pick List has
been prepared, but not yet printed.

Cumulative. Lets you generate a list of items with a reserve bookroom (rb)
status at another location.

To use a Pick List report

1

Using a Pick List Report

Start one of these Pick List processes:
e Pick List: Prepare and Show

¢ Pick List: Show

e Pick List: Cumulative

The default location of these processes is the Reserve Bookroom\Reports folder
on the navigation bar.

Horizon displays the List Reserve Bookroom Pick List window:
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Thi Pick List lists the items
that you need to place on
reserve from the location

vou choose,

2
3

This itermis now
checked in at the

TrleiCollections Call Mo.

Copy

Barcode Mo Status

CApplied economics.
mainst:  HB171 AB219285

Music atthe Wwhite House : a histery efthe America
mainsts  WILZ00.E W3 K57

. Children and artteaching /
mainsts  M3IE2 G4E 1985

r

ol

.

rmainst FZ2.032 EM44
. Capricorn concerto | Essay no. 1 for orchestra f

music 103263

h

. Grounds of liability : an introduction to the philosophy of b

rb d
rmg3041

n rb
Inb=t]

rb
mql109

rmg3<0
rh
rmge0s

Selection I
Place on Reserve I

Sort... |

Tatal: 5

If you want to print the list, choose File, Print.

If you want to place an item on reserve, highlight the item, then click Place on

Reserve.

Horizon changes the item status and places the item on reserve:

resere location,

List: Reserve Bookroom Pick List - from Costigan Library
TrleiZallection,Call Mao. Copy Barcode Mo iStatus
1. Bpplied &conomics. rb d
rainst HE171 ABZ 1385 rng30d
2. Muzic gtthe Wwhite House ;2 history of the American rk
rainst MLZ00.2 W3 KS7 rmgs33
3. Children and artteaching rb
maingts  MIE2 .G4E 1988 1102
4. Grounds of liability : an introduction to the philosophy of  rb
rainst FZ2.0.383 EM44 rng3a0
H 8. Capricom concerto ; Essay no. 1 fororchestra f
music 10363 rmgs0s
fhd
Selection I Total: 5
Place on Reserve I Sort... |

4 C(Close the List Reserve Bookroom Pick List window.

Editing Reserve Information for a Title

After you link a title to an instructor, or place an item on reserve, you can edit the
reserve information for the title. You can do this at any time as changes become
necessary. (For example, you may need to postpone the date when you want to place
an item on reserve, or cancel the reactivation date.)

43
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To edit reserve information for a title
1 Search for the instructor linked to the title that you want to edit.

Note: You can also edit reserve information for titles by first searching for a
course, then choosing the instructor linked to the title you want to edit.

Horizon displays the List Reserve Instructor window.
2 Choose the instructor linked to the title that you want to edit.
3 Click Titles.

Horizon displays the courses and titles for the instructor.
4 Highlight the course linked to the title that you want to edit.

Horizon displays a list of titles linked to the course:

! Title for: Hamburg, Walter :

SV E=ER Lsic of the 20th Cerfury Find Course . |

Swiss History
(Al
Trtle Archiverd StatuziMo. Reguired
ﬁ‘ 1. Capricamn concerte ; Essay na. 1 for Bctine 1 ;I
2. Confranting Stravinsky : man, Bctine 1
3. Erganzungsband zur Gustar Mahler Btive 1
4. Saongs of Brahms and Copland B ctive 1
e

Zelection I Total: 4

Exclit MNew | Sort. . | Dizplay...

5 Highlight the title you want to edit.
6 Click Edit.

Horizon displays the Edit Reserve Title window:
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IH!Edit: Reserve Title

Title Capricomn concerto ; Ezzay no. 1 for orchestra §

0] X]

Archived

- Course —  hew Delete H1:1
1

Course Group

Instructar Mo, 1 Mamdbong Wadter

j— 1afz -

hdsinum Meeded |4
Mo . of Rems: On Reserve 1

Close I

SEe | tems |

Mo, Reguired |1
Date: Res. |12r23,r1 elety Witkdr . ||:|3,r1 B/ 996 Reactiv. I
Caomment |
Statuz 0 Active O Mot Active
Copies Required: Active 2 Mot Active 0 Provizional O

At Cther Locstions O

tem Archives

Archiwed 0

7 Complete or update these fields and options:

Field

No. Required

Reserve Date

Withdrawal Date

Reactivation Date

Comment

Status

Maximum needed

Action

Enter the number of copies of the title that you need to
place on reserve.

Enter the date when you want to place this title on reserve.

Enter the date when you want to withdraw this title from
reserve.

Enter the date when you want to place this title on reserve
again.

Enter any comments (up to 255 characters) about the title.

Do one of these options:

¢ If you want to place this title on reserve, or you want
users to be able to search for the title, mark Active.

¢ If you do not want to place this title on reserve, or you do
not want users to be able to search for the title when all
other ICT records for the title are also inactive, mark
Inactive.

Enter the maximum number of copies that you need to
place on reserve.

8 Save your changes.

Horizon displays the Titles for Instructor window.

9 Repeat steps 5 through 8 for each title that you want to edit.
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Changing Reserve Item Records

You can edit Item records for items after you place them on reserve or at the same
time you place them on reserve. (An Item record represents a specific copy of a title.)
When you place an item from your library catalog on reserve, you create a Reserve
record for the item. After you place the item on reserve, you can edit information
about the item. (For example, if you have more than one reserve location, you may
need to change the reserve location.) This is also important if you need to change the
item type (ITYPE) in order to change the loan period or other circulation privileges.
(For example, you may let borrowers check out a book for two months from the main
location, but for only one week or five hours from the reserve location.) You can also
assign an owner to an item. (An owner is any individual or institution that owns an
item.)

This section explains these topics:
+ Editing the Item Record While Placing an Item on Reserve on page 46
+ Editing the Item Record After Placing an Item on Reserve on page 49

¢ Assigning an Owner to a Reserve Item on page 52

Editing the Item Record While Placing an Item on Reserve

If you need to, you can change information in the item record for an item that you are
in the process of placing on reserve. (For example, you may need to give the item a
temporary barcode while it is in the reserve location, or you may need to change the
withdrawal instructions.)

To edit the Item record while placing an item on reserve

1 Place the item on reserve. (For instructions, see Placing an Item on Reserve on
page 35.)

2 At the Place Items on Reserve window, click Edit Item.

Horizon displays the Edit Place Items on Reserve window:
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IED!Edit: Place fems on Reserve [_ O]

tem Barcode IquED term Mo, 220 Bibx Mo, 237

Created 1410842395 Updated 04ME/2002
Locationn mainnes Costipan Libeags Resans
Kem Twpe Iper Fenrdfcals Codes

Ip

Collection Fenrdfcals Codes

Call Ma. |HF5343 B9

Call Type I Cores

g

Copy Stmnt. |
Motes I
Closel SEE | Eame g | Page Do Page 1 of 2

3 Complete or update these fields:

Field Action
Item Barcode Enter or edit the barcode of the item.

Enter the item type (ITYPE) that you want to use for this item

Item T
em 1ype in the reserve location, or click Codes to choose from a list.
. Enter the collection that you want this item to belong to in the
Collection ) . .
reserve location, or click Codes to choose from a list.
Call No. Enter the call number for this item.
Enter the type or call number for this item, or click Codes to
Call Type choose from a list.
(For example, the item may have a Dewey call number.)
Enter any comment about this copy.
Copy Stmnt. o )
(For example, if this is one of three copies, enter “copy 3”.)
Notes Enter any notes about the item.

4 (lick Page Down or resize the window to display these fields:
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withelr. Instr. I
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i~ Archive tem

Codes I

(" Discard kem  { Discard kem and Bib

tem Status 0 Checkeo in
Checkin Mote |
Last Checkout Use Court O
Due Tirre Ot tae Borrower Mo,

Ma. of Pieces Mo. of Fenewals 0 Mao. of Phone Renewals 0

Reserve Date

Owrer Cnstr.

Close I SHE | Page Up | Bage B | Page 2 of 2

5 Complete or update these fields and options:

Field

On Withdr

Changing Reserve Item Records

Action

Choose one of these options:

¢ None. If you want to keep both the Title and Item records
in Reserve Bookroom when you withdraw these items,
mark this option.

e Discard Item. If you want to delete the Item record from
Reserve Bookroom and Horizon when you withdraw
these items, mark this option.

¢ Discard Item and Bib. If you want to delete both the
Item and Title records from Reserve Bookroom and
Horizon when you withdraw these items, mark this
option.

¢ Archive Item. If you want to archive the Item record in
Reserve Bookroom when you withdraw these items, mark
this option.

¢ Archive Item and Bib. If you want to archive both the
Item and Title records in Reserve Bookroom when you
withdraw these items, mark this option.

If more than one item is linked to the title, you cannot
archive the Title record.

Important: If you are working with library-owned items, do
not mark the “Discard Item” or “Discard Item and Bib”
options; otherwise, when you withdraw library-owned
items, Horizon deletes the Item or Title records from your
system. (For more information, see Choosing a
Withdrawal Cataloging Action on page 78.)

48



Chapter 4: Reserving Library-Owned Items

49

6

Field Action

Click Codes and choose the withdrawal instruction that you

. want to use for these items, or to create new instructions.
Withdr Instr ] ) . .
(For more information, see Setting Up Withdrawal

Instructions on page 72.)

Check In Note Enter a note for reserve staff who check in this item.

Save your changes.

Editing the Item Record After Placing an Item on Reserve

If necessary, you can change information in the item record for an item that you
have already placed on reserve. (For example, you may need to give the item a
temporary barcode while it is in the reserve location, or you may need to change
the withdrawal instructions.)

To edit the Item record after placing an item on reserve

1

2
3
4

6

Search for the instructor or course linked to the titles that you want to change.
Highlight the course or instructor linked to the title that you want.

Highlight the title that you want.

Click Edit.

Horizon displays the Edit Reserve Title window.

Click Items.

Horizon lists all of the copies (items) for this title:

IHi' tems for: The International Financial Markets Institute /: temn Edit for ...

LocationsCopy  Collection StatussCall Ma.
M=F  1.Costigan Library Resenve K1114 158 1985 [« ]
Mlain Stacks Checked In

Selection I Tatal: 1

Ediit Mew | Flag for Reserve | Place on Reserve Flag for Wit horswal |

Highlight the item that you want to edit.
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Important: Make sure that the item you choose is located in the reserve library;
otherwise, you may inadvertently edit an item that belongs to another location.

7 Click Edit.

Chapter 4: Reserving Library-Owned Items

Horizon displays the Edit Item Edit for RBR window:

! Edit: hem Edit for RBR

ftern Barcode

Createcd

Location
tern Type
Colection

Call Mo.

Imq942 Rem Mo, 942

11 0EM 335 Upclated 04482002

Imainreg Cestipan Likrag: Resene

Ib Eooks

Imainstx Maig Efachs

Jkk1114 155 1988

Copry Skt I
Motes

I[=] B3

Bl Mo. 731

Codes |

Codes

Codes

Close I SEWE | Fane (g

[ |
[-]

Chrrer Page 1 of 2

8 Complete or update these fields:

Field

Item Barcode

Location

Item Type

Collection

Call No.

Action

Enter or edit the barcode of the item.

Enter the reserve location for this item, or click Codes to

choose from a list.

Note: If you placed the item on reserve, changing the

reserve location does not change the owning location for an

item. Horizon saves the owning location so that you can

return the item when you withdraw it from reserve.

Enter the item type (ITYPE) that you want to use for this
item in the reserve location, or click Codes to choose from a

list.

Enter the collection that you want this item to belong to in
the reserve location, or click Codes to choose from a list.

Enter the call number for this item.

Enter any comment about this item.

Copy Stmnt.

Notes

(For example, if this is one of three copies, enter “copy 3”.)

Enter any notes about the item.

9 C(lick Page Down or resize the window to display these fields:

Changing Reserve Item Records
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Horizon saves the owning
location, ITYPE, collaction,
and call number so thatyou
can return the iterm after you
withdraw it from resery e,

i Edit: kemn Edit for RBR [_ (O] ]
Cn Withdr. = " Discard ftem ¢ Discard lem and Eib
i Archive tern  Archive fem and Bk
ithdr. Inztr. I Codes |
ke Status i Chaeked ln
Chekin Mote: |
Last Checkout 0342773936 Use Court O
Due Time Cutto Borrower Mo,
Ma. of Pieces 0 Mo, of Renawal: O Ma. of Phote Rerersls 0
Reserve date Saved uge count 2
Saved location moain Costigan Librage
Saved itype b Erriy
Cloge I SEWE | Page Lp | Pame Down | Qner Page 2 of 2

10 Complete or update these fields and options:

Field

On Withdr

Action

Choose one of these options:

¢ None. If you want to keep both the Title and Item
records in Reserve Bookroom when you withdraw
these items, mark this option.

» Discard Item. If you want to delete the Item record
from Reserve Bookroom and Horizon when you
withdraw these items, mark this option.

¢ Discard Item and Bib. If you want to delete both the
Item and Title records from Reserve Bookroom and
Horizon when you withdraw these items, mark this
option.

¢ Archive Item. If you want to archive the Item record
in Reserve Bookroom when you withdraw these items,
mark this option.

¢ Archive Item and Bib. If you want to archive both
the Item and Title records in Reserve Bookroom when
you withdraw these items, mark this option.

If more than one item is linked to the title, you cannot
archive the Title record.

Note: If you are working with library-owned items, do
not mark the “Discard Item” or “Discard Item and Bib”
options; otherwise, when you withdraw library-owned
items, Horizon deletes the Item or Title records from
your system. (For more information, see Choosing a
Withdrawal Cataloging Action on page 78.)
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Field

Withdr Instr

Check In Note

Chapter 4: Reserving Library-Owned Items

Action

Click Codes and choose the withdrawal instruction that
you want to use for these items, or to create new
instructions.

(For more information, see Setting Up Withdrawal
Instructions on page 72.)

Enter a note for reserve staff who check in this item.

11 Click Page Down or resize the window to display these fields:

Saved call no.

Owner [Instr .

IEiEdit: ltern Edit for RBR | _ O] ]
HS020LE ME 1923 Copy stmnt
Codes |
Page Up | Bame Do Dwyrer Page 2 of 2

Close I

SEE |

Saved collection mainst:  Adaio Stacks

Call Twpe I

12 In the Call Type field, enter the type or call number for this item, or click Codes
to choose from a list. (For example, the item may have a Dewey call number.)

13 Save your changes.

Assigning an Owner to

a Reserve Item

If you want to, you can assign an owner to a reserve item. (An owner is any individual
or institution that owns an item.) You can choose an owner from the list of
instructors, or you can create a new owner.

Assigning an owner to a reserve item may be helpful if the owner of an item is
different than the instructor who wants to reserve the item. It may also be helpful if
you have a generic instructor, such as “English Department”, and the item belongs to
an individual faculty member (for example, “Dr. Peer”).

In addition to the withdrawal instructions, an owner can indicate to reserve staff
members what to do with an item after withdrawing it. (For example, the withdrawal
instructions may be “Return Item to Owner” or “Inform owner item is no longer on

reserve.”

Changing Reserve Item Records
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To assign an owner to a reserve item

1

2
3
4

6
7

Search for the instructor or course linked to the titles that you want to change.
Highlight the course or instructor linked to the title that want.

Highlight the title that you want.

Click Edit.

Horizon displays the Edit Reserve Title window.

Click Items.

Horizon lists all of the copies (items) for this title:

! tems for: The International Financial Markets Institute /: temn Edit for ...

Location/Copy Collection StatussCall Ma.
=¥ 1. Costigan Library Resenve K1114 1551935 ﬂ
Main Stacks Checked In

Lelection I Tatal: 1

Exlit Mew | Flag for Reserve | Place on Reserve Flag for Wit horswal |

Highlight the item to which you want to assign an owner.
Click Edit.

Horizon displays the Edit Iltem Edit for RBR window:
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IE'Edit: ke Edit for RBR M=

tem Barcode Imq942 fem Mo, 3942 Bib Mo, #=1

Crested 110651395 Updated 041 6/2002

Locstion [reinres | Gostigan iibrag Resene Codes |
ttem Type Ib— Eovhs Coces
Colection [mainstc | Madn Stacks Codes

Call Mo. IK'I 114 155 1984

Copry St I
Motes I

-
[~

Closel SEvE | Bane g Pace Down Onyrer Page 1 of 2

8 C(Click Owner.

Horizon displays the List Reserve Instructor window.

9 Do one of these options:

Choose an owner from the list of instructors | Create a new owner

1. Click New.

Horizon displays the Edit Reserve
Instructor window:

1. Highlight the instructor you want.
2. Click Found.

Horizon displays the Owner Instr field on MiLait: Resorve Instructor
the Edit Item Edit for RBR window: Desteesioy [
Location mainres  Gesdigan Libeag Acscre
MLt fem Cdit for ROR =1 B3 Name |
Saued collection Pediess dned |

Saved call . Copy ctmrt

Address ine 2 |
Owner (Inslr. &

Ardress Jdne 3 |
Call Type I Cedes
Cormern: |
Created 04482002 Updsted Atached
M, of Thles Mo, of Courses

Senie | P by | Be o | | Gopy Borr | Page 4 of

=0 [ [ | woeq s 2. Complete the fields. (For instructions,
see Setting Up or Changing an
Instructor Record on page 22.)

3. Save your changes.
3. Save your changes.
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This chapter explains how to prepare items that your library does not own for
reserve (for example, an instructor’s personal copy). It also explains how to place the
items on reserve.

This chapter contains these sections:

¢ About Reserving Other Items on page 55
¢ Creating a Reserve Title Record on page 55

¢ Placing an Item on Reserve on page 58

Editing Reserve Information for a Title on page 62

Changing Reserve Item Records on page 65

About Reserving Other Items

After you create an Instructor and Course record, you can place items on reserve for
an instructor, even if your library does not own the items. (For example, the
instructor may want to make a copy of a test available to students on a certain day.)
After you receive the item from the instructor, you can create a Short Bib record for
the item as well as an Item record. You can then place the item on reserve.

Once you place an item on reserve, you can circulate reserve items according to the
circulation parameters you set up for your reserve location and the ITYPE of reserve
items. (For more information, see Defining Reserve Circulation Privileges on page
15.)

Remember that you must do all reserve tasks in the reserve location. (For
instructions on switching to a reserve location, see Switching to a Reserve Location
on page 6.)

Creating a Reserve Title Record

Before you can reserve an item for an instructor, you need to link the title of the item
to a course that the instructor teaches. You can create a Short Bib record for any title
that your library does not own. (For example, an instructor may want you to place on
reserve a personal copy of A Tale of Two Cities.) Horizon creates an
Instructor/Course/Title (ICT) record that links the instructor, course, and title
together. Users can then search for the items by instructor, course, or title.

To create a reserve Title record

1 Search for the instructor to whom you want to link a title.

About Reserving Other Items
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Note: You can also create a reserve Title record by first searching for the
course and then choosing the instructor to whom you want to add.

2 Choose the instructor to whom you want to add the title.
3 Click Titles.

Horizon displays the courses and titles for the instructor.
4 Highlight the course that you want to add the title to.

Horizon displays a list of titles linked to the instructor:

! Titles for: Berntsen, Larry :

COUFSEs | At History Fird Course ... |

Title Archived StatusiMo. Reguired
ﬁ 1. Muzic atthe White House @ a histony B ctive 1 ;I
[
Selection I Tatal: 1
Eddit MNew | Sort. . | Dizplay...
5 Click New.

Horizon displays the Identify a Title window:

Idertify & Title

To add a neve Resenre Title record, wou roust first
identify a title by zelecting ane from FPAC ar
cre ating a Shart Bib

Create Short Bib | Cancel I

6 Click Create Short Bib.

Horizon displays the Edit Short Bib window:
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Horizon supplies any
default information you

set up for this session. (For
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M Edit: Short Bib

Author ||

ISEM |

1SS |

Ttle |

()4 I Cancell Eame g Fame Do Page 1 of 1

Complete these fields:

Field Action

Author Enter the author of this title.

ISBN Enter the ISBN of this title.

ISSN Enter the ISSN of this title.

Title Enter the title.
Note: In order to edit the title, author, ISBN, ISSN, and other title information
after you place an item on reserve, you must have cataloging privileges. (For
more information about setting up these privileges, see “Securing Horizon” in the
“Security and Preferences” chapter of the System Administration Guide.)
Click OK.

Horizon opens the Edit Reserve Title window:

H'Edit: Reserve Title Hi=l

Title The Joy of Music Archived
—Course — hew Delete HS; 1 j— 1ot —
Course Group 1 Sunvay of Zit centugr music
Instructor Mo, 3 Femfsen, Lam:

Mo, Required |1

Date: Res. [o4.18/2002 Witheelr. [09/01/2002 Reactiy. |

Cammert |

more information, see
“Setting R "

3

Defaults” )

9

Statuzs (% Active ) hot Active

Copies Reguired: Active Mot Active Prowisional

Maxinum Meeced I
Mo, of kems: On Reserwe 0 A Cther Locations O Archived O

Closel Save | tems I tem Archives |

Complete or update these fields and options:

Creating a Reserve Title Record
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Field Action

) Enter the number of copies of the title that you need to
No. Required
place on reserve.

Enter the date when you want to place this title on
Reserve Date
reserve.

Enter the date when you want to withdraw this title from
reserve.

Withdrawal Date

L Enter the date when you want to place this title on
Reactivation Date .
reserve again.

Enter any comments (up to 255 characters) about the

title.
Comment ] .
(For example, if you have several volumes for one title,

enter “vol. 3"))

Do one of these options:
¢ If you want to place this title on reserve, or you want
users to be able to search for the title, mark Active.
Status  If you do not want to place this title on reserve, or you
do not want users to be able to search for the title
when all other ICT records for the title are also inactive,
mark Inactive.

Enter the maximum number of copies (items) that you
Maximum Needed pies ( ) y
need to place on reserve.

10 Save your changes.

Horizon links the title to the instructor and course.

Placing an Item on Reserve

You need to create an Item record for non library-owned items that you want to
place on reserve. (For example, you may need to create an Item record for an
instructor’s personal copy of A Tale of Two Cities.) The Item record includes a
barcode and other identifying information that lets you circulate the item in Reserve
Bookroom. When you create an Item record in the reserve location, Horizon
automatically places the item on reserve.

Before you begin, make sure there is an active Title record for the item you want to
place on reserve. (For instructions on changing the status, see Editing Reserve
Information for a Title on page 62.)

To place an item on reserve

1 If you have not already done so, create a reserve Title record for the item. (For
instructions, see Creating a Reserve Title Record on page 55.)
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Horizon displays the Edit Reserve Title window:

HEdit: Reserve Title M=

Ttle The Joy of Muzic

Course Group 1 Sunay
Instructor Mo, 2 Eeamifse

Mo, Reguired I‘I

—Course — hew |> Delete H3:1

Chapter 5: Reserving Other Items

Archived

or S centugs s i

1 Langs

j— 1 ot

Date: Fes. |D4.-‘18.l‘2002 ‘it . IDQJD‘II?_DDQ Reactiv. I

Cammert |

Statuz  (* Active (Mot Active

Copiezs Reguired : Active 1

tdaxirum Needed I

Close I SEvE | tems

Mot Auctive 0 Provizional 0

Ma. of kems: On Reserve O A Cher Locations

I tem Archives

0

Archived 0

2 Click Items.

There are currently no items for this title:

! ttemns for: The Joy of Music : ke Edit for RER

LocationCopy  Collection Statuss Call Ma.
=
&
Selection I Total: @
Ediit ey | Flag for Reserve | Flace on Reserve Flacg for Withdrswal |

3 Click New.

Horizon displays the Edit Item Edit for RBR window:

Placing an Item on Reserve
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IED! Edit: Hern Edit for RER H=

tem Barcode I Kem Mo. Bib Mo, 1312

Created 01872002 Upciated

Location I Codes |
kern Type I Codes
CollEction | Codes
Call Mo, | capy Stmet. Ji
Mates I j

On Withdr. * Mone  © Discard bem  { Discard ftem and Bib
= Archive tern  { Archive kem and Bib

withdlr. Instr. I Codes |

Closel e | Fane [ | Page Down Owuner | Page 1 of 2

Note: If you set up session defaults, Horizon may automatically complete some
fields. (For more information, see Setting Reserve Session Defaults on page 7.)

4 Complete these fields:

Field Action
Item Barcode Enter or scan the barcode of the item.

Enter the reserve location for this item, or click Codes to

Location
choose from a list.
Enter the item type (ITYPE) that you want to use for this
Item Type item in the reserve location, or click Codes to choose
from a list.
Enter the collection that you want this item to belong to
Collection in the reserve location, or click Codes to choose from a
list.
Call No. Enter the call number for this item.
Enter any comment about this copy.
Copy Stmnt. . R
(For example, enter “Copy 3”.)
Notes Enter any notes about the item.

5 Click Page Down or resize the window to display these fields:
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IED! Edit: ltern Edit for RBR M=
On Wiither. {~ Discard tern  { Discard kem and Bib

Wiithelr . Inste . I Codes |
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" Archive tem Archive kem and Eib

tem Status i Checked in
Checkin hate |
Last Checkout Use Count O
Due Tirme oot ta Borrower Nao.
Mo. of Pieces Mo, of Renewals O Ma. of Phone Renewals 0
Reserve date Saved use court 0
Saved location
Saved type
Cloze I Save | Page Lp Parie Down Onyrer Page 2 of 2

6 Complete these fields and options:

Field

On Withdr

Withdr Instr

Check In Note

Placing an Item on Reserve

Action

Choose one of these options:

» None. If you want to keep both the Title and Item
records in Reserve Bookroom when you withdraw
these items, mark this option.

¢ Discard Item. If you want to delete the Item record
from Reserve Bookroom and Horizon when you
withdraw these items, mark this option.

» Discard Item and Bib. If you want to delete both
the Item and Title records from Reserve Bookroom
and Horizon when you withdraw these items, mark
this option.

¢ Archive Item. If you want to archive the Item record
in Reserve Bookroom when you withdraw these
items, mark this option.

¢ Archive Item and Bib. If you want to archive both
the Item and Title records in Reserve Bookroom
when you withdraw these items, mark this option.
(If more than one item is linked to the title, you
cannot archive the Title record.)

For more information, see Choosing a Withdrawal

Cataloging Action on page 78.

Click Codes and choose the withdrawal instruction that
you want to use for these items, or to create new
instructions.

For more information, see Setting Up Withdrawal
Instructions on page 72.

Enter a note for reserve staff who check in this item.
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7 Click Page Down or resize the window to display these fields:

IED!Edit: e Edit for RBR M=

Saved collection
Sawed call no. Copy stroet

Owyrer [ Instr

Call Type I Codes |

Cloze I gz =] | Page Up Hame Domr Dnwner Page 2 of 3

8 In the Call Type field, enter the type or call number for this item, or click Codes
to choose from a list. (For example, the item may have a Dewey call number.)

9 Save your changes.
Horizon places the item on reserve.
10 If you need to place on reserve several copies of the same title, do these steps:

a From the Items For Title window, highlight the Item record that you want to
copy.

b Choose File, Copy Record.
Horizon creates a new Item record.

¢ If necessary, change any fields. (For example, you can change the item
barcode or copy statement.)

d Save your changes.

Horizon places the item on reserve.

Editing Reserve Information for a Title

After you link a title to an instructor, or place an item on reserve, you can edit the
reserve information for this title. You can do this at any time as changes become
necessary. (For example, you may need to postpone the date when you want to place
an item on reserve, or cancel the reactivation date.)

In order to edit the title, author, ISBN, ISSN, and other title information, you must
have cataloging privileges. (For more information about setting up thes privileges,
see “Securing Horizon” in the “Security and Preferences” chapter of the System
Administration Guide.)
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To edit reserve information for a title
1 Search for the instructor linked to the title that you want to edit.

Note: You can also edit reserve information for titles by first searching for a
course, then choosing the instructor linked to the title that you want to edit.

Horizon displays the List Reserve Instructor window.
2 Choose the instructor linked to the title that you want to edit.
3 Click Titles.

Horizon displays the courses and titles for the instructor.
4 Highlight the course linked to the title that you want to edit.

Horizon displays a list of titles linked to the course:

H! Titles for: Hamburg, Walter :

e 1L sic of the 20th Cenfury Fird Course ... |

Swiss History
LAl
Trile Archived StatuzSMo. Reguired
ﬁ 1. Capricarn concerte ) Essay na. 1 for Bictine 1 ;I
2. Confronting Stravinsky : man, Boctive 1
3. Ergdngungsband zur Gustar Mahler Hitive 1
4. Saongs of Brahms and Copland Bctive 1
=

Zelection I Total: 4

Exclit ey | Sort. . | Dizplay ...

5 Highlight the title that you want.
6 Click Edit.

Horizon displays the Edit Reserve Title window:
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IED!Edit: Beserve Title

Title Capricarn concerto ; Ezzay no. 1 for orchestra /

I [=] B3

Archived

j— 1 of2 =

Close I

—Course — hew Delete H1:1
Course Group 1
Instructor Mo, 1 Mambong Wadter
Mo, Reguired |1
Datel Res. 125281995 Withdr. 03161 936 Reactiv, |
Comrnefit |
Status % Active Mot Active
Copies Required: Active 2 Mot &ctive 0 Provisional Q

hlaccimum Meeded |4

Ma. of kems: On Reserve 1

SHE |

A Cther Locations O Archiwed 0O

terns | term Archives

7 Complete or update these fields and options:

Field

No. Required

Reserve Date

Withdrawal Date

Reactivation Date

Comment

Status

Maximum needed

Action

Enter the number of copies of the title that you need to
place on reserve.

Enter the date when you want to place this title on reserve.

Enter the date when you want to withdraw this title from
reserve.

Enter the date when you want to place this title on reserve
again.

Enter any comments (up to 255 characters) about the title.

Do one of these options:

¢ If you want to place this title on reserve, or you want
users to be able to search for the title, mark Active.

e If you do not want to place this title on reserve, or you do
not want users to be able to search for the title when all
other ICT records for the title are also inactive, mark
Inactive.

Enter the maximum number of copies (items) that you
need to place on reserve.

8 Save your changes.

Horizon displays the Titles for Instructor window.

9 Repeat steps 5 through 8 for each title that you want to edit.

64

Editing Reserve Information for a Title



Chapter 5: Reserving Other Items

Changing Reserve Item Records

You can edit Item records for items after you place them on reserve. (An Item record
represents a specific copy of a title.) When you place an item on reserve, you create a
reserve record for the item. You can edit information about the item. (For example, if
you have more than one reserve location, you may need to change the reserve
location.) This is also important if you need to change the item type (ITYPE) in order
to change the loan period or other circulation privileges. You can also assign an
owner to an item. (An owner is any individual or institution that owns an item.)

This section explains these topics:

+ Editing the Item Record after Placing an Item on Reserve on page 65

e Assigning an Owner to a Reserve Item on page 69

Editing the Item Record after Placing an Item on Reserve

If necessary, you can change information in the item record for an item that you have
already placed on reserve. (For example, you may need to give the item a temporary
barcode while it is in the reserve location, or you may need to change the withdrawal
instructions.)

To edit the Item record for a reserve item
1 Search for the instructor or course linked to the titles that you want to change.
2 Highlight the course or instructor linked to the title that you want.
3 Highlight the title that you want.
4 Click Edit.
Horizon displays the Edit Reserve Title window.
5 Click Items.

Horizon lists all of the copies (items) for this title:

Changing Reserve Item Records
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il kems for: The International Financial Markets Institute /: Kem Edit for ... =] B3
LocationfCopy  Collection StatusiCall Ma.
=¥ 1. Costigan Library Reserve K1114 158 1585 | -]
Main Stacks Checked In
i
election I Todal: 1
Ediit Mew | Flag for Feserve | Place on Reserve Flag for Wit hdrawal |

6 Highlight the item that you want to edit.

Important: Make sure the item that you highlight is located in the reserve
library; otherwise, you may inadvertently edit an item that belongs to another

location.

7 Click Edit.

Horizon displays the Edit Item Edit for RBR window:

IED!Edit: e Edit for RBR

ftern Barcode

Created

Location
ften Type
Collection

Call Mo,

Copy Strant. I
Maotes

= B3
Imq942 hermn Mo, 942 Bibh Mo, 721
11/06/1 935 Updsted 044 E/2002
Imainres Crstigan Librag: Resene Codes |
Ib Eooks Codes
Il‘nainstx Main Eacks Codes
lic1114 155 1985
=
=
Cloze I SEwe | Hane [ Parie Down Dvaner Page 1 of 2

8 Complete or update these fields:

Field

Item Barcode

Action

Enter or edit the barcode of the item.

Changing Reserve Item Records



Field

Location

Item Type

Collection

Call No.

Copy Stmnt.

Notes

Chapter 5: Reserving Other Items

Action

Enter the reserve location for this item, or click Codes to
choose from a list.

Note: Changing the reserve location does not change the
owning location for an item. Horizon saves the owning
location so that you can return the item when you
withdraw it from reserve.

Enter the item type (ITYPE) that you want to use for this
item in the reserve location, or click Codes to choose from

a list.

Enter the collection that you want this item to belong to in
the reserve location, or click Codes to choose from a list.

Enter the call number for this item.

Enter any comment about this item.

(For example, if this is one of three copies, enter “copy 3”.)

Enter any notes about the item.

9 C(lick Page Down or resize the window to display these fields:

IE'Edit: ke Edit for RBR M=

On Withdr. &

" frchive kem  Archive Kem and Eib

ik, Instr. I Codes |

" Discard kern  { Discard kem and Bib

Sawved location

Saved type

term Status i Checked
Checkin Note |
Last Checkout Uze Count O
Due Tirne Out to Barrower Mo .
Mo, of Pieces Mo, of Renewalz O Mo, of Phone Reneswwals O
Rezerve date Saved uze count O

Cloze I e |

Page Up Pacie Down Dryrer Page 2 of 3

10 Complete or update these fields and options:

Changing Reserve Item Records
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Field Action

Choose one of these options:

¢ None. If you want to keep both the Title and Item
records in Reserve Bookroom when you withdraw these
items, mark this option.

» Discard Item. If you want to delete the Item record
from Reserve Bookroom and Horizon when you
withdraw these items, mark this option.

¢ Discard Item and Bib. If you want to delete both the
Item and Title records from Reserve Bookroom and
Horizon when you withdraw these items, mark this

On Withdr option.

¢ Archive Item. If you want to archive the Item record in
Reserve Bookroom when you withdraw these items,
mark this option.

¢ Archive Item and Bib. If you want to archive both the
Item and Title records in Reserve Bookroom when you
withdraw these items, mark this option.

(If more than one item is linked to the title, you cannot
archive the Title record.)

For more information, see Choosing a Withdrawal

Cataloging Action on page 78.

Click Codes and choose the withdrawal instruction that
you want to use for these items, or to create new
Withdr Instr instructions.

For more information, see Setting Up Withdrawal
Instructions on page 72.

Check In Note Enter a note for reserve staff who check in this item.

11 Click Page Down or resize the window to display these fields:

IED!Edit: e Edit for RBR M=

Saved collection
Saved call no. Copry stmrt

et [ Instr .

Call Type I Codes |

Cloze I Zaye | Page Up Pame Do Cnaney Page 2 of 3
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12 In the Call Type field, enter the type or call number for this item, or click Codes
to choose from a list. (For example, the item may have a Dewey call number.)

13 Save your changes.

Assigning an Owner to a Reserve Item

If you want to, you can assign an owner to a reserve item. (An owner is any individual
or institution that owns an item.)You can choose an owner from the list of instructors,
or you can create a new owner.

Assigning an owner to a reserve item may be helpful if the owner of an item is
different than the instructor who wants to reserve the item. It may also be helpful if
you have a generic instructor, such as “English Department”, and the item belongs to
an individual faculty member (for example, “Dr. Peer”).

In addition to the withdrawal instructions, an owner can indicate to reserve staff
members what to do with an item after withdrawing it. (For example, the withdrawal
instructions may be “Return Item to Owner,” or “Inform owner item is no longer on
reserve.”

To assign an owner to a reserve item
1 Search for the instructor or course linked to the titles that you want to change.
2 Highlight the course or instructor linked to the title that you want.
3 Highlight the title that you want.
4 Click Edit.
Horizon displays the Edit Reserve Title window.
5 Click Items.

Horizon lists all of the copies (items) for this title:

il tems for: The International Financial Markets Institute | : ern Edit for ... =] E3

Location/Copy  Collection StatuzSCall Mo,
M= 1. Costigan Librany Resenve K1114 158 1985 B
Main Stacks Checkad In

Selection I Tatal: 1

Ediit Mew | Flag for Reserve I Place on Reserve Flag for Withdrswal |

6 Highlight the item to which you want to assign an owner.
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7 Click Edit.

Horizon displays the Edit Item Edit for RBR window:

|ED'Edit: ke Edit for RBR M= B

term Barcode Imq942 Hem Mo, 942 Bib Mo, 731

Created 11/08M 2325 Updated 044 E8/2002
Loczation Imainres Costigan Librag: Resene Codes |
ttem Type Ib Eoeks Codes

Collection [rainsts  Main Stacks Codes
Call Ma. ||-C111-!1 55 1986
Copry Skt I
Metes | =]
/]

Closel e | Heme g Pagge Down Dwwner Page 1 of 3

8 C(lick Owner.
Horizon displays the List Reserve Instructor window.
9 Do one of these options:

Choose an owner from the list of

. Create a new owner
instructors

1. Click New.
1. Highlight the instructor that you want. Horizon displays the Edit Reserve
2. Click Found. Instructor window:
Horizon displays the Owner Instr field o e e

Instructor Ma.

on the Edit Item Edit for RBR window:

i Edit: kcm Ecit for RER. M= Iame |

Locatioh maintes  Ceatigan Libmgr Rescre

Saued collection #aes Il |
Saved call m Copy strort Address ine 2 [
Quner (nstr. & Address dne 3 |
CalType [ (CRtess Cormert [
Created 04162002 Updsted Atached
Mo. of Titles Ma. of Courses

SHUE Peme iy | PEHE: Dcwnl Copy Barr I Page 1 of 1

save | | Pastp | [pecoin| | ower | pamsars || 2. Complete the fields. (For instructions, see

Setting Up or Changing an Instructor
3. Save your changes. Record on page 22.)

3. Save your changes.
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Reserve

This chapter explains how to prepare library-owned items and other items for
withdrawal from Reserve Bookroom. It also explains how to withdraw these items and
store Title and Item records in Reserve Bookroom after you withdraw them.

This chapter contains these sections:

¢ About Withdrawing Items from Reserve on page 71
¢ Setting Up Withdrawal Instructions on page 72

¢ Printing Instructor Letters on page 74

¢ Inactivating a Reserve Title on page 77

¢ Choosing a Withdrawal Cataloging Action on page 78
¢ Withdrawing an Item from Reserve on page 81

+ Flagging Items for Withdrawal on page 83

¢ Using a Pull List Report on page 85

¢ Unarchiving an Item Record on page 85

* Deleting Reserve Records on page 87

About Withdrawing Items from Reserve

After an item is on reserve for a certain period of time that you determine, you can
withdraw the item from reserve. When you withdraw a library item from reserve you
can return the item to the owning location—either your library’s main stacks or
another collection. If you are withdrawing a non-library-owned item, you can return it
to the instructor or owner. If a reserve item is checked out when you need to
withdraw it from reserve, you can flag the item for withdrawal. When the item is
checked in, Horizon prompts reserve staff members to withdraw the item.

When you withdraw an item from your reserve, you should inactivate the reserve
Title record; otherwise, users will still be able to search for the title. You can also set
up withdrawal instructions that prompt staff members to do something specific with
that item (for example, return the item to the instructor).

When you withdraw an item from reserve, you can choose to archive the reserve Title
and Item records for items that you will likely place on reserve again. (For example,
an instructor may place a text book on reserve every other semester.) Archiving
reserve records lets you place an item on reserve at a future time without having to
create new Instructor, Course, and Title records.

About Withdrawing Items from Reserve
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Remember that you must do all reserve tasks in the reserve location. (For
instructions on switching to a reserve location, see Switching to a Reserve
Location on page 6.)

Setting Up Withdrawal Instructions

Withdrawal instructions tell a staff member what to do with an item once he or she
withdraws it from reserve. (For example, the message may instruct a staff member
to return the item to the instructor who owns it or place the item on a shelving cart
and return it to the main stacks.)

.
Withdrawal Processing

|netructions  Reshelve the material. ——————————— This maessage instructs the reseryve stafi
member to return an iten to the sheli,

Chrier

Cataloging Action Archive termn

it Latae]

Before a reserve staff member withdraws a reserve item, you can choose the
withdrawal instructions that you want for each reserve item. If necessary, you may
need to create or edit withdrawal instructions. (For example, you can create
withdrawal instructions that tell a staff member to recycle, or throw away an item.)

You may want to set up or choose the withdrawal instructions when you place an
item on reserve. (For instructions, see Editing the Item Record While Placing an
Item on Reserve on page 46 or Placing an Item on Reserve on page 35.)

To set up withdrawal instructions
1 Search for the course or instructor linked to the item that you want.
2 Click Titles.
Horizon displays the Titles for Course or the Titles for Instructor window.
3 Do one of these options:

e If Horizon displays the Titles for Instructor window, highlight the course that
you want in the Courses field.

« If Horizon displays the Titles for Course window, highlight the instructor whom
you want in the Instructors field.

4 Highlight the title that you want from the list of titles.
5 Click Edit.
Horizon displays the Edit Reserve Title window.

6 Click Items.

Setting Up Withdrawal Instructions
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Horizon displays a list of items for the title.

7 Highlight the item that you want.

8 Click Edit.

Horizon displays the Edit Item Edit for RBR window:

Il Edit: Her Edit for RBR M=
ftem Barcode [mo4s71 | ltem Mo, 403 Bibh Mo, 255
Crested 11/M08M935  Updated 044182002
Loc:ation W Coshigan Librags Res ane Codes |
kem Type Ib— B0 i Codes
Collection |mainstx Main Stacks Codes
Call Mo, [HCE M3 Copy Stmnk. |
Mlotes I j
OnWithdr.  Mone Discard ftem € Discard kem and b
" Archive tern % Archive tem and Bib
fithdr. In=tr I_ Codes |
Close I SanE | Eane g | Page Dovwn Oyrer | Page 1 of 2

9 C(lick Codes to the right of the Withdr Instr field.

Horizon displays the Code Lookup window:

Code Lookup: RBR Withdrawal Instructions

Code InEtructions

ﬁrf Foeturm the material to the ovning faculty ﬂ

= Reshelve the material.

membier.

Ok I Cancell Al | Edlit |

Code I Total: ¢

10 Do one of these options:

e If you want to create new withdrawal instructions, click Add.

e If you want to edit existing withdrawal instructions, click Edit.

Horizon displays the Edit RBR Withdrawal Instructions window:

Setting Up Withdrawal Instructions
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M Edit: RER With drawal Instructions

Cole Irf

Instructions IReturn the material ta the owning faculty member .

Clnsel SEwE | Bage Uy I Bage: B Page 1 of 1

11 Complete or update these fields:

Field Action

Enter the code that you want to represent the withdrawal
Code instructions.

(For example, enter “RO”.)
Enter the withdrawal instructions.

Instructions B . R
(For example, enter “Return item to owner”.)

12 Save your changes.

Printing Instructor Letters

You can send letters to instructors to inform them when you plan to withdraw their
items from reserve. You can give the instructor any instructions or explanations in
this letter. (For example, you can tell the instructor to come and retrieve the copy
from the reserve location, or explain how to postpone the withdrawal date.) You can
compose the instructor letter in the reserve Location record. (For instructions, see
Setting Up a Reserve Location Record on page 13.)

O You must set up a withdrawal date for any title for which you plan to print an

instructor letter. (For instructions, see Creating a Reserve Title Record on page 33
or Creating a Reserve Title Record on page 55.)

Also note that you cannot view the instructor letter before you print it.

Here is an example of an instructor letter:
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04/19/02 Cosligan Library Reserve Page 1

Hamburg, Walter

Music Administration Building
1213 Main Street

Weed, California 97970

The following titles are scheduled to be removed from reserve at the
end of this term. Please notify the library if any of these titles should
remain in the reserve location. Thank vou.

Title Course Coples
Capricorn concerto;Essay no. 1 for orchestra/ Music of the 20th 1
Century

To print instructor letters
1 Start the Withdrawal: Instructor Letter process.

The default location of this process is the Reserve Bookroom\Reports folder on
the navigation bar.

Horizon displays this dialog box:
=Rl

Select a withdrawal date or Date Range to print
Instructor |athers

Withdraveal D ate

(8134 I Cancel Date Range

2 Do one of these options:
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Print instructor letters for items
that you plan to withdraw on a
specific date

Print instructor letters for items that you plan to
withdraw over a range of dates

1. Click Date Range.
Horizon displays the Date Range dialog box:

Il Date Range E

" Priorto % Since  Range

Date I

1. Enter the date in the Cancel |

Withdrawal Date field.
2. Click OK. 2. Mark one of these options:

e Prior to. Lets you print instructor letters for items
that you plan to withdraw before a certain date.

¢ Since. Lets you print instructor letters for items that
you plan to withdraw after a certain date.

¢ Range. Lets you print instructor letters for items that
you plan to withdraw between certain dates.

3. Enter the appropriate withdrawal date or dates in
the Date field.

4. Click OK.

3 If necessary, change your printer settings, and click OK.

Horizon prints the instructor letters according to the withdrawal dates you
chose.

|28 Instructor Letter Print Monitor

Compleian. ..

4  (Click Close.
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Inactivating a Reserve Title

Before or after you withdraw an item from Reserve Bookroom, you should inactivate

the Title record; otherwise, users will be able to search for the title depending on the

withdrawal cataloging action. When you change the status of the reserve Title record

to “Inactive,” users can no longer search for the title in the reserve location (provided

that no other ICT records for the bib# at that location are active).

O If you have already set a withdrawal date for an item (for example, you may have set

a withdrawal date when you placed the item on reserve), Day End will automatically
inactivate the reserve title after that date. (For more information about Day End, see
“About Maintenance and Day End” in the “Maintenance and Day End” chapter of the
System Administration Guide.)

Inactivating a reserve title

1
2

This itle is currently active.

6

Search for the course or instructor linked to the title that you want to inactivate.
Click Titles.

Horizon displays the Titles for Course or the Titles for Instructor window.

Do one of these options:

¢ If Horizon displays the Titles for Instructor window, highlight the course that
you want in the Courses field.

¢ If Horizon displays the Titles for Course window, highlight the instructor whom
you want in the Instructors field.

Highlight the title that you want from the list of titles.
Click Edit.

Horizon displays the Edit Reserve Title window:

! Edit: Reserve Tithe !lil
Title General equiliteriurm. Archived X
rCourse— e |— Delete Hs:s j— 1afl -

Course Group 5 fodro ducteg rouye
Ihstructar Mo, S Stunm, Leenard

Mo, Reguired I'I
Date: Res. |12.|‘23,|‘1995 it bl . I Reactiv. I

Comment |
Status 1% . hat Active
Copies Reguired : Active 0O ot Active 1 Provisional 0

hzzinum Meeded |4
Mao. af ftems: On Reserve O A Other Locations 0O Archived 1

Closel Save | terns I tern Archives

Mark Not Active.

Inactivating a Reserve Title
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7 Save your changes.

Choosing a Withdrawal Cataloging Action

You should also set up or change the withdrawal cataloging action to make sure that
Horizon correctly processes the reserve Item and Title records when you withdraw

an item. (For example, you may want to set up Horizon to archive both the Title and
Item record, or you may choose to discard an Item record that you no longer use.)

O You may have set up withdrawal cataloging actions at the time you placed the item

on reserve. (For instructions, see Editing the Item Record While Placing an Item
on Reserve on page 46 or Placing an Item on Reserve on page 58.)

To choose a withdrawal cataloging action

1

2
3
4

6

Search for the instructor or course linked to the item that you plan to withdraw.
Highlight the course or instructor linked to the title that you want.

Highlight the title that you want.

Click Edit.

Horizon displays the Edit Reserve Title window.

Click Items.

Horizon lists all of the copies (items) for this title:

IHi!lkems for: The International Financial Markets Institute / : Kern Edit for ...

LocationfCopy  Collection StatusiCall Ma.
M=% 1. Costigan Library Reserve k1114 155 1585 B
Main Stacks Checked In

Selection I Tatal: 1

Ediit Mew | Flag for Reserve I Place on Reserve Flag for Withdrawmwal |

Highlight the item that you want to edit.

Important: Make sure the item that you highlight is located in the reserve
library; otherwise, you may inadvertently edit an item that belongs to another
location.

Click Edit.

Horizon displays the Edit Iltem Edit for RBR window:

Choosing a Withdrawal Cataloging Action



IED! Edit: Hemn Edit for RER =]
tem Barcode [magi24 | Rem Mo 124 Bt Mo, 78
Created 11/06M3995  Updsted 0448/2002
Location W Costigan Lidrag- Resene Codes |
kem Type Ih— Fo ks Coces
Colletion [manstx | Main Sachs Codes
Call Mo, |HFS638 D225 1985 Copy Stont. |
Mates I j
On Withdr. * Mone Discard tem Discard fem and Eib
€ Archive term Archive kem and Bib
ivithedr. Inztr. I_ Codes |
Cloze I e | Fge [ | Page Down Cuprier | Page 1 of 2
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8 Mark one of these options:

Field

None

Discard Item

Discard Item and

Bib

Choosing a Withdrawal Cataloging Action

Action

If you want to keep both the Title and Item records in
Reserve Bookroom when you withdraw this item, mark this
option.

Important: You should mark this option for all library-
owned items that you plan to return to another location,
such as “main”.

If you want to delete the Item record from Reserve
Bookroom and Horizon when you withdraw this item, mark
this option.

Important: Do not mark this option for a library-owned
item. This will delete the Item record from Horizon when
you withdraw the item. (For more information, see
Withdrawing an Item from Reserve on page 81.)

If you want to delete both the Item and Title records from
Reserve Bookroom and Horizon when you withdraw this
item, mark this option.

Important: Do not mark this option for a library-owned
item. This will delete the Item or Title record from Horizon
when you withdraw the item. (For more information, see
Withdrawing an Item from Reserve on page 81.)
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Field

Archive Item

Archive Item and
Bib

9 Save your changes.

Action

If you want to archive the Item record in Reserve Bookroom
when you withdraw this item, mark this option.

You should choose this option for a non-library-owned item
if you plan to place the item on reserve again at a future
time. You can also use this option if you want to archive a
non-library-owned item, but there are other Item records
attached to the item’s Title record.

Important: Do not mark this option for a library-owned
item if you plan to return the item to the owning location.
Archiving an item removes the Item record from your
library catalog and stores it in Reserve Bookroom.

You can archive a library-owned item if you want to remove
the item from searching and put it in storage. If you archive
a library-owned item, you can restore the item in the main
catalog by unarchiving the item. (For instructions, see
Unarchiving an Item Record on page 85.)

If you want to archive both the Item and Title records in
Reserve Bookroom when you withdraw this item, mark this
option.

You should choose this option for a non-library-owned item
if you plan to place the item on reserve again at a future
time and there is only one Item record attached to the title.

You cannot use this option if more than one item is attached
to the Bib record, regardless of the item’s location. (For
example, there may be one copy in the reserve location and
a second copy in the main location.) You must archive each
Item record for the title before you can archive the Title
record.

Important: Do not mark this option for a library-owned
item if you plan to immediately return the item to the
owning location. Archiving an Item and Bib removes both
the Item and Title records from your library catalog and
stores them in Reserve Bookroom.

You can archive a library-owned item if you want to remove
the item from searching and put it in storage. If you archive
a library-owned item, you can restore the item in the main
catalog by unarchiving the item. (For instructions, see
Unarchiving an Item Record on page 85.)

Choosing a Withdrawal Cataloging Action
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Withdrawing an Item from Reserve

When an item is scheduled to be removed from the reserve location, you can
withdraw the item and return it to its original location. (For example, you can check a
book back in to the main library, or return a book to an instructor.) If you plan to
place the item on reserve again, you can choose to save, or archive, the Item record
for future use. You can also choose to delete the Item record. (For instructions, see
Choosing a Withdrawal Cataloging Action on page 78.)

When you withdraw a library-owned item from reserve, Horizon restores the owning
location, ITYPE, collection, and call number that was saved on the Item record.

When you withdraw a library-owned item, make sure the saved location is the owning,
or main location. If the Item record does not have a saved location, or if the saved
location is the reserve location, Horizon will not return the record to the owning
location when you withdraw the item.

To withdraw an item from reserve
1 Start the Withdraw Items from Reserve process.

The default location of this process is the Reserve Bookroom/Reserve folder on
the navigation bar.

Horizon displays the Withdraw Items from Reserve window:

IH'withdraw kems from Reserve =]

Barcode I

TitlefMmstructor siCollectionCall Mo, CoursesiCopy

elaction I Totsl: O
(14 I Close | Edit ke | Title Record

2 Do one of these options:
e Enter the item’s barcode in the Barcode field, then click OK.
e Scan the item’s barcode.

3 C(lick OK.

Horizon displays the Withdrawal Processing window:

Withdrawing an Item from Reserve
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82

unfithclrawal Processin
& Instructions tell staff members

what to do with the iem.

Ihstructions  Return to owner.

Ifyou assigned an awner
to the itern, staff members Owner Circul ation Dack
can see the owners name. The cataloging action indicates whather
Cataloging Action Lrchive Itern and Bibk ————— Horizon archived, discarded, or did
nothing with the lermar Title recard.
Print Lakel |

If you set up Horizon to print withdrawal labels, click Print Label.

You must have set up a circulation slip printer in order to print withdrawal
labels. (For instructions on setting up this option, see “Setting Workstation
Receipt Options” in the Circulation Setup Guide.)

Click OK.

Horizon adds the item to the list of withdrawal items:

I [=] B

IHi'Withdraw Hems from Reserve

Barcode I

Titledinstructor ssCollectionCall Mo.

1. General equilibrium. 1 ﬂ
1 rmnainshe  HE14A A7F 1983

CoursesiCopy

E—

=

Tertal: 1

Selection I
Ok I Cloze: |

Edlit Itn;sm | 'I_'rtl:a Record |
| |

I—|—I— vou can edit both the tem and

Title recard for this item.

If you did not discard the title from Reserve Bookroom and you need to edit the
reserve title, click Title Record.

For example, you may have forgotten to inactivate the title before you withdrew
the item. For instructions, see Using a Pick List Report on page 42.

Repeat steps 2 through 6 for each item that you want to withdraw from reserve.

Withdrawing an Item from Reserve
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Flagging Items for Withdrawal

If an item is checked out when it is scheduled to go off reserve, you can flag the item
for withdrawal from reserve. This places the item on a Pull list. A Pull list is a list of
items in the reserve location that need to be returned to their owning location. (For
more information, see Using a Pull List Report on page 85.) Once the items are
checked in, Horizon alerts the Reserve Bookroom staff that the item is flagged for
withdrawal. The staff member can then withdraw the item from reserve.

Before you begin, make sure you inactivate the Title record for the item you want to
flag for withdrawal; otherwise, users will still be able to search for the item in
Reserve Bookroom. (For instructions on changing the status, see Inactivating a
Reserve Title on page 77.)

To flag items for withdrawal

1 Search for the course or instructor linked to the items that you want to
withdrawal.

2 Click Titles.
Horizon displays the Titles for Course or the Titles for Instructor window.
3 Do one of these options:

« If Horizon displays the Titles for Instructor window, highlight the course that
you want in the Courses field.

¢ If Horizon displays the Titles for Course window, highlight the instructor whom
you want in the Instructors field.

4 Highlight the title that you want from the list of titles.
5 Click Edit.

Horizon displays the Edit Reserve Title window.
6 Click Items.

Horizon displays a list of items for the title:
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! tems for: Letteratura artistica dell'eta dell'umanesimo : antologia

Callection Status/ Call Mo.

Eﬁ 1. Costigan Library Resenve NE315 L45 [+
Main Librany Checked out

This itemis currently checked |

Location/Copy

out fromthe reserve location.

Lo

Tatal: 1

Selection I

Eudit Islew | Flag for Reserve | Flace on Reser\rel Flag for Withdrawal |

7 Choose the items that you want to flag for withdrawal.
8 C(lick Flag for Withdrawal.

Horizon displays the Edit Saved Item Variables window:

M Edit: Saved fem Variables

temno. 1286 Barcode mgl326

tern status o Checked oot
mainres

1daw

mainres

Loc:ation Costigan Librag: R asene

kem type 1 Pay Resene

Collection Ad3in Librag Mesene

Callno. NEHMS L4S Call Type

Rezerve: Location main Crstigan LibaEgs

tem type b Eooks

Collection
Call
Sawved Call Type

mainste  Adain Stacks
NES1S L45
Copy Stmrt

Checkin note I

Close I

SEVE | Famellsy I Page annl Page 1 of 2

9 In the Checkin note field, enter the note that you want to display to reserve
staff when the item is returned. (For example, enter “Withdraw this item from
reserve.”

10 Save your changes.

11 When the item is returned, withdraw it from reserve. (For instructions, see
Withdrawing an Item from Reserve on page 81.)
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Using a Pull List Report

When you need to remove an item from reserve, you can flag the item for withdrawal.
You can then generate a Pull List report of all items that are currently checked in and
need to be withdrawn. If an item is checked out, you can flag the item for withdrawal.
When the item is returned, Horizon adds the item to the Pull List. You can also use a
Pull List report to withdraw the items from reserve once they are returned or
removed from the shelves.

To use a Pull List report

1 Start the Withdrawal: Pull List process.

The default location of this process is the Reserve Bookroom\Reports folder on
the navigation bar.

Horizon displays the List Reserve Bookroom Pull List.

2 If you want to print the list, choose File, Print.

3 If you want to withdraw an item on reserve, click Withdraw from Reserve.
Horizon changes the item status and withdraws the item from reserve.

4 Close the List Reserve Bookroom Pull List window.

Unarchiving an Item Record

If you want to place an item on reserve again, but you archived the item when you
withdrew it from Reserve Bookroom, you can unarchive the Item record and then
place it on reserve. If you chose to also archive the bib record when you withdrew the
item from reserve, Horizon automatically unarchives the Title record when you
unarchive the Item record. Generally, you will only archive records for non-library-
owned items. If you unarchive a library-owned item, Horizon returns the Item record
to the owning location (for example, the main stacks). If you want to, you can then
place the item on reserve again. (For instructions, see Placing an Item on Reserve on
page 35.)

O If the owning location of the item is the reserve location, Horizon automatically places
the item on reserve when you unarchive the Item record. Most archived Item records
for non-library-owned items belong to the reserve location.

To unarchive an item record

1 Search for the course and instructor linked to the archived item that you want to
place on reserve.

2 Click Titles.

Horizon displays the Titles for Course or the Titles for Instructor window:
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! Titles for: Economics 101 : !IEI E

Inztructors A Instr. |
(D]

Title Archiwed StatusiMo. Reguired
This title is currently archived. H‘I 1. General equilibrium. W | Not &ctive 1 d
2. Appliad economics. Bctiwe 1
3. Financial acceunting : anintreduction Bctive 1
This title is not archived, I 4. Readings on the developrment of the | Mot Active 1
bt has an ltem recard
that is currently archived.
=

Selection I Tatal: 4

Eddit New | Sort... | Dizplay...

3 Do one of these options:

« If Horizon displays the Titles for Instructor window, highlight the course that
you want in the Courses field.

e If Horizon displays the Titles for Course window, highlight the instructor whom
you want in the Instructors field.

4 Choose the title for the item that you want to unarchive.
5 Click Edit.

Horizon displays the Edit Reserve Title window:

HEdit: Reserve Title M=

Title General equilibrium. Archived ¥
- Course —  hlew I— Delete HS;S j— 1ot
Course Group 5 fatroguctegs cous e
Instructar Ma. 5 Stunom, Leonard

o, Reguired I‘I
Date: Fes. |12.r28r1 335 Witk I Reactiv. I

Cammert |

Statuz  © Active  {+ hot Active

Copies Peqguired : Active 0 Mot Aactive 1 Prowvizgional 0

Mzirmum Needed |4

Mo aof kems: On Reserwe O At Cher Locations O Archived 1

Clnsel SEWE | tems I tern Archives

6 Click Item Archives.

Horizon displays a list of archived items:
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28| Archived Hems for: General equilibrium. : RBR Archived ftems !Iil E
Horizan displays the Location  Call Mo Copy =i
cwning location for M HEZ145 B77 41953 rnainste ﬂ

the archived item.

Selection I Tatal: 1

7 Highlight one or more items that you want to unarchive.

8 C(lick Unarchive.

Horizon restores the Item record to the owning location:

i lemee Do Midia Filiinz: BARR Anchived Iemes  hem Fodin e BEREC
LocalionfCopy  Colleclion SleulustCedl Mo.
- 1. CosTigan | IbrAry Hesere B
This item is lacated MAIn 1Ay Siheldng Cart

in the main library.

Selelion ETIEY |

Cdlt Mewr I [ag for Reseme I Place on Roserne | TMag for ¥Withdrawal |

Note: If the owning location for the item is already the reserve location (for
example “Main Reserve”), Horizon automatically places the item on reserve.

9 If you want to, place the item on reserve. (For instructions, see Placing an Item
on Reserve on page 35.)

Deleting Reserve Records

Periodically, you may need to delete reserve records. (For example, you may want to
delete the Instructor record for an instructor that is no longer on the faculty.)
Because reserve records are linked, you must delete reserve records in a certain
order. You can unlink reserve records without deleting them from Reserve Bookroom.
(For example, before you can delete an Instructor record, you must unlink any titles
that are linked to the instructor on the Instructor/ Course /Title [ICT] record.)
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88

You must withdraw an item from reserve before you delete the Item or Title record
from Reserve Bookroom. If you delete a title or item from reserve before you
withdraw the item, you may delete the Item or Title record from your system. If you
choose to discard an Item or Bib record when you withdraw an item, Horizon
automatically deletes these records from your system.
This section explains these topics:

« Unlinking a Reserve Title on page 88

¢ Deleting a Reserve Title Record on page 90

¢ Deleting an Instructor Record on page 91

¢ Deleting a Course Record on page 91

Unlinking a Reserve Title

You can unlink a title from any instructor or course without deleting the record
from Reserve Bookroom. Because Title records are linked to both Instructor records
and Course records, you must unlink all of the Title records attached to an
instructor or course before you can delete the Instructor or Course record from
Reserve Bookroom. You may also need to unlink a reserve title if you want to
remove the title from one instructor or course, but you want to leave the title
linked to another instructor or course. This lets you unlink a reserve title without
deleting it from Reserve Bookroom.

Before you unlink a title that is linked to only one course or instructor, make sure
that you have withdrawn any items for the title. (For instructions, see Withdrawing
an Item from Reserve on page 81.) Otherwise, Horizon will not be able to return
the record of a library-owned item to the owning location, and you will delete both
the Title and Item records from Reserve.

To unlink a reserve title

1 Do one of these options:

¢ If you want to unlink a title from an instructor, search for the Instructor
record.

e If you want unlink a title from a course, search for the Course record.

Horizon displays the Titles for Instructor or Titles for Course window:
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! Titles for: Peycholoqy 101 : [_ 1O %]
Instructors B Instr_ |
Title Archived StatuziMo. Reguired
1. The Peychobiology of anores=ia B ctiwe 1 ﬁ
=+ E hological the v Tk : 1
2. The peychelegist as expertwitness ! Bctive 1
4. Pychalogsy f B ctiwe 1

Selection |2 Total: ¢

Ediit Meww | Sort.. | Dizplay ...

2 Highlight the title that you want to unlink from the course or instructor.
3 Click Edit.
Horizon displays the Edit Reserve Title window:

This titlo is linked to more
than one course or instructor.,

I Edit: Reserve Title

Title A psychological theons of work adjustment © an individual-differences Archiped

—Course — e I— Delete HQ 2 j_ Tof2]
ou can view the name of I TSTOTE Reguired cewxe

the course group to which

he titl IHI . whie Instructar Mo, 2 Crapfree, Man: Fue
the title belongs.
Mo, Reguired |1

You can view the name of
R _ Date: Res. 1228895 | Withar, | Reacty. |

the instructor to whom the

title s linked. Commert I

Statuz (¢ Active T Mot Active

Coples Reguired : Active 2 ot Aactive 0 Prowiziornal 0

hdzcinnunm Meeded |4
Ma. of tems: On Reserve 1 A Chher Locations 0 Archived 0O

Closel Save | tems I tem &rchives

4 In the drop-down list for the Course group, choose the instructor and course from
which you want to unlink this title.
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Important: When the title is linked to only one course or instructor, make sure
that you have withdrawn any items for the title before you unlink the title. (For
instructions, see Withdrawing an Item from Reserve on page 81.)

5 C(Click Delete.

Horizon unlinks the title from the instructor and course that you chose:

This title is now linked to anly
ane course and instructar.

I Edit: Reserve Title

Title 2 psychological theony of work adjustrnent @ an indiwidual-differences Archiped

—Course —  Mew I— Delete H?:? j— 1of1 |

Course Group 7 fevel T coose
Imstructar Mo, 7 Jones, Daborah

Mo, Reguired IQH
Date: Res. |04,15/2002 iithcir, | Feactiy, |

Carmmett |

Status (¢ Sctive Mot Sctive

Copies Feguired: Active 2 Mot Sctive 0 Provisional @
taxirum heeded |4

Ma. of kems: On Reserve 1 A Cher Locations O Archived 0

Closel Save | terns I tern Archives

6 Save your changes.

7 Repeat steps 4 through 6 for each instructor and course from which you want to
unlink this title.

Deleting a Reserve Title Record

If you no longer use a title in Reserve Bookroom, you can delete the Title record
from Reserve Bookroom. If a title is linked to more than one course and instructor,
you must unlink the title from each course and instructor before you can delete the
title record.

O If you have withdrawn any library-owned items from Reserve Bookroom that are
attached to a title, then deleting a reserve title does not delete the bibliographic
information from your system.

To delete a reserve Title record
1 Search for a course or an instructor linked to the title that you want to delete.
Horizon displays the Titles for Course or Titles for Instructor window.

2 Do one of these options:
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¢ If Horizon displays the Titles for Course window, choose an instructor from the
list of instructors.

o If Horizon displays the Titles for Instructor window, choose a course from the
list of courses.

3 Highlight one or more titles from the list of titles.
4 Choose File, Delete Record.
5 Click OK.

Horizon deletes the record from Reserve Bookroom.

Deleting an Instructor Record

If you need to remove an Instructor record from your reserve location, you can delete
it after you unlink or delete any titles attached to the instructor. (For instructions,
see Unlinking a Reserve Title on page 88 or Deleting a Reserve Title Record on
page 90.)

To delete an Instructor record

1 Search for the instructor whom you want to delete.

2 If Horizon displays a list of reserve instructors, choose the one that you want.

3 Choose File, Delete Record.

Horizon deletes the Instructor record from Reserve Bookroom.

Deleting a Course Record

If you need to remove a Course record from your reserve location, you can delete it
after you unlink or delete any titles attached to the course. (For instructions, see
Unlinking a Reserve Title on page 88 or Deleting a Reserve Title Record on page
90.)

To delete a Course record

1 Search for the course that you want to delete.

2 If Horizon displays a list of reserve courses, choose the one that you want.
3 Choose File, Delete Record.

Horizon deletes the Course record from Reserve Bookroom.
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