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Genesis G4

Creating Alternative Collections & Cataloging for items outside of

the Library:

The Genesis G4 Program is built upon the principles of library standards;
however, our program allows for practically any item outside of books to be
cataloged. G4 provides the ability to create a custom easy every day cataloging
template to be made for anything that needs to be inventoried.

So, what does this mean? Simple answer; templates can be created for any
item; Equipment, computers (iPads, Chromebooks, Textbooks, shop equipment,
sports items) practically anyone can create cataloging of materials by filing in the
blanks within one of these templates.

This document will illustrate using a request to catalog and circulate
material items not found or kept within the library. LRMS when asked will create
or show staff how to create the Special requested template for cataloging these
unusual types of materials.

There are multiple areas that require adjustment to allow for non-library
materials to be cataloged and circulated. These are:

1. Create custom cataloging template or templates
2. Create Holding codes to allow for circulation
a. Special Circulation codes to identify these materials
b. Create circulation periods (length of Time)
3. Create independent collections for these materials
a. Create collection restrictions
4. Create Usernames and permissions for those who will use these
special collection(s) with restriction to only their own collection and
limited Circulation rights so not to allow for an accidental change to
the library cataloged materials.

Set-up is the more intense part of managing any item to be cataloged and
circulated within a library program, LRMS is always available to assist.
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How to Create a Non-Library Special Collection:

For this example, we will select a School Band of uniforms and equipment,
keep in mind this method can be extended to Maintenance tools, Sports,
Textbooks, Technology equipment, Student equipment, Classroom
collections, College Books, Law books, Special Author collection, Genealogy
materials, Video/Media items, etc.
LRMS will want to know what your requirements are and we will assist you
with reaching that goal.
Start by selecting Catalog Management from the G4 Main Menu/Back
Office.
See Advanced Functions:

Select Manage Collections

Select the “Action” menu
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Select Add Collection
Add Collection

Mew collection name:
[E==a |

Add the Collection Name
Ex. HS Band Collection, do
not use any Special
characters such as *"/@ etc.

Upon completion Click the “OK” button, this will save the new collection to
the list of G4 collections and will appear at the top of the list. Repeat this
process to add additional collections.

File Action Previous Menu Main Men

Selected Collection

HE BAND COLLECTION

ALL

BATCH

paln COLLECTION
E-BOOKS

G4 allows for the addition of multiple collections, adding of additional
collections should be well thought-out, do not add collections that are
never used or ageing because they are old archived collections that no
longer server the library patron. Example some library may want to account
for Lost books for the current year of operation which is fine and
understandable, when moving to the next year run a report or spreadsheet
of these Lost books to establish what items where lost and their value.
Remove the items from this collection by deletion Through G4’s “Mass
Update” menu “Delete Entire Record”.
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Once collections are created the option to restrict the use of adding
cataloged items can be linked to a specific Username and Password setting
within the “Advanced Settings — Manage Users”. Here users can be added
by assigning a G4 User name and Password with the applying of
Permission’s of “All Permissions” usually to Librarian Administrator to a
more selective choice of allowed Permissions for non-administrators as
shown.
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Let’s establish a Custom Template:

7 LRMS{Build 3.6.15): HARDIN_HS {User: krms
File Action Previous Menu M

=1 Click (&) for new label or (AB) for new Menu Added items appear directly below.
ETENTACTIE -] [ | PO acctagjsuttiel then drag and dropta Drag and i o desied ocation.

desired location

nimsJocal } - [Template Designer] u gAibrary.com g X

Band Equipment Description:++ ] j
[Call Number. AG:052 SUBFIELD h | start this Call Number with EQ followed by  space (example: EQB Trumpef)™
m Descriplion AG:245 SUBFIELD - Desuribe the Instrument or ltem (Ex Trumpet]™
Manufacturer: AG:260 SUBFIELD:a
MendoiDistr- AG:260 SUBFIELD:b
Purchase Date: AG:260 SUBFIELD.c
| Repair History | [TAG:507 SUBFIELD:a
WAdd details about this Hem™
| Summary Descripion: | [TAG:500 SUBFIELD:a 1l
Condition: TTAG:505 SUBFIELD:a
| Model Number: TTAG:501 SUBFIELD:a

00 add muftiple copies or quantities USE MULTIFADD within Holdings.++ [
1Add Serial Number information within the Copies Box Serial No. Field ++ [

[Copies Box 1 |
Band Equipment Template
=
(@4 Plezse visitwswIms.com for support Holdings Info af logon ==> A 3364 k4 0: 11 Overdue: 99 00 B0+ days 99 BZ7/2019 801 AM
s 0 [2 wstadssmm

This is template building can be accomplished within the Catalog
Management — Design Form Templates section of G4. When non-library
Templates are designed, they will share certain common fields found within
book cataloging, also there will be fields that are not commonly used within
book cataloging which provides the design greater flexibility.
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Templates can include simple instruction as examples to assist the person who is
cataloging by applying cataloging notes or examples behind each catalog
description line. Templates when created properly will be intuitive so the fill in
the blank fields are easy understood.

# LRMS{Build 356.15) : HARDIN_HS (User: rms } (Server: lonrmsJocal ) - [Template Designer]
File Action Previous Menu Main Menu

Click (A) for new label or (AB) for new Menu Added items appear direclly below.
EEITETN -| (1 | P51 yicrc tagjsuicls then drag ond dropta  Drag and orop to dosiad lacation

desired location

Band Uniform Entry Form: ++ j

(8523h - Call Number™ AG-§52

1B524x fﬂl@inal Ain, Date: | [TAG:652

=

JBFI
IBFI

ELD-h 7 JEx HS Uniform. JH Uniform = N
ELDx_/ _ [Ex Actual Aguired Date, Optional entry = hY
24532~ Title Description=| TAG:245 Da | 11Ty
500$a - Comments: AGH00 Da_ \ V4
E50$a - Subject = AG'650 SUBFIELD'a ___~[Ex Unifarm: A
]

\

|

]

=

e
=] (=54
pua puaf
] fna}
mm

:‘Summw ﬁmﬁ 520 SUBFIELD-a

[Ex Add a brief description of the Uniform and Condition.++

[UniformCondition and Notes] TAG-852 SUBFIELD- [Ex New Like New_ Good, Fair=
3 Dacket ||[TAG:350] fres] :211 | fres| Size: |[TAG:

[Shako: AG214 | [ Only

Dacket AG:212
i [Guantlets ] [TAG 304 |

AG303
[Copies Box 1 Fields marked with = _indicates locally required field information.

Band Uniforms Template
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All items that are cataloged do require identification, besides describing what is
being cataloged it is necessary to create an identification number known as a
barcode which can be printed on a label that is then attached to the item to allow
circulation (Checkout or Check-in). This is accomplished in an area known as
Holdings sometimes referred to as Copies.

+ LRMS(Build 3.6.15) : HARDIN_HS {User: Irms } (Server: lion.lrms.local } - [Full Search Edit Catalog] L
Acion Previous  Main Menu )

gAlibrary.com

[ Catdog Search Show Tagoed ds in HS BAND
Callection: ‘HSEANE COLLECTION j 0w ﬂgg&ﬁ&ﬁgw Print this page | | Print all pages
Findfor - [7i7LE seamch ] [eanswin 7]
sotoy e 3]
NextFree Barcod: TUI31000031115 Fight Clck on RED words for possble conect speling.
AL ER =] Tofal records inresult setis 1. Displavina page 1 of 1
SEARCH | Shﬂ; ::kz‘gfé’g:-:g‘:‘m: Expiand Rows for Image Views
EQB TRUMPET rTT
7 ECUPMENT
Barcode Status | Borrower ID Bomower Name. Group  |Due Date | Owner Code | Serial Mo Tag Barcode [ )
BAGI00G11E A A HISD Ex-123456789
If an |tem Contalns da Add New Change Delete Tag Move to || Move and Print Dymo exit
. . Holdings 9 Holdings Untag || Existing Create Barcode(s) -
serial or unique number P ——
. . Barcode | Serid # | EX-123455789
for identify as a property -
gs Info: [
asset, add that serial T et [T ok [T VendoCas [
number Wlthln the : [HiSD j Copy Status: |_ j Fund Code: |5_': j Yl lssue:
Holdlng Serial # field. Print Actvity for this Holding
Date action | Bomwer D [Bonower Name
@A Please visitwiwIms com for support Holdings Info atlogon ==> A 3364 M 4 0: 11 Overdue: 930D 60+ days 99 272019 457 PM

Holdings contain the Barcode number that is assigned and also describes cost,

owner, location and a circulation code that determines the period of time an item
can be checked out to in days weeks months or long term to a specific calendar
future date. For our band example let’s say we have 7 (seven) identical Trumpets,
G4 has a Multi-add feature within holdings that would allow one described item
to automatically add all 7 items with a few clicks of the mouse (Pretty cool
feature).
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Barcode Labels can be printed from the Labels and Cards menu of the library
program, we suggest using the label printing option known as Dummy Labels. This
type of label is basically a Generic label can contain up to four brief lines of
information depending upon the size of the label being printed. Barcode numbers
should not conflict with the number assignment used by the library for cataloging
library materials. Example if the library has a standard of 13 or greater numeric
digits in length 334031000031114.

Make your special collection numbering 4 numeric digits that is less (example

starting with 1200). Your label scheme should never interfere or conflict with the
library general book collections numbering, ask the Librarian.

Pl |

rdin BAND Property

ll"lll (N AT A0 T

*12249*

Hardin BAND Property

{ AV IO T O

*12<L5 s

877-700-5767 8



" Library Resource Management Systems, Inc.

Genesis G4

Create a method of how or where the barcode label is attached to the cataloged
object, Standard label stock can be purchased as paper or as a foil label. Example
a Uniform may be within a Garment bag. Tagging should be fixed so it will not be
lost.

Suggestion Example:

Uniform Garment Bag
identification label or card
added to this item to allow
circulation by scanning the

Barcode Label to the

student band member.

Determine where to add the
Barcode label, foil labels would be
best, add one label to the
instrument and a second to the
protective instrument case

Once items are cataloged and labeled, Circulation can be accomplished through
the Circulation Management/Circulate menu or by use of the G4 Self-Circulation
options within G4.
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|4 BackOffice |

. Self-Circulation

Library Resource Management Systems, Lnc

Administration Circulation option:

Checkout of a Trumpet to a student example: using the administration Circulate
G4 option.

W it Circulation
[ Check Out Checkin | Renew | Hold@@-0) |
Chck Ot Date: | 55277 5
Check Out 06277201 _ [ Ao bum
Dotaul Do Date: [
Borrowor 10 or Namas. [T650T |
F2-Lact Hame Pt | [ =
Abshere, Cora /09 A0 ete Pt wotes | Clow votes| | DEFAULT
e [ )
55 missi
Creumion | 1T 001 o] Pt ot 1 [T Accoumt
e Out | Due |CaliNa/Title |Est | Cos| Dae |, | |
0627719 15,7920 EOB TRUMPET / Etuds ETRA00 Series Studont b Trumpet EXAMPLE (1S BAND COLLECTION] 0 7999 Balance 00 |

MemBarcode: [ FoTes P T t0r Looiie
[EQB TRUMPET

ChockOutDatn 622019 | | cooeous | | PITE0SS e T Etude ETR-100 Series Student Bb Trumpet- EXAMPLE

Due Date [ 057202020 o Checked Out0827/2018
Circutation

Quick Catalog Search

e Bem Chachank = coampieted, P

T fiame

272013 5:34PM

Check-in can be accomplished using this same Circulate option by selecting the
Check-in Tab at the top and or Renewing an items circulation checkout length.
How to understand and manage the Administrative Circulation
document assistance Link & Video Link
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Anyone Circulation method:

A second option for circulation is to use the Self Circulation G4 feature where any
registered individuals within G4 can Check-in items as well as Checkout or Renew
Checked out items to extend circulation.

Check-in example using Self-Circulation:

£,

Borrower 76507 Scan your items to check-in

fem# 1200 Etude ETR-100 Series Student Bb Trumpet-

Check-in is simple whether using the administration Circulate option or the Self
Circulation option, all that is required is that the Check-in mode is active by
selecting the Check-in option followed by the scanning or typing in the barcode
label numbers of the returning item.

How to Manage Self Circulation document assistance Link.
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