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Creating the map to find 
your library’s treasures



The Catalog

 The library’s catalog is an organized list of all the 
materials owned by the library.

 The purpose of the catalog is to provide a way 
for patrons to identify, locate and use those 
materials.

 Catalogs can be traditional card catalogs or 
automated catalogs.



The Catalog

Automation Systems - OPACs and ILSs

• Online Public Access Catalogs are the public interface of an 
Integrated Library System

• Stand alone catalogs only contain records for materials owned 
by one library.

• Shared catalogs contain records for materials owned by more 
than one library.  A group of libraries shares a catalog using an ILS 
from one company:  for example, the former SCKAN network 
which used Polaris, or the KanShare consortium which uses Koha.

• Union catalogs pull information together from separate ILSs, and 
display records for many different libraries.  They are not used for 
circulation.  For example:  Kansas Library Catalog which uses a 
platform by AutoGraphics.



The Catalog

 Shared Catalog
KanShare

 Union Catalog
Kansas Library Catalog (KLC)



What OPAC/ILS do you use at your 
library?

• Koha
• Apollo
• Destiny
• Alexandria
• Verso
• Polaris
• Voyager



Additional training on your 
automation system

 SCKLS Library Learning Pathways

https://www.sckls.info/services/automation/automation-training

https://www.sckls.info/services/automation/automation-training


Cataloging

 There are three steps to cataloging

Descriptive Cataloging:  describing the 
item

Classification:  assigning a call number or 
shelf location

Subject Analysis:  assigning search terms



Descriptive Cataloging

 Describes the item and the information it 
contains in a way that helps the patron 
decide if it is something they want to use.

 Includes the title, author, edition, format, 
publication information and many other things 
that describe the item.

 This information should come from the physical 
item:  the title page, the cover, etc.



Descriptive Cataloging

Rules, Rules, Rules.

 The current rules used for descriptive cataloging are 
called RDA (Resource Description and Access).

 They tell you how to do everything from transcribing the 
title to formatting the table of contents.



Descriptive Cataloging
 The rules make sure that there is consistency 

between libraries.  This is very important for 
libraries that share catalogs or participate in 
Interlibrary Loan



Classification
 Classification is the way that materials are 

arranged on the shelves.

 The two most common classification systems in 
the United States are the Dewey Decimal System 
and the Library of Congress System.

 Most public and school libraries use Dewey.

 Many academic libraries use Library of Congress

 BISAC and custom schemes



Classification
Dewey Decimal System

 Ten Main Classes (the Hundreds place)
000 Computer Science & Information

100 Philosophy and Psychology

200 Religion

300 Social Sciences

400 Language

500 Science

600 Technology

700 Arts & Recreation

800 Literature

900 History & Geography



Classification

Dewey Tens Place: 700

 700 Fine & Decorative art

 710 Civic & Landscape Art

 720 Architecture

 730 Plastic Arts

 740 Drawing

 750 Painting

 760 Graphic Arts

 770 Photography

 780 Music

 790 Recreational & 
Performing Arts

Dewey Ones Place: 790

 791 Public performances

 792 Stage presentations

 793 Indoor games & 
amusements

 794 Indoor games of skill

 795 Games of chance

 796 Athletic & outdoor 
sports and games

 797 Aquatic & air sports

 798 Equestrian sports & 
animal racing

 799 Fishing, hunting, 
shooting



Classification
Dewey after the decimal: 796

 796.1 Miscellaneous games

 796.2 Activities and games 
requiring equipment

 796.3 Ball games

 796.4 Weight lifting, track 
and field, gymnastics

 796.5 Outdoor life

 796.6 Cycling and related 
activities

 796.7 Driving motor vehicles

 796.8 Combat sports

 796.9 Ice and snow sports

Dewey even further: 796.9

 796.91 Ice skating

 796.92 Snowshoeing

 796.93 Skiing and 
snowboarding

 796.94 Snowmobiling

 796.95 Sledding and 
coasting

 796.96 Ice games

 796.97 Ice boating

 796.98 Winter Olympic 
Games



Classification

Dewey Decimal System
 You can keep going with the decimal and 

classify an item so precisely that you include 
upwards of 9 decimal places… but should you?

 How many decimal places do you include at 
your library?



Classification

Where do you find classification numbers?

 Look for CIP information in the front of the book

 Many records will come with Dewey Numbers in 

them already.  They are usually in the 082 field.

 Search the KLC

 Email Katherine Williams, Katherine@sckls.info



Library of Congress 
Cataloging-in-Publication Data



Subject Analysis

 Figuring out what the item is about so you can 
add subject terms to the record.

 Subject analysis uses controlled vocabulary so 
that everyone uses the same words to 
describe the same subject.  

 In the U.S., most libraries use Library of 
Congress Subject Headings or Sears List of 
Subject Headings



Subject Analysis

Subject Headings

 You can use as many subject headings as you 
want for an item.

 The goal is to accurately describe the item so 
that a patron can find it with a catalog search



Subject Analysis

 Cataloging-in-Publication data

Where do you find subject headings?



Subject Analysis

 Library of Congress Authority headings (searchable)
http://authorities.loc.gov

 Library of Congress Subject Headings (PDF files)
https://www.loc.gov/aba/publications/FreeLCSH/freelcsh.html

Where do you find subject headings?

http://authorities.loc.gov/
https://www.loc.gov/aba/publications/FreeLCSH/freelcsh.html


Subject Analysis

 Library of Congress Genre/Form Terms PDF files
https://www.loc.gov/aba/publications/FreeLCGFT/freelcgft.html

 Cooperative Computer Systems LCGFT wiki
https://www.ccslib.org/Catalogers/index.php?title=Genre/form_headings

Where do you find Genre/Form headings?

https://www.loc.gov/aba/publications/FreeLCGFT/freelcgft.html
https://www.ccslib.org/Catalogers/index.php?title=Genre/form_headings


Time for a Quick breather 

Questions so far??



MARC Records

 MARC:  Machine-Readable Cataloging.  

 The MARC record contains all of the 
cataloging information about an item in a 
format that is readable by computers.



MARC Records
 MARC: Machine Readable Cataloging

 Fields: sections that a record is divided into- each field contains specific 
information

 Tags: 3 digit numbers that represent each field

 Subfields: sections for different types of information within a field. 


 Subfield Codes: lowercase letters or sometimes numbers that represent each 
subfield

 Delimiters: a character used to separate subfields (depends on system you are 
using- examples: $, #, @, etc.)

 Indicators: Two character positions that follow each tag (except Fields 001 
through 009). One or both of these character positions may contain a number 
from 0 through 9.



MARC Records



MARC Records

Polaris – MARC view (Librarian’s view)



MARC Records

Polaris – Patron view



MARC Records

Staff

Apollo – Staff Biblio record

Apollo – Patron view



MARC Records

Destiny – Edit Title record

Destiny – Patron view



MARC Records
Koha – Add MARC record

Koha – Patron Normal view



MARC Records

Alexandria – Staff Edit Title
Alexandria – Patron view



MARC Records

How to get MARC Records

 Copy Cataloging:  Find and download 
bibliographic records for your catalog.
 Cheating is encouraged, don’t reinvent the wheel!

 Original Cataloging:  Creating a bibliographic 
record from scratch.

 Purchasing records from a vendor.

 Outsource by contacting Katherine@sckls.info



MARC RECORDS

Your time is valuable!
 Get your records from the source that requires the 

least amount of your time.



MARC Records
Copy Cataloging

 Your first search should be by ISBN or UPC 

 Make sure the record matches the item you 
have.  
 Different formats require different records.
 Different publishers require different records.
 Different publication dates require different 

records.

 Make sure it is a good record, with subject terms, 
a summary and complete description.

 Download the record and import it into your 
catalog.



MARC Records

Copy Cataloging

 At minimum a bib record should have:
020 – ISBN
100 – Author
245 – Title
264 – publication information including 

place, publisher and date
300 – physical description
5xx – a notes field, could be a summary
6xx – subjects 



MARC Records

Where to get MARC Records

 Z-Targets through your ILS

 Kansas Library Catalog

 SCKLS!
 SCKLS can get records for you.  Contact 

katherine@sckls.info with the Title, Author and
ISBN

mailto:katherine@sckls.info


MARC Records

Original Cataloging

 Sometimes, there are no records available for an 
item and one needs to be created.

 Original cataloging is creating a record from 
scratch using the rules of RDA to describe an 
item, applying subject analysis and classification 
and then formatting all that information with 
MARC tags.

 SCKLS provides original cataloging services.  
Contact Katherine@sckls.info

mailto:Katherine@sckls.info


Item Records

 After the bibliographic record is in your system, 
you can create item records for each individual 
item.

 Item records have barcodes and are attached 
to one and only one bib record.  However, one 
bib record can have many item records 
attached if you have multiple copies.



Weeding

 When you remove items from the library, you 
have to remove them from the catalog.
 This is sometimes called “de-selection,” “de-

accessioning,” or “deletion.”

 If you are removing one copy of many, delete 
only the item record.  If you are removing the last 
copy in your collection, delete the item record 
and the bibliographic record.  

 SCKLS Weeding training
https://www.sckls.info/services/continuing-education/video-
recordings/evaluating-and-weeding-your-library-collection

https://www.sckls.info/services/continuing-education/video-recordings/evaluating-and-weeding-your-library-collection


Facilitator
Katherine Hughes
katherineh@sckls.info

Presenter
Katherine Williams
katherine@sckls.info

Questions??
Contact Katherine

katherine@sckls.info

mailto:katherineh@sckls.info
mailto:katherine@sckls.info
mailto:katherine@sckls.info
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