RECEIVING & UPDATING SHELF-READY FIRM ORDER BOOKS 
1)
Using your own user id, receive and load each order.  This will remove the ‘ON ORDER’ status display and creates a copy record with the correct location and loan period information.  Scan the barcode into the ‘New Item ID’ field.

· Using the Receive Orders wizard, key in the title to be received.  Watch for any duplicate listings of the same title; these will need to be investigated.  Locate the correct title and receive the order as usual.  If a matching bibliographic record is not found, set the book aside to be processed later.

· Load the order using the Add Ordered Items to Catalog wizard.  This creates a copy record, still with an XX call number.

· Scan the barcode into the ‘New Item ID’ field.  The barcode number will automatically replace the system generated item ID and the message ‘Record updated’ will appear.

· Use a ‘Final Processing’ flag and/or the enclosed selection slip to note any information if needed.

NOTE:  Titles without a matching bibliographic record in Sirsi will have to be processed like any other non shelf-ready approval title.  The barcode can still be scanned into the ‘New Item ID’ field once the item has been loaded, however.

Steps 2 through 4 will overlay the previously imported GOBI (all-cap) bibliographic records with complete bibliographic records.  As part of the process, the call number and class scheme information will be updated as well.

2) 
Download the bibliographic records from YBP’s FTP site to the shared ‘R’ drive.
· Click on the WS_FTP95LE icon on your desktop.
· The Session Properties window will appear with the following information already filled in:     

‘Profile name:’ ybp
‘Host Name/Address:’ ftp.ybp.com

‘Host Type:’ Automatic detect

‘User ID:’ calgary

‘Password:’ ****** (the password is x8WRem)
You won’t normally be required to key in the above information.
· Click on OK.
· Under ‘Local System’ (column on the left-hand side) open the YBP folder found on the ‘R’ drive (‘[r]\ Monograph-Acq\YBP-FIRM’).
· Under ‘Remote Site’ (column on the right-hand side) highlight the file you want to copy into the YBP folder, e.g. ‘firm0824.mrc’.  Acquisitions will have provided you with the filename.
· Click on the left pointing arrow (‘←’) seen in between the two columns.  If the file doesn’t transfer successfully from YBP’s database to the ‘R’ drive, your session may have ‘timed out’.  Click on the Exit button and repeat the steps outlined above.
· The selected file will now appear in the left-hand column (beneath the ‘Loaded Files’ folder); it’s been copied to the ‘R’ drive.
· Click on the Exit button.
NOTE: Once you finish processing the titles contained in your file, move it into the ‘Loaded Files’ folder so that it’s easy to spot new, incoming files.
3)
Import complete bibliographic records via the MARC Import Utility wizard.

· Sign onto Workflows using the following:
‘USER ID’ : shelfready
 ‘PIN’: 6637

· Click on the MARC Import wizard.  If the Properties window appears, click on OK. 
· Under the Import tab click on the ‘Source’ gadget and specify the filename path, e.g., ‘My Computer\Gd on ‘libs1’(R:)\Monograph-Acquisitions\YBP-FIRM\firm----.mrc’.
· In the ‘Destination’ field provide your own unique filename such as initials, firm----.mrc, e.g., ‘sjfirm0824.mrc’.
· Click on the Import button.
· A Confirmation window will appear asking the question ‘Is diskette ready?’.  Click on YES.
· Another Confirmation window will appear asking the question ‘Are there more files to upload?’.  Press NO.  The screen will flip directly into Notepad displaying the ‘UNICORN Skip Flat Records’ report; just close out of here.
· Under the Bib Files to Load tab, your filename should appear (e.g. ‘sjfirm0824.mrc’) indicating it was successfully imported.  Press the Cancel button.
4)
Schedule and run the ‘FIRMbibcallupdate’ report.  This step updates the copy record so that the XX call number is changed to an LC call number.  The class scheme also changes from ‘AUTO’ to ‘LC’.
For MEDICAL titles a different report, the ‘NLMbibcallupdate’, should be substituted at this stage.  Medical titles will be supplied on a separate file from their LC counterparts so that the call number is updated to an NLM call number and the class scheme updated to ‘NLM.’
· Click on the Schedule New Reports icon.  A list of report names appear under the ‘Templates’ tab.
· Highlight the FIRMbibcallupdate report.
· Click on the Setup & Schedule button.  The Schedule FIRMbibcallupdate window now appears.
· Click on the Load tab.
· In the ‘File to load’ field click on the pulldown menu.  Choose your filename, e.g. sjfirm0824.mrc.
· Click on the Run Now button.
· The Schedule New Reports window appears.  Click on the Display Finished Reports button in order to view the loaded bibliographic records.  Note, the report will be listed as ‘FIRMbibcallupdate’ with today’s date and time under the ‘Completed’ column.  If the report doesn’t appear immediately click on the Refresh Report List icon; continue to click on the icon until the report appears (it can take a few minutes).
· Highlight your report and click on the View button.  Press OK.
· If errors are present in the report log, print the first few pages that contain the error details.  These will need investigating.  Close out of WordPad.
· Click on the Close button.
*******

Additional Considerations

Bib Verification/Receiving Practices

Certain practices for bib verification and receiving will also apply when processing shelf-ready books:

· since purchase orders aren’t produced for shelf-ready titles, note any location information or special instructions on the ‘Final Processing’ flag to be included with the book.

· also include the appropriate location flag as required (i.e.; RES, RUSH) to identify priority items.  Location flags for those areas already listed on the ‘Final Processing’ flag (i.e.; MED, REF) do not need to be included.

· for any titles that turn out to be non shelf-ready, include the 590/592 notes (bib source; ‘added’ notes; ‘new ed.’, etc.) as appropriate.

Multi-volume sets
· only one order line is created for multi-volume sets; you must create additional orderlines for any subsequent volumes.

· the parts information is not included in FTP’d order records so you’ll have to input the appropriate parts info into each orderline (e.g.; ‘V.5’ – uppercase, no spaces).
· scan the barcode into the ‘New Item ID’ field for all volumes of a multi-volume set even though the 1st volume will only have the correct location information in place.  Bib Services will update the location information for the remaining volumes.

· if a ‘Final Processing’ flag is required, include one in each volume.

Location changes

· In the event of a location change (e.g.; MACK-TOWER changed to 2LB-REF), the holding code will need to be edited and, in some instances, the loan period as well.  As a result, any location changes can be forwarded to Monographs Cataloguing to do.
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