OPALS Tutorial Cards
Entering Local Holdings (“852”)

When you add items to the collection, the MARC record requires that you add
local holdings information to that item. The “852” field consists of a number of
“subfields” into which you can enter this data (classification number, barcode
number, etc.). Below are a illustrations and descriptions of each “852 subfield.”

852 I i_.ia_ Location (MR
LOCATION (R) [ | |snPs

_b Sublocation or collection (R)
ECG

3 Materials specified (Item type - Loan category) (INR)

_k Call number prefix (R

h_ Classification part (Classification number) (NR)
027.8

i Item part (Author cutter) (R)

r; Call number suffix (ex, V1) (R)

_p Piece designation (Barcode) (MR

9 Price (NR)

852a Location: Code for district or region to which a library or branch belongs

852b Sublocation: Specific library or branch location code

N.B. You can configure the system to automatically insert these codes whenever
you enter or Z-Import a record.

8523 Loan Category: This code indicates an item’s loan period. The system can
automatically insert “G” which is the general loan period. You can replace this
code for the exceptions such as reference or non circulating items.

852k Call Number Prefix: This is used when there are items that have
classification numbers but are shelved together as a group such as reference
materials (REF), biographies (BIO), etc. There is an exception... most libraries
place fiction (“F” or “FIC” items in the “852h subfield”

852h Classification Number: Enter the item’s classification number here. If you
have “Z-Imported” an item from Library of Congress or another database, and if




their record has a classification number assigned, the system inserts that number
into this field. You do not have to accept that number and can use any that you
prefer. Sometimes the assigned number is quite long or has slashes in it. You
can shorten that number to the number of digits that is the policy at your location,
and be sure to remove any slashes.

852i Author Cutter: Enter the leading letters of an author’s surname... the
number of letters is determined by the library (... most libraries enter the first 3
letters). In the case of biographies, some libraries use “BIO” or “B” in the “852k or
h” fields, then add the first three letters or complete surname of the person that
the book is about in “852i.”

852m Call Number Suffix: Enter a volume number (ex. V.1) for multiple volume
sets (encyclopedia, dictionaries, etc.). For encyclopedia, you should enter a
holding for each copy. It is easy to add multiple holdings in OPALS... please
refer to instructions below.

852p Barcode: Enter or scan an item barcode here

8529 Price: Enter price information here



OPALS Tutorial Cards
Add an 852 Holding to an Existing Record:

Login (top right hand corner)-> enter username & password

1. Search for title using OPAC.
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Call Number Title Author Date Status

[ |PhFic Rowe Harry Potter and the Chamber of Secrets Rowding, 1. k. 2000, £1999, 4 0 0fo

2. Click on title that needs another copy added.
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3. Click “Edit. ©
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1001 Rowling, 1. K.

2451 |0 |a Harry Potter and the Chamber of Secrets

c by LK. Rowling.

4. Using the side scrollbar, scroll all the way down to the bottom of the record.
5. Click in the last 852 tag in the record.
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6. Click “Add Field.”
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7. Enter number of duplicates of this holding:

A
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Leave at 1 for one holding, click OK
Type 2 for two holdings, click OK
Type 3 for three holdings, click OK
And so on.
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Enter first barcode. If you have more than one holding, it is vitally important
that the barcode numbers are sequential. If there is more than one holding,

it will add them in sequential order

Click “Save
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Support Contact Information & Links

Opals Website:

www.opals-na.org

Online Manual
Newsletters

FAQ

System Slide Shows
Brochures

Technical Support:

Richard Grenier rgrenier@bibliofiche.com
Dan Weeks dan@bibliofiche.com

Telephone: 877-331-1022

Open Source Information

Harry Chan harry@bibliofiche.com
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