GUIDELINES FOR 

ADDING BRIEF TITLE RECORDS TO THE PINES DATABASE

Purpose of Brief Title Records:  The purpose of brief title records in the PINES database is to allow materials that do not have item records attached to permanent bibliographic records to be circulated, and to have those transactions associated with a particular patron record.  [NOTE:  This would include ILL transactions for items that come from outside the PINES system.]  Brief Title records are "shadowed" and, therefore, do NOT display in the OPAC; they are, however, visible from staff logins to Workflows.

The wizard for adding "Brief Title" records is found in the "Item Information and Maintenance" group on the Circulation toolbar; this is called the “Add Brief Title” wizard.  Although the “Add Temporary Title" wizard also exists in the Checkout window, we recommend that libraries do not, for the time being, choose this option when adding  brief records.  This is because it is not currently possible to enter the Call Number when using the " Add Temporary Title” wizard, and this makes materials difficult to track or transfer (to other records) upon their return. 

In the “Add Brief Title” wizard, the normal default values for Brief Titles should be "Item type" of BOOK, and "Home location" of CATALOGING.  You should always retain the "Home location" of CATALOGING, but change the item type to reflect the material you are circulating.

When Brief Title entries are used as a temporary circulation records, the items shall  be sent to Cataloging when they are returned.  In Cataloging, a full MARC record for the item can be located in the PINES database, imported from OCLC, or created in and imported from OCLC.  The item information attached to the Brief Record can then be transferred from the Brief Record to the full MARC record, thus, allowing the Brief Record to be removed from the database.  The Call number and Copy information can then be completed in the permanent record.  [NOTE:  Brief Records should not be allowed to remain in the database when an item record for the same piece is created and attached to a full bibliographic record.  The Brief Record information should either be transferred, or the Brief Record should be deleted.]

If a Brief Record is used for an ILL transaction, or for an item that is removed from the collection, the Cataloging Department must be asked to remove the Brief Record from the database. 

PINES staff should not add or indefinitely retain Brief Records for items that would normally merit full cataloging, especially if there already are full records in the PINES database.  

NOTE:  To avoid creating confusion and database clutter, the practice of adding multiple Brief Records in Circulation for the same bibliographic item at the same location (e.g., records for multiple copies of LEASE books) is particularly discouraged.  Proper Call Number records with attached Copy information should, instead, be created by library system staff members who have cataloging authorization .
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