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Cataloger’s Desktop 3.0: Tools and Functionality

Course Summary

Cataloger’s Desktop 3.0 contains the most up-to-date electronic versions of the tools
bibliographic staff around the world use to process materials in a variety of formats. This 2-hour
course will enable library bibliographic control staff to identify the tools they need and explore
the major features of Cataloger’s Desktop 3.0

Learning Objectives
At the end of this course, participants will be able to:

Identify the Cataloger’s Desktop tools they need for their work
Set up their general and personal preferences

Search for terms in a variety of Desktop resources

Navigate search results in the toolbar and rail

Use drill downs to refine searches

Save searches and retrieve “saved searches”

Create and retrieve personal and shared bookmarks

Save and retrieve search histories

Other training available:

http://www.loc.gov/cds/desktop/web-fags.htmi
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UNIT 1: Introduction and Setting Up Your Account

Topic 1 Overview of Cataloger’s Desktop 3.0

Library staff from around the world use the Cataloger’s Desktop 3.0 (CD3) system to access over
280 cataloging tools that cover almost every aspect of bringing resources under bibliographic
control. Included are electronic manuals, policies and procedures as well as metadata standards.
CD3 is distributed through the Cataloging Distribution Service of the Library of Congress and is
updated quarterly by the Policy and Standards Division in the Acquisitions and Bibliographic
Access Directorate.

Paper copies of major cataloging tools are frequently out-dated, accessible only in certain areas
or being phased out. Staff finds the finger-tip, on-demand access to the resources they need in
CD3 a much more initiative experience than in CD2. They are amazed at the time-saving
mechanisms and personalized list of resources they can set for just the tools they need.

Topic 2 What is New?

e One of the major new features of Cataloger’s Desktop 3 is the ability of users to access
their chosen cataloging resources immediately after logging in.

e The Rail provides new tools including quick task menus to do specific things such as find
a MARC organization code or a bibliographic record. There are filters to refine your
search so you can limit to a particular resource or specific type of material.

e The Search function provides “did you mean” spelling correction, variant spellings as
well as synonyms and then returns meaningful results. There is also context wording
around your hits so you can determine which ones you want.

e There are quick filters that allow you to switch quickly between your resources and
resources that are relevant to cataloging a specific type of material. Perhaps you usually
cataloging monographs but now just need to do a few serials. You can switch to
resources for cataloging serials.

e Acronyms precede resources so that they will file together in logical groupings.

e Your entire search history for a session now can be saved as well as your individual
searches.

desktop3fullALA.doc 1 June 2010
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Topic 3 Initial Login

One of the major new features of Cataloger’s Desktop 3 is the ability of users to access their
chosen cataloging resources immediately after logging in. In order to create your personalized
list, at initial login, you will be prompted to enter your Email address/User name as a “user
name” and a temporary password.

There are three options you may see in this initial login process. You should follow the
instructions for the option that matches your situation.

Initial Login - Option 1

You have used your email address to set your preferences in the old version of Cataloger’s
Desktop. You will receive an initial login password sent via an email message to the email
address you used to set your preferences in CD2.

Steps:
P Cataloger's Desktop Login
1. Enter URL:

http://desktop.loc.gov

Email address | User name

|user@plau:e.u:ur-;|

Passwiord

2. Enter your email address, as
your user name, and the
temporary password supplled in | Log me in automatically

your email message.

3. Click Login. Forgotken your User name or password?

Cataloger's Desktop Login

4. You will see a screen where
you can set up and confirm a
password of your choice. Set
and confirm your password

Password

5. Click Login

Confirm Password:

Log me in automatically

ioon |

desktop3fullALA.doc 2 June 2010
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Initial Login - Option 2

Your institution has a user name and password that everyone uses to log into Cataloger’s
Desktop.

Steps
1. Enter URL: Cataloger's Desktop Login
http://desktop.loc.gov Email address | User name

T T |institutiu:un User Mame
2. Enter your institution’s user

name and password. Passward

[ Log me in automaticalky

oo

Fargokten waour user name ar password?

3. You will go to another login Cataloger’s Desktop Login
screen to enter your email and a

passwor d you choose Pleaze type in your Email address and

password, If you have not previousky set up a
login, type in your Emnal address and yowr

4. Click Login. desired password so that a login can be
genetated for you,

Email address | User name

|persu:n@place.-:urg

Passwiard

[ Log me in automatically

oo

Fargokten yaour user name ar password?

desktop3fullALA.doc 3 June 2010
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Cataloger's Desktop Login

5. You will see another screen Please confirm the nesw account by entering
where you should re-enter and EL [l Sl
confirm your password.

Passwaord

6. Click Login.

Confirm Passwiord:

[ Log me in autamatically

Initial Login - Option 3

Your institution had used an IP address in CD2 to log you in automatically.

Steps . .
Cataloger's Desktop Login

1. Enter URL:
http://desktop.loc.gov.

Flease type in your Email address and
password, If you have not previously set up a
loigir, type in yowr Email address and your
desired passwiord so that a login can be

2. 'You will go to this login
generated for you,

screen to enter your email
address and a password you

Email address | User name

choose.
|persu:un@plau:e.u:urg
Password
3- CIICk Logln- |...------.

[ Log me in automatically

_Login_|

Forgotten wour user name or password?

desktop3fullALA.doc 4 June 2010
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Unit 1: Introduction and Setting Up Your Account

4. You will see another screen

5.

where you should re-enter
and confirm your
password.

Click Login.

Cataloger's Desktop Login

Please confirrn the new account by entering
yoLr passwiord again,

Paszword

Confirm Password:

[ Log me in automatically

Topic 4 Setting General Preferences for All Users

You will open a window where you will begin the process of setting up your General
Preferences. The purpose of these preferences is to configure your desktop to best meet your
needs. Your personal desktop configuration will then display each time you login. These
preferences may be changed later on if you change your mind about what you have selected here.
We will discuss changing these preferences in Unit 2.

Steps:

1. Review the General
preferences page.

S VVEICOME 10 Lalaoger & LeskIop. Becalse you 4
Y first ime, we need to ask ywou o work through g
service wil be properly configured for o,

After wou have completed all of these preference ikems, use

Lopef
::_/
i SCFEEN,
== General preferences

o this page, wou provide basic identification so that Destfd

unique bo wou and accesses your Seskfoo configuration, as
bookmarks, notes) and search history, This means that wou
Ehe way you want i,

HEW Mote: The name and email address vou provide here is used
H_\ and will not be shared with others,

desktop3fullALA.doc
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Unit 1: Introduction and Setting Up Your Account

Select your language
choice, your name,
number of hits you want
to display at one time, and
whether you want to see
tips when you roll your
mouse over various items.

If you plan to use
Resource Description
and Access (RDA) from
within Desktop, you must
also have an RDA
account. You must enter
your RDA login and
password. If your library
has IP recognition access
to RDA you will need to
supply the following RDA
Username: ip

RDA Password: [blank]
(i.e., leave this box blank)

You can restore these
preferences to the default
or select other options in
the future, if desired.

Click Next.

You will display a screen
where you should spend a
few minutes and make
decisions about how you
will use CD3.

Interface language: Plzase select the user interface language wou would prefer to see,

Lanquage I English - I

Your name: Please specify vour First and lask names,

First name |

Last name I

Your display: For screen display resolutions below 1024 « 768 (such as 800 x 640) please select
Compressed lavaut,
{* Compressed layout © Full layout

Eearch results: Please specify the number of hits to display per search results page.
Number of hits |3D 'I
Search tips: Please indicate whether wou would like to autmatically see tips.,
¥ Show tips automatically " Don't show tips automatically
Session timer: Please specify how long vour Catatiger s Daskfop session should last:

Inactivity timeout in minutes: IGD

Warn |5 minutes before timeout

RDA: Enter wour RDA Username and Password in order ko access the RDA resources,
IF you do not have an RDA login, click HERE to sign up for RDA

RDA Username I

RDA Password I

& Open RDA within Cataloger's Desktop = Open RDA outside of Cataloger's Desktop

Restore these preferences to the system derault

Select either "Open RDA within Cataloger's Desktop" or
"Open RDA outside of Cataloger’s Desktop”. NOTE: Some
web browsers will prevent opening RDA from within
Cataloger's Desktop. In that case, please select the "Open
RDA outside of Cataloger's Desktop™" radio button.

Welcome to Calalbgers Deskiop. Because you are logging
first time, we need to ask you to work through a set-up prg
service wil be properly configured for you.

(Back [ Next [ Cancel |

After you have completed all of these preference items, use the Neact butty
screen,

This page allows you to make basic choices about the types of resources y
consult, Please take a few moments to complete this page. This will help C
searches on the resources that best meet your needs,

Check the selections on the form and CD3 will present a list of resources based on your

choices.

desktop3fullALA.doc
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Unit 1: Introduction and Setting Up Your Account

fweEs | [<«| 9

el=’

Language of Resources
(Balect aff thaf pou wish fo
routinely consuE)

English

[ ] peutsch

] Espaiiol

|:| Francais

[ ttaliano

|:| Korean

Ll Portugués

|:| Suomi

[l svenska
Libraries/Archives

(Bafect 3 a3t pou wish fo
routingly consuE)

Library
[ archive
|:| Museum
[ online

1 (8 =3

|| Encoded Archival
Description (EAD)
[(JLea rning Object
Metadata

[ Metadata Encoding &

Transmission Standard
(METS)

[ Metadata Object
Description Schema
(MODS)

] oat-oRE

] oaT-PMH

] onxx

|:| VRA Core
Activity Type
(Befect aff that you roubinely
\oerform)

Descriptive Cataloging

Access Points

Subject Headings

Call Numbers
Classification

(Befect alf that pou wish fo
rowdinely consuE)

LcC
|:| Dewey
Clnem
ubpc

Restore these preferences to il

Material Type
(Baetect af that pou routinsly catalog)

Text

L Cartographic Materials

[] Music & Sound Recordings

[] Motion Pictures and Video Recordings
Graphic Materials

Electronic Resources

[] Three-Dimensional Artifacts and
Realia
Other Resources

(Belect alf that pou wish fo routiney conswlt)
[] Discussion lists

[] online catalogs

] rss feeds

Core Elements
(Belect aff that you routinely perform)

] Work/Expression/Manifestation/Item
Attributes

[ Mame Attributes

F Work/Expression/Manifestation/Ttem
Relationships

(Oname Relationships with Resource
¥ Subjects

system default

After you have completed all of these preference items, use the Next button at the top or bottom of the screen.

8. Click the Next button and you will see a warning notice that your choices will change the
table of contents you will see on your opening screen. Since you haven’t set preferences
before in CD3, click OK so you will have an opportunity to set up your specific
preferences.

9. You will see a screen with selected CD3 resources with some items checked based on your
general preferences. You now have an opportunity to check or unchecked the resources

desktop3fullALA.doc
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Cataloger’s Desktop 3.0: Tools and Functionality Unit 1: Introduction and Setting Up Your Account

you want to use. You also can go back to change your choices on the previous page or
restore everything to the system default.

Table of Contents Preferences

The Table of Contents
can be set o
auktomatically update
itself as you navigate
through Cafalpgers
Dagifan, Specify
whether wou prefer
that the Table of
Zonkents aukomatically
synchronize.

o SYnC " Don't
Sync

n the Your Desktop Configuration page, vou described the byvpe of cataloging that wou do, The list bel
resources match that configuration, IF wou would like to adjust that selection, make wour choices and click. 94
of this page. If vou do not want ko make changes please save these preferences by clicking Save

Default TOC filter | Clear all Select all

[+ WIAACRZ: Anglo-American Cataloguing Rules ﬂ
[+ CJAACRZ Rule Interpretations of Library and Archives Canada

[#] C1AAT: Art & Architecture Thesaurus (Getty Institute)

[+ [Clagricultural Thesaurus {National Agricultural Library)

[*] = WALA-LC Romanization Tables

[#] = Oall Movie Guide {all Media Guide)

[#] = Oall Music Guide (&ll Media Guide)

[#] CJAmerican Antiquarian Society Catalog

|T| = [ amicne fikeaeo and dechivacs Canadad _Ij
4 ]

NOTE: You should select RDA if you plan to access it in Desktop.

8. You can also specify if you would
like to have thg Taft):le 031C Contents 21342, LM LR
synchronize automatically which is If'a change n responirbility occurs between the pg
handy after you have done a monograph, enter the menegraph under the heading af
search and selected a resource in a ot eatliest part. Ifa diferent person of corporate bod
different area from the one you later part(s), make a note and an added entrv under th
originally displayed such as LCRI. later person or body,

(%] [JRCAA Interprétations de régles {Bibliothéque et Archives Canada)
[#] [#IRD&: Resource Description and Access
[#] [CIRDDA : Régles pour la description des documents darchives {Bibliothéque

9. Click on the Finish button when you have completed your selections. You are now ready to

use CD3!

desktop3fullALA.doc
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UNIT 2: Managing Your Preferences

Topic 1 Changing your General Preferences

As you use CD3, you may need to change your preferences. You may have new workflow and
need to change your general preferences and/or need additional resources to process materials
and need to change the Table of Contents listing of “My Resources.”

You may change your general preferences to include language, number of results per screen,
layout compression and whether you would like to see tips automatically.

Steps:

1. After you have logged in and displayed your
resources and/or searched, click on the
Preferences COG icon in the Rail.

2. The Rail will change and you will see a yellow COG icon that is displaying the General
preferences page. Many users will want to change to the Compressed Layout here so that all
the CD3 resources and functions will display on the screen. You may also change the number of
hits displayed at a time in the results panel as well as turn on or off the display of automatic tips.

desktop3fullALA.doc 9 June 2010
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General preferences

r"; n this page, vou provide basic identification so that Sestfoo will know who wou are, vour login is unique to vou and ac
configuration, as well as all of wour customizations (i.e., bookmarks, nokes) and search history, This means that yvou ha
) =zt up the service the way wou want ik,

=i
"% Mote: The name and email address yvou provide here are used solely for accessing Cafabger s Cestar and will nok be s

Interface language: Flease select the user interface language wou would prefer to see,

Language |English -

Hi' Tour name: Please specify wour First and last names,

First name |J0an

Last name |Weeks

Your display: For screen display resolutions below 1024 x 768 (such as 300 x 640) please select Compressed lavouk

* Compressed layout 7 Full layout

Search results: Flease specify the number of hits to display per search results page,

Mumber of hits |30 hd

Search tips: Please indicate whether vou would like to autmatically see tips,

* Show tips automatically © Don't show tips automatically

Session timer: Please specify how long vour Cafaloger s Daskfop session should last;

Inactivity timeout in minutes: |0

mn
é_:' Warn |2 minutes before timeout
L5 Save Cance Restore these preferences to the swstem defaulk

3. For the Session timer your account has been set with a 60 minute timeout default, and a
timeout warning of 5 minutes. You can change the timeout to any number of minutes
between 5 and 60, and any timeout warning that is at least 1 minute less than the timeout
number.

4. Make your changes and select Save at the top or bottom of the screen.

Restore these preferences to the system default

Topic 2 Changing Your Desktop Configuration

You may change your Desktop Configuration either just after you changed your General
preferences or without changing your General preferences.

desktop3fullALA.doc 10 June 2010
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Steps
1. Select the WRENCH icon.

G
Note: If you have just saved your ||

General preferences
General preferences the screen )

: “ —. (0n this page, you provide basic identification so that Destfoo will know
will refresh to the “My . m that you have more flexibility to set up the service the way you want it.
Resources” page and you will o
need to click on the Preferences Mote: The name and email address you provide here are used solely for
cog Icon again to see the Please select the user interface language you would prefer to see,
WRENCH icon. :

2. You may now W 5ol concel |
change the ¢ . -

preferences for il Your Desktop Configuration

'

Categories of B This page allows you to make basic choices about the types of resources you would like to

resources that you ~#%, routinely consult. Please take a few moments to complete this page. This will help Cataloger's
. i Desktop focus your searches on the resources that best meet your needs,

routinely consult.  w¥

Country Encoding Method of Distribution
(Eefect one of the Scheme (Eefect aff that you routingy catalog)
folowing) 'E?;fffayﬁ?;yﬂ” Monographic Resources
(® United States "7 0 routinely .
w o ] cortslt) Continuing Resources
Australia MARCZ1 _ _
C canada Please select from the Subjects list

[ IMaB {Lelect aff that pou routingly catalog)
JocLc MARC LCSH
] unIMARC ] MEsH

) Mew Zealand
O united

[ T R .

3. Click Save.

This action will change all of your selected preferred resources back to a general list based on
your desktop configuration.

4. Click OK. You will now display the screen to change your preferred list of resources.
Make your selections.

desktop3fullALA.doc 11 June 2010
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Topic 3 Change Your “Table of Contents My Resources” Preference

You do not have to change your General preferences and Desktop configuration, if all you
want to edit is your Table of Contents My Resources selections. For example, you may want to
add and/or delete some resources.

Steps:

1. After initial login, click
on the COG icon.

2 Select the COG icon [ General preferences |

On this page, you provide basic identification so that
under the WRENCH that you have more flexibility to set up the service the

icon. This action will
take you directly to the

Table of Contents . ] [Table of Contents F"r’EfErEI‘IEES]
Preferences page to edit : S T, T

your resources.

L . )
‘“‘ Mote: The name and email address you provide here

Language | English [V]

3. Check the selections you want to change and select Save.

You screen will refresh will your new Table of Contents My Resources pane.

i

[x] [JAACR2: Anglo-American Catalc
[#] &= O ALA-LC Romanization Tables

desktop3fullALA.doc 12 June 2010
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UNIT 3: Getting the Most Out of Search

Topic 1 Navigating the Rail in Searching

After you have logged in you should see your chosen resources display in the Table of Contents.
You should also see a Rail Pane at the far left side.

The Rail Pane is a new feature with this version of CD3 and has many features to help you use

the Cataloger’s Desktop resources quickly and efficiently. We will go through them in

sequential order.
Steps

1. You may use the <<<
at the top to hide the
pane on the left next to
the Rail to see the full
screen view of your
document as in the next
image.

If you roll your mouse
over the icons you will
see a tool tip.

flla

[ =4 =

Hide Rail pane
Table of Lonten

[ §
[#] |
[+ ¢
[+ |
[
[+
[ |

ts (My resources)
JAACRZ: Anglo-American Cataloguing
CJALA-LC Romanization Tables
[Jauthority Tools for Audiovisual and
[JBest Practices for Cataloging Stream
[JBeyond Bookmarks: Schemes For Org
[IBIBCO Participants' Manual
[IBibliography of the Hebrew Book {Ins

desktop3fullALA.doc
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Cataloger’s Desktop 3.0 Tools and Functionality

Unit 3: Getting the Most Out of Search

2. You may click the >>>

after you have seen
your document and
display the left pane
next to the Rail again
as is shown in the
image below.

The next icon in the rail
is the START OVER
button. This icon will
clear everything from
both the left and right
panes.

Note: It will also erase
your search history
unless you have saved
it per the instructions
on page

The LIGHTENING
BOLT icon opens a fly
out menu of Quick
tasks to give you the
ability to jump to the
specific resource that
best meets your needs.
Some of the links in the
area are still under
development and your
input and suggestions
are most welcome.

= )

X

€

Quick tasks:

Iwant to. . .

Find a bib record

Build a bib record

Find a name record
Build a name authority
Describe a work in hand
Describe a web resource
Find a subject

LCSH

MeSH

Find a genre term
Assign a call number
Dewey

(I e e

MLM

upc

Find a MARC 21 tag
Authority

Bibliographic

Holdings

Find a MARC code
Counfries

Geographic Areas
Languages
Organizations
Relators

Search a Discussion list
Autocat

COMSERIline

Desktop

LC Cataloging Mewsline
MARC

MextGenCat

PCCList

RDA-L

Serialst

desktop3fullALA.doc
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Cataloger’s Desktop 3.0 Tools and Functionality Unit 3: Getting the Most Out of Search

Exercises:

1. Press the link for Find a bib record. Notice how it defaults to the LC online catalog.

2. Under Find a MARC 21 tag, select Bibliographic link and search for the 260 field.

3. Many of the links are under development. Which links would you use?

4. How could you use this feature in your work?

Navigating the Rail in Searching continued

Steps
5. The FUNNEL icon > | Quick fiters uing Ry
provides Quick filters o @ resouees
to toggle between your y J/g:nw LC resources
resources, all resources @ I need information about cataloging ...

and just LC resources. Everything _
E Cartographic materials

L

Electranic resources

6. When you click on Metadata .
Show all resources, you Motion picturss ] pments
H : Music & sound recordings
may display the full list Print & photographs _
of CD3 resources and Rare materials List
select perhaps one that Serials & integrating resources
isn’t on your resource [*] = Ocataloging and Internet Terminology (N

list for a SpECIfIC search. [*] &= Ocataloging Calculator {Oregon State Un

[*] = Ocataloging Cheatsheets

Note: You should left
click on the funnel and
drag your mouse over on
to the fly out menu, and
then click on the link
you desire.

7. If you have an active
search, for example in
your resources, you can
refine your search
results to LC resources
by clicking the link.

desktop3fullALA.doc 15 June 2010
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Unit 3: Getting the Most Out of Search

8. You may collapse the

Table of Contents

FOLDER icon. This is
very useful, if you have
drilled down in a

Table of Contents (My resources)
=] = OAACR2: Anglo-American Cataloguing Ru
B O Anglo-American Cataloguing Rules
= [JCredits, Prefaces, and General Introd
[E O committees
[E] O preface to the 2002 Revision

resource for a particular
item.

Collapse Table of Cnntents)

(TOC) using the
N
@ [

[=] &= [JPart 1. Description
[+] [ Introduction

[=] = Ochapter 1. General Rules for Desci

9. The CHECK MARK
icon clears all of the

check marks you have
entered before the
resource to be searched.

Note: You can focus
your search to the
specific resources you
need by putting checks
before the resources to
bring highly relevant
search results.

desktop3fullALA.doc
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Cataloger’s Desktop 3.0 Tools and Functionality Unit 3: Getting the Most Out of Search

10. The COG icon gives
you the opportunity to
re-set your initial login
preferences that you set
when you logged into
CD3 for the first time.
You may do this if you
need to change your

ls:)e;ttmgs at ?Jr'y_;['zrnfe- CIFRB Library of Congress Rule Inte)
ease see uni or [Free 2009 Issue 3

E3]

further instructions. ey
# = OGat /'

[+

[+]

11. The NEW icon gives
users a quick look atthe e E
latest additions and —

changes to Desktop. fialf, _tE

Music and Sound Recordings
Update August 2009

Subject Headings Manual
Update 2, August 2009

12. The SHEET OF
PAPER icon provides a
quick reference to the
acronyms that catalogers
use to refer to CD
resources. Acronyms are
listed at the beginning of
many resources in the
TOC to help grouping
and finding similar
items.

13. The HELP icon opens a
new window to the
Cataloger’s Desktop
Training resources and a
FAQ.

desktop3fullALA.doc 17 June 2010
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Put “added entry” in the
search box and click Find.

14. After you have done a
search you may use the
HOUSE icon to return
to the resources in the
TOC.

Note: Notice how the
HOUSE icon has
turned gray. This
indicates that it is the
selected icon. Your
search terms are
retained and you could
quickly select another
resource and search it
rather than clearing
your search.

15. The MAGNIFYING
GLASS icon gives
users a very quick way
to return to the Search
results list after you
have displayed a
document in the right
pane.
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; 18] R
16. The STAR icon enables ﬁﬁ[ﬂﬁé; Subfield Codes

users to jump quickly to /j‘j Dla. Entry-

their Bookmarks and Uncontrolled %a Personal name
i} R I :
Saved searches. P tame (R) < Sb_Numeration ()
— = Sc_Titles and othey
Note: Bookmarks and L, [E‘mkmf':fff saved S‘ff'r':h‘“'s) $d_Dates associaty
notes will not carry over
from CD2. These will Search and Document history
need to be recreated in 1. Results Search: (“added entry™ AMND [}
CD3. We will create [TOC Selected])
Bookmarks and notes in 2. Browse Document: 13.2. Analytical [}
Unit 4 Added Entries
3. Browse Document: {2t ]
4, Results Search: ("added entry™ AND [ ]
[TOC Selected])
17. The CLOCK icon is very 5.  Browse Document: 700 Added Entry- €3
useful for quickly going to Personal Name (R)
your session hiStOr‘y, You 6. Browse Document: 700 Added Entry- 3]
Personal Mame (R} /‘r

can save your history with
options to just save
searches, only documents
or all items.

Delete icon

Bookmark example [t

=

Save history as | Save
Note: You can use the X

to delete some of the
results and then just save
the session history you
want.

Show only searches | Show only documents

Shaw all | Clear history
Session history

Search and Document history

18. You may CIiCk on the 1. Results Sﬁ@a&d;;législ]lz?l AMND title AND £33
Save histories link to

FATe

. . . 2. Browse Document: 1.1, Titde and o
retrieve the session history Statement of Responsibility Area
you saved. We will 3. Browse Document: 5. 1. Title and [ ]
explore thlS more in Unlt Statement of Responsibility Area
4. 4. Browse Document: 1.1, Tite and [ ]

Statement of Responsibility Area

19. You may edit this session
and then Save it again.

Bu:u:ukmarlﬁ example [ ]
Save

Save histhry as |
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Cataloger’s Desktop 3.0 Tools and Functionality Unit 3: Getting the Most Out of Search

Topic 2 Basic Searching

You may do simple keyword searches, browse searching, use limits and filters, as well as save
searches in Cataloger’s Desktop 3. Every time you logon after the initial set-up your opening
screen will display your selected resources. You may do basic as well as advanced searching
from one search box.

Steps

6. Enter keyword search terms.

We have entered parallel title
in the search box.

Note: This is an automatic
AND search where both terms
will be retrieved. Boolean
searching using AND, OR,
NOT is available. These are
available in English, French,

German and Spanish.

7. Select the resource you want to
search. We have selected
AACR?2 by putting a check
mark before AACR2 in the
Table of Contents (TOC). You
may select several sources at
a time.

8. Click on Find.

Topic 3 Searching Tips

When yOU have the automatic The Search Box returns results for ALL keywords you are Searching.
i i Tyvpe "quotation marks" around a kevword string to search it as a phrase,
SearCh tlps turned on In_your Boolean AND, OR, and NOT are ayailable
pl’eferences, a screen will Additional search help is availabld here]
dISplay tIpS When yOU start to rou can turn off these messages here by selecting Don't show tips automatically

type your search terms.
Click the here link to display more search tips.

The table below will appear and shows examples of the ways the Boolean operators and, or, not,
as well as phrases and wildcards may be entered.
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Operator Example Result
one twwo
Aricd one &two  |Finds documents with both 'one' and 'twa'.
one and twa
Oy me | you Findz documents with either 'me' or "you'.
me ar you
“him ) N
Mot . Find=s documents that don't contain 'him'.
nat him
Phrasze :;PE o Findz documents with the exact phrase to be or not".
Single character WP Finds documents with “wwaman', “wamen', etc., ar this', that',
wildcard thy them', etc.
Multiple character *n Fimds documents with 'an', "addition’, 'assign’, etc., or wark',
wildcard weark® “wyarks', weorking', etc.
Exercise:
1. Select AACR2
2. Enter "additions to names' wom?n (for woman and women) in the Search box.
3. Review your results to see that the phrase was retrieved as well as both forms of
woman/women.
AACRZ: Anglo-American Cataloguing Rules — Part 1T, Headings, Uniform Titles,
_hapter 22, Headings for Persons — General — 22,15, additions to Mames Enker
Results For:  "additions ko names" " AMD wom?n . AND [My | E 8 &M ) « =] E o o
F o resources] o
T Read, Miss
Save 1-Zofz x Miss Read
) :
Eh.
o) Seuss, Or.
o7 Source: AACRZ x Dr. Zeuss
Bz -T-
o7 Source: AACRZ Ifno such word or phrasze exists, make additions to surng
o when they are needed to distinguish two or more persons wit]
o name (see 22 198
E ™\
[#8] 22.15B. Terms of address of married women
22.15B1. a
Add the term of address of a marned woman if she 15 1de
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Topic 4 Reviewing Search Results

Steps

1. Enter keyword search
term: pseudonym? in the
search box.

2. 'You may roll your mouse
over the hits in the left
pane to view a short
summary that will help
you decide whether to
view the full content.

Results For: | pseudonym? ™ A0 Ky
resources]
Save 1-9af9

[£];. 21.6. Works of Shared

) Resgunsihiﬁg

o~ Source: Rz

Source: A4CRZ
Language: en
Sample of Document:
Lotitle Added entries under the
headings for Dufourcg, Raugel,
and Machabey 21.60. Shared
pseudonyms 21.60. Shared
pseudonyms 21.601, 21.6D1, If

two or more persons collaborate
and use a single pseudonym ,

Unit 3: Getting the Most Out of Search

use..,

k.

3. When you click on the hit,
the full document will
display in the right pane.

21.6D. Shared pseudonyins

21.6D1.
Ftwo or more persons collal

peeudonym as the heading for a 4
the pseudonym from their names

[y,

&~ Source: AACRZ
[]5, 22.1. General Rule
" o Source: ARCRZ
[[]15, 22.2. Choice Among
" Different Names

Exercise:
1. Search for "chief source of information™ in AACR2
2. Roll your mouse over the hits to view the summary.
3. Select a hit and display it in the right pane.

4. Select another hit and see how the right pane refreshes.
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Topic 5 Navigating in Your Document

Search for “Statement of Responsibility” in AACR2

Steps:

1. You can determine

where you are in the
resource by viewing

the bread crumb
links at the top of
the document. You

may click these links

to jumptoa
particular section.

2. You can navigate to

the next or previous
sections by using the

icons at the top and
bottom of the

displayed document.

AACRE: Anglo-American Cakaloguing Rules — Park I, Descripkion — Chapter 1, Ger
Description — 1.1, Title and Statement of Responsibility Area

E@D/WL;:;@E«-.&}.

1.1. Title and Statement of Responsibihity Area

1. 1A Preluninary rule
1.1A1. Punctuation

Additionally, as before in Cataloger’s Desktop 2, you may click on
the buttons to jJump to another source to see the equivalent or
similar discussion.

RZ: Anglo-American Cakaloguing Rules — Part 1. Descripbion — Chapter 1. General Rules For
ipkion — 1.1, Title and Statement of Responsibility Area

B = F | & Ea| B S [gPrevious section

1.1. Title and Statement of Responsibility Area \ —

1.1A. Preluninary rule

1.1A1. Punctuation 2CEAE

T e iambamn b moamn coan #lem e aF minmmmn T aEmien man A B s i A \
o]

o/ Mext section
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3. You may roll your mouse AACREZ: Anglo-American Cataloguing Rules — P3
. ; Description — 1.1, Title and Statement of Respon
over the icons in the toolbar to S = .
see an explanation of their B & ~ Bl

function. 12 5 % 5 6 7 8

Open current document in new window
I i ¥ e 5]

The following numbers correspond to the number under
the icon in the picture:

1. Open the current document in a new browser
window.

2. View the clipboard.
3. Copy to the clipboard.
4. Print the document.

5. Email the document.
6. Bookmark the document (see Unit 5 on Bookmarks)

7. Create URLSs and Shortcuts

8. Go back to return to through the screens you have
viewed.

Exercises:
1. Display a document in your right pane.

2. Click on the Open current document in a new window icon.

R BR 2N Fl %
T2 3 4§ 5 & 7 8

Cpen current document in nes window
I T ¥ £ 5]
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3. View your document. You may close the window by using the X to return to Desktop.

4. Select a section of text for the clipboard.

5. Click on the Copy to clipboard icon. This will copy your text to the clipboard

REco Wi« &8

4.1. Taitl S Clpb e nt of Responsibihty Are;

4.1A. Preliminary rule

6. Click on the View clipboard icon and display your selection.

B & & @ |
4.1. atement of Res)

4.1A. Prelummary rule
4.1A1. Punctuation

For instructions on the use of 3
punctuation, see 1.0

™ 4 4 LR
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7. You may print the document by pressing the Print icon.

B e R(GE W E .

4.1. Title and Statement of Resp

4.1A. Preliminary rule
4.1A1. Punctuation

8. Click on the envelope icon to email the document to yourself or someone else you
designate.

=} | & E} # | %
4.1. Title and Stnt of Res)

4.1A. Preliminary mle

From:  pooc@loc.gov

Toe

Subject: |4, 1. Title and Statement of Responsibility Area
Mote: A reference to the document will be added.

Note: The subject may be changed to be more meaningful to a recipient.

9. Click on the Bookmark icon to create a bookmark for a particular document you may
want to find in the future. We will go through all the procedures to create and retrieve
bookmarks and notes in Unit 5.

EIEEILEIE

Bookmark
4.1. Title and Statemn es]

4.1A. Preliminanry rule
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10.  The Shortcut icon give you the ability to create shortcuts on your computer desktop, add
the Uniform Resource Location (URL) to a document or email and/or save it within Cataloger’s

Desktop in the Bookmarks area. Click the shortcuts icon.
AACR2: Anglo-American Cataloguing Rules — Part 1. Description — Chapter 4. Manuscript

Fesponsibility Area
) a = . g
_‘,'

4.1. Title and Statement of Responsibility Area

LT

(]

Ea

4.1A. Preliminary rule

4.1A]. Punctuation
For instructions on the use of spaces before and after prescribed
Enclose the general material designation in square brackets.
Precede each paralle] title by an equals sign.

The left pane will open to display a dialog Create Shortcut

where you have several options. The following web addresses have already been

created for this resource. You may use one of them
or create your own below, Click the link to see the

If you click [Select] you will see the screen on
the next page.

You can click [Select] to use the URL
and see the document.

You can click in the place in document
in the right pane where you want to
return in the future and at the bottom
you will see “Position has been set.”
You can type in the rest of the URL
with a extension of your choice or
accept the default

You can click Save and the shortcut
will be available in your Bookmarks.

position in the document or dick Select to use the
web address,

L

»  http://desktop.loc.gov fsavedftitepropersample
[elect]

Please type your preferred web address in the box
below. Use anly letters, numbers, periods,
underscores, or dash characters in the address.

The following is your preferred web address:
http://desktop.loc.gov fsaved)
Aacr2_Aacri 2092

! - ‘M

[ff you wish to anchor to a spedfic spot in this ]
r

esource, mouse to that point and dick.

/

Position has been set.
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If you clicked [Select] to use the URL you
will see the screen below with three
options.

| ¥ou can copy this web address into a
document or shortcut:

http://desktop.loc.gov fsaved ftitepropersample

You can also create a shortcut by dragging
the following link to your computer's desktop:

ﬁ-ﬂeprnpersample

Save as a bookmark

1. You can copy and paste the URL into a browser. You
must be signed into Cataloger’s Desktop for this to
work.

2. You can left click on the link (2) and drag it to your
desktop. You will see a dialog to copy the files there.
Click Yes.

You will see your shortcut on your desktop. When you
are logged into Desktop you can click this shortcut and
go to your saved document.
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| ¥You can copy this web address into a
document or shortcut:

http: ffdesktop.loc.gov fsaved /titepropersample
You can also create a shortcut by dragaing

2

ti.ﬂepru:upersample

Save as a bookmark

the following link to your computer's desktop:

3. You can Save this Shortcut in with your bookmarks.

Click the Bookmarks icon in the Rail to retrieve it.

=

You may delete a shortcut that you created from
your Shortcuts list, but the shortcut will remain
available for other subscribers,

a titlepropersample

You may delete it by clicking on the X.

11.  The purple arrow is a go back icon used similarly to the back arrow in a browser like

Internet Explorer or Firefox.

Airea

AACR2: Anglo-American Cataloguing Rules — Part 1. Description — Chapter 5. Music — 5.

R e mal(t)je @Bl » »

5.1. Title and Statement of Responsibility Area @I

4

by

This can be handy if you select an in-text button like MARC above and then want to go back

to your previous documents.

Let’s move over to the next section of icons in the navigation bar.
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The following numbers ___ , —— .
AACRZ: Anglo-American Cataloguing Rules — Part 1, Description — Chapter 4, Manuscri
correspond to the number under .1, Title and Statement of Responsibility Area

the icon in the picture: m & o = H %z 8 o &
1 2 3 1 5 6
1. You can synchronize the
y 4.1. Title and Statement of Respons Syncfn LSS ﬁ

document you are viewing with
the Table of Contents (TOC).

2. 'You can view the previous
result from your search.

3. You can view the next result
from your search.

4. You can jump to the previous
hit within the displayed
document

5. You can jump to the next hit
within the displayed document.

6. You can click the highlighter
to have the hits highlighted or
turn off highlighting.

Exercises:
1. Select the MARC button and then select the resynchronize TOC button.

AACR 2: Anglo-American Cataloguing Rules — Part I. Description — Chapter 4. Man MARC 21 Format for Bib"ﬂgl'aphic Data — Variable Data Fields — 2C
anuscript Collections) — 4. 1. Title and Statement of Responsibility Area 245 Title Statemert iHR\'
= F

CeRSHERNEC® AR no @ e E N
:
245 Title Statement

4.1. Title and Statement of Responsibility Area

First Indicator

2. Click the House icon to display the TOC and your left pane will refresh with the MARC
Table of Contents displayed.

[=] &= 0245 Title Statement (NR)
[l O Guidelines for Applying Contel
[E] O tndicators

+§. Table of Contents subfield Codes.
ﬁb JInput Conventions

|:I (] Content Designator History
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3. Use the purple arrow to return to the AACR2 “statement of responsibility area.”

745 Title Statement (MR)

D B &

=2 EH W @

MARC 21 Format for Bibliographic Data — Variable Data Fields — 20x-24¥ Title

| ERB | &

245 Title Statement (NR) EEES.

4. Select the magnifying glass in the rail to return to your Search results list.

5. Click the sheet of paper with the left arrow to move to the Previous search result which
will take you back to the previous search result in the left pane.

Results for: ( “statement of
responsibility™ .~ AMD [My
resources] )

Save

B

Next

&~ Source: AACR2

Ba.

1-300f 263

E\@D&t::@ﬁﬁ»

- |Previous search result
nsibimTy =

1.1. Title and Statement of Res

1.1A. Preliminary rul

1.1Al. Punctuation DERHE

For instructions on the use of spaces before and after pr
punctuation, see 1.0C.
Precede the title of a supplement or section (see 1.1B9) by

6. Click on the paper with the right arrow to move to the Next search result which will take
you to the next search result in the left pane.

&~ Source: AACR2Z
[ly 6-1.Title and
" Statement of
Responsibility Area
&~ Source; AACRZ
.

= F L .

-

[Ela, [ AACRZ: Anglo-American Cataloguing Rules —Part I Description — Chapter 1. General Rules
Description — 1. 1. Title and Statement of Respansibility Area
#~ Source: AACR2 0 E =2 X (& - = E S IR  Previo
B3

r———T
1.1 Title and Statement of Respy{dﬂ}

1.1A. Preliminarv rule

1.1A1. Punctuation |2SRHB
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7. Click on the box with the arrow coming out to the left to display the Previous hit instance
of your search term highlighted in pink in the current document.

AACRZ: Anglo-American Cataloguing Rules — Part I, Description — Chapter 1. Geng
Description — 1.1, Title and Statement of Responsibility Area

D R B a m | & Za| & |

Presvious hik

1.1. Title and Statement of Responsibility Area

1.1A. Preliminary rule

8. Click on the box with the arrow coming out to the right to display the Next hit instance of
your search term highlighted in pink in the current document.

AACRZ: Anglo-American Cataloguing Rules — Part I, Description — Chapter 1, Geng

Description — 1. 1. Title and Statement of Responsibility Area
B B S % % & BI* £ d‘?"

)

1.1. Title and Statement of Responsibility Area et hit

1.1A. Preliminary rule

9. Click the highlighter if you want to turn on or turn off the highlighting of words in the
displayed document.

AACFE.Z: Anglo-American Cataloguing Fules —FPart I, Description — Chapter 1. General Fules Tor
Description — 1. 1. Title and Statement of Responsibility Area

0 B BB & 7 | % Ea E |‘*' *%][@Previnussecﬁu
ol T

1.1. Title and Statement of Responsibility Area Mw

1.1A. Preliminary rule

AACRZ Anglo-American Cataloguing Fules —Fart 1. Description — Chapler 1. General Eules ol
escription — 1. 1. Title and Statement of Responsibility Area

B B &2 Fll % S 8B | = ﬁ_ﬁ?[@Previnus
S

Highlight hit:
1.1. Title and Statement of Responsibility Area u_=_|bcm e

1.1A. Preliminary rule
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Topic 6 Browsing in CD3

Steps
1.

You may want to
consult a particular
resource and are
familiar with the
structure so you
may click on the +
sign and open the
folders until you
locate the links to

the items you need.

Click on the link
and the item will
display in the right
pane.

Note: The section
for the documents
is identified with
an orange bar.
Notice as you
browse the right
pane immediately
displays the item
you clicked.

Exercise:

=l = LIAACRZ: Anglo-American Catal

B O Anglo-American Cataloguin
[#] = Ocredits, Prefaces, and Gene

[=] = [JPart 1. Description
[+ = O Introduction

[=] /= Ochapter 1. General Rules

[#] = O 1.0. General Rules

[*#] = O1.1. Title and Stateme

[=] = [J1.2. Edition Area

[#] = O1.2A. Preliminary ru
[=] = O 1.28. Edition staten

[ O 1.281.
ER
El O 1.[T281)

[=] = [ 1.2. Edition Area
[# = O1.24. Preliminary ru
[=] = [J1.28. Edition statem

B g ii;; and script of the title proper and enc
Egi::i [Three asterisks] 4

1.2B2. | CHM |DCRHBI|HI_CRI

If the edition statement consists 4

1. Locate the Local Processing Fields in Section C16 of the DCM public sections.

2. When would you browse for an item rather than search for it?
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Topic 7 Synonyms

Steps
1.

Synonyms are retrieved
in searches for the terms
you entered in the
search box. This helps
with the normalization
of British and American
terms for concepts.
Enter “period” in the
search box and check
“AACR2”.

Click Find and notice
that you have retrieved
“full stop”.

Topic 8 Equivalent Spellings — Spelling Correction

Steps
1.

Desktop accounts
for differences
between British and
American English
spellings. Enter the
term “catalog” in
the Search box and
select AACR2.

Click Find. Notice
you have retrieved
“catalogue.”
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2. Enter “paralel

title” for the phrase
“parallel title” in
the search box and
select AACR2.

Click Find. Notice
how your
misspelling is
corrected in the
search box.

You have been
advised that
nothing was found
for the misspelled
word but the search
was resubmitted
with the correct
spelling and
retrieved your
results.

paralel title @l
Table of Contents (My resources) o

[+] = W AACR2: Anglo-American Catalc
[#] = [JALA-LC Romanization Tables
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Topic 9 Drill-downs

Steps
1.

You may refine your
search from your search
results by using the
MAGNIFYING
GLASS icon under the
FUNNEL on your hits.

Enter “edition statement”
and select AACR2 then
click Find.

Select the
MAGNIFYING
GLASS icon and roll
your mouse over to:
Source, Languages,
Group or Field.

Click a link under the

26 Results Found

category and your new
result set will display.

We selected Rule Text BN
under the Field category.

Results for: { "edition statement™." AMD [My
resources] ) Drill down™. [ Rule text™.1]

1-100f 26 Mext

1.0. General Rules

Source: AACRZ

1.2. Edition Area

Source: AACRZ

1.4, Publication, Distribution, Etc.,
Area

Source: AACRZ

1.11. Facsimiles, Photocopies, and
Other Reproductions

Source: AACRZ
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6. You may want to search
in several sources and
then just click a link
under Source to see just
the results from a

3

Filter your results using:

Source:3

AACRZ (35)

BIBCO (5)

DCM: Descriptive Catalo... (1)

Group:22

Edition (20)

Books, Pamphlets, and P... (15)
Continuing Resources (13)

Title and Statement of ... (13)

Languides:1

en (42)

Mation Pictures and Vid... (13)
Music (13)

particular resource.

Note: The numbers next
to each link indicate the
number of hits you will
receive.

Exercises:

1. Clear your search and then search for “edition statement.” Redo the search just using the
LCRI and then filter your results to just “sound recordings.”

Find

PSS -

Filter wour results using.

"edition stakement”

|

Group:15

Crphan (18}

Editian {13

Feproductions (11}

Conkinuing Resources (1070
Mation Pickures and Yid... {10}
Books, Pamphlets, and P... (9}
Music (7]

Sound Recordings (7)
Zarkographic Materials (&)
Manuscripks (&)
Three-Dimensional Artef... (&)

[l H L
Field:3
Fule title (200

Area (17
Chapter (1)

Source:1
LRI (20}

TR

Languages:1
en (Z0)

b

El

Eliiy © &

Clear your search and use the Quick tasks icon and select find a MARC 21 tag bibliographic and
search for the 710 field.

desktop3fullALA.doc 37 June 2010



Cataloger’s Desktop 3.0 Tools and Functionality

Unit 3: Getting the Most Out of Search

Topic 10 Searching in RDA

You may search directly RDA directly within Cataloger’s Desktop if you have RDA to your
“My Resources” table of contents. In this scenario, a cataloger may want information about

scale while cataloging a map.

Steps
1. Puta check mark in scale [Fnd]
RDA.
[*] = ONewspaper Genre List (United States Newsp
5 Enter “scale” and [#] = COMLM Classification
- then C|i.Ck Find [*] =) OONLM Policy for Subject Analysis and Classifig
[*] = OJOCLC Authorities: Format and Indexes
[#] = OocLc Bibliographic Formats and Standards
[#] = CJoMIX (Book Industry Study Group)
[*] = Oonline Resources for Serials Catalogers (CO
[#] = Oropular Names of Acts in the U.S. Code {Cor
3. Your search results [#] = OrBMS Controlled Yocabularies for Use in Ral
will display on the [*] = [*IRDA: Resource Description and Access
left and if you asked
RDA to open ina A} RDA Toolkit - Microsoft Internet Explorer
new WindOW, it will  [scale File Edit “iew Favorites  Tools  Help Links * %_:]CDI'IVB"'Z z @5
open with the first
hit. Results found
RESOURCE DESCRIPTION & ACCESS
4. Inthis case you can fsfor:{scale - AN
click the Advanced RESOURCES o, Guick Search (evances
search button 7.25.1.3 Recore
#= Source! RD&
b(-i‘C?.USG _yOU Want tO T.25.3.3 Recorc +RDA
distinguish between | Cartographic C
. = Source: RD&
maps and musical 7.25.2.3 Recorc
scales Three-Dimensi ATTRIBUTES OF TH|
' ?"] Source: RDE EXPRESSION
T.st.5.3 Recorc ——
&= Source: RDA ; ;
7.25 1.5 Nonline 710 Summarization of th
# Source: RDA Content
7.25.4.3 Recorc
Cartographic © 7.10.1 Basic
= Srywesd DO
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Unit 3: Getting the Most Out of Search

Enter “:scale” and
then put a check
next to RDA.

In the RDA
Instruction Types
use the drop down
arrow in All
Content Types and
select:
Cartographic
Only.

Click Search

Your results will be
filtered for
cartographic
content.

You may close the
new window to
return to
Cataloger’s
Desktop when you
are finished with
RDA.

Enter Phrase or String to Search ... Clear Previous

1scale

Select Document(s) to Search ...  Select Meta Data to Limit Search By ...

+ RDAH

+ JRDA: Element Set View e

+ CRDA Mappings AACR2 Rule Number (R Oriy)

+ OWorkflows |

: E EI:E ti;l nRQETatIOHShlp Diagram | Tip: Enter Operators between Mumbers as needed
+ JAACRZ

RDA Instruction Types (RDa Only)

Al Instruction Mumbers

All Description Types
F e All Contert Types

_ L All Content Types
m iCartographic Only

Leflelbel

Advanced Search|

| Advanced Search

Fesults 1 - 25 of 26 for :s¢ale in RDA

RDA: 7.25 Scale [

Scale is required only for cartographic content.

RDA: 7.25.1.3 Recording Scale
Fecord the scale of the resource as a representative
fraction expressed as a ratio.

RDA: 7.25.1.5 Nonlinear Scale
Fecord a statement of scale for an image, map, etc., with a
nonlinear scale (e.q., celestial charts; some maps of
imaginary places) only it the information appears...

RDA: 7.25.3.2 Recording Horizontal Scale of
Cartographic Gontem
Fecord the horizontal scale of catographic content
appkyving the basic instructions on recarding scale given
under 7.25.1 .
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UNIT 4: Bookmarks & Saved Searches

Topic 1 Creating Bookmarks

After you retrieve a document from your search results, you can set a Bookmark to save
repetitive searching and speed up future retrieval for the same document.

Steps
1. Enter a search. We have entered “added entry” and checked AACR2.

"added entry”™

2. Select the hit you want to bookmark.

Bs.

Source: AACRZ

3. View the content to be bookmarked.

21.3. Changes of Persons or Bodies Responsible

21.3A. Monographs EI

21.3A1.
If a monographic work is modified by a person or
was entered. enter it as mstructed m 21.9-21.23.

4. Select the Bookmark icon.

AACR2: Anglo-American Cataloguing Rules —

ork
i
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5. A window will open that give you the ability to click cancel to accept the default
bookmark setting or click OK to edit the bookmark. We will edit the bookmark.

6. The bookmark dialog will appear in the left panel. You may change the title and/or add
notes.

Notice: the default is My Items --your personal bookmark. You may select the radio
button next to Shared to display your bookmarks to your colleagues.

To edit the items below dick on the @ icon.

=]

@ 21.3. Changes of Persons or Bo...
Edit Bookmark
Title:

21,3, Changes of Persons or Bodies Respons|
® My Items (O shared

Motes: \ /

To bookmark a specific point in the document,
dick the bookmark link to bring up the

document and scroll to the position in the
document,

[Save] [ Cancel ] [Delete ]
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L. @ 21.3, Changes of Persons or Bo,.,
7. To add a note, click in the Notes Edit baokmark
section then click on the section of the Title: |21.3. Changes of Persons or Endies Responsi
text where you want to display the note. % My Ttems © Shared
This will display as a yellow sticky in Motes:
the place you bookmarked. Includes edition information, J
(Currently, this only works in Firefox.
Your note will still be available if you r - F th
IF wou wish to bookmark a specific spot in this docurmen
r_oII your mouse over the bookmark thiat poink and click,
link.)
Bookmark location selected
8. Sﬁlect Save after you have made your [‘ I_ISave ] Cancel | m—— |
changes.

Topic 2 Retrieving Bookmarks and Notes
Steps:

1. Select the Bookmarks & Saved
searches icon in the rail.

Show @& rw O Baoth

. . To edit the items below dick on the @
2. Your bookmarks will display. You icon.
may switch to the shared bookmarks or
see both. (=]
@ 21.3. Changes of Persons or Bo...
3. Select the link for the bookmark you @ 21.3. Changes of Persons or Bo. .

want to dlsplay @ Persons or Bodies Responsible ...

@ Main & Added entries

(=]

Mo saved searches.
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4. You may Click on the Iink to " @ M‘!l'l Items O Shared O Enﬂj In‘:‘n‘.‘ul'ERz: n‘.‘ul'lgll:l',-.J.I'ﬂEriCal'l ':atalD
Work
display the text of the ,
bookmarked document To edit the items below dick on the @ Iy E 2 o
! icon.
(=] \ 21.3. Changes of Pe
@ 21,3, Changes of Persons gr Bo...
@ 21.3. Changes of Persunsﬂ‘DHD. . 21.3A. Monographs
@ Persons or Bodies Responsible ... 21.3A1.
@ Main & Added entries fa M
= was entered. enter it 4

5. Your boo_kmarked section \_Nlll AACR2: Anglo-American Cataloguing Rules — Part 11
appear with your yellow sticky  Points — 21,3, Changes of Persons or Bodies Respons

note if you are using Firefox. O B = B4 ¢ o

%2 1.3A Monographs EI
R

e T |

6. Roll your mouse OVGI: the sticky “|Includes edition information. | .
note and your note will appear. I E Moo apHe work 15 modified

body under which the work m its onigin
21.9-21.23

Exercises:

1. Create a bookmark in a resource that you use frequently but want to consult.
Select OK and edit your bookmark for your title and add a note.
Retrieve your bookmark.

Roll your mouse over your note.

o A~ w DN

How would you use this feature in your work?
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Topic 3 Editing Bookmarks

Steps:

1. Retrieve your bookmark and then select Edit icon before the bookmark you want to edit.

@ 21.3. Changes of Persons or Bo...

.3, Changes of Persons or Bo...

rsons or Bodies Responsible ...

e ]

@ Main & Added entries

2. The selected bookmark will open with the form to change the title and/or note. As soon
as you press Save your bookmark will contain your edits.

=]

@ 21.3. Changes of Persons or Bo...

@ 21.3. Changes of Persons or Bo...
Edit Bookmark

Title:
21.3. Changes of Persons or Bodies Responsi
® My Ite () Shared

Motes:

To boolghark a spedific point in the document,
bookmark link to bring up the
nt and scroll to the position in the

[Sa'u'e] [ Cancel ] [Delete ]

Topic 4 Deleting Bookmarks

Steps: =]

e 21.3. d f Per r Bo...
1. Select the Edit icon next to the @ nass e e
Bookmark you want to delete.

.3. Changes of Persons or Bo...

E

rzons or Bodies Responsible ...
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2. Click on the Delete Button.

document and scrall

To bookmark a spedfic pointin the document,
dick the bookmark Mﬁ to bring up the

e position in the

document,
[Saue] [Caneel]l Delete |

Topic 5 Saving & Retrieving Searches

A new capability in CD3 is the Saving Searches feature. If you have created a special search
strategy that has brought you very good results, you may want to save this search string for
future use. Sometimes if you are instructing someone, you may want to have some searches

prepared ahead of time.
Steps:
1. Enter your search terms and select your
resources. Enter “edition statement”

and select AACR2 and LCRI.

2. View your search results and select the
Save link.

3. A window will open advising you that
the search was saved. Select OK.

"edition skakement"

55 Results Found

Results for: § "edition statement™ " AND [My rg

et
[£14% 1.2B. Edition statement

= Source: LCRI
[l 2.2B. Edition statement
= Gource: LCRI
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4. To retrieve your search, select the Star in the rail.

5. You may select the link to redisplay your search results.

=]

@ "miniature boaks"
@ "additions ko names"
@ ["editin:nn stakement” ]

F

"edition statement”

55 Results Found

Resulks For: § "edition statement" " AMD [My re

Save 1 - 30 of 53

[£ly. 1.2B. Edition statement
#~ Source: LCRI

6. Alternatively, you may select the paper and pencil icon to edit your search. You may add

a note for example.

=]

"miniature books"

@ "additions to names"

'eu:litiu:un staterment"

@ "edition stakement”

{* my Irems € Shared

7. Your saved search will appear in the @ miniat
left pane. You may roll your mouse
over the saved search and view your

note.

Motes:
Comprehensive discussion J
Sav, Cancel | Delete |

Comprehensive discussinn]
@ "additiofE T TETES

@ "ediﬂ'un skakement”
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Topic 6 Saving Session History

Another very nice new feature in CD3 is the ability to save your entire search session or just the

searches you want to include.

Steps:
1. Select the Clock icon to

go to your session
history.

2. YOU_ Can save your Search and Document history
SGSSIOI’] I':IS_tOF%/ with 1. Resulks Search: ("added entry” ARD 3]
options to just save [T Selected])
search_es, Only documents 2. Browse Document: 13,2, Analykical [ )
or all items. Added Entries
3. Results Search: {"parallel title" ARD £
[ToC Selected])
3. I there were searches 4. Resulks Search: (“edition stakement” 3]
. A0 [ToC Selected])
that are (,jupllcates or that 5. Results Search: {"edition statement"
you don’t want to save, D [TOw” SelertedTh
i Click the ¥ to delete this search.
you ma_ty click the X and b. Flﬁlts SEarch: | edmion sLarement 2]
they will be deleted. AND [TOC Selected])
7. Browse Docurnent: 1,26, Edition
4. When you are ready, statement
click in the Save history
sandrameyour | G
Session history and b o
select Save. searchwebinar
biookrnark webinar &
5. If you don’t need a Saved Sesrch webinar O
history any more you
may select the X at the Save history as Save |
end of the line and delete show only searches | Show only documents
it Show all | Clear hiskary
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redisplay that Saved history bk o
. searchwebinar
session.
biookmark webinar £
Search webinar £
Save hiskory as Save
Shows only searches | Show only docurments
Showe all | Clear history
7. When your selected Search and Search and Document history
Document history displays you 1.  Resuls Search: ("uniform titls" AND O
may delete selected items and [TOC Selected])
then either save the session with 2. Erowse Docurment: Inkroduction ]
the same or different name. 3. Results Search: ("uniform tithe" ArD &
[T Selected])
This se_ssmn hlstqry mlght be 4. Browsae Document: Introduction £
useful if you are instructing or _
mentoring someone. 5. Erowse Document: Inkroduckion &
b. Erowse Document: 21,0, Introduckaory &
Rules

7. Browse Diocument: 21.0, Intruductur@
Rules

Exercise:
1. Select the Clock session history icon and then retrieve your Saved history.
2. Delete an item from your session history.

3. Resave the session history either with the same name to overwrite or with a different
name if you want to maintain an altered search history.

4. How could you use search history in your work?
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