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Cataloging Part I of IV

Cataloging Class A:

Introduction to Aleph Cataloging

Cataloging Series:

Class A: 
Copy Cataloging

Class B1: 
Advanced Searching, Items and Holdings

Class B2: 
Suppression, Provisional Records, Management

Class C: 
Original Cataloging 

***These are all JUST suggestions!!!!*****

What to Expect from the Cataloging Training Program:

The format and structure of each class will be consistent and flow from one to another.  

Each class will have an introductory page with the main topics and tasks you can expect to learn during that class. 

Each lesson will have the outline of steps at the beginning, and then a more in depth procedure will follow.  

Classes will be hands on and each person will have their own computer for in class practice, moreover classes A, B1, and B2 will also have homework associated with the topics covered for that class.  The homework assignment can be found at the back of the training packet.

An additional resource guide will be provided at the end of Class A; this guide provides where to find documentation from Smathers Libraries, ExLibris, Harvard, and University of Maryland.  

Each training packet will be available on the library website as well as additional documentation and “cheatsheets.”

Please do not hesitate to contact any of the cataloging trainers for assistance during this learning period.  

We are eager to help!

What to Expect from Cataloging Class A:

Become familiar with:

· The new Aleph bibliographic format

· The help options available 

· The additional information in the bib.

· How to lock and unlock a record  . . . . . . . . . . . . . . . .

Lesson I: The Bibliographic Record, Fixed Fields, and Help Options. 

Outline of Steps:

· Open Aleph 15.5 Test.

· Open the Cataloging Module

· Search for title: _______________________

· Highlight the “LDR” in the bibliographic record

· Either right click and select “Open Form” OR press Control + F

· Open help menu for LDR. . . . . . . . .  

Detailed Procedure:

Open Aleph 15.5 Test

Open the Cataloging Module

Click on the binoculars and enter this title: ________________ 

(note: once you have “selected” a record your search results disappear)

Highlight the desired record and click on “Select” – this opens the bib. directly, however if  more information is needed, then click on “View Full” and if it is the correct record click on “Select” from the “Full” dialog box.  

From the bib. record:


Highlight the “LDR” field by clicking on it.


Either right click the “LDR” and select “Open Form” OR 
press Control + F (this  opens the leader for editing


 and ease of viewing). . . . . . . . 

Homework for Class A

