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SEARCHING FOR AUTHORITY RECORDS (GENERAL INFORMATION)

Searching for an authority record
e Index selection
e Browse OR Keyword
e Any search beginning with “Staff”
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Calling up the authority record
¢ Highlight the desired heading (left click once)
e Click on “Authority”

e Click on “OK" in resulting window
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Calling up the authority record

¢ Highlight the desired heading (left click once)
e Click on “Authority”

e Click on “Retrieve”
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Click on “OK”
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SEARCHING BY VOYAGER RECORD ID

Click on <Record>

Click on <Retrieve by record id>
Click on <Authority>

Fill in the number; click on <Retrieve>
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SEARCHING FOR SERIES
e Index selection
¢ Browse OR Keyword
o Staff Title Headings Search
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If desired, can filter by Non-series title (for uniform titles) or Series title
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Resulting display:
o If no filter was chosen, display results in duplicate headings list
e First headings is for non-series title (130 in authority record; 130, 730 in
bibliographic records)
e Second heading is for series headings in bibliographic records (440, 830)
Calling up the authority record associated with either heading calls up the same
exact authority record (i.e., there is only one authority record, not two as implied)
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Image below:

o First column represents first heading (screen print above); 130 in bibliographic

record

e Second column represents second heading (screen print above); 830 in
bibliographic record
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Image below:
e Both headings from above point to the same authority record
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Analytics:

e Call up the master analytic record (“check-in” record)
e Click on [Hierarchy]
e Items linked to master record (“check-in” record)
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