MODIFYING A BIBLOAD TEMPLATE TRAINING
In SIRSI, there is a difference between scheduling a bibload where all modifications are for that report run and modifying a bibload to change the template.  This exercise is geared to display the differences so we grasp them in a concrete way.

I. Bibload Sample—initials.  Highlight the report.
A.  Schedule:  


1.  Click Schedule. Open selection criteria

2.  Change the date cataloged from NEVER to TODAY.  Note: Use the gadget at 
the side of the datawell.


3.  Use Save As Template.


4.  Click Schedule a New Report to go back to the list of bibload templates.  
You’ll now have two different templates.  The newest one has todays date as the 
date created.
B.  Modify:


1.  Click Modify. Open selection criteria.

2.  Change the date cataloged from TODAY to NEVER.  Note: Use the gadget at 
the side of the datawell.


3.  Click OK

4.  Click Schedule a New Report to go back to the list of bibload templates.  You 
now have the same template. 
Open it, and you’ll see that it is changed.

C.  Duplicate:


1.  Click Duplicate. Open selection criteria.

2.  Change the date cataloged to specific date: Oct. 26.  Note: Use the gadget at 
the side of the 
datawell.


3.  Change the report title by adding 2 before the dashes: Bibload sample 2 – 
initials.

4.  Click OK.

5.  Click Schedule a New Report to go back to the list of bibload templates.

D.  Ownership of a report.


1.  Duplicate the sample report as listed in C above.


2.  Change the report title by adding 3 before the dashes: Bibload sample 3 – 
initials.  DO NOT CHANGE THE INITIALS.


3.. Click OK. Click Schedule a new report.

4.  Click Ownership


5.  Use the drop down menu to change the ownership to another member of the 
cataloging team: Connie, Lisa, Melanie, Jenni, Alicia, or LadyJane.


6.  Click OK.
Exercise:

1.  Schedule and save as template one bibload report.

2.  Modify your existing sample bibload report

3.  Duplicate one of your existing sample records.

4.  Assign ownership to members of the Cataloging team. Repeat as necessary until you’ve given everyone a copy of your sample.
