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Chapter 18 -- Deleting Records

When deleting records from Evergreen Indiana, it is extremely important to use
caution. Be certain that you are deleting what you wish to delete. If you delete
the only item attached to particular bibliographic record in the Evergreen Indiana
system, the bibliographic record will be deleted from the system. This can be
done even by a cataloger with only copy level permissions.

Before doing any item, volume or record level deletions, it is a wise precaution to
add the bibliographic record to a record bucket. See Chapter 17 -- Introduction
to Buckets, if necessary. Deleted bibliographic records can be undeleted, but
they cannot be searched in the catalog. Adding the bibliographic record to a
record bucket allows you to access the record even after it has been deleted.

Deleting Item Records from Evergreen

From the holdings screen of the record from which you want to delete an item,
highlight the barcode line of the item or items you wish to delete.

* 1: hm-cat1®@HMMPL-laptop1.evergreen.lib.in.us E|E|§|

File Edit Search Circulation Cataloging Admin (-)  Help
2239.50 | 3 Bib Record: 5062189 |

Record Summary -~
Title: How to pay zero taxes, 2001 (View MARC)
Author: Schnepper, Jeff A. Edition: 18th ed. Pub Date: [2000],
c2001
TCH: {Svstem) Created Bw: (FG-TH) 1 ast Fdited Puw: (FG-TH 1 ast Fdited On: v

Record 1 of 0 Actions for this Record

Holdings Maintenance

| HMMPL Hussey-Mayfield Memaorial Branch Vl Consortial Total: 1 Available: 0
[] show Volumes [] Show Items Refresh ] [Show Libs With Items Actions for Selected Rows
Location/Barcode Volumes' Copies' Call Number Circ Lib Due Da *
= EG-IN : Evergree...
[=-ZPL @ Zionsvill...
EFHMMPL : H... 1 1=
[=-336.2 5... 1 336.2 SCHNEP...

336.2 SCHNEP... HMMPL Delete Ttems

Mark Itern Damaged
Mark Item Missing

Print Item Spine Labels

Replace Barcode

Save Columns

Click on Actions for Selected Rows (Alt + F) and select Delete Items.
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A window will open asking if you are sure you wish to delete the item or items.

* Delete Items?

Delete Ttems?

Are you sure you would like to delete this one item?

Options

[ose ) (oo

Click Delete (Alt + D).

The page at http://evergreen.lib.in... [ZI

/I Action complete.

OK

A dialog box will open letting you know the item is deleted.

Click OK or press Enter.

The Holdings Maintenance screen will no longer show your item in the system. If
this was the last item attached to this record in Evergreen Indiana, once you
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close this tab you will not be able to pull up the record again. The bibliographic
record has been deleted.

* 1: hm-cat1@HMMPL -laptop1.evergreen.lib.in.us
File Edit Search Circulation Cataloging Admin (-] Help

2239.50 | 3 Bib Record: 5062189 |

Record Summary ~
Title: How to pay zero taxes, 2001 (View MARC)
Author: Schnepper, Jeff A. Edition: 18th ed. Pub Date: [2000],
c2001
TCH: {Svstem) Created Bwv: (FG-TH) 1 ast Fdited Bu: (FG-TH 1 ast Fdited On: b
Record 1 of 0 Actions for this Record

Holdings Maintenance

Consortial Total: 0 Available: 0

| HMMPL Hussey-Mayfield Memarial Branch hd
[ show Volumes [] Show Items Refresh ] [Show Libs with Items Actions for Selected Rows
Location/Barcode Volumes' Copies Call Number Circ Lib Due Date Location Owming Lib Status B
= EG-IN : Evergree...
[=-ZPL : Ziensvill...
HMMPL @ H... 0 =0

Deleting Volume Records from Evergreen

If you have deleted all of the items attached to a particular volume/call number,
but there are still other call numbers or other items attached to this record in El,
you will need to delete the Volume. Deleting volumes is very similar to deleting
items.
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To delete a volume, highlight the volume/call number in the Holdings
Maintenance view. Click on Actions for Selected Rows (Alt + F) and select
Delete Volumes.

* 1: hm-cat1 @HMMPL-mobile2.evergreen. lib.in.us -

File Edit Search Circulation  Cataloging Admin (-3 Help
2 Bib Recard: 5034235 | 3 Bib Record: 5032353

Record Summary

Title: BASKET #79 (View MARC)
Author: Edition: Pub Date:

TCM: {Svstem) 5034235 Created By: (EG-IN) 101010101010101 Last Edited By: {HMMPL) hm-catl Last Edited On: 10/29/05

Record 5 of 211 ’ Start ] ’ Previous ] ’ Meck ] [ End ] Actions For this Record
Holdings Maintenance
| HMMPL Hussey-MayFfield Memarial Branch - Consortial Total: 0 Available: 0

[1 show volumes [ Show Items ’ Refresh l ’Show Libs With Ttems ]

Location/Barcode Call Mumber Circ Lib | Due Date L
(= BEG-IM : Evergreen Indiana
[=-ZFL : Zionsville Public Library
(= HMMPL 1 Hussey-Mayfield Mern,., 1
=-BASKET # 79 0 BASKET # 79

Add Items
Edit ¥olumes

Iark Yolume as Item Transfer Destination

Transfer Yolumes ko Previously Marked Library
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A window will open up, asking you if you are sure you wish to delete the volume.
Make sure. If there are no other holdings or volumes attached to this
bibliographic record, the bibliographic record will be deleted as well.

* Delete Volumes? Q@@

Delete ¥olumes?

Are you sure you would like to delete this one volume?

Options

[ Delete ] [ Cancel ]

If you are sure you want to delete the volume, click on Delete (Alt + D)

A dialog box will pop up telling you that volumes have been deleted. It says
volumes even if only one volume has been deleted.

The page at hitp:ffevergreen.lib.in. us says: [g|

1 Yolumes deleted.

Click OK or press Enter.
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Your volumes will no longer appear under your holdings.

*11: bm-cat1 @HMMPL-mobile2.evergreen. lib.in.us

File Edit Search Circulation  Cataloging Admin (=) Help

2 Bib Record: 5034235 | 3 Bib Record: 5032353

Record Summary

Title: BASKET #79 (Wigw MARC)
Author: Edition: Pub Date:

TCM: {System) 5034235 Created By: (EG-IN) 101010101010101 Last Edited By: {HMMPL} hr-cati Last Edited On: 10,2905

Record 5 of 211 [ Skart ] [ Previous ] [ Mesxt ] [ End ] Actions for this Record

Holdings Maintenance
Consaortial Total: 0 &vailable: 0

HMMPL Hussey-Mavfield Memarial Branch w
[ show Yolumes [ Show Items [ Refresh l [ Shaw Libs With Ttems ] actions for Selected Rows
LocationBarcode Call Mumber Circ Lib | Due Date Location Cwning Lib Status B2

— EG-IM : Evergreen Indiana
=I-ZPL : Zionsville Public Library
= HMMPL : Hussey-Mayfield Mem... 0 ...

Deleting Bibliographic Records from Evergreen

Only bibliographic records with no holdings may be deleted. This prevents you
from accidentally deleting a record with holdings from another library. Since
deleting the last holding deletes the bibliographic record automatically, in most
cases it is not necessary to delete the bibliographic record, but you may wish to
do it to be thorough. In some cases you will have to delete a bibliographic
record, for instance, if you accidentally imported the wrong record. If you no
longer have items attached to the bibliographic record but there are still call
numbers associated with it, you will have to delete any remaining volumes in
order to delete the bibliographic record. Deleting the last volumes/call numbers
will delete the bibliographic record if there are no other holdings in the system.
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To delete the record, click on Actions for this Record (Alt + A).
Select Delete Record (Alt + D).

* 1: hm-cat1@HMMPL -mobile2.evergreen. lib.in.us |Z| |E|[z|
File Edit Search Circulation  Cataloging Admin (-} Help

2 Bib Record: 5031482 | 3 Catalog

Record Summary

Title: BASKET #05 (Wiew MARC)
Author: Edition: Pub Date:

TCN: (Systemn) 5028244 Created By: (EG-IN) 101010101010101  Last Edited By: (EG-IN) 101010101010101  Last Edited On: 05/24/08

Record 5 of 164 [ Start ] [ Previous ] [ Me:xk ] [ End ] Actions For this Recard
Holdings Maintenance QP A View
MARC Wi
| HMMPL Hussey-Mayfield Memorial Branch v L

MARC Edit

Holdings Maintenance

[ show Yolumes [ Show Items | Refresh | [ Show Libs with Irems |

LocationBarcode Call Mumber Circ Lib | Due Date Location Wiew Holds
(=] EG-IM : Evergreen Indiana
[=-ZPL : Zionsville: Public Library
[= HMMPL : Hussey-Mayfield Mem... 0 ...

Add to Bucket
Mark For Overlay

Delete Record

Undelete Record

Duplicate in Mew Tab

Remove this Frame

Set botkom interface as Default

Reset Display

A dialog box will open asking you if you are sure you want to delete this record.
Make sure. Then, if you are certain, click on the box next to “Check here to
confirm this action” to activate the check mark. Then click Delete. Please note:
you still must activate the check mark in order to cancel.

Delete Record [5__<|

;/] Are wou sure you wank ko delete kitle record #5028244 From the catalog?
[¥]: Check here ko confirm this ackion.

Delete l [ Cancel
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Another dialog box will open, confirming that you have deleted the record.

Alert [5_<|

1 Record deleted,

Click OK or press Enter.

A message that the record has been deleted will now display in red at the top of

the record.

B[EIET

* 1: hm-cat1@HMMPL -mobile2.evergreen. lib.in.us
File Edit Search Circulation  Cataloging

1 Bib Record: 5025244 | 2 Bib Record: 5031482 | 3 Catalog

Admin (-} Help

Record Summary (Deleted) {Inactive

Title: BASKET #05
Author: Edition:

Record 5 of 164 [ Start ] [ Previous ] [ Met ] [ End ]

Holdings Maintenance

TCM: {Systern) 5028244 Created By: (EG-IN) 101010101010101 Last Edited By: (HMMPL) hrn-catl

{View MARC)
Pub Date:

| HMMPL Hussey-Mavfield Memarial Branch

" Consortial Total: 0 Available: 0

[ show Yolumes [ Show Items | Refresh | [ Show Libs with Irems |

Last Edited On: 10/29/05

Actions For this Record

Actions for Selected Rows

LocationBarcode Call Mumber Circ Lib
(=] EG-IM : Evergreen Indiana
[=-ZPL : Zionsville: Public Library
HMMPL : Hussey-Mayfield Mem... 0 ...

Due Date Location Cwning Lib Status B2

A search for this record will no longer produce hits, but if you place the record in
a record bucket before you close it, you can retrieve it later if needed.
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Undeleting Records

Deleted records can be undeleted. If you have the record up, simply go to
Actions for this Record (Alt + A) and select Undelete Record (Alt + D)

* 1: hm-cat1 @HMMPL-mobile2.evergreen. lib.in.us |'._| |1|[E|
File Edit Search Circulation  Cataloging Admin (=) Help

2 Bib Record: 5034235 | 3 Bib Record: 5034235 |

Record Summary {Deleted) (Inactive

Title: BASKET #79 (View MARC)
Author: Edition: Pub Date:

TCM: {System) 5054235 Created By: (EG-IN) 101010101010101 Last Edited By: {HMMPL) hm-cati Last Edited On: 10,2905

Record 1 aof 1

Actions For this Record

Holdings Maintenance OPAC View
FARC Wi

| HMMPL Hussey-Mayfield Memarial Branch w Lew
MaRC Edit

[] show Yolumes [ Show Ttems Refresh ] ’ Show Libs With Tkems Haldings Maintenance

LocationBarcode Call Mumber Circ Lib | Due Date Location Wigw Holds
[=] E=-IM ¢ Evergreen Indiana
[=-2PL : Zionsville Public Library
HMMPL : Hussey-Mayfield Mem,., 0 ...

Add to Bucket
fark for Crverlay
Delete Recard

Undelete Record

Duplicate in Mew Tab
Remove this Frame

Set botkom inkerface as Default

Reset Display

A dialog box will pop up, asking you to confirm that you want to undelete the
record.

Undelete Record [5_(|

Are you sure vou want ko undelete title record #50342357

<>
)"J []: Check here ko corfirm this ackion, :

[ Undelete ] [ Cancel ]

You have to click on the box next to “Check here to confirm this action,” and then
click Undelete. Note that you also have to check the box in order to cancel the
action.
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A dialog box will pop up telling you that the record has been undeleted.

Alert [5_(|

1 Record undeleted.
l'll - ':I

Click OK, or press Enter. The record will now be undeleted, and holdings can be
added.
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