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2012.11.1 Changes: 
a. the works  assigned to a group can now be reviewed.
b. a group can be made for Fiction or Biography instead of Subjects (i.e., Topical Terms).

1.1 Overview to A to Z Group Edit

The A to Z Group edit is accessed from either the Cataloging menu or the Properties menu.  An A 
to Z Group represents an aggregation of bibliographic records on the A to Z pages.  For example, 
a Group might be Databases, eBooks, eJournals, Consumer Health DVDs, Games, etc.  

A bib can be assigned to 99 different A to Z Groups.  

An to Z Group ID can be applied to a bib, or in the first three cases to bibs, via functions:  

   - Serials->Serial Properties;  
   - Batch Control->Tools;  
   - Properties->Circulation Locations;  
   - Batch Control->Edit Bib->Brief Bib Editor or MARC Editor.  

1.2  A-Z Group Edit



1.3 Fields:   A-Z Group Edit

1.3.1 Field 1 Function Keys

1.3.2 Field 2 A to Z Group Short Identifier:  15 characters

Purpose:  field A to Z Group Short Identifier is a alphanumeric code which uniquely represents an 
A to Z Group.  Patrons do not see this code.  It is used by the A to Z librarian and the software, 
but it is created by the librarian.  An A to Z Group Short Identifier cannot be changed, but it can 
be removed or its members can be merged into another A to Z Group.  

The A to Z Group Short Identifier is entered into a table therefore can be listed.  If a leading 
portion of the Short Identifier is type and the user presses Enter, then all matching identifiers are 
displayed.  If a value is typed and is not matched, then the software confirms that the librarian is 
creating a new A to Z Group Short Identifier, thus a new A to Z Group.  

Example: DVDs, eBooks, eJournals, Fiction, Games, SERIALS, are common Short Identifiers.  

1.3.3 Field 3 Add Code:  

Purpose:  the function [Create New] is an overt means of creating a new A to Z Group.  The 
invoked function pops-up a window to collect a new A to Z Group Short Identifier.  

A new A to Z Group can also be created by simply typing in a new A to Z Group Short Identifier.  

Menu Style:  Push Button

Menu Values:
Create New

1.3.4 Field 4 A to Z Group Name:  60 characters

Purpose:  the A to Z Group Name is displayed to the patron on the A to Z pages.  It is unrestricted 
free text.  

1.3.5 Field 5 Open A to Z with this group:  

Purpose:  if there are more than one A to Z Groups, then when the patron initially views the A to Z 
lists, the group that has been specified as "Open A to Z with this group" is initially displayed.  
  
If no group is specified, then the first group in the alphabetic listing of groups is utilized.  

If more than one group are specified, then the first selected group in the alphabetic listing of 
groups is utilized.  

Menu Style:  Radio Button/Check Box

Menu Values:
Open A to Z with this group
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1.3.6 Field 6 A to Z Type:  

Purpose: To specify a second display category (in addition to titles) for the A to Z group. By 
default, a list of subjects is created (from tags 650 and 690). This can be modified to a list of 
personal names from tag 600 (for category biography) or a list of authors from tag 100 (for 
category fiction).  

1.3.7 Field 7 Controls:  

Purpose:  To specify an action that controls the window's flow.  [Ok] will save and apply the 
displayed values, whereas [Cancel] will reject the changes.  [Help] will display all of the 
documentation for the window.  Press the Help key for context sensitive help for each field.  

Format:  It is an action that toggles the push button.  

Function [Remove] will remove an A to Z Group.  It will also remove the Group ID from all 
associated MARC bibliographic records.  

Function [Review] will create a list of all bibs in the A-Z groups.  This list can then be printed or 
viewed from the OPAC Save Results.  

Menu Style:  Push Button

Menu Values:
Ok
Cancel
Help
Move...
Remove...
Review...
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