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How We Gather
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•Rename with Name 
and Library or Town

•Share Questions in 
Chat

•Raise Hand to Speak
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Today’s Agenda

Why a clean catalog is 
important

What the options are for 
automated clean-up

How to find out more 
and request assistance



Today’s Hosts

Keiley McGregor Colet Bartow

MSC Trainer
(Keiley sounds like Kylee)
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MSL Continuing 
Education Coordinator

(Colet rhymes with Olay)



A clean catalog is 
important.



ANSWERING PATRON & STAFF QUESTIONS

• Your website says you have 
this, but I can’t find it…?

• What’s this bill notice for?

• When I scan this item, I get a 
weird pop-up message. What 
do I do?

Photo by Pixabay.
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https://www.pexels.com/photo/question-mark-on-chalk-board-356079/
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MSC COST-SHARE FORMULA

• Based on stats directly from the 
system:
‒ title count (30%)
‒ circulation count (10%)
‒ patron count (30%)

• Remaining 30% divided equally 
among libraries.

• Cost breaks are applied based 
on criteria found in Cost Share 
Formula in the Montana Shared 
Catalog

Photo by cottonbro studio.

https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=d327cdef47c20e10f06c0bd2e16d432d
https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=d327cdef47c20e10f06c0bd2e16d432d
https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=d327cdef47c20e10f06c0bd2e16d432d
https://www.pexels.com/photo/one-dollar-bill-3943734/


Title/Item Clean-Up



Items are missing from the shelves
Scenario: you're doing inventory

Image by OpenClipart-Vectors from Pixabay.

System: marks the items you 
didn't scan missing
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https://pixabay.com/users/openclipart-vectors-30363/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=158681
https://pixabay.com/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=158681
https://pixabay.com/users/openclipart-vectors-30363/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=158681
https://pixabay.com/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=158681


Missing item records need to be resolved
Scenario: you forget about the 

missing items
System: sends you a reminder to 

deal with them

Image by OpenClipart-Vectors from Pixabay. 10

https://pixabay.com/users/openclipart-vectors-30363/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=158681
https://pixabay.com/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=158681


You decide: replace the item
or remove the record?

11

Replace
- Purchase a 

replacement copy
- Add the replacement 

copy to the correct 
record.

- Remove the missing 
copy from system
(discard or delete).

Remove the record
- Review the 

instructions for 
Discarding vs Deleting 
Item Records in 
WorkFlows.

- Discard or delete the 
record as appropriate.

https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=7740679f8739c614c45364e60cbb35b5
https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=7740679f8739c614c45364e60cbb35b5
https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=7740679f8739c614c45364e60cbb35b5


Items are lost after checkout
Scenario: a patron doesn't tell 

you they've lost an item
System: assumes the item is lost 
after a designated amount of time

12Image by Anita S. from Pixabay.

Checked out to 
account

Assumed Lost
• Inactive 

checkout 
(shadowed)

• Account billed

Lost item 
record 
removed from 
account
• Bill stays
• Note added

https://pixabay.com/users/mintchipdesigns-522107/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=666803
https://pixabay.com/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=666803


Lost item records need to be resolved
Scenario: you’re blissfully ignorant 

about the lost item
System: assumes the lost item 

record needs to be dealt with after a 
designated amount of time

13Image by Anita S. from Pixabay.

Checked out to 
account

Assumed Lost
• Inactive 

checkout 
(shadowed)

• Account billed
• Patron notified

Lost item 
record 
removed from 
account
• Bill stays
• Note added

https://pixabay.com/users/mintchipdesigns-522107/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=666803
https://pixabay.com/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=666803


Lost item records need to be resolved
Scenario: you’re still blissfully 

ignorant about the lost item
System: sends you a reminder to 

deal with lost items

14Image by Anita S. from Pixabay.

https://pixabay.com/users/mintchipdesigns-522107/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=666803
https://pixabay.com/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=666803


You decide: replace the item
or remove the record?
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Replace
- Purchase a 

replacement copy
- Add the replacement 

copy to the correct 
record.

- Remove the lost copy 
from system
(discard or delete).

Remove the record
- Review the 

instructions for 
Discarding vs Deleting 
Item Records in 
WorkFlows.

- Discard or delete the 
record as appropriate.

https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=7740679f8739c614c45364e60cbb35b5
https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=7740679f8739c614c45364e60cbb35b5
https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=7740679f8739c614c45364e60cbb35b5


The system can also 
remind you about…
- Items still being processed
- Items still in transit
- Items still cataloged as “new”
- Items that patrons claimed to have 

returned
- Items waiting to be replaced
- Items about to be discarded from the 

system
- And more – just ask!

See instructions in Subscribing to an 
Email Report in BCA or open a ticket and 
request a subscription.
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Image by Dmitriy from Pixabay.

https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=50ef0153474a0a10c9ae43ff336d4354
https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=50ef0153474a0a10c9ae43ff336d4354
https://msl.mt.gov/libraries/library_services_support
https://pixabay.com/users/ds_30-1795490/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=4872634
https://pixabay.com/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=4872634


Items still being processed
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Items still in transit
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Items still cataloged as “new”
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Patron Account
Clean-Up



System administrators perform regular 
patron account clean-up
Keep an eye out for survey announcements

in the MSC GovDelivery newsletter!
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Inactive
patrons

Student
roll-ups



Questions?



Question from Chat
• When an item is Assumed Lost and our library is the only one that 

has a copy of that item, the record becomes unfindable via title or 
ISBN search.  They are only findable via the item number or title 
control number.  Why is this?
‒ I looked up to confirm why the item is unable to be located via a title or author 

browse search and that is because the home location of LOST is shadowed. 
When more than one library exists on the record, depending on what you 
have selected for the 'in this library' dropdown, the item will still come up, but 
when only your copy exists on the record, the whole thing becomes 
shadowed so only an exact search via the item id or title control number will 
bring up the item.

• Would it be possible to set it up so that Assumed Lost items aren't 
shadowed, both to prevent findability issues and to allow patrons to 
continue placing holds?
‒ Unfortunately no, that is a system default that we are unable to change.

23



Links from Chat

24

Cost Share Formula 

Montana Shared Catalog (MSC)

MSC KnowledgeBase

Subscribing to an Email Report in BCA

Open a Support Ticket

https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=d327cdef47c20e10f06c0bd2e16d432d
https://msl.mt.gov/libraries/statewide_projects/montana_shared_catalog/
https://montana.servicenowservices.com/citizen?id=kb_view2&kb_id=0822c1be87e4ca503f5e0e56cebb3592
https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=50ef0153474a0a10c9ae43ff336d4354
https://msl.mt.gov/libraries/library_services_support
https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=d327cdef47c20e10f06c0bd2e16d432d
https://msl.mt.gov/libraries/statewide_projects/montana_shared_catalog/
https://montana.servicenowservices.com/citizen?id=kb_view2&kb_id=0822c1be87e4ca503f5e0e56cebb3592
https://montana.servicenowservices.com/citizen?id=kb_article_view&sys_kb_id=50ef0153474a0a10c9ae43ff336d4354
https://msl.mt.gov/libraries/library_services_support


Access Resources, Recording, and 
Claim Credits
• Visit today’s event 

in the ASPeN 
Event Calendar

• Download 
Resources

• Access Recording
• Claim Credits
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MSL YouTube 
Channel
• Look for the MSL 

Learn Webinar 
Series Playlist

• Access new 
recordings

• Subscribe! 
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Up Next
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June 14 – Webside Chat at Noon

July 9 – Enhanced Records: Montana Subject Headings

July 30 - Submitting information to the Montana Natural Heritage Program 
using iNaturalist

Check the ASPeN Calendar



MSL Evaluation Survey

28



Colet Bartow
Continuing Education Coordinator
Colet.Bartow@mt.gov
406-444-3365

"This project was made possible in part by the Institute of Museum and Library Services.”
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