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Using templates in ITSi 

 

 Before using a template in ITSi, please make sure you have searched in 

Carl.Connect Items and in SkyRiver for an existing bibliographic record 

 When you have confirmed that there is no existing bibliographic record, you 

may use a template in ITSi to create one. 

 Start by opening ITSi and selecting the template that matches your item: 

 Open ITSi  

 Enter your login credentials and select your library’s Cataloging INI file 

 Click on the New record icon  

 The template list should look like this. If it does not, the template.dat file 

has not been updated with the latest version. Choose a template from the 

list.  
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 Changing the font for foreign language script. In order to add non-Roman 

script, the font must be set to either Franklin Gothic Book or Arial. 

 Open a template to access Options menu 

 Open Options menu 

 Choose Font 

 Change font to Franklin Gothic Book or Arial 

 When you see a message asking if you want to save changes to editor 

options, choose Yes. 

 MARC records consist of named and numbered fields that contain 

information about a resource. Each field may also include subfields that are 

created by a delimiter and a letter, highlighted in green below, and are 

referred to as subfield a (‡a), subfield b (‡b), etc. 

 Basic editing functions 

 Add a field – place cursor at the end of the line above where you want to 

add the field and press Enter or Ctrl+N. Fill in the field number. 

 Add a subfield – F12 

 Delete a field – Ctrl+D 

 Save the record – Ctrl+S 

 Ctrl+C (copy), Ctrl+X (cut) and Ctrl+V (paste) may also be used as needed 
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 Completing the template 

 Fill in as many fields as possible that are applicable to your item. Each piece 

of information you add to the record will help people using the catalog to 

find the item. 

 Read any INSTRUCTIONS fields before completing the following field. Some 

fields do not include INSTRUCTIONS because the placeholder text provides 

sufficient instruction. 

 Start with the 020 or 024 field. Do not edit or remove any fields above the 

020 or 024. 

 When entering an ISBN or UPC number, please DO NOT include hyphens, 

dashes or spaces. 

 If there is a piece of information that you do not know and the field does 

not include a note (delete if not needed), enter the word “unknown” in the 

field to indicate that you do not have this information. 

 If there is information that you want to add but are not sure which field to 

add it or would like to add a note to TLN Cataloging staff, add it in the 500 

NOTES field. Add as many 500 NOTES field as needed. 

 Title field is required 

o Replace the text in the 245 ‡a with the actual title of the item. 

o Include initial articles A, An, The in the title. 

o If the title field includes a ‡h such as ‡h[kit] please do not delete or 

replace ‡h[kit]. 

o Only the first word of a title should be capitalized unless there is a 

proper name in the title. 

o Enter a book title as it appears on the title page. Prefer the title from a 

disc, cartridge or the item itself rather than a container. 

 Use these three strategies to complete the template: 

o Replace text 

 Some fields can be updated with information about your item. They 

contain text as a placeholder and instruction as to what to enter 

there. Carefully replace the text with the information about your 

item. 

 Examples: ISBN, upc number, Author Last Name, Author First Name, 

subtitle, Author name as it appears on title page, Alternate title, 
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Place of publication, Publisher Name, Year of publication, (list here 

what is included), Summary, Ages, Specifications, Series and Subject. 

o Add text  

 Some fields can be completed by adding information about your item 

to existing text in the field. The existing text should not be deleted. 

Carefully add information about your item to complete the field. 

 Examples: the words appearing after ISBN such as ‡q(hardcover) and 

‡q(paperback), edition, pages, illustrations, cm., Number of players, 

Duration of play, (pieces), Finished size is inches. 

o Retain and delete fields 

 There are multiple instances of some fields provided in the template. 

Identify and retain the one that describes your item and delete the 

ones that do not describe your item. 

 Examples: ISBN, 092 call number, 300 physical description and 655 

genre headings. 

 Delete all INSTRUCTIONS fields when you have finished filling in the 

template. 

 To add an image:  

o Any image type (jpg, png, etc.) that can be displayed using your library's 

Web browser can be used. For the path, the images can reside wherever 

your library would like to place them, as long as the location is Internet 

accessible.  The recommended image sizes for best results in all 

browsers is between 70 and 110 pixels wide and 95 and 175 pixels 

high.  Please name the image file with the BID number, for 

example 1197053.jpg. 

o If your library does not have access to a location to save the image, you 

can use the following website to upload the image to a server at TLN: 

https://melstage.tln.lib.mi.us/imagetransfer/index.html 

o You will need to save the record to generate a BID number to name the 

image. After you save the record, use the BID number to give the image 

a unique name. 

o Steps to prepare an image for Carl.Connect 

 Save the image 

 Right click on the image or image file and choose open with and then 
choose Paint 
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 Press Escape button (important!) 

 Select resize 

 Check the box next to maintain aspect ratio 

 Choose resize by Pixels 

 Change to the recommended pixel size 
 70-110 px wide 
 95-175 px tall 

 The image that you save is the same image that will display in the 
catalog, so try to find an image that is good quality, clear and not 
blurry. If an image has a lot of white space around it, it is a good idea 
to crop off the white space. 

 Save your changes 
o If you use the utility to upload the image to the server at TLN, you do 

not need to resize the image. 
o Enter the full path for the cover image file in 029 subfield a, and subfield 

b. For example: ‡ayourLibraryWebsite/filename.jpg 

‡byourLibraryWebsite/filename.jpg 

o Ensure that there is only one ‡a remaining 

 Saving the record 

 Save the record using Ctrl S and select Save to Work. If you close the record 

without saving and are prompted with “Save” or “Save to”, always choose 

“Save”.  

 If you do not see the Save window when you use Ctrl S, it may have opened 

“off screen”, wherever your cursor was when you used Ctrl S. If you do not 

see the Save window, press the Esc key, move your cursor to a visible place 

on the screen and use Ctrl S again. You will not be able to do anything else 

in ITSi until you close that window. The record may appear to be frozen. 

 If you need to make any changes while you still have the record window 

open, make the changes and save again. 

 If you need to make changes after you have closed the record window, you 

can make changes to the records you create in Work any time in the day 

that you first created the record. To do this: 

o Select the flashlight icon in the upper left corner of the ITSi window 
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o Find the record you created searching by title using Search type 

Keyword or if you know the BID number, searching by BID number using 

Search type CARL BID. 

o Make changes and save again as many times as needed. 

 Bibliographic records saved to Work will be reviewed by TLN Cataloging the 

next business day and saved to the live database so that they will be 

discoverable in Carl.Connect Items and available for adding an item record in 

Carl.Connect Items. 
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Examples of completed templates 

Book Adult: 
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Book Atlas: 
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Book Bilingual: 
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Board book: 
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Book Braille: 
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Book club kit: 
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Book Graphic novel: 
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Book Juvenile: 
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Book Large print: 
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Book Picture book: 

 

 

Book Young adult: 

 



18 
 

Book Foreign language: 
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Audio Tonie book: 
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Audio Tonie music: 
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Audio Yoto book: 
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Audio Yoto music: 
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Audio WhaZoodle: 
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Audiobook Playaway: 
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Audiobook Wonderbook: 
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Audiobook Vox: 
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Launchpad: 
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Audiobook Book on CD: 
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Audiobook Book on MP3 CD: 
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Music CD: 

 

Music LP: 

 



31 
 

Videorecording DVD: 
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Videorecording Blu-ray: 
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Videorecording Blu-ray/DVD: 
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Videogame Nintendo Switch: 
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Videogame PlayStation: 
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Videogame Xbox: 
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Things Equipment: 

 

Things Library of things: 
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Things Game: 

 

Things Kit: 
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Things Puzzle: 

 


