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This manual documents the procedures, guidelines, and conventions that direct the day 
to day activities of the UM-Helena Library, as approved by the Library Advisory Board 
and reviewed by the Dean of Academic Affairs.  It is revised on an ongoing basis and is 
reviewed at least once a year for accuracy and currency.   
 
 
 
 
 
 
 
 
 
 



 

 ii 

1. TABLE OF CONTENTS & CALENDAR 

2. GENERAL OFFICE 

2.1. Phone 

2.1.1. Greetings  & Messages 

2.1.1.1. Accessing Meridian Mail 

2.1.1.2. Phone Greeting 

2.1.2. Long Distance 

2.2. Copier  

2.2.1. Codes 

2.2.2. Paper 

2.2.3. Repairs 

2.2.4. Copyright Notice 

2.3. Recycling 

2.4. Money Box 

2.5. Lost & Found 

2.6. Supplies 

2.7. Maintenance 

2.8. Opening and Closing  

2.8.1. Opening the Library 

2.8.2. Closing the Library 

2.9. Fire Drills & Earthquakes 

3. PERSONNEL 

3.1. Work Study 

3.1.1. Staffing 

3.1.2. Pay 

3.1.3. Training 

3.1.4. Job Description 

3.1.5. Performance Evaluation 

3.2. Library Assistant 

3.3. Librarian 

3.4. Advisory Board 

3.4.1. Members 

3.4.2. Meetings 

4. BUDGET & PURCHASING 

4.1. Budget 

4.1.1. Fiscal Year 

4.1.2. Expenditure Files 

4.1.3. FINDW 

4.1.4. Sample Budget 

4.2. Purchasing 

4.2.1. Purchasing Forms 

4.2.1.1. Purchase Order Number 

4.2.1.2. Signatures 

4.2.2. Bookstore Purchases 

4.2.3. Procard 

5. ACQUISITIONS 

5.1. Collection Management Policy 



 

 iii 

5.2. Inventory 

5.3. Vendors 

5.3.1. Baker & Taylor 

5.3.2. Amazon 

5.4. Receipt of Ordered Items 

5.5. Procedure for Acquisitions and Cataloging – General Workflow 

5.5.1. Ordering 

5.5.2. Receipt 

5.5.3. Processing 

5.5.4. Cataloging 

5.5.4.1. Search OCLC Connexion 

5.5.4.2. Downloaded from OCLC/To be imported to Voyager 

5.5.5. Final Processing 

6. CATALOGING 

6.1. OCLC 

6.2. Voyager 

6.2.1. UM Intranet 

6.2.1.1. Downloads of Voyager Software 

6.2.1.2. Help Desk 

6.2.2. Voyager Cataloging Overview 

6.2.2.1. Importing a MARC Record to Voyager 

6.2.2.2. Creating a Holding Record in Voyager 

6.2.2.2.1. Book with CD 

6.2.2.3. Creating an Item Record 

6.2.2.3.1. Two Copies in Different Locations 

6.2.3. Proofing Cataloging Records 

6.2.4. Cataloging Magazines 

6.2.5. Processing Laptops/Equipment for Circulation 

6.2.5.1. Processing Laptops 

6.2.5.2. Cataloging Laptops 

6.2.5.3. Cataloging Power Supply 

6.2.6. Holter Special Collection Items 

6.2.6.1. Processing Holter Special Collection Items 

6.2.6.2. Cataloging Holter Special Collection Items 

6.2.7. College Archive Items 

6.2.7.1. Processing Archive Items 

6.2.7.2. Cataloging Archive Items 

6.2.8. Withdrawing Items from Collection 

7. CIRCULATION 

7.1. Voyager 

7.1.1. Overdues 

7.1.1.1. Lost Discharged Items 

7.1.2. Lost System Applied 

7.1.2.1. Fines and Fees Statement 

7.1.2.2. Item Prices on Fines and Fee Statements 

7.1.2.3. Removing a Library Hold on Account 

7.1.3. Patron Loads 



 

 iv 

7.1.4. UM Help Desk 

7.2. Borrowers 

7.2.1. UM-Helena Borrowers 

7.2.2. Community Borrowers 

7.2.2.1. Procedure 

7.2.2.2. Application Form 

7.3. Common Circulation Procedures 

7.3.1. Adding or Changing a Patron Record 

7.3.2. Checking-out Periodicals 

7.3.3. Checking-in Periodicals 

7.3.4. Adding a Reserve Item Into Voyager 

8. SPECIAL SERVICES  

8.1. AV Equipment 

8.1.1. Reservations 

8.1.2. Circulation of Equipment 

8.1.2.1. Laptops 

8.1.2.2. Projectors 

8.2. Test Proctoring 

8.2.1. Instructions for Faculty from Other Educational Institutions 

8.3. Exhibits 

8.3.1. Exhibiting Procedures 

9. INTERLIBRARY LOAN 

9.1. OCLC 

9.1.1. Processing ILLs 

9.1.1.1. Borrowing 

9.1.1.1.1. Recordkeeping 

9.1.1.2. Lending 

9.2. Media 

10. SERIALS 

10.1. Ebsco 

10.2. Access Database of Subscriptions 

10.3. Receiving and Routing 

10.3.1. Procedures for Mail and Serials Control 

10.3.1.1. Serials Check-In Sheet 

11. ONLINE RESOURCES 

11.1. Database Licenses 

11.1.1. Serials Solutions 

11.2. Statistics on Database Use 

11.3. Off Campus Access 

11.3.1. Troubleshooting Off Campus Access Problems 

 

12. COMPUTERS & WEBSITES 

12.1. Computers 

12.2. Acceptable Use Policy 

12.3. Deep Freeze 

12.4. Website 

12.4.1. Replicating Links sidebar 



 

 v 

12.4.2. Font 

12.4.3. Linking to an Internal Page 

12.4.4. Linking to a PDF in Webfiles 

12.4.5. Linking to an Internal Page 

12.4.6. Color 

12.4.7. WEBfiles 

12.5. Outlook 

13. STATISTICS 

13.1 Daily Statistics 

13.2 Monthly Statistics 

 13.2.1 Procedure for Monthly Statistics 

 13.2.1.1 Interlibrary Loan 

 13.2.1.2 Cataloging 

 13.2.1.3 Desk Statistics 

13.3 Semester and Annual Reports 

14. APPENDICES 

Appendix 1 Collection Management Plan 

Appendix 2 Student Borrower Policy 

Appendix 3 Faculty & Staff Borrower Policy 

Appendix 4 Community Borrower Policy 

Appendix 5 Reserve Policy 

Appendix 6 ILL Policy 

Appendix 7 Library Exhibits Policy 

Appendix 8 Acceptable Use of Electronic Resources 

Appendix 9 Blank 

Appendix 10 Cooperative Agreements with Other Libraries 

Appendix 11A  Librarian Role Description 

Appendix 11B  Library Assistant Role Description 

15. FORMS, HANDOUTS, & SIGNS 

Forms 1 Blank 

Forms 2 Maintenance Form 

Forms 3 Work Study Performance Evaluation 

Forms 4 Purchase Form 

Forms 5 Blank 

Forms 6 Using Laptops and LCD Projectors 

Forms 7 Community Borrower Library Card Application 

Forms 8 Blank 

Forms 9 Interlibrary Loan Cover Sheet 

Forms 10 Serials Routing List 

Forms 11 Blank 

Forms 12 Blank 

Forms 13 Daily Statistics Sheet 

Forms 13A      Monthly Statistics Sheet 

Forms 14 Blank 

Forms 15 AV Schedule 

 


