
1 
 

 

 

 

 

User Manual 

TCS-Koha Integrated Library Management System 

 

 

 

 

 

 

 

 

 

 

 

Designed by: Nadeem Sohail  

Manager Libraries – TCS Head Office  

 



2 
 

Table of Contents 

Introduction of TCS-Koha ..................................................................................................................... 5 

What is Koha? ...................................................................................................................................... 5 

Key Features of TCS-Koha 23.05: ......................................................................................................... 5 

Web-Based Interface: ...................................................................................................................... 5 

Cataloguing and Classification: ........................................................................................................ 5 

Acquisitions and Serials: .................................................................................................................. 5 

Circulation Management: ................................................................................................................ 5 

User Management: .......................................................................................................................... 5 

Search and Discovery: ...................................................................................................................... 6 

Reporting and Statistics: .................................................................................................................. 6 

Customization and Integration: ....................................................................................................... 6 

Getting Started: ................................................................................................................................ 6 

Logging into Koha: Accessing the Staff Interface ..................................................................................... 6 

Step 1: Open Your Web Browser .......................................................................................................... 6 

Step 2: Enter Your Credentials ............................................................................................................. 6 

To Reset Your Password: ...................................................................................................................... 6 

TCS-Koha 23.5 Main Interface Overview ................................................................................................. 7 

1. Dashboard Overview: .......................................................................................................................... 7 

 ............................................................................................................................................................. 8 

2. Top Navigation Bar: .......................................................................................................................... 8 

Quick Links and Action Buttons and Main Modules: ........................................................................... 9 

7. Alerts and Notifications: .................................................................................................................. 9 

8. Reports and Statistics: ...................................................................................................................... 9 

Overview of User Interface OPAC (Online Public Catalogue) ................................................................ 10 



3 
 

Search the online Catalogue .............................................................................................................. 10 

Browsing Collections: ......................................................................................................................... 11 

Item Details and Availability: ............................................................................................................. 11 

Account Management: ...................................................................................................................... 12 

Featured Lists and Recommendations: .............................................................................................. 12 

Accessibility and Mobile Responsiveness: ......................................................................................... 12 

What is MARC? ...................................................................................................................................... 12 

Key Components of MARC: ................................................................................................................ 13 

Advantages of MARC: ........................................................................................................................ 13 

Your Role in MARC Implementation: ................................................................................................. 13 

Most Common MARC Tags: ............................................................................................................... 13 

What is AACR-II? .................................................................................................................................... 14 

Eight Access Points for Books: ........................................................................................................... 14 

What is RDA? .......................................................................................................................................... 16 

Key Principles of RDA: ........................................................................................................................ 16 

Major Elements of RDA: ..................................................................................................................... 16 

Your Role in Implementing RDA: ........................................................................................................ 18 

AACR-II vs. RDA .................................................................................................................................. 18 

Classifying Books According to the Dewey Decimal Classification .................................................... 19 

Cataloging of Books in to TCS-Koha ....................................................................................................... 21 

Editing records ................................................................................................................................... 32 

Batch record modification ................................................................................................................. 35 

Merging records ................................................................................................................................. 37 

Item records ....................................................................................................................................... 41 

Adding items ...................................................................................................................................... 41 



4 
 

Editing items ...................................................................................................................................... 45 

Quick item status updates ................................................................................................................. 49 

Duplicating items ............................................................................................................................... 50 

Batch editing items ............................................................................................................................ 50 

Creating labels.................................................................................................................................... 52 

Labe Printing ...................................................................................................................................... 53 

How to add new members from ERP to you Library ......................................................................... 54 

Barcode Sheet view........................................................................................................................ 59 

Circulation of Library Books ................................................................................................................... 60 

Overdue Management ....................................................................................................................... 61 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5 
 
 

Introduction of TCS-Koha 

Welcome to the TCS-Koha 23.05, an open-source Integrated Library System (ILS) designed to empower 

libraries of TCS with a robust and user-friendly platform for managing their collections efficiently. This 

user manual aims to provide you with a comprehensive guide to navigate and utilize the features 

offered by TCS-Koha 23.05. 

What is Koha? 
Koha is a powerful ILS that stands out for its flexibility, scalability, and cost-effectiveness. Developed by 

a global community of volunteers, maintained by the Koha Community and adopted and configured by 

the TCS Libraries department head office in Lahore led by Nadeem Sohail Manager Libraries head office 

Lahore, this open-source solution offers a range of features to streamline library operations, enhance 

user experiences, and adapt to evolving library needs.  

Key Features of TCS-Koha 23.05: 

Web-Based Interface:  
Enjoy the convenience of accessing Koha through a web-based interface, allowing users to manage 

library tasks from any location with internet access. 

Cataloguing and Classification:  

Koha simplifies the cataloguing process, supporting various cataloguing standards and providing tools 

to organize and classify items efficiently. 

Acquisitions and Serials:  

Streamline the acquisition process, manage subscriptions, and track the status of orders effortlessly 

using Koha's acquisition and serials modules. 

Circulation Management:  

Koha facilitates smooth circulation operations, including check-ins, check-outs, renewals, and holds. 

The system also supports fines and fees management. 

User Management:  

Keep track of patrons, their borrowing history, and preferences with the user management module. 

Koha supports patron categories, allowing libraries to customize user experiences. 
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Search and Discovery:  

Empower users with a robust search and discovery interface. Koha supports various search options, 

ensuring patrons can easily find the materials they need. 

Reporting and Statistics:  

Generate insightful reports and statistics to evaluate library performance, collection usage, and other 

key metrics. 

Customization and Integration:  

Koha offers flexibility through customization options, allowing libraries to tailor the system to their 

specific requirements. Integration capabilities with other libraries and web services enhance the overall 

functionality. 

Getting Started:  

This user manual is designed to guide both new and experienced users through the daily use of Koha 

23.05. this manual provides step-by-step instructions, tips, and best practices to make the most of 

Koha's features. 

We hope this user manual enhances your experience with this innovative Integrated Library System. 

Happy exploring! 

Logging into Koha: Accessing the Staff Interface 

Step 1: Open Your Web Browser 

Launch your preferred web browser (e.g., Chrome, Firefox, Safari) and enter the URL: 

http://koha.thecityschool.edu.pk:8099/ 

Step 2: Enter Your Credentials 

Once the Koha login page opens, enter your assigned username and password in the respective fields. 

These credentials will be provided by Regional Coordinators Libraries (RCL). If you encounter any issues 

with your login credentials, contact your RCL for assistance. 

To Reset Your Password: 

Always keep your login credentials confidential to maintain the security of the system. If you forget 

your password, to reset it contact your RCL. 

 

 

Step 1 

http://koha.thecityschool.edu.pk:8099/
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TCS-Koha 23.5 Main Interface Overview 

1. Dashboard Overview: 

Upon logging in, you will land on the Dashboard. This dynamic page provides an at-a-glance overview 

of essential information, including recent acquisitions, overdue items, and system notifications. The 

Dashboard serves as a quick reference point for your library's current status. 

 

Step 2 
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Koha Important Reports 

Koha Modules (Functions) 

1- Circulation 

2- Cataloging 

3- Serial Management 

4- Reports 

5- Petronas Management 

6- 6- Tools 

7- Advance Search 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Top Navigation Bar: 
 

 

Located at the top of the interface, the navigation bar houses essential Utilize the search bar to quickly 

locate books, patrons, or transactions within the system. The search function supports various filters 

and parameters, allowing you to pinpoint information swiftly.  
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Quick Links and Action Buttons and Main Modules: 

Discover quick links and action buttons strategically placed on the interface for speedy access to 

commonly used features. Whether you need to add a new item, search the catalog, or manage patron 

accounts, these shortcuts enhance your workflow efficiency. Koha's main interface is organized into 

modules, each dedicated to specific library functions. Familiarize yourself with modules such as 

Cataloging, Circulation, Acquisitions, Serials, and Authorities. Each module houses tools and settings 

tailored to its respective function. 

 

7. Alerts and Notifications: 

Stay informed about system updates, overdue items, and other important notifications through the 

Alerts and Notices feature. Customize alert settings to ensure you receive timely information about 

your library's operations. 

8. Reports and Statistics: 

Harness the power of Koha's reporting tools to gather insights into your library's performance. The 

Reports module provides a range of pre-built reports and customization options, allowing you to 

analyze circulation data, collection statistics, and more. 

This overview serves as your gateway to mastering the TCS-Koha 23.5 Main Interface. As you delve into 

the user manual, explore each section in detail to unlock the full potential of Koha's features. Your 

journey to efficient library management begins here – happy navigating! 
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Overview of User Interface OPAC (Online Public Catalogue) 

OPAC (Online Public Access Catalogue) library user portal where students, teachers can search the 

library books not only their library but also search the whole TCS network libraries on a single interface 

for resource sharing. Here we can link the e-books, showcase other library resource.  

 

 

1. Accessing the OPAC: 

To begin your exploration, open your preferred web browser and enter the URL: 

http://koha.thecityschool.edu.pk:8081/ This will lead you to the Koha OPAC interface, where users can 

discover and access the wealth of resources your library has to offer. 

Search the online Catalogue  

To search the OPAC you can either choose to enter your search words in the search box at the top of 

the OPAC or click on the ‘Advanced search’ link to perform a more detailed search. You can select your 

library by clicking of the libraries option button. 

 

 

 

 

http://koha.thecityschool.edu.pk:8081/
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Browsing Collections: 

Navigate through different collections and categories effortlessly. Koha's OPAC allows users to browse 

materials by author, title, subject, and other criteria, providing a seamless browsing experience. You 

can also the place of arability of the books and call no as well. 

 

 

Item Details and Availability: 

Once you've identified an item of interest, click on its title to access detailed information. The OPAC 

displays availability status, location details, call no and other relevant information, helping you make 

informed decisions about borrowing or exploring materials. 
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Account Management: 

The OPAC interface extends beyond just searching for items. Users can manage their library accounts, 

view borrowing history, renew materials, and place holds on items directly through the OPAC. This 

ensures a personalized and convenient user experience. To view the details, you need to login by 

username and password the user name is your ERP no for teacher and admin staff and Roll no for the 

students and default password can be asked from the librarian.  

 

 

 

 

 

 

 

 

Featured Lists and Recommendations: 

Discover curated lists and recommendations to enhance your reading and research experience. Koha's 

OPAC often showcases featured items, new arrivals, and librarian-recommended collections, providing 

users with valuable insights and suggestions. 

Accessibility and Mobile Responsiveness: 

Koha prioritizes accessibility and user-friendliness. The OPAC interface is designed to be responsive, 

ensuring a seamless experience across various devices, including desktops, tablets, and smartphones. 

Whether you are a casual reader, a student, or a research enthusiast, the TCS-Koha OPAC is your 

gateway to the vast resources housed in your library. This user manual provides detailed instructions 

and tips to enhance your OPAC experience. Happy exploring! 

What is MARC?  

MARC, which stands for Machine-Readable Cataloging, is a standard for the representation and 

communication of bibliographic and related information in a machine-readable format. Developed by 

the Library of Congress, MARC records enable libraries to efficiently manage and exchange 

bibliographic data across different systems and platforms. 
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Key Components of MARC: 

1. Leader: The leader provides essential information about the record, such as its type, 

bibliographic level, and encoding information. 

2. Directory: The directory contains a list of tags indicating the location and length of each data 

element within the record. 

3. Control Fields: These fields contain data elements that provide overall information about the 

bibliographic record, such as the title, author, publication date, and more. 

4. Variable Fields: These fields accommodate various data elements related to the bibliographic 

information, such as subject headings, notes, and additional author information. 

Advantages of MARC: 

1. Interoperability: MARC facilitates the exchange of bibliographic data between different library 

systems, promoting interoperability and resource sharing. 

2. Standardization: The use of a standardized format ensures consistency in cataloging practices 

across libraries, making it easier to share and merge cataloging information. 

3. Efficiency: MARC records enable automated processes for cataloging, searching, and retrieval, 

saving time and effort for librarians. 

Your Role in MARC Implementation:  

As a school librarian, understanding MARC will empower you to contribute to a more efficient and 

organized library system. You will be better equipped to create, edit, and manage bibliographic records, 

enhancing the overall accessibility of resources for students and faculty. 

Most Common MARC Tags: 

1. Leader (LDR): Provides information about the record as a whole, such as its type, bibliographic 

level, and character encoding. 

2. Control Number (001): Unique identifier assigned to the record. 

3. **Control Fields: 

• 005: Date and Time of Latest Transaction 

• 008: Fixed-Length Data Elements 
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4. Variable Fields: 

• 020: ISBN (International Standard Book Number) 

• 100: Main Entry—Personal Name (Author) 

• 245: Title Statement (Title and Subtitle) 

• 260: Publication, Distribution, etc. (Place, Publisher, Date) 

• 300: Physical Description (Extent of the Item) 

• 500: General Note 

• 650: Subject Added Entry—Topical Term 

• 700: Added Entry—Personal Name (Additional Authors) 

• 856: Electronic Location and Access (URL for Online Resources) 

5. Subfields: 

• $a: Main term or title. 

• $b: Edition. 

• $c: Place of publication. 

• $d: Date of publication. 

This is a basic list, and the actual tags used can vary based on the specific needs and practices of your 

school library. A more comprehensive understanding of these tags and their usage will be covered in 

your training sessions. 

What is AACR-II?  

AACR-II, or Anglo-American Cataloging Rules, Second Edition, is a comprehensive set of cataloging rules 

developed to standardize the creation of bibliographic records. These rules provide guidelines for 

describing library materials, ensuring consistency and facilitating access to information. 

Eight Access Points for Books: 

1. Main Entry: The primary access point representing the primary responsibility for the content 

of the work. In AACR-II, main entry is typically based on the author's name. 
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2. Title and Statement of Responsibility Area: Includes the title proper (main title) and any 

statement of responsibility (such as authorship, editorship) related to the creation of the work. 

3. Edition Area: Describes the edition of the book, including any statements regarding revisions 

or updates. 

4. Imprint Area: Provides information about the publication, including the place of publication, 

name of the publisher, and the date of publication. 

5. Collation Area: Describes the physical make-up of the book, including the number of pages, 

illustrations, dimensions, etc. 

6. Series Area: If applicable, information about the series to which the book belongs. 

7. Notes Area: Includes any additional information deemed important for the user, such as 

bibliographical references, content notes, etc. 

8. Standard Number and Terms of Availability Area: Includes International Standard Book 

Numbers (ISBN), other standard numbers, and information on the terms of availability. 

Sample AACR-II Catalog Card for a Book: 

 

This sample catalog card provides a glimpse into how AACR-II principles are applied to create a 

standardized bibliographic record for a book. 

Your training sessions will delve deeper into the intricacies of AACR-II, providing you with the skills to 

create accurate and consistent catalog records for the diverse collection of materials in your school 

library. 
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What is RDA?  

Resource Description and Access (RDA) is a set of guidelines and instructions for creating bibliographic 

records. It represents a shift from the traditional cataloging rules, providing a more flexible and user-

focused approach to describing and accessing resources. RDA is designed to adapt to the evolving 

landscape of information resources in the digital age. 

Key Principles of RDA: 

1. User-Focused: RDA places a strong emphasis on meeting the needs and expectations of users. 

It aims to provide clear and consistent information to help users find, identify, and select 

resources. 

2. Functional Relationships: RDA focuses on expressing relationships between entities, such as 

works, expressions, manifestations, and items. This approach allows for a more nuanced and 

accurate representation of the bibliographic universe. 

3. Flexibility: RDA is designed to accommodate various types of resources, including digital, 

electronic, and traditional formats. It provides guidelines that can be applied to a wide range of 

materials. 

Major Elements of RDA: 

1. Work: The intellectual or artistic content of a resource, abstracted from its physical 

manifestation. 

2. Expression: The specific intellectual or artistic form that a work takes on, independent of the 

particular manifestation. 

3. Manifestation: The physical embodiment of an expression of a work. 

4. Item: A single exemplar of a manifestation. 
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Your Role in Implementing RDA:  

As a school librarian, understanding RDA will empower you to create comprehensive and user-friendly 

catalog records. RDA's user-focused approach will enhance the discoverability and accessibility of 

resources in your school library, providing an improved experience for both students and faculty. 

AACR-II vs. RDA 

AACR-II (Anglo-American Cataloging Rules, Second Edition) and RDA (Resource Description and Access) 

are both sets of cataloging rules used in libraries to create bibliographic records. Here's a short 

comparison between AACR-II and RDA: 

1. Approach: 

• AACR-II: Based on a traditional and rule-based approach to cataloging, focusing on 

specific formatting and entry rules. 

• RDA: Adopts a more flexible, principle-based approach, emphasizing user needs and 

accommodating various types of resources and formats. 

2. Principles: 

• AACR-II: Primarily concerned with the description of physical characteristics of a 

resource and maintaining consistency in cataloging practices. 

• RDA: Emphasizes user-focused principles, functional relationships, and the 

representation of the intellectual and artistic content of resources. 

3. Structure: 

• AACR-II: Follows a structured format with specific rules for the main entry, title, 

statement of responsibility, and other cataloging elements. 

• RDA: Introduces the concepts of Work, Expression, Manifestation, and Item (WEMI), 

providing a more granular and flexible framework for describing resources. 

4. Flexibility: 

• AACR-II: More rigid in application, especially when dealing with non-traditional formats 

and digital resources. 

• RDA: Designed to be adaptable to a wide range of materials, including digital, electronic, 

and traditional formats, promoting a more inclusive approach. 
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5. Relationships: 

• AACR-II: Less emphasis on expressing relationships between entities, such as different 

editions, translations, or related works. 

• RDA: Prioritizes the representation of relationships between various entities (Work, 

Expression, Manifestation, Item), allowing for more nuanced and detailed descriptions. 

6. Integration of FRBR: 

• AACR-II: Lacks explicit integration with the FRBR (Functional Requirements for 

Bibliographic Records) conceptual model. 

• RDA: Aligns closely with the FRBR model, focusing on the user tasks of finding, 

identifying, selecting, and obtaining resources. 

7. Cataloging Codes: 

• AACR-II: An earlier and widely used cataloging code, but considered somewhat 

outdated in the current information environment. 

• RDA: A more modern cataloging standard designed to replace AACR-II, reflecting current 

cataloging practices and user needs. 

8. International Adoption: 

• AACR-II: Widely adopted internationally for many years. 

• RDA: Gaining global acceptance as libraries transition to modernize their cataloging 

practices. 

In summary, while AACR-II served as a foundational cataloging standard, RDA represents a shift towards 

a more user-centric, flexible, and adaptable approach in response to the evolving landscape of 

information resources. The move to RDA reflects the desire to provide users with richer and more 

meaningful access to a diverse range of materials in various formats. 

Classifying Books According to the Dewey Decimal Classification 

Classifying Books According to the Dewey Decimal Classification 

Introduction to DDC:  

The Dewey Decimal Classification (DDC) system is a widely used classification scheme for organizing 

library collections. It categorizes knowledge into ten main classes, each further divided into subclasses, 
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providing a systematic way to arrange books based on their subjects. DDC Summaries: 

https://en.wikipedia.org/wiki/List_of_Dewey_Decimal_classes 

Main Summary of Dewey Decimal Classification System: 

 A. Main Classes: 1. 000-099: Generalities  

2. 100-199: Philosophy and Psychology 

 3. 200-299: Religion 4. 300-399: Social Sciences  

5. 400-499: Languages  

6. 500-599: Natural Sciences and Mathematics  

7. 600-699: Technology  

8. 700-799: Arts and Recreation  

9. 800-899: Literature  

10. 900-999: History and Geography 

B. Division and Sections: 

Explanation of how each main class is further divided into divisions and sections. 

Assigning Dewey Decimal Numbers:  

A. Book Analysis: 

1. Examine the subject matter of the book.  

2. Identify the main topic and subtopics. 

B. Locating Dewey Decimal Numbers:  

1. Consult the DDC manual or online resources TCS OPAC, Library of Congress, British Library.  

2. Use classification TCS Guide to determine the appropriate number. 

C. Decimal Expansion:  

1. Add decimals to further specify subtopics.  

2. Understand the rules for decimal expansion. 
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Practical Application:  

A. Hands-on Exercises: 1. Analyze sample books and assign DDC numbers.  

2. Discuss solutions and reasoning for each assignment. 

B. Case Studies:  

1. Explore real-life scenarios for classification challenges.  

2. Collaboratively find solutions and discuss best practices. 

Troubleshooting and Tips:  

A. Common Challenges:  

1. Address common difficulties in book classification.  

2. Provide tips for overcoming challenges. 

B. Keeping Up with Updates:  

1. Stay informed about DDC updates and revisions.  

2. Utilize resources to ensure accurate classification. 

Cataloging of Books in to TCS-Koha 

To catalog a record click to the cataloging of module from main Manu of Koha 

Click ‘New record’ 
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To catalog a record based on an existing record at another library in the basic or advanced editor: 

• Click ‘New from Z39.50/SRU’ 

 

 

Search for the item you would like to catalog 
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Clicking the arrow button next to a result (or clicking anywhere on the result line) will give you preview 

and import options. 
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MARC preview: this option will open the record in plain MARC format. 
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Card preview: this option will open the record formatted like a card catalog. 
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Import: this option will open the record in Koha’s cataloging editor so that you can modify and save 

the record in your own catalog. 

If you don’t find the title you need in the Z39.50 search results, you can click the ‘Try another search’ 

button at the bottom left of your results 

 

Basic editor cataloging 

In the basic editor once you’ve opened a blank framework or imported a record via Z39.50 you will be 

presented with the form to continue cataloging 
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duplicate a field click on the ‘repeat this tag’ icon to the right of the tag 

 

To move subfields in the right order, drag and drop the subfields using the handles on the right 

 

To duplicate a subfield click on the clone icon (to remove a copied field, click the delete clone icon) to 

the right of the field 
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To remove a subfield (if there is more than one of the same type), click the - (minus sign) to the right 

of the field 

• Once you’ve finished, click the ‘Save’ button at the top and choose whether you want to save and 

view the bib record you have created or continue on to add/edit items attached to the record 

 

o Choosing ‘Save and view record’ will bring you right to the record you just cataloged 

o Choosing ‘Save and edit items’ will bring you to the add/edit item form after saving the bib 

record so that you can attach holdings 

o Choosing ‘Save and continue editing’ will allow you to save your work so far and keep you in 

the editor to continue working 

• If you are about to add a duplicate record to the system you will be warned before saving 

 

Note 

To find possible duplicates, the system searches for the ISBN, and if there is not ISBN, it searches 

for the same combination of title and author. 
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• If mandatory or important fields or subfields are not filled, the system will give a warning. Click 

‘Go to field’ to go to the problematic field and correct it. 

 

If you scrolled down and need to see the warning again, click the ‘Errors’ button at the right of the 

toolbar. 

 

Note 

Important fields or subfields will not prevent from saving the record. 

Only mandatory fields or subfields will block saving. 

 

Using the search box on the left you can perform Z39.50 searches 
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And from those Z39.50 results you can view the marc record by clicking the link to the right 

 

Clicking ‘Import’ will bring the record in to the editor where you can perform your edit 

 

At the bottom of the editor you will see help from the Library of Congress for the field you are on. In 

cases where your MARC is invalid you will see red highlighting. To edit the record using only keyboard 

functions the Keyboard shortcuts button will inform you of the necessary commands. 
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A clipboard is available to copy and paste text between fields. See the image and table below for the 

shortcuts used with the clipboard. 
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Advanced cataloging keyboard shortcuts 

The following keyboard shortcuts can be used in the advanced cataloging module to save time and 

clicks 

Shortcut Behavior 

Ctrl-C Copy current field 

Shift-Ctrl-C Copy current subfield 

Ctrl-X Delete current field and copy to ‘clipboard’ 

Shift-Ctrl-X Delete current subfield and copy to ‘clipboard’ 

Alt-C Insert copyright symbol (©) 

Alt-P Insert copyright symbol (℗) (sound recordings) 

Ctrl-D Insert delimiter (‡) 

Ctrl-I Copy current field on next line 

Shift-Enter Insert line break 

Shift-Ctrl-L Link field to authorities 

Enter New field on next line 

Tab Move to next position 

Ctrl-P Paste selection from ‘clipboard’ 

Shift-Tab Move to previous position 

Ctrl-H Get help on current subfield 

Shift-Ctrl-K Toggle Keyboard 

Ctrl-S Save record (cannot be remapped) 

 

Editing records 

To edit a record you can click the ‘Actions’ button and choose ‘Edit biblio’ from the search results on 

the cataloging search page 
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or by clicking the Edit button on the Bibliographic Record and choosing ‘Edit Record’ 

 

The record will open in the MARC editor 
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The alternative is to search via Z39.50 to overlay your record with a fuller record found at another 

library. You can do this by choosing ‘Replace record via Z39.50/SRU’ from the ‘Edit’ menu. 
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Once you choose that, you will be brought to a Z39.50 search window to search other libraries for the 

record in question. 

Once you have made your edits (via either method) you can click ‘Save’ at the top left of the editor. 

Batch record modification 

• Get there: More > Cataloging > Batch editing > Batch record modification 

This tool is used to edit batches of bibliographic and authority records using MARC modification 

templates. Before visiting this tool you will need to set up at least one MARC modification template. 

 

• Record type: choose whether you’re editing bibliographic or authority records 

• Enter the biblionumbers or authids of records to be edited, in one of three ways 

• Upload a file of biblionumbers or authids 

• Use a list; 

 

https://koha-community.org/manual/23.05/en/html/cataloging.html#marc-modification-templates-label
https://koha-community.org/manual/23.05/en/html/cataloging.html#marc-modification-templates-label
https://koha-community.org/manual/23.05/en/html/cataloging.html#marc-modification-templates-label
https://koha-community.org/manual/23.05/en/html/lists.html#lists-label
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• Or enter the numbers (one per line) in the box provided. 

 

• MARC modification template: finally choose the MARC modification template to use to edit 

these records. 

Once you’ve entered your criteria click ‘Continue’ 

 

You will be presented with the list of records that will be edited. Next to each one is a checkbox, so you 

can uncheck any records you would rather not edit at this time. 
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Clicking ‘Preview MARC’ will allow you to see what edits will be made when you finalize the edit. 

 

Once you’re sure everything is the way you want you can click the ‘Modify selected records’ button and 

your records will be modified. 

Merging records 

To merge bibliographic records together, 

• Perform a search in the catalog to find the records that need to be merged. 

• Check the boxes next to the duplicates to select them. 
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• Click “Edit” and choose the “Merge records” option 

 

Note 

Alternatively, you can go through the cataloging module to merge bibliographic records. 

After searching for the records in the cataloging search and selecting the records to be merged, click 

the ‘Merge selected’ button at the top of the list. 
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• Choose which record to keep as the primary record, the other records will be deleted after the 

merge 

 

Choose which framework to use for the newly merged record 

You will be presented with the MARC for all of the records, each accessible by a tab labeled with the 

biblionumber for this record. By default the entire first record will be selected. 

 

• Uncheck the fields you don’t want in the final (destination) record from each source records 

• Check the fields you want to add in the final (destination) record 

Note 

Should you try to add a field that is not repeatable two times (like choosing the 245 field from both 

records) you will be presented with an error 
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Note 

If mandatory fields are missing in the destination record, Koha will not merge the records. You must 

select a value for mandatory fields. 

If important fields are missing in the destination record, Koha will warn you, but will still merge the 

records. 

Below the records you are merging is an option to enter fields to report on. This will allow you to control 

what fields you see on the merge confirmation page: 

 

• If you enter nothing you will be presented with a confirmation of biblionumbers only 

 

• If you enter fields you will see those on the confirmation page. 

 

Note 

You can set defaults for this report with the MergeReportFields system preference. 

• Once you have completed your selections click the ‘merge’ button. 

https://koha-community.org/manual/23.05/en/html/catalogingpreferences.html#mergereportfields-label
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• The primary record will now contain the data you chose for it, as well as all of the items and 

acquisition information from both bibliographic records, and the second record will be deleted. 

Item records 

In Koha each bibliographic record can have one or more items attached. These items are sometimes 

referred to as holdings. Each item includes information to the physical copy the library has. 

Adding items 

After saving a new bibliographic record, you will be redirected to a blank item record so that you can 

attach an item to the bibliographic record. You can also click ‘Add/Edit items’ from the cataloging search 

results 

 

or you can add new item at any time by clicking ‘New’ on the bibliographic record and choosing ‘New 

item’ 
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The item edit form will appear: 

 

At the very least, if you plan on circulating the item, the following fields should be entered for new 

items: 

2 - Source of classification or shelving scheme 

https://koha-community.org/manual/23.05/en/html/cataloging.html#id2
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a - Home library 

b - Current library 

o - Full call number 

If you’d like you can use the cataloguing plugin ‘call number browser’ (cn_browser.pl) for this field. If 

it’s enabled you’ll see a … to the right of the field. When clicked that will open a call number browser 

window if the row is highlighted in Red then the call number is in use, if there is a thin Green line 

instead then the call number can be used. 

 

p - Barcode 

v - Cost, replacement price 

This value will be charged to patrons when you mark an item they have checked out as ‘Lost’ 

952$y - Koha item type 

To make sure that these values are filled in you can mark them as mandatory in 

the framework you’re using and then they will appear in red with a ‘required’ label. The item will 

not save until the required fields are filled in. 

 

Below the add form there are 3 buttons for adding the item. 

 

• ‘Add item’ will add just the one item 

• ‘Add & duplicate’ will add the item and fill in a new form with the same values for you to alter 

https://koha-community.org/manual/23.05/en/html/cataloging.html#a-homebranch-label
https://koha-community.org/manual/23.05/en/html/cataloging.html#b-holdingbranch-label
https://koha-community.org/manual/23.05/en/html/cataloging.html#o-callnumber-label
https://koha-community.org/manual/23.05/en/html/valuebuilder.html#valuebuilder-label
https://koha-community.org/manual/23.05/en/html/cataloging.html#p-barcode-label
https://koha-community.org/manual/23.05/en/html/cataloging.html#v-replacement-cost-label
https://koha-community.org/manual/23.05/en/html/cataloging.html#y-item-type-label
https://koha-community.org/manual/23.05/en/html/administration.html#marc-bibliographic-frameworks-label
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• ‘Add multiple copies of this item’ will ask how many copies and will then add that number of 

items adding +1 to the barcode so each barcode is unique 

 

• ‘Save as template’ will save this item as an item template to reuse later. 

Warning 

• Saving as template will not save the item. It will only create the template. 

• Your added items will appear above the add form once submitted 

 

Your items will also appear below the bibliographic details on the record details page,  

in the ‘Holdings’ tab. 

 

If the SpineLabelShowPrintOnBibDetails system preference is set to ‘Show’, there will be a button to 

print a quick spine label next to each item. 

https://koha-community.org/manual/23.05/en/html/cataloging.html#item-templates-label
https://koha-community.org/manual/23.05/en/html/catalogingpreferences.html#spinelabelshowprintonbibdetails-label
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You can also filter the contents of your holdings table by clicking the ‘Activate filters’ links. This will 

show a row at the top where you can type in any column to filter the results in the table. 

 

Editing items 

Items can be edited in several ways. 

• Clicking ‘Edit’ and ‘Edit items’ from the bibliographic record 
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Which will open up a list of items where you can click the ‘Actions’ button to the left of the specific 

item you would like to edit and choose ‘Edit’. 

 

• Clicking ‘Edit items’ beside the item on the ‘Items’ tab 

 

Which will open up the editor on the item you’d like to edit 



47 
 

 

• Clicking ‘Edit’ and then ‘Edit items in batch’ 

 

This will open up the batch item modification tool where you can edit all of the items on this record as 

a batch. 

You can also enable StaffDetailItemSelection to have checkboxes appear to the left of each item on the 

detail display. You can then check off the items you would like to edit and click ‘Modify selected items’ 

at the top of the list. 

https://koha-community.org/manual/23.05/en/html/cataloging.html#batch-item-modification-label
https://koha-community.org/manual/23.05/en/html/staffclientpreferences.html#staffdetailitemselection-label
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• You can click ‘Edit’ to the right of each item in the Holdings tab 

 

• There is also a link to Edit items from the search results in the staff client 

 

Finally you can use the batch item modification tool 

https://koha-community.org/manual/23.05/en/html/cataloging.html#batch-item-modification-label
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Quick item status updates 

Circulation staff often need to change the status of an item to Lost or Damaged. This doesn’t require 

you to edit the entire item record. Instead, clicking on the item barcode on the checkout summary or 

checkin history will bring you to an item summary. You can also get to the item summary by clicking on 

the Items tab to the left of the bibliographic record’s detail page. 

 

From this view, you can mark an item lost by choosing a lost status from the pull down and clicking the 

‘Set status’ button. Same applies to the damaged and withdrawn statuses. 

 

https://koha-community.org/manual/23.05/en/html/cataloging.html#item-information-label
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Duplicating items 

You can easily duplicate each item by clicking the ‘Actions’ button the left of each item on the edit items 

screen 

 

From here you can choose to ‘Duplicate’ the item and this will populate the form with the values from 

the item you chose. 

Batch editing items 

• Get there: More > Cataloging > Batch editing > Batch item modification 

This tool will allow you to modify a batch of item records in Koha. 
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From the tool, choose to either upload a file of barcodes or itemnumbers, or scan item barcodes one 

by one into the box below the upload tool. You can also decide the items edited should be populated 

with the default values defined in the default framework. 

Once the file is uploaded or the barcodes listed, click ‘Continue.’ 

 

You will be presented with a summary of the items you want to modify. From here, you can uncheck 

the items you don’t want to modify before making changes in the form below. You can also hide 

columns you don’t need to see to prevent having to scroll from left to right to see the entire item table. 

The holds column displays a count of the current holds for the item. 

Note 

To uncheck all items that are currently checked out you can click the ‘Clear on loan’ link at the top of 

the form. 

Using the edit form, choose which fields to make edits to. By checking the checkbox to the right of each 

field you can clear the values in that field for the items you are modifying. 

https://koha-community.org/manual/23.05/en/html/administration.html#marc-bibliographic-frameworks-label
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Creating labels 

• Get there: More > Cataloging > Tools > Label creator 

The label creator tool allows you to use layouts and templates which you design to print a nearly 

unlimited variety of labels including barcodes. Here are some of the features of the label creator 

tool: 

• Customize label layouts 

• Design custom label templates for printed labels 

• Build and manage batches of labels 

• Export single or multiple batches 

• Export single or multiple labels from within a batch 

• Export label data in one of three formats: 

o PDF - Readable by any standard PDF reader, making labels printable directly on a printer 

o CSV - Export label data after your chosen layout is applied allowing labels to be imported in 

to a variety of applications 
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o XML - Included as an alternate export format 

Labe Printing 

o Get there: More > Cataloging > Tools > Label creator > New > Layouts 

  

It will open the following window and add barcode one in a row you may copy and paste too after 

adding barcode click on add items 
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How to add new members from ERP to you Library 

Click on Library members by Category: 

 

Select your center Z-001 Z-your branch code in the drop-down menu 
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Select the class or teacher according to your library level: 

 

It will open list of students; Click batch patron modification 
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Select your Library and press the save baton members will be add in to your library  

 

When you click on add item there will be appeared a window as: 

You can view, edited or add more barcode before exporting the list. Then click on export on full batch 
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On Click the following window will be appeared as: 

Select a template and layout to be applied and print the spine labels or barcodes and click on export 

o TCS Barcodes for  

o TCS Spine Labels 

 

On apprising the following window Click on Download as PDF 
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It will download lables_batch_1.pdf file just click on it to view and print the labels 
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Just click on print on a 4 size printing papaer: 

 

 

 

 

 

Barcode Sheet view 
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Circulation of Library Books 

To start the issue and return just click on circulation module from main Manu 

 

 

 

 

 

 

 

 

 

 

Issue the Books 

Return the Books 
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Overdue Management  

o To print overdue reminder, click on overdue  

 

 

 

 

 

 

 

 

 

 

 

Report Module: 
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