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1.0 General information

The book and map collections are owned by the McGuinness Foundation Trust.

Table 1: Collection care

LibraryThing

Gold Silver Bronze References

Number of books 870 2,205 1,615 88
(as at 26 January 2020)
Number of sub-collections 14 15 0 0
Kept under lock and key? Yes No No No
Use gloves while handling? Yes No No No
Level of supervision? Staff must No supervision | No supervision No supervision

supervise
Able to leave the office? No No Yes No
Cover books? Sometimes Yes No Yes
Catalogue on LibraryThing? Yes Yes Yes Yes
Filed by Publication date Dewey Topic tag on Dewey




1.1 Collections and shelving
Figure 1: Shelving of collections

Main shelf with red and orange glass cabinets

James K. Baxter

- V -

James K. Baxter and
Katherine Mansfield

Legislation

Alleyway book shelves

1800-1859 2
New Zealand History Global Miscellaneous
1860-1879
New Zealand History Global Environmental UK Papers Relative to the Affairs of NZ
Science Horizontal collection

1880-1899
New Zealand History
Environmental . 1851-1900
# Antarctica o
Science Horizontal collection
1900-1919
New Zealand History

Maori History Maps and Discoveries . 1809[‘1_8?9 =
1920-1939 Horizontal collection
New Zealand History

1951-2000
Horizontal collection

1940-1969 Maps and Discoveries
New Zealand History

. Gold collection
. Bronze collection

Empty/not applicable

D Glass cabinets



Table 2: LibraryThing collections and sub-collections as at 26 January 2026

Collection Sub-collection Name of sub-collection Number of books
Bronze - - 1,615
Total 1,615
Silver PAU Australian Prime Ministers 4
CFTF Commission for the Future 54
ENG Energy 3
FNZ Foresight New Zealand 207
Jou Journals 15
MNZ Maori History 213
GM New Zealand Government & 56
Ministries publications
HNZ New Zealand History 1,302
[incl. James Cook]
PC New Zealand Planning Council 126
PNZ New Zealand Prime Ministers 82
ONZ Other New Zealand publications 21
OTH Other publications 9
[not published in New Zealand]
PCE Parliamentary Commissioner for the 44
Environment
PUK United Kingdom Prime Ministers 23
PUSA United State Presidents 46
Total 2,205
Gold ANZ Antarctica 40
CRJ Colin Radford Journal 43
CRM Colin Radford Digital Media 21
ENVS Environmental Science 49
GLO Global 52
JKB James K. Baxter 100
KMF Katherine Mansfield 17
LEG Legislation [incl. land rights] 23
MAOH Maori History 37
M&D Maps and Discoveries 43
[exploration and voyages]
MBS Marlborough Sounds 9
MIS Miscellaneous Documents [incl. 94
Articles/Music/Newspapers etc.]
NZHIS New Zealand History 273
POE Poetry 69
Total 870
References REF References 88
Total 88
Total 4,778




1.2 General notes for library collections

Appointments to view our collections must be organised in advance. Visitors must register in the library
visitors” book (see Section 1.4 Four key books), and Wendy must always be in the office when a visitor is present.

Gold collection
* Keys to the Gold collection are kept in the lock box by the toilet [[To check]].
* Gold books are kept on the big shelves in front of the filing area in the locked coloured cabinets, and the
locked metal cabinet in the alleyway.
*  Generally, gold books are not covered in plastic (see Section 2.1 Covering and shelving for more detail).

Silver collection (also referred to as the James Duncan Library)
e Silver books are kept in the glass room.
*  Generally, silver books are covered in plastic (see Section 2.1 Covering and shelving for more
detail). If the sprinklers are triggered, this provides a level of protection from water damage.

Bronze collection
*  Books can be borrowed from the Bronze collection, but details must be in the Borrowing book with the
name of the book and the person’s details (see Section 1.4).
e Staff can borrow books from the Bronze collection only.
*  Bronze books are kept on the big shelves in front of filing area.

Paintings and maps collection
A schedule of this collection is kept in a spreadsheet in the McGuinness Institute SharePoint. All paintings and

maps are framed with a glass cover and hung on the walls in the glass room.

Reference collection
e  This collection contains general fact books (e.g. encyclopaedias, New Zealand Official Yearbooks and
dictionaries). It also contains books about writing styles and grammar.

1.3 Donations

When a book is donated to the library, the donor should receive a thank you card. Please fill out a thank you card
while they are in the office and give it to them on their way out. Fill the card out as follows:

Dear [name of person],
Thantk _you for your kind donation(s) to our library. 1t is very much appreciated! All the best from our team,

[your name]



1.4 Four key books

These books are located with the Bronze collection on far right side of the bottom shelf.

1. Library visitors’ book
Visits should be recorded in the library visitors’ book. List the:

@)
@)
O

Date
Name of visitor
Organisation they belong to (if any), and any additional comments.

2. Bronze collection borrowing book
When a Bronze collection book is borrowed, record the following details:

o

O O O O O O

Date the book was borrowed

Name of visitor

Organisation they belong to (if any)

Phone number

Email address

Date book returned

Which staff member received it/checked it (initials).

3.  Donations book
When a book is donated to one of the collections, record the following information:

o

O O O

Date of donation

Name of visitor

Name of book(s) donated
Confirmation that a thank you was sent.

4. McGuinness Institute library purchasing book
If you are asked to purchase a book for one of the collections, record the following details:

o

O
O
(@]

Date of purchase

Paid to (company) and amount
Name and author of the book
Date received.



1.5 Purchasing

1.

All book purchases must be approved by Wendy.

If you are asked to purchase a book:

Firstly, try Unity Books: www.unitybooksonline.co.nz, books@unitybooks.co.nz ot phone
04 499 4245. Use this as your first option as we get a discount on purchases. Books can be
invoiced to our account.

Secondly, if it is an old or rare book, try:
e Arty Bees — www.artybees.co.nz/query.html
¢ Hatd to Find Books in Pukekohe — books@hardtofind.co.nz — 09 233 6581
¢ Hard to find Books in Onehunga — books2@hardtofind.co.nz — 09 634 4340
¢ Archway Books — pauledwards@xtra.co.nz — 04 239 9803
®  Smith’s Books in Christchurch — www.smithsbookshop.co.nz — 03 379 7976
*  Amazon — www.amazon.com/ref=nav_logo (use Keepass to access the login details)

e Tinakori Books — www.tinakoribooks.com — tinakoribooks@outlook.com — 04 562
7376.

If a book must be ordered from Amazon and the seller only ships to the United States, you can use our
NZ Post YouShop account to have it shipped from the US to New Zealand. To access this account use
Bitwarden to find login details.

YouShop is an NZ Post service that offers US, UK and Chinese delivery addresses on behalf of buyers.
They will give you an address in that country for the parcel to be sent to. Once the patcel arrives

in the overseas mailbox you will be notified. You will then need to pay for the shipping to

New Zealand and the parcel will be sent to the McGuinness Institute office.

Purchase book — use petty cash card.


http://www.unitybooksonline.co.nz/
mailto:books@unitybooks.co.nz
http://www.artybees.co.nz/query.html
mailto:books@hardtofind.co.nz
mailto:books2@hardtofind.co.nz
mailto:pauledwards@xtra.co.nz
http://www.smithsbookshop.co.nz/
http://www.amazon.com/ref=nav_logo
http://www.tinakoribooks.com/
mailto:tinakoribooks@outlook.com

1.6 Accounting

Follow these processes for all new books being added to any collection.
1. Check packing slips and book/s (to ensute it is what it says it is) and make sure the book is in good
conditon.

2. When a new book is delivered to the library, scan the invoice and keep it on record. File the scanned
invoice in the Library SharePoint folder.

3. Name the file of the scanned invoice as follows: date of arrival — company putrchased from — title of book
— author. For example: 20160530 — Amazon — Full Employment — W Rosenberg

4. If the invoice is received via email you can save the attachment or the email to the same folder, using the
same format.

1.7 Cataloguing overview

1. Choose the collection and sub-collection (see a comprehensive list of these in Table 2).
¢ Gold: If the book is
1. over $200,
i. old (eatlier than 1950), or
iii. rare (i.e. it would not be able to be purchased from a bookseller of new books).
e Silver: If a book is under $200 and would not be easy to purchase second-hand, place it in the Silver
collection.
*  Bronze: If a book is under $200 and is easy to purchase second-hand, place it in the Bronze collection.
This will probably result in most books published between 2000 and 2026 being treated as bronze.

2. As gold books are both very rare and expensive, take a picture of the cover and inside title page for our
records. These pictures are stored in the ‘Library’ folder in SharePoint.
3. Enter gold or silver books into LibraryThing (see Section 3.0 Managing the collection (LibraryThing)).


https://mcguinnessinstitute.sharepoint.com/sites/McGuinnessInstitute/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FMcGuinnessInstitute%2FShared%20Documents%2FLibrary%2FLibrary%2FExcel%20export%20of%20all%20collections&viewid=bfe74b1d%2D9da0%2D44d4%2D8aef%2D776f7a7b7e8f&newTargetListUrl=%2Fsites%2FMcGuinnessInstitute%2FShared%20Documents&viewpath=%2Fsites%2FMcGuinnessInstitute%2FShared%20Documents%2FForms%2FAllItems%2Easpx
https://mcguinnessinstitute.sharepoint.com/sites/McGuinnessInstitute/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FMcGuinnessInstitute%2FShared%20Documents%2FLibrary%2FLibrary%2FExcel%20export%20of%20all%20collections%2FArchive&viewid=bfe74b1d%2D9da0%2D44d4%2D8aef%2D776f7a7b7e8f&newTargetListUrl=%2Fsites%2FMcGuinnessInstitute%2FShared%20Documents&viewpath=%2Fsites%2FMcGuinnessInstitute%2FShared%20Documents%2FForms%2FAllItems%2Easpx

2.0 Covering, shelving and labelling

2.1 Covering and shelving

Gold collection

1. Only cover gold books if Wendy asks you to.

2. Put on library gloves for handling gold books, as they are extremely delicate and precious! The library
gloves are kept with the Gold collection.

3. Shelve the book in the alleyway cabinets ot in the red/orange locked shelves (see Section 1.1 Collections
and shelving).

4. If a book from the Gold collection does not fit upright on the shelves, shelve it in the Horizontal
collection in the alleyway cabinet. It is still a part of the Gold collection.

Our old book covering system included using only Duracell on the spine (without plastic covering first). We no
longer do this as it can damage the book long-term and create problems if the cover ever needs to be removed (e.g.
if the book is to be donated, gifted or re-categorised into our Bronze collection [which does not use plastic covers|
etc.). If a book is not covered correctly, please remove the Duracell and residue, if possible, then wipe down with a
baby wipe and recover the book in plastic using the method below that fits best.

Note: Do not continue to remove the Duracell if parts of the cover come off with it. Just leave it and add the plastic
covering on top of it.

Silver collection
For all silver books you must attach non-stick plastic covers (make sure that no sticky tape touches the
book — see ovetleaf).

Bronze collection
Bronze books do not require covers.

10



2.2 Making a plastic book cover

Note if there are no plastic covers in the office use brown paper (see examples in office and pictured below).

For books without dust covers:

1.
2.
3.
4.
5.
6.
7.
8.
9.
1

Measure the size of the book and cut plastic accordingly.

Centre book. Note: Work on one side of the book at a time as it’s easiet.

Cut off excess sticky tape corners and make a slit a few centimetres before the spine on each end.
Fold plastic lengthwise, then fold the top and bottom plastic width-wise.

Secure with clear sticky tape (make sure the sticky tape does not stick to the book itself).

Repeat steps 3—5 on the other side.

Once done cut off both plastic flaps above the spine (be careful not to cut the book).

Cut a DYMO with the Dewey decimal classification to fit the width of the spine.

Stick the DYMO with the Dewey decimal classification to the bottom of the spine.

0. Secure the DYMO with Duracell or strong clear packaging tape.

For books with dust covers:

Nk Lo

Measure the size of the dust cover and cut the plastic accordingly.

Centre book cover on the plastic.

Fold the top and bottom plastic lengthwise, then fold both the top and bottom plastic width-wise.
Secure with sticky tape only if needed.

Place book on top of new plastic cover and fold in far left and right sides.

Cut a DYMO with the Dewey decimal classification to fit the width of the spine.

Stick the DYMO with the Dewey decimal classification to the bottom of the spine.

Secure the DYMO with Duracell or strong clear packaging tape.

Finally, use a pencil and lightly write on the top left corner of the final page:

¢ McGuinness Institute

®  The year the book was entered into our library

¢ The abbreviation of the category it belongs in; these are determined by McGuinness Institute staff
¢ The Dewey decimal classification (DDC) (see below).

11



2.3 Dewey decimal classification (DDC)

Silver books require a Dewey decimal classification (DDC). When you find the Dewey number round it to three
numbers after the decimal point (e.g. 305.603). These websites will help you to find the Dewey number:

e  www.natlib.covt.nz

e  www.worldcat.org (do an advanced search)

¢ www.wclgovt.nz
*  www.catalog.loc.gov/vwebv/searchBasic

If you cannot find a Dewey number, use www.librarything.com/mds (as shown in screenshot below) to help create
a Dewey number for the book. Have a look through each drop-down row ot section until you find the one that fits
the book you are entering best.

MDS > 993
Wording: History and Geography » Oceania and elsewhere » New Zealand
Dewmoji: M@§em
© You have 491 books in your Kbrary, or sos them here
_——--—“ * 8 9

Social sciences Mistory and
and Geography

"

Oceania and
elsewhere

“-_— O S— T S S 7—) " — ) ("0

mow at [ New Zealand New
959.5; m Guinea
now at 959.8; now at 959.8)
" 959.9)
672 201 75 11,380 510 3,997 344 452 ass

e Ifyou are looking through www.librarything.com/mds, books that ate under the same DDC will
appear below — compare them to yours to see what fits best.

®  Search catalogues for similar books.

Use the tags system to search for similar books in our library, e.g. if you have a book on Maori land rights, have a
look through tags like ‘land’, ‘Maori rights’, ‘Maori history’, land tenure’, etc.

12
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2.4 DYMO labels

Once you have found the correct Dewey number create a DYMO label. Use the font Arial.
Format the label as follows:

1. Class (bold)
2. Dewey number pre-decimal place (roman)
3. Dewey number post-decimal place (roman).

Note: Make the font size fit the size of the spine, i.e. if the book has a large spine use a larger font than for a book
with a smaller spine size.

What if the spine doesn’t fit a DYMO?
If the spine is too small:
1. Print off two DYMOs, one with 7-point text, and one with 12-point.
2. Place the 7-point DYMO on the spine and the 12-point DYMO on the lower left-hand side of the front
cover.

3. If the spine is too small to fit a 7-point DYMO, then just put one 12-point DYMO on the lower left-hand
side of the front cover.

13



3.0 Managing the collection (LibraryThing)

3.1 Adding books in LibraryThing

Searching for books in LibraryThing

This must be done before entering a new book. This is to ensure that we don’t already have the book in our library
and there are no double-ups within our system.
To do this:

1.
2.

©

4.

Go to www.librarything.com and login using Bitwarden.

Select “Your books’ or ‘List” (‘List” is easier as it allows you to view all the details of the book at

once).

Click ‘All collections’.

Under ‘Search your library’ enter the title or author of the book. Note: Make sute your spelling is correct,
and that it matches the book, e.g. UK vs US spelling. If you are looking for books on a particular topic, e.g.
New Zealand prime ministers, you can search using a keyword instead of title or author’s name.

Press ‘Search’. If the book is in one of our collections, it will come up in your search.

Searching for books in the Horizontal collection:

To search for books in the Horizontal collection follow the instructions above (steps 1-2) then in the ‘Search your
library’ bar on the top right corner, enter ‘found in horizontal collection’. This will show all the books listed in the
Horizontal collection. (Books in the Horizontal collection belong to other collections so the comments are used to
distinguish them. This is the only way to find them all at once.)

14
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Sub-collections on LibraryThing
e For the list of library sub-collections, refer to Table 2.
®  The Institute manually categorises our books. Books fall under only one sub-collection. If you are
unsure which sub-collection a book goes under, ask Wendy.
¢ The Maori New Zealand (MNZ) and New Zealand History (NZH) sub-sections differ in the
following ways:
o Books about the Treaty of Waitangi are not categorised as MNZ. The Treaty of Waitangi is
New Zealand history, so these books are in NZH.
o MNZ is specific to Maoridom. These books must be from the Maori perspective.

How to change the sub-collection of a book on LibraryThing
Each book is only assigned to one sub-collection. To add or change this sub-collection:

1. Select the book and click the edit icon underneath ‘your book information’.
2. Change or add the sub-collection under ‘Collections’ (make sure only one box is ticked).

Note: When a new book is added, it is not automatically assigned to a sub-collection; you must manually assign a
sub-collection to each book by following the instructions above.

If the book you wish to add is already uploaded onto LibraryThing:

Step 1: Go to ‘Add books’.

[.th'zry‘n\mg Wome  Touwr boots [ERRESEN

Add to your books D
- " ’
[ .
-
Togn oo wat
e——cren ’
Asg e coreitams -
(n ] . -
- - - fy ’
Searer et
— By Naroeth Bug ot ’
e e e ’
- o o ’
Merom
et /’
Otdar aptioes e g ’

Under ‘Add to your books’ type in the title and author.
*  You can customise where the search tool is looking under ‘Search where?’

*  Options include: Amazon.com books, Overcat, Library of Congress, British Library, Amazon.co.uk
books and Amazon.com books, music and movie.
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Step 2: Under ‘Add to collections’ press show all, and select the preferred sub-collection, e.g. the book
Jacinda Ardern: Leading with Empathy would belong in our Silver — Prime ministers New Zealand (PNZ) sub-
collection.

Add to your books

| || search

title, author, ISBN, LC card numbser, atc

Tags to add

Séparabé with commas

Add to collections

Silver - Prime ministers New Zealand (PNZ)
[ Your library

[T Gold - Articles and Newspapers [ABN)

[] Gold - Colin Radford Journal (CRJ)

[C] Gold - Colin Radford Digital Media (CRM)
[[] Gold - Enwvironmental Science (ENVS)

[] Gold - Global Events (GLO)

[[] Gold - James K. Baxter (JKB)

[T Gold - Katherine Mansfield (KMF)

Step 3: Press ‘Search’.

A list of books relating to your search should come up on the left. Make sure you check it’s the correct book before
you click on it, as once you click on a book, it will automatically be added to the MI Library.

Note: You can always delete the book later by selecting it (it will take you to a new tab) and pressing
‘edit’ and then ‘delete’. The most recently added book will always be on the ‘add books” page on the top right-hand
side.

Li})rar'\‘Thing Home Yourbooks JEVCINSSTE Groups Talk Local More  Zeltgeist

Add to your books coan: ctustare
Reswfts from Amazon. com books (B resuits)
[decnaa Arcem sadeg wih emoaty | Search BN 12¢inca Ardern: Leading with Emaathy by Supeiys Vani 7}
O d P pivrs (J051 ) I pogen

Tags to add
PNZ, Polnca Primse Mosster(s), Feming

Jacnda Ardern by Michelie Dot )
AN Nwm Doaiand (30211, 000w Ragent, 208 papes
Add to collections eatanndioadicaialill
Soenr - Prwra merstars New Taslens (PNT)

.. EEE
Jacinda Ardern (I Kaow This To Be True) by Jacinds Ardern Y}

rtomes (SAN 1927 13008)
Search where?
& 2suen coen boses

Mo Lirary of Sww Twaand (Welngton, WGN(

Jacinda Ardern: A New Kind of Leader by Madeleine (hapman o
Overtat {about The bentery Pemy (20211 P 2
Rorary of Congress (Wmtinglen, OC) Foperban, IS8 CTIOM 2e0e
£ 7

Semn Liseary 4
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Step 4: Click ‘edit book’.

Add to your books

[ ] Sawrcn |

Tags to add

Add to collections
[0 5over < preme mensstars e Zestens (23

W o

Search where?
® Amaren com by
Natiorol Liwaty of Mew Zesond (Wesingten, WEN)
D Overcat (poest)

Ubeary of Comgress (Watington, DC}

Step 5: Add relevant tags.

Recently sdded e,
Chance discovery of Austraba and New Zoatand by Portuguese and Spanah navige... k':""/)
by Roger Hervé aaahoaad

1 sher mben. Tags e
P e Gk oo

Parade of & Kimi by G. Gordon Grieve vt
T oty ety Tagn: WNE
P . ton

Home Soence Recipe Book by Homecraft Teachers k! 4
N o - Tagh,

§ e nn -

Theee masquerades : essays on equality, work and hu{mon) rights by Mariltyn Waring == e s’
e vrmtey Ug e sve bt
[ - o

The New % in Colour by h B et P

1 wihwr ey, Togn) Neme

L

As you start writing tags, it will come up with our pre-existing ones. Please do NOT make any new tags unless you
absolutely have to. It’s very likely a similar tag already exists that you can use instead. Also try searching for big-
picture tags rather than specifics, e.g. if a book is specifically about dogs, tag it with ‘animal’. Add as many tags as
you think are relevant to the book and always add the abbreviation of the collection it belongs to, e.g. if it is a New
Zealand prime minister book add the tag PNZ. See image below.

Main page

Edit your book
Change cover

Work detadls
Book details

Reviews (o)
Recommendations
Mermbeérs
Descriptions
Common Knowledge
Editions

Fcancel L Swve

the Royal Commission to Inquire into The Crash on Mount Erebus, Antarctica : of 8 DC10 Alrcraft
by Alr New Zealand Limited 1081

Author A New Zealand Limited

Report of the Royal Commission to inquire into The Crash on Mount Erebus,
Antarctica : of a DC10 Aircraft Operated by Air New Zealand Limited :1981

by Air New Zesland Limited

Popularity Avarage rating Conversations
2,512,998 None None

B, P

Tags [Nnbd-“ﬂty.

W IAOE AW JARIMAT WRIDZY, ITENEDITATRE - ATSUOIMAN ATPaNTL. ARLITHCE. PVESIaNY. T¥/UN, NS //

Collections & Goid - New Zealand Mistory (NZHIS)
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If the book you wish to add is NOT already uploaded onto LibraryThing:

Step 1: Go to ‘Add books’.

Step 2: Go to ‘Add manually’.

Toge o add

A2s 1 corectone
) e - e s s S ot

Seeein et

— e ——

Sy mas
RanE B USRIy O A 458 o] e FEORE By Pt b o] Sean e e DY RGO Peres
B

. # Kot by O Garsdons Grieve

~ — - -

.

e b e Racie Moa by Hameef Teactery

’ome

e mamos o ] 713 By Martye Wermg

Y ——

The e Zossders o € P e

Gt Lt by RSN B

vty B St

——— -

New Tonand o ks by Mahant &1
e s T AL Strmne e Dt S & Foe

> .

N2 W'y Wy o 1w 40 Years 1925 190 by ewet Slackwes

.
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Step 3: Add the title of the book, author(s), and if necessary, any specific roles (e.g. editor instead of author).

When entering the title follow the exact format of the inside cover page of the book (if none then follow the format
of the outside cover). Make sure you put a colon between title and subtitle, e.g. ‘Murihiku and the Southern Islands:
A History of the West Coast Sounds, Foveaux Strait, Stewart Island, The Snares, Bounty, Antipodes, Auckland,
Campbell and Macquatie Islands, from 1770 to 1829.” Make sure you also put the volume and/or edition in the title
as it makes it easier to identify if we have multiple versions of the same book, e.g. ‘Captain Cook’s Voyages Round

the World Vol. 1: Edition: longer’.

Add books  Marmal entry
A e nctt 0w are COUNEL St The P pigr O e SrTMLeA
P Cment O Sew

Tithe

Toys

Cobactions B Siver - Priene mwvsters New Zesland (PNZ)
o e—

Rating

Raviwm

Shore oo L Faceboos Tottne

B wrgaage: Engheh (1mange)

Other suthurs
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Step 4: Add book into the correct sub-collection.

Select ‘show all’ if the sub-collection it belongs in cannot be found.

Sometimes a book in the Gold collection is too big to be shelved with its collection and is also part of the
Horizontal collection (see Section 1.7 Cataloguing ovetview). If this is the case, keep the book in the applicable
Gold collection on LibraryThing but add to the comments ‘Found in Horizontal collection’. The Horizonal
collection consists of publications that cannot be shelved vertically. For example, the ‘UK Papers Relative to the
Affairs of New Zealand’ is a physically large hard-copy publication that needs to lie flat.

This is so we can keep a record of all the books that are kept in this cabinet without removing them from the

collections they belong to on LibraryThing.

The third New Zealand whole earth catalogue

by Alister Taylor (Editor), Deborah McCormack (Editor)

Mombers Reviews

a4 None

& Cancel ) Save

Title  The third New Zealand whole sarth catalogue

Main page

Author Taylor, Alister
Edit your book Lant, Fiemt

Change cover

Tags
sepatate wifh commas, Mhe “history ry Mistory, Ne o (what are tags?
Work details rrert T
Book detalls
Collactions A - GOLD - Environmental Science (ENVS)
Reviews (o)

Reccrnmendations

Classification

LC classification Lexile® measure info

Dewey 96302

Other call number

Ttem comments

Comments

Private comments
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Step 5: Add ISBN (if applicable). Do not include the dashes — write as one whole number.
Note: books pre-1970 do not usually have an ISBN.

Reviews (0) Cotlections Gold - Maps and Discoveries (MAD)
St Sow ot o0k collections
Rating
Commaon Knowledg Your review
E¢
Share on Facebook Twitter

Review language: Englah (cnange)

Other authors Entor roke

CMedin [Hardcover

C_ Publication date 1858 D

" Publication U.S., Weshiigion | AO.P. Nicholson (1855), Hardcover

ISBN

Step 6: Add a description under “Publication’.
Choose the appropriate format based on the information provided in the book; here are a few options:
a.  N.Z., Wellington, Cable Street: McGuinness Institute Publishing (2022), Edition: 1st, Volume
1/3, 1ii/238 pages, Hardcover.
b. UK, New Castle: Printed by M. Brown, At the Bible, in the Flesh-Market : Edition: Longer,
Volume 1, 1022 Pages, Hardcover.
c.  Frustrierte Britung [Frustrated Brit] (July - October, 1833), Newspaper [unbound].

Step 7: Add type of media.

Note: If it is a form of digital media, make sure you also add it under our sub-collection ‘Digital Media [e.g. DVD /
CD-R / CDs]’ and add the relevant ‘Film Media® tag.
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Step 8: Add publication date.

Publication
Media Repart -
Publication Date 1868

Publication
ISBMN

Step 9: Add quantity (if the book is part of a series, or we have multiple copies of same book)
If applicable, add how many books are within the volume and the number of copies we have on hand, e.g. the series
The Zoology of V'0yage of H.M.S. Beagle has three volumes and we have one copy of each book in our collection.

Step 10: Add the number of pages in the book.

Step 11: Add the language the book is written in. If it is in te reo Maori, press ‘Show all languages’ to find and select
it.

Step 12: Add LC Classification and Dewey number.
Classification

LC classification Lexile® measure nfo
Dewey 810

Other call number

Step 13: Save your work at the bottom of the page.
Go to the “Your books’ tab and search the book you just entered. Double check all the details you have
entered are correct, and that you have added all the information you can.
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3.2 Exporting online catalogue from LibraryThing

1. On the top bar (same area you find your books) on the very right click ‘More’.

—

A iy ¥ e g S % S o —— " " . —

More LibraryThing

LibraryThing Apps and Sites

2. Under ‘Useful and Fur’, click ‘Import/Expott’.
3. On the next page click ‘Export as Excel’.

Import / Export

o

Imvpart into LibearyThing xpont from LibranyThing
Dndvearnal imisart. Univeresl [mgort sccepts dats from maont Bes snd wab pager
Gadremis impert. Irgon from Goodressi

BLAEC impat. Brport BSrery MART mcon,

|
3

See Alsn
The LisreryThing Asa

Lifbrwry Thing ' sfferidsile CusCal barcode seanmes

2. You can ecither export the whole catalogue or use the different filters shown in the image above to refine

your searches.

Once you have filtered your search, click ‘Export filtered’.

4. An Excel spreadsheet will download. Date the spreadsheet and save it to the ‘Library’ folder in SharePoint.
Print it and file into the James Duncan folder located with the Silver collection.

&

Note: This only needs to be done when entering a big batch of new books into our library system.
Make sutre you update the date the document was last added to for future reference.
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3.3 Changing tags on LibraryThing

Create tags
Enter new tags in the tag field when adding or editing a book. Make sure your spelling is correct. Please only do this

if there are no similar tags, otherwise it creates a surplus of tags about the same subject.

Add tags
Please note that all books in our Gold collection should be assigned the ‘Rare books’ tag.

Title The Tomoana Farming Handbook and Colin Radford’s
Diary 1960 Edition

Author Radford, Colin v
Last, First
Tags |Agriculture, Statistics, 1960s, Yearly planner, CRJ, ]
Separate with commas, like "history, military history, Napoleon" (what are
tags?)

current tags: Agriculture, Statistics, 1960s, Yearly planner, CR]

Bulk:
This is the best method to use when you want to add a tag to a whole collection, series or author.

1. Under “Your books’ select the lightning bolt symbol:

,A

FE ooe [ s (D (N BN (DS

2. Select the books you want to add the tag to.

You can do this by:
a.  Searching for the books in the ‘Search your library’ bar (best for a volume or author), or

b. Choosing a collection in the menu bar.

JalE -
[ A

A I _—“
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Search the tag(s) you want to add to the books, e.g. CR] for all of the Colin Radford Journal Collection.

Press the ‘Add’ button.

5. Select the books you want to change. If it is all books then press ‘select all [x amount] books’. If not all
then select them individually.

6. Press ‘Change selected books’.

Sl

Merge tags
1. Select ‘Tags’.
2. Find the tags you want to merge by looking for duplicates, e.g. Advertising & Marketing and Marketing
3. Hover over the tag until the edit button comes up underneath. Select ‘edit’.

B Sronze - O Iregrated Neport
8 Sonee « Oom O

B dronse - Pumic SOence

man « Wnaes

B 3rore - Rak and Pardens
B Srone - Srwegyh?
B dionse « ToleraN2

N
~
A
A
B Sonpe - Ubers Desly A
A
N
A

NOtations S rurster 487

SP1 russoer S8R

Wl runber 30%

B Svonze - Weiting ang Media [ ow

B Owptal Meoda [1e DVD / CD-5 % Mery Wiunsen

COs) 122 Masons

4. Change the name of the tag to the one you want to merge it with.

v Edit tag

[Agvertang and Markezng |
Savotag  Cancel

5. Press ‘Save tag’ when done.

24



Remove tag from book(s)
This is the best method to use when you want to remove a single tag, or just a few.

Follow the same process as merging tags, except change the old tag name to ‘Archived’. Then remove the ‘Archived’
tag from all books.

Please note that once there are no books under a tag, the tag will self-delete from our system. See
Remove tag from our system below.

Remove tag from our system
This is the best method to use when you want to remove a tag from a whole collection, series or author.
1. Under “Your books’ select the lightning bolt symbol:

Mors  Zeilgeist

L« 92 of 40 o

Tape  Ofhmmnd  Cowht hent el Langage st

Toglx) # o6 Wemows  Crange sslecied bocks

ANREEER H.

2. Press the ‘Remove’ button.
3. Select the books you want to remove the tag from.
You can do this by:
a.  searching for the books in the ‘Search your library’ bar (best for a volume or author), or
b. filtering the collection in the menu bar.
4. Search for the tag(s) you want to remove from the books, e.g. SFI 1 (we no longer use SFI
numbers).
5. Press ‘Change selected books’.
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4.0 Suggestions on how to disestablish the library in the future

There is no intention to disestablish the library, but below are a few thoughts.
First is for Matk and Wendy’s children to take away any books that are of interest.

Second, decide whether the books stay as a collection in Wellington, either within separate facilities or given to Te
Papa or the Turnbull Library.

Third, anything that remains is sold with the financial revenue being donated back to the McGuinness Foundation.
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