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Catalog with List Terms

Oncealist is connected to either alist field or linked field, terms from thelist can be selected from thelist
and added to your item records.

Tousealist term:
1. While editing an item, click the lookup icon under the field name to accessyour list.

2. In the popup window, search thelist of termswith awildcard search. Thereisno partial search
for terms, for example, when searching for “regal”, typing “reg” will not return results.

Search Artstor Classification

Searc

Name Term ID Institution Source Data Date Descriptic
Architecture and City Plan... 965367 Shared Shelf (]
Decorative Arts, Utilitarian ... 965368 Shared Shelf (%
Drawings and Watercolors 965369 Shared Shelf (]
Fashion, Costume and Jew... 965370 Shared Shelf 0]
Film, Audio, Video and Digi... 965371 Shared Shelf i
Garden and Landscape 965372 Shared Shelf {#)
Graphic Design and Illustr... 965373 Shared Shelf U]
Humanities and Social Scie... 965374 Shared Shelf U] -

»
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3. Select one or multipletermsto link. Use Control + click (Command + click for Mac) to select
multiple terms.

4. After selecting your term(s), select Link. Your linked term(s) will now display in thefield. If
your field isalist field, then you will see the selected list term(s) only. If your field isalinked
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field, you will seeyour list termsadded as display text aswell aslinked termsbelow. You can
optionally edit the display text for a linked field.

Example of alist field with term:
Artstor Classification

@l | Architecture and City Planning {§}

Shared Shelf [Artstor Classification ID 965367]

Example of alinked field with term:

Location
3 Art Building
Art Building

Deme University [Campus Building Names ID 1294820]

Add or Edit List Terms

Only userswith permission to alist may add termsto that list. If you need to grant a user per mission
toalist so they can add and edit terms, see Permission Usersto List. Usersthat need to use list terms
when cataloging do not need to be given permission to a list.

To add or edit terms:

1. In the Shared Shelf cataloging environment, select the Controlled Liststab. In the left panel,
you will see all of thelistsyou have permission to edit. If you do not seethe Controlled Liststab,
you do not have any permissionsto edit any lists. Contact your local Shared Shelf administrator

or support@sharedshelf.org for assistance.

2. Select therelevant list, then click New Term.
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Project: Art and Art List: Campus Buildi...
Campus Building Names [Displaying 1 - 25 of 29 terms.)

Name Search Terms P
Artstor Country Term ID Institution ID Institution Building Name
Building Style 1224534 252598 Demo Liniversity Anthropoloy Museum
S 1294820 25208 Demo Linbeersity Art Building

Campus Building Names

1255171 25298 Demo University Astra Taylor Hall
Contributor

1249459 25208 Demo University Ballantine Hall
Course 1244052 25298 Derno University Bell Hooks Hall

3. A new term tab will open and you can enter text into the main term field. Themain term field is
a mandatory field (denoted with an asterisk) and must have a value before the term can be saved. | f
the term contains other fields, enter additional information.

4. Select Save or Save & Close and your term will appear in thelist and can now be used when
cataloging. All new terms are automatically assigned a Term I D and I nstitution I D (based on your
institution).

To edit an existing term:

1. Accessthelist in the Shared Shelf cataloging environment as described above.
2. Find and double-click on the term you wish to edit.
3. In the edit term tab, modify the information. The main term field (denoted with an asterisk)
must have a valuein order for the edit to save.
o Propagation of Edited Terms: If edits are made to the main term, the new value will be
propagated to all the recordsthat use thiscontrolled list term. Thisincludes Display
Records, List Records, Name Records, and Work Records. Changesto the Name and
Work Records may result in additional propagation based on field behavior.
4. Select Save or Save & Close. Your edited term will appear in thelist and can now be used when
cataloging.

Add or Edit List Termswith Excel

You can bulk create new terms and edit existing termsusing Excel. Similar to adding recordsto your
project, adding valuesto your list uses an Excel template so the new values match the structure of the
list.

To add or edit termswith Excel:

1. In the Shared Shelf cataloging environment, select the Controlled Lists tab. In the left panel,
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you will see all of thelistsyou have permission to edit. If you do not see the Controlled Liststab,
you do not have any per missionsto edit any lists. Contact your local Shared Shelf administrator
or support@sharedshelf.org for assistance.

. Select therelevant list then click the gear menu, then choose Excel>Export all termsor Export
selected terms.

. Open the Excel spreadsheet. Usethe Term ID column to enter NEW for each new term you
wish toimport. Copy thevaluein Institution and pasteit for each NEW row. You can leavethe
Level column blank. Add your new field valuesfor the subsequent columns. You can also elect
to edit your existing termsduring thisstep aswell, just be sure not to changethe Term ID
column. Note: For subsequent updates of terms from an Excel spreadsheet, you cannot update the
lists Main Term value through Excel. Termsin thisfield will be omitted from the import and you
will seethis verified in the import messaging.

. Save the spreadsheet. Return to your project’slist tab, and click the gear menu.

Select Excel>Import terms.

. Browse to select the edited spreadsheet and select Import. Your import statuswill be reported

in the popup window. Click OK. The new termswill appear in your list.

Unlink and DeleteList Terms

You will not be ableto delete aterm until all items using the term have been unlinked.

Tounlink aterm from an item:

1. Edit theitem(s) using theterm.

2. Navigateto therelevant field, then click the X in theterm label. For alinked field type, thiswill
not remove the value from the display text. Y ou will need to additionally removetheterm’s
display information.

Artstor Classification
@ | Architecture and City Planning {§}

Shared Shelf [Artstor Classification ID 965367

3. Sdlect Save or Save & Close.

To delete aterm from alist:

1. In the Shared Shelf cataloging environment, select the Controlled Lists tab. In the left panel,
you will see all of thelistsyou have permission to edit. If you do not seethe Controlled Liststab,
you do not have any permissionsto edit any lists. Contact your local Shared Shelf administrator
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or support@sharedshelf.org for assistance.
2. Select therelevant list, then select a singleterm.

3. Right click and select Delete. Or double click on the term to edit it. From the Options menu,
select Delete.

4. Confirm you wish to delete the selected term. After confirming, your term will be removed from
thelist.
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