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In Cataloguing AddEdit Items

Images can also be included on Overdue notices, letters, other printouts, loan receipts and
overdue notice emails.

The image files are stored in the Covers folder in Bookmark's location. (NOT the Images
folder.)

Even though they are referred to as "book covers" the image can be a photograph of a kit,
a specifically downloaded cover image file or any other image.

Individual covers — Filenames

The filename of the cover image file is normally the ISBN of the book — e.g.
9780750268585 — along with the image filetype extension — which can be bmp, jpg, jpeg,
png or gif. Example: 000182457.gif .

The size of the image is not important as Bookmark automatically resizes.
What if the item does not have an ISBN or the filename is not an ISBN?
In AddEdit Items, enter the filename in the Covers field (lower right side) — e.g. for

skedaddled.gif — or put the filename on the ISBN line if an ISBN is not needed.

Better: use the 3-dot button to open the image. The picture will be imported into the
Covers folder automatically from wherever it is located.
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Obtaining covers for new books from SCIS

One source of covers for schools is SCIS, The Schools Cataloguing Information Service,
which is part of Education Services Australia. A subscription is required to access this
service. Images are included in the standard zip file. The images are automatically
extracted during data import. (For further information on creating SCIS orders, go to the
Help files for SCIS or ring 1800 337 405.)

Checking for covers while cataloguing

When cataloguing in AddEdit Iltems or during Import, press the F8 key. Bookmark will
automatically go onto the Internet and check to see if a cover matching whatever is in the
ISBN field can be downloaded from the CPAC covers pool. If a cover is available, it will
appear. If no cover appears, try pressing F11 or F12. These check two other sources.

Downloading covers from sources other than SCIS

Cover images can be downloaded from other sources and add. Just name the file with the
ISBN and save to the Covers folder, or bring in the image file while cataloguing using the
3-dot button to the right of the Covers filename field. If the filename cannot be an ISBN,
then enter the image's flename on the Covers field in AddEdit ltems and save. Images
from Amazon and Google Books can be added this way.

Downloading Covers from CPAC

Bookmark's online CPAC search system has nearly two hundred thousand cover images
available. These have been contributed by other Bookmark users. These images can be
downloaded into your system adding possibly thousands of covers matching your ISBNSs.

Go to Cataloguing then Cover Images.
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Click on the button Download Covers. The Main Source looks for covers you do not have
based on your ISBNs. 15 minutes or so may be needed but thousands of covers may be
downloaded. The alternate sources can be much slower.

Finally, you can scan in ISBNs to see if images are available.

Check every six months as additional images are constantly being added.

Downloading covers from SCIS for books already catalogued

Bookmark includes a system for back ordering covers from SCIS for items already
catalogued.

Go to Cataloguing / Covers & Images.

Click on the Mass Order Images from SCIS button.

— ™
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Mark the item types to investigate and press OK.

Tell it where to save the files. This can be a special folder, a flashdrive, anywhere as long
as you know where the location is.

Bookmark generates a series of text files containing the ISBNs of items without covers.
The filenames are isbns1.txt, isbns2.txt, isbn3.txt, etc.

These files can then be uploaded to SCIS, one at a time, and the covers imported 1 by 1 in
to Bookmark. Note: the files will also contain cataloguing data but this can be ignored by
using the Import Covers facility.
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Contributing Covers

Bookmark users are encouraged to upload covers to the CPAC public covers pool. The
CPAC book cover facility is available for the community of all Bookmark users. You can
contribute your own covers by going to Cataloguing, Cover Images, Upload to CPAC.
Uploading can be a slow process. CPAC is Bookmark's cloud-based online search system.
It is not necessary for you to have a CPAC search website. If you wish to send overdue
notice emails with covers, be sure to upload your covers.

Backing up

Having spent a lot of time setting this up, it would be sad to have to repeat the exercise
because it wasn’t backed up.

&, Backup

Backup Data

Choose type of backup:

& Daily backup (main data only)

“ Monthly backup (data, covers, photos, sounds)
~ Annual backup (data, covers, photos, sounds)
© Test backup

Choose backup location:

‘ External drive ‘

‘ Bookmark's location ‘

‘ Alternate location ‘

Set up automatic backup:

Automatic backup

Upload a backup file to Bookmark's dropbox:

Upload backup to Dropbox

Close

Regular “daily” backups do not include covers and images.

Monthly and Annual backups do, so make sure to do these backups every month and at
the end of the year.
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