
Church Library Automation
More and more churches 
are choosing automation software 
to streamline day-to-day tasks 
in their church libraries. 
This guide explains the basics
of library automation, a software tool 
to enhance your library ministry.



WHAT DOES AUTOMATION DO?
Automation software streamlines cataloging, 
circulation, library administration, and card catalog.  
Already automation is the standard in most school, 
university, and public libraries.  Today more and 
more churches are turning to automation software 
to help make their libraries a vital resource center 
for congregants.

CATALOGING
If your library is not automated, your library 
volunteers likely hand-type this information 
onto catalog cards and card pockets using the  
bibliographic information found in books.  It’s a 
tedious process, especially when there are many 
items to catalog at once.  

With automation software, volunteers quickly “fill in 
the blanks” or use features to find the book on the 
Internet and save typing altogether. The software 
prints the catalog cards and/or offers an electronic 
catalog and keeps an easily-accessible record on 
the computer.

Much cataloging information is available over the 
Internet.   When you need to catalog an item, 
Surpass CL automation software connects to 
Internet-accessible databases to find the book 
you wish to catalog; you won’t have to type all 
the information by hand. Surpass CL formats the 
bibliographic information, catalogs the record, and 
prints a catalog card (when needed). 

CIRCULATION
In place of written circulation logs, cards, and 
sign-out sheets, your software maintains detailed 
records of materials used.  It’s easy to e-mail 
overdue notices and keep up with which materials 
are being used regularly.

Automated circulation records help you serve 
church members more quickly and effectively. 

Adding a unique barcode to each item in your 
library makes both circulation and inventory more 
efficient.  Simply scan items to check them in or out 
or count them for inventory.  

Surpass CL even offers a self-service option: 
members use a simplified interface to check-out 
materials themselves.  Self-check is especially 
handy when your library is unmanned all or part of 
the time.

ADMINISTRATION
Surpass CL keeps a list of church members and 
includes a photo to help you learn new faces.  You 
can import member information from some church 
management software.

Automation also provides you information about 
the collection.  Reporting features let you easily 
find out details that help you choose library 
materials better.  For example, in an instant you’ll 
know: How frequently are novels checked out? Do 
we have enough books about missions?  Do we 
need extra copies of top-selling non-fiction titles?

THE BASICS
Automation simply means using 
specialized software to help with 
cataloging, circulation, administration, 
and card catalog.

AUTOMATION TRANSFORMS YOUR CHURCH LIBRARY

Church library automation 
simplifies the workflow 

for library volunteers and 
makes it easier for members 

to locate and check-out 
materials.

Cataloging is the process of 
creating a catalog card or 

electronic file with an item’s 
bibliographic information.
Automated cataloging is 

one of the most time- and 
effort-saving features of 

Surpass CL.



AN AUTOMATED PATRON CATALOG SAVES VALUABLE 
SPACE AND REDUCES VOLUNTEER WORKLOAD  

Many libraries also choose to do away with card catalog 
drawers, which are cumbersome and take up valuable space. 
With automation, you can offer a patron catalog accessed via 
computer.  Because most school and public libraries already 
offer this type of catalog, using the computerized catalog will be 
familiar to many of your members.  

With a computerized catalog, library patrons type in authors, 
titles, subjects, or keywords to locate materials in your 
collection. Surpass CL Safari includes Visual Navigator, a 
pictorial searching feature that lets patrons browse booklists 
you’ve prepared and explore topical categories such as “VBS 
resources” or “devotionals.”

When patrons find interesting materials in the catalog, the 
software let’s them know if the title is available and may even 
provide a summary or photo of the book cover.   

Surpass CL Safari has a feature to publish patron book reviews; 
your church members will be able to see what other church 
staff and members think of selections they’ve read!

Some churches offer their catalog via the church Web site.  
Providing your catalog over the Internet opens your collection 
to church members, and even to the community, if you wish.  
Patrons may search for materials then check availability and 
reserve items before they come to the library. 

NEW LIBRARY
When you’re creating a new 
library, plan a well-lit work area 
for cataloging and processing 
materials. Library volunteers can 
catalog new materials as they 
arrive then barcode, label, and 
shelve books. Before long, your  
library ministry will begin!

QUESTIONS
Automation enables your 

church staff and members 
to quickly find relevant 

resources.
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CHOOSING AUTOMATION SOFTWARE
Whatever the size of your library, look for a system 
that will grow with your library. Choose software 
like Surpass CL that keeps your book records in 
the standard library format called MARC.  These 
records make it easier to share records and 
provide the most consistent cataloging.

SOFTWARE FOR LIBRARIES
Keep in mind that some automation software 
is designed for public libraries or schools and 
may too complex for your needs.   Surpass CL 
is professional-quality software streamlined 
for churches, synagogues, and other places of 
worship.  

Because most churches don’t have trained 
librarians, it’s essential to have software easy 
enough for volunteers with little library experience 
to learn and use.  

LIBRARY PROMOTION
Top-quality automation software helps you promote 
the use of your library.  Providing a library calendar 
and recommended reading lists submitted by staff, 
library volunteers, and even church members can 
increase interest in your collection.  Automation 
makes it easy to garner information for “Top 10” 
lists, new materials available, and resources 
related to holidays, church events, sermon series,  
and Sunday School topics.  

BUDGET
Of course, automation has to fit your budget. 
Keep in mind there are costs associated with 
the hardware, software, and supplies you’ll need 
initially as well with the support and supplies you’ll 
need each year.

Your may choose to automate your library in 
stages.  Surpass CL let’s you proceed at your own 
pace.  Perhaps start by cataloging your collection.  
Later add automated circulation.  Over time, add a 
patron catalog and Web access to that catalog. 

YOUR LIBRARY IS A MINISTRY
A creative church library ministry is a vital part of 
the life of your church.  Resources you provide 
help children learn about their faith and provide the 
support members need as they seek to live strong 
faith-filled lives.  

Automation will help you increase interest in 
and use of your library materials. Volunteers will 
appreciate the time savings and the ability to serve 
library patrons more efficiently. Surpass CL in a 
well-run library can truly contribute to the ministry 
of your church.

VOLUNTEERS
Working from home is an attractive 
option when your library is automated. 
Volunteers appreciate the flexibility to 
work at their convenience.

You may automate 
your library all at 

once or in stages: 
first cataloging, 

then circulation, 
then computerized 

card catalog. You 
may even offer your 
catalog via Internet.

CHOOSE THE IDEAL SOFTWARE FOR YOUR LIBRARY



A FREE TRIAL SHOWS OFF ALL OF THE FEATURES 
YOU’LL NEED IN YOUR LIBRARY  

Don’t miss out on the chance to “try before you buy.” To make the 
most informed purchase decision, have your church librarian try 
the software you are considering.

A free trial of Surpass CL comes with a sample seleciton of 
books and library patrons. When you install the program, install 
the data to create a sample library on your computer! 

During your free trial, you are free to:
• circulate materials
• add or edit patrons
• look for items and edit their records
• create a book review
• publish a book list
• catalog books and other resources
• customize Visual Navigator
and perform any other tasks you might perform in your library.  

Help files are available right in the program; when you don’t 
know how to do something, see how well the documentation 
assists you.  Of course, your Surpass Automation Specialist will 
be available to answer questions.

As you use the software, take notes about the functions you 
like, the ease of use, and how easily you think others can learn 
to use the software.

With a team of volunteers, 
you can automate any size 
collection. It’s helpful to first 
sort your collection, discarding 
outdated, damaged, and low-
circulating items. To transfer 
card catalog information into 
the automation software, you 
may can choose to hire a 
service. Then barcode your 
collection. Soon you’re ready 
to host church members at a 
grand re-opening celebration!

RESOURCE CENTER
With automation software, you can 
offer your catalog over the Internet. 

Busy parents appreciate being able to 
select materials from home. 
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AUTOMATED FOR EVERYONE
Automation software benefits volunteers 
and members of all ages. Even young 
children can learn to check a book out at a 
self-sevice station. A computerized catalog 
directs church members to appropriate 
materials in your collection.

AUTOMATION TRANSFORMS YOUR CHURCH LIBRARY!

LIBRARY TASKS IN A TRADITIONAL LIBRARY IN AN AUTOMATED LIBRARY

Cataloging materials Catalogers type title, author, subject,  
ISBN, and other bibliographic 
information by referring to the book 
being cataloged.

Catalogers use software that searches 
the Internet for pre-formatted records. 
When a record is found, it automatically 
places all bibliographic information in 
the software database. 

Making catalog cards 
and filing them in catalog 

drawers

Catalogers type several cards 
for each book then file them 
accordingly in the card catalog.

Catalogers use software to format and 
print cards, if needed. Many libraries 
prefer an automated card catalog; the 
card drawers are eliminated, freeing up 
library space for more resources and 
reading areas.

Searching the catalog Look for resources by searching 
card drawers or referring to a 
notebook listing titles.

Search easy-to-use software by title, 
subject, keyword, author, and more.

Checking out materials Keep handwritten logs or cards with 
borrower, items checked out, and 
dates due.

Type the borrowers name and type/scan 
item’s barcode number.

Checking in materials Locate the item in the logbook then 
mark it returned or find the card, 
mark through the name, and return 
to pocket in book.

Scan barcode.

Locating overdue items Review the logbook for items 
overdue, then type notices and 
deliver to each borrower.

The software will automatically identify 
overdues then print or e-mail notices.
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