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The Catalog Editor program was designed for librarians to properly develop and maintain a
searchable database of library materials/holdings. It is a computerized card catalog that adheres
to the Library of Congress MARC bibliographic recording standards so that automated library
systems can exchange catalog data. Recording standards are necessary because an automatic
record or an automated card catalog does not result by simply typing card catalog information
into a computer. This information must be “programmed” or marked with “fields” so that a
machine (in this case, a computer) can interpret the data.

User Objective

The lessons in this manual will guide Catalog Editor program users to make card catalog entries
into a computerized database so that users of the On Line Public Access Catalog (OPAC) and the
Internet Public Access Catalog (IPAC) can search for holdings and determine item availability.

Users Defined

The Catalog Editor Documentation or “Catedit” program is designed for use by either a single
library or a multi-library system. The On Line Public Access Catalog (OPAC) is designed for
the use by librarians and library users (the public).

Quick Reference: Commonly Used Terms

Authority control: Usually an established heading from a list of subject headings and names
available in the Catedit program. Such a heading has been “approved” and, thus, maintains a
standard for entering information into a MARC database such as author’s names, topics, or
geographic names. For the purposes of establishing authority, the Library of Congress publishes
subject headings compiled into books and available on disk available to libraries for purchase.
There is also “local authority control” lists of locally established headings from which a librarian
can choose for developing data records.

Catalog Editor: Software developed for librarians to develop and maintain library materials in
a searchable database. Used to edit records using the MARC format in the OPAC database.

CatEdit: Nickname for the Catalog Editor program.

Delimiter: A character that “limits” a field. In Catedit, this character is called a “pipe” on the
keyboard and is produced by holding down the “SHIFT” key along with the | (or “pipe bar”) key
(located above the “Enter” key and below the “Backspace” key on the computer keyboard) at the
same time. The result is the | symbol as a delimiter.

ExpertMarc: Nickname for the method and screen used to edit records at the Marc Edit screen
(“expert” is the key word in this instance) when a record has more than two subjects or requires a
more a more detailed description. A record that has been edited in ExpertMarc has an “E” next
to it in the system.
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Field: A MARC record is divided into fields (one for author, one for title, etc.). A field can
have one or more subfields. A field can also be fixed (not varying in length) or variable (main
entry, title, or notes are variable fields because they vary in length).

Indicator: A two-character item (a number from 0 to 9 in each position) that further defines a
field. This item follows each tag except for Fields 001 through 009. For some fields, only the
first or second indicator position is used, while other fields use both indicator positions, and still
others use neither position. Example: Tag 245 14 = Tag or Field 245, with Indicator 1 as first
indicator and Indicator 4 as second indicator.

IPAC: Internet Public Access Catalog of library records (added option for OPAC purchasers
making it possible for library records to be uploaded to the Internet for library user access).

MARC: An acronym for “Machine-Readable Cataloging,” a system of machine-readable
standards used for recording bibliographic information that once appeared on library cataloging
cards, and making that information machine-readable and there for searchable by OPAC.

MARC record: A machine-readable catalog of data records delineated by field tags, indicators,
and subfields. The MARC format allows data to be stored, retrieved, and searched for within a
system such as those described later in this lesson.

Nonfiling: The second indicator of the title field (Tag 245) which is set to “4” so that the word
“The” will not be filed at the beginning of an item’s title within a MARC record. The number
four is for the first three letters (t-h-e), plus one space after the word “the”. This indicator makes
it possible for the word “the” not to be filed within the record. Example: The Railway Children
becomes Railway Children in a MARC record with “4” as an indicator next to the title field.

OPAC: On Line Public Access Catalog of library records comprised of a database developed by
librarians using the Catalog Editor (Catedit) software program. This database is searchable by
the public.

QuickMarc: Nickname for the method and screen used to add a brief MARC entry using the
Changing a Brief Union MARC Record form (“brief” is the key word here) that will hold
information for a new MARC record.. This form may be completed for most MARC records and
is easiest to use and learn. A record that has been entered in QuickMarc, but not yet edited in
ExpertMarc, has a “Q” next to it in the system.

Tag: A tag is a three-digit number associated with a field that identifies the field and the type of
data that the field contains. Example: 245 is the title information tag.

Union MARC record: Stands for “Machine-Readable Cataloging” record. Each item held by a
library has a record of bibliographic information for the machine (computer) catalog.

USMARC: Formerly the Library of Congress or “LCMARC” and the standard bibliographic
format used by most library computer programs and the standard all libraries should follow when
developing their own MARC records.
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Catalog Editor Program Menus and Buttons

Upon opening the Catalog Editor program, the Lib/Net screen will appear (see Catlntro-1,
below).

File Indexing Bibliography Edit  Authoity  Match Betio Data  Reports Admin Help

Demo Library

Lib/Net -

NOTE: In all of the menu lists in the ensuing section, the underlined and boldfaced letter in each word
indicates that the <Alt> key on the computer keyboard can be held down with that letter to access the
menu, rather than use the mouse. For instance, rather than using the mouse to select the “File” menu,
press down the <Alt> and the “F” key instead to pull down the same menu.

Menus
A series of eight pull-down menus are at the very top of this screen (see Catlntro-2, below).

File Indezing Bibliography Edit  Authorty  Match Betro Data  Beports Admin - Help

They are labeled:

= File

= Indexing

= Bibliography Edit
= Authority

= Match Retro Data

= Reports
=  Admin
* Help

File Menu

=  Print Setup

= Change Library

= Import Bibliography
= Exit

Indexing Menu

Pre-process Indices

Initialize Database for Reindexing
Index KeyWords

Index Authority

Index Authority Links

Recalc Authority Links (occurrences)

AUl

Bibliography Edit Menu
= Title Search

= KeyWord Exclusions

= Review Marc Templates
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= Tags that should display in catalog card
= Bibliography Rules Maintenance
= Authority Rules Maintenance

Authority Menu

= Personal Names (Author)
= Topical Terms (Subject)
= Corporate Names

= Meeting Names

= Name Uniform Title

= Subject Uniform Title

=  Geographic Names

= Authority Maintenance

Match Retro Data Menu

= Match Retrospective Data

= Match Imported With Existing Isbn
= Import Catalog

= Export Catalog

Reports Menu

= Tag Titles

= Call Number Report

= New Add Report

= [tem Spine labels report

= Check Union Catalog for Authority Links
= Review Marc Records by Group

Buttons

At the top of the “Catedit” screen, under the pull-down menu names, there are five quick-
reference buttons that can be used to enter the Catalog Editor system’s database. Each button at
the top of this screen has a different function (see Catlntro-3, below, along with CatIntro-4,
Catlntro5, Catlntro6, CatIntro7.).

File Indexing Bibliography Edit  Authoity  Match Betio Data Beports Admin - Help

B & |8y | conet B

Dema Library

Marc Import Wizard
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Review Newly Imported Marc Records

\
.
Create or Refresh Word Indexes

A
)

Consider the Catedit software as the library card cataloger and the OPAC as the actual card
catalog available to the public. Librarians use the Catedit program to catalog holdings into the
card catalog (database), and library cardholders use the OPAC to search and determine the
availability of those holdings.

Catalog Editor MARC Record Status Abbreviations

In the system, each holding is labeled with a status abbreviation, such as:

Q: Quick Edit or QuickMarc (record was entered using the “QuickMarc” function)
E: Expert Edit or ExpertMarc (record was entered using the “ExpertMarc” function)
I: Import (record was imported from an external “disk” file)

Difference Between a Record and an Item

Before using the “QuickMarc” and “ExpertMarc” modes, it is necessary for users to understand
the difference between a MARC record and its related items. An item cannot exist without a
MARC record. Consider the MARC record the “parent” of its “child”, the related item or items.
The word “item” is also interchangeable with the word “copy”.

Example: A library is expecting to receive ten copies of a book previously not part of its
holdings, such as Wuthering Heights. In this case, a librarian would have two options — he or she
could go the Library of Congress’ MARC records and import a record for Wuthering Heights, or
the librarian could create a new record using “QuickMarc”. Once the books arrive, the librarian
would highlight the MARC record in the system for Wuthering Heights and click on the “Items”
button and proceed to enter new bar codes and other information for each copy of the book.

Differences Between QuickMarc and ExpertMarc

QuickMarc and ExpertMarc are nicknames for two functions of the Catalog Editor software
program that are each a means to the same end.
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QuickMare: The term used for adding or changing a brief MARC entry using the Changing

a Brief Union MARC Record form (“brief” is the key word here). This form may be
completed for most MARC records and is easiest to use and learn.

ExpertMarc: The term used for adding and editing records at the Mare Edit screen (“expert”
is the key word in this instance) when a record has more than two subjects or requires a more a
more detailed description. A cataloger/librarian must use his or her judgment when deciding
whether ExpertMarc mode is necessary.

The QuickMarc screen (see Catlntro-8, below) is always used to add a new MARC record into
the system. It features a form that will hold information for a new MARC record.

# Adding a Brief Union Marc Record [_ [E] =]

Brief Marc: Form |Fi:-;ed Data I

Title Display: [T Indisator 2 [ e

AUTHOR: | 2 Hog 1sbrc] |

Place of Pub | Publisher. Edition |

Publizh D ate: I FPhys Desc: |
Mate | [ Hold Note
Subject 1 | 510 Hold 1
Subject 2 | 211 Hold2
Name | M ™ Haold Mame
Seriss | EI [ Haold Series
Status I Aztamp: I

Bar Cnde' I:Iass| Price ||:|_DE| Cost: |U_DD Acquired |

Location [ Call 1 | Call 2 | Call 3]

Caticel I ak. I

This is the “first item” record only. When a new record is completed by using the QuickMarc
option, the system creates an actual catalog record and the first item or holdings record.

NOTE: Once a new record is completed using QuickMarc, a user cannot use the QuickMarc form to go
back and change item information. The “Items” button must be used to make subsequent changes.

Additional items (or copies) of a record can be entered using the “Items” button found at the

bottom left corner of the Browse the Union Marc by Title, Author, Isbn screen
(Catlntro-9, below).
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3 Browse the Union Marc by Title, Author, Isbn HE
- Barcode Scan
. ID Active 'l falls l—
Title |Aulh0r I Isbr I
Search:l
AUTHOR 1Ishn Aslamd Puhli! Phys Desc [5tatus [Editdate [Editname|T «
Tempest, Margaret 85503 022 4 1948 |paper Q 141301
Fisher. Ronald 087044106X 1972 Hardcover 1] 10/14/799 STAFF
Smith, Adam 1952 Hardcover 1] 10/07799 STAFF
Frank. Vivien 1573353000 1995 Hardcover 1] 5727/99 STAFF
Steinbeck. John 1952 Hardback 1] 6/13/01 STAFF
Asbjornsen, P.C. 0156901501 1985 |Trade aQ 1018799 STAFF
Griffin, W.E.B 0515093491 1987 |Paperback 1] ;7
1564427749 1997 1301 Minutes 1] 7/15/99 STAFF
0808611569 Paperback [!] 3/18/99
Mann, Carol 068141455 1992 Hardcover 1] 9/26/98 STAUPD#
156458534 1994 Boardbook 1] 3/01/00 STAFF
ick 0399143475 1997 3hrs 1] 9/26/98 STAUPD#
. Dick 0399143025 1997 Hardback q 9/26/98 STAUPDA
Cook. Marshall 002861738 1997 |Trade 1] 6/07/99 STAFF
Willani. John 1-56261-275 19396 |trade a 9/26/98 STAUPDA
Littell. Edmund 1965 |Trade 1] 10414799 STAFF
Littell, Edmund Trade 1] fa
< ] L=l

Edit Marc
¥ Pick 4 From Template ? —I
Inzert Marc I Delete Marc |

ltems | E it I

1 38751000157887JUN363.7

Call2
Sauva

This button that leads to the Item and Local Holdings Maintenance screen is always
used for individual maintenance of every existing record (Catlntro-10, below).

3 Item and Local Holdings Maintainance

|N|:| Local Holding Record Found !

Barcode Type |Status |Calll | Call2 Call3
Inzert I LEhange I Cloze |

Lesson 1 describes how to create and edit records using the QuickMarc function, while Lesson 3
describes how to use the ExpertMarc to edit existing records. However, before proceeding to
these lessons, it is necessary to discuss the functions and differences between the QuickMarc and

ExpertMarc options.

How to Access “QuickMarc” and “ExpertMarc”
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Selecting the leftmost icon (Catlntro-4, again) on the “Catedit” toolbar can access both the
QuickMarc and the ExpertMarc editorial menus . . .

which leads to the Browse the Union Marc by Title, Author, and Isbn screen.
Step 1: At the Browse the Union Marc by Title, Author, and Isbn or “Catedit browser” window,

select a MARC data record by using the mouse.

Step 2: At the top of this screen, select “Q” for QuickMarc or “E” for ExpertMarc by clicking
the mouse in the circle next to each letter (CatIntro-11, below).

3 Browse the Union Marc by Title. Author. Isbn

. lm Barcode Scan
Title |Auth0r| Isbn I
Search:l

Step 3: The circle next to the “Q” is already set as the default if the record has never been edited
in ExpertMarc. To select the ExpertMarc, click on the circle next to the “E” so that it looks like
the image that follows (Catlntro-12, below).

3 Browse the Union Marc by Title. Author. Ishn

s T ) ==
Title |Auth0r||sbn I
Search:l
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Step 4: Click on the Edit Marc button at the bottom of the screen (Catlntro-13, below).

Lib «Barcode Call2 |

Edit Marc |

lnsertMarcl Delete Marc

™ Pick & From Template ?

Items |

Depending on whether the “Q” or the “E” has been selected, one of two screens will appear:

Changing a Brief Union MARC Record (CatIntro-14, below)

7 Browse the Union Marc by Title. Author, Isbn

Title |Author||sbn I

0 Active 2 l

Barcode Scan

FQ("EI—

Search:l
Title Display AUTHOR (B Astamp| Publif Phys Desc 5ti Editdate »
An ABC For You And Me Q
The Appalachian - = -
An Inquity Into the # Changing a Brief Union Marc Record HiE =
An Introduction to
East of Eden and | | BrifMarc Forn |Fised Data|
E:ﬁ l:f;::sﬂllly G Title Display: |E Indicator 2: |3_ L
A Town Like Alice  AUTHOR:  [Tempest, Margaret > - [A5R03 022 4
Wood and Coal I - Jr Hald lsbn: |
The 1 Place of Pub | Publisher. | Edition [
123 "
10 LB. Penalty Publish Date: [1948 | Phus Dese: | paper
10 Lb. Penalty Note | ™ Hold Hote
10 Minute Guide )
The 100 Best Sma Subject 1 [ ST ™ Hald 1
100 Years in Leela .
100 Years in Leela Subject 2 | & I Hold2

] Mo | M| - ol Name

Serial | EI ™ Held Serial
Bar Code [3a751000053334 el
J Price|0.00 000 Acquired

I Pick & From Template Dlass | I Cost | I

| Lacation | Call 1 |J Call 2 |FIC Ca||3|Tampe

tems Inse
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Marc Edit or “Expert Marc” (CatIntro 15, below).

3 Browse the Union Marc by Title, Author, Isbn 7] x|
- Barcode Scan
. 0 Active ‘l a6 E I—
Title |Authnr| Ishn I
Search:|
|Tille Display [AUTHDR [1sbn [ Astamp| Publi] Phys Desc St Editdate «
An ABC For ¥ e — - ey r s Eeewry T
The Appalach Rkl [H[=] B3
g: ::ﬂ';'étl::; Auto Stamp: || Leader Info Valid Subfields for Tag
East of Eden i . 1 Ho Subfields
The Three Bil i I Marc Title Changing |
Call to Arms
A Town Like . [Tag [1 |2 [Description -
Wood and Ca LEM176250
Ihze:,] 005 20000413100424.00
10 LB. Penalty {008 QNAM =
10 Lb. Penaly 020 0208086115690 ENN o
10 Minute Gui OaSawvain, PhilipO 1 Indicator
The 100 Best a5 Oa Wood and CoalO
100 Years inL pbgo Oc19870
100 Years in L 13, OaPaperbackD 7 Indicators
o DaExploring Energy
4 13 I VI
: Insert Tag | ChangeTag| Delete Tag | [ Auto AddOn  Check Authority
I Pick & Fram Terr y ¥ Change Text On
— Index: InLine On |

Comimit Search Authority | Close |

NOTE: Once a record has been changed using the “Expert” editor, the “Quick” Marc list entry screen can
never be accessed or used again on that particular entry. The “Expert” editor option elevates an entry
made through the “Quick” Marc method to a new editorial level within the database.

10
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Why Use QuickMarc?

The QuickMarc is adequate for entering and editing most records. It requires little knowledge on
the part of the user because it is form-based. The form is self-explanatory and easy to use,
requiring little action on the user’s part.

Reasons to use the QuickMarc are:

= data entry is straightforward, fast, and easy

= it quickly creates a full MARC record and provides the appropriate tags and subfield
indicators

= there is no need to know appropriate MARC record tags and subfield indicators

= itis very helpful when entering original catalog information from a shelf list

Why Use ExpertMarc?

While the QuickMarc only provides a fixed format that accommodates limited information, the
ExpertMarc requires the use and knowledge of tags and subfield indicators, and has great
capabilities.

Some reasons to use ExpertMarc are:

= it provides more options for adding a new record or expanding an existing record

= more detail and description can be provided for each data record

= it provides unlimited access to the use of tags, subfield indicators, and authority lists

Put simply, through the use of the ExpertMarc, library staff who so desire could tag and establish
authority for a single existing data record to their heart’s content, while library staff with little or
no training could use the confines of the QuickMarc form to logically and instinctively edit that
same data record. Both entries would be sufficient and acceptable.

11
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Lesson 1: How to Add a Brief Union MARC Record

Catedit Screens

This lesson mainly concerns two Catedit screens shown below (CatLess1-1 and CatLess1-2):

Adding a Brief Union Marc Record

# Adding a Brief Union Marc Record

S E3
Brief Marc Form |Fixg\:| Data |
Title Digplay: | Indicator 2: l_ Lc
L 22l Hoig st | |
Place of Pub | Publisher:| Edition [
Publish D ate: Phys Desc: |
Hate | [~ Hold Nate
Subject 1 | %l [ Hald1
Subject 2 | 52 [ Hold 2
Na't“e I M ™ Hold Name
Series | EI [~ Hold Series
Bar Codal
Class | Price|0.00 Cost [0.00 Acquired |
Location [ Cal1] calz | Call 3] i3
Status Astamp:l Cancel I
Changing a Brief Union Marc Record
# Changing a Brief Union Marc Record M= E
Brrief b arc: Formn |F|Had Data I
Title Display rm Indicator 2: |2_ Le:
AUTHOR:  [Foster, Alan 2||— Hold Ishn: [0345375742 |
Place of Pub | Publisher. | Edition [
Publizh Date: |1991 Phys Desc: IPape[back
Mate I ™ Hold Mote
Subject 1 | El I Hold1
5ub|act2| 52 [ Held2
Name | EI " Hold Hame
Series | 52| ™ Hold Series
Bar Code [ 35751000053730 A
Class [ADULT | Price[0.00 Cost: [0.00 Acquied |
Location | Call 1] Call2 [SF Call 3[Foste oK |
Statuz I Astamp:l Cancel

Both screens are comprised of data entry fields that are provided below in a quick-reference list.

Later in this lesson, these data entry fields are described in greater detail as they are applied
when adding a brief Union Marc record.

Quick-Reference List:

12
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Fields for Adding and Changing Brief Union MARC Records

Although the fields that comprise the two screens, Adding a Brief Union Marc Record
and Changing a Brief Union Marc Record are the same, they appear in different places

on each screen. Before working with these screens, it is helpful to become familiar with the
fields that you will use.

Title: Title of the record

Offset: Title offset (such as “a”, “an”, “the”) — sets sort sequence (ignores the number of
positions, as indicated, starting from the left)

Author: Author’s personal name (last name first), such as “Crane, Stephen”

Isbn: ISBN: International Standard Book Number

LC Control #: Library of Congress Control number

Place of Pub: Where the publisher is located (city and state, if city is not well known)
Publisher: Publisher of record

Edition: Number of edition (first, second, etc.)

Year: Year published

Physical Description: Physical characteristics of item in coded form

Note: General note about item (such as “translated in German)

Subject 1: Subject added entry — topical term (phrase describing subject of record), such as
“Horses” or “War”

Subject 2: Additional subject

Name: Personal name of someone associated with record, such as the name of an editor or
illustrator

Serial: Indicate if part of a series, such as “Bobbsey Twins”

Bar Code: Bar code number of item
Class: Defines type of material (such as “adult”, “children”, etc.) used in circulation system

Price: Price of item (what patrons would be charged for replacement)
Cost: How much library paid for item

13
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Acquired: Where item was acquired (grant identification, donation, bookstore, etc.)
Location: Where item will be found in library

Call 1: Call number (General Collection such as “Adult”, “Juvenile”, “Music”, “Movie”)
Call 2: Call number (Dewey number or fiction)

Call 3: Call number (author’s last name)

Status: Status of item (such as “on order” or “in storage”)

Astamp (“auto stamp”’): General description of item (part of a coded list of options such as

“large print,” “movie”, “compact disk,” or “reference”)

14
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Steps for Adding a Brief MARC Entry

Step 1: Bring up MARC editor

Step 2:
Step 3:

Step 4:

Create record

Commit the record to the database

Save the brief MARC entry (“New Add”)

Catalog Editor User’s Guide

NOTE ABOUT the “What'’s this?” program help feature: When an object has been selected on any
Catalog Editor screen, a user can access “help” or an explanation about each the function of that object.
Example: In an attempt to provide content-sensitive help, the Catalog Editor program makes it possible
for a user to right-click the mouse on an object on any screen, to receive information about the function of
that object (typically a button or an entry box). Once a user has right-clicked the mouse on an object, a
“What's this?” box appears with an answer to that question. See the image below (CatLess1-3).

5 Browse the Union Marc by Title, Author, Isbn [ 7] <]
Barcode Scan
[ | (| & 0 E Cieate Template
The | uthor | 1sn |
Seatch
Title Displa; AUTHOR Ishn Astamp| Publi{ Phys Desc 5td Editdate |Editname|Title # [TITLE -

™ Pick & From Template

Items

Insert Marc

Edit Marc

| Delete Mare |

it |

15

garet 85503 022 4 a_1/13/01 ABC For Youl
The Appalachian Trail Fisher, Ronald 087044106 1972 Hardcover Q 10/14/99 STAFF 20029 Appalachian
An Inquiry Into the Nature and |Smith, Adam 1952 Hardcover Q 10/07/99 STAFF 19943  Inquiry Into t
Anl duction to Pi o 1573353000 1995 Hardcover Q  5/27/99 STAFF 18751  Introduction
East of Eden and the| s s 1952 Hardback A 6/13/01 STAFF 17028 of Eden and
The Three Billy Goal What's this? 0156901501 1985 [Trade 0 10718/99 STAFF 20080 Three Billy G
Call to Arms 0515093491 1987 Paperback [ 10989 to Arms
A Town Like Alice 16564427749 1997 (301 Minutes q 7/15/99 STAFF 19191 Town Like Al
‘Wood and Coal Sauvain, Philip 0808611569 1987 Paperback a  3/18/99 STAFF 17625 Wood and Ct
The 1 Mann, Carol 0681414553 1992 Hardcover Q  9/26/98 STAUPD: 7531 1
123 Snapshot 16564585344 1994 Boardbook Q 3/01/00 STAFF 20904 123
10 LB. Penalty Franci: 0399143475 1997 3his O 9/26/98 STAUPD# 354 10LB Penalty
10 Lb. Penalty Franci: ick 0399143025 1997 Hardback 4 9/26/98 STAUPD# 3390 10 Lb Penalty
10 Minute Guide to Motivating Cook, Marshall 0028617 38X 1997 [Trade 0 6/07/99 STAFF 18885 10 Minute Gu
The 100 Best Small Art Towns Villani, John 1-56261-274 1996 |trade 4 9/26/98 STAUPD# 7319 100 Best Sma
100 Years in Leelanau Littell, Edmund 1965 [Trade 0 10/14/99 STAFF 20034 100 Years in |
100 Years in Leelanau Il. Edmund Trade [ I 9447 100 Years in |
100 Years in Leelanau Il. Edmund 1965 Trade o /7 12322 100 Years in |
100 Years in Leelanau Littell, Edmund 1965 [Trade q /7 12323 100 Years in |
100 Years in Leelanau Littell, Edmund 1965 [Trade a /7 12328 100 Years in |
100+ Super Pig Jokes, Puns, aParenteau, Shirley 0590416567 1981 Paperback a 11/11/99 STAFF 20243 100+ Super P
1000 Facts About Space Beasant, Pam 1856978117 1992 [Trade q 3/20/00 STAFF 21030 1000 Facts Al
1.000 Lowfat Recipes Golson. Terry Blonder 0028603540 1997 Hardcover a  3/31799 STAFF 17893 1000 Lowfat |
10,000 Beautiful House Plants Kramer. Jack 69-125664 1969 Hardcover 0 9/26/98 STAUPDA 5715 10000 Beautil
10,000 Garden Questions, Yol. Dietz Marjorie J 0-385-0047: 1974 Hardcover 4 9/26/98 STAUPDZ 5708 10000 Garder
10.000 Garden Questions.Yol. Di i 0-385-0047 1974 Hardcover 0 9/26/98 STAUPDA 5707 10000 Garder
1001 Cookie Recipes Gregg R 1884822355 1995 Hardback 4 9/26/98 STAUPD# 6702 1001 Cookie |
1001 Things Everyone Dver 655chrader, Constance 0385482248 1999 [Trade 0 6/05/99 STAFF 18867 1001 Things |
101 Best Resumes Block. Jay A & Betrus, M0-07-03289: 1997 softcover O 9/26/98 STAUPD#2 7097 101 Best Res

K| Si=|
Lib «Barcode Call2
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Step 1: Bring Up the MARC Editor Screen

NOTE: Before creating a MARC entry, be certain that the item has not already been catalogued. This is
important because all copies (or items) share a single catalog record. In a multi-library configuration, all
copies in all libraries share a single MARC record.

Open the Catedit program and go to the Browse the Union Marc by Title, Author, and
Isbn window by selecting the Menu entry called Bibliography Edit, or by selecting the leftmost
icon on the Catedit toolbar which looks like a page of text (CatLess1-4, below).

Once it appears, the Browse the Union Marc by Title, Author, Isbn window
(CatLess1-5, below) features a “browse” list that shows active MARC records in alphabetical
order by title, by default (see Title tab below). This default can be changed, though, to Author or
Isbn.

7 Browsze the Union Marc by Title. Author, Isbn

- Barcode Scan
. IDActlve ‘l = QCE l—
| Title |Auth0r | Isbn | I
earcn:|
1]

The Appalachian Trail Fizsher, Ronald 087044106> 1972 Hardcover 0 1041479
An Inguiry Into the Mature and |Smith, Adam 1952 Hardcover o 10/07/9
An Introduction to Picture FramFrank. Vivien 1573353000 1995 Hardcover 0 5/27/9
East of Eden and the Wayward5Steinbeck. John 1952 Hardback 0 6A3/00
The Three Billy Goats Gruff  |Asbjornsen, P.C. 0156901501 1985 Trade g 10A18/3
Call to Arms Griffin, W.E.B 0515093491 1987 |Paperback a /7
A Town Like Alice 1564427749 1997 301 Minutes g 72159
Wood and Coal Sauvain, Philip 0808611569 1987 Paperback o 3/18/9
The 1 Mann, Carol 068141455 1992 Hardcover 0 9726791
123 Snapshot 1564585344 1994 Boardbook o 301501
10 LB. Penalty Francis, Dick 0399143475 1997 [3hrs g 9/726/9
10 Lb. Penalty Francis, Dick 0399143025 1997 Hardback 0 972679
10 Minute Guide to Motivating [Cook. Marshall 002861738~ 1997 Trade 0 G/07/9
The 100 Best Small Art Towns Villani, John 1-56261-275 1996 |trade 0 9/26/91
100 Years in Leelanau Littell. Edmund 1965 (Trade o 10/14/9
100 Years in Leelanau Littell, Edmund Trade a /7

K E=

Lib (Barcode Call2 |
Edit Marc
™ Pick & From Template ? __l
Itemsz | Inzert kanc | Delete Marc I E xit I
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Step 2: Create the Record

To create a new record, select the button toward the bottom of the window labeled Insert Marc.

This will bring up the screen labeled, Adding a Brief Union Marc Record (CatLess1-6).

Remember, the title of this screen indicates that a record will be added (once the OK button has
been selected).

# Adding a Brief Union Marc Record M= E3

Brief Marc: Form |Fi:-:ed Data I

Title Display: Irdicatar 2: I_ =3
AUTHOR: 2 Hold It |
Place of Pub | Pulisher:| Edition |
Publish D ate: I Phys Desc: |

Mote | ™ Hold Mote

Subject 1 | 51| Hold 1

Subject 2 | 52 Hoid 2

Name I M [ Hold Name

Seriss | eI Hold Series

Bar Eodel

Class | Frice[0.00 Cost: |0.00 Acquired |
Location | Call1 | Call 2 | Call 3 0k I
Status I ﬁstampil Cancel |

This screen contains a form to be filled out which will result in a catalog entry. Most of the input
fields on the form are self-explanatory, such as “Title”, “Isbn”, “Publisher”, etc.

Before filling out this form, read the ensuing sections to gain a better understanding of the data
fields and how they pertain to a record.
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How To Use the Offset and Author Fields

Some of the not-so-evident fields to be completed on the form are Offset and Author, which are
explained below.

Offset: When displaying the records in title-order on the browse list, you might not want to sort
by the first character of the actual first word of the title, especially when it is an article such as
“the”, “an”, “a”, etc. For instance, the book, The Client, should be sorted by the word “Client”
instead of the words “The Client.” To establish an “offset” sort, type “4” in the Offset field.
Example: Title: The Client, Offset: 4. This will ignore the first four characters (3 characters +
1 space = 4) in the sort sequence. Example: The offset for the word “a” would be 2.

Author: When inputting an Author’s name, type the last name, then the first name. This is the
appropriate bibliographical format. Example: Fitzgerald, F. Scott. If the author’s name is
currently not in the system, a “Choose authority” window will appear to allow the author to be
included. See the Sidebar that follows.

NOTE: Although only one Author field appears on this screen, along with two Subject fields, unlimited
subjects and names can be entered by using the “Expert Editor” feature of the Catedit program.

18
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Sidebar: The “Choose Authority” Screen

As a user types information into the Author, Subject, Name, or Series fields, if that information has
never been entered into the system before, or if there are several instances, say, of a last name

already in the system, a Choose Authority (CatLess1-7, below) screen will appear.

The purpose of this screen is to ensure that all “authority-controlled” fields are always entered in
the exact manner, every time, and to ensure that the authorities already present in the system are
used, if applicable.

Steps for using the Choose Authority screen are:

1. Enter the Information
2. Handle the Authority (Option 1 or Option 2)

Step 1. Enter New Authority Information

Type the information for the new record into the appropriate field. Again, if the information that
has been typed into the field is not in the system’s authority database, or if the system questions

what has been typed, then the Choose Authority screen will appear, such as the one below.
It will overlap the Adding a Brief Union Marc Record screen.

# Adding a Brief Union Marc Becord K =l

Brief Marc Form |Fi33d Data I

Title Display: | poze Autho H ES
AUTHOR:
IIJames Search:l Close |
Pl f Pub
aes ST DESC -
Publizh D ate: I Phys Deszc:
ames, Donald
jels I amnes, Elizabeth
Subject 1 | ames, Ellen
. ames, Henry
Subject 2 | ames. Leigh L
Mame | ames, P 0
) ames, P.O
Series | ames, Sheryl
Bar Cndel— —I—" —I—I' i

Class I James

Location | Call 1| Select | Inzert

Statug | i IEDD,DU?,4EE
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Step 2. Handle Authority

Option 1 -- Select an entry from the authority list provided: At this screen, from the list that
appears, select the appropriate author’s name (or subject, name, or series, depending on the field
that has been completed on the Adding a Brief Union Marc Record form), then choose
the Select button to make the choice “official”. The system will take you back to the Adding a
Brief Union Marc Record screen, and the entry you have selected will appear in its entirety
in the appropriate field.

Example: Assume that the title has not been entered yet, but “James” has been entered into the

“Author”, field, such as shown below. The Choose Authority screen appears (see CatLess1-8,
below), and “James, Deana” is the first entry the system presents.

# Adding a Brief Union Marc Record A= 0] x|

Brief Marc Form |Figed Data I
Title Diisplay: | 3 Choosge Authority H

AUTHOR:
IJ ames Search: I Cloze |

Place of Pub I F
Publish Drate: | Phys Desc: |
ames, Donald
Nate I ames, Elizabeth
Subject 1 ames, Ellen
. ames, Henry
Subject 2 ames, Leigh _I
Name | ames, P. D
. ames, P.0
Series |

ames. Sheryl

Bar Codel
Clazs | James

Location | Call1 I L Select Inzert |
Status I n |5UU,DD?,45B
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Since “Henry James” is the desired author, scroll down and select that name from the authority
list already in the system, as shown below (CatLess1-9). Choose the Select button, and “James,

Henry” will now appear in the Author field on the Adding a Brief Union Marc Record
screen.

3 Choose Authority

Search: | Cloze |

|DE5I: ‘l
amesz, Leigl

ames, P. D

ares, P.D

ames, Sheryl _l

ames, Simon

ames, Wil

ames, Wilham
amizon, F.ay Fedfield

James

Select | Inzert |

0 IEDD,DDE,'I 18
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Option 2 - Add new authority to the list: If the entry you need is not included in the authority
list, then type that name into the Search box and select Insert to add the new entry into the
authority list.

Example: The author’s last name “Jamieson” (see CatLess1-8 again, below) was typed into the
Author field at the Adding a Brief Union Marc Record screen, and the Choose
Authority screen brought up the name “Jamison, Kay Redfield” (see below again).

# Adding a Brief Union Marc Record o =] =]

, Brief Marc Farm |Fi:-:ed Datal

1 Title Display: | 3 Choose Authority EHE
| AUTHOR: i
J [ amieson ] Search:] Jamieson, P.L. Close |
Flace of Fub I P

i Publish D ate: | Phys Desc: |

Hote I ance, J.A
| Subject 1 I ane, Pamela

. I anking, Elizabeth _|

Subject 2 anovitz, Marilpn

Wame | ans, Mick

Ser anzon, H. w

eies | anson, H.wW. and.Janson, DoraJane

: Bar Codel KN L=

Clazz I amigzan I

Lacation | Call 1| C Select | | Insert |

Status | n |5Du,uns,5aa

Because Kay Redfield Jamison’s name was brought up, and the name “Jamieson” was not, it is
safe to assume that “Jamieson” is probably not in the system’s authority lists. But, just to be
certain, type the desired name into the Search bar (see above), then press the Tab key on your
keyboard to see if the name exists in the existing authority database. Because the name
“Jamieson” appears at the bottom of the screen, just above the Select button (see above), it is clear
that the search for this last name yielded nothing. Now it is time to “insert” this new name into
the system’s authority list of authors. Do this by choosing the Insert button (see above). The
system takes you back to the Choose Authority list, which provides an “auto-select” list that
includes the new entry. Choose the Select button to finally select your new authority entry. The
system takes the entry back to the Author field on the Adding a Brief Union Marc Record
screen.
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Detailed Data Field Descriptions

ESSENTIAL READING: Read this section before completing the quick form,
and especially before going on to Step 3: Save the Record.

SPECIAL NOTES ABOUT THIS SECTION

REFERENCE NOTE: All USMARC tags, indicators, and subfield codes are contained in the
USMARC Format for Bibliographic Data at the Library of Congress web site:
http://lcweb.loc.gov/marc/bibliographic.

NOTE 1: Anything entered into the Title, Author, Note, Subject, Name, or Series fields will be
searchable through the On Line Public Access Catalog (OPAC) keyword search screen.

NOTE 2: Most fields have pop-up list boxes associated them. These lists function to standardize
entries made in the fields. Such a list only will appear, though, if a character is typed into the
field. If the field is left completely blank, then you may proceed to the next field without having
to select information from the list to include in that field.

Optional fields: Price, Cost, Acquired, Location, Status, and Stamp.
Required fields: Class, Call 1, Call 2, and Call 3.
Barcode: The item’s bar code.

Class: Defines the type of material for an item -- this field allows the circulation system to apply
rules set up for this type of material. Examples: “Adult” material and “juvenile” material.

Price: The retail price of the item (same as the amount charged to a patron for replacing an
item) -- this field is used by the circulation system to indicate fair market value when it is
necessary to bill a patron for item replacement.

Cost: The actual amount the library paid to purchase the book; also used for collection valuation
and financial audits.

Acquired: Describes how the material was acquired, such as from a bookstore, by donation, etc.
(Optional.) Also used to track grant purchases -- assigns a library-defined code, indicating the
acquisition source and used to indicate donations, items purchased within a specific grant, etc.
Reports can be generated by selecting items through such a code.

Location: Describes where this item is located in the library. (Optional)

Status: Describes the current status of the copy (item), such as “on order,” “interlibrary loan,”
“out of print,” etc., and assigns a library-defined code to indicate copy. Such a code is displayed
when viewing the library catalog. This status is only used for “on order,” “additional copy on

EEINT3S

order,” “in storage,” etc. It is NOT used for inactive items.
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Stamp (Astamp) or GMD (General Material Designation field, Tag 245 Subfield h): Special
description of the type of material, such as “CD”, “VHS”, “REF”, etc. — appears next to the item
on the OPAC list.

Call 1, Call 2, Call 3: Call number(s) for an item that refers to text on the spine label. Call
numbers indicate the location where and the sequence in which items are shelved. All call
numbers must correlate to the information found in the online card catalog.

Call 1

Designates the specific collection. It is normally left blank for “Adult,” and marked “J”
or “J+” for “Juvenile,” “VHS” or “DVD” for movie collections, and “CD for “Compact
Disks,” etc. If a collection of materials are separate from the regular collection, it should
be indicated here.

Call 2
Used to indicate the Dewey number assignment or fiction. Examples: “FIC” for
“Fiction”, “Western”, “Sci-Fi”, “Pop”, “Show Music,” etc.

Call 3
Used for the author’s last name — typically the first five characters of the name.

Keeping the above detailed data descriptions in mind, it is time to finish
creating a record by filling out the brief MARC form as thoroughly as possible.
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Step 3: Save the Record

Once all of the relevant information has been entered onto the brief entry form, select OK to save
the record into the “New Add” section of the system.

Access the “New Add” section at the Browse the Union Marc by Title, Author, Isbn
screen by selecting 3 New Add from the drop down menu (see CatLess1-10, below).

3 Browse the Uniin Mare by Title. Author. Ishn

[ ] [3newssd =] | & BCE [ — Create Templalel

Title |Autho| I Ish
Search:| |

Once you have saved the record, the Browse the Union Marc by Title, Author, Isbn
window will reappear.
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Step 4: Commit Newly Added and Saved Records

At the end of every cataloging session, it is necessary to wrap up that session by committing all
of the newly added records (“new adds”) to the system. Following are the steps for committing
new adds.

1. Return to the New Add section: If you have left your new add session and closed out of the
Browse the Union Marc by Title, Author, Isbn window, then start again by clicking on the

“page” icon (CatLess1-4), which will bring up the Browse the Union Marc by Title,
Author, Isbn screen.

SPECIAL NOTES ABOUT THIS SECTION

NOTE: One MARC record can have unlimited copies (or item records). Within a multi-library
system, all of the libraries share the same MARC record. Each item’s (copy’s) information will
indicate its location.

NOTE: A brand new record does not immediately appear in the Browse the Union Marc

by Title, Author, Isbn window. All newly entered materials are initially put into the Union
(or Local) Catalog record type (“New Add”) section to give the cataloger an opportunity to edit
the record before it appears in final form in the rest of the catalog. This feature is especially
useful when providing catalog training because the trainee’s work can be reviewed before it is
entered into the database.

2. Pull down the pertinent menu: Click on the down arrow next to the box with 0 Active in it
to pull down a list with four choices (see CatLess1-11, below):

0 Active

1 On loan

2 Weeded

3 New Add

3 Browse the Union Marc by Title, Author, Isbn

. IEIAc:tive _"J = or
Title |.f1‘n.uth0r| |zhn I

SEarch:l

[ [Title Display [AUTHOR
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3. Change the 0 Active button to 3 New Add (CatLess1-10, below).

Browse the Union Marc by Title, Author. Is

[ ] 3Newadd 7| &g
Title |.f-‘«uthnrll$bn |

Searu:h:l

| [Title Display |AuTHOR

Catalog Editor User’s Guide

This will bring up a screen containing new entries or new adds that are ready to be
committed to the database (CatLess1-12, below).

Tite Jauthor | 1bn |
Search

Author, Isbn

Barco
3 New Add ¥ & ncE l—

de Scan

Create Templats

a
100 Great Am

Tag Untag Activate Tagged

™ Pick A From Template ?

EdiMare 1 38751000202980)

Items Insert Marc | Detete Marc | Esit |

Fema

)
100 Great American Novels  [Morehead. Albert, H_, ed 1966 |paperback q 11/02/00 STAFF 22237
696 Silly Jokes & Riddles Rosenbloom, Joseph 1986 Paperback qQ  2/26/01 STAFF 22795 696 Silly Joke
About birds : a guide for childreSill. Cathryn P 1561450286 1991 1 v. [unpaged) :ill. :22x 26 A 3703701 PAT 22914 About birds
Agatha Chrisl the woman ary Gillian 0023117025 1990 243 p.;24 cm. A 10/30/00 STAFF 22234 Agatha Christ
Agricultural F in America  Averp.Julia A ED 0944311172 2000 |Trade qQ  2/19/01 STAFF 22808 Agricultural F.
Alaska History Ducker, James IDDBI06149 Trade o 1/11/99 STAFF 15594 Alaska Histon
American regional rooms : a nelAdams, Michael Henry  |[D79245541% 1992 (144 p. col. ill. ;30 cm. A 2723/01 STAFF 22841 American regi
An American requiem : God, myCarroll, James 039577926 1996 279 p.. [B] p. of plates :ill. ;A  2/20/01 PAT 22815 American reqt
The Art of growing older : write| 0671781924 1992 349 p. A 9/22/00 STAFF 22026 Art of growing
The Avenger Cooper, Louise 0553291114 1992 |paperback 4 11716700 STAFF 22315 Avenger
The Averger 1962 |95 min qQ  2/13/01 STAFF 22805 Averger
Babes in Toyland [1986 film] B. 1562551000 1991 1 videocassette [96 min.) :sA 3703701 PAT 22904 Babes in Toyl
Babes in Toyland [1986 film] B 1562551000 1991 |1 videocassette [96 min.) :sA  3703/01 PAT 22915 Babes in Toyl
The baby bet : his secret son /Pickart, Joan Elliott ID373484097 296 p. 17 cm_ A 2723/01 STAFF 22842 baby bet
The baby bet : his secret son /Pickart. Joan Elliott 0373484097 296 p. 17 cm_ A 2/23/01 STAFF 22843 baby bet
Back Pain Relief Wheeler, Keith 1571670556 1997 [Trade Q  2/19/01 STAFF 22807 Back Pain Re
Backcountry ranger in Glacier IPearl, Norton ID96412503% 1994 xvi. 264 p_ :ill, maps ;22 x A 2/23/01 STAFF 22844 Backcountry |
Beautiful Wildflowers Ito.Nanae 1968 Hardcover 0 2/16/01 STAFF 22793 Beautiful Wilc
The beet fields : a sixteenth suPaulsen, Gary 0385326475 x. 160 p. ;22 cm. A 10/10/00 PAT 22071 beet fields
Beulah Hill / William HeffernanHeffernan, William 63486226. 1 301 p. 24 cm_ A 2720/01 PAT 22818 Beulah Hill
Bible basics : a study manual : Heaster, Duncan 1874508003 1994 386 p. A 2722/01 PAT 22828 Bible basics
The Bird Book [winship. Florence Sarah) 1971 [Trade O 3/16/99 STAFF 17522 Bird Book
Birds of prey : a novel of suspelance, Judith A 038037407 1 p A 2727/01 PAT 22830 Birds of prey
Blessing in disguise / by LauraiSnelling, Lauraine 076422090 A 215/01 PAT 22782 Blessing in di
Blue Ridge National Parkway, O 8/31/99 STAFF 19588 Blue Ridge N.
The Bohemian murders - a FrenDay. Dianne 0385479239 40 p. :map ;25 cm. A 2723/01 STAFF 22845 Bohemian mui
Bombers over Japan / by Keith\Wheeler, Keith 080943427 1982 208 p_:ill [some col) 29 ch  7/28/00 STAFF 21791 Bombers over
Bone house : a novel / Betsy 1Tobin, Betsy 0743201965 1. 219 p. 222 cm. A 2720/01 PAT 22817 Bone house
‘ v
Lib «Barcode Call2

At the bottom of the screen are three buttons -- “Tag”, “Untag”, and “Active Tagged”

(CatLess1-13).

Tag | |dntag

| Activate Tagged |

I Pick & From Template 7

Edit Marc |
Items | Inzert Marc | Delete Marcl
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4. Highlight each entry to be committed: With the mouse, highlight each entry that you wish
to commit, and select the Tag button to tag each entry. Once selected, each tagged entry will
have an “X” next to it (CatLess1-14, below).

NOTE: The Untag button can be used to “deselect” an item that was previously selected so that it
does NOT become part of the MARC.)

wse the Union Marc by T Author, Isbn [7]
Barcode Scan
. 3 New Add :I' &0 E I Create Template
Tile | uthor | b |
Search
AUTHOR Isbn Sty
Little Toby and the Big Hair  [Fernandes. Kim and Eugi{1-55209-25 1998 Trade a8  2/05/01 STAFF 22580 Little Toby a
100 Great American Novels  [Morehead. Albert, H_, ed 1966 paperback a 11/02/00 STAFF 22237 100 Great Am
696 Silly Jokes & Riddles Rosenbloom, Joseph 1986 Paperback a  2/26/01 STAFF 22795 696 Silly Joke
About birds : a guide for childreSill. Cathryn P 156145028 1991 1 v. [unpaged) :ill. :22x 26 A 3/03/01 PAT 22914 About 5
Gill, Gillian I002911702% 1990 243 p.;24 cm. A 10/30/00 STAFF 22234 Agatha Christ
Agricultural Fairs in America  Avery.Julia A ED 0944311172 2000 Trade a 2/135/01 STAFF 22808 Agricultural F.
Alaska History Ducker, James IDDB306149 Trade a2 1711799 STAFF 15594 Alaska Histor
American regional rooms : a nelAdams, Michael Herry  |[079245541% 1992 144 p. ccol. ill. ;30 cm. A 2/23/01 STAFF 22841 American regi
An American requiem : God, myCarroll, James 039577926 1986 279 p_. [8] p. of plates :ill. ;A 2/20/01 PAT 22815 American requ
The Art of growing older : write ID67178192 1992 (349 p. A 9722700 STAFF 22026 At of growing
The Avenger Cooper, Louise 055329111 1992 paperback 2 11716700 STAFF 22315 Avenger
The Averger 1962 95 min a 2/13/01 STAFF 22805 Averger
Babes in Toyland [1986 film] B. 1562551000 1991 1 videocassette (96 min ) :sA  3/03/01 PAT 22904 Babes in Toyl
Babes in Toyland [1986 film] B 1562551000 1991 1 videocassette (96 min.) :sA  3703/01 PAT 22915 Babes in Toyl
The baby bet - his secret son /Pickart, Joan Elliott /037348409, 96 p. 17 cm. A 2/23/01 STAFF 22842 haby b
I t_Joan Elliott 0373484097 296 p_ - A
Back Pain Relief 'Wheeler, Keith 1571670556 1997 Trade a  2/19/01 STAFF 22807 Back Pain Re
Backcountry ranger in Glacier IPearl, Norton ID96412503% 1994 |xvi, 264 p. :ill., maps ;22 x A 2/23/01 STAFF 22844 Backcountry |
Beautiful Wildflowers Ito,Nanae 1968 Hardcover a 2116/01 STAFF 22733 Beautiful Wilc
The beet fields : a sixteenth suPaulsen, Gary 0385326475 x. 160 p. ;22 cm. A 10/10/00 PAT 22071 ds
Beulah Hill / William HeffernanHeffernan. William 6. 24 cm. A 2/20/01 PAT 22818 Beulah Hill
Bible basics : a study manual : Heaster, Duncan A 2/22/01 PAT 22828 Bible basics
The Bird Book Minship, Florence Sarah| 0 3416799 STAFF 17522 Bird Book
Birds of prey : a novel of suspelance, Judith A 038097407 1. 390 p. ;25 cm. A 2720701 PAT 22890 Birds of prey
Blessing in disguise / by LauraiSnelling, Lauraine 076422090 1993 298 p. ;22 cm. A 2/15/01 PAT 22782 Blessing in di:
Blue Ridge National Parkway. 1000 Piece Puzzle a 8/31/99 STAFF 19588 Blue Ridge N.
The Bohemian murders - a FrenDay. Dianne 0385479239 240 p. :map :25 cm. A 2723701 STAFF 22845 Bohemian mui
Bombers over Japan / by Keith\Wheeler, Keith IDB0943427% I. [some col) ;29 cA  7/28/00 STAFF 21791 Bombers over
Bone house : a novel / Betsy TTobin, Betsy 0743201965 B 2 cm. A 2/20/01 PAT 22817 Bone house
o | v~
Tag Unisg | |éctivate Tagged Lib «Barvode Call?
— EdiMarc |
=
Itemns Inzert Marc | Delete Marc | Exit |
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Step 5: Activate the tagged entries.

When all of the entries that you wish to process have been tagged, select the Activate Tagged
button (see CatLess1-15 below and CatLess1-14 on previous page).

activate Tagged I

NOTE: The “Activate Tagged” step is an insurance procedure because it gives a user has one last chance
to make any changes before activating the entry or, if a user is interrupted when making new entries, he
or she will be able to refer back to the New Add area.

These records are now officially in the system because they have automatically been moved into
the active catalog. If all of the above steps have been completed properly, the New Add window

of the Browse the Union Marc by Title, Author, Isbn screen should be empty.
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Holdings Maintenance and Entering a Second Copy Into the System

Once a MARC record exists, the bottom section of the Adding a Brief Union Marc
Record/Changing a Brief Union Marc Record screens (CatLess 1-16, shown below) cannot be
touched again by a user. Information on that portion of the screen is actually input on that screen
(the Adding a Brief Union Marc Record screen) once -- for the FIRST item only. After an
item has been added for the first time, all maintenance/changes must be completed using the
Item and Local Holdings Maintenance screen (see the next page for a copy of this screen).

Bar Eodel
Class | Price[0.00 Cost: |0.00 Acquired |
Lacation | Call 1] call2 | Cal 3 i3
Status I Astamp:l Cancel l

Following a maintenance session, the changed information will appear at the bottom of the
Changing a Brief Union Marc Record screen, but again, this portion of the screen is disabled
and users are unable to change the information unless they use the Item and Local Holdings
Maintenance screen.

Explanations of the data entry fields used when entering items on the Record/Changing a Brief
Union Marc Record and the Item and Local Holdings Maintenance screens follow.

Bar Code: Bar code number of item

Class: Defines type of material (such as “adult”, “children”, etc.) used in circulation system
Price: Price of item

Cost: How much library paid for item

Acquired: Where item was acquired

Location: Where item will be found in library

Call 1: Call number

Call 2: Call number

Call 3: Call number

Status: Status of item (such as “on order”)

LRI CEITS

Astamp (“‘auto stamp’’): General description of item (such as “large print,” “movie”, “compact

disk,” or “reference”)
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To add a second copy (item) for a particular record, take the following steps.

1. Atthe Browse the Union Marc by Title, Author, Isbn screen, select the record title
for which you wish to add a copy, such as A Town Like Alice, as shown below (CatLess1-17).

4 |Browse the Union Marc by Title, Authar, Isbn 2] x| |
Barcode Scan
. 0Active s Iol st el l— Create Template

Title IAuthmlIshn |

Search

|Til|e Display AUTHDR 1Ishn Aslamd Puhlii Phys Desc Slﬂ Editdate |Edilnam§ Title # [TITLE -l
An ABC For You And Me Tempest. Margaret 85503 022 4 1948 |paper o 1130 12127 ABC For You
The Appalachian Trail Fisher. Ronald 087044106X 1972 |Hardcover Q 10714799 STAFF 20029 Appalachian
An Inquiry Into the Nature and Smith, Adam 1952 Hardcover Q 10/07/99 STAFF 19943 Inquiry Into |
An Introduction to Picture FramFrank. Vivien 1573353000 1995 Hardcover Q 5/27/99 STAFF 18751  Introduction
East of Eden and the WaywardSteinbeck. John 1952 |Hardback @ 613701 STAFF 17028 of Eden and
The Thiee Billp Goats Gruff  Asbhjonsen, P.C. 0156901501 1985 |Trade a 10/18/99 STAFF 20080 Three Billy G
Call to Arms iffil 0515093491 Paperback q 10989

A Town Like Alice 1564427749 301 Minutes Q  7/15/93 STAFF

‘Wood and Coal 'S auvain, Philip 0808611569 1987 Papegass 0 nHOMG CTire 13cnc t-d--d oo
The 1 Mann_ Carol 0681414553 QELPRLENT | |5 Item and Local Holdings Maintainance
123 'Snapshot 1564585344 1994 |Boarg
10 LB. Penalty Francis, Dick 0339143475 1997 3hrs || 1OwnLikeslice
10 Lb. Penalty Francis, Dick 0399143025 Baicode
10 Minute Guide to Motivating [Cook, Marshall 002861 738X
The 100 Best Small Art Towns Villani, John 1-56261-275
100 Years in Leelanau Littell, Edmund
100 Years in Leelanau Littell, Edmund Tradg
100 Years in Leelanau Littell, Edmund 1965 |Tradg Insert I Close
100 Years in Leelanau Littell, Edmund 1965 Tradg
100 Years in Leelanau Littell, Edmund 1965 [Tradg l—
100+ Super Fig Jokes, Puns, aParenteau, Shirley 0590416561 1961 Papel Dot Aeoess by Barcads
1000 Facts About Space Beasant, Pam 1856978117 1992 |Tradg
1.000 Lowfat Recipes Golson, Tery Blonder |DD28603540 1997 Hards
10.000 Beautiful House Plants [Kramer. Jack 69-12554 1969 [Hard
10,000 Garden Questions. Yol. Dietz.Marjorie J 0-385-0047! 1974 |Hard
10,000 Garden Questions.Yol. i 0-385-0047 1974 Hard
1001 Cookie Recipes 1884822355 1995 Hardlj
1001 Things Everyone Dver 555 chrader. Constance 0385482244 1999 |Tradg
101 Best Resumes Block. Jay A & Betrus. M|D-07-03289; 1997 |softc
L] |
Lib «Barcode Call2
; 1 38751000172548VID TOW
Edit Marc:
™ Pick & From Template ? _—I
Items I Ihsert Marc | Delete Marc | Ezit I

2. Select the Items button from the bottom of the screen. This takes you to the Item and
Local Holdings Maintenance screen (see overlapped screen shot, above).

At this screen, you have two options:

Option 1: Insert a Copy
Option 2: Update a Record
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Option 1 - Insert a Copy

At the Item and Local Holdings Maintenance screen, select the Insert button to go to
the Update Items screen (see CatLess1-18, below).

3 Update Items [ %]
; Date Added
. Barcode: |I 11401 2001
P Type: I—

Call: | calz: | Calz: |

; Price: ID'DD Life ta D ate Circulation ID
| COST: ID'DD “ear to Date Circulation ID

Status:

—
Locatiors |
=

Hacode:
| Record will be Added

There are no rezerves on thiz item.

1 Bemove Fram Catalog | (0] 4 I Cancel I

Now, enter all item information pertinent to this new copy such as bar code, type, call number,
price, etc. Hit the OK button, and an additional copy will be included in the system and attached
to the original MARC record.
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Option 2: Update a Record

To update a record, select the Change button (rather than the Insert button) at the Item and
Local Holdings Maintenance screen (CatLess1-19, below).

3 Item and Local Holdings Maintainance
Town Like Alice

! Barcode Type |Status |Call | Call2 Call3

397510001 72548 NWHS n| D TOW

Ihzert | Change I Cloze |
Direct Access by Barcode I

This also leads to the Update Items screen, but now, the information for the existing item is
displayed and can be changed. Press the OK button and all changes will be automatically saved
(CatLess1-20, below).

3 Update Items E
T — D ate Added
Barcode: | EEREIEEE 74151999
Type: IVHS WideoCassettes
call: [0 | a2 | Calz: [T0W

Price: ISS'99 Life to Date Circulation I'IB
COST: ID'DD “fear to Date Circulation I‘IB

Status: I
Lacation: I

Hacode: IBT Baker &nd T aylor
Record will be Changed

There are no reserves on this item.

1 Bemove From Catalog I u] I Cancel

FINAL NOTE: This is a good time to print spine labels for newly added items. See Lesson 2 for
instructions.

33



NuGen Systems, Inc. Catalog Editor User’s Guide

Lesson 2: Printing Spine Labels

NOTE: Print spine labels only AFTER proofreading and correcting all newly added records. Once
proofreading is finished, close the Browse the Marc Union window.
Step 1: Open Reports Menu

From the main menu bar at the top of the screen (CatLess2-1, below), select the Reports button,
then select Tag Titles from the following pull-down list:

Fie Indexing Bibiography Edit Authoiity  Match Fisto Dt Fiepots fimin  Help

Dema Library

Lib/Net -

Tag Titles

Call Number Report

New Add Report

Item Spine labels report

Check Union Catalog for Authority Links
Review Marc Records by Group

This will bring up a screen titled, Tag Individual Records from the Union Marc
(CatLess2-2, below).

3 Tag Individual Records From the Union Marc by Title, Author. Isbn

. IUActive VI Barcode Scan ;
Exit |

Title |Aulhor||sbn |

Search ||

Title Display AUTHOR Isbn Publij Phys Desc Fixed Leader E ditdate E ditname| Titl «
06814145531992 Hardcover 11/26/05TAUPDA

123 Snapshot 15645853441994 Boardbook nam 22 a4504  3/01/0ISTAFF
10 LB. Penalty Francis, Dick 03991434751997 3huis 9/26/9STAUPDA
10 Lb. Penalty Francis, Dick 03991430251997 Hardback 9/26/9STAUPDS .
10 Minute Guide to Motivating Cook. Marshall 002861738x1997 Trade nam 22 a 4504  G/07/9'STAFF 1
The 100 Best Small Art Towns [Yillani. John 1-56261-2751996 |wrade nam 22  a4504 9/26/MSTAUPDE |
100 Years in Leelanau Littell, Edmund 1965 Trade nam 22 a 4604 10/14/95TAFF 2
100 Years in Leelanau Littell, Edmund Trade nam 22 a 4504 i ¢
100 Years in Leelanau Littell, Edmund 1965 Trade nam 22 a 4504 i 1
100 Years in Leelanau Littell, Edmund 1965 Trade nam 22 a 4504 r? 1
100 Years in Leelanau Littell. Edmund 1965 Trade nam 22 a 4504 r? 1
100+ Super Pig Jokes. Puns. aParenteau. Shirley 05904165611981 Paperback nam 22 a 4504 11/11/795TAFF 2
1000 Facts About Space Beasant, Pam 18569781171992 Trade nam 22 a 4504  3/20/01STAFF 2
1.000 Lowfat Recipes Golson, Terry Blonder  00286035401997 Hardcover nam 22 a 4504 3731 79STAFF 1
10,000 Beautiful House Plants Kramer, Jack 69-12554 (1969 Hardcover 9/26/9STAUPDA !
10,000 Garden Questions, ¥ol. Dietz Marjorie J 0-385-004751974 Hardcover 9/26/9(STAUPDA !
10,000 Garden Questions Yol. |Dietz. Marjori 0-385-004751974 Hardcover 9/26/9STAUPDA !
1001 Cookie Recipes Gillespie. Gregg R 18848223551995 Hardback nam 22 a4504  9/2679STAUPDA |
1001 Things Every Over 555chrader, C: 03854822481999 |Trade nam 22 a4504 6/05/9'5TAFF 1
101 Best Resumes Block, Jay A & Betruz, M0-07-0328931997 |softcover nam 22 a 4504  9/26791STAUPDA |
101 Dalmations Korman, Justine 03070011641988 Hardcover nam 22 a4504  7/19/01M111UPDA 1
101 Essential Tips Caring for Y/Alderton, David 078941077x1996 Trade nam 22 a 4504  3/30/00STAFF 2
101 Games For Boys and Girls |Baltzelll. Maude 1928 Hardcover 9/26/9(STAUPDA !
101 Ghost Jokes Eisenberg. Lisa 05904181141988 Paperback nam 22 a 4504 7 1
101 Grand Avdentures in TraveRusnack, Richard 09322129561997 Paperback nam 22 a 4504  3/04/9'STAFF 1

| Ll

DESC /[ Tag | Untag | Barcode

il . % 796.352 Mann, 3875100

Mann, Carol Process Tags | Prinf=pine

Golf-Anecdotes [5pine Labe: =] Labels

Show Tags | _’I
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Step 2: Select Type of Record for Labeling

At this window, change the box labeled 0 Active to 3 New Add (CatLess2-3, below).

3 Tag Individual Records From the Union Marc by Title, Author, lsbn

. IBNEWAdd v[ Bacode Sean [

Title |.&uthor||sbn 1
Searu:h:l

NOTE: Spine labels can be printed for active, on loan, and weeded books as well. Simply use the
window referred to above to choose a different item status from this list:

0 Active

1 On Loan

2 Weeded

3 New Add

Step 3: Show Tags

Click on the Show Tags button (CatLess2-4, below) at the bottom of the window.

DESC | Tag |  Untaa| Call2 [Barcode

% T Ferna 3875100
Process Tags I Fiinf = pine

ISpine Labels vI Labels
Show Tags I [« | 2

e—
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At this point, if NO titles appear in the Browse Record Types window (such as shown in
CatLess2-5, below), click on the Close button and continue to Step 4.

3 Browse Record Types HE
ISpine Labelz LI 5 Clase | Remove Al Entries I Edit Marz |
Loc: Tille Loc : &uthor |
KN |

Sroblem
] | I3
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If titles DO APPEAR in this window, they probably were left over from a previous label print
session. As such, it is necessary to click on the Remove All Entries button (see CatLess2-6,
below) so that you can start fresh with your own label printing session.

5 Tag Individual Records From the Union Marc by Title, Author, Isbn

[ ] 3Newhdd 7| BacodeSean[ |
Ezit |

Title |Author||sbﬂ I

Search:|

Title Di TAIITHNR Tishn T Publid Phus Dese [Fixed | aade

3 Browse Record Types A
100G a 4504 11/02/05TAFF 2
B9E Silly ISp\ne Labelz < s Cloze | Remaove Al Entries Edit Marc | a 4504  2/26/D1STAFF 2
About bit — a4b04  3/03/01PAT 2
Agatha [ e a 4504 10/30/05TAFF 2
Agriculty| | — - A= a 4504  2719/0°STAFF 2
Ahoy the [l . a 4504 9721701111 2
Alaska H  [10LB. Penaly Francie, Dick a 4504  111/9GTAFF 1
Alexande |11 Hamowhouse Browne, Gerald & ad504 9724201111 2
Americar |1 9.000 Garden Questions Vol 1 Dictz, Marjanie a4504  2723/0°STAFF 2
An Ameri |10.000 Garden Questions, Vol 2 Dietz Marjorie J a 4504  2/20/00PAT 2
Anastasi |10.000 Beautiful House Plants Kramer, Jack 24504 9724701111 2
The Art« |11 Games For Boys and Girs Baltzell, Maude 24504  9/22/0(STAFF >
The Ave  |1066 the Year of the Conquest Hawarth, David a4504 11/16/0STAFF 2—'
The Ave  |1001 Cockie Recipes Gillespie, Greag R a4504 2/19/015TAFF 2
Babes in |17 Best Resumes Block, Jap & & Betrus, Michael a 4504 3703/0PAT >
Babes in |11 Hamowhouse Browne, Gerald & a 4504 3/03/07PAT 2
The bab; a 4604  2/23/01STAFF 2
The babi| |2 | Ol=| | 34504 22300°5TAFE 2
Back Pa a 4504  2/19/D1STAFF 2
Backcou |Zrablem a 4504  2/2301STAFF 2
Beautiful a 4504  2/16/D1STAFF 2
The beel a 4504 10/10/0PAT 2
Beulah F a 4504  2720/01PAT 2
Bible ba: || | ol a4b04  2/22/01PAT 2

| A
DESC | Tag | Untag | Barcode

Fema 3875100

Process Tags | Prin%ine
Label
ISpime Labels = g

0]

Show Tags I
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A small window containing the number of entries removed will appear (see CatLess2-7, below).
Click on OK, then Close, and the Tag Individual Records . . . window will reappear.

4 Browsze Record Types 2 = .
ISpine Labels LI 5 Cloze | Hemovef-‘«llEnhiesI Edit Marc |

Loc: Title

107 Things For Kids To Da
10 LE. Penalty

11 Harrowhouze

10,000 Garden Questions Vol 1 ;
10,000 Garden Questions, Waol. 2 _ J
10,000 Beautifiul House Plants 44 Enlries Removed
101 Games For Boys and Girls e
1066 the Year of the Conguest id
1001 Cookie Recipes I T ho A

101 Best Resumes Betruz, Michael

Loc ; Author -

11 Harrowhouse Id &

hd
“rablem
o | ~
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Step 4: Tag Entries

Now, start “tagging” entries by highlighting each one that you wish to label. Do this by clicking
on the Tag button. The system automatically will move down to the next record. Tagged entries

Catalog Editor User’s Guide

will look like those below (see titles with “X” next to them in CatLess2-8, below).

3 Tag Individual Records From the Union Marc by Title, Author, Isbn

[ ] 3Hewadd v Barcods Soan |

Title: IAulhmlIshn I
Search

Exit

Beautiful Wildflowers Ito_Nanae 968 Hardcover nam 22 a 4504 2HB/DISTAFF
The beet fields : a sizteenth suPaulsen, Gary 0385326475 %, 160 p. ;22 cm. nam 22 a 4504 10/10/0PAT
Beulah Hill 7 William HeffernanHeffernan, William 06848622631, 301 p. :24 cm. nam 22 a 4504  2720/01PAT
Bible basics : a study manual : Heaster. Duncan 18745080031994 386 p. :ill. ;21 cm. nam 22 a 4504  2/22/01PAT
The Bird Book Winship. Florence Sarah) 1971 |Trade nam 22 a 4504 3MGMISTAFF
Birds of prey : a novel of suspelance, Judith A 0380974071 390 p. ;25 cm. nam 22 a 4504 2727 /0PAT
Blessing in disguise # by L lling, Lauraine 076422090X1999 298 p. ;22 cm. nam 22  a 4504 2/15/01PAT

Blue Ridge National Parkway. 1000 Piece Puzzle nam 22 a 4504  B/31/9'5TAFF
The Bohemian murders : a FrenDay, Dianne 03854792391997 240 p. :map ;25 cm. nam 22 a 4504  2/23/01STAFF
Bombers over Japan f by KeithjwWheeler, Keith 0809434271982 208 p. :ill. (some col.) :29 7I28/0(STAFF
Bone house : a novel / Betsy :{Tubin, Betsy 07432019651. 219 p. ;22 cm. nam 22 a 4504  2/20/01PAT
The bonesetter's daughter 7 AnTan, Amy 03991464311 p. cm. nam 22 a 4504  2720/01PAT

AUTHOR Isbn Publi{ Phys Desc Fixed Leader [Editdate Editname[ Titl

Agricultural Fairs in America  Avery.Julia A ED 09443111722000 Trade nam 22 a 4504  2/19/D1STAFF 2
Alaska History Ducker. James 008906149 Trade nam 22 a 4504  1711/955TAFF 1
American regional rooms - a nelAdams, Michael Henry |079245541X1992 144 p. :col. ill. ;30 cm. nam 22 a 4504  2/23/01STAFF 2
An American requiem : God. myCaroll. James 0395779261996 279 p.. [B] p. of plates :ill. nam 22 a 4504  2/720/01PAT 2
The Art of growing older : write| 06717819281992 349 p. nam 22 a 4504 9722/0(STAFF 2
The Avenger Cooper. Louise 05532911141992 paperback nam 22 a 4504 11/16/0STAFF 2
The Averger 1962 |95 min nam 22 a 4504 2M9/01STAFF 2
Babes in Toyland [1986 film] B 15625510001991 1 videocassette (36 min.): nam 22 a 4504  3703/01PAT 2
Babes in Toyland [1986 film] B 15625510001991 1 videocassette (36 min.) : nam 22 a 4504  3703/01PAT 2
The baby bet - his secret son /Pickart, Joan Elliott 0373484097 296 p. :17 em. nam 22 a 4504  2/23/D15TAFF 2
The babyp bet - his secret son /|Pickart, Joan Elliott 0373484097 296 p. ;17 cm. nam 22 a 4504  2/23/01STAFF 2
Back Pain Relief heeler_ Keith 1571670556 nam 22 a 4504 21 9/01STAFF 2
Backcountry ran Pearl. Norton 096412503X1994 xvi, 264 p.:ill. . maps :22 x __nam 22 a 4504 2/23/01STAFF

E I N N = I R =5 ) 1 T R T
4

DESC

zg | Unlag |

53 Tags Prin%pme
Label

Authority Er - fiand

{H

Step 5: Select Label Type to be Printed

Show Tags I d

Lee 3875100

i

Next, from the box found at the bottom of the Tag Individual Records . . . screen (see
CatLess2-9, below), select the correct type of label to be printed from this list:

Spine Labels
Export Marc
Hot Titles

Authority Er

DESC 1 Tag | Untag |

F‘rin%pina

Labels

Show Tags | Lt

Avery 3875100

B

Spine Labels is the proper choice.

NOTE: Although there are three other types of labels provided as a choice, Export Marc, Hot Title, and

Authority Er are currently not implemented.

39




NuGen Systems, Inc.

Step 6: Process Tags

Once each item has been tagged and the type of label has been selected, click onto the Process
Tags button (CatLess2-8, below) and a window showing how many records were tagged will

appear. Click on the OK button in that tiny window.

Author, Ishn

[ ] 3Hewadd v Barcods Soan |

Title: IAulhmlIshn I

Exit

Search
AUTHOR Isbn Publi{ Phys Desc Fixed Leader [Editdate Editname[ Titl
irs in America  Avery Julia A ED 0944311172 Trade 2
Alaska History Ducker. James 008906149 Trade
American regional rooms - a nelAdams. Michael Henry 079245541 144 p_ :col. ill. ;30 em.
An American requiem : God. myCaroll. James 03957 7926% 279 p.. [8] p. of plates :ill.
The Art of growing older : write| 0671781924 349 p.
The Avenger Cooper. Louise 0553291114 paperback
The Averger 95 min

Babes in Toyland [1986 film] B
Babes in Toyland [1986 film] B
The baby bet - his secret son /Pickart, Joan Elli
The baby bet : his secret son
Back Pain Relief

rang

heeler_ Keith
er in Glacier IPearl. Norton
Beautiful Wildflowers Ito_Nanae
The beet fields : a sizxteenth suPaulsen. Gary

r iam Heffernan Heffernan, William
Bible basics : a study manual : Heaster. Duncan
The Bird Book Winship. Florence Sarah)

y
Blue Ridge National Parkway.

Bombers over Japan f by KeithjwWheeler, Keith
Bone house : a novel / Betsy TTobin. Betsy
The bonesetter's daughter 7 AnTan, Amy

1562551000
1562551000
0373484097
Pickart, Joan Elliott 0373484097
1571670556
09641250:%1994

0385326475
06848622631,
18745080031994

Birds of prey : a novel of suspelance. Judith A 03809740
Blessing in disguise # by L lling. Lauraine 076422090%1999

The Bohemian murders : a FrenDay, Dianne 038547923

1 videocassette (96 min.) :
1 videocassette [96 min.] :
296 p. ;17 cm.

296 p. ;17 cm.

Trade

Hardcover
%, 160 p. ;22 cm.
301 p. ;
386 p. :
Trade

390 p. ;25 cm.

298 p. ;22 cm.

1000 Piece Puzzle

240 p. :map ;25 cm.
[some col) :29
cm.

DESC 1 [ Ta 1 lntag
I Process Tags Prin%pme
| e — | Labels
LT -
Shaow Tags I

CatLess2-10:
I |

11 Entriez Added To Tag File

Lee 3875100

i
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Catalog Editor User’s Guide

NOTE: At this point, as a system of checks and balances, a user can select the Show Tags button to call up

the Browse Record Types screen to confirm which titles have been selected for spine labels (CatLess2-

11).

3 Browsze Record Types

ISpineLabeIs j 3 Cloze |

Remave Al Entries Edit Marc |

Loc: Title

The Art of growing alder : writers on living and aging / zel
The Avenger

The Averger

B ack Pain Relisf

1 American requiemn : God, my Father and the war that came b
I nesican regional rooms © a new perspective on traditional d
The babw bet ; his zecret zon / Joan Elliott Pickart.

The babw bet ; his zecret zon / Joan Elliott Pickart.

Eabes in Toyland [1336 film] B avarian Atelier GmbH : the Fin
Eabes it Toyland [1936 film] B avarian Atelier GrbH : the Fin

Loc : Author L

Cooper, Louize

heeler, Keith
Carroll, James
wdars, Michasl Henyg
Fickart, Joan Elliott
Fickart, Joan Elliott

“rablem

KNS

Step 7: Prepare to Print

Exit out of the Browse Record Types screen to continue on by clicking on the X or “exit”
button next to the ? button in the very upper right corner of the screen (see CatLess2-11 again,

above).
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Step 8: Preview Print Report

Continuing on, click on the button labeled, Print Spine Labels (CatLess12, below).

Tag Untag |
Process Tags I F'rin%pine
Label
ISpine Labels vl i

A Report Preview window (CatLess2-13, below) appears, showing how the label sheets will
look, once printed.

Report Preview

File Yiew Zoom

%E gl Fage: m ACross: ﬂ Diovwen: m

Rdin] ovs o
E17.5 az21 T4T7 FIC
#WE Whizel CARRO Adams Ficka BABES

You are now ready to print the labels.

NOTE: Remember, each sheet of label stock has 64 labels. Load label stock face down in the paper tray
of the printer and be certain that the printer is turned “On”. To determine how many pages of label stock
are needed, click on the “up” arrow in the Page window (CatLess2-11, below). Click until the final page
is reached and that will indicate how many pages there are.
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Step 9: Print Labels

Double-click on the printer icon in the upper left corner of the screen and the labels will begin to
print (CatLess2-13 again, below).

Report Preview

File Yiew Zoom

ﬂﬂ gl Fage: m ACross: ﬂ Diovwen: m

IO ovs IO
E17.5 921 747 FIC
AVE Whesl  CARRO  Adams  Picka BABES
Helpful Hints

Be careful not to smudge the labels as they come out from the printer because they are wet for a
moment before the ink sets. Allow them to air dry a few moments before using them. The
program will automatically return to the window where the records will be tagged once printing
is finished. This is a safety mechanism that makes it difficult for users to accidentally reprint the
same labels.

If it is necessary to reprint labels for some reason, then repeat Step 2 above, and tag only those
records that need to be reprinted.

If you haven’t done so yet, commit any new-adds to the database. See Lesson 1 for instructions.

Step 10: Close Window

Close the window titled, Tag Individual Records from the Union Marc. ..
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Lesson 3: How to Edit a Union MARC Entry

Note: There are two methods for editing an existing MARC entry - the QuickMarc method and the
ExpertMarc method. To review the different features and reasons to use each method, re-read the section
titled “ Adding or Changing a Brief MARC Entry Versus Editing a MARC Entry in “Expert” mode found
in the “Introduction” chapter of this guide.

Introduction

Once a MARC record has been created using the method described in Lesson 1, a user can
continue to edit that record with the brief, form-based MARC record editor, which should be
sufficient for most general MARC record data entry. The brief MARC record entry form is
designed to enable a user to enter MARC records with a minimal amount of training and should
suffice for most materials. Once a record is entered using the quick-form method, it might not be
necessary to revisit that record again. However, if a record requires further detail, description,
additional names, or subjects, the “Expert” or “List” editor can be used. Although the “Expert”
editing feature is powerful, it is easy to use, but remember, once a record has been edited in
“Expert” mode, it can no longer be displayed in a “QuickMarc” format, even if it was originally
created using the “Quick” MARC form.

Catedit Screens

This MARC entry editorial section concerns the following Catedit functions and screens:
Browse the Union Marc by Title, Author, or Isbn

Changing a Brief Union MARC Record

Marc Edit, better known as “ExpertMarc” or the “Expert” editor
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The Browse the Union Marc by Title, Author, or Isbn screen is used to search for and
select entries already in the database. Go to this screen (CatLess3-1, below) by selecting the icon

(CatLess3-2, below) that looks like a book or a page of text at the top of the Lib/Net system

entry screen of the Catalog Editor program.

3 Browse the Union Marc by Title, Author, lsbn

Title |Auth0|||sbn I

ID Active = l

Barcode Scan

G'Q("'EI—

Catalog Editor User’s Guide

Search:l

|Tille Display AUTHOR Isbn Astamp| Publij Phys Desc Sty Editdate «
A Walk Through The Fire Muller, Marcia 1999 |Lease. Audio Q /7

A Woman Named Damaris Oke. Janette 1556617225 1991 |Trade a  9/26/9
Aaron's Shirt Gould. Deborah 0027363511 1989 Hardcover a  9/26/9
Abaddon Larson, Bob 0840777965 1993 |Trade A  9/26/9
Abbott and Costello Show 1978 |50 min 3 9/26/91
ABC / Ann Geddes. Geddes. Anne 1559120053 1995 {1 v. [unpaged] : col ill. ; ZE 5A7/0
ABC & Counting Rhymes wonderbooks 0843132647 Hardcover a 141781
ABC Gol Collier's Junior Classics 1962 Hardcover a 12/21/9
The AB.C. Murders Christie. Agatha 0671553623 1970 |Paperback ] 9!28!9:_|
The ABC's Of Goldfish Teitler. Neal 0866227636 1986 Hardcover a 352270
The ABC's of Managing your M|Pond. Jonathan D. CPA (1884383004 1993 |Trade 3 9426491
ABC's of Hature Readers Digest 0895771691 1984 Hardcover q  9/26/9
ABC's of the Human Body FReader's Digest 089577220 1987 Hardcover Q1273049
The ABC's of ¥ictorian Antique DImperio. Dan 0396069258 1974 Hardcover 3 942649
The Abduction Grippando, James 0061097489 1998 Paperback q  3119/9
Abe Lincoln of Pigeon Creek  Wilson, William Hardcover 0 9/26/91
Abe Lincon's Hat B M artha Trade ) /7

™ Pick & From Template 7

Items | Inzert Marc

Lib (Barcode

Edit Marc |

Delete Marc | E xit I

Call2 |

1 38751000094429)

Brenn

A brief description of each entry on this screen follows. Become familiar with this screen,

because it probably is accessed more often than any other screen in the CatEdit program.

Options box labeled, “0 Active’’: Pulls down to reveal options “1 On Loan,” “2 Weeded,” “3

New Add”

*Q ¢E: “Editor” option: Change from “Q” for “quick-edit” mode to “E” for “expert” edit

mode.

Barcode Scan: Locates a Marc record through one of its associated copies (barcodes).

Used in conjunction with the Search button are these tabs:
Title: Choose a record from a list of records by title.

Author: Choose a record from a list of authors.

Isbn: Choose a record from a list of ISBN numbers.
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Search: Searches the database for a typed in title, author, or ISBN number.

Edit Marc: Edit a selected entry.

Box with Lib, Barcode, and Call #: Self-explanatory entries.

Items: Stands for the “Items and local holding maintenance” authority screen.
Insert Marc: Inserts a new record.

Delete Marc: Deletes a record.

Exit: Exits an editorial session.
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How to Change a Brief Union MARC Record Using the Expert Editor

NOTE: For a more in-depth refresher about how to add or change a brief MARC entry versus editing a
MARC Entry in “Expert” mode, refer to Lesson 1 in this guide, “How to Add a Union MARC Record.”

To edit a brief MARC record in “quick edit” mode, follow these steps.

Step 1: Select Entry/Title
Step 2: Edit Entry by Using Quick Form
Step 3: Update the Record

Step 1: Select Entry/Title

At the Browse the Union Marc by Title, Author, Isbn screen, select the entry or title
that you wish to edit by placing the cursor on that item. As an example, How To Speak French
by Garneau, Hector, L.L.B. has been selected (highlighted in dark blue — see CatLess3-3, below).

3 Browse the Union Marc by Title, Author, Isbn [2]x]

. Barcads Soan
[ ] Dective  ¥| q — Cieats Templats

Tide |author | 1sbn |
Search: How Ta Speak French By Gameau, Hector LLB

[AUTHOR
0

[Astamg]

1] 3

How to Stencil and Decorate FRichardson. Nancy Hardcover 7] How to Stenc

How to Stop The One You Lov 0792137464 1987 |56 mins Qf 9/26/98 STAUPDZA 2019 How to Stop ~

How to Survive Hearing Loss Himber, Charlotte 0816157324 1983 |Trade Qf 1/27/99 STAFF 16248 How to Surviy

in Suburbia WHD avis. Gwen 0671224042 Hardcover Qf 9/26/98 STAUPDA 5223 How to Surviv

OF A [Colgrove, Melba 055334420 1976 |Trade Qf 9/26/98 STAUPD# 4308 How To Survi

Feber. Adele 0380570009 1980 |Trade af /7 5894 Howto Talk s

Faber, Adele & Mazlish, | 038057000 1980 |Paperback ay /7 7054 How to Talk s

How to Talk to Your Child AbolEyre 0307440729 Qf 12/03/98 STAFF 13883 How to Talk t

How To Talk With Practically #walters, Barbara 1970 Hardcover [*] I 7241 How To Tak

How to Tell if Your Parents are|Phillips. Louis 0380773872 1994 |Trade af 7/ 10412 How to Tell if

How To Use d Hubbard. L Ron 0884047857 1992 A 9/26/98 STAUPDA 1900 How To Usel

How to Watch Barton, Roger 556146 1955 Hardcover Qf 9/26/98 STAUPDA 5041 How to Watcl
How to Win as a Stepfamily  Visher, Ph.D.. Emily B. 0876306490 1982 |Trade Q) 6/12/99 STAFF 18940 How to Win :_I

How to Win Motorcross Bailey. Gary & Shipman, 0912656166 1974 |Paperback Qf 9/26/98 STAUPDA 5504 How to Win

How to Work With Concrete anHuff, Darrell 1968 |Trade A 1/18/99 STAFF 15889 How to Work

How to Wiite Better Book RepcRyan, Elizabeth A 0816724538 1992 |Trade ay /7 12277 How to White

How to Write Better Book RepcRyan. Elizabeth A 0816724594 1992 |Trade [*] I 12278 How to Wiite

How to Wiite Better Book RepcRyan, Elizabeth 0816724594 1992 |Trade af 7/ 12279 How to Wite

How to Wiite Your Own Life StDaniel, Lois 1556523181 1997 |Trade A 5/20/99 STAFF 18580 How to White

How Tough was a TyrannosaurSereno, Paul C. 0448191164 1989 |Trade Qf 2/27/99 STAFF 17336 How Tough w

Howards End 0 8001 244 1993 |143min Qf 9/26/98 STAUPDA 632 Howards End

How-To Landscaping Projects Time-Life Books 07835489672 1999 |Trade Qf 3/20/00 STAFF 21016 HowTo Lands

Hoyle's Rules of Games Morehead, Albert 1954 |Paperback ay /7 76581 Hoyles Rules

Hoyle's Rules of Games SecomHoyle's -451163095 1983 |Paperback af /7 7580 Hoyles Rules

Huckleberry Fiend Smith, Julie 044540696 1985 |Paperback Q) 12/21/798 STAFF 14995 Hucklebeny F

Hudson River Bracketed Wharton, Edith 1962 |Paperback Qf 1/28/99 STAFF 16386 Hudson River

Hugger mugger / Robert B. PaParker. Robert B 0399145877 307 p. ;. 24 cm. EJ 5/05/00 PATUPD# 21268 Hugger mugg
| L~

Lib «Barcode Call2
1 38751000180251 448 Garne
Edit Marc:
™ Pick A From Template ? _—I

Items Insert Mare | DekteMarc | Edi |

NOTE: Notice that in the Status or St column all the way to the right of this title, the letter Q has been
entered by the system, which indicates that this record has been edited in “QuickEdit” mode and is in the
“quick” format. “E” means that the record is in the “Expert” format.
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Before proceeding, remember to make certain that the circle next to the Q (which is the default
setting) at the top of the screen (Q for “Quick Edit”, CatLess3-10, below) is already highlighted
or darkened. If it is not, then the entry can only be edited in “Expert” mode (CatLess3-4, below).

Examples: “Quick Edit” mode or QuickMarc = eQ ©oE
“Expert Edit” mode or ExpertMarc = 0Q oE

3 Browse the Union Marc by Title, Author, Isbn

- Barcode Scan
. IDﬁl‘-.ctwe 'I = 0CE I—

Title |Authorll$hn |
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Step 2: Edit Entry by Using Quick Form
Select the Edit Marc button (CatLess3-15, below) at the bottom of the screen and it will take you

to the screen titled Changing a Brief Union MARC Record (CatLess3-6), which
provides the quick form on which changes can be made.

Edit Marc |

# Changing a Brief Union Marc Record M= E
Brief Marc Form |Fixed Data |
Title Dizplay: | [ eak French Indicatar 2: I_ Le:
AUTHOR: IGameau,Hectol LLB. ill- Hold l1sbr | |
Place of Pubr | Frenouf Publishing Company Publisher:| Ediion]
Publizh D ate: |154B Phys Desc: IPape[baCk
Nate | [~ Hold Nate
Subject 1 IFrench language i’ ™ Haold1
Subject 2 | 21 Hod2
Nal?we I EI ™ Hold Marme:
Series | EI ™ Hold Series
Biar Code [ 3575100071 80251 Adult Dianation
Class [4DULT Price[0.00 Dost; | 0.00 Acquired IDDN
Location | Call1 | Call2 [445 Call3|Game 0K
Statusz | !—‘«stamp:l— Cancel |

NOTE: For guidance in making changes using the form shown above, consult the “QuickMarc List of
Commonly Used Variable Field Tags” that follows.
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QuickMarc List of Commonly Used Variable Field Tags

The list below describes commonly used tags and subfields and indicates what they mean within
the system. Use this list as a guide to the tags and subfields that can be used in a MARC record.

Tag 020, Subfield a (Quickmarc “Isbn”): Used to describe the ISBN number of the material.
Can be searched via the Isbn button. Hyphens and spaces are not necessary when inputting this
number.

Tag 100, Subfield a (Quickmarc “Author”): Used to describe the main author of the material
and can be searched via the Author and Keyword buttons in OPAC.

Tag 245, Subfield a (Quickmarc “Title”’): Used to describe the main title of the material. Can
be searched via the Title and Keyword buttons in OPAC.

NOTE: Tag 245 - Title statement, Subfield a Title, is nearly always used to describe the main title of an
item, but Subfield c Statement of responsibility, is not used often.

NOTE: Subfield a is understood by most MARC systems. This is why it is not often provided unless it is
repeatable within a given field.

Tag 260, Subfield a (Quickmarc “Publisher’”): Used to describe the name of the publisher.

Tag 260, Subfield b Quickmarc “Place of Pub’’): Used to describe the place of the
publication.

Tag 260, Subfield ¢ (Quickmarc “Year”): Used to describe the publication date in the form of
a four-digit year, such as 1999.

Tag 300, Subfield a (Quickmarc “Physical Description’): Used to describe the physical
attributes of the material, such as number of pages.

Tag 490, Subfield a (Quickmarc ‘““Series”): Used to describe a series in which the material
belongs. Can be searched via the Serial and Keyword buttons in OPAC.

Tag 500, Subfield a (Quickmarc “General Note”): Used to describe, in summary, what the
material is about. Can be searched via the Keyword button in OPAC.

Tag 650, Subfield a (Quickmarc “Subject”): Used to describe a main subject-added entry of
the material. Can be searched via the Subject and Keyword buttons in OPAC.
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Tag 700, Subfield a: Used to describe an additional person’s name associated with the work,
such as an illustrator or joint author. Can be searched via the Author and the Keyword buttons in
OPAC. When the tags are highlighted green in the catalog editor program, they have been fully
qualified in the Authority Control system. This makes them searchable in the OPAC via the
“Author”, “Subject”, or “Series” fields, and their corresponding lists.

NOTE REGARDING AUTHORITY CONTROL: See Lesson 4: Authority Maintenance for an
explanation about how “Authority” lists are employed in this program.

Tag 852 (Location): Contains the information necessary for locating an item which may be
placed in a bibliographic record to show “copy specific” information A bibliographic records
has one 852 tag per each copy of the item owned by the library. Subfields are:

a Location

b Sublocation/Collection

k Call number prefix

h Classification part or entire call number
i Item part of call number

m Call number suffix

t Copy number

p Barcode number

9 Purchase price

Step 3: Update the Record

Once all changes have been made, click on the OK button on the lower right hand side of the
screen so that the system will update the record.

NOTE: When simply view a record, do not select OK to update the record, select Cancel instead to
ensure that the record is not changed in any way and to avoid having to re-index or re-enter the record.
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Expert Marc

The “Marc Edit” or ExpertMarc screen (CatLess3-5) is used to edit records that require more
detail and description than those entered using QuickMarc. The screen below (CatLess3-7)

shows the same record discussed previously for the book, How to Speak French, in the list-
based, ExpertMarc record editor.

+* Marc Edit =] &3
Auto Stamp: I 1335 1334 Leader Info
. Valid Subfields for Tag
Status: I o .
Marc Title Changing l_ 1 No Subfields

Tag |1 |2 | Description

001 LBM200630
nos 20000524163238.00
nog QNAM o
100 DaGarneau, Hector LLB.O
P45 DaHow To Speak FrenchO | |
(260 DaR if Publishing Ci Oc19460
(300 OaPaperbackO
650 DaFrench languaged
049 Oi38751000180251 0aADULT Dd448 DeGarne OF OhDOND
EN 2l
Insert Tag | Change Tag| Delete Tag | [™ Auto Add On MI
= ¥ Change Text On
Index: InLine On |

Commit Search Authority | Close |

A brief description of each button, box, and entry on the Marc Edit screen follows.

Auto Stamp (“Astamp’’): General description of item, such as a cassette book, a picture, or a
CD-Rom.

Other examples include:
CB = Cassette book
CD = Compact disk
DVD = Digital video disk
DVS = Described video
GEN = Genealogy
LP = Large print
LVD = Laser video disk
PAM = Pamphlet
REF = Reference



NuGen Systems, Inc. Catalog Editor User’s Guide

Status: Status of item — whether it is on order, shelved, etc. Other examples include:
A = Additional copy on order
TEMP = Temporary I.L.L. Record
N = New and On Order
OP = Out of Print and Not Available
S = Copy in Storage

Tag: Column for tag numbers associated with item.

1: Indicator 1 — Indicators are different, depending on the corresponding tag, such as:
Tag 245
Indicator 1 Title

2: Indicator 2 -- Indicators are different, depending on the corresponding tag, such as:
Tag 245
Indicator 2 Nonfiling characters

Marc Record Description: Column containing the data that corresponds with the Tags and
Indicators (if any) in the preceding columns.

Insert Tag: Inserts a new tag.
Change Tag: Changes field information within an existing tag number.
Delete Tag: Deletes a tag.

Change Text On (or off): Associated with “authority” list maintenance and the Check
Authority button -- if this option is checked when an authority subject or name is selected from
the Authority list, the Authority text will update automatically within the MARC tag by
including the newly changed text.

NOTE: Be cautious when changing text. Follow the authority guidelines established by your library and
avoid “cluttering” the system with unnecessary changes.

Check Authority: Checks all “Authority”’-controlled tags in the record against the “Authority”
list. If not found, the tag displays red. If found, it displays green.

Auto Add On (or off): Associated with “Authority” list maintenance — if this option is checked,
all “Authority” tags will be added automatically to the “Authority” list, if they are not found first.

NOTE: Be careful when the Auto Add option is “on” because the program does not prompt you to first

review and correct any new “Authority” entry. As such, a carelessly or a ridiculously similar or
redundant entry (such as Second World War and World War II) could be allowed into the system.

Inline On (or off): Associated with the Change tag button -- enables or disables inline editing
(changing data within each line in the list).
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Commit: Commits a newly added record or a changed record to the database and to “active”
status, making it searchable by users.

Search Authority: Searches and opens “Authority” list for highlighted tag.

Close: Close the screen.
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Tags, Subfields, and the ‘“Expert Edit”” Functions

For an idea of how tags and subfields appear in the MARC database, following is an example of
an actual MARC record for the book 101 Dalmations that has been retrieved into the Marc
Edit screen (see CatLess3-8, below) using the Catalog Editor software program.

.~ Marc Edit =] B3
ALto Stamp: || Leader Info Valid Subfields for Tag

Status: I— 1 Mo Subfields
. Marc Title Changing I

Tag [1 |2 |Description
LBM156530

L] | 1

1 Indicator

2 Indicators

OahA Little Golden BookO

1 I YI
Insert Tag | Change Tag| Delete Tag | [" Auto Add On  Check Authority

¥ Change Text On

Index: InLine On |

Commit Search Authority Close |

A Closer Look -- Sample MARC Record for 101 Dalmations

Variable Control Field Tag Description

Control Number 001 LBM 15653

Date and Time of Latest Transaction 005 19990113130209.0
Fixed-Length Data Elements Field 008 FIXEDLENGTHDATAELEMENT
International Standard Book Number or ISBN020  £0a0307001164

Main Entry — Personal Name (Author) 100 oaKorman, Justine

Title Statement 245  DalOl Dalmations

Publication, Distribution, etc. (Imprint) 260 oOcl988

Physical Description 300 oaHardcover

Series Statement 490 oaA Little Golden Book

Local Information 949i38751000149389oalobJoeKormanflo
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Steps for Editing a Marc Entry in “Expert” Mode

NOTE: Once a record has been changed using the “Expert” editor, the “Quick” Marc list entry screen can
never be accessed or used again on that particular entry. The “Expert” editor option elevates an entry
made through the “Quick” Marc method to a new editorial level within the database.

Step 1: Select the Edit Marc Bibliography icon again (CatLess3-9, below).

At the top of the Lib/Net screen, select the button shown above to access the Browse the
Union Marc by Title, Author, or Isbn screen (CatLess3-10, below).

3 Browse the Union Marc by Title, Author, Isbn
- Barcode Scan

. IDActlve 'l = OCIE I—

Title |Aulh0r| Isbn I

Search:||

n ']

The Appalachian Trail Fizher, Ronald 087044106x 1972 Hardcover Q 1041479
An Inquiry Into the Mature and [Smith, Adam 1952 Hardcover a 10/07/3
An Introduction to Picture FramFrank. ¥ivien 1573353000 1995 Hardcover Q52779
East of Eden and the WapwardSteinbeck, John 1952 Hardback 0 64370
The Three Billy Goats Gruff | Asbjornsen, P.C. 0156901501 1985 |Trade Qa 10/18/9
Call to Arms Griffin, W.E_B 0515093491 1987 |Paperback | I
A Town Like Alice 1564427749 1997 301 Minutes q 7159
Wood and Coal Sauvain, Philip 0808611569 1987 |Paperback Q3184
The 1 Mann, Carol 068141455 1992 Hardcover a  9/26/91
123 Snapshot 1564585344 1994 Boardbook q  3/01/01
10 LB. Penalty Francis. Dick 0399143475 1997 3hrs a  9/26/9
10 Lb. Penalty Francis. Dick 0399143025 1997 Hardback Q  9/26/9
10 Minute Guide to Motivating [Cook. Marshall 002861738+ 1997 [Trade Q607
The 100 Best Small Art Towns ¥illani, John 1-56261-275 1996 |trade a  9/26/91
100 Years in Leelanau Littell. Edmund 1965 |Trade q 10/14/9
100 Years in Leelanau Littell. Edmund Trade a /7

4 I I 13 I VI

Lib 1Barcode Call2 |
Edit Marc
™ Pick & From Template ? —I
ltems | Inzert Marc | Delete Marc | E it I
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Step 2: Highlight the record (CatLess3-11).

Highlight a record that was entered using the form method. On the screen shown below, the
book “L” is for Lawless by Sue Grafton has been highlighted.

3 Browse the Union Marc by Title, Author, |sbn EHE

- Barcode Scan
. IDActlve 'l & QCE I— Create Templatel

Title |Auth0r||sbn I

Search:l
| Title Display AUTHOR [1sbn |Aslamd Puhllj Phys Desc |Slj Editdate « |
L. A. dead / Stuart Woods. Woods. Stuart 338 p. ;24 cm. 14 l]J'l]
"L" is for Lawless L | l Hardcover
1]
5,
Lah Coat Girl & the Amazing BePalatini, Margie 078681 348 1999 Tlade q 1241459
The labors of Hercules / AgathChristie, Agatha 0425067 85: 1984 263 p. [17 cm. A 1252270
Labrava Leonard. Elmore 038006923 1983 Paperback [ I _I
Lacey Hess. Norah 084393941 1996 Paperback o /7
Lacy Palmer. Dianna 080410790, 1991 Paper q 1112/9
Ladder OF Years Tyler. Anne 067944155 1995 Hardcover Q972679
Laddie Stratton-Porter. Gene 1913 Hardback a  9/26/9
The ladies of Covmglon send L] Medllcull Joan A 03122532 326 p. ;24 cm. A 5726701
The Ladies of k McCul . Colleen 1987 Hardcover a8  9/26/9
Ladies of the Lakes Clary. James 1981 Hardcover Q7
Ladies Who Lunch Reed. Ann 06841505 1972 (Trade a 123179
N ol=l
Lib 1Barcode Call2 |
: 1 38751000115380 MYS Graft
Edit Marc
™ Pick & From Template 7 —I
Items | Insert Marc | Delete Marc | Exit I
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Step 3: Change the “Expert” editor option.

At the top of the screen, change the “editor” option from Q (for “Quick” edit) to E (for
“Expert”edit) by selecting the radio button next to E (CatLess3-12).

3 Browse the Union Marc by Title, Author, Isbn EHE
- Barcode Scan
. ID Active - l I— Create Template |
Title |Auth0r| Isbn I
Search:|
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Step 4: Select the Edit Marc button.

Catalog Editor User’s Guide

At the bottom of the screen, select the Edit Marc button (CatLess3-13, below). This will cause
the MARC record to be displayed on the Mare Edit screen (CatLess3-14, below).

Edit Marc |

™ Pick & From Template 7

Items | lnsertMarcl Delete arc:l Exit

Lib (Barcode
1 38751000115380

Call2 |
MY5 Graft

3 Browse the Union Marc by Title, Author, |sbn

. ID Active = I

Barcode Scan

Create Template |

«* Marc Edit

A+ E
Title: |Author||sbn I
Search:|
|Tille Display [AUTHOR [1sbn | Astamg] Publif Phys Desc Sti Editdate «

Auto Stamp: I Leader Info Valid Subfields for Tag
The L.A. Diet ) 1 No Subfields
! Status: I -
LA Times Marc Title Changin I
Lab Coat Girl | o
The labors of | |Tag |1 |2 |Description -
Labrava LBM948700
Lacey 1115 19980916131243.00
Lacy y
Ladder DI Ye:[ 008 IXEDLENGTHDATAELEMENT o
Laddie 020 Da04402214900 | | [
The ladies of | DaGrafton, Sue0 1 Indicator
The Ladies of | 245 Oa"L" is for LawlessO9t O
Il:agies aﬁ;hel_‘ P60 Oc19950
adies Who LIl 500 OaPaperbackO :
ol 010 Di387510001153800aADULT OdMYS DeGraftof1 o BN
‘ |

Insert Tag | ChangeTag| Delete Tag | [~ Auto Add On  Check Authority

I Pick & From Tem

ltems |

Index:

InLine On I

Commit

¥ Change Text On

Search Authority | Close |
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Step 5: Include information using the tags and subfields.

The list MARC, or “expert”, editor is a little more complicated to use than the form-based, or
“quick”, editor, and tags and subfields must be used.

NOTE: Additions -- The most frequent entries made in the “Expert” editor concern tags,
indicators, and data.

NOTE: Deletions -- Make deletions by selecting the Delete Marc button at the bottom of the
Browse the Union Marc by Title, Author, Isbn screen (see CatLes3-10, below).

" Barcode Scan

a I BCE Create Template

Tile Juthor | 1sbn |

Search

85503 022 4
Hardcover a 10/14/99 STAFF

An Inquiry Into the Nature and 1952 Hardcover @ 10/07/99 STAFF 19943  Inquiry Into |
An Introduction to Picture FramFrank_ Vivien 1573353000 1995 Hardcover Q 5427799 STAFF 18751  Introduction
East of Eden and the WaywardSteinbeck. John 1952 Hardback @ 6/13/01 STAFF 17028 of Eden and
The Thiee Billy Goats Gruff  Asbjornsen, P.C. 0156901501, 1985 |Trade a 10/18/99 STAFF 20080 Three Billy G
Call to Arms Griffin, W.E.B 0515093491 1987 |Paperback a /7 10989 to Arms
A Town Like Alice 1564427749 1997 (301 Minutes a 7/15/93 STAFF 19191 Town Like A
Wood and Coal 'S auvain, Philip 0808611569 1987 |Paperback @ 3/18/99 STAFF 17625 Wood and C
The 1 Mann, Carol 0681414553 1992 Hardcover a 9/26/98 STAUPDA 7531 1
123 'Snapshot 1564585344 1994 |Boardbook a 3/01/00 STAFF 20904 123
10 LB. Penalty Francis, Dick 0399143475 1997 [3hrs @ 9/26/98 STAUPD# 354 10 LB Penaly
10 Lb. Penalty Francis, Dick 0399143025 1997 Hardback a 9/26/98 STAUPD# 3390 10 Lb Penalty
10 Minute Guide to Motivating [Cook. Marshall 002861738 1997 [Trade @ 6/07/99 STAFF 18885 10 Minute Gu
The 100 Best Small Art Towns Yillani, John 1-56261-274 1996 |rade a 9/26/98 STAUPD# 7319 100 Best Sm:
100 Years in Leelanau Littell, Edmund 1965 [Trade @ 10/14/99 STAFF 20034 100 Years in
100 Years in Leelanau Littell. Edmund Trade a /7 9447 100 Years in
100 Years in Leelanau Littell, Edmund 1965 [Trade a /27 12322 100 Years in
100 Years in Leelanau Littell. Edmund 1965 |Trade a /7 12323 100 Years in
100 Years in Leelanau Littell, Edmund 1965 [Trade a /7 12328 100 Years in
100+ Super Pig Jokes, Puns, aParenteau, Shirley 0590416561 1981 |Paperback a 11711799 STAFF 20243 100+ Super F
1000 Facts About Space Beasant, Pam 1856978117 1992 Trade a 3/20/00 STAFF 21030 1000 Facts A
1,000 Lowfat Recipes Golson, Terry Blonder |00 1997 Hards Q 3731799 STAFF 178393 1000 Lowfat
10,000 Beautiful House Plants Kramer, Jack 69-12554 1969 Hardcover a 9/26/98 STAUPD# 5715 10000 Beauti
10,000 Garden Questions, Yol. Dietz Marjorie J 0-385-0047 1974 Hardcover @ 9/26/98 STAUPD# 5708 10000 Garde:
10,000 Garden Questions Yol. [Dietz, Marjorie 0-385-0047" 1974 Hardcover a 9/26/98 STAUPD# 5707 10000 Garde!
1001 Cookie Recipes Gillespie, Gregg R 1884822355 1995 Hardback @ 9/26/98 STAUPD# 6702 1001 Cookie
1001 Things Everyone Over 55Schrader. Constance 0385482244 1999 |Trade Q 6/05/93 STAFF 18867 1001 Things
101 Best Resumes Block, Jay A & Betrus, M0-07-03289. 1997 |softcover @ 9/26/98 STAUPD# 7097 101 Best Res

BN 2=

Lib (Barcode Call2
dit Marc
™ Pick & From Template ? — —I
ltems Insert Marc | Delete Marc Exit
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Step 6: Commit changes.

Send all changes to the database record by selecting the Commit button (CatLess3-15, below) at
the center bottom of the screen. All previously red-highlighted tags will now become green.

« Marc Edit M=l B3

Auto Stamp: Valid Subfields for Tag
Status: Marc Title Changing I
|Tau[1 |2 |Description -]
11157 19900113130209.00
111H FIXEDLENGTHDATAELEMENT a
020 Ca03070011640
100 OaKorman, JustineO L|_| _’I
245 Oa101 DalmationsO 1 Indicator
260 Oc19880
300 OaHardcoverO
400 Oad Little Golden BookO -
Ci38751000149389 0aJObJOeKormani10 | B
4 LY B

Insert Tay | Change Tag| Delete Tag | [ Auto Add On  Check Authority

v Change Text On
Index: InLine On I .................................. ¥ 4

Commit Search Authority

Close |

A window verifying whether the user wants to commit the changed record to the database will
appear (CatLess3-16, below). At this prompt, select Yes to commit the record or No to continue
making changes.

Marc Template Editor

@f—\re you sure you want bo commit |

Ve Ma
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Editing MARC Records Using Templates

The Catalog Editor software provides a template function that allows a user to create and use
templates for new information to save time. Once one MARC record has been catalogued, that
record can be highlighted and “saved” into a template format. This is useful when, for instance,
a particular author has many books to be entered into the system. The premise behind a template
is that certain elements of one record might not change from new record to new record, if
common elements such as the author, publisher, etc. are there.

How to Create a Template

To create a new template, at the Browse the Union Marc by Title, Author, ISBN
screen, select the record upon which you wish to base the template (see CatLess3-17, below). In
the case of the example below, the chosen record is The Adventures of Huckleberry Fin, by Mark
Twain.

3 Browse the Union MARC by Title, Author, Isbn

Barcode Scan
. IU Active o & QC E l— Create Template

Title |Autho|||shn |

Search:
Title Display Author Isbn Astamp] Publi{ Phys Desc [st{T_[Editdate [Editname[Title # [TITLE _ «
Adventures In Asia 0800137361 1994 40 min Q 0 9/26/98 STAUPDA 266 Adventul
Adventures in Dinosaurland 1983 |44 min 9/26/98 STAUPDA 56  Adventul
A of America 1857-1 h . John 1938 Hardcover 9/26/98 STAUPDA 9280 Adventul
A of America 1857-1 h . John A 1938 Hardcover 10/15/99 STAFF 20053 Adventul
The Adventures of Augie MarclBellow. Saul 1953 Hardcover 7/ 5906 Adventul
The Adventures of Baron MuncMickl. Peter Hardback 2/18/99 STAFF 17157 Adventu
The Adventures of Bob White Burgess. Thomnton 1919 Hardcover 2/08/99 STAFF 16758 Adventu
The A of Bobby C . Thomton 1946 Hardcover 2/08/99 STAFF 16762 Adventu
9/10/99 STAFF 19717 Adventul

The Adventures of Captain UndPilkey, Dav 1997 Trade

The Adventures of Elndfalhe
The Adventures of Hucklebemny
Tho il AT

2/08/99 STAFF 16763 Adventul
12721798 5 TAFF 14874 Adventu
EYIE)

Qo

Qo

Qo

oo

oo

Qo

Qo

Qo

Q.0

1]

Mok 1013 Lo b ol 0.0
The Adventures of HucklebenyT wain, Mark 1954 |Paperback Qo 2/11/99 STAFF 17062 Adventu
The Adventures of HucklebenyTwain, Mark 1940 Hardcover Qo 5/13/99 STAFF 18483 Adventur
The A of Johnny C| gess, Thomton 1941 Hardcover Qo 2/08/99 STAFF 16757 Adventu
The Adventures of King Midas [Banks. Lynne Reid 0380715643 1976 Trade ] 0 12/11/98 STAFF 14112 Adventu
The A of Mark TwainAllen, Jerry 54-6873 1955 Hardcover @ 0 10/01/99 STAFF 19894 Adventul
The Adventures of Mr. Mocker Burgess. Thomnton 1942 Hardcover a0 2708799 STAFF 16783 Adventu
The Ad of Old Man C . Thornton 1944 Hardcover Qo 0 2/08/99 STAFF 16760 Adventu
The A of Prickly Py . Thomton 1944 Hardcover Qo 2/08/99 STAFF 16782 Adventu
The Adventures of Reddy Fox Burgess, Thomnton 1941 Hardcover Qo 2/08/99 STAFF 16761 Adventu
The Adventures of Robin HoodMattern, Joanne 0061064203 1996 Trade Qo r/ 10378 Adventu
The Adventures of Robinson CiDefoe. Daniel 1977 |Trade ad 0 11/27/01 STAFF 15462 Adventul
The Adventures of Sammy Jay Burgess. Thomnton 1943 Hardcover a0 2/08/99 STAFF 16754 Adventu
The Adventures of Sherlock HoDoyle, Sir Arthur Conan 1988 |Paperback a0 7722799 STAFF 19236 Adventu
Adventures of Sherlock HolmesDolye, A_ Conan Hardcover oo 1728799 STAFF 16385 Adventu
The Adventures of Sojourner Wunsch, Susi Trautmanr0965049361 1998 [Trade Qo 3/14/00 STAFF 20962 Adventu
Adventures of Spider-Man Ma 1995 [Trade Qo 3/02499 STAFF 17398 Adventu
The Adventures of Strawberry {Wallner, Alexandra 0394852885 1980 Trade Qo 9/26/98 STAUPDA 9167 Adventu

‘ v >
Insert From ClipBoard|[Lib Barcode Call2 |

. 1 38751000141717JUN Twai
I™ Choose a Template 7 Edit MARC | wan

e | Irwerl MARC| DeteteMaRE| | Est |

Next, select the Create Template button (see CatLess3-17 again, above).
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A screen titled Marc Template Editor will appear (CatLess4-18a, below). Select Yes at this
screen.

Marc Template Editor <]

'

)

| YWould vou like to use the current record The Adventures of
Hucklebermy Fin ?

Once Yes has been selected, the Marc Edit (“Expert” editor) screen will appear (CatLess4-19,
below).

 Marc Edit M= B3
Auto Stamp: I 999 1670 Leader Info
| . I Valid Subfields for Tag
Status: .
: us: Marc Template Adding 1  NoSubfields
i [Tag[1 |2 [Description
| LBM148740
: 05 10081221102947.00
. pog FIXEDLEMGTHDATAELEMENT u]
P20 Oa094526030X0
. foo DaTwain, Marko | |
L =5 L 4 [OaThe Adventures of Huckleberry FinO
' P60 Oc19890
|/ poo DaHardcover O
1| 1949 Oi387510001417 17 DaJUVObJUVDeTwainOf 10
i EN bl
| .
i InsertTag | ChangeTag| Delete Tag I” Auto Add On  Check Authority
: Index: InLine On _ 2| G WA Close |
——— | Commit Search Authority |

At this screen, a user can make changes to the template, then Commit those changes (see
CatLess3-26b, above and CatLess3-20, below).

Marc Template Editor

@Are you sure you want to commit |

At that point, after selecting Yes, a template will be saved in the system for future use.
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How to Use an Existing Template

To use an existing template for a new MARC record, at the bottom left of the Browse the

Union MARC by Title, Author, Isbn screen, check the box next to Choose a Template?
(see CatLess3-21, below) first.

3 Browse the Union MARC by Title, Author. Isbn

Barcode Scan
. OActive ¥ & Qr E l— Cieate Templalel

Title |Au|hur||shn |
Search:

Title Displa Author Isbn Astamp| Publij Phys Desc

Editdate |Editnam:

e{Title # |TITLE «
11/26/01 A

SHT
Mann. Carol 0681414553 Hardcover L]

123 Snapshot 1564585344 1994 Boardbook Q 0 3/01/00 STAFF 20904 123

10 LB. Penalty Francis, Dick 0399143475 1997 3hrs Q 0 9/26/98 STAUPDA 354 10LB Pe
10 Lb. Penalty Francis, Dick 0399143025 1997 Hardback Q 0 9/26/98 STAUPDA 3390 10LbPe
10 Minute Guide to Motivating Cook. Marshall 002861738% 1997 (Trade Q 0 6/07/99 STAFF 18885 10 Minut
The 100 Best Small Art Towns Yillani. John 1-56261-278 1996 trade Q 0 9/26/98 STAUPDA 7319 100 Best
100 Years in Leelanau Littell, Edmund 1965 [Trade Q 0 10/14/99 STAFF 20034 100 Yea
100 Ye. Leelanau Littell. Edmund Trade E D 6/02/02 1 UPDAT 9447 100 Yeal
100 Ye. Leelanau Littell. Edmund 1965 (Trade Qo L 12322 100 Yeal
100 Ye. Leelanau Littell. Edmund 1965 (Trade Qo L 12323 100 Yeal
100 Years in Leelanau Littell. Edmund 1965 (Trade Qo L 12328 100 Yeal
100+ Super Pig Jokes. Puns, aParenteau, Shirley 0590416561 1981 Paperback Q 0 11/11/99 STAFF 20243 100+ Sy
1000 Facts About Space Beasant, Pam 1856978117 1992 Trade Q 0 3/20/00 STAFF 21030 1000 Fa
1,000 Lowfat Recipes Golson, Terry Blonder 0028603540 1997 Hardcover Qo0 3731799 STAFF 17893 1000 Lox
10.000 Beautiful House Plants Kramer, Jack 69-12554 1969 Hardcover Q 0 9/26/98 STAUPDA 5715 10000 B
10,000 Garden Questions. Yol Dietz_Marjorie J 0-385-00475 1974 Hardcover Qo 9/26/98 STAUPD# 5708 10000 G
10,000 Garden Questions.Vol. Dietz. Marjorie 0-385-0047¢ 1974 Hardcover Q 0 9/26/98 STAUPDA 5707 10000 G
1001 Cookie Recipes Gillespie. Grega R 1884822355 1995 Hardback Q 0 9/26/98 STAUPDA 6702 1001 Cor
1001 Things Everyone Dver 555 chiader. Constance 0385482244 1999 [Trade Qo 6/05/99 STAFF 18867 1001 Thi
101 Best Resumes Block. Jay A & Betrus. M|0-07-032893 1997 |softcover oo 9/26/98 STAUPDA 7097 101 Bes!
101 Dalmations Korman. Justine 0307001164 1988 Hardcover E 0 749/01 111UPDA 15653 101 Daln
101 Essential Tips Caring for YAlderton. David 078941077: 1996 [Trade oo 3/730/00 STAFF 21130 101 Esse
101 Games For Boys and Girls [Baltzelll. Maude 1928 Hardcover oo 9/26/98 STAUPDA 5904 101 Gam
101 Ghost Jokes Eisenberg, Lisa 0590418114 1988 Paperback oo I 12262 101 Gho
101 Grand Avdentures in TraveRusnack. Richard 0932212956 1997 Papeiback oo 3704799 STAFF 17436 101 Grar
101 Patchwork Patterns McKim, Ruby 0486207730 1962 Trade 0 0 9/26/98 STAUPDA 7750 101 Patc
101 physics tricks : fun experinCash. Teny 0806987863 1992 104 p. :col. A D 5/09/00 PAT 21330 101 phy:
101 Science Surpnises Richards, Roy B069-8822-3 1992 Hardcover oo 317700 STAFF 21008 101 Scie
101 Things For Kids To Do 0394889053 1987 60 min Q 0 9/26/98 STAUPDA 89 101 Thin
102 Haunted House jokes Michaels. Ski 0816725780 1992 [Trade Q 0 9/26/98 STAUPDA 7963 102 Hau

‘ v
Inzert From ClipBoard|[Lib « Barcode Call?

1 38751000036768 796.352 Mann,

T¥ Chooee a T emplyad EdiMoRC |

|
Tems | Theett WARC | Delete MARC| _ Exi

Next, select the Insert MARC button (see CatLess3-21, above).
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A screen titled Marc Templates (see Catless3-22, below) appears. This screen contains a
list of previously created templates, including the template based on the Adventures of
Huckleberry Fin MARC record described in the previous section.

| 3 Marc Templates

Tt |author |1stn |
Search: |
[TITLE [ Name [1sbn |F‘ubﬂF’h_l,ls Desc |

TTaue

Hai

Title here Steele, D anielle

< 0

At this screen, choose the template you wish to use, in this case, Adventures of Huckleberry Fin,
then choose the Select button (see CatLess3-22, above) to bring up the Adventures of

Huckleberry Fin template on the Marc Edit screen (see CatLess3-23, below). Make changes
to the template, then Commit the resulting new record, accordingly.

+ Marc Edit M= E3
Auto Stamp: I 999 1670 Leader Info
o Valid Subfields for Tag
Status: )
us: I Marc Title Adding | 1 No Subfields
Tag |1 |2 | Description
LBM1483740

05 20020523104259.00

nos FIXEDLEMGTHDATAELEMENT o

020 Oa094526030X0

100 OaTwain, MarkO A |
245 4 [OaThe Adventures of Huckleberry FinO

260 Oc19890

1300 OaHardcover O

040 Oi387510001417 17 DaJUNOhJUNOe TwainOf10

NS =

Insert Tay | Change Tag| 'Delete Tag | I" Auto Add On  Check Authority

Index: InLine On . @ o Close |
Commit Search Authority |
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Tags and Subfields

Detailed List of Some Commonly Used Variable Field Tags

NOTE: Information in this section is based on information from the Library of Congress publication,
Understanding MARC Bibliographic - Machine-Readable Cataloging, 1994 and the Michigan Library
Consortium’s publication, MARC: An Introduction, 1997.

Following is a list of commonly used variable field tags with their indicators and subfields.
Refer to this list as a guide for making entries in the catalog.

010 LCCN (Library of Congress Control Number)
NR, or Not Repeatable
Indicators undefined
Subfield used most often:
a Library of Congress Control number

020 ISBN (International Standard Book Number)
R, or Repeatable
Indicators undefined
Subfields used most often:
a International Standard Book Number
¢ Terms of availability (often a price)
z Cancelled/invalid ISBN

040 Cataloging source (NR)
Indicators undefined
Subfields used most often:
a Original cataloging agency
¢ Transcribing agency
d Modifying agency
050 Library of Congress call number (national)
090 Library of Congress call number (local)

082 Dewey Decimal call number (national)

092 Dewey Decimal call number (local)
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100 Personal name main entry (primary author)

(NR - there can be only one main entry)

Indicator 1: Type of personal name entry element
0 Forename
1 Single surname (most common form)
2 Multiple surname
3 Family name

Subfields most commonly used:
a Personal name
b Numeration
c Titles and other words associated with a name
q Fuller form of name
d Dates associated with a name (generally year of birth)

111 Conference or meeting name main entry (corporate author)
110 Corporate name main entry (corporate author)
111 Conference or meeting name main entry (conference or meeting as author)

130 Main entry — Uniform title
(NR)
Indicator 1: Nonfiling characters
0-9 Number of nonfiling characters present
(for initial articles, including spaces)
Subfields most commonly used:
a Uniform title
p Name of part/section of a work (R)
1 Language of a work
s Version
f Date of a work

240 Uniform title
(NR)
Indicator 1: Uniform title printed on card
0 Not printed on card
1 Printed on card (most common)
Indicator 2: Nonfiling characters
0-9 Number of nonfiling characters present
(for initial articles, including spaces)
Subfields most commonly used:
a Uniform title
1 Language of a work
f Date of a work
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245 Title, other title information, and statement of responsibility (NR)

Indicator 1: Title added entry (Should the title be indexed as a title added entry?)

0 No title added entry

(indicates a title main entry; such as no author is given)
1 Title added entry
(the proper indicator when an author given in 1XX; the most common situation)

Indicator 2: Number of nonfiling characters
0-9 Number of nonfiling characters present, including spaces; usually set at zero,
except when the title begins with an article such as for The Firm, for which the
second indicator would be set to 4. The letters, “T”, “h”, “e”, and the space
following are then ignored when alphabetizing titles. The record automatically
will be filed under “F” for Firm.

Subfields used most often:
a The title proper
h Medium (often used for a non-book media)
p Name of part/section of a work
b Remainder of title (subtitles, etc.)
¢ Remainder of title page transcription/statement of responsibility

250 Edition statement (NR)
Indicators undefined.
Subfields used most often:

a Edition statement

260 Publication information (place of publication, publisher, date of publication or copyright
date, or both) (Imprint) (NR)
Indicators undefined. Indicator 1 became obsolete in 1990.
Older records may display O or 1.
Subfields used most often:
a Place of publication, distribution, etc. (R )
b Name of publisher, distributor, etc. (R )
¢ Date of publication, distribution, etc. (R )

300 Physical description (paging, illustrations, maps, etc. and dimension(s) of item (R)
Indicators undefined.
Subfields used most often:
a Extent (number of pages)
b Other physical details (usually illustration information)
¢ Dimensions (cm.)
e Accompanying material (such as “study guide” or “reference manual”)
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440 Series statement/added entry — Title (R )
Indicator 1 undefined
Indicator 2: Nonfiling characters
0-9 Number of nonfiling characters present (for initial articles, including spaces)
Subfields used most often:
a Title
v Volume number

490 Series statement (No added entry is traced from field) (R )
Indicator 1: Specifies whether series is traced (whether an 8XX tag is also present,
tracing the series differently)
0 Series not traced
1 Series traced differently (8 XX is in record)
Indicator 2 undefined
Subfield used most often:
a Series statement

500 Note field (or “General note”) (R)
Indicators undefined.
Subfield used most often:
a General note (Used when no specialized note field has been defined for the
information. Examples: Notes about the index; the source of the title; variations
in title; descriptions of the nature, form, or scope of item)

504 Bibliography note (R )
Indicators undefined
Subfield used most often
a Bibliography note
505 Contents (R)
Indicator 1: Type of contents note
0: Complete contents
1: Incomplete contents (used with multi-volume set when some volumes are not
yet published)
2: Partial contents
Indicator 2: Level of content designation
b Basic
0 Enhanced
Subfield used most often:
a Formatted contents note
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520 Summary or abstract (R)
Indicator 1: Normally blank (no information provided)
Indicator 2: undefined
Subfield used most often:
a Summary, abstract, or annotation

590 Local note field

600 Personal name subject heading (work is about person named in 600 field) (R)
Indicator 1: Type of personal name entry element
0 Forename
1 Single surname (most common form)
2 Multiple surname
3 Family name
Indicator 2: Subject heading system/thesaurus (identifies specific list or file used)
0 Library of Congress Subject Headings /LC authority file
1 LC subject headings for children’s literature
2 Medical subject headings/NLM authority files
3 National Agricultural Library subject authority file
4 Source not specified
5 Canadian Subject Headings/NLC authority file
6 Repertoire des vedettes-matiere/NLC authority file
7 Source specified in subfield 2

NOTE: The USMARC format does not provide an assigned indicator for Sears subject headings,
so an indicator of 7 is used and the USMARC defined code “sears” is placed in subfield 2.

Subfields used most often:
a Personal name (surname and forename)
b Numeration
¢ Titles and other words associated with a name
q Fuller form of name
d Dates associated with a name (generally, year of birth)
t Title
x General subdivision (R)
y Chronological subdivision
z Geographic subdivision (R)
2 Source of heading or term (used with 2" indicator of 7)

NOTE: Subfields x and z in the 600 field are repeatable. Subfields x, y, z, do not have to be in

alphabetical order. They will be in the order prescribed by the instructions provided in the
subject heading system.
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610 Subject added entry — Corporate name (or conference or meeting name) subject heading
(work is about conference or meeting named in 611 field)
Indicator 1: Type of corporate name entry element
0 Inverted name (note used with AACR2R)
1 Jurisdiction name
2 Name in direct order
Indicator 2: Subject heading system/thesaurus (See indicator 2 under 600)
Subfields used most often:
a Corporate name or jurisdiction name as entry element
b Subordinate unit (R)
x General subdivision
y Chronological subdivision
z Geographic subdivision (R)
2 Source of heading or term (used with 2" indicator of 7)

650 Topical subject heading (work is about topic named in 650 field — most subject headings fit
here) (R)

Indicator 1: Normally blank (no information provided)

Indicator 2: Subject heading system/thesaurus (identifies specific list or file used)
0 Library of Congress subject headings
1 LC subject headings for children’s literature
2 Medical subject headings
3 National Agricultural Library subject authority file
4 Source not specified
5 Canadian subject headings
6 Repertoire des vedettes-matiere
7 Source specified in subfield 2 (The USMARC does not provide an assigned
indicator for Sears subject headings, so an indicator of 7 is used and the
USMARC defined code “sears” is placed in subfield 2).

Subfields used most often:
a Topical term
x General subdivision (R)
y Chronological subdivision
z Geographic subdivision
2 Source of heading or term (used with 2" indicator of 7)

NOTE: Subfields x and z in the 650 field are repeatable. Subfields x, y, and z do not have to be in

alphabetical order. They will be in the order prescribed by the instructions provided in the
subject heading system.
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651 Geographic subject heading (or “subject added entry” -- work is about geographic area
named in 651 field) (R)
Indicator 1: Undefined
Indicator 2: Subject heading system/thesaurus (See indicator 2 under 600.)
Subfields used most often:
a Geographic name
x General subdivision (R)
y Chronological subdivision (R)
2 Source of heading or term (used with 2" indicator of 7)

NOTE: Subfields x and z in the 651 field are repeatable. Subfields x, y, and z do not have to be in
alphabetical order. They will be in the order prescribed by the instructions provided by the
subject heading system.

700 Personal name added entry (another person responsible for intellectual content of work such
as a co-author, editor, compiler, etc. named in addition to person or entity named in 1XX field
above) (R)
Indicator 1: Type of personal name entry element
0 Forename
1 Single surname (most common form)
2 Multiple surname
3 Family name
Indicator 2: Type of added entry

b No information provided (most common; co-authors, editor, etc.)
2 Analytical entry

NOTE: The values for Indicator 2 changed in 1994 with Format Integration, so older records
show different values. An analytical entry involves an author/title of an item contained in a
work.

Subfields used most often:a Personal name
b Numeration
¢ Titles and other words associated with a name
q Fuller form of name
d Dates associated with a name (generally, year of birth)
e Relator term (such as ill.)
4 Relator code
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710 Corporate name added entry (corporate body responsible for intellectual content of work such as
a co-author, named in addition to person or entity named in the 1XX field above) (R)
Indicator 1: Type of corporate name entry element
0 Inverted name (not used with AACR2R)
1 Jurisdiction name
2 Name in direct order
Indicator 2: Type of added entry (see Indicator 2 under 700)
0 Alternative entry (most common)
1 Secondary entry
2 Analytical entry
Subfields used most often:
a Corporate name or jurisdiction name as entry element
b Subordinate unit

711 Conference or meeting added entry (conference or meeting responsible for intellectual
content of a work, named in addition to the person or entity named in 1XX field above)

740 Added entry — Uncontrolled related/analytical title (R)
Indicator 1: Nonfiling characters
0-9 Number of nonfiling characters present (for initial articles, including spaces)
Indicator 2: Type of added entry (see Indicator 2 under 700)
b No information provided
0 Alternative entry
2 Analytical entry

NOTE: This field was redefined in 1994 with Format Integration. Prior to 1994, the field was also
used for variant titles such as different wording on a spine title. In records created since Format
Integration, those variant titles appear in a 246 field.

Subfield used most often:
a Title

800 Series added entry — Personal name (R)

Indicator 1: Type of personal name entry element
0 Forename
1 Single surname
2 Multiple surname
3 Family name

Indicator 2 undefined.

Subfields used most often:
a Personal name
b Numeration
¢ Titles and other words associated with a name
q Fuller form of name
d Dates associated with a name (generally, year of birth)
t Title of a work (the series)
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830 Series added entry — Uniform title (R)
Indicator 1 Undefined
Indicator 2: Nonfiling characters
0-9 Number of nonfiling characters present (for initial articles, including spaces)
Subfield used most often:
a Uniform title
v Volume number

FINAL NOTES

NOTE 1 - Fixed and variable fields not all necessary: The variable fields are not all necessarily used in
every record and neither are all of the elements of the fixed field.

NOTE 2 - Tags and subfields are unlimited and can be local: The options for entering tags and
subfields in this mode are virtually limitless. For example, several more 700 tags describing additional
names of people associated with the record can be added, or a 740 tag, which allows an added-entry
variant title, can be included to allow a Marc entry to be searched by a completely different title. 900
numbers are “local” numbers. They can be added for specific local notations, or deleted from imported
records that do not pertain to a particular library’s local information.

NOTE 3 - Green and red highlights (see CatLess3-24, below): Tags highlighted in red indicates that

they are searchable tags in the OPAC, but not yet in your local system. Green highlighted tags indicate
that they have been added to the list and are now searchable in your local system. Red becomes green

once the changes are committed to the system using the Commit button at the Marc Edit screen.

« Marc Edit 9=l B3
Auto Slamp:l 1671 1670 Leader Info
o Valid Subfields for Tag
Status: I . l_
Marc Title Changing 1 Ho Subfields

19900217131447.00
FIXEDLENGTHDATAELEMENT u]
Cal-07-032893-50
CaBlock, Jay A.9n 5000006380 o | |
245 Oa101 Best ResumesO
P60 Oc19970
[300 Oasoftcover 0
650 DaResume guidesO
049 Oi387510000326190aADULTOd650.14 0eBlockOf10
KN =

Insert Tag | Change Tagl Delete Tag | [" Auto AddOn  Check Authority

v Change Text On
Index: InLine On | o g

Commit Search Authority

Close |
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Lesson 4: How to Import a MARC Record from a USMARC
Import File

Introduction

Definition of “Import”

According to the New Webster’s Dictionary, the word “import” means:

= verb -- to “bring in, especially goods from a foreign country”
= noun - a “thing imported”

This lesson describes the process of “bringing in” or importing records to a MARC database
from a “foreign” source such as another library’s catalog.

Why Import?

The number one reason to import a MARC record rather than create one is to save time. Another
reason is that for importing purposes, book publishers often include a disk with MARC records
for the books that have been purchased. If a librarian is faced with entering many MARC
records into the system at one time, the “import” function of the Catalog Editor can be used to
bring records already in the standard MARC format to the current holdings. Of course, local
changes and any other necessary changes must be made, but importing records is advantageous
because if they are derived from a reliable source such as the Library of Congress, they can be
more accurate and, therefore, save precious time.

How Does Importing Work?

Select the Import Source

MARC records can be imported from various sources, such as a floppy disk or a MARC-
compatible library catalog. Book publishers or cataloging jobbers often include MARC records
on floppy disks. MARC records can also be imported (or transferred) from another MARC-
compatible library catalog available on line such as the one from the Library of Congress. To
import files from another catalog available on line, a user first selects files from a database
through the use of a Z39.50 client (BookWhere, for instance) that can search the MARC records
of many Web-based catalogs.

Basic Computer File Management Skills Are Essential

One of the essential steps in the import process is to save imported records into a directory that
will later be accessed by users, then added to the database. As such, file management skills also
are necessary. Following is key information that will help users navigate among their computer
files when importing MARC records.
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Track Imported Files

Whether using a floppy disk or another library catalog, the search-and-import process is simple,
but a user must make notes and establish a path of imported computer files so that he or she can
locate all imported files after copying them from the MARC record source. This “trail of
crumbs,” or path that leads to the copied file or files, is simply a list of import files and their
locations.

Before importing a MARC file, it is absolutely necessary for a user to have some basic
knowledge about how to create, delete, save, and maintain computer files and directories so that
that trail of crumbs leading to an import file can be properly established.

NOTE ABOUT IMPORTING FROM A DISKETTE VERSUS ON-LINE LIBRARY RECORDS: When
importing MARC records directly from a diskette please skip this section and go on to page 7. The
ensuing section is only relevant to creating a directory on the C:\ Drive to hold records imported from an
on-line library database. When importing from a diskette, there is no need to create an import-holding
directory (as instructed below) on the C:\ Drive because all records will be processed directly from the
diskette in the A:\ Drive.

BEFORE Using the Import Function for On-line Library Records (not a
diskette) ...

Before using the import function, it is necessary for a user to:

1. create a directory
2. save the import file(s) to that directory

Create a Directory

It is wise to create a computer directory (or folder) to hold imported records “in transit,” that is,
existing MARC records that have been selected through the use of a program such as
BookWhere. Once these records have been selected, they need to be “saved” somewhere on your
computer so that later, they can be transferred into the Catalog Editor program, and processed
into your library’s existing MARC catalog. If you create a directory specifically devoted to
holding such saved files, then you will always know where to find them. Following are the steps
for creating a directory.
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| 1._Open up a file manager program such as Windows Explorer (CatLess4-1, below).

5‘ Exploring - C:%

File Edit “iew Tools Help
|.-’-‘«II Folders | Contents of 'T:A'
S (0 Al | Zeerobarts O mai
-0 Acrobat3 _JBat [ michele
{1 Bat 23 bab [CAMs0ffice
= bo!: I_ brieve (20 Multimedia Files
{:I birieve D Cdwalet D mLize
-3 Cd\falel I_1 clarion £ myodbe
g% E::::Z:S g clalio.n5 _ g N.ew Folder
(] ConfigMsi Config. b =i ric
) -0 C55earch [C nitreskit
(1] C55earch
.1 Cstools3 [ php
[]--D Cstoaols3
@2 w2l w20 [ png
{27 Desktap IZ1 Deskiop (2 Program Files
{27 DispCHil 1 DispCl A Pvse
-0 dontdel 21 dontdel [Z1 qbooksw
-] Eudara .1 Eudara (271 Qbkimer
{2 Fullghota3 | Fullshotas rar
{27 hndwiz |- hndwiz @ Recycled
I:I"{;I hs3 - | |20 hs3 (23 scmprnt
<] | > | ol
|61 object(s] |267MB (Disk free space: 195MB) 4

2. Select a computer drive such as Drive “C” for your hard drive, or Drive “A” if you would
rather save files on individual floppy disks. This is the destination drive that will hold the
directory where imported files are to be stored (CatLess4-2).

He 5]

3. Click twice on the drive to open it up. Opening it will make the drive ready to receive a new

directory.

4. At the top left corner of the screen, select “File” (CatLess4-3).

; :7- cxplonng - C:4

dit Wiew Tools

Help

| Conten

=

[ Bat
£ hoh

N |

-1 Acrobat3 Bat

bob
hitrie

5. Once the pull-down menu appears, select “New”.
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6. Select “Folder”.

7. A new folder titled “New Folder” will appear as the last folder in the list of folders on the
right side of the screen.

8. The cursor will automatically appear in the title bar below the new folder. Erase the title
“New Folder” from this box by placing your cursor on the text and backspacing or deleting
over it, and type a memorable directory name that relates to the task of importing files such
as “New Imports” or “Today’s Imports,” or just “Imports” (CatLess4-4). This folder will
now be used to hold documents that have been taken from an importing source and that are
ready to go into your library’s MARC records via the Catalog Editor program, using the
“import” function.

#¥ Exploring - C:\
File Edit Wiew Toaolz Help

All Folders | Contents of 'T:4
g (T ;I Madoz.sps
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=3 bDP pagefile. sy
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-] Cdvalet | fE
_ Sal
H-21 clarion v E‘W’eekday
H-C clarions
(] Confighs 2] Weekaay
{:' CSSearch D
F-C7 Cstools3
-0 ow2
27 Desktop
{27 DispCh
-0 dontdel
-1 Eudora
(27 Full5hat93
(20 hndwiz
-0 hs3 =
q r . __ D]
1 ohject(z] selected | i
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Save Files to Be Imported

When importing Marc records from a source, it is necessary to identify, then “save” a file
containing those records before continuing on to the importing process. For instance, a user will
first go to a program such as BookWhere, select one or several records to import at one time or
during a single “import” session, then “save” these records in a particular document with a
“filename”, in a particular directory.

The process for saving these files follows.

| 1.

Select the record or records to be imported.

NOTE: HINTS for selecting multiple records in Windows-based computer programs:

To select more than one record at a time when these records are not located right above or below one
another, hold down the <Ctrl> key (located on the very left, bottom corner of the keyboard) and use
the mouse to click on and select each record. This function will “tag” the import items so that they
can be imported collectively at the end of one session, rather than many sessions. This saves the time
and trouble of holding an import session for each single record you wish to import.

When items are located directly above or below one another, use the <Shift> key to select the “range”
or continual list of items to be imported.

4

Select the “File” menu at the top left of the Windows screen.
Select “Save As .. .” from that menu.

Choose a directory to which to save the new document that will hold the MARC record or
records selected. Do this by clicking on the folder icon with the arrow until the directory
folder into which you wish to save the records appears in the box below the folder icon
(CatLess4-5).

Using the mouse, be sure to “select” or “highlight” this folder to make it ready (place it on
standby) to receive the document of imported records. Write down the name of this
folder/directory path so that you can remember it later.

Example: <DIR> name: “C:/New Imports/”’
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| 6.__Type a new document name into the box below the box of folders labeled “File name.” For
instance, “MyMarcs.mrc” (CatLess4-6).

51 Exploring - C:\Mew Imports
File Edit “iew Toolz Help

| &l Folders ~ErrtertnEHery Imports'

. E-1 MSDifice =] iMyMalcs.mrc}
@8 Mudkivoda Fiks

{:l muse S|

23 myodbe

£3 Mew Imports

<I (7] nic |L|LI

|1 objects) |153KB [Disk free space: 195ME] v

NOTE about document name extensions: The document or file must be a valid USMARC file in
order to work with the Catalog Editor software, thus it must be from BookWhere or the Library of
Congress. Beware - the extensions “doc” or “txt” indicate invalid files because they are probably not
USMARC files. A recommended extension to use is “.mrc”.

Be sure to write down the name of the document so that you can locate it within the directory
into which it is saved. In this case, the name of the document is: “C:\New
Imports\MyMarcs.mrc”.

This information becomes important when the user returns to the Catalog Editor software to
“pull in” the imported records to the library’s own database, using the Import File function.

With the above information in mind, you are now ready to learn how to continue the importation
process featured in the Catalog Editor program.
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Steps for Importing MARC Records from a Floppy Diskette or an On-Line
Library Catalog

A short list of steps for importing a MARC record follow. Later in this chapter, these steps are
outlined in detail.

NOTE - If importing from a diskette, skip Steps 1 and 2: When importing records from an on-line
MARC-compatible library catalog;, it is necessary to choose and save records first, before importing them.
When importing records directly from a disk, it is not necessary to follow these steps, and you may begin
the process with Step 3.

1. Choose the records from a diskette or MARC-compatible library catalog on line.

2. Save the records.

3. Import the records.

4. Handle the records.

5. Choose the file or directory to import.
6. Process the file or directory.

7. Search for duplicate titles.

NOTE: Avoid entering duplicate records into the system at all costs. It is possible to copy the same
imported record into the CatEdit review area more than once, and the system does not check for
duplicates. If, later on, it is evident that duplicate records exist in the review area, they can be deleted at
that time, using that screen. Be sure to read this lesson thoroughly to learn how to avoid making
duplications.
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REMEMBER... Steps 1 and 2 pertain ONLY to records imported from a library catalog
on line.

Step 1: Choose the Records
Select one or more records to export from an on-line source.

Step 2: Save the Records (To be completed only if importing records from an on-line
source)

Save on-line, MARC-compatible library records into your special importing directory.

NOTE: Remember to write down where you put the imported file in the computer so that you can find it
later. This is called locating the “path”. Light file management skills are required to do this. For
discussion about general file management, refer to the information in the section titled, “Before Using the
Import Function. . .” found at the beginning of this chapter.

NOTE: If importing records from a diskette, begin the process here . . .

Step 3: Import the Records (Skip Step 2 if importing from a disk and complete this step
instead)

Click the mouse on the wizard’s cap icon (shown below — CatLess4-7), a screen will appear that

says “Step 1 This first step will import a Marc text file into the Lib/Net system” (also shown
below — CatLess4-8).

%

iography Import and Authority Process Wizard HE

Step 1

This first step will Import a Marc

text file into the Lib ! Net system

Quit <<Back
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Step 4: Handle the Records

Catalog Editor User’s Guide

At the Step 1 screen, select Next>> to get to the Marc Record Import Handling

screen (CatLess4-9):

Marc Record Import Handling 5:26:15pm [EIMEEIE

M. Record T — I le? |
arc Record Type [~ Empty Review File Cancel
" Authority Bibliography

Import File |
Chooge a Single Marc File | Process File How |
Import a Whole Disk or Directory Process Directory How |
E'KRISIMPORT':.*
Hame Date Time Size Gttrib

IMPORTANT NOTE: Before an importing session, if you truly want to start fresh and not have any old,
newly-imported records (left over from a previous import session), mixed in with NEW newly-imported
records, then you must make sure that the Empty Review File box on the Marc Record Import
Handling screen has been checked first. The default setting is for this box NOT to be checked, so it is
up to you, the user, to click in the box and check it before importing any new records. Why? Because

when the Empty Review File box IS checked (CatLess4-10, below) on the Marc Record Import

Handling screen, the system automatically clears out previously reviewed records as the new ones

are imported.

Marc Record Import Handling

Marc Record Type [~ Empty Review File?
[ " Authority Bibliography

Cancel |

Import File |
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Step 5: Choose the File or Directory to Import

Select either the Choose a Single Marc File button (CatLess4-9, below) or the Import a Whole
Disk or Directory button (CatLess4-11, below), depending on whether you intend to import a
single file or an entire disk or directory of files.

Marc Record Import Handling B 26:15pm (s |wlr|e[c]

M Record T _— i ile?
are Record Type [~ Empty Review File? Cancel |
" Authority Bibliography

Import File |

&

Choose a Single Marc File | Procesz= File How

7

Import a Whole Disk or Directory Frocess Directory How |

E:KRISUMPORT':.*

Hame Date Time Size Lttrib
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Before you can process the file or directory, a screen with the heading, Choose a file (see
CatLess4-12 below), will appear, featuring a list from which a file or directory can be selected
for importing. This screen is similar to any windows File, Open, screen.

Now is the time that you need to remember the path to the directory where you saved the files
exported from BookWhere, the Library of Congress, etc., or you will select Drive A if it is the
importing source.

Following is a list of actions to take when choosing the proper importing file or directory.

1. Select the drive first, C or A (see the two Choose a File screens below — one for the C
Drive and one for the A Drive — see CatLess4-12 and CatLess4-13, below).

2. Select the folder from a list of displayed folders.

3. Select the file from the files listed or, if Import a Whole Disk or Directory has been
selected, then all files will be processed automatically.

Choose a File — C Drive

Choose a File

[ 7] %]

File name: Folders: oK,
IM-"'M arcs.mre cihhew imparks _
Cancel
- = ot
1 = New Imports
Action 3 i)
Action 2
List files of type: Drivves:

IF‘ick Any File and press j I Eﬂc:

j Metwork... |

Action 1
Choose a File — A Drive
Choose a File E
File name: Folders: 0K
L. |
exp2.dat =] B ah =] e |
©
Action 3 ction 2
= =
List files of bype: Dirives:
IF'ic:k Ay File and press 'l IW vl Metwarks... |
@
Action 1

Once the correct file/directory has been selected for importing, click on OK.
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Step 6: Process the File or Directory

Catalog Editor User’s Guide

After a valid MARC file has (or all files have) been selected, the Marc Record Import

Handling screen will reappear. Go on to select either Process File Now (for a single MARC
file) or Process Directory Now (for an entire disk or directory of files), depending on which type
of file is being imported (CatLess4-14, below).

NOTE: In this instance, “duplicate” refers to items already in the live catalog, not records located in the

review area.

Marc Record Import Handling

Marc Record Type
’7 {~ Authority Bibliography

WV Empty Review File?;

i Cancel |

Import File IC:WEW ImportsiMYMARCS. MR

F

Chooge a Single Marc File

Process File How I

Import a Whole Disk or Directory Process Directory How |
EXKRISUMPORT .
Hame Date Time Size Bttrib
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Step 7: Search for Duplicate Titles

Once the file or directory is processed, a screen is displayed that says, Step 2 --You now
have the opportunity to check duplicate titles [records] that you may want to
weed out from the review area (see CatLess4-15, below).

NOTE: In this instance, duplicate records refers to items already in the live catalog, not records
duplicated in the review area.

3 Bibliography Import and Authority Process Wizard

Step 2

You now have the opportunity to check
duplicate titles which you may want to

weed out from the review area

T¢cBack | Next>>

Locate Duplicates First

Although the importing function is a wonderful feature of the CatEdit program, it can cause
problems when a user mistakenly adds new records to a MARC database and those records
already exist. Such a situation will not help any database users — it will only hinder the search
and cataloging processes. As such, it is absolutely essential that BEFORE a system user imports
a new title into the database of active or current records, he or she make sure that there are no
duplicates of that title already held in the active records.

Do Detective Work

Sometimes, it is difficult to determine whether there are actually any duplicate titles, and it takes
some detective work on the part of a user. For instance, from the newly imported records (top)
screen to the active records (bottom) screen, there might be subtle differences between seemingly
“identical” titles (such as capitalization differences, spelling differences, etc). Upon closer look
at the “guts” of each record, a user can locate other, more significant differences.
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Conduct Three “Quick Find” Searches

Because there is no automatic search mechanism that searches for duplicate records using all
three search criteria (author, title, ISBN) available in the CatEdit program, a system user must be
personally responsible for making sure that there are no duplicates in the system. To be certain
that any and all potential duplicate records are located, it is recommended that a user conduct
three separate “Quick Find” searches using all three search criteria — title, author, and ISBN. Of
course, this is a “belt and suspenders” approach to seeking out duplicates, but it is better to be on
the safe side and to conduct a more comprehensive search in the process.

NOTE: As alibrary’s on-line catalog grows larger, it becomes more difficult to manage the information
in it, especially duplicate information. As such, it is recommended that a library establish and follow
strict and consistent rules for adding new records. Hopefully, such rules will help a user to avoid
committing duplicate records to the system.
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Step 8: Compare Duplicate Records

Once any duplicate “old” or “active” records are located, they must be compared to the newly
imported record. After Next>> has been selected from the bottom of the Step 2 screen, the
Handle Newly Imported Bibliography screen appears (CatLess4-16, below), showing
the newly imported records at the top of the screen and your library’s previously cataloged
MARC records (“live” or “active” records) at the bottom of the screen.

Handle Newly Imported Bibliograpy
SearchNew: | {0 Hot Matched | =] [New add =] _Quick Find | [Tite |

Title |Aulhor||sbn I

B bi T ruon,
dmanda Pig, schoolgirl / Jean Yan Leeulan Leeuwen, Jean
finanzi does the imposzible! ; an Ashantijbardema, Yema

fint plaps Bear / by Betsp Byars ; illustratiBpars, Betzy Cromer
B ecthoven lives upstairz / Barbara MichgMichol, Barbara
The Berenstain Bears and the blame ganBerenstain, Stan
The Berenstain Bears and the homewarkBerenstain, Stan
The Berenstain Bears and too much teagBerenstain, Stan
The Berenstain Bears count their blessin[Berenstain, Stan

¥l

48 p.ocol il 24 cm.
1 v. [unpaged) :col. ill. ;27 cm.
3 opocol il 23 cm

1 w. [unpaged) :col. ill. ;26 cm.
1 w. [unpaged) :col. ill. 221 cm.
1 v. [unpaged) :col. ill. :21 .
1 v. [unpaged) :col. ill. ;20 cm.
1 v, unpaged) :col. il ;21 cm.

Delete Heviewl Add to Holdingsl v &uta Delete BeDIace“DActiue vI Print I Items | Cloze I

Search Marc: I Analyze | ¥ Show ltems?
Title |Auth0r | Isbn I

Tel Title Dizpla AUTHOR Publig *hyz Desc -

0 Jn ABC For Yo And Me T empest, Margaret g 4 343 ]

0 [The Appalachian Trail Fizher, Ronald 0870441 06 1972 Hardcower

0 & Inguiry Inta the Mature and Cauzes gSmith, Adam 1952 Hardcover

0 Jan Intraduction ta Picture Framing Fratk, Yivien 1573353000 1395 Hardzowver

0 East of Eden and the Wayward Bus  |Steinbeck, John 1952 Hardback

0 [The Three Billy Goats Gruff A zhjomzen, P.C. 0156301501 1985 |Trade

0 [Call to Armg Griffin, %+ .E.B 0515093491 1987 |Paperback LI

NOTE: You may also open the Handle Newly Imported Bibliography screen by selecting the

“double-screen computer” icon at the top of the opening Lib/Net screen (see image below, CatLess4-
16a).

To avoid committing a newly imported record to the database that is a duplicate of active records

that already exist in that database, at the Handle Newly Imported Bibliography screen,
COMPARE the newly imported records (top of the screen) with similar records in the current
holdings (bottom of the screen).

To locate matching records, use the Search New function in combination with the Quick Find
function (CatLess4-22 below).
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The Search New function locates a specific newly imported record in the review area. For
instance, if a user has a particular record in mind, that user can search the list of newly
imported records using the standard criteria of title, author, or ISBN. Take the following
steps to do so.

1. Select one of the tabs labeled “title”, “author”, or Isbn” from the top of the title display.

2. Type the title, author, or ISBN into the “Search New” box located at the left top of the
screen (refer again to CatLess4-17, below).

3. Press the Tab key on your computer keyboard.

The Quick Find function locates active MARC records from the current database that
might match a specific record (already selected from the newly imported records) after a user
selects one of the standard search criteria (title, ISBN, author) from the pull-down menu to
the right of that button (CatLess4-17 below).

Handle Newly Imported Biblioarapy

Search Mew: I ID Mot Matched LI INew add ;I BQuick Find Title x|
e Tauthor | Isbn | f:g]gumber

i [1857 11 fonp:
an Leeuwen, Jean i} 035, 9 48 p. cal il ;

. 1ol =)
Ainanzi does the impozziblel - an Ashantilbardema, Vema 1997 |1 v [unpaged) :col ill ;27 cm
Ank plays Bear / by Betsy Byars | illustratiByars, Betsy Cromer 1999 |21 p. ool il ;23 cm
Beethoven lives upstaiis / Barbara NichiNichol, Barbara 1939 1 «. [unpaged) col. ill. ;26 cm.
The Berenstain Bears and the blame ganB erenstain, Stan 1997 1 w. [unpaged) :col. ill. 221 cm.
The Berenstain Bears and the homeworkB erenstain, Stan : 1997 1 «. [unpaged) :col il :21 cm.
The Berenstain Bears and too much teasB erenstain, Stan 0673377061 1995 |1 w. [unpaged) :col. ill. 220 cm.
The Berenstain Bears count their blessinBerenstain, Stan OB7I87 707 1995 |1 w. [unpaged) :cal ill. ;21 cm. =
Delete Heviewl Add o Huldwngsl ¥ AutoDelete  Aeplace | |D Aictive 'I Brint I ltems I Close |
Search Marc: Analyze | ¥ Show ltems?

Title: |Authnl||shn I

The Appalachian Tral
An Inguiry [nto the Mature and Cauzes 1952 [Hardeower
&n Introduction to Picture Framing 1995 Hardcover
East of Eden and the \Wayward Bus
The Thres Billy Goats Gruff
Call to Armns

1967 [Paperback =]
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Using “‘Search New”” in Combination with “Quick Find”

Example 1: How to Locate a Specific, Newly Imported Item

To locate the title Under the Tuscan Sun from the list of newly imported items, take the
following steps. For each step, refer to information in red boxes in the screen (CatLess4-18,

below) reprinted below.

1. Select the Title tab (or, alternatively, the Author or ISBN tabs could be selected, depending
on the type of search you wish to conduct).

2. Type the key word “under” in the empty box to the right of the Search New box (see
CatLess4-18 below).

3. Press the Tab key on the keyboard to activate the search.

The system will locate Under the Tuscan Sun in the list of newly imported titles (top list — see
CatLess4-18 below) using the word “under” as a guide to locate this title.

Step 3
I Step 1 mum P
ewl ibhiograpy
Step 2 ——
Seaich New: |ONat Matched =] |Newadd - ﬂUiCkFindl Title i
Title .&uthorllsbn |
Title Displa

1
LInder the Tugcan sun : at home in [taly [Mayes, Frances
Linder the Tugcan sun : at home in [taly [Mayes, Frances
Linder the Tuszcan sun [at home in ltaly] {Mayes, Frances
The voyage of the Dlawn Treader / C.5 |Lewiz, C5

ater dance / Thomas Locker. Locker, Thomas
b will it be spring? / Catherine 'Waltgwalters, Catherine
histle for Wwillie / Ezra Jack Keats. Keats, Ezra Jack
hw =0 zad, Brown Rabbit? / by SheridaCain, Sheridan

1994 271 il 18 em.

1997 (1 v [unpaged] :cal. il :24 = 28 cr.
1997 1 v. (unpaged) :col. ill. 716 cm.
1977 1 v, (unpaged) ;col. ill. ;20 % 23 cm.
1. 1w (unpaged) col. il ;221 % 25 cm.

Delete Heviewl Add to Holdingsl ¥ Auto Delete  Replace | ID Aictive > | Pint | Items | Cloge I

[

Search Malc:l Analyze | ¥ Shaow ltems?
Title |Author||sbn |
Title Dizply AUTHOR

0 &n ABC For ou find Me Tempest, Margaret o ey 8 e

0 |The Appalachian Trail Fizher, Fonald 1972 Hardzover

0 1A Inquiry Irka the MNature and Causes aSmith, Adarn 1952 Hardcaover

0 l&n Introduction to Picture Framing Frank, Yivien 1573353000 1995 Hardcover

0 |[East of Eden and the Wayward Buz  |Steinbeck, John 1952 Handback

0 |The Three Billy Goats Gruff A shjomsen, P.C. 156301501 1985 (Trade

0 |Call to Az Griffin, W.E.B 0515093451 1987 |Paperback LI

NOTE 1: A user can be extremely specific when searching the newly imported records, or less specific,
depending on the parameters of the search. Remember, the more specific the search key words are, the
more accurate the search results will be.

NOTE 2: Rather than searching for a particular new title by typing it into the “Search New” box, scroll
down through the list of newly imported items until you find it, then be sure to position the cursor on
that entry. Once that entry is selected, the system will highlight it in blue.
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Example 2: How to Locate Duplicate Titles
Search the active MARC records for titles that are similar or identical to Under the Tuscan Sun
by taking the following steps. Before proceeding, though, be sure that Under the Tuscan Sun has

been highlighted in blue on the top or import screen.

1. Click on the Quick Find button again after making sure that Title has been selected in the
dialogue box to the right of this button (see CatLess4-19, below).

This will ensure that the system conducts a title search for the item already selected in the top
or import screen. The image below shows the results of the “quick find” action.

At the bottom of the screen, the system search will reveal the closest possible (not necessarily
identical) matches to the selected record at the top of the screen.

2. At this point, compare the title selected (highlighted in blue) at the top of the screen to those
brought up on the bottom screen as matches to that title.

Handle Newly Imported Bibliograpy

Search Mew: I IEI Mot Matched ;I INew add =l Buick Find | Title -
Title |Author I Isbn I
Title Displa AUTHOR Isbn Publi{ Phys Desc -

Under the Tugcan sun: at home in [taly Mapes, Frances 0311808424 1996 (280 p. 21 cm.
Under the Tugcan sun: at home in ltaly Mapes, Frances 0311208424 1996 (280 p. 21 cm.
Under the Tuzcan sun [at home in taly] Mapes, Frances (RR3IG2R204 - 1998 |4 zound caszzettes (360 min.) :Dolby processe
The wopage of the Dawn Treader / C.5. Lewis, TS5 0064471077 : 1934 (271 p. il 718 cm. _I

ater dance ¢ Tharmas Locker. Locker, Thamaz 152012842 : 19597 |1 v [unpaged) :col. ill. ;24 « 28 cm.

hien will it be spring? ¢ Cathering “WalkeW alters, Cathering 0525465294 : 19597 |1 v [unpaged) :col. ill. ;16 cm.

histle for Willie / EzraJack Keats. Keats, EzraJack 140502025 1977 1 v [unpaged) :col. ill. ;220 = 23 cm.

hy =0 sad, Brown Rabbit? / by SheridiCain, Sheridan 0140568158 1.c |1+ [unpaged) :col. ill. :21 % 25 cm. _I
LDelete Fleviewl Add o Holdingsl W &uta Delete Beplace | |D Active vi Prrint | Items I Claze |

Search Mare: I Analyze | ¥ Show ltems?

Title |Autholllsbn I

0 [The Underbark. 1969 |Hardzover
0 [Underboss : 1957 |Hardzover _I
0 [Undercover Blues - 19393 |3hrs 2 cas

0 [Undercover Cleo

0 |The undernground / .4, Applegate.
0 |The Underground Collector

fh pplégate, KA
Brener, Carl
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Notice that in this instance, on the Handle Newly Imported Bibliography screen shown
below (see CatLess4-20), Under the Tuscan Sun appears in the newly imported (top) list four
times and appears in the active MARC records (bottom) list once.

Handle Newly Imported Bibliograpy

Search Mew: I IEI Mot Matched ;I INew add ;I Quick Find | ITitIe 'I
Title |Author I Isbn I
Title Displa AUTHOR Isbn Publi{ Phys Desc -
1
2 | Under the Tuscan sun: at home in taly Mayes, Frances 0311808424 1996 (280 p. 21 cm.
3 | Mnder the Tuscan sun: at home in ltaly Mayes, Frances 0311208424 1996 (280 p. 21 cm.
4 | Inder the Tuzcan sun [at home in taly] Mapes, Frances (RR3IG2R204 - 1998 |4 zound caszzettes (360 min.) :Dolby processe
The vopage of the Dawn Treader / C5. Lewis, TS5 0064471077 : 1934 (271 p. il 718 cm.
ater dance ¢ Tharmas Locker. Locker, Thamaz 152012842 : 19597 |1 v [unpaged) :col. ill. ;24 « 28 cm.
hien will it be spring? ¢ Cathering “WalkeW alters, Cathering 0525465294 : 19597 |1 v [unpaged) :col. ill. ;16 cm.
histle for Willie / EzraJack Keats. Keats, EzraJack 140502025 1977 1 v [unpaged) :col. ill. ;220 = 23 cm.
hy =0 sad, Brown Rabbit? / by SheridiCain, Sheridan 0140568158 1.c |1+ [unpaged) :col. ill. :21 % 25 cm. _I
LDelete Fleviewl Add o Holdingsl W &uta Delete Beplace | |D Active vi Prrint | Items I Claze |
Search Mare: I Analyze | ¥ Show ltems?

Title |Autholllsbn I

Ellizon, Mar
0 [Underboss
0 [Undercover Blues

0 [Undercover Cleo

0 |The undernground / .4, Applegate.
0 |The Underground Collector

Hardcover
Jhrs 2 cas —I
Paperback

167 p.cill. 20 cm
Trade A

dpplegate, kA
Brener, Carl

Further, notice the difference among the two titles that is evident upon first glance:

= the newly imported titles (top screen) have been entered as: Under the Tuscan sun: at home
in Italy or Under the Tuscan sun [at home in Italy]

= the active title (bottom screen) has been entered simply as: Under the Tuscan Sun

It is easy to see that the two titles are NOT identical, so it is worth considering whether to
import the new title and commit it to the MARC database.

Compare these records further by using the Full Mare Display screen to decide whether to
import any of the instances of newly imported titles for Under the Tuscan Sun.
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Comparing Further -- Full MARC Display

To further compare the detail of these two records (Under the Tuscan sun: at home in Italy and
Under the Tuscan Sun), double-click the mouse on either record to reach the comparison or Full

Marc Display screen (CatLess4-21). Again, the top of the screen shows the new record and
the bottom of the screen shows the current (active) MARC record for this title.

3 Full Marc Display EHE

lag Hew Review Marc Record -

' al767900383 (pbk.)O

035 System Control Hum9{DLC) 970202180

040 Cataloging Source aDLCOcDLCOdDLCO

043 Geographic Area Cocae-it---0

D50 LC Call Number aDG¥34.230b.M38 19970
| 082 DeweyDecimal CH a%45/.502210

100 Author aMayes, Frances.O

245 Title allnder the Tuscan sun :Obat home in taly 'OcFrances Mayes.O
(260 Edition a1st Broadway Books trade pbk. ed.0
260 Publisher aMew York :ObBroadway Books,Oc1997.0
4 3 I VI

Marc Record Currenthy in you Catalog

' 100 Author aMayes, Frances9n O

i 45 Title aUnder The Tuscan Sun0O9t O
760 Publisher c19970
1300 Dimensions asoftcoverd
. 049 i387510001359410aADULT Od9210eMayes O Og140hBTO
|
KNI ]
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Decisions to Make After Importing a New Title

After importing a new record, a user has some key decisions to make about that record relative to
the MARC database. The options are to:

= add the newly imported title to the database

= replace an active record with the newly imported record

= delete the newly imported record because it is not needed

= make the newly imported record an “item” (additional copy*) of a current record

Add the Title
If the title does not already exist in the current holdings, then add it to the active records.

Replace the Title in the Current Holdings With the Newly Imported Title

Do this if a newly imported record has more accurate and complete information. Example: If
the current record was committed to the holdings using “QuickMarc”, it probably lacks
information that a newly imported, more complete record of the same title might offer.

Keep the Active Record in the Database of Current Holdings and Ignore the Newly Imported
Record

Do this if the current record, when compared to the new record, contains more accurate and
comprehensive information. Delete the newly imported title from the list of new imports on the
top screen and leave the current record alone.

Create an Item (Additional Copy*) of an Existing Record

Make a newly imported record an existing record’s “item”. Such a relationship might be
considered as a “parent” (active) record with the MARC information with a “child” (newly
imported) record or records (many children). In such a situation, the bar codes of the “child”
records would be different from the parent record.

* Item records are “additional copies” of the same MARC record.
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“Auto Delete” and ‘“‘Delete Review” Functions

Before deciding to commit any newly imported records, it is first necessary to become familiar
with and select the appropriate automatic options on the Handle Newly Imported
Bibliography screen — Auto Delete and Delete Review.

Handle Newly Imported Bibliograpy
Search New: | [DMothatched | [Mewadd || Quick Find | [Tite -
Title |Auth0r I Isbn |
Title Displa AUTHOR Isbn Publi{ Phys Desc -

Under the Tuscan sun: at home in ltaly Maves, Frances 0311808424 1396 (280 p. 21 cm.
Under the Tuzcan sun: at home in ltaly Maves, Frances 0211802424 1396 (280 p. 21 cm.
Under the Tuzcan sun [at home in [taly] Maves, Frances (0553625204 : 1993 |4 zound caszettes [360 min.] :Dolby processe
The vopage of the Dawn Treader / C5. |Lewis, C S 00644710771 1994 (271 p:ill. 18 cm J

ater dance / Thomas Locker. Locker, Thomas 0152012842 1997 |1 v. [unpaged) :cal. ill. ;24 % 28 cm.

hien will it be spring? # Cathenine \Walte\w alters, Catherine 0525465294 1997 1 v, [unpaged)] ;col. il ;16 cm.

higtle for ‘wille / Ezra Jack Keats. Keats, EzraJack 0740502025 1977 1+, [unpaged)] ;col. ill. ;20 % 23 cm.

hw 20 sad, Brown Rabbit? / by ShendgCain, Shendan (740568158 : 1.c 1w [unpaged) :col il ;21 « 25 cm. J
Delete Heviewl Add to Holdingsl ¥ Auta Delete | Beplace | Il] Active vl Frint I ltems | Cloze I

—cEmErmEET Analze | ¥ Show ltems?
Title |Author I Isbn |
Title Dizplal AUTHOR

0 [Under The Tuzcan Sun Maypes, Frances

0 [The Underbark. Ellizan, kax Hardco

0 [Underboss Hardcowver _I

0 [Undercover Blues Jhrs 2 cas

0 Undercover Cleo P aperback

0 |The underground / K4, Applegate. & pplegate, Kb 167 p. il 220 cm

0 |The Underground Collectar Brener, Caral Trade hd

Auto Delete

If Auto Delete has been checked (which is the default system setting, see CatLess4-22 above),
the imported items shown at the top of the screen will be automatically deleted by the system
from that top screen as you, the user, add them to the bottom screen of active MARC records. If
Auto Delete is not checked, a record can be imported more than once (for such purposes as
multiple volumes, editions, etc.)
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Delete Review

The words “delete review” refer to the system user’s option of deleting a record that has already

been reviewed. Once you have thoroughly reviewed a newly imported record and have decided

it cannot be used, you may manually select that item, then click on the Delete Review button (see
CatLess4-22, previous page) to delete that imported record. Once the Delete Review button is

selected, a Delete Review Records dialogue box (CatLess4-22a, below) will appear. Select
the Yes key to delete the reviewed record.

Delete Review Records <]

@ Prezz Yes To delete the cumently highlighted review record.

Cancel |
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How to Add a Holding

To add a holding, take the following steps, starting at the Handle Newly Imported
Bibliography screen.

1. Select the title from the list of newly imported records (in this case, Count of Narbonne; a

tragedy, in five acts has been selected on the screen shown below, CatLess4-23) that you
wish to add by placing the cursor on that record.

Handle Hewly Imported Bibliograpy

Search New: | |oMotMatched | [Mew add ||| uick Find | [Tile ~
Title |Auth0r| Isbr I
[ Title Display

1815 (60 p.ilus 13 cm.

Delete Heviewl Igdd to Holdingsl ¥ AutoDelste  Replace | |U Active vl Frint | Items |
Search Marc: I I™ Use Clip Board Analyze |

Title |Auth0r||sbn I

Cloze

¥ Show Items?

Hardcower
Boardbook.
Shrs
Hardback
Trade
trade

Trade LI

Littell, Edrund

2. Click on the Add to Holdings button at the center of the screen (see CatLess4-23, above),
located between the new imports and the active MARC holdings.
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3. This action will automatically bring up the “ExpertMarc” or Marc Edit screen (CatLess4-
24) shown below.

At this screen, a user can make any necessary changes to the record (if you haven’t already)
at this screen by using the Insert Tag, Change Tag, or Delete Tag functions as needed, along
with the other option keys at the bottom of the screen.

NOTE: To the right of the tags screen, notice that there is a box titled, “Valid Subfields for Tag”. This
shows all of the subfields available for each tag within the system (see CatLess4-24, below).

i+ Marc Edit [_ICl

Auto Stamp: I 1671 1670 Main Entry - Personal Name
[ . l— Valid Subfields for Tag a|
Status: ) I
i us. Marc Title Unknown 1 Relator Code _I
1 — Linkage
Jua-? INiE g[;t;s:;r;gtmn I i Field link and sequence
g @ Personal Name
o5 20000417112021.00 b Numeration
nos 820120n enk 0000 eng O N Titles and other words
010 Oa 320221230 Natne accaciatod with 2
035 O9DLC) 320221230 4 | * | vI
OaDLCOcCarPOdDLCO
OaPE12430h.14 vol. 200 COrresponding
TAG > Da.Jephson, Robert,0d1736-1803. [from old catalog]o . :
a5 11 4 o subfields available
60 Oal ondon,Ohl ongman, Hurst, Rees, Orme, and Brown [n. d.]O0 I
00 Oa63 p.Obfront.Oc16 crm.O
I 1 Davalpole, Horace,0d1717-1707.0tThe castle of Otranto.O0
i D06 Oa00bche OcpremunvOduOencip Of190gy-gencatlgD
91 Obc-GenCollOWPE12430i.14 vol. 20tCopy 10wWPREMO
‘ 2l

Insert Tag | Change Tag| Delete Tag | " Auto Add On  Check Authority

Index: InLine On | v Change Text On

Commit (|
B CEE mi Search Authority | Close |
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As well, the authority for all of the red tags on this record must be verified or “resolved”. In this
case, Tags 100 and 700 are red (CatLess4-25, below).

First, be sure that the Auto Add On button is turned OFF.

Select the Check Authority button at the bottom of the screen (see CatLess4-25, below). This
action will validate all of the tags. All “valid” tags turn green. In the case of CatLess4-25,
below, none of the red tags turned green, (see the next section, “Handling Authority for Newly
Imported Records” for an example of a record with green tags), so the red tags still need to be
resolved.

. Marc Edit H[=] E3
Auto Stamp: I 1671 1670 Leader Info
| 5 Valid Subfields for Tag
Status: I ) I
| Marc Title Unknown 1 No Subfields
i Tag |1 |2 | Description
96911220
D05 20000417112021.00
| D0g 820120n enk 000 0eng O
D10 Oa 32022123 0
035 ODLC) 320221230 1 -
40 OaDLCOcCarPOdDLCO

D50 0 0 |[JaPE12430b.4 vol. 200
1 OaJephson, Robert,0d1736-1803. [from old catalog]O
?45 1 4 [OaThe Count of Harbonne,O

P60 Dal ondon, ObLongman, Hurst, Rees, Orme, and Brown [n. d.]0
| poo Oa63 p.Obfront.0c 16 cm.O
i 1 Oavwalpole, Horace,Od1717-1797.0tThe castle of Otranto.O
i D06 Oa00Obche OcpremunvOduOencipOf190gy-gencatlg D

091 Obc-GenCollOhPE12430i.14 vol. 200tCopy 10WPREMO

. i
Insert Tag | Change Tagl Delete Tag | " Auto Add On  Check Authority
Index: MI ¥ Change Text On
Commit Search Authority Close |
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To continue with the tag resolution process, highlight Tag 100, then select the Search Authority

button. The Browse the Authority Index File screen will appear (see CatLess4-26,
below).

- Marc Edit 1 [=]F3

Auto stamp:l 1671 1670 Main Entry - Personal Name

X I Valid Subfields for Tag B
Slattss Marc Title Unknown I l  Relator Code Il

Linkage
@  Field link and sequence

Tag [1 [2 | Description |

001 96911220

@ Personal Hame
005 20000417112021.00 A T
nog 820120n  enk 000 0eng O . E
10 Da 32022123 0 4 # Browse the Authority Index File H !Elﬁ lﬂiﬁiﬁiih:r‘r'{rff:
035 O9(DLC) 320221230 Closz | 1 o] v|
040 OaDLCOcCarPOdDLCO 100
e QEd23chltuel 300 porate Name 10 LI Titles Linked

DaJephson, Robert,0d1736-1803. [from old cat
[l

Search [™ Show Tracings |1

Pas |1
260 DalLondon, ObLongman, Hurst, Rees, Orme, and DESC
1300 Oa63 p.Obfront.Oc16 cm.O Fine o
1 DaWalpole, Horace,0d1717-1797.0t The castle ::n::Zs Ge:;
006 Oa00bche OcpremunvOduOencip Of190gy-genc ennings: Peter _I
991 Obc-GenCollOhPE12430i.14 vol. 200tCopy 10wk enrings, Roger
ter, KW
ewelt, Sarah LI
I-IaJephson, Fiobert 141736-1803. [from old catalog]l
Update | Selest | Guick Add| Delete|  Guick Find]
Tag | Description |
4 I

Insert Tag | Change Tag| Delete Tag | [ Auto Add C
Index: InLine On I¥ Change Te
Search Auth

Commit
NO INDEX

Insert Tag | Change Tao|  Delete Tag | New Authority
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At this point, the choices are to:
highlight a name on the list of names presented for Tag 100, then select the Update key to update
Tag 100 on the record with the highlighted information (see CatLess4-27, below), essentially

REPLACING the current information with new information from the authority list,

or

select the Quick Add key to add the information in the box (see CatLess4-27, below -- duplicated
from the current Tag 100, in this case, “Jephson, Robert,” etc.) into the authority database.

Marc Edit =o]x]
Auto Stamp: I 949 1670 Main Entry - Personal Name
1 et | — Valid Subfields for Tag ]
Alert Message 4 Relator Code
| Linkage
Please press Ok to Create Authority B Field link and sequence
From > laJephson, Robert,1d1736-1803. [from old catalog]l e Personal_ W=D
Numeration
i i Titles and other words z
& Authority Index File 3 M =0 S o Les and oTer wores :
TAG o Clase | vl 'l
100 _I
I Cancel | ® 1o ;I Titles Linked
I Show Tracings |D
|

60 DalondonOc[1824-27]0 DESC
00 Ca12 p.0Ob1 illus.0c23 cm.O
1 0 |DaWalpole, Horace,Od1717-1797.CtCastle of O
06 Cal0ObcbheOcpremunvOduDencip0f19 Ogy-genc
91 Ohe-GenCollOhPR12430i.L7 wol. 3CtCopy 10weF

|Ialaphson, Faobert 141736-1803. [fram ald catalog]l
Update Select Quick Addl Delete| Quick Find

Tag I [iescription

‘
Insert Tag | Change Tag| Delete Tag | " Auto Add C

- Index: InLine On | . | Change Te
Commit

NO INDEX Search vt N rsen | Cherice Tan|  Delete Tag | Mew Authariy

In the case of the example above, the Quick Add button was chosen and “Jephson, Robert,
d1736-1803” was highlighted in the box located below the DESC box. This brought up an

Alert Message screen, where either Ok or Cancel must be selected. Ok was selected to
update the system and to include this information about Jephson, Robert in its authority.
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This automatically created the new authority record and automatically highlighted it in the
authority list (see CatLess4-28, below).

# Browse the Authority Index File E M= E3
Cloze |
100

Corporate Mame 10 =] Titles Linked

Searu:hl [~ Show Tracings |1

Y

I1a)ephzon, Robert 1d1736-1803. [from old catalog]l
Update || Select | @uick Add| Delste| Quick Find]

Tag | Jescnption -
001 | 500007762

05 e
008 (012345675901 234567890123

040 |LIEMET ;I

Insert Tag I Change TEIEII Delete Tag I Hew .f-‘«uthulityl

Next, the new information about Jephson, Robert, must be “officially” selected by the user from
the authority menu, so that it can be assigned to Tag 100 of the record in question. To do this,
choose the Update key (see CatLess4-28, above) and the system will automatically update the
record to reflect this new information.
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Tag 100 on the record is now “resolved” and, therefore, green (see CatLess4-29, below).

+ Marc Edit = O] X]

Auto Stamp:l 999 1670  Main Entry - Personal Name
X I Valid Subfields for Tag B
Status: ) l_
Marc Title Unknown H Relator Code _|
— Linkage
J50)) ) ) [ STt i | B  Feld link and sequence
po1 68394260 la  Personal Name
005 20000417110320.00 b Numeration
08 820120m18241827enka 0000 eng O L Titles and other words 2
010 Oa 17008954 O Natnn accaniatnd with 2
035 D9(DLC) 1700895400 el | o=l
040 DaDLCOcCarPOdDLCO

TaPR124300.L 7 vol. a0

1 Oa.Jephson, Robert,00d1736-1803. [from old catalog]O
1_0__nDaCount of Narbonne;Oha tragedy, in five acts.0l

OaLondonOc[1824-27]0

Oa12 p.Ob1 illus.0c23 cm.O

1 0 |Davwalpole, Horace,Od1717-1797.0(Castle of Otranto.O
Oa0Chche OcpremunyOduOencipOf190gy-gencatlgnO
Obc-GenCollOhPRA2430.L7 vol. 30tCopy 10wPREMO

Insert Tag | Change Tay| Delete Tag | " Auto Add On  Check Authority

Index: InLine On | o # Change Text On Close |
Commit Search Authority |

n 500007762

NOTE: Remember, after all tags are resolved, so that ALL authority changes register in the system, the
Commit button must be selected before exiting this screen.
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Handling Authority for Newly Imported Records

Step 1: To return to the “New add” area (the top of the Handle Newly Imported

Bibliography screen) where the newly imported records are being held before they are
committed to the system, at the opening Lib/Net screen, select the icon with the two screens on it
(CatLess4-30, below).

File Indexing Eibliography Edit  Authority  Match Betro Data Reports MWindow  Help

Demo Library

This action opens the Handle Newly Imported Bibliography screen again, and the “New
add” area appears (see CatLess4-31, below).

Step 2: At this screen, select a record for which you wish to check authority. In the case of the
example below, a record with the title Hanzel and Pretzel has been selected.

Handle Newly Imported Bibliograpy

Search Mew: I |D Mot Matched LI INew add ;l Quick Find | ITitIe 'I
Title IAuthor I Isbn |

Title Display AUTHOR lzhn Publij Phys Desc .|
Froggy gets dreszed / by Jonathan LondLondon, Jonathan 0140544577 : 1994 1 . [unpaged) col. il 18« 23 cm.
The future: an owner's manual © what thePandiscio, Fobert 0380303356 239 p. 20 cm.
The grave / Jamez Heneghan. Herneghan, James 0374327653 245 p. ;20 cm.

Great Smoky Mountaing Mational Park / |Peterzen, D avid 0516013327 : 15993

TG 7 mlted o lte. | o Iote, e (ML p T TIe
S & e e 13597 11 v [unpag | =
H appy alenting's Day, Miss Hildy / by UG rambling, Lois G 0B F3BEE705 1338 [1 v [unpaged) :col. il ;23 cm.
Fany, the airty dog ¢ é_l,l TAENE £10N ; PICICION, GENES LOe4 400 1ok (a2 p.ocal il 27 cm.
Henry and Mudge and the best day of alRylant, Cynthia 0B2927 3856 1937 |40 p. ccol. il ;23 cm. LI

Delete Review] Add toHoldings | W Suta Delste EED|BCE||DActive =] Prirt | Itemns I Cloze I

Search Marc: | Analyze | ¥ Show ltems?

Title |Auth0r||sbn |

Tel Title Dizpla AUTHOR Fublig 2hys Desc “
tann, Caral 0651414553 99

apnz3 Snapshot 1564585344 1994 |Boardbook

0 [1OLE. Penalty Franciz. Dick. 0399143475 1997 |3hrs

0 10 Lb. Penaly Francis, Dick 0339143025 1997 Hardback

0 10 Minute Guide ta Motivating People  [Cook, Marzhall 002861738 1997 |Trade

0 [The 100 Best Small At Towns in Amendvillani, John 1-56261-2751  |1996 |rade

0 100 Years in Leelanau Littell, E drmuind 1965 |Trade ;I
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Step 3: Now, select the Add to Holdings button (refer back to CatLess4-31, above).

As described earlier, once the Add to Holdings button has been selected for a record — in this
case, Hanzel and Pretzel -- the new MARC record will automatically open up in the “expert

edit” mode, on the Marc Edit screen (see CatLess4-32, below).

- Marc Edit M= 3
Auto Stamp: I 1671 1670 Leader Info
1 5 I Valid Subfields for Tag
1 Satiss Marc Title Unknown l_ 1 Mo Subfields
] Tag |1 |2 |Description -
pbh97130650 O
003 LJPBBO
D05 19980401163015.00
11 98040181997 myua j 0001eng O
010 Da 96068252 O o | |
020 0a0590898272 :0c$8.900
D40 DaDLCOcDLCOdDLCOdIIPBEDO

D50 4 |DaPZ8.TO

082 1 4 |\DaEDZ2210

092 OaFIC THAO

1 DaThaler, Mike,0d1936-0

245 1 0 |DaHanzel and Pretzel /Ochy Mike Thaler ; llustrated by Jared Lee.O

260 OaMew York :ObScholastic,0cc1997.0
300 Oa1v. (unpaged) :Obcol. ill. ;0c21 cm.O
0 |OaHappily ever laughter O
520 DOaln this zany send-up, Hanzel and Pretzel eat a witch out of gingerbread house and home. When sh

1 |DaFairytales.O

1 |DaHumorous stories.0

¥ |DOaFairy tales.02sears0

7  |DaHumorous fiction.O02sears0

- * I VI
Insert Tag | Change Tag| Delete Tag | [" Auto Add On  Check .nuthnmyl
Index: InLine On | V¥ Change Text On
Commit Search Authority | ciose |

On this screen, tags highlighted in red indicate that those tag’s authorities have not yet been
verified in the authority file.

NOTE: Refer to the next lesson for more information about maintaining authorities.

At this time, a user must make sure that a newly imported record’s authorities are not duplicated,
and that any new authorities are entered properly into the system.
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Step 4: Because the Auto Add On button will automatically add all incoming authority without
checking it first, check the status of this button now. BE SURE THAT THIS FUNCTION IS
ALWAYS TURNED OFF, which it should be by system default (CatLess4-33, below).

NOTE: Auto Add On typically is used only when importing an entire catalog.

[~ Auto Add On | Check nuthurilyl

I+ Change Text On

Search Authority Close |

Creating Authority

For this example, the intent is to resolve the 440 Tag by creating new authority from the
information provided next to the tag. To do so, select the Quick Add button at the Browse

Authority Index File screen, because this takes the information already included next to Tag
440, and creates a new authority entry in the system.

Use the Quick Add button to create a new authority record, and it will automatically appear in
the authority list as a highlighted entry.

Use the Update button to “update” the record’s Tag 440 with the new authority entry.
Replacing Authority

If a different authority record on the right side of the screen were selected other than Happily
Ever Laughter, the Update button would take that highlighted record, in the case of the example

above -- Hallmark Hall of Fame -- and, instead of the scenario outlined above, replace Happily
Ever Laughter with Hallmark Hall of Fame in the MARC record.

NOTE: When the Change Text On box is checked, the system will automatically overwrite the authority
that appears in the tag entry.
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Step 7: Select the appropriate function -- in the case of Tag 440, the Update function was
selected -- and the resolved tag will turn green (see CatLess4-34, below).

Auto Stamp: I
S I Marc Title

1671

1670

Unknown

Series Statement/Added Entry Title

m

+ Marc Edit - [O] %]

Valid Subfields for Tag |

il Linkage

Tag |1

2

Description

o1
003

LY

pbb97130650 O

JPBBO

19980401163015.00
0804011997 myua j 0001eng O
Oa 96068252 O
Da0590898272 :0c$8.900
OaDLCOcDLC OdDLC OdIJPBBO
OaPZ8.TO

OaEO2210

OaFIC THADO

OaThaler, Mike,0d1936-0

OaNew York :ObScholastic,Occ1997.0

DaFairy tales.0
OaHumorous stories.O
DaFairy tales.02sears0

OaHumorous fiction.O2sears0

OaHanzel and Pretzel /Ochy Mike Thaler ; illustrated by Jared Lee.O

Insert Tag | Change Tagl Delete Tag | [™ Auto Add On  Check Authority

Index:

InLine On |

Commit Search Authority

n 500003056

[+ Change Text On

Close |
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Oaln this zany send-up, Hanzel and Pretzel eat a witch out of gingerbread house and home. When sh

Field Link and Sequence
Title

HNumber of Part/Section
Name of Part/Section of
Yolumn Number/Sequer

Intnrmatinnal Ctandard ©

B

£



NuGen Systems, Inc.

Catalog Editor User’s Guide

Step 8: Once all of the red tags have been resolved on a newly imported record and have turned

, once all authority has been checked and all edits have been made, it is time to Comimit the

record to the system by selecting that button from the bottom of the Marc Edit screen (refer to
CatLess4-35, below).

« Marc Edit M= B3
Auto Stamp: I
Status: I

1671 1670

Marc Title Unknown

Subject Added Entry - Topical Term

—

Valid Subfields for Tag -]

Source of Heading or Te_l

Tag[1

2

Description

001
003
05

Insert Tag | Change Tag| Delete Tag | [" Auto Add On  Check Authority

LY

==

=T

pbhh97130650 O
LJPBEO

Oa 96068252 O

OaPZ8.T0
OaE02210
OaFIC THADO

OaFairytales.0
Oa EmotionsO

19980401163015.00
98040151997 myua j 0001eng O

Ca0590898272 :0c$8.900
OaDLCOcDLCOdDLC OdlJPBBO

CaThaler, Mike,0d1936-0
OaHanzel and Pretzel /Ochy Mike Thaler ; illustrated by Jared Lee.O
OaMew York :ObScholastic,Occ1997.0
Oat v. (unpaged) :Obcol. ill. ;0c21 cm.O
OaHallmark Hall Of FameDO

Caln this zany send-up, Hanzel and Pretzel eat a witch out of gingerbread house and home. When sh

DaFairy tales.02sears0

CaHuman body, workings of 0

Index:

InLine On

s 100001068

[+ Change Text On

Close

Commit || §earchnuthurily|
1

LI

TE O O WR

Materials Specified
Linkage

Field Link and Sequence
Topical Term or geogrpl
Topical Term Following '

o e v Bt
i |

4

NOTE: If a user selects the Close button at the bottom of the screen, the system will not record any of the

changes made during that edit session and all edits will be lost.
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Step 9: Answer the question on the pop-up Marc Template Editor screen that asks, “Are
you sure you want to commit!” (CatLess4-36, below).

Marc Template Editor E

@Are oL s pau want ko connmit |

Step 10: Once the Yes button has been selected, the Item and Local Holdings

Maintenance screen appears (CatLess4-37, below). At this screen, more local information
can be inserted into the record.

3 Item and Local Holdings Maintainance K E
Hanzel and Pretzel
| [Barcads Type | Statuz |Call | Call2 Call3 |

Inzert | [Eharae I Cloge |
. Direct Access by Barcode I
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Step 11: This will bring up the Update Items screen. Type information into the selected area
(such as Barcode, Type, Status, Calll, Call2, Call3, etc.), then select the Ok button (see
CatLess4-38, below) to include these changes.

This will create an additional COPY of the “parent” or “originally imported” record.

3 Update Items
Date Added

Barcade: |I 4/10/2002

Type: I

Call: | calz: | Calz: |

Price: ID'IJEI Life ta Drate Circulation IEI
COST: ID'IJEI ‘rear to D ate Circulation IEI

Status: I
Location: I

Hacode: I
Record will be Added

There are no reserves on thig item.

1 Bemowe From Catalog | 0k I Cancel
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Lesson 5: Authority Maintenance

Introduction

Lesson 4 introduced the concept of “authority” and explains how authority must be handled for
newly imported records. This lesson discusses how a library and its staff maintain authority
within the database.

First, it is important to note that “authority control” is a standard or established form to be
followed by catalogers, while “authority” just deals with the names and subjects of each MARC
record.

It is also helpful to remember that a MARC subject is synonymous with a MARC record,
because when a MARC subject is selected, in essence, the MARC record is being selected.

A list of approved headings from which a librarian can choose is an example of authority control.
The implementation of authority control offers consistent, standardized methods of inputting
catalog record data.

Authority Sources

The best source of authority for names is the Library of Congress Name Authority File, available
from the Library of Congress Cataloging Distribution Service.

The Library of Congress Subject Headings or the Sears List of Subject Headings are commonly
used to establish authority for topics and geographical names.

These national lists are the basis of local authority control lists, which are most important for
each local library’s data input. Local lists make it possible for a librarian to refer to and reuse a
list of author’s names or subject headings that already exist in the Catedit system so that these
entries are standardized. This is the point of “authority control,” the point at which all names
and subject headings are entered exactly the same way each time, regardless of who enters them
into the database.

Authority control can be applied when creating a new record, when editing existing records, and

when importing records. For instance, a local library might choose to convert some of a record’s
imported data to reflect the local customs of authority.
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Each 1xx, 6xx, 7xX, etc. tag has its own “authority,” a subject or name which is on an “authority
list” that appears when entering a subject or name into the system. The Library of Congress
establishes lists of proper names for entering authors and subject headings and, in doing so, it has
established ““authority” where these options are concerned.

For instance, on the form pictured below (CatLess5-1, below), the name “Williams” was entered
into the AUTHOR box on the Adding a Brief Union Marc Record screen. This general
entry automatically causes the Choose Authority screen with an authority list to appear.

# Adding a Brief Union Marc Record A =] B

Brief Marc: Farm |Fi:<ed Data I

Title Display: | p-Chaoss fethariin
AUTHOR:  fuyiliams

Yearch: Hiams, Fatricia Cloze |

Flace of Fub I P

Publish D ate: I Phys Desc: I s, Ben Ames
iliamz, Benet
| liams, Blanch
Subiject 1 | illiarns, Esther
. I iliamz, Garth _I
Subject 2 iz, Jay
Mame | iz, Jeanne
S iiarms, John
eries | lliams, Joy
Bar Eodel EX 1 _Iv

Claszz I wfilliarns

Location | EaII1| C Select |
Status I n IEDD,DDE,E?Z

A user would then select the appropriate author’s name from this list or, if the list does not
contain the desired Williams — in this case, “Patricia Williams” -- then the user would add the
new Williams to this list. The user would type the desired name into the Search bar at the top of
the Choose Authority screen, then selecting the Insert button at the bottom of that screen to
officially add that new name to the authority in the database.

This is the simplest example of authority maintenance. Maintaining authority can become more
complex and much more detailed as required by local practices and desired outcomes.

NOTE: This lesson discusses authority maintenance relating to existing authority records in use in the
MARC catalog.
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Authority Maintenance Activities

The authority maintenance function of the Catalog Editor program can be used to accomplish
these activities:

change an existing authority record and, in turn, correct each related MARC record
add new authority records

transfer MARC record tags from one authority record to another

delete authority, if no longer used

s

Simply put, “authority” information can be taken from somewhere else such as the Library of
Congress, and put into a MARC record, or it can be entered by a user, based on “local authority
information and practices. Either way, a library must have strictly followed rules for authority
maintenance so that authority is consistently applied to all entries throughout the database.

t1)

This lesson concerns the Catedit screens described below.

The “Expert Editor” or Marc Edit screen can be accessed through the Browse the Union
Marec by Title, Author, Isbn screen (CatLess5-2, below.)

+ Marc Edit =] B3
Auto Stamp: I Leader Info Valid Subfields for Tag
iU I— 1 Mo Subfields
. Marc Title Changing I
Tag |1 |2 |Description -
LBM7170

111 IXEDLEMGTHDATAELEMENT u]

020 DaD0601676880 ENIN ~l
100 Dalsaacs, SusanO 1 Indicator

245 CaAfter All These YearsO

260 Oc19930

[300 DaHardcoverQ =

949 [i387510000803520aLPOBLP OdMYSCelsanfi0 S

4 13 I v|
Insert Tag | ChangeTag| Delete Tag | [ Auto Add On  Check Authority

v Change Text On
Index: InLine On | o g

Commit Search Authority | close |
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The Authority pull-down menu (CatLess5-3, below) at the very top of the opening Lib/Net

screen . ..
File  Indexing ﬁ\bliographyEatchﬂelm Data Heports Admin  Help
Dermo Library = | & | E g’ | Lib/Net -

features these choices:

Personal Names (Author)
Topical Terms (Subject)
Corporate Names
Meeting Names

Name Uniform Title
Subject Uniform Title
Geographic Names
Authority Maintenance

Every choice on this list, except for “Authority Maintenance,” leads to a Browse the

Authority Index File screen (see CatLess5-4, below) associated with that particular tag such
as Personal Names (Author), Topical Terms (Subject), Corporate Names, Meeting Names, Name

Uniform Title, Subject Uniform Title, or Geographic Names. The Browse the Authority
Index File screen is used for searching records you wish to change.

# Browse the Authority Index File E NS E3
Jesc TAG | Cloze
130 _I

I niform Title Subjects

Subject Main Heading 150 ;l Titles Linked
Searchl [ Show Tracings |4
JESC «|
I eltzin, Boris
ok shire
oung, Loretta, 1313- -Family J
outh
uk.on
ukon Quest International Sled Dog Race ;I

Update |  Select | Quick Add| Delete| Guick Find]

Tag | Description |

Ingert Tag | Chanae Tag|  Delste Tag | Mew .f-‘«uthalityl
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The “Authority Maintenance” selection from the Authority pull-down menu leads to the

Authority Maintenance screen (CatLess5-5, below), where authority for selected records
can be changed, transferred, added, or deleted.

The top half of Authority Maintenance screen features the actual authority records already
in the system. The bottom half of the screen shows a list of all holdings that have that particular
authority attached to it (CatLess5-5, below).

3 Authority Maintenance

Search | [ Show Tracings  |0ecTv TAG Desc
i 2 | Thoene, Bodie ; [
501 1 4. Holman Co Feplace | |
alll 1
iy | 1 |(sardema
=l 0 |abbey, Barbara
501 4 |abbey, Edward
a1l | 1 labbey, Lunn Wiith
51 | 1 [sbbot, Tucker [wm )|
Bl 1 |Abbott, Jeff _ Modes of operation
i 1 |Abbott, Jennie ’7(' Change = Transfer © Add  Delete ID_
Ll 1 bhott, John
501 1 bel, Fenneth
51 | 1 |Abodsher, David Process Request |
4 v|>| | Display Autharity Detail | Permanently Delate .t'-‘«uthnrit_l,ll

Tag OMarked TITLE AUTHOR Tatal tarked: I il

100 kan from Shadow Ridge Thoene, Bodie & Brock :

100 Year of the Grizzly Thoene, Bodie & Brock Dizplay Marz Record |
Mark tark. All

Unmark Clear All

E uit I
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In the “Expert Editor” mode, when there is a highlighted tag within a record, there is a
corresponding authority record for that subject or name that is already established in the system,
and this particular tag is linked to it (see CatLess5-6, below).

« Marc Edit (O] %]
Auto Stamp: || 1670  Leader Info
1 . Valid Subfields Tor Tag
; Slettss I Marc Title changing | 1 No Subfields
: Tag (1 |2 | Description
! LEM1270
! o5 19980926161908.00
; 008 FIXEDLENGTHDATAELEMENT u]
020 Oa08051000320
1 a5 DaYukon PassageDd A |
2Bl (OC19770
1300 Oat0 minO
Han DaMational GeographicO
650 OaYukonO
650 OaAlaskan
040 Oi38751000000632 0aviDOWVYDOeYUKOf 10O
1
[ N i
Insert Tay | Change Tag| Delete Tag | I Auto Add On MI
Index: InLine On | [vI[Ctandellesion
Commit Search nuthor'rtyl Close |
A record highlighted in indicates that there is an authority entry associated with that

record. It means that the authority entry is identical to the entry next to the highlighted tags.

NOTE: By contrast, if a tag on the Expert Editor screen is red, that tag is NOT linked to any authority
record in the system. That tag will remain red until a user either links it to authority in the system or
creates a new authority record for that tag. More information about red tags follows in the next section.

It is up to individual libraries to enforce consistency among new records. As such, it is

recommended that libraries establish standards for consistent authority, then train employees to
follow those standards.
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For instance, the author’s name, Mark Twain, could be entered into a system’s list of authority
several different ways:

Twain, Mark

Twain, mark

TWAIN, mark

TWAIN, MARK

Twain, Mark

Twain, M

TwainMark

When establishing authority, a library and its staff would be called on to decide which of the
above entries would be the acceptable one for the system. “Twain, Mark” is the best choice.
However, an untrained employee might input Twain’s name with several spaces between the first
and last name one time, then the next time, use all lower case lettering, then the next time,
capitalize some letters, but not others. Such an approach is inconsistent, and ultimately could
waste a library’s time and resources.

Red Tags

To “resolve” or verify any red tags that appear on a record in the Expert Edit mode, select the
Check Authority button (see CatLess5-7, below). This button will link red tags to existing
authority. If no authority exists, a red tag will remain red and unresolved. When this happens,
take the following steps to place the subject or name into the authority list and to thereby resolve
the tag. This is one aspect of authority maintenance.

+* Marc Edit M= E3
Auto Stamp:|| 1671 1670 Leader Info
a Malid Subfields for Tag
S I Marc Title changing | 1 Mo Subfields
Tag |1 |2 |Description -
AEG-675600

D05 20000504114935.00

nog 06040251996 mua 0000eng O

D10 Ca 96008067 O

020 DaD7868625640c318.950 1 | _vl
P35 0 0 |OLCMARC/AUK-3850/ACQ0

040 OaDLCOcDLCO

D49 DalWRAD

D50 0 0 |0aGV4810b.G746 19960

D82 0 0 |0a613.702200

D92 a6 13.7 0bGB31mO

1 CaGreene, BohOg{Boh W.)0O

P45 1 0 JoaMake the connection :Obten steps to a better body and a better life /Ochy Bob Greene and Oprah

(250 Dalst ed.0

260 CaMew York :ObHyperion,Occ1996.0

500 0a240 p. :Obcol. ill. ;0625 cm.O

0 jCaPhysical fitness.0

0 JoaPhysical fitnessOxPhysiological aspects.O
0 jDaHealth.O

1 Cav¥infrey, Oprah.O

3 A
Insert Tay | ChangeTag| Delete Tag | " Auto Add Op  Check Aulhnri‘lyl
Index: InLine On I Change TesTO
Commit Search Authority | Close |

Another aspect of authority maintenance is updating outdated authority files by downloading
up-to-date lists from the Library of Congress, or by ordering a CD-Rom with updated lists on it.
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Editing Authority Records Using the “Authority Maintenance” Screen

At the Authority Maintenance screen, you can create, delete, and edit authority records.
Why is there a need to edit an authority record? Perhaps to resolve inconsistencies in authority
entries, or to update or correct entries.

For instance, assume that a database of MARC records features three different versions of World
War II:

World War I1

World War ii

World War 11

It is probably wise to “clean up” the authority for those records by making them consistent. To
maintain authority for these records and to resolve their discrepancies, a user would follow the
steps outlined later in this section to merge the three records into one — the World War II record.
This will lessen duplication and confusion, and will eliminate the technically incorrect references
to World War II (World War ii and World War 11 are incorrect).

At the Authority Maintenance screen, the specific actions a user can take to clean up and
maintain authority are to change, transfer, add, or delete authority (see CatLess5-8, below). The
ensuing section focuses on those four options.

3 Authority Maintenance

Search |

[ Show Tracings

Rec Ty TAG Desc -
100 Perzanal Mame

il 110 Corporate Narme

St Tites [JESC

Led

a1 2 | Thoene, Bodie & Brock Replace |

| 1 4. Holman Co I

50 1 JAdd

a1 1 |aardemna

&l 4 |Abbey, Edward

50 1 |abbey, Lynn "afith

a1 1 |abbot, Tucker _I I

a1 1 |abbott, Jeff C A ]

501 | 1 |abbott, Jennie |’7f' Change  Transfer © Add © Delete IU_
gl 1 |abbott, John

Al 1 label, Eenneth

501 | 1 |abodaher, David Process Request |

4 »|=| | Display Authority Detail I Permanently Delete .&utholit_l,ll

Tag Otarked TITLE AUTHOR Total Marked: I 0
100 Might &ngel
Dizplay Marz Recaord |
Mark, rark All
Unmark | Clear &l

Exit I

NOTE: Any time a user makes a change in authority maintenance, the records affected automatically
turn into “ExpertMarc” records, rather than “QuickMarc” records.
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How to Change an Authority Record

Example: A name, “Brown Dale,” has been entered incorrectly and must be changed to
“Brown, Gale.”

To change/correct the incorrect authority record, take these steps.
Step 1: Open Authority

Go to the Authority Maintenance screen, by clicking on the word “Authority” at the top of
the Lib/Net opening screen (CatLess5-9, below).

File  Indexing EibliographytchﬁetloData Beports  Admin  Help
= | 4 | 8 Lib/Net -

Demo Library
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Step 2: Conduct a Search

NOTE: Make sure that the Change option has been selected so that a change actually will occur (see
CatLess5-4g, below).

Type the name of the entry you wish to search for in the Search bar — in this case, “Brown” (see
CatLess5-4g, below), then select the Tab key on your keyboard to process the search. Once the

list of “Browns” comes up from the database, select the specific name of the person by clicking

the mouse on it (in this case, “Brown, Dale,” see CatLess5-4g, below).

Step 3: Start the Replace Process
Select the Replace button (see CatLess5-10g, below), and the authority entry you wish to replace

will appear in the box next to the Replace button (in this case, “Brown, Dale,” see CatLess5-10,
below).

7 Authority Maintenance

Rec Ty TAG Desc
100 P

Search | brown [ Show Tracings

CO sl Titlez [DESC a| |n 110 Corporate Mame

A 1 [Brown Rita Mae

501 1 |Brown, Rosellen HE v, Daleg

a1 1 [Brown, Carnie

alll 1 [Erown, Chnstopher

il 1 [Brown, Fenella With

a1 2 |Brown, Fem _I _I I

il 1 |[Brown, Fem G todes of oplration

501 1 |Brown, J.P.5 ’75“ Change 1 Transfer © &dd ¢ Delete ID_
2] 1 |Brown, Jackson H

| ] frendon Foces Rt _|

4 v v| Dizplay Autharity Detail | Permanently Delete .&uthorityl
Tag Okarked TITLE AUTHOR | Total Marked: I i

100 Hammer Heads Brown, Dale

100 Might of the Hawk, Brown, Dale e Dizplay Mare Record |
100 Storming Heaven Brown, Dale

100 Sky Masters Brown, D ale Mark Mark All
100 Might OF the Havak. Browr, Dale Lnmark Clear Al
100 Hammer Heads Brown, Dale =

100 Chainz of Command Brown, Dale LI Ezit |
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Step 4: Select “With”

NOTE: When making authority changes, it is not necessary to mark any of the titles, because once
processed, the system makes a global change that automatically affects the authority for all of the titles
already associated with the authority being changed.

With the same authority selected, choose the With button on the Authority Maintenance screen
(see CatLess5-11, below) and the same name, “Brown, Dale,” will appear in the box next to the
With button.

BEWARE: Do NOT bypass selecting the With button before making the change. Always select the With
button so that the original entry, the entry that you wish to change, appears in the With box. Any
changes have to be made directly to that original entry - changes CANNOT be typed into a blank With

box from scratch because the system will not process the change properly.
Step 5: Type Change

Because the name that has been selected, “Brown, Dale” does automatically appear in the With
box, it is up to the user to change the current name by deleting all or part of it (in this case, delete
the “D” in “Dale”) and by typing the new character or name (in this instance, replace the “D” in
“Dale” with “Gale” to result in “Gale”) in place of it (see CatLess5-11, below).

3 Authority Maintenance K E3
Search | ™ Show Tracings  [0ec Y TAG Desc -
100 Perzonal Mame
COf 5t} Ties |JESC | |n 110 Corporate Mame =
iy | 1 |Brown Rita Mae
501 1 |Brown, Rosellen Replace | [12Brown, Dalel
a1l 1 |Brown, Carrie
g 1 |Brown, Chriztopher
51 Dale
a1l | 7 |Brown, Dee
a1l | 1 |Brown, Fenella i
& 2 |Brown, Fem —I M IIaEmwn, GElel
Bl 1 BICIWH, Fern G OIS0 u|.ll::|c|Liur|
501 1 |Brown, J.P.5 & Change ¢ Transfer © add © Delete ID_
Ll 1 [Brown, Jackson H
501 1 [Browen, Joan
i 1 |Brown, John Process Request |
‘. v | v| Dizplay Authority Detail | Permanently Delete f-‘«uthurityl
Tag OMarked TITLE AUTHOR a| Total Marked: | i)
100 Hammer Heads Brown, Dale :
100 Might of the Hawk, Brown, Dale oo Dizplay Marc Record |
100 Staorming Heaven Brawn, D ale
100 Sky M asters Brawn, D ale Mark tark All
100 Might OF the Hawk Brown, Dale |nmark Clear Al
100 Harmmer Heads Brown, Dale =
100 Chairs of Commarnd Brown, Dale LI Exit |
Avthority will be changed Mot tranzfered
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Select the Process Request button to update the records (see CatLess5-12, below).

3 Authonty Maintenance

Search |

[ Show Tracings

Rec Ty TAG Desc

(]
[iy]

Titles | JESC

1 [Brown Rita Mae

1 [Brown, Roszellen
1 [Browen, Carrie

1 [Browven, Chiistopher
3 |Brown

Brown, Dee
Brown, Fenella
Brown, Fem
Brown, Fem G
Brown, J.P.5
Brovn, Jackson H
Brown, Joak
Brown, Johi

7 pagag s el

Mmoo o
RS N |

-

100 Personal Mame

110 Corporate Mame j

Replace | [1zBrawn, Dalel

—I M IIaBmwn, GHlel

% Change © Transfer © Add € Delete ID_

" Maodes of operation

| Process Request I |

v |+|  Display Autharity Detail | Permanently Delete Authnrityl

Austhority will be changed Mot tranzfered
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Tag OMarked TITLE AUTHOR -
100 Hammer Heads Brown, Dale

100 Might of the Hawk Brown, Dale b
100 Storming Heaven Brown, Dale

100 Sky Masters Brown, Dale

100 Might OF the Hawk, Brown, Dale

100 Hammer Heads Brown, Dale

100 Chainz of Command Brown, Dale j

Tatal Marked: i

Dizplay Marz Record |

btk Al
LClear &l

E =it |

Mark
L nmark,
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An Alert Message box will appear (see CatLess5-13, below) to verify the change.

Alert Message

Please press 0Ok to change authority
From > laBrown, Dalel
To > laBrown, Galel

Cancel |

Step 7: Okay the Change

Select Ok on the Alert Message box, and “Brown, Dale” will be changed to Brown, Gale (see
CatLess5-13, above).

The resulting authority record looks like this (see Brown, Gale, in CatLess5-14, below) . . .

3 Authority Maintenance EE3
Search | ™ Show Tracings [Hee TuTAG Desc -
n 100 Perzonal Hame
CO S| Titles | 2ESC a| |n 110 Corporate Name =
<] 1 |Broome, Susahnah
il 1 |Brothers, Dr. Joyce Replace |
il 1 |Brothers, Joyce Dr I
2] 1 |Brown Rita Mae
2] 1 |[Brown, Rosellen
2] 1 |Brown, Carie
il 1 [Brown, Christopher With
] 7 |Brown, Dee _I _I I
a1 1 [Brown, Fenella tiodes of operation
a1 2_[Brown. Fem ’717 Change ¢ Transfer © &dd € Delete IS_
ST LI = A= ]
e TR e Process Bequest |
£l v v| Dizplay Sutharity Detail | Permanently Delete Authorit_l,ll
Tag OMarked TITLE AUTHOR a | Total Marked: I il
100 Harnmer Heads Brown, Gale :
100 Might of the Hawk: Brawn, Gale b Dizplay Marc Record |
100 Storming Heaven Brown, Gale
100 Sky Masters Brown, Gale Mark Mark All
100 Might OFf the Hawk Brown, Gale Unmark Clear Al
100 Harmmer Heads Brown, Gale =
100 Chaire of Command Brown, Gale ;I E xit |
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How to Merge or Transfer Authority Records

Example: Two similar authority records, “Aging,” and “Aging-Literary Collections” are being
used. The goal is to transfer all of the MARC tags from one authority to another so that all
records point to one authority

To merge these two authority records, take the following steps.

Step 1: Open Authority

Go to the Authority Maintenance screen, by clicking on the word “Authority” at the top of
the Lib/Net opening screen (CatLess5-9, below).

. BetroDats Repots  Admin Help
B b |By| | cowet I

File  Indexing Bibliography E

Demo Library
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Step 2: Select a Tag and Conduct a Search

NOTE: Make sure that the Transfer option has been selected so that a transfer/merge actually will occur
(see CatLess5-4g, below).

At the Authority Maintenance screen, select the appropriate tag — in the case of the
example below, 150 Subject Main Heading was selected (CatLess5-14, below). Then, type the
subject in the Search box (in this case, “Aging”), and hit the Tab key on the keyboard to process
the search.

3 Authority Maintenance

Search || Aqing I Show Tracings
L[ St] Titlez | DESC |
10 4 lhging
i I—~aies Heplace ||
101 2 ging-Literary |
101 1 Aariculture
101 1 hapazcan Indians - Legends
10 5 |Aids [Dizeasze] _I
10 2 A wdith
10 1 |&ir History _I I
10 1 ir Filatz-United States-Biography Modes of operation
L 1 & wWarfare-world War Il IV(* Change @ Transfer © &dd © Delete ID_
10 1 @rcraft u:Ie_sign and congtruction, encyclopas
:II :II 13 ::;Iraaségn-mntors Proceszs Request |
] >|VI Dizplay Authority Detail I Fermanently DE|EtB.l'3.ulhDIit_l,l|

e R
When | Am dAn Old Woman | Shall wear Purple Martz, Sandra Dizplay Marc Becord |

tark b ark, All
Unmark Clear All

E xit |

From the box of information at the top of the screen, select the authority entry you wish to
transfer. In the case of the example above, it is “Aging-Literary Collections.”

Notice the MARC record tags and titles associated with that authority entry in the box at the
bottom of the screen (see CatLess5-4d above, again).
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Step 3: Mark the Records to be Transferred/Merged

From the box at the bottom of the screen, mark all records from which you wish to transfer
authority (see CatLess5-16, below). Do this by choosing either the Mark or the Mark All button.
In this instance, the Mark All buttons was selected, and all of the titles under “Aging-Literary
Collections” have been checked.

3 Authority M aintenance

Search | ™ Show Tracings  |Bec THTAG Degc : . -
= 130 _Uniform Title Subjects

C0j Stf Titlez | JESC «| 150 Subject Main Heading =

1M 2 Afro-amenicans-Hiztorn-kizcellanea —

1M 1 laged, life gkillz, health, finance Replace |

1M 1 laged-Health and Hygiene I

1M 1 lhged-Travel

1M 4 lhging

111 1 lhging, phyziological azpects

111 2 Aging-Literary Collections Wfith

1M 1 griculture _I _I I

1M 1 .-’-'A.hapas:canlndian$-Legend$ tdodes of operation

:ll 1 g i!d$ [Diseass] " Change & Transfer © Add ¢ Delste ID_
ir

1M 1 lAir History

1 | 1 [ai Piots-United States Biography Erocess Fequest |

14 v v| Dizplay Authonity Detal I Permanently Delete .t'-\uthurit_l,ll

Tag Ok arked §TITLE AUTHOR Tatal Marked: I 3

BA0 Time Flies Caoshy, Bil

YWihen | Am An Old Waoman | Shall Wear Purple Martz, Sandra

Digplay Marc Record I

tark All
Clear All

E xit I
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Step 4: Replace Authority

Select the Replace button, and the authority entry you wish to replace will appear in the box next
to that button. In this case, it is “Aging-Literary Collections” (see CatLess5-17, below).

Step 5: Select “With”

Next, select the authority entry you wish to replace “Aging-Literary Collections” with. In this
case, “Aging.” is the choice (see CatLess5-17 below, again). Select the With button, and
“Aging.” will automatically appear next to that button.

3 Authority Maintenance [ 7| x|
Search | ™ Show Tracings  |Hec T¥ TAG Desc -
I 5 130 Uniform Title Subjects
= 150 Subject Main Heading
110 1" iAging, physiclogical aspects Replace | IIa.t'-‘«ging-Literar_l,l Collections]
101 2 \Aging-Literary Collections
LLL 1 griculiure
10 1 |&hapascan Indians - Legends
10 5 lAids [Dizeaze] _|
10 2 A with -
10| 1 [air History | lioa
1M 1 ir Filatz-United States-Biography Mades of i
1M 1 JAirwarkaresworld war |l |}" Ehangm Add © Delete ID_
1M 1 ircraft design and construction, encyclopas
101 1 ircraft, tri-motors . |
1 3 iplanes I = =T =
4 v v| Dizplay Autharity Detail | FPermanently Delete Authu:urityl
Tag OMarked TITLE AUTHOR Tatal Marked: I o
[l 0ld Age is niat for Sizsies Linkletter, Art :
ER0 Here Tomarraw Making the Mozt of Life After FiftBelsky, Janet K Dizplay Marc Record |
E50 Ageless Spint Berman, Phillip and Goldm.
E50 Chronic Care in &merica Institute for Health & Aging Mark Mark Al
Lnmark Clear &l
E uit |
Authonty will be transfered To the following control number

Step 6: Process Request

Select the Process Request button to cause the authority “Aging-Literary Collections,” to be
replaced with “Aging.” in all of the previously marked records (see CatLess5-17 above, again).
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Once the Process Request button has been selected, an Alert Message screen appears (see
CatLess5-18, below). Select the Ok button to complete the process of transferring authority.

Alert Message

Please press Ok to transfer authority
From > Aging-Literary Collections

To > Aging

For > 2 Marked titles

Cancel |

Once authority has been transferred, the Authority Maintenance screen looks like the one
shown below (CatLess5-19). Notice that there are now no titles associated with “Aging-Literary
Collections” as indicated by the “0” under the Titles column in the box at the top of the screen,
and by the absence of titles in the box at the bottom of the screen.

3 Authority Maintenance

Search | [T Show Tracings

Rec Ty TAG Dezc
150 5. dain Heading

s

1l !
1 1 laging. physiological aspectz Feplace | |
1 0 |Aging-Literary Collections
1 1 Bariculture
1 1 |Ahapazcan Indians - Legends
1 b laids [Dizeaze]
1 2 A wiith
1 1 \air Higtary _I —I I
1 1 & Pilots-United States-Biography Maodes of operation
1 1 i wartareorld Wwar |l P" Change & Transfer © &dd © Delete E
1 1 |Aircraft design and construction, encyclopas
-11 13 i::;l[:rf:égl mators Process Request |
. v v| Dizplay Authority Detail | FPermanently Delete .-’-'l.uthc'rit_l,ll
Indexed Authority on When | AmAn Old wWoman | Shal *wear Purple
Tag OMarked TITLE AUTHOR Total Marked: I il
E50 (ld &ge iz not for Sissies Linkletter, At
Here Tomormow b aking the Most of Life After FiftBelsky, Janet K Dizplay Marc Record |
E50 Ageless Spint Berman, Philip and Goldm.
E50 Time Flies Coshy, Bill Mark Mark Al
650 Chronic Care in &merica Inztitute for Health & Aging Unmark. Clear Al
E50 when | am An Old wWoman | Shallwear Purple  Martz, 5andra =

E uit |
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How to Add an Authority Tag to a Set of Catalog Records

Example: A set of MARC records has been assigned the same authority tag, “Baseball”. It is
necessary to add the subject tag, “Baseball-Hall of Fame” to these same MARC records.

To do so, follow the steps below.
Step 1: Open Authority

Go to the Authority Maintenance screen, by clicking on the word “Authority” at the top of
the Lib/Net opening screen (CatLess5-9, below).

File  Indexing EibliographytchﬁetloData Beports  Admin  Help
Demo Library i % 5

Lib/Net -
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Step 2: Conduct a Search

NOTE: Be sure to select the Add button so that the system will know to add authority (see CatLess5-3a,
below).

Conduct a key word search to find the authority to which you wish to make an addition. In this
case, the key word is “baseball” (see CatLess5-20, below).

Search Show Tracings Rec Ty TAG Desc a
I baseball 150_Subject Main Heading
Cc st Tilez [DESC | E 151 Subject Geographic Location LI
101 0 [BaseballHall of Fame I
101 1 [Baseball-Fitching
101 1 [Baseball-Stengel. Charles
10 1 [Basket Maker Indians ; :
1 1 |Basketbal Add Avtharity || Tag To Add: -
101 1 |Basketball Qffense _|
101 1 |Basketball-Coaches-Frieder, Bil I
101 1 |Basketmaking Modes of operatian
Ll 2 |Baskets ’}‘ Change Transf*rﬁ Add " Delete ID_
101 1 |Bateman, thert,_193l} ]
‘1I ‘1I 12 g:t?momi, planning and remodeling Frones Fem s |
] v | v| Digplay Authority Detail | Permanently D elete Authnrit}ll
Tag Okarked TITLE AUTHOR Tatal Marked: I i
(=il Little Giants :
550 Bazebal Sports [llustrated Dizplay Marc Record I
| ame e
G50 Baseball fever . Johanna Mark Mark Al
Unmnark Clear Al
E xit I

Step 3: Choose a Tag Number

Type the number of the tag that will be added in the red box (see CatLess5-21, below). In this
instance, the tag selected is 650 (see CatLess5-20, above).
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Step 4: Select Authority

From the right side of the Authority Maintenance screen, select the appropriate tag. In the case
of CatLess5-21 below, “150 Subject Main Heading” has been selected. From the left side of the

Authority Maintenance screen, select the “parent” authority record to which you wish to
add authority. In the case of CatLess5-21 below, “Baseball” has been selected.

NOTE: The authority tag to be selected must already exist in the authority list.

3 Authority Maintenance

Search | ™ Show Tracings JHec Ty TAG Desc N
3 130 Uniform Title Subjects
oo Jocer 3 180 Subject Main Heading

Tt L T u=) | =) = i |
10 1 |Baszebal-Pitching
101 1 |Baseball-Stengel, Charles
101 1 |Basket Maker Indians = !
11 | 1 [pasketbal fckd duthority | Tag To Ac [
101 1 |Basketball Dffenze _I
101 1 |Basketball-Coaches-Frieder, Bill I
1M 1 |Baszketmaking Modes of operation
111 2 |Baskets [r Change € Transfer @ &dd € Delete ID_
101 1 |Bateman, Hu:ubert,.193l} ]
:II :II 12 g:tl;umnms, planning and remodeling BTt i |
] v v| Dizplay Authonity Detail I Permanently Delete .-’-‘-.uthorit_l.JI
Tag Okarked TITLE ALUTHOR Tatal Marked: I 4
ol Little Glanks :
GE0 = Bazeball Sports lustrated Dizplay Marc Record I
G50 AllStar Game Patts, Steve
G50 Bazeball fewver Hunwitz, Johahna I Mark Mark Al
Crrmark Llear Al
E xit |

Step 5: Select Associated Titles
Use the Mark or Mark All button to select one or all of the titles associated with that authority

record to which you wish to add authority (see CatLess5-21 above). In this case, all of the titles
shown at the bottom of the screen have been selected.
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Step 6: Select Authority to Be Added

Now that the titles associated with the authority that you wish to change have been marked,
scroll through the list of authority on the Authority Maintenance screen to select the “new”
authority to be added to those titles. Do this by highlighting the authority entry on the list, and
by selecting the Add Authority button to the right of the list. In this case, “Baseball-Hall of
Fame” has been selected as the authority to be added to the marked titles already associated with
the authority, “Baseball” (see CatLess5-22, below).

3 Authority Maintenance EE
Search | ™ Show Tracings  |02c TH TAG Desc -
H 130 Unifarm Title Subjects
CO S| Titles | DESC | 150 Subject Main Heading
101 4 |Basebal —
101 B azeball-Hall of Fame |
10 1 [Baseball-Fitching
] 1 |Basebal-5tengel. Charles
10 1 |Basket Maker Indianz — A
1 Boetbal - G it TagTobdd: -
101 1 |Basketball Offenze
1M1 | 1 BaskethalCoachesFrieder, Bil [12 asebiall-Hall of Famel
10 1 [Basketmaking tiodes of operation
1 2 Baskets ’71'“ Change € Transfer @ &dd © Delete ID_
10 1 [Bateman, Hnbert,_'lSSD- _
:II :II 1:2 g:{:rooms, planning and rerodeling Process Request |
4 vaI Dizplay Authority Detail | Permanently D elete .f-‘«uthulityl
&g OMarked TITLE AUTHOR Tatal Marked: I 4
Dizplay Marz Record I
dark Ik Al
ek Elean sl
E xit I
Authority will be Added Ta the following control number
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Step 7: Process Request

Select the Process Request button (refer back to CatLess5-22, above), and an Alert Message box
will appear (CatLess5-23, below).

Alert Meszage

Please press 0k to Add authority Basehall-Hall of Fame
To > 4 Marked titles

cone |

Step 8: Okay the Authority Addition

Select Ok (see CatLess5-17c, above) to process the addition of the authority “Baseball-Hall of
Fame” as authority for the four selected titles.

Notice that the resulting “Baseball-Hall of Fame” authority record is not linked to the same four
titles as the “Baseball” authority record (see CatLess5-24, below). Also notice that the number 4
is next to the authority record “Baseball”, indicating that four titles have that authority associated
with them. Previously, that number was 0.

3 Authority Maintenance E3
Search | [T Show Tracings  [Bec Ty TAG Desc &
3 150 Subject Main Heading
[Cd st Titles [2ESC ol 151 Subject Geographic Location ﬂ
101 | 4 |Basebal
11 4 Bazeball-Hall of Fame Replace |
101 1 [Baszeball-Pitching I
1M 1 [Baseball-Stengel. Charles
10 1 [Basket Maker Indians
10 1 |Basketbal J
10 1 |[Bazketball Offenze Wwith
1 1 [Basketbal-Coaches-Frieder, Bil —I I
10 1 |Basketmaking todes of operation
1 2 |Baskets ’V(‘ Change & Transfer  Add € Delete IU_
10 1 |Bateman, Raobert, 1930-
10 1 |Bathrooms, planning and remodeling Process Reguest I
1M 2 |Bats
1 » | v| Dizplay Authority D etail I Pemanently Delete Authorityl
Tag Oiarked TITLE AUTHOR Total Marked: I il
E50 Little Giatts .
G50 Bazebal Sports lllustrated Dizplay Marc Becord |
E50 AllStar Game Patts, Steve
650 Baseball fever Hurwitz, Joharna tark Mark Al
Unmark. Clear All
E xit |
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How to Delete Authority

Example: A set of MARC Records was assigned the same authority tag, “Baseball-Hall of
Fame” in error. The goal is to delete this subject tag from all of the tagged MARC records.

To accomplish this goal, follow these steps.
Step 1: Open Authority

Go to the Authority Maintenance screen, by clicking on the word “Authority” at the top of
the Lib/Net opening screen (CatLess5-2, below).

File  Indexing EibliographytchﬁetloData Beports  Admin  Help
Demo Library i % 5

Lib/Net -
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Step 2: Conduct a Search

NOTE: Be sure to check the Add button so that the system will know to delete authority (see CatLess5-a,
below).

Conduct a key word search to find the authority to which you wish to make an addition. In this
case, the key word is “baseball” (see CatLess5-25, below).

3 Authority Maintenance

Search | [T Show Tracings  |BEc T TAG De§c : . N
3z 130 Uniform Title Subjects

FEShieroess J tain Heading
111 1 B oomb sl Eit g I
1M 1 [Bazeball-Stengel, Charles
110 1 |Basket Maker Indians
110 1 |Basketball .
1M | 1 [Basketbal Offense Bz A i)
1M 1 |Basketbal-Coaches-Frieder, Bill _l
1M 1 |Basketmaking I
1M 2 |Baskets Modes of operation
11 1 |Bateman, Robert, 1930- |:r" Change T Transfer © Add & Delete ID_
1M 1 |Bathrooms, planning and remodeling
1 2 [Bats
111 2 |Bats, their habits and evalution Eligwess Hegal I
] v v| Display Authority Detail | Permanently Delete .&uthorityl
Tag Okarked TITLE AUTHOR Total Marked: I i
3] Baseballz Shrine Jacksan, C Paul :
550 Babe The Legand Comes to Life Creamer, Robert Display Marc Record I
b ark Fark Al
Unmark Clear All
E xit |

Step 3: Select Authority Record to Delete

Select an authority record from the list on the left to delete from the MARC records. In this case,
it is “Baseball-Hall of Fame” (see CatLess5-25, above).
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Step 4: Select the Delete Authority Button

3| Authority Maintenance
Search | [~ Show Tracings Rec Ty TAG Desc -
3 130 Urniform Title Subjects

Cf 5tf Titlez | DESC x| hject Main Heading

1 ‘l B azeball . —
101 2 Baseball-Hall of Fame IIaEasebaII-HaII aof Famnel

1 1 |Bazeball-Pitching -

11 | 1 [PasebalStengel, Charles Dielete: Orly If Contains text ||
110 1 |Basket Maker Indians

110 1 |Basketbal

1M1 1 |Baszketball Offensze _| I—
110 1 |Basketbal-Coaches-Frieder, Bil

111 1 |Baszketmaking Modes of operation

1 2 |Baskets [F Change © Transfer © &Add & Delets ID_
1 1 |Bateman, HDherL_1E|3EI- .

:ll :ll 12 g:tzmams, planning and remodeling EnrTr |

14 v v| Dizplay Autharity Detail | Fermanently Delete Authorityl
Tag OMarked TITLE ALUTHOR Total Marked: il

E50 Bazeballzs Shiine Jackson, C Paul :

Ea0 Babe The Legand Comes ta Life Creamer, Raobert Dizplay Marz Record |

Mark b ark. Al
Unmark. Clear All
E xit |

Select the Delete Authority button (see CatLess5-25, above), and a red entry field box will
appear with the words, “Delete Only If Contains text” in front of it.

Here, a user can enter a string of text to additionally filter the words and to safeguard against
deleting tags unnecessarily/accidentally.

For this example, the field has been left blank.
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Step 5: Select Records from Which to Delete Authority

Use the buttons Mark or Mark All to select the records from the box at the bottom of the
Authority Maintenance from which the authority “Baseball-Hall of Fame” is to be deleted (see
CatLess5-26, below).

3 Authority Maintenance EHE

Search | " Show Tracings |Bec TwTAGDese _ -
H 130 Unifarm Title Subjects

CO st Ties [2ESC | 150 Subject Main Heading
11 E azeball i —
101 2 |Bazeball-Hall of Fame |IaB asebal-Hall of Famel
10 1 [Bazeball-Fitching :
M | 1 [BassbalStengel, Charles Delete Oy If Cantains text |
101 1 |Basket Maker Indianz .
1 1 |Baskathal Delete Authorit
101 1 |Basketball Offenze _I
101 1 |Basketball-Coaches-Frieder, Bill I
1M 1 [Basketmaking — Modes of operation
101 2 [Baskets " Change ¢ Transfer © Add &+ Delete ID_
101 1 [Bateman, Hnbert,_'lSED- _
:II :II 12 g:{:rooms, planning and remodeling Process Request I
‘. v '| Dizplay Authonty Detal | FPemanently Delate .f-‘«uthulityl
Tag OMarked TITLE AUTHOR Tatal M arked: I 2
Al = Bazeballz Shrine Jackson, C Paul :
B50 = Babe The Legand Comes ta Life Creamer, Robert Dizplay Marc: Record |
Mark. A ark Al
Unmark Clear All
E xit I

Step 6: Process the Request

Select the Process Request button (see CatLess5-26, above) and an Alert Message box will
appear (CatLess5-27, below).

Alert Message

Please press Ok to delete authority
From > 2 Marked titles

Cancel |
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Step 7: Okay the Authority Deletion
Select the Okay button on the Alert Message screen to complete the request for deletion.
The resulting screen will look like this (CatLess5-28, below) . . .

3 Authonty Maintenance K E

Search | ™ Show Tracings  |Bec TR TAG De:sc: . . i
= 130 Unifarm Title Subjects

CO 5t] Titlez | DESC A| 150 Subject Main Heading
101 4 |[Baseball —
;111 B azeball-Hall of Fame I
10 1 [Baseball-Fitching :
M1 | 1 |[BasebalStengel, Charles Deslete Orily I Contains text [
10 1 |Basket Maker Indians =
T 1 |Basketbal Delete Autharity I
10 1 |Basketball Offenze _I
10 1 |Basketball-Coaches-Frieder, Bill I
101 1 |Basketmaking todes of operation
10 2 |Baskets P“ Change © Transfer € Add % Delete Iﬁ
101 1 [Bateman, Robert, 1930- ]
:II :II 1:2 g::l*s'urnnms, planning and remodeling o e |
] v | v| Dizplay Suthority Detal I Permanently Delete .-‘-'«uthurityl
Indexed Authority on Babe The Legand Comes to Life
[ag OMarked TITLE AUTHOR Tatal Marked: I i
Dizplay Marc Record I
k=l =il

etk Cleanall

E xit I

Notice that the number O is under the heading “Titles” next to the authority “Baseball Hall of
Fame” because there are now no titles in the MARC catalog associated with that authority based
on the authority deletion that just occurred.
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How to Delete Old Authority (if necessary)

NOTE: Deleting old authority is only relevant after a transfer is complete.

Now, if you wish, you can permanently delete the “Greeley, Andrew” authority because there are
no records associated with it any longer, as is evident by the “0” under the “Titles” heading. To
do this, select the Permanently Delete Authority button (see CatLess5-29, below).

3| Authority Maintenance E E

Search | [~ Show Tracings Rec Ty TAG Desc -
100 Perzonal Mame

CI St Titles | DESC a| In 110 Corporate Mame LI

[aree undrew

1 23 |Greeley, Andrew M Replace |
a0 5 |Greeley, Andrev b I
a1 1 |Green, Edith Pinero
=0 1 |Green, George
a1iy] 1 |Green, Gerald
aliy] 1 |Green, Kate “with
aliy] 1 |Green, Tim _I _I I
i1 2 |Greenberg, Joanne fModes of operation
Bil1 1 |Greenberg, Judith P‘“ Change ™ Transfer © &dd © Delete Iﬁ
B 2 |Greenberg, Martin H. ED
Al 1 [Greene, Graham
A 1 |Greenlaw, Linda Blccesshieqhest I
4 v|>|  Display Authority Detal " Permnanently Delete .-’-‘n.utharit_l,ll

Indexed &uthority on The Bishop and the Three Kings

Tag OMarked TITLE AUTHOR Tatal Marked: I i
Dizplay Marz Record |
k=i Al

I hmark [Elearn Al

E uit |

A new Alert Message screen will appear (CatLess5-30, below). On this screen, select Ok to
permanently delete the “Greeley, Andrew” authority. That authority will permanently be deleted
from the authority list in the system.

Alert Message

Delete Main Authority Record? Greeley, Andrew

Cancel |
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Each authority phrase has a number associated with it. It is not so much that a user is replacing
the phrase as it is replacing the number.

Remember, though, that authority maintenance is not an exact science — it is an artful practice

affected by many outside influences such as local practices, individual librarian’s preferences
and priorities, and the fact that more often than not, authority is “copied” from other sources.

Viewing Authority

Step 1: Open the Authority Menu

Select the Authority menu at the very top of the opening Lib/Net screen (CatLess5-9, below).

File  Indezing Eihlingraph_l,lEditI Luithority katchﬂetroData Beparts  Window Help

Derno Library

Step 2: Search for Authority

Once the Authority is selected, a pull-down menu with a list of the following entries will appear.
Personal Names (Author)

Topical Terms (Subject)

Corporate Names

Meeting Names

Name Uniform Title

Subject Uniform Title

Geographic Names

Authority Maintenance

From this list, select the type of “browse” you wish to conduct.

NOTE: All entries except the Authority Maintenance entry pertain to browsing the authority files. The
Authority Maintenance entry is used for maintenance only, such as for transferring and changing
authority.
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Step 2: Open the Browse the Authority Index File Screen

If the type of browse you wish to conduct is through a view that pertains to names, then select
Personal Names (Author) from the list of Authority pull-down menu items.

The Browse the Authority Index File screen appears (CatLess5-31, below).

# Browse the Authority Index File M= E3
Cloze |
Perzonal Mame 100

Corparate Narne 0 =] Tites Linked

Searchl ™ Show Tracings |2

-

Thoene, Bodie & Brock
t,.J. Holman Co

tardema
thbey, Edward
thbey, Lynn
thbot, Tucker LI

Update | Select | Ouick Add| Delete| Quick Find|

Tag | Description |

Insert Tag | | Chanoe TEIEII Delete Tag | Mew Authority
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Step 3: Review Authority

Scroll down the list in the DESC box at the top of the screen and select a name. In the case of
the example below (CatLess5-32), the name Adamson, Lydia has been selected. Click twice
with the mouse on that record, and the authority for that record will appear in the bottom box

(see CatLess5-32 below, again).

# Browse the Authority Index File ME 3
Cloze
Perzonal Mame 100 —I

Cormorate Mame M0 ~| Titles Linked

Searchl [ Show Tracings |5

DESC «|
idams, Bob

idams, Clifton

idams, Deborah

Idams, Jeanette T _I
idams, Richard

A ] [

updatel Select | Quicl_{.i\ddl Delelel Quick Findl

Tag |Jescription

001 |n 500000202 =
005 [19980926130407.00

003 |FIXEDLEMGTHDATAELEMENT [

040 |LIBMET =]

Insert Tag | Changs Tag| Delete Tag | Mew Authority |
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Lesson 6: How to Index the Catalog

Introduction to Indexing

The Catalog Editor database contains indices linked to actual titles of records in that same
database. While the catalog is being indexed, the data for the records are still there, but the
indices temporarily disappear until new indices and links are rebuilt.

The purpose for indexing is simple. It is a safety measure — insurance that the system is properly
indexed and that the catalog’s indices continue to be properly linked to records. If the indices are
not properly linked, which can sometimes happen because of system malfunctions and computer
glitches, the information featured for each catalog record can become unreliable and even
corrupt. Because it is difficult for any of us to know what can happen “behind the scenes” in any
computer system, and because no computer is one hundred percent fail-safe, it is absolutely
necessary to index the catalog on a regular basis.

Indices are comprised of record names, subjects, titles, authority lists, etc. It is recommended
that indexing be conducted at least every month or two. Of course, ultimately the decision about
how often to index is a judgment call on the part of each library because each library’s needs are
different. Keep in mind that indexing a library’s on-line database can be a large undertaking,
depending on the size of the library and its database, and depending on the speed of the server.
Larger libraries could take as long as one or two days to index their catalogs. It is wise for an
average-to-small library to set aside at least six to eight hours to complete the indexing process.
Although it can take time, remember that indexing is a way to “clean the bugs” from any system,
and all library catalogs on line will function better for it.
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Preparing to Index

Before going on to learn the indexing steps, consider the following tips and facts.

Be sure to back up the system before indexing.

Every four to six weeks, as a preventative measure and to clean out the system, run the
indexing function.

No cataloging is possible during any indexing session.

Before indexing, be sure to notify ALL USERS that they must exit the Catalog Editor and
OPAC.

Circulation can run while the system is being indexed, but this could prolong the entire
indexing process.

Indexing could take from six to eight hours, or even from one to two days.
DO NOT use your computer for anything else while completing the six indexing steps — do

not check e-mail, word process, print, etc. The indexing function requires the full attention
of the computer at all times.

NOTE: At this point, before proceeding with indexing, be sure that the
system is completely backed up.
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Steps for Indexing

At the opening Catalog Editor program screen, the Indexing menu (see CatLess6-1, below) will
be used at the start of each indexing step.

File | Indexing | Bibliography Edit  Authority  Match Betro Data  Beports Window  Help

Y | 'y | @Aﬂ Lib/Net -

Dermao Library

This pull-down menu features the following options, which are the steps to take when indexing
the catalog.

Pre-process Indices

Initialize Database for Reindexing
Index KeyWords and Titles

Index Authority

Index Authority Links

Recalc Authority Links (occurrences)

QAL =
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Step 1: Pre-process Indices

Select Indexing at the main Catalog Editor screen, then select 1. Pre-process Indices. The

Create Title Cache screen will appear (see CatLess6-1, below). This is the housecleaning
step that can be completed at any time.

Select the OK button (see CatLess 6-1 again, above).
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Step 2. Initialize Database for Reindexing

Select Indexing menu again at the main Catalog Editor screen, then select menu item 2.

Initialize Database for Reindexing. The Initialize Database for Reindexing screen will
appear (see CatLess6-2, below).

NOTE: Beginning this next step will be impossible if anyone is still using the system other than
you. Be sure to inform all users that they must completely exit the OPAC system. Only one
person can index the database at a time. This process is touchy and sometimes the server must
be brought down to do it. During this step, if one or all of the tables will not empty out, then be
sure that everyone is out of the system. For technical assistance, contact NuGen Systems, Inc.

Imtiahize Database for Reindexing

Attermpting To:
Result Of Attempt: Exit
LB_MMT BTR &utharity Records: 27244 Empty LB_MMT BTR &uthority Records: |
LB_MMT_S BTR Authority Link Records:  |38,726 Empty LE_MNMT_S BTR Authority Link Records |

LB_LMK BTR Authority Uncuplicatec Empty LB_LMK BTR Authority Unduplicated |

LE_AUTH.BTR Uncuped Autharity Hey Links: Empty Auth_WWird_s Authority Keyword Links |

LB_WWRD BTR Key Words: 37,545 Empty LB_WRD BTR Key Words
LE_WRD_S . BTR Key Word Links:

TH{BT

139,438 Empty LE_WRD_S BTR HeyWord Links |

Empty all six index tables by selecting each of the six Empty . . . buttons to the right of each
index table (see CatLess6-2, above). Once this function is finished, all of the records on the left
will have the number O (zero) in them if they have truly been emptied. (see CatLess6-3, on the
following page).

—_

48



NuGen Systems, Inc. Catalog Editor User’s Guide

Initialize Databasze For Reindexing 6:04:50pm EBEMEEE
Attempting To:

IOPEN SHARED LBE_WWRD _S AFTER EMPTY
Result Of Attempt:

IOPERATION SUCCESSFULL TRYING TO OPEM LB_WRD_S SHARE

LE_MMT BTR Authority Recaords: Empty LE_MMT BTR Authority Records: |

LE_MMT_S BTR Authority Link Records: Etnpty LE_MMT_S BTR &uthority Link Records |

LB_Lrk BTR: Autharity Lincuplicated Empty LB_LMK BTR Authority Unduplicated |

LE_AUTH.BTR Unduped Authority ey Links: Empty Auth_Wrd_s Authority Keyword Links |

LB_WRD BTR Key YWiords: Empty LB_VWWRED BTR Key Words |

LE_WRD_S.BTR Key Word Links:

BT[]

| Empty LB_WRD_SBTR Keywiord Links |

Select the Exit button on the Initialize Database for Reindexing screen (see CatLess6-3,
above) and go on to Step 3.
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Step 3: Index Key Words

Select Indexing again at the main Catalog Editor screen, then select 3. Index Key Words. The
Index KeyWords screen will appear.

Index KevWwords

‘ez Ta lndex Fewafords far Entire DataBaze or Mo To Index
The Latest Changes Only

Select Yes to index key words for the entire database, or No to index the latest changes only (see
CatLess6-4, above).

If Yes has been selected, the Key Word Indexer screen appears (CatLess6-5, below).

Kep Word Indexer <]

To Index Key Words Starting From Scratch Press ves. Press Mo
to Continue where it left off.

e

Select the Yes button on the Key Word Indexer screen (see CatLess6-5, above).

NOTE: Although it is highly unadvisable, it is possible to stop the key word indexing process by
selecting the “Esc” (escape) key on your keyboard. If you were interrupted during a key word
indexing session and had escaped from that function, the No button (see CatLess6-5, above) can be
pressed to resume indexing the key words where you left off.
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After selecting the Yes button on the Key Word Indexer screen (above), the KeyWord Index
screen appears (CatLess6-6, below).

Keyword Index

TITLE: AUTHOR: Recaords Indexedd:

[ ! [ o

[T Delete weeded?

0 | BEun KeyWord Indexing l Exit |

At the KeyWord Index screen, select the Run KeyWord Indexing button (see CatLess6-6,
above).
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Step 4: Index Authority

Select Indexing again at the main Catalog Editor screen, then select 4. Index Authority. The
Index Authority Window screen (CatLess6-7, below) will appear.

2’ Index Authority Window E M=

IInde::A.uthor'rty’u"ﬁnduw Total Authority E
Date & Time Last Ran Records Read Records Processed Time Started Time Finished

[112002 | [5:52Pm (10,374 [10,373 |5:52PM [5:53PM
[Record Hot Available Total Indexed Authority: [0
Display Eveny:
|25 I| Run Job I [V Glo: Generate Tracings
I
Last Filter Token Used: Cancel Records Processed: Exit

Delete Hon Dupes | | [ Glo:Dedup Mode  |5,245
Len String: Il] pos 1: Il] pos 2 Il]

DedyDedu : |Dedu : Desc Dedu : Controls

Select the Run Job button (see CatLess6-7, above). During this step, the system will rebuild the
authority pick lists. At this point, the pick lists will be built, but the occurrences will be zero (0).
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Step 5: Index Authority Links

Select 5. Index Authority Links from the Indexing menu at the main Catalog Editor screen,
and the Index Authority Links screen will appear (CatLess6-8, below).

Index Authority Links BE

‘ez To Index Authority for Entire DataBaze or Mo To Indes
The Latest Changes Only

Select the Yes button (CatLess6-8, above), and the Extract Authority Occurrences
From Union Catalog screen will appear (CatLess6-9, below).

Click on Start from Scratch button, then the Run Job button (see CatLess6-10, below). This

step extracts authority from the catalog, then builds a new file — one that will point to the titles in
the database.

# Extract Authority Occurrences From Union Catalog ﬂ !EE I

Last Title Humber Indexed 0 Total Union Records m L]
|GetlndexﬂsFrumLh_Man: Time Started Time Finished
Date & Time Last Ran_ Records Read Records Processed {6:38PM IG:41PM

6:38PM ? (1]
|4m9rznuz | [17.850 [~ Back Up
Process Status  Display Eveny:
Py tuenys Cancel | Exit |
|5l]

|9999999999

s
[svssoomss
I

[~ Check holdings before indexing ?

Create and Index Authority Lb Hame ?

Start From Scratch |
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# Extract Authority Occurrences From Union Catalog ﬂ !EE I

Last Title Humber Indexed 15276 Total Union Records (34 44p 6491
|GetlndexﬂsFrumLh_Man: Time Started Time Finished
Date & Time Last Ran_ Records Read Records Processed |s:3spm |s:39PM
|4m9rznuz [6:38PM [Fz50 [6,490 [C BackUp? O

Proces=s Status Display Every: R|_|nJuh c . | = |
£ ANce Xi

N —

|152?6 Extracting Authority From Union Catalog

30% Completed

[~ Check holdings before indexing ?
[ Create and Index Authority Lb Hame ?

Start From Scratch
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Step 6: Recalc Authority Links

Next, select 6. Recalc Authority Links (occurrences) from the Indexing menu at the main

Catalog Editor screen. This will bring up the Calculate Authority Link
Occurrences screen (CatLess6-11, below).

Calculate Authority Link Dccumrences

| It

I Run Job I [” Check For Orphans

Reset || | Stop | Exit |
Dizplay Every: |25

[~ Permanent Delete Authority with Zero Oceurrences ?

As a safety measure, when starting the job from scratch, select the Reset button, then click on the
Run Job button (see CatLess6-11 again, above).

See CatLess6-12, below, for an example of a job in process.

Calculate Authority Link Occunrences

Inngier, Hatalie |n

[~ Check For Orphans

Calculating Authority Occurrences
Reset | I Stop ﬂ Eﬁi't I

0% Completed Dizplay Fvery: |25
[~ Permanent Delete Authority with Zero Occurrences?

NOTE: The job can be stopped or exited, then resumed or reset at any time (see the buttons
highlighted on CatLess6-12, above).
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Lesson 7: How To Deactivate or “Weed” ltems

Introduction

Item deactivation or “weeding” is performed for a variety of reasons and is an ongoing effort.
There are two types of weeding — circulation-related weeding and “routine” weeding.
Circulation-related item weeding is performed using the Lib/Net “Circulation” program. Routine
item weeding is performed using the Lib/Net Catalog Editor program. This lesson addresses
routine item deactivation through the use of the Catedit module.

Examples of Routine Weeding

Some of the reasons to routinely weed items include:

= ongoing replacement of old, worn out books
= removal of items out of circulation for a long period of time
= removal of missing or lost items

Examples of Weeding for Circulation Purposes

Items are only deactivated for circulation reasons when:

= they are not returned from patron checkout
= items have been lost and their replacement paid for by patrons

Steps to Take When Weeding

Item deactivation involves both the item (copy) records and the catalog (MARC) record. Copies
can be deactivated and removed from a catalog record, and the catalog record itself can be
deleted. A catalog record will not be delete-able if the item (copy) records are attached. First,
item records would have to be deactivated and removed.

Step 1
Select the Edit Marc Bibliography button (see CatLess7-1 below) at the opening Lib/Net

screen to access the “browser” or the Browse the Union Marc by Title, Author, Isbn
screen.

File  Indezing Bibliography Edit  Authonty  Match Betio Data  Beports Window  Help

PETEIRE

Demao Library
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Step 2

Type the title or the author’s name in the “Search” box (see CatLess 7-2, below), or scan the
item’s bar code. (The title Dumbo has been typed into the Search bar on the screen shown
below.) Then, hit the Tab key on the computer keyboard to activate the search for Dumbo in the
database.

3 Browse the Union Marc by Title, Author, Isbn
Barcode Scan
. 0 Active = @ acE

Create Template

Lisbe |

Lot
ﬁ:amh. |:mﬂ I
abloalii A Sk Editdate | Edil
0681414553 Hardcover Q_11/26/01 STAUPDA

123 Snapshot 1564585344 1994 |Boardbook q  3/01/00 STAFF 20904 123

10 LB. Penalty Francis, Dick 0399143475 1997 |3hus G 9/26/98 STAUPDZ 354 10 LB Penalt
10 Lb. Penalty Francis, Dick 0399143025 1997 Hardback G 9/26/98 STAUPDZ 3330 10 Lb Penalty
10 Minute Guide to Motivating [Cook. Marshall 002861738~ 1997 |Trade A 6/07/99 STAFF 18885 10 Minute Gu
The 100 Best Small Art Towns Villani, John 1-56261-275 1996 |kade Q 9/26/98 STAUPDA 7319 100 Best Sm:
100 Years in Leelanau Littell. Edmund 1965 |Trade Q 10/14/99 STAFF 20034 100 Years in
100 Years in Leelanau ell, Edmund Trade Q /7 9447 100 Years in
100 Ye. Leelanau ell, Edmund 1965 |Trade Q /7 12322 100 Years in
100 Ye. Leelanau ell, Edmund rade Q /7 12323 100 Years in
100 Years in Leelanau Littell. Edmund 1965 |Trade a /7 12328 100 Years in
100+ Super Pig Jokes. Puns. aParenteau. Shirley 0590416561 1981 |Paperback Q 11/11/99 STAFF 20243 100+ Super F
1000 Facts About Space Beasant. Pam 1856978117 1992 [Trade Q 3/20/00 STAFF 21030 1000 Facts &
1.000 Lowfat Recipes Golson, Teny Blonder 0028603540 1997 |Hardcover 0 3/31/99 STAFF 17893 1000 Lowfat
10,000 Beautiful House Plants Kramer, Jack 69-12554 1969 |Hardcover Q 9/26/98 STAUPDZ 5715 10000 Beauti
10,000 Garden Questions, Vol. Dietz Marjorie J 0-385-0047" 1974 |Hardcover Q 9/26/98 STAUPDZ 5708 10000 Garde
10,000 Garden Questions,Vol. Dietz, Marjorie 0-385-0047" 1974 |Hardcover Q  9/26/98 STAUPDA 5707 10000 Garde
1001 Cookie Recipes Gillespie, Gregg R 1884822355 1995 Hardback Q 9/26/98 STAUPDA 6702 1001 Cookie
1001 Things Everyone Ower 555chrader, Constance 0385482244 1999 [Trade 0 6/05/99 STAFF 18867 1001 Things
101 Best Resumes Block. Jay A & Betrus, M0-07-03289: 1997 |softcover Q 9/26/98 STAUPDZ 7097 101 Best Res
101 Dalmations Korman, Justine 10307001164 1988 |Hardcover E 7/19/01 111UPDA 15653 101 Dalmatio
101 Essential Tips Caring for YiAlderton, David 078941077 1996 |Trade a  3/30/00 STAFF 21130 101 Essential
101 Games For Boys and Girls Baltzelll, Maude 1928 [Hardcover Q] 9/26/98 STAUPDA 5904 101 Games F
101 Ghost Jokes Eisenberg, Lisa 0590418114 1988 |Paperback Q 7/ 12262 101 Ghost Jo
101 Grand Avdentures in TraveRusnack. Richard 0932212956 1997 |Paperback Q 3/04/93 STAFF 17436 101 Grand Ax
101 Patchwork Patterns McKim, Ruby 0486207730 1962 |Trade Q  9/26/98 STAUPDA 7750 101 Patchwo
101 physics tricks - fun experinCash, Terry IDB069B786] 1992 (104 p. -col. ill. ;29 em. A 5/09/00 PAT 21330 101 physics t
101 Science Surprises Richards. Roy \B069-8822- 1992 [Hardcover ] 3/17/00 STAFF 21008 101 Science
101 Things For Kids To Do 10394889053 1987 |60 min 0 9/26/98 STAUPDA 89 101 Things F

K [
Lib «Barcode Call2

]
1 38751000036768 796.352 Mann.

Edit Marc |

Delete Marc |

I Pick & From Template ?

Items I Insert Marc

Exit |
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Step 3
The Catalog Editor browser brings up a screen with the closest entries for Dumbo (see CatLess7-
3, below). Highlight the title in the browse list that you wish to weed.

NOTE: Notice that the box labeled Lib Barcode Call2 displays the items associated with a selected title
(see CatLess 7-3, below again).

Select the Items button (bottom left of CatEdit screen, see CatLess7-3 again, below) to display

a list of associated copies presented on the Item and Local Holdings Maintenance
screen (CatLess7-4, below).

owse the Union Marc by Title. Author, Isbn

- Barcode Scan
. 0 &ctive o & aCE I— Create Temp\atel

Title |Aulhur|\sbn |

Search:

4 Editdate
i 11623 Dumbo
1718799 Dumbo
9/26/98 STAUPD2 8268 Dumbo The C
9/26/98 STAUPDZ 8270 Dumbo the FI
3/21/00 STAFF 21050 Dumbo the Fl
2/22/99 STAFF 17236 Dumbos Book

Editname| Title #

Hardcover
1977 |Paperback
1993 [Hardcover
1978 [Hardcover
1978 Hard Cover
1988 [Hardcover

Dumbo Western Publishing Comj030710076
Dumbo The Circus Baby Disney. Walt 0307123979
Dumbo the Flying Elephant ey. Walt 0394940934
Dumbo the Flying Elephant Disney. Walt
Dumbo’s Book of Colors Disney. Walt 030710170

5

0

a

a

a

a
Dunc and Amos Go To the DogPaulson, Gary 0440410401 1996 [Trade a 7/ 10605 Dunc and Am
Duncan & Dolores 'Samuels, Barbara 068971294 1986 (Trade a 7/ 12200 Duncan AND
Dunc's Halloween Paulson, Gary 044090043 1992 [Trade a 7/ 10614 Duncs Hallow
Dune Herbert. Frank 044117271 1965 |Paperback A 9/26/98 STAUPDA 7656 Dune
Dune Messiah Herbert. Frank 0441172695 1969 |Paperback A 9/26/98 STAUPDS 7657 Dune Messial
Dune To Death Daheim, Mary 0380769331 1993 |Paperback @ 2/10/99 STAFF 16892 Dune To Dea
Durable Goods Berg. Elizabeth 0380728842 1993 |Paperback A 9/26/98 STAUPDS 2988 Durable Gooc
Durango Duel ‘Sharpe. Jon 045119235 1997 |Paperback A 5/26/99 STAFF 18669 Durango Due
Dusk Before Dawn Madden. Mickee 0786002409 1996 Paper A 1/05/99 STAFF 15410 Dusk BefnleD_I
Dust of the Desert Ritchie. Robert Welles 1922 Hardcover 0 9/26/98 STAUPDZ 4004 Dust of the
Dust to dust / Tami Hoag. Hoag. Tami 0553106341 354 p.24 cm. A 8725700 PAT 21893 Dust to dust
The dust under Mrs. MeniweatlGrohmann, Susan 187908582 1994 1 v. [various pagings] :col. iA 1/12/01 STAFF 22565 dust under M
Dutch and Flemish Drawings arLogan. Anne-M arie 0895581 24! 1988 (Trade A 10721799 STAFF 20117 Dutch and Fl
Dutchman's Flat LAmour. Louis 0553063049 1986 Hardcover 0 9/26/98 STAUPDZ 4027 Dutchmans F
Duty. Greene. Bob 0060197552 A 7/26/00 PAT 21748 Duty
Dying for Chocolate Davidson. Diane Mott  |1879371782 1996 (3 hrs O 9/26/98 STAUPDA
Dying for Chocolate Davidson, Diane Mott 055356024 1992 |Paperback 0 9/26/98 STAUPDA
Dying Thunder Wohnston. Temny 031292834, 1992 |Paperback Q 12117798 STAFF
Dying to Win lGoudge. Eileen 0140348875 1991 |Paperback 0 12723798 STAFF 15026 Dying to Win
Dylan Thomas Thomas. Dylan 080371947 1977 (Hardcover 0 4/08/99 STAFF 18032 Dylan Thoma
A Dynamo Going to Waste Peacock. Jane Bonner (093194870 1985 (Hardcover a 7/ 6501 Dynamo Goin
A Dynasty of Western Outlaws wWellman, Paul 0803297092 1986 [Trade 0 9/26/98 STAUPD? 6037 Dynasty of W
Dyslexia Weger. Ronald E 1992 [Trade O 9/26/98 STAUPDZA 4693 Dyslexia

| =
Lib Barcode Call2 |
1 38751000048979
_edmae | |1 355 0000daser Disne

v rom Template ?
Items | Insert Marc | Delete Marcl Exit I
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i 3 Item and Local Holdings M aintainance EE

! Dumbo

Barcode
38751000048979

32751000043337

Inzert | Cloze |
Direct Access by Barcode I

Step 4
Highlight the item to be deactivated, then select the Change button (see CatLess7-4, above).

The “item master record form” or Update Items screen will appear (CatLess7-5, below).

3 Update Items E3

S— Date Added
Barcode: | EEREINEEREE] 1056938
Tupe:
Calll: Cal3: |

Price: 0.00 Life to Date Circulation ID
LOST: 0.00 “r'ear to Date Circulation ID
Statuis: I X

Location: I

Hacode: I—

There are no reserves on this kem.

1 Bemowve From Catalog | 0k, I Cancel

Fiecard will be Changed
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Step 5

To deactivate or delete an item, enter a Deactivation reason code in the Status field from the list
provided in the system:

MISSG
NEWED
OUT-X
PUBDF
REBND
REPLP
REPLW
SK/CR
WEED

Missing
Replaced With New Edition
Out to Special (Hold Account)
Publishers Defect
Rebound

Inactive: Replacement Paid
Inactive: Replacement WriteOff
Skipped/Claims Return
Weeded

NOTE: If you do now know the available codes, type “X” into the Status field (refer back to CatLess7-5,

above) and press the “Tab” key to bring up the Choose Code screen (see CatLess7-6, below). This
screen features a list of available codes from which a user can choose.

T
Code &brev | Zode Desc «|
C [MIS5SG hdizzing
HEWED Replaced Wwith Mew Edition
P [OUT= Out to Special [ Hold Account
FUBDF Fublizshers Defect
C  |REEMD Febound
REFLFP Inactive: Replacement Paid
g REPLW Inactive; Replacement \Write O
SE/CH Skipped / Claims Beturn
"Weeded
L«
H: Select | Cloze |
1 Bemove From Catalog | | Ok | Cancel |
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Step 6

After typing in or highlighting the appropriate code (in the example above, the code is “WEED”;
refer back to CatLess7-6, above) from the list provided, choose the Select button to select the

code. This returns you to the Update Items form again.

Step 7

Back on the Update Items form, click on the Remove from Catalog button (CatLess7-7,

below). The system will prompt you to verify this deletion in the form of a Delete Item screen
by asking for a “Yes” or “Cancel” answer (CatLess 7-8, below). At this screen, select Yes to

complete the deletion process.

3| Update Items EHE3
Date Added

Barcode: |38?51DDDD489?9 1072641998
Type: I

Cat: | calz | cal |

Price: 0.00 Life ta Date Circulatian IEI
COST: IE"Ijlj “Year ko Date Circulation IEI
Status: IW’EED Weeded

Location: I

Hacode: I
Record will be Changed

There are no reserves on thiz ikem.

1 Bemove From Catalog I ()4 I Cancel I
Delete Item

@Ye& To Deactivate / Delete [kem

Tes Cancel
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A confirmation box will appear to verify that the item has been added to the deleted item history
file (CatLess7-9, below). Select OK to continue.

Item Added To Deleted Item Histary File

At this point, the item has been deleted from the 0 Active field and added to the deleted items
file. All deleted items are saved in a separate file for future reference.

Once all of the associated items have been removed from the catalog (MARC) records, the actual

catalog record can also be deleted from the active records. At the Title Browse list, highlight
the title record to be deleted (see CatLess7-10, below) and select Delete Marc.

3 Browse the Union Marc by Title, Author. Isbn

. 0 &ctive = I

Barcode Scan

I~ Pick & From Template ?

Insert Maic § el

ltems |

Edit Marc

ete Marc |

= 0 E Create Templalel
Title IAuthan Isbn I
Search
Sk Editdate |Editname] Title $#
0307010406 L]
= SESETE SFE m—T

Dumbo The Circus Baby Disney, Walt 0307123974 1993 Hardcover Q 9/26/98 STAUFPDA 8268 Dumbo The C
Dumbo the Flying Elephant Dizney, Walt 0394940938 1978 Hardcover 0 9/26/98 STAUFPDA 8270 Dumbo the FI
Dumbo the Flying Elephant Dizney, Walt 1978 Hard Cover Q  3/21/00 STAFF 21050 Dumbo the FI
Dumbo's Book of Colors Disney, Walt 0307101703 1988 Hardcower 0  2/22/99 STAFF 17236 Dumbos Book
Dunc and Amos Go To the DogPaulson, Gary 0440410407, 1996 (Trade o /7 10605 Dunc and Am
Duncan & Dolores Samuels, Barbara 0689712944 1986 (Trade a /7 12200 Duncan AND
Dunc's Halloween Paulson, Garp 0440900433 1992 [Trade Qa 2/ 10614 Duncs Hallow
Dune Herbert, Frank 0441172717 1965 Paperback Q  9/26/98 STAUPDA 7656 Dune
Dune Messiah Herbert. Frank 0441172695 1969 |Paperback B 9/26/98 STAUPDA 7657 Dune Messial
Dune To Death D aheim, Mary 0380769336 1993 Paperback Q  2/10/99 STAFF 16892 Dune To Dea
Durable Goods Berg. Elizabeth 0380728842 1993 Paperback B 9/26/98 STAUPDA 2988 Durable Gooc
Durango Duel Sharpe. Jon 0451192354 1997 |Paperback B 5/26/99 STAFF 18669 Durango Due
Dusk Before Dawn Madden. Mickee 0786002409 1996 |Paper 8 1/05/99 STAFF 15410 Dusk HefnleD_I
Dust of the Desert Ritchie. Robert Welles 1922 Hardcover a  9/26/98 STAUPDA 4004 Dust of the
Dust to dust / Tami Hoag. Hoag. Tami 0553106341 354 p.24 cm. A 8725700 PAT 21893 Dust to dust
The dust under Mrs. MerriweatlGrohmann, Susan 1879085824 1994 1 v. [various pagings) :col. ih  1/12/01 STAFF 225965 dust under M
Dutch and Flemish Drawings arLogan. Anne-Marie 0895581244 1988 (Trade 2 10/21/99 STAFF 20117 Dutch and Fli
Dutchman's Flat LAmour. Louis 0553063049 1986 Hardcover 0 9/26/98 STAUPDA 4027 Dutchmans F
Duty. Greene, Bob 0060197552 A 7/26/00 PAT 21748 Duty
Dying for Chocolate D avidson. Diane Mott  |1879371782 1996 (3 hrs 0 9/26/98 STAUPDA 296 Dying for Che
Dying for Chocolate D avidson. Diane Mott  |0553560247 1992 |Paperback 0 9/26/98 STAUPDA 8758 Dying for Che
Dying Thunder Hohnston, Terry 0312928343 1992 |Paperback 0 12717798 STAFF 14754 Dying Thunds
Dying to Win Goudge, Eileen 0140348875 1991 Paperback 0 12723798 STAFF 15026 Dying to Win
Dylan Thomas Thomas, Dylan 0803719477 1977 Hardcover 0 4/08/99 STAFF 18032 Dylan Thoma
A Dynamo Going to Waste Peacock. Jane Bonner |0931948703 1985 Hardcover o /7 6501 Dynamo Goin
A Dynasty of Western Outlaws Wellman, Paul 0803297092 1986 (Trade 0 9/26/98 STAUPDA 6037 Dynasty of W
Dyslexia weger, Honald E 1992 (Trade 0 9/26/98 STAUPDA 4699 Dyslexia

| |

Lib 1Barcode Callz |
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Now, the catalog (MARC) has been changed from Active to Deleted status, and will no longer
appear with the active catalog records. To view deleted catalog records (but not their associated

items), select 2 Weeded from the pull-down selection box at the top of the Browse the Union
Marc by Title, Author, Isbn screen, and a new Browse the Union Marc by Title,
Author, Isbn screen showing weeded records will appear (CatLess7-11, below).

3 Browse the Union Marc by T Isbn EHE
Barcode Scan

. QrE I— Create Template |

Title |Aulhnr| Isbn I

Search:
Title Display AUTHOR Isbn Astamp| Publif Phys Desc [St{Editdate [Editname[Title # [TITLE -
The Dinosaur Alphabet Book |Pallotta. Jerry 0881064661 1991 [PAperback B 12/29/99 STAFF 20504 Dinosaur Alpl
Dinosaurs Watson, Jane Wemer 0307021378 1959 Hardcover o 12/29/99 STAFF 20503 Dinosaurs
Dirty Helen Cromwell. Helen 1966 [Hardcover 2 1/25/99 STAFF 16174 Diity Helen
A Dog's Life Mayle. Peter 0786204850 1995 Hardcover a /7 1750 Dogs Life
The Double Cross System Masterson, JC 0300014961 1972 Hardcover B 9/26/98 STAUPD# 6374 Double Cross
Downtown a /7 2085 Downtown
Downtown Siddons, a /7 2086 Downtown

omelid Bl 8420 088
Dumbo Disne a 0307010406 988 Hardcove ] b Dumbo
Ty e S -== s ey

Elusive Horizons Schuyler. Keith 03807657 4! 1969 |Paperback a /7 11603 Elusive Horiz
An Enchanted Affair Metzger. Barbara 0449223531 1996 [Paper a8 1/06/99 STAFF 15436 Enchanted Al
Enchanted Dasis Baldwin_ Faith 089621923 19893 Hardcover a /7 775 Enchanted O
Entranced Clarke. Marion 0821752921 1996 |Paperback a 2/ 11886 Entranced
Environmental Tobacco SmokeE cobichon, Donald J & W066924365! 1990 Hardback | 9/26/98 STAUPD2 5305 Envimnmenli_l
Errands Guest, Judith 034540904 1997 Hardcover Q /7 1453 Emands
Ermrands Guest, Judith 034540904 1997 Hardcover Q /7 1638 Emands
The Everlasting Bishop. Leonard 067147677 1982 |paper 0 9/26/98 STAUPDA 7442 Everlasting
Extremely Weird Fishes Lovette, Sarah 156261041 1992 (Trade Q /7 8872 Extremely We
Eve of the Beholder Krentz, Jayne Audio, Lease a /7 10650 Eye of the Be
Fever Pitch Ferm, Betty 671-82155- 1980 |paperback Q  9/26/98 STAUPDA 9752 Fever Pitch
The First Book of Communist CIKinmond, William 1962 Hardcover 0 9/26/98 STAUPD2A 6238 First Book of
The First Overland Mail Pinkerton, Robert 1953 Hardcover Q /7 10827 First Overlan
Five Steel, Danielle Q /7 2608 Five
A Five Year Plan Kerr, Philip Audio,Lease 0 7/29/99 STAFF 19282 Five Year Pla
Flora Weale, Anne 037397004 1983 [Paperback a /7 11186 Flora
For Love of Roiy Leigh, Barbara 037328897 1995 [Paper Q 12/29/98 STAFF 15297 For Love of F
For the Defense Harnngton, William 15581730 1988 [Paperback o /7 11028 For the Deler
Forever Flowers Metzler, Rejean 068412755 1972 Hardcover 0  9/26/98 STAUPDZ 7790 Forever Flown

] s

Lib (Barcode Call2 |

[ Pick A From Template 7

Items I

jnserlMarcl Qe\eleMarcI Exit |

Edit Marc
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