
Phase 2 Cleanup for Library Staff

BRANCH LEVEL REPORTS

INFOhio recognizes that the practices used when cataloging item information varies among school districts and even branches within a school district.  That’s why for proper data conversion it’s important to identify your practices.  While branch-level reports are produced by bank, they are sorted by branch so they can be reviewed by building library/media staff.  Please note that some reports may be empty and will therefore not require any evaluation.  
1.  BANK_N_ITEM_STATUS_NOTES.TXT  (By default, item status notes will be deleted in migration unless otherwise indicated on the Phase 2 Reporting Form.)
What this report contains: reflects the information entered in the item status notes field. The contents of this field are cleared when the status of an item is changed.

Why this cleanup report is important: the only information that should appear in the item status notes field of the item record are X’s for spine label generation.  Information in this field is of concern because it will be cleared when the status of the item is changed. 
Action required by library staff: information other than X’s that you wish to keep, needs to be reported (or if you choose to correct), moved to the appropriate field in the item record in a consistent manner (e.g.: item note, unit price, volume, etc.) 
Example: in the examples shown, the item price should be moved to the unit price field in the item record and deleted from the item status notes.  Any other notes of significance should be moved to the item note field.  
Item
          Coll.   
Call

           



Number         Code  
Number
             Title



Item Status Notes Contents

00050-3590    REF    
508.51 XIY

Living treasures : an odyssey
$3.98

00503-0300    REF    
432 WEB        

Webster's third new internatio
ON DICTIONARY TABLE

00500-8702    REF    
912 MOR V 1

Population of the world / cons
UNIT PRICE $199.00

00007-7246    REF    
917.71 Ame Copy 2
Zanesville and vicinity

Faculty Prep. Rm. Lib.

00007-7212    REF    
917.71 Ame     

Zanesville and vicinity

Library Office

00007-2954    JE       
Col            

Winni Allfours / Babette Cole.
published by Troll

00007-1766    NON   
599.7 Ste     

Raccoons are the brightest peo
poor condition

00002-7669    JE       
Gon            

The bossy gallito = : El gallo 
English/Spanish

00027-1926    REF    
503 WOR v2    

The World Book encyclopedia   
v.2

00010-9498    REF    
920 CUR v1984  
Current biography yearbook.
X

2.  BANK_N_ITEM_NOTES.TXT  By default, item notes will migrate “as is” to a public item note and  are also programmatically searched for funding information.
What this report contains: reflects the information entered in the item notes field. Data may have been duplicated or entered in this field for the purpose of displaying in MultiLIS.  Such data may include: target audience information, reading program information, award information, funding information, variations in paperback entry, document types/keywords, variations in volume information, format/descriptive information, and any other data unique to a specific branch/bank. 
Why this cleanup report is important: information entered in the item notes field serves two purposes for migration.  

· They are searched programmatically to identify funding source information for items which is then mapped to a Sirsi funding source code. 

· Existing notes information may be migrated as either a public note which will display in the OPAC, as a private note that only displays to staff, or not migrated at all.  
Action required by library staff: 
· First and foremost, you need to determine the importance of the information and determine how you would like to have it migrated. Understand that unless you indicate otherwise, by default, item notes will be migrated “as is”  (up to 69 characters) as a public item note.  They  are also programmatically searched for funding source information.
· Review the report contents and, if you choose to make corrections, move data (in a consistent manner) that does not belong in the item notes field (i.e. volume, price, publisher, publication date, call number data, description data, etc.).  
· If the data is of no significance and you do not wish it to be migrated as an item note, indicate this on the Phase 2 Report Form. 
· If there is mass amounts of information that should be moved from the item notes field to a more appropriate MARC tag, (ex: Reading Programs)  this will need to be identified by the library staff on the Phase 2 Reporting Form for customized data migration (conversion).
· Funding Source: review this report to identify your local funding source entries.  Standard Funding Source Descriptions are shown below. Map local variations and abbreviations to a standard funding source using the table supplied in the Phase 2 Reporting Form.
Example: In these examples, a library may note that TITLE 4-B maps to TITLEIV, Heath High School maps to LOCAL,  Donated maps to GIFT/DONATION, etc., on the Phase 2 Report Form.
Item
          Coll.
Call

           



Number         Code
Number
 Title



  Item Notes Contents
00027-5695   NON
150 MYE
 Psychology / David G. Myers.
  Donated

00005-1096   NON
070.4 PEO
 People weekly yearbook 2000 :
  11-28-00

00027-3849   NON
070.593 WOO
 Ghost hunter's guide to haunte
  Autographed copy

00009-8923   AV
AV 06413
 Cart for projection : AV6-48E- 
  Barth Visual 12/99 P.O. 20-1204

00027-1983   F

TAY

 Roll of thunder, hear my cry /
  Newbery Award, DONATED

00027-7279   VC
371.227 CAR
 Career opportunities informati
  Highlights of a Banner Year 2002

00027-2106  CDROM
977.19 COU
 Countdown to Millennium
  Distributed by ETSEO 9/00

00000-0077  FIC
QUI          
Black and blue : a novel / Ann
  FUND: Heath High School

00151-8317  FIC
CAT           
The Strange Intruder

  FUND: TITLE 4-B

0200-7251    F
  
Dal            
 The courage of Sarah Noble / I   1955 Newbery Honor

BANK LEVEL REPORTS

1. BANK_N_440_UNDUP.TXT    and    BANK_N_490_UNDUP.TXT  Series Information (By default, will be migrated “as is”.)  
What these reports contain: reflects all of the series information for your district. 

Why this cleanup report is important: use to identify data (other than series information) placed in this tag so that it could be searchable in MultiLIS and the web-based OPAC.  
Action required by library staff:
Review the report contents and identify non-series data that does not belong in the 440/490 tags.  If this is all series data, no action is required.  For any non-series data, determine if data is duplicated in correct MARC tags of the record.  If you choose to move data, do so in a consistent manner.   Examples include: edition statement (250 tag), physical description data (300 tag), reading programs such as Accelerated Reader, Reading Counts, etc. (526), awards notes such as Newbery, Caldecott, etc. (586), etc.  Brief entries are of no value and should be removed.
Examples below represent non-series information that could be deleted/moved elsewhere.  NOTE:  on the second line, the reading information is too brief to be of value even if moved to the 526 tag, should be deleted.
# of times it occurs
Tag
Description

Occurences: 1      
440   
0$aReading motivation and skills practice

Occurences: 1      
440   
0$aAccelerated Reader

Occurences: 1      
440   
0$aBicentenniel edition

Occurences: 1      
440   
0$aTitle VI
2. BANK_N_526_UNDUP.TXT  Reading Program Information (By default, will be migrated “as is”.)  

What this report contains: Reading Program information associated with a title. 

Why this cleanup report is important: If the library is using a reading program, this information is useful for searching purposes in Sirsi.  Data must be complete and entered correctly for this functionality to work well.
Action required by library staff:  If the library does not use a reading program, or does not plan to use a reading program in the future, this report can be ignored, but you may wish to have existing 526 tags deleted.  For libraries using Accelerated Reader or Reading Counts (or planning to in the future), the tag must be complete and coded correctly for the search functionality in Web 2 to work.

$a – identifies reading program; this tag must spell out the reading program (abbreviations will not be searchable):  Accelerated Reader, Reading Counts, etc.  Check for misspellings.

$c – identifies the reading level

$d – identifies the point value

$5 – identifies to patron that test is available at specified library (enter General Location code), if applicable.  District will need to have a 526 tag for each building having the test available.  If added in MultiLIS, be sure to enter a record protector so that this information is not inadvertently overlaid.  The 526 tag is protected in Sirsi.
Examples:  In these examples, the last two need to be corrected for use in Sirsi. Suggested to also add $5 with library location code if you have the test.  

Occurences: 1      526    $aAccelerated Reader AR$c6.7$d7.0$5BAMS
Occurences: 1      526    $aAccelerated Reader$c1.6$d0.5$5BAEL
Occurences: 1      526    $aReading Counts$b730$c5.3$d12

Occurences: 1      526    $aReading Counts$c6.4$d20
Occurences: 1      526    $aReading Counts$d9points

Occurences: 1      526   0$aAR$c1.6
3.     BANK_N_586_UNDUP.TXT  Awards Information (By default, will be migrated “as is”.)  
What this report contains: awards information associated with a title.

Why this cleanup report is important:  586 should contain awards information only.

Action required by library staff:  Check for accuracy and correct as needed.
Examples: The spelling on the 3rd example is incorrect.
Occurences: 2      586    $aCoretta Scott King Award, 2001

Occurences: 1      586    $aHorn Book Fanfare List (2002).

Occurences: 1      586    $aNewberry Medal/Honor

Occurences: 2      586    $aNewbery Medal, 2001
4.
BANK_N_590_UNDUP.TXT Local Notes (By default, information in this tag will be deleted in migration, unless otherwise noted on the Phase 2 Report Form)
What this report contains: reflects all of the local notes associated with a title. 
Why this cleanup report is important: useful in identifying data originally entered here so that it could be searchable in MultiLIS.   Information specific to an item should be placed in an item notes field (in a consistent manner).  Other relevant information can be reported on the Phase 2 Reporting Form (Section 2, Branch Level) if you are requesting DASite assistance for the cleanup. 
Action required by library staff:
Review the report contents and report data, or if you choose, move data (in a consistent manner) that does not belong in the 590 tag. Examples include:  edition statement (250 tag), physical description data (300 tag), reading programs such as Accelerated Reader, Reading Counts, etc. (526), awards notes such as Newbery, Caldecott, etc. (586), etc.  The entries may also reflect the donor of an item / funding information, but may not be for the district, due to copy cataloging, and should be deleted. Refer to the BANK_N_590.TXT to match the data on this report to specific record numbers that may need correction.
By default, information in the 590 tag will be deleted, unless you otherwise instruct the DASite on the Phase 2 Report Form.
These examples contain information that should be reflected in the item notes field and the unit price field of the item record as opposed to the 590 tag of the MARC record:
# of times it occurs
Tag
Description

Occurences: 1      
590    
$aDonation  $$15.95.

Occurences: 1      
590    
$aDonated by Roselia CC Verhoff to SPPS Library August 25,k 1998

Occurences: 1      
590    
$a2002 Donation $$3.99.

Occurences: 2      
590    
$a$$5.95

Occurences: 1      
590    
$a2000  Bd.Ed.  $$16.95.

Occurences: 1      
590    
$a2001  Bd.Ed.  $$4.95.

Occurences: 1               590       $aPaperback with 33 record.
5.
BANK_N_658_UNDUP.TXT  Curriculum Information (By default, will be migrated only if matching current alignment codes.  
What this report contains: designates curriculum correlation associated with a title.

Why this cleanup report is important:  Should contain complete information to be useful.
Action required by library staff:  Check for accuracy with current alignment codes.  See http://www.infohio.org/librarystaff/odeosic/  - Librarian section.
Examples:  Because the first 2 examples are incomplete they will not be migrated.  The third example displays current alignment code and will be migrated “as is”.
Occurences: 3      658   $aSOCIAL STUDIES

Occurences: 1      658   $aSCIENCE

Occurences: 1      658   $aGrade Three English Language Arts - Reading. Phonemic Awareness, Word Recognition and Fluency$bUse letter-sound correspondence knowledge and structural analysis to decode words$bIdentify rhyming words with the same or different spelling patterns$cY2003 CER S01 GPK-03 BA L03 I01.
6.
BANK_N_690_UNDUP.TXT  Local Subject Headings (By default, will be migrated “as is”.)  
What this report contains: local subject headings associated with a title.
Why this cleanup report is important:   Should contain accurate local subject heading information.
Action required by library staff:  Check for accuracy and pertinence.
Examples:  In the first example, reading program information should be entered into 526 tag, deleted from this tag.  The last three examples do not depict subject headings, also should be deleted.

Occurences: 1      690  Accelerated Reader AR--ILLG--RL3.7--PT0.5--TEST61746

Occurences: 1      690  Air.

Occurences: 1      690  American literature.

Occurences: 1      690  Baseball stories.

Occurences: 1      690  Baseball--Biography.

Occurences: 1      690  Young adult literature.

Occurences: 1      690  CD-ROM.

Occurences: 1      690  Video 1/2inch VHS.

Occurences: 1      690  loc

7.
BANK_N_8xx_UNDUP.TXT Series Added Entries (By default, will be migrated “as is”.)  
What this report contains: series added entries associated with a title.
Why this cleanup report is important:   Should contain accurate series information.
Action required by library staff:  Check for accuracy and pertinence and remove obvious non-series information.  
Examples:  The two bolded examples are not series information, should be deleted.
Occurences: 3      800  0 $aRaffi.$tRaffi songs to read.

Occurences: 1      800  0 $aWhite Deer of Autumn.$tNative people, native ways series ;$vv. 1.

Occurences: 1      800  0 $aWhite Deer of Autumn.$tNative people, native ways series ;$vv. 2.

Occurences: 1      800  0 $aWhite Deer of Autumn.$tNative people, native ways series ;$vv. 4.

Occurences: 1      800  04$aLEVEL 6

Occurences: 1      800  04$aLevel 5

Occurences: 2      800  1 $aAaseng, Nathan.$tYou are the coach.

Occurences: 1      800  1 $aAbbott, Tony.$tSecrets of Droon ;$v10

8.
BANK_N_INVALID_LEADER_UNDUP.TXT  (By default, will be migrated “as is”.)  
What this report contains: information indicating type of record in the leader (06), associated with a title.

Why this cleanup report is important:   Should contain accurate leader information.  In MultiLIS this information is used to determine the material type icon for display in Web2 (see: http://www.infohio.org/librarystaff/catcatjricons.html) If no leader information is present, an icon will not display.

In Sirsi, each item will have a Material Type set on the item (not bib) record that determine the Web2 icon. During migration to Sirsi, each item’s Material Type will be set by evaluating in order the Item Type (collection), 245$h general material designator (GMD), and leader position (06). If all else fails, the default Material Type will be set at Book.
Action required by library staff::
Examples:  In the first example, the leader is correct – no action needs to be taken.  In the next two examples, with no leader information, MultiLIS Web2 icon will be blank.  If many items in a given collection are missing this leader setting, DASites might be able to default a specific code into your records. (Again, the Material Type setting for Sirsi icon will be determined automatically.)  In the last example, leader information is incorrect (0), 

FIC  BON  01-0017735  a    A string in the harp / by Nancy Bond ; [map and frontispiece draw   370 p. : ill. ; 24 c

E    595.7  01-0057532       Armies of ants / by Walter Retan ; illustrated by Jean Cassels.     

E    BRU    01-0052065       My brimful book : favorite poems of childhood; Mother Goose rhyme   [70] p. : col. ill.

E    FOX    01-0068629  0    Guess what? / written by Mem Fox ; illustrated by Vi
9.
BANK_N_KEYWORD_UNDUP.TXT  (By default, will be deleted in migration.)  
What this report contains: local keywords associated with a title.

Why this cleanup report is important:  Data was often duplicated here by conversion loads for the purpose of searching in MultiLIS and Web 2. Libraries also may have entered unique information here for the same reason.  Such data may include: target audience information, reading program information, award information, funding information, variations in paperback entry, document types/keywords, variations in volume information, format/descriptive information, and any other data unique to a specific branch/bank. 

Action required by library staff:  
· Understand that unless specified differently this information will not be migrated.
· Review the report contents and, if you choose to make corrections, move data (in a consistent manner) to appropriate tag.
· If significant information exists, report to DASite for help in mass conversion.

Examples:  If information is to be retained, it must be entered into correct tag on MARC record..  
German language materials.                                   

1     record

GIFT OF DONNA PRICE                                          

1     record

Gift of George Heffner in memory of Linda Jacobs             
1     record 
Guidance.                                                    

1     record

H. C. HEFFNER MEMORIAL                                       
1     record

Hans Christian Andersen Medal                                
1     record

Harry Potter, a fourth-year student at Hogwarts School of Wi 
1     record

Caldecott Medal/Honor, 2000                


1     record

Cats Legends and stories.                     


1     record

CD-ROM.                                               


1     record

cfly                                                          


3     records
10.    BANK_N_LOCAL_CHARACTER_UNDUP.TXT By default, local character notes will be deleted in migration) unless otherwise indicated on Phase 2Reporting Form.
What this report contains: reflects a single alpha-character entered in the MultiLIS Local Characteristics field in the MARC record.  There are no DASite standards, districts using this function locally determined what the character represented.  The size of this report is typically 0 (zero) indicating that it is empty and requires no action.  

Why this cleanup report is important: The Local Characteristics field is a MultiLIS-only function and information contained in this field will not transfer to Sirsi K-12, unless otherwise indicated on the Phase 2 Reporting Form.  Information has been locally determined and is typically obsolete.
Action required by library staff: if data is present, determine the significance and pertinence of it. If the data is of significance, report this information in detail on the Phase 2 Reports Reporting Form for review and custom conversion by your DASite staff.  

Example: in the example below, a district used “S” to identify books used by one teacher for a special unit. The “S” represents the first letter of the teacher’s name. 

Record Number
Title                                                        

Item Status Notes Comments

03-0000107

The ragged, rugged warriors / Drawings b

S

03-0000122 

Black Thursday.





S
11. 
BANK_N_SUBJ_UNDUP.TXT   (By default, will be migrated “as is”.)
What this report contains: reflects all of the subject headings in your district.

Why this cleanup report is important: useful in identifying data that is unique and does not belong in a subject heading field but entered here so that it was searchable in MultiLIS and the web-based OPAC.  Also useful in identifying item level information incorrectly placed at the bibliographic level.
Action required by library staff:
· Review the report and decide if information is duplicated in correct fields on record.  Report to DASite or, if you choose, move data (in a consistent manner) that does not belong in the subject heading tags (6XX). Examples include: edition statement (250 tag), physical description data (300 tag), reading programs such as Accelerated Reader, Reading Counts, etc. (526), awards notes such as Newbery, Caldecott, etc. (586), etc.
· If there is other information that should be retained in the subject heading tags (6XX), this will need to be identified by the library staff on the Phase 2 Reporting Form for customized data migration (conversion).
In the examples below, this is Reading Program information which needs complete subfield information in order to be useful if it were moved to the 526 tag of the MARC record. These are inappropriate 6xx subject entries that should be deleted:
Description



# of records it appears in

Accelerated Reader : 8.                   
1     record

Accelerated Reader--Level 1.9             
1     record

Accelerated Reader--Level 2.8             
1     record
Reading Counts : 7.                            
1     record

12.
BANK_N_VOLUME.TXT AND BANK_N_VOLUME_UNDUP.TXT  (Data should include volume, part or no. information only.)
What this report contains: reflects all of the information in the item volume field in your district.

Why this cleanup report is important: In Sirsi K-12, the volume field is merged with the shelf (call) number.  By default, volume information will be appended to the end of the shelf number.  The migration table will try to determine if data from the volume field already existed in the call number and will attempt to not duplicate volume information that already exists in the call number.  However, because of variances in how the data is entered, and the limited capability of the extraction table to actually match data, it is not always successful in preventing redundant data. Therefore, it is very important that your building and/or district standardize how volume data appears in MultiLIS ahead of time.  Note: Any copy information should be removed from the volume field. 
MultiLIS example:  


2-  Shelf number: 910 PRO

 
3-  Volume: 15

The call number and volume information referenced above will display in Sirsi as:


910 PRO 15

Action required by library staff: review the report for inconsistencies with shelf number and volume data.  
The action you take depends on how you want your call number to display in Sirsi.  Keep in mind that Sirsi will display ALL CAPS in the call number, even if you enter lower case in the multiLIS volume field.

· If you're pleased with '910 PRO 15' as your call number display, do nothing.  

· If you want it to display as '910 PRO VOL. 15', then change the contents of the volume field in multiLIS to 'VOL. 15'. 
· If you want it to display as '910 PRO V.15', then change the contents of the volume field in multiLIS to 'V.15'.  

· If you do NOT want any indication of volume in your call number, move the data from the volume field to the item notes.

Because Sirsi’s load utility in Sirsi will append whatever you have in the volume field to your call number, you may want to remove data from the volume field that is NOT volume related.  We’ve seen all kinds of “stuff” in the volume field (
· Ed.3  

· 97-03-24

· RK-VPL6C

· INDEX THRU SUPPLEMENT 8

Chances are you do not want to see edition information or serial numbers in your call numbers.  You may, or may not, want to see in your call number the periodical date entered in the volume field; ditto for supplements, parts, etc.  Again, you should NOT have copy numbers in the volume field.  

Example: 

Item
Coll.   Call

           



Number
Code   #
         Title
                                                                               Volume



Vol

03000-8836    
PER   STA        The road to Balinor                                                               1

05104-0148    
FIC     KOR       Island. Volume one, Shipwreck / Gordon K                          one

03100-6359    
FIC     MAR     
Baby-sitters on board! / [by] Ann M. Mar       
SS1

03000-2508    
FIC     MAR 
Here come the bridesmaids! / Ann M. Mart  
SUPER SPECIAL#1

03000-7796    
FIC     STI   
Bad hare day / R.L. Stine.                     
TV#10

03000-9867    
FIC     STI 
The girl who cried monster / R.L. Stine.       
TV1

05103-9983    
NON   031 G 
Guinness world records 2002.                   
2002

05103-5296    
PER   051  
Newsweek (1995).                               
11-27-00

03101-1383    
PER   910.5 
National geographic world.                     
12-00

13.
BANK_N_DOCTYPE.TXT AND BANK_N_DOCTYPE_UNDUP.TXT  (By default, Document Types will be deleted in migration unless otherwise indicated on Phase 2 Reporting Form.)
What this report contains: reflects all of the information in the Document Type field in your district.

Why this cleanup report is important:   Collection code data was often entered here by conversion loads for the purpose of searching in MultiLIS and Web 2. Libraries also may have entered unique information here for the same reason.  Such data may include: target audience information, reading program information, award information, funding information, teaching unit information, and any other data unique to a specific branch/bank. 

Action required by library staff:  
· Understand that unless specified differently this information will not be migrated.
· Review the report contents and, if you choose to make corrections, move data (in a consistent manner) to appropriate tag.

· If significant information exists, report to DASite for help in mass conversion.
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