Fundamentals for

MARC Cataloging

[image: image1.wmf]

SUBSTITUTION FILES
4
The Function of the Different Variables
4
Site Configured Variables
4
Login Configured Variables
8
Summary of Subs Variables
10
POLICIES MANAGEMENT FOR CATALOGING
11
Function Keys
16
Item Statuses
17
CATALOGING IN MULTILIS
18
General Steps to Add An Item
18
Compulsory Fields When Adding Bib or Item Records
19
Other Cataloging Generalities
20
WORKING WITH ITEM RECORDS
20
Specific Steps to Add An Item to An Existing Record
20
Specific Steps to Update An Existing Item Record
21
Specific Steps to Delete An Existing Item Record
21
Specific Steps to Relink An Item to Another Bib
21
WORKING WITH BIBLIOGRAPHIC RECORDS
22
Accessing, Exporting and Loading Union Catalog Records
22
Explanation of Union MARC Record Load Report Information
25
Copy Cataloging from Other Local Banks in the DAS
27
OCLC MARC Record Requests
27
Cataloging on the Fly
28
Update Bibliographic Records
29
Delete Bibliographic Records
29
Create New Bibliographic Records (Original Cataloging)
30



Parameters,

Policies and

Location Codes

[image: image2.wmf]
SUBSTITUTION FILES

The Function of the Different Variables

Site Configured Variables

The following variables are usually site configured. In other words they should be the same for all banks and logins. 

        ENVIRON

LIS_CUSTOM

MENUS_PATH

        NBCENT

        TYPCAT

        FLAG_ANNEXE

        BITLOCG

        NO_APPROX

        SEGUSAG

        USAGER

        ADMIN

        SUPPORT

        LIS_LANG

        LIS_DOC_NO_FMT                                                          

        LIS_USER_NO_FMT                                                         

        DATEFORMAT

        LIS_AJDOC

        FLGROT

        MOTCLE

        NUMERIQUE

        RECHLOC

        TYPUSAGRECH
   SITE= parameter used for special development sites. 

        SITE=OHIO

   ENVIRON= type of system environment

        1=VMS

LIS_CUSTOM=Use of special customized features for INFOhio

     32788=Inventory item status, OPAC export features, Secure Users Categories

MENUS_PATH=Defines one or more directories where menu files may be found.

LIS_LOCAL:;LIS_MENUS: = look first in LIS_LOCAL then in LIS_MENUS 

MENUS_PATH=LIS_MENUS:
 NBCENT= number of multiLIS centrals - minimum of 2 and maximum of 6.

        This value should correspond with the value of NBCENT in the

        LIS_MGR:LIS_LOGICALS.COM file.

      NBCENT=3

   TYPCAT= type of cataloging

        0 = MultiLIS

        1 = CanMARC

        2 = UsMARC

        3 = Unimarc

     TYPCAT=2

   FLAG_ANNEXE= Annex bank for items exceeding 16,000,000  (DO NOT USE FOR

          A NEW SITE or for sites who are using Search by Location.)

        0 = no annex bank

        1 = with annex bank

     FLAG_ANNEXE=0

   BITLOCG= parameter used to change the default maximun of general (255)

          and specific (65535) locations.

          NOTE: this value CANNOT be modified after initial installation

        8 = 255 general locations, 65535 specific location (default value)

        9 = 511   general locations, 32,767 specific locations 

       10 = 1,023 general locations, 16,387 specific locations                  

       11 = 2,047 general locations, 8,193 specific locations

       12 = 4,095 general locations, 4,096 specific locations

       13 = 8,191 general locations, 2,547 specific locations

       14 = 16,394 general locations, 1,275 specific locations

     BITLOCG=8

    NO_APPROX= In OPAC controls whether the approximate number of matching

          authority headings is displayed or not (V11)

        0 = Will not display the approximate number

        1 = Will display the approximate number

     NO_APPROX=0

   SEGUSAG= User record masking - controls if only patrons registered in

          a branch are displayed or whether all patrons in the bank can

          be displayed (V11).

        0 = Deactivated (default)

        1 = Activated

     SEGUSAG=0

  USAGER= Privileged user by default (for first login in the system)

     USAGER=1x

   ADMIN= access patrons for LISpol

     ADMIN=2x   ( or whatever barcode you are using for DAS personnel)

   SUPPORT= Priviledged user for support

     SUPPORT=1x

   LIS_LANG= Default language

        1 = French

        2 = English

        3 = Spanish (V11)

     LIS_LANG=2

   LIS_DOC_NO_FMT= check digit mode FOR ITEM number (barcode)                   

        1 = UQAM

        2 = CLSI

        3 = None

        4 = LIBRA (Europe)

        5 = Suny Cobleskill

        6 = Suny Plattsburg

        7 = Ontario Library Consortium

        8 = Mobibop (Universite De Toulouse et Caen)

        9 = Modulo 43 (Suny Delhi)

       10 = Access/Inlex (Ohio8)

     LIS_DOC_NO_FMT=2

   LIS_USER_NO_FMT= check digit mode FOR USER number

        1 = UQAM

        2 = CLSI

        3 = None

        4 = LIBRA (Europe)

        5 = H.E.C.

        6 = KEYANO College (Validation CLSI, user number always begin with 2)   

        7 = NOT USED                                                            

        8 = Mobibop (Universite de Toulouse et Caen)

        9 = Modulo 43 (Suny Delhi)

       10= Access/Inlex (Ohio 8)

     LIS_USER_NO_FMT=6

 DATEFORMAT= date format

        1 = MM-DD-YY

        2 = YY-MM-DD  (use this date format, cannot change)

        3 = DD-MM-YY

     DATEFORMAT=2

   LIS_AJDOC= Automatic generation of item number

        0 = deactivated

        1 = activated

     LIS_AJDOC=0

   FLGROT= Exchange module activation                                           

        0 = no exchange module                                                  

        1 = with exchange module

     FLGROT=0

   MOTCLE= Automatic creation of keyword (Descriptor) index from subject

             headings

        0 = non activated

        1 = activated

      63 = Z39.50 (use this setting and reindex the database when going to Web2)

     MOTCLE=63

   NUMERIQUE= Indexing on numeric fields (001, 020) used for MARC record

             loading overlay of existing records.  For MARC cataloguing

             sites only (TYPCAT= 1,2,3)

        0 = non activated

        1 = activated

     NUMERIQUE=1

  RECHLOC= search by location codes  - (V11)                                   

        0 = not activated,                                                      

        1 = restricted search by location codes:

             "young" location terminal

              retrieve only records linked to "young"location items

        2 = search by location, no restriction based

              on young or adult location codes.

        3 = search by location, without taking into account adult and young

              location codes (for new Ohio SBL)

     RECHLOC=3
 TYPUSAGRECH= Type of user using the search by location (V11)

             (only when RECHLOC=1, 2 or 3, and BNQRECHLOC=1-127)

        J = young

        A = adult

        T = specific general location (for new Ohio SBL)

     TYPUSAGRECH=T

Login Configured Variables

The following variables are usually login configured. In other words they can differ according to branch and login. 

        ENTETES

        BANQUES

        LOCALISATION

        COTE_RNG

        TYPETERMINAL

        TYPIMPRIM

        LIS_PRN

        TYPE_OPAC

        RECOUVR

        BNQRECHLOC

   ENTETES= This is a text field used to identify the general library

          location.  This is the branch name that will appear in the            

          OPAC for a given library.                            

      ENTETES=Lima Senior High School                  

   BANQUES= default bank for searching in OPAC - all branches in a given

          district (bank) should have this defined the same.  It will be

          unique between SUBS for different banks.

     BANQUES=1

   LOCALISATION= working environment:  must include the bank number

          followed by the general location code for the library branch.

          If general location code begins with a number, use + as a

          separator.  LOCALISATION is unique to each SUBS file.

     LOCALISATION=1LMHS

 COTE_RNG= Item Shelf number - Cascading order for  MARC CATALOGING

          (if TYPCAT=1, 2, 3):  if the parameter is followed by *,

          will NOT cascade to the next available call number in the bib

          record as listed here.

        1 = 50$a$b                                                              

        2 = 55$a$b                                                              

        3 = 60$a$b

        4 = 70$a$b

        5 = 80$a

        6 = 82$a

        7 = 86$a

        8 = 88$a

        9 = 90$a$b

       10 = 92$a$b

       11 = 99$a$b

       12 = 096$a

          Cascading order for MULTILIS CATALOGING ( if TYPCAT = 0):

        1 = LC call number

        2 = Dewey call number

        3 = other call number

          Note: an * after the parameter will not prevent cascading to

          the next available call number in the bib record, when in multiLIS

          cat. format (TYPCAT=0)

     COTE_RNG=6

   TYPETERMINAL=  terminal type supported for complete diacritic.               

          Accepted values

        link

        vt320

        vt420

     TYPETERMINAL=VT420

   TYPIMPRIM= Printing option for Circulation module printing requests

        0 = no printing

        1 = printing on slave printer

        2 = printing on default system printer (available only for VMS sites)

 3= printing on 40-column receipt printer

     TYPIMPRIM=1 (branch dependent)

LIS_PRN= Slaved print enhancement.  Identifies if the library has a slaved or 

           queued printer.  When reports are generated, if a library has a queued printer

           it will automatically be sent to the printer.  If they have a slaved printer, they 

           will receive a message when the report is completed and they will have to 

           manually issue the printer command.

       1=Queued printer, no mail message

       2=Slaved printer, mail message sent

       If this parameter is missing entirely, no mail message will be sent.

      LIS_PRN=2 (branch dependent)

   TYPE_OPAC=  v.11 new OPAC screen

        0 = not activated

        1 = Activated with help screens

        2 = Activated NO help screens

     TYPE_OPAC=1 

   RECOUVR= Replacement of records in cataloging with PF4 key - (V11)

              For sites not cataloging in MARC format.

        0 = deactivated

        1 = activated

     RECOUVR=0

   BNQRECHLOC= The bank number is using the search by location

             (only when RECHLOC=1, 2 or 3)

        0 = no bank is using search by location on this site

        1-127= possible bank number range that can use search by location

     BNQRECHLOC=1  (unique in each SUBS)

Summary of Subs Variables

Subs file parameters and their relation to various multiLIS modules

	Subs file

Parameter
	General 

System
	Policies
	Cataloging
	Circulation
	OPAC
	NEWMARC

	SITE
	*
	
	
	
	
	

	LIS_ CUSTOM
	*
	*
	*
	*
	*
	*

	MENUS_PATH
	*
	
	
	
	
	

	ENVIRON
	*
	
	
	
	
	

	NBCENT
	*
	
	
	
	
	

	TYPCAT
	*
	
	*
	
	
	*

	FLAG_ANNEXE
	*
	
	
	
	
	

	BITLOCG
	*
	
	
	
	
	

	NO_APPROX
	
	
	
	
	*
	

	SEGUSAG
	
	*
	
	*
	
	

	USAGER
	*
	
	
	
	
	

	ADMIN
	*
	*
	
	
	
	

	SUPPORT
	*
	
	
	
	
	

	LIS_LANG
	*
	*
	*
	*
	*
	

	LIS_DOC_NO_FMT
	*
	
	*
	*
	*
	*

	LIS_USER_NO_FMT
	*
	*
	*
	*
	
	

	DATEFORMAT
	*
	*
	*
	*
	
	

	LIS_AJDOC
	
	
	*
	*
	
	

	FLGROT
	*
	
	
	
	
	

	MOTCLE
	*
	
	*
	
	*
	*

	NUMERIQUE
	*
	
	*
	
	*
	*

	RECHLOC
	*
	*
	*
	
	*
	*

	TYPUSAGRECH
	*
	*
	*
	
	*
	*

	TYPIMPRIM
	*
	
	
	*
	
	

	LIS_PRN  
	*
	
	
	
	
	

	ENTETES
	*
	
	
	
	*
	

	BANQUES
	*
	*
	*
	*
	*
	*

	LOCALISATION
	*
	*
	*
	*
	*
	*

	TYPE_OPAC
	*
	
	*
	*
	*
	

	BNQRECHLOC
	*
	*
	*
	
	*
	*

	TYPETERMINAL
	*
	
	*
	
	
	

	COTE_RNG
	*
	
	*
	
	
	


POLICIES MANAGEMENT FOR CATALOGING

Review the printed policies for each employee category you have established and make any necessary revisions.

Specific things to check:

· Double-check that any library staff user category that needs to be able to catalog has been granted access to the cataloging module.

· If you have implemented the “Search by Location” functionality, all library employee categories should have Access to Global Searching (found under policies for Search the Online Catalog) equal to “yes”, otherwise they will not be able to retrieve records imported from the Union Catalog except by record number. 

· During cataloging, questions for printing Cards, Labels, and Book Cards will only appear if they have been turned on for that user’s category.  With Version 11.2, these cataloging products are now produced by general location code.  

· Verify that a cataloging workform has been defined and assigned to user categories that have cataloging access.  MultiLIS applies specific values for the level of processing codes associated with workforms 1-6.  Refer to Policies manual III-3 - III-6.

Cataloging workforms 1 through 6 are predefined and implicit values have been assigned to the Level of Processing, ISBD Status and Title fields. (Refer to the Policies Manual IV-8 through IV-10).  These workforms are used for those installations cataloging in the MultiLIS rather than MARC format.  You may create other workforms specifically tailored for the information you wish to collect when cataloging in the multiLIS Format.  These workforms are only used during the Add Items function and again only catalog in multiLIS (not MARC) format.  Note:  tag 245 Title is a mandatory field and cannot be turned off through the workform.

Level of Processing is intended to aid the cataloger in understanding where the record is in the workflow steps from incomplete to complete record.  It is used for multiLIS cataloging and not MARC cataloging as implemented by INFOhio.  The valid entries for Level of Processing are below.  The associated workform is noted where applicable.

Workform 1:
C0I0   -  Complete cataloging and complete indexing 

Workform 2:
C1I0   -  Incomplete cataloging and complete indexing

Workform 3:
C0I1   -  Complete cataloging and incomplete indexing

Workform 4:
C1I1   -  Incomplete cataloging and incomplete indexing

A  
-  Record created in Acquisitions

P   
-  Record created in Circulation

If your receive a prompt for Level of Processing during cataloging, press [RETURN].

ISBD status refers to the level at which standards of punctuation and cataloging has been respected in the record.  The valid entries for ISBD status are below.  The associated workform is noted where applicable.

Workform 1-4:

I  -  Cataloged entirely according to ISBD standards 

P -  Partially cataloged according to ISBD standards
Workform 5-255

N -  Not meeting ISBD standards

The various titles which can be entered while cataloging in multiLIS format are title proper, parallel title, added entry title, and original title.  Although Workforms 1 through 6 support multiple title types, workforms 7 through 255 only support title proper.  NOTE: there is a known bug in the cataloging module which still prompts for various title types even if the workform does not support them.  In this case, select Title Proper when prompted.

MultiLIS provides a way to enter a brief record to allow for circulation of an item.  This record is entered in multiLIS format and thus requires a cataloging workform.  Below are the suggested minimum fields to request when cataloging-on-the-fly.

Workform number (1 to 255):  7

1-
ISBD status


:No
18-
Notes



:No

2-
LC card no.


:No
19-
Local Characteristics

:No

3-
ISBN



:Yes
20-
Inventory of serials

:No

4-
ISSN



:No
21-
Document type

:Yes

5-
National Library number

:No
22-
LC call number


:No

6-
Catalog number


:No
23-
Dewey call number

:No

7-
Cataloging source

:No
24-
Other call number

:No

8-
Edition statement

:No
25-
Subject keywords

:No

9-
Publication date


:No
26-
Subject headings

:No

10-
Publisher


:No
27-
Abstract


:No

11-
Country of publication

:No
28-
Electronic Access 

:No

12-
Languages


:No
29-
Item



:Yes

13-
Author



:Yes

14-
Uniform title


:No


15-
Physical features

:No


16-
Series



:No


17-
Analytic



:No

Those fields that are answered “Yes” on the cataloging workform will equate to the following MARC tags once the record is changed from multiLIS format to MARC Format.  Records in multiLIS format are changed to MARC format once they are called up in the Create and Update Bibliographic Records module.

    LC card number:


(=tag 010)

    ISBN:



(=tag 020 – can have multiple)

    ISSN: 



(=tag 022 – can have multiple)

    National Library number

(=tag 015)

    Catalog number


(=tag 037)

    Cataloging source:


(=tag 040)

    Edition statement


(=tag 250)

    Publication date:


(=tag 260 subfield $c – a single date goes into 

    008 date1 field and sets date type to ‘s’

    multiple dates will convert to 008 date1 

    and date2 fields and sets date type to ‘m’)

    Publisher:



(=tag 260 subfield $b)

    Country of publication:

(=tag 260 subfield $a, first code will fill

    the Country code of 008, multiple entries

    create an 044 tag)

    Languages
(=tag 041 – can have multiple, also fills the 

    Language code field of 008)

    Author:



(=tag 100 if preceded with an * for main entry 





   
 else if entered without * goes in as 700 tag

    else if preceded by + creates a 710 entry

    else if preceded by *+ creates a 110 entry)

    Title:




(=tag 245 - can enter subfields)

NOTE: Title is a required field and therefore not listed on above workforms.

    Uniform title



(=tag 130 if preceded with an * for main entry






    else if entered without * goes in as 730 tag






    else if entered with an + goes in as 240 tag

   




    (contents of 240 will be in square brackets).

    Physical features (description):
(=tag 300 - can enter subfields)

    Series:



(=tag 490 Series – no added Entry -Title)

(=tag 440 Series – added entry – Title, if preceded 

    by an +)

(=tag 830 Series – added entry – Uniform Title. If

    preceded by an &)  

    Analytic:



(=tag 505 Contents note)

    Notes:



(=tag 500 General note – can enter multiple)

    Local Characteristics                     
 (multiLIS field)

    Inventory of serials


(used for serials module)

    Document type:


(multiLIS field - enter CFLY so record can be 






 located later, can make additional entries for other 




    
doc. types)

    LC call number


(=tag 050 – LC call number)

    Dewey:



(=tag 082 - Dewey call number)

    Other call number


(=tag 099 – Local call number)

    Subject keywords:


(multiLIS field - can have multiple)

    Subject headings:


(=tag 650 - can have multiple)

    Abstract



(=tag 520)

    Electronic Access:


(=Related URL)

    Item:




(= Item Barcode number)

Once the workform is defined, it must be assigned to the user category that will be assigned the duty of entering CFLY records.  

[image: image3.wmf]Cataloging in multiLIS

Function Keys

These keys are preprogrammed to perform special functions in certain modules of the 

multiLIS software.

[PF1]

Return to a previous screen or leave a function



Abandon automatic entry mode



Abandon “Tag to Add” mode



Do another search

[PF2]

Display the search (OPAC) menu



Return to the first screen of a cataloging workform.



Copy a bibliographic record

[PF3]

Create a bibliographic record



Generate an item barcode number



Alphabetical order (sort)

[PF4]

Add tags



Proposed workform



Search all banks

[F6]

Delete a field in Edit mode

[F8]

Change an item barcode number



Retrieve original text

[F11]

Display a record in MARC format in the OPAC

[DO] +

Erase, in Edit mode, the content of a field to replace it

[Remove]

[Return]
After entering any information



Note:   Do not press [Return after Y for  ‘yes’ and N for ‘no’



or  after pressing a function key.

[Remove]
Erase the character under the cursor

[X]

Erase the character preceding the cursor

(backspace)

[Next scrn]
Display previous screens and next screens whenever indicated

[Prev. scrn]

[Select]
At designated places in the software, display a screen of possible choices

[Find]

Display all search types



Display items from all branches

[Help]

Display a help screen at designated places in the software

Arrow keys
Move the cursor in the designated direction

Item Statuses

There are 16 item statuses.  Only seven can be entered manually; the others are automatically generated by MultiLIS.

MANUALLY ENTERED STATUSES:


Available


In processing


In repair


Withdrawn


In binding


Weeded


Missing in Inventory

SYSTEM GENERATED STATUSES:


In Exchange (Collection Exchange)


Available


Loaned (Circulation)


Pending transfer (Inter-Branch Transfer):



When an item is waiting to be returned to it’s home branch after a loan 



done through inter-branch transfer.


On hold (Holds)


In transit (Inter-Branch Transfer):



While an item is being sent from one branch to another.


Temporarily unavailable (Inter-Branch Transfer):



Once an item has been received and while it is awaiting reshelving.


Missing/overdue (Overdue Notices):



An item becomes missing/overdue after the final overdue notice is sent.


Lost (Lost Items):



When an item has been declared lost.


Missing in Inventory (Inventory):

When inventory is finalized, any items with a status of missing have their status changed to missing in inventory.

The statuses “In repair”, “In binding”, and “In processing” appear as such to employees but always appear as “In processing” to OPAC users.

CATALOGING IN MULTILIS

An item record cannot exist in the database without being linked to a bibliographic record.  Either a bibliographic record already exists or a brief record is created to allow the item to be entered.

Within multiLIS it is possible to:

· Copy MARC records from the Union Catalog

· Copy MARC records from elsewhere in the database if they exist

· Request MARC records from OCLC via the Union Catalog site

· Receive MARC records from vendors and have those loaded into

MultiLIS via the DASite

· Do original cataloging if unsuccessful with the other methods

· Do brief cataloging on the fly at time of checkout, for items that do not 

      exist in the database.

In any event, the steps for adding a new item are very similar.

General Steps to Add An Item

1.
Determine if the item already exists in your database by searching the OPAC.  
(This would be the same as you looking in your physical card catalog now for 
the existence of a particular record.)

2. If the bibliographic record exists, you can use either the Add Items option from the Circulation Module (if access has been granted through Policies Management),  or either, Create and Update Bibliographic Records or Add Items option from the Cataloging module, to simply add the item barcode and other specifics about the item.  (Similar to you adding the extra copy information to your card in the physical card catalog.)

If the bibliographic record DOES NOT exist in your bank, and you are not in immediate need of loaning the item, you should make note of this item which you need a MARC record for, and then as you have time, go search the Union Catalog for the availability of the MARC record.  If the item doesn’t exist at the Union, then expand the OPAC search at your local DAS to search all banks.  Perhaps someone locally has the record and you can copy it to your database. The ability to copy a bibliographic record locally is only available in the Create and Update Bibliographic Records option of the Cataloging module. If both of these methods are still unsuccessful you can request a MARC record from OCLC.  If the record is available at OCLC, it will be copied into the Union and then delivered to you from there.  

If you are unable to locate a MARC record for the item from an outside source, you will most likely have to do original cataloging.  This is done using the Create and Update Bibliographic Records option from the Cataloging module.  This option uses MARC format as opposed to the MultiLIS cataloging format.  This is what you must often do for local reference materials and very old items that you are trying to catalog. 

If the bibliographic record DOES NOT exist in your bank and you have a patron waiting to checkout the item, you can create a brief cataloging record in the multiLIS cataloging format through the Add Items function of the Circulation module or Cataloging module.

With any of the methods, you can think of it being similar to you typing up a new card for your physical card catalog.

3.
Questions regarding the printing of a spine label or book card are governed by  the policies you have established for a particular user category under Access to Cataloging Functions.

Compulsory Fields When Adding Bib or Item Records

*Bibliographic records - The leader, 008 and 245 (title) are the minimum entries required to add a bibliographic record.

*Item records - The Usual General Location Code, the Usual Circulation category and the Item Status are the minimum entries required to add an item record.  Although Shelf Number is not a compulsory field, it is strongly recommended that it be completed.  Also, the Unit Price field on the item record may be used to specify the purchase price of an item.  When an item is lost, the amount entered here will be charged for the lost item.  If the Unit Price field is blank, the price charged for lost items will default from your Policies.

Additionally please note the following:

*If you are entering a partial bib record which needs further updating or to be double-checked at a later date, it is recommended that you enter CFLY in the multiLIS field Document Type.  This will allow you to easily retrieve a list of these records through the OPAC without having to run a report.  Once the record has been reviewed/updated, the Document Type CFLY should be removed at that time.

*When cataloging a bibliographic record which relates to a person as subject content of a work (biography), the MultiLIS Subject Keyword field must be entered as follows:

Ex. P=Bench, Johnny

in order for the record to be indexed and retrievable through the Person As  Subject search function in the OPAC.  If you do not plan to maintain this field then you should disable the Person As Subject search in your OPAC Search Policies.

*The MultiLIS Subject Keyword field is also being used to store the 520 abstract  (summary) so that those contents are indexed and searchable during an OPAC Descriptor search.  So that your patrons do not see duplicate information in the OPAC for this, it would be recommended that in your OPAC policies for the Display of Bibliographic information, that you would turn off the Notes field.

*The MultiLIS Document Type field is also being used to store the type of document, ex:  Filmstrip, CD-ROM, Videocassette, so that those contents are indexed and searchable during an OPAC Document Type search.  When entering this information you should use the ‘text’ associated with your collection code.  Ex:  if FS is the collection code and it equates to Filmstrip, the text you want to enter for Document Type would be Filmstrip rather than the code FS.

Other Cataloging Generalities

When entering the LC number, it is not necessary to enter the hyphen; MultiLIS adds it automatically.

When entering the ISBN number it is not necessary to enter the hyphens; MultiLIS adds them automatically.

When entering the 082 Dewey call number, it is possible to display the shelf list online simply by entering the beginning of the call number truncated by an *. Ex. 786* You will be presented with a list of the other call numbers and asked to complete your call number.

WORKING WITH ITEM RECORDS

Specific Steps to Add An Item to An Existing Record

Select the Add Items function.  Enter the record number or press [PF2] to search for it.  When the retrieved record is presented, multiLIS asks:  “is this the correct record”.  If ‘Y’ is answered the prompt “Item Number” will appear.  Scan or enter the item barcode number.  The item workform appears.  Fill in the appropriate fields.

1. Usual location (general and collection):  Enter the codes or press [Select] for assistance.

2. Shelf number:  Press [Return] to have the call number appear by default.  Press

[Select] for a list of other shelf numbers associated with this title.  Include volume number here for display in call number.  Prefix not required.

3. Volume:  Enter number only, or press [Return] to skip.  (Volume is important for putting items of a set on hold.)

4. Usual circulation category:  “Loan” by default or press [Select] for assistance.

5. Item status:  “Available” by default or press [Select] for assistance.

6. Item status note:  May enter a note regarding the item’s status.  This note will disappear when the item status changes again.

7. Unit price:  Enter the price of the item, or press [Return] to exit.  If a price is entered, this is the amount that will be charged should the item become lost.

After this field is completed, multiLIS returns to the prompt “Field to modify”.                                To fill the following fields, enter the field number and press [Return].

8. Notes:  Enter notes about the item if applicable (ex.  Leather bound,  has disk, etc.)

9. Temporary location, general or collection:  Enter the location code or press [Select] for assistance.   (ex.  Display case, reserve,  loan to other building, etc.) Expiry:  Enter the expiry date.

10. Temporary circulation category:  Enter the code or press [Select].

11. Reserve:  Enter the name of the professor, course and expiry date if the item has been put on reserve.

Refer to the Tip Sheet on this topic.

Specific Steps to Update An Existing Item Record

Select the Update Items function.  Enter the record number or press [PF2] to search for it.  When the retrieved record is presented, multiLIS asks:  “is this the correct record”.  If ‘Y’ is answered the prompt “Enter Item Number” will appear.  Scan or enter the item barcode number.  The item workform appears.  Select the number corresponding to the field on the screen that you wish to modify.  Please see the preceding section for information regarding filling in the specific fields of the item record.

Refer to the Tip Sheet on this topic.

Specific Steps to Delete An Existing Item Record

Select the Create and Update Bibliographic Records function.  Enter the record number or press [PF2] to search for it.  When the retrieved record is presented, multiLIS asks:  “is this the correct record”.  If ‘Y’ is answered the MARC fields of the bib record will appear.  The prompt “Field to modify” will appear.  You want to select the field number associated with “Item”.  Depending on the number of MARC fields in the record, you might have to press the Next Screen key to find the field you need.  Enter the screen number associated with the Item field (this number will vary from record to record).  

After selecting the field for modification, a sub-menu will appear.  Select the option “Delete an item from this record”.  Then scan or enter the item barcode number to be deleted.  THE ITEM WILL BE DELETED IMMEDIATELY AT THAT POINT, so make sure you are deleting the correct item!  If an item has outstanding transactions the system will not allow it to be deleted.

If the deleted item represents the only item attached to this bibliographic record, the system will ask if you wish to delete the bibliographic record as well.

Refer to the Tip Sheet on this topic.
Specific Steps to Relink An Item to Another Bib

Select the Create and Update Bibliographic Records function.  Enter the record number or press [PF2] to search for it.  When the retrieved record is presented, multiLIS asks:  “is this the correct record”.  If ‘Y’ is answered the MARC fields of the bib record will appear.  The prompt “Field to modify” will appear.  You want to select the field number associated with “Item”.  Depending on the number of MARC fields in the record, you might have to press the Next Screen key to find the field you need.  Enter the screen number associated with the Item field (this number will vary from record to record).  

After selecting the field for modification, a sub-menu will appear.  Select the option “Link an item to another record”.  Then scan or enter the item barcode number to be re-linked.  You will then be prompted to enter the new record number that you want to link the item to.  Once a valid record number is entered, that item and all it’s transaction records will be re-linked to the new bib record and you will be returned to the sub-menu. If you have no further updating to do, PF1 to exit out.

Refer to the Tip Sheet on this topic.

WORKING WITH BIBLIOGRAPHIC RECORDS

Accessing, Exporting and Loading Union Catalog Records

The various options for accessing the Union Catalog records are found on the multiLIS In-House Menus as shown below.

	       MultiLIS

      User menu

	  MultiLIS

  Library reports

  In-House menus

  Mail

  SPRINT (File Management)


Once you select the In-House menus option, another menu will appear.

	                 In-House menus

	 Select/Export Union Catalog MARC Records

 Union Catalog OCLC Record Request Bank

 Mail

 Library Attendance (LIB_ATT)   

 Authorities


The first option listed can be used to access the OPAC at the Union Catalog site in Lima.  You would select this option when you want to search the Union database for MARC records and create MARC record export files.  To export records from the Union Catalog you would follow the attached instructions. This document can also be found on the web at http://www.infohio.org/uc/about_uc.htm.  

As part of the automated load process, users who load records will receive a mail message back from themselves with important information about the load.  THE INFORMATION CONTAINED IN THIS MAIL MESSAGE MUST BE REVIEWED THOROUGHLY AND ANY PROBLEMS RESULTING FROM THE LOAD SHOULD BE CORRECTED IMMEDIATELY!  

Following is a sample mail message from an automated Union load and information for interpreting the load report.

As the message reminds you, once your MARC records from the Union catalog have been loaded, you must use the multiLIS Add Items function in Cataloging or Circulation to assign the barcode and fill out the item record.

Sample automated load message:

From:   LIMAC::TEST_MUL4    14-MAR-1997 19:34:14.70

To:
TERRI,JEAN

CC:
TEST_MUL4

Subj:
Result of Union record load

  Your MARC records exported from the Union Catalog have

  now been loaded.                                                                

        You will need to use the ADD ITEMS function to attach

  your items to any "new" bib records.

        If you are "replacing" brief bib records with a more                    

  complete record from the Union Catalog and already have your items              

  attached to the brief record, it would not be necessary to do

  ADD ITEMS.                                                                      

        Please review the following information from the load.

********************************************************************
newtape conversion parameters

application                : union data

rule table:

 MULTILIS:[TAB]t_union.tbl

output catalogue load file : test_mul4_bc99_99120113020285$marc.c

output journal file        : test_mul4_bc99_99120113020285$marc.j

record loading mode        : I

bibliographic record number is always left blank

Input records are in multiLIS MARC format

** processing input file test_mul4_bc99_99120113020285$marc.dat100:

    Title: $aGeorge medallion

    Title: $aPeter and Veronica /$cby Marilyn Sachs ; ill. by

    Title: $aHow to prevent monster attacks /$cby Dave Ross.

    Title: $aSomeday Angeline /$cLouis Sachar ; illustrated b

    Title: $aShyster /$cElizabeth-Ann Sachs ; illustrations b

    Title: $aThe winter room /$cGary Paulsen.

    Title: $aSideways stories from Wayside School /$cLouis Sa

number of input records: 7

Loading with CENTRALS running

Record: 13-0010131   Record generated by "N" or "I" mode

Record: 13-0010131   Text modified

650  $aOhio-fiction.

Replaced by:

650 4$aOHIO - FICTION.

Record: 13-0010132   Record generated by "N" or "I" mode

Record: 13-0010133   Record generated by "N" or "I" mode

Record: 13-0010134   Record generated by "N" or "I" mode

Record: 13-0010135   Record generated by "N" or "I" mode

Record: 13-0010136   Record generated by "N" or "I" mode

Record: 13-0010137   Record generated by "N" or "I" mode

Rejected record, repeated ISBN: 0-531-05839-5

Record: 13-0004544   Record replaced

Number of records N in the batch load :      0

Number of records I in the batch load :      7

   Number of records replaced         :      1

   Number of new records              :      6

Number of records E in the batch load :      0

Number of records M in the batch load :      0

Number of rejected records :      1

Loading terminated

The first line of the report tells you how many records were prepared for loading.  This should match with the total shown as being processed at the end of the report for the heading "Number of records I in the batch load :"

Regarding the totals at the bottom of the report, it is important to note that rejected records will also be included in the count for "Number of records replaced".

Explanation of Union MARC Record Load Report Information

The first line of the report tells you how many records were prepared for loading.  This should match with the total shown as being processed at the end of the report for the heading "Number of records I in the batch load :"

Record generated by "N" or "I" mode:   

This is a new record which was loaded to the bank.  The record number shown can be used to retrieve the record in the Add Items function.

Record replaced: 

Gives the record number of an existing record which was replaced because the ISBN number in the existing record and the ISBN in the loaded record were identical.  

RESOLUTION: You may wish to look at these to check for "cfly" as a document type and remove it if no longer applicable.  

ALTERNATIVE: May wish to conduct Document Type search (DT=CFLY) on document type "cfly" periodically and remove this field from records where it is no longer applicable.  The record number shown can be used to retrieve the record in the Add Items function.

Rejected record, repeated ISBN:  

Gives the ISBN number of a bib record which did not load because there was more than one record in your database with this ISBN and the program did not know which record in the database should be replaced with the load record in the load file.   RESOLUTION: 

1. From the Cataloging Module select "Create and Update Bib records"

2. Press <PF2> to search for records

3. Select ISBN as the search field or (enter SB=) and search for the ISBN number listed on the report.

The records which contain this same ISBN will be displayed. Look at each one to determine which record you wish to keep based on which MARC record is most complete. Respond to "Is this the correct record?" with  N  at each prompt so that you can continue looking at each of the records located with this same ISBN. Your goal is to identify the best record to which you are going to link all items. (The remaining duplicate bib record(s) will later be deleted.)

4. Once you have identified the record to keep, make a note of the record number (shown at top left-hand corner of screen). 

5. Now select a record number which is a duplicate that you wish to remove and answer  Y  to "is this the correct record".  All items linked to this duplicate record will need to be re-linked to the record number you have decided to keep.

6. The bibliographic record is displayed.  Select the number that corresponds to the field "Item:".

7. Choose "LINK an item to another record" from the menu screen.

8. Type in the displayed item number that is to be re-linked.  

9. After entering the item number and pressing return, you will be prompted for the record number. This is the record you are keeping.  Enter the record number you made note of earlier as the record you wish to keep.

10. Repeat steps 7-9 for each item needing re-linked.

11. The item number is now attached to the bibliographic record you are keeping and is no longer attached to this record.  If there are no more items attached to this bibliographic record, it can be deleted.

12. If you still desire the MARC record from the Union catalog to replace the bib record in your database, you can go back to the Union and export and load the record again.  It should work now to replace the record since you only have one record with that ISBN in the database.

Text modified: 

A change was made to the record. This can be ignored at this time.  Since Authority records have been loaded, you may want to check that the change was made correctly.  If you feel this was changed incorrectly, make note of the change for possible future authority heading corrections.

Copy Cataloging from Other Local Banks in the DAS

As mentioned before, if you are unable to find your record at the Union Catalog you may search all of the banks locally at the DAS to see if the record exists.  If it does, you can copy the record to your bank.  To perform this operation, first select Cataloging from the Applications menu, then select Create and Update Bibliographic Records.  Next choose the option to Create a record by pressing [PF3].  Then select Copy a record using [PF2]. This will put you into the OPAC in a mode that is searching all banks.  Once you find the record you wish to copy enter Y to the prompt, “is this the correct record?”.  If you do not find an acceptable record, press PF1 to exit.  If you exit without making a selection, you will be asked if you still wish to enter a new record.  Do not enter Y to this unless you wish to do original cataloging for the record.

If you do copy a record to your database, it is important to remember that you must add the item information.  This can be done by modifying the field number of the MARC record associated with “Item:” or it can be done via the Add Items function of Cataloging. 

Refer to the Tip Sheet on this topic.

OCLC MARC Record Requests

The INFOhio Union Catalog will provide at no cost to you, MARC records from the OCLC Online Union Catalog (OCLC-OLUC), on international database of over 35 million Records, for items not found in the INFOhio Union Catalog.  Prior to requesting these OCLC MARC record searches, the requesting librarian should have completed the prior MARC record searches in their own bank, at the Union Catalog, in all banks at the DAS and verified that the DAS has loaded any MARC records that may have been provided to you by a vendor.

If the Union Catalog staff is able to find a record that meets your specifications, they will copy it from the OCLC database into the Union Catalog.  It will then be automatically returned to your DAS and be loaded into the requesting bank.

Due to the many requests for OCLC records, this service can sometimes be delayed.  Those requests which are easily found are filled first, while those requiring original cataloging may take longer.

Cataloging on the Fly

A library may activate the Circulation module before all its items have been entered in the database.  If a user wishes to borrow an item not entered in the database, it is essential to link the item to an existing bibliographic record or to create a temporary/full bibliographic record and item record.  Otherwise the user cannot borrow the item.  This may also be the case if you are waiting on the availability of more complete MARC records from a vendor, OCLC, or the Union Catalog.

“Cataloging on the fly” is done in the MultiLIS cataloging format, even for those libraries which normally catalog in MARC format.  This is the only time that the multiLIS system uses the Cataloging Workform that you defined in your Cataloging Policies.

Records cataloged in multiLIS format do not have 007 or 008 tags, indicators or subfields.  Since these are not MARC records, it is not possible to use the F11 key in the OPAC to display MARC information for these sort of records.  Records which are in a multiLIS format are not included in the extraction process which moves records from the DAS’s to the Union Catalog site.  These records are also not indexed by the system in the normal way and therefore may not be accessible to some of the OPAC searches.

Records created during “Cataloging on the fly” are to be considered temporary records and should be upgraded to a good quality MARC record as soon as possible.  A record in multiLIS format will automatically change to a MARC format when accessed via the Create and Update Bibliographic Records function in the Cataloging module or when replaced by a record from a vendor disk or from the Union Catalog (provided you have entered the ISBN number on the brief record, otherwise the overlay will not occur).  The record should be updated to meet or exceed the minimum MARC record standards currently prescribed for INFOhio.

“Cataloging on the fly” can be accessed through the Circulation Module Add Items and Check Out Items functions or through the Cataloging Module Add Items function.  When you go to add the item and you do not know what record number it should be added to, use the PF2 option to search the OPAC.  There you perform a search for your title. If it turns up nothing, then PF1 to exit out of the OPAC.  Then you will receive the following prompts: 

There is no record corresponding to this search. 

Would you like to create one?

If you answer this question Y, you will be presented with the cataloging workform.  Fields presented will depend on the workform defined for the specific user category.  When entering the information in the multiLIS format it is not necessary to include the indicators or delimiter ($) and subfield codes except for additional subfields you might be adding to the field.  

As mentioned previously, cataloging workforms 1 through 6 are predefined and implicit values have been assigned to the Level of Processing, ISBD Status and Title field.  You should not modify workforms 1-6.  You should create any new workforms in the range of 7-255.  Again, it is important that you prompt for and have your staff enter the ISBN on any brief records they create so that they can later be matched with and overlaid by better quality records.  

NOTE:  

· Tag 245 Title is a mandatory field and cannot be turned off through the workform.

· It is not necessary to enter the hyphens when inputting the ISBN.

· When entering the Author field, if it is a Main Entry - Personal Name, type an asterisk (*) before an author’s name to indicate that it is the main entry heading.  This will enter it as a 100 tag.  If you fail to enter the asterisk, it will go in as a 700 tag - Added Entry - Personal Name.

· If additional subfields are added (i.e. 245 $b and $c )proper AACCR2R punctuation must be followed.  (Refer to MARC Cataloging forms or a MARC reference manual.)

You will most likely be adding the title, as the Title Proper.  You will have the option 

to add other titles, but you can just PF1 to exit after entering the Title Proper field.

· It is recommended that you enter a Document Type of CFLY on any brief records created during “Cataloging on the Fly”.  This will make it easy for you to again retrieve these records through an OPAC search.  Once the record is updated to a good quality MARC, the document type of CFLY should be removed.  To enter the document type, simply enter CFLY…you will then presented with a selection list.  Enter the number associated with CFLY.  It will add this as the first Document Type entry.  Press PF1 to exit the Document Type entry screen.

· If  you have no additions or corrections to make to your brief entry, press PF1 to exit the bibliographic portion of the record.  You will then be prompted for item number.  Enter or scan the item barcode number.  This will bring up the workform for the item record.  Complete the item information the same as when doing a regular Add Items.

· When finished with the item information, you will be presented again with the brief bibliographic record.  You make modification if desired, otherwise, press PF1 to exit. 

Update Bibliographic Records

To update an existing bib record in the database, choose the function Create and Update Bibliographic Records.  Enter the bibliographic record number (comprised of bank number, then a hyphen followed by the record number) or press PF2 to perform an OPAC search for the record.  Once displayed the record will be presented in a MARC format.  Each MARC tag will have a numbered field position on the screen (the field number of a given MARC tag will vary from record to record).  You are prompted for “field to modify”.  You may use the next/previous screen keys if the information is on more than one screen.  Select the field number corresponding to the tag you wish to modify.  

If you wish to insert a brand new MARC tag into the record, press the PF4 key.  You  will then be prompted for “tag to add”.  Enter the MARC tag number you wish to add (ex: 010 for tag  010).  If you do not remember the tag number, but recall the name of it, you can press the PF4 key for a list of all the various MARC tags.  You can scroll through until you find the tag you wish to add.  You may select from this help screen, or press PF1 to exit without making a selection.  When adding new tags, multiLIS will usually display the first default subfield for you.  If you require additional subfields, you should adhere to AACR2 rules and proper punctuation.  You may need to refer to reference materials for help.  To exit the “tag to add” mode and return to “field to modify” mode, press the PF1 key.  

If you wish to delete a MARC tag from a record, you would select that particular field number as the “field to modify”.  When the specific tag data is displayed, simply press the F6 key.  This will remove that tag and data from the bib records.

Remember that some additions, modifications, or deletions of tags constitutes an enhancement to the MARC record.  As such, you should also update the 040 tag with your Library of Congress Cataloging Source Code to indicate that this record has been enhanced.

Refer to the documents Guidelines for Enhancing MARC Records and Guidelines for

Derived Cataloging.

Delete Bibliographic Records

A bibliographic record can only be deleted from the database if there are no items attached to it.  Therefore, you must first follow the procedures to Delete an Existing Item Record..  Once all attached items have been removed from the bibliographic record it can be deleted.  To delete an existing bibliographic record from the database, choose the function Delete Bibliographic Records.  Enter the bibliographic record number (comprised of bank number, then a hyphen followed by the record number) or press PF2 to perform an OPAC search for the record.  Once the selected record is displayed, you will be asked once more to confirm that the record should be deleted.  If you answer Y, the record is deleted and the system indexes are updated for the deletion.  If you answer N, the record will not be deleted.

Create New Bibliographic Records (Original Cataloging)

At times it may be necessary for you to do original cataloging for an item. (ex. A local reference item, a very old item, etc.).  To do original cataloging, you would select the Create and Update Bibliographic records function from the Cataloging menu.  Assuming

that you have already done the other types of searches and know that the record doesn’t exist elsewhere, you would choose PF3 to Create Record.  Here you are presented with the option to copy the record if it exists elsewhere in the database, or to continue with the creation of a new record…press PF3 to do manual cataloging of the item.

This will put you into an Automatic mode.  Meaning that the software will take you through filling out the record field by field.  The Leader and 008 fields are mandatory.  Pressing PF1 will accept the default settings.  However, you should verify the information before just accepting the defaults and make any corrections if necessary.  It is very important that the 008 date fields are filled out correctly.  Records missing this information will not be accepted into the Union Catalog.  As with the Leader, pressing PF1 will exit from the 008 section and leave the current settings as they are.  Again, you  need to make sure these are set correctly.

Upon completing the Leader and 008 tags, you will be asked to enter the 245 Title tag.  This is a mandatory field.  It is important that the indicators on the 245 tag are set correctly.

After entering these first three tags (Leader, 008 and 245) you have the option of pressing PF1 to Abandon automatic entry mode.  If you stay in Automatic entry mode, the system will go through each MARC tag in succession, Ex.  010, 015, 020, 022, 030, 040, etc.  If you stay in Automatic mode and do not wish to enter a particular tag , simply press return to skip that tag and go on to the next tag in succession.  If you wish to go back and insert a tag that you earlier skipped over,  simply press PF4 to go into insert mode.

If you press PF1 to abandon automatic mode, you will be prompted for  “field to modify”.  At this point the program works basically the same as when updating an existing bib record.  You can modify a specific field, or press PF4 to insert a new tag.

Upon completing the bib information, you will need to modify the “Item” field to add the item record(s).

You should also complete the multiLIS field for Document Type.  Document Type should correspond with the text for the collection(s) that you have the items in.  It is possible to have multiple, differing, Document Types entered for a bibliographic record.  Ex., perhaps one of the items is in the Nonfiction collection and another of the items you keep in the Reference collection.

The Local Characteristics field is a user-defined field.  It consists of the letters A-Z. A particular characteristic is either turned on (value of 1) or turned off (value of 0).  If you use these, it is up to you to keep track of what you have used them for.  Some uses might be to identify donated items, or an item purchased with Chapter money, etc.  It is possible to run a report for a given Local Characteristic.

The Keyword Subject field is also a multiLIS field.  Information entered here is indexed and retrievable by doing a Keyword Subject search in the OPAC.  

The Inventory of Serials field is not used.

If you must do manual cataloging, you may wish to first check at the Library of Congress to see if they might have the record in MARC format.  Although it is not possible to copy back a record for loading from there, you can at least get a print screen of how the item should be cataloged and do your manual cataloging from this printout.

Please refer to the Reference Section of this handout for additional information and other materials that might assist you in your manual cataloging.
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Library of Congress

There are a number of other references that will help with MARC cataloging found on the website for the Library of Congress.

There home page is at http://lcweb.loc.gov/
When, as a last resort, you must do some original cataloging, you can look at their online catalog for that item or an item of like manner and review the MARC format.  Then use this as a source of how to code your item.  Access their online catalog at http://catalog.loc.gov/.   Select a search method.  Fill in the search criteria and complete a search.  You will be provided a title hitlist.  Select a title.  There are index tabs at the top that will allow you to see the MARC tags defining this item.

For complete instructions of downloading records from the Library of Congress Online Catalog, visit http://www.mitinet.com/support/LOC/loc.htm. 

If you question is more about how to code a particular tag, then the online MARC21 guide would be helpful.  It is found at http://www.loc.gov/marc/.  At this site you can look up MARC standard on Bibliographic, Authority, and Community MARC standards.

Until the end of the year in 1999, there is also an online catalog for authority control.  Not being Y2K compliant, this resource will be unavailable after the first of the year and probably won't reappear until school year 2000-2001.

Cataloging Guidelines

Guidelines for Matching MARC Records: http://www.infohio.org/UCTF/Guidelines_for_Matching_MARC.pdf
Guidelines for Evaluating MARC Records:

http://www.infohio.org/UCTF/Guidelines_for_Evaluating_MARC.pdf
Guidelines for Enhancing MARC Records:
http://www.infohio.org/UCTF/Guidelines_for_Enhancing_MARC.pdf
Guidelines for Derived Cataloging:

http://www.infohio.org/UCTF/Guidelines_for_Derived_Cataloging.pdf
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GLOSSARY
AACR2 - Anglo American Cataloging Rules 2nd edition.

Accession number - A sequential number assigned to library materials to distinguish like items. Often begins with a number indicating the year. Appears both on the item and the shelf list card. Comparable to a bar code number in an electronic system.

Added entry headings - Access points that are not subjects. Examples are titles, series, illustrators, co-authors, etc. Preceded by a Roman numeral in the tracing on a catalog card.

Analytics - Term used to refer to author or title added entries. A collection of short stories might have a title analytic card for each story in the collection. A collection of short stories by various authors might have both author and title analytics.

Authority Control - Used to maintain consistency in personal and corporate author headings, conference and meeting names, subject headings, series headings, and uniform titles. Multilis also authority controls publishers and document types (a non MARC field).

Call number - Location information, usually a Dewey number and author letters although it may be only letters for such things a fiction, short stories, biographies, etc. MultiLIS uses the term shelf number which is synonymous with call number.

CIP - Cataloging in Publication. Prepublication cataloging done by Library of Congress and generally printed on the verso (back of title) page.

Cutter number - No longer used in most school libraries. It appeared below the Dewey number and consisted of a letter or letter combination followed by numbers which effectively alphabetized by author. The cutter number is usually replaced by three letters of the author’s last name now.

Delimiter - A symbol identifying a subfield.

Directory - A series of digits containing the field identifier (tag), length, and starting point of each field. Each field is presented in the directory via 12 digits.

Field - Contains specific bibliographic data. Fields can be subdivided into subfields. Fields are identified by “tags” which identify the data content of the field.

Fixed data elements - The meaning of the data code within a fixed field is determined by its physical location/position in the field.

General Material Designator (GMD) - Generic term used to identify a general category of material. These terms are established by AACR2.

Indicator - Two digits immediately following a tag which further identifies the data contained in the field.

ISBD - International Standard Bibliographic Description.  International cataloging standard for bibliographic data which is supported by AACR2.

ISBN - International Standard Book Number. Assigned by publishers since the late 1960s.
ISSN -  International Standard Serial Numbers. Assigned by publishers of materials intended to be published on a continuing basis.
LC  or  LCCN - Library of Congress Control Number

LC Heading - Subject heading established by Library of Congress.

LC Childrens - Children’s subject heading established by Library of Congress.

Leader - A 24 character fixed length data component of a MARC record which contains information for the processing of the record.

MicroLIF - An acronym for Microcomputer Library Interchange Format which was developed to adapt a MARC record to floppy disk. The directory is usually stripped and the tags appear within the data.

Sears heading - Subject heading established by Sears List of Subject Headings.

Subfield code - A single character or digit identifying the data contained in that portion of the field.

Subject headings - Standardized terms used to provide access to materials.

Tag - Three digits identifying the data contained in the field.

Title main entry - Generally the author card is the main entry and there are various added entries such as titles and subjects. However, in the case of a work without an author the title might become the main entry. In a card catalog, a title main entry is formatted differently than an author main entry or a title added entry.

Tracing - Information contained on a catalog card and/or a shelf list card which identifies other access points at which cards have been filed. There are two kinds of tracings, subject heading tracings and added entry tracings.

Terminator - A symbol which marks the end of a component.
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