BIBLOAD TEMPLATE
Cataloging Toolbar, Schedule New Reports Wizard

1. On the list of templates, highlight the template you want to change.

2. At the bottom of the screen, click the button labeled Modify.

3. Open the Selection Criteria tab

4. Make whatever changes are appropriate

5. If desired, Change the title on the basic tab to reflect the change 

6. Click OK and the template changes will be saved

Input File
       1.  File to load: Use the arrow to select the file already loaded on the server

        2.  File format: Radial dial should be filled in for MARC

Title Control Processing Section: 
       1.  Title Control Number Source for incoming items:

A.   Non-Gov. Doc templates: oisl
Remove the h

B.   Gov Doc templates: oh

Short records




   
   oislh

Long records


C.  These letters cannot be typed in.  They are placed in the data well by using the 
      gadget and drop down menu to select the correct information and appropriate 
  
      MARC tags.  In our SIRSI catalog the selections should be:



o for OCLC number in the 001 field



i  for ISBN number in the 020 field



s for ISSN number in the 022 field



l  for LCCN number in the 010 field



h for Local System number in the 035 field [used for MARCIVE tmp. 


number]

       2.   Title control number matching rule: See Bibload Rule Cheat Sheet or powerpoint 
workshop.
       3.  Compare multiple occurrences of a title control number field (not recommended)

A. Checked for entries with possible multiple ISBN’s (such as paperbacks) or electronic resources ISSN’s

       4.
Update Date Cataloged:

A   NEVER –Use for short records in acq. Or weekly gov. docs.

B. TODAY – Use for long records

C. NOCHANGE – Use for records returning from authority verification or loading batches again.
        5.
Default record format:

A. MARC – Use as default for mix of materials in different formats and books, including electronic books
B.  SERIAL – Use for serial bibliographic records (bib lvl: s), including electronic serials
C.  MUSIC – Use for sound records and scores

D. VM – Use for videos and media

E. MRDF – Use for electronic resources, CD_ROMS, computer disks, software
           6.  Update title control information from title information entry: 
Bibliographic Record Processing:

1.   Update Bibliographic Record when updating records.



A.   Check this option. This should be checked to allow the update/overlay 

       to occur.  If it is not checked, the date cataloged will change, but the 


       actual bibliographic record remains unchanged.


B.   Disable this option if you are overlaying an existing record and do not 


      want to change the call number. [Note: we didn’t try this since another 


      method existed that seemed safer. By making the 090 field a local 


      label, it cannot be overlaid by accident.]  

2.  Update publication year



A.  Check this option for all updating bibloads


3.  Remove Entries Listed in the file “Junktag” – 


A.  Check this for all non-gov docs records.  The MARC 035 field is listed 

      in the Junktag list and will then be removed on entry. 


B.  Disable this option for gov. doc. Records as this is the MARC tag 


     where the tmp number is stored.


4.  Remove medical subject headings (MeSH)


A.  Check this for all bibloads at NGL.
Call Number and Copy Processing

1. Copy Processing – Copies should be added to incoming bib records with two exceptions: order records and gov. docs.
2. Call Number Load Rules – This determines which call number in the bibliographic record is assigned to the call number record.


A. For LC copy, the 050 and 090 field tags must be chosen.  The local call 

     number of 090 would be first, and the national call number of 050 


     would be second. Since only one tag of each number would be in the 


     bibliographic record, the designation should be first.


B.  For SuDoc copy, the 086 tags must be chosen.  Since multiple tags 


      may be in the record, the designation should be last to give us the last 


      086 call number in the record.



C.  For ASIS copy, the 086 tags must be chosen.  Since multiple tags may 


     be in the record, the designation first should be used to given us the 


     first 086 call number in the record.

         3.  Default holding code:


A.  Use the gadget to select the holding code for the attached copy.  See 


      list of holding codes.



B.  The holding code contains the type code, location code, and item 


      category if applicable.

         4.  Update AUTO-assigned call numbers



A.  Check this for all updating bibloads

          5.  Create/update price from holdings statement, 020 subfield c


A.  Check this for all updating bibloads

Error records


1.  Error records:



A.  Radial button for Write to Error file should be chosen




1.  Error file can be dumped by Systems personnel



B.  Radial button for Load for Review should be used rarely for a specific 


      purpose and a small number of records.




1.  Review file must be individually selected for deletion.  




2.  Then a report must be run to actually delete the records.



C.  If Load for Review is chosen, Default review status must be selected 


      using the gadget.



D.  If Load for Review is chosen, Library NGL is not grayed out.
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