p. 7

Rosenberg Cataloging work in Millennium

Step-By-Step
(very incomplete)
Working with Materials from Acquisitions

 
1.  Search by order number to find records on Millennium.


2.  If needed, pull MARC record from OCLC.  If nonMARC record is being replaced, move order record from nonMARC to MARC, and delete nonMARC record.  (See steps for this below.)
 
3.  Make sure MARC record contains Cat. Date and catalogers initials.

 
4.  Make sure item record is in place: created during download from OCLC, or create on Millennium.

 
5.  Make two changes to the order record:




Change the Cat Date to current date (type t )




Change the Transit location to - ---  blank.
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Steps for Transferring An Order Record from NonMARC Bib to MARC Bib

See also instructions are in Millennium’s online manual, page 105207.


1.  Go to the nonMARC record that has the order record.


2.  Use the Edit pull-down menu, select Transfer attached.
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3.  In the box, search for the downloaded record that you want to use.

4.  When you have the record you want, select Summary tab, click on Use Bib.  
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5.  You’ll get a little dialog box, from that choose:


Transfer all attached records, DELETE source bib.
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6.  When you’re done, the MARC record you brought from OCLC will have both the order record from Acquisitions, and the item record you created.
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Authority Work for New Materials

 
1.  Use OCLC authority tools to confirm that you have the correct form of the heading.

 
2.  For each subject, name, and uniform title heading, search Millennium to find whether the heading is already in our catalog or new to our catalog.  Headings in Acquisitions and nonMARC records do NOT count as already in our system.  When you download the bib record, <CTRL> H (Verify Record Headings on the tool menu) can help you check the status of the heading.  Look at the symbols in the left hand margin:





1 = authority record already in Millennium.





B = other bib records





Asterisk (*) = New heading, not already in our system.  You only need to look for an authority record on OCLC for these headings.


3.  In doing authority work for subject headings, you need to consider:

· the complete subject heading with all its subdivisions, eg:  



Cuba -- History -- 1959-
· the basic subject heading without the subdivisions, eg: Cuba.


If both the basic heading and the complete heading are new to our system, then you will need to search OCLC for authority records for both the basic heading, and for the complete heading including the subdivisions.  If we already have the basic heading (Cuba) then you only need look for authority records for the heading plus subdivisions which are new to our catalog:





Cuba -- History -- 1959-


or
Cuba -- History
 
4.  If there is no authority record for the new heading(s) on OCLC, or if the authority record for that heading has no cross-references (no 4xx or 5xx fields), then do not export the authority record.

 
5  If there is an authority record for the new heading on OCLC AND it has cross-references (4xx or 5xx fields), then export it to Millennium.





Add the constant data record called ‘auth’.





    <CTRL> U   auth
 



Use the export command.  <F5>

6.
For a name used as a subject heading, the type of authority record needs to be changed in Millennium.  Do this after you have exported the LC Name heading from OCLC.  Use the author index to find the authority record.  From the Edit pull-down menu, choose Change Authority type to change from Author to Subject.  If you forget to do this step, there will be a blind reference in author search, and no helpful cross-reference in subject search.
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Addendum to Authority Work procedure

The attached pages show some examples to help clarify when we need to download authority records from OCLC.  

Please notice two subject headings:


Reformation -- Early movements.


Europe -- Politics and government -- 1492-1648.

In both cases, the main headings (Reformation, Europe) are NOT new to our catalog, so we don’t need authority records for either one of those.  Also, in both cases that exact combination of headings and subdivisions IS new to our catalog.  OCLC has authority records for these:


Reformation -- Early movements.

has a cross-reference that we want for our catalog, so we need to download this record.


Europe -- Politics and government -- 1492-1648.

does not have any cross-references.  Do not download this record.

One general rule of thumb might be that if the subdivision which makes a heading unique for our catalog is a free-floating subdivision or a geographical subdivision, we will NOT need an authority record.  If the subdivision is one that is special for that heading (the type that are listed individually in the Red Book) then we may well need the authority record.  Look for cross-references.
Authority Work for Discarding Materials
If bib records are deleted without doing authority work, cross-references may direct our users to dead ends.
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1.  Before deleting a bibliographic record, use the Verify function to identify relevant authority records.
 
2.  Search for each author, subject, and uniform title for which we have an authority record.  If the bibliographic record you are about to delete is the only record relating to the authority record, then you should also delete the authority record.


3.  Pull down the File menu to delete an authority record.
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