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Getting Organized - Working with Record Lists

In this tutorial you will learn how to:

+ Import records.

«  Sortrecords.

«  Find specific records in the list.

+  Move and resize record list columns.

«  Show and hide record list columns.

«  Select records.

»  Delete records and restore deleted records.
»  Create your own record lists.

Import records

The first step in working with this tutorial is to import records into MARC Magician.

Import the tutorial records
1. Open MARC Magician.

2. Click File and then select Import.

The Import box appears:

Import E‘ fE

Laok in: | 5 MARC Magician = & ® ek E-

kabbey. hid

kabby b

[Z] Traink.ecd.mre

|'.1=j Tukorial Records.mrc

E Working with Card and Label Magician, pdf

hd »

File name: |

Files of bype: |AII Files [.] j Cancel
Help

Batch name: |Eatch 20

Add records o list: |Master List Only j

Click the down-arrow E| to the right of the Look in box, and select C:. In the area underneath the
Look in box, double-click the Program Files folder, double-click the MARC Magician folder, and then
click Tutorial Records.mrc.

3. Click Import.

The import starts. When it is finished, a summary box is displayed with the number of records imported
and a count of the automatic cleanups that were done.
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Sorting records

The quickest way to sort the record list is to click the column header of the column you want to sort by. You
can reverse the sort order by clicking it again.

Sort by title
e (lick the Title column header.

The records should now be sorted alphabetically by title. Notice that the current sort order is displayed on

the status bar at the bottom of the window:
S ———

I ctive List: Master List< Primary Sort: Title, ascending > 0 of 22 selectzd |For Help. press F1 A

Note:

Some records may have multiple entries in the bar code, call number, and subject columns. For
example, most records have two or more subject headings, so the Subject column usually displays
several entries for each record. For this reason, when you sort the records by subject, records with
multiple subject headings will appear more than once in the list.

Moving and resizing columns

In this lesson you'll change the look of record lists by rearranging columns and changing their size.

Move a column

Because there are too many columns to display all at once on your screen, you may want to change the
order in which the columns appear, so that the ones you use the most are always visible. You change the
column order by dragging the column headers with the mouse.

A ] Author | Title | Yeal A Title | Author | veal
@2 Tolstoy, Leo Anna Karenina, / T... 1243 @z Anna Karenina. / T... Tolstoy, Leo 15841
@z Dorrenmatt, Frie... Der Besuch der alt... 1960 @z Der Besuch der alt... Dorrenmatt, Frie... 1960
@E  Christie, Agatha  The body in the libr... 1988 @2 The body in the libr... Christie, Agatha 1988
s Bugs / [videarecor. . @X Bugs /[videorecor...

g Cwicloat (1A Call Mrmloat 1G73 Mg Crckat Markat 1o Sall 1473
Before: Author column before Title column After: Title column before Author column

1. Point to the Title column header with your mouse.
2. Press the mouse button and hold it down.

3. While holding down the mouse button, drag the Title column header to the left of the Author column
header.

4. Release the mouse button.

Resize a column

You can change the width of record list columns. For example, if a column is too narrow to show all of the
text in it, you can make the column wider. If the column is wider than it needs to be, you can make it
narrower so that more columns fit on your screen.
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split line

A | Title Authar A Title | Author
@z Anna Karenina, / T... Tolstoy, Leo @2 Anna Karenina. / Tr. from the Russian by ... Tolstoy, Leo
@g Der Besuch der alt... Darrenmatt, Frie. | @2 Der Besuch der alten Dame; : eine tragisc... Diimenmatt, Frie
@z The body in the libr... Christie, Agatha @ The body in the library / Agatha Christie. Christie, Agatha
L Buiese J adoargear L B S laid ordine] SO ok ka BT

Before: narrower Title column After: wider Title column

1. Point to the split line to the right of the Title column header.
2. When the pointer becomes a |, hold down the mouse button and drag the mouse to the right.
3. When the column is the size you want, release the mouse button.

Showing and hiding columns

Another way to customize lists is to hide the columns that you don’t need. In this exercise you'll hide some
columns in the Master List.

1. On the List menu, click Show/Hide Columns.

The Show/Hide Columns dialog box appears:

Show/Hide Columns

|\I| El El [
i

] Expoit Date

i
&

] Import Batch
1 Impost Date:
1 Impost Repairs
1 Imposted By
W Subject

| Template

W Tide

1 Update Date
] Updated By
¥ Year

[ ] caca |

This dialog box shows all of the possible columns.

2. Clear the check boxes for Bar Code, Created By, Export Date, Import Batch, Import Date, Import
Repairs, Imported By, Update Date, and Updated By as shown in the figure above.

3. Click OK to close the dialog box and save your changes.

The Master List now shows only the columns you selected. You can show the columns again at any
time by opening the Show/Hide Columns dialog box again and selecting the columns you want.
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Finding records

You use the Find command to locate a specific record in the list. This is particularly useful when you have a
lot of records in your database. In this exercise you'll find the record titled AlImayer’s Folly and Other Stories
by Joseph Conrad.

Find a record
1. Click the Find button on the toolbar.

The Find dialog box appears:

TARC Magician - Master List

Acid rain [videorecording] / executive producer . [ Videor.. Acid rain - E

: : : Dot . Acculturation

_:] . Alcohol. Alc

Children's filn
hibi

1991
1991
1986

Conrad, Joseph

1986

1991

1991

1991

1990

1992

1990 Brown. Marc
1988 Keene. Caralyn
1935 Keene. Carolyn

Alps - Descr
| Amphetaming
| Animals - Fc
| Arabian Penil
| Argentina - L
L. Art and religic
L. Animals - Fi
.. Large type bc
.. Large type bc
er===—.. Landlord and
[ Book ... WILDERNES

HIGH-ADVENTURE QUTDOOR F'URSUI'I-'S.

1985 Keene. Carolyn Murder on ice [text {large print)] / Carolyn Kee . [ Book .. Large type bc
1935 Keene. Carolyn Secrets can kill [text (large print)] / Carolyn K... [ Book .. Large type bc
1988 Keene. Carolyn Two points to murder [electrenic resource] / C... [§ Comp... Large type be

WHERE ARE YOU GOING WITH THAT HAT... [ Book ... LAW.; DISCF

2. Inthe Find what box, type Conrad.

You can choose whether the program should find the word if it appears anywhere in a column, or only
if it appears at the beginning.

3. Under Search Criteria, click Contains.

The Columns to Search list contains all of the columns in the record list. This allows you to narrow the
search. If, for example, you only want to find books written by Conrad, but not books about Conrad,
you could limit the search to the Author column. That’s what you'll do now.

4. Select the Author column, and then click Find Next.

The program finds the record and outlines it in the list. It also scrolls to the column in which the text
was found.

Note that the record is outlined - not selected. You'll learn how to select records in the next exercise.
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Selecting records

In this exercise you'll learn several different ways to select records.

In MARC Magician, knowing how to select records is very important, because before you can perform any
operation on the records (like global editing, exporting, or printing), you have to select the records you
want to work with. When you select a record, it appears highlighted in the record list.

#.' MARC Magician - Master List
File Edit Wiew Record Lst Select User Template Tools ‘Window Help

"o |8 %[0 @ 2|40 v i 5 2

Master List

Author Title Year | Template | Call Mumber | Bar Code Subject
Acid rain [videorecording] / execu... 1993 [J Videor. Acid rain -- Ervironmental a
| 20,

=N

Conrad, Joseph

Armphetamines [videorecording] @ ... - Armphetamine abuse.; Amp
Mmivenal ctaviaes Tuidaarasar Aimel i Mo ale Eall-lava - En||/|n|!

Active Lisk: Master List Primary Sort: Title, ascending 3 of 45 selected For Help, press F1

Note:

Itis very easy to remove a selection (or “deselect” records): just click somewhere
else in the list. The record you click on will be selected, but all other records that
were previously selected will no longer be selected. You can deselect a single
record by clicking it while holding down the Ctrl key.

Select a single record

First you'll select just one record in the list.

¢ Click a record.

The record should now be highlighted.

¢ Now click a different record.

Notice that the first record you selected is no longer highlighted.

Select several non-consecutive records
Next, you'll select several records that don’t appear next to each other in the list.

1. Click arecord that you want to select.
2. Press the Ctrl key and hold it down.

3. One by one, click each additional record you want to select.
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(If you accidentally click a record you don’t want, click it again to deselect it.)
4. Release the Ctrl key.

The records you selected should appear highlighted.

Select a block of consecutive records
Now you'll select several records that appear next to each other in the list.

1. Click the first record in the block.
2. Press the Shift key and hold it down.
3. Click the last record in the block.
4. Release the Shift key.
The block of records you selected should appear highlighted.

Select all records
Next you'll select all of the records in the list.

e On the Select menu, click All Records.

Tip:

Here's a quick way to select all records by using a keyboard shortcut: Press the
Ctrl key and hold it down. Press the A key, and then release the Ctrl key.

Select records that contain a certain word or phrase
You can also select records using the commands on the Select menu. These commands enable you to
select records based on whether they fulfill certain criteria.

Whenever you use these commands to select records, any previous selection is removed. Only the records
that meet the criteria you specify are selected.

In this example you'll use the Records with Certain Text command to select records that contain a word or
phrase that you specify.

1. On the Select menu, click Records with Certain Text.
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The Select Records with Certain Text dialog box appears:

| setect Records with Certain Text =

Figlds to look in

o Bl
" Selected Clear Selectad

L] [~]
) T
G| E|
) |
w1 b
-
-] [~]
Text 1o find
Look for |
o -
[~ Match case

¥ wihole words anly

Select Cancel ‘ Help ‘

Under Fields to look in, you can choose whether the program should search the whole record or only
certain fields or subfields. In this example, you'll search the whole record.

2. Click All

3. Under Text to find, in the Look for box, type Brown.

Note:

If you select the Match case check box, the program will only search for text that is
capitalized exactly as you typed it in the Look for box.

If you select the Whole words only check box, the program will only search for the whole
word you typed (that is, if you type “monster” the program won’t find “monsters”).

4. Click Select to begin searching.

The program selects all records that contain the word “Brown” — in this case, just one. The status bar
shows how many records are currently selected.

MARC Magician - [Master List]

A Eile Edit View Record List Select User Template ZTools Window Help =']=]
ol @) [l | @] all@] | w5l 2]
A..l A..J Author | Title | Year | Template | Call Humber | Bar Code | Subject =
oz Acid rain [videorecording] ¢ execu... 1993 [ Videor Acid rain - Em
i The age of exploration [videorecor... 1991 [ Videor Acculturation
@E Alcohol & teenage drinking [vides. . 1991 [ Videor Alcohol - Alcoh
o All ahoard [videorecording] - a col - 1981 [ Videor Children’s films
o All about animals [videorecording]... 19868 [ Videor Amphibians -
[ ] Conrad, Joseph  ALMAYER'S FOLLY AND OTHE [ Book |
i The Alps [videorecording] - a disc... 1986 [ Videor Alps - Descrip
@E Amphetamines [videorecording] 1991 [ Videor Amphetamine ;
ke Animal stories [videorecording] 1991 [ Videor Animals - Folk
o Avrabia [videorecording] - sand, se... 1991 [J Videor Arabian Pening
o Argentina [videorecarding] : land 1990 [ Videor Argentina - Dg
ok The art of living [videorecording] /... 19592 Videor. Art and religion
Brown, Marc. Arthur's pet business [videorecor._ Animals — Fict
ke Keene, Carolyn  Buried secrets [text {large print)] 1988 [J Book { Large type boo
o Keene, Carolyn  False moves [text {large print)] / 1938 [ Book | Large type boo
® "FREAKY PEOPLE MEED NOT [ Book | Landlord and te
[ ) HIGH-ADVENTURE OQUTDOOR [ Book { WILDERMNESS
@z Keene, Carolyn  Murder on ice [text (large prlim:] /1988 [4 Book( Large type hiJILI

4 3
‘Adiva List: Master List |anafy Sort: Title, ascending ‘ |1 of 22 selected , |ForHa1p, pressF1 A
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Deleting records

When you delete a record from the Master List, it goes into the Weeding Truck. The Weeding Truck is
analogous to the Microsoft Windows Recycle Bin. If you decide to keep the record after all, you can restore
it to the Master List. Once you empty the Weeding Truck, however, the records it contained are gone
permanently.

Delete a few records
1. Select a couple of records in the Master List.

2. On the Record menu, click Delete from All Lists.

The selected records should disappear from the Master List. They are moved to the Weeding Truck,
where they will remain until you delete them permanently by emptying the Weeding Truck.

Tip:

Here's a convenient way to delete records using a keyboard shortcut: Select the records you want to
delete. Press the Ctrl key and hold it down. Press the Delete key, and then release the Ctrl key.

Restoring deleted records

If you decide that you want to keep the records you deleted after all, you can restore them to the Master
List.

Restore the records you deleted
1. On the Window menu, click Weeding Truck.

The Weeding Truck appears in the foreground and becomes the active list.
2. On the Edit menu, click Select All.
3. On the Record menu, click Move to Master List.

The records should disappear from the Weeding Truck. Now switch back to the Master List:
4. On the Window menu, click Master List.

You should now see the records in the Master List again.

What are custom lists?

Custom lists are lists that you create in order to organize records into groups. This separates them out from
the crowd, making it easier to carry out global editing tasks or export them in a single batch.

Custom lists contain a subset of the records in the Master List. Every record in a custom list is also always in
the Master List. If you edit a record in a custom list, the changes to the record are reflected in the Master
List (and any other custom lists that contain the record).

You can create as many custom lists as you wish, and, unlike the Master List and the Weeding Truck, you
can delete and rename custom lists.
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Creating custom lists

There are a couple of ways to go about creating a new list. You can first create an empty list, and then add
records to it, or you can select the records you want in the list first, and then add them to a new list.

In this exercise you'll use the latter method to create a list for all your video recordings. You also get a
chance to use a different command on the Select menu.

Select the records for your list

First you'll select all of the video recordings.

1. On the Select menu, click Records that Use a Certain Template.

The Select Records that Use a Certain Template dialog box appears:

Select Recoids that Use a Ceitain Template

Choose templates to select.

[ Remote-sensing mage

[ Sedial

[ Sound recording - cassette

O Sound recarding - compact disc
[ Sound recording - other

[ Sound recording - record

[ Videorecording - other
¥ [ Videorecording - VHS or Beta
[ Videorecording - videodise

[ Thise-dimensional item - reakia, squipmant, game, others

==

Hep |

2. Click the Videorecording - VHS or Beta template, and then click Select.

All of the videocassettes should now be selected.

Add the records to a new list
Now you'll create a new list containing just the selected records.

1. Onthe List menu, point to Add Selected Records to List, and then click New.

!ﬁeled User Template Window Help

fnan |

ic, Islamic

kAl

aral history

Bime
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The New List dialog box appears:
[ New List %]

Hame: ||

Fill list with

* Mo records
" All records in Master List

" Records with expaort status of "Mew' or "Changed"
~

QK. | Cancel | Help |

2. Type a name for your list, and then click OK.

The videocassettes are added to the new list. The new list appears in a separate window inside the
main window. The name of the list appears on the title bar.

Remove records from your list
Now you’ll take some of the records out of your list.

e Select a record or two, and press Delete.

The records are removed from your list, but they remain in the Master List.

Tip:

To delete records from all lists (i.e., move them to the Weeding Truck), press the
Ctrl key and hold it down. Press the Delete key, and then release the Ctrl key.

Delete your list
The last thing you’ll do is delete the list you just created.

1. On the List menu, click Delete Whole List.

The following dialog box appears:

‘What do you want to do with the records in this st?
(+ |[Keep them in the Master List (and other lists]

¢~ Delete them from the Master List and other lists.
They will be moved o the Weeding Truck

posein | | tep_|

When you delete a list, you have to decide what to do with the records in it. You can leave them in the

Master List, or delete them from all lists and move them to the Weeding Truck.
2. Click Keep them in the Master List (and other lists), and then click Delete List.

A message will appear at the bottom of the dialog box asking whether you're quite, quite sure.
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3. Click Delete List again.

Your list disappears, and the Master List is your list.

Review & practice

It's fair to say you've learned a heck of a lot in this tutorial. You now know how to “redecorate” in the main
window by moving and resizing columns. You can locate, sort, and select records, and you know how to
manage and group records with custom lists.

Now you can take a break, practice some more on your own, go right on to the next tutorial, or get to work
on your own records.

Take a break
If you'd like to take a break, on the File menu, click Exit.

Practice some more
Here are some suggestions for practicing on your own:
«  Practice selecting records using the mouse together with the Shift and Ctrl keys.
«  Try out some of the other commands on the Select menu.
+  Explore the other commands on the List menu.
«  Create some more custom lists and practice adding and removing records.
«  Asalways, refer to Help when you have questions.

Go to the next tutorial
If you'd like to jump right in to the next tutorial, stay where you are in the main window. You're all set to
begin the next tutorial. Remember that you can do most of the tutorials in any order you'd like.

Get to work on your own records
If you feel like you don't need any more practice and want to get to work on your own records, you just
need to delete the practice records and you're ready to go:

1. Click Select, and then click All Records.
2. Click Record, and then click Delete from All Lists.

The Master List should now be empty.

6/4/2008
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