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Beyond the Basics - Advanced Global Editing

This tutorial covers two new global editing commands: Change Field and Force Text into Subfield. You'll
also be using some advanced features: “only when” to make a change only when a certain condition is
present, and “get text” to copy text from elsewhere in the record.

In this tutorial you will learn how to:

- Globally change a field.

Use the “only when” feature to make changes only when a certain
condition is present.

+ Globally “force text” into a subfield.

+ Use the “get text” feature to copy text from another part of the record.

Import records

If you did not import records in a previous tutorial, proceed with the following steps to import the practice
records into your database. If you already imported records, skip to the next section.

Import the tutorial records
1. Open MARC Magician.

2. Click File and then select Import.

The Import box appears:

Lack in: |_} MARL Magician ﬂ & £k Bl

tabby hid

tabby b

E] TrainRecd. mro

|§j Tutorial Records.mrc

Z Working with Card and Label Magician, pdf

£ >

File name: [

Files of type: |AII Files %] j Cancel
Help

Batch name: |Eatch 20

Add records to list: |Master List Only j

Click the down-arrow EI 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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Changing a field & “only when”

The scenario: Some of your video records have the words “VHS format” in the 500 (General Note) field. The
proper field for this information is 538 (System Details). Because these records also contain other 500 fields
that are correct, you cannot simply change all of the 500's to 538’s — you'll have to see to it that only the
incorrect fields get changed.

In this exercise, you'll use the Change Field global editing command to fix these records. You'll use the
advanced “only when” feature to ensure that only the 500 notes that contain the words “VHS format” are
changed.

Select records with certain text
The first thing you'll do is select all of the records that have “VHS format” in the 500 (General Note) field.

1. On the Select menu, click Records with Certain Text.

The Select Records with Certain Text dialog box appears. Because we used this dialog box in the last
tutorial, parts of it are filled in already.

2. Under Fields to look in, click Clear Selected to clear the previous setting.

3. Click the plus sign next to the Notes category to expand it, and then select 500 (Note: General), or
type 500 in the Fields to search box.

4. Under Text to find, in the Look for box, delete any existing text and type VHS format.

| Setect Records with Certain Text =

Fields to lok in

oAl
&+ Selected LClear Selected

= Motes

¥ 500 (Mote: General )
[]1501 (Moke: With)
[[]502 (Mote: Dissertation)
[ 504 (Mote: Bibliography, Etc.)
[1505 (Mote: Formatted Contents)
4[] 506 {Note: Restrictions on Access)

+
+
+
+

Fields to search: |
Examples:  100a, 245, 500-599, 610

001-939

0o, 003

Text to find
Look for | HS forma

or -

[ Match case

W hale wards only Insert w/idcard

Select | Cancel | Help |

5. Click Select.

The records should now be selected in the Master List. Look at the status bar at the bottom of the main
window to see how many are selected.
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Add selected records to list

Next you'll add the records you just selected to a custom list. Although you don’t have to do this step
before editing the records, creating a separate list will help you keep better track of these records following
the global edit.

1. Onthe List menu, point to Add Selected Records to List, and then click New.
The New List dialog box appears.
2. Inthe Name box, type a name for your list, and then click OK.
A new list is created. It should contain the twelve records with “VHS format” in the 500 field.

Change field
Now you are ready to do the global edit.

1. Onthe Select menu, click All Records.

2. Click the Global Editing button G on the toolbar, and then click Change Field.

The Change Field dialog box appears:

Waming ‘You can "Undo” lo cancel
changes made here.

o © | coed [ b |

3. Under Change Field, click Select to choose the field to change.

The Select Field dialog box appears:
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4. Click Select from text box, type 500 in the box, and then click OK.

You return to the Change Field dialog box. Now you can select the field you want to change the 500
into.

5. Under Into field, click Select.
The Select Field dialog box appears again.
6. Select 538 (Note: System Details) or type 538 in the box, and then click OK.

You return to the Change Field dialog box, which should now look like this:

Change Field

Next, you'll restrict the change to only certain 500 fields by specifying the advanced “only when”
criteria.

7. Click Advanced.

The Change Field dialog box expands to show the following:

Right now, Always is displayed under Only when field meets these criteria. You don’t always want to
change the 500 to a 538 - you only want to change it when it contains the words “VHS format,” so you
have to change this setting.
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8. Click Change to change the criteria.
The Only when field meets criteria dialog box appears:
9. Click Only when the following condition is met.

Next you'll select a specific subfield in the 500 field and specify what text it must contain in order for
the field to be changed into a 538.

10. Under Condition, select $a (General note).
Next to that, you should see the word “Contains” displayed in the list.
11. Type VHS format in the box as shown below.

Your Only When box should look like so:

Only when field meets crtena

O Always
% Only when the following condition is met

Condition
| $a (General note) =l Contans

IVHS format

I~ Match case Insent Wikdcard

B o 1o

Advanced >>

(o] o |t |

12. Click OK to save your settings and return to Change Field.

Your criteria should now be displayed under Advanced:

<< Advanced
Only when field meets criteria
$a (General note) sublield contains “VHS format™ | Change... |

You're just about ready to begin the global edit!

13. Review the settings in the Change Field dialog box, and then click OK.
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The Make Change dialog box appears:

Company, B
$c c1993
300 __ %a 1videocassette (30 min.)
$b sd., col;
$c 12in
440 4 $a The Earth at risk environmental video series

__ $a Adapted from the book by Peter Tyson
1500 __ $%a Closed capt d for the h g d

511 0_ $%a Host, Kevin Seal ; The Earth At Risk Scholars: Michael
Mann, Genievieve DeVerya, Samir Parikh, Nicole Cianci
520 __$%a Discusses the problem of acid rain, its causes, how it
spreads, and its devastating effects on the environment =
Blee mismmsime s cemeibhie calbdicae dn dhao ccablioa: Mod f -
The field will be changed to
(Note: System Detads) =
I-]

[Cchenge ] DontChange|  Pint | Changest | cose | Hep |

This dialog box shows the first record. The field that will be changed is highlighted. At the bottom of
the dialog box, you see what the field will be changed to. So far, so good.

14. Click Change to change the field and continue with the global edit.

The Make Change dialog box will appear for every potential change. Review the next three or four
changes, clicking Change each time to make the change and move on.

15. The command seems to be working as intended, so you can click Change All to complete the global
edit without further prompting.

When the program finishes editing, you see the Completed Change Field dialog box, which tells you how
many changes were made.

Review changes in the Record Viewer
To be sure that the global edit worked properly, you'll do a quick visual check of the records in the Record
Viewer.

1. Allof the records in your list should still be selected, but if they're not, open the Select menu and click
All Records.

2. Click the Record Viewer button on the toolbar.
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The Record Viewer appears in a new window:

: Record Viewer: The Paul Bowles Moroccan Music Collection 1957-1 collected by Paul Bowle_.. E3
el e | et | End | Recodiorz2
Control fields MARC codes: =
o 1 2 3
.123456789.1234567689. 1234567589.123456789
Type: Hixed material (mot kit)
Leader : 03002cpc--22003857a-4500
007: seeseeseseens
008: 990511i19571972mr- ||| -|-111111]]-~-eng--
[245 04 %a The Paul Bowles Moroccan Music Collection,
§f 195719727
$c collected by Paul Bowles for the Library of Congress.
(300 __ %a 1.25linear ft.
$f (2 boxes) +
$e 72 sound recordings.
351 __ %a Organized by format into the following series: I. M ripts; Il. Microfilm; =

Record [Cards | Labeks |

Pint All Records... | | EvportAlRecords... | Close Record |

PintRecord. | Exportthis Record.. | ea. | Dane |

Hep |

Check the first record. Does it have “VHS format” in the 538 field? So far, so good.

3. Click Next to move to the next record.

4. Quickly scan the rest of the records, and then click Done to close the Record Viewer.

Delete the list

Now that you're really sure that the records have been properly cleaned up, there’s no need to keep them
separate from the rest of the records in the Master List. You can delete the custom list you created.

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

The Delete Whole List dialog box appears.

After all the work you've just done, you don’t want to completely delete the records — you want to

leave them in the Master List.

2. Click Keep them in the Master List (and other lists), and then click Delete List.

3. Click Delete List again.

Forcing subfield text & “get text”

The Scenario: You downloaded some records from the Internet that have the classification number part of
the call number in the 082 (Dewey Decimal Call Number) field. You want to copy this information into the
proper holdings subfield so that it can be used by your library automation system.

Rather than opening each record in the Cataloger and copying the call number by hand, you'll use the
Force Text into Subfield global editing command to “get” the information from the 082 field and put it into

your holdings.
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Here's how Force Text into Subfield works: If the subfield you are forcing text into does not appear in the
record, it is added with the text you specify. If the subfield you are forcing text into is in a field that is not
already in the record, the field is added with the single subfield and the text you specify. If the subfield you
are forcing text into is already in the record, the existing text is removed and replaced with the text you
specify. If there is more than one of that subfield in a single field, duplicates are removed.

Note:

Force Text into Subfield is the best global editing command for adding holdings
information, because it adds the information to the existing holdings rather than
adding a new one. It only adds a new holding when none exists already.

Select records with an 082 field

Before you begin global editing, you'll select the records you want to work with — that is, just the records
that have an 082 field. To do this, first you'll select all of the records that don’t have this field, and then
you'll use the Invert Selection command to select only the records that do.

1. On the Select menu, click Records with a Missing Field or Subfield.

The Select Records with a Missing Field or Subfield dialog box appears:

Select Records with a Missing Field or Subhield

Select a sublield
' Place of publication (260 $1)
" Name of publisher (260 $b)
" Date of publication (260 $c)
' Physical desciiption - extent of pages (300 $a)
' Physical desciiption - other physical detads (300 $b)
" Physical description - dimensions (300 $c)
© Dibel
Change... |'Duwnwindcunmm

I P

2. Click Other, and then click Change.
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The Other Missing Fields dialog box appears:

Other Missing Fields

3. Click Select from text box, type 082 in the box, and then click OK.

You return to the previous text box.
4. Click OK.

The dialog box closes and the records that are missing the 082 field are selected in the Master List.
5. On the Select menu, click Invert Selection.

Now only the records that have the 082 field are selected in the Master List, and you are ready to begin
global editing.

Force text into subfield
1. Cdlick the Global Editing button E on the toolbar, and then click Force Text into Subfield.

The Force Text into Subfield dialog box appears:

Force Text into Subfields

[ =zelinlfnge =i

R

First you have to select the holdings subfield into which you'll copy the information from the 082.

2. Click Select.
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The Select Subfield dialog box appears:
[Select Subietd &

Select sublield

@il Qs Selected |

#- Main entries -
+- Titles

#- Editions, imprnt, etc

+#- Physical description

#1- Notes

- Subjects

#- Mumbers and codes

+- Added entries

+- Series

+- Holdings

+1- Location fields (including Electronic Location and Access) Z]

™ Select from lest box

What you do next depends on your holdings type:

3. If you use Easy Entry holdings, click the plus sign next to the Holdings category, and then select the
holdings element as follows:

With this holdings type... Choose...

Alexandria V Title Call #

Athena Call no. - Main

Dynix Call number

Follett Catalog Plus Call number

Library Pro Circ call

LibraryWorld Circ call

Winnebago Spectrum CIRC/CAT Local call number
852 with 4 part call number Classification number
852 with 1 part call number Call number

4. If you use Custom holdings, click Select from text box, and then type the holdings field tag and the
subfield code that you use for the call number (or classification number) in the box.

5. Click OK to return to the Force Text into Subfield dialog box.

The holdings element or subfield you selected should now be displayed under Subfield to force.
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Get text

The next step is to specify what text you want to force into the subfield you just selected. In this scenario,
you want the information to come from subfield 082 a, so you will use the “get text” feature to copy the
text from this subfield.

1. Puttheinsertion point in the white box under Text to force into subfield by clicking anywhere in the
box.

2. Click Get Text.

The Get Text dialog box appears:

[T Cancel Help

3. Click Select.
The Select Subfield dialog box appears.

4. Click Select from text box, type 082a in the box, and then click OK to return to the Get Text dialog
box.

5. Click OK again to return to the Force Text into Subfield dialog box.

Under Text to force into subfield, you should now see the following:

Text to force into sublield
<<Field: Dewey Decimal Call Number (082), Subfield: $a (Classification =] NGet Test. |

number)= ’|
;1

6. Click OK to begin global editing.
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As with other global editing commands, the Make Change dialog box appears, giving you the chance
to review each potential change before it is made:

020 __ $%a 1879151413 =
082 1_ $%a 3637386
245 00 $a Acid rain

$h [videorecording] /
$c executive producer, Andrew Schlessinger ; producer,
Rhonda Fabian and Jerry Baber ; director, Michael
Peariman
260 $a Bala Cynwyd, Pa
$b Schlessinger Video Productions, a division of Library Video
Company,
$c c1993
300 $a 1 videocassette (30 min.)

fo s, oo =

A holdings data record wil be added with element
Call no. - Classification will be set to “363.7386" =

[Cchenge ] DortChange|  Pit | changess | close | Hah]

7. Thefirst one looks fine, so click Change to make the change and continue to the next record.

As always, you should check the first few changes to make sure that everything is working properly.
After reviewing three or four records, click Change All to make the change in all of the selected
records, without further prompting.

When the program is finished editing the records, the Completed Force Text into Subfield box appears,
showing you how many changes were made.

Review changes in the Record Viewer
The records should still be selected in the Master List. If you like, you can review the changes as you did in
the first exercise:

[

1. Click the Record Viewer button on the toolbar.

In the Record Viewer, holdings data appears near the bottom of each record. (If you do not see any
holdings, click Options. The Options dialog box appears with the View tab in front. Under Record
viewer, make sure the Show holdings check box is selected.)

2. When you are finished checking the records, click Done to close the Record Viewer.
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Review & practice

Congratulations! You just completed the last tutorial. Hope you enjoyed yourself.

Now you can take a break, practice some more on your own, 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:

¢ Try some other global editing commands such as Change Control Field Value, Delete Fields, and
Change Subfield. Can you think of a scenario where these would be useful in your library?

o Use the “only when” and “get text” features in different contexts.
o As always, refer to Help when you have questions.

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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