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I.  Beginning CAT Procedures


a. Introduction to the MARC Record (as needed)
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b. The MARC Editor
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II.  MARC Bib Editing


a. Opening a Bib Record
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b. Adding a Tag / Codes Lookup
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c. Adding Subfields / Codes Lookup
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d. Editing Text
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e. Using Cut/Copy/Paste
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f.  Editing Indicators
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g. Editing Fixed Field Tag Positions / Codes Lookup


3-29


h. Deleting Tags, Subfields and Text
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i.  Reformatting and Spell Checking
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III. Working with Bibs


a.  Creating a New Bib
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b.  Copying a  Bib record and Saving As a New Bib
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c.  Bib Status
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d.  Merging Bib
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e.  Diacritics & Non-Filing / Non-Sorting Characters
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IV. Authority Records


a. Overview of Authority-Controlled Tags
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b. Opening an Authority Record





5-6


c. Editing an Authority Record (Global vs Global-Global Change)
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d. Adding or Creating a New Authority
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e. Attaching an Authority to a Bib
(Browse Link)


3-14


f. Copying an Authority Controlled Tag from one Bib to Another
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g. Deleting Authority Tags and Records
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h. Creating Cross References (See & See Also)
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i.   Merging Authority Records
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V.   Item Records


a.  Searching for Item Records
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b. Creating Items for a Bib
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c. Copying Item Records









d. Batch-Creating Item Records
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e. Deleting Item Records
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f. Printing Cataloging Labels
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VI.  Workforms


a. Creating and Using Workforms
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b. Copying, Modifying and Deleting a Workform
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VII.  Other Cataloging Procedures

a.  Importing/Exporting MARC records 
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b.  Importing MARC records via Z39.50
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c.  Using Item Group Editor
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