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To Add books from LibraryWorld to the state catalog
1. Search for the books in Catalog

a. If all books were added on one date (or month, or year) you can search using All Words and enter the date, starting with the year then month then day followed by a wild card.  If you do this monthly put the wild card after the month or after the year if that is all you are doing.  Example: today would be 20130308*

b. If you are doing a range of barcodes then you can use the advance search to find a barcode range.

c. If you have random barcodes, then you can scan all the barcodes using this procedure (this is what you would do if you were deleting books) 

i. Open a Word (or other word processing) document
ii. Scan the barcode for each item.  If your scanner is setup like mine, it will put in a return after each barcode (if it doesn’t, you can skip the next step)

iii. When you’ve scanned in all the books you will need to remove all the paragraph returns.  Go to the Edit menu and select replace

1. put ^p (the correct shorthand for paragraph return in Word) in the “Find what” field 

2. put one or two spaces in the “Replace with” field

3. click “Replace All”

4. you should now have a list of all the barcodes in a single paragraph

5. select all and copy

iv. In LibraryWorld, go to the Catalog and select Advanced

v. Paste your barcodes into the “with at least one of the words” box and click search

vi. You should end up with a list of all the books (check your count and then you may want check your titles to be sure you found the right books).

2. Go to Reports

a. Edit the Catalog report to have the following fields (you only need to do this once, unless you generate different custom reports for other things)
i. Control Number (every record should have this, even if it doesn’t have anything else, and it is very important that the first field be present in every record or you won’t get a complete report).  You can also use Modification Date, but again, this field must be present or you will not get a complete report.
ii. 1XX Main Entry Author

iii. 2XX Title and Related Fields

iv. 3XX Physical Description Fields

v. 020 ISBN

vi. Holding Status (no option to change this one)

b. Click “Save”

c. Click “Run”

i. Click “find set only”

d. On the report page, highlight all (Ctrl-A)
e. Copy the page and paste it into a spreadsheet
f. Adjust field widths as you like.

g. Highlight (select) all the rows and columns of the report and add borders around each cell.

i. Note that because of the way Library World does the report, each book will be in multiple rows, particularly in the Title column.  For this reason, make the Author column bold to help make it clear which lines belong to each item.

h. Move the title over a column or two and add your VUC code and whether these are adds or deletes.

i. Delete column A

j. Delete columns F and G

i. Library World puts Call Number, Holding Status and Price into three columns, but the later two are not necessary for this report.

k. And example of the report is given below.

l. Save the file as directed by the state.

m. Send the file to the state.

3. If you are deleting books

a. Go back to catalog and delete your books, one at a time for LibraryWorld.

i. As the books are already listed you can just click on them one at a time and delete them; no need to rescan barcodes; no need to clear your clipboard.
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