Cataloging in Aleph

Always Search Aleph Database First! Make sure you are linked to MAI Global and perform your search in Search module. Push record into the Nav Map.

You will encounter one of the following scenarios:

I. If the full record is present in Aleph, because another USMAI institution brought it in, and it meets our standards, do the following steps:

1. Open Bib record. Add XPT tag: $a Y $b UMC. Save to server.  
2. Open Item record. Click on Add. Under General Information tab, fill in the following boxes: barcode, sublibrary, collection, material type, item status, and item processing status (LB for labeling; PR for preservation consideration). Add item notes if necessary. Update.

3. Click on Retrieve HOL. Click on Create New. Making sure that the new holding is highlighted, click on Edit. Verify whether the call no. is correctly formatted and  the correct call number is chosen. Add OWN field. Save to server.

4. Check record in Web PAC.

Note: If the record already has a UMC holding, and the item in hand is just an add for the same holding record (e.g. a new added volume for a multi-volume set), click on Duplicate. If an item is being added to a new sublibrary/collection, or requires a different call number, follow the steps 2-4. 

II. A. If the record in Aleph is deficient, it needs to be overlaid it by a fresh record from OCLC. (This includes very brief PromptCat records.)  Do the following steps:

1. Lower encoding level to K. Note whether, and if so which, OCLC no. is present in 035 field. Save to server. 

2. Go to OCLC and find the correct record. Evaluate for completeness and accuracy.

3. If the record on OCLC meets our standards, save it in local CatME file. Offline, add XPT tag (Y $b UMC), 950 and 876 if needed
. Export the record.

4. If the record on OCLC is deficient, correct it, replace it and update UMC holdings on OCLC. Save in local CatME file. Offline, add 852 and 876 if needed. There is no need for XPT tag. Export the record.

5. Check records in Aleph: bib, holding and item. Make sure that the overlay was done correctly and that the IPS is set appropriately. Add item notes if necessary. Update.

6. Check record in Web PAC.


II. B. If in the process of searching OCLC you find a better record than the one in Aleph for the same piece (i.e. a duplicate record to the one in Aleph and likely to be merged by OCLC), do the following: 

1. Save superior record to CatME local file.

2. In Aleph, make a printout of the inferior record. 

3. Lower encoding level. Change 035 ocm number of the inferior record to the superior record’s OCLC number. Save to server.

4. Export superior record to Aleph.

5. Check overlay in Aleph. Change record’s 035 ocm number to the original inferior record’s OCLC number. Save to server.

6. Report duplicate record to OCLC for merge, if it is NOT a book record.

Practice extreme caution when other institution's holdings are attached to such a record!

In scenarios I, II.A and II.B, institutions other than UMCP have their holdings and items attached to the bib records. However, some campuses adopted a practice of using OCLC records to generate their orders, rather than having their Acquisitions staff create provisional records. Therefore, if you see a record that only has an order attached to it, but no items or holdings, and you are aware that there is a better OCLC record available for the piece in hand (e.g. OCLC record in Aleph is UKM and you just found a DLC one), you may change the 035 to DLC record’s and overlay it. But be careful with this option!  

III. A.  The only record in Aleph is either an Acquisitions-created or Items-Created provisional record. It will have to be overlaid by the correct record from OCLC. Do the following steps:

1. Find record on OCLC. Evaluate for completeness and accuracy. If it meets our standards, save it in local CatME file. 

2. If the OCLC record is deficient, make necessary corrections and replace it on OCLC. Update UMC’s holdings. Save it in local CatME file.

3. If original record needs to be created, do so. Update the UMC’s holding. Save in local CatME file.

4. Copy the OCLC number into the acquisition record’s 035 field in Aleph. Make sure the Acq record has field 008. Save on server. Go back to the saved record in CatME local file. Off line, add 950, and XPT tag if needed. Do not add 852 and 876 tags. Export record.

5. Make sure that the Acquisitions record was overlaid correctly. Wand the real barcode over the acquisitions-created dummy item. Set appropriate IPS. Add item notes if necessary. Update.  Click on Retrieve Holdings box. If necessary, edit the record and save to server.

6. Check record in Web PAC.

III. B.   The only record in Aleph is a Circulation-created brief record, which is suppressed from the PAC. Do NOT attach your holdings or items to a Circ-created record!

If UMCP Circulation staff created that record, you can go ahead and overlay it with an OCLC record. Follow steps from III.A. for records overlay in Aleph. Suppressed status of the record will not affect the overlay. Since STA field is not protected, it will disappear once the record is overlaid.

If the circ record was created by another USMAI institution, do not overlay it. Look for another record in Aleph, or bring in a new record from OCLC.  

IV. There is no record of any kind in Aleph.
1. Find or create a record on OCLC, following steps 1, 2, or 3 from III.A. Save in CatMElocal file. 

2. Offline, add 852, 876, 950 and XPT tag if appropriate. Export. 

3. Check records in Aleph: bib, holding and item. Make sure that IPS is set appropriately. Add item and holding notes as necessary. Update and save to server as needed.

4. Check record in Web PAC.
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� Include 876 only when there is no item record with a dummy barcode, attached to a CP order already present in Aleph. If such an item exists, bring in a record without 876 and simply wand the real barcode over the dummy one. 


Never add 876 if there is a single item, belonging to another institution, without a holding, attached to the record!
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