Overlaying from staging database 

1. Make sure that the encoding level in the record you wish to overlay is lowered and that there is only one record in Aleph with that particular OCLC number.

2. In Cataloging module, RIGHT CLICK on the gold building at the bottom right of the screen (the third icon, after the gold key and the gold tower); or, go to File; click on Connect to; click on MAI02 USMAI Bib Staging.  You will then be in the staging database.

3. Search for your bibliographic record and select it.  At the bottom of the record is a tag called "LST" which has $a PROCESSED and $b ONGOING.   Type READY in $a instead of PROCESSED and save the record to server.  Within a minute or so, it should change back to $a

PROCESSED.  At this point, your record should be overlaid in MAI BIB.

4. Switch from the staging database back to MAI01 USMAI Bib.  Check your record again to make sure that the overlay was done correctly.  

