%&\ = MUSAC (Version 4.24.3) and SchoolsCat
i ‘T@SChOOlSCBt — Instructions including screenshots

Locating and saving the MARC record

1. These instructions relate to Musac Library Manager version 4.24.3 (March

2009).
Login to your Musac Library system and click Catalogue - Item
Import/export

rary Administration - 4.24.3 - 19/03/2009 - [Menu]
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2. Click on “Open SchoolsCat in Browser” to access the SchoolsCat
database.

B8 |ibrary Administration - 4.24.3 - 19/03/2009 - [MARC Utilities]

B3+ mnuAckion

Flease zelect a method for importing or exporting catalog data:

Move items between databases Build catalog using MARC records
Export Items fram thiz y
¢ Library database for 'I\ Creste ar update a file
&2 Importing into another [ U] af ISEN for processing
Export ltems From | MUSAC Library Create MARE with SC15.
Catalog database. Request Fils
Import MUJSAC Library
*-‘ database records ¢ Import MARC records
created from another o supplied from SCIS
Impaort temg Inta MUSAC Library
Catalog 4 anaaer databaze. Impart MARC File
Open S choolsCat in Browser

Open SCISWeb in browser
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3. Login using your school's MOE number and password (in caps).

4. When searching for ISBNs on SchoolsCat there are two options available:
keying in or scanning. While scanning the ISBNs leaves no room for input
error it's slower because you can only search for one item at a time . Keying
in the ISBNs is more efficient in that you are able to search for multiple items
at one time.

4a. Locating by keying in ISBNs:

o Position cursor in the ‘search for’ box.

0 Carefully type in your ISBNs (no spaces or dashes). If
keying in multiple ISBNs leave a space between each one.

0 Click on search. Check the search result matches your
request, then scroll to the bottom of the page.

0 Inthe ‘Choose below which records to save’ box click the
‘all on this page’ option to select all records for saving.

0 Click on the Save button (beside the words 'Save in your
School Bag)).

o The number of saved records will be confirmed. Click on
OK.

4b. Locating by scanning in ISBNs:

o0 Position cursor in the ‘search for’ box.

0o Scaninan ISBN. SchoolsCat will begin searching for a
record for that item.

o Scroll to bottom of page.

o0 Inthe ‘Choose below which records to save’ box click the ‘all
on this page’ option to select all records for saving.

0 Click on the Save button (beside the words 'Save in your
School Bag)).

0 The number of saved records will be confirmed. Click on OK.

0 Returnto ‘search for’ box to scan next item.
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Downloading records from SchoolsCat

1. Click on the School Bag icon (labelled Download) at the top right of the page.
Login using your school's MOE number and password (in caps).

2. Scroll to base of page. ‘Download these records as...” box. Then click the
‘Now’ button to begin downloading process.

3. A new window will appear with cataloguing data (looks like gobbledygook).
Go to file: save as’ on top toolbar.

4. Choose where to Save file in e.g. C:drive / Desktop. Accept the file name
‘Pwebrecon’

5. Go back into your schoolbag and delete stored records

6. Exit SchoolsCat

Importing the records into MUSAC

7. Return to your Musac Library system on the Import / Export page. Click on
Import MARC file

AN Library Administration - 4.24.3 - 19/03/2009 - [MARC Utilities]

B3+ mnufckion

Fleaze select a methad far imparting ar exporting catalog data:

Move items between databases Build catalog using MARC records
Ewport ltemsz from this Creat date a il
<1 Library databaze for % WIS (@l WpRl= & =
w Imparting inko another ﬁb of ISEN for processing
Export ltems From | MUSAC Library Create MARD with SCIS.
Catalog databaze. Fiequest File
Import MUSAL Library
S databaze record (% ) Import MARC recards
b created from an ol supplied from SCIS
Impart ltems [nto MIUSAC Library
Catalog Manaoer database. Import MARLC File
Open SchoolsCat in Browser
Open SCIS'Web in browser
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8. ‘Create new catalogue entries?’ > OK

Pleaze zelect a method for importing or exporting catalog data;

Move items between databases Build catalog using MARC records
Export [tems from this i
/'\ Library database for fi\ Create or update a file
< Importing into another [ L+ of ISEM for processing
Export Items From | MUSAC Library Creste MARE with SCIS.
Catalog database.

| Import MUSAC @ Import MARC record options
¢ databaze recar
= created from al i _ _
Import lkems [nto FMUSAC Library Please choose the type of import pou wish to do
Catalog Manager datab|

Updsate EXISTING items in the catalogue

9. ‘Continue importing?’ > Yes

National Library of New Zealand Te Puna Matauranga o Aotearoa www.natlib.govt.nz
February 2009 Page 4



Library Administration - 4.24.3 - 19/03/2009 - [MARC Utilities]

B3 rnudckion

3

Catalog

Export [tems From

¥

Catalog

Import [kemg |nto

Pleaze select a method for importing or exporting catalog data:

Move items between databases Build catalog using MARC records

Expart [tems from this .

i Create or update & file
Library databass for {I_)\ of ISBM forIJ racessin
Importing inta another ) P g
MUSAC Library CreatzMape | P SCS:
database.

Impoit MLISAL Import MARC File

databasze recor
created from ai
MUSAL Library ‘r'our defaults zpecify that MO accession number will be allocated. If you have not
M anaaer databl done so, it would also be wise to check vour field defaults in configuration to ensure
that they are suitable.

L 1

Do pou wizh bo continue imparting?

Mo

10. Click on SchoolsCat MARC file - ‘Ok’

Export [tems fram this

Library database for

Importing inta another

MUSAL Library
database.

Import tUSAC
databaze recor
created from a

MIISALC Librany
tanaaer datab

LT

fl\ Create or update a file
(48] of ISBM for processing

Create MARC

with SCIS.

Which type of MARC import file?

Fleaze select the type of MARLC file pow are importing,

SCIS MARC File
at MARC File

Cancel | | Ok I
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11.

When asked for the file location select ‘other location’, and go to the C:drive

(or wherever you saved the file)

atv Admi

Look i

B |
LI
My Becent
Documents

My Dacuments

=

i | [‘_@ Desktop

IDMy Documents

-j My Computer
‘:-_gMy Metwork Places
ity safe
|3documents

|5 Downloads
Iy SchoolsCat

Yt
8
by Computer
- File name:; 1F’wehrecon.tﬂt L] Open |
My Metwaork . Files of tipe: iSchuolsEat MARL File A_'.J Cancel
Flaces
I Open as read-only
12. Double click on the Pwebrecon.txt file 2 ‘OK’ 2 ‘OK’ - ‘Exit’

Please select a method for importing of exporting catalog data:

Build catalog using MARC records

Move items between databases

Export Items from thiz .
//H\\_ Libraty database for //H\\ Create or update a f_l\e
LS Imparting inta anather o of ISBN for processing
Export Items From | MUSAL Library Create MARC with SCIS.
Catalog databaze.
Import MUSAC r Make these changes?
s database recarn o g
= created from a i . § . .
Import Items nta MUSAL Library! The following is a record of the changes that will be made during the import. Do you
Catalog M anaaer databl wigh to continue?
'r,;'.‘tarting MARC Import - 26/05/2009 2:52:09 pum. ~
*ADDING* © Then
GLEITZMARM, Morris o
*ADDING* : Every second Friday
LIGHTFOOT, Kiri, GALBRAITH, Ben
*ADDING* : An electrifying New “ear in the life of Ozzie Kingsford
QBN el CUNPY Baberee b

Cancel

| ——
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Fleaze zelect a methad far imparting or exporting catalog data:

Move items between databases Build catalog using MARC records

E=part Items from this

Mu [ A Create or update afile
] Library database for o g P !
2 Imparting into another ‘b of ISBM for processing
Export Items From | MUSAC Library Creats MARC with SCIS.
Catalag database.

L Impoit MUSAC Import Completed

s database recan -

b created from a I

Import ltems Inta MUSAL Librany 4 Records in total Processed:
Catalag Manaaer datab|

4 Records Added
0 Fecords Updated
0 Records UnMatched

13. When finished, delete the saved SchoolsCat file from your computer.

For further assistance contact your School Library Advisor or email

schoolscat@natlib.govt.nz
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