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Introduction

WebCat allows you to contribute holdings and short bibliographic records (cataloguing records) to the National Bibliographic Database. You can add holdings to existing bibliographic records and you can create new bibliographic records using a template (form).

Holdings and bibliographic records are processed immediately and can be viewed in WebCat or Te Puna Search.

For further assistance and information contact the National Library on 0508 Te Puna (0508 837 862) or you can use the e-mail address: TePuna@natlib.govt.nz
Logging on to WebCat

To log on to WebCat follow these steps:

1. Go to the URL http:/webcat.natlib.govt.nz.  This takes you to the Enter Password screen.

2. At the prompt, enter your user name and password in UPPERCASE. This takes you to the WebCat screen.

3. Enter your userid and password again* in UPPERCASE. Click OK. This takes you to the Location/Owning Library Name screen.

4. Select your cataloguing location from drop down list. (This list defaults to your own location and contains all locations that you have access to. If you add holdings for more than one location, you will be able to work with holdings for all your locations, regardless of what you select here.) Click OK. This takes you to the search screen.
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*We can set you up with IP access, so you do not have to enter your userid a second time.  Please contact tepuna@natlib.govt.nz for the appropriate form.

Searching for records

To search for the bibliographic record to which you wish to add a holding, log on to WebCat and then follow these steps:

WebCat (National Bibliographic Database)

1. Search for the record to which the holding is to be added. The most efficient search is an ISBN or ISSN search. If the item is not found, try searching by Title or by Author and Title.  

WorldCat

2. If the record is still not found, you can click the Redo your Search on OCLC WorldCat button.  (This button appears automatically when your search retrieves no results)
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3. Your search will automatically be repeated in WorldCat, and if the search is successful the record will display
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4. Click on the Save this record to the NBD button.  The record will be saved, and you will be returned to WebCat with a message reminding you to add your holdings.
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Gateway databases

5. If you did not manage to find the correct record by clicking on the Redo your Search on OCLC WorldCat button, you might like to search further.  Click on the Import from Gateway button at the top of the screen:

[image: image5.png]NATIONAL LIBRARY OF NEW ZEALAND SZ TE PUNA MATAURANGA O AOTEAROA

ou are here: T Puna > Subscrber Senvces > WebCat

T I T T N @

You are using WebCat National Bibliographic Database
Your Search Retrieved No Resul
You may need t broaden yoursearch by entring @ diferent electon of search words of ptins.
The REDG button below millperfom yoursearch on an altemative database
Youwill be able to mpert any found records o he Natinal Bibligraphic Database

¥ you have just imported 3 resord from 3 remota Databasa!
The recard you have tiad 2 mport s aiready on the NED,
Plasse REDD your sesrch hers and 3dd your holding diresty.

Advanced Search

[mondes blancs

Title (Begins with) -

Redo your Search on OCLC WarldCat

25 records per page =

Use WehCat to.. Search Examples

Obtain records for your Catalogue. Keyword relevance (rers.. Begins with more..)

Add holdings to the National Bibliographic Database. {mors..] “Yellow yed PenguIn® use austes forphrsces IV In the MANIOKOND. anter i it verds

13 sutabl racod doss not aleady xiston the NED) +PENGUINS ROIND  uze + bators assental verds

Import records from a selection of alterative record sources antarc? penguins use 7 o muncate wordts  ISBN 123456789 dontncde any dsshs

incluging OCLC WorldCat penguins thoiho use 1o erdude worss [more..)

Create brief bibliographic records. {rmere..] ISSN 1284-1284 incude the dach [ more..)
a0 L SR a“s RE N

Add Bib Record Using Template: [Book <] Add

Importfrom Gatewsy NEW SEAICh eacings List Ttes List Search Hstory Saved Searches Saved Records Pation detals Login Praferances Request Help Exit




6. This will take you to the Database Selection screen.  You select from the top two boxes: OCLC WorldCat, National Bibliographic Archive, Library of Congress, Libraries Australia Bibliographic Database or National Library of Medicine.
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7. Once in the database (e.g. National Bibliographic Archive) enter your search:
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7. If you find the desired record, click on the Save this record to the NBD button.  

.
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8. The record will be saved, and you will be returned to WebCat with a message reminding you to add your holdings.

9. If you cannot find a record for your bibliographic item by any of the above means, you will need to add a short bibliographic record – see the section entitled ‘Adding a short bibliographic record’.

Adding a holding
To add a holding to a bibliographic record, follow these steps once you have displayed in WebCat the record to which you wish to add the holding:

1. Check that you have located the correct record for the item. 

2. Check that you do not already have a holding for the item.  (Holdings are listed beneath the bibliographic record in the Quick View, which is the default display)

3. Click the Add button at the bottom of the screen. (You can use the End button on your keyboard to get to the bottom of the screen quickly). The Add Holdings Record form will display.
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4. Enter your information into the fields on the form as follows. You can use the tab key to move between the fields, or click directly into the field with your mouse.

Note that it is not compulsory to complete all fields. For example, if you simply want your library symbol as a holding, you need only check that your symbol is displaying in the location field, then proceed to step 5.

Add Holdings Record fields:
	Location
	This defaults to your own location. If you catalogue for more

than one location, select from the drop down list.

	Call Number
	Enter your call number if used. Example: 992.3 HOM

	Classification Scheme
	The default is ‘No information provided’. Don’t change this unless you intend to include a call number in which case select classification scheme from the list.

	
	Note: If you are adding a holding for a book you may choose to go no further than this.

	Date of report
	Leave blank.

	Holdings
	Use only for serials. 

Examples: cyo   5yo   v.1:no.4(1990:Dec)- 
(See Appendix A for more examples)

	Holdings Note
	Enter as appropriate. Examples: Some issues missing; Ref only;  N/A for interloan

	Record Status
	The default is ‘New’. Don’t change this.

	Encoding Level
	Choose Holdings level 3 for serials.  Leave at level 1 for monographs.

	Completeness
	No need to select – you can leave at the default.

	Retention
	No need to select – you can leave at the default.

	Physical Form
	No need to select – you can leave at the default.

	Acquisition Status
	No need to select – you can leave at the default.


5. Click on Add (or click Reset if you wish to clear the form). You may also save to the database and to a file simultaneously by clicking on Dual Save (see below).

6. You will receive the message Add holdings record -- Succeeded when your holding has been added.

7. If you wish to view the new holding immediately, click on Back to Record.

Note: If you accidentally add a holding for a record that already has a holding, both holdings will be retained.  You will need to delete one (see next section).

Deleting a holding

The process of deleting a holding is similar to adding a holding. Log on to WebCat, and then follow these steps:

1. Search for the record to which the holding is to be added. The most efficient search is an ISBN or ISSN search. If the item is not found, try searching by Title or by Author and Title.

2. Your search will take you straight to the Quick view of the record (or will result in a list if your search resulted in more than one hit). 

3. Check that you have located the correct record for the item.

4. Select the holding you wish to update from the drop down list at the bottom of the screen. (You can use the End button on your keyboard to get to the bottom of the screen quickly).

5. Click the Delete button at the bottom of the screen.

6. The Delete Holdings Record form will display with fields filled in. Check that this is the holding you wish to delete.

7. Click on Delete (or if you don’t wish to delete, click on Search).

8. You will receive the message Delete holdings record -- Succeeded when your holding has been deleted.

Updating a holding

The process of updating a holding is similar to adding a holding. Log on to WebCat, and then follow these steps:

1. Search for the record to which the holding is to be added. The most efficient search is an ISBN or ISSN search. If the item is not found, try searching by Title or by Author and Title.

2. Your search will take you straight to the Quick view of the record (or will result in a list if your search resulted in more than one hit). 

3. Check that you have located the correct record for the item.

4. Select the holding you wish to update from the drop down list at the bottom of the screen. (You can use the End button on your keyboard to get to the bottom of the screen quickly). Click the Update button at the bottom of the screen.

5. The Update Holdings Record form will display with fields filled in. This form is similar to the Add Holdings Record screen. The Record Status defaults to Corrected or Revised.

6. Enter or change information in the fields in the form.

7. Click on Update (or click Reset if you wish to clear the form).

8. You will receive the message Update holdings record -- Succeeded when your holding has been updated.

Adding a short bibliographic record

Introduction

If you wish to add a holding but are unable to find the bibliographic record on the database, you may add a short bibliographic record. This will be added to the database immediately. You may then add your holdings.

If this short bibliographic record is later replaced by a full record from a different New Zealand library or an overseas agency, your holdings will map over to the full record.

The aim when adding a short bibliographic record is to ensure that it can be searched and found. The following information should be included where applicable:

Title proper (required field)

Library symbol (required field)

GMD, other title information and statement of responsibility

Edition

ISBN or ISSN

Publisher

Date of publication

Other standard numbers

Note that these are short records, and you might not be able to successfully add the record if any one field is too long (i.e. more than about 250 characters).

Punctuation

Use of AACR2 punctuation is required for inputting short bibliographic records. (The system does not supply punctuation). Correct punctuation makes the record clearer to other users, and in some cases affects searching.

All fields on a short bibliographic record end with a full stop except as follows:

Date: 


no punctuation

Library Symbol: 
no punctuation

Title: 


ends with a full stop unless other punctuation follows

ISBN: 


no punctuation

ISSN: 


4 digits hyphen 4 digits

Pub. Place: 

ends with a space and a colon

Publisher: 

ends with a comma

Pub. Date: 
ends with a full stop unless there is a square bracket; or unless the record is for a serial that is still current – in this situation end the field with a hyphen.

Series: 


no final punctuation

Procedure for adding a short bibliographic record

Log on to WebCat, and then follow these steps:

1. Check that there is no record for the item already on the database by conducting various searches, for example an ISBN / ISSN search and a Title or Author search.

2. At the search screen select the appropriate template from the Add Bib Template drop down list. You may select from Book, Serial, Other and One-word title.

3. Click the Add button. The Add Bibliographic Record template will display.

4. Enter information into the fields in the template (see Book Template etc below).

5. Check your typing for errors.

6. Click on Add (or click Reset if you wish to clear the form).

7. You will receive the message Back to Record when your short bibliographic record has been added. If you click on Back to Record you will return to the search screen (from which you can search for the record).

Note: If you inadvertently add a record for an item that already has a full record or a brief record, both will be retained. If you discover this has happened, please contact the National Library at data.review@natlib.govt.nz.

Book template
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Complete the fields as follows:

Date

This is the Year of Publication and is used by the System in Search Limits.

Source: Title page, cover, preliminary pages, colophon.

Action: Enter the year of publication, e.g. 2007.  This field should have only four characters, so if date is unknown, use 199u 20uu etc.

Format

This is used by the System in Search Limits.

Action: No action needed, as the drop down list defaults to Book.

Place

This is the Country of Publication and is used by the System in Search Limits.

Source: Title page, cover, preliminary pages, colophon

Action: Select country from drop down list. Use Unknown, if place is unknown.

Language

This is used by the System in Search Limits.

Action: Select from drop down list.

Library Symbol
This is a required field. Enter in upper case.

Example: WN

ISBN

International Standard Book Number.

Source: Anywhere. Try the verso of title page, cover, last page or dust jacket.

Action: Input the first ISBN*. Run the numbers together (i.e. omit the spaces, dashes). If the item has only 9 digits and is in English, add a 0 (zero) to the front of the number. If the ISBN ends with an X, include it in the number (it must be an upper-case X).

Example: 0017557037X

(*If there are two ISBNs and you wish to enter both, you may do so. 

Example:  9780323045902  0323045901)
Title

Title is a required field. It includes title, other title information (subtitle) and statement of responsibility.

Source: Use the title page if there is one. If there is no title page, use the cover, caption or running title.

Title proper: This is the part of the title that is most prominent.

Action: Enter the information as it appears. (Although the box appears quite small, just keep entering the data, even for long titles).

Example: Colonial tears and sweat

Other title information (subtitle): This is the rest of the title information (if any) on the title page.

Action: Input the information as it appears.

Punctuation: Precede the other title information with a space followed by a colon and another space.

Example: Colonial tears and sweat : the working class in nineteenth-century New Zealand

Statement of responsibility (Author): This is the person(s) and/or body (or bodies) responsible for the content of the item.

Action: Input the authors as they appear on the item (i.e. do not expand names). Only list the first three people who performed any function. If there are more than three, input the first named followed by ... [et al.].

Punctuation: Before entering the authors, input a space followed by a forward slash, followed by another space. Separate groups with different functions with a space a semi-colon and another space.

Examples:

Colonial tears and sweat : the working class in nineteenth-century New Zealand / Julia Millen.

What can fly? / by June Melser ; pictures by Frank Harris.

Author

This is the person(s) and/or body (or bodies) responsible for the content of the item.

Action: Input Last name, First name / Initials for the first named author.

Source: Use the title page if there is one

Example: Millen, Julia.

Pub. Place

This is the place of publication.

Source: Title page, cover, preliminary pages, colophon.

Action: Input the first listed place of publication. If nothing is known, input [S.l.]

Punctuation: If the place is known but is not on the title page or verso, input it in square brackets, for example [Wellington]. If the country and place are both known, separate them by a comma and a space.

Follow the place of publication with a space and a colon.

Examples: Wellington, N.Z. :

Wellington [N.Z.] :

Publisher

Source: Title page, cover, preliminary pages, colophon.

Action: Input the first named publisher.

Punctuation: Follow the publisher with a comma.

Examples: Reed,

Heinemann Educational,

Pub. Date

This is the year of publication.  It is the same as that entered in the Date field (see above)

Source: Title page, cover, preliminary pages, colophon.

Action: Input the date as it appears in the book. If there is no date, but the date is known, input it in square brackets. If the date is not known, but a guess can be made, input the guess in square brackets with a question mark.

Examples: 1999. [1999] [1999?] [199-?]

Collation

This is where the pagination is recorded.

Source: The whole book.

Action: Input the last numbered page. If the pagination is irregular or the book has no numbering, use 1 v. If the item consists of more than one volume, record the number of volumes, for example, 3 v.

Punctuation: There is a space between the number of pages and the pagination. The word pages is abbreviated to p. Volume is abbreviated to v.

Example: 364 p.

Edition

Input any edition statements that appear on the book.

Source: Title page, cover, preliminary pages, colophon.

Action: Input the edition statement in abbreviated form.

Examples: Rev. ed. 2nd ed.

Series

It is optional to include series to aid searchability.

Action: Input the series as it appears.

Punctuation: If an ISSN is present, precede it by a comma and space. If numbering is present, precede it by

a space a semi-colon and another space. There is no final full stop.

Examples:

Transit New Zealand research report ; no. 13-1992

Special report / Department of Health, 0110-1234 ; no. 16

Note

This is where any notes about the item are input. For example, contents of a multi-volume work; or important information from title page or cover that isn’t included elsewhere in the record.

The completed short bibliographic record will look something like this:
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Serial template
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Complete the fields as follows:

Date

This is the first Year of Publication and is used by the System in Search Limits

Action: Enter the year of publication as it appears on the item, e.g. 2007.  This field should have only four characters. If the date is unknown, use 199u 20uu etc.

Format

This is used by the System in Search Limits.

Action: No action needed, as the drop down list defaults to Serial.

Place

This is the Country of Publication and is used by the System in Search Limits.

Source: Anywhere in the serial.

Action: Select country from drop down list. Use Unknown if place is unknown.

Language

This is used by the System in Search Limits.

Action: Select from drop down list.

Library Symbol

This is a required field. Enter in upper case.  Example: WN

ISSN

International Standard Serial Number.

Source: Anywhere in the serial. The ISSN is often found with the publishing information, on the cover, or at the end of the serial.

Action: Input the ISSN as two sets of four numbers separated by a hyphen.

Example: 0110-5787

Title

Title is a required field. It includes title, other title information (subtitle) and statement of responsibility.

Source: Use the title page if there is one. If there is no title page, use the cover, caption or running title.

Title proper: This is the part of the title that is most prominent.

Action: Enter the information as it appears

Example: North and south.

Other title information (subtitle): This is the rest of the title information (if any) on the title page.

Action: Input the information as it appears.

Punctuation: Precede the other title information with a space followed by a colon and another space.

Example: Bananas and plantains : information bulletin.

Statement of responsibility (Author): Personal authors are rarely used in serial records because the record deals with the whole run of the serial, not just one issue. However, to aid searchability, non-commercial publishers, for example government departments, are input here. Note that this should be done only if they appear in conjunction with the title (not if they appear only in the inprint).

Punctuation: Before entering the authors, input a space followed by a forward slash, followed by another space. Separate groups with different functions with a space a semi-colon and another space.

Example: Annual report / New Zealand Association of Counsellors.

Author / Corporate Body

This is the person(s) and/or body (or bodies) responsible for the content of the item.

Personal authors are rarely used in serial records because the record deals with the whole run of the serial, not just one issue. However, to aid searchability, non-commercial publishers, for example government departments, are input here.

Action: Enter as it appears.

Source: Use the title page if there is one.

Example: New Zealand Association of Counsellors.

Pub. Place

This is the place of publication.

Source: Anywhere in the serial.

Action: Input the first listed place of publication. If nothing is known, input [S.l.]

Punctuation: If the place is known but is not on the title page or verso, input it in square brackets, for example [Wellington]. If the country and place are both known, separate them by a comma and a space.

Follow the place of publication with a space and a colon.

Examples: Wellington, N.Z. :

Wellington [N.Z.] :

Publisher

Source: Anywhere in the serial.

Action: Input the first named publisher.

Punctuation: Follow the publisher with a comma.

Examples: Reed,

Heinemann Educational,

Pub. Date

This is the range of years of the publication.

Punctuation: If the serial is still current, follow the first year with a hyphen. If the serial has ceased, follow the hyphen with the year of the last issue and a full stop. If the serial began and ceased within one year, follow the year with a full stop.

Examples: 1999- 1998-1999. 1999.

Vols / Dates

This is the volume numbering and date of the first and last issues of the publication (what actually appears on the item). This is input only if the issues are to hand.

Punctuation: If the serial is still current, follow the date with a hyphen. If the serial has ceased, follow the hyphen with the date of the last issue and a full stop.

Examples: Vol. 1, no. 1 (Jan. 1999) –

Vol. 1, no.1 (Jan. 1999) – v.1, no.4 (Aug. 1999).

Note.  This is where any notes about the item are input.

The complete short bibliographic record looks something like this:

[image: image13.png]Title: Advances in business and management forecasting.
Publisher: Greenwich, Conn. : JAI Press, ¢1994-
ISSN: 14774070




[image: image14.png]Title: Annuad repart / Asthma New Zealand - The Lung Association (Inc).
Author: Asthma New Zealand (Organization).
Publisher: Auckland [N.Z.] : Asthma New Zealand - The Lung Association, [2006}-





Other template
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This template may be used for other formats such as sound recordings, music scores, computer files and manuscripts.

Date

This is the Year of Publication and is used by the System in Search Limits.

Action: Enter the year of publication as it appears on the item, e.g. 2007.  This field should have only four characters. If date is unknown, use 20uu 199u etc.

Format

Select from drop down list. This is used by the System in Search Limits. For videorecordings, films, DVDs etc select Projected Graphic.  

Place

This is the Country of Publication and is used by the System in Search Limits.

Action: Select country from drop down list. If unknown, select Unknown.

Language

This is used by the System in Search Limits.

Action: Select from drop down list.

Library Symbol

This is a required field. Enter in upper case.  Example: WN

ISBN

International Standard Book Number. Appears on books and occasionally other formats such as kits and CDs.

Action: Input the first ISBN. Run the numbers together (i.e. omit the spaces, dashes). If the item has only 9 digits and is in English, add a 0 (zero) to the front of the number. If the ISBN ends with an X, include it in the number (it must be an upper-case X).

Title

Title is a required field. It includes title, GMD, other title information (subtitle) and statement of responsibility.

Title proper: This is the part of the title that is most prominent.

Action: Enter the information as it appears

Example: Ribbonwood is home

GMD: This is the General Material Description.

Action: Enter appropriate designation from list in Appendix B

Punctuation: Enclose in square brackets

Examples: Ribbonwood is home [sound recording]

Other title information (subtitle):
Action: Input the information as it appears.

Punctuation: Precede the other title information with a space followed by a colon and another space.

Example: Ribbonwood is home [sound recording] : piano works

Statement of responsibility (Author): This is the person(s) and/or body (or bodies) responsible for the content of the item.

Action: Input the authors as they appear on the item (i.e. do not expand names). Only list the first three people who performed any function. If there are more than three, input the first named followed by ... [et al.].

Punctuation: Before entering the authors, input a space followed by a forward slash, followed by another space. Separate groups with different functions with a space a semi-colon and another space.

Example: Ribbonwood is home [sound recording] : piano works / Christopher Blake.

Author

This is the person(s) and/or body (or bodies) responsible for the content of the item.

Action: Input Last name, First name / Initials for the first named author.

Example: Blake, Christopher.

Pub. Place

This is the place of publication.

Action: Input the first listed place of publication. If nothing is known, input [S.l.]

Punctuation: If the place is known but is not on the item, input it in square brackets, for example [Wellington].

If the country and place are both known, separate them by a comma and a space. Follow the place of publication with a space and a colon.

Examples: Wellington, N.Z. :

Wellington [N.Z.] :

Publisher

Action: Input the first named publisher.

Punctuation: Follow the publisher with a comma.

Example: Waiteata Music Press,

Pub. Date

This is date of publication:

Action: Input the date as it appears on the item. If there is no date, but the date is known, input it in square brackets. If the date is not known, but a guess can be made, input the guess in square brackets with a question mark.

Examples: 2007. [2007] [2007?] [199-?]

Phys. Desc.

Action: Enter the number of physical units of the item. Playing time, number of frames, or pagination of printed music may be added in square brackets if applicable and easily ascertainable. Precede the brackets by a space.

Example: 2 videocassettes (180 min.)

Edition

Edition may be applicable for items such as computer files.

Example: Version 2.4.

Publisher No.

Items such as CDs and printed music may have a publisher’s number.

Action: Enter as it appears on the item.

Note

This is where any notes about the item are input. For example, contents of a multi-volume work; or important information from title page or cover that isn’t included elsewhere in the record.

Completed short records will look something like this:

[image: image16.png]Title: Ribhonwoo is home [sound recording]
[Piana music. Selections]
Author: Biake, Chiistopher, 1945-
Publisher: Australia : Ribhonwoo, 1926
Description: 1 sound disc : digital ; 4 3/4 in.

piano warks / by Chiistopher Blake.





[image: image17.png]Title: Banana in a nutshell [videorecording] / directed and produced by Roseanne Liang,
Publisher: [New Zealand] : Banana Film, 2006,
Description: 1 videodisc (55 min.): sd., col.; 4 3/4 in.




[image: image18.png]Title: The adventures of Massey Fergusson : valume 1 [videorecording]
Publisher: np : Television New Zea/and, 2006,
Description: 1 dvd (67 mins.)





One-word title template

You need to use this template for one-word titles, or for titles that have a one-word series title.
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Format

Choose Book, Serial or other format as appropriate.

Complete the rest of the form as per the instructions for books, serials or other materials as appropriate.

Obtaining MARC records for your own catalogue

There are three ways in which you can obtain MARC records for your local database.  Each method is described below along with advantages and disadvantages of each.

New Holdings Report

This is a flat file of USMARC bibliographic records that your library has added holdings to in the National Bibliographic Database (NBD).  You can load these records into your local database.  

You can arrange to receive the New Holdings report daily (or weekly on a Monday). 

You will be issued with a userid that enables you to go to the Reports area on the National Library website and retrieve your file of MARC records.

If you wish to start receiving the New Holdings report, please contact: tepuna@natlib.govt.nz
Advantages: A convenient way to add your holdings and get the MARC records (whether few or many) as part of the same process. 

Disadvantages: You need to wait until next day for the MARC records.
Save to your book bag and then download

1. Display the record you wish to download, and click ‘Save records’ in the box at the bottom of the screen.  Repeat for any subsequent records you wish to download.
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2. Go to the Book bag (you will be required to enter your password).


[image: image21.wmf] 


3. Choose: Your saved records, select the records you wish to download, select the download format (e.g. Unicode MARC), and then select ‘Print/Save’:
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4. The record will display in the desired MARC format, and you can then download to your local catalogue.
Advantages: You can save more than one record at a time, and then get the MARC records immediately.

Disadvantages: Adding your holdings to the NBD is a separate process.

Save to the database and to a file simultaneously (Dual Save)

To save a holding to the database (NBD) and to a local file simultaneously, complete the Add Holdings Record form (as per page 5, and then follow these steps:

1. Click on Dual Save (instead of Add). The MARC record will display (in one line) within the Web Browser window.

2. Select File>Save As and save to the text file of your choice (e.g., brown.txt). You may then load this record into your local ILS.

3. Click the Back icon after saving your text file. This will return you to the Add Holdings Record form for the record you have already saved. (The holding will have already been saved to the database).

Click on Search if you wish to retrieve the Holdings record and view your holdings.


Advantages: You add your holding and get the MARC record simultaneously.

Disadvantages: Each record needs to be saved to a separate file.  Therefore this method is inconvenient if you want to save more than one record at a time.

Appendix A: Standards for serial holdings on Te Puna

The following standards are based on the Holdings Statements for Bibliographic Items (ANSI/NISO Z39.71).

The minimum level for a serial holding is level 3 of the ANSI/NISO standard (location, an indication that the item is held, and a summary of holdings).

1. Extent of Holdings Data Area

Level 3

Where applicable, the following are mandatory:

Volume numbers

Captions (e.g. “v.” for volume)

Year of issue

If a serial includes volume and issue numbers, issue numbers are omitted unless the run begins after the first issue of a volume.

If a serial includes month or season as well as a year, the month, etc. is omitted unless there is no other numbering (i.e. no volume or issue numbering).

The recording of gaps in holdings is optional.

Level 4

Where applicable, the following are mandatory:

All levels of numbering (volume, issue, etc.)

Captions

All levels of chronological data (year, season, month, etc.)

All gaps in holdings

2. Local Notes Data Area

Local notes are optional at Level 3 and mandatory at Level 4. These notes can be used to provide more precise information about such areas as retention policies (for example current year only) and local access restrictions (reference only).

Can use:

cyo (= current year only)

5yo (= 5 years only)

6mo (= 6 months only)

Example 1

Library holds vol. 1, no. 1 (Jan 2001) onwards of a currently received serial.

Level 3 v.1(2001)-

Level 4 v.1:no.1(2001:Jan.)-

Example 2.

Library holds vol.1, no.1 (Jan.2001) onwards of a currently received serial, with vol.3, no.4(Apr.2005)missing.

Level 3 v.1(2001)-

Level 4 v.1:no.1(2001:Jan.)-v.3:no.3(2001:Sept.),v.3:no.5(2001:May)-

Example 3

Library holds vol.1, no.4 (Dec. 2001) onwards of a currently received serial.

Level 3 v.1:no.4(2001)-

Level 4 v.1:no.4(2001:Dec.)-

Example 4

Library retains the latest two years only of a serial. Their original holdings began with vol.1, no.1(Jan.2001).

Level 3 v.1(2001)-

Level 4 v.1(2001:Jan.)- 2yo

Note: “2yo” could also be added to the Level 3 holding, but it is optional at this level.

Appendix B: List of GMD designations for Title field

activity card

art original

art reproduction

Braille

cartographic material

chart

diorama

electronic resource  [includes CD ROMs of data; computer games; websites]

filmstrip

flash card

game

kit

manuscript

microform

microscope slide

model

motion picture

music

picture

realia

slide

sound recording

technical drawing

text

toy

transparency

videorecording  [includes DVDs.  Some libraries indicate this: [videorecording (DVD)]

Appendix C: Glossary

Caption title

The title printed above the text.

Colophon

A statement at the end of an item giving information about one or more of the following: title, author(s), publisher, printer, date of publication or printing. It may include other information.

Cover title

The title on the cover of the item.

ISBN

The International Standard Book Number.

ISSN

The International Standard Serial Number.

Other title information

Information on the title page, which describes the work, but is not as prominent as the title proper.

Running title

A title that occurs on every page of an item.

Series

A title that occurs on a number of items, usually with numbering attached.

Statement of responsibility

The person or body responsible for the content of a work.

Title proper

The main part of the title.
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