Sch ISC Access-it and SchoolsCat —
choolsCat Instructions including screenshots

Locating and saving the MARC record

1. InInternet Explorer go to http://schoolscat.natlib.govt.nz and login using your
school’'s MOE number and password (in caps).

2a. Locating by scanning in ISBNs:

o Position cursor in the ‘search for’ box.

0 Scanin an ISBN. SchoolsCat will begin searching for a
record for that item. Only one scanned ISBN can be
searched and saved at a time, but any number of records
can be saved to your school bag and imported as a group.

o Scroll to bottom of page.

o 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.

2b. Locating by keying in ISBNs:

o Position cursor in the ‘search for’ box.

o0 Carefully type in your ISBNs (no spaces or dashes). If
keying in multiple ISBNs leave a space between each one.

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

o 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.
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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. Select ‘non-unicode MARC’ as the format you will

use from the drop down beside the green ‘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

Uploading the records into Access-it

» Login to Access-it. Click on Cataloguing / Imports / Import MARC Records

Search

Manégement

Import MARC Records
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» On the left hand side of the screen locate your saved file of SchoolsCat
records. Click on the drop-down menu (at the top of the screen beside ‘Look
In") to find the file they are saved in. The file will be called Pwebrecon .

» Click the file name which will appear in the ‘File Name’ box at the bottom.

Access It Library: Import MARC Records @
Import MARC Records

Choose MARC file to Import Options for Import

Look In: |['_“| Deskiop ~| | |§| |§| E_Z_E.: _E;| The import of MARC records can be used to update

exlstmg resource records or insert new resowrce records
E] Clent Profile database. Ink where none exist for a particular ISBN. Updating is often
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Force Title and Author update (matching on ISBN)
While all I3BNs are supposed to be unique, some
publishers hawe been known to reuse [SBNs for entirely
different books. By default, a check will be made as the
MARC records are imported to ensure that the titles are
) schaol lbrary 2,0,PPT the same. If the title is not the same for a particular
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Files of Type: ‘n” Files Remove trailing Full stops from appropriate Fields

il Mame: |Pwebrecon.txt

» On the right hand ‘Options for Import’  side of the screen the first and last
boxes are already ticked for you. Now click on the Duplicate subjects as
keywords option and Create copies for these MARC records

» Then click on the Start Import button at the bottom of the screen.

Access-t Librany: Import MARC Records

Import MARC Records

Choose MARC Tile to Import Options for Import
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Force Title and Author update (matching on ISBN)
While all ISBMs are supposed to be unigue, some
publishers have been known to reuse [3BINs for entirely
different books. By default, a check will be made as the
MARC records are imported to ensure that the titles are
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» A message will appear to indicate the upload of records is complete.
» Go to Cataloguing / Data Entry and click on each title to complete further
details e.g. price, location.

P \

Search Cirbulation

Data Entry

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

For SchoolsCat Enquiries Contact: schoolscat@natlib.govt.nz
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