PROCEDURE FOR LOADING OCLC EXPORT RECORDS INTO NEW SYSTEM
Lacon PL – Betsy Reed
Before you begin, be sure your template has been made using the instructions from Martha’s cataloging class.

Have your OCLC export file downloaded to your desktop, flash drive, or whatever you use.  Your export file name should start with the first two letters of your library’s system code name.

Part 1: Loading export file to RSA server.


A.  Start WorkFlows in tech mode


      1.  First screen – Click Utility button on tool bar



a.  Click on MARC Import (under Common Tasks)



     (If Marc Import: Property page appears, click OK at bottom of page)



 b.  To fill in Source: ___________  You are going to go find your OCLC export file. Do this by 

                              clicking on gadget.  I save to desktop, so I - Look in: Desktop – which brings up all files on

                              my Desktop, then I find my OCLC export file and click on it, then click on OK button at

                              bottom of screen.  This puts the address of my OCLC export file in the Source: __________. 

  c.  To fill in Destination: _________  type in the name of your OCLC export file. Start with the first 2 letters of your Unicorn library name


  d.  Click on Import at bottom of page.  Box comes up and asks if diskette ready? Click YES.



        Box asks if more files to upload? Click YES or NO depending on if you have more files.



  e.  Notepad box appears – Shows a report of what happened with your OCLC export file.  Close



       notepad box.


YOUR OCLC EXPORT RECORDS SHOULD NOW BE ON THE RSA SERVER.

Part 2:  Running report to load export records to database.


A. Click on Reports on toolbar at top of page


B. Click on Schedule new reports under Common Tasks (Default page might come up.  Click OK at 

                  Bottom of page, if it does.)

Your template Report (Load Bibliographic Records) will (should) be listed.  


C.  Click on Load Bibliographic Records (from list)

            D.  Click on Set Up & Schedule at bottom of page.


E.  Click Load button above Report name box


F.   File to Load: _______ Use drop down menu to find your file.  Click on your file.


G.   Rest of page should be your template, if not, re-enter the data following Martha’s template 


      instructions from her cataloging workshop.

H. Click on Run Now at bottom of page.


 I.  Schedule New Reports box appears.


 J.  Click on Display Finished Reports.

K.  (Added by Erica at RSA, 11/2/09: Wait for your Load Bib Records Report to appear at the top of the list of finished reports. Click the rabbit in the hat helper button (upper left corner) to refresh the list.)

L.  (Added by Erica at RSA, 11/2/09: Make sure your Load Bib Records Report is highlighted in the list.) Click on View at bottom of page. 

M.  Word Pad displays loaded Bib Records.  Check Bib Records for accuracy.  You can save your file


      From Word Pad, if you wish.


N.  Close Word Pad.


O.  You can Print by clicking Print at bottom of page, if you wish.


P.   If you are satisfied, you can Remove your finished Report by clicking Remove at bottom of page.
