Editing the Load Bibliographic Records Report in Symphony to 

Include the “Delete junktags option”
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by Erica Laughlin, RSA Database Coordinator

309-694-9200 ext. 2121

elaughlin@alliancelibrarysystem.com 
This guide is also available on the RSA System Specific Documents page. 

Go to http://www.alliancelibrarysystem.com/RSASystemSpecificDocuments.cfm
Use these instructions if your library has previously set up a Load Bibliographic Records Report template, and you want to edit the existing template to include the “Delete junk tags option.” 

RSA asks all libraries to make this change to their Load Bibliographic Records Report templates in order to prevent the MARC tags 029 and 938, which are present on many OCLC records, from being imported into WorkFlows. The 029 field contains a control number OCLC assigns to records supplied by non-OCLC systems, such as the British Library. The 938 field contains ordering information generated by a vendor, such as Baker & Taylor. While the 029 and 938 tags do not display in the RSACat, they serve no purpose for RSA libraries and consume space in WorkFlows. 
You only need to edit your Load Bibliographic Records Report template once. You do not need to repeat the steps in this guide each time you run a Load Bibliographic Records Report. 
If you want to set up a new Load Bibliographic Records Report template, instead of editing your library’s existing template, please see the “Symphony Load Bib Records Report Template Guide” at http://www.alliancelibrarysystem.com/RSASystemSpecificDocuments.cfm

1. Login to WorkFlows in TECH mode.

2. Go to the Reports module, the sixth module from the right on the module bar at the top of the screen. 

3. In the Common Tasks toolbar on the left, select “Schedule New Reports.”

4. If a “set session settings” screen appears:  
a. At the top of the screen, uncheck the box next to “Review Settings Each Session.”
b. Leave the rest of the settings as-is.
c. Click the OK button at the bottom. 

See the next page for a screen shot.
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5. The screen with the list of Templates will appear:
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6. Under “Report name,” click on the Load Bibliographic Records Report template you need to edit to include the delete junktags option. Your template will most likely be named “Load Bibliographic Records” or the first two letters of your RSA library code, followed by the words “Load Bibliographic Records.”
The Alliance Library System’s Load Bibliographic Records Report template that will be edited for this example is named 
AG Load Bibliographic Records. 

7. After you click on name of the report, it will be highlighted in blue. Click the Setup & Schedule button at the bottom. 
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The following screen appears:
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8. Click on the Load tab at the top. The Load Bibliographic Records Report template your library set up previously will appear:
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9. At the top of the report, under the section labeled “Input File,” go to the “File to load” drop-down menu. Select any file from the list.  (You will not actually be loading this file. A file must be selected because this box cannot be empty when you are finished and click the “Save as Template” button.)
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10. Find the section of the report labeled “Bibliographic Record Processing” (circled on the previous page’s screen shot). 
Check the box next to “Remove entries listed in the file ‘junktag.’”
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11. The rest of the settings on the template can be left as-is. Click the “Save as Template” button at the bottom of the screen.
12. Click OK when a pop-up box appears, alerting you that “Report is saved as a template.”

The screen with the list of Templates will appear:
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The Load Bibliographic Records Report you just saved should appear at the top of the list. The date you created the report template will be displayed on the right. 

13. Remove the Load Bibliographic Records Report template your library previously set up since it does not include the delete junktags option. To remove the old template, click on it from the list. Look for the template that has a “Date Created” other than today’s date.
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14. Click the Remove button at the bottom of the screen. The following screen appears:
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15. Make sure the old Load Bibliographic Records Report template is highlighted in the list. Click on the report’s check box, and then click the Remove button at the bottom of the screen. 
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16. A confirmation pop-up box appears, listing the name of report you chose to remove:
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Click Yes. 

17. Another pop-up box appears to confirm the report was removed:
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Click OK.

18. The screen with the checkboxes to remove templates appears. Click the Cancel button at the bottom of the screen. 

19. On the Schedule New Reports screen that lists your library’s report templates, click Close.

Set up of your Load Bibliographic Records Report template to include the delete junktags option is now complete.

Questions?
Erica Laughlin

RSA Database Coordinator

309-694-9200 x2121

elaughlin@alliancelibrarysystem.com
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RSA Database Manager
309-694-9200 x2131
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