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STEP 1: DATA SETUP

SYNOPSIS

Step 1 details the setup information for transferring your bibliographic or
authority records. This setup includes inputs on record source and format, as
well as instructions for transferring the files to Backstage Library Works via the
MARS 2.0 online interface.

ILS LINK

A library’s ILS system has specific procedures for exporting and importing MARC
records. Checking with your vendor about these parameters will help when you
send records to or retrieve records from authority control processing.

AT A GLANCE

ILS handling
Record source

Format of records being sent or delivered
Sending and receiving records through the MARS 2.0 website
Database preparation services

KEY TERMS

ILS system

Web FTP steps
MARC-8, UTF-8
Recommended file size
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1.1 - BIBLIOGRAPHIC RECORD SOURCE

PROFILE STEP 1.1

1 - Bibliographic Record Source (check all that apply)
[l Local System Export / Vendor
[] cataloging Services (specify):
[0 Not Applicable / No bibs being processed
[0 Expected Number of Records to be Submitted:
M BIBLIOGRAPHIC RECORD SOURCE
@FE@ A library can process all or part of the bibliographic records from its local ILS
system or process bibliographic records purchased from a different cataloging
source.

Please indicate on Step 1.1 the appropriate bibliographic record source and the
expected number of records to be submitted.

Libraries can also have files of new bibliographic records processed by Backstage
before loading the records into their local database. We can obtain and process
records from any of the following Backstage Library Works services and more
before your library picks up the records:

e Reclassification
e Retrospective conversion

Automated Copy Cataloging (Marcadia)

Deduplication and Consolidation

Barcode and Spine Label
Non-MARC and Brief MARC Record Upgrade
e Cataloging services (Primary Source Microfilm)

We can also obtain bibliographic records from multiple sources, at specific
intervals or on specific dates, and provide the library with a merged file of
authority controlled records.
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FORMAT OF RECORDS SENT - 1.2

PROFILE STEP 1.2

2 - Format of Records being sent TO Backstage (check all that apply)
FTP - dropoff

Other:

MARC-8

UTF-8

Ooood

UTF-8 VS. MARC-8 FORMAT

Many ILS systems operate in Unicode. Most can port their MARC records in
Unicode (UTF-8) or standard MARC format (MARC-8). Currently the Library of
Congress delivers their MARC authority records in UTF-8 format.

Our Authority Control process has the capability of converting both your
incoming and your outgoing bib and authority records into UTF-8 format. Also,
if you prefer, we can convert to and from either UTF-8 or MARC-8, whichever is
most convenient for you and your ILS system.

Please indicate on Step 1.2 what format you will be sending your MARC records
in by marking MARC-8 for standard or UTF-8 for Unicode.

If the Leader, byte (position) 9 contains an “a” then the record is
considered UTF-8:

01254nam a2200253

However, if the “a” is missing from byte 9, then the record is considered
MARC-8:

01252nam 2200253

©0000000000000000000000000000000000000000000000000000000000000000000000000000000000000000
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1.3 : FORMAT OF RECORDS RETURNED

PROFILE STEP 1.3

3 - Format of Records being sent BY Backstage (check all that apply)
FTP - dropoff

Other:
MARC-8
UTF-8

ooogao

Maximum File Size (in records):

N @FE@ DATA EXCHANGE FORMAT

Our Authority Control service can accept a wide variety of input media, be it
from a CD, small file attached to an email, FTP, or uploading directly via our
website. The last option, uploading files directly through our web interface, will
most likely be the easiest method for you and your staff.

UPLOAD YOUR FILES

The first part of the process for uploading your files to our website is to login
with your username and password (both of which will be supplied by your
Authority Control Project Manager), at: http://ac.bslw.com/

Please Lagin:
Uzernarme!
sehchodobodod

FPassword:
selebmbehmiel

|: Login "{;%

You will be automatically logged into your MARS 2.0 home page. Find and click
the “Mylobs” link across the top of the page:

MyHoME MVJDBSSS} MyPROFILE User INFO

AN 4§
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UPLOAD INSTRUCTIONS : 1.3

Then choose “click here” under “Add a New Job”:

NoTeg

ADD A NEw JoB

Please click here to create a new job,

After this, you will enter information about your job, including:
e What type of job is it?
e When is the earliest | want this job to be able to start?

e Which Profile should be used?—Usually the only possible choice is
“Default”

The webpage begins with one filebox. If you have more than one file to send, it
is encouraged that you click “Add Another File” as many times as you have files
before you browse for your file(s); otherwise, the file you select initially will

be lost when you click “Add Another File.” This is a security precaution to help
prevent malicious use of your files:

Upload Files for Processing:

Browse. ..
Browse. ..

Browse. .
Send

Click on “Browse” to navigate to where the file(s) are located on your harddrive:

Upload Files for Processing:

Browse. ..
Send m
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1.3 - UPLOAD INSTRUCTIONS

Please feel free to name your files whatever makes the most sense to you. Our
new webserver can handle most any filename:

Upload Files for Processing: _ _
chtermphBSLwW SAMPLE DOBOY23 |_ Browse.. |

| Send \"‘\3

Clicking on “Send” will upload your file(s) to our website. Please do not close
your browser or navigate to another page as it may take several minutes to

M@FE@ upload your files to our server. The upload time is dependent on the size of your
files as well as your upload speed.

When the files have finished uploading, you will be automatically redirected
to the “Mylobs” page, where you should see an entry in the “Jobs Currently in
Queue” section:

JoBs CURRENTLY IN QUEUE

& Type: Sample Profile: 84 Job Num: 33 ‘;:3
o Status: created Start on: 2008-07-23 13:00:00
o View - Edit - Delete

Once you send the file to our website, we will retrieve it and confirm its receipt
and record count with you to make sure all files transferred successfully.
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FTP INSTRUCTIONS - 1.3

11

FTP INSTRUCTIONS

Alternatively, you can choose to upload your file through our simplified FTP M@FE@
process instead:

Site:  ac.bslw.com
User: <please see your MARS 2.0 representative>

Pass:  <please see your MARS 2.0 representative>

i "N

From there, you can either change directory to the “in” or “out” folder:
cd in

cd out

FILE SIZE

Ten MB roughly translates to around 10,000 MARC records. With our website,
we should not have any issues with files in excess of 500 MB each. However, we
have discovered that files in excess of 500,000 records have a greater likelihood
of becoming corrupt, so we recommend you send us files no larger than
500,000 records.

If your ILS has difficulty exporting files in blocks of 500,000 records each, our
Authority Control service is capable of separating the files during processing and
returning them in manageable blocks.

Please indicate on Step 1.3 what format you would like Backstage to send
your MARC records back to you by marking MARC-8 for standard or UTF-8 for
Unicode. Also, please indicate the maximum file size (record-count) and if the
records being distributed by Backstage will be by CD, FTP or via our website

delivery system.
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1.3 - DATABASE PREPARATION SERVICES

DATABASE PREPARATION SERVICES

If you are preparing for a system migration or upgrade, you may require
additional services, which include:

e 001 Control Number: Generates an 001 field in records lacking this
field. Control numbers can be based on any specified data by you or can
be generated using any prefix and numeric structure. Alternatively, we
can prepare a report of records lacking an 001 field.

e Record Selection: Extracts records from files for follow-up MARS 2.0
processing. Select records based on a range of criteria, including:

M@FE@ e Record status (add, change or delete)

e Library identifier (in any field/subfield you specify)

e Record Deduping: Compares each bib record against all others in your
file. As this is a cost item, please see your Sales Representative for these
services:

e Retains the appropriate record (earliest, latest or “best” record),
based on criteria you set

e Transfers or merges holdings information (or any other tag) as
specified

e Deletes the duplicate record

The criteria for identifying duplicate records is done in one of two ways:

e Comparing record control numbers

e Comparing a normalized matching key consisting of the title, ISBN,
local control numbers and other elements from the bib record
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