The Cataloging in

Publication Program

The Library of Congress

ELECTRONIC CATALOGING
IN PUBLICATION

TEXT CAPTURE AND ELECTRONIC CONVERSION

TRAINING FOR DESCRIPTIVE CATALOGERS

3 On the MARC

On the MARC: AProgram for Creating MARC Records

O



TABLE OF CONTENTS

DEFINITION AND OVERVIEW ... .. e 3
TE RS 4
WHAT' S NEW IN Oz the MARC ... ..o e 5
PREPARING THE WORK ENVIRONMENT . ..... ... .. i 6
USING On the MARC ... .o o 10
USE OF DROP-DOWN MENUS ... .. e 11
BIBLIOGRAPHIC RECORD CREATION AND EDITING ............. ... ... 15
THE OPERATION BUTTONS ... i 16
CONSTRUCTING A 505 FIELD FROM THE TABLE OF CONTENTS ................ 18
SENDING THE RECORD TO VOYAGER . ... ... 21
ACCEPTING THE RECORD INVOYAGER ........ ... . 24
OPTIONS . 25
Text Capture and Electronic Conversion Aungust 1, 2004

Page 2 of 25



"

The Cataloging in

2313

¥ 1

= Publication Program

Pt
et

-
I

The Library of Congress

DEFINITION AND OVERVIEW

On the MARC is a Windows® application developed by staff in the Cataloging Directorate at the
Library of Congress to produce MARC21 records from electronic data. The output of the application
is in the form of catalog records added to the LC database. The source of the electronic data for the
program is the manuscript files submitted by publishers and data from the application/data view as part
of the Library's Electronic Catalogingin Publication (ECIP) project. The program requires the cataloger
to supply ISBD punctuation, highlight text to be converted, instruct the program which catalog fields
to create, and transmit the cataloging data to the database.
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TERMS

ASCII. American Standard Code for Information Interchange. TCEC permits a choice of versions of ASCII (Macintosh,
DOS, or Windows) in order to accurately represent diacritics in Western European languages.

Button frame. In TCEC, the panel on the left side of the screen containing buttons labeled with MARC field tag labels.
Clicking on a button puts highlighted text from the galley into the record frame formatted as a MARC field.

Data view. In Traffic Manager, the electronic equivalent of the manual data sheet.

Frame. In a Web browser, such as Internet Explorer, an area within a page defined by its own border or frame, usually with

its own scroll bars.
Galley frame. In TCEC, the upper frame which displays the electronic manuscript submitted by the publisher.

Hypertext link. Area of text within a page or document, usually blue. When clicked it moves the reader to another area

of text in the same or another document or to a location on the Web..
Link. See Hypertext link above.

New Work menu. in Traffic Manager, the area within a team’s Traffic Manager account where new electronic CIPs arrive,
cither distributed from the CIP Division or forwarded from another team.

Operation buttons. In TCEC, the buttons found in the button frame that are used to create MARC fields.
Record frame. In TCEC, the lower frame in which Oz the MARC builds the catalog record.

SGML. A technique for representing documents in machine-readable form which was approved as an international
standard, ISO 8879 (Information processing--Text and office systems--Standard Generalized Markup Language).
It is widely used in the publishing industry.

Sigl’l-Ol’l screen. In Traffic Manager, the screen used to access the cataloger’s ECIP account.
TCEC. Acronym for “Text Capture and Electronic Conversion”: the function of On the MARC.
Traffic Manager. A program for routing electronic CIP galleys through the cataloging workflow.
URL. Acronym for “Uniform Resource Locator”: how Web browsers find the desired Web page.

Work in Process menu. In Traffic Manager, the list of ECIPs accepted into the account and currently being worked on
by the team or pool.

Work menu. In Traffic Manager, the initial area leading to the New Work, Work in Process, or Change Requests menus.
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WHAT’S NEW IN O# the MARC version 2.5 compared to version 2.0

1. It can process diacritics in Western European languages.

2. It can change the case of a single letter by highlighting it.

3. It can automatically sort MARC fields.

4. It can print a portion of the galley (5000 characters) or a record.

5. It can insert a delimiter using FF9, the same as in Voyager.

0. It can restore the Voyager window or start Voyager.

7. It includes a drop-down editing menu and other drop-down menus.

8. It can convert blocks of text to upper case, lower case, or initial capitals.

9. It now adds the bibliography and index note, and menu options allow the cataloger to change
the note as needed to suit the particular situation.

10. The cataloger can initiate a search of the LCCN or ISBN before creating a duplicate record.

11. It edits the 008 field using data in the 260 and 504 fields.

12. It adds a “j” in the 008 field and “lcac” in the 042 field if the publisher’s application form

indicates that the material is intended for a juvenile audience.

13. It enters ISBNs automatically from the publisher’s application form, but catalogers can use it
to add others found in the galley.

14. It corrects the “jumping cursor” problem.

15. It removes chapter, section, part, and other headings and numerals formulating the Table of
Contents for the 505 field and capitalizes the authot’s name in a statement of responsibility
when preceded by a slash.

16. It supplies the correct indicators in the 245 field based on the presence or absence of a 100 field.

17. It adds the 963 field at the end of the record just before sending the record to Voyager.
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PREPARING THE WORK ENVIRONMENT
> Obtain red folder with STARS slip according to Team or Pool distribution practice.

Depending on Team practice, STARS slip may be a printout from the STARS database or hand-
filled, and the red folder may or may not also include a printout of the Data view.

For additional information on workflow, see “Descriptive Cataloging Reference Guide,” in Traffic Manager: Training
Sfor Cataloging Teams.

> Open Internet Explorer and go to Cataloger sign-on.

'a CAT Signon - Microsoft Internet Explorer e i i ; __J_é'_lil
Fle Edit Wiew Favorites  Tools  Help 2 i |-
bk - o= - @) (2] A | Disearch GFavoites iveds (B (BN S - H D
Address i@ httpi/frs2 1 loc.goy: 7776/ plsfecing/cat_signon j (’:‘)GG
Links é]LC Hame Page ,E'LG Staff Page @LS_ Staff Page &jAPLO @Emlore Internst ,E]StafF Dir ,éj.CAT Signon @LC Classification Main Menu EﬁEmployee Express @Etectronlc Databases %

|
1 T |
Yowr Account-ID: II_
Password: I—
New Password:
Confirm New Password:
St el |
€] Done | | | |e mnternet

o] | B e DO G DR oMas r | &aleRdad oMy = odec [[ossenn » (VAR B SO E 1:07an
Figure 1. Cataloger’s sign-on screen

> Sign on to your ECIP account. This will open the Work Menu.
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To access the Data View for your assigned item, either:
Click on the Work in Process Link and select the item from the display list (the default

T System - Microsoft Internet Explorer : 3 =18 5_}

‘Eile Edit  Wiew Favorites  Tools  Help

Gigack » = - @[5 4| Doearch [EiFavortes veds (B |- S - H D

ngdress T httmiifrsz 1 o, gow 7778 plsfecinjcat_frameset userid=jg| 28teamid=t0es =] @eo ‘

| - = A A 4 = 2 = = )
1,Lln,k,s,,,,&—,—,il'c Iffne Pﬁargre j;]LC Staff Page: LS Staff Page: @Z|APLO £ |Explore Internst é‘lstaff Dt EJCAT Signon QLCCIaslelcatlon Main Menu & Employes Express ‘g]Electronlc Databases |

- =
Electronic CIP Program (pl
Technology Pool
Work Menu
7 New Work
24 Work in Process
2 Change Requests
LCCN: | & CIPs © Changes
ot 7:1,

&1 bore S

]
et 1B e FOSRTIAOEa 2 & || &1 21 BEd @ S F| |y =v] od[Ec |[oestiop »[F U RHRSEOT & 105w

Figure 2. Work menu

display lists items in the order in which they were accepted by the CIP Division)
or
Type the LCCN in the box and click <Enter>.
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‘E\Ie Edit. Wiew Favorites Tools  Help o G e . |“
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| =
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Elecironic CIP Program q)l

Technology Pool

Work in Process

_F}j LoeN Date Author 1 lt_l_e_] Publisher Notes

2003026720 05DECO3 Dubuis Smoke and Mirrors New York Univers For full
2003027077 10DECO3 Cunninghan Condeleezza Rice Childs World. For full
2003027206 11DECO3 Rawlings  Portable Houses Gibbs Smith, Pub For full
2003026463 03DECOS Solomon 13 Projects for th Princeton Archit For subject

2003027006 10DECO3 Newhouse Getting Started as McGraw-Hill For subject

E 2003027057 10DECO3 Washington Yeg-Feasting in thBook Publishing For subject
2003026838 D8DECO3 Goodman Choppers! Random House, Irn Referred by pcO3
2003027163 11DECO3 Levy Expanding Enlisted RAND Corporation Referred by poos
2003027164 11DEC03 Girardini Dollar Cost Bandin RAND Corpeoration Referred by pe0d
2003027173 11DECO3 Johnson Conserving the Fut RAND Corpeoratilon Referred by pod3
2003027187 11DECOE Freston GOl with Microsoft Prentice Hall referred by pell
2003026237 09DECHE Zushlke Helicopters Lerner Publicati Referred by poli
20030263338 09DECO3 Zuehlke Pickup Trucks Lerner Publicati Referred by peil
2003026657 05DECO2 Baird The Complete Book Healthy Living B Referred by polsd
2003026659 05DECOE Baird The Az Seen On TV Healthy Living B Referred by poid
2003026686 05DECOR Albee CEI Filmmaking: ThWordware Publish Referred by pcil2 o
2003027117 11DEC03Montanari Knit it Now! Martingale & Com Referred by poz0
2003027118 11DECOZ Werner Dazzling Knits Martingale & Com Referred by pez0
2003027120 11DECOE Carlson Burgeyne Surrcunde Martingale & Com Referred by pez0

2003027271 12DECO3 sackett Evaluating Militar National Academi Referred by poi0

R

[ e tokemet

Display Data View fur CIP Reguest

-
| B e DO % TRoEes » || &1 & FEd @l o] e Y| =] o[ [oesitor » (U RFIB BSOS & 1100am

Figure 3. Work in Process menn

If you click on the Work in Process link, you can reorder the menu by clicking on R (Rush
items at the top), LCCN, Date, Author, Title, Publisher, or Notes.

Find the LCCN (given on the STARS slip) in the Work in Process menu. Click on the Title link
(not the LCCN link) of the item to open the Data View.

Reminder: Is the book in scope for your team? If not, click “Forward TM” and select the
appropriate team.
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staylorivaibbs-smith. com Fax: (501} $44-5582

2003 1521 from Pulilistier
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Make a printout of the Data View, if you need one, or to save paper, note the names of the
authors or editors in the form given on the Data view (which may be different from that given
in the galley), and birth dates, if provided.

You are now ready to launch the program “On the MLARC” by clicking the TCEC link at the

bottom of the

Data View.

Text Capture and Electronic Conversion

Page 9 of 25

Aungust 1, 2004



USING On the MARC

Once you have clicked on the TCEC link at the bottom of the Data View in the Traffic
Manager the system will respond with a screen display which looks like this:

. On the MARC 2.5 i =]
Fle Edt Yoyager Mindow Help
[KHR><BR> -~
<TP>
<p><{center>

Portable Houses

Irene Rawlings & Mary Abel

[GSP logo]

</center><{/TP>

<HR><BR>

<CP><BR>

First Edition

88 67 06 05 04 S4h321

Text 28684 Irene Rawlings and Mary Abel

All rights reserved. No part of this book may be reproduced by any means whatsoever without written permission from the publisher, except
brief portions quoted for purpose of review.
Published by

Gibbs Smith, Publisher

P.0. Box 667

Layton, Utah 84041

Orders: (1-888) 748-5439

wuy.gibbs-smith.com

Designed and produced by Loneta Showell

Printed and bound in Hong Kong

Library of Congress Cataloging-in-Publication Data
ISBN 1-58685-347-3

</CP>

<BR><HR><BR>

<TOC>

Contents

Introduction-Hoving Right Along

Trailers

el S |

828 Ba1586853473

500 Quote

700

Refresh
Galley

Clear Record

M| M FeEOSREMOEMe S » ] &3 subject ze... | Eerhanced clo... | R cat System - . [ & On the MaR... [[oeshton »[F DA DB 12i1iem

Figure 5. TCEC screen with galley frame at top, operations buttons at left, and record frame at bottom

The associated manusctipt file appears in the galley frame at the top. The 020 field(s) with the
ISBN(s) and qualifier data are supplied in the record frame from data in the publisher’s
application.
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USE OF DROP-DOWN MENUS

Some catalogers may be more comfortable using menu options rather than function keys or buttons.
Drop down menus which duplicate capabilities of the function keys and mouse clicks allow finer control
over some of these capabilities. Inappropriate or untimely choices are grayed out.

Click on the galley frame. Then click on File.

. On the MARC 2.5 -|ol x|
file. Edit Movager Windew Help

Print Galley  Ctrl+a il

PrintRecord GiEE

Exit

IO

<HR><BR>

<TP>

{p><center>The Hew Ecological Home:

A Complete Guide to Green Building Options

Daniel D. Chiras

CHELSEA GREEN PUBLISHING COMPANY

<fcenter></TP>

<HR><BR>

<CP><BR> :l

828 Ba1931498164 (alk. paper)

au8 BaDLCECDLE

842 Rapcc

188 1 MaChiras, Daniel D.

245 14 BMaThe new ecological home :Bba complete guide to green building options
fEchaniel D. Chiras.

260 Eavhite River Junction, Ut. :EbChelsea Green Pub. Co.,Ncc2ieh.

263 Haf4es

388 Bap. cm.

|%i|

[
(18]
=

2B0ab

2B0ba

R0 Quate

505 TOC

Refresh Galle_l,»
Clzar Record

Send

1= (£
= i
= s

Figure 6. The file menu.
Under the File menu you can print the galley.

It is also possible to click on the record frame and then click on File to print the text in the record
frame.
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Highlight some text in the galley frame. Under the Edit menu you will find common Windows
functions as well as ones specific to the TCEC environment. For example, if chapters in the table of
contents have line breaks which would impede creation of the 505 field, you can highlight the lines for
a chapter and remove all the line breaks at once.

Sometimes the block of text is in upper or lower case but you want to transcribe it another way. The
Convert Case drop down menu provides options to transform the text.

&, On the MARC 2.5 = =10f =]
Fle | Ede Vnyager Window Help
Undo. Ctrl+Z A
cut Ctil g
Copy Ce+C
Paste TatHy
Delete Dl
Undaffeda Field Chrl+F

Remove Ling Breaks Ctrl+B

Initial Capitals Chr+L
lower case Chrl+L
UPPER CASE  ChrlU

'J:ionger't A

Insert Delimiter Fa

<

fuko BibjIndes: Mote Ctrln

Ad{Cha BibIndex Note . Jew Ecological Home:

to Green Building Options

Daniel D. Chiras

CHELSEA GREEW PUBLISHING COMPAHNY

</center></TP>

<HR><BR>

<CP><BR> |

0z Ba1931498164 (alk. paper)

a4a HaDLCEcDLEC

042 Napcc

1880 1 WMaChiras, Daniel D.

245 14 BaThe new ecological home :Eba complete guide to green building options
/EcDaniel D. Chiras.

2608 BaWhite River Junction, Ut. :EbChelsea Green Pub. Co.,Hcc2884.

263 HapLes

300  Nap. cn.

260ha

300 Budte

505 10C

1=
=
=

00

Refresh Galley

Llear Record

Send

Figure 7. The Edit menn.

Occasionally electronic galleys include incompatible characters. Try some of the options under Convert
ASCII and this may correct their display.

Notice that there is a menu option to insert a delimiter in the record, for example, to add a “d” subfield
for a birth date after an authot’s name.
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. On the MARC 2.5
File | Edit Movager Window Help

Undo. Ctrl+z |
cut iy &l
Copy CEAHC

Facte TR

Delete Del

UndajReda Fisld ChrHF

Remove Line Breaks CLrl+E

Convert Case. 4

"Jifonier't Ascil &

Insert Delimiter Fa

¥ Auko BibfIndex Mote ChrlN _ .
A 13 Bib/Ind Index Shift+F1

ddCh
Daniel D. Chira Bbreferences Shift+F2
SEba HTEE TR Mg  Eibreferences and Index Shift+F3
i </center></TP> Dielete Gibiindes floke.  ShiFbFES

<HR><BR>

<CP><BR> ~|
828 Ba1931498164 (alk. paper)

aua HaDLCEcDLE
842 Hapcc
188 1 MaChiras, Daniel D.
245 14 BaThe new ecological home zBba complete guide to green building options

/BcDaniel D. Chiras.
B05 TOG 260 Hathite River Junction, Ut. :EbChelsea Green Pub. Co.,.Ecc?28gh.
e 2063 [ ERiUT

368 Hap. cnm.

Figure 8. Adding a note for bibliographical references and index.

TCEC can add automatically a note for bibliographical references and/or indexes. Drop down menu
options offer finer control over these notes. For example, if you notice indications in the galley that
there will be bibliographical references, but they are not listed on the data view, you can use the menus
to generate the appropriate note.
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The Voyager menu can be used to search or send the record.

%, On the MARC 2.5 B i =10

Fie Edt | Voyager Window Help

SearchLCCH Chi+FL 1) |
SearchISBM chriFz  Laster Book: Earthen, Lime, and Gypsum Plasters for Hatural Homes (Hew
— " Ehers}

Send Ctrl+s Hature: Learning to Live Sustainably on the Earth (Island Press)
Beyond € Fray: Reshaping fAmerica‘'s Environmental Hovement (Johnson Books)
Uoices for the Earth: Uital Ideas from America's Best Environmental Books {Johnston
Books)
Environmental Science: Greating a Sustainable Future, 6th ed. (Jones and Bartlett)
Natural Resource Conservation: Management for a Sustainable Future, 8th ed.

100

H

3
(53}
(s

Human Body Systems (Jones and Bartlett)

Human Biology: Health, Homeostasis, and the Environment, 4th ed. (Jones and

Bartlett)

Biology: The Web of Life (West)

Study Skills for Science Students (Uest)

Essential Study Skills {Brookes-Cole) LI

26k

260ba

[E
=
=

-~ nest_proc=cipsview j &7 What's Related

LCGtaf Page (B CatDir Phone Li B NIMA: GNS Publi 2Pl

-

aza Ha1931498164 (alk. paper)

a4a HaDLCEcDLC

42 Hapcc

108 1 BaChiras, Daniel D.

245 14 BaThe new ecological home :Eba complete guide to green building options
/Ecbhaniel D. Chiras.

260 BaWhite River Junction, Ut. :EbChelsea Green Pub. Co.,Hcc2064.

263 Hao4es

388 Hap. cm.

B0 Quot

505 T0C

Befresh Galley

Clear Recard

Send

=
=
=
E

JAT 05 2004 13:18 Galley Refreshed The Publisher
JAM 05 2004 1646 Sent to Technology Pool by Zakia Peters
JAN 06 2004 1020 Accepted by Dawd Arans

Location: 1065 Technology Pool

i

Detailed History |

8

|Dbcument: Done

=2 ) 2| 2

st B LEOO% DA OMa D » || &1 &k Fe| S| o Dr fv] Svf &1cflso
Figure 9. The 1 oyager menn.
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By searching for an existing record before cataloging you will avoid the creation of a duplicate record.
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BIBLIOGRAPHIC RECORD CREATION AND EDITING

The upper frame is the galley frame in which the electronic manuscript is displayed. The lower
frame is the “record frame” in which the program builds the catalog record.

It is important to note that TCEC is intended to create a new bibliographic record in Voyager.
The cataloger does not update an existing preliminary record created by staff in the CIP
Division.

To access the manuscript text (in the galley frame) or fields of the record (in the record frame)
which are not visible at a particular time, the cataloger utilizes the slider bars on the right side
of each box to scroll through each display or clicks in the frame and uses the arrow key to move
line by line.

TCEC automatically supplies one or more ISBNs in the galley frame from data in the
publisher’s application. The cataloger does not have to input it. The cataloger, jowever, may use
the 020 button to input any additional ISBN's found in the galley additional ISBNs found in the
galley that were not supplied in the application.

The cataloger supplies required ISBD punctuation to data before selecting the data to be
converted into a particular field. For example, when “blocking” the data comprising the title,
other title information, and statement of responsibility, the cataloger needs to insert the
“<space>:<space>""before the other title information and the “<space>/<space>" before the
statement of responsibility.

The cataloger highlights text from the galley frame. By highlighting text and clicking a button
on the left, the highlighted text is transformed into a field in the record frame.

The cataloger may need to edit the data before selecting it. For example, when highlighting
information for a note field, words may be supplied or deleted. There is no need to remove
blank lines or extra spaces, though some catalogers may prefer to do so in order to orient
themselves within the data.

The cataloger will, for the most part, block information and create new fields in the order of the
buttons. Some buttons will be grayed out until other fields are created first. However, if an
edition or series statement is missed at first and later found, TCEC will place the fields in the
correct order.

Text Capture and Electronic Conversion Aungust 1, 2004
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020

100

245

250

THE OPERATION BUTTONS

In the left frame are the program operation buttons. After editing the text and highlighting the
appropriate text, the cataloger clicks on the button which represents the field to be created. The
buttons perform the following functions:

Creates ISBN fields in addition to the field or fields supplied by the publisher’s application.

Use this button if you find and block an ISBN in the galley frame that was not
supplied by the TCEC program.

Creates a personal name main entry when the cataloger blocks the author’s name in the
galley frame. Also creates the 040 and 042 field. The 042 field will include “Icac” for
juvenile literature.

The program assumes that the last element is the surname and places it first. If
this is not the case, create the field and edit it in the record frame or in Voyager.

Creates a title field with title proper, other title information, and statement of responsibility,
provided that ISBD punctuation is inserted before blocking. (This button will also create
the 040 and 042 fields if there is no 100 field.)

The program recognizes English-language articles and sets the second (non
filing) indicator accordingly. It also recognizes the presence of a 1xx field and
sets the first indicator accordingly.

In subfield 4a only the first word will be capitalized; in subfield b no words will
be capitalized; in subfield $c the capitalization will be identical to the blocked
text. In the record frame a lower-case letter may be capitalized by highlighting
it. A capital letter may be converted to lower-case the same way. It is also
possible to convert an entire block of text to upper case, lower case, or initial
capitals, using the menu bat.

Creates an edition field when the cataloger blocks the edition statement.

The program will convert spelled-out numbers to their numeric form and will
abbreviate several words commonly found in edition statements, e.g. edition,
United States, and others.

seoas | Creates an imprint field in the correct order when the information is presented in the text
as place : publisher, date.
seona | Creates animprint field in the correct order when the information is presented in the text
as publisher : place, date
The 260 buttons will also create 263 and 963 fields by formatting information
embedded in the Data View (or publisher’s CIP application) and create the
standard CIP 300 field (p. cm.). State names will be abbreviated to their AACR2
forms.
Text Capture and Electronic Conversion August 1, 2004
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440

Creates a series statement, including series numbering if formatted with a semicolon.

If a 490 field is needed, change the tag in the record frame or in Voyager. Add the
8xx field in Voyager.

QSOOt Formats blocked textinto a quoted note.
?gé Formats blocked text into a table of contents.
See the section “Constructing a 505 Field from the Table of Contents,” p. 18.
00 Creates a personal name added entry when the cataloger blocks a second or subsequent
authot’s or editor’s name in the galley frame.
You can also create a personal name subject heading with this button if you
remember to change the 7 to 6 and to add a second indicator 0.
R;afﬁ:h Clears the galley frame and recalls the galley text.
Sear | Clears the record frame.
If you are closing the TCEC window after having successfully created a Voyager
record, it is not necessary to clear either frame before closing. If you click this
button by mistake and clear the lower frame, you can restore it by placing the
cursor in the lower frame and pressing <ctrl>+v or <shift>+<insert> or by
pressing <cttl>+f (Undo/Redo Field) in the Edit menu.
send This button sends the completed record frame to Voyager for the creation of a new
bibliographic record.
This function is explained in the section, “Sending the Record to Voyager,” p.
21.
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CONSTRUCTING A 505 FIELD FROM THE TABLE OF CONTENTS

Deciding whether to make a Table of Contents note in a bibliographic record is governed by
AACR2 and associated Library of Congress Rule Interpretations, and current policy regarding
Electronic Cataloging in Publication. See RI 2.7B18 and DCM D8.9. Once it is decided that
a Table of Contents note is called for, the next step is deciding whether Oz the MLARC's the best
way to create it. This decision is based on the cataloger’s judgment of how much editing would
be required.

On the MARC facilitates the processing of Table of Contents data in the text frame into a 505
tield in the record frame. It deletes words such as “chapter” “section” and “part” and chapter
numbering, dot leaders, and pagination; it formulates statements of responsibility when the
cataloger inserts slashes; and it formulates data appearing on separate lines in the text frame into
separate items in the Table of Contents note separated by <space>--<space>.

It does not identify and eliminate titles of parts or sections higher than the chapter level. The
cataloger will have to perform this task by manual editing, if necessary, either in the record
frame or in Voyager.

See DCM D8.9 to determine whether to add a 505 field to an ECIP record. If the field is added,

(13 2 (13 2

the cataloger must update the 300 field in Voyager by changing the “p.” to “v.”, regardless of
whether the item is multipart. The “v.” allows a valid AACR2 contents note (505 field) to be

(13 2

included in the ECIP data that is sent to the publisher, while the “p.” would not.
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Figure 10. A Table of Contents appears in the galley frame with chapter and page numbers, but has not yet been
reformatted and brought into the record frame.
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Figure 12. The Table of Contents has been added to the record frame with capitalization and punctuation adjusted and
chapter and page numbers removed.
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SENDING THE RECORD TO VOYAGER

When the Record Frame is complete, that is, when it contains all the text which can be copied
from the manuscript frame, the record is ready to send to Voyager.

Click the bottom button: “Send.”

You will be presented with two dialog boxes. The first will ask for your cataloger’s code.

Enter it and click “OK.”

File= Edit Yoyager Widow
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Figure 12. Dialog box asking for cataloger’s code.
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The second dialog box asks for the three-letter place of publication code.

Enter it and click “OK.”
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Piscataway, NJ B, 354-8692. The only exception to this prohibition is "fair use™ as defined by U.S. copyright law.
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Figure 13. Dialog box asking for place of publication code.

The Voyager record will now be created.
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Figure 14. A bibliographic record created in TCEC and sent to 1 oyager. The 963 field appears at the bottom of the
record.

Once this record has been sent to Voyager, “On the MLAARC” can be closed by clicking the “X” in the
upper right corner. It will not be needed again for this record, and if you have additional ECIP
cataloging, the ECIP program will open new TCEC screens as they are needed. The Voyager record is
now subject to further editing just like any other bibliographic record.
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ACCEPTING THE RECORD IN VOYAGER
Data appears in Voyager cataloging module.
The MARC record built in Oz the MLARC 1s copied to the Voyager cataloging client that is
running simultaneously in another window. Voyager will become the active window on the

Desktop. As this happens, other fields are added:

In the 008 field, “Date 17 is supplied from the 260c; “j”” is added for juvenile literature,
if appropriate.

A 50X field is added containing bibliography and index information from data supplied
in the publisher’s application form. The addition of the 50X field triggers “b” and “1”
as applicable in the 008 field.

A 906 field appears. The priority level in the “d” subfield is set to 1, and CIP/PCN flag
in the “e” subfield is set to “ecip.”

A 925 field appears, set with the CIP default values.
In the 955 field, the cataloger’s code appears, along with the current date.
The 010 field includes the LCCN, copied from the Data View.
The 963 field appears with publisher’s contact information.
Check the data for accuracy. Refer to the Data View for any additional data as needed.

Click on the 008 button to open the dialog box for the fixed fields. Verify that the date and the
code for the place of publication are correct; add or change any other values as needed.

Search all access points to determine if an authority record exists or needs to be
created/updated.

Boat the record in Voyager.

Validate the bibliographic record.
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OPTIONS

The Operation Buttons of the On the MARC program permit the creation of a bibliographic
record with full, or nearly full, description for a high percentage of ECIPs. But what should the
cataloger do if the galley requires fields for which there are no buttons? One option is to switch back
and forth between the electronic galley, data view, and Voyager, noting every additional data element
in the electronic resources and then creating the appropriate required field in Voyager. However, there
are some simple ways to carry additional bibliographic information in the TCEC record that may make
it easier to create the necessary fields in Voyager. The following examples will allow the cataloger to
perform a single examination of the electronic galley and carry pertinent bibliographic information in
the record to Voyager.

The galley indicates the need for a corporate or conference main or added entry. There
are no buttons for these entries because the headings need to be formulated according to the
appropriate cataloging rules. If the name is not included in the statement of responsibility or
publisher statement, locate it in the galley, highlight it, and use the 500 quote button to add this
information to the TCEC record. Note that you may also use this field for variant forms of the
name or qualifying information. Search the heading(s) in Voyagerand add the appropriate 1XX
or 7XX field(s). Edit or delete the quoted note, as appropriate.

TCEC is not designed for subject cataloging; however, descriptive catalogers are responsible
for providing some headings to be used by subject catalogers:

The galley indicates the need for a personal name subject heading, but there is
no 600 button. Highlight the name, use the 700 button, and change it to 600 after it’s
added to the TCEC record. If it’s likely that the galley will contain birth and death
dates, it might be possible to use <EDIT - FIND (ON THIS PAGE)> in the browser
to search on words “born” and “died” (see the Traffic Manager manual). Return to the
data view to access the appropriate text access links (usually the first and last chapters).
Search and adjust the heading as needed in Voyager.

The galley indicates the need for a geographic subject heading. Highlight the
name and use the 500 quote button to add it to the TCEC record. Note that you may
also use this field for variant forms of the name. Search the heading in Voyager and add
a 651 field; delete the quoted note.
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