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Import MARC 21 Records:

To import Marc records or records descriptions contained within a spreadsheet;
select Catalog Management, next select the Import/Export menu item. The library
program automatically defaults to the Import MARC Records; this option provides
a standard interface for the importing of book orders using the MARC 21 Format
for Holdings Data: 852. MARC Records are required to have a file formatted in a
MARC.mrc or Microlif.001 format.

Create collection records from a Spreadsheet:

The second method of adding records to the library system is by using data
contained within a standard spreadsheet file. The program has the ability to allow
data held within spreadsheet columns to be identified visually and then assigned
to MARC Tags and Subfields for import. Having knowledge of the MARC Record
format is important. This option provides an expedient time saving method to add

already created information into readable and usable MARC data. LRMS will assist
any library with this process.
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LRMS provides multiple methods
Calalog Menu of retrieving and entering MARC
records into the library system:
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located upon the library
program desktop. These
icons are updated as
other vendors are
requested or emerge.
When utilized this link
provides a direct
connection to the vendor
order/ record download
login site.

e Import Records using a
spreadsheet CSV file.

LRMS, Inc. Customer Support
Need assistance
G4 Program Help Guides

877-700-5767



https://www.lrms.com/help.asp

Import MARC Record Screen Display

Gemesis G4 .
explanation:
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Import a MARC file:
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Video Help for Importing MARC (.mrc or microlif)
files Click Here contains audio.
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MARC records can be a file located on
a Disc, Flash/Thumb Drive, or can be
a downloaded file from a vendor
source. The Terminal Services
Courtesy Message describes how to
identify the various locations for
retrieving the file to be imported.

Our recommendation is to utilize the
Icons that are available on the library
program desktop that link to the
various Book Vendor sources where
the book order can be accessed and
downloaded and save to the “My
Documents or My G4/G3 Files” folder.

Once the file to be imported is
located; simply by using the mouse
double click the file and the program
will automatically place the file name
within the Input File are of the Import
display.

Select the “Default Collection” Pick
the collection from the list and
complete the various options, once
you have reviewed your selections
you are ready to select the “Process”
menu item to “Start Import”. The
“Cancel” option will stop the import.

Import record Tips: Request your
book vendor to provide multiple
import files when the order contains
Reference Books or items that will not
be circulated and will use a different
Circ Code.
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MARC Import Options:

Defaults:

Import has barcodes supplied by book vendor

or other source = this option is defaulted
because most vendor MARC records does
include the 852 Holdings.

o  Unchecking this default allows an

Import that does not contain the 852
Holdings to be added using the next
overall unused barcode number by

auto numbering the incoming records.

Acq Date: = Defaults to the date of import but
can be set to any date 00/00/0000.

Codes Entry = Holding codes are picked for
each code field; these will be retained and can
be changed.

On Loan From & Due Back: this option allows

for the identification of materials on loan from
a source and when it is to terminate circulation
usage.

Send All Log to Notepad = as records are

imported the displayed information can be
sent to the Notepad after the import has
completed.

Send Exceptions log to Notepad = should any

exception occur during import this information
can be sent to the notepad after the import
has completed.

Paste from Clipboard = this is an option that is

used if the import is added from a spreadsheet
or ASCII file.

LRMS, Inc. Customer Support
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Counter = Display the imported
record count.

Process Menu item = “Start
Import and Cancel” import.
Input File: locate the MARC record
file to be imported by use of the
Browse button.

Default Collection = select the
collection to where the MARC
record import is to go.

Tag Imported Records = Each
record added is tagged with a
}}?BDB

Green colored pinl M,

Add New = each record Imported
will be added as a “New” single
Title.

Replace Record = each record
added will be matched by ISBN
number and will overwrite any
match with the incoming record.
Prompt for Action = When an
incoming record is a match both
records will be displayed allowing
for a manual selection of adding a
record.

For Duplicates/ Import Holdings
Only = using the ISBN number and
a match is found this option only
the incoming records 852
Holdings is added to the existing
record increasing the number of
copies.

Holdings Format = Standard 852 is
defaulted as most to all imports
will require this standard.

877-700-5767
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Importing MARC Records that “do not”
Have Holdings/Copies information:
Importing MARC records that do not contain an assigned Barcode number or

Holdings/Copies information is easily accomplished by changing a Defaults value
within the lower portion of the Import screen. (as circled)

# LRMS(Build 3.6.15) : DEMO {User: Irms ) (Server: lion.Jrms.local ) - [Import Export Records]

File Process Previous Menu Main Menu g4llhraly.c0m
& |mport MARC Recards  Export MARC Recards Caunter. 0 Paste From
[ MR meon Qo Sl Add MARC records
Input File: IC\DD:umenls and Settingsiars_29.LRMSiy Documentsireco Browse .
by that do not contain a
Default Collection ILAW j .
Barcode or Holdings
¥ Tag Imported Records

& AddMew ReplacePecord € Promptfor Action  Mote: MatchMerge is on ISBN Uncheck Import has barcodes

For duplicates: € Import Holdings Only / su pplled by book vendor or other
Standarel 852 =l

source. The library program will

automatically find the next available
Senr:io?::p;%g o unused barcode number and
T o IR automatically assign this number as
AeqDate: [WAE/ATS | Send the starting number for this import.
Cir=Cade: o ] tostods [IAME o] vencorcode: [PHK ] Extceﬂ“?m bog Remember to complete the addition
FundCode:[og o] OwnerCode: [[RwS 7] o 0.00 R of the Holdings/Copies information
(le. Circ Code, Loc Code, etc.)

The Acq (Acquisition) Date defaults to the date of importing any record, this date
can be manually altered before continuing the Import process. The other Holding
fields can be selected by means of the drop-down arrow. The program will

remember these entries and will display them upon the next import, simply make
adjustments as necessary for each import.

LRMS, Inc. Customer Support
Need assistance
G4 Program Help Guides

877-700-5767



https://www.lrms.com/help.asp

Gemesis G4

Importing book records that are created within

an .CSV Spreadsheet file
Another method of adding books and materials to the library database is to create
a structured spreadsheet that is saved as a .CSV file. The library program has a

very useful option within the Import/Export menu option known as “Paste from
Clipboard”.

Using this method does require the use and understanding of applying MARC tag
and Sub-field information headers to each column of information contained

within the created spreadsheet. This information is vital and required to the
structure of an import using this option.

This structuring is dependent upon the Cataloging Template that was created for
the different materials being kept within your G4 program. This program can be
used to manage most any type of item and all that is needed is to create a custom
cataloging template using the MARC standards that suites the item to be
cataloged. (Examples: various book items, magazines, equipment, tablet
computers, laptop computers and various attachments; all of which can be
cataloged and circulated using the G4 program.) As an example of specialty items:
(Mobile Media Collection — Equipment Template showing a Chromebook)
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Cataloging Template

Change Collaction - Open Haldings e ey
=] Set Default SOy VE A= after Save -

Equipment Description:
CRITICAL-- Always start this Call Humk
Call Number: 852h ©B Chromebook HS for Hotspot -EX: CB HP GEN1 or ac 4
ltem Description: 245a HP 11 GE OPTIONAL- Use E
o

i by a space (example: LT - Laptop,or CB - Chromebook or TE - Tablst, or

des: Ex HP Gen1, HP GenZ, L100e,
Nickname: 248a L300e, LN22, and Acer or SAMSUNG or LENOVO"

Serial No. - 300e 5C0a107837

Too add multiple coples or gquantities USE MUL TI-ADD within Holdings. Record view showing use of the temp|ate

Add Serial Number information within the Copies Box Serial No. Field
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The following example illustrates importing book materials, the only

difference between a book and a specialty item is the design of the custom
cataloging template and the assignment of what MARC Tags and Subfield are used
within the template for adding the details of the item being cataloged. When a
different template is being used the MARC tags and subfields used are to be
substituted to match the specialized templates.

Book Template example: showing Tags and Subfields descriptions.

ik LRMSBuild 3.8.5): WRISD,(User: s ) (Server: (loca) | - [Smple MARC Eit] - 8 x
File Yiew Tools Previous Menu Main Menu

Open Holdings

ST — Change Collection Tag Records
[l o AN OOLLECTION e et | Default o o Jht
Default Book Template
52 all o= B * ADD FULL CALL NUMBER (EX. FIC ABC) [
stem Conirol Number: (CrFY10205U * Organizzfion originaling e system ooniral number -Ex OCLC
Classification Call Number. PZ7.J329 Aac 2007
2
0 * ALVIAYS ADD AN ISBN NUWBER WITH NO DASHES
0
ecimal Call Number. ]
al Number:
1232 cnilds frstcounting baok * HLVIAYS ADD ATITLE
Alisen Jay.
lay Alison * ALVIAYS ADD AN ALITHOR WHEN POSSBLE
New York
Dufon Children's Baoks
2007 ** COPYRIGHT YEAR ADD ONLY NUWBERS (EX: 2015)
Ap. * ADD THE NUMBER OF PAGES - Ex 324
ol
Alile girl awakens o scenes from fairy tales in which she can countfamiliar
characters or abjecis from one fo ten and back again
*IF USED
OUNTS, Al
Characters and charadterishics in iterature ** ALWAYS ADD AT LEAST ONE SUBJCT DESCRIPTION
Characters in iterature
neral Sudnision
85650 - URL Infemet link: URL INTERNET LI}
Fields markedwith = indicates locallyrequirea field informztion. Add any addiicnal informason not shown in Full WARC Displzy. ™
@4 Plezse visitwsw s com for support Holdings Info atlogon ==> A: 53741 D: 33 H: 3 1538 M: 10085 O: 5410 P48 Wt 137 Overdue: 1330 0D 0+ days: 1362 IR0 EA3AM

The spreadsheet that follows is a book import. Note: LRMS does offer a cost

service where large quantities of items require addition as specialty items, we do
the work needed and this is based upon an hourly cost of $85.00/hour with

guaranteed results.
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Book Import Example:

CSV LAC new book Inventary Eniry Form May 2010 - Bxcel

Pagelayot Fomuas Data fevew View Hep ) Telmewhatyouwantiodo

& X o= = (= 2 AutoSum -
Ne Caibi KN SEE & e BTt Geners . 4 Normal Bad Good Nevtra fmoEX [y E i * Ay
B2 Copy E H B .
Paste B, A = 5 M . ¢y €2 00 Condibonal Formatas (/P55 ) E Insert Delete Format |~ Sort & Find &
u- 0B peliCenter - | § %0 ) 5 - T H
¥ Fome Pt Fomatting~ Table~ o | @l Filter» Select
Clipboard 5 Font A AHlignment h Humber 1 Styles Cells Editing ’
L} s k .
A B C D E F G H | ] 3 L W N
1 [020s 50 B2y Baveode No. 245.- Tite 1002 - Author 2401 Langua 2605 - Place of Publicaion  60h-Pebiher  260c- Copyright 30s Fages KR 500 Location 505 - Subject 50a - Subject 6558 Genre 8520- Dev,
2| 9780460000000 100005000 Hiistory of the Pe! Var Thurydides ng Londor: 1M Dent %% 80p; Greece Crawiley, Richand, translat Peloponnesian War [Greece 430-404 History BROTH
3 9781600000000 100005001 The World Almanac aNd book oNacts  Janssen, Sarah, editc eng. New York: World Aimanac Books 2019 1008p; L, charts United States Almanacs, American  Ref 0306
4| 9780140000000 100005002 The Actor's book of contdqparary Sigge Shengold, Nina, editteng. New York Penguin Books %7 355p; dhat Meonologues Adting Drama B12SHEN
5 9781580000000 100005003 Tagged Mullen, Diane . eng. Watertown, MA: (harlesbridge s Blp; Graffiti artists Brathers Juwvenile delinquenty Families Fic MULL
6| 9780140000000 100005004 Zapata Xeginbed, John eng. New York: Penguin Books i 38p; il Iapata, Emiliano Sareenplay Mersberger, Robert, editor Drama B12STEI
1| 9780370000000 100005005 Radiance of tomormow Beak, Ishmael eng. New York: Sarsh Crichton Books  c2014 55p; Villages-Siema Leone  Siema Leone - History Histarical fittion Fic BEAH

8
9
n

n

—

Spreadsheet Data does require a MARC Tag and Sub-field Header Row to describe each Column of information, This s va very important
part of importing data from this spreadsheet.

How to Import book records using the above spreadsheet example.

The data contained within the spreadsheet requires all Rows and Columns to be
highlighted for the copying to the clipboard of the workstation being used for any
import.

X

SV LAC new book Imentory Ery Form May 2010 - Bxce
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C I 3 .= fresa) T B 3 -

r, S0t Cabri i k8 E=E g we PingTet Hormber B E voma Bad sood Neutral = X [y E"“””S”'“ E‘V p
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H 9780460000000 100005000 History of the Peloponnesian War Thutydides eng London: JM.Dent a:] Mp; Greece (Crawley, Richard, ransizi Pelopannesian War [Greece: 430404 History 3805THI
3 ‘9781600000000 100005001 The World Almanac and book of facts  Janssen, Sareh, editceng. New Yorc World Almanac Books 2019 108 p; 1L, charts United States: Almanacs, American  Ref. 030 4
4| oemeonooon 100005002 The Actor's book of contemporary stzge Shenzold, Nin, ediveng. New Yorc PenguinBooks ST p: chat Monglogues Ating Dramz E12SHEN
5| oressa00onm 10000501 Tagged Mullen, Diane €. eng.  Watertown, MA: Charlesbridge s Blp; Geafitiarists Brothers luvenile delinguency Families FiMULL
6| oremeonoon0 100005004 Zapata Steingeds,lohn_ eng.  NewYorc PerguinBooks 975 Hp; il Zapatz, Emilizng Sueenpizy Morsberger, Robert editor Dramz EL2STEl
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B
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Highlight the Columns and Rows to be added as new records, once highlighted perform the COPY function, this will
place this data into the Clipboard and making this information available for the Importing function.
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Once the information has been copied and the MARC Import Options have been

setup, click the “Paste from Clipboard” button to begin the Import process.

unter: i} -
| Pgﬁ;‘;:;(;“ }-\ After the Copy to the Clipboard,
select Paste from Clipbard
] Browse
N . Copy and Paste MARC Import Wizard Hi=] E3
ean Hepping fzsrd aut | Watch the15-minute Video
r Clipboard Previe
020a 245a 100a 2401 260a 2600 26l

9780460000000 Histary of the Peloponne . Thucydides eng. London: J.M. Dent c1993
9781600000000 The World Almanac anc Janszen, Sarah, editor | eng. Mew York: ‘World Almanac Books  c2019
9780140000000 The Actor's book of con’ Shengold, Mina, editor | eng. Mew York: Penguin Books c1987

— 9781580000000 Tagged Mullen, Diare C. &hg. W atertown, MA: Charlezbridge c2015
9780140000000 Zapata Steinbeck. John &ng. Mew rork: Penguin Books c1975

9780370000000 Radiance of tomorow | Beah, [shmael

eng.

Mew rork:

Sarah Crichton Books

c2014

— Mapping wizard

“our Fields: MARC Tags and Descriptions Result Set
020a - [} -
2453 o1 A
100a 0102
2401 0103
260a 0104
260b 0105
260c 0106
300a 0107

0108
E50a 0109
E50a 010a LE contral number [MR]
ERDa M0b NUCMC contral nurber (R]
E55a =l |ooe |

Mapping a barcode to tag 852p will add a holdings copy.

L

Map 1:1

Map 1:+

[Elean (term

Finished

This part of importing requires the use of the first row of the spreadsheet that

contains the MARC record Tag and Sub-Field descriptions. Within the

accompanying video the program will present how the “Table list” of the copied

file and its first row of MARC descriptions are to be used to set up the import

structure. This video is more detailed showing how to apply what is needed for a

successful import.
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Importing from a Spreadsheet format:

How this works: (This does require patience when performing this task)

The first column items are to be clicked upon and assigned using the Table that
appears as a One to One or One to Many (this is why the spreadsheet requires
identification of each column listing by a MARC tag and Sub-field which would
include the barcode number column identified as 852p and the Cost of an item
within the cost column with the MARC tag 8529 for importing..

Junter: =
I o Paste From o After the Copy to the Clipboard,
Clipboard :
select Paste from Clipbard
| Browse |
N . Copy and Paste MARC Import Wizard [_ O]
Eegin i apping “fizard Bt - -
Watch the15-minute Video
— Clipbaoard Previ
020a 245a 100a 2401 260a 260b 261
97804E0000000 Histary of the Pelopanne| Thucydides eng. Landon: J.M. Dent =13493
9781600000000 The World Almanac anc| Janssen, Sarah, editar | ena. Mew York: World Almanac Books | c2019
9780140000000 The Actor's book. of con| Shengold, Mina, editor | eng. Mew York: Penguin Books 1387
— 9781580000000 Tagged FMullen, Diane C. eng. W atertonn, M Charlesbridge c2015
9780140000000 Zapata Steinbeck. John eng. Mew York: Penguin Books 1975
9780370000000 Radiance of tamorrow | Beah, lshmael =hg. Mew York: Sarah Crichton Book s c2014

— Mapping ‘wfizard
“r'our Fields: M&ARC Tags and Descriptions Result Set

N 020a - o100 -
2455 o101 2 Ll e |
100a 0102
2401 0103
2602 0104 Map 1:M
2600 0105 |
260c 0106
300a o107
o108 [Elearn (e |
ES0a 0109
E50a 010a LC control nurmber [MR]
Egg: ;I g:ll g‘cj: MUCMC contral number [R] ;I Fimished |

Mapping a barcode to tag 852p will add a holdings copy.

How to Import using data from a spreadsheet. 15-minute Video Help Link

Once the records have been added to their collection, there are a few final steps
needed to add the Holding Codes to allow for proper circulation and location. This
is accomplished using the G4 Catalog Management “Mass Update” option.

LRMS, Inc. Customer Support
Need assistance
G4 Program Help Guides

877-700-5767

10


https://www.lrms.com/help.asp
https://www.screencast.com/t/CTA81lkcCg

Gemesis G4

Mass Update:

This section of the G4 program has many uses for performing large additions or
changes to cataloged records. Using this option and for best results we
recommend using the Tagged record option that pin points the exact records to
be modified using the various options of the Mass Update process.

File Process Previous Menu Main Menu

Start ALL Collections Titles Tagged: 1 - Holdings Tagged: 8558

L S s - M Status: 10065 - A status: 53734 - O Status: 5816
Selection] i -ooskortagged i ]
g itles This Collection Titles Tagged: 0 -- Holdings Tagged: 0

Collection|Reformat Field Data - M Status: 0 - A status: 1514 —- O Status: 0

UNDO Last Action

Change Call Number Prefix \ OT tagged

Insert Call Number Prefi

Change Circulation Code | « fividual Holdings

Using Mass Update options allows for the insertion of
needed Holding Codes to finish the new record
additions when using a spreadsheet file.

To Add or Change a Circ Code:

File Process  Previous Menu  Main Menu
Ch Circulation Cod @
Iwantto ‘ ange Lircuiation t-ode J i ALL Collections Titles Tagged: 0 -- Holdings Tagged: 11
— M Status: 0 — A status: 52698 - O Status: 9
This Collection Titles Tagged: 0 -- Holdings Tagged: 0
\EQUIPMENT j ® Tagged Only — M Status: 0 - A status: 0 — O Status: 0
% Also Tag Individual Holdings For best results Tag the records that

are to be modified

Select the Code to be used as the new
code from this drop down menu.

Change Circulation Code:

FROM -~ \ - TO=>

Select the Blank field to- add a new

he
15157

190 Long Term Circulafior

changed to a new code.
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