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Part 1 – General Matching Guidelines for Software and Video Games 

A. Searching 
1. In the Koha Staff Client, go into the Cataloging module and enter your search term(s) in the 

Cataloging Search box. You may search for records using the search boxes outside of Cataloging 
or the Advanced Search; however, instructions in the Linking Manual will assume that you are 
searching from Cataloging.  

2. First, search using ISBN or UPC if it is available. Do not assume that there is no matching record 
if your ISBN search yields no results. 

a. Tip: UPC number is searchable (and scan-able) preceded by double quotation marks or 
either bracket symbol (“, [, ]). Ex: “024543275329 or [024543275329 or ]024543275329 

3. If there is no ISBN/UPC, or if your ISBN/UPC search yields no results, then search by title. Include 
author if necessary.  

a. WARNING: Titles have not always been entered consistently, especially for audiovisual 
materials. Be sure to search all variations of a title found on the item.  

4. By default, Koha will search for all terms entered into the search box. In Cataloging, you can 
combine search terms using AND, OR and NOT. Use the following qualifiers if needed:  

a. Title ti:  
b. Author au:  
c. ISBN isbn:  
d. UPC “full 12-digit UPC  

i. Search UPC as phrase preceded by a double quotation marks or either bracket 
symbol. UPC number is also scan-able if preceded by a quote or either bracket 
symbol. 

 
B. Matching 
You may be able to determine a match from the Search Results screen. If not, click on the title to view 
the full bib record. Note: You will be taken to the MARC record. To get to the non-MARC display, click the 
Normal tab on the left side of the screen. Verify that the record you have found matches the item-in-
hand  
 
Author 
Must match author (if present) on label (for audiovisual materials). If author does not match but 
everything else does, check to be sure that the author’s name is not a pseudonym. There may be minor 
variations in the author entry, such as the lack or presence of a middle initial or birth and death dates. If 
minor variations are present, consider it a match. If a more variant form of the name is used, check that 
all other information matches before linking your item. 
 
Title 
Must match the title on the label (for audiovisual materials). If the title in the record does not match the 
title on your item, check your item for container titles to see if the record might be a match. The GMD, if 
present, should always match your item. For example, [electronic resource] should be on all records for 
software or video games. 
 
Publisher and Publication Date 
Copyright date should be used only if publication date is not present. Ignore copyright renewal dates 
(e.g., “copyright renewed c1966, c1972”). 
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Description 
For audiovisual materials, the number of items in the description must match approximately.  
 
ISBN/ISSN 
Match not required. The presence or absence of a matching ISBN does not – by itself – confirm or 
disallow a match. Always check the imprint. 
 
Edition 
Must match, although keep in mind that edition may not always appear on the bibliographic record. 
 
Notes (Part of Descriptions tab) 
Notes are useful for matching audiovisual materials. See detailed guidelines in this section. 
 
Series 
Match not required. May be useful for matching, if available. 
 
UPC and VIDEO # (Note: These fields do not display in the Normal view. Click on MARC view tab.) 
Match not required, but may be useful if available. Check 024 fields for UPC number. Check 028 for 
publisher/distributer video number. Numbers may appear on container or disc surface. 
 
Missing Information 
If any information is missing from the record, you may assume that it matches your item if the rest of 
the information that is there matches. 
 
C. Linking 
If the item-in-hand and the bibliographic record match, then link your copy to the bib record. For 
specific instructions regarding multi-part items, see Part 3 below. 
 
D. Errors in the Bibliographic Short Entry Record 
If the record is a match, but the title or another field was entered incorrectly, please report the problem 
bib record. 
 
E. Multiple Matches (duplicate records) 
If two or more records are found, determine which record is the best match. 
 

1. If one record is a full MARC record and the other a BSE, always link to the MARC record. See 
number 3 below. 

2. If the duplicates are two BSE records or two full MARC records, then link to the record with the 
most copies. 

3. Please report duplicate bib records so they can be reviewed and merged if necessary. See 
Section XV for further guidelines regarding reporting duplicate records. 

4. If you cannot determine which record is the correct match, fill out the Report Problems with Bib 
Records form to ask Madison TS staff for assistance. 

 
F. Multi-part materials 
You will have to determine whether the item-in-hand should be linked on one bibliographic record or 
multiple bibliographic records (e.g. will it circulate together or separately). See Part 3 below. 

https://www.tfaforms.com/399462
https://www.tfaforms.com/399462
https://docs.google.com/a/sclsstaff.info/forms/d/16XA9g-BPduhKZcTj6RwC2QTorLjwiSqHVBgcD3y0JKA/viewform
https://www.tfaforms.com/399462
https://www.tfaforms.com/399462
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G. No Match 
If no match is found, you will need to create a brief bibliographic record. See Part 5 below. 
 
Multi-Part Items: If you do not find a match, in most cases you will fill out a pink “Multi-Part Items” form 
and send it to Madison Technical Services. They will then do the necessary “cloning” and let you know 
when you may link your item. See Part 4 below. 
 
H. Missing Parts 
This section only applies to multi-part sets where a required match point is missing. 
 
Part missing, stand alone: If a part is missing from a multi-part set and the remaining item can be used 
without the other part, follow the searching and matching procedures and look for another matching 
record. For example, often the book issued with a CD-ROM/book kit is a standard book. If there is no 
match in the system, the library may enter a PERM record for the item. If a new record is entered, put a 
note such as the following in the Notes field: “Originally part of a CD-ROM/book kit. See Biblio # 
_______.” The Biblio # entered should be that of the original CD-ROM/book kit. 
 
Part missing, not stand alone: If a part is missing and the other part(s) is intended to circulate only with 
the missing piece (e.g., CD-ROM is clearly marked that it has accompanying material), the library should 
either withdraw the item or move it to a Generic (GEN) record. 
 
I. Exceptions 
Fill out the Report Problems with Bib Records form if you have questions about exceptions to these 
guidelines.  
 
J. Resolution of Conflicts 
If another library has linked a title differently than outlined in the guidelines above, notify Madison TS 
staff by filling out the Report Problems with Bib Records form. 
 
The ultimate decision for linking titles/items will rest with the cataloging agency. They will try to 
accommodate these guidelines as best as possible with the availability of cataloging records on OCLC. 
Libraries will agree to abide by the cataloging agency’s decisions and move copies and/or repackage 
items as necessary. 
 
K. Levels of Cataloging 
See the Levels of Cataloging policy for specific information regarding what types of items receive MARC 
cataloging and what types of items should have PERM or Generic records. 
  

https://www.tfaforms.com/399462
https://www.tfaforms.com/399462
http://www.scls.info/ils/policies/cat/levelsofcataloging-policy.html
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Part 2 – Detailed Matching Guidelines for Software and Video Games 

A. Source for Matching 
Use the label on the item and the container. 
 
B. Matching 
When linking computer software or video games, the item-in-hand should match the information in 
most fields on any record found in Koha. The following elements must always match:  

 Publisher 

 Version of the software program (version 2.1, etc.) 

 Make of computer needed to run software (Mac or Windows) 

 Video game system/platform needed to run software (Nintendo Wii U, Nintendo 3DS, 
PlayStation 4, etc.) 

 Amount of memory required 

 Name of the operating system required and any system and hardware requirements 

 Number and format of discs or cartridges 
 
See examples of these fields below: 
 

TITLE:  Ghostbusters [electronic resource]. 
 PUBLISHER: Activision Publishing, Sony Interactive Entertainment Inc., [2016] 
 EDITION: PlayStation 4. 
 DESCRIPTION: 1 computer optical disc : sound, color ; 4 3/4 in. 

NOTES:  System requirements: PlayStation 4; 4 GB hard drive space; Dualshock 4. Dolby  
  digital; DTS digital surround. Blu-ray disc. Online features require an account  
  and are subject to terms of service and applicable privacy policy. 
  Number of players: 1-4. ESRB rating: E10+ (everyone 10+). Comic mischief,  
  fantasy violence. 

 
 TITLE:  Instant immersion. Spanish : level 1-2-3 [electronic resource]. 
 PUBLISHER: Topics Entertainment, c2013. 
 EDITION: [DVD-ROM Windows and Macintosh versions] ; Family edition. 
 DESCRIPTION:  1 DVD-ROM : sound, color ; 4 3/4 in. + 1 videodisc (4 3/4 in.) + 1 MP3 sound disc  
   (4 3/4 inches) + 1 pocket phrase guide (18 cm.) 

NOTES:  System requirements (PC): Microsoft Windows XP/Vista/7/8, 960x600 color  
  display, sound card, DVD-ROM drive or Internet access for installation,   
  microphone (recommended), DVD player/drive for video disc. 

   System requirements (Macintosh): Intel Mac OS X 10.6-10.8, 960x600 color  
   display, sound card, DVD-ROM drive or Internet access for installation,   
   microphone (recommended), DVD player/drive for video disc.  
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Part 3 – Guidelines for Multi-part Software and Video Games 

There are a few situations when an exact match may not be necessary. These are described below. 
 
A. Unrelated Software Programs Packaged Together 
Sometimes unrelated software programs or video games are packaged and purchased together. Each 
package should be linked separately if each part can stand alone. Keep in mind that any item linked to 
an existing record must match exactly. Create new BSE records for each title when no match is found.  
 
For example, each title in the following video game sets is entered separately in Koha: 
 

Batman, return to Arkham. Arkham asylum was packaged with the following program: Batman, 
return to Arkham. Arkham city, which was another complete software program. 

 
A set of children’s software called Nancy Drew. Double dare 4 consisted of the following 
software titles: Nancy Drew. Mystery #12, Secret of the old clock and Nancy Drew. Mystery #13, 
Last train to Blue Moon Canyon. Each piece of software came with the accompanying picture 
book. 

 
B. Related Software Programs Packaged Together 
If related, but separate software programs are purchased as a set, they should be circulated separately 
as long as each program can be used on its own and is not dependent on any other disk in the set for 
operation. It is OK to link these to an existing record if there is an exact match.  
 
If there is no match and the items will circulate separately, fill out a pink “Multi-Part Items” form and 
send it and the set to Madison Technical Services. If the items must circulate together (see examples 
below), create a new BSE. Enter the title common to all of the software in the Series field.  
 

The 2000 Sim Mania Pack included the following titles: Sim City, Sim Tower, Sim Isle, Sim Safari, 
Streets of Sim City, and Sim Copter. Each title was linked to an existing record in Koha. 

 
The set Microsoft Encarta Reference 2002 had 9 separate discs. Eight of the discs matched 
existing titles in Koha (e.g., Encarta Africana). However, there was one installation disc that was 
necessary for each of the CD-ROMs to work. It was not possible to link these to individual 
records. 

 
C. Non-Pertinent Software 
If a CD-ROM software package comes with an extra or bonus CD/CD-ROM/DVD-ROM or booklets/sheets 
for online bonus materials which is not part of the main program, it is not necessary to consider the 
extra CD for matching or for the creation of BSE records.  
 
Examples include advertising booklets/sheet or access code sheets for online bonus materials. Note: 
Access code sheets for online materials tend to be designed for a single user and typically require online 
registration. It is advised not to circulate these with the main program. If your package has a “bonus” CD 
and you find a record for everything but that CD, consider the record a match. If you need to create a 
BSE record, do not put in any information regarding the “bonus” CD. It is OK to circulate the bonus CD 
with the rest of the software. You may wish to put something in Non-Public Note field in the item record 
regarding the lack or existence of a “bonus” CD. 
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D. Missing Accompanying Material 
If the record in the system includes accompanying material that is not crucial to the operation of the 
software, and your item does not include that accompanying material, it may be OK to link to the 
record. For example, Oregon Trail II comes with a videorecording. If your item is missing the 
videorecording, it would be OK to link to the existing record. Be sure to include a Non-Public Note on the 
item record, which indicates that the item circulates without the videorecording.   
 
If you have purchased or received a videorecording, or other type of material, with the software, it 
should be circulated as a set. It is not appropriate to separate pieces and link them separately. 
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Part 4 – Multi-Part Software & Video Games: Finding a Match  

 
Once you have determined if a multi-part item should be linked separately or together, use this section 
as a guideline to determine if a record(s) found in Koha may be considered a match. For instructions on 
how to link items to bib records, see Section XII. 
 
A. Non-Serial Multi-Part Items Circulated Together 
1. Match found, one record 

There will be one record in the database with an indication in the Description field that this is a 
multi-part item (e.g., 2 discs). Link your item to this record. 

 
2. Match found, multiple records 

If a bibliographic record is found for each part, but the items should be circulated together, fill out a 
pink “Multi-Part Items” form indicating that multiple records are in the database. Send the form to 
Madison Technical Services. Wait for notification from Madison before linking your item. 

 
3. No match found 

Create a new Bibliographic Short Entry. Be sure to indicate in the Physical Description field the 
number of items in the multi-part set (e.g., 2 discs) 

 
B. Non-Serial Multi-Part Items Circulated Separately 
1. Match found for each part 

A match is indicated by a volume or part number or part title in the Title field. Each record will 
indicate the total number of items in the Description field. The Notes in the Descriptions tab may 
have information about the other parts. Link each part to the corresponding bibliographic record. 

 
2. Match found—one record for all parts 

a. Software that is more than 5 years old, including CD-ROMS/DVD-ROMS, video games 
and interactive multimedia: Link each item to the one record with separate barcodes. 

b. Software that is 5 years old or newer, including CD-ROMS/DVD-ROMS, video games and 
interactive multimedia: Fill out a pink “Multi-Part Items” form and send it to Madison 
Technical Services. If possible, attach the appropriate photocopies for each piece in the 
set. Wait until notification from Madison before linking the items. 

c. Reference item, including encyclopedias: If this is a non-circulating reference item, the 
library may link just one disc. Add the item to the existing record. Be sure to include all 
of the volumes in the Copy Number field on the holdings record, e.g. v. 1-15. 

d. Computer software/video games: If a match is found for each software/manual set, it is 
OK to link them. 

 
3. No match found 

Do not create a BSE entry. Fill out the “Multi-Part Items” form and send the form, along with the 
entire item (including all original packaging) to Madison Technical Services. Wait until notification 
from Madison before linking the items. 

a. Non-circulating reference item, including encyclopedias 
If this is a non-circulating reference item, the library may link just one volume. Fill out 
the “Multi-Part Items” form and send the form, along with the entire item (including all 
original packaging) to Madison Technical Services. Indicate that only one volume is 

http://www.scls.info/files/ils/manuals/linking/sxii-linking.pdf
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being linked on the form under COMMENTS. Wait until notification from Madison 
before linking the item. 

b. No match found, local materials and government documents 
Link the items following standard BSE guidelines.  
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Part 5 – Software and Video Games Bibliographic Short Entry 

 
You will create Software BSE records for linking software and video games. Create a PERM record for 
software 5 years old or older, unless it can be linked to an existing record. (See Section IV.) 
 
When entering a new software record, use the item label as the chief source of information.  The 
container can be used for secondary information and/or in the absence of an item label. 
 

1. Go into Cataloging by clicking the Cataloging link on the home page. 
2. Click the New Record button and select BSE: Bibliographic Short Entry. 
3. Fill in the fields as follows:  

 
000 LEADER 
Click in this field. It will auto-populate with data necessary to index the record properly. Do not edit this 
information further or enter any other information. 
 
010 LIBRARY OF CONGRESS CONTROL NUMBER (LCCN) (not present on video games) 
Always enter the LC card number if available. Enter the number as it is on the item including the hyphen. 
Include all letters that accompany the LC card number, including all for digits for the year 2000. 
 

86-1234 
gb87-5678 
90-90/AC 
2000-17311 

 
020 ISBN (multi-value) 
Always enter the ISBN, if available, on the item. Do not include hyphens or spaces. The ISBN should 
always be entered with ten or 13 characters. If the last character is the letter x, enter it is an uppercase 
X. The ISBN may be taken from anywhere on the item. 
 

0-8389-3211-8: enter as 0838932118 
 
Click the + symbol next to the ISBN field to add additional lines for multiple ISBNs. 
 
022 ISSN (not present on video games) 
If your item has an ISSN, enter it here. Otherwise, leave blank. 
 
024 OTHER STANDARD NUMBER (UPC, ETC.) 
UPC NUMBERS: If the only standard number that appears on your item is a UPC code, then enter the 
UPC code in this field. Enter the complete 12-digit code. (Example in bold below.) 
 
 Other standard number (UPC, etc.): 097360748444 
 
028 PUBLISHER NUMBER MUSIC OR VIDEO NUMBER (Software or Video game number) 
If a publisher number is found on the item, enter it as it appears on the item including all alphabetic 
prefixes and suffixes. If there are no standard numbers available, enter the following in the NOTES field: 
No ID #s. 

http://www.scls.info/files/ils/manuals/linking/siv-genperm.pdf
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100 a AUTHOR  
Enter AUTHOR in one of the formats below: 
 

PERSONAL AUTHORS: Enter last name, first name and middle name or initial. 
 

Button, Jim 
  

CORPORATE NAMES: Generally, enter in direct order. 
 

Microsoft Corporation 
 
245 TITLE (required) 
Use the title that appears on the item label. You should never enter a record with no title or if the title is 
unknown. Variant titles can be entered in the field ADDITIONAL TITLE. 
 

CAPITALIZE only the first word of the title and any proper nouns. (Example in bold below.)   
 

Where in the world is Carmen Sandiego? 
 

INITIAL ARTICLES: Enter all initial articles, including foreign initial articles. 
 

GMD: For all software (floppy, CD-ROM, DVD-ROM, and video games) use the GMD [electronic 
resource]. Enter the GMD in the GMD subfield under TITLE. The GMD should always be in 
lowercase letters. (Examples in bold below.) 

 
Title: Sargon III 
GMD: [electronic resource] 

 
SUBTITLES: Include subtitles if available. Enter subtitles in the Sub-title subfield under TITLE. 
Subtitles should always be entered in lowercase letters. (Examples in bold below.) 

 
 Title: Material world 
 Sub-title: a global family portrait 

 
VOLUMES AND PART NAMES: Enter any volume information in the Volume number subfield 
under TITLE. If the volume has a separate title, enter that title in the Name of part subfield 
under TITLE. (Examples in bold below.)  

 
 Title: Age of Empires 

Volume number: Volume 2 
 Name of part: The age of kings 

 
246 ADDITIONAL TITLE  
Enter any variant titles which may be useful for identifying the bibliographic record. Include spelling 
variants and alternative titles (including those found elsewhere on the item) if patrons or staff are likely 
to use them as access points.  
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PARALLEL TITLES: If a title is on the item label in more than one language enter the first title as it 
is on the item in the TITLE field. Enter the parallel title in the ADDITIONAL TITLE field.   

 
250 EDITION 
Include the version or platform versions of the software in the edition field. The version does not go in 
the title field.  Also add DVD-ROM or CD-ROM in as appropriate. (Example in bold below.) 
 

Title: Sims 3 : University life  
 GMD: [electronic resource] 
 Edition: CD-ROM 

 
GAMES: Enter the game brand and version in brackets. (Examples in bold below.) 

 
Title: LeapFrog Leap 1, Reading 

 GMD: [electronic resource] 
 Edition: [LeapPad] 

 
 Title: Happy Feet 
 GMD: [electronic resource] 
 Edition: [Nintendo Wii U] 
 
 Title: Spider-Man 
 GMD: [electronic resource] 
 Edition: [PlayStation 3] 

 
260 b PUBLICATION: Publisher (required) 
Enter in the Name of Publisher subfield under PUBLICATION. Give publisher in the shortest form in 
which it can be understood and identified. If there is no publisher on the label, but there is one on the 
container, use the publisher from the container. 
 

ON ORDER: If the item is on order and the publisher is unknown enter the following in the 
publisher field: oo 

 
260 c PUBLICATION: Publication date (required) 
Enter in the Date of Publication subfield in the PUBLICATION field. Always give the date of publication or 
distribution if available. In the case of multiple dates, choose the latest date found on the label. If there 
is no date on the label, but there is one on the container, use the container date, but put it in brackets.   
 
300 a PHYSICAL DESCRIPTION: Collation (required) 
Enter in the Collation subfield under PHYSICAL DESCRIPTION. Enter the number of physical units. Use 
the appropriate description for the format of the item. 
 

3 CD-ROMs OR 3 computer optical discs (indicate CD-ROM requirements in NOTES field) 
1 DVD-ROM OR 1 computer optical disc (indicate DVD-ROM requirements in NOTES field) 
 
GAMES: Enter the number of data storage devices:  
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For Leapfrog software: 1 cartridge OR 1 computer disc cartridge 
For Playstation Vita: 1 SD card OR computer chip cartridge 

 
ON ORDER: If the item is on order and the collation is unknown, leave the number portion blank 
but indicate if it is a computer disc cartridge or CD-ROM. 
 

300 c PHYSICAL DESCRIPTION: Dimensions (required) 
Enter in the Dimensions subfield under PHYSICAL DESCRIPTION.  
For CD-ROM and DVD-ROM discs use 4 ¾ in.  
For LeapFrog software use 1 ¼ in. x 1 ½ in.  
For any other type of game, supply the dimensions. (Examples in bold below.) 
 
 Title: Street Atlas USA 
 Collation: 1 CD-ROM 
 Dimensions: 4 ¾ inches 
 
 Title: LeapFrog Schoolhouse, Reader Rabbit. Sam’s sweet surprise 
 Collation: 1 cartridge 
 Dimensions: 1 ¼ in. x 1 ½ inches 
 
Note: Some LeapFrog cartridges have different dimensions. Other examples: 
 

1 ½ x 2 ¼ x ½ in. 
1 ½ x 2 ¼ in. 
1 ¼ x 1 ¾ x ½ in. 
1 ¾ x 1 ¼ in. 
 

 Title: Rayman origins 
 Collation: 1 SD card [OR 1 computer chip cartridge] 
 Dimensions: 7/8 x 1 ¼ inches 

 
If the item consists of more than one media type and they differ in size, give the smallest size and the 
largest size separated by a hyphen. 
 

Dimensions: 2 ¼-4 ¾ in. 
 
300 e PHYSICAL DESCRIPTION: Accompanying material 
Enter in the Accompanying material subfield under PHYSICAL DESCRIPTION. Enter accompanying 
material following a + (plus) sign. (Example in bold below.) 
 

Accompanying material: + release notes  
 
500 NOTES 
Give the following information in this order: 

1. make of computer need to run the software 
2. name of operating system 
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3. amount of memory required 
4. name of the operating system 
5. software requirements 
6. necessary peripherals 

 
Separate data elements by a semicolon and precede information with the phrase System 
requirements. (Example in bold below.) 

 
Notes: System requirements: For PC: Windows XP SP2 or Windows 7; 2 GB RAM; 9.6GB hard 
drive space; 128 MB video card. For Mac: Mac OS X 10.5.7 Leopard or higher; Intel Core Duo 
processor; 2 GB RAM; 9.6 GB hard drive space; 128 MB video card.  

 
DVD-ROM: Add a note for DVD-ROMs as follows: DVD ; DVD-ROM player on computer 
required. 
 
GAMES: Enter a note describing the use, such as this example for Nintendo Wii U:  Nintendo Wii 
U game system; Wii U gamepad; Wii remote, Miiverse, downloadable content. 
 
For Xbox 360 Kinect: Xbox 360 with NTSC designation ; 1 MB to save game ; HDTV 
720p/1080i/1080p. 
 
Xbox live system requirements: paid subscription ; internet access may be required for some 
features, online multiplayer.  
 
Kinect: Kinect sensor required; in-game avatar; user generated content; activity level: active. 
 
NO SYSTEM REQUIREMENTS: If there are no system requirements printed on the packaging, put 
the disk in a PC and check the README file. If there is no README file, put the following in the 
NOTES field: System Requirements Not Available.  
 
LOCAL HISTORY MATERIALS: If the item is a local history material and will receive the value Local 
in the TYPE field, it is optional to enter suggested subject headings in the NOTES field. You may 
choose headings from the list in Appendix D of this manual, or you may suggest your own 
headings. 

 
599 a TYPE: Format type (required) 
Choose the correct option from the drop-down menu in the Format type subfield under TYPE. See the 
Levels of Cataloging policy to see which types of materials receive full MARC cataloging. 
 

Software: This is a new software title in the database and it requires MARC cataloging. 
 
Perm: This record does not require MARC cataloging. (Example: Software 5 years old or older.) 
 

599 c TYPE: Library 
Select your library from the drop-down list in the Library subfield under TYPE.  
 
700 a ADDED AUTHOR  

http://www.scls.info/ils/policies/cat/levelsofcataloging-policy.html
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Enter any additional authors not entered in the AUTHOR or NOTES fields if they would be useful for 
identifying the work. Follow the guidelines for the AUTHOR field for entering added authors. 
 
830 SERIES TITLE  
Enter series titles as they are found on the item.  
 

If a series is numbered, enter the series number in the Series Volume number subfield under 
SERIES TITLE. 

 
Substitute Arabic numerals for Roman numerals. If the part designation is a # sign, use that on 
the record.  Use the following standard abbreviations for part designations if you choose not to 
spell it out (abbreviations are no longer required): 

 
part designation   abbreviation 
book     bk. 
chapter     ch. 
episode     ep. 
number     no. 
part     pt. 
program    prog. 
supplement    suppl. 
volume     v. 

 
Saving your record 

1. When finished, click the Save button.  
2. Create a new item record and link your item (see Section XII). 

 

http://www.scls.info/files/ils/manuals/linking/sxii-linking.pdf

