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WEEKLY SHIPPING LIST RECORDS
· Brief records are loaded weekly
· Records are received based on the Marcive profile: 049 code indicates which depository library is ‘profiled’ to receive the record

· FXGX=University Park Campus

· FXNX=Biscayne Bay Campus

· FXNY=Biscayne Bay Campus, dual format materials received in paper
· Holdings records (HOLs) are generated as the records are loaded.

· Sublibrary code is determined by 049 code
· Collection codes are based on the format of the shipping lists:

· US=Paper or Separate shipping list
· USMFC=Microfiche shipping list

· USMRD=Electronic shipping list (for tangible electronic resources)

Note: Since Public Laws, selected only by UP, are forwarded to the Law Library they are loaded with a USLAW collection code.

Since UP is not profiled to receive shipping list records for dual format materials received in microfiche, no HOLs will be created for sublibrary FIUDC. UP would therefore need to create a HOL when microfiche is processed on a shipping list record. Instructions are available from the Cataloging Home Page/Holdings and Items PROCEDURES/Adding a copy in ALEPH: http://www.fiu.edu/~catalog/alephcopy.html

· Ticklers added to records

· Source TKR—used to check records that are not overlaid
· current format: (Source)FCLAyyyymmdd…
· old format: (Source)FCLAmmdd…
· Processing TKR—deleted when materials are ‘processed’

· current format: mtmp UP yyyymmdd & mtmp NM yyyymmdd
· old format: mtmp UP mmdd & mtmp NM mmdd
· Processing

· Confirm location information: 852 field

· first indicator 3=SuDoc call number

· $a [location]=FMFIU
· $b=sublibrary—FIUDC or FIBDC
· $c=collection code

· $h=call number

· Create item record [ALEPH for Dummies http://www.fiu.edu/~catalog/ALEPHdummies.html]
· choose appropriate Material Type

· choose appropriate Item Status

· confirm if document should have a temporary location

· Delete processing TKR

· Things to watch for:
· Possible duplicate records for multi-part items and issues of serials

· Shipping list records for issues of serials should be deleted

· All parts of multi-part materials should be processed on the shipping list record for the first part received. Shipping list records for subsequent parts should be deleted.
NOTE: The Shipping List Service helps to simplify the loading of full records because:

1. location information was confirmed with piece-in-hand

2. item record was created with piece-in-hand.

When shipping list processing is current, there should be no duplicate records for issues of serials or multi-part items and every shipping list record would have an item record.
MONTHLY FULL CATALOGING RECORDS
Processing Tickler:

· Format:
· mrcv UP yyyymm
· mrcv NM yyyymm
· Possible review issues:

· BIB

· 086    $a = 852 3 $h?
· 074 (online)

· online only record → HOL for FIELR…

· tangible record with online access, no separate online record → HOL for FIELR…

· 856 but no 074 (online) → no HOL for FIELR…: indicates online access in addition to separate online record
· HOL

· multiple parts

· appropriate holdings information

· items for all parts

· only active HOL has STA SUPPRESSED: was BIB unsuppressed by update?
· ITEM

· no item record indicates possible overlay problem

Review TKR

This is a new tickler added to records that didn’t match an existing record in the database. That means there is no confirmation the material was received. To confirm if something was received the review process would involve checking the shelf.
· Format:
· mrcv UP yyyymm review

· mrcv NM yyyymm review

· Material received
· create/correct HOL

· create/correct Item Record

· remove processing TKR

· unsuppress record if necessary

· Material not received

· develop policy of how to treat
· note in BIB?

· use HOL $x for note?

Possible reasons for no match:

· newly cataloged serial

· retrospective cataloging

· bad/no match point, record should have overlaid another record
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