VERSO Cataloging Steps  - Adding a Memorial
Use this procedure to add a Memorial listing to a holding.
We will be adding the Memorial listing in the 590 field in the MARC Record in AGCat.  This can be searched and in the “Card” view, the patron can view it as well.  It will be seen and searched by all libraries, therefore it must be coded for each library and named specifically.  
· Find title/record that you want to add memorial listing to

· Click on the title

· Click on “Edit this record”

· Place cursor in the field directly in front of the number immediately below where you would add the 590 field (ex. just in front of the 650)
· MARC Records are in numerical order, so the 590 would be just above a 600, 610, 650, 655, etc.

· Go up to the Tool bar at the top of the screen and Click on “Insert”

· Click on “Field”

· Scroll back down and in the empty field area, type 590 at the far left

· Tab over and in the field area type:

· [ (your library code) (Name) Memorial]  

· EXAMPLE:  [SWKLS Sara McFarland Memorial]

· Click on the Gold Barrel
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