VERSO Cataloging Steps 
Use this procedure to catalog your library materials.
Check SWiftnet database, Cataloging Resources folder and Interlibrary Loan folder to locate a matching bibliographic record before searching on CatExpress
· Use Advanced Searching with ISBN of item in hand

· Change scoping to : All Libraries
· Click on  “Library Location” in blue box

· Click the drop-down arrow next to your library name
· Click on “All Libraries”

· Click Submit
· Check the box for Cataloging Resources & the box for InterLibrary Loan

· Uncheck the box ‘Find it in another Library’

· Pull up match and verify with title/format (switch display to marc format if needed)
· Choose the record with the BEST information
· The IMPORTANT aspect is to choose a GOOD record!
· Always look for a record in SWiftnet first, then look at the others.
· Click on title 

· Click on “Edit this record” 

You are now in AGCat

Add your Local Holdings Information to the existing bibliographic record
· On the tool bar, you will find an icon “HLD” with an arrow. This is the “insert HLD (holdings)” button. Click on this button. A window will pop up with sections to add item information. The pull down lists include your local information. 
· The following fields should be filled in:

· **Barcode **  - Scan in the barcode for your library 
· Material Type
· Current Location
· Permanent Location - Use the Permanent Location only if you have a Current Location which is different, such as “Display. 
· Item Call Number - Enter the entire call number in one long string including prefix, call number, cutter, and suffix. Do not use slashes.

· Cost  - Do not put in a dollar sign :$
· Comment  - Use this if you want to keep an accession number, date acquired, vendor, memorial, gift…

· Circ Note  - Use this field to help you at Circulation, i.e.  6 CDS. This will trigger a warning when you check in and check out. 

· On the AGCat toolbar, find the ‘gold barrel’ and Click to “save to database”

· Close the record.
· Your holdings are now added to the existing bibliographic record
· IF the book is one in a series, go down to bottom of page and find ‘ENUMERATION’

· Type in the series name and the number of the book in the series in the ‘OTHER’ field.

· Ex: Brides of Webster County #4
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