Using CatExpress to Catalog in VERSO
If you do not find a match for a record in VERSO, you should go to CatExpress to download the record. EXCEPTION: Records in VERSO tagged with zzbriefbib in them are brief records and you should not attach your holdings to these. Go to CatExpress to download the record as you normally would if you search and find a ZZZbriefbib record in VERSO.
Searching For Records on CatExpress

1. Go to http://connexion.oclc.org/ from your internet browser, or click on CatExpress from VERSO.

2. Enter your Authorization Number and Password (it is not necessary to enter the dashes in the number) and Logon
3. Click on Search
4. Enter the ISBN of the item if you have one. Make sure the radio button next to “Standard Number” is selected. If you do not have an ISBN, enter the first few words of the title. If all else fails, enter as many keywords describing the item as you can, or select “Advanced Search.” Hit Search (ISBN is the preferred method)

5. If your search brings up more than one record, you will need to examine the item in hand, particularly the title page. If you are cataloging a book, pay attention especially to the number of pages (there are often records for several different versions, including large print). Select the record that best matches the item in hand. If none match closely enough, contact SWKLS for help.

6. When you find the correct record, click on Edit Record
7. Enter the following information in the CatExpress entry screen (explanation follows). This example uses a record for a book, the most commonly cataloged item.
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OCLC Holding Library Code (049 $a): Set by default. This code identifies the item on OCLC as belonging to your library. It is also used to transfer your holdings to the KLC. Do not change.

Price (020 $c): LEAVE BLANK

Call Number Class (099 $a): Enter the Call Number Class (E, Fic, F, 917.1). This is usually the first part of your call number. [If you leave this blank it will default to a format of 917.1/002/02]). 

Cutter (099 $b) Enter the Cutter (PAT, P, Patterson), usually the second part of your call number. 

Location (852 $a): This is the name of the institution holding the item; in this case, it is your library name. Set under General ( Admin ( Preferences. CatExpress requires a value in this field.

Sublocation (852 $b): This field is used for the Location in VERSO which must be entered exactly as is shown in the table for your library. See Location Table for values. For example, the code for Adult Fiction for Stevens County Library is AF. To see a list of your library’s locations, go to Staff Menu ( Cat Admin  ( Load MARC ( Item Generation Setup. Next to Mapping Name, select Lookup… and then select CatExpress. Click on Modify Location Table to see a list of your library’s locations.
Shelving Location (852 $c): This field is used for the Material Type in VERSO which must be entered exactly as is shown in the table for your library. See Material Type Table for values. For example, the code for an item that is a Book for Stevens County Library is BOOK. To see a list of your library’s material types, go to Staff Menu ( Load MARC ( Item Generation Setup. Next to Mapping Name, select Lookup… and then select CatExpress. Click on Modify Material Type Table to see a list of your library’s locations.
Class (852 $h): Enter your entire call number in one long string, including any prefix, call number class, cutter, and suffix. Do NOT break your call number down into separate fields. Do NOT use any slashes in your call number. The first thing you put in this field will determine how the call number is filed in the system. For example, the call number for an adult fiction book by Maeve Binchy for Stevens County Library would be AF Binchy.
Cutter (852 $i): LEAVE BLANK. Enter the cutter in the Class (852 $h) 

Shelving Control (852 $j): Enter the price of the item without the dollar sign
Barcode (852 $p): Enter the Barcode on the item.

Public Note (852 $z): Use this field to enter in notes about the item that are only of interest to staff, such as the Vendor and the Date Acquired.

8. When finished entering all information click on Save To Catalog.

9. After all items are cataloged in the current session, select Other Options then Download Export Files. Select the records you wish to download and save them to your download file on your desktop.
LEAVE ALL OTHER FIELDS ON THIS SCREEN BLANK. THEY WILL NOT BE TRANSFERRED TO VERSO.

To Load Records Into VERSO (usually available the day after cataloging):

1) Click on CATAdmin

2) Click on MARC Import
3) Click on BibTool Admin

4) Select “New” and find the file you just downloaded from Connexion
5) Click on Start Upload 

6) Click on Submit and wait a few minutes.  A status of “Completed” indicates that the records have been added to VERSO.
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