1. OPALS Tutorial Cards — Z-Import

To Find and Download MARC Records (Z-Import):
Login (top right hand corner)-> enter username & password

1. Make sure that the title is not already in your database by searching for it
in the OPAC.

2. Ifitis, use the "add another 852 holding to an existing record" found
above on the “Manual Entry Tutorial Card”

3. If the record is not in your database, Select Items>Z-Import from the main
menu.

Circulation Administration
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4. Choose the MARC database you wish to search from the pick list:
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5. Choose search field, the ISBN field is most reliable.
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http://www.opals-na.org/help/#Marc_Editing

6. Type information in the keyword(s) box. Click Search.
7. Click on appropriate title.
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Title Author Number of Pages Publisher Pub. Date

Mews on the job @ Toor, Ruth, p. cm. |American Library Association, 2007,

Records 1-1 of 1
8. Edit MARC record, if necessary.
[ Szve ][ Print | [ AddField | [ DeleteField | [ Add Subfield | [Delete Subfield]

PR

1001 a Toor, Ruth
o 1933-

24511 |0 |a MNew on the job
b a school library media specialist's guide to success
¢ Ruth Toor, Hilda K. Weisburg.

260 a Chicago
b American Library sssocistion
c 2007,

263 a 0ell

300 a p.cm.

5044 a Includes hibliographical references and index.

505 (0 a Your philosophy -- Getting the job -- Finding your way -- Getting yourself organized -- Reaching your students -- Reaching you

650 0 | a School librarians
z LUnited States
v Handbooks, manuals, etc.

9. Be sure 852 is complete. You will want to check the call number and make
sure that a barcode is in subfield p.

[ Sawve | [ addField | [ Delete Field | [ Add Sukfield | [Delete Subkfield|

Handbooks, manuals, etc.

School libraries

United States

Handbooks, manuals, etc.

Instructional materials centers
United States
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Library science

“ocational guidance

United States.
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10. Click “Save.”
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