Checking Prefixes in Cataloging

1) In Cataloging, open a holdings search. Enter your criteria (see below) and press Enter or click

Search.

sure it is lower case!)

Overtype “Anywhere” with - Saarch For: | Holdings |
“852#k” (no quotes; make \ |

Type an asterisk to
get all items with a
prefix in the 852#k
field.
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2) When your search comes up, click “Call Number Prefix” at the top to sort the list.
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If there are only a few prefixes that are different, it’s probably just as quick and easy to go in and
change them individually. If, however, you have a number of them, you can change them
globally:

1) First, select the items you wish to modify.

? [~ FROF 937 Fom KATZ S5CT TKATZ00030809 04020500
? [ Ref 940,53 Fod KATZ S5CT TKATZ0000001 4 020920
2 |[+ Ref 912 Fan KATZ S5CT TKATZ00000015 020920
[ Ref 940,53 Bau KATZ SCT 1KATZ00000042 020920
74 " |[+ Ref o0 Kin KATZ SCT 1KATZ00000045 020920
75 |[w Ref 503 Mac KATZ S5CT TKATZ00000067 1 020920
76 |[w Ref 959.704 b ai KATZ S5CT TKATZ00000073 020920
7 [ Ref Th1.422 Bla KATZ S5CT TKATZ000001 34 020920
? [ Ref 751.45 Bla KATZ S5CT TKATZ000001 35 020920
73 [ REF 123 WER KATE S5CT TKATZ00030001 020920
a0 |- REF 423 MER KATZ SCT 1KATZ000:30002 020920
a1 |~ REF 423 BEA KATZ SCT 1KATZ000:30003 020920
g2 |[C REF 423 Doy KATZ SCT 1KATZ00030004 020920
g3 |[T REF 123 AME KATZ S5CT TKATZ00050345 020920

? [~ REF 03 WiR KATZ S5CT TKATZ00003000 03100900

2) Click your right mouse button in the upper pane and choose Find. — select Al !

Deselect al

Delete Selected Records
Undelete Selected Records

3) Type in the text you wish to replace in the “Find” box. You can also Prink Selected Recards

specify a field/subfield in which to look. Purge Deleted Records
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(3) Type in the text with which you wish to replace the old text. Click Replace All.

The program will cycle through and replace the items in

question. Depending on how many items you’re
)

]

replacing, it may take awhile. When it is finished, it
will tell you so. .

Y'our zearch haz completed: 8 found, 3 replaced

Suggestion: As soon as you’ve completed the replace,
open a record to see if it did what you want. Don’t do anything else until
you’re sure it’s right! If it isn’t — click Undo Find/Replace on the Edit
menu and try again!
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Repeat for other prefixes — and don’t forget to do the same search again o Dukate.. CtrD
in the bibliographic records! (NOTE: In order to see your call numbers 4 Bbliographic R
for bib records, you may have to make a modification. See “Modifying |~ Heldings r
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