NONFILING CHARACTERS — DETECTION AND REPLACEMENT

1. Open Catalog =

M3
Cataloging

2. Search for all items in your catalog. Be sure to
search for Bibliographic records, and change
the search parameter to “Anywhere.” Type an
asterisk (*) in the search box to return all
records in the catalog. Click Search (or press
Enter.)
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| ] Search I Clear |
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. . . File Edit Vi Hel
3. Click the “Title” bar to sort the list B e P
of results by title. \
> Title h | Remainder OF Title Author

[T Counterattack :

the West's battle against t Dobson, Christopher.

| LD 2|

[T The truth about the Panama Canal /

[T The Gemman-Soviet pact. August 23, 1 a nonaggression pact prep Grant, Neil
[~ School librarian's encyclopedic diction:

Kitchel, Denison.

Marzhall, Faye Dis,

Scroll through your list to find items that are not sorting correctly. Titles that may have incorrect

nonfiling parameters include those beginning with “A,” “An,” or “The.” In addition to these, however,
you may also find titles that have an extra space in front of it, or some with quotation marks, dashes, or

ellipses.
File Edit ‘Wiew Help

Extra space e Title | Remainder OF Title Author Publisher alication [

1 i Askthe bones: zoary staries fram around £ Wiking. 19493,

2 = "ourtather's not coming home any me tesnagers tell how they su Jackzon, Michael, Richard Marek Publizhe 1987,
Quotes 3 |[ -if you were there when thekigned th Lewy, Elizabeth, Scholastic, 1992,

4 A 1.2 3tothe zoo/ Carle, Eric. Philamz! B ook, [1982].
Dashes — & |[T 1.007 tacts about rocks and minerals / Fuller, Sue. Dk, 2003,




5. When you find File Edit Wiew Help

titles that are
sorting incorrectly,

select them in a Title Remainder Of Title Author
sequence by g44 | [w* The clue of the hiszing serpent, Driwon, Franklinw,
F"Cking the fil’S.t 845 |V The code talkers Amencan Indians inWorld Daily, Robert.
item, then h(_)ldmg 846 |[w* The Doubleday Roget's thesaurus ind
dOgVﬂIFhE.Shlft kel'?/ 847 |[W The girl who could Fy / Hookz, William H.
|a8r.]St ;:telfn.m'lghzn the 848 |W The airl who could Fiy / Hook.s, William H.
system will select 845 |[W The girl who spun gold / Hamilton, Yirginia.
all the others in 850 |[w* The graduation of Jake Moan / Park., Barbara.
between as well. 851 |V The graduation of Jake Moon / Park., Barbara.
852 |[w* The inzide-outzide boak of W ashingtor bunmo, Rosie.
883 |V The lroquois / [aines, Richard,
854 |[w* The [ragquais Indians / Lund, Bill,
885 |V The patchwork gil of Oz / Baurn, L. Frank
856 |[w* The patchwork gid aof Oz / Baurm, L. Frank
857 |V The poodie who barked at the wind / Zolotow, Charlatte,

6. When your items

are selected, right File Edit View Help
click on any of them
and choose “Find.”

I ™~ Title | Remainder Df Title | Author
o244 WE af the kizzing serpent, Driwon, Franklin
245 I? The CDHMFHS inWorld Daily, Fobert.

548 [ The Doub Select All g

The qurl wt Hoolks, William H.
a7 |7 g- Deselect all .
g48 v The girl vt Hook.z, Wwilliam H.
843 |[v Thegilwt  Delete Selected Records Harmiltar, Virgiria.
850 || The gradu Undelete Selected Records Park._ Barbara,
851 |[# Thegradu  Print Selected Records Park, Barbara.
852 |[w The inzide Purge Deleted Records ki, Foxie.
853 |V The lroqu [aines, Richard,

Verify Selecked Record

854 [ The lroqui ot Dot BECOrE Lund. Bil,
855 | The patch &dd Pictures ko Selected Recards Eaurn, L. Frank
856 |[w* Thepatch  Trapsfer ba MARC Magician Baum, L. Frank
857 |V Thepoodl  Retrieve Fram MARC Magician Zolotow, Charlatte,
858 |[« The prickl Purge Selected Records Ezra, Mark.




7.

10.

Click in the “Advanced” box to expand the Find/Replace dialog.

Advanced Find/Replace x|

. Fitad [ ext
A ek I ﬂ [~ Match whole ward only
Ity [<glcbat> x| [¢alobal: | I Match whole field anly fieplace
eplace with: I j r Métch case Feplace/Find
[~ wildcards Fieplace A
¥ aAdyanced [ Regular Expression -
Cancel
—ddvanced Find
™| Limit s=arch to field oecurense: anp v
I | Limit search to subfield cocurence: ay -
™| Limit s=arch to character positions: ID " ID
™| tMatch each control figld, subfield arindicatar a5 specified above (ignore find expression]
—Advanced Replace
[ Execute actions for sach:
% match ! field specified above [¥| Actions anll ignore replace expressian|
) record  subfield specified above
Actions | / Action...
‘Wizard
Copy matching »
Copy exisbing 4
Move matching r
Move exisking 4
e L T Renarne matching » P
. . . . 5 Gennger Book, 1999, c1! Rename existing  *
Click the Action button, then choose “insert text...into srperCalinsPublishers, c2000. TS
existing subfield or indicator.” alligsPublishers, c2000. Remove existing

‘chard Books,
Insert new

into existing control field. .. Insert kext

into existing subfield or indicator. ..

The Field is 245 (first) and the Subfield is  CSEUREL X]
i2 (Indicator 2). Click Next.

Fleaze specify a subfield below:

mld/occurence

[245 | [first =|

Subfield Moumsce i2 j Ifirst j

N
Back Mexst I Cancel




10. The value will always be one more Xl
than the number of letters in the
nonfiling word, as you must also count Fleaze specify the new value for the indicator belaw:
the space following it. Therefore, the
word “The” would have a value of 4,
the word “A” would have a value of 2, |4—
and the word “An” would have the
value of 3. When you have entered the
value, click Next.
Back et Cancel
L
x
11. The action should | ™ FrdNen
H Fird: - ind Hex
now appear in the | 21| T Match whole word only
“Actions” box. Iri: |<g|nbal> j |<glnbal> j ™ Match whole figld only Fieplacs
Click the Replace with: | & :: m::;f Replaoe/find |
« . —»  HReplace &l
Execute Actions v Advanced [ Regular Ex i Cancel [:E
for Each:” box [ o 7
and then click —Advanced Fin
“Replace All” I | Lirnit seanch to field oocunsnce: sy T
I™ | Lirrit s=areh b subfisld aceurence: v
I | Limit eearch to characten positions: ID o ID

™| tMatch each control field, subfield or indizator 25 specified above (ignore find expression)

= \anced Replace

The items should now

*\7 Execute actions for each:

sort COI‘reCtIy in = match " field specified above ¥ | &ctions ol (ighore replace. expression)
Catak_)ging and OPAC. i record € subfield specified above

Please note that this does ctions action |
NOT affect the sorting in seti2 in first ocourrence of field 245 to 4" |

fdaye

Report Tool; Report L
Tool sorts strictly by text ibveBown |
and does not recognize Delete |
the nonfiling indicators. Delete il |




