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Chapter 14  -- Using the MARC Editor 
 
Records can be edited during the import process or at any time by selecting the 
MARC Edit view.  The default for MARC Edit displays the subfields on one line.   
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If you prefer, you can place a check mark in the Stack subfield box, and the 
subfields will each display on a separate line as shown below:  
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Note that there is no text wrapping, so fields with a lot of information in one 
subfield, such as the 520 field will display as one very long line: 
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To edit the fixed fields, it is easiest to click on the name of the field.  If you simply 
place your cursor in the field, the system does not always allow you to edit the 
field.  Any time you edit a record, please remember to fill in the Audience field, 
which makes the Audience search more effective. 
 
Notice under Options the button labeled “Help.” Clicking Help (Alt + H) opens a 
handy dialog box with shortcuts used in editing MARC records.  Currently the last 
3 items listed (Create/Replace) do not seem to be functioning commands. 
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Add Row will insert the new line below the line with the cursor. 
 
Insert Row will insert the new line above the line with the cursor. 
 
 
 
Catalogers are strongly encouraged to add appropriate, valid Library of Congress 
subject headings to records.  When adding or editing the record for one version 
of a title, it greatly benefits the community to enrich the database by copying any 
additional subject headings from other versions of that title (large print, 
audiobooks, etc.).  
 
Unfortunately, copying subject headings with multiple subfields in Evergreen is 
rather cumbersome. 
 
It can be done two ways. If you copy the field from the record in the MARC edit 
view, you will have to copy and paste each subfield individually. If you use MARC 
view for the record you are copying from, rather than MARC edit, you can copy 
the entire field. However, when you paste, the MARC editor will not recognize the 
subfield delimiters.   
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The previous record is shown in the MARC view.  The highlighted subfield was 
copied to paste into the following record.  
 

 
 
Note how the pasted subfield highlighted above does not show the subfield 
delimiter in blue.  It is black like text, rather than blue which indicates a subfield. If 
it is not changed the system will not recognize this as a subfield, but rather part 
of the text of the main subject heading. To correct this, place the cursor at the 
end of subfield a.  Type Control + D to insert the subfield delimiter, then type the 
value of the subfield in the delimiter box, and delete the empty spaces after the 
delimiter, as well as the delimiter symbols and value which were pasted in.  
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Note that the subfield delimiter symbol and value are now blue. 
 
Whenever you edit a MARC record please refer to the Evergreen Indiana 
Procedures Guide to ensure that you have edited the record to meet the 
standards of the consortium.   
 
Once you have made all the changes to the MARC record which are desired, you 
will save the record.  If you do not save your record before closing the tab or if 
you change the tab to another task while this tab is active, your changes will all 
be lost.  Do not forget to save your work.  
 
Click the Save Record (Alt + D) button in the Options section.  A dialog box will 
pop up telling you your work has been saved. If you do not see this box, your 
work has probably been lost.  Note that there is no Undo function, so closing 
without saving your work can be used to undo changes. 
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Validation????  More information forthcoming. 
 


