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WASHINGTON STATE LIBRARY CATALOGING 

1. With book in hand, CLS will search the WSL III system for a matching record.   If an on-order record is found (035 tag will contain BK#######) CLS will search OCLC for a full marc record. If you can not find a record in OCLC you will search all database available to Baker & Taylor’s.
2. System access:

Telnet: 192.211.16.67.
Login: wslbt

Password: cls
3. If a full marc record cannot be found in the WSL III database, CLS will search OCLC and CLS cataloging resources for a matching record.   The search sequence will be WSLs III database, OCLC, then the CLS cataloging resources.  CLS will provide original cataloging for all titles in English language. For title that need original cataloging that are in Spanish language CLS will put a tag in the book that states NO CATALOGING AVALIABLE process as much as possible.
(Original cataloging for Spanish title will delay shipment up to six weeks. CLS will send Spanish titles 

partial process not cataloged so that shipment will not be delayed.)
4. CLS will update all CIP records to full marc. CLS will add the correct OCLC code to the 049 tag. If more than one branch has been ordered for the title we will add multiple $a to the record.

EX: 049 $aZ#5A$aXQQA

5. No local call number tag will be in the bib record –ONLY in the item.

6. Fiction will be classed as F and using a 7 letter cutter of the authors last name in all CAPS. The third line of the call number will be the year of publication.
7. Non-fiction titles will be cut 4 places after the decimal point, using a 7 letter cutter of last name of main entry in all CAPS. We will use the Dewey number in the full marc record not the Dewey in the on-order record. Biography material will be classed with the LC suggested Dewey number using a 7 letter main entry cutter in all CAPS. The third line of the call number will be the year of publication.
10.  Punctuation will be dropped from a cutter.  If a name is 

        hyphenated the hyphen will be dropped and replaced  

        with a space.  When cuttering from a title main entry go    

        to the second word to create a 7 letter cutter.  Ex. When   

        the Moon Rises—cutter:  WHEN TH When cuttering from    
        a title main entry that starts with actual numbers the

number should be spelled out for example, 101 Dalmatians would be cuttered ONE HUN
        When cuttering from a title main entry that includes “&” 

        spell out “AND”. EX: Dogs & cats –cutter DOGS AN

11.  If a title requires a volume number v1, v2, etc. it will be     

   used on fourth line of the spine label and in the volume 
   field of item record (subfield c).

12.  Large Print material will not have a prefix or any 
       indication of Large Print on the spine label.

13.  TB will be used as the Prefix for all Spoken Word  
        Cassette or CD material.

14. Fiction genres will not be identified by CLS.

15. CLS will not attach a paperback item to a hardback   

       record, a separate record will be required.

16. Book on tape or CD is considered an a/v product and the
      location code in the item record should end in rv.

17. CLS will add a publication date to call number for all print   

       and spoken word material.

18. You will need to obtain the price for the title from the 

       list price.  CLS catalogers do not see the list price so   

       they will take the price from the on-order record.
19. 945 information [945_1]
        $z082 

        $a call number

        $c volume
        $ i barcode in CAPS

        $l location

        $p price
20. CLS will need to search each ATS separate. This is very important. The library has requested that each file be named the ATS MOM and the file should end with the extension .mrc   
21. WSL considers a main entry as follows: 100, 110, 111, 130, and 245 tag.

Spine label examples:





Labels

DR900

Presentor 12

OCLC Information

Library: Washington CC-Shelton

OCLC symbol: see sheet

Authorization: 100-166-280

Password: SHC

Logon Name: WASHC

WASHINGTON 945 CODES

	Branch Library
	Agency
	Branch
	Barcode
	OCLC 
	Bib Location Code
	Item Location: Books
	Item Location: Reference
	Item Location: A/V

	WA CC for Women
	DOC
	WCCW
	P
	Z83
	wx*
	wxrb
	wxrr
	wxrv

	Clallam Bay CC
	DOC
	CBCC
	C
	Z82
	wf*
	wfrb
	wfrr
	wfrv

	Airway Heights CC
	DOC
	AHCC
	H
	XQQ
	wh*
	whrb
	whrr
	whrv

	WA CC - Shelton
	DOC
	WCC
	L
	Z#5
	wi*
	wirb
	wirr
	wirv

	Stafford Creek CC
	DOC
	SCCC
	G
	W53
	wj*
	wjrb
	wjrr
	wjrv

	Twin Rivers CC
	DOC
	TRCC
	T
	Z72
	wk*
	wkrb
	wkrr
	wkrv

	McNeil Island CC
	DOC
	MICC
	M
	Z92
	wm*
	wmrb
	wmrr
	wmrv

	WA State Reformatory
	DOC
	WSR
	R
	Z69
	wo*
	worb
	worr
	worv

	WA State Penitentiary Max.
	DOC
	WAWP
	U
	XVQ
	wp*
	wprb
	wprr
	wprv

	WA State Penitentiary Med.
	DOC
	WPM
	W
	XTZ
	wq*
	wqrb
	wqrr
	wqrv

	
	
	
	
	
	
	
	
	


Washington OCLC internal CLS procedures

Make sure that you are logged in on the correct branch!!!

You will need to search each ATS separate. This is very important. The library has requested that each file be named the ATS.

Key in all the ISBN for the entire ATS from the vas sheets.

You will need to edit all the records while you are in OCLC. You will apply all OCLC practices (see handout), blatant mistake, and local practices. Once you have done this you will validate the record. When you validate the record you are saving all the changes you have made to the record.

After editing all the records you will need to follow OCLC handout that was given to you so that you may put the records on a disk.

If you need to search for a serial record you will need to log online.

Title search-first three letters of the title

Author search-first four letters of the author’s last name, 4 letters of the first meaningful word of the title

After you have found your record you will need to validate it. It will ask you if you want to save local bid you will need to say yes. Then go back to you record and add local practices.

Control v =paste 

Control c=copy

F5 is the hot key for Washington State.
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