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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. The 035 tag with the BK must be  in the marc record. If you can not find a record CLS will have original cataloging completed.
2. System access:

Telnet: 192.211.16.67.
Login: wslbt

Password: cls
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,  and OCLC and CLS cataloging resources.  
3. No local call number tag will be in the bib record –ONLY in the item.
4. Fiction DVD titles will be classed as DVD and using a 7 letter cutter of the title in all CAPS. The third line of the call number will be the year of publication.
                          DVD

                          GODZILL
                          2004

5. Non-fiction DVD titles will be cut 4 places after the decimal point, using a 7 letter cutter of title  in all CAPS. We will use the Dewey number in the full marc record not the Dewey in the on-order record. The third line of the call number will be the year of publication.
                           DVD

                           123.4567

                           ITS A B

                           2001

6. 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

7. If a title requires a volume number v1, v2, etc. it will be used on the fourth line of the spine label and in the volume filed of the item record (subfield c of the 945 tag).

8. Fiction genres will not be identified by CLS.
9. 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.
10. CD title will be cuttered off the performer or groups name excluding a, an or the and the publication date.
                                 CD
                                 LA GUNS 

                                 2004

11. 945 information [945_1]
        $z082 

        $a call number

        $c volume

        $ i barcode in CAPS

        $l location
        $nB&T
        $p price
        $r-

12. 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   
13. WSL considers a main entry as follows: 100, 110, 111, 130, and 245 tag.
14. Eastern State Hospital's accounts
CLS L575457 Eastern State Hospital

CLS AUDIO BOOKS L575580 Eastern State Hospital

Western State Hospital's accounts

CLS L575549 Western State Hospital

CLS AUDIO BOOKS L575671 Western State Hospital
20.  Branch Library
Abrev   Barcode
OCLC 
OCLC

       Authorizations/Passwords
Eastern State Hospital   ESH
E
XQR    100-166-273/MEH
Western State Hospital WSH
S
Z97    100-166-274/TWH
21.  Item Location codes




  ESH

WSH

Books

  werb

wwrb

CDs


  wecd

wwcd

Audiocassettes
  weac

wwac

VHS


  werv

wwrv

Talking books
  wetb

wwtb
22.  This is a new field that MUST be added to unsuppress DSHS bib records.

949 \\$a*b3=-;
23. CLS will add the following to DSHS branch.

          984 //  *recs=recdshs;ov=.b;
