M3 Cataloging Module

BASIC FIND & REPLACE

B Uses: Globally edit records to fix spelling errors, upper/lower case etc. — Bibliographic,
Search For:IBlbllographlc 'li H0|d|ng &Patron records
IAnywhere d
1 Example: Make sure all Bibliographic Records contain a Location/Collection
Code (852#a), and that it’s all uppercase.
jor =] |Tite =]
|

DEFINITIONS: Checkboxes on Right Hand Side:

1. Search - all Bibliographic Records

2. Results are displayed below.

a. Codes that are uppercase, mixed case and one is missing

/\
3. Select records you want to change /| CoN | Pref | Calt | Mem | Tile
. . )’ [+ CHb FIC PAT Bridge to Terabithia /
Tip: To select multiple records: I CHbe FIC W
. 3 | CHbe 80881 CAR - o
a. Click box of the 1* record you want. 4 | CHbe FIC RO Deselect Al ber Of Secrets.
b. Scroll down to Last record you want. B |[w CHbe [ Fiet  FICROW Deleke Selectes Records er's Stone.
$ l? CHbe E SEU Undelete Selected Records
C. H0|d dOWn Shlﬁ: Key ?\ [+ CHb Print Selected Recards =ed. /
- g8 CH FIc WwiHI urge Deleted Records -
d. Click box of that last record you want. 9\ E?‘Ef TR T I' : ddR E'd
. . . 10 | 004 wHI Yerly Selected fecorss ool bug gets programmed :
4. R'g ht Cllck and Select Flnd 11| CHbe 068 KAL Add Pictures bo Selected Records
1z |[# CHbe 031 BUR Transfer ko MARC Magician
Reetrieve from MARC Magician
. i Purge Selected Records
5. Initial Find and Replace Box
Find x|
6. Type exact text you want to — 5
locate in Find box Find: > IEHbE j [ Match whole ward anly II-
. . [, [ s =] | T Matchwhole fild only _ feplace |
7. Select MARC field number in — =220 SES Sid ]| Mahssss Replaoe/Find |
the 1St In box [~ wildcards Feplace Al
] . g [~ _idwariced [ Reqular Expreszion Canoel
8. Select subfield in the 2" In box —|

Type the exact text w/correct case you want placed in your field in Replace with box

- Coll Prafi Call# ter
10. Click the Replace All button 1 CHeE | ‘ch t
. . . 2 |[¥ CHEE FIC WHI
11. All records that you selected should now have the correct text/case in the field/subfield i oee et on
. g 4
you SpECIerd. 5 |[PCHBE  Fl  FICROW
. . § | CHBE E 5EU
12. To take care of the record with no code see “Advanced Find & Replace” Ex. 1 7| oo
[ CHEE FIC WHI
z [ CHEE 811 5IL SiL
1w |~ 004 \wHI
11 |[& CHEE 0B9 KaL

Match whole word only — Locates exact text typed into the Find box, treating your text as a whole word. For example: If you
type cat, only cat occurrences are found, and other words such as catalog and scatter are ignored. (Match whole word only
and Match whole field only cannot be selected in the same operation.)

Match whole field only — Locates exact text typed in the Find box, but only when that text is the entire content of a field.
Match case — Locates exact text typed in the Find box, but only if the case matches.

Wildcards — Allows you to apply the truncation asterisk (*) to the beginning and/or end of text typed in the Find box, and the
wildcard question mark (?) within text in the Find box. Wildcard usage broadens your search.

Regular expression — Allows an advanced user to search using regular expression notation rather than plain text. Regular
expressions allow you to use a character string that has special meaning when used in a pattern. For example, the string /eg*/
would find easy, egocentric, egg, and all other words that have zero or more occurrences of the character preceding the asterisk
(in this example, g). This is only one example of a regular expression search; there are many characters that can be used.
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ADVANCED FIND & REPLACE

INITIAL STEPS FOR ANY ADVANCED FIND/REPLACE

Search for the records you want
Select your records

Right click, Select Find

Click Advanced Box (left hand corner)
Click the ACTION BUTTON

agrwdE

Dropdown box appears with a list of various options, which are defined below.

Action — Displays a list of options that allows the user to create one or more replace actions. The replace actions are then listed in

the Actions box. The options buttons are:

Wizard: Leads user through the creation of an action.

Copy matching: Copies the contents of a field or subfield
that contains text matching the Find box into a user-
specified field or subfield.

Copy existing: Copies the contents of an existing user-
specified field or subfield into a different user-specified field
or subfield.

Move matching: Moves (changes the position of) a field or
subfield containing text that matches the Find box.

Move existing: Moves (changes the position of) an existing
user-specified field or subfield.

Rename matching: Renames a matching field or subfield.

Rename existing: Renames an existing user-specified field
or subfield.

Remove matching: Removes a matching field or subfield.

Remove existing: Removes an existing user-specified field
or subfield.

Insert new: Inserts a new control field, field, or subfield.

Advanced Find/Replace

Find: | ﬂ ™ Match whole ward only

n |<g|oba|> j |<g|oba|> j [ Match whale field anly
[~ Match case

feeell | = I~ Wideards

¥ Advanced [ Regular Expression

Eind et
Heplace
Feplace/Find
Fieplace &1

Cancel

rAdvanced Find

I7 Lt search o field eccurence
I™| Limit search to subfield cccumence
I™ | Lirmit seaich to character positions:

I™ | Watch each control field, subfield or indicator as specified sbove (ignare find exmression]

rAdvanced Replace

I™ Execute actions for each:
{5 match
 record

) field spenified above
] subfield speciied sbove

[V | £ctions orly (jgnore renlace expression]

Actions

Insert text: Inserts text into an existing control field, existing subfield, or indicator.

The most frequently used: Insert new & Insert text

DEFINITIONS: Buttons on Right Hand Side of ACTIONS WINDOW:
Move Up — Moves the currently-selected action in the Actions box up one position.

Move Down — Moves the currently-selected action in the Actions box down one position.

Delete — Removes the currently selected action in the Actions box.

Delete All — Removes all actions in the Actions box.

NOTES:

Wizard

Copy matching
Copy existing

[Move matching
Mave existing

Rename matching
Rename existing

Remaye matching
Remove existing

Insert new
Insert text

e To cancel the find and replace operation, click Cancel any time. However, changes made prior to clicking Cancel are saved.
e To "undo" the changes, click Undo Find/Replace on the Edit menu.

You CANNOT UNDO once you have:

a. opened a record b. saved arecord

d. begun another find operation e.

imported or exported records

¢. begun a standard keyword search

f. exited Cataloging
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Example 1:

=

Click the ACTION BUTTON

N

Text — see below

Action = Insert New — Subfield — Into Existing Field |qy |
3. Follow screens for entering Subfield then Field then |

Advanced Find/Replace x|

Insert NEW Subfield “a” into EXISTING Field “852” and place text in New Subfield “CHBE”.

I™| Limit serch b character positions

I™ tatoh each control field) subfield on indicator & specified above (ianore find expressior]

Ein Nest |
j I™ Match whole ward only |
il |<glgba\> j |<globa|> j ™ Match whale field anly Fieplace
Replace with: I j r Mé“’h oase Replaze/Find
™ Widcards Fieglece Al
¥ Advanced ™ Reqular Expression -
rAdvanced Find
. Wizard
I Lit, szarch to field oocurence: G e ——
»
I Limt search b subtield Geourence: T Capymatching

Copy existing 3

1

[Mave matching ¥
Mowe existing 13

Action Wizard x|
Please specify the new subfield to be inserted inta the
figdd:
Subfield: (8 -
Back I Hext | Cancel
zl
Please specify a fisld below:
Field/occurrence:
Back [ Hew |  Carcal |
x
Please specify where the subfield should appear in the resuling
field:
 [gorted ordet
" at beginning of field
 atend of fisld
 beforg
bt first ¥
© after J I J
€ before matching subfield
€ after, matching subfield
Back I Next I Cancel |
g
Pleasze specity text/contents below:
ICHBE =l
|
Back I Next I Cancel

A

Rename matching »

rAdvanced Replace

I™ Evecute actions for sach:

5 match  field spenified abiove ¥ uctiors ol lianore EEEEDE D
€ record 0 subfield specfied above 7g
control field, ., m

Actions fieldfsubfild. ., Insert bext 4

Rename existing  »

Remayve matching »

it matehing field: .

Find I j I Mateh whole word only
o [+<giobal> =] [eatabal> =] | T Match whole fiekd oy
Replace with: I j ™ Match gass

I wildeards

¥ advanced ™ Regular Expiession

Find et
Eieplace
Replace/Find
Feplace Al

Cancel

r&dvanced Find
I | Lt s=anch o figld aecurrsnce:

I | Lirrit seanch b subfield oecurrerce:
™| Limnit seanch b character positions:

I | Match each control field, subfield ar indicatar as specified| sbave (ignore find expression]

—Advanced Replac

™ Execute actions for each:

A

& match € field specified abave ¥ | Actions only (ianare replace expressian]
= recad € subfield specified 2bove

Actions [

ingert subfield a containing ™' inta first occurence of field 852, in sorted order

fove Up

fove Dawn |
Delete |
Delete Al |

1. Double Check your instruction statement
2. Click EXECUTE ACTIONS FOR EACH box.

3. Click REPLACE ALL button (upper right hand side)
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Example 2: Prices in 85249 field have “$” instead of “p” and no “usd” after the dollar amount
(We’ll combine 2 Find/Replace statements to fix this)

PoONME

Click the ACTION BUTTON

Action = Insert Text — Into Existing Field/Subfield
Follow screens for entering Text — see below
Double Check your Action Statements.

5
End e
I || I Match whole word only ’:
I [ =] [oeer =] | I Match whoe e an gy
Replace with ,—_,‘ ™ Match case Replace/Find
™ Wildcards Fieplace &l
¥ Advanced I Reguar Expression =
Wizard
I=| Limit search o field ooeuirence: SRS R —
Copy matching b
I Limi search o subfeld eccurrence: B ety O
[ Limit se arch ke character positions: =
i o (] I ———
I Watch each contiol =/} subfield o indibator as specied above (ianore find evpression] Move existng b
—Advanced Repk Rename matching ¥
Rename existing ¥
™ Execute actions for each: 7%”@@ P
& match £ feld speciied bove W actnsrlplignorer USRS
(D £ subfield specilied above: | WEIBTE V|
Insert new »
Actions: inko existing control fiel
ove Lp
Weye Down
Delete
Defele Al
Action Wizard x|
Flease specify the text to be inzerted and how it should
be inserted into the figld/subfield:
P [
" append text
" prepend text
" replace texst
I St
_ 5 1> Find/Replace
e Insert text at position t d f “$”
— g
" and puts in “p”
replace positions
Jo to [0
Back I et I Cancel
| advanced Find/Heplace x|
Carcel
AdvarcedTind
I L | Haerd
r [EE ot
ks Cogry éisting ’
L i [ e v
Ll Move peiting b

Actvared Heplacs

Reviame sisting

™ Ewecule actons for each

Click  Action
begin 2nd Find/Replace
statement.

Remave sastng  »

button,

—

Action Wizard |
Fleaze specify a subfield below:
Field/occurence |852 Vl Ifilst vI
Subfield/occunence Ig vI Iﬁ'St vI
Back I et I Cancel
Advanced Find/Replace x|
: Find Nest
Finet: [ 1| ™ Match whole word only =
In [<alcba> =] [<ebal ]| T Mateh whole fis ol LD
I~ Match case Fieplace/Find
Replace with: [ = S
I~ ‘wildeards Feplace sl
¥ Adyanced I~ Regulsr Expression Carcel

~Advanced Find

I= Linit search to fieldiascurence:
I Lirit search to subfield oecunrce:

I Limit search to character positions:

I Watch each control field subfield or indicator 25 specifidlsbov lignare find ermressian]

—Advanced Replacs

I™ Execute actions for sach:
0 match
O recond

€ field specified abave
€ subfield specifisd above

I¥ | Actions ol lignore replace expression]

Actions

I Action
preperd " o frst scounence of subfield 8 i frst sceunence of iekd 852

Hove p

Moy Down

Delete All

Action Wizard

Please specify the text to be inserted and how it should

be inzerted into the field/subfield:

Iusd

& append text
Trepend text
" ieplace text

" inzert text at position
IU

" replace positions

=

2nd Find/Replace
puts “usd” at the
end.

|0 ta [0

Back Cancel

I Mext I
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COMMON USES FOR ADVANCE FIND & REPLACE:
Patron Records
TEACHER OR HomEROOM: Insert Subfield (b or c¢) in 852 Field, type entry in text box for group of students

VIDEO PERMISSION: Insert Subfield (k) in 852 Field and type “NO” as default entry in text box
To “reset” this at the beginning of the year, you would:
1. Search For - Patrons / 852#k / Type “Yes” in the Keyword Box
2. Right Click — Select All Find: Yes
3. Right Click — Find In: 852 k
Replace With:  No

Holding Records
PrICE FIELD: Insert Subfield (9) in 852 Field and type “p10.88usd” as default entry on books that have no price
LocAaTioN CobpE: Insert Subfield (a) in 852 Field and type SchoolCode as default entry in text box
PrEeFIX: Insert Subfield (k) in 852 Field and type your Prefix as default entry in text box

Bibliographic Records
SUBJECT FIELD FOR A GROUP OF RECORDS: Insert Field (650) Subfield (a) in 852 Field

LocATioN CopE: Insert Subfield (a) in 852 Field and type SchoolCode as default entry in text box
MATERIAL TYPE CoDE: Insert Text into existing control field:

Material Type Field Letter to Type Position Boxes
DVD 001 \ 4 4

Kit 000 0 6 6
Mixed Material 000 p 6 6
Audio Book 000 i 6 6
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