OhioLINK errors notification instructions

How to import records into Sierra’s “create lists” function

Sierra allows users to “import” bibliographic numbers to create a review file to easily correct thousands
of records at once.

1. OhioLINK will send a list of your institution’s local bibliographic numbers
2. Addan “a” to the end of all “local bib numbers”. This functions as the “check digit” in your local
catalog. You can do this in Excel by using the following formula
=CONCATENATE([cell # you want to modify]),”a”)
Example: using the formula =CONCATENATE(C2,“a”) [you’ll need to retype the
guotation marks in Excel due to formatting] in cell D2 will produce b1056491a

A B C D
1 | Central Bib # Central 001 Local bib #

b284095825 zocdbg b1056491 b1056491 b1056491a
3 | b411915654 zda3ug b4792363 b4792372

3. Copyalllocal bibliographic numbers into a .txt file (Notepad is a common program to use) and
save the .txt file to your computer

4. Go to Sierra’s “create lists” function. Click on an empty review file and use the “import records”

button
sierra FUNCTION Create Lists
85 w @ ©
dogas b s i
[mﬂm I Review Files
i = ST

File [ Max Recards Tye Status. Login Created aatetime]
1 0 5000 empty

2 0
3 ° 5000 Empty.

5. An “import records” popup will appear. Name the review file and click “choose file” and find the
saved .txt file. Click “import”.

How to report “stuck” records
1. Open the review file. Records that are already deleted in your local system will appear with a
blank “description”. In the below screenshot, record #4 has already been deleted in the local
catalog.
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Boolean Review Filedtest

File Tools

X

Boolean Review File:test

€ €§ § ® ©

Add  Edt Remove Dedups Close
Record Description
111600792 Economic analysis of the digital economy | edited by Avi Goldfarb, Shane M. Greenstein, and Catherine E. Tucker
_[p11600013 o California : an in I Kristina A. T )
Ip11601231 In search of cell history :the evolution of lie’s building blocks / Frankiin M. Harold
~ b11301089 ) - )

() Cannot view b11301089:
= Record b11301089 deleted on 12-28-2018

2. Highlight all records in the review file. Copy all using “ctrl + C” keyboard shortcut

3.

“Paste” into a new Microsoft Excel spreadsheet

4. Send the spreadsheet back to the OhioLINK staff member

How to suppress local records from appearing in the Central Catalog

using “Global Update”

1.
2.

I A

Go to Sierra’s “global update” function
Under “select records”, choose “review” and find the review file with the imported records.
Click “search”. A list of highlighted records should appear.

[ B Sicrra - OhiolINK Seriais Control System - Erin Kilkenny

| sierra FUNCTION Global

l'-i-'-ﬂ'-'l- I 1. Select records
2. Comman npart Record Type
+ BIBLIOGRAPHIC AUTHORITY TEM CHECKIN VENDOR
3. Preview
Review v Review file: 4. All records 02 (5000} (BIBLIOGRAPHIC) - Search
Statistics -
v | TITLE

¥ 1 b 24510/6880-01jaChemical research in Chinese universities =[BGao deng xue xiao hua xue yan i (ying wen ban)
v 7 b 24510/6880.01jaChinese journal of chemical engineering

¥ 3 b 24510/6880-01/aChinese physics ~[bZnongguo wu i

¥ 4 b 24510/3880.01jaChinese physics B =[bZhongguo wu &8

v 5 b 24s10/6880. resaarce]

¥ 6 b 24510|6880-01jaJinnd idengaku zasshi Japanese journal of uman genetics

¥ 7 b 24510/8880-01jaJournal ruscarch Dabutsu

¥ 8 b 4510/6880-01jJoumal of “InXi tong gong i ji sh

v o

24510/5880.01jaJournal of the Chinese Chemical Society ~|bZhongguo hua xue hui hui 2hi
10 B JARABIARAN A4l Chan Sne ke = ghaninn Husatin

Choose “2. command input” on the left hand menu

Click “add” — a “choose command type” popup will appear

Click “change fixed length field” and “ok”

A pop up “changed fixed-length field(new command)” will appear.

S
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Chanpe Fixed-length Field{Mew Command) 4

Chanpe Moed Reld
Fized-length fiedd 31 BCODEY

Eimd <any>
« Vahdata Hield
Heplace z DO NOT CONTRIB

Con Y covco

a. For “fixed-length field” choose “31 BCODE3” (some systems may use “suppression
code” or something similar instead of “BCODE3”

b. For “replace” choose “z DO NOT CONTRIB” (some systems may use different wording for
“do not contribute”

7. Click “3. Preview” on the left hand menu. You should see the changes the system will make to
each record. Click “process”

5 bI0137832

1.Select records I 3. Praview
2. Command inpart L e
e, # | Recors Data
v 4 ooz | oM BOODE3-TY
susie v 2 pewass | O DOOOER-T
v 3 mswzny | QM D00
v o4 owsriz | Q6 BCODER-T
o o
o -

& 10107630
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