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» Try to have uniform contents (print books only or e-books only or serials only... > easier for batch

> Your data must be as correct as p

c
PUBLISHER
Harvard Art Museum
Harvard At Museum
The Museurn of Moderm Art
Walker At Genter

To make your file more readable:
» Call each column with the appropriate Marc field (or subfield) code
or with a clear name (author, title.

» Put the columns in the order you prefer.

Variant, if a $$h[electronic resource] has to be added between $$a and $$b,

try to start from a file like the following:

Forest History Society
Taylor & Francis
Harvard Art Museum

[ E [

Acquisitions
Annual report

‘The bulletin ofthe Museum of Modem At $8hlelectronic resource]

Design quarterly
Environmental history

Film history

Germanic Museumn bulletin

Add a new column (at the beginning, column A) containing
incremented system (SYS) numbers. Start from 000000001 (use an
initial quotation mark: 000000001). > Each line gets a SYS.

B @
ISSN TILE

0440-3800 Acquisitions §8cFagn ArtMuseum
1534-5920  Annual report $5cHarvard University Art Mussums
1936-6761 The bulletin ofthe Museurn of Modern Al
0011-0415 Desiun quarterly
1084-5453 Emvironmental history
0892-2160 Film history §3ban international journal
0721-118% Germanic Museum bulletin

Concatenate now on Sheet2 cells from Sheet1 with title lines of Sheet2.
Eg.: =CONCATENATE(Sheet1!A2;$A$1;Sheet1!B2)

After the concatenating procedure, you'll obtain the following result:
A E]

C
2450 L $9a 260 L %30

000000001 022 L $520440-3300

14 b ih Shestl ) Sheet?

By going down the whole column, you'll get this:
| B A

3
2154 PUBLISHER
8cFogg AtMuseum Hatvard Art Museur
§cHarvard University Art Museums Harvard ArtMuseum
e Museurn of Madern Ar
Walker Art Center
Forest History Society
Taylor &Francis
Harvard Art Museum

h(electronic resource] I
8hlelectronic resource] I

38h(electronic resource]
38h(electronic resource]
8hlelectronic resource] | $8ban international journal
38h(electronic resource]

Add a new sheet. Each column of Sheet2 will get a structured title like the following:

a) space

b) +appropriate Marc tag

c) +indicators (or spaces if non defined)
d) +space

e) +L

B C
2450 L $%a 260 L¥%h

-/ A
f) +space 022 L8%a

g) +subfield preceded

020 L $%a
2450 L $$a
85640 L $$u

Textel [sheet11a2
Texte2 [$ag1
Texte3 [sheet1182
Texted [

And so for the whole file, this:

B €

2450 L $%a 022 L$8a
000000001 022
000000002 022
000000003 022

| 022 L$ta
022 L $$a0440-3800
000000002 022 L $$a1534-5920
000000003 022 L $$a1938-6761
000000004 022 L $5a0011-9415
000000005 022 L $3a1084-5453
000000006 022 L $3a0892-2160

000000007 022 L $$a0731-115K 000000007 0232

L $$a0440-3800
L §%a1534-5920
L $5a1938-6761
000000004 022 L §$a0011-9415
000000005 022 | §§a1084-5453
022 L§%a0892-2160
L §8a0731-115%

Save Sheet2 in text (.fxt, with “separator:tabulation”). Rename then
and open with your word processor. Delete the first line (= title line)

- .
000000001-022 - - -L-§8a0440-3800 + 000000001-2450- -L-§§akequisicions -
§§cFogg- Art - Huseum+ 000000001260 - - L+ § $hHarvard- Art- Huseumdl
000000002+ 022+ - +L-§§21534-5920 + 000000002 - 2250 L+ § §ainnual - report -
§fcHarvard-University- Art-Huseums — 000000002260 - - L+ § §bHarvard- Arc-
Huseund

000000003+ 022 -+ -L-§§21938-6761 -+ 000000003 - 2450+ L- §§aThe-bulletin-of-the-

NMuseum-of-Modern-irt — 000000003260« -L-$$bThe Huseun-of - Hodern- Ared
000000004-022- - -L-§8a0011-5415 + 000000004-2450- -L- §§aDesign- quarterly

-  000000004-260- - L-§$bWalker - irt-Centerd
000000005-022 -+ -L- §§21084-5253 + 0000000052450 L+ § §aEnviranmental «
history — 000000005-260---L-$ibForest-History-Sociecyd
000000006+-022 - - -L-§§a0892-2160 + 0000000062450 -L-$§aFilw-history-§fban-
international-journal -+ 000000006:260:--L-$$bTaylor - &-Francisd
000000007022+ - +L-§§a0731-115% » 0000000072450 L § §aGermanic - Huseum:
bulletin -+ 000000007-260---L-§§{bHarvard- Arc- Husewad

Replace all tabs (
If nece:

) by paragraph marks (¥ ).
ary, replace several paragraph marks by only one.

Delete extension .txt.

(our file is now ready to be used with manage-36 or loaded by manage-18. Use t ab_f i xand fi x_doc_do_f i | e_08 to add f;

2450 L §%a 260 L §%h

000000001 2450 L $3atcquisitions $§cFogg Art Museum 000000001 260
000000002 2450 L $$asnnual report $§cHarvard University At Museums 000000002 260
000000003 2450 L $8aThe bulletin ofthe Museumn of Madern Art 000000003 260
000000004 2450 L §EaDesign quarterly 000000004 260
000000005 2450 L §§aEnvironmental history 000000005 260
000000006 2450 L $5aFilm histary $5han international journal 000000006 260
000000007 2450 L $$aGermanic Museum bulletin 000000007 260

L $$bHarvard Art Museum
L §5hHarvard At Museum

L §$bifvalker Art Center

L §$bForest History Society
L $%bTaylor & Francis

L $8bHarvard Art Museum

Save in .txt and check that your Aleph sequential is ¢

§§a0440-3800

$§alequisitions §§cfogy rt Huseum
$§bHarvard Art Museum

§§a1534-5920

000000001
000000001
000000001
000000002
000000002
000000002
000000003
000000003
000000003
000000004
000000004
000000004
000000005
000000005
000000005
[nlufulululululu}:)
[nlufulululululu}:)
[nlufulululululu}:)
0ooooooo?
0ooooooo?
0ooooooo?

f§bHarvard Art Nusews

§§al1938-6761

#§aThe bulletin of the Museum of Modern Arc
#§bThe Museum of Modern Art

§§a00l11-9415

§§aDesign quarterly

§§bWalker Art Center

§4$a1084-5453

$4aEnvironmental history

$4bForest History Society

§4a0892-2160

$4aFilm history $$ban international journal
$5bTaylor & Francis

§$a0731-115%

§§aGermanic Museww bulletin

§§bHarvard Art Musewm

), create the record format, insert punctuation, add new contents (655 0 $$aElectronicjournals...), change strings.

L $8bThe Museum of Modern Art

ed fields (LDR,

§§alnnual report §icHarvard Universitcy Arc Museums



