When to Input a New Record in OCLC

(See detailed instructions at: http://www.oclc.org/bibformats/en/input/)
General Guidelines

Procedure for creating new record

Follow appropriate cataloging rules and input standards. However, you may apply some local or nonstandard practice (other than a local call number or local note) for your own catalog. To do so: 

1. Create the record according to established standards. 

2. Input the record using the Update command. 

3. Edit, Produce, Update or Export the record for local use.

Discrepancies

WorldCat records reflect a variety of input standards, encoding levels and cataloging rules. To correct errors or add information to a record, replace the record or report the changes to OCLC.

Replace the record
· In some cases, you can revise and replace a master record. For example, you can replace a record that you have input and that no other member has used for cataloging, i.e., no other holdings have been attached to the record. 
· With Full authorization or higher, you may also upgrade a record with ELvl K, M, 2, 3, 4 (when no field 042 is present), 5 or 7 (except CONSER-authenticated serial records).

· Enhance libraries can replace higher Encoding Levels, according to Regular and National Level Enhance capabilities, add information and correct problems. 
· For more information and instructions, see Enhance Training Outline at: http://www.oclc.org/support/training/worldcat/enhanceoutline/default.htm                    and Guidelines for National Level Enhance Participants at: http://www.oclc.org/support/documentation/worldcat/records/enhanceguidelines/default.htm
Report errors to OCLC
· If your authorization mode does not allow you to replace or upgrade the master record, edit the existing record for your own use and report the errors to OCLC for correction. 
Guidelines for all formats

When comparing records, closely examine the bibliographic description (fields 245 through 5xx) and important fixed-field elements (e.g., Form, Dates).

Different editions
· Input separate records to represent different editions of bibliographic works. (Do not create a new record for a different printing of the same edition.) 
· Input separate records to represent different issues of an edition whenever there are significant differences in the description. 

Analytical vs. comprehensive entry
· If a record for an item as a whole exists, you can create a record for a part and vice versa. You can also create "In" analytic records for items physically contained within other items.

· You can describe some items lacking a collective title as a unit or make separate descriptions for each separately titled item. 

· You can also catalog accompanying material separately.

Cataloging rules
· Do not create a new record only because the existing record is based on different cataloging rules.

· Do not create a new record solely because of disagreement with the choice of main entry. Except for serials, do not consider access points (fields 1xx, 7xx, etc.) when deciding whether to create a new record.
Guidelines

Multipart items. A change in title among parts of a multipart item does not justify a new record. Catalog a multipart item as an open entry unless there is evidence that it is closed. Occasionally, a publisher may issue a multipart item in which the individual parts bear differing edition statements and are revised and reissued independently. In such cases, only one multipart item record should exist. 

Record format. A record cataloged on an incorrect workform does not justify a new record. Report Type code errors to OCLC so they can be changed. 
· BLvl codes can be corrected. If a serial has been incorrectly cataloged on a wrong material workform, or vice versa, do not create a new record. Report the error to OCLC.

· Do not create a new record because you disagree about the choice of predominant material (e.g., a set of slides with book vs. a book with set of slides). Use of field 006 allows multiple aspects of an item to be accessible.

· The coding of certain multiple characteristics of an item can be incorporated into a single record. For instance, nonprint serials should be cataloged using the appropriate nonprint format. Duplicate records on Serials format are not permitted. See Type when you are uncertain about the choice of predominant material.

· If you disagree with the choice of format of an existing record, use the existing record and add 006 coding for the additional characteristics.

Record quality. Errors do not justify new records. Report incorrect fields or indicators to OCLC. The absence or presence of angle-bracketed information does not justify a new record. The absence or presence of an optional or required field does not justify a new record.
Guidelines for serials

Changes in title or main entry determine if a new serial record should be created. 

Create successive entry (S/L code 0) serial records. If the only existing record is a latest entry serial record, either use the latest entry record or input separate successive entry records.

Changes in title proper. Create a new record when the title proper of a serial publication changes significantly. 

Main entry changes. If the person, corporate body or conference chosen as the main entry changes, create a new record.

Corporate names as qualifiers in uniform titles. Some AACR2 records use a corporate name as a qualifier for a uniform title. If the corporate name qualifier changes, create a new record. A change in a place name qualifier does not justify a new record.

Change of publication, publisher or frequency. If the only difference is a change in the place of publication, publisher or frequency, do not create a new record.

Change in format. If the only change in a serial is the physical format (e.g., from paper to electronic medium), create a new record. This is not the same as having different formats simultaneously published.

Repeated numbering systems. If the numbering system in field 362 repeats and if the publisher does not link the old and new numbering systems with a designation such as new series, create a new record.
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