Maintenance & Cataloging Workflow Policies for e-Book Bibliographic Records Entered by YUL Cataloging [Provisional Guidelines—Rev. 11/10/09]
Maintenance policies for batchloaded records are not addressed in this document. E-book bibliographic records provided by vendors or other external sources are maintained and deleted through batch programming when possible. 

If it is necessary to maintain batchloaded e-book records manually, different policies may be applied. For e-book bibliographic records loaded through batch processing, no record is retained in Orbis for withdrawn titles. 

When vendor-supplied (batchloaded) records are not available, and access through the Orbis catalog is requested, individual e-book bibliographic records are created in Orbis by original cataloging [core level or minimal] or copy cataloging. This document addresses maintenance policies for these bibliographic records entered “manually” by YUL catalogers.
1. The Catalog Management Team (CMT) will delete a record for an e-book if requested by the selector or the electronic collections librarian. If there is no request, and link-checking turns up a broken link, CMT will verify that the link has not been moved before categorizing the title as no longer available and proceeding with 1.1. or 1.2. If a record has been created by a YUL cataloger and the e-book is no longer available, CMT will follow these guidelines: 

1.1. If the bibliographic record is linked to an order record, CMT will annotate the MFHD, suppress the bibliographic record,&  delete the YUL holdings from WorldCat. 

1.2. If the bibliographic record is not linked to an order record, CMT will delete both the bibliographic and holdings records & delete the YUL holdings from WorldCat. 


2. Maintenance of bibliographic records created by YUL catalogers for e-books. 

2.1. Orbis bibliographic records for online resources should not be recycled. For example, if an e-book is replaced by a later edition, create a new Orbis record and apply 1.1. or 1.2 above as appropriate to the record for the earlier edition if it is no longer available. Each distinct edition should have a separate Orbis ID. 

2.2. If the URL changes but the e-resource content remains the same (same edition), continue to use the same bibliographic record and update the 856 link. 

2.3. Multiple links. For the time being, follow one of these options: 

2.3a. If YUL creates a bibliographic record with a link to a resource maintained by vendor A, and YUL later purchases rights to a collection from vendor B that includes access to the same resource, make an additional 856 link to vendor B's URL for the resource. Do not create a new bibliographic record for the e-book controlled by vendor B. If at a later time, the library no longer retains the rights to an online resource controlled by a vendor, delete the appropriate 856 field from the record. If no 856 fields remain, apply 1.1 or 1.2 as appropriate. [Note that this is consistent with PCC/OCLC guidelines for aggregator neutral records]
2.3b. ALTERNATIVE. If a bibliographic record is created with a link to a resource maintained by vendor A, and the library later purchases rights to a collection from vendor B that includes access to the same resource, make a new bibliographic record for the e-book controlled by vendor B. 

3. Interim access. [At this time, the scenario would apply to either a collection of licensed or a collection of firm ordered e-books.] In some cases, vendors are unable to supply bibliographic records for a subset of a collection of e-books at the time access to the set is enabled. It is the responsibility of selectors with the support of acquisitions to ensure that the remaining bibliographic records are delivered in a reasonable period of time. Normally, CMT will not create provisional records in Orbis for the interim period before the remaining bibliographic records are delivered and loaded. 

If a vendor cannot supply bibliographic records for an e-book collection within a reasonable amount of time, and access via Orbis is needed for the interim period, selectors & acquisitions should make arrangements with the vendor to supply a list in table format (usually Excel) providing the information needed for the preliminary in-process record. The information should include Author names in inverted order, title, edition if applicable, publisher, date of publication, and the URL link to the specific e-book [not the URL to the publisher portal]. It is essential that the vendor include in the table a non-ISBD alphanumeric match point that can be used to overlay the record when the full record is eventually delivered. Selectors must understand that without a match point, the full records will be loaded as duplicates and maintenance will be considered low priority. 

If access via Orbis is needed for the interim period & the vendor is unable to provide a list of outstanding bibliographic records with corresponding match points, creation of provisional records is not recommended because CMT [or the non-SML unit responsible for the maintenance of its e-books] would need to keep track of provisional records created and synchronize deletion of the provisional records when the duplicate full records are loaded. Full records provided by the publisher will often be delivered with records for other sets, with no adequate notification. When creating firm orders, selection routine should identify sources other than Orbis to identify e-book holdings to avoid duplication. Could Acquisitions and CMT jointly manage an internal wiki or web page with links to publisher listings of all e-book sets ordered by Yale? 

For the very limited situations where the publisher refuses to cooperate AND it is considered necessary to provide interim provisional records, procedures will be employed to minimize extraordinary maintenance, even if the procedures do not follow standard Orbis policies. This procedure should be used as a last resort only. 

3.1. Add an 856 link to the bibliographic records for the print version (if available): 

856 41 $u <URL> $y Also available to members of the Yale community as an online book. 

3.2. If the individual titles can only be accessed through a vendor portal, add an 856 link to the individual bibliographic records for the print version: 

856 41 $u <URL>$y Also available to members of the Yale community as an online book. Access from publisher website. 

3.2. ALTERNATIVE. If the individual titles can only be accessed through a vendor portal, separate records should not be created (preliminary or permanent). Instead, the portal site should be cataloged (or updated) with tracings for each title. The number of access points added to the record for the portal should not exceed <100>. 

3.2.1. Problem: A search on the 740 analytic title retrieves a brief view of the collection record that may be confusing to the user, since the added entries will not display in the default Brief view. Even if the cataloger created a contents note, the contents note would not display in the Brief view. Suggestion: modify the link text to something like: 

856 40 $u <URL> $y Website. Click here to view titles in this collection. 
4. Permanent access 

4a. Individual e-book firm orders. The assumption is that the publisher or vendors does not provide a bibliographic record; synchronizing delivery of the record with the enabling of access would be difficult in any case. 

· Notify cataloging liaison when the e-book has been enabled. Liaison will route to the appropriate copy cataloger as priority cataloging. 
· Copy cataloger searches OCLC. If matching is found, it is exported to Orbis for cataloging. 
· If no match is found, but a record for the print version is available on Orbis or OCLC is found, copy cataloger should apply variant edition cataloging procedures 
· If variant edition copy is not found, route to the appropriate original cataloger 

To facilitate maintenance, when creating a permanent record: 

4a.1. Trace the vendor/distributor as an added entry if considered to be important. Justifying the added entry for the vendor/distributor is not required. 
4a.2. Do not use the vendor/distributor as the publisher 

4a.3. Do not create a 300 field unless an e-book reproduces the pagination of the printed book 

4a.4. Do not base the source of title note on the vendor/distributor page 

4a.5. If cataloging copy is used, edit the record following the above guidelines. 

4b. Firm order collections. If it is known that the vendor cannot or will not supply bibliographic records for the collection at a future date, and the individual titles can be accessed directly through separate URLs, the selector can request permanent (core level) records for up to <100> titles per collection from <CMS>. <Other cataloging units can determine their own limits based on available staff.> In that case, apply the workflow in 4a. 
5. If the vendor cannot supply bibliographic records for a collection at a future date, and the number of records needed is over <100>, or if the number of preliminary records or access points needed for the collection or portal exceeds <100>
5a. Acquisitions staff should arrange to have the vendor supply an Excel spread sheet listing: Author, Title, Publisher, & the URL for each title. 

5b. Catalog Management staff will process the data from the spread sheet through MARCEDIT to create MARC records and load them into Orbis. 

5c. The editing process (or template) should 

5c.1. Add gmd [electronic resource] 

5c.2. Select Form of Item s in 008 

5c.3. Trace the name of the vendor in 710 2_. The name of the vendor should be established or follow NACO guidelines. 

5c.4. Validate access points 

5a. ALTERNATIVE. If the vendor cannot supply bibliographic records for a collection at a future date, and the number of permanent records needed is over <100>, or access points needed for the portal exceeds <100>, and there are already records in Orbis for the print versions, add to the bibliographic record for the print version 

856 40 $u <URL> $y Also available to members of the Yale community as an online book. 

or 

856 40 $u <URL> $y Also available to members of the Yale community as an online book. Access from vendor <publisher?> website. 
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