OCLC NACO: Columbia site visit

Manon Théroux met with Kate Harcourt, Susan Summer, and Melanie Wacker on the afternoon of Aug. 22, 2006.

Administrative Details

· organization: smaller department than ours and very centralized; almost all NACO catalogers in same room; only external NACO catalogers are in Law and East Asia; East Asia has its own independent NACO operations and is excluded from workflow descriptions below

· funnel projects: none; no Hebraica or Arabic catalogers; music cataloger only submits name headings not uniform titles (has not had the official uniform title training) though does assign uniform titles in bib records

· accounts: all catalogers use the same OCLC account for NACO work

Record Reviewing

· reviewers: Susan reviews all NACO names; Melanie reviews all NACO series and 053 classification number proposals; [someone else reviews all SACO proposals]; back-up reviewers are used as needed

· independence policy: all records/proposals are reviewed; no one is independent; reviewers do all adds and replaces

· save files: all catalogers save their records to a single online save file; local save files are not used (reason: local save files are machine-specific and thus cannot be accessed by the reviewer)

· procedures for submitting name and series records: catalogers submit records continuously using paper printouts; put printouts in reviewers' in boxes; for series records, printouts are accompanied by the book cataloged; Law submits record numbers by e-mail; do not use OCLC action "submit for review"; do not assign online record "statuses"

· procedures for reviewing name and series records: reviewers search heading in CLIO (local catalog), OCLC bib file, and OCLC authority file; when searching CLIO, only check to make sure that bib heading matches NACO heading, don't usually verify that 670 constructed correctly; if NACO record is okay, reviewer retrieves it using save file number, adds/replaces record, and discards printout; if NACO record needs further work, reviewer annotates printout, makes photocopy, and returns to cataloger; cataloger later resubmits

· turn-around time: records usually reviewed within 24-48 hours; try to clean out save file weekly; easy to sort save file records by save file number, number of days until expire, and by heading; when cleaning out "old" records, identify cataloger who created record by searching for associated bib in CLIO; think catalogers might be able to put their initials in a local field in authority record to help identify (initials would disappear when record taken out of save) but not sure (and don't use)

· procedures for submitting 035 and SACO proposals: blank proposal form (Word document) is stored on shared directory on central server;  file with instructions also stored in same directory; cataloger opens proposal form, fills out proposal, saves to a folder in the shared directory, makes printout, and submits to reviewer; reviewer searches 053 class numbers in LC catalog and in OCLC bib files (don't want to duplicate another library's proposal); if proposal is fine, reviewer copies/pastes proposal into official web form and submits to LC

· statistics: catalogers do not keep statistics; bib statistics done online (catalogers add status codes to records and Systems staff run reports); reviewers keep all authority statistics manually as they do the reviewing; do not use OCLC online statistics function; authority statistics counted by broad type (names, series, 053, SACO) and by language (language of the item cataloged, not language of the heading, though often they will be the same); individual cataloger statistics are not kept; statistics are cumulated quarterly (I have sample quarterly report)

Hardware/Software Configurations

· hardware: catalogers use double monitors; very useful to have NACO record open on one screen and bib record or cataloging documentation or reference source or electronic resource being cataloged on the other screen; can copy/paste between screens and don't have to constantly toggle using a single screen

· system reliability: when Connexion software was still new, there were many system problems but those seem to be worked out; if have problem, can go to "OCLC system alerts" web page for more information, to check system status, see if someone else has reported yet, etc.

· software updates: custom settings are kept when new version of Connexion loaded; not sure if Systems people do anything special to make this possible

· time-out: theirs set for 38 minutes; not a problem; number of minutes left displays on bottom right of record (don't really use other information displaying in bottom of record); if do time out in middle of record, think saving record to local file not always possible

· fixed fields: display as separate fields for ease of editing rather than in single line

· toolbar: can customize toolbar by adding icons for oft-used actions; use Tools>Toolbar editor to drag icon to toolbar; icon names same as menu names; use for: add, replace, save file, generate authority record macro

Record Creation/Update

· record creation method: either generate authority record from OCLC bib record or use OCLC workforms; cataloger has choice to do bib record creation in CLIO or OCLC

· copy record command: do not use 

· constant data: do not use for authority records; use a little for bib records; good for situations involving multiple fields; can include both fixed and variable fields; multiple steps to invoke [but think can map to macro?]

· text strings: use sometimes; good for oft-used text that would be entered in a single field (e.g., a reference source cited frequently in a 670 field)

· macros: use MacroExpress for commonly used diacritics (same keys for CLIO and OCLC); one staff person creates most of their macros; many keys already taken in Connexion; do not override Connexion function keys; map to keystroke ;;[letter]; use Connexion command for delimiter

· validation command: ask catalogers to vaidate records in save before submitting to reviewer; errors would be caught by system anyway when reviewer does add/replace but time-consuming for reviewer to have to fix records

· move record command: do not use; assume purpose is to move record from local save file to online save file but they don't use local save files

· reformat command: use; resorts fields in tag number order; if more than one field with same tag, keeps the same order with the field group

· lock command: must lock an existing record to update it; after lock record, record displays to you as "Locked" in upper right; other OCLC users have no way of knowing that you've locked the record unless they try to lock it themselves (they will receive an error message saying the record is locked by another user; they won't know which user or even which library; if you ever get this message and it doesn't go away after a few days and you need to work on the record, you can contact OCLC Support and complain; they will notify the library that has locked the record and ask them to release it; thinks locked records are only locked to OCLC users and that locked master records can still be overlaid by updated versions distributed by LC

· unlock command: only needed if you lock a record and then change your mind *before* editing and saving to the save file

· deleting save file records: deleting a new record from the save file will cancel it; deleting an update to an existing record will cancel your edits and automatically release/unlock the master record; there is no need to use the unlock record command

Miscellaneous

· local updates to authority records: do not update authority records in CLIO

· series decisions: do not class together very often; follow decisions in national series authority record; also rely on bib record searching to determine whether series classed-together

· training: most recent hires have been experienced catalogers who know how to use OCLC so not much of an issue

· searching: no specific search strategies  recommended for staff; they understand the various searches available

· contacting OCLC Support: use menu comands Help>Contact Support; a form will be generated that you fill out; will probably need to identify yourself as a Connexion user and include your account number and MARC organization code

