Profiles

Introduction
The authority loader works with a set of profiles that you define. A profile directs the handling of a file of records in a particular way. You should define a separate profile for each different kind of authority record you wish to load—or, to be more precise, for each different kind of authority record for which you need separate processing options. If you’re at a typical institution, you’ll probably need two profiles:

A profile for LCSH authority records

A profile for LC/NACO name authority records

If you need to load MeSH authority records, or vendor-supplied authority records that are not LCSH or LC/NACO records, you will need to define additional profiles.

You define and modify profiles from the authority loader program’s opening panel.
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You must define appropriate profiles before you can use the authority loader program. Once you’ve got options set for all the different kinds of authority records you want to load, you normally leave the profile definitions themselves alone, and you deal only with the program’s opening panel. For typical work, you select the profile and give the name of the input file, and you’re ready to go.
The program offers these profile-related options on the opening panel:
· To create a new profile, click the ‘Add profile’ button

· To change the name of a profile, highlight the profile and click the ‘Change name’ button

· To delete a profile, highlight the profile and click the ‘Delete profile’ button

· To change a profile’s options, highlight the profile and click the ‘Change profile’ button

Each profile must have a name, and this name can be anything you wish. Obviously, to make things easier for you, the name should reflect the kind of records handled by the profile; but the authority loader program does not use the name you define to help it decide how to handle the file.

If you are creating or modifying a profile, you can click the OK button to save the profile, or click the Cancel button to discard any changes. There is a third possibility; if you click the OK; and use as default for new profiles button, the program will save your changes (as if you had clicked the OK button); the next time you create a new profile, the program will use the current value of this ‘default’ profile as the basis for the new profile. If you need to define more than one profile, designating the first one you create as the ‘default’ profile in this manner will probably save you redundant work on the other profiles.
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General options tab

[image: image3.png][Authority options - LC names

Comee [ et [ meowrs [ wabe [ somees

e S| Repots T eow L s

NUC code used in authorly recards:

¥ Wite exsting recards to MARC fi before averlay indefault falder)
EN ¥ Wite deleted recards to MARLC fil indefauit falder)
NUC code roots: I~ Do not overlay if ncoring 040 shotet than existing 040

Onepa e o ey o i peason s code [
[ENEG appears in 040 sublied 3 of the exsting Ve record

Operator il

¥ I muliple metches found fr 010 $a (o 035 $al,delee ol but e
o Merge informaion fom mulpls matches for 010 $a

P W Series 7 Personal ¥ Urifom e

s rieabvs b ¥ Topical ¥ Corporate/Conference |7 Geographic

0501 0531 1002 4002 500:2 1102
41025102 111:2 411:2511:2130:1
4301 5301 1601 160:2 450 450:2

550:1 5502 161:1 161:2 4511 451:2
55111 5512 . Generate 043 or geographic headings i none present

™ Adkd $5t0 043 fields created by program

7 Name/ile

<

¥ Create 781 ik for geogteptic headins i none presert
= T Use Australian ractce for ndiect geacraphic subclvision
¥ Acd $510 751 fiekds created by program

Changs the name porton of locallycreated
¥ name/lie authoity ecords to malch a changed % Change persanal name fst indicator
name heading

1
Shortest heading o nterest

=] means the program wil cansideral headings.

Cancel ‘ OK; and use as defaul for new profes S





These are options are general in scope and didn’t conveniently fit into any of the other categories.

· NUC code used in authority records: this is the institution code the program will use to mark as ‘local’ any information transferred from an existing authority record into the incoming record
· NUC code roots: contains the stems of the institutional code of each institution that participates in your authority file (the stem is the part up to but not including any hyphen), and whose institutional code may be found in subfield $5 of series treatment fields, or anywhere else in an authority record. These stems allow the program to recognize local information without requiring an exhaustive list of the codes. (Example: if your institution has the codes IEN, IEN-Tr, IEN-Mu, IEN-HS and IEG, this box should contain ‘IEN IEG’.)
· Operator initials: the operator’s initials (or other identifying mark) are included as part of batch correction requests; they do not appear in authority records

· Set these indicators to ‘blank’: Over the course of time, a number of indicators in authority records have been un-defined; the current value for these indicators is ‘blank.’ If you wish, the program will set these indicators to ‘blank’ if other values are found in incoming records, or records present in the local database.

· Change the name portion of locally-created name/title authority records to match a changed name heading: When a name changes, the name portion of name/title headings and references should change to match. This is supposed to be done to LC/NACO records at the same time the heading is changed, but this will have no effect on locally-created records. If you check this box, for each changed name heading the authority loader will look for name/title headings and references in locally-created records that include the old form of the name, and will substitute the new form.
· Write existing records to MARC file before overlay: If you check this box, the program will save a copy of each changed record, before it is replaced. This save file contains the record as it existed in your database before the program loaded the current file.

· Write deleted records to MARC file: If you check this box, the program will save a copy of each record that it deletes. This file contains the record as it existed in your database before the program deleted it.

· Do not overlay if incoming 040 shorter than existing 040: This option is intended to prevent accidental overlay of a later version of a record with an earlier version. If this box is checked, when the program finds an instance of an incoming record in the local database the program will compare the 040 fields of the existing and incoming records; if the existing record is longer (implying that it has seen more updates than the incoming version) the program will not overlay the record. (If this box is not checked, the program will overlay records without testing the 040 field.)
· If multiple matches for 010 $a (or 035 $a for MeSH records), delete all but one: Your database may contain more than one copy of an authority record. If you check this box, the program will overlay the first one with the new version of the record and delete the others. (The program will prepare a report showing the deleted records.) You can limit the application of this rule to certain types of heading, if you wish.
· Generate 043 for geographic headings if none present: The program is able automatically to generate an 043 field for most geographic headings. If you wish, the program will add $5 with your institution code to the 043 field.
· Create  688 field for changed headings; Create 688 field for changes in ‘unique name’ coding; Create 688 field when new heading splits from ‘non-unique’ heading: When a heading changes, the program can generate a 688 field describing the nature of the change

· Create 781 field for geographic headings if none present: The program is able automatically to generate the indirect geographic subdivision form for most geographic headings. If you wish, the program will add $5 with your institution code to the 781 field.
· Use Australian practice for indirect geographic subdivision: Libraries in Australia may use an indirect subdivision form for places in Australia that varies from Library of Congress practice. If your library follows this practice, check this box.
· Change personal name first indicator from ‘2’ to ‘1’: The coding practice for personal names has changed over the years. If you check this box, the program will change obsolete personal name indicators in records it handles to the current value.

· Shortest heading of interest: In certain circumstances, the authority loader searches your system by heading—for example, to find bibliographic records that contain a given heading. If this heading is very short, this search may take a very long time. You can indicate here that you do not wish the program to bother with headings that contain just a few characters. (If you do this, the program will report each instance where it did not perform a search; it becomes your job to do this work as appropriate.)

Authority exclusion tab
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Some files of authority records may contain more than you wish the program to process. These options tell the program which kinds of records to expect, and which to ignore. 

For files of name and series authority records, you may choose to allow the default setting (Retain all records in the input file without regard to type) to stand. This setting becomes important when loading LCSH files, because LCSH files contain authority records for both LCSH and LC children’s subject headings. You may not wish to load the children’s headings; or, you may not wish to load the LCSH headings.

Save discarded records in a file: If you ask the program not to load all of the records in an input file, you can ask the program to save the discarded records in a MARC file for some other purpose.
Reports tab

There are so many options for reports that they have to be displayed on a series of sub-tabs.
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The options on the ‘General’ sub-tab have to do mostly with the e-mailing of reports.

· Folder for reports: The program prepares a number of files, both text files and files of records in MARC format, and places them in the folder you name here.

· E-mail statistics and program-generated reports to; E-mail list of new headings to: If you wish, the program can e-mail the statistical report and certain program-generated reports, or the list of new headings, to one or more persons. Give the full e-mail addresses of each person who should receive these reports; use two slashes between adjacent addresses. (Note: the reports referred to here are not the detailed reports showing problems and interesting conditions; the e-mail distribution of these is controlled on the Distribution sub-tab.)
· E-mail completed corrections to: If you wish, the program can include an e-mail message with the batch corrections it prepares, so someone can monitor changes made to your bibliographic records.

· Send e-mail via MAPI (and related options): If you have an e-mail client installed on your workstation that can process MAPI requests for mail services (and if you have configured the client properly to do so), select the first radio button in this frame. (In this case you don’t need to fill in any of the other boxes in this frame.) If your e-mail client is not set up to handle MAP requests (or if you read your e-mail via a Web browser rather than a dedicated client), select ‘Send e-mail via Blat’ and carefully fill in the remaining boxes. If you select ‘MAPI,’ the loader will formulate a standard request and hand it to Windows; Windows will hand the request to whatever e-mail client is configured to handle MAPI tasks. If you select ‘Blat,’ the loader will use the e-mail services of a utility DLL to send messages.
· In lists of bib records associated with an authority record: Some of the reports the loader prepares list bibliographic records that contain a particular heading by title; if you check this box, the list will also include location and call number information.
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Options on the ‘BAM report, general’ control in a general way the reports produced when the loader validates and verifies each authority record. By checking and un-checking boxes, you can control in a general manner what kinds of headings you wish the program to inspect closely.
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The ‘BAM report, authority’ tab controls validation and verification reports that pertain to authority records.
· Include authority-related problems: If you check this box, the program will include authority-related problems; if you do not check this box, the program will not inspect authority records in detail. If you check this box, additional check-boxes directly underneath allow you to include or ignore certain categories of reports.

· Include only reports of multiple authority records for the same heading: If you have asked not to receive authority-related problems, you may still wish to receive reports of duplicate authority records; check this box if this is the case. (If you have asked to receive authority-related problems, this box will have no effect.)

· Hold reports of duplicate 1XX fields for a time; Hold reports of 010 $z versus 010 $a for a time: By the time we receive and process authority records, the Library of Congress has had a chance to find many of the same critical errors that the authority loader finds. Among these two in particular stand out: duplicate headings, and authority records that appear to need to be deleted (because their LCCN has been cancelled) but the record is still in existence. What we really do not want to do is deluge the Library of Congress with a bunch of messages relating to problems that they have already noticed, and are in the process of resolving. So we are being good authority citizens if we hold on to reports of these conditions for a time, and only report them to LC if they continue to exist. If you check these boxes and set an appropriate limit (6 weeks is about right), when the authority loader detects one of these problems it will not include them in the report right away, but will instead write a message to itself in an archive file. At some later time, the authority loader will find things in the archive file that have expired, and see if the condition persists; if it does, the authority loader will at that time prepare an error message.
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The ‘BAM report, bibliographic’ tab controls validation and verification reports that pertain to authority records.

· Include bibliographic-related problems: If you check this box, the program will include bibliographic-related problems; if you do not check this box, the program will not inspect bibliographic records in detail. At present, there are no further options for bibliographic-related BAM messages.

[image: image9.png]General Y GMepotoened | BAM repot auborty BAM repot bbiogiaphic
Besmanie sabdmon. | Derepots Y Dbt

008/05 changed from ' o ¥ heading has ot changed; heading ends in $v o $
C ppoved  C Pending  Repot " Norepot

00808 changed; 150 fild with orly $a; heading hs not changed

@ Repot C Norepat




The ‘Geographic subdivision’ tab controls actions related to changes in byte 06 in the 008 field.

· 008/06 changed from ‘n’ to ‘i’: If the indirect subdivision value has changed from ‘n’ to ‘i’ but the heading itself has not changed, and the heading ends with subfield $v or $x, the program can send a batch correction request to either the approved or the pending queue, can report the condition so that you can determine for yourself what ought to be done, or the program can ignore the situation.
· 008/06 changed; 150 field with only $a: Similar to the above, but applies only to topical headings with no additional subdivisions. You can ask the program to report the condition, or to ignore it.
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The ‘Other reports’ tab controls a grab-bag of reports that don’t fit under any of the other headings.

· Reports for linking entries: These reports are probably of interest only if you have locally added linking fields to LCSH authority records to map headings in one scheme to another. You can ask the loader to prepare a report when a heading changes and linking fields are present, and/or to prepare a report when an authority record that contains linking fields. In both cases, this report allows an operator to adjust the linking field in the other authority record as necessary. The settings shown above (which ask that these reports not be prepared) are probably the most appropriate ones for LC/NACO authority records, and also for LCSH records at most institutions. Northwestern University maintains about 20,000 7XX fields in LCSH and MeSH authority records to show points of correspondence between these two subject heading systems; so Northwestern’s profiles for loading LCSH and MeSH records request these reports:
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· Ignore reports of 010 $z in one record that matches 010 $a in another: When the authority loader encounters subfield $z in the 010 field of a record it loads, it searches the local system to see if the local database contains a copy of the ‘deleted’ authority record. (This search takes into account any ‘delete’ records that appear in the file currently being processed.) If the loader finds a matching record with the ‘deleted’ LCCN in 010 $a, it can report the condition if you choose. (On the ‘BAM report, authority’ tab, you can ask that the loader defer reporting this report for a while, to give LC enough time to complete work on the records.)

· Reports of changed/deleted headings that continue to appear in other authority records: When a given heading disappears (because an authority record is deleted, or the heading changes), the authority loader can (after processing all of the records in the current input file) look for other authority records in the local database that continue to use the now-unsupported heading. Such a report allows you to perform cleanup in the local database that would not otherwise occur. This report can cover all types of records, only ‘local’ records.

· Report new 1XX that match bib headings: You may want to be informed that the heading in a newly-added authority record matches headings in bibliographic records already present in your local database. Such a report is of particular value for personal names that do not contain subfield $d, as the ‘match’ is often incorrect, and the bibliographic headings require attention. While such a report may be of less value for other kinds of headings, you can request the report for any of the kinds of headings that the program recognizes.

· Report changed 1XX that now match bib headings: You may want to be informed that the changed heading in an authority record matches headings in bibliographic records that were already present in the local database (i.e., before any batch corrections instigated by the authority loader).

· Generate a report containing all new and overlaid records: This report (a text file, not a MARC-format file) shows the ‘finished’ version of every authority record added to the local file, and of every replaced authority record.

· Create list of new headings: This report lists, in alphabetical order, the 1XX fields in records new to the local system. This may be of particular use when loading files subject records—you can send this report to others as a current-awareness tool. If you wish (and you probably do), the authority loader will not include LCSH ‘validation’ records in this report.

· If multiple matches found for 010 $a and extra records are deleted, report the deleted records: If the loader finds more than one copy of an authority record in the local database, you will probably want the authority loader to get rid of all but one of them. If you wish, you can ask for a report showing all of the deleted records, so you can reassure yourself that no valuable information has been discarded.
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The ‘Distribution’ tab is the most complicated of all of the tabs that deal with reports generated by the authority loader. This complexity stems directly from the amount of flexibility you have in defining the reports you wish to see, and who gets to see them. In order to understand the reason for this complexity, you should know that the authority loader is able to report several dozen kinds of conditions, and it recognizes eight different kinds of heading. This generates a matrix of several hundred possible reports. It is an important element of the authority loader’s design that a given combination of condition and heading type can only appear in one report; after all, you don’t want to have two different people working on the same problem. Your task on this form is to define one or more reports, and then to assign to those reports as many of the elements from the problem/heading-type matrix that you wish to know about.

When you define a new load profile (without using the ‘default profile’ mechanism), the authority loader assumes nothing, and the list of defined reports is empty, as shown in the above illustration. The top box lists each error or condition on a separate line, followed in parentheses by a list of the kinds of headings for which this report has not yet been defined. As you assign conditions to various reports, they move from the top box to the bottom box. The lines in the bottom box show the various reports, and the error conditions and heading types assigned to them.
You can, if you wish, proceed to define your own reports and assign conditions to them (which process I’ll describe just below). However, you may be able to save yourself some work if you first click the ‘Set to default’ button in the lower left corner. If you do this, the program distributes the various errors into reports that are based on the type of heading (personal, corporate, etc.). It may be simpler for you to modify this useful scheme, rather than do all of the work yourself.
 The following illustration shows the first part of the default report scheme: all of the error conditions have been assigned to reports, so the top box contains nothing.
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Note: If you use the default set of reports and if you wish the program to e-mail the reports to various people, you need to highlight in turn each report name (i.e., the lines in the bottom box that are not indented) and click the ‘Modify’ button to supply the appropriate e-mail address and to change the subject line as you wish. (You can also change the name of the report itself, if you want.)

To create a new report, click the ‘Add’ button. The program shows you a small dialog window. Supply the name you wish to use for the report (it can be anything you wish). If you want the program to e-mail the report to someone, also give that person’s complete e-mail address, and supply a subject line for the program to use in the message.
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To add a condition or heading type to a report, highlight the condition name in the top box and the report name in the bottom box, and then click the “v” button between the two boxes. If there is more than one heading type available for that condition, the program displays a small dialog window, so you can decide which heading types should be assigned to the selected report. (The program assumes that you want to assign them all, but you can un-check as many boxes as you wish.) If you click the OK button, the program moves the selected condition/heading type information to the appropriate report in the lower box, and removes it from the upper box.
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The authority loader does not require you to assign all combinations of conditions and heading types to reports. If you don’t care about certain things, leave them unassigned; the program won’t include them in any of the distributed reports. (The loader does actually prepare a report containing all of the messages that aren’t included in the distributed reports, just in case.)

If you wish to remove a condition or heading type from an existing report, highlight the condition line in the lower box and then click the ‘^’ button. If the highlighted line contains only one heading type, the loader moves it to the upper box; if it contains multiple heading types, the loader shows you the same dialog box it shows when you click the ‘v’ button; you can decide to remove all or only some of the heading types from the report. After you’ve removed a condition or heading type from one report, you can then assign it to a different report.
Corrections tab
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The authority loader is able to prepare batch correction requests in circumstances, if you allow it to do this. The options on this tab tell the program which kinds of changes you are willing to allow the program to prepare on its own. (If the program senses the need for a correction but you don’t allow it to prepare the request on its own, the program puts a message for you in a review file.) You must supply the names of folders for the program to use as pending and approved queues, even if you do not wish the program to prepare any batch corrections.
If you allow the program to prepare a batch correction request for a certain type of heading, you can ask it to place the request into your approved request queue, or into your pending request queue. (The functions of the pending and approved request queues are described in the documentation for Northwestern University Library’s batch correction job stream.)

The program recognizes a number of different categories of headings; you can make a different choice for each category of heading. The choices available for each heading type are: perform no automatic heading correction, send the correction request to the pending folder (for subsequent review), and send the correction request to the approved folder. The program recognizes categories in this order; the program puts a heading into the highest category in this list to which it may belong:

· topical headings: any heading with tag X50, and any heading that contains subfield $v, $x, $y or $z

· series headings: any heading whose authority record has 008/12=a,b,c,z

· name/title headings: any authority record whose 1XX field contains subfield $t

· personal names: any 100 heading

· corporate/conference names: any 11X heading

· uniform titles: any 130 heading

· geographic names: any 151 heading

It is very important to note that even though you may select a certain category for automatic batch correction everything will not necessarily be handled as you direct. The program has additional built-in rules that restrict or degrade certain categories: the program sometimes does less than you might otherwise expect. For example, you may indicate that corrections to personal names should go into the approved queue; but if a correction involves a personal name without subfield $d, the program will send the request to the pending queue instead.

The program recognizes one additional category that comes before all of the other categories, called ‘program-defined’ (sometimes called ‘safe’ batch corrections in this documentation). These are batch corrections that the program decides are perfectly safe to perform (regardless of other built-in rules), because the titles of the bibliographic records to be changed match the titles in 670 fields in the associated authority record. (For example, the program will change a personal name heading that does not contain subfield $d appearing in a given bibliographic record—which change would normally be forbidden—if the program can match the bibliographic record’s 245 field to one of the 670 fields in the authority record. If there are several bibliographic records with a given heading, it will often happen that the program will change some of the bibliographic records and present the remainder for you to review.
There is an additional set of options that applies to all corrections for all kinds of headings: If you wish, the program will inspect the ‘cataloging rules’ code (008/10) in the authority record. If this code is not ‘c’ (AACR2), the loader can send all requests to the pending folder, or it can instead only include them in a report.
Series options tab
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· Report change of series type involving code ‘c’: You may wish a notification if the series type code in the existing version of an authority record is ‘c’ and changes to anything else; or if the series type code changes to ‘c’ from anything else.

· Handling of 09X fields in incoming records: You may wish the program to do something about 09X fields (probably: call numbers for classed-together series), so that 09X fields in the local database can be reserved for locally-assigned numbers. You can ask the program to leave 09X fields alone, move them to the corresponding non-local field with the appropriate indicator, or delete them. (Deleting them is probably not a good idea.)
Subject options tab
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These options apply primarily to files of subject-only records, but there is one option that applies to LC/NACO records.

· Discard subject-to-name references in name authority records: The Library of Congress has stopped creating and maintaining the subject-to-name records it once inconsistently added to name authority records. It is probably best that you ask the program to remove them from LC/NACO records as they are loaded.

· Do not treat a change in coding of $v vs. $x as a changed subject heading; Write headings that differ only in coding of $v/$x to a file: If the coding of a subdivision changes from $v to $x, you may not wish the program to treat the change as significant—most specifically, you may not wish the program to prepare a batch correction request. You may wish the program to write headings that are changed only in the matter of coding of subfield $v/$x to a file for review.

· Create 451 for <place> $x History $y <period> headings: Given a heading for a chronological period in the history of a place, the program is usually able to prepare a 451 field designed to fit into a chronological display, providing catalog users with an alternative way to approach chronological information. Here is a portion of a made-up OPAC display containing 451 fields prepared by the authority loader:

France—History—1031-1060 (Henry I)


search under: France—History—Henry I, 1031-1060

France—History—1223-1226 Louis VII)


search under: France—History—Louis VII, 1223-1226

France—History—1328-1589 (House of Valois)


search under: France—History—House of Valois, 1328-1589

France—History—1413 (Cabochien Uprising)


search under: France—History—Cabochien Uprising, 1413

France—History—1500-1599


search under: France—History—16th Century

France—History—1793-1794 (Reign of Terror)


search under: France—History—Reign of Terror, 1793-1794

The authority loader prepares these 451 fields, but does not add $5 to them. If the heading is ever changed, the authority loader simply prepares a replacement 451 field.

· MeSH options: These come into play only when the input file contains MeSH authority records.
· Exclude combination records: If checked, the program will ignore ‘combination’ authority records, that consist of a heading and subdivision
· Exclude geographic subdivision records: If checked, the program will ignore MeSH authority records for geographic subdivisions
· Remove ‘publication type’ label: If checked, the program will remove the label “[PUBLICATION TYPE]” at the end of some headings
· Create5XX fields from 072 fields: If checked, the program will use the 072 fields in MeSH authority records to generate broader-term and narrower-term 5XX fields. The program can only do this work if you supply it with the ‘complete’ MeSH file. The program can also only do this work if you supply the name of a database with the proper structure in the Folder that contains ‘mesh.mdb’ box.
Merge options tabs
There are so many options that control the merging of authority records that they are distributed over two tabs.
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The authority loader maintains two sets of options for merging authority records: one set for merging an existing local record into an incoming non-local record, the other for merging an existing non-local record into an incoming non-local record. These options are all displayed on the same two tabs; you flip from one set to the other by selecting the appropriate radio button at the top of the ‘Merge options, pt. 1’ tab. The bottom part of this tab varies, depending on the selection you make here.
· Create 688 field for changed headings: If you check this box, the authority loader will create a 688 field every time the 1XX field changes. (The program does this in every case, even if the information duplicates information in the authority record’s 4XX fields.) The 688 field will contain the date from the incoming record’s 005 field, and (because the 688 field only has subfield $a) convert tag and subfield codes into a format that allows them to be reversed (for use in batch correction requests) without loss. Here’s a typical example:

688:  : |a Heading changed 20080126 from: 100:1#:_$a Ziegler, Robert |5 IEN

· Create 688 field for changes in ‘unique name’ coding: If you check this box, the authority loader will create a 688 field every time the coding of 008/32 changes from ‘a’ to ‘b’, or from ‘b’ to ‘a’. Here is a typical example:

688:  : |a Heading coded 'non-unique' until 20080321 |5 IEN

· Create 688 field when new heading splits from ‘non-unique’ heading: If you check this box, the authority loader creates a 688 field when it adds a new record to the local database when that new record contains a 667 field stating that the heading in the current record was formerly included in an undifferentiated name record. The program can only do this if the local database contains the undifferentiated name record referenced in the 667 field. Here’s a typical example (the 667 field is in the incoming record):

667:  : |a Formerly on undifferentiated name record: n 86808093

688:  : |a Until 20080324 covered by the non-unique heading: 100:1#:_$a Singh, R. B. |5 IEN
· If tag to be merged is already present …: Some fields in an authority record are defined as non-repeatable. (Example 675 field.) When merging two authority records, the program will occasionally encounter a situation in which the incoming record contains an instance of such a field, and it also wishes (following your options) to preserve a field with the same tag present in the existing version of the record. If you check this box, the program will include a description of the problem in a report, but the program will not attempt to merge the existing field into the composite record. If you do not check this box, the program will copy the non-repeatable field into the composite record; when in a later step the program BAMs the authority record, it will report the existence of a repeated non-repeatable field.
It is probably best if you check this box. You can review the report showing the field that was not added, and modify the finished authority record if warranted. Most of the time, the omitted field does not contain any useful information (if it does, you should probably add it to the official copy of the record on OCLC); so this is probably better than the opposite case, which would oblige you to remove the unwanted fields most of the time.

The options at the bottom of this tab differ, depending on the kind of merge (local into non-local, or non-local into non-local).
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· Add subfield $5 to fields transferred into the composite record: If you check this box, the program will add subfield $5 to records transferred from the existing version of a non-local record to the new version of that record. You can limit the application of this work to just certain fields, if you wish. If your options for the non-local into non-local merge (on the next tab) only involve the transfer of fields that already contain subfield $5 then you don’t need to check this box, as the transferred fields will by definition already contain your institution’s code.
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· Merge a local record with the same heading …: If you check this box, the program will attempt to merge information in a local authority record into an incoming non-local record with the same 1XX field. (If you do not check this box, the loader will leave the putative duplicates alone, and they will then be reported during the BAM step.) You can select the kinds of headings that the program should attempt to merge.

· Show successful merges in report: If you check this box, the program will include a report of merged records. The report shows the finished composite record, and the local record before the merge. This allows you to be certain that no useful information was discarded during the merge.

· If merge is not possible, delete the local record anyway: If you check this box and the program determines that it cannot merge to authority records with the same 1XX field, the program will delete the local record. You can ask that the program include the deleted records in a report.
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The options on the ‘Merge options, pt. 2’ tab tell the program how to carry forward information from an existing copy of an authority record when it is processing an update to that record. In most cases, there are separate options for each distinct group of tags. For each group of tags, you have three basic choices:

· Preserve a field in the existing record whenever present, as long as it does not duplicate a field in the incoming record

· Preserve a field in the existing record marked with a local code in subfield $5 as long as it does not duplicate a field in the incoming record

· Ignore the field in the existing record

For most tag groups you can also supply a list of fields of interest. If you leave this box blank, the program will apply your rule to all fields in the group; if you supply any tags, the program will apply your rule only to the tags listed, and will ignore other fields in the group.

Some field groups present additional problems, and are consequently represented by additional options.

· 008 field: In general, the program will accept the incoming field. You have the option of preserving three codes in the existing record: 008/06 (geographic subdivision), 008/12 (type of series) and 008/13 (series numbering). The program will automatically preserve code ‘b’ in 008/32 if the code in the existing record is ‘b’ and if the program preserves any 670 fields in the incoming record whose subfield $a begins with a bracket and which bear a local institution code in subfield $5.

· 4XX and 5XX fields: You can ask the program not to consider fields in the existing version of the record if reference tracings in the existing record are ‘not evaluated’ and references tracings in the incoming record are ‘evaluated.’

· Series treatment fields: The program offers no options for the 642, 644, 645 and 646 fields. The program will automatically transfer any local institution codes to fields in the incoming record when the text of subfield $a matches; and it will automatically create new fields if no field in the incoming record represents the local practice.

Verify/Validate tab
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These options control the program’s performance of verification and validation of incoming authority records. (In the cataloger’s toolkit, the verification and validation steps are collectively known as ‘BAM.’) You can ask that the program perform any combination of these steps (or neither).

If you ask for either routine and the program detects any errors, it will include the error messages and a dump of the record in a review file for your consideration. There is a small amount of automatic correction built into the validation routine. For example, if the program finds a conflict between an authority 4XX field and a bibliographic heading, the program will apply your definition of appropriate batch corrections to the problem heading, and, if permitted, send a correction request to your approved or pending queue.

If you ask the program to perform MARC validation, you must supply additional information. These options parallel information you supply when using cataloger’s toolkit, batch correction receiver and/or location changer.

Even if you do not wish the program to perform verification and validation, you should supply the appropriate folder name in the Folder with validation configuration files box. This allows the program to follow your rules for the order or fields in authority records, and to perform other work.
� The program does not at present have built-in knowledge of types of subject authority records other than LCSH, MeSH, and LC children’s subject headings. If you need to load other kinds of subject authority records, such as Sears and AAT, try the ‘vendor’ option as a test. If the results are not to your liking, contact the author of the authority loader program.


� Dividing reports by heading type is particularly useful, because there is often more than one report associated with one authority record. If you divide reports by heading type, you will be sure to see the entire package of problems associated with one authority record all at once, and will avoid the possibility that different people will be working on different parts of the same problem.





