The Vendor MARC Record Specification Sheet is required to ensure your book vendor sends the correct

@D mveca

Vendor MARC Record Specifications Sheet Instructions

MARC format MVECA to process your new book order.

Instructions

This form can be found on the MVVECA website, under INFOhio, Resources and Documents. Only yellow

highlighted areas need completed. Once completed, send copy to vendor and MVECA at

helplibrary@mveca.org. If you have any questions when completing this form, or would like us to check it

before you send it, please submit a ticket to helplibrary@mveca.org

Part |

I N F@ h i o INFOhio Vendor MARC Record Specifications

Vendor Name:

Click or tap here to enter text.

District:

Click or tap here to enter text.

Library: | Click or tap here to enter text.

Address:

Click or tap here to enter text.

Phone:

Click or tap here to enter text.

Submitted By:

Click or tap here to enter text.

Date:

Click or tap to enter a date.

1) Vendor Name — This is the name of the book vendor (i.e., Follett, Junior Library Guild (JLG),

Scholastic, Perma Bound, Abdo etc.)
2) District — Enter the full name of the school district (i.e., Springfield City Schools)
3) Library — Type the name of the school library (i.e. Springfield High School)
4) Address — Enter the school address
5) Phone — Enter your phone number of the school
6) Submitted By — Person submitting the form
7) Date — The date the form is completed

Part 2

Smart Barcode: 14 digits; Code 39; Modulus 10, type 1 check digit

First digit to identify item:

3

District Institution Code (digits 2-5):

Click or tap here to enter text.

Sequential number range (digits 6-13): from

Click or tap here to enter

text.

to | Click or tap here to enter

Text.

Digit 14 is vendor calculated

Modulus 10, type 1 check digit

1*t line of text on barcode for district or building:

Click or tap here to enter text.

274 line of text on barcode for district or building:

Click or tap here to enter text.

System Interface: INFOhio: SirsiDynix

Character Set: ASCII
Holdings Data: 852 TAG/Subfield
ITC Abbreviation: MVECA a

Library Code: Click or tap here to enter text. b

Genre Code: f

Call Nlumhear (including valuime & /ar comv h
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8) District Institution Code - This is your four-digit numeric code for your district. See list on Page 3 of
this document.

9) Sequential number range — These are the barcode numbers you wish to give the vendor. If you will be
ordering from this vendor often, give a larger range number. (Example 1,000) This form is good for
multiple years. In order to “reserve” these barcode numbers for the vendor and assure they will not get
used by your school; you will run a Dumb bar code labels from WorkFlow. Drop the last number of the
auto-generated bar codes numbers. The last number will be used by the vendor. The barcode number
entered will only be 8 digits. See page 4 for details on running dumb barcodes.

10) 1%t line of text — You want these two lines to be descriptive so if the book is lost or returned somewhere
else (example, public library) you have better chances of getting your book bac. This is typically the
School District name.

11) 2"¥ line of text - This is typically the School Building name. (i.e., Springfield High School)

12) ITC Abbreviation: This should read MVECA

13) Library Code: This is the four-character library building identifier of what library owns this book.

(i.e., SPHS) If not sure, attached chart.

Save the Word document and send a copy to your book vendor and also to helplibrary@mveca.org.

What happens next?

Once you have given your book vendor this form and submitted to MVECA, the vendor will get your books
ready to ship. Once ready, they will email infohio@mveca.org the MARC record(s) data file that we need to
import to your library catalog. (WorkFlows/BLUEcloud).

Once we process the vendor load, we will send you an email letting you know that it has been completed, then
you are able to run bar code labels (and spine labels if desired) for the newly loaded books. Use the date in the
email when creating labels.

The email will look similar to below:

From: sirsi@mveca.infohio.org <sirsi@mveca.infohio.org>
Subject: OHcatloadmessage CS
Your record load from Follett is complete.

To generate a list of records loaded go to:

Reports -> ITC Custom tab -> OH-INFOhio Vendor Load Report Click on set-up and schedule. On the Item
Selection tab enter the library code (DEFAULT) in the library field and
11/22/2024 in the date created field. When viewing the finished report, uncheck the 'view log' option.

Records loaded:

2 added as new title records

2 Title records loaded with copy information:
Items Per Library: 2 CSHS

Material Type: 2 BOOK

Iltem Group: 2 FICTIONS

Genre: 2

It is recommended that at least one item in each of the above item groups be checked for the following:
- formatting of the call number, correct assignment of item group, correct assignment of material type etc.

For your convenience, a list of titles in the load are as follows:
The cruel prince /Holly Black.
Lightlark /Alex Aster.
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District Institution and Library Codes

INSTANCE IMSTITUTION LIBRARY

INSTANCE INSTITUTION LIBRARY

CODE CODE CODE UBRARY DESCRIFTION CODE CODE CODE LIBRARY DESCRIPTIGN
BL5510 1810 BLHS Blanchester High School ME 5630 1855 MNEKR Kenton Ridge MS/High School
Blanchester Jr.
. 1a i
BL 1810 BLIR High/Intermediate MNE 1855 MNEME Mortheastern M5/High School
BL 1810 BLPM Blanchester Putman NE 1855 NEnR  entonRidge
Elementary/Middle
CA 5520 1915 CACHS Catholic Central High School MNE 1855 MNESV Mortheastern Elementary
MNorthwest El ta
CC5530 1815 CCEL  Cedarville Elementary NW5640 1860  NWES thm:“ = Hementary
cC 1815 CCHS  Cedarville High School NW 1860 NWHS MNorthwestern High School
5 5560 1875 C3EL  Shawnee Elementary SE 5660 1865 SEHS Southeastern High School
s 1875 C3HS  Shawnee High School SE 1865 SENV Miami View School
EC 5570 1825 ECHS  East Clinton High School SP 5670 1830 SPFL Fulton Elementary School
EC 1825 ECMS  East Clinton Middle School P 1830 SPHS Springfield High School
Mew Vi El ta
EC 1825  ECNV S::;UI'E" sl 5p 1890 SPHY  Hayward Middle School
EC 1825 ECSE  Sabina Elementary School P 1830 SPHM Horace Mann
FF 5790 3218 FFES Fairfield Elementary School P 1890 SPEF School of Innovation (201)
FF 3218 FFHS Fairfield High School P 1830 SPEN Kenwood Elementary School
GC 5580 1830 GCCC  Greene County Career Center P 1830 SPLG Lagonda Elementary School
GR 1845 GREN Enon Elementary School P 1830 SPLN Lincoln Elementary School
GR 1845  GRHS  Gresnon Ir High/High School sp 1890  SPPW :;:"DEIWMS Elementary
GR e R R L sp 1830 SPRS  Roosevelt Middle School
School
G iew El nt
GV5600 1835 GVES Scﬁzr'“m Ementary sp 1890 SPSC  Schaefer Middle School
GV 1835 GVHS  Greeneview High School P 1830 SPSH Snowhill Elementary School
av 1835 VIS Greeneview Intermediate <p 1890 spsk Simon Kenton Elementary
School Schiool
HH 5770 1406 HHHS  Wayne High School P 1830 SPSN Snyder Park Elementary School
: . . Warder Park,\Wayne
HH 1406 HHMO Monticello El tary School P 1830 SPWP
SRR RS L o Elementary School
Wright Brothers Elementa
HH 1406 HHMP Schgcul L TL5680D 1885 TLDV Donnelsville Elementany School
HH 1406 HHRU  Rushmore Elementary School TL 1885 TLHS Tecumseh High School
Charles H. Huber Elementa
HH 1406 HHTI "y TL 1885 TLMS Tecumseh Middle School
School
Valley F El it
HH 1406  HHVF S:hnE:I Slemsrenl TL 1885  TINC  New Carlisle Elementary School
HH 1406 HHWE Woeisenborn Middle School TL 1885 TLPL Park Layne Elementary School
HI 5610 6656 HIEL Hillsboro Elementary WC 5690 1895 WCBA Belle Aire Elementary School
HI 6656 HIHS Hillsbero High Schoal WC 1895 WCC Cherry Hill Elementary School
MP 5740 1626 MPHS  Madison-Plains High fIr. High WC 1895 WCMS  Washington Middle School
MP 1626 MPIN  Madison-Plains YS5720 1910 YSHS Yellow Springs High School
Miami Trace Elementa
MT 5620 1850 MTES School v Y5 1510 YSML Mills Lawn Elementary School
MT 1850 MTHS  Miami Trace High School 5200 YSHS MIVECA Test / HS
MT 1850 MTIH  Miami Trace Middle School YSML MVECA Test / Elem




Instructions to run Dumb barcodes in WorkFlows — Needed for #9 — Sequential Number Range

Number of labels you want to create. If using the vendor often, give a larger quantity. (1000)
d. Email Labels to: This can be left blank, no need to email. We are going to look at the finished report

1) From WorkFlows, click Schedule New Report from the Reports and Notices group.
2) Select the INFOhio tab.
3) Select LBL: Dumb Labels (dumblabels)
4) Click Setup & Schedule.
5) From the Basic information tab, change the Report name and/or Title if you wish.
Example: LBL: Dumb Labels for Follett November 2024
6) From the Select Library tab, select your library or for which you wish to create dumb labels.
7) From the Label Options Tab
a. Choose Item Barcodes, check box to display the school and district names.
b. We are only using the numbers, no need to add optional text. That can be after the books are
cataloged. Starting label: 1
C.
to get the range of barcodes.
8) Click on Run Now
9) From Reports and Notices, Choose Finished Reports

10) Click on the Report Name and click the view button. Only one check mark in the “view result” box.
11) Click OK
12) The Microsoft Word document will open and you will see barcodes. Write down the number or the first bar

code and the last one on the last page.

13) For #9 above you will use the first bar code, but you will drop the last number. Example: 31890420126216

becomes 3189042010621 - The 3 is the identifying number, the 1890 is the school institution code, so the
last 8 digits becomes the starting bar code number.

Repeat with the last bar code on the last page — Example below: 31890420106269
Drop the last number (the 9 in this case), start the bar code after the institution code (1890 for this school)
so the last bar code is 42010626

springfield City Schools

School of Innovation
AR 0 O 0 O A
31T 8980420106218

Springfield City Schools

School of Innovation
0 A T
31890420196 228

Springfield City Schools

School of Innovation
ANHR 10 0D 0 0 0
318980420106 23¢6

springfield City Schools

School of Innovation
AR 0 T O O
318980 4280106244

Springfield City Schools

School of Innovation
V0 R A 0
318980420106 251

Springfield City Schools

School of Innovation
AHR 10 0D 0 0 OO0
31 890420106269

Example:

Smart Barcode: 14 digits; Code 39; Modulus 10, type 1 check digit
First digit to identify item: 3
District Institution Code (digits 2-5): 1890
Sequential number range (digits 6-13): 42010621 to | 42010626

from

Digit 14 is vendor calculated

Modulus 10, type 1 check digit

1% line of text on barcode for district or building:

Springfield City Schools

2" line of text on barcode for district or building:

School of Innovation




