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Vendor MARC Record Specifications Sheet Instructions 

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

MARC format MVECA to process your new book order.  

Instructions 

This form can be found on the MVECA 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  

 

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 
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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) 1st 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) 2nd 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 
Item 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 
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Instructions to run Dumb barcodes in WorkFlows – Needed for #9 – Sequential Number Range 

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. 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 

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: 31890420126210 

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 

 

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):          from 42010621 to 42010626 

Digit 14 is vendor calculated Modulus 10, type 1 check digit 

1st line of text on barcode for district or building: Springfield City Schools 

2nd line of text on barcode for district or building: School of Innovation 

 


