
M



Mitinet Library Services - Getting Started with MARC Magician Professional 2



Mitinet Library Services - Getting Started with MARC Magician Professional 3



Mitinet Library Services - Getting Started with MARC Magician Professional 4



Mitinet Library Services - Getting Started with MARC Magician Professional 5

Menu Bar
Tool Bar - icons

Lists

Status Bar

Weeding Truck
(minimized)
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Editing Individual Records Using Cataloger
In Cataloger, you can edit subfield text using your keyboard as you would in a word processing  
program. You can also add, delete, and change fields and subfields.

To... Do this...
Add a field Click the Add Field button on the toolbar, and then select the field you want.

Add a subfield Put the insertion point anywhere in the field where you want the new subfield.  
Click the Add Subfield button on the toolbar and then select the subfield you want to add.

Delete a field Put the insertion point anywhere in the field you want to delete, and then click the
Delete Field button on the toolbar.

Delete a subfield Put the insertion point in the subfield you want to delete, and then click the  
Delete Subfield  button on the toolbar.

Duplicate a field 
or subfield

Click the field tag or subfield code, and then click Duplicate.

Change a field or 
subfield

Click the field tag or subfield code, and then click Change. Select the field or subfield you 
want to change to.

For a step-by-step cataloging exercise, see Editing Records, in the Tutorial section of this manual.
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Editing Several Records at a Time (Global Editing)
MARC Magician Professional provides several commands to make global changes to your records, 
including adding a field, finding and replacing text, fixing capitalization, and much more. This  
document only provides a very basic outline of the global editing procedure. For more detailed  
information, see MARC Magician Professional Help.

Basic procedure for global editing
1. Select the records you want to work on (see table below).

To... Do this...
Select a single record Click the record

Select all records in the list On the Select menu, click All Records.

Select a block of consecutive 
records

Click the first record in the block, and then press the Shift key and hold it 
down. Click the last record in the block, and then release the Shift key.

Select multiple  
nonconsecutive records

Press the Ctrl key and hold it down. One by one, click each record you 
want to select, and then release the Ctrl key.

Select records that fulfill 
certain criteria

On the Select menu, click the command you want. In some cases a dialog 
box will appear, prompting for more information. Previous selections will 
be removed.

Deselect all records Click somewhere else in the list. The record you click on will be selected, 
but all other records that were previously selected will no longer be  
selected.

Deselect a single record Press the Ctrl key and hold it down. Click the record you want to deselect, 
and then release the Ctrl key.

2. Select Global Editing from the toolbar, and then the 
    command you want. (The example shows a Find &  
    Replace command to remove Juvenile Literature from  
    your Subject Headings.)
3. Enter the information about the change you want to  
    make, and then click OK.
The Make Change dialog box appears for each  
potential change. This allows you to see how each  
record will change before it’s actually made. You should 
always review at least the first few changes. Once you’re 
satisfied with the way the command is working, click 
Change All to make the change in all of the selected  
records, without further prompting.
For step-by-step Global Editing exercises, see Global  
Editing Basics, and  Advanced Global Editing, in the  
tutorial section of this manual.
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