
THINGS TO INCLUDE WHEN CREATING A SHORT BIB RECORD 

 

These are the information points that SLC would like for you to include when adding a brief title.  

Type ALL information in all fields in ALL CAPS so that it stands out, and thus, will make 

it easier for SLC staff to recognize records that need to be overlaid.  

 

Make certain that your Add Brief Title Wizards are set properly 

 

 

 

 

1. Right-click on the Add Brief Titles wizard.  Pull down to the word Properties and click 

on it.   

2. Go to the Defaults tab. Fill in the fields in the following way: 

a. Format = MARC-NEW 

b. Use entries = TEMPLATE 

c. Shadow title = Unchecked. 

d. Permanent = Checked.  We are no longer using this to run reports. 

e. Circulate = Checked. 

f. Type = The item type that you want to use (such as BOOK or CD-ROM) 

g. Library = The library that owns the item 

h. Home Location = The home location that you want to use.  IMPORTANT: Do 

NOT use CATALOGING!  This is used at the circ desk, and it distinguishes 

between circ fast adds, and items added by the technical services staff. 

 



 

Books 

 

*ISBN (NOTE: if book has two ISBN’s, put the second one in the ISSN field). Please be sure to 

include this if it is available.  It saves SLC money if catalogers can search by numbers (such as 

ISBN or Manufacturer’s Stock Number) instead of text. 

*Author (Lastname, Firstname) 

*Title (taken from the title page) 

*Edition name or number (if present) 

*Publisher’s location : |bPublisher, |cCopyright date  

*Collation (number of pages) 

*Series name (if it is part of a series) 

 

Example: 

  



 

Videos 

 

All of the information listed under “Books” (if present) as well as: 

*|h[videorecording] (this goes in the title field after the title) for videocassettes 

*[h[videorecording-dvd] (this goes in the title field after the title) for DVD’s 

*Collation (number of videocassettes or videodiscs) and any accompanying materials 

*Manufacturer’s stock number.  NOTE: Please be sure to include this if it is available.  It saves 

SLC money if catalogers can search by numbers (such as ISBN or Manufacturer’s Stock 

Number) instead of text. 

 

Example: 

 

 



 

Sound Recordings 

 

All of the information listed under “Books” (if present) as well as: 

*|h[sound recording] (this goes in the title field after the title) 

*Manufacturer’s stock number NOTE: Please be sure to include this if it is available.  It saves 

SLC money if catalogers can search by numbers (such as ISBN or Manufacturer’s Stock 

Number) instead of text. 

*Collation (number of discs/cassettes/records) and any accompanying materials 

 

Example: 

 

 

 



 

Electronic Resource (CD-ROMS) 

 

All of the information listed under “Books” (if present) as well as: 

*System requirements 

*Collation (number of pieces in the set) and any accompanying materials 

* [electronic resource] 

 

Example: 
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