
Union Catalog Conventions and Q&A 
Last Updated September 27, 2008 

 
Before adding a bib, check to see if it is in the catalog. If it is, then add your serial copy or your 
mono item to the bib. If your call number is different than that of the current bib, then simply add 
your call number to the item. 
 
If the bib is not in the catalog then use either [Import a MARC Bib File] or  
[Interactive Z39.50 MARC Bib Import]. 
 
 For [Import a MARC Bib File] answer “If a bib matches an existing one:” with either: 
  * Show & Ask Overlay/Cancel/Add Imported Bib 
  * Set Imported Bib's Status to CANCEL 
 Rarely select: 
  - Overlay Catalog's Bib with Imported Bib 
  - Create a New Bib for the Catalog 
 
 For [Interactive Z39.50 MARC Bib Import] always select:  
  * Retrieve catalog's bib & add unique data 
 
Don’t use [Remove Bibs from the Catalog]; instead use: 
 * [Item Edit] for monos & remove the items 
 * [Copy Edit] for serials to remove the copy 
The software will prompt you to remove the bib once there are no more items anywhere. 
 
 
Q&A / Union Catalog Questions & Answers 
 
1. Should you have consistent call numbers in the union catalog? 
It’s up to you. CyberTools doesn't enforce this.  
 
2. For identical print and electronic resources, should you have two bibs (one for each 
resource) or one bib for the two resources? 
CyberTools recommends one bib for the two resources. FYI: NLM's LocatorPlus uses one bib for 
the two resources. 
 
3. What kinds of decisions do we need to make regarding subscription services? 
For subscription services such as MD Consult, decide the following: 
                * Should you use display the URL?   
   CyberTools recommends that you use  
   an 856 $y Link Text to represent (and hide) the URL. 
                * If you choose to display the URL, what is the consistent Link Text that 
                  you will use? For example, "Click here for resource" or  
        "Click here for resource at MD Consult", etc. 
                * When you don't have print, will you use a traditional 
                  LC or NLM classification, or a common call #?  For example, 

       "Online" or "Online with MD Consult". 
 



  
4. If two libraries have the same item and they share the bib record, how do you enter a 
unique call number? 
The easiest way to add a catalog's unique call number is to add it to the item via function  
[Item Edit].  Each item can have a unique call number.  
 
You can also use function [Edit an Existing Bib] and select the function [Brief Bib Editor].   
The Brief Bib Editor is smart and will know when you are create a call number different from the 
one used by other catalogs in the union. 
 
5. I know we only need one bib for all libraries with the same title anywhere in the union 
catalog. What if a new copy arrives of a book that is a new edition? 
It is usually correct to add a new bib for a new edition, for example, as with PDR.  
 
6. When would we need to move an item to another bib? 
If you find that you have duplicate bibs in the catalog, then function [Move Items from One Bib to 
Another] enables you to consolidate all of the items to one bib. This step will remove the bib that 
has had its items (re)moved. 
 
 
 


