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1. Introduction	
 
Cataloging in Evergreen is a two step process.  The first step is to put a bibliographic record into 
Evergreen. There should only be one single bibliographic record for each item in Evergreen - the 
Bibliographic record is shared by all of the libraries in the consortium. For this reason, you should 
make every effort to make the bibliographic record as complete and correct as possible. 
 
Once a bibliographic record is in Evergreen, you add Holdings for each of the specific items in your 
library. The Holdings record contains all of the specific information for that item which relates to your 
own library including call numbers, bar codes and a host of other information. 
 
The mechanics of cataloging both for bibliographic records and for holdings information are in 
SITKA’s training Manual http://coconut.pines.bclibrary.ca:21080/docbook/Sitka/current/html/index.html.  
 
We assume that you have read the requisite cataloging sections in that manual, especially 
chapters 11 through 21 on cataloging. 
 
Most of this manual relates to putting together bibliographic records. The overall objective is to end 
up with complete and correct bibliographic records in Evergreen. There are three approaches to 
getting good bibliographic records into Evergreen: 
 

• Look in Evergreen to see if the record is already in Evergreen, if not 
• Import a good bibliographic record from a good source (“Z39.50”), if none 
• Create a bibliographic record from scratch  

 
One of the advantages of working with the Balsam consortium is that a high proportion of your 
bibliographic records should already be in Evergreen (another member library in the consortium has 
already put the record into Evergreen). If the bibliographic record is not in Evergreen, you should 
expect to import almost every record from one of many reliable external sources.  For a very few 
records (3-5%) you may have to create records from scratch (“original cataloging”). 
 
The first part of this manual reviews basic cataloging in Evergreen.  Most of the rest of the manual 
covers cataloging for “new” items in Evergreen. However this information is useful in that every 
record which you import should also be checked to make sure that it has the information needed to 
make the Evergreen catalog as complete and correct as possible. 
 
 

2. Basic	Cataloging	
 

1. Records	already	in	Evergreen	
 
There should only be one bibliographic record for each item in Evergreen.  To make sure that this is 
the case, before cataloging new items, be sure to check first for a bibliographic record which may 
already be in Evergreen. 
 
You should always do at least two, and preferably three, searches. Search first by ISBN number. If 
no match, search by title.  If no title, search by author. Use the “Advanced Search” screen to perform 
these searches.  
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An ISBN Search 

 
A Title Search 

 
An Author Search 

 
When Searching follow these rules: 
 

1.  Set the Search library to “Everywhere” (search across the entire consortium) 
2. Search in sequence (don’t combine these three into one search) 
3. Make the search for title and author as loose as possible (get back more returns).  
4. Don’t use leading articles (e.g. The, A, etc.) 

 
 

2. Importing	Bibliographic	Records	
 
Once you have determined that Evergreen has no bibliographic record for the item you are 
cataloging, the next step is to import a bibliographic record – on the menus it is “Cataloging/Import 
Record from Z39.50”. 

 

There are a number of Z39.50 set up.  They include: 

Local Catalog Searches the Evergreen database (NOTE: You 
should always have this check marked to search) 

Solar Millions of records – many relating to Maine 

MaineCat Maine Infonet’s catalog 

Library of Congress Good source for books, but lots of “pre-
cataloging” usually means a fair amount of 
cleanup before you import the record into 
Evergreen. 

Prospector Another source for lots of materials 
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OLINK (Ohio libraries) Good source for paperbacks, music CD’S, etc. 

Milwaukee Public Library Another good source for paperbacks, music 
CD’S, etc. 

Denver Public Library Good source for Spanish language materials 

National Library of Scotland British materials 

Nobel (really Noble) Reliable source for materials not found in 
SOLAR 

 

As you find the sources that work best for you, you should set them as the default searches.  Note: 
an excellent general source for bibliographic records is Worldcat (www.worldcat.org). A good way to 
check bibliographic records is to search for your item in worldcat and then look for the item in 
“Noble, Inc.”.  From there, click on the “Staff View” button at the top of the screen to see how they 
have set up their MARC record. 

3. Working	with	the	MARC	Editor	
 

(This and the next section are from the chapter 17 of the SITKA Training 
Manual - http://coconut.pines.bclibrary.ca:21080/docbook/Sitka/current/html/ch17.html) 

The MARC Editor allows you to edit MARC tags, sub-fields, and indicators, as well as an easy entry box 
to edit parts of the leader and the 008, an editable fixed field. OPAC icons for text, moving pictures and 
sound rely on correct MARC coding in the leader and the 008, as do OPAC search filters such as 
publication date, item type, or target audience. Bibliographic matching and de-duplicating also rely on 
correct MARC coding and consistency in use and content in particular MARC tags, so the ability to edit 
and manage MARC records is key to maintaining database integrity. 

 

1. To access the MARC Editor, 
retrieve record in cataloguing in the 
client 

2. Once record is displayed, 
select Actions for this 
Record → MARC Edit. 

 
3. MARC record is displayed. Use scroll bar on right to move record up and down on screen. 
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4. Depending on your preference, 
you can select Stack subfields to 
change the way subfields are 
displayed  
5.Now the subfields are on different 
rows 

 
6.To add or remove rows, or 
replace tags, right click into a tag 
and make your selection. 

 

 
7.You can scroll through resulting 
drop down list by using up and 
down arrows. 

 

 
8.To work with the data in a tag 
simply click or Tab into required 
field. 
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9.To edit indicators, click 
or Tab into required field and 
right click to view correct 
indicators and enter appropriate 
data. 

 
10.Once your edits are complete, 
click Save Record. 

 
11.Click OK.   

 
12. It is simple to navigate through 
the MARC Editor using keyboard 
shortcuts.  

Click Help to see this shortcut menu 
from within the MARC Editor. 

 

 

 

 

3. MARC	Record	Leader	and	MARC	fixed	field	008	

Parts of the leader and the 008 can be edited in the MARC Editor via the fixed field editor box displayed 
above the MARC record. Information about the leader and the 008 can be found on the Library of 
Congress’s MARC Standards page at http://www.loc.gov/marc/ 

To edit the fixed fields, it is easiest to click on the name of the field. When you click on the field name , 
e.g. Date1, what you type will appear in the box. When you click on the field box itself, you have to 
backspace your cursor to the very beginning of the box in order to type. 
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Click into any box displayed in 
the fixed field editor. In this 
example we are editing the first 
position, the Type or Format box, 
to describe the format of the 
resource, textual material, by use 
of an “a”. 

 
You can press the Tab key or 
use the mouse to click through to 
each field, and can delete and 
add text as required by 
backspacing or highlighting 
existing text and over typing. 
Here the publication date is being 
edited; OPAC searches filtered 
by date rely on correct coding in 
the 008. 

 
Click Save Record.  

 
Click OK and record edits are 
saved. 
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The OPAC icon for textual 
materials is displayed as in 
this example. 

 
A correctly coded moving 
image record for a video or 
DVD would look like this in 
the MARC Edit view, 
with g entered in 
the Type field. 

 
The record would display in the 
catalogue with the movie icon 
and searches filtered by Item 
type, video recordings, would 
retrieve this record. 
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4. Cataloging	Books	
 
For most of us, the majority of materials in our libraries are books. So we focus in depth on 
cataloging books. You will also find that cataloging other materials in your library involves relatively 
minor changes to the way you catalog books. To start original cataloging follow these steps. 
 
From the cataloging menu, 
choose Create New Marc 
Record. Select the template 
for books -  “K_book”.  Press 
the Load button to load the 
template. 

 
This template has many of 
the fixed fields filled in, and 
most of the numbered fields 
already set up. 
 
(Note: If you only have a 
single piece in the item to be 
cataloged, you may like the 
“Fast Item Add”.  With this, 
you can fill in the call 
number and barcode on this 
screen and skip a later step). 

 
 
Fill in the fields as appropriate. When complete, the screen may look like this: 
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This record looks like this in the OPAC: 

 

  

How MARC Record relates to OPAC screen 
OPAC Field MARC Record 

Title 245a 

Author 100a (245c) 

ISBN 20a 

Edition 250a 

Publication Date* 260c (* display comes from this field, but lists sort by Fixed Field 
“Date1”) 

Publisher 260b 

Physical Description 300a (pages)  300c (size) 

Format Fixed Field “Type” (Type is “a” for text – books, periodicals, etc.) 

Abstract 520a 

Subjects 650a 

 
The above fields should be the minimum fields that you enter on every book. 
 
For a complete Field list for the MARC 21 Format for Bibliographic Data, see the Library of Congress 
web page at http://www.loc.gov/marc/bibliographic/ecbdlist.html. 
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1. Working	with	Publication	Dates	
 
Publication dates are entered in two places in the Marc record. The first entry is in the “Date1” field 
in the Fixed Fields.  The second entry is on line 260c of the Marc records. Unfortunately Evergreen 
uses each of these dates for different purposes.  The Date entered in the 260c line appears in the 
OPAC. 
 
The date entered in the Fixed field “Date1” slot is the field used for sorting a list of materials by 
publication date. But this date appears nowhere on the OPAC screen. (If no date is entered in the 
“Date1” field, the item sorts before any items that have dates in the “Date1” field).  Be careful to 
enter publication dates in both the “Date1” field and in the 260c line. Also be careful to make sure 
that both of the dates are the same (if not, sorted lists will appear to be out of order).  
 
This list is sorted by 
“Oldest to Newest”.  
 
It appears to be sorted 
out of order. But the 
first two entries are not 
properly cataloged. 

 
 
 
 
 

2. Working	with	Format	Icons	
 
In the OPAC, the format of materials is shown with a little icon.  This icon is determined by the entry 
that you make in the fixed field “Type”.  The major item formats are below: 
 

 

Type Icon 
a  
g  (videos) 
i 

 (talking 
books) 

j   
k   (posters, prints, etc.) 
m  
r  

 
 

 
For a complete list of Forms, see  http://www.oclc.org/bibformats/en/fixedfield/type.shtm - Type of 
Record. 
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3. Cataloging	Paperbacks	
For paperbacks, the best way for Evergreen 
to display a paperback is to put (pbk.) in 
Sub-section b of the Physical Description 
field (300 Field). 
 
(Note: The Library of Congress method is to 
put (pbk.) at the end of the ISBN (020) field.  
However, this does not appear in Evergreen 
lists). 

 
Displays as: 
 

 

 
 

5. Cataloging	Other	Materials	
 
In this section, we give examples for cataloging several of the other types. If you are doing new 
cataloging, you should consider using one of several cataloging templates in Evergreen.  To get 
started, select “Cataloging/Create New MARC Record”, then open the drop down menu to get a list 
of available templates: 
 

 

Select a template and then press “Load” to bring up the 
template. 
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1. Large	Print	
 

Field Entry 
Fixed field 
Title 

a 

Fixed field 
Form 

d 

020 ‡a ISBN Number 
100 ‡a last name, first name. ‡d dates 
245 ‡a title  ‡b sub-title ‡c author 
250 ‡a Large Print 
260 ‡a location: ‡b publisher, ‡c date. 
300 ‡a  # pages ‡b (ill , maps, etc.) ‡c # cm. 
440 ‡a Series v# in series 
650 ‡a subjects  
655 ‡a genre/Form (Large Print) 

 

2. DVD’s	
 
Field Entry 
Fixed field 
Title 

g 

Fixed field 
TMat 

v 

Fixed field 
Time 

(minutes) 

Fixed field 
Tech 

l (lower  case ell) if live action 
‡a if animation 

020 ‡a ISBN Number 
024 ‡a UPC scanned 
028 ‡a Company code  ‡b Creator of DVD 
245 ‡a title  ‡h [video recording] 
260 ‡a location: ‡b publisher|production company, ‡c date. 
300 ‡a # videodisc(s) (time) : ‡b sd, col   ‡c 4 ¾ in. (sometimes animation) 
538 ‡a D.V.D. 
650 subjects  
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3. V.H.S.	
 
 
Field Entry 
Fixed field 
Title 

g 

Fixed field 
TMat 

v 

Fixed field 
Time 

(minutes) 

Fixed field 
Tech 

l (lower  case ell) if live action 
a if animation 

020 ‡a ISBN Number 
024 ‡a UPC scanned 
028 ‡a Company code  ‡b Creator of VHS 
245 ‡a title  h [video recording] 
260 ‡a location: ‡b publisher|production company, ‡c date. 
300 ‡a # video cassette(s) (s) (time) : ‡b sd, col   ‡c 1/2 in. (sometimes animation)  
538 ‡a V.H.S.. 
650 subjects  
 

4. Audio	CD	
 
Field Entry 
Fixed field 
Title 

i 

Fixed field 
TMat 

v 

020 ‡a ISBN Number 
100 ‡a Last Name, first name  ‡d. dates 
245 ‡a Main title: ‡b. sub-title ‡c. author ‡h [sound recording] 
260 ‡a location: ‡b publisher, ‡c date. 
300 ‡a # sound disc(s) (s) (time) : ‡b digital;   ‡c 4 ¾  in.  
306 ‡a  playing time 
500 ‡a  Read by (name). 
538 ‡a Compact Disc.. 
650 subjects (same subjects as print copy) 
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5. Audio	Cassette	(non-musical	sound	recording)	
 
Field Entry 
Fixed field 
Title 

i 

Fixed field 
TMat 

v 

020 ‡a ISBN Number 
100 ‡a Last Name, first name  ‡d. dates 
245 ‡a Main title: ‡b. sub-title ‡c. author ‡h [sound recording] 
260 ‡a location: ‡b publisher, ‡c date. 
300 ‡a # audio cassette(s) (time) : ‡b digital;   ‡c 1/2 in.  
306 ‡a  playing time 
500 ‡a  Read by (name). 
538 ‡a Audio cassette. 
650 subjects (same subjects as print copy) 
 

6. Music	CD	
 
Field Entry 
Fixed field 
Title 

j 

Fixed field 
TMat 

v 

020 ‡a ISBN Number 
100 ‡a Last Name, first name  ‡c performer(s) 
245 ‡a Main title: ‡c. name ‡h [sound recording] 
260 ‡a location: b publisher, c date. 
300 ‡a # sound disc(s)  ‡b digital;   ‡c 4 ¾ in.  
306 ‡a  playing time 
500 ‡a  Program notes. 
505 ‡t - - song1 ‡t - - song2 ‡ -- song3, etc. 
538 ‡a Compact disc. 
650 subjects (i.e. Musicals_v Excerpts, Popular Music y 1991-2000) 
700 Other Musicians i.e. solo instruments, orchestras, etc. 
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7. Music	Cassette	
 
Field Entry 
Fixed field 
Title 

j 

Fixed field 
TMat 

v 

020 ‡a ISBN Number 
100 ‡a Last Name, first name  ‡c date(s) 
245 ‡a Main title: ‡c. name ‡h [sound recording] 
260 ‡a location: b publisher, c date. 
300 ‡a # sound cassette(s)  ‡b analog;   ‡c ½ in.  
306 ‡a  playing time 
500 ‡a  Program notes. 
505 ‡t - - song1--  ‡t - - song2 -- ‡ -- song3 -- .   etc. with double dashes after each one 
538 ‡a Sound cassette. 
650 subjects (i.e. Musicals_v Excerpts, Popular Music y 1991-2000) 
700 Other Musicians i.e. solo instruments, orchestras, etc. 
 
 

6. Cataloging	and	Evergreen’s	Filters	
 
Besides searching by Title, Author, Subject and Series, Evergreen allows you to further narrow your 
searches by using filters. These filters limit search results by audience (e.g. Juvenile, Pre-school, 
etc.), Literary Form (e.g. drama, novels, poetry, etc.), year of publication and more. 
 

 

 
Catalogers control how these filters work on each record by 
making the appropriate entries in the fixed fields. 
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In order for you to manage filters, here are the fields and values for each. 
 

Filter Fixed Field Values 
Item Form Form 

MARC field 008, 
position 23 

a	 Microfilm	

b	 Microfiche	
c	 Micropaque	
d	 Large	Print	

f	 Braille	

r	
Regular	print	
Reproduction	

s	 Electronic	
 

Item Type Type 
MARC field 005, 
position 6 

a	 Language	Material	

t	
Manuscript	Language	
material	

g	 Projected	Medium	

k	

Two-dimensional	
non-projectable	
graphic	

r	

Three-dimensional	
artifact	or	naturally	
occuring	object	

o	 Kit	

p	 Mixed	Materials	
e	 Cartographic	material	

f	
Manuscript	
cartographic	material	

c		 Notated	Music	

d	
Manuscript	notated	
music	

i	
Non-musical	sound	
recording	

j	
Musical	sound	
recording	

m	 Computer	File	
 

Literary Form LitF 
MARC Field 008, 
position 33 

0	
Not	fiction	(not	
further	specified)	

1	 Fiction	
c	 Comic	Strips	
d	 Dramas	

e	 Essays	

f	 Novels	
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h	
Humor,	satires,	
etc.	

i	 Letters	

j	 Short	Stories	
m	 Mixed	forms	

p	 Poetry	
s	 Speeches	

u	 Unknown	
	

Language Lang  
MARC Field 008,  
Positions 35-37 
 

eng	 English	

ger	 German	
spa	 Spanish	
fre	 French	

etc.	 Lots	more	
See	
http://www.loc.gov/marc/languages/language_code.html 
For a complete list of languages	

Audience Audn 
MARC Field 008, 
position 22 

a	 Preschool	
b	 Primary	
c		 Pre-adolescent	
d	 Adolescent	

e	 Adult	
f	 Specialized	
g	 General	
j	 Juvenile	

	

Bibliographic 
Level 

Blvl 
MARC field 005, 
position 7 

a	 Monographic	Component	part	

b	 Serial	Component	part	
c	 Collection	
d	 Subunit	

i	 Integrating	resource	

m	 Monograph/Item	

s	 Serial	
	

Publication Date Date1 	
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7. Cataloging	Series	
 
Most library catalogs allow major search categories by Author, Title and/or Subject.  Evergreen also 
allows you to search by Series. A Series is a collection of related materials.  They may or may not 
be published separately.  Each member typically does not have uniquely identifying information, and 
the series may or may not be expected to continue indefinitely. 
 
To identify an item as a part of a series, use the MARC 440 field 

 
 

8. Cataloging	Serials	
 
A serial is a publication in any medium issued in successive parts bearing numerical or chronological 
designations and intended to be continued indefinitely. Serials include periodicals; newspapers; 
annuals (reports, yearbooks, etc.); the journals, memoirs, proceedings and transactions of societies; 
and numbered monographic series. Serials are not published items containing collections of works. 
 
To catalog a serial, place an “s” into the Fixed Field BLvl (Bibliographic Level). One type of serial is 
periodicals. 
 

9. Cataloging	Serials	-	Periodicals	
 
If your library catalogs periodicals, there should be only one bibliographic record for the periodical.  
You place each of your holdings (issues) into a separate volume: 
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Many libraries choose to not use (expensive) bar codes for items such as weeklies with a short shelf 
life. In this case, you can type in any barcode you choose.  In this example, when creating new 
holdings, your new volume might look something like this: 

 

Where the “barcode” begins with 
the unique letter for your library, 
includes your initials and an 
ascending number. 
 
You might then simply write the 
“barcode” onto the magazine, 
and, at checkout time, type the 
barcode manually. 
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