
Merging Bibliographic Records 
Occasionally you may see more than one bibliographic record for the same type of item. In that case, you may 
merge the records. To do this, you add all of the records to be merged into a bucket and then merge into one 
single record. 
 

1. Check the boxes next to the items to be merged

 
2. Click Advanced Search 
3. Select Add Basket to Bucket 

 
4. Select a bucket or create a new one, then add to bucket 

 
5. Cataloging  Record Buckets 

 
6. Select Buckets  Your Bucket 



  
7. Check the boxes next to the items to be merged 

 
8. Right click and select Merge Selected Records 

 
9. Evaluate the MARC records of the records being merged. Make sure the 100, 245, 264, and 300 fields 

match. 

 
10. Pick the record that is the best and click Use as lead record. 

 
11. Highlight any 852 fields from the records that will be merged into the lead record and copy the text 

(see Policy on Merging Records with 852 Fields below) 

 
12. Select Edit using full editor 

 
13. Scroll down to bottom of record and paste the 852 field into the record. 



14. Click Merge. The records will merge together and open in a new tab.  
15. Go back to the bucket tab and check the boxes of all the items in the bucket and select Remove 

Selected Records from Bucket to clear out the bucket.  
 
**Policy on Merging Records with 852 Fields** 

The 852 field is a local catalog location field that likely come from pre-Evergreen cataloging and was imported 
into the system. This field has information like barcodes, call numbers, library, funds, price, etc. When merging 
records, it is recommended that catalogers check for 852 fields in all records slated for merging and copy them 
into the chosen lead record. 

Examples of 852 from Balsam Catalog 

 

 

 


