
        

How-to use 

to import bibliographic records 
 

Only use SmartPort if … 

• you are unable to find a record in our shared catalog  

• you’re comfortable looking at a MaRC bibliographic record and identifying key components.   
 

• SmartPort is not a tool for beginners without prior library experience or direct supervision.   

• You can always request records from support@superiorlandlibrary.org  

• Send us Title, author, ISBN (no spaces or dashes) and number of pages from the book.  

(ISBN stands for International standard book number and is found on most books 

published since the late 1960’s.  Older ISBN’s are 10 digits and start with a 0 or 1, newer 

ISBN’s (since late 1990’s) are 14 digits and start with 97.  Usually it’s printed by the 

publisher on the lower right corner of the back cover of a book and can be captured 

easily with a barcode scanner.) 

Why it matters:   
When staff import bad records, the items attached to them will generally check out fine when a 

patron finds the item on the shelf. So on one level, all the information in a record can be wrong, and the 
record functions.  However, the item will be harder to find in the public catalog and even less likely to be 
findable for inter library loan use.  We share our records within our group and with other libraries 
throughout the state in the melcat system.   

We have a pretty good public catalog that allows patrons to… 

• search by title, author, keyword, or subject  

• filter by format, interest level, fiction and nonfiction  

• sorted by date of publication, author last name or title.  
These features break down when we bring in bad records.  We want our records to work for 

both checkout and discovery. 
 

 
How to use SmartPort to obtain bibliographic records: 

1. In Workflows, set up your workspace to  

• first search locally,  

• then search outside our system via SmartPort,  

• be prepared to modify records you bring in before you add your item.   
Here’s one way to set up your tabs: 

 

mailto:support@superiorlandlibrary.org


2. search for the title by ISBN (General index, Keyword) and by Title (Title index, Browse 
and Keyword).  

• If the title matches, but the ISBN does not, check the Bibliographic tab to see if 
the description matches.  Look at… 

• author, (line 100) 

• illustrator, (line 700) 

• format, (line 338) 

• number of pages or discs (line 300).   
 

 

• If they do match, use Modify Title wizard to add your ISBN to the Bibliographic 
record.   
▪ Click on an existing 020 field 
▪ Right click to generate the submenu 
▪ Select add field above or below 

 
3. If a match cannot be found on the local system, move to the SmartPort wizard to search 

other databases for a matching MARC record. 
 



 

4. Select the databases to be searched:  Catalog (our database), Melcat (Michigan wide), and 
OCLC-yourlibrary (National database).  (Exception: OCLC is not available to schools.) 
 

 

 
5. Search for your item  

• The default search is for ISBN  

 

 



6. Examine the results of your search.   
o Verify that record matches item in-hand. Check the following: 

▪ 020 ISBN – if multiple formats, pay careful attention to 338 description and be 
prepared to delete extra ISBN numbers in Modify Title after 

▪ 100/Author  
▪ 245/Title 
▪ Physical Description 

o  If not the correct record, use navigation arrows on top and review next record. 

 

This is not a good record.  You never want to import a record for an online resource when 
you have a book in your hand.  A record for a book will say “volume” in the 338 field.  The 
Physical description will list the number of pages or say unpaged volume (for a picture book) if 
it’s a record for a book.   



 

Watch out for pre-pub records—stub or minimal records that are meant as place holders until 
the book is published.  These records often lack subject headings, page numbers, descriptions.  
Sometimes they are obvious - the title is in all caps.   

 

The bad record above never got flagged till years after it entered the system.  In the code it 
says it’s nonfiction, when it’s fiction. There’s no note that it’s part of a series, no description, 
no summary.   

• Watch for page numbers!  Missing page numbers is the first clue that something is 
wrong. 
 



• Good records contain subject headings (6xx fields) and a summary.  Good records 
usually require scrolling to see all the elements. 

 

7. If a match is found, click Capture. 
 

8. Double-check Capture properties and click OK (Likely, properties will be preset for your library by 
UPRLC) 

o Check Match and Load 
o Title control number source = iols  
o Call sources = DEWEY,082,a,N 
o Library = Your library name 

 
 

  If a box pops up saying "Matching record found on..." that means we all have a record and 
don’t want to import this one. 
o Write down the matching title control# 
o Click OK 
o Click Close (NOT Save) 
o Click No (when it asks if you want to save the record) 
o Search for the record in Call Number and Item Maintenance using the Title Control# index. 

 
If a box pops up saying "The Call Number...already exists..."  

o Type AUTO into the box 
o Click Ok 
o Save to the database 
 

9. The last step to the import process (before you are ready for bib record clean-up and adding your 
item) is to accept the record that is displayed in the next window by choosing save and close: 
 



 
 
If your only choice is a bad record… 

• Copy the ISBN into google—see if you can find the publication date from the publisher 
or Amazon.   

• If you have a pre-pub copy, note the date of publication on a post-it note and put the 
book aside until its on-shelf date 

• If the book is out, use your judgement, if it came out the last couple of days by a major 
publisher, a good record is bound to turn up in the next few days.  Can the book wait?  

• If the book is out, only bad records exist, and your patrons are clamoring for it, bring in 
the bad record.  

o Add the page numbers 
o Add a 590 field with the word “upgrade” 
o Don’t try to upgrade the record yourself unless you are trained in original 

cataloging.   
▪ Records with surface level fixes that don’t address all the nuances in 

the MaRC record code that needed to make for a fully function bib 
record are confusing.  Honestly, it’s not helpful and a waste of your 
time.  (I do recommend learning original cataloging if you are 
interested. Talk to your director or SLC staff to learn more about how 
to go about this.)   

 
10. Review the record you just imported in Modify Title 

• Delete ISBN’s for different formats (audiobook, e-book, large print).  Paperback, library 
bound, and hardcover ISBN’s can stay if they are all the same page count. 

• Add page count if missing in 300 line.  Sometimes the week a book is released you will see a 
very complete-looking record that’s missing number of pages and cm.  It’s OK to capture 
these records and add this information from your copy. 

• Add a 590 note if you are in doubt that the record is fully formed 

• Add |h[large print] to the title field for all large print books 



 
 

11. Add your Item information in Call Number and Item Maintenance  
 

 
 
 

o click the Current title-- it should match your item.  
o Click Add Item 
o Enter Item Information (see How to Add an Item)  
o Click Save 
o Modify Call Number to your library’s preferred system 
o Click Save 
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