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Search for a MARC Record 

Select Your Search Fields 

By default, Keyword/ISBN/UPC, Title, Author, LC Classification, Pub Date Start, and Pub Date End search 
fields will display for searching within BTCAT. You can select more fields for your search by clicking on the 
+Add/Remove Fields link.  
 

 
 
Select and/or deselect the fields you want to use for your search on the Add/Remove Fields pop-up window. 
The only required field is Keyword/ISBN/UPC. To rearrange the order your search fields will display on the 
main page, click on the arrow icons  to move a field up or down in the list.  
 
Once you are done making your selections, click Save. 
 

 
 
You can search for terms via a Word (search will look for each word individually) or Phrase (search will look for 
all elements in the phrase together), and in some cases, by an Exact search term by selecting the associated 
drop-down option next to the associated search field. To search for more than one item within the 
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Keyword/ISBN/UPC, Database Record Number and Record Control Number fields, enter a space between 
your entries.  
 
Select from the following fields: 
 

• Keyword/ISBN/UPC – Enter either a keyword, ISBN, or UPC. Look for multiple items at once (an AND 
search) by placing a space between the search terms. When using a Z39 profile or a hybrid search, you 
can only enter a single term. Please note that when using a Z39 profile, Keyword will work for the use it 
was assigned to within the profile: e.g., Record Control Number or Number Publisher for music. 

• Title – Enter a word or phrase. You can use Begins to look for the search term at the beginning of each 
title field. Up to 300 characters can be entered here. If you turn off all Z39 databases, you can search 
by Heading, which will let you search by Authority Headings. 

• Author – Enter a word or phrase. If you turn off all Z39 databases, you can search by Heading, which 
will let you search by Authority Headings. 

• LC Classification – Enter a word or exact classification. Exact will look for the entire LC number; if you 
are searching for a Partial classification, a Word must be used. 

• Pub Date – Enter a date range in these fields; or, to search a single date, enter that date in the Pub 
Date Start field 

• ISBN – Enter the ISBN you wish to search for. Look for multiple items at once (an AND search) by 
placing a space between the search terms. Please note that when using a Z39 profile or a hybrid 
search, you can only look for one item at a time. If you search for a 10-digit ISBN, the associated 13-
digit ISBN will display in your search results, and vice versa. 

• UPC – Enter the UPC you wish to search for. Look for multiple items at once (an AND search) by placing 
a space between the search terms. This field is not available for Z39 profiles. 

• Author/Title – Enter a full or partial author name and/or a title. If you are entering both, they should 
be separated by a forward slash, e.g., Lewis/Fathom. 

• Series – Enter a word or phrase. If you turn off all Z39 databases, you can search by Heading, which will 
let you search by Authority Headings. 

• Subject – Enter a word or phrase. If you turn off all Z39 databases, you can search by Heading, which 
will let you search by Authority Headings. 

• LCCN – Library of Congress Control Number. 
• Record Control Number – Searches the 001 MARC field. Look for multiple items at once (an AND 

search) by placing a space between the search terms. In a Z39 search, the system will look at the 010 
tag. Please note that when using a Z39 profile or a hybrid search, you can only look for one item at a 
time. 

• Publisher – Enter a word or phrase. 
• Database Record Number – The BTCAT system-generated record number. Look for multiple items at 

once (an AND search) by placing a space between the search terms. This field is not available for Z39 
profiles. 

• Dewey Abridged – If your library uses the abridged version of the Dewey Decimal System, use this field 
to search for Dewey numbers. 

• Dewey Unabridged – If your library uses the full version of the Dewey Decimal System, use this field to 
search for Dewey numbers. This field is not available for Z39 profiles. 

• ANSCR – Enter the exact ANSCR code, or a word. This field is not available for Z39 profiles. 
• ISSN – Enter the exact ISSN, or a word. 
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If you have a lot of search fields selected, you may want to collapse your search bar by clicking on the up 
arrow icon at the top of the page. Collapsing your search bar will display only the first row of search fields. 
 

 
 
Uncollapse the search bar by clicking on the down arrow icon to reveal all search fields again. 
 

 
 
A dark blue box will display around any search fields you used to search so you can easily see which fields 
brought forth results. This bounding box will display for Z39 fields that were used to search as well. 

Select Your Catalog 

Click on the book icon  to select the catalogs you wish to search. You can select from local databases, as 
well as Z39 profiles. Deselect all databases to easily select only the databases you need. Please note that if you 
select Z39 profiles, you will not be able to use any facets when viewing search results. 
 

 

Search for a Record 

Once you’ve selected the fields you want to use for your search, enter your search terms in the related fields 

and then click the magnifying glass icon , or press Enter to initiate your search. 
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Viewing Your Search Results 

 
 

By default, the Title, Author, Pub Date, Record Number, and Record Source display as column headers (1) in 

your search results. You can add and remove columns by clicking on the Search Columns icon . The 
selected bibliographic record (2) displays at the bottom of the page, with filter options (3) displaying on the 
left side of the page. Please note that filters will not display if you have a Z39 profile selected for searching. 
 
Select and deselect column headers on the Columns pop-up window. The only column you must include is 
Title. To rearrange the order your columns will display on the main page, click on the arrow icons  to move a 
column name up or down in the list.  
 

 
 
If you have selected more than one database when performing a Z39 or hybrid search, you can view search 
results by database by clicking directly on the database link at the top of your search results. If no results are 
found, the database name will display in red. To remove a database source from your search results, unclick 
the checkbox next to the associated database link. 
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Facet Your Results 

Utilize the Refine Your Search area (not available in Z39 profiles) to filter your search results. Click directly on 
a filter result to view the associated records.  
 

 
 
Any filters you have selected from Refine Your Search will display at the top of the page. To remove a filter, 
click on the X next to the filter name. Click Clear All to remove all of your filters and return to the complete list 
of search results. 
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Clear Your Search 

To clear your search results and any search terms you’ve already entered at the top of the screen, click Clear 
Search.  
 

View Your Search History 

Up to 30 searches are saved automatically. To view your previous searches, click My Searches.   
 

 
 
A list of your previous searches displays. Double-click directly on a search result to perform that search again. 
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Best Records 
 
BTCAT will display the “best record” at the top of your search results. Criteria for what is considered a best 
record is set at your organization’s level. Best records will display with a green dot next to them in both search 
results and when you compare two or more records.  
 

• Green records are the most complete records available. 
• Yellow records are the second most complete records available. 
• Red records are typically those records that are minimal, or in a different language than the item itself. 

 
Below is how the system determines which record is considered a best record by BTCAT:  
 

• If the record source falls in your preferences and the encoding level among all the different sources, 
the source outweighs encoding level. For example, if a core-level record is in your highest-preferred 
source, but a full-level record is in the source third on your list, the system will prefer the core level as 
long as the additional criteria are met. 

• In order to be automatically saved, a best record must have at least four total of the preferred fields 
and at least two of the top four by preference. 

• If you have No. of customers who saved the record among your best record preferences, the system 
will add a bit more intelligence behind your search results. The database keeps track of which control 
number is saved most often per ISBN/UPC/etc., and the higher that number goes, the more weight the 
matching bib record is given. 

 

 
 
Below is an example of how the best records green icon will display when comparing records. 
 

 
 



9 
 

The BTCAT Community Database 
 
If your organization has opted to contribute to the BTCAT Community database, the system will look for the 
ISBN (020) or the UPC (024) field for a match. If a record matches the first occurrence of these fields and 
already exists, the system will compare them automatically and will look first at the encoding level in the 
Leader Byte 017 field. If your record has a higher encoding level than what the BTCAT Community database 
has, the system will use your record and will merge any fields if they are missing. 
 

Note: If the encoding level in your record is equal to or lower than the one existing in the BTCAT 
Community database, the system will keep the existing BTCAT Community record and will then merge 
any fields deemed as important from your record. 

 
Below is an explanation of the fields the BTCAT Community database looks for when comparing records: 
 

• LCCN 010 $a, ISBN 020 $a, UPC 024 $a, ISSN 022 $a – If these fields do not exist, the record will be 
created in the BTCAT Community database, as well as to your local database. If these fields do exist, 
the system will validate that the record being saved has a higher encoding level than the BTCAT 
Community record. The following tags will be merged if they are not already present in the BTCAT 
Community record: 

o 006 
o 007 
o Any 0XX tags that are not local, including 041, 043, 050, 072, 082, and 084 
o 300 if $c is present in the new record, but not in the BTCAT Community record 
o 3XX tags where $2 is present 
o 505 
o 520 
o 521 
o 538 
o 546 
o 588 
o 775 
o 776 
o Every occurrence of the 4XX, 6XX, 7XX, and 8XX headings will be merged, even if the tag 

already exists.  
• In the case of sets (for example Blu-Ray/DVD combos), these sets can be broken up across multiple bib 

records with the same ISBN/UPC. 
o For a volume set of books where each volume does not have a unique ISBN, only the set record 

can be saved to the BTCAT Community database. 
o For Blu-Ray/DVD combo packs, the system will compare the 007 field, as well as the UPC. If 

both the UPC and the 007 field(s) match, the records will be merged. If they don’t match, the 
record will be added to the BTCAT Community database as its own record. 

• All BTCAT Community database records will strip all local fields (XX9, X9X,9XX), with the exception of 
the 490 field. 

• Field 996 $a1 will be added to the record. 
• All BTCAT Community records will be validated using MARC21, with the exception of the Leader Byte 

017 field. 
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• The 040 field will be updated with tags for the source agency: $a/$c for new records; $d added for 
changes to an existing record). 

• The following is a list of the minimal fields necessary in order to save a record successfully to the BTCAT 
Community database: 

o Leader 05 field should be P, C, or N 
o 007 field must be present when the leader 06 field is G 
o 008 field must be present 
o 040 $a must be present 
o At least one 02X identifier (020 $a, 022 $a, 024 $a) must be present 
o 245 $a (title) must be present 
o 300 $a (physical description) must be present 

• 997 $a will be created with the new record number 
 

The Branch Record Count Column 

If you want to see how many other organizations are using a certain record, add the Branch Record Count 
Column by clicking on Search Columns (1), selecting Branch Record Count (2), and then clicking Save (3) while 
on the Search Results page. 
 

 
 
 
If a record is being used by other organizations, the number of organizations using that record will display in 
the Branch Record Count column as a hyperlink. In the below example, two other organizations are using the 
associated record.  
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Click on the numerical hyperlink to preview the copies of other organizations’ records. 
 

 
 
 

Navigation 

Keyboard Navigation 

You can add and edit most information without using a mouse; however, to add control fields, you must click 
Add New Field. Below are the keyboard navigation shortcuts you can use to create or edit a record: 
 

• Control-D – Insert delimiter 
• Alt-Delete – Delete a tag 
• Enter – Add a new row 
• Control-C – Copy  
• Control-V – Paste 
• Control-Z – Undo 
• Control-X – Cut 
• Tab – Go to next subfield 
• Shift-Tab – Go back one subfield 
• Left and Right Arrows – Move within the current field 
• Up and Down Arrows – Move up and down to another row 
• Alt + L – Save to Local Workspace  
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• Alt + P – Print record 
 
For a single tag, you can place your cursor within the tag number to perform the below keyboard shortcuts. 
For multiple tags, you should start within your mouse pointer outside the first tag box, and then highlight 
across and down before using the following shortcuts:  
 

• Control + Shift + C – Copy field 
• Control + Shift + V – Paste field 
• Control + Shift + X – Cut field 

 

Create a New MARC Record 
 
To create a new record from scratch, click New Record.  
 

 
 
Select the MARC template you want to use by double-clicking on the template name. A preview of the 
template will display below the selection area when you click once on a template name. 
 

 
 
The creation page will display with any pre-defined fields from your chosen template completed. Those fields 
are locked and cannot be edited. 

Reserved Tags 

There are a few tags you cannot change within the MARC records; these are tags that Baker & Taylor uses and 
has reserved: 
 

• 996 $b = Record Source 
• 997 = BIB Record Number (this is the same as the old 910 tag) 
• 998 = CARL Saved History 



13 
 

Entering Information 

BTCAT will guide you through many tags when creating or editing a record. For example, if you add tag 008, 
the system will present a drop-down with all possible choices (and their associated definitions) when entering 
information. You can select an option from the drop-down, or enter it manually. In the below example, the 
system displays all possible choices for the Type of date/Publication Data field. 
 

 
 
In the second example, below, a list of all possible entries displays when you place your mouse cursor in the 
first field. You can select an option from the drop-down, or enter it manually. 

 

  
 
As you work your way through creating your MARC record, the system will continue to assist you with entering 
additional information, such as delimiters. In the example below, each time you press Control-D to add a 
delimiter, the drop-down list will appear, guiding you through your choices. 
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Add Notes to a MARC Record 

You can add notes to a MARC record by clicking on the Notes tab on the right side of your screen. 
 

 
 

The notes tab will expand. Click on the plus icon to add a new note. From here, you can enter your note and 
assign it to another BTCAT user. You can also assign a Status to the note: Open, Closed, On Hold, and In 
Progress. 
 

 
 
To add notes to a specific field, click on the text bubble icon  (1) next to the associated field, and then 
enter your note in the expanded notes area (2).  
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Macros 

BTCAT comes with a selection of macros that can be executed for your records. Click on the Macros tab on the 
left side of your screen to open the Macros Panel (1). Click on the play icon (2) next to the macro you wish to 
execute.  
 

 
 
Depending on the macro selected, an execution pop-up will display for you to enter your changes. Click 
Execute to run the macro.  
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Once the macro has run, any changes made via the macro will display on the left side of the page in blue. 
 

 
 
If you have administrative privileges, you can create a macro by going to Admin > Macros. 

Validate Authority 

Click Validate Authority (1) to validate your information against your organization’s authority file. If a match is 

found, the tag will be hyperlinked (2) and a link icon  (3) will display on the right side of the screen for that 
tag. 
 

 
 
Click directly on the hyperlink to view the associated authority record in a pop-up window. If a full heading 
cannot be validated, no hyperlinks will be created. 
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If you want to use a different heading, use the search box to search for a heading and insert it into the bib 
record by clicking Link. 
 

If you decide you don’t want to link this record to the authority record, click on the unlink icon  on the 
record itself to remove the hyperlink. The icon will be replaced by a link icon . Just click on this icon to 
relink the record to your authority record. 
 

 

Saving Your New MARC Record 

Once you’ve made your changes, click on the Save To button. If presented with the option, save to the 
workspace of your choice. You can also save your record to a folder by selecting Choose Folder. The system 
will perform a validation check upon saving. If any errors are found, the system will advise you which fields 
need to be corrected before you can successfully save. 
 
Note: If you would like to flag the record for extract (i.e., the record is ready to be exported and loaded into 
your system), select Mark for Extract before saving. If your organization has set up the option to contribute 
records to the BTCAT Community, you will see an option to save the record to that space as well. This option 
will be turned on by default, but you can uncheck it for individual bibliographic records you do not wish to 
share. 
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Compare Two or More MARC Records 
 
You can select up to eight MARC records to compare. Place a checkmark (1) next to the MARC records you 
wish to compare, and then click Compare (2).  
 

 
 
Although you can compare up to eight records, comparisons between records will only display when you are 
viewing two records. Any differences in the records will display in blue. To edit one of the records, click the 

edit icon . To close one of the records, click the X icon . To scroll both records up and down at the same 
time, click Synchronize Scrolling. This option is selected by default. If you turn Synchronize Scrolling on and 
then off, the system will display all records at the top again. 
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When you click the edit icon, the selected record will open on a new page in the MARC editor. 
 

 
 
From here, you can click Add New Field to add additional fields to your record. A new row will display, with 
BTCAT guiding you through field creation. In the example below, the system displays a list of possible options 
you can select for the initial field. The system will guide you throughout the creation of your new row. To learn 
more about how to add fields, go to the Create a New MARC Record section of this guide.  
 

 
 
 



20 
 

 
 

Save Your Changes 

Once you’ve made your changes, click on the Save To button. If presented with the option, save to the 
workspace of your choice. You can even save to folder by clicking on Choose Folder. The system will perform a 
validation check upon saving. If any errors are found, the system will advise you which fields need to be 
corrected before you can successfully save. 
 
Note: If you would like to flag the record for extract (i.e., the record is ready to be exported and loaded into 
your system), select Mark for Extract before saving. If your organization has set up the option to contribute 
records to the BTCAT Community, you will see an option to save the record to that space as well. This option 
will be turned on by default, but you can uncheck it for individual bibliographic records you do not wish to 
share. 
 

 
 

Merge Records 
 
To merge records, first select the records you want to merge and click Merge. Merging is limited to two 
records at a time, one of which must already be in your local workspace. 
 

 
 
Select the destination record you wish to use once the records have been merged, and then click OK.  
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The screen will display with the original records on the right and left sides of the screen, and the merged 
record in the middle. Any lines that have differences between the two records will display in blue and green. 
Lines that are the same between the records will display in white. Those fields will be moved to the middle 
record automatically since they are the same. 
 
Use the arrows from the record on the left side of your screen and from the record on the right side of your 
screen to add the associated fields to the merged record. In the example below, the 010 field (1) has been 
moved to the final record from the left side of the screen (maintaining its blue color), while the 020 field (2) 
has been moved to the final record from the right side of the screen (maintaining its green color). The color 
coding should help you easily see which fields you have pulled into your final record. 
 
To move all fields from one record to the final record, click on the double arrow icon next to the record 
number (3). If you want to add a new row to the final record, click the plus sign (4) next to the final record 
number. To remove all changes and begin again, click Start Over (5). Click Complete Merge (5) to finalize the 
merged record. To discard all changes, click Back (5) to return to the search results screen. 
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Once you click Complete Merge, you’ll be asked if you want to retain the record that you did not choose for 
your destination record. Click Retain to keep the record, or Discard to delete it, then click OK to continue. 
 

 
 
Your newly merged record will be validated by the system. If you have any errors, they will display in a pop-up 
window like the one below. You’ll need to fix the errors before the merged record can be successfully saved. 
 

 
 
 

Edit an Existing Record 
 
To edit an existing record, click on the Edit button associated with the record you wish to edit once you have 
found the record via search. For more information on how to add fields and delimiters to your edited record, 
go to Create a New MARC Record within this guide. 
 

 
 
The Edit Bibliographic Record page displays. You can perform the following actions on this page: 
 

• (1) – Use the plus and minus signs next to expandable fields to expand the field to reveal more 
information.  

• (2) – Add, edit, and remove information as needed in the expanded fields. Some fields will auto-display 
options for you to select. 

• (3) – Edit any additional fields as needed. 
• (4) – To add a new field to the record, click Add New Field. 
• (5) – Use the navigational arrows to move forward and backward throughout your search results. The 

double-arrow icons will take you to the first and last records, respectively, while the single arrow icons 
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will take you to the next or previous record, respectively. These arrows display if you open a record 
directly from the search results page. 

• (6) – Use the arrows to move a field up and/or down in the record. If you want to delete a field, click 
on the trash can icon, or press the Alt+Del keys. Click on the text bubble to add a note to the field. 

•  (7 – Save your changes by clicking on Save To and selecting the workspace you wish to save your 
changes to in the system. If you would like to flag the record for extract (i.e., the record is ready to be 
exported and loaded into your system), select Extract before saving. 

• (8) – Various action icons display here. In order, from left to right: 
o Undo – Undo up to your five last changes. 
o Validate Authority – Check your linked authority records. 
o Character Map – Display a pop-up window that allows you to search for and copy diacritical 

marks within your records. 
 

 
 

o Add 949 – For internal BTCAT users only. 
o Download – Append this record to a .MRC file. 
o Print – Print this record. 
o Delete – Delete this record. 
o Record History – View a history of changes for this record. 
o Clone – Clone this record. 
o ORS ID – For internal BTCAT users only. 
o Reveal Spaces – Displays an icon to represent for all spaces in the record. 
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As you move your mouse up and down the screen, a dark blue bounding box will display over the tag your 
mouse is currently on top of, to help you see exactly where you are in the record. The bounding box will 
display when you are entering information in a tag as well. 
If you click out of one field and into another, when you return to the first field, your mouse cursor will be 
where you last left it. 

Opening Multiple Tabs in the Editor 

When you open more than one record from the search results page, each record will display in an individual 
tab at the top of the page. The tab you are currently viewing will display in white, while tabs you are not 
viewing will display in gray. Tabs that have unsaved changes will display with an orange border. Click the x icon 
to close one tab, or click Close All to close all tabs. If you try to close a tab without saving your changes, you’ll 
be asked if you are sure you want to close without saving.  
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View Record History 

Any time changes are made to a record, the system automatically saves a version of the record for historical 
purposes. To view the edit history of a record within your local workspace, click on Record History. A list of 
previous versions of the record will display, along with the user who edited the record, and the date the 
record was changed. To view the version of the record from a certain user or date, just click on the row you 
wish to view. You can compare the historical versions by placing a checkmark next to the rows you wish to 
compare, and then clicking on Compare. Learn more about comparing records in the Compare Two or More 
MARC Records section of this guide.  
 

Note: You can only edit the most recent version of a record when viewing a record’s history. This also 
applies to merging MARC records: only the most recent versions can be merged. 
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Clone a Record or Template 
 
When you clone a record or template, all control fields will be removed with the rest of the record intact and 
ready for you to begin building a new record based on the original. The first screenshot shows you where to 
clone and individual record; the second displays where to clone a template. You may or may not be able to 
clone a record, depending on the permissions you’ve been assigned by your administrator. 
 
Click the Clone icon. 
 

 
 
A copy of the record you just selected will display. System generated and control fields (001, 003, 005, 010) 
will be stripped from the record. From here, you can edit the record as needed. It will be saved with a new 
record number.  
 
To clone a template, go to Admin > Bibliographic Templates and click the clone icon next to the template you 
wish to edit.  
 

 
 
 

Alerts 
 
Any records that have been flagged for review will display on the home page under the Alerts tab. Hover over 
the tab to display a list of any alerts. Click on the linked Record Number to view the alert. 
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Folders 
 
If you want to organize your records in a specific way, you may want to use BTCAT’s folder function. With 
folders, you can essentially tag records in a group, displaying them at any time by turning on the Folders 
switch, located just below the search fields in the system. All records are still saved to the system; assigning a 
record to a folder just places it in a specific place for organizational purposes. 
 
To go back to the catalog area, just toggle the Folder switch back to Catalogs, or click on the Home page link. 
 

 
 
When you switch on folders, a hyperlink with the name of last folder you were in will display. No matter where 
you are in the system (with the exception of the Home page), just click your institution name to go back to the 
main folders page.  
 

 
 
 
There are several options specific to the Folders page. 
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(1) – If a record has been saved to a folder, a direct link to the folder will display under the Folders 
column. Click this link to go to that folder. 

(2) – If you want to move records to a folder, select them on this page and then click Move to Folder. You 
can move up to eight rows at a time. 

(3) – If you want to save records to a folder, select them on this page and then click Save to Folder. A list 
of existing folders will display. Just select the folder you want to save the record to, and then click 
Save. You can save up to eight rows at a time. 

 

 
 

(4) – Open the Folders panel to view a list of all existing folders. Click on a folder name to display the 
contents of the selected folder on the left side of the screen. If you have a large list of folders, begin 
typing in the Search Folder field to view a list of folders that match what you’ve entered. 
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 Click on the hamburger menu icon next to a folder to reveal the following options: 
 

 
 

o New Folder – Create a new folder. Enter the name of the new folder and then click Create. 
To create a subfolder, click New Folder next to an existing folder. Creating a new folder is 
the only option you will see next to your institution’s name. Folder names can only contain 
alphanumeric characters (with the exception of an underscore); spaces are not allowed. You 
can create up to three levels of subfolders.  

 

 



30 
 

 
o Move Folder – Moves the selected folder to a new area. Select the folder you wish to move 

the associated folder to. To make a subfolder into a parent folder, select your library name. 
Click Move to move the folder. 

 

 
 

o Rename – Rename the associated folder. 
o Extract  - Extract the contents of the associated folder. You will receive a notification that 

the extracted file will be sent to the email address we have on file, or placed on the FTP site 
based on your preferences. 

o Merge – Merge the contents of one or more folders. Once you select merge, you’ll be asked 
to select the folder you want to merge with the associated folder. Click on that folder’s 
name and then click Merge. Merging can take some time, depending on the number of 
records; click the Refresh icon at the top of the Folders panel to refresh and see if the 
folders have been merged. 
 

 
 

o Remove – Delete the folder. Please note that when you delete a folder, you are simply 
deleting the tag you’ve created for the folder; the records inside the folder ARE NOT 
deleted. 
 

(5) Use the Refine Your Search area to narrow down your results, just like you do when you are looking at 
records that are not in folders. 
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Going back to the main folders page, if you don’t have anything selected and you run a macro using the 
Macros panel, the system will assume you want to run the macro on ALL the records you’ve found. You’ll need 
to select individual records on this page to run macros on specific records. If you want to run a macro on all 
records in one folder, just click on the hyperlinked folder name to view all records for that specific folder, and  
then run your macros as needed. In the below example, any macro selected will be run for every record within 
the Merge1 folder unless individual records are selected first. Once the macro has been run successfully or has 
an error, you will receive an email message notifying you of the status. 
 

 
 
Go to the Batch Search area to read about how to select specific records from a folder. 

Customer Configuration – Batch Search Folder Settings 

Go to Customer Settings > Customer Configuration, and then open the Batch Search Folder Settings tab to 
review how you want the system to perform batch searching within your folders.  
 

 
 
If you have extracted records in your folder, and you want to  have the system automatically merge any 
records that have upgrades during your selected Upgrade Period, select Automatic Merge. Please note that 
this setting works in conjunction with the Upgrade Service Export option within Customer Configuration > 
Export Settings. If you don’t select this option, you will need to manually save the record to your folder. 
 
Enter any tags you wish to have automatically renumber during batch searching in the Renumber Tag fields, 
and enter any tags normally deleted that you want to retain in the Retain Tags field. 
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Admin 

Create, Edit, or Delete a MARC Template 

BTCAT Administrators can create, edit, and delete MARC templates for others in their organization. To view 
and create a template, hover over Admin, and then select Templates. 
 

 
 
A list of all templates available for your organization display. 
 

• (1) – Filter for a specific template by selecting various filters at the top of the page, and then pressing 
Enter. Clear your filters by clicking Reset Filters. 

• (2) – A list of all templates matching the above filters displays here.  
• (3) – The currently highlighted template displays in preview mode at the bottom of the screen. 
• (4) – Easily edit, clone, or delete a template using the associated icons. 
• (5) – Click New to create a new template from scratch. 

 

 
 

Create a New Template 
 
Once you’ve clicked New from the main templates page, the creation page displays. 
 

• (1) – Enter information in the following fields: 
o Name – Give your template a unique name. This field is required. 
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o Type – Select the type of product this template will be associated with. Options are Book, 
Serial, Music, Map, Visual Material, Computer File, or Mixed Material. This field is required.  

o Level – Select the level of use for this template. Options are Global, Institutional, or Local. 
Depending on how your profile has been set up, you may not see all of these options. This field 
is required. 

o Institution – The name of your institution. 
o Description – Enter a description in this field to provide any additional information you may 

want to display to users selecting this template in the future. 
• (2) – System fields will be automatically added to the template. 
• (3) – Click Add New Field to add a new row to your record. Complete the row using the guided drop-

down fields provided by BTCAT. You can move fields up and down using the arrows to the right of the 
field, or delete the row by clicking on the trash can icon. 

• (4) – Save your changes, Cancel them, or go Back to the previous page. 
 

 

Extract 

You can extract the following record types for customers via Admin > Extract. From here, you can review the 
work that has been flagged for extract within a date range (Extract Review), or you can extract your work to 
either your local directory or an FTP site, depending on the user preferences and institutional configuration set 
up by B&T Admin.  
 
First, select either Extract or Extract Review from the Select Extract Type (1) field. If you select Extract, your 
records will be extracted without review; select the review option to view your records before extracting 
them. Next, select a Start Date and an End Date from the associated date pickers (2), and then click on Extract 
(3). The time frame you select will be the date/time the last save was made to a record. 
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If you’ve chosen to review your extract, items selected for extract will display on a review page.  
 

 
 
 
Click Configure Columns to add and remove columns from your view.  
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Once the extraction process has been completed, you’ll receive an email notification, as well as a notification 
on the screen, as in the below example. 
 

 
 
If you’d like to add additional labels to review before extracting, go to Customer Settings > Customer 
Configuration, and open the Extract Review tab (1). Add and remove labels within the tab (2), and then click 
Save (3). 
 

  
 
To view your extraction export settings, open the Export Settings tab (1), also found on the Customer 
Configuration page. From here, you can specify the number of records you’d like to see upon output (2), the 
file format for the extraction (3), and list any tags you wish to be renumbered upon extraction (4). 

Batch Search 

Go to Admin > Batch Search to search for multiple items at once. You can upload a list of ISBNs, UPCs, LCCNs, 
Control Numbers, DB Record Numbers, and Folders by selecting the associated option from the Select field 
(1). Select the file you wish to upload via the Upload File area (2), or copy and paste (or enter directly) a list of 
numbers in the Numbers field (3). Once your batch search has completed, a link to the associated text file will 
display at the bottom of the screen (4). Searches are executed against the catalogs selected at the time of 
batch initialization. If the system finds an upgraded record, select Mark Upgraded Records for Extract (5) to 
have the system automatically flag those records for extract. 
 

Note: Each line in the list is validated by length; e.g., ISBNs cannot exceed 13 characters, UPC cannot 
exceed 14 characters, etc. Any characters above those limits will wrap to the next line. 
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If you select Folder for your search, you’ll need to select the folder you wish to search by double-clicking on 
the folder name in the Folder Search pop-up window. From here, you can select all titles or specific titles by 
placing a checkmark next to the title name. Click Select Records once you’re done making your selections.  
 

 
 
The ISBN and/or UPC numbers you selected will appear within the Numbers field on the main Batch Search 
page. If you want to add more records, click Select Numbers to select more records from additional folders. 
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If you want to come back to your results later, click on Batch Details at the top of any page in the system. 
 

 
 
Click directly on the text file to open it. Records can display under three separate tabs: 
 

o Saved Records – Records saved during the batch processing. Titles are automatically saved if there is 
one clear Best Record match found for that ISBN/UPC/etc. If there is not a clear Best Record, the title 
will be placed in the Records to Review tab. This is based on the Best Record Preferences and Catalog 
Search Order for each organization. 

o Upgrade Available – Records that had an upgrade available display within this tab. If you’ve selected 
Automatic Merge within Customer Configuration, you will not have to manually save these records as 
they will be saved for you automatically; your records will be automatically placed in the Saved 
Records tab. 

o Records to Review – Records that were not a clear Best Record.  
o Not Found – Displays any records not found within the batch search. 
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The ISBN/UPC, Title, and Record Number in the grid are all hyperlinked so you can click on one to execute a 
search against the catalogs. If you need to perform a manual search, you can do so as well. Once you perform 
a search, you can click the Return to Batch button to return to your results. 
 

Note: If you are searching a Z39 database, a red circle icon with an exclamation point will display next 
to any searches where the Z39 endpoint returned an error instead of a set of search results. 

 
When viewing Records To Review, place a checkmark next to the record(s) you wish to keep and then click 
Save. That record will then be moved from the Records to Review tab to the Saved Records tab. 
 

Note: You can select multiple records to save at once by clicking on the search result on the left side of 
the page (1), and then selecting the record you wish to keep in the middle of the page (2). A green 
checkmark will display next to the search results that you have made a selection within. 

 
If you want to execute a macro against the Saved Records tab, select the associated records and then select 
the appropriate macro from the Select Macro field. When you place your cursor in this field, a list of macros 
will display for your selection. 

 
 
Once your records have been moved to the Saved Records tab, you can select the ones you wish to extract by 
placing a checkmark next to them (1) and clicking Mark for Extract (2). An email will be sent to you with a link 
to a file containing the extracted records that you can download immediately. 
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Create and Edit Macros 

Create and edit macros by going to Admin > Macros. The main macros page displays with several options. 
Double-click directly on a macro to view it. 
 

• (1) – At the top of the page, you can select the type of macros you want to view: Bibliographic or 
Authority. You can further select the level of macro you wish to view and edit: Local, Global or 
Institutional. If you want to search for a specific macro, use the search fields provided.  

• (2) – The icons on the right side of the screen next to each macro allow you to Clone, Edit, or Delete 
the associated macro, in that order. 

• (3) – The code displays here for the highlighted macro. 
• (4) – Select Reset Filters to reset any searches or selections you have performed, or click New to create 

a new macro from scratch. 
 

 
 
When you click New, the below screen displays, providing you with fields for macro naming and an area to 
enter your macro script. You can choose to save your changes, cancel them, and go back to your search 
results. 
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User Report 
 
Go to Report > User Report to view a report detailing the total number of records added and edited by your 
institution, or by an individual user. Select the dates you wish to view from the Activity Date fields. You can 
view a list of activity for all users by selecting All from User Name, or you can select an individual user. Select 
the kind of activity (Add, Edit, Upgrade, or Total) from the Activity field. The report will automatically update 
as you make your selections. 
 
To view information about a specific record on the report in graphical format, double click on the Record 
Number in the lower left corner of the report.  

 
 
Hover over the upper right corner of the report to view additional options. From left to right, you can view the 
current Filters applied to the report, pop the report out via Focus Mode, or view More Options. Within More 
Options, you can search for specific information, export the report as a .CSV or .XLSX file, show the data in a 
table format, spotlight specific areas of the report, and sort information in ascending or descending order. 
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User Preferences 
 
Go to User Settings > My Preferences to set system preferences for your login.  
 

 
 

• (1) Select Reveal Spaces to display a small square within your records that will indicate a space, as in 
the below image. 

 

 
 

• (2) – If you want to keep your record open after you save it, select Keep record open on Save. 
• (3) Select how you want to print any records: in either Single Space or Double Space (default). 
• (4) – Select the fields you want to see in search results, and then use the arrows to order your 

selections. 
• (5) – Select the search results columns you wish to see when you perform a search, and then use the 

arrows to order your selections.  
• (6) – Click on Environmental Settings to make changes to your font, background colors, and more. 

Simply click on a color swatch to bring up a selection panel where you can view a list of colors to 
choose from. 

 

 
 

Some users can also select where they  wish to save their work; to your local workspace or to FTP. 
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Customer Configuration Export 
 
Go to Customer Settings > Customer Configuration and click on the Export tab to open it and update your file 
export settings if needed. 
 
Once you’ve selected the Type of file upgrade you want, you can then select how often you want the system 
to look for catalog upgrades via the Upgrade Period dropdown. The catalog(s) you select under Catalog for 
Upgrade are the catalogs the system will look at. In addition, you can determine how many records you wish 
to see upon output, as well as the file format of the output. Finally, if you want to renumber any tags during 
the output process, you can enter those in the Renumber Tag area. 
 

 
 

Customer Configuration TechXpress 
 
If you are a TechXpress customer, you can opt to have your TechXpress records automatically imported into a 
BTCAT folder when orders are shipped by selecting the Opt TechXpress Import checkbox within Customer 
Settings > Customer Configuration > TechXpress Settings tab. This means that you can import records into 
BTCAT, edit them, run macros on them, and even look for upgraded records if needed. In order to have this 
option display for your institution, Baker & Taylor must first set up your profile to use it. 
 

 
 
 

Personalize Your Home Page 
 
If you have the appropriate permissions, you can personalize your home page with various widgets, including 
links to the BTCAT Community forums, library news blogs, and more. 
 
Hover over Personalize and then select My Home Page. 
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Personalization options will appear as in the screen below. 
 

 
 

• (1) – Click on the plus sign to search for available widgets to add to your home page. Drag and drop 
available widgets onto the main part of your page, and then rearrange them as you like. 

• (2) – Set the number of widget columns on your home page by clicking on the menu icon and then 
selecting one, two, or three columns. 

• (3) – Click the X icon to remove a widget from displaying on your home page. 
• (4) – Click on the palette icon to change your background color. 
• (5) – Click Save to save your changes, or Cancel to discard them. 

BTCAT Community Forums 

The BTCAT Community is a great place to ask questions and connect with other users, as well as Baker & 
Taylor personnel. You can search for topics, create a new topic, and even answer questions within this forum. 
Just click on any topic name, category, or quick link to view all associated material for that topic. If you have 
any active, unread alerts, they will display at the top of the page, next to the Bell icon. You can click on the 
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Star icon next to a topic to save it as a favorite, which you can then access via the Star icon at the top of the 
page. 
 

 
 
Click on New Discussion to create a new topic for discussion within the BTCAT Community forums. You’ll be 
asked to classify your post via the Select a Category drop-down. Give your post a Discussion Title in the 
associated field, and then enter your question or comment in the main text box. You can include emojis, 
pictures, media links, and hyperlinks by clicking on the icons at the bottom of the text box. Click Post 
Discussion to post immediately, or click Save Draft to come back later. Click Cancel to leave the page entirely. 
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Click on the Account Options icon  in the top right corner of the screen to open your notification 
settings. If you have created a profile picture, your profile picture will display in place of this icon. Here, you 
can determine how and when you wish to be notified about activity related to your BTCAT Community 
activity. You can opt to receive emails, or a pop-up message within the BTCAT Community when you log on 
with new activity.  
 
To upload a profile picture, click on Change my Picture and follow the instructions to upload your own image 
to display in place of the Account Options icon above. 
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Send a private message to another user within the BTCAT community by clicking on the email icon  at 
the top of the page. Any messages sent to you will display in the associated pop-up. To create a new message, 
click on the paper icon. 
 

 
 
Private messages can be sent to up to five recipients. To select your recipients, begin typing in the Recipients 
field. As you type, user names for BTCAT Community members will begin to display that match what you have 
entered. After selecting your recipients, you can enter your message in the provided text field and then click 
Post Message to send your private message. 
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