
CATALOGING Staging MARC Records  

1. Select More > Tools on the top bar 

This tool allows you to bring in MARC records from external sources  

2. Select ‘Stage MARC records for import’ 

 

3. Click Browse... 



7. Click Manage staged records  

4. Find the file on your computer (usually a .mrc or .dat file) 

5. Upload file 

6. Choose these settings and click Stage for import 

Use 

these 

settings 

to 

prevent 

duplicate 

records 

 



8. Click Import into catalog 

You can click ‘Undo import into catalog’ to take records back out. 

If a match is found, you can click the title next to the match statement to access the bib. 

If no match is found, a new bib is created and can be accessed by clicking the record number. 

 

 

The final results page looks like this: 


