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Welcome and Introductions
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EDI Vendors Update
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MarcEdit Workflow 

Julie Tegtmeier

Cataloging & Data Librarian
St. Charles Public Library
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Non-EDI Ordering

• Our process for non-EDI ordering is similar to EDI ordering but with 
a few key differences



Non-EDI Ordering – Title Selection

• Direct Order Spreadsheet – This is filled out by the CDLs and we 
require the following pieces of information: 

• Quantity
• Price (no $)
• ISBN
• UPC
• Patron Barcode
• Hold Location*
• CDL Date/Initials
• Additional  Notes

• URL
• Title
• Author
• Fund*
• Material Type*
• Edition*
• Year
• Collection Code*



Non-EDI Ordering – MarcEdit

• New Excel Sheet



Non-EDI Ordering – MarcEdit

• Excel Rows to Tab Delimited Text 



Non-EDI Ordering – MarcEdit

• Tab Delimited Text to MRK File



Non-EDI Ordering – MarcEdit

• Source File – Newly Saved 
Text File

• Output File – A MarcEdit 
Record



Non-EDI Ordering – MarcEdit

• Mapping Fields to MARC



Non-EDI Ordering – MarcEdit

• Mapping Fields to MARC



Non-EDI Ordering – MarcEdit

• Our Mapping:
URL Field 0 856$u

Title 1 245$a

Author 2 100$a

Additional Author 3 700$a

Fund 4 947$f*

Material Type 5 590$a

Edition 6 250$a

Year 7 246$c

Collection Code 8 947$h*

Quantity 9 947$q*

Price (no $) 10 947$p*

ISBN 11 020$a

UPC 12 024$a

ASIN 13 028$a

Patron Barcode 14 947$n*

Hold Location 15 947$n*

CDL Date/Initials and 

Additional  Notes
16 947$n*



Non-EDI Ordering – MarcEdit



Non-EDI Ordering – MarcEdit

• On-Order Tasks



Non-EDI Ordering – MarcEdit



Non-EDI Ordering – MarcEdit



Non-EDI Ordering – Order Loading

1. MARC Order Import Wizard

2. biborderload Report

3. Load Flat Order Records



Non-EDI Ordering – Modify Order

• Update PO

• Place holds, verify order, etc.



Non-EDI Ordering – Receiving Items 

• Add Ordered Items to Catalog Wizard



Non-EDI Ordering – Add Invoice Wizard

• Single Items



Non-EDI Ordering – Add Invoice Wizard

• Multiple Items



TS401 - 
"Symphony 
Acquisitions 
Funds and 
Vendors"

Check out our second Acquisitions 
course to learn all about Symphony 
funds and vendor records!
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Library of 
Things Visibility 
Filter in Aspen
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• Demo

• Filter based on Item Type
oItem Configuration page of the 

support site

• Downers Grove live currently

• Go live for all SWAN libraries 9/30
oSubmit ticket for early start or to 

opt out

https://swanlibraries.net/documentation/64869
https://swanlibraries.net/documentation/64869


Update from Cataloging Working Group
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Thank you for attending!

Co-Chairs : 

Susana Leyva (Downers Grove Public Library)

MaryKellie Marquez (Warrenville Public Library District)
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Next meeting: TBA

See you in 2026! 
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