I.  Importing EAD records into Summit MARC records
Helpful website for MARC formats, fields, subfields: http://www.oclc.org/bibformats/default.htm
You will need: 

· You will need to have MarcEdit installed.  
· Copy the style sheet, EADlitetoMARC21slim_su.xsl, into your local directory C:\Program Files\MarcEdit 5.0\XSLT .  (Style sheet is in G:\LIB\Special Collections\Digital Projects\EAD\backup files.)
· Copy the function.dat file into C:\Program Files\MarcEdit 5.0\configs.  (File is in G:\LIB\Special Collections\Digital Projects\EAD\backup files.)

· You will need a Voyager account with permissions to edit/create bibliographic and holdings records for Special Collections.
Run the MarcEdit conversion 

1) Go to G:\Special Collections\Digital Projects\EAD\mrc_files and double click on the "EADlitetoMARC21slim_su.xsl" shortcut to open the style sheet.  

2) On line 28, change the six characters to reflect today's date in form YYMMDD (for example April 15 2008 would be 080415.  Save the file and close it.
3) Start MarcEdit and click on "MarcMaker"
4) Select "Browse" to specify the input file.  Input files reside in "G:\Special Collections\Digital Projects\EAD\xml_files" – you may need to change the "Files of type" drop-down to "xml" to see the files listed.

5) Select "Browse" to specify the output file.  Output files should be directed to "G:\Special Collections\Digital Projects\EAD\mrc_files" – browse to that location if necessary.  Then enter the name of the output file, without any 3-letter extension, for example: "smith_j"
6) Under "XML Conversions" select "EAD => MARC (SU)"
7) Click on "Execute"
Create Bib Record

1) In Voyager, select RECORD > IMPORT > FROM NEW FILE

2) Browse to "G:\Special Collections\Digital Projects\EAD\mrc_files" and select the record

3) Click OK

4) Maximize the window

5) Click on 008 at upper left and make sure that Date1, Date2, Place of Publication, and Language are set correctly

6) Scan the record for errors.  Common issues include the following:

a) 541 field – missing date delimiter (‡d)

b) 545 field – the process grabs the entire bio section from the EAD finding aid so this is often far too long.  Edit down to a reasonable size (one good-sized paragraph is probably sufficient).
c) 6xx fields – missing delimiters – ‡q for names with initials, ‡c for titles (Baron, Sir), ‡x for misc, ‡y for dates, ‡z for geographic, ‡v for form of material (e.g. Archives, Juvenilia, Fiction, etc).  See website (above) for more information.  In Voyager you can also click on any field and hit F2 to get more information.
7) Click on "Save to Database" (the sailboat button at the top).

8) At this point, any conflicting entries will be flagged in a dialog box.  Common issues include:

a) Weird little box characters ( – these  are likely curly apostrophes or curly quotes; fix them in the original EAD files as well as fixing them here in the MARC record
b) Diacritics – these often do not convert correctly.  You'll need tofix them in Voyager.
c) "Validated with cosmetic differences" – edit the record to match (commas, etc); if necessary make corresponding changes to the information in the EAD file.
d) "Partial Heading Validation" – matches should be resolved if possible, usually it’s a matter of adding subfield delimiters

e) "Nonexistent headings" – OK (but check to be sure they’re not just missing a subfield delimiter – if they are then resolve them).  All 655s (genreform) will be nonexistent.
9) When all are resolved, click "Continue"
10) Once the Bib record is saved, a bib number will be displayed at top left.  Be sure to copy this into the collection ID field in the datebase and into the archdesc/did/unitid in the original EAD file.
Create Holdings Record 

This activates the 856 field and inserts location of item.
1) In Voyager, click "New Holdings" button at top

2) Add the finding aid URL to the 856 field (copy from Bib Record)

3) Click on "Save to Database" (the sailboat button at the top)

Check the item in Summit!

II.  Updating MARC records already in Summit

Update Bib Record 

MARC records in Summit may or may not follow our specs.  Particularly check the following in the Bib record:

1) Check 245 field to ensure it reads John Smith Papers, NOT just Papers.  Make sure it's 245‡a not 245‡k.
2) Add 856 field to Bib record as follows:
856 42 ‡z Related electronic resource: Finding aid online ‡u http://library.syr.edu/digital/guides/s/smith_j.htm
3) Check for presence of all EAD fields (041, 520, 540, 541, 545, etc.).  Add as necessary.  If the bib record lacks a lot of information, easiest course may be to generate a MARC record from the EAD, import it, and view the imported record side by side with the existing one.  Any desired fields may be copied from the imported record to the existing record (the imported record can be discarded once you've copied all the relevant information).
Update Bib Record 

Holdings records need to be updated to show the electronic finding aid:

1) Copy 856 field from bib record into holdings record.

