
Import of Records into Koha/NExpress 
 

Download batch to your desktop. 
 
From the Koha main screen, under More, select Tools, click Stage MARC Records for 
Import. 
 
Use the Browse button to find the file on your desktop. Click Upload file. 
 

 
 
With the August 2010 upgrade, a new feature is now available. Previously, you had to 
set several matching rules in order to correctly stage the records. Now, all you have to 
do is select NEKLS Default from the Use import profile: menu, and all the matching 
rules will be set to the proper settings (see the screenshot on the next page). The only 
time you will need to change the settings is if you are bringing in records from a vendor 
that includes item information.  
 

 



 
 
Click Stage for Import.  

 
NOTE: Duplicate Records.  If you tried to download an item already in the catalog, you 
will be notified of the ‘match in catalogue per matching rule “ISBN.”’  For new books, if 
two libraries happen to be cataloging at the same time and you are alerted to a 
duplicate, please review the existing record before bringing a duplicate record into the 
catalog.   
 

 
 
Click Manage Staged Records. 
 
Click on Import into catalog.  This will bring the ‘Biblios’ (MARC records) into the 
Reservoir and assign them a Bib number. 
 

 
 



NOTE:  The catalog takes approximately 10 minutes to re-index, so a search of your 
new items may not immediately appear.  
 
You can catalog your first item immediately by clicking the newly assigned Bib number 
hyperlink in your batch. If you imported several records at once, and want to catalog all 
of them without waiting for the re-index, right-click on each linked bib number and 
choose open in new tab. Your browser window will end up looking something like this. 
Click on each of the tabs to access that Bib to add your items.  

 

. 
 

  
 
Once at the Bib Record, Click New > New Item. 
 

 



 
Add item information.   
Don’t forget the ITEM TYPE and Replacement Cost. 
 

 
 
Click Add Item to SAVE your work and complete the process!   
 
NOTE: There are three ways to find the next record for cataloging: 

1. Use the Search the Catalog box to do an ISBN or title search 
2. Return to Cataloging and use the Cataloging Search box 
3. From Tools select Manage Staged MARC Records, find your batch of records 

by the file name (or date/time stamp) to return to the screen discussed in step 19 
of these instructions.  Click on the Bib number to access the Record to add 
Items. 

 
 
 


