
Batch Import of Records 
 

Download batch to your desktop. 
 
Under Tools, click Stage MARC Records for Import. 
 
Use the Browse button to find the file on your desktop. Click Upload file. 
 
IMPORTANT: Make sure the cataloging defaults look like this: 
 

 
 
AND 
 

 
 
 
Click Stage for Import.  

 

 



 

If you tried to download an item already in the catalog, you will be notified. Click 
Manage Staged Records. 

 

 
 
Click on Import into catalogue. 
 

 
 
Search for the Item (Wait about 10 minutes for it to appear in the catalog).  
 
Click New Item. 
 

 
 
Add item information. 


