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Modify Title 
 
The Modify Titles wizard allows you to make changes to bibliographic records already in the catalog.   
 
NOTE:   Follow the Guidelines for Enhancing Marc Records. This is a Tip Sheet in the online 
handbook/Cataloging section. It will explain in detail how to make changes in various fields as well as 
other information that must be edited when you change a marc record. 
 
 
1.  Click on Cataloging Wizard.  
2.  Right Click on the Modify Title Wizard.  
3.  Change the properties to MARC View. 
4.  Click on Modify Title Wizard. 

 
      Modify Title:  screen displays. 
 
5. Locate the title you want to modify.   
 
6. Click Modify. 
 

Modify Title screen displays. 
 
7. Make changes to required fields on the Bibliographic Tab (as 

directed in the Guidelines for Enhancing Marc Records document) 
 
8. Make changes to fields needed to 

match the record to your item. Use 
helpers or right-click menus to 
make appropriate changes.  

 

9. Validate new or modified headings 
using the Validate Headings 
Helper. See Authority Records 
Section for detailed instructions. 
 

10. Click Save.  
 

11. Click on Call Number/Item Tab if 
modifications are needed to item 
or call number information.  

 

12. Save your changes.  
 

NOTE:  Do not make any changes on the Control Tab. 
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