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· Choose some tools that work for you, then stick with them.  Every time.  Routine.

· Proofread your work:

1. Sarah: Proofread same day in public catalog, proofread next day in cataloging client.
2. Keep a list of the records you worked on to make retrieval easier; or,
3. Ardeen: start your next-day proofreading by doing a builder search of your initials and yesterday’s date. 
4. Ardeen: keep all the books you do in a day with you, put them on the bookmarking trucks only after you have proofread them the next day.
5. Proofread fixed fields against variable fields.
6. Apikanya: when proofreading, train your eye to hit the Encoding Level in the fixed fields first, then jump to the 948.
7. OCLC users (Beth, Teresa, Sung Ok): Keep record in SAVE file for proofreading.

· Accuracy tips:

1. Use cut & paste as much as possible. Cut from authority record onto bib.  Delete whenever possible using Highlight + Delete, not character-by-character.
2. Know the mistakes you tend to make, and check specially for them.
3. Roswitha: Work with Validation ON.
4. Use Validation as much as possible in Voyager and OCLC.
5. Use macros.  Ask Pedro if you need a special macro. Watch out for macros that “misfire”—just because they’re magic doesn’t mean they always type correctly.
6. Use the F2 Show MARC function key for a quick MARC definition in Voyager. OCLC users love the Shift + F1 MARC Field Help macro.
7. Derive off of similar records, or copy blocks of fields off similar records.
8. A lot of us use keyword and builder searches to find records similar to what we are working on, or to find records from trusted catalogers (example, nhh1)
9. Keep sample records.  Teresa: Keeps sample records in OCLC SAVE with the 245 modified to say what kind of problem it illustrates.  Beth: Keeps template records in OCLC.
10. Pam: Open the item record(s) each time to check that there is an item record, that it has the right length of digits, and that the ENUM/CHRON is filled in.
11. Ardeen: Use the “Hierarchy” button on the Voyager MFHD to see that everything is lining up properly.  Especially good for multiple locs/vols/copies.
12. Do a quick search on the call number after you have filled in the MFHD to see that the shelflist is still correct.
13. Group your work before you start: M: do a stack of Law books all together; Ardeen: group by publisher and literary genre.
14. In Class Web, always use the Hierarchy Browser.  Don’t bother with anything else.
15. Catalogers ask: Please tell us about our mistakes!  We need the feedback.

· What are our common mistakes? (mostly from Pam and Cynthia):

1. Leaving off the 948
2. Oversize (especially sideways)
3. Olin versus Uris
4. MFHD location does not match ITEM location (we have a fix for that one!)
5. Non-filing indicators, or mistagged fields where you tag for a leading article but MARC doesn’t have non-filing indicators
6. Failure to re-search OCLC before starting to catalog
7. Inputting a bib with no MFHD
8. Pam, Teresa: Ask Susie in Bookmarking before sending her anything weird!

· Tips to avoid boredom:

1. Seek out variety in your tasks of the day. Yelena, Ali: Switch between languages.
2. Yelena: Kava-kava tablets, Ciroc vodka for dinner, kava-kava tea before bedtime.
3. Sing to yourself.
4. Radio.  Teresa: Hong Kong talk shows.  If you’re not really listening to the show, that means the cataloging is hard and you should probably take the headphones off.
5. Cynthia: Nature sounds on website.  Books on CD or thumb drive.
6. Cynthia: Get up and walk. Set Outlook calendar with a reminder that pops up at intervals you set.
7. M: language learning.  Roswitha: yoga class.

· Final tip: Use the timesavers: MLC, FAST, FASTFaves.
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