
How to copy and paste a MARC record 
 
Example scenario: You want to copy a record from the Library of Congress web site into 
Spectrum CIRC/CAT. 
 
To copy a record from an outside source: 
 

1. Using your browser go to the Library of Congress web site 
(http://lcweb.loc.gov/z3950/) and search for the record that you want to copy. 

2. Display the record in MARC format (the Library of Congress calls this MARC 
Tags display). 

3. Using your mouse, select the entire record. Make sure that you do not select 
information, such as a button, that is not part of the MARC record.  

4. Copy the selected information to the clipboard. Ctrl C (For help, refer to the 
documentation that came with your operating system.) If you like, you can exit 
your browser.  

 
To paste the record in Spectrum:    

  
1. In Spectrum CIRC/CAT, Select MATERIALS then EDIT from the Winnebago 

pull-down menu. 
2.  Select NEW from the RECORD pull-down menu. 
3. Select EDIT MARC from the VIEW pull-down menu. 
4. From the EDIT pull-down menu, choose SELECT ALL  
5.  From the EDIT pull-down menu, choose PASTE. The program copies the new 

record into the Edit MARC window.  
6. Edit the record as necessary (you can edit the material record on the easy-entry 

screen if you prefer by clicking on the VIEW pull-down menu, then EASY-
ENTRY).  Add holdings information by clicking on the VIEW pull-down menu 
then HOLDINGS.  

7.  When you have finished editing, save the record by clicking on the pull-down 
menu RECORD then SAVE. 

 
Note: This feature is intended to save time by copying the bulk of the MARC record data. 
However, since it has to be flexible enough to handle a variety of formats, depending on 
the MARC record source, the program may not always make a perfect copy of the data. 
Always do at least a quick check to make sure the data copied correctly, especially 
control tags and indicator values.  
Some sources of MARC records do not display subfield codes. This can cause problems 
when the program copies the record into the Spectrum CIRC/CAT database. Problems 
range from not being able to paste the record into the Spectrum CIRC/CAT database to 
incorrect display of subfield data. After copying a record from a source that does not 
display subfield codes, pay special attention to subfield data. You may need to edit it 
before saving the record.  
 



TIP: For optimum results when copying leader and control tags, the source record 
should be in the communications format. Some sites offer this format.  
 
Problems? 
 
Here is a list of common problems and suggestions for solving them.  
Tag 008 from Athena records does not copy properly. Before selecting the record in 
Athena, make sure that the Athena window is wide enough that the tag can display on 
one line.  
Tag 001, leading spaces removed. After pasting the record into Edit MARC, edit the tag 
to re-insert the leading spaces. 
Problem copying records that contain URLs with underscore characters. If the record 
adheres to a 1987 MicroLIF type format, copy the record to a word processor, such as 
WordPad or SimpleText, and replace each underscore with "%5". This will not work with 
formats other than 1987 MicroLIF. 
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