FAQ No: 19

Version 5.xx

Revised: 02/02/2001
Converting Delimited Format Patron Information To Cases Format For Importing Into Bibliotech

Prerequisites:  
Sound Knowledge of IT, Word and Excel

PLEASE NOTE:  If you do not understand the following information, please ask your IT technician for advise or alternatively contact Bibliotech for a quote on a conversion.

A delimited format text file can be converted to CASES “795” format for import into Bibliotech using Excel and Word and will need to be done in stages.

STEP 1 

1. Import delimited file into excel

2. Rearrange columns into the following order

Column A:   
Local Patron Admin Code or Barcode

Column B:   
Surname

Column C:   
First Name

Column D:   
(leave blank)

Column E:   
(leave blank)

Column F:   
(leave blank)

Column G:   
Home Room/Group

Column H:    
Grade / Year Level

Column I:    
Parent (Names)

Column J: 
Correspondence XE "Correspondence"  address: Street

Column K: 
Correspondence address: Suburb

Column L: 
Correspondence address: Post Code 

Column M: 
Phone Number
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NOTE: 

If you don’t have data for some of the columns then leave them blank. 

3.  Ensure that there is a postcode number in your postcode field  (Column L - Correspondence address: Post Code). If not, copy a default postcode of 3000 to ensure that every postcode cell has a postcode.

4.  Ensure that there is a phone number in your phone number field (Column M).  If not, enter an asterisk  (  *  ) to ensure that every phone number cell has a phone number or asterisk.

5.  Insert a column at the beginning of the spreadsheet and type “CAAS-HEADER Record No 1” in front of the first record and filling in the rest of the column ie CAAS-HEADER Record No 2 ...3...4 etc (see picture below).  
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6. Save as text file (tab delimited)

example

CAAS-HEADER Record No 1
ABB03
ABBAL 
Benji 
6 Base Street 
Ringwood 
3136
12A 
12
Mr & Mrs John ABBAL
6 Base Street 
Ringwood 
3136
03 91239876 


CAAS-HEADER Record No 2
ABB04



STEP 2

7.  This file now needs to be converted to a return delimited file.  This can be done by opening the text file in Word and replacing all tab characters with paragraph markers
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8.  In MS Word replace all asterisks with a space character

9.  Save as library.txt  (preferably to a 1.44MB Floppy Disk).  Your patron data is now in standard CASES format, which can be imported into Bibliotech, using CASES import option – see relevant FAQ.

EXAMPLE OF CASES INFORMATION

	Labels
	Example "795" format:

	Line 0: CAAS-HEADER Record No NNNN
	CAAS-HEADER Record No 1

	Line 1: CASES number (local admin code)
	ABB03

	Line 2: Surname
	ABBAL

	Line 3: Official Given Names
	Benji

	Line 4: Students physical address: Street
	6 Base Street

	Line 5: Students physical address: Suburb
	Ringwood

	Line 6: Students physical address: Post Code
	3136

	Line 7: Home Room
	12A

	Line 8: Grade Level
	12

	Line 9: Parent Greeting
	Mr & Mrs John ABBAL

	Line 10: Correspondence XE "Correspondence"  address: Street
	6 Base Street

	Line 11: Correspondence address: Suburb
	Ringwood

	Line 12: Correspondence address: Post Code
	3136

	Line 13: Phone Number
	03 91239876

	Line 0: CAAS-HEADER Record No NNNN
	CAAS-HEADER Record No 2

	Line 1: CASES number (local admin code)
	ABB04


(.....etc)

IMPORTANT:  When importing into Bibliotech please check field mapping as the order of fields may vary.

