Song Index Procedure
1. Search the item in Horizon.  

Get a drawer from the song index.  For the next card in the drawer, search Horizon for the item by call number.  (LC Call Number Search -- type the number in this format exactly, following all caps and spacing: M1600.P45 S6 1982) If the item has a contents note, put a check on the card and return it to the drawer.  Do not attempt to find all the other cards for that item and check mark them.  When you get to these cards you will find the item already has a contents note and you can check mark them at that time.
2. If the item does not have a contents note, search OCLC by the OCLC number.

A. Copy the 001 field, except the “ocm” from Horizon

B. Go to WorldCat.  

C. Click “Expert Search”  

C. Type no:  and paste the 001 field, i.e. no:83728391

D. If there is a complete contents note in the OCLC bib record, copy the note, create a 505 0_ field in the Horizon bib record and paste the note into Horizon.  The 505 0_ note is the last 500 note except for the 590.  Use <Ctrl> + <Enter> to create a new field.   

3. If the OCLC bib does not have a complete contents note.
A. Pull the item from the shelf.  
B. Create a 505 0_ field and type a contents note, following the 505 cheat sheet.  Type your contents note from the pages of the book, rather than listings in the front of the item.  For recordings, choose the disc, container, or liner notes, whichever gives the clearest and fullest information. 
C. Proofread your contents note after entering it!  

D. Copy the Horizon bib number and send to the Music Cataloger.  (Music Cataloger will add contents note to the bib in OCLC.)

E. Put a check on the card and put it back in the drawer.  Do not attempt to find all the other cards and check mark them.  When you get to them you will find that the item already has a contents note.

4. At the end of each work session, move the colored card in the drawer to your stopping place. Return the drawer to the card catalog.
Song Index Procedure -- for while can’t edit bibs in Horizon
1. Search the item in Horizon.  

Get a drawer from the song index.  For the next card in the drawer, search Horizon for the item by call number.  (LC Call Number Search -- type the number in this format exactly, following all caps and spacing: M1600.P45 S6 1982) If the item has a contents note, put a check on the card and return it to the drawer.  Do not attempt to find all the other cards for that item and check mark them.  When you get to these cards you will find the item already has a contents note and you can check mark them at that time.

2. If the item does not have a contents note, search OCLC by the OCLC number.

A. Copy the 001 field, except the “ocm” from Horizon

B. Go to WorldCat.  http://jproxy.lib.ecu.edu:2048/login?url=http://www.nclive.org/cgi-bin/nclsm?rsrc=69 
C. Click “Expert Search”  

C. Type no:  and paste the 001 field, i.e. no:83728391

D. If there is a complete contents note in the OCLC bib record, copy the OCLC number into the Word document F:/Music/Students/Special Projects/ContentsNotes/ContentsWorldCat   

3. If the OCLC bib does not have a complete contents note.
A. Pull the item from the shelf.  

B. Open the Word document/Music/Students/Special Projects/ContentsNotes/Contentstyped and type a contents note, following the 505 cheat sheet.  Be sure to identify which bib your contents note is for using the Horizon bib number and 245 $a.  Type your contents note from the pages of the book, rather than listings in the front of the item.  For recordings, choose the disc, container, or liner notes, whichever gives the clearest and fullest information.  Enter diacritics using Insert --Symbol.  Not all diacritics can be used in cataloging.  Umlauts (ä), acutes (á), and graves (à) are all acceptable.  Check with the music cataloger before using other diacritical marks.  
C. Proofread your contents note after entering it!  

D. Save the note.  You will add it to Horizon when the system can accept editing again.

E. Put a check on the card and put it back in the drawer.  Do not attempt to find all the other cards and check mark them.  When you get to them you will find that the item already has a contents note.

4. At the end of each work session, move the colored card in the drawer to your stopping place. Return the drawer to the card catalog.

5. Adding the contents note from Word.
DO NOT complete this step until the Music Cataloger tells you it is OK, or your work will be overwritten!!!!!
A. Create a 505 0_ field.  505 is the last 500 note, except the 590.

B. Copy and paste your Word text into the 505 field.

C. Check diacritics.

D. Save.
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