
CHANGES TO THE BIB RECORD 

 

CHANGES TO RECORD NOT INVOLVING AUTHORITIES  

 

Changes to the bib record not involving authorities are fairly simple, but not as simple as 

clicking and typing. Mouse clicking is not the way to do it! Once you understand some 

simple line commands, though, it is not difficult. 

 

Before any change to the bib record, you will give the commands “s” (select) and 

“b” (bib) when you are in the record you want to edit. 

 

Adding holdings to the 049: 

 

 
 

Type the line number of the line you want to edit. In this case, the 049 is line 7. Enter 

twice to page past the indicators. When you see the definition of the line you want to edit 

and the subfield you want to edit (in this case “a”), then you are ready to give your edit 

command. 



 
 

In this case, what we want to do is add Eureka holdings after the holdings code of 

Pittsburg Public Library. We want to append. In Dynix, the command is “.a” 



 
 

Then enter [space]BZ9 and hit enter again.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The result will look like this: 

 

 
 

WHEN THE SCREEN SAYS “ENTER SUBFIELD LABEL OR DESCRIPTION OR 

PRESS <ENTER> TO FINISH EDITING THE TAG FIELD”, AN ADDITIONAL 

“ENTER” COMMAND IS NECESSARY TO EXIT OUT OF THE TAG. 

 

Once you’ve exited out of the tag you edited, you can “f” for “file” to make the changes 

permanent, or “q” for quit if you’ve made a mistake (and tell the system “yes” you want 

to ignore the changes you’ve made). 

 

 

Editing the GMD (245, subfield “h”): 

 

Proceed as you did for the 049, choosing the line number for the 245 in your record. In 

this case, once you’ve chosen the 245 line, you will hit enter one more time (3) to page to 

the subfield “h” 

 



 
 

You can see here that the subfield definition shows in the black bar and “h” is ready for 

your edit. Type your change and hit enter. When editing GMDs, please note that you will 

need to enter [space] [punctuation] after your bracketed phrase. The system will not do it 

for you. In this case, at the “h” prompt, you will type: 

 

[sound recording] / 

 

and hit enter. Since subfield “c” comes after “h” in this line, you can either enter twice 

more to go beyond “c” and back out of the tag, or you can enter the command “.s” to skip 

back out. To make the change permanent, “f” or “file” the bib record. 

 

 

To add a long note, such as a 520: 

 

In the bib record, type “a” for add field. 

 

Tell the system where you want to add the field if it asks. 5xx are often repeatable, so it 

may want to know where you want to put it.  

 

If the system asks if you want default data in the field, just say "no."  

 



When you see this screen:  

 
 

type ".t" and this will take you to the text editor.  

 

From here, type the number “1" to edit the first line of the text editor and then just start 

typing your note. As you type it will fill up the numbered lines of the text editor. When 

you're done, hit enter and then ".s" to skip the next lines. If you don't type ".s" the text 

editor will take you through each numbered line to see if you want to edit them. Now 

"file." The text editor should put all this text in your note field. 

 

You will then have to “press enter to finish editing the tag” and “f” (file) again to file 

your bib record. 

 

 

 

 

 

 

 

 

 

 



 

AUTHORITY/ACCESS POINT CHANGES IN BIBS 

 

Changing a subject heading: 

 

Let’s say I’d like to change the subject heading “Help-seeking behavior” to “Helping 

behavior.” First I’ll check the LCSH to make sure my heading is valid. Then, I’ll make 

the change in the bib. record. First “s” (select), “b” (bib), just as if you are adding your 

holdings to the 049. Then, instead of choosing the 049 tag to edit, we’ll choose the line 

number of the tag we want to change. 

 

 
 

Press “enter” at the indicators until you get to the point where you can edit subfield “a.” 

Type “Helping behavior” and press “enter.” Since you are trying to edit an authority 

controlled field, when you press “enter” the system takes you to the authority file like 

this: 

 



 
 

Number “3” on your screen is the heading that you want, so you’ll next enter “3” to go 

into the authority, then “s” for “select.” Then, pay attention to the bottom of the screen. 

You’ll get a prompt regarding end of field punctuation that you want in the bib record 

heading. Some fields will get a period and some will not. You need to make the decision. 

 



 
 

“Helping behavior” will get an end of field period in the bibliographic record. So, here 

enter a period “.” and press “enter.” 

 



 
 

Your subject heading has been changed. The prompt at the bottom (above) should look 

familiar to you. Here, if you have edited everything you need to in the heading, you’ll 

press “enter” to “finish editing the tag field” and then “file” to make the change 

permanent in the record. If you’ve made a mistake, you can always choose “q” to quit 

and let the system forget your changes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Let’s change a name heading. The heading for “Brion, Marcel, 1895- ” now has a death 

date and the authorized version is “Brion, Marcel, 1895-1984.” Our bib lacks the death 

date. Go into the heading as we did with the subject heading. We will “s” (select), “b” 

(bib) and then choose the line number of the heading we want to change. Hit “enter” until 

the system takes you to the authority file. When we get to the authority file, there is no 

heading with the death date that we can choose, so we’ll have to make a change to the 

current authority. 

 

 
 

Choose “3” and go into the authority.  

 

 

 

 

 

 

 

 

 

 

 



Press “enter” to edit the authority as the prompt at the bottom of the screen is asking you 

to do. Once you press enter, the system will want to know which line of the authority you 

want to change (just like the bib record does when you are making changes there). We’re 

going to choose line “4” because that’s the line on which the heading appears. 

 

 
 

The we’ll press “enter” until we get to the place in the heading we want to edit (here it is 

subfield “d”) 

 



 
 

Now that you are in a position to edit subfield “d,” you can enter the command to append 

information. That command is “.a” You will then enter “1984” (with no end of field 

punctuation as that does not belong in the authority). 

 



 
 

The system has appended the information you wanted to add. You will then hit “enter” 

again to verify the main heading tag field, since you don’t want to edit further. This will 

take you back to the authority list. Here, you will hit “a” for “accept” changes as long as 

you have made no mistakes, and then “file.” The system will then ask you to double 

check. “This will make global changes to related indexes. Proceed?” The system asks 

you to double check as this will not only change your authority but will change the 

heading of every bib linked to your authority.  

 

When you say “Y” for Proceed, the system then asks you to enter the end punctuation 

that you will want in the bib record. In this case, a period, and you are back in the bib 

record. 

 



 
 

Press “enter” to finish editing the tag and “f” (file) to conclude your edits in the 

bibliographic record. 


