Exporting Records from GOBI into Millennium

1. Log into Millennium in the cataloging module (the pentagon next to the acquisitions triangle).
2. Select data exchange (the last option on the left side toolbar.)

3. On the “Select Process” drop down menu choose “Load YBP/GOBI BIB and ORDER records.”

4. Click “Get FTS” (on the top tool with triangle icon.)

5. On the host drop down menu select ftp.ybp.com
6. Click connect.
7. Enter username and password.

8. Double click the folder that says export.

9. Find the file with the appropriate date and time (normally the file with the latest time for the previous work date.)

10. Select the file and click “Get.”

11. When the bottom right corner of the window says “complete,” close that window.

12. Find the file you just exported in the list of files by looking at the date and time.

13. Select the file and click “Prep” (on the top menu bar, does not have an icon).

14. Click start.

15. When the bottom right corner of the window says “complete,” close that window.

16. You will now have a new file with almost the same date and time as the previous file and the file type will be gomarc instead of gofts.  Select the gomarc file and click Load (last icon on the top toolbar).

17. Click the check box for “Use review files.”
18.  Click load.
19. When the load is complete you can close the window and select “create lists” on the left side toolbar. Make note of the number of records transferred.
20.  Select a review file that is empty and does not have initials in the initials column.

21. Click copy.

22. Find the file with the correct number of records and click ok.

23. Make note of the review file number for the records exported.

24. Export records into an Excel document using the standard process.
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