MarcEdit

1. MarcEdit is available for free download at http://oregonstate.edu/~reeset/marcedit/html/downloads.html
2. Once the program has been installed, open MarcEdit and select MarcBreaker.

3. For “Input file,” click browse.

4. An “open file” dialogue box will pop up. In the drop-down list at the bottom of the window, Change the “Files of type” to “all files.”  Find the appropriate file on your desktop and click open.
5. For “Output file,” click browse.  You can either change the file name or leave as is.  Make sure you are saving to your desktop, and click “save.”
6. Click “Execute” (bottom of window).

7. Click “Edit records” (bottom of window).

8. Delete the records you wish to delete by highlighting the entire MARC record and deleting (just as you would edit out a paragraph in a text document).  The records are in the same order as they are on the paper invoice.  To help you find them, you can press CTRL+F to open a Find Dialogue.   When deleting,  make sure that you leave one blank line between the remaining records.

9. Click compact current file into Marc (under the file menu or the weird icon next to the print icon). The Tooltip for this Icon reads “Compile Records”
10. Save the file as the invoice number (or one of the invoice numbers from the file).
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