
Importing MARC Files from 

CatExpress into Symphony  

Symphony Cataloging 



Download file from CatExpress 

 

2 



Select file and click Download 

 

3 



Save file – Use FireFox Browser (set 

default to ask where to save downloads) 
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Save file to Desktop – Keep file name 

as “Export.dat” 
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Exit CatExpress and Open Symphony 
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Step 1: Import file 
 Cataloging module>Common Tasks>Marc Import 
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If you see the default page choose Never and 

OK 
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Find the file to import – use gadget at the 

end of the source area 
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Go to Desktop Icon 
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Double Click or Highlight and click OK 

on Export File 
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File is now in the Source area 
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Add destination name – use initials or 

other unique description 
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Click Import (this will put the file on the 

server) 
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No other files to load – click No 
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Verification of import – check quantity 

processed.  If it is 0 re-import. 
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Finished with step 1 

 You can now close the import verification 

window  and the import wizard in Symphony. 
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Step 2: Schedule a report (this will move 

the file from the server to your library) 

 Reports>Schedule a New Reports 
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If you see the Set Session Settings page – uncheck 

“Review Settings each session” then OK 
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Choose load report according to items 

being loaded (NF, Fiction, etc.) 
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Click Setup & Schedule 
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Choose “Load” tab 
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Choose Destination name with drop down 

in “File to load” area 
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Scroll down and choose “Run Now” 
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Choose “Display Finished Reports” 
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If report doesn’t appear use the “Bunny in 

the Hat” refresh helper 
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If Status is OK you can close the report 

wizard (If there is an error phone Linda) 
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Now add the item ID and verify the item 

using Call# and Item Main. wizard 
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Delete original MARC file 

 To keep things tidy delete the Export.dat file 

from the Desktop when you’ve finished.  
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Questions? 

 Contact Linda Roholt at the Utah State 

Library 

 1-800-662-9150 ext. 754 or 801-715-6754 

 lroholt@utah.gov 

 

 Happy Cataloging! 
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