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Adding access points 

●​ Catalogers may add access points (subject headings, author-, series-, and title-added 
entries) to a bib record, but should not delete existing access points unless specifically 
directed to do so by Minerva documentation.  

●​ All added access points should be formed properly based on MARC 21 and RDA rules. 
●​ Don't add an 8xx for an untraced series title. Use a 500 to make the title KW searchable. 

Do not add an access point that is a cross reference in the catalog 

●​ An established principle within Minerva is that libraries may add new access points (6xx 
subject headings and 5xx notes) if they are generally applicable and are properly 
designated following MARC 21 and RDA practice.  

●​ However, if the heading a library wishes to add is already present as a 4XX SEE 
reference to a LC subject heading, using the SEE heading will serve to confuse rather 
than aid users. It will duplicate access points to no constructive end.  

●​ The same is true of names. Please refrain from adding alternative forms of names that 
are 4XX SEE references in the name authority record.  

●​ But the series title statement in the 490 field should always be transcribed from what is 
found on the item. The 830 field should contain the authorized form of a traced series.  

Subject heading indicators 

●​ Proper designation of subject heading fields is crucial for supporting subject indexing 
and for maintenance of the authority control structures in the system.  

●​ Proper values must be entered in the second indicator position of 6xx fields: 0 for Library 
of Congress, 1 for LC Children’s Subject Heading Project, 2 for National Library of 
Medicine, 4 for local, and 7 for a subject heading source named in the |2 subfield.   

●​ Do not use Sears headings, BISAC headings, or OCLC “fast” headings in Minerva 
records. 

●​ Subject subfields also must be properly used; however, authority records do not exist for 
every combination of headings and subfields. Catalogers must verify the heading, and 
that a particular subfield can be used with it, and the order of subfields.  

Author/Name, Series title, Subject, and Genre/Form terms access points should be 
verified when importing or updating a record 

Verification requires Cataloging Permissions to edit an existing bibliographic record (Level 2 or 
3). Staff with Level 1 permissions should alert a cataloger with higher permissions if they see 
what looks like a wrong heading in a record. PERSONAL LOGINS SHOULD NOT BE SHARED.  
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How to Verify Access Points 

There are two ways to verify headings: check all headings in the record or check one heading at 
a time. Often, after performing the “everything” check, it is necessary to check one specific 
heading.  
Log in to Sierra with your Level 2 or 3 or unscoped login. With the bibliographic record open, 
select the EDIT button from the top right tabs. 

 
 
Now in Edit mode, find the Tools Menu at top left and choose Verify Record Headings.  

 
 
The record now appears with annotations at the left side.  
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If you see an asterisk next to a subject, author, or title field, that access point has not been used 
in Minerva before. You must verify it specifically. Here we must verify Humanities|zAntarctica 
 
Place your cursor in the access point. Right click and from the dialog box choose Verify 
Heading; or left click in the heading then go back to the Tools menu and choose Verify Heading 
(singular).  

 
 
A window opens with your record at top and a list of records in Minerva. Scroll in the list for a 
record number beginning with the letter A - this designates an authority record. There are no 
authority records for “Humanities|zAntarctica,” “Humanities|zAfrica” or any geographic 
subdivision.  

 
 
So, shorten the term in the search box to “Humanities” and find the authority record in the new 
list. Highlight it in the list and choose VIEW to open it. It does not specify that Humanities can 
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have a geographical subdivision. (Note: to double check, a cataloger could go directly to the 
Library of Congress Authorities and find the authority record for “Humanities,” also looking for 
any geographic subdivisions of it generated “for authorization.” In this case, there are none.) 

 
 
Close the authority record, return to the Verify Heading window, and choose “Use 1XX heading 
from the index” and click the OK button to replace the unauthorized heading in the record.   

 
 
We want the geographic designation as an access point in the record, so we will add 
“651#0Antarctica” and verify this second subject heading using the same process.  
 
Final record with verified subject headings: 
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Importing a Subject Authority Record from INN-View 

Note that in the previous example, the search was local: 

 
 
If a subject access point is not found, change the search to INN-View. Only subject searches are 
allowed.  

 
 
If an authority record is found, SAVE it. This adds it to the Minerva catalog.  

 

Other Approved Authorities  

Minerva includes access points from these approved sources: Library of Congress, LCGFT, 
OLAC-VGGT, Homosaurus.  
Authority records from these sources should be found in Sierra, but as uploading may lag 
behind receiving records that use them, catalogers may need to go directly to the source to 
verify them. Unlike INN-View, records cannot be uploaded manually from these sources.  
 
Library of Congress Authorities: https://authorities.loc.gov/ 
LCGFT: https://www.loc.gov/aba/publications/FreeLCGFT/freelcgft.html 
OLAC-VGGT: https://cornerstone.lib.mnsu.edu/olac-publications/22/ 
Homosaurus: https://homosaurus.org/ 
 
(from old website before 2007) 
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