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Revision History 

February 3, 2015  - Aileen Sweeney – Modified to reflect the creationt of an csv file, of ALL MUSIC, as an 

export file. Also added text to describe new fields on the input forms. 
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Introduction 
 

This document contains instructions for accessing and submitting corrections to the Cooperative Music 

Program Catalog. Access the catalog at this web address: 

http://iss.oneida-boces.org/media/music.php 

Full extracts of the catalog are available for your review, in the three formats, listed below.  

1. Online Web Catalogs 
 

2. PDF Catalogs 
 

3. CSV file for downloading and opening in the spreadsheet software of your choice 

Each of the formats is further divided into 4 categories: 

 Orchestra 

 Choral 

 Band 

 All Music  (contains orchestra, choral and band) all in one listing or extract file. 
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Data in Extracts 
 

All formats contain the same data and the Cooperative Music Program home page will contain the date 

of the extracts as highlighted in yellow below. The frequency of updating the CATALOG LISTINGS extract 

is TBD. 
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Online Catalogs 
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Online Catalogs 

Below is the screen shot from the Online Catalog – Orchestra page. 

When you see a title that needs correcting, just click on the link ‘ADD INFO’ for that particular 
title. See next page for the web form that will allow you to submit your corrections. 
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Music Suggestion Form and Add Info Web Forms 
 

The Catalog for Cooperative Music Program - The Add Info Web Form, top half, screen shot is below. 

The Title will be pre-populated if you reached the form using an Add Info button in the Online Catalog, 

the csv downloaded file or the PDF Catalogs. The title is NOT pre-populated on the New Title Suggestion 

Form.  
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The Catalog for Cooperative Music Program - Add Info Web Form, bottom half, screen shot is below 
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Music New Title Suggestions - Form 
The Music New Title Suggestions Form allows you to submit suggestions for adding titles to the Music 

Library. The form results will be emailed upon submission and reviewed by Colleen Huddleston.  

Required input fields are identified by a red asterisk. You must enter some value for the form to be 
processed in each of the required input fields. 
 
First Name * Enter your first name on the form 

Last Name * Enter your last name on the form 

Phone Number * Enter your phone number where you can be reached if there are questions about the 

submission. 

Email * Enter your email address where you can be contacted if there are questions about the 

submission. 

Title * Enter the Title of the piece of music that you want included in the library. 

Top Category Description * - Music is flagged in the catalog by one of three to level categories. The 

choices are Band, Choral or Orchestra. This value is used to determine which type of pdf file this title 

should be included in after it is added to the library. If you are unsure of the top category, include a note 

about that in the comments section of the form.  

Owning Library * - Music can be flagged in the catalog by the owning library. The choices are BOCES, 

HCMEA or OCMEA. If you are unsure of the owning library, leave the BOCES radio button selected.  

Composer/Arranger * - This field is the equivalent of the Author field in SNAP. The values are currently 

stored in the Abstract/Description for each Title. As of February 2015, these values will be added to the 

Author field in SNAP and still be included in the Abstract/Description. 

Publisher * – The publisher field values are currently stored in the Abstract/Description for each Title. As 

of February 2015, these will be used to update the Vendor Name in our Series M Catalog System. 

However, the Publisher is not a separate field available in SNAP. You can search for a publisher by 

searching all fields. The Publisher field is included, as a separate column/field, in the csv extract file. 

Product/Catalog Number * – This is the Catalog ID number. Enter “N/A” if you do not know the number. 

Quantity Needed * – Enter the number of pieces of music that you need.  

Your School District and Building * – Select your District/Building from the pull down menu. 

Access Code * – A special access code value must be included on the form when you submit it. Forms 

that do not contain the correct code will not be processed. Call Media Services if you need the Access 

Code. Please do not share the code with others. 
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JW Pepper Difficulty Level(s) – These items have been stored in the Abstract/Description for each Title. 

As of February 2015, these will be added to a unique field in SNAP, in addition to the Description field, 

so that the csv downloadable file can display them in a separate column. More than one level can be 

selected. Those values are: 

JW Pepper Beginner JW Pepper Medium JW Pepper Advanced 

JW Pepper Very Easy JW Pepper Medium Easy JW Pepper Other 

JW Pepper Easy JW Pepper Medium Advanced  

 

NYSSMA Level(s) – These items have been stored in the Subject(s) for each Title. As of February 2015, 

the NYSSMA levels will be the first values stored in the Subject(s) field. They will also be stored in the 

Abstract/Description for each Title. More than one level can be selected. NYSSMA levels will be in 

standard values. Those values are: 

Level I Level IV 
Level II Level V 
Level III Level VI 
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All Music – Export and download to csv file 
 

Clicking on the link, allows you to download a csv file to your computer. The file is a tab delimited csv 

file that downloads directly to your browser’s download folder.  

Filenames begin with "music-export" followed by the date and time of the download as part of the 

filename. 

The date/time is in the format of YYYY-MM-DD-HH-MM where YYYY = year, MM = 2 digit month, DD = 

day of month, HH = hour of day and MM = minutes of hour. 

A sample filename would be music-export_2015-01-29_15-20.csv 
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How to Open the CSV file in Microsoft Excel 
You can open the csv file using any spreadsheet software.  

Below are instructions for using Excel. 

Step 1. Launch Excel 

Step 2. Create a new empty spreadsheet file. 

Step 3. Import the cvs file as data into the empty spreadsheet file. 

You can use Microsoft Excel to create a NEW spreadsheet and then use the tab for Data->From Text 

 

 

Select the From Text option. 
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The file is TAB delimited so make sure that is the option you have chosen on the next screen. 
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Then click Next button and then the Finish Button. 

 

You now have a file you can save as an excel spreadsheet file.  

You can use the View – Freeze Panes Option to freeze the top row. 

 

 

You can use the Data->Filter option to sort and filter the rows of data. 


