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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. (CSVfile for downloading and opening in the spreadsheet software of your choice

Each of the formats is further divided into 4 categories:

e Orchestra

e Choral

e Band

e 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

OHM BOCES

Instructional
Support Services

Media Services « School Library System « Science Center

Media Services | Science Kit Ordering | Search Site

Cooperative Music Program

-| Media Services - Cooperative Music Program I

The Cooperative Music Library enables participating school districts to cooperatively purchase choral, band and orchestral music. The
Music Library provides districts with a variety of music selections at minimum cost, Benefits to school districts include a central location,
maintenance of collection by media technology services' staff, online catalog access, delivery by courier service, combined buying power
of several districts and compliance with music copyright laws. In addition, the Herkimer County Music Educators' Association (HCMEA)
and the Oneida County Music Educators' Association (OCMEA) sheet music collections are housed, maintained and distributed by Media
Technology Services at no charge.

Cooperative Sheet Music Service Procedure & Practices Manual

- Revised January 11, 2013
oo Patricia M. Skelly
Music New Title Suggestions - Form Supervisor of
Instructional
CATALOG LISTINGS With Title Links to a Snap Music Catalog Corrections Form (as of January 27, 2015) Support Services
See - Instructions for Correcting Catalog Entries agiiac?vl:(rtlggggt
Online Catalogs 793-8504 or 1-800-
765-4773
» Orchestra skelly@oneida-
« Choral boces.org
« Band
o All Music Colleen
Huddleston
« All Music - Export and download to csv file Please be patient. Music Library -
Bookin
- This creates a tab delimited csv file that downloads directly to your brower's download 793-85 1%
folder. chuddleston @oneida-
Filenames begin with "music-export” followed by the date and time of the download as boces.org
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 filname would be music-export_2015-01-29_15-20.csv

PDF 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.

o')HM BOCES

Instructional
Support Services

Media Services - School Library System - Science Center

Media Services | Science Kit Ordering | Search Site

Cooperative Music Program

—{ Media Services - Cooperative Music Program - Orchestra Catalogf

Title Number - Name
Description - Copyright
Abstract
Subject(s)

Z000813 - RHYTHM 'N' BLUES
Music, STRING ORCHESTRA BOCES, 2006
Composer/Arranger: Soon Hee Newbold - Grade 1 - FJH Music, Inc.
1. STRING ORCHESTRA -
ADD INFO Click on the 'ADD INFO' text to

7000812 - THE WABASH CANNONBALL access the correction form for this
Music, STRING ORCHESTRA BOCES, 2006 Title. The form will open in a new
Composer/Arranger: Carrie Lane Gruselle - Grade Level 2 - FH] Music, Inc. browser tab.
1. STRING ORCHESTRA
ADD INFO

Z000811 - APPALACHIAN REFLECTIONS
Music, STRING ORCHESTRA BOCES, 2006
Composer/Arranger: Percy Hall - Grade Level 3 - J.W. Pepper Level: Medium Easy -Great Works Publishing/Ludwig Music.
1. STRING ORCHESTRA 2. FOLK MUSIC
ADD INFO

Z000810 - RIVER SONG
Music, STRING ORCHESTRA BOCES, 2005
Composer/Arranger: Keith Sharp - Grade 3 1/2 - FJH Music, Inc.
1. STRING ORCHESTRA
ADD INFO

Z000570 - HOBGOBLIN
Music, STRING ORCHESTRA BOCES, 2009
Composer/Arranger: Philip Clark - Latham Music
1. STRING ORCHESTRA
ADD INFO
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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.

—I Catalog for Cooperative Music Program - Add Info Web Form I

* indicates required fields

Your First Name * | |

Your Last Name * | | The Title text box will be
pre-filled in the form

Your Phone Number * | |

Your Email * | |

Title * [RHYTHM 'N' BLUES Z000813 !

Access Code * |

Your School District and Building * | v

Comments

Top Category Description

Band Choral Orchestra

Owning Library

® BOCES HCMEA '~ OCMEA
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The Catalog for Cooperative Music Program - Add Info Web Form, bottom half, screen shot is below

Composer/Arranger * | l

Publisher * | |

JW Pepper Difficulty Level(s) (check all that apply)

[ Beginner [Jvery Easy [JEasy [JMedium [!Medium Easy () Medium-Advanced [JAdvanced [J Other

NYSSMA Level

Crevelr Clrevelln Cpevel I [ Level Iv [ revel v [ Level vI

NYSSMA Manual Edition/Year | ]

Applicable Catalog/Subject Words (check all that apply)

) Acapella ) Band ) Broadway ) Choral I_) Christmas ") combo

[ concert Band ) Concert March [ Folk [ Full orchestra ! Gospel/Spiritual ] Hanukkah

[ Holiday [Z) Instrumentation [ Jazz [ 3azz Band [ Kwanza [2) Madrigal

[J) Marching Band [ NYSSMA [ Novelty [ Orchestra [ patriotic [_] percussion Ensemble
[l pop [C) sacred [ secular [ small Ensemble [-J Solo [”) solo Feature

) soundtrack [ String Orchestra [J winter

Choral Choose Voice(s)

[Jsoprano [Jalto [JTenor [lBass [JThree Part Mixed [JTwo Part/Unison

Page Last Updated 02/03/15
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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 | 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

February 3, 2015 Page 12



February 3, 2015

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

(3] I o 'Microsoft Excel |
Home Insert Page Layout Formulas eview View Acrobat
A1 ~@ |

t

Select the From Text option.

Acrobat

7 9 ' s Connections 4 K
! | ~ 2 v .

B Properties
ﬂ Sort Filter

Existing Refresh :
Connections ‘ All - =@ Edit Links ‘

Connections

From From
Access  Web

Sort & Filter

TR W N

Make sure you are in the same folder where you
downloaded the csv file to and select the csv option
or the All Files option from the pull down

v |All Files (+#) -

Tools ~ Open Cancel
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Text Import Wizard - Step 1 of 3 L‘%u

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.

Original data type
Choose the file type that best describes your data:
( i - Characters such as commas or tabs separate each field.

(") Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: | 1 % File origin: 437 : OEM United States E

Preview of file C:\Users\asweeney\Downloads\music-export_2015-02-03_14-49.csv.

1Title Library Number Composer Abstract Year Publisher Subjects NYSSMA Levels
- BETTER YOU...A BETTER ME! - AN ALL-SCH Z5B0003 A Better You...A Better Me! - ‘g
BTR FORCE MARCH ZB0O0835 Composer/Arranger: Tomas Sak/Captain N. Alan Clark - G
LEBRATE THE SEASCON: FANFARE ON "JOY TO ZB01205 Composer/Arranger: Matt Conaw

B' ANTASY ON "CHESTER" ZB03160 Composer/Arranger: William Billings/Michael Story
OVELTY JAMZ ZB03184 Composer/Arrancer: Lamar Burkhalter - J.W. Peppver Level:

6
| »
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The file is TAB delimited so make sure that is the option you have chosen on the next screen.

Text Import Wizard - Step 2 of 3 5@
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.
Delimiters
Tab
] Semicolon [ ] Treat consecutive delimiters as one
] comma ) —
Text gualifier: | E]
["] space
(] other:
Data preview
itle Library Number | Composer | Abstract -
BETTER YOU...A BETTER ME! - AN ALL-SCH | Z5B0003 L Better You... |§|
IR FORCE MARCH ZB00835 Composer/Arrange
ELEBRATE THE SEASON: FANFARE ON "JOY TO | ZB01205 Composer/Arrang
ANTASY ON "CHESTER" ZB03160 Composer/Arrang s
OVELTY JAMZ ZB03184 Composer/Arrana
< 3
Cancel ] [ < Back Finish
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Then click Next button and then the Finish Button.

Text Import Wizard - Step 3 of 3 ¥

This screen lets you select each column and set the Data Format.
Column data format
(@) General

_ 'General' converts numeric values to numbers, date values to dates, and all remaining
() Text values to text.

") Date: |MDY B Advanced...

) Do not import column (skip)

Data preview

eneral Cepnexral Cepnexral

Library Number | Composer | Abstract -
AN ALL-SCH |gsilslslek] A Better You...H =

ZB0O0835 Composer/Arrangg
CN "JOY TO |masihelisk) Composer/Arrang

ZB03160 Composer/Arrang

ZB03184 Composer/Arrance

'A

Cancel ] [ < Back

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.

T TRETERE W W™ »
(E] M w0 o D= S —_ " Microsoft Excel = % —— s B
Home Insert Page Layout Formulas Data Review Acrobat
| j [':‘J = & Formula Bar { 7\; ﬂ% _EG:J —il —\ Split 11 View Side by Side |
Hide

Normal| Page Page Break Custom Full [¥] Gridiines [¥] Headings Zoom 100% Zoom to New Arra

Layout  Preview Views Screen | Selection | Window

Workbook Views Show Zoom Window

I CioTary ieaniuer | Conipusci

2 ABETTER YOU...ABETTER ME! - AN ALL-SCH ZSB0003

3 AIR FORCE MARCH ZB00835

4 CELEBRATE THE SEASON: FANFARE ON "JOY TO 7B01205

5 FANTASY ON "CHESTER" ZB03160

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