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MilCat: some basics 
 

 
How to get into MilCat: 
 
Double click the Millennium icon.  You will get a login screen.  Use the MilCat account 
login/password that Karen created for you.  This login controls your personal settings.  After this, 
MilCat will load (may take a few seconds) and then you will be prompted with a second login 
screen.  For the second login/password, use your current Pactech login/password.  If you get 
timed out, you do not need to exit Millennium to login again.  Go to the Admin menu, choose Set 
initials. 
 
NOTE: You will notice 2 MilCat windows active on your taskbar.  Unfortunately the second 
(Java) window does not minimize on all PCs so you might always have that 2nd Millennium 
window showing up on your taskbar.  Just ignore the window because it needs to stay open for 
MilCat to run properly. 
 
Customization and personal settings in MilCat: 
 

 To customize interface and colors, go to Edit, Preferences, Colors and fonts; or Editor 
colors. 

 To customize display mode (summary, bibliographic, item, etc.): go to View, View 
records properties, and click Apply when done. 

 To customize record display: go to Edit, Preferences, Editor.  NOTE: If you use macros 
that enter information using internal and marc tags, you will need to have the following 
settings in order for macros to work.  (For Show Field group, you may choose either tag 
or label). 
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How to access the Help Manual for MilCat: 
 
Go to the Help menu and choose “Manual.”  The manual is web-based so you will be taken to a 
web browser prompting you for login/password.  Use your Pactech login/password to access the 
manual. 
 

 
 
Searching in MilCat: 
 
Use Alt+N to make search box active.  Type your search index label (they are the same as in 
Pactech: t for title, o for OCLC number, i for ISSN, etc.).  Type search keys and hit enter to 
execute search.  Use arrows and <enter> to navigate and choose records. 
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Navigating in MilCat using the keyboard: 
 

 For shortcut keys, refer to the shortcut keys handout. 
 If the shortcut keys are not working, you probably need to make the current window 

active.  To do this, try Alt+N or Ctrl+S.  If that fails, you will need to use your mouse. 
 To execute any command with an underlined letter, use Alt+[letter].  For example, to 

Delete a record, hit Alt+D.  To say Yes or No, hit Alt+Y or Alt+N. 
 Use arrows or tab key to navigate between cells. 
 

Editing and searching tips in MilCat (featuring: full screen editor with internal tags displayed) 
 

 For shortcut keys, refer to the shortcut keys handout. 
 Use <enter> to: create a new line, open a highlighted record, or execute a highlighted 

command button.  NOTE: You cannot use <enter> when a command button is only 
outlined.  You must use Alt+[letter]. 

 To copy/paste text or entire MARC fields in a bib record, use right-click mouse 
copy/paste text or Windows commands Ctrl+C (copy) and Ctrl+V (paste).  To copy the 
bib record number itself, you must use Ctrl+C (right-click mouse copy will not work). 

o Highlight a word (2 clicks) 
o Highlight an entire MARC field (3 clicks) 

 To delete a MARC field, use Ctrl+D (same as in Pactech).  To undelete operations, use 
Windows undo command, Ctrl+Z.  NOTE: the Ctrl+Z (undo) command will undo the last 
10 deleted “operations.”  This means: if you use backspace to delete a 15 letter word, it 
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will only undo the last 10 letters (i.e. backspaces).  If you delete 10 lines using Ctrl+D, it 
will undo those 10 deleted lines. 

 Use the “Insert” key on your keyboard to toggle back and forth between Insert/overwrite 
mode. 

 To reorder MARC fields in the bib record, put your cursor on the field you want to move, 
right-click your mouse and choose Move Up, Move Down, Move to Top of group, or 
Move to Bottom of group. 

 To reorder attached records, you must be in Summary mode.  Under “View,” choose the 
type of record you want to reorder.  Highlight the record(s) you want to move and click 
Move.  Type the number for the position you want that record to move to and click OK. 

 To search a record by record number, use index “.RECORD#” and type the record 
number preceded by the prefix b, o, c, or i.  There is no period before the prefix since it is 
supplied by the index.  For example: b12345678 

 
Attaching new records: 
 
To attach records (item, checkin, order), you must be in Summary mode.  Under “View,” choose 
the type of record you want to attach.  Then click on either “Attach new checkin,” “Attach New 
item,” or “Attach new order.” 
 
Deleting records in MilCat: 
 
Deleting records is similar to attaching records.  To delete records, you must be in Summary 
mode.  Under “View,” choose the type of record you want to delete.  Highlight the record you 
want to delete and click the Delete button (next to the Move button, not on the keyboard). 
 
 
 
Cloning/Copying records in MilCat: 
 

To clone attached records (item, checkin, order): Call up your record.  Make sure you 
are in Summary mode and open the attached record that you want to copy.  Go to Edit, 
choose Copy record.  You will know that the record is a clone because the tab will 
indicate “New ITEM” or “New CHECKIN,” or “New ORDER” instead of a record 
number.  Edit the record as needed, close the record, and save your changes. 
 
To clone bib records: Call up your record.  Make sure you are in Edit mode.  Go to Edit, 
choose Copy record.  You will know the record is a clone because the upper left corner 
will indicate “New BIBLIOGRAPHIC” instead of a bib record number.  Edit the record 
as needed, close the record, and save your changes. 

 
Transferring records in MilCat: 
 
Call up the item/checkin/order records that you want to transfer (if you want to transfer more 
than one attached record at a time, go to the summary display and highlight the attached records 
you want to transfer).  Click on “Edit” on the menu bar, then click on “Transfer attached.”  This 
will bring up a separate search box where you can enter search terms to find the bib record where 
you want to transfer the records.  Once you call up the new bib record, go to the summary 
display (if there is more than one item record, it will automatically take you to the summary 
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display).  Once there, click on the “Use bib” button.  It will then ask you if you want to retain the 
source record.  Hit OK. 
 

 


