
                                                                                                  

 

 

Processing Vendor Records 

Setup 
 

Link your accounts in Alexandria and Best Marc. 

• Log into Alexandria and click on Preferences 
• Go to Settings and click Link Account 
• Enter your Best Marc account infomation 

 



Log into Best Marc 
 

• Click on Profile 
• Click on Library 
• Change Library System to Alexandria 
• Type in your site four-letter code 

 

 
• Click on Import 
• Click on Edit (Next to Run: Import Only) 
• Locate and Highlight the workflow” NYCSLS Record Update and Enhancement” 
• Click OK 

 



 

 

 

• You will now see the workflow listed next to the Run: button 
• Click Select Files  
• Find your vendor record file that you saved on your computer 
• Click open 
• Click Start Upload 

 



 

 

Your files have now been updated and the last step is to export those records into Alexandria. 

 

 

 

 

 

 

 

 

 

 

• Click on Export 
• Name the file 

o Make sure the Import into Alexandria box is checked 
• Click Export 

 



 

 

Those records will now be in your database. 

 

 

 


