OCLC Connexion 

Setup
On the menu bar, click Tools>Options
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To enter your authorization and password:
1. Click on Authorization tab.
2. Enter authorization number and password; no name is needed.
3. Make sure Default button is selected.
4. Click Apply.
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To set record display options:
1. Click on Font tab.
2. Recommend 11 or 12 for display size and display list. Set print font size as 

desired.
3. Click Apply.
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Other options

1. Click on the General tab – Click on Offline Cataloging Options.
2. Choose Classification Scheme with pull-down arrow.
3. Type holding library code (OCLC symbol with capital A at end). 
4. Type the institution symbol.
5. Click on OK and then Apply.
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To create an export session:
1. Click on Export tab.
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2. Click Create.
3. In the New Export Destination box, make sure the File radio button is 

selected, if it’s not already. Click OK.
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4. When the file selection box pops up, choose Removable disk (often E: or 

F:, but not always).
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5. Click in the “File Name” box and give your file a name. In the drop-down box next to the file name, make sure it says Export Data Files (*.dat).
6. Click Open. Export File Destination will display the file path. Click OK.
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Editing a bibliographic record in OCLC

Check Encoding level (Encoding Level should be blank)
If “K” or “3” or “M” level, it will need to be upgraded to a full-level record before exporting to Polaris. If “8” beware that many fields will need to be edited before exporting. This is an order-level bib record.

Edit variable fields

Correct all fields as necessary; review the entire record and compare to the chief source of information (title page, etc.)

Edit fixed fields

Help screens will appear if you click on the linked segments in the fixed field.
Compare elements with variable fields.
Before exporting the record into Polaris, check SHARE cataloging standards and best practices documents for any local edits that may be needed. Local edits are not saved to the OCLC master record.
To delete a field, click anywhere on that line and type <Alt> <Delete>. 

If your account has not been set up to delete the tags mentioned above automatically, they will need to be deleted manually. Other tags may need to be deleted manually according to SHARE local practice. 
To add a subfield use <Ctrl> d for the delimiter symbol
To add a field <Enter> (adds a blank line below) or <Shift> <Enter> (adds a blank line above)
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