OCLC Basics

SHARE Catalogers
Catalogers Training Session — August 8, 2023




Table of Contents

« Searching WorldCat
 Creating records

« Searching authority records
« Edit menu

« Action menu

* View menu

* Tools menu

* Window menu

* Help menu

 Local and online save files
* Repair records in your save files

_—

N SHARE

¢




Searching WorldCat

I 5 OCLC Connexicn

File | Cataloging | Authorities Edit  Action  Batch  View  Tools  Window  Help

/:v@ | search » |";$\ WorldCat... F2 | B2 S| 8
: =g b Ctrl+F3
4
[

Cnline Save File... User Tools -
I

Create Online Constant Data... Ctrl+N

Show

Local Save File... F3

Local Constant Data... Ctrl+L

bR B

Searching WorldCat from the cataloging drop-down menu OR
the icon for searching WorldCat (see arrow)
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Searching WorldCat

G 'OCLC Connexion

File Cataloging Authorities Edit Action Batch View Tools Window Help
STHERIMA R RyFERTF S i 2BAMEBRAR M2 ?

B = @ - E Text Strings - g5 User Tools M

Search WorldCat

Box for command line
searches (begin with tags)

Line Search

~Keyword/Numeri Search Plus or minus sign
Sialln W Fetin Seoch ¥ : to add/delete
| j |Standard Number (sn:) .
search options
|anD ﬂl j IPersonaI Name (pn:)
[ ]| | |Titte (t)
. . . Click retain search if
. Language: Format:
L.an.guage of catalqglng [ =+ fpew you want your
limiter: set to English srrem Wicroform Years: :
= = = 3] search parameters
for IHLS .
to stick around

[v Apply Language of Cataloging Limiter
| English

| | | | [ y




Creating new records

-
@ OCLC Connexion

File | Cataloging | Authorities Edit  Action  Batch  View  Tools  Window  Help

@\[ Search 3 |ﬁ$|ﬂ@@%ﬁ|l§l@|%EMMlEER\m|?a
; Browse o A . ) Text Strings ~ 5255 User Tools -

Creste > | Single Record b (L Books Ctrl+ Shift+ B
Show 3

mﬂ Constant Data...  Crl+Shift+M Computer Files Ctrl+Shift+P
Continuing Resources  Ctrl+Shift+L

Maps Ctrl+Shift+ M

Mixed Materials Ctrl+Shift+1
Scores Ctrl+5Shift+C
Sound Recordings Ctrl+Shift+R

Wizual Materials Ctrl+Shift+V

Keyboard shortcuts for creating each type of record can be seen to the right

on the drop-down menu % SHARE




Searching Authority Records

@ OCLC Connexion

File  Cataloging

& E e &

Toolbar icon for

authorities search
orities | Edit  Adfion Batch View Tools Window Help

Search ’ ||£ﬂ LC Mames and Subjects...
= Y Eﬂ LC Mames and Subjects History...
Creat

Online Save File... Alt+F3
Show »

ShifteF2 |14 B 4h Al

@ Local Save File...
@ Local Constant Data...

m Online Constant Data...  Ctrl+Shift+H

Shift+F3

» Magnifying glass with an A or
Shift + F2 for searching LC
Names and Subjects

* Important to search the
authority records for all
access points that you're
adding or checking for a
bibliographic record!
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Searching Authority Records

Command line
search bar
(use tags)

Search LC Names and Subjects

Command Line Search

Enter keyword, numeric, dernived, or browse search here... j

— Keyword/Numeric Search

Search for:

in |Corporate/Conference Nam j

n[LCSH (su)«—  ~|

in | Genre (ge:)

in | Personal Names (pn:)

in | Titles (ti:)

[T Show See References in Results [” Retain Search
[T Show See Also References in Results

0K I Enter Diacritics... Clear Search

Tags for command
line searches. Click
drop down menus
to see more
options for
authority searches

Retain search
option

4
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Edit Menu

@' OCLC Connexion

File  Cataloging  Authorities

Action  Batch  View Tools Window  Help

éf‘ @ @ ﬁ ﬂ 'ﬁ @|@’ Validate

b =3
=
s

# BE =

MARC-8 Characters

Control Headings
Linking Fields

Cut Copy Paste

2 Insert from Cited Recorc

Transliterate
-

Constant Data
Guided Entry
Enter Diacritics...

Reformat

Previous Record Area

Mext Record Area

Classify

B &4 B

 Validate or Reformat records
(validating also automatically
reformats)

* Derive new WorldCat records
from the record you’re in

* Constant data
» Guided entry for 006 fields

 Control headings from the
drop-down menu or F11
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Action Menu

@ OCLC Connexicn

File  Cataloeging  Authorities  Edit

Seda ATHEA

Action | Batch View Tools Window Help

e FERDB NP #8 F 5

Holdings
Add to Authority File Ctrl+Alt+A

Report Error...

Submit for Review...

Recall Submitted Record

Lock WorldCat Record Alt+F3
Release Record Lock Alt+F9
Replace Record Alt+F10
Replace and Update Holdings  Alt+F11

Lock Linked Authority Record

Save Record to Online File  Ctrl+Alt+Y
Save Record to Local File F4
Delete Record Ctrl+Alt+D
Copy Record...

Mowve Record...

Export F5
Set Status... Alt+Shift+5

4 E

* Lock record: lock while you
are editing the master record

* Replace record: for changes
to the master record

e Save to the online or local
save files

» Export records for importing
to Polaris (F5)
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View Menu

orities  Edit  Action  Batch | View | Tools Window  Help ¢ LiSt type: Change from
R e % Ry B oo i Y truncated to brief in searches
S @ - B Text 5t Holdings »

" [ _— if you want more/less
bl ecome Messge- information if your search
E"r|

OCLC Usage Statistics .
Assigned Keys... res u Its I ISt

OCLC Fixed Field 3

* Pinning is useful if you want
’ to see multiple screens when

& Pinned Shift+F4 .y
=| Align Right edltlng

Mavigate Records and Lists ~ »

List Type 2

Sort By »
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Tool Menu

Action  Batch  View

W R &

- @ «  E=E Text Strings -

[

®

@ o At

(g

4
R
=]

Toolbar Editor...
739,50

CIK E-Dicticnary...
Find in a Library

Launch Local Holdings Maintenance

Launch WebDewey

Uzer Tools
Check Spelling

ROA Toolkit

B F

* Text string editor

* Keymap editor

* Macros

« Spell check (very useful!)

* RDA toolkit — this would need
to be hooked up with your
specific authorizations in
order to work. It's probably
just easier to go to the toolkit
separately and login there
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Window menu

1ade of magic ]

icn  Batch  View  Tools | Window | Help

e e

I Text Strings + 5o User Tod =

Cascade
Tile Horizontally

Tile Vertically

j5in IEU - 11 other hold

westat ¢ Entered
Srce d Audn

Conf 0 Biog
LitF

Arrange lcons

Close Window

Close All

1 WaorldCat Search Tn
2 Online WorldCat: &

GPub
Fest 0 DiSt s

Indx i
Dates 2

* Pin records (View > Pinned,
or Shift + F4) if you want to
tile multiple records and see
them at the same time.
Otherwise, tiling will work for
whichever screens you have
open at the time, including
search results screens

¢
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Accessing the save files

@ OCLC Connexicn

File  Cataloging  Authorities  Edit  Action

Search online Search local
save file save file

Batch

View
SRR AMTMA * % R & &

- @ +  EZB Text Strings -

@ OCLC Connexicn

File | Cataloging | Authorities Edit  Action  Batch  View Tools  Window
| Search  » WorldCat... F2 5 2 &
: Browse  » Online Save File... Ctrl+F3 | User Tools ~
Ctrl+M

Create 2

Online Constant Data...

Show 3

Local Save File... F3

[= R Yicalies

Local Constant Data... Ctrl+L

Drop-down menu with function key info for
searching the online or local save files.
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Accessing the save files

Search Local Bibliographic Save File x
Local File:
C:\Usersawiegand ' AppData*Roaming OC LC W Connex Db Default Bib bib db ;I

Search for all records by not specifying any criteria.

Search for: | ~| in |Save File Number -
loR -] ~| in |My Status M
with: 'Workflow Status v v

|oR ~| |Action Status 1= 1=

lor  ~| |source Status v v

- Limit Search by Retrieval Order:
[ Held Format: ISave File Number j Enter Dhacnitics. .. |
I~ Mot Held [ =l —

2 ear L

Date: Library: ™ Retain Search
| [N =l ok |  cancel | Help |

It will ask you for a file number. You
can put in a specific file number, and
it will take you straight there, or you
can just hit “enter” without filling in
any information, and it will take you
to a list of your saved files. This works
the same way for both the online and
local save files.
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Repairing Records

I’g} OCLC Connexion - [Local Bibliographic Save File

Edit Ac

oc!| File | Cataloging  Authorities
| @iﬂf Lagon.. Ctrl+F1
f_"_‘, Logoff Alt+F1
Sa & Print Ctrl+P
&5 Print List... Shift+F12
[E Print Label(s)... Shift+F10
&  Print Accessions List...
Local File Manager...
(£ Import Records...
al}  Exit

* You might come across files
in your save file that won't
allow you to access or delete
them. It might say that you're
“already editing” them. This
can easily be fixed.

* After selecting the problem
file, go to File > Local file
manager. Then hit the
compact/repair button.
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Repairing records

Local File Manager x
[Eim== T2l Configure Paths. .. |
{* Bibliographic i~ Bibliegraphic Constant Data
 Authority  Authority Constant Data Auto Back Up... |
Files:
Path File Name Create File...

C:\Users\awiegand\AppData\... DefaultBib_bib.db

Aurthorization...

Statistics...

Compact/Repair

—Batch Reports
™ Searches
[~ Online Actions
[ Expors
[~ Label Printing Close I Help
4 —
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Links for working in OCLC

 Default function keys
Default function keys - OCLC Support
« OCLC quick reference guide

Quick reference: Cataloging in Connexion client - OCLC
Support
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https://help.oclc.org/Metadata_Services/Connexion/Connexion_client/Connexion_client_basics/Connexion_client_interface_overview/20Default_function_keys
https://help.oclc.org/Metadata_Services/Connexion/Connexion_client/Reference/Quick_reference_Cataloging_in_Connexion_client#:%7E:text=Quick%20reference%3A%20Cataloging%20in%20Connexion%20client%201%20Introduction,for%20WorldCat%20records%20...%206%20Edit%20records%20
https://help.oclc.org/Metadata_Services/Connexion/Connexion_client/Reference/Quick_reference_Cataloging_in_Connexion_client#:%7E:text=Quick%20reference%3A%20Cataloging%20in%20Connexion%20client%201%20Introduction,for%20WorldCat%20records%20...%206%20Edit%20records%20
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