Notes from OCLC Training 06/07

Log in:  100212317

Password:  ALSOCLC

Web address:  http://connexion.oclc.org
1. Search OCLC 

2. Find book (record) 

3. Decide this is the correct record ~ Click EDIT from drop down menu 

~then APPLY CD from List ~ pick OHS from List
4. then APPLY CD (CD = Constant Data:  constant data is like default data that appears in tags ~ change 949 tags now.)
5. Editing Tab ~ Reformat Record ~ double check information

6. Action Tab ~ Update Holdings  ~  OK  ~ “Holdings Updated”

OCLC now know you own the item

At this point, if you tagged the wrong record, go to Action Tab ~ Delete Holdings.

7. Action Tab ~ Save Record ~ Select YES or press enter and record will save to file ~ will be there for as long as you need…tells you how many records you’ve done.

8. To check how many records you have worked on:  Click on Search ~ WORLD CAT \/ ~ Save File click on Search, It will show you all the records in the Save File.

9. Flag ~  Action/Sort ~ Flag All Records Retrieved (If you are doing one record these choices will look alittle different ) 
++++++++++++++++Begin New Records Now++++++++++++++++

10. Action/Sort ~ Export Flagged Records ~ “Export Completed

11. General ~ Admin Options ~ Download Export Files ~ Download

~ select ~ YES  Good to name it Export + date ~ remember where you save it~ (You have to download it twice for it to work.)
12. HOUSE KEEPING: Take file and put in back ~ check box ~ Hide ~ No files available for download ~ they will stay there for 90 days and then be dumped…

13. Lost download:  General Tab ~ for 90 days ~ Show hidden files

14. Cataloging ~ World Cat \/ ~ Search Results ~ (if you don’t delete save file because those records will be added to you r next search there is no way to sort thru except manually  ~ Action Sort  ~  delete flagged records

15. Time to Upload to Workflows…see notes for Importing to Workflows Training.

