2 WorldShare Collection Manager

Configuring WorldShare Collection
Manager - Quick Reference for getting
records for LLMC Digital

Step 1: Configure Institution-level settings
Step 2: Select Collection LLMC digital

Step 3: Configure MARC delivery for collection
Step 4: Pick up first set of records

Step 5: Turn on Maintain Holdings in WorldCat

STEP 1: Configure Institution-level settings

Log into WorldShare - https://[yourlibrary].share.worldcat.org/wms/
Click on the Metadata tab in the upper left-hand corner of the screen.

Expand the Collection Manager tab on the left-hand side of the screen to view the
Collection Manager Interface.

Click the Settings button.
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Expand the OCLC Symbol accordion, and select your institutions OCLC symbol. Remember
to click the save button.
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If your library uses a proxy for remote access, expand the Proxy and Authentication
accordion, and select the type of proxy used by your institution. If you use EZ Proxy, enter
your base URL in the form where it says “Base URL.” If you use IIl WAM Proxy, enter your
hostname in the “hostname” field. The proxy will be pre-pended to the 856 fields of the
MARC records when they are output.

Settings

Save '
» OCLC Symbol
» Knowledge Base Data

» WorldCat Holdings

~ Proxy and Authentication _

Proxy Google Scholar Download Authentication ~Open Access in Resolver

Proxy

Your proxy-based URL will be prepended to any http catalog links to direct off-campus users through your proxy server. This setting can be overridden in an
individual collection's settings.
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Expand the MARC Records accordion, and select Yes to receive MARC records. Notice the
four tabs that appear in this section when Yes is selected, Customize Records, WorldCat

Updates, Record Delivery, and Cataloging Partner Options.

Settings

~ MARC Records

Records Delivery

I Enable MARC (®)Yes Your symbol is TS249. I
JNo

Customize Records WorldCat Updates Record Delivery Cataloging Partner Options

Customize Records
Customize the information included in your institution'’s MARC records. You can also control MARC options for an
All Collections

Holding Library [—
Code (049 $a)

Delete Fields Tag | | Ind1[Any $| Ind2| Any

Delete Subfields Tag | 2] Ind1[Any ¢ Ind2[Any ] Subfeld

Add Field
elds Tag[935| Ind1 [ Blank | Ind2 | Blank |

For more information on the MARC Records accordion within the Institution-level

settings, see:
http://www.oclc.org/support/help/collectionmanager/Default.htm#settings/record_settings.htm
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Libraries may wish to receive Reports. Collection Manager can report on MARC records
you output via Collection Manager and Holdings you set in WorldCat via Collection.

Settings

o

~ Reports

Sign up to receive reports for MARC record delivery and/or WorldCat holdings.

Receive Email Reports O Yes h

(*) No

Authorization Code

Email Address(es)

Detailed information on Reports can be found here:
http://www.oclc.org/support/help/collectionmanager/Default. htm#settings /reports.htm

STEP 2: Select Collection LLMC digital

With the “My Selected Collections” box unchecked, type “LLMC” into the search field and
click Search.

Search Collections with "LLMC"

» Filter
Refresh  Results 1-1 of 1 Show | 10 =+ | rows per page.
Collection Provider Created In My Holdings
Not Held by my library
% iﬁfglw'ections it 9 MQ—_"M LLMC Digital Library Collection 11/5/2014, 1:12:10 PM 0
T —
Refresh  Results 1-1 of 1 Show | 10 = | rows per page.

Activity History ‘

Click the “Select Collection” button. The collection will then indicate that it has been locked
for re-indexing. It may take up to an hour for the collection to re-index. Note also that the
collection may appear to have re-indexed, but going into the collection will indicate that the
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collection is still re-indexing. The collection has finished re-indexing when a title count
appears, and the message, “This collection is currently locked for re-indexing. Changes to
the selections inside of it cannot be made until the previous action is collection” disappears.
You will also see a “Deselect Collection” button appear next to Contribute Changes to the
Global Collection at the top of the collection.

Collection Provider Created In My Holdings
0 LLMC Digital Collections LLMC Digital Library 11/5/2014, 1:12:10 . ;
#’Customizable Collection PM Locked for re-indexing

NOTE: Once selected, the “My Selected Collections” box can remain checked when
searching for the LLMC collection.

STEP 3: Configure MARC delivery for the
collection

For more information on collection-level settings, see:
http://www.oclc.org/support/help/collectionmanager/Default. htm#create_a_collection/knowledge_base.htm

Once the collection has finished re-indexing, click on the name of the collection to reveal
collection-level settings.
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Expand the Holdings and MARC Records accordion.

I Metadata Acquisitions Licenses Circulation  Interlibrary Loan | Analytics = Admin
» Record Manager Collection: LLMC Digital Collections
v Collection Manager | | | Contribute Changes to Global Collection ¥ | Deselect Collection
| Collection ™ » Properties
LLMC 2 » Linking
@ My Selected Collections - Holdings and MARC Records —
Search
Maintain WorldCat Holdings (®) Use institution setting

®  Search Collections with -
"LLMC", My Library Ho... (_) Disable for this collection

¥ Collection: LLMC Digital
Collections

Data Sources (=) All approved data sources
Activity History ‘ () Selected data sources only

Approve Changes to

(") Manual upload only
Global Collections ‘

View Recent Collections ‘

Export to Google Scholar institution settin
Create a Collection | P g (®) Use institution setting

() Disable for this collection
Settings ‘

My Files Enable MARC Record Delivery () Use institution setting h

() Disable for this collection

v

v

My Apps

In the section where it says Enable MARC Record Delivery, select Use institution
setting. A new section will appear in this area.

If the library would like records delivered at a different delivery frequency than their
institution level configuration, they can specify delivery frequency for this collection.

C LLMC Digital C

Contribute Changes to Global Collection ¥ Deselect Collection

Enable MARC Record Delivery @ Use institution setting

Delivery Settings

Delivery Frequency (=) Use institution setting
() Specify delivery frequency for this collection _
Subsequent Record Output (® Include only records with changes (updated, added or deleted) after initial delivery

(_) Include a complete set of records with every delivery

Delivery File Output () Deliver records for this collection in the same file as other collections
(#) Deliver records for this collection in a separate file
Up to 25 characters, alpha-numeric only.

Interleave Local Holdings (*) Use institution setting
Records

() Disable for this collection

Embed Local Bibliographic () Use institution setting
Data
() Disable for this collection

OCLC Symbols OCLC symbols for which to include Local Holdings Records and / or Local Bibliographic Data
(*) Use institution setting

() OCLC symbols specified for this collection

WorldCat Holdings Include new records for titles already held in WoridCat
) Yes

éNo _
6
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It is also recommended that libraries configure the collection to output files into a separate
file. In the Delivery File Output section, select Deliver records for this collection in a
separate file. A field will appear that will allow you to give the collection a name that will
be appended to the record filename. The files output from this collection will follow this
format: metacoll. AAA.updates.D20141125.T240523.SeparateFileName.1.mrc

Before attaching the institution symbol to titles in WorldCat, it is best practice to have an
initial set of records for the collection output. The WorldCat Holdings filter can be used to
deliver records from the LLMC3 collection that do not yet have the institution symbol set in
WorldCat. Once records have been output, the library can set holdings in WorldCat on
titles in the LLMC3 collection without having to worry about receiving duplicate records to
which their institution symbol is already attached.

In WorldCat Holdings, select No for Include new records for titles already held in
WorldCat. This setting works in conjunction with the institution-level setting Maintain
WorldCat Holdings to block records from being delivered if the library’s holding symbol is
already set on the record. NOTE: if holdings are maintained in WorldCat at the institution
level, and this setting is configured to No, then Collection Manager will not output records
at all because it will see that all titles are already held in WorldCat.

See STEP 5 for information on maintaining holdings in WorldCat at the institution level.

Don’t forget to save!

STEP 4: Pick up first set of records

On left-hand side of the interface is a tab called My Files. Expand the My Files tab and click
the Download Files button. When files are output, they will be displayed in this area. If
you output your records for the collection in a separate file, look for the name appended on
the end of the file. Files will appear in this area for 90 days.

Metadata = Acquisitions Licenses @ Circulation | Interlibrary Loan | Analytics = Admin

» Record Manager Download Files

» Collection Manager Resulis 1 - 10 of 484 Rows [ 10+ 11[2)(3) (%)
File Name File Source Size Post Date  Download Date Action
Download Files metacoll. TS249.updates.D20151120.T240537.SpringerEnglnt2015.1.mrc Collection Manager 46 KB  11/20/2015 Download
metacoll. TS249.updates.D20151120.T240537.SpringerEngint2014.1.mrc Collection Manager 4KB 11/20/2015 Download
> My Apps metacoll. TS249.updates.D20151120.T240537.SpringerEngInt2013.1.mrc Collection Manager 171 KB  11/20/2015 Download
metacoll. TS249.updates.D20151120.T240537.SpringerEngint2012.1.mrc Collection Manager 110KB 11/20/2015 Download
metacoll. TS249.updates.D20151120.T240537.SpringerEngInt2011.1.mrc Collection Manager 15 KB 11/20/2015 Download
metacoll. TS249.updates.D20151120.T240537.JSTOR.1.mrc Collection Manager 9KB 11/20/2015 Download
metacoll. TS249.updates.D20151119.T240535.SpringerHumSocSciLaw2008.1.mrc Collection Manager SKB 11/19/2015  11/19/2015 Download
metacoll. TS249.updates.D20151119.T240535.SpringerEngInt2015.1.mrc Collection Manager 39KB 11/19/2015  11/19/2015 Download
metacoll. TS249.updates.D20151119.T240535.SpringerEngint2014.1.mrc Collection Manager SKB 11/19/2015  11/19/2015 Download
metacoll. TS249.updates.D20151119.T240535.SpringerEngInt2013.1.mrc Collection Manager 115KB  11/19/2015  11/19/2015 Download
Results 1 - 10 of 484 Rows | 10 + 1/12||3]||4]|5
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For information on timing and how the files are named, see: http://oc.Ic/FTPRetrieval

STEP 5: Turn on Maintain WorldCat Holdings

Once the first set of files for the collection have been delivered, change the WorldCat
Holdings setting by going into the collection, expanding Holdings and MARC Records,
and setting WorldCat Holdings to Yes to Include new records for titles already held in
WorldCat.

Collection: LLMC Digital Collections

@ Contribute Changes to Global Collection ¥ Deselect Collection

Enable MARC Record Delivery (®) Use institution setting

Delivery Settings

Delivery Frequency (*) Use institution setting

Specify delivery frequency for this collection

Subsequent Record Output (®) Include only records with changes (updated, added or deleted) after initial delivery

() Include a complete set of records with every delivery

Delivery File Output () Deliver records for this collection in the same file as other collections

() Deliver records for this collection in a separate file

LLMC

Up to 25 characters, alpha-numeric only.

Interleave Local Holdings (*) Use institution setting
Records
() Disable for this collection

Embed Local Bibliographic (*) Use institution setting
Data
(_) Disable for this collection

OCLC Symbols OCLC symbols for which to include Local Holdings Records and / or Local Bibliographic Data
(*) Use institution setting

(_) OCLC symbols specified for this collection

WorldCat Holdings Include new records for titles already held in WorldCat
(®) Yes

No

Also, set the Maintain WorldCat Holdings to Use institution setting in the Holdings and
MARC Records accordion. Going forward you will receive new, update and delete records
when the collection is updated (or if you are setup to receive updates from WorldCat).

Lastly, to attach your library’s holding symbol to all the titles in the collection, go into the
institution-level settings, expand the WorldCat Holdings accordion, and select Yes to
Maintain WorldCat holdings for knowledge base titles.
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[ Metadata Acquisitions | Licenses | Circulation | Interlibrary Loan | Analytics @ Admin
» Record Manager Settings
w Collection Manager Save
| Collection + | » OCLC Symbol
|Lme 2 » Knowledge Base Data
@ My Selected Collections ~ WorldCat Holdings
Search

Maintain WorldCat holdings for knowledge base titles.

Maintain Holdings (*)Yes Your symbol is TS249. —

Approve Changes to (INo
Global Collections B

Activity History ‘

‘ View Recent Collections ‘

Create a Collection ‘ » Proxy and Authentication

» Provider Settings

» Sharing
b My Files » WorldCat Discovery
» My Apps » MARC Records

» Reports

» Display Options

NOTE: This step assumes that the library is not already maintaining holdings in WorldCat
at the institution level.

A note on “Holdings.”

Collection Manager uses the phrase “held by” to refer to collections selected by the library.
If you view collections you have selected in Collection Manager, you will see a green check
and “Held by my library.”

Held by my library

9CL—9—L:§m‘?Z'a e LLMC Digital Library Collection 11/5/2014, 1:12:10 PM (8,126 /8,126 ) Titles

Deselect Collection

In Collection Manager, the only aspects that concern “WorldCat Holdings,” i.e. having a title
appear in WorldCat as being held by a library, come from the WorldCat Holdings
accordion at the institution level and also Maintain WorldCat Holdings in the Holdings
and MARC Records tab within collections (See step 3).
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Finally, if you need additional assistance with Collection Manager, please contact
CollectionManagerIM@oclc.org and the Implementation Manager for Collection
Manager will assist you in getting setup for record retrieval.

10



