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•Welcome and Introductions    

•Review Batchload Project Types   

•Explore Batchload Output Options  

•Outline the Batchload Process &Timeline 

•Where to direct your questions  

 

Agenda 
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Welcome to OCLC  and to the  

Texas Resource Sharing Project.  

 

 

Welcome 
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• Add OCLC #s to records in your library system 

• Displays your library  information in WorldCat 

• Makes your items searchable  in Navigator 

• Supports the Texas Navigator program 

• Helps libraries locate materials held by other Texas 

libraries and elsewhere for the purpose of interlibrary 

borrowing and lending 

 

 

Why Batchload is Important 
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•Identify the project type for my library 

•Identify the output option(s) for my library 

•Follow the basic OCLC Batchload process 

•Submit a Batchload Order Form to OCLC 

•Access Batchload  documentation 

 

Objectives 
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• Plan 8 to 10 weeks to complete the batchload process 

• Week 1 = Submit batchload order form 

• Week 2 = Submit data files to OCLC 

• Weeks 3 – 7 = OCLC processes data and returns files 

• Week 8 = Update your local system with OCLC numbers 

• Reload records back into local system to add OCLC numbers 

• Weeks 9 – 10 = Decide how to maintain holdings 

• Submit ongoing batchload order forms 

• Submit  CatExpress order form 

Timeline for Holdings Maintenance 
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OCLC Symbol – key to your identity 

One of the ways OCLC tracks and manages the work we do 

with your library is by using your OCLC symbol.  

 

Use Directory of OCLC Libraries to locate your library’s OCLC 

symbol.  Enter whatever you know; part of a name, city, etc. 

 

http://oclc.org/en-US/contacts/libraries.html 
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• The basic steps are: 

• Submit the batchload order form 

• Send your bibliographic records to OCLC 

• OCLC matches them with records in WorldCat 

• OCLC puts the OCLC number into your records 

• OCLC returns records to you  

• You re-load records and index the OCLC numbers  

 

Steps to Batchload  
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Type When to use . . .  

Reclamation – 

 If you DO have 

holdings in WorldCat 

•Holdings not fully maintained in WorldCat 

•Cannot identify when to set/cancel holdings 

•Need to sync WorldCat & local holdings 

Retrospective –  

If you do NOT have 

holdings in WorldCat 

•No holdings in WorldCat 

•Holdings gaps in WorldCat 

•OCLC control-number gaps in local OPAC 
 

Project Types 
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Order Checklist for Bibliographic Batchload 

 

http://www.oclc.org/content/dam/support/batchload/documentation/

using/checklistfororderingBib.pdf  
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The Online Service Center 

The OCLC Online 

Service Center is a 

secure, Web-based 

tool that you can 

use to manage your 

OCLC account and  

purchase some 

OCLC products and 

services. 

https://www.oclc.org/webapp/wcs/stores/servlet/OSCPortal?storeId=10051 
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• Go to: www.oclc.org – Link to Online Service Center 

• https://www.oclc.org/webapp/wcs/stores/servlet/OSCPortal?storeId=10051 

•  Select 

– Create an Account –  

• Select Institution Account 

• Enter your OCLC Symbol in the space provided 

• Click CONTINUE 

The Online Service Center 
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• Follow screen directions to enter 

– User ID  

– Password    

– Contact information 

• Click “Create Account” 

• OCLC will set up the account (24 hours to complete) 

• You will receive Email confirmation when logon is active    

Create an OSC Account 
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Welcome Screen 
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OCLC Services  
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Batch load Order Form 
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Order Checklist for Bibliographic Batchload 

 

http://www.oclc.org/content/dam/support/batchload/documentation/

using/checklistfororderingBib.pdf  
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• Page 2:  

• Institution Information:    

• Supplied automatically after you logon 

– OCLC Symbol :  [xxxxx] 

• May be 3 or 5 characters 

  

Complete the Order Checklist 
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Order Checklist – Page 2 

Select 

Single  

Institution 
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Order Checklist – Page 2 

Texas group catalog   

Select:  An OCLC Group Catalog 
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Order Checklist – Page 3 

Select:  MARC21 (preferred) 

Character Encoding: MARC-8  
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Order Checklist – Page 3 

Local system number used for Cross reference report 

Match point for reloading records back to your system 
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• Essential match point when re-loading records 

• Local system number also known as 

• Title Control Key 

• Bibload Report  # 

• Import Source 

• Bib # 

• Location (examples) 

• 001  43328 

 

Local System Numbers 
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Order Checklist – Page 3/4 

Derived Title is the default qualifier 
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Order Checklist – Page 4 

25 

Select:  One Time / Set for All  

Reclamation: if you have holdings to match in WorldCat 

Or  Retrospective: if you do not have holdings in WorldCat 
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Order Checklist – Page 5 

Select:  

  No – you do Not want original records added 
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Order Checklist – Page 6 – Output  

You will get a Cross Reference Report automatically 
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Batchload Output 

Batchload  

Project 

Cross  

Reference 

(XREF)  

Report 

Library 

Records 

w/ OCLC 

Numbers 

Full  

OCLC-MARC  

Records 
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Cross Reference Report 

 

•Two-column text file 

•Matches OCLC numbers to local system bib numbers 

• from incoming files 

•E-mailed as a .txt attachment 

Format: 

 

 

OCLC Control # Submitted 

001 Field 

 48110766 .b21361198 

179104583 .b21512760 

229024760 .b21512772 

Use Cross Reference Report to: 

1. Match OCLC numbers to your 

bibliographic records 

2. Merge OCLC numbers into 

bibliographic records in your OPAC 

 

Note: To merge numbers, you may need to 

work with your ILS vendor.  OCLC does 

not provide this level of support.   

 

29 



The world’s libraries. Connected. 

Your Records w/ OCLC Numbers 

 

•Specify in Output section of Order Form 

•OCLC number merged into 035 $a with “(OCoLC)” prefix* 

Example: 

 

 

OCLC # Default Merge* 

 48110766 035__|a (OCoLC)48110766 

179104583 035__|a(OCoLC)17910458

3 

229024760 035__|a(OCoLC)22902476

0 

* By default, the OCLC number is merged into 

035 $a.  If you prefer to use some other 

field, please specify that in Output in the 

Batch order form.  For example, you may 

want the OCLC number in 001 with the ocm 

or ocn prefix. 
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Full OCLC-MARC Records* 

 

•Merged local data into copies of OCLC-MARC records 

•OCLC numbers in 001 prefixed with ocn or ocm 

•OCLC number in 035 $a prefixed with “(OCoLC)” 

•Custom post-processing is possible 

Example: 

 

 

OCLC # Default Merge* 

 48110766 035__|a (OCoLC)48110766 

 48110766 001  ocm48110766 

* Unlike the first two output options, 

there may be costs associated with 

producing full OCLC-MARC records.   
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Order Checklist – Page 6 – Output  

You will get a Cross Reference Report automatically 
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• How to submit your files 

• Product Services Web  http://psw.oclc.org 

• FTP via EDX 

• Request the PSWeb authorization & password  

Order Checklist – Page 7 
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Order Checklist – Page 7 

•How to submit your files 
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• Once completed, review the order form 

• Click Continue to see Terms & Conditions  

• Click I Agree to go to next screen 

• Click Submit to submit the order 

• You will get a Web receipt / “What’s next” 

• Email confirmation with Project ID 

• Copy of order form / What’s next 

 

Submit the Order Form 
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Batchload Resources 
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OCLC 

Customer Support  

 

Phone: 800-848-5800   

Email: support@oclc.org 
 

Include “Batchload” in subject line 
 

For more information… 
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Thank you 
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