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AgendaAgenda

Using Connexion to access Hand Press Books

Navigation/Customization

Search Hand Press Books

Edit records and perform final actions

Derive new records 

Help and Documentation 



OCLC Connexion …OCLC Connexion …

Browser interface for OCLC’s cataloging tools 

Access to WorldCat bibliographic database and 
authority file

http://connexion.oclc.org/

http://connexion.oclc.org/


Hand Press Book databaseHand Press Book database

•HPB records reside in a separate database

• Not integrated into WorldCat 

•The HPB database is indexed using most 
standard WorldCat indexes 

• Some HPB-specific indexes. 

•Only authorized CERL members can access the 
HPB records.



Getting StartedGetting Started

http://connexion.oclc.org

Enter Cataloging authorization & password in spaces 
provided 

OR

Open Local Browser Settings to save autho/password for 
automatic logon 

Preferences – set up worksheet to guide you 
through basic Connexion settings:

http://www.oclc.org/support/documentation/connexion/browser/ge
ttingstarted/setupbrowser.pdf

http://connexion.oclc.org/
http://www.oclc.org/support/documentation/connexion/browser/gettingstarted/setupbrowser.pdf
http://www.oclc.org/support/documentation/connexion/browser/gettingstarted/setupbrowser.pdf


Logon ScreenLogon Screen



Add up to 10 authos…Add up to 10 authos…

Select one 
autho as 
default  

select 
autho with 
each logon



Choose appropriate authoChoose appropriate autho



Select Hand Press BookSelect Hand Press Book



NavigationNavigation



Navigate…Navigate…

General tab

• Customize navigation bar

• Set service-specific options

• Keyboard shortcuts

• Record views

Service tabs determined by autho

Change settings as default or for one session 



Shortcut keysShortcut keys

Default shortcut keys

• may be customized in Preferences 

Some navigation shortcuts cannot be 
changed, such as <CTL> <SHIFT> W,  for 
the WorldCat search screen



Keystroke shortcut optionsKeystroke shortcut options

Definitions may 
be changed for 
session; or set 
as default



Permanent Navigation KeystrokesPermanent Navigation Keystrokes

<Alt><A> Authorities Tab

<Alt><C> Cataloging Tab

<Alt><G> General Tab

<Alt><H> Help Header

<Alt><L> Logoff Header

<Alt><O> Home Header

<Alt><S> Contact Support Header

<Alt><,> Diacritics Table Header



CustomizationCustomization



PreferencesPreferences



Hand Press Book OptionsHand Press Book Options



Hand Press Book OptionsHand Press Book Options



Export optionsExport options



Use 
Hand Press Book 
Use 
Hand Press Book 



Basic Search OptionsBasic Search Options

Use Command  line for any search key

• Enter search key in prescribed format

Or, use search key boxes

• Keyword searches / Numeric searches

• Select qualifiers from lists

Keyboard shortcut to search screen  <Ctrl> <Shift> W

Keyboard shortcut to command line   <Alt> Q

• Appears with bib record



Keyword and Phrase searchKeyword and Phrase search

Keyword (xx:) 

• single word in any field/subfield

Phrase (xx=)

• Multiple words in specific order in single subfield

Whole phrase (xxw=)

• Multiple words in specific order in single field



Use Boolean operatorsUse Boolean operators

And  Or    Not

Include qualifiers to narrow results

(pl: paris or au: asham) and pd: 1590 

• Maximum records to retrieve is 1,500



HPB –Citation CI:, CI=, CIW= 510 a c ci=“goffM122”

HPB - Country of 
holding (MARC21 
Country Code)

HP:, HP= 852 n hp:ctu

hp:enk

HPB - Institution & 
Location

(name of inst or country)

LH:,  LH= 852 a b e lh:oxford

HPB - Place of 
Publication (printing)

PL:,  PL= 260 a e; 261 f; 
262 a; 533 b; 
752 a-d; 773 d

pl:london

HPB - Publication 
(printing) date

PD: 260 c g pd:1585

HPB-Specific IndexesHPB-Specific Indexes



su:sculpture and hp:ctusu:sculpture and hp:ctu

The SU: (subject) 
keyword index 
matches text in field 
650

The HP: (country of 
holding) index matches 
text in field 852 $n



(ti= "covent garden*") AND hp= "enk" 
and yr: 1800-
(ti= "covent garden*") AND hp= "enk" 
and yr: 1800-

Search matches data

in fields 245, 852 $n

and FF Dates element



Browsing optionsBrowsing options

Available for several indexes  

Options include
• Word – any word in field 

• su:religion

• Phrase –start with first word in subfield 

• pn=plenck, joseph jacob*

• Whole phrase – start with first word in field

• Tiw=dodechedron of fortune*

• Punctuation indicates type of browse



Scan tiw=dodechedron de fortune* Scan tiw=dodechedron de fortune* 

Browse results show

search terms in

middle of index list.  

Choose one entry to

view records.



Search results / displaysSearch results / displays

Brief list – 2 to 5 records
• Sort order based on main entry

Truncated list – 6 to 100 records
• Sort order based on index searched

• Additional fields from index searched show in popup screen

Group list – 101 to 1,500 records
• Sorted by 

• material type (if applicable)

• Year or range of years

System supplied display based on records retrieved
• Change view from drop down list 



EditEdit

Edit existing records for local practices

Edit workforms to create new records

Use constant data for repetitive data

Store temporarily in save file while 
completing the process



Edit/ Add/ Delete FieldsEdit/ Add/ Delete Fields

Search by OCLC #  167939184

Add field (may use Copy / Paste functions)

Delete field 

MARC Help:  link to Bib Formats & Standards, 3rd ed

http://www.oclc.org/bibformats/en/

http://www.oclc.org/bibformats/en/


Record display / edit Record display / edit 

Edit / Action / View lists

• Reorganized options into 3 lists

• Alphabetical arrangement of options

• Only see commands that apply to record 
and/or your authorization number



Diacritics changes and optionsDiacritics changes and options

Enter diacritic after the character it modifies 
• Conforms to Unicode standards

Process:
• Place cursor after the character

• <F7> displays a pop-up window 

• Select the diacritic / close the window

Options: use bar syntax, copy and paste, or Unicode-
enabled keyboard.



General info from Diacritics tabGeneral info from Diacritics tab



Position cursor after the character 
that will receive the diacritic …
Position cursor after the character 
that will receive the diacritic …



Press <F7> to open table 
and select diacritic …
Press <F7> to open table 
and select diacritic …



Close diacritic box to return to 
record with diacritic in position…
Close diacritic box to return to 
record with diacritic in position…



Constant DataConstant Data

Constant data records contain information that is common to 
many items such as location (field 852), local notes (5xx) 
and/or system control numbers (035)

Create constant data using workforms or derive constant 
data record from existing bibliographic record

• CD may be applied across formats

Constant data stored online and shared by institution

• Set “My status” to distinguish individual records



Constant data optionsConstant data options

Apply constant data options

• Set default 

• Set at record level 

• choose from list

• choose by name

Derive new CD records

Save new CD records – add My Status



To create Constant DataTo create Constant Data

Create options,  
• select  Constant Data

Select  display option
• MARC Text Area  / workform  format

Click  create 
• Add fixed field, variable fields 

Save constant data  
• Prompted for CD Name and My Status

• Make this your  Default Constant Data?



Derive new Constant Data RecordDerive new Constant Data Record



Add Name and Save CD Record Add Name and Save CD Record 



To use Constant DataTo use Constant Data

Display Workform

Under Edit,

• Apply default Constant Data 

• <Ctl> <Shift> C

OR…



Create new record & apply CDCreate new record & apply CD



Workform with default CD appliedWorkform with default CD applied



To use Constant DataTo use Constant Data

Select Constant Data: 

• Separate window with list of CD 

• Choose what part of CD to apply

• Whole record, variable only, fixed field only

• Choose CD by name

Bib record with CD is redisplayed



Derive New Master RecordDerive New Master Record

• Display existing record

• From Edit menu, select

‘Derive new master record’

• Transfer fixed-field values?

YES    or     NO

• Workform displays with 
fields transferred



Complete Master RecordComplete Master Record

• Edit record to match item 
in hand

• From Edit menu select,

‘Reformat Record’ to 
remove unwanted 
spaces, blank fields

• From Action menu, select

‘Add Record’

• Record re-displays with 
OCLC accession number

• From Action menu, select 
‘Export record in MARC’
to send record to file for 
later download



Record Export Record Export 

Export to a file 

• Create a temporary file for later download

• Create files by symbol or by authorization

• Files retained for 30 days

• Under General tab, select ‘Download Export Files’

• Separate section for Hand Press Book records



Download Export FilesDownload Export Files

Follow instructions on the screen

to download the file



Save FileSave File

• Option to save records in process or completed to Online Save File 

• New records -- Save for 28 days

• Existing records – Save for 14 days

• Set ‘My Status’ to make retrieval easier 

• With subset of saved records, 

• Export batch of records

• Create a file for spine labels



Save File Save File 

Note expiration date

Edit and re-save to 
extend expiration date



HelpHelp

DocumentationDocumentation



Quick TipsQuick Tips

Available throughout Connexion

Search, Browse, Create, Show

A sentence or two of information or instruction 
on searching, browsing, creating records or 
showing data. 

Automatically ON

• Use Preferences to hide them



Online HelpOnline Help

In-depth Help in separate window

Questions/comments/ suggestions

• email to Support@oclc.org

Documentation

• All system documentation on web
• MARC help to  Bib Formats & Standards, 3rd ed.

mailto:Support@oclc.org


Connexion browser tutorialsConnexion browser tutorials

Tutorials review the features of OCLC Connexion

Start with the Overview, then select topics in 
order or view topics in any order. 

http://www.oclc.org/support/training/connexion
/browser/tutorial/

http://www.oclc.org/support/training/connexion/browser/tutorial/
http://www.oclc.org/support/training/connexion/browser/tutorial/


Questions
& 

Discussion



For more information…For more information…

Kathy Kie

011-614-761-5183

Kiek@oclc.org

For technical assistance:

OCLC Customer Support 

800-848-5800

support@oclc.org

mailto:Kiek@oclc.org
mailto:support@oclc.org


Thank You
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