OCLC Winning Tips
1. SCREEN GLITCHES:.  The search results box may appear tucked up under the toolbar as a little blue line.  The trick is of course getting this little blue line to open up.  
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To fix, click on the OCLC icon down on the toolbar twice, once to minimize and then again to maximize it.
Another glitch is the OCLC icon is on the toolbar, but you can’t call it up into an active window.  To fix, hold the Window button down (in between Ctrl and Alt) and then press the Up arrow.


2.  VIEWING MULTIPLE SCREENS:
●To see several screens at once, go to Windows and select “Cascade” (only shows header), “Tile Horizontally,” or “Tile Vertically.”  This works with one bib and any corresponding lists.
●To see multiple bibs, it is necessary to “pin” one record, open the other, then cascade or tile.  .  Open the first record opens, select View>Pinned or Shift + F4.  Use the green forward arrow on the toolbar to open the next record(s).  Now select Windows>Cascade or Windows>Tile horizontally or Tile Vertically.  Unpin or just close all records when done.
Hint: Open all the bib records you need, Cascade or Tile, close the search lists, Cascade or Tile again.  This doesn’t work if you close the search lists before choosing all your bib records.

3. MANIPULATING LONG TRUNCATED LISTS TO YOUR ADVANTAGE:  

● sort by ‘Catl.’ and look for ‘eng’

●sort by L’ and look for ‘D’ signifying an LC record

● sort by Date
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Use the yellow back and green forward arrows [image: image3.png]


 to quickly go through the list.
4. TUTORIALS: For more detailed search instructions than can be presented here, go to Help>Tutorial>Client.  Select from ‘Getting Started’, ‘Basics’, or ‘Authorities’ which takes you to further options.  from the “Contents” tab.  Then select “Search WorldCat” from the list and select from the options listed there.
In a long document, use <Ctrl> +f with a keyword to find what you’re looking for.
5. KEYWORD SEARCHING TIPS:
To see more search types Click the ‘+‘ button:
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To see fewer searches, toggle same button to ‘-‘.
Title searching : ti:  searches individual word anywhere in an indexed field


ti=  searches a string of words, within a single subfield, beginning with 1st word
6.  MORE QUICK TAKE AWAYS:
--Keyboard shortcutting: press ALT + the underlined letter in the menu title to display a pull-down menu.  Then, press the underlined letter in the menu item to perform a function or display a dialog/window.   
Alt + W + S closes all windows in OCLC

--To log on quickly and easily in OCLC and open a search box-- 

-From the desktop, double click the OCLC icon.

-From the OCLC screen, hit F2 + Enter + Enter.  This is handy if the OCLC screen is up but you were timed out and want to log on again.  If you are already logged into OCLC and want to bring up the seach box, hit F2 and the search box will appear.  
--Exporting clue: You’re trying to export and record and don’t remember if you hit the Export icon, [image: image5.png]


, on the upper toolbar.  A quick way to tell is to see if the Export button at the bottom, [image: image6.png]


, now looks like this: [image: image7.png]Expoit-L



.  The ‘C’ tells you that the record has been marked to be exported.
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