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Title List Administration

Introduction

WorldCat Link Manager is an OpenURL linking and listing service that allows users to link from an article citation in WorldCat
to the full-text version of the article.

In WorldCat Link Manager, use Title List Administration to control access to:

. Packages of journals

« Titles (individual journals) within packages

. Titles accessed directly from the publisher

« Locally held resources not available from publishers (via Local Holdings)

The settings you choose determine the journals your users see and whether they have access to individual articles.

Note: The settings you choose do not guarantee that the package, title, or resource is actually available to your users. Avail-
ability depends on additional factors, such as whether you've paid your subscription fees, whether the user is authenticated,
whether the target site is functioning correctly, etc.

Title List Administration is also where you turn on or off your Local Holdings table (See "Local holdings introduction" on page 8).
Use Local Holdings tables to contain all that are not enabled as part of a predefined package. Titles in Local Holdings typically
include the following:

« Your library's print holdings

. Local institutional resources (course materials, faculty-created materials, etc)

« Anything you're linking to in a non-standard way for whatever reason (free journals or web resources, etc.)

« Subsets of packages for whichit's inconvenient orimpossible to select titles using the method mentioned above

If using local holdings, you must manually create the record for the locally-held item and add it to the local holdings file.
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Title List Admin interface

The screen below is the Title List Admin interface.

The table below the screen explains the parts of the interface.

Support Tidiets
User Guide (Help)
wiorldCat LinkManager: Admin Tools “ou are logged inwith regular administration privileges. vou can administer WorldCat Linktanager.

|Test Links [Usage Monitor [Wtils Title List Admin [Local Holdings|

. L N . . . After selecting changes to your title izt in the panels below, Lely Chandes to by Tite List
Y H A ] L !
hger Demo Libra HEL.F'  Export Title List to OnixSOH  TabbedFile Pubbed LinkOut " Conr vegererate your nsttution's £40-7 fist Ply ] i ]
(uzing title list: demo Tithe List)

w
4 >

el pien Press * ) . b
Il Americen Chemicel Saciet Package(s) from Titles in package:

AMMerican Chemical =0eiety
el #merican Institute of Physics A"En Press ‘(;A"tert' an;eﬁfa)ng{lr?(aglg)s

. . . anment. Tulite ARStracis
L merican physicsl Societ L= notities b=l = some tites 1= Ailtitles
ol prmerican Pzychological Aesociation 2 v may 2elect individual titles from this package. 46 records found
Il #nnual Reviews Journals
i ] ) ; i vl in this g Is]

kel tsssnciation for Computing Machiner please select a package: Showy all tithes re a_rdless of content .|n this packane

SEZOCIENOD TOr L DM LT MSETET . o Batchload your desired records for thiz package
L &STM Intermational P Diowenload Selected records for this packane
L aTLs L] american Fisheries Society £ Showe only titles in my title list from this package

. | Ametican Meteoralogical Societ o | Showye the records for this package which overlap the saved tithe list (hased on 1SS

ke atvpon Link o ) — Showe the records for this package that do not overlap the saved title list (bazed on
L| Bertham Science Publishers LI pusic Library of Science -1 =50
L Berahahn Books Search for ttles in "Allen Press Journals"™
el Biblicthésue nationsle de France L]
L Bigling Internationzl
|| itdecCentral Add complete package to list hd
el BicOrRe doi

Bione oit
kel Books 24x7
LI cairn
el ) o Titles displayed are only Fulltext titles.

Cambridge University Press Cowerage information for these titles can be customized. Customized dates are shown in
|_| Chadbweyck red boxes, Dates must be in IS0 format C™™-Mbd-DD). Enumeration data must use

format: "volume: XX issue X", A blank "content start" box translates to "from the

I_l Chin Shan Infarmation Service beginning." A blank "content end" box translates to "up to the present” Click"Show

Ll China Mational Knowleddge Infrastructure owerlay farm" far amy record you wish to change.
[E % 50 (AR Gl i 5 (K To show all owerlay forms, click here,
H Clac &Q = Deep link availahble
CRC Press X .
e = Dl j\E\lErIII;Z). TAD;Jr:urnal of the Human Environment 0044-7447 ’ Shovy
L lde Gruyter ReferenceGlobal {;‘4 Full Text: 2000 - present (v2901 -
Frame Actions
Top « Foryour changes to take effect, click Apply Changes to My Title List
Note: You may need to scroll to the right to see Apply Changes to My Title List
« Goto other parts of WorldCat Link Manager:
. TestLinks (use to test the links to your electronic resources)
« Usage Monitor (use to monitor the usage of Link Manager by your users)
« Utils (use to analyze your title lists and packages)
« Local Holdings (use to manage your locally-held resources)
« Write support tickets
« Access the User Guide (Help)
. Export your title list
Left Choose provider or local resource (Local Holdings)
Middle Choose package
Right . Determine access to package
. Determine access to titles
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Turning access to packages on or off

1 In the left frame, select a provider.
2 |Inthe middle frame, select the package.
3 In the right frame, from the list, select either:

« Add complete package to list (to turn access on)
. Remove complete package from list (to turn access off)
Click Do it.
4 |The right frame reloads and the system responds Changes will not go live until the Apply Changes to My Title List but-
ton s clicked.
In the top frame, scroll to the right and click Apply Changes to My Title List.
The system responds The [name of your title list] is currently being worked on . . .

Ol

(&2

The screen refreshes every ten seconds until the Return to Title List Admin link appears.

Turning access to titles on or off

1 In the left frame, select provider.
2 |Inthe middle frame, select the package.
3 |inthe right frame, from the list, choose titles by clicking either:

» Add to add the title to the list. Square turns green (.) and Add changes to Del (Delete)
» Del (Delete) to remove title from the list. Square tumns red (|_|) and Del changes to Add

N

In the top frame, scroll to the right and click Apply Changes to My Title List.
The system responds The [name of your title list] is currently being worked on . . .

ol

The screen refreshes every ten seconds until the Return to Title List Admin link appears.

Deleting a title from a package makes the package incomplete. If a package is incomplete, new titles must be manually added
by the administrator (new titles are automatically added to complete packages). Users cannot access titles unless they have
been added.

To make an incomplete package complete, delete the package and update the title list or add the package again.

Turning access to titles on via batchloading

If you need to provide access to a large number of titles in a package, you can do so by uploading a text file listing their ISSNs.
Batchloading titles automatically turns on access to them.

Note about Microsoft Excel: Different versions of Excel use different encodings when saving a file as UTF Text. You may
need to try different encodings in Link Manager (e.g., ISO Latin 1 (ISO-8859-1)) when loading a UTF file created in Excel. Also,
Link Manager may appear to have difficulty with an Excel-created file. Always check Link Manager to see if the file loaded cor-
rectly. For more information about encoding formats, see Help with Encodings (use your WorldCat Link Manager password to
access this link).

1 Create atext file listing the ISSNs of the titles in a package that you want to add. Follow the instructions below.
Choose an ISSN format:

. 8 contiguous digits
. 7digits and 1 letter
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http://support.nj.oclc.org/xwiki/bin/view/Doc/EncodingsHelp157
http://support.nj.oclc.org/xwiki/bin/view/Doc/EncodingsHelp157

WorldCat Link Manager

« Optional: hyphen after first 4 digits
To distinguish ISSNs from each other, choose a separator:

« line breaks

. spaces

« tabcharacters
. commas

« single quotes
. double quotes

Note: ISSNs must be in the package. If an ISSN is not in the package, it will not be batchloaded.

2 |Inthe left frame, select the publisher/provider/producer of the package you want to add titles to.

(8

In the middle frame, click the package you want to add titles to.

4 linthe right frame, click Batchload your desired records for this package.

The ID Batch Loader window appears.

Make sure the Provider and package are correct for the titles you want to batchload.
Click Browse to locate the text file containing the ISSNs you want to batchload.
Use the Choose File window to find your text file and click Open to select it.

Click Load File.

9 |The system responds: The [name of your title list] is currently being worked on . . .

The screen refreshes every ten seconds until the ID Batch Loader window appears, listing the number of titles batch-
loaded.

6 |inthe top frame, scroll to the right and click Apply Changes to My Title List.

7 |The system responds The [name of your title list] is currently being worked on . . .

The screen refreshes every ten seconds until the Return to Title List Admin link appears.

Turning on access to titles from publishers

Use the Titles from Publisher option to determine access to titles that are not in packages.
Examples of titles that are not in packages:

« Joumals subscribed to directly from the publisher
. Joumnals available without a subscription (free)

Note: If a title is available both from a package and directly, provide access from the package.

1 In the left frame, click Titles from publisher.
2 |Inthe middle frame, click Titles from publisher.
3 |inthe right frame, from the list, select titles by clicking either:

» Add to add the title to the list. Square turns green (-) and Add changes to Del

» Del (Delete) to remove title from the list. Square turns red (|_|) and Del changes to Add
4 |inthe top frame, scroll to the right and click Apply Changes to My Title List.

S  [The system responds The [name of your title list] is currently being worked on . . .

The screen refreshes every ten seconds until the Return to Title List Admin link appears.
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Customize coverage data

Some packages allow you to customize the coverage data of their titles. Packages that allow custom coverage are indicated
by the hand icon (s ).

1

In the left frame, click publisher/provider/producer.

2

In the middle frame, click the package.

Note: In order to customize coverage, the package must be marked with the hand icon - ).

In the right frame, from the list, locate the title and click Show overlay form.
On the Overlay form:

Dates. In the two left boxes, type the coverage start and end dates in this format: YYYY-MM-DD (You may enter the year
only, the year and month, or year, month, and day. Dashes must be present.). An empty start box means "from the first
issue." An empty end box means "up to the present."”

Enumeration. In the two right boxes, type the enumeration in this format: volume:XX;issue: XX (punctuation must be
exactly as given and spaces are not permitted).

Note: (Optional). Type any notes here.

Click Modify Coverage, then click Hide overlay form to close the form.

In the top frame, scroll to the right and click Apply Changes to My Title List.

The system responds The [name of your title list] is currently being worked on . . .

The screen refreshes every ten seconds until the Return to Title List Admin link appears.

Customize coverage data via batchloading

Use Microsoft Excel to load custom coverage information into WorldCat Link Manager.

Note about Microsoft Excel: Different versions of Excel use different encodings when saving a file as UTF Text. You may
need to try different encodings in Link Manager (e.g., ISO Latin 1 (ISO-8859-1)) when loading a UTF file created in Excel. Also,
Link Manager may appear to have difficulty with an Excel-created file. Always check Link Manager to see if the file loaded cor-
rectly. For more information about encoding formats, see Help with Encodings (use your WorldCat Link Manager password to
access this link).

1

to access this link).

Create a Microsoft Excel file in this format:

Name: TLA overlay.xls

Column name Note
A Title
B ISSN Both ISSN or elSSN are acceptable
C Content Description of content (fulltext, abstract, table of contents, etc.)
D ContentStart Type date in this format: YYYY-MM-DD
E ContentEnd Leaving ContentEnd blank results in "-present”
F ContentStartEnum  Type enumeration in this format: volume:nn;issue:nn
G ContentEndEnum  Type enumeration in this format: volume:nn;issue:nn

Save file as Unicode Text file.

Note: For more information about encoding formats, see Help with Encodings (use your WorldCat Link Manager password

In WorldCat Link Manager, navigate to the package you want to batchload custom coverage data for.

In the right frame, click Batchload your desired records for this package.
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The ID Batch Loader window appears.

Make sure the Provider and package are correct for the titles you want to batchload.
Click Browse to locate the text file containing the ISSNs you want to batchload.

Use the Choose File window to find your text file and click Open to select it.

In the File Encoding list, select Unicode Little Unmarked/Unicode Text (UTF-16LE).
Click Load File.

The system responds The [name of your title list] is currently being worked on . . .
The screen refreshes every ten seconds until the ID Batch Loader window appears, which lists:

« Number of titles batchloaded
. Valid and invalid (if any) columns
. Valid and invalid (if any) values

Close ID Batch Loader window.

5 [Refresh your browser and navigate to the title frame to see your changes.

® linthe top frame, scroll to the right and click Apply Changes to My Title List.

The system responds The [name of your title list] is currently being worked on . . .

The screen refreshes every ten seconds until the Return to Title List Admin link appears.

Delete all custom coverage from a package

1 In the left frame, click publisher/provider/producer.

2 |in the middle frame, click the package.
Note: In order to customize coverage, the package must be marked with the hand icon 4 ).

S |inthe right frame, from the list, click Delete all custom coverage dates from [name of package].
Click Do it.

4 |inthe top frame, scroll to the right and click Apply Changes to My Title List.

S  [The system responds The [name of your title list] is currently being worked on . . .
The screen refreshes every ten seconds until the Return to Title List Admin link appears.
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ocal holdings introduction

“

ocal Holdings Administration
Use Local Holdings Administration to add, edit, or delete titles from your local holdings file. A local holdings file is a Microsoft
Excel spreadsheet that contains records you have created for locally-held items, such as:

« Yourlibrary's print holdings

. Local institutional resources (course materials, locally-created materials, etc.)

« Anything you're linking to in a non-standard way for any reason (free journals or web resources, etc.)

. Subsets of packages for whichit's inconvenient orimpossible to select titles using Title List Administration

The settings you choose determine the journals your users see and whether they have access to individual articles.

Note: The terms "Local holdings file" and "local holdings table" mean the same thing.

Use a Local Holdings file

“

reate a Local Holdings file

A Local Holdings file is a Microsoft Excel spreadsheet that contains local holdings records for your locally-held titles.

To create alocal holdings file, use the Download File procedure to download a blank Excel spreadsheet that is preloaded with
the correct format and column headings (See "Download local holdings file" on page 8). Add your local holdings information and
then click Upload File to load the file into Link Manager (See "Upload Local Holdings file" on page 8).

Edit Local Holdings file

There are two ways to edit local holdings files:

. Edit the entire file by downloading it from Link Manager, editing it in Microsoft Excel, and uploading it to Link Manager.
Note: In a local holdings file, all data in the Content column must be lowercase.

. Editindividual records in the file by using the Local Holdings screen in Link Manager (in this case, you do not download
and upload the file). See "Add, edit, or delete a local holdings record" on page 13.

Download local holdings file

T |After logging in to WorldCat Link Manager, click Administer WorldCat Link Manager.

In the Authentication Required window, type your user name and password.
On the Administration Center screen, click Local Holdings.
3 |Download local holdings file. Click Download File.

N

The Opening Local Holdings window appears, which gives you the choice of saving or opening the Excel spreadsheet.
Click Save File and navigate to the folder you use to save the file.

N

‘

pload Local Holdings file

After editing your local holdings file in Microsoft Excel, save it as Unicode Text in order to upload it into Link Manager.

Note about Microsoft Excel: Different versions of Excel use different encodings when saving afile as UTF Text. You may
need to try different encodings in Link Manager (e.g., ISO Latin 1 (ISO-8859-1)) when loading a UTF file created in Excel. Also,
Link Manager may appear to have difficulty with an Excel-created file. Always check Link Manager to see if the file loaded cor-
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rectly. For more information about encoding formats, see Help with Encodings (use your WorldCat Link Manager password to
access this link).

T |After logging in to WorldCat Link Manager, click Administer WorldCat Link Manager.

In the Authentication Required window, type your user name and password.
2 |On the Administration Center screen, click Local Holdings.
3 |On the Local Holdings screen, click Upload File.

The Local Holdings Loader window appears.
Add the titles in a Local Holdings file to an existing Local Holdings file

A. Local Holdings. Choose the Local Holdings file/package you want your Local Holdings file applied to.
B. Edit/Create Package Label (Human Readable Name). Automatically filled in with the name of the Local Holdings
file/package you chose from the Local Holdings list (in step A).

C. Load Method:
« Replace existing holdings (deletes all local holdings and replaces them with those in the file being uploaded)
« Add records to existing holdings (adds new holdings without deleting existing ones)

D. File Encoding (Use UTF-8 for Excel files).

E. Please specify afile to upload: Click Browse to navigate to your local holdings file.

Add a new local holdings file

A. Local Holdings. Do not make a choice. Go to step B.
B. Edit/Create Package Label (Human Readable Name). Type the name of your new local holdings file.
C. Load Method. Create new holdings table (creates a new table (existing tables are unaffected))
D. File Encoding (Use UTF-8 for Excel files).
E. Please specify afile to upload: Click Browse to navigate to your local holdings file.
Click Load File.

The system may respond The [name of your local holdings table] table is currently being worked on...
4 IThe system responds The [name of your local holdings table] table has been completed.

Click Return to Local Holdings Loader to load another Local Holdings table.

Click Apply Changes to Title Lists Using this Local Holdings table to apply the Local Holdings file you just
uploaded to your Title List.
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In the Title List Admin, local holdings are treated like resources from any other Provider. In the right frame, Local Holdings are
listed under Local Resources. In the middle frame, local holdings files are listed as packages. In the right frame, the titles of
individual local resources from a local holdings file are listed.

£

J=na pkgs el = Same pkgs
[
Title list: demo Title List
show all phas in title list
Please Select an tem:
Local Resources:

el Local Holdings

Search for a provider package:

Providers:

el Titles from Publisher

L Eruait

LI ACLS Humanities Elook Project
Lol i 3 45 g 1 A2 4R B2 B

el flen Press

el £metican Chemicsl Society

el American Institute of Phrysics
LI smetican Phyzical Society

el £metican Paychological Associ
el Annual Reviews Journals

Package(s) from
Local Holdings
LI=notiles b=d= Sometites [= alltites

o may select individual titles from
this package.

pleaze select a package:
LI
(] localholdings demos
LI localholdings demod

Titles in package:
localholdings_demo2

Content. print{5448) fulltext(4155) {15) ebook(3) ebscofd) use "fulltext' or"ahbstracts” for
electronic. "print' will display a catalog link.(3)

9624 records found

Showy all titles, regardless of content, in this packane
“ou can edt, add, or remove records from your Local Holdings list with the Local Holdings Admin tool.

Dowwnload Selected records for this packane

Showe the records for this package which overlap the saved title list (hazed on ISSNY
Showy the records for this package that do not overlap the saved title list (based on ISSH)
Search for titles in "customer demao2":

search

Add complete package to list v | doit

Displaying ALL titles

Reszult Page: next page --=  last page --=|

Boveepinkavaime
= Deep link available
|| 1993 Evalustion Resutts

print; Coverage

-10 -
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Local Holdings screen

Below is the Local Holdings screen.

The tables below the screen explain the fields in a local holdings record.

Local Haldings: | — please choose — | Title lists using this pkg:

Upload File | HELP

Download File

Select atitle, then click "Edit Record" to see the information about that title.
O, you can add & new title to your Local Holdings by entering its match start of title hd Search
information in the form belove, then clicking 'Add Record',

1993 Evaluation Fesults *~
1995 evaluation results. Wols. 1 &2

1998 Annual Review of Development Effectiveness

1999 Annual Review of Development Effectiveness

2000 Annual Rewview of Development Effectiveness

2001 Annual Review of Development Effectiveness

2002 Annual Review of Development Effectiveness

A Chanceto Learn

A commercial bank's microfinance prograrm

A Conservation Assessment of the Terrestrial Ecoregions of Latin America and

A Diagnostic Framewaork for Fevenue Administration ABC

A Framewark for the Design and Implementation of Competition Law and Policy

A Governance Approach to Cikvil Service Reform in Sub-Saharan Africa

A Guide 1o Living Standards Measurement Study Surveys and Their Data Sets

A Guide to the Formulation of Water Resources Strategy v

Edit Record Rermowve Record

Record Info

*Reqguired fields: Contert, Title
Title {required)

URL
elS5H ISEH .
ISSH ‘Content {required)
—please choose — v
BOOK Content Date Book K
DATA: Author nooktey
Content Start TEPT W || TP W || 7T oW Content End TEPT || TP w17 W
Enumeration Start ‘olume: ; lssue: Enumeration End olume: ; lssue:
Coverage Location
Publisher ID Choosze a Publisher Publisher
> Showe Advanced Options
Clear Farm Add Record Sawve Changes Femove Record

Click on thiz button to save changes to your live title list

[ Apply Changes to Title Lists Using this Local Holdings table

When creating or editing a local holdings record, fill in the relevant fields below. Note: You must enter the two required fields,
Title and Content.

Field Description Example
Author The person or organization responsible for the creation of the item. . W.B. Yeats
« Department of Education
Content The kind of content being referred to by this resource. . abstract
(Required Field) Note: If you choose e-Book, you must fill in the URL field. If you choose | ° ebook
. . . . : « fulltext
Print, a link to your online public access catalog (OPAC) appears if you . indexed
have enabled OPAC linking. . print
. selectedft (ft=full text)
Content Date The Date the item was published. Enterin this format: YYYY-MM-DD 1991-06-15

-11 -



WorldCat Link Manager

Content End ‘The ending date of availability for this journal in ISO date format. 1956-09-01

Content Start The starting date of availability for this journal in ISO date format. 1901-02-26

Coverage The starting and ending date of availability for this journal entered as free [, Spring 2004 to winter 2008
text (not according to any standard, such as the ISO YYYY-MM-DD for- . Non-Western calendars
mat). If this field is used it overrides Content End and Content Start.

elSSN The elSSN for a journal. 1467-6281

Enumeration End

The last volume and issue available, only numbers accepted.

volume:35;issue: 11

Enumeration Start [The first volume and issue available, only numbers accepted.

volume:0T;issue:09

link.

ISBN For book records, a 10 or 13 digit number. Do not enter dashes. 1886101116
978886101111
Location ‘The physical location of a journal within a library. 2nd floor, Main Library
Notes Any extra information the user should see when viewing this record that . Available in print
does not fit in other fields. . Requires password
« Free trial expires
6/15/2009
Publisher The publisher name the user sees in the "available from™ section of aresult.| ,  gcienceDirect JANUL con
sortium
. Lextenso
Publisher ID Internally-used publisher code which connects this title with a publisher « oup (Oxford University
level link. Selectable with the drop down list. Press)
« npg (Nature Publishing
Group
Title (Required |1 e title of a journal/book/resource. Annals of Medicine
Field)
URL The location of the resource on the internet. It displays as the Find Title http://www.annals.org/

To use these fields, click Show Advanced Options, at the bottom left corner of the Record Info area.

W Hide Advanced Options
Sort Title

Link Scheme

Hotes

Customer
Column 1

check this box to auto-generste Sort Title from Title when addingfediting records

Choose a Linkscheme

Customer
Column 2

Clear Form

Customer
Column 3

Acdd Record

iKey

Show Links?

Sawve Changes Femowve Record

Click on this button to save changes to your live title list

[ Apply Changes to Title Lists Using this Local Holdings table ]

Field

Description

Customer Column 1

Customer Column 2

Customer Column 3

Additional columns for extensions. Not used by default. It requires customization in order to make

this appear to the user.

jKey

A special journal key string which is used when creating links for the journal.

-12 -
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Link Scheme Internally used linking code which specifies what type of linking to use for a particular title.
Notes Any extra information the user should see when viewing this record that does not fit in other fields.
Show Links? Choose whether article level links ("Find Article") show for a title.

Yes: always show article level links
No: never show article level links
Blank (""): set this value as appropriate for a particular citation

Blank is the default and it should only be changed in exceptional cases.
Sort Title The version of the title used by the system for searching and sorting.

Add, edit, or delete a local holdings record

There must be at least one local holdings file in the Title List Admin in order for any local holdings changes to take effect in
your title list.

T |Click Administer WorldCat Link Manager.

In the Authentication Required window, type your user name and password.
2 |On the Administration Center screen, click Local Holdings.
3 [Scroll down to the Record Info area.

Enter the information describing the journal.

Click Add Record.
Click Apply Changes to Title Lists Using this Local Holdings table.

T |Click Administer WorldCat Link Manager.

In the Authentication Required window, type your user name and password.
2 |On the Administration Center screen, click Local Holdings.
3 |Find the record for the journal whose local holdings you want to edit.

Browse. Use the A to Z Search bar to browse by the first character of the journal title.
Search. Type words from the journal title in the search box. Choose the kind of search:

. Match start of title
« Match exact title
« Match every word in title
Click Search.
4 |In the search results box, click the journal title.

Edit record. Click Edit Record. The record appears in the Record Info area (scroll down to see all of this area). Make
your changes.

Delete Record. To delete the record from your Local Holdings table, click Remove Record.

© |Click Apply Changes to Title Lists Using this Local Holdings table.

-13-
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