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Quick Start for Individual Subscribers
Scenario #4: How To Create a Circulation Analysis 
The length of the fourth task will depend upon your experience extracting data from your ILS.  We will create a Circulation Analysis in the WorldCat Services Administrative Module and submit a data file via OCLC’s PSWeb.

Estimated time required: Varies.

Stage One – Gathering circulation data from your ILS
First, you will need to run a report from your ILS system for all items circulated within a given date range.  You can send up to five (5) years of data.

· This report must include the following data for each circulation transaction:

· OCLC Institution Symbol (e.g. HLS)

· OCLC Number 

· Barcode 

· Check-out date 

· This report can include the following optional data for each circulation transaction:

· Check-in date 

· Item Location (e.g. Popular Reading Collection) 

· The report you submit to OCLC must be either an .xml (preferred) or a tab-delimited .txt file.  
· These data elements must be submitted in a specific sequence:

· To view the .xml schema, click here.

· To view the tab-delimited .txt template, click here.

· Note:  To ensure that your Circulation Analysis is built promptly, be sure to format the circulation data extracted from your ILS report to correspond to the data element sequence specified (OCLC symbol, OCLC number, barcode, check-out date).

· Once you have formatted your data to correspond to the data element sequence specified, save the file to your computer. 

Stage Two – Creating the Circulation Analysis and submitting the circulation data to OCLC

1. Once you have run your report and formatted it to correspond to the data element sequence specified above, log in to the WorldCat Services Administrative Module at: http://firstsearch.oclc.org/admin
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2. Click the Collection Analysis tab.
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3. Click the Circulation Analysis button on the left sidebar.
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4. Check the box next to Add Circulation Analysis
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5. Click Save Changes.
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6. Click on the Upload your data as an .xml or tab-delimited .txt file link.  This will open a new window.
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7. If you are prompted for your authorization and WorldCat Services Administrative Module password, enter your WCA authorization and password.
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8. You will be asked for your name and e-mail address and whether or not you agree to the Terms and Conditions for the use of your circulation data.
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9. Once you have agreed, you will see a File Upload screen.
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10. Click on the Browse button to locate your .xml or tab-delimited .txt Circulation Data file.
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11. Once you have found the file, click the Upload Files button.
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12. Upon receipt of your data, we will examine its completeness and reply via e-mail to either verify completeness, or ask for additional data to be supplied.
13. Once we have successfully received your circulation data, your Circulation Analysis will be created within 14 days.
Next steps:  
Now you are ready to start using Collection Analysis!  If you are interested in learning more about best practices, tutorials or other materials, please go to: http://www.oclc.org/support/documentation/collectionanalysis/default.htm 










Getting Started with WorldCat Collection Analysis











