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Connexion client Module 8: Original Cataloging 

Introduction 

OCLC maintains quality standards for records in WorldCat.  As a shared database, it is important to use 

these standards when you create new records or update existing records in WorldCat.    

The benefits are great for both your library staff and users because this makes the materials from your 

collection readily available through your own catalog or through an OCLC service such as WorldCat 

Discovery, WorldShare ILL or WorldShare Management Services.   

This program will review OCLC policies for contributing original records to WorldCat and how to 

determine whether to use an existing record or create a new one.  

 

OCLC policies and principles of cooperation  

WorldCat rights and responsibilities for the OCLC cooperative:  

https://www.oclc.org/en/worldcat/cooperative-quality/policy.html 

Shared values and membership principles of the OCLC Cooperative 

10 values, including Sharing: Member libraries make a commitment to contribute to OCLC all 

current metadata and holdings information, which represents items in their collections.  

https://www.oclc.org/content/dam/oclc/membership/values_principles.pdf 

 

Guidelines for Contributions to WorldCat  

Member libraries make a commitment to contribute to OCLC all current metadata and holdings 

information, which represents items in their collections. [Use this guide] to help in deciding 

when to add or not to add metadata and holdings information to WorldCat.  

https://www.oclc.org/content/dam/oclc/worldcat/documents/guidelines-for-contributions-to-

worldcat.pdf 

 

 

Bibliographic Formats and Standards (BFAS or Bib Formats): 

https://www.oclc.org/bibformats/en.html  

• Chapter 1, Section 1.5: Bibliography of cataloging documentation  
 

• Chapter 2: Online cataloging contains instructions on general cataloging practices 
within WorldCat.  Sections include: Full, minimal, and abbreviated cataloging standards; 
PCC standard records; Language of Cataloging, Character sets and Punctuation.   
 

• Chapter 3: Special cataloging guidelines, Section 3.3. This section contains instructions 
for cataloging special types of resources, including electronic resources, integrating 
resources, local recordings, microforms, technical reports, and theses and dissertations. 

https://www.oclc.org/en/worldcat/cooperative-quality/policy.html
https://www.oclc.org/content/dam/oclc/membership/values_principles.pdf
https://www.oclc.org/content/dam/oclc/worldcat/documents/guidelines-for-contributions-to-worldcat.pdf
https://www.oclc.org/content/dam/oclc/worldcat/documents/guidelines-for-contributions-to-worldcat.pdf
https://www.oclc.org/bibformats/en.html
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• Chapter 4: When to Input a New Record:  

• To promote a common basis for decision-making and creation of a useful database, 
OCLC and its advisory groups established guidelines for inputting new records into 
WorldCat. 

• These guidelines should be used when deciding whether to use an existing record or to 
enter a new record. 

• As a membership cooperative, OCLC encourages members to share their expertise 
with the WorldCat community, improving existing cataloging by exercising the same 
care in editing and replacing an existing record as you would in creating a new record. 

• OCLC's matching algorithms (including Duplicate Detection and Resolution (DDR) and 
automated loading of records) are based on these guidelines. 

 

How to Create Original Records 

• From workform:  
Cataloging > Create > Single Record; choose format and workform type 

Setup to display RDA fields in workform: Tools > Options > RDA  

Check box to “Use RDA workforms when creating new bibliographic records”    

• Derive from existing record:   
Edit > Derive New Master Record 

Setup for Derive Record: Tools > Options > Derive records: select fields to transfer when 

using the derive command   

• Import records from outside source:  File > Import Records 

Browse to locate the file to import and select the destination, either online or local save file. 

 

When new record is completed, use Update or Produce command to add record to WorldCat: 

• Action> Holdings > Update Holdings or <F8>  

• Action > Holdings > Produce and Update Holdings or <SHIFT> + <F7> 

 

Resources 

Bibliographic Formats and Standards : https://www.oclc.org/bibformats/en.html 
 
Create bibliographic records 
https://help.oclc.org/Metadata_Services/Connexion/Connexion_client_3_0/Cataloging/Create_
bibliographic_records 

 

  

https://www.oclc.org/bibformats/en.html
https://help.oclc.org/Metadata_Services/Connexion/Connexion_client_3_0/Cataloging/Create_bibliographic_records
https://help.oclc.org/Metadata_Services/Connexion/Connexion_client_3_0/Cataloging/Create_bibliographic_records
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Test your knowledge 

1. What is one important reason for libraries to add original records to WorldCat? 
a. Add records to WorldCat to help facilitate resource sharing activities   
b. Add records to make unique materials from your collection available to the global 

library community 
c. Member libraries commit to contribute to WorldCat all current metadata and 

holdings information, which represents items in their collections. 
d. Add records to help WorldCat grow 
e. These are all good reasons to add original records 

 
2. Why is it important to search WorldCat thoroughly before creating a new record? 

 
3. In Bibliographic Formats and Standards, find the section that:  

a. Lists the current cataloging rules that must be applied to WorldCat records  

b. Says that headings in current original cataloging must conform to the OCLC 

Authority File or be constructed according to AACR2 or RDA  

c. Lists guidelines for how to catalog integrating resources  

 

4. What Encoding Levels (ELvl) are most commonly used by OCLC libraries when adding 

new records to WorldCat, and what do they mean?  

 

5. When cataloging an electronic serial, it should be coded as record Type m.  

a. True 

b. False 

 

6. Consult Bibliographic Formats and Standards, Chapter 4 to answer these questions:  

a. If the book you are cataloging has an ISBN that is not in the record you found in 

WorldCat, you should input a new record.  

i. True 

ii. False 

b. You have an audiobook on CD to catalog but the only matching record you find is 

for a Playaway version of the title, you should input a new record.  

i. True 

ii. False 
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7. For each of these fields, indicate if it is Required if applicable (R) or Optional (O) for 

Encoding Level |BLANK| (full level) and Encoding Level 7 (Minimal level) records:  

 

Field  
ELvl |BLANK| 
(Full level)  

ELvl 7 
(Minimal level)  

Call number (050, 082, etc.)    

1xx (Main entry)    

240 (Uniform title)    

246 (Varying form of title)    

264 (Publication, distribution, etc.)    

 

8. What is the best way to identify the Language of Cataloging used in a record?  

a. Review the language of the subject headings 

b. Review the language in field 300, physical description 

c. Review the 5xx fields and note the language 

d. Review field 040 especially subfield b that contains a language code 

e. Review the Lang fixed field value 

 

9. If your library catalogs primarily in English, and the only record you find has a Language 

of Cataloging indicator, French, what is the best course of action?   

a. Edit this record for your local use 

b. Create a new record with language of cataloging coded as English 

c. Wait until another library creates a record that you can use 

 

10. When you create original records in Connexion, you must enter your OCLC symbol in 
field 040, subfields ‡a and ‡c. 

a. True 
b. False  

 
 
 

Check your answers on the next page 
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Answers (in BOLD) 

1. What is one important reason for libraries to add original records to WorldCat? 
a. Add records to WorldCat to help facilitate resource sharing activities   
b. Add records to make unique materials available to the global library community 
c. Member libraries commit to contribute to WorldCat all current metadata and 

holdings information, which represents items in their collections. 
d. Add records to help WorldCat grow 
e. These are all good reasons to add original records 

 
2. Why is it important to search WorldCat thoroughly before creating a new record? 

This process can avoid a duplicate record from being added to WorldCat.  Also, if a 

record with similar characteristics exists, you could derive a new record from this one, 

instead of creating a record from a blank workform.   

3. In Bibliographic Formats and Standards, find the section that:  
a. Section 2.2 Creating Bibliographic Records, Lists the descriptive 

conventions to use when creating WorldCat records  

b. Section 2.2 Creating Bibliographic Records, says that headings in current 

original cataloging must conform to the OCLC Authority File or be constructed 

according to AACR2 or RDA  

c. Section 3.3.2 Lists guidelines for how to catalog integrating resources  

 

4. What Encoding Levels (ELvl) are most commonly used by OCLC libraries when adding 

new records to WorldCat, and what do they mean?  

Encoding Level |BLANK| is for full-level records; and Encoding level 7 is for 

minimal-level records. 

 

5. When cataloging an electronic serial, it should be coded as record Type m.  

a. True 

b. False Electronic resources that are primarily text should use Type code a 

(Language material).  When cataloging an electronic resource that has a Type 

code other than m, use code s in Form for electronic resource.    

 

6. Consult Bibliographic Formats and Standards, Chapter 4 to answer these questions:  

a. If the book you are cataloging has an ISBN that is not in the record you found in 

WorldCat, you should input a new record.  

i. True -- False – Absence or presence of field 020 does not justify a 

new record. Compare fields 245 through 5xx for other differences to 

justify a new record. 
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b. You have an audiobook on CD to catalog but the only matching record you find is 

for a Playaway version of the title, you should input a new record.  

i. True – Specific technical differences justify a new record 

ii. False 

 

7. For each of these fields, indicate if it is Required if applicable (R) or Optional (O) for 

Encoding Level |BLANK| (full level) and Encoding Level 7 (Minimal level) records:  

Field  
ELvl |BLANK| 
(Full level)  

ELvl 7 
(Minimal level)  

Call number (050, 082, etc.)  R O 

1xx (Main entry)  R R 

240 (Uniform title)  R O 

246 (Varying form of title)  R O 

264 (Publication, distribution, etc.)  R R 

 

8. What is the best way to identify the Language of Cataloging used in a record?  
a. Review the language of the subject headings 
b. Review the language in field 300, physical description 
c. Review the 5xx fields and note the language 
d. Review field 040 especially subfield b that contains a language code 
e. Review the Lang fixed field value 

 

9. If your library catalogs primarily in English, and the only record you find has a Language 
of Cataloging indicator, French, what is the best course of action?   

a. Edit this record for your local use 
b. Create a new record with language of cataloging coded as English 
c. Wait until another library creates a record that you can use 

 

10. When you create original records in Connexion, you must enter your OCLC symbol in 

field 040, subfields ‡a and ‡c. 

a. True 

b. False  

 


