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What is WorldCat?

• WorldCat is the most comprehensive and up to date 
bibliographic resource available.

• WorldCat contains all bibliographic records (with 
holdings information) cataloged by OCLC member 
libraries including books, manuscripts, computer data 
files, maps, computer programs, musical scores, films, 
slides, newspapers, videotapes, sound recordings, 
journals and magazines, dissertations and more. 



Use WorldCat to Locate

• Materials in local libraries
• Research materials on a 

variety of topics
• Unique items found only in 

WorldCat
• Foreign language  materials
• Sound Recordings
• Computer Files
• Visual Materials
• Musical Scores
• Maps
• Manuscripts
• Archival Materials

• Braille materials
• Dissertations
• Microform materials
• Mp3 files
• Animation        
• Book Reviews
• Newspapers
• Video Tapes
• Films
• Journals
• Magazines
• Serial Publications
• Internet Resources



Help is Readily Available in WorldCat
• HELP is always available 

from the upper left of the 
search screen and from 
the help buttons
at the end of many fields. 

• HELP screen pop-ups  
offer information that is 
concise and helpful. 

• Use context sensitive help 
or enter a topic in the 
search box.

• The Help Glossary may be 
of help in clarifying the 
meaning of some 
ambiguous terms.



Basic Navigation
1.Top Level Navigation tabs - blue color shows active tab.

2.Search Method buttons - white color = search method in use.

3.Option buttons, upper left, provide Help and additional information.

4.Navigation menu displays from inverted arrow. Use this or tabs (#1).
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Navigation Tips
1. Always read the upper left corner of each WorldCat screen to 

ascertain “where” you are (blue). Context sensitive instructions
follow the blue heading (1a).

2. The three major catalog areas are on the top most tabs:
Searching, Results, and Resources. The area in which you are 
working is colored blue.

3. Each major area is broken into sub-divisions by buttons. The 
sub-division in use is colored white.
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Navigation Tips
4. Options available for each sub-division are displayed beneath 

the sub-division buttons. Illustration below shows options for 
use with the List of Records.

5. Be sure to “Exit” your session with WorldCat by pressing the 
“Exit” button in the upper right of the screen.
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Navigation Tips
REMEMBER TO EXIT! By exiting your session, you 

allow other users to access the system. This reduces the 
number of turn-aways.
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3 Methods of Searching
• Basic Search – simplified for quick use. Contains only 

keyword, author, title, ISBN, and year fields.

• Advanced Search (set as the default method)
Enables easy construction of complex search strings. Offers 
numerous search limits. Permits use of Boolean operators.

• Expert Search - for experienced searchers who prefer 
to enter their own search string, no assistance is provided 
with operators, but they are listed below the search form .

The tab of the search method in use is white;
click another button to change the search method.



quick, but few options



Basic Search

Use the Basic Search for 
simple keyword, title, 
author, ISBN, or year 
(used in combination with 
another term) searching.

Search, for example, for 
the book that William 
Faulkner wrote in 1929 
by filling in the author 
and year fields.

Faulkner, William

1929



Basic Search





ADVANCED Search Screen

Search Terms

Language

Material or 
Document types

Subtypes

Library Source

Ranking options

Year

Index Options



Advanced Search 
Sample

kingsolver, barbara [author phrase]
mine and strike [keywords]
English [language]
book [type]
not fiction [subtype]
not juvenile [subtype]

An adult, non-fiction book in English 
by Barbara Kingsolver that concerns 

a strike and a mine.



List of Records
Three records were found matching the search criteria.

Search string listed hereNumber of recordsPrintEmail

Click on title to view Detailed Record

Holdings links

Sort



Detailed Record
Overview

This entry, as many 
contemporary entries, 
shows the book cover.

Use “Find Items About” 
link for criticism, etc.

Author link shows other 
works by the author.

Search terms are 
highlighted in yellow.

Ample links for 
obtaining additional 
information.

Accession number

Next slide



Author Link Results
Note Document 
Type tabs, with 
numbers of items 
at top of screen.

Limits may be 
refined at top with 
drop-down 
menus.

The author link on 
a Detailed Record 
provides a quick 
way to see the 
author’s other 
works.





Step 1 of Advanced Search: Search Words

1. Type search terms in search boxes.

2. Select an index for each term from the drop down menus. 

3. Browse indexes, if desired, by pressing these buttons.

4. Select other connector/operators from the drop down menu, if 
needed.
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Search Indexes

Many Search Indexes are available, as shown in the drop 
down index menus reproduced below.

For best results you may need to try more than one index 
and compare the results.



Tips for Selecting Search Indexes

Author = Last name only Author Phrase = Last, First

Keywords – one or two words may be used. An “and” is 
assumed between them. You may select an “or” or “not” 
as a Boolean operator.

Title = one word titles. For longer titles you must use
Title Phrase – the search engine assumes an “and” 
between multiple words and this, naturally, yields 
unpredictable results when multiple words are searched in 
the “title” (one word) index.

Subject vs. Subject Phrase – follow the same single 
word vs. multiple word difference. Subjects are LOC 
subjects.



Browse Index: button after index menu

Use this feature, especially if you 
get “no results” when you are 
reasonably sure you should.

Browse Index may help generate 
useful alternative ideas, words, and 
correct spellings, e.g. the author of 
Giants in the Earth is Rolvaag, not 
Rolvag.

Use of the Browse Index showed 
that ‘Rolvaag’ had 214 results and 
‘Rolvag’ only 2 (insufficient for a 
noted author).

The Browse Index may also help 
reveal exact titles from inexact titles 
and an author’s middle initials when 
first and last names are the same.



Advanced Searching allows you to qualify your search by 
publication year, language, number of libraries, 
material/format type, audience,  and content.

Important tip: After making a menu selection when using  a “wheel” or “scroll” 
mouse, remember to click outside the selection box to finalize your choice. 
Otherwise, using the wheel to move down the screen will continue to scroll 
through the selections in that box, leaving you with a random selection.

Step 2 of Advanced Search: Select Limiters



“Year”

• Because this is a world  catalogue, it is important to 
remember to select English from the list of languages if 
that is your preference. 

• For other languages use either the drop-down menu to 
specify a language or the “all languages” link for all.

“Languages”

• Year is the year of publication.
• Date range is entered as shown: 2000-2006



“Number of Libraries”

The default option for this field is “all.”

The chart below from the WorldCat Help clarifies the 
impact of selecting the various library number limits.



Audience, Content and Format types

Content types Formats
Audience

The extensive options available in the drop-down menus for 
audience, content, and format are reproduced below.

Take advantage of these options on your initial search to 
save time limiting your search results later.



Step 3 of Adv. Search:
Availability & Ranking
1

3

2

1 You can limit availability to a specific library that is included within a Custom Library 
Group. The tutorial uses the RRLC libraries at the example Custom Library Group. 
Up to five custom library groups may be created, including up to 15 libraries in 
each group. One group at a time may be displayed in FirstSearch. Custom Library 
Groups and the display defaults may be set by each library via the WorldCat
Administrative Module. For information about how to utilize the WorldCat
Administrative Module, contact RRLC at (585) 223-7570.

In this example, you can limit availability to a specific library that is included in the 
RRLC Libraries Custom Library Group. Select from the drop down menu.

To search availability for a particular library not included in the Custom Library Group, 
enter Library Code. Use the help link to find codes.

Select a ranking method. Details follow.
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Limit by Library Holdings
• You can limit the results of your search to items held in a particular 

library. In this example, the first check box specifies the libraries that 
are included in the Custom Library Group RRLC libraries. The drop-
down menu for selecting a library from this group is shown. Every 
library may create up to five custom library groups including a 
maximum of 15 libraries in each group. This allows for the 
identification of resources from library “partners”. 



“Ranking” the Search Results

Number of Libraries = records listed by the number of 
libraries that hold them, with the most commonly held 
displaying first. Search screen always defaults to this option.

Relevance = records listed by how closely they match the 
search terms. The most relevant items are displayed first.

Date = listed by date of publication, with the most recent 
displaying first.

Accession Number = the records most recently added to 
the database display first.

Ranking is a very important option in 
organizing your results. Save time 

by selecting a ranking option on the 
search screen, rather than later from 

the list of records.

Ranking Options



“Clear” the Search Criteria
Forgetting to clear the search screen will cause you 
frustration, especially when you go back to change 
something at the top of the search screen and forget to 
scroll down to change your limiters at the bottom.

It is especially helpful to get in the habit of looking at the 
top right to see your search string (example below), as 
recorded by World Cat – it is easy to see simple user 
errors by comparing the string with what you thought you 
entered on the search screen.



Spelling

WorldCat does give some help in the case of spelling 
errors, as illustrated in the help box above, located in the 

upper left corner of the search screen.

As in any searching, correct spelling is exceptionally important.



Preferred LOC Subject Headings

The Subjects button 
is helpful in finding 

additional terms that 
may be pertinent to 

your search.



Hot Topics

Hot Topics are “pre-formed searches” on timely subjects. 
These Hot Topics are available from a drop-down menu on 
in the upper left of the Basic Search and Advanced Search 
screens. 

Hot Topics are updated regularly to keep up with the 
changing times.





Reading the “List of Records”

1

2

The search string is displayed here for each List of Records 
found. Look it over to be certain you have entered the terms 
that you intended; it is easy to forget to clear entries from a 
previous search and thus get very unexpected results on a 
new search.

Convenient graphic tabs categorize results by resource type 
and indicate totals for each. The category being displayed 
shows a blue color tab.
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Search Results: number of matches

1. The number of matches displays in 3 places (a, b, c) at the 
top of the List of Records.

2. In the search string the number of English language results 
is extracted from the total when “all languages”, the default, 
is not changed. To see just English results, click this link.

a

c

b



Sort Results – Press Sort button on the top, 
left of the List of Records & two Sort options are offered:

1.The four links on 
this line,          
sort the results 
in descending 
order; most 
recent first; 
alphabetical; etc.

2. These drop-
down menus for 
the 4 categories 
offer both 
ascending and 
descending 
order.

Use when finished sorting
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“Limit Results” suggestions
are offered in the upper left of the results’ screen

when a large number of results is found

Illustration of limiting by 
subject headings

1
2 May be very useful.



Limit Button (top, left on List of Records)
displays the same screen as the

“Limit Results” link

Click on the + sign to display the available selections,    as shown 
for Languages. Note number of entries for each language



Limit Results by Subtype
menus at top center of List of Records

1.These menus for audience, content and format contain the 
same options as those given in the original Advanced Search.
Select an item from a menu – then click the SEARCH button to 
refine the search.

2. If you need to apply 2 or more of these limiters, because the 
results are not focused enough, it is faster to use the Browser 
Back button and revise the limits on the original search screen.



“Related Subjects” & “Authors”

• After clicking on the subject or author button, select a 
subject or author from the list to see additional results.

• More than one subject or author may be selected to recast 
the search.



Ranking the List of Records
Ranking of results is, by default, by the “number of libraries” 
holding the item. The item held by the greatest number of libraries 
appears first in the list of records (see example below). 

In some cases you may want to compare such results with a 
search ranked by relevance. Return to the search screen to change 
the ranking method.



Library Ownership
Library ownership information is available from the “Libraries 
Worldwide” link on the detailed record screen. RRLC has configured the 
screen to allow for the libraries within the RRLC Libraries Custom Library 
Group to display first. Other libraries within the VRSU (RRLC union list) 
group will then display. Clicking on the Display All Libraries link, will show 
additional libraries outside of the RRLC area, within NYS, other U.S. states 
and worldwide. This display of ownership information may be configured by 
each library using the WorldCat Administrative Module.



Library Ownership
The display allows for a direct linkage to many of the libraries’ 
online catalogs. Not all libraries with holdings in WorldCat have 
configured their catalogs to allow for this linkage. To connect to the 
online catalog of a library that is hyperlinked in WorldCat, click on 
the library name and proceed searching the library’s online catalog. 



Library Ownership
Once connected proceed in searching the library’s online catalog. In 
some cases, a link does not go directly to the record, and a search 
may need to be “redone”. Remember to click on Return, to connect 
back to WorldCat.





Accessing a “Detailed Record”
available from top of List of Records or by clicking title

1. Select an 
entry by 

checking box

2. Click to display “Detailed 
Record” of checked item OR

simply click title of item.



“Detailed Record” 
The gray headings –

Get This Item,
Find Related,
Title, and
Subject(s)

make reading the record easy.

The “More Like This”   and 
“Find Items About” links can 
be of tremendous help when 
doing research. In this 
instance there are two 
resources about the novel 
and 3,637 about the author.



“More Information” and “Excerpt”
information tabs available when some Detailed Records are accessed

Many contemporary materials include cover illustrations and 
sometimes excerpts after the Detailed Record screen is accessed.



“Table of Contents” and “More Info.”
available when some non fiction Detailed Records are accessed

“Table of 
Contents” tab for 
non-fiction offers 
the actual Table of 
Contents and often 
a book cover for 
more recent 
materials.

“More Info” 
contains a 
summary for non-
fiction work, as 
shown below:



“More like This”     Advanced Options
This Advanced Options example resulted from a search using the  

keywords “genetics” and “Bedouin.”



“More like This”     Advanced Options

Using the Advanced Options link 
on a Detailed Record can yield 
extremely useful information.

Select desired subjects by 
clicking on them or by checking 
the check box and clicking 
“Search.”

After a search is made the   
subject changes color, as shown 
in the illustration.



No Search Results

• When no results are found for a search, you will see the 
red circle with an “X”. Suggestions for improving the 
search are provided in the box on the upper left of the 
screen. Suggestions are usually self evident, but there 
are times we all need reminders!



construct your own search string



EXPERT Search

The Expert Search method is designed for those 
comfortable with writing out more complex search 
queries, using Boolean and proximity operators, 
truncation, wildcards, and extensive abbreviations. 

Many of the needed abbreviations are listed just below 
the Expert Form – be sure to scroll down.

This search form eliminates the boxes and Boolean 
operator choices that are provided on the advanced 
search form – you include them in the search query.

Extensive choice of indexes – twice as many as in the 
Advanced Search.



Expert Search Screen

Valuable Help with 
abbreviations and 
constructing 
Expert Search 
queries, etc. found 
by pressing 

Browse Indexes 
(see following screen)

Same limiters as 
used in the 
Advanced Search.

Area in which to write search query.



EXPERT Indexes



Expert Search Abbreviations

The abbreviations 
used in the Expert 
Search for proximity, 
truncation, wild cards, 
plurals, etc. are found 
at the bottom of the 
Expert Search screen, 
as illustrated here.
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