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Important Notes 
 

 FirstSearch will return a list of your library’s magazines and any other serials held by your library.   

 

 How does a magazine differ from a serial? 

 

Definition of a serial: “A publication in any medium issued under the same title in a succession of 

discrete parts, usually numbered (or dated) and appearing at regular or irregular intervals with no 

predetermined conclusion.” 

From the Online Dictionary for Library and Information Science (ODLIS) entry for ‘serial.’ 

Accessible online at http://lu.com/odlis/odlis_s.cfm  

 

Examples of serial publications:  
o annuals (reports, yearbooks, etc.) 

o continuing directories 

o journals 

o magazines 

o newspapers 

o numbered monographic series 

o periodicals 

o proceedings 

o transactions 

 

 There is currently no way to limit a FirstSearch search to a specific type of serial publication (magazine, 

journal, directory, etc.). However, a search may be constructed to include only serial publications, which 

includes the examples listed above.  

http://lu.com/odlis/odlis_p.cfm#publication
http://lu.com/odlis/odlis_m.cfm#medium
http://lu.com/odlis/odlis_i.cfm#issue
http://lu.com/odlis/odlis_t.cfm#title
http://lu.com/odlis/odlis_p.cfm#part
http://lu.com/odlis/odlis_n.cfm#numbering
http://lu.com/odlis/odlis_d.cfm#date
http://lu.com/odlis/odlis_r.cfm#regular
http://lu.com/odlis/odlis_i.cfm#irregular
http://lu.com/odlis/odlis_s.cfm
http://lu.com/odlis/odlis_a.cfm#annual
http://lu.com/odlis/odlis_r.cfm#report
http://lu.com/odlis/odlis_y.cfm#yearbook
http://lu.com/odlis/odlis_d.cfm#directory
http://lu.com/odlis/odlis_j.cfm#journal
http://lu.com/odlis/odlis_m.cfm#magazine
http://lu.com/odlis/odlis_n.cfm#newspaper
http://lu.com/odlis/odlis_n.cfm#number
http://lu.com/odlis/odlis_m.cfm#monographicseries
http://lu.com/odlis/odlis_p.cfm#periodical
http://lu.com/odlis/odlis_p.cfm#proceedings
http://lu.com/odlis/odlis_t.cfm#transactions
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Logging into FirstSearch 
 

 
 

1. Open an internet browser and type http://firstsearch.oclc.org/ into the URL line. 

 

2. Enter your library’s FirstSearch authorization and password.  

The authorization number may be entered with or without hyphens. 

 

Example: 100127939 or 100-127-939 

 

Contact OCLC Support at support@oclc.org or 1-800-848-5800 if you do not know your library’s 
FirstSearch authorization number and password.  

 

 

3. Click the Start button.  

 

http://firstsearch.oclc.org/
mailto:support@oclc.org
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Searching by Library for Serial Titles  
 

 
 

1. On the Home screen, go to the “Jump to Advanced Search” drop-down menu and select “WorldCat.”  

The Advanced Search screen appears. 

 

See the next page for a screen shot.  
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2. In the “Search for:” box, type   li=   followed by your library’s three-letter OCLC code.  

Do not include a space between the equal sign and the first letter of your OCLC code.  

Make sure the search index is set to Keyword.    

 

Example: If you want to search for all serials held by the Resource Sharing Alliance, you would 

enter   li=ihx 

 

3. In the “Limit type to:” area of the search interface, check the box next to Serial Publications. 

 

4. Click the Search button.  

A list of your library’s serial titles appears.  

 

See the next page for a screen shot.  
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5. Above the list of titles, the number after “Records found:” indicates how many serials are currently held 

by your library.  

 

In this example, your library holds 2 serials. 
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FirstSearch Navigation Tips 
 

To view a record in the list of results, click on the item’s hyperlinked title (e.g., Library of Congress subject 

headings). 

 

You can mark a subset of records in the Search Results list: 

1. Click the checkbox for each record you want to include in the subset.  

2. Click the Marked Records link above the list of search results.  

3. A new screen will appear with the list of records you checked. Use the buttons at the top of the screen to 

email the list of results, or to print the list. 
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Use the Prev and Next buttons to navigate within the list of FirstSearch results.  

 

To jump to a specific number in the list of results (e.g., result 33 out of 136 total results), enter that number 

(i.e., 33 for this example) into the box that is between the Prev and Next buttons. Hit Enter on your keyboard. 

FirstSearch should jump to the portion of the results list that includes the number you entered into the box.  

Note: The jump-to feature only works when using Internet Explorer to access FirstSearch. The feature  

does not work when FirstSearch is accessed via the Firefox browser. 

 

You may limit the results by “Newspaper” or “not Newspaper.” Use the “Limit results:” drop-down menu 

beneath the navigation arrows. Click the Search button after making your selection.  

 

To return to the search interface at any time, click the Searching tab at the top of the screen. 
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 Printing a List of Your Library’s Serial Titles 
 

1. On the screen of search results, click the “Mark All” button that appears below the list of serial titles. 

The “Mark All” feature checks all the boxes of the records that are displayed on the current page.  

 

 
 

2. Use the Next navigation button to go to the next page of results.  Continue navigating forward through 

the list until you have checked the “Mark All” button for 100 records.  

Note: 100 records is the largest number of records FirstSearch will print at one time. If you try to 

print more than 100 records, you will see the following pop-up box: 

 

 
 

Click OK to close this pop-up box.  
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3. Click the Print button, located at the top or bottom of the search results page (arrowed in the screen shot 

on the previous page).  

 

A print preview screen appears: 

 

 
 

4. Make sure a check mark appears before each record in the list.  

 

5. Click the Print button on the small pop-up box.  

 

Note:  

Your library’s summary statement of local holdings (e.g., Retains current + 1 year) is not included in the 

annotation that prints for each serial title, nor is the serial’s ISSN. The annotation that prints will only 

include the serial’s title, author (if applicable), publication, and document information, as shown in the 

screen shot above for the three serial titles listed.  

 

6. To return to the list of your library’s serial titles, click the Return button, located at the top or the bottom 

of the print preview screen. Do not use your browser’s Back button. 
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7. Click the “Clear Marks” button to remove the check boxes that appear before the serial titles you just 

printed.  

 

 
 

8. If your library’s list of serial titles includes more than 100 results, repeat the steps above until you finish 

printing the list.   
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Sorting Your Library’s List of Serial Titles  
 

The sorting feature is only available if your search retrieves fewer than 500 records. 

 

 
 

1. On the screen that displays the list of search results, click the Sort button in the upper-left corner.  
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The following screen appears: 

 

 
 

2. At the top of the search screen, in the “Sort by:” section, select the radio button next to the first 

“Ascending”. 

 

3. Click on the drop-down menu next to the “Ascending” radio button you just selected. The box may read 

“[No sort]”, which is its default value. 
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4. From the drop-down menu, sort the results by Title, Author, Date, or Number of Libraries.  

 

For this example, you would select Title in order to sort your library’s serials holdings by title in 

ascending order.  

 

  
 

5. To increase the number of results that appear on the FirstSearch screen, use the “Record list size” drop- 

down menu to select 5, 10, 20, 50, or 100. 

Tip:  

Select a record list size of 100 to make printing or emailing a list of your library’s serial titles easier. 

100 records is the largest number of records FirstSearch will print or email to you at one time. After 

you print records 1-100, or email them to yourself, you may continue to print or email the remaining 

records in 100 record increments until you have printed or emailed your library’s entire list of serial 

titles. See “Printing a List of Your Library’s Serial Titles “in this guide for more information.  

 

6. After choosing your sort settings, click the “Set” button, located at the top and bottom of the sort screen.   
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7. Your list of search results reappears, sorted according to your settings (in this example, ascending order 

by title).  
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 Viewing Local Holdings for a Serial Title 
 

1. Under a title in the results list, click on the “Libraries Worldwide” hyperlink.  
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A screen similar to the following appears: 

 

 
 

 

2. Your library should appear at the top of the list of holding libraries. Your library’s OCLC code (in this 

example, IHX for the Resource Sharing Alliance at RAILS East Peoria) appears in green in the “Code” 

column on the right.   

 

3. Your library’s local holdings summary for the serial appears under the column labeled “Local 

Holdings.” 

 If no local holdings summary appears in the “Local Holdings” column, your library does not 

have a local holdings record attached to that serial. You will not need to edit or delete a local 

holdings record for this serial in Connexion Browser.  

 

 If a local holdings summary appears in the “Local Holdings” column, your library has a local 

holdings record attached to that serial. Depending on your library’s retention of that serial, you 

may need to edit or delete the local holdings record for this serial using Connexion Browser.  

 

In the example shown above for Index to how to do it information, no local holdings statement for your 

library is available. Other libraries, such as the Chicago Public Library (OCLC code CGP), do have a 

local holdings statement for this title. For the Chicago Public Library, the Local Holdings statement is 

1964-1968,1970- 
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4. The following is an optional step: If you want to view this title’s record in your library’s online catalog, 

click on the blue hyperlinked name of your library, under the “Library” column.  

 

For this example, you would click on REACHING ACROSS ILLINOIS LIB SYS/EAST P. 

This links you directly to the record for Index to how to do it information in the RSACat.  

 

 
 

 

 

5. Use the Return button in the upper right corner to return to FirstSearch.  

Do not use your browser’s Back button.  

 

 

Note:  

For instructions how to configure your library’s FirstSearch account to search your library’s local online 

catalog, please contact OCLC Customer Support at support@oclc.org or 1-800-848-5800.  

http://firstsearch.oclc.org/WebZ/FSPage?pagetype=return_frameset:sessionid=fsapp1-55653-gvwk9zfg-kccl9e:entitypagenum=13:0:entityframedurl=http%3A%2F%2Frsacat.alsrsa.org%2Fuhtbin%2Fcgisirsi%2Fx%2F0%2F0%2F57%2F5%3Fuser_id%3DAG_ALS-PDCWEB%26searchdata1%3Docm06881789:entityframedtitle=REACHING+ACROSS+ILLINOIS+LIB+SYS%2FEAST+P::entityopenTitle=Index%20to%20how%20to%20do%20it%20informa...:entityopenAuthor=:entityopenNumber=ISSN%3A%200073-5930:entityframedtimeout=30:clearopen=false:linktype=opacoclcnum
mailto:support@oclc.org
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Exiting FirstSearch 
 

 
 

 

When you are finished using FirstSearch, click Exit in the upper right corner. 
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Questions? 
 

 

 
 

 
 

 

OCLC Customer Support 

1-800-848-5800 

support@oclc.org 

 

 

 

 

 

 

RAILS staff does not provide support for local holdings maintenance. 
 

mailto:support@oclc.org

