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Identifying & Recording OCLC Numbers for Early English Books Online 
Resources 
 

Background. 
 

The task is to identify the OCLC numbers for the Early English Books Online (EEBO) versions of 
resources that the Libraries own on microfilm and to record the OCLC numbers in the 
appropriate rows and columns in the EEBO spreadsheet.  

The EEBO spreadsheet contains a list of titles, URLs, and OCLC numbers for resources in the 
EEBO collection. Note that many EEBO collection titles in the spreadsheet do not have OCLC 
numbers while many do.  Sheet 2 in the spreadsheet contains OCLC numbers of the Libraries’ 
microfilm titles. These are used for workflow tracking and management. 

The EEBO collection titles are interfiled in the main sheet with a list of the Libraries’ microfilm 
titles and their OCLC numbers, which are in purple font (See Figure 1 in Appendix 2). The 
microfilm version OCLC records will be used to identify OCLC numbers for equivalent e-version 
records.   For example, in Figure 1 there are three microfilm titles preceded and followed by 
similar EEBO titles lacking OCLC numbers.i  The procedures will instruct you on:  

1. searching for and retrieving the e-version OCLC record matching the microfilm version 
record,  

2. using the URL of the matching EEBO title to view the webpage of the resource for 
verification that the data at the webpage matches data in the microfilm and e-version 
OCLC records,                                                                                          

3. recording the OCLC number of the e-version record in the appropriate row and column 
in the spreadsheet,  

4. using font color, highlighting and staff notes to notate the spreadsheet.  

Procedures. Section 1.  
 

NOTE: Procedures, Section 1 applies to straightforward matches. Some of the OCLC records you find 
may already have UMCP holdings on the matching e-version records.  

For situations that aren’t addressed by Section 1, refer to Procedures, Section 2.  

NOTE: For any case not addressed by Section 1 or Section 2 of this document, enter “Yes” in the 
“Problems” column of the appropriate microfilm title row in the Work Status table in the M Drive. 

http://wwwlib.umi.com/eebo
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1. Begin with the OCLC# (sheet 2) of the microfilm version record. Copy the number to 
locate your starting point in the main sheet. Choose the “Find & Select” function key, 
select “Find” and paste in the number to locate the microfilm title in the main sheet.   

 

2. Next paste the microfilm version OCLC number into the Connexion client to perform a 
search that retrieves the record.  

 

3. Save the microfilm record to your local file (optionally, print it out).  
 

4. Use search limiters and data from the saved microfilm version record to retrieve the 
matching e-version record.  

 

Data to be used as search keys consist of a title key word (or two); a keyword from the 
library/institution holding the original print version; and the date of publication. The 
search keys may retrieve no record, one record, or more than one record representing 
e-version resources.  
 
See Figure 2 in Appendix 2 illustrating selected search keys and data from a microfilm 
record, and Figure 3 illustrating search keys and options (highlighted in pink) selected 
for limiting the search. Note that the option, “Retain search,” as seen in Figure 3 in 
Appendix 2, minimizes the amount of data re-entry required when moving from one 
microfilm version title to the next in the list.   
 
The e-version records retrieved must be viewed to verify a match. Please note: an 
Encoding Level 3 record, coded as Type of Record “m” for computer file, is NOT to be 
considered a match. If a match is found, proceed to the next step. 
 

5. When a record is found having matching data, e.g., pagination, STC numbers, etc., print it 
out, or if working in Connexion and in the spreadsheet separately, having one screen 
opened for Connexion and one opened for the spreadsheet, you may choose to use the 
split screen in Connexion, one screen having the saved microfilm version record 
displayed and the other having the online file of the matching e-version record displayed.  
Figure 5 in Appendix 2 illustrates the result of the search used in Figure 3. Note that the 
same data is present in both records as seen in Figures 2 and 5.  
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6. The objective is NOT to update our holdings on the matching e-version record, it is to 
record its OCLC number in the appropriate row and column in the spreadsheet. In other 
words, the objective is to identify the EEBO resource in the spreadsheet that’s described 
by the e-version record. The title URLs from the similar/matching EEBO title(s) in the 
spreadsheet will be used to identify the matching EEBO resources. 
 

To locate the matching EEBO resources in the spreadsheet we will use title matching, 
the OCLC numbers of the microfilm versions of the titles, and the URLs of the EEBO 
versions of the resources. 

 

a. If the EEBO title(s) line up in the spreadsheet either closely above or below the 
microfilm version title, first “eyeball” the URLs for the OCLC numbers of the 
microfilm version titles to determine if there is one having the OCLC number of the 
microfilm version record. If this is the case, select the URL as the first matching EEBO 
title in the list, copy and paste into your web browser, and skip to step c. Otherwise, 
proceed with step b.  
 

b. Copy the OCLC number of the microfilm version record and paste it into the search 
box with the “title_url” column selected. If this OCLC number is found in the URL 
string, choose the found URL as the first matching EEBO title in the list, then copy the 
URL and paste it into your browser.  
 
Figure 7 in Appendix 2 shows the URL in the first matching EEBO title in this example 
as being copied (pointed to by the arrow) for pasting into the web browser.  
 

c. Examine the data at the webpage of the resource. If the data doesn’t match those 
found in the microfilm and e-version records, move to the next matching EEBO title 
in the list. Repeat these steps until a match is found.  
 

d. If there are no matching EEBO titles closely above or below the microfilm version 
title, refer to Appendix 1 for guidance on finding matching titles further away in the 
list. 
 

Figure 8 in Appendix 2 shows the data describing the e-resource at the EEBO webpage 
opened by a copied URL. Note at the webpage of the resource that the data matches that 
seen in the microfilm and e-version records. Note that the STC number to be matched with 
the microfilm and e-version records is in the EEBO Field, “Bib name / number.” Disregard 
the STC number in the EEBO Field, “UMI Collection / reel number.” 



Page 4 of 18 
 

June 7, 2017 revision   

 

7. Once a match is confirmed, that is, a match between the data in the microfilm and e-
version records and the data at the webpage of the resource, return to the Connexion 
client and copy the OCLC number of the e-version record. It is important to use the “COPY 
CONTROL NUMBER” function in CONNEXION – if typing, carefully double check the 
number typed into the spreadsheet.  Please note: if more than one e-version record is a 
match, choose the one with having most holdings as the match. In the matching EEBO 
version row, after entering your initials in the staff notes column, type in (Dup) (being 
sure to include the parentheses), e.g.: EH (Dup)  

 

8. Paste the OCLC number of the e-version record into the appropriate column of the 
matching EEBO row, which is the “oclc_number” column in the row of the URL that opens 
the webpage of matching data.  IN ADDITION, perform the following steps, as illustrated 
in Figure 9 (Please note: Image in Figure 9 captures the spreadsheet prior to the addition 
of the date column): 

 

a. Highlight the matching EEBO title row in Orange (which is called a “Standard 
color” in the Fill color drop down box).  
 

b. Add your initials in the staff notes column. Return to the Connexion client, 
close the e-version record, and open the saved microfilm version record. 
Copy its control number, and paste it into the staff notes column following 
your initials in the matching EEBO row. 

 
c. Add the date in the date column of the matching EEBO title row. Save the 

spreadsheet to update it. 

d.   Return to the microfilm title row, add your initials in the staff notes  
column and date in the date column.  

e.   Highlight the microfilm title row of the spreadsheet in yellow. 

f.    Save the spreadsheet to update it. 

 

Next return to the OCLC# sheet and highlight the OCLC number to notate that the work is completed, 
then move on to the next number.   

9. Proceed to the next microfilm title and OCLC number in your list, and begin again with 
Procedures, Section 1. 
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Procedures. Section 2 
***Unless specified in the instructions below, do not use row highlighting or text coloring***  

 

A. No matching e-version OCLC record (after double checking the search keys) 

1. In the microfilm version row, enter OCLC and initials in the staff notes column and 
the date in the date column as such: OCLC BG and 8/28/15 

2. Save the file and move on to the next title in your list. 

 

 

B. You find an OCLC number in the EEBO resource row that is different from the matching OCLC 
e-version record number that you found.  
 

1. Call up the OCLC number from the spreadsheet in Connexion to verify it’s wrong.  
2. In the EEBO resource row, add your initials and the microfilm version OCLC number in 

the “staff_notes” column (in that order). 
3. Next carefully type or paste in the correct OCLC number in the “oclc_number” cell in 

front of the incorrect OCLC number (leaving a space between each number) 
4. Change the font color of the row to red. 
5. Save the changes. 
6. Return to the microfilm version title row, add your initials in the “staff notes” column 

and date in the date column. 
7. Highlight the microfilm version row in yellow, save the spreadsheet to update it, and 

move on to the next title in your list. 

 

C. You find that the matching EEBO resource row already has the matching e-version record 
number that you found via your Connexion search. 
 

1. Copy the URL at the EEBO resource row of the OCLC number found, paste it into your 
browser, and examine the data at the webpage of the resource in order to verify that 
the data at the webpage of the resource matches the data found in the microfilm and e-
version records. 

 

See Figure 4 in Appendix 2 for an example showing the staff notes field of the microfilm 
title row for which no equivalent e-version OCLC record can be found. [NOTE Figure 4 
shows image of process prior to addition of separate Date column] 
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2. Add your initials in the staff notes column, and date in the date column of the microfilm 
version title row. 

3. Highlight the microfilm title row of the spreadsheet in yellow, save the spreadsheet to 
update it, and proceed to the next microfilm title and OCLC number in your list. 

 

D. No matching EEBO titles  
 

1. You found the matching e-version OCLC record, but you find no matching EEBO resource 
in the spreadsheet. Enter TITLE and your initials in the staff notes column and date in 
the date column of the microfilm version title row, e.g.: TITLE BG and 9/28/15 
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APPENDIX 1. Instructions for Finding Matching EEBO Titles Not Closely Above or Below 
the Microfilm Version Titles 
Some of the microfilm version titles, for example, those beginning with the phrase “By the 
King,” do not interfile “one to one” with the e-version titles. Try the following steps to locate 
the equivalent e-version title in the spreadsheet: 

1. Write the number down of the cell in the left hand column, column “1,” of the microfilm 
version you will be basing your search on. In the example shown Figure 10, the number is 
48478.  

2. Copy the data in the “publication_title” column, column “A,” of the microform version 
row as seen in Figure 10 in Appendix 2.   

3. Open the “Find & Select” function key, select “Find” and paste the copied data from 
column “A” into the “Find what” line as seen in Appendix 2 in Figure 11. 
 

Next, remove the punctuation separating the “title” (By the King) from the “subtitle” as 
seen in Figure 11. 

4. After having removed the punctuation, execute the search for the matching EEBO title in 
the “publication_ title” column by hitting the “Find All” option.  
 

If a match is found, write down the number of the cell in the left hand column, column 
“1,” of the match (it’s a good idea to write it down on the print-out of the e-version 
record). In the example shown in Figure 12 the cell number in column “1” of the 
resulting match is 48793.   Next, jump to the column of the match, then return to 
Procedure, Section 1, Step 7.  

5. If a match isn’t found, Excel provides an error message, “We couldn’t find what you’re 
looking for …”  

 

Try the following approach: Delete all but a small phrase from the title in the “Find and Replace” 
search box, and re-execute the search. Try to select as unique a phrase as possible. Next, look 
closely at the result set for a title that matches. Jump to each “cell” that matches until a title 
match is found, then write down its cell number (it’s a good idea to write it on the print-out of 
the e-version record), and return to Procedure, Section 1, Step 7 if a match is found.   
 

Figure 14 in Appendix 2 shows an example (highlighted) from a title string used in a 
search which failed to find a match (note that only the beginning text was used because 
the title string is very long). Figure 15 in Appendix 2 illustrates the result of removing all 
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but a small phrase within the string, and re-executing the search. Be careful to scroll 
above and below the matching cells, because it is possible that slight variations in the 
title will cause the matching title to file nearby in the spreadsheet. 

 

 

APPENDIX 2. Illustrations. 
 

FIGURE 1. Microfilm version titles and OCLC numbers interfiled with EEBO collection titles. 
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FIGURE 2. Selected search keys and identifying data from a microfilm record. 

 

 

FIGURE 3. Search keys (highlighted in yellow) and options selected for limiting the search 
(highlighted in pink). 
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FIGURE 4. No OCLC record for e-version found after searching using data found in the microfilm 
version record. 

 

 

FIGURE 5.  The matching e-version record showing the same data present in the microfilm 
record. 
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FIGURE 6. EEBO resource has a wrong OCLC number. 

 

 

FIGURE 7. The URL from the first matching EEBO title being copied for pasting into the browser. 
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FIGURE 8. The webpage opened by the URL copied from the “title_url” column of the 
spreadsheet. 
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FIGURE 9. Additions and changes to the spreadsheet made according to Procedures. Section 1, 
steps 6-10. 

 

 

 

 

FIGURE 10. Copy the data in the “publication_title” column, column “A,” of the microform 
version 
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FIGURE 11. The “Find and Replace” box is used to search for an EEBO match for a microfilm title. 
Punctuation separating the “title” from the “subtitle” is removed. 

 
 

FIGURE 12. Execution of the search to find a title that doesn’t interfile “one to one” with the e-
version title. 
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FIGURE 13. Initials and date added to the staff notes column, and the microfilm row of the 
spreadsheet highlighted. 

 

 
 

FIGURE 14. Example of beginning text (highlighted) of a long title string used in a search which 
failed to find a match. 
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FIGURE 15. Remove all but a small phrase within the string and re-execute the search. 

 

 

 

FIGURE 16. As described in the Appendix 1, use the number of the microfilm version resource 
that you made note of (see Appendix 1, step 1) in the top left hand column of the spreadsheet to 
return to the matching microfilm version’s row in the spreadsheet. 
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FIGURE 17. Examples of “matching” microfilm and e-version titles in the spreadsheet. 

 

i In most cases, the similar and/or matching titles for the EEBO versions of the resource will line up in the 
spreadsheet either closely above or below the microfilm version title. It is important to note that a 
“match” doesn’t necessarily mean a “perfect” match. For example, in the illustration in Figure 17 in 
Appendix 2 the parenthetical phrase, “(without truth or modesty)” in the microfilm version titles is 
lacking in the “matching” EEBO version titles, yet for the most part, the microfilm and e-version titles 
match: For the purpose of this illustration, a single match is highlighted in yellow, and a multiple match 
highlighted in pink. 

Another example of an imperfect “match” can be seen with the microfilm and EEBO versions of titles 
with diacritics. For example, a microfilm version of a title in the spreadsheet appears as “EpistolÃ¦ 
Joannis Ravisii Textorisnon vulgaris eruditionis. :” while several EEBO versions appear starting about 10 
rows below the microfilm version, with a title that begins , “Epistolae Joannis Ravisii Textoris non 
vulgaris eruditionis”   

It is important to also note that some titles are neither closely above nor below the microfilm version 
title rows. See Appendix 1 for instructions for finding matching titles that are not closely above or below 
the microfilm version title rows.  
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Revision history: Mar. 18, 2016: added instructions for cases in which BOTH no OCLC record with 
matching data AND no matching EEBO titles; Mar. 25, 2016: fixed an error created by mixing up the 
instructions for two different situations in one text box (the cases of when you find that your matching 
OCLC record for the e-version already has UMC holdings vs. when you find an OCLC number in the 
“oclc_number” column of the EEBO resource row that is different from the matching OCLC record you 
found). Aug. 4, 2016: revised to accommodate addition of a separate date column (date was previously 
entered in staff note field); March 13, 2017: new steps with an additional worksheet in the spreadsheet 
containing the microfilm record OCLC numbers for ease of locating the numbers in the main sheet and 
managing workflow. Added a column to report problems not addressed by Sections 1 and 2 of the 
procedures. Removed instructions for printing out records. May 26, 2017: clarified and simplified 
Procedures, Section 2 (involving slight changes to Section 1 also). Revoked earlier instructions in a case 
of “BOTH no OCLC record with matching data AND no matching EEBO titles.” Revised treatment 
concerning matching e-version records when UMCP holdings are already attached. June 7, 2017: 
Additional procedural clarification for Procedures, Section 2 
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