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FAQ Uploading your Holdings 
 
1. ADDING/EDITING SINGLE JOURNAL HOLDINGS STATEMENTS 
 
You can add or update the holding statement for journals by searching for the 
journal and editing your holdings.  See (2) below if you need to upload multiple 
holdings entries. 
 

a) Search for the journal against which you will add or edit holdings information.  
Make sure you select the TITLE search.  If your journal does not appear, use 
method (2) below to add your holdings and the journal information. 

 

 
 
 

b) Select the correct journal from the search result list and then click on the 
journal title (not your NUCOS code) 
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c) On the journal details page, click on the link to "Add To xxxx" or "Edit xxx"  
 

 
d) Enter your holdings details and click the SAVE button 
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2. MULTIPLE HOLDINGS 
 
You can upload your journal holdings collection using a simple online form.  You 
must be able to export your holdings in the a TAB formatted file with the holdings in 
the format: 

Journal Title<TAB>ISSN<TAB>Holdings<TAB>Held On Site (Yes/No) 
Journal Title<TAB>ISSN<TAB>Holdings<TAB> 

The holdings are pasted in the upload page below.  You can create a tab delimited 
file from Excel by using the File/Save As and selecting Tab Delimited. 
 
 

(1) Find your library using the Directory Search – type your NUCOS code or library name in the 
Search box and click DIRECTORY. 

 
 

(2) From the resulting list of libraries, click on the Upload Holdings hyperlink against your library:  
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(3) Paste your holdings in the following page and click the Process button: 

 

(4) You should then see a processing report.  Make a note of any unmatched holdings.  These may 
need to be added to the journal database or corrected before reprocessing. 

 

 


