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SW AN Using OCLC 
Article Exchange for 
Electronic Copies

March 16, 2020

Agenda

1. Demonstration of Using Article Exchange
• For article requests through WorldShare ILL
• Directly accessing AE – e.g. sending library pdfs to patrons

2. Setup and Configuration

3. Brainstorming other uses
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Accessing Article Exchange 
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File Types, Sizes, and Usage

• Viewed files are deleted after 5 views and unviewed files are deleted 
after 30 days.

• Files up to 120 MB—including high‐resolution documents—can be 
placed on the site for pick‐up by library users.

• Article Exchange supports delivery of documents in the following 
formats: BMP, GIF,J2K, JIF, JFI, JFIF, JP2,JPE, JPEG, JPF, JPM, JPX, JPG, 
MDI, MJ2, PEG/JFIF, JPEG 2000, PDF, PNG, PSD, TIF, TIFF, TGA, TPIC, 
WEBP and ZIP.

• Users may upload up to 1,000 files per day per authorization. There is 
no limit to the number of documents a library user can retrieve daily.
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https://www.oclc.org/en/worldshare‐ill/features/article‐exchange.html

Configuration & Set Up

1. Update OCLC Policies Directory to indicate acceptance of Article 
Exchange electronic delivery

2. Update OCLC Service Configuration Constant Data to reflect 
preference of electronic delivery via Article Exchange

3. Within WorldShare ILL requests forms, use embedded forms for 
inserting Article Exchange URL/password for patron email 
notification

OCLC YouTube Video ‐
https://www.youtube.com/watch?v=skEaxlktWgg
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1. OCLC Policies Directory

• Review Contacts

• If no contact type for Article Exchange is listed, click Add
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Add Contact Type

• Select Contact Type = 
Article Exchange

• Scroll down to select 
Illinois as State

• Scroll down to Save
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Verify:
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• Contact added successfully

• Suggestion to update Constant Data

2. OCLC Service Configuration – Constant Data
• Service Configuration > WorldShare ILL > Borrower Data

• Add Electronic Delivery Service choice =  Article Exchange
• Repeat for all Constant Data records
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3. Use within WorldShare ILL Form ‐ Borrower

Borrowing Request

Borrowing Library –
verify Preferred 
Electronic Delivery is set 
to Article Exchange
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3. Use within WorldShare ILL Form ‐ Lender

Lender receives request
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3. Use within WorldShare ILL Form ‐ Lender

1. Verify copy request

2. Verify URL Type
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3. Click OCLC Article Exchange link 
and select file for transfer

4. Drop File to Article Exchange

3. Use within WorldShare ILL Form ‐ Lender
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Don’t forget to respond Yes to supply the request. The 
requesting/borrowing library will be notified it is

supplied via Article Exchange.
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3. Use within WorldShare ILL Form ‐ Borrower

Borrower/Requesting Library is notified of receipt of AE Alert 
(electronic copy available)
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3. Use within WorldShare ILL Form ‐ Borrower

• Library gets a “free” Preview to verify that the electronic copy is as
expected.

• Once verified, Email doc to the patron
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3. Use within WorldShare ILL Form ‐ Borrower

Email is pre‐
populated with URL, 
password, and full 
request information.

Library can customize 
this message, change 
subject, and include 
additional 
information.
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3. Use within WorldShare ILL Form ‐ Borrower

• Mark as received, so request is closed
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Patron Received Email

Embedded link and 
password are at top of the 
message.
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Get my file
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Direct Use of Article Exchange
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Send questions to our online ticketing 
system at help@swanlibraries.net

Visit the SWAN Support Site for access to 
recorded sessions. 
https://support.swanlibraries.net

Submit a request for additional training 
topics. 
Help > Request Forms > Request Training 
or Consultation
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Questions & Follow‐up
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