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This manual is intended as a reference guide for
individuals already trained in the processing and
checking in of government documents. Procedures that
have been set forth in this manual are those that have
been used successfully by the Adelphi University
depository, but adaptations are certainly conceivable —
including combining the processing and checking-in
stages into ome operation, which Adelphi recently
established (see page 14). ..

Throughout the manual the person who checks in the
documents is referred to as the "kardexer.” When this
guide was first written, the Adelphi depository used
"kardex” cards to inventory its documents. In September
1987 a library acquisitions database system replaced the
kardex and this manuval was adapted to familiarize the
kardexer — who retains that title for convention's sake —
with the computer system's various functions;.

Section 11, the portion of this manual concerned with
checking in documents, now assumes the use of the
INNOVACQ system. INNOVACQ (including ail graphic
representations of the system detailed in this manuat) is
the property of Innovative Interfaces Inc, 2344 6th
Street, Berkeley, CA 94710. For further information, call
1-800-444-2 344,

Additional information about Adelphi's various
procedures and operations may be obtained from the
documents librarian, Victor T. Cliva, in the Reference
Department of Swirbul Library, Adelphi University,
Garden City, NY 11530; telephone, 516-663-1036.
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a. Processing Standard Shipments

The standard Government Printing
Office (GPO) shipment comes in a smail
carton delivered by United Parcel Service
(UPS). These boxes may be distinguished
by a mailing label on one side, and a date
stamped in black (le. JUN 07 88) on the
other.

If the box is opened properly, fiom the
top (litus. right), there will be one or more
sets of documents or microfiche envelopes
restinng on one or more shipping lists*. It
would be wise to process. only one
shipping list's documents at a time, rather
than emptying the entire box, as the GPO 5
us¢. °only shipping lists to separate one set [ouss Puprsitry Shippimg List o, 83-27-F |

ey 190 pege .3

of documents from another and it is Bute B Page L |

essentfal that documents are not e by arpeck! T pioetios 05 Moty frs emicespreviacty hried 87 o g

separated from their proper list. bty o b
* Sometimes the GPO adds special lists to a shipment,

placing them on top of the last shipping list packed; thus, o CLIMNFATLN

you may open a box properly and still be greeted with Rl ——"— e

shipping lists instead of documents. Don't panic. [See part " 1S NP Pobte Laa T, Surfacs: Mindog Conted snl Xee)

(e) for handling of special lists .} ey | tranms n%mmmmmw

b. Shippir g Lists WL Thircen, (72873, 0 of Ncake Sun
Shipping lists are designated by year, |™4 | €IA2RM | Demioerts Mt Lasries tin

number, and type; thus, the list partially (97 | *'\oe - " T

filustrated at right, §9-27-P, is the 27th [ %1, | JBEZM5s | onm e in ovia

paper shipment of 1989 (an M is used to R e T p e &) Pt

indicate microfiche). The following steps should be followed in processing shipments:

1. Do an INNOVACQ search (see p. 36) for each item number on the shipping
list, or check the numbers against the computer printout lis' of item selections
(received twice a year and updated periodically by the documents assistunt). Put a
slash mark over item numbers listed as "N" and a brackst next. to items listed as "Y"
(as ilustrated below).
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2. For those items that we are supposed to receive,
find the document that corresponds to each item
number. The title of the actual document should match
either exactly or very closely to the one on *he shipping
list. For a paper document, write the “classification
number” in pencil on the first page, upper right corner
(illustrated at right). Use another page if writing the
number will deface something, like a photograph, but it
should be as close to the first page as possible and
always on an odd (right side) page. For microfiche, the
“classification number" already appears on the fiche
itself. (If the number on the fiche is incorrect but
everything else, such as the title and the issuing agency,
appears to match, note in pencil on the envelope that
the number is incorrect to alert the kardexer )

3. On the last page of the paper document, bottom
right, or in the bottom right corner of the microfiche
envelope, stamp the date of processing (not the date of
the shipping list) and pencil in the shipping list number
(iltus. right). Also stamp a "D" for depository.

4. For items marked "Y" on the selection list that are
not received in the shipment, see part (d) of this section,
“Claims."

2. For items marked "N" on the selection list that are
received anyway, verify that the item card corre-
sponding to the document's item number (left column of
shipping list) is in the "not selected" drawer of the doc-
ument reading room's card catalog — and bring to the
attention of the documents librarian. Also notify the
librarian if the item card for the "N" item is in the
‘selected” drawer — there may be a problem with the
item selection list.

6. Initial the shipping list when all items are
processed. Note: the GPO often uses both sides of the
shipping list! Make sure all documents are accounted
for. (The Calendar of the U.S. House of Representatives,
Y 1272, item 998-A, is sometimes included in a
shipment but does not appear on a shipping list. Put it in
the "auto mail" basket on the processing table.)

7. Rubber band the shipping list together with the
documents (for fiche, wrap the list around) and put ¢n
kardexer's shelf .
¢. Rain Checks and Shortages

Occasionally the GPO runs out of documents, and
instead sends a “rain check” form that lists the item and
Classification numbers and title of the missing document.

El{l@n the shipping tist, mark "RC" next to the item number
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| Page 3
of the document (which should have already been bracketed, see bottom of p. 2), and

file the rain check form in the plastic binder on the sheif over the processing table.
When the GPO sends the actual document, usually in a standard shipment, it will be
accompanied by a photocopy of the shipping list with the inscription “shortage.”
Process the document according to the procedures listed in part (2) steps *2, 3 and 7.
d. Claims

If an item marked "T" on the selection list is not received, a claim must be filed
immediately. Foltow these steps:

1. Circle the item on the shipping list (illustrated below).

NDIE: This class, I 72.9/5;, Gulf of Mexico Summery

REDOR U/ LA LNRS SRR SKRA N1t hil-4~1

LC 3.4/2:92/985 LaW of the United States of America, Gircuiar 92, )
§37-M P15%T¢68 HeotgefERvIns 01, Professional and Specialist Traines
2. Photocopy the shipping list.

3. Keep the original shipping list together with the documents that have come in.

4. Fill out 1abel on bottom of photocopied shipping list (see itlustration below fot
necessary information. Note: in place of the "authorized signature” use the document
librarian’s official stamp. Initial the claim label so that when the document arrives it
can be processed by whoever claimed it.

>- Address envelope as directed by claim form, insert form, seal, and put in the
“outgoing mail” rack.

6. The filled claim will either be sent in individually (with the initialed claim label
outside) or it will be included in a standard shipment box, accompanied by the
Photocopy of the shipment list; process according to part (a) steps #2, 3 and 7.

If the document is no longer available, the GPO will send a form explaining why.
Meke this information available to the documents librarian, who will decide either to

try to get a photocopy from another depository, or note in records that the material is
not avaitable.

MHail Claime Ta:

U.5. GOYERNMENT PRINT ING OFFICE
LIBRARY PROGRAME SERVILE {SLDM) _

PAPER LLAINS ~
WASHINGTON, D.C. 2040 1 Lupse 0390-4
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Ik $2-340 Depository Shipping List Mo. 87- 1 9 -P
steanarzs Dats . Januery9, 1967 Page .\ DOf _1

Claims for nori-eceipt of publications on this Nst under item numbers previously selected by & library mustbe post-
vaarked within €0 ealerdar days of receipt of this shipment. When filing a cleim for missing publications, phase return
acopy of the fist on which they appesr and circle the tem numbers that are missing.

Y(EM CLASSIFICATION
RIMBER NUMBER TITLE
TEIS SHIPMENT 1S BEING HAILED IN SEVEN SEPARATE PACKAGES
FIRST FACKAGE
LE&?-J D101.22:550~183/986 | Aree Handtook Seriez The Yemens, Conntry Studies, DA Pam 550-
, - - -1 @
IECOND PACKAGE 183, June 1985, S/N 008-020-01090-1,° $15.00
1 3%9-4-1 D 207.10/3: 2 The United States Navy and The Vietnan Conflict, Yol. 2, From
IHIAD PACKAGE Mititary Aesistance to Combat, 1959-1965,°
588-] HE 20.3604/2: 986/3 National Libraxy of Medicine Current Catalog. Cumalative Liating,
FQURTH SeCK AGE July - September 1986, * $9.50
5&-&25 HE 22.8/7: Medicare, Part B Carriers Marwel, Part 3 - Claims Frocess,
W Noverher 1 986.
| ¥ 8534 -1 PyEx 220 98h-2 Tndade tn The Cataing of Feder Tunestin Assistame 1086

e. Special Lists

1. Separates: the separates list (illustrated above) is always included in a standard
shipment box, but there will be no documents to accompany it. Instead, the list will
contain processing information for several packages (smaller book-sized cartons or
white envelopes) that are distinguished by a shipping list number stamped in red on
the mailing label (or typed as part of the label). It is not necessary to wait for all
packages on a separ.tes list to arrive before processing the ones that have. Open the
package(s) and follow the same procedures as for standard shipment documents.

Make sure that all the separates processed from the same list stay together
(a rubber band around them is a good idea); include the list, even if more separates
are expected - the kardexer will cross out the processed documents, and keep the list
in a pending file box, which should be checked as new separate shipments arrive.

If after a reasonable amount of time an expected “separate” still has not Leen
received, file a claitn; follow the procedures in part {d). Be aware of the 60-day limit
on claims.

If Adelphi is not to receive any documents on the separates list (all item numbers
have been slashed), initial and put in the "shipping lists to be filed" box.

2. Corrections: similar to a separaves list but the sheet is pink. Mark the "N" items
with a slash, and bracket the ‘¥" itetns. Make corrections (see p. 21).
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a. The INNOVACQ Doz Pago 5

At the heart of the INNOVACQ system isa box § |
that signifies a checked-in document. Pictured at
right is a representation of the box and the
various bits of data that may be entered into it —
some of which are entered automatically by
INNOVACQ itself in the "seriais check-in" process.
As the system was originally designed, a volume .
and issue number were to be entered for each §: TRANSACTION DATE

item checked in. However, since depository §: (OR NOTES) :
libraries usually keep track of documents by 00000000000000000000000000000000000000000000004"
their SuDec numbers, INNOVACQ needed to be  §oorroooreeer g ey srese

adapted to this use. | VULUHE,. ISSUE COPIES

The first half of the SuDoc number (up to the colon) is the classification assizned by
the GPO to a particular series of documents. For example, the Sept 12* issue of the
Library of Congress Bulletin bears the SuDo¢ number, LC 1.18 : 41/38. The first half,
LC 1.18;, is the GPO's designation for the Bulletin; all issues have (or will have) this
class number. In the INNOVACQ serials check-in process, éntering LC 1.18: as a call
number will result in the appearunce of a record such as this:

BIOA0232 . - Created 12-22%86  Last updated- 1-09-88 ¢  Revisions 3
CALL * LC 1.186:
TITLE Library of Congress bulletin.

LOCATIONS perio
CHECK NOTE Send to Periodicals.

BOX 1 TO 21 OF 56

Note the class number appears at the top o1 the record as “call number.” Each box in
this record represents an individual document. For each one, LC 1.18: is the first half
of the SuDoc¢ number.

In the case of our sample issve, LC 1.18 : €1/38, the part. up to the colon already
appears as the record’'s sall (or class) number (see above). Therefore, into the box that
will represent this document, we need enter the rest of the SuDoc number the part
after the colon. ,

In the case of this document series, the second half of the *38 Sept 12
SuDoc number consists of the volume and issue (in our
example, vol.41, issue 38), which corresponds directly to
INNOVACQ's serial set-up. Thus we can look at the box at
right and form the cotnplete SuDoc number by taking the
“call number” and adding the numbers that appear in the
lower left corne r of the box.

*m SuDoc numbexs and iliustrated records are meant ag examples, not actuel
E KC preaentations of the documents and the INNOVACQ records currently inuse.

wll Toxt Provided by ERIC A

= ARRIVED

09730787

1 41 :38




Page 6

All document series in which the second haif of the SuDoc number consists of one
or two numbers may be entered into a box using the "volume" and “issue” data fields.
Such possibilities include series such as the Bulletin just mentioned and any other
volume/issue series; classes in which the second half of the SuDoc¢ number is a year
(e, HE 20.3001 : 987); an issue within the year (Ju 1.1 : 987/2) which may be
entered as volume 987 issue 2; or multiple title series, each one of which is updated
periodically (ie GP 3.22/2: 103/987). ,

But what about those document classes (and there are
many) in which the second haif of the SuDoc number consists
of more than two numbers, or a combination of letters and
numbers? In these cases, the first haif of the SuDoc number, as
before, appears as the call number of the record. The second

~half must be typed in the notes field, which will accept
alphanumeric data (limit of 10 characters will show in the
- box). Entering data in the notes field will appear to wipe out
the transaction date; however, the date field still may be

viewed by using certain commands in the maintenance function. See p. 28-29 for

There are a few INNOVACQ records that have been specially prepared, where the
notes field and the volume/issue fields have been uged in tandem. An example:

B10O5094x Created 08-09.87

CALL = S 1.123:

TITLE Background notes.
LOCATIONS docs

CHECK NOTE Not cataloged. Library keeps current for each.
BOX 1 70 21 OF 49

12-2

Last updated: -7 Pt’-viﬂin_n'sx 3 d

In such a record as ilfustrated above, the alphamuimeric part of the SuDoc
number (fe, S 1.123: Au3/986) refers to a particular country in the series* and
usually does not change with each new edition, of which the library keeps the current
one only. By entering this sequence in the note field, the kardexer can then leave this
part of the record unchanged when new issues arrive — for example, if S 1.123:
Au3/988 comes in, the kardexer would change the information in the volume field
(Irom “986" to "988"), the transaction date (the new date is entered, but will not
appear in the box since "notes” are being used) and the cover date of the new issue if
there is one. (Again, see Section IV for specific procedures.)

El{fCThe sample record shown here is repressntative of the S 1.123: series but is not the actual INNOYACQ record.



" But white the phadld
record'’s BID500dx
boxes showed
only the TITLE Background notes.

alphanumeric | GCATIONS  docs

sequence and  CHECK NOTE  Not cataloged. Library keeps current for euact

Created: 08-89-87  lastupdate y2-21-87 - Re

CALL *# S 1.123:

issue year, BOX1TO 6 OF 49
switkhingto &7~ g3/ Australie
line format ARRIVED on 04/12/86 986 1 copies
(by keying M #2 p22/ Bahamas -
for mainte- ARRIVED on 02/24/87 987 1 copies
narice and L 3 Ba3?/ Bahrain
reveals that). ARRIYED on 07/07/86 985 1 copies
the note *4 C33/7 Chile

oles ARRIVED en 11730786 986 1 copioes
field has been “F5 c33a7  China, Peeple's Republic of
used more ARRIVED on 12/06/87 986 1 coples
extensively. *6 CaB/ Canada

ARDIVED on D3/16/87 987 1 copies

Whereas the “card” format's box displays only the first 10 characters of the note,
the line format shows a much longer note. Thus, for a series such as § 1.123: and
others where it would be useful to have the country’'s name in addition to the
alphanumeric sequence, the kardexer, in creating a new box, can enter in the note
field the alphanumeric sequence and a slash, skip a few spaces, and then the country
name. In card format, the record will appear as {fiustrated on p. 6; to view the country
names, simp1y shift to line format. Our sample record will now look like the abcve.

Of course, ?P* Notes
it is possible /
to use the line
format ail the
time, and
some of the
existing
records do; to
get the line
format auto-

matically, adjust the parameters of the record by [typing] M (maintenance), P
(parameters), and skip through the list till you get to display format; [type] L. Be
aware that the fields as they appear in a box (as illustrated on p. 5) will be displayed
differently when on a line. Using the sample record's first box as an example, the
illustration above shows where the fields come out on the line format — or where
ey wor/d come out if the fields were used.

1 copies

13



b. Priorities in Checking In Documents Page 8

Documents are checked in by priority as follows:

1. Auto Majl - these documents are left in the wire basket on the processing table;
among them are several daily federal publications, and it is important to get these out
as soon as possible. Non-federal documents are also left in this basket; while they may
be considered of lower priority than any tederal documents, it's sometimes easier to
get all "wire basket” material, including the non-federal, out of the way at the same
time.

2. Standard Shipments - each shipping list is rubber-banded together with its
decuments and awaits the kardexer’s attention on the shelf over the processing tabie.

3. Separates - those that can be matched to a shipping list will also be put on the
kardexer's shelf. They may be processed concurrently with the standard shipment(s).

c. Steps to Checking In

The following steps have been used in processing the federal documents; it is up to
the kardexer to find personal routines to further improve the systein. Also, review the
actual check-in procedures as detailed in Section IV before reading this section:

1. Most of the AUTO MAIL federal documents retreived from the wire basket will
not have SuDoc numbers on them; however, INNOVACQ records for documents
received regularly by this delivery method have "auto mail” as an extra series field,
and keying s auto mail (the s for series) when asked "what record... to check in?"
will bring up a list on the screen, from which individual records may be selected for
check-in. Also, a list with some of the Auto Mail titles and their SuDo¢ numbvers is sent
periodically by the GPO and may be referred to.

2. The documents in all standard and separate GPO shipments should already have
SuDoc numbers in the upper right corner of the first page (or so). With the shipping
list as a back-up reference, enter the SuDoc number into INNOVACQ.

3. Any document for which there is a NOTE on the shipping list (as illustrated
below) should be put aside and handled separately after all other processing is
completed; see section 111, part (d).

A R T T T 00 ¥ EF RO 0 ¥ Y ) C K T Y TN T LR W TR A Y R
Program Juiy 1, 1986,
956-E T 2255/2:986/5,6 IRS News, May/June 1986,
968-H-13 J 29.11/3:985 Bureau of Justice Statistics Bulletin, Capital Punishment, 1

NOTE: This title, Capital Punishment {snnual) {P). hac be
removed from J 29.11: Bureau of Justice Statistics
Bulletin {monthly) (P), and given its own class,

J 29.11/3: . The itemn number remains 968-H-173.

Mo

4. If a SuDoc number is simply not available, alternate fields may be keyed,
inciuding t (title), a (author, but in the case of most INNOVACQ Government
Documents records, this field has been uséd for the agency name; federal agencies
have “United States” preceding the department and office), 8 (series, but primarity
used for the item number in document records), and others; see Section 1V.

2. If an “Inactive SuDoc classification” record comes up, see pages 19 and 33 for
specific procedures regarding check-in.

6. If no record appears, follow the flow chart on the next page to resolve the
problem if you can. Or else, check with the Documents Librarian.
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Can't find ap INNOVACO record for a particular document,? Page 9

START :
HERE
{
Check “'List of Does the SuDoc
£ Dot on Classes’ (see # appear to be
focument matoh \ B> below)... does |y missing from a I NO

| the SuDoe & [ececnsnny| sequence 2 %
appear?

shipping list?

*in other words,
YES YES if you are Jooking
for HE 20.620973
and the sequence
NO in the *List " is
HE 20.6209/3
Refer to the card catalog of items selected HE 20.6209/4
l (in the doouments reading room)... is the HE 20.6210...
item No. of the document in question
‘“Selected’’ or “‘Not Seleoted?**

h 4

Fix the

SuDoo 2
r on the NOT SELECTED
document SELECTED

The LIST OF CLASSES is a GPO

publication that lists all the Prepare

Does

doouments currently being new
distributed._ Quarterly updates Si"’:":" gr:“ INKOVACQ'
come in through standard match? record
shipments; one copy is inserted ) (See p.17)

in the kardexer‘s looseleaf
binder, and the other goes to
the doouments librarian.

The ‘‘List’’ also can be used
to get an idea of the range of
documents issuwed by each
federal agency. Furiher, if C:'_f“" to Librarian 2>

a document appears to have the T
lno

wrong SuDoc ## the kardexer
can use the *'List’" to find the
proper number by looking under 1
the agency that i1ssued the Is it obvious from scanning
problem dooument... YES the “'List®® that for the

problen: document, a number |¢
has been switohed around,
left out, or typo’d?

7. When all documents have been kardexed, initial bottcm of shipping list and file.
Maintain separate files for "-P" lists (paper documents) and “-M" (microfiche).
"Separates” lists are similarly filed. A list that is put aside (such as to handie a "note")
should be initialed and filed once the kardexer finishes with it.
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d. Routing Documents Page 10

After checking in documents {accotding to procedures explained in Section 1V),
follow routing instructions in the Check Note field. These include:

Not cataloged.
Check in, and put on labelling shelf. The kardexer does not count these documents

for statistics.
ACCO and Vertical File (VF)

These are also "not cataloged” and are not counted for statistics. "ACCO" documents
(i.e. kept in ACCO or looseleaf binders) are to be stamped "ACCO" and put in file boxes
on labelling shelf. Vertical File documents go in "Vertical File" box on shelf.

LKC (Library Keeps Current)

Stamp this on document. 1f aiso ACCO, inserter should be aware of the need to
remove superseded material. However, the kardexer should attach an "If we have
earlier edition..."” card (documents librarian has these) to any “not cataloped” document
stamped "LKC" before putting on labelling shelf.

Documents whose SuDoc numbers end in a year {for example, HE 20.3602:
Se6/987) often supersede earlier editiuns, even though INNOVACQ may not say "LKC."
If such a document comes in, and there appears to be an earlier edition recorded (in
the case of the example, HE 20.3602: Se6/984), and INNOVACQ doesn't specify that all
editions are kept, consuit documents librarian.

Hicrofiche. Not cataloged.

Check in, count for statistics under "MF-Doc” — see also part (f) Statistics — rubber
band together and put in wire basket on top of microfiche cabinets in documents
reading room.

Give to Documents Librarian,

Check in, and give to librarian; do not count for statistics. Titles in these series are
individually reviewed by documents librarian for cataloging decisions.

Write the Library of Congress
(LC) call number in pencil, neatly, |
in the upper right corner of the County \\‘:@F HC 101 4184 )
document cover*®, Business

Stamp "Reference Services" on Patterns
the cover at the bottom or in a

clear space. Count for statistics
under LC- Reference. REFERENCE SERYICES

Route to Reference clerk for  omsere ADELPHIUNIVERSITY LIBRARY
shelving. 1f record specifically Py g GARDEN CITY, NY 11330
says "give to clerk” it indicates a

document that may require special binding preparation; route to clerk who handles
this.

abel ... send to Ref.shelves or ..give to Ref.clerk.

o 1"I-:xccvpticm: for AE 2.106/2:, the "Code of Federal Regulations,” epine fabels are pre-prepsred by Technical
EMC Sexvices. Ask the 1ibrerien to order moxe when the supply runs out.

Full Tt Provided by ERIC.



fe
Pencil the LC call number in upper lef

microfiche envelope; stamp ‘Reference Services™ in
center of envelope. Count for statistics under LC-Refer-
ence/microfiche. Route to Periodicals/Microforms Dept.

Send to Periodicals.

Pencil a bracket under the first letter in the title as it
appears in the INNOVACQ record. (In some cases, the

t corner of

title as it appears on the cover is not the one used by

the Periodicals department; the proper
letter must be marked in order for that
department to easily check in the document
as well. Occasionally letters might have to
be added to a title; see {llustration.) Count
for statistics under “Petriodicals,” and route
to Periodicals/Microforms.

Microtiche: there are one or two
periodical titles that are now jssued on
microfiche. Pencil the title on the fiche
envelope, bracket the first letter, stamp

10} '
Aigy  offTER s
SEP 03 85
L 86-112-M Q
us L
Library of ADEL FHIUNIYERSITY
Congress . pE“BRm:‘ IS
Bulletin RIODICALS

“Periodicals” in the center of the envelope, mark directly on the statistics clipboard
[see part (1)) and route to Periodicals/Microfornis.

(Census documents to be labelled immediataly)

Label as shown below, add to statistics clipboard under “Doc.Col.-Cat. Room Use
Only” ;md shelve in documents reading room unless INNOVACQ gives other routing.

Stamp—>| GOVT DOC I L " Stamp
Black —> C 3. 24/2: O St ‘RIE)Y USE
Marker MCB2-1-32A CEI]SUS NOT 7O BE TAKE
Stamp Of
Stamp
Documents M ADELFRTUNIVERGITY ]
Reading Man [acmr o DOCUVENTS COLLECTION
Room P GARDEN CITY, NY 11530

RUO_{Room Use Only)

These documents do not leave library and should bear this stamp, on front anc

back covers.
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Cataloged... Page 12

All documents for which the INNOVACQ check note reads “cataloged” go down to
Technical Services for entry into the library's computerized catalog. After checking in
the document, a routing slip is t» be prepared; examples follow.

Unless otherwise specified in INNOVACQ, all documents sent to Technical Services
are "added volumes,” for which one computer entry appears for the title (either an
individual title or a series), and each new volume is added to the list of items under
the single entry. |

“CATALOGED IN REF...”

PLEASE CHECK

These documents have been listed in the lnusn
library's computerized catalog under a ‘
Library of Congress call number and are for added YO l
shelved in the Reference collection. On the
routing ship (illustrated at right),” write REGERVE “JT S¥. v, F.A. 8L
“added volume" on the top line, check off
“Ref” for the destination, and circle DUVT.DUC. DUC.-RUD RARE AANEX SPEC C
"Continuation” to indicate previous editions |

of the document have been received.

Under “other comments” at the bottom of
the slip, write the LC call number given by PLEASE CIRCLE
INMOVACQ (in this case, the check note | (i.CONTINUATION)

reads, "Cataloged in Ref. KF1606. A2 U5.") 2. NEW STANDING ORDER
and the title®, also as it is given by : ::g:::::o"ow"ﬁ
INNOVACQ. Add the particular wvolume " from ol no.

number (if there is one). Date the slip and to new no.

initial it, tuck it into the document, and route - TRANSFER FROM to
to Technical Services. Count for statistics, as -;::D"'

"Cataloged Reference (LC)."

*In most cases, the title, together with
the LC call number, wiil be sufficient 1
information for the cataloger to work with.
However, in cases where the title is t00 | oruer coMMENTS:
general, such as "An~al Report,"” include the

. DISCARD EARLIER ED.
. ADD HOLDINGS STATEMENT TO CARDS
. DO NOT ACCESSION

sSV-0Ul

agency name on . routing slip as well. Ref Federal trade commission
Look at the complete INNOVACQ biblio- | <F decisions. v.109.
graphic record, and write the agency name 1600

as it appears in the author field (for A2

example, New York State. Comptroller's Us 2726 7

Office. Division of the Budget).
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“"CATALOGED IN MAIN_..™

These documents aiso iave been listed in
the library's computerized catalog under an
LC call number, but they are shelved in the
circulating collection of the Main Library.

The new arrivals used for the example at
right are "added volumes" —and as they are
destined for the circulating collection, the
word "general” is included. No other box is
checked for routing. "Continuvation” is circled.

For this class the check note reads, “Cata-
loged in main, QE39 C3." On the bottom of
the slip, write the call number, the titie as
given by INNOVACQ, and the new volume
numbers. Date/initial the slip, tuck it in one
of the books and rubber band the two
together, and route to Technical Services.
Count these documents for statistics as
"Cataloged General (LC - Circ).”

“CATALOGED UNDER SUNOC NUMBER"

These are shelved by SuDo¢c number in
the Government Documents collection, pbut
are also listed in the library's catalog. As in
the previous examples, “added volume" is
written on the *op line, and "Govt. Doc.” is
checked. If INNOVACQ indicates "room use
only” also check "Doc.-RUO."

When SuDoc numbers are listed in the
computerized catalog for a “continuation®
series, only the SuDoc number up to the
colon is entered. At the bottom of the slip,
write “Govt. Doc.” and the partial SuDoc
number, the title as it appears in INNOVACQ,
and the particular volume — usuvally as a
volume number or, as in the example at
right, a year.

Unlike other documents sent to Technical
Services, those cataloged by SuDo¢c number
have to be completely labelled before they
go. Follow the procedures in part (g). Thea
attach routing slip and route to Technical
Services. Count for statistics in either “Doc.
Col.- Cat (Sup. of Doc.)* or “Doc. Col.- Cat
Room Use Onty "

19

Page 13

PLEASE CHECK
RUSH

added vols. - general

for

RESERVE REF. S.W. JUY. F.A. §.1.

ANNEX SPEC C

IVT.BEC. DOC.-RUU RARE

PLEASE CIRCLE

L

(T_CORTINUATION) i,
OTHER COMMENTS ; .

Q€ Initial reports of the deep

39 seadritting project. v7

C3 ' v 98

§/9 M.,

PLEASE CHECK

RUSH

added vol.

RESERVE REF. 8.¥W. JUv. F.b. 4.l

m%.

PLEASE CIRCLE
P —
(1 CONTINUATION)

for

DUC.-RUU RARE ARNIEX OPEC C

oo

o~
oot -

OTHER COMMENTS ;
Govt. Doc.
J21.2/10:;

Statistical yearbook of the immigra-
tion and nat ionalization service.

1984, 1/22 M |




“CATALOGED INDIVIDUALLY...” Page 14
Several document classes contain titles
that are cataloged individually, and each
new arrival gets its own entry in the RUSH
library's computerized catalog. for -
For example, SuDoc class* D 101.117/3;,
the Atlas of Tumor Pathology, has a check RESERVE RELFSW. V. FA. S
note which reads, "Cataloged individually by ‘,I |__J
author and title, under Ref. RD651. A8. [fasc. TUVV.OUC. DUC.-FUD RARE ANNEX OPEC C
no.)." This means all new publications of this
series will have the same LC call number,
with a “fasc.*" added, but each will have its
own catalog entry. |
Documents such as these are mot added {. CONTINUATION
volumes, since an addition is not being made
to an existing entry, but rather a new one OTHER COMMENTS :
will be created. Thus, the line at the top of -
the routing slip is left blank. Check 'Ref~ | <o  Ahores-Saavedra, dorge.

PLEASE CHECK

PLEASE CIRCLE

D f1h ltbladder
since the book will be part of that collection. 25 ) azzz,::faze Paj ,ga bileduct e
Do not circle "Continuation” as it is not one. 48 [saries: Aas of Tumor '

Write the call number, adding the fasc.* that
appears on the document; the author and fasc.2z  Pathology] 6/30
title (consuit the documents librarian if not. » .

apparent); and the series title. Attach slip to document and route as a new title being

sent for cataloging. Count for statistics where appropriate; in this case, under
"LC-Ref."

e. Simuitaneous Processing/Checking 1~

At times when it Is necessary for the same person to process and check in the
documents, the procedures explained previously may be streamlined:

1. Open box. Remove first batch of documents and shipping list.

2. Match first document to corresponding title; bracket item on shipping list.

3. Write SuDoc number in upper right corner of first page {or so).

4. Stamp date and "D" on inside back cover of document, write shipping list
number.

5. Find INNOVACQ record for item, check in as explained in part (c).

6. Route decument as indicated by check note, and mark statistics if necessary.

7. Repeat for other documents on shipping list. Notes should be put aside after
step *4.

8. When ail items in shipment have been processed, check remaining (unmarked)
item numbers using series search in INNOVACQ and check against the item selection
printout. Slash "N" items, and claim “Y" items that haven't been received — see section
1, part (d).

9. If any items have notes, tuck the shipping list into the document and follow
procedures in Section 111, part (d). Otherwise, intitial shipping list and file (-P and -M
lists go in separate boxes).

10. Repeat step *'s 1-9 for each shipping list and its documents.

2N o~



Page 15
1. Statistics

Since the number of documents received each month in several of the routing
categories tends to be high, it has ! »en most efficient to keep these statistics in a
separate spiral notepad (in the eight categories listed below) and then transfer the
total figures at the end of the month to the depository’s statistics sheet.

The circled numbers indicate the proper location for each category on the monthly
statistics sheet (illustrated below). Documents in categories infrequently received may
be tallied directly on the statistics sheet.

Remember, other people also add to the statistics, so write neatly!

1 Ref LC: indicates all federal paper documents that get a Reference LC (Library of
Congress) call number, whether they are sent directly to the shelves or down to
Technical Services for cataloging.

2 Period(icals): includes ail federal paper documnents that are sent to the
Periodicals/Microforms Department. (2a: A few of these documents come in on micro-
fiche; tally them in microfiche column.)

3 MF-Ref: includes ail federal microfiche documents that get a Ref LC call number
and are sent directly to the Periodicals/Microforms Dept. or to Technical Services.
Remember: for microfiche statistics, count the actual number of fiche. (One envelope
containing three fiche counts as 31)

4 MF-Doc: includes all

federal microfiche docu- MORTHLY STATISTICS FOR
ments that the kardexer ADELPHI UNIVERBITY LIBRARY -- DOCUMENTS COLLECTION

checks in and deposits in U.S. Gov. (Federal) Publications
the filing basket on top of

Depesitory - Paper Depasitery ~ Micrafiche
fiche cabinet in documents ® ®
reading room. Doo.Cel.
5 NYS Ref: includes all | Doc.Col. - Vert File ’ J

New York State documents Doc.Coel. - Cat. (3., of Deo.)
that get a Ref LC call R
number, whether they are Doc.Cot. - Cat. Raom Use M’é)
sent to the shelves or to |Cst. Gemeral (LL. - Cire)

Technical Services. Cat. Ref. (L.C) (D @
6 Sci Lib: includes all Fine and Perform.Arts

federal paper documents N \

sent to the Science Library. selence Lib. € ¢

(6a: microfiche.) Peried Colleation @ @

7 Gen LC: includes all Secial Work
federal documents sent 0 | piscards .
Tech. Services for Adelphi’'s T e SN

circulating collection. Non-Federal Publications

8 Doc Col: inciudes ali Nassaw  Suffelk  Ras./Suf. N.YState AY.C.
federal documents sent to | pec.Cs. '
Document shelves (includ- Per.Us).
ing titles filed in Acco Of [ percel. @

loose-leaf binders). v

Phoards 2 1




Page 16
g. Labelling

Once checked in, many of the decuments received must be labelled. Those
documents labeiled within the documents departinent include non-cataloged, verticai
file, and ACCO (which are inserted in an existing binder for the SuDoc number, or else
a new binder is prepared). Also, added volumes of documents to be cataloged by

SuDoc {as opposed to LC call) number must be pre-fabelled before routing to Technical
Services,

Non-cataloged and vertical file
Stamp and mark as illustrated bpelow. If the document cover is either a dark coior

or a glossy surface, write the SuDoc¢ number and stamp the appropriate information on
labels and affix to document.

- Stamp . GOVT DOC
Marker IC 3.140/2- 6:

4 4 1 985
Local Covernment H
Employment CEIENE. when writing the Sudoc
in number an the docoment (or on a
Major County label to affix to document), siwvays
Areas enter everything up toc the colon an

the first line, and the remainder of
1985 the number on the 3econd line

(indented one space)...
« Stamp

h."‘”'M'..M)EI. PHI UNIVERSITY LIBRARY
DOCUMENTS COILECTION
G 30

ARDEN CITY, NEW YORK 113

Acco ,
Stamp ACCO in a clear spot as close as possible to the top left corner of the docu-
ment, and pencit in the SuDoc number in the upper right corner {(uguvaliy the kardexer

has done this already). In as clear a spot as
‘?@E%gp : ‘f.?,c,'}q: ;008 there may be at the bottom of the page,
stamp as indicated in the illustration; it
doesn’'t matter i non-essential information
(such as a series number or a copyright date,
etc.) Is covered by the stamp, but the actual
text of the dccument should be avoided. Use
an alternate place for this stamp (another
page, or the back of the document) if

necessary.
DUON'T FORGET:
Non-cataleged,
STAM ey verticel file, and ACCO
ADELPHI UNIYERSITY LIBRARY documents are to be
DGCUMENTS COLLECTION counted for statistics
GARDEN CITV, NEW YORK 11530 ofter labstling!
I nn



Section 111

Creating and Changing Records
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- a. Survey Carde Page 17
Periodically the GPO sends one or more surveys listing new items available to each
depository; this is the primary means by which the librarian selects new documents to
be added to the collection. After the selection has been made, the documents assistant
will give the kardexer a pack of survey cards. Each card represents a new SuDoc
classification.

Check to make sure the SuDoc number isn't already in use (if it is, consult the
documents librarian), then prepare a new INNOVACOQ record.

INNOVACQ will prompt for each field. In the illustration below, note how much of
the information is taken from the survey card. For federal documents, the author is
usually "United States” followed by the agency and/or the office if applicable.

NOTE: 1. The documents librarian will indicate (by peneiling in) the appropriate
corporate entry for each survey item chosen. This information can also be found by
searching a recent issue of the Monthly Catalog by SuDoc number for this item or other
items in nearby SuDoc numbers with the same issuing agency. The Monthly Catalog
includes catalog records input with entries authorized by the Library of Congress.

2. "Department” is always abbreviated as "Dept.” and comes first, ie, Dept. of
Defense, Dept. of State, etc. Also, SuDoc class 1" is "Dept. of the Interior,” and class "T"
is "Dept. of the Treasury. |

3. Before entering a new INNOVACQ record, read description of item on survey
card’s "page 2." If the item was “formerly classified" a record may already exist; see
page 19. Otherwise, a record for the example survey card below right might be
entered in INNOVACQ as shown below left:

CALL #  J21.2-2: “
- ITEM NO: 0725-B PAGE 01 C
AUTHOR lilnlted States. ? )
mmigration and i

Natralization Service. Justice Department
TITLE  Statstcal yearbook of Immigration and Naturalization Service

the Immigration and (United States. Immigration and

Nateralizaton Service. ]212-2; Naturalization Service.)
IMPRINT Washington, D.C. : G.P.O. o
JERIES  0725-B. Statistical Yearbook of the Immigration and
ISBN/ISSN Naturalization Service (annual) (P)
0CLE & M[returnl

SURVEY: 8§5-007
And this display will appear:

lllllllll (] (S NS 80 0 80 p . o008, 0 Set,8 ¢ ¢ 0 0.0 ., G B 0 B 0 808 6.6 P 0.0, 0,0 0 0e0 0 0. 0,0.0.6,0.8,0.0.8,0,0,0,0.0.9 0,
RIS PR HHY stedadsdasatatetatataiatetatatstatatstadatgtatatatatetatatatet RIS O S HH S R A A A HH P P P P P Sodeigtedalataletaltelalatatatatatstaletatetatalstatatatelst 028

B0O00O00OO Last updated: 08-17-87 Created: 08-17-687 Revision: 0
Z4 LANG:eng 29 BCODET: 30 BCODEZ: 31 BCODE3Z:
25 SKIP: 0
54 CALL = J 21.2-2:
55 AUTHOR United States. Immigration and Naturalization Service.
96 TITLE Statistical yearbook of the Immigration and Naturalization
Service.
57 IMPRINT Washington, D.C. : 5.P.0.
58 SERIES 0725-8.

o lTo modify a particular ficld, key its number

E MC‘xtz=:=:=:=:=:=:=:=:!:!:¥x=:3:=:=:=:=:2:::::::::::m::m::=::::m::m::::::::;:;:::;:;:::g:g:::g:g::z,:,:,:;:,:,:,:,:,:,::x,:,:,:,g,;,;,g,;,';,,:,g,g,,,g,gm,,,_-.-_-_-_-_-.-_ siatatetatetatenatate sttt et et et e bt ata bttty
4
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Page 18

Read over the newly created record. Errors in any of the fields can be corrected by

keying its number. For ¢Xample, say the title appears as “yarbook” because of a typo.

[type] 55, and to fix the title without retyping it, [enter] yarbook<=yearbook, and the
title will be corrected. (You can, of course, simply retype it as well.)

If the new item is to be microfiche — (MF) on the survey card after the title —add a

note to the Bib record, ltypel ! (insert field), N ("note” field), Microfiche. [return)], and
the line

59 NOTE Microfiche.

will be added to the record. A note isn't necessary if the new item is going to be paper
— indicated by (P) after the title on the survey card.

To complete the new record, add a note (by the same method as above) with the
survey number; it would look like this: '

60 NOTE Survey 85-007.

Finally, will more than one copy of the document be received; for exampie, Adelphi

receives two copies of the Federal Register (AE 2.106:). To change the number of

- copies received, select its field number, and enter the number of copies to be received,
(This will also affect the check-in process for the document; see p. 29).

Then, @ (quit), A (add record to database), and INNOVACQ will assign a record
number, "B” followed by seven digits. This number should be penciled on the survey
card —which is then filed in the “SuDoc items selected” shelf list.

When the first new survey item comes in:

In the serials check-in subsystem, the Bib record with “survey" note will appear for
a SuDoc arriving for the first time. [Type] A (attach a new record). INNOVACQ asks:
"What kind of record? 1) order 2)check-in.. [typel 2

INNOVACQ will begin a sequence of prompts. Because some of the system defaults
have been set for the Periodicals/Microforms Dept.'s use (QUTLIGED), it is necessary
to overtype the proper Documents Dept. codes. Entering a @ at any point will bring up
the full list of options for the particular prompt. {Escapel to start over.

“Label type?" [tupel N (ha).

"Frequency?" Most common: 1 irregular, A annual, M monthly, U unknown.
"Location?" PERID lovertype] docs

"RLOC?" P lovertype] d (receiving location)

“Vendor?" FARDN [overtype]l docs

"Check note?" [type] instructions forthcoming from Documents Librarian.
"Lib. has?" Unless there are prior holdings to enter, {return] to omit.

INNGVACQ will say: "Creating a card" and will offer a series of prompts. [Escape] at any
time during this sequence will result in a check-in record without a check-in card; the
“create card” sequence can be re-initiated by typing C (create a card):

“Starting cover date of card, mo-dy-yr?”
El{fC""'""'z en‘ar year of incoming document {ie, 00- Oo-ﬁgégonlhlu: enter January of year of document, ie

IToxt Provided by ERI




Page 19
01-00-89 1rdocument's date 13 Aprit 1989, (January-March 1ssues may come in somewhere down the 1ine).

If document is from "general” class for which frequency can't be estimated, {return) to leave dlank. ( Document
frequency appears on survey card after title, or in description.)

"First expected date? (return if same as cover)
Annual: enter last day of current year, ie 12-31-89 during 1989. Monthly: if 01-00-89 was entered in

cover date, [enter] 01-31-89. Quarterly: enter 03-30-(current year). If a class for which frequency
can't be estimated, [ return} to leave blank.

L ke "starting issue *7"

Annual: [return] to leave blank. Monthiy/Quarteriy: (if series is of "year/volume" type, fe "989/1"
etc.) enter the first issue of the incoming volume, ie volume 989, issue 1. (If the first new item that comes
inis in the middle of a volume, ie, :28973, earlier issues (98971 and 989/ ") wit-probabty-arrive later.

may
"Daus beiween issues?"
360 for annual, 180 for semiannual, 90 for quarterly, 60 for bi-monthly, 3G for monthly, 14 for
semi-weekly (every other week), 7 for weekly, 1 for daily.
[return] for irregular or unknown frequency (will come out as 0).

“Days before clgim?” “Unit of binding?” “Binding delay?"
These are alwauys set st 0. Documents Dept. does not use this part of INNOVACQ.

“Number of items on card?”

The default, 14, can be used for “irregular" documents; if numerous arrivals result, more boxes can be edded.
Use 14 for annual and semi-annual, 52 for weekly, and 48 for monthly, bi-monthly, quarterly, and
heavily-received “general” classes. (Maximum is 56; extra boxes should be left for apecial insertions.)

"Default parameters as uou want them?" (Y/N)

Y creates the check-incard.

N will allow you to change any of the aforementioned areas except for "number of items on card” which can
only be changed in maintenance mode orce this point has been reached. [Escape] at any point between “"cover
date” and “number of {tems” will result in a check-in record without a check-in card, and the card sequence
can be started again by entering €. Once “"number of items” is entered, [escape] will ereate the card.

Check in the new document accerding to the steps outlined on pages 28-29. Then, Q
(quit), and A (add record to data base). Tuck the survey card in the document and
give to librarian. This will let hit know that routing instructions are expected.

When the document is returned to the kardexer, the routing instructions can be
added by way of the "update” subsystem (see p. 34).

b. Survey Card for Previously Published Item

Sometimes the GPO will issue a new classification by survey for a document that
h.d been previously published under another class. If there is a separate INNOVACQ
record for this document, it can be changed — see part (d) Notes,

¢. Reactivating an “"Inactive"” Class

SuDoc class numbers for documents that have not been received fcr several years
may have bcen listed en masse in several INNOVACQ records titled “Inactive SuDoc
classification.” If in checking in a newly airived document one of the "inactive” records
comes up, a new record must be created for the no-longer-inactive class. Delete the

©

EK[‘CSuDoc number from the inactive list, and create a new INNOVACQ record (see p. 33).

Aruitoxt provided by Eic:



d. Notes (on Shipping Lists) Page 20

Most of the changes to INNOVACQ records are made as a result of NOTES on the
shipping list. Formerly (and ir rare cases still) appearing at the bottom of the list,
these notes are usually right below the item they refer to:

IO~k 1 Ll D)4 I0DY DD AKD NEWS, muy/s Juiie 100,

968-H-13 J 29.1:/3:985 Buresu of Justice Statistics Bulletin, Capital Punishment, 1985.

NOTE; This title, Capital Punishment (annual) (P), has been
removed from J29.11: Burenu of Justice Statistics
Butletin (month.y) (P), and given its own cless,
J 29.1173: . The item number remains 968-H-13.

The notation “"has been removed from" indicates a document that has been
previously published as part of a larger series. For example, the note above refers to
the general "Burean of Justice Statistics Bulletin” which consists of numerous
documents covering a wide range of subjects. The document to be issued under its
own class number will still be a "Bureau of Justice Statistics Bulletin” but oniy the
bulletins on capital punishment will be "] 29.11/3:" — other bulletins will either be
under the general number (] 29.11:) or they may be "removed” (in other words,
separated out) into classes of their own, also by shipping list notes.

In a case where a document has been “removed... and given its own class,” prepare
a new INNOVACQ record using the information from the siipping tist. Include as an

alternate title (type U) the name of the original class, and a note (N) as to the
‘removed” status. The resulting record 1is fllustrated below:

Botupooon Last updated” 02 03 08 ()r‘(m'tnd 02 03 88 P)Vi;li.()flﬁ 0

24 LANG:erg 29 BCODEN: 30 BCODEZ: 31 BCODES:
25 SKIP: 0

54 CALL = J29.1173:
55 AUTHOR United States. Burcau of Justice Statistics.

56 TITLE Capital punishment. .

57 IMPRINT Washingten, D.C. : 6.P.0.

50 SERIES 968-H-13.

59 ALT TITLE Bureau of Justice statistics bullatin.
60 NOTE Remeved frem J 29.11:

to modity a pﬁrril;lih}f field, key its.number

Next a check-in record is created and e document is checked in as explained in
Section 1V. To indicate that the Suboc class was created by a shipping list note, an’
"internal note” (field Z) is added to the check-in record, i.e., "Removed from ] 29.11:
(87-27-P)" — the shipping-list number is needed as a reference to check back to if
future confusion arises. Then, clip a note to the document, letting the tibrarian know it
is "removed from class..”" It will be returned to the kardexer with new routing
instructions. In this case, the librarian decided to continue routing the document as
originally classed (ACCO), so the new record's check note reads "Acco.”

In a few ‘removed.. and given its own class" cases, some effort will have been
saved by a previously established practice of “splitting” certain SuDoc classes that
have the capability of being separated by the GPO at some future point. For example, a
note on shipping list 86-345-P for item 768-A-1 said that "this title, Productivity

o Measures for Selected Industries (annual) (P), has been removed from L 2.3;, Builetins
ERIC(P), and given its own class, L 2.3/20:. The item number remains the same."

Full Tt Provided by ERIC.
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Ordinarily the kardexer would follow the procedure just explained. However, in the

L 2.3: class, separate INNOVACQ records have been prepared for various individual

titles. Thus all the kardexer has to do is maich the title on the note to an existing

record, change the SuDoc numbur (see also “Class Changed,” below) and add the

‘removed cfass” notation to check-in record. If the title can't be matched, a new

record is prepared as already illustrated (p. 20). And, if the title happens to be on a

record called “inactive Labur Department bulletins,” it is treated similar to the
"inactive SuDoc class” document. (p.19).

There are several other types of notes issued by the GPO. These include:

Class Changed: the GPO issued a note on an item (top record, illustrated below),
saying that the U.S. Information Agency was to take over publication of the title.
According to the GPO note, the agency, SuDoc nu-ber and item number were to be
changed. A new record could be prepared, but rather than risk an error in transferring
the records, and to save the effort (as well as computer space), changes were made
directly to the existing record; the resuit is the bottom record. Note that the cafl
number field has been changed to show the new SuDoc number, and the old SuDoc
number has been added as a second call number field (so that the record will appear if
either number is keyed); also, the author field now shows the new agency, and the old
agency has been added in the “aiternate author” fieid.

C1o6151.7 Lagt updated 0Q 3087

TITLE Oppertunities abread for cducaters.
CALL® ED1.19:

CHECKNOTE  Net cataleged.

LOCATIONS  decs

!?r(mtndj'()ﬁ' 11

87 Pevisions: 4

B1O53830 Last updated ' 0Q- 30 87 Created 05 1 87 Revisibng 2
24 LANG: eng 29 BCODE\: 30 BCODE2: -31 BCODE3:
25 SKIP: 0
94 CALL ¢ ED1.19:
55 AUTHER United Stales. Dept. of Education.
56 TITLE Oppertunities abread for aducaters.
57 IMPRINT Washingten, D.C. : 6.P.0.
58 SERIES 460-A-14.

1o modify a particular fh*ld., key 1ts number

TBI0Sa0 30 Created: Q%4 1.~ Q7 Revigtany: 3

fuvt updatéd: U3 16- 881

24 LANG: eng 29 BCODE1: 30 BCODEZ2: 31 BCODES:
25 SKIP: 0

54 CALL * 1A 1.29:

55 CALL # ED 1.19:

96 AUTHOR United States Infermatien Agency.

57 TITLE Oppertunitics abroad for educaters.

50 IMPRINT Washingten, D.C. : 6.P.0.

59 SERIES 460-A-14,

60 ALT AUTHOR inited States. Dept. of Education.
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Added Class: one of the most common GPO notes is for the addition of a new
document classification to an existing series, and the new SubDoc number often reflects
this. For example, a note for item 964 said "this class, T 22.35/5-3:, Source Book, Sole
Proprietorship Returns (quinquennial) (P), has been added to item 964."

The note becomes more understandable when you find that the original class
was T 22.35., Statistics of Income. At some point the GPO split this class into separate
titles in the SOI series, and T 22.35/5: was designated for "Statistics of Income:
Corporate Income Tax Returns.” When the issuing agency published a "Source Book"
for the corporate returns, that title was given the class T 22.35/5-2;, and the newest
title (ntroduced by the GPO note) becomes T 22.35/5-3. A new INNOVACQ record
should be prepared (as demonstrated on p. 20) and the internal note added to the
Check-in record would specify added class and shipping list number. As before, a note
saying "added class” is attached to the document and given to the librarian, who will
Gecide on routing and cataloging and make this information known to the kardegxer.

Correction: occasionally the GPO will issue a correction as a "note" on a regular
shipping list rather than on the usual pink correction form. Such a one (on shipping list
86-439-M) noted that for item 1028-B, Y 4.W36: WMCP-99-17, Compilation of Social
Security Laws, vol. I11, “the correct class should read Y 4.W36:10-2/986/v.3. We will
refilm and redistribute at a 1ater date.."

Although issued as a note on the bottom of a regular shipping list, this should be
recognized as a “correction,” and treated as such; see part (e), below.

e. The Correction Sheet,

The correction sheet, usually included in the stzndard shipment box, is pink and
contains 2 listing of individual document tities, the shipping list information for each,
and a correction. As in the shipping fist notes discussed in part (d), these corrections
vary widely in their instructions; the kardexer's task may range from nothing
Whatsoever, to a careful untangling of a complicated GPO-tied knot. Whoever has
Processed the documents upon their arrival also should have prepared the correction
sheet by bracketing those items the Adelphi depository receives, and crossing out
those not received.

The following exampies are meant to be indicative of most of the corrections
necessitated ty the pink sheet; be aware, however, that a fow examples cannot cover
every situation and, when in doubt, consult the documents librarian.

Note the format of the correction: the item and classification number listed are
those undet which the document appeared on the original shipping 1ist. In the "titie"
column appears the shipping list number and date, the titie under which the document
was shipped, and the correction to be made. Many times the correction will refer to a
typographical error in the item or classification number on the original list; other
times it will be an error in the classification of the document itself.
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For example, in the illustration below, the error was an incorrect SubDoc number
(the part after the colon, referring w the individual document). To correct it:

1.Conducta 956 | 7v22.2:P94/15/987 | SHIPPING LIST 86-1011-P, December 31, 1986
search by call Projections, Ca’endar Year 1987

number to con- Please change class to 1 22.2: P84/9/987

firm that we
were entitled to

receive the title CALL * T 22.2:
in question (see TITLE Gonersl publicatiors.

CHECKNOTE Give to Documents Librarian.
p.l)and thatwe  \pcatiONs  decs

HH_M(HMX .lnnt'np(inhwi 0y-24 87 tteated nn-v)zf- 8o

did indeed BOX 22 OF 56

receive the one

to be corrected. 22 - Rememper, to see the
Check the Earnveog | | 22 transaction date when the
INNOVACQ P94/13/7987 Harniven§ notes field is in use, type M
record and the | 1 * 1703/87 (maintenance), T. To get.
entry for the N ! back the note, type N.
document as it

was ofriginally classified, processed by us with a date that is later than the shipping-
list date cited by the correction sheet (in this exampie, Dec.21, 1986). If an eatlier date
appears, it is ot the document referrad to by the correction — the document in error
might have duplicated the SuDoc number of the earlier arrival, for example, and the
original should not be corrected. Look for a later arrival with the same SuDoc¢ number;
if none, see next paragraph.

2. If there is no INNOVACQ entry, find the original shipping list to see if the item
was either a “rain check” (marked ‘RC") or claimed (item would be circled); if so, save
correction until title arrives. If item was marked as a "no" by accident and the 60-day

deadline hasn't passed, claim! Otherwise, consult librarian; document may have tc be
specially ordered.

Also, if the item was checked off on shipping list but never checked into INNOVACQ,
consult librarian as to its current 1ocation (and pessible replacement).

3. Find the document, and confirm that the title matches the one on the correction
sheet. (If it does got, and the date stamped in back matches the record you've found,
consult librarian.)

4. Change the SuDoc number as directed by the correction, on the document's cover
by pasting a 1abel over the original and on the inside (it should be on one of the first

0OVT DOC S few pages) by crossing out the oid SuDoc
T 222 number, and penciling in the new; also add the
P94/ 157987 number of the correction sheet (at the top, it

looks like a shipping-list number). Don't write
the shipping-list number given in the correction
itself; that refers to

GOVT pOC J TREEOMHSIBTY original shipment
[1' &2‘;‘59 1987 fE2L #/-? /%.’: and is already on the

t.
30 documen



3. Change the INNO- pyo- ‘ ['oop Page 24
VACQ record, either by |
modifying the item's box EIARRIVEDE EARRIVEDE
to display the new SuDoc J P94/15/987 i PB4/79/987
number with a correction ! !
note next to it (ilfustrated A
at right, but see how note *22 P84/9/7987 [corrected 87-176-P)
is Only visible in line for- ARRIYED on 1/03/87 1 copies

mat and old SuDoc number doesn't appear); or, preferably, by changing the status of
the original box to "Removed” and adding a correction note (illustrated below left),
and checking in a new box for the corrected SuDoc
number ({llustrated right). Note that the date the § _
REMOVEDE 1 correction was made appears in the "removed” box J§ SARRIVEDH
P94/15/987 §  (or use the date of the correction sheet), and the § P84/9/967
-] original arrival date appears in the new bOX.

'22

gnﬂ.ﬂ.l!’l.llg
»22 PB4/79/987 [corr te PO4/97967, 87-176-P] * 1/08/07
REMOYED en 1727/87 1 copies \

6. Check the corrected item on the pink sheet; when ail are done, the sheet is
initialed by kardexer and is filed.

The following are examples of other chanzes required by correction sheets and how
they are handied. For situations not covered here, consuit the documents tibrarian.

A

620 1 193: 1731-A | SHIPPING LIST 86-865-P, Octaber 29, 1966
Mineral Resources of the Castlie Peaks. Wilderness Study

Area, San Bernardino County, California, Bulletin 17 13-4
Please change class to | 19.3: 1713-A

1. Confirm receipt. If "1713-A" is chrcked in and “1731-A" isn't, error may only
have been on shipping list and kardexer corrected on arrival.

2. Find document; verify title number printed on document is correct. If misprint,
paste iabel over. Change SuDoc numbers (as described on p. 2 3) if necessary.

3. Check in "1713-A" on record if it hasn't been; however, don't remove “1731-A"
until verifying a document with that number nasn t also come in

B

128 C1.2: w4 SHIPPING LI1ST 86-750-P, September 12, 1986
Ask US, Women Business Owners, Revised August 1986

Piease change ciass to C 1.2: WB4/966

1. Confirm receipt.
2. Find document, add “/986" to cover label and inside SuDoc numbers.
3. Add /986" to INNOVACQ box.
4. The addition of a year t¢ the SuDoc number indicates the new document may
‘lave superseded an older edition. Handle according to the procedure for checkin in
E = Library Keeps Current” (see 0.10). Check off item on correction sheet when completed.
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765-A | LC 1.12/2: B45/2 | SHIPPING LIST 87-85-P, February 10, 1987
Berlin: 740 Years, A Selective Bibliography, 1986
Flease change title to read "Berlin: 750 Years, A
Selactive Bibliography, 1986"

1. Note that no records require change; error is in title. However, the correction is
not clear as to whether the document itself needs to be changed, or merely the
shipping list. So, confirm receipt, and...

2. Find document. As the record for the LC 1.12/2: class* says "Give to Documients
Librarian,” the item may be anywhere along the way to being (or not being) cataloged.
Unless the shipping-list date is toc recent to allow the possibility, assume the
document has been cataloged, and backtrack from that point, to expend the least
effort in locating the item: .

a. Search ALICAT (Adelphi's computerized catalog of the library's holdings) by
SuDoc number (although sometimes documents are catalogued by Library of Congress
call number, which you don't know at this point) and title. If document has been
catalogued under the cotrected title (and the date of publication is current, not an
older edition) assume the error was only on the shipping list and check off item. If
document has been catalogued under incorrect title, prepare an ALICAT change
request for record to be corrected in database {or consult librarian for procedure).
Check off item on correction sheet.

b. If there is no ALICAT entry, look for SuDoc number in document librarian’s
card-catalog file for titles sent to Technical Services for cataloging. If filed there under
incorrect title, try to intercept document (or ask fibrarian to) before it is cataloged. If
title is correct, don't worry. Check off item on correction sheet.

¢. If there is no card in drawer, look through the documents waiting for review
by document librarian’s shelf. If there, correct title if necessary. Check off item on
correction sheet.

d. If document isn't on shelf, (1) look through the items that are awaiting
labelling or (2) check the appropriate location in the document stacks, and change title
if necessary. Check off item on correction sheet.

3. If you haver. i found the document after all this, report potentially mis-titled
missing document to librarian.

*If "LC 1.12/2: B45/2" has its own record (some individual titles do!), you won't have to go further than step 2a.
D ;
644-B-1] 127.72: 86-13 | SHIPPING LIST 87-84-P, February_19, 198
Chemical Grounds for Potentia! Use in Burgeu of Reclame-
tion Projects, GR-86-13, Decemter 19
Please change item number to 66<-B- |

Although not necessarily the case with this specific item, lef us assume the
depository is “Y" for 644-B- 1, and the document has been checked in/

1. Confirm receipt.

2. Note that the corrected item number, 644-B-1, is "N on Adelphi's item selections

. l{fC‘ list. Remove the title from the record to which it was (incorrectly) added. If a new
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record has been prepared specifically for this document, delete it. .
3. Give to documents librarian, who will review and decide whether to discard or to
add item to those s..acted by our depository library.
4_Check off item on correction sheet.

amasans

E
740-4 Ju 6.8/b: 987/ SHIPPING LIST 87-44-P,_January 21, 1987
85-971 Supreme Court of the United States, (Slip Opinion), No.

85-971, January 14, 1987
| Please change class to Ju 6.8/h; 9686/85-971

1. Confirm receipt. .

2. Note that this item is cataloged and kept in the library's Reference collection.
There is no INNOVACQ check-in record. Fach one received is labelled (Ref. KF 101.A42)
and sent for shelving in Reference collection. The error (a year misprinted) will not
affect either the INNOVACQ record or the shelving of the title. Check olf item.

Note: If an essential part of the SuDoc number is misprinted, the kardexer may
suspect a misprint on the document itself and check with documents librarian for
clarification.

F

960 T 22.25: 966-3 SHIPPING LIST 87-88-P, February 12, 1987
Internal Revenue Cumulative Bulletin, 1986-3, VYol. 3,
Senate Report 99-313, S/N 048-004-01933-7, * $47.

Please change class to T 22.25; 586-3, v.3

1. Confirm receipt.
2. Note the document is cataloged and kept in library’s Reference coliection. Uniike
the previous example, however, it is a bound volume and int2nded to be a permanent
part of the collection. The item arrived with the correct information (pt. 3, v. 3) on the
spine, cover and title page. In this case, the omission of the volume number in the
SuDoc number will not affect the cataloging and it is not necessary to add "v.3" to the
document's first page (aithough the kardexer may so choose).
3. In the INNOVACQ check-in box, change 986-3 to 986-3, v.3. The kardexer may
have done this originally if the error was recognized when the document arrived.
4. Check off item on correction sheet.

G

133-A-45] C 2.204/3-47:985 | SHIPPING LIST 87-162-P, March 19, 1967
County Business Patterns 1985, Vermont, CBP-87-47
Please change the number in title to CPB-85-47

1. In any case where a document series number is included in the title, an erros
will not affect checking in, cataloging or SuDoc labelling. While the correction doesn’
indicate clearly whether the number was misprinted on the shipping list or on the
document itself, the kardexer might find the document and fix the number i

‘ necessary (and check off item on correction gheet).

EaWal
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1. Administrative Notos

Other changes to INNOVACQ records may be prompted by the GPO's monthly news-
letter, "Administrative Notes."

For example, in its "Whatever Happened to..?" section of the Notes, the GPO may re-
port that a certain title cannot be distributed to depository libraries; e.g., a "rain check"
(p.2) for which the publication's issuing agency couldn't provide additional copies.

In this case you would confirm that the title has not been received. 1f it is a serial
publication (. A 93.16/3: 11/2), the INNOVACQ box for this title's volume 11 no. 2
might show up as "LATE.” Change the status to “MISSING" and add a note to the box
saying "GPO can't send" and the source of the instruction: le, WHT 1988-19, 2/89 (for
the “Whatever Happened To" sheet number and the Administrative Notes issue date).

If the missing title is a general publication (le. S 1.2: K47/8), add an INNOVACQ
box, again with status "MISSING" and a note attributing this status to a GPO "WHT."

Apprise the documents librarian of the situation; perhaps a photocopy of the miss-
ing item can be obtained from another depository.

The GPO also includes in its Administrative Notes an “"Update to the List of Classes.”
Some of these are added or changed classes, similar in format to the shipping list
Notes, and should be treated as such (see p. 20-22). However, instead of a shipping-list
number, the Bib record note and check-in record Int. Note (internal note) should at-
tribute the change to a GPO Update and include the sheet number and Administrative
Notes issue date (e.g. Added Class, GPO Update 1988-39, 2/89).

Other updates from the Administrative Notes might specify, for example, “format
changed from paper to microfiche" or “title discontinued.” Often, this notitication fol-
lows the change by several months and INNOVACQ records will already indicate that a
title is arriving in a different format, or hasn't come in for a while (the SuDo¢ number
may appear in an "Inactive” record). For the fatter, however, if an active INNOVACQ
record exists, you can add "GPO reports discontinued” and the Update number and
date to the Bib and check-in note fields.
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' a. Chocking In Domments Page 20

From INNOVAC(Q's Maia Menu, choose:
0 ordering and receiving subsysiam... and then
S chack in serisls
[passwaord sequence)
Use todey's dote as RECEIVED daele for check-in? ¥
Buring check-1n, do you want i0 generate cisims for jatle issues? M
Are all options as you want tham? ¥ (R to return to first gquastion)
What record do you want to chsck in? {RETURN if dons)...
c{SUDOC] 1o find record by SuDoc number {ie. cae2.106)
tITITLE] to find record by title (le. tfedere) ragister

®If bibliegraphic ("bib") record appears with no check-in record, see p.18.

elf “Iinactive SuDoc" record appears, see p. 33.

®If check-in record has no "card” {there will be no boxes and in addition to the options
lisied below there will be 8 C> Create check-in card) and CHECK NOTE does noi
sey "no check-in record” or "Documents does nol check in" see p.18.

eif a "summery of attached records” sppears {example on p.35) select eppropriate
record. If none are correct, make sure you have the right Suboc record.

C> CHECK in {current box) = Check in the blinking box (or line).

0> Check 1n some OTHER box = Asks for specific hox number to check.

M> MAINTENANCE mode options = To change information or view other
screens (also see p.30).

E> EDIT check-in record = Will bring up entire check-in record, in
cluding any detatled checking instruc-

tions for complicated ciasses.
Q> QUIT = 60 back 1o "What record do you went to

check in?"
CHECK-IN ASKS:
Valume Accepts any single number. To enter a runge,

ie 985-86, type 905-I06. If Ebeeps®, range
not acceplable, use NOTES instead.

in document.

«
>
.
>
>
>
.
>
>
>
>
L 3
>
>
>
>
>
>
>
*
>
>

BOX #  :COVER DATE

e
e
PLI0POOPIOIIIVIOIIIICIOIFIVIIIGY

sseaee®

OlOl00"'000l‘000"0000'0!!00'000"00'!!l"l"f‘ f

STATUS

Issue Accepts single numher or range os chbove. If
Eheeps ® use NOTES,

Cover Date dd-mm-ygy (Vor numbers less than 10,
B1-89)... 88 it day and/er month hlank.
Notes Type anything. First 10 charaoters appear in
box. Te view rest of NOTE, [type) M
(mainteranae), L (line formaet).
36 To retern to nard format (baxes), [typel C

IRETIIDN] tn 1oaus anit af the ahaua flaids hlanl

\‘\Q\Q\\\\

VI VALS S

oooooooooooooooooooooooooooooooooooooooooooooo

:00000'00000000"00'0'00'0‘0"0000000!0'00'0000'0
»

! TRANSACTION DATE
(OR NOTES)

POPOIIPIOOPIPIOIIICIIOIIOIEPOIPIIIGOIIIIIGILGIIOIGY,:

A3 AL LR T YN

) 'lllll'll'loorla ;00000000000%. /l"l'l"'l"lﬁ

| { VOLUME i3} ISSUE ; ; COPIES }

0000000000000008 %000000000000"

L4 4
ROPPLP20OOOIVIOINS,




" b. Changing a Box While in “"Check In Serials" Mode Poge 29

For example, in a series such as the Code of Federal Regulations (AE 2.106/3:) each
volume is annually updated and only the current edition is kept. Instead of adding
boxes, it is more space-efficient to change the oxisting bex (illustrated below left) into
a new version (right).

M maintenance mode options
M modifyabox Which box? 32
A alter data elements of this box §F ARRIVEDT

Praviously entered dets will appeer next to pt 100
each field name. Tyne over it to change, lreturn] | 7: g9
to leave unchenged, or [delete] Lo blank...

Status  [Expeoted, Arrived, ARRIVED Ireturn] to 1save unchanged
Partisl, Missing, Removed, Hun)®
Yolume 7 [return] to 1eave unchanged
Issue 589 [typel 990
Cover Date 1989 [type] 00 O (month/day blanks) 90
Transaction Date 03-08-89  [type] today's date
Number of copies written 0 lretwn] to 1eave unchanged
Number of copies received 1 [return] to 1eave unchanged
Notes pt 100 [return] to 1eave unchanged
Replace data for this box? > [type] ¥ if correct, N to start over...

* Atso Bound ind ToBind, which Docurnents Dept. does not use. "Missing” for lost documents » "Removed" for discarded.
. Checking in Boxes Out of Sequence

Many of the documents that fit the serial paitern of INNOVACOQ (the second hailf of
the SuDoc number is in volume/issue format) do not necessarily arrive in the order
that they are publiched. For example, if Box #8 is the next issue expected, it will be

*8 Aug 86 blinking — and if the iransaction date has already

S passed, INNOVACQ wili automatically change its

T A status to “late.” Suppose then that Box *9 comes in.

Te—_— To check in: O {check in other box), 9 (to check in

08/30/68 » 41:9 and leave 41:8 blinking). Or, M (maintenance),

42:8 42 : 9 R (reset current box to) 9, which will fet you check
in 41:9, and make 41:10 the next box to blink.

d. Partial Receipts

Adelphi receives two coples of the daily Federal Register (AR 2.106:), one in paper
and one in microfiche. Since the check-in record field for number of copies is 2, when
1 *6 Jon 9 the first copy is checked in (and 1 is entered for

e | COPles recelved) the result will be a “Partial”
FPARTIALY| status, as illustrated at left. When the second
e copy s checked in, INNOVACQ will automatical-
1y change copies received to 2 and the status to
: 6 11 ARRIVED. (To further identify the partial re- |54:6 2
celpt, i.6. as "paper,” use box's note fietd.)

*6 Jon 9




‘e. Maintenance Mode options Page 30
i1 M 1s selected from the check-in menu, the following are all accessible:

A> edditional options. Lists options in rotating groups of six or seven. {But, any maintenance option key
selected will work whether or not it shows as a choice.)

B> scroll back. Shifts card back to show th~ previous screen of boxes.

C> use card display. Items appear as boxes. A maximum of 21 boxes appear at once.

D> delete. Yipes out a box. If status is "arrived” INNOYACQ will ask “sre you sure?" before deleting.

E> edit check-in record. To view or change any of the fields of the check-in record. As the often- used
CHECK NOTE appears only partially when the check-in card shows, keying "E” will show the entire check note,
which may include lengthy inatructions for complicated or confusing SuDoc classes.

F> screl? forward. Shifts card ahead one screen.

1> insert. To insert a box between two others. For example, to insert bevween box *'s 3 and 4, when INNO-
YACQ asks “new box will be?” *nter 4. {Maximum 56 boxes per card).

J> Jump to & specific box. Check-in card maves to box # entered.

L> use line item display. Box appears as Yine. ALL information in "rotes” appears in this display. A maxi-
mum of seven lines (as opposed to 21 boxes) appear on one screen.

M> modify. Changes the information in e box.

N> display notes. Shows infor mation entered in “notes” of box.

P> change parameters. Changes the options selected for the check-in card (see p.18-19).

Q> quit. Returns to “What record do you want to check in?" May display check-in record first, if so Q again.

If record’s information hes been changed, INNOYACQ wil) ask M (make changes permanent), E {exit without
changing record), or R (return to editing of record) before quitting.

R> reset currant box. Changes the “current” or blinking box (the next one to be checked in).
3> record summary. Displays summary if there i3 more than ene check-in record (sce below)
T> display transaction dates. Shows dates items received instead of notes.

U> update a range. Changes several boxes at once.

X> defete card. Wipes out entire card, but leaves check-in record intact.

Zy exit to check-in. Exits maintenance mode, ready to check-in current box.

{. Using “Library Has"

For some document classes, the "Library Has" field of the check-in record has been
used to keep track of some older documents. For exanple, quite a few of the Y4 (U.S.
Congressional committee) classes have check-in cards with boxes intended for docu-
ments {ssued by the 100th Congress, while the 99th Congress publications have been

entered in “Library Has." To display these holdings, [type] E (edit check-in). On a
record, such a fine might appear:

94 Library has: 99-2,3,5,7,9,12,22,34,42,43,55,69,71 ,12,8C,83,86,88-92,95,100,
102,104,1008,112.

Say that in this class, in addition to the new :100-* documents, :99-101 comes in.
This document can be inserted into the holdings list. When in edit check-in, the com-
mand menu notes "to modify a particular field, key its nuimber.” The "Library Has"

fleld number varies for each record; in the example above it is 54, s0 enter 54, return,
and the screen will say:

94 Library has: key new data, “‘old data’ <=""nevw data’", or return to delete fizid:

The entire field as it appears in the example can be re-entered, adding the new
El{l*cmument. But it is much easier to change the entry. To insert our “:99-101" into the
. - 20
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list, you would enter 100<=100,101 and the field will now appear as:
54 Library hes: 99-2,3,5,2,9,1 2,22,34,42,43,55,69,7!,72,80,83,86,08u92,95,i00,
101,102,104,108,112,

Keep in mind that if a mistake is made in editing fields this way, you can O (quit)
and E (exit without updating record), and the record will appear as it did before you
made any changes. Once you save a changed record (with M), however, that is lne only
record — so review extensive changes well before changing them.

"Library Has™ can also be
used to free up space on the *53 54 * 39 36
check-in card if the maximum FfER § ARZURD ABBIVELD | ARBIVED | AERIVED
56 boxes have been reached ‘ )
and you do not want to add an- ar o B53 Ema/4 V8
other check-in record. Enter ¢ "
(maintenance), J (jJump to box)

1, and get this ,‘,

!lgxes 1 to 21 of 56

.y .2 .3 "4 .5 1%6 ®7

angiVED | ARRIVED | ARRIVED | ARRIVED | ARRIVED | ARRIVED | ARRIVED

RS3/72 SuB/987 §An3/é6 H?79 B12/987 | 1447122 Riz%s2

*8 , .9 . %10 11 *12 *13 AL |

apziven | apriven | apriven | ARRIVED | ARRIVED | ARRIVED | ARRIVED

B22/986 i Ur3 65673 ir2/78 Sché M66 L34/988
4 -

Display “"transaction dates” for these boxes: (still in maintenance mode, type) T:
Boxes 1 to 21 of 56

i

'Y .2 3 (Y (Y g *7 )
apgiven | ARBIVED | ARRIVED | ARRIVED ABRRIVED | ARBIVED | ARRIVED
037037875} 03/03/87T%{04/11/8T% 04729787+ 03/13/87 %} 07720787 % ot/20/a7 %

‘S

*g .9 ®10 11 ®12 .13 .14
ARRIVED | ABRIVED | ARRIVED | ARRIVED | ARRIVED | ARRIVER ARRIVED
oa/o2/07 %] 10212707 2} 11 708707 8| 1213707 = | 12/20/07 =] 01715708 % | M1 /15/00 »

: ) : 'y : “"{

o Noto that the first 12 boxes arrived in 19387. You can enter these documents in ¢
| "Library Has" field and thus free 12 mor(?nboxes for use. Bring back the "notes” dispia
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by entering N, and write down the first 12 documents. Then [type] Q] to get out of the
maintenance mode, and E to edit the check-in record. Insert a "Library Has" field by

entering |, then H, then the information, "1987: R53/2, Sud/987..." etc., and the check-
in record will now include this field:

95 Library has: 1987: An3/6, B12/987, B22/7986, 65673, Ir2/78, R13/72, R53/72, Sché,
Su8/9087, T44/22, Ur3.

(By the way, you have to put them in alphabetical order; INNOVACQ can't do it for
you — at least, not yet.)

Boxes 1 to 21 of 44

Now 20 back to check-in mode (type C) and . . .
delete the first 12 boxes: M (maintenance), U | | 2 3
(update a range of boxes), D (delete.boxes).. | ARRIVED | ARRIVED | ARRIVED
“Start at Which Box?" 1, "End at Which Box?" | me6 Le4/982 | 23
12, and va/le, box *13 has moved up to *1,
and the filled-up card of 56 is down to 44
(iiiustrated at right).. and, as you are still in . S
maintenance mode, add some new boxes: U | ARRIVED | ARRIVED | ARRIVED
(update a range), | (insert a range), "First box of
new range?” 435, "How many boxes o insert?” 4, "Status?” E (for “expected”), tnen
[returnl] in response to “Starting Volume,” “Starting Issue” and "Starting Cover Date,”

- and as “Starting Transaction Date” will be that of Box *44, enter a space and [return) to
blank it out. The result:

Bexes 36 to 48 of 48

*8 *9 *10

*36 37 ®38 ®39 *40 "41 %42
ARRIVED | ARRIVED | ARRIVEDR | ARPRIVED | ARRIVELR L ARRIVEDR | ARRIVED
In2i/74 N52/73 088 ¥19/7988 | Ac3 Q115 R13/73

ansna,
®43 “44 %45 ® 46 %47 .48
ARRBIVED  ARBIVEDR L E E £ E
Em4/4 Yo

Although you can add eight more boxes before the maximmum 59 is reached, it is
better to 1nave some room for now, and fill in more later if necessary. To make Box
#45 road "expected” and biink as the next box to be checked in, Itypel R (reset current.

box to) 43, and Z to return to check-in mode. If there are none to enter at the mo-
ment, ] {quit) and M (make changes permanent).

~

40



g. Checkinyr in Special Series: "~ Page 3

The "series” fieid in the government document bibliographic records has been usec

for the item number of each class. However, the field has also been used for a couple
of special exceptions:

AUTO MAIL documents that had been separated out into a kardex drawer of theis
own — federal documents that arrive by U.S. Postal Service mail rather than UPS -
have a series field that says "auto mait.” They can be checked in in two ways:

"What record do you want to check in?" t [individual titie]
(for example:) tfederal register

(no space between t and title)
OR

"What record do you want to che¢k in?* saute mail (s for series, no space, auto
mail), which will list all "automatic mailing” documents currently received. Select the
number of the item you want to check in; af ter, R to return to the list.

Also, "NYS DOC" has been entered as a series name for New York State documents
checked in by the kardexer, and "NON FED" has been used for documents that are nei-
ther federal nor New York State. {Typel snys doc or snon fed for the lists.

k. Encountering and Editing “Multiple Bib Records

In a few cases, one bibliographic record has been used in place of what would
amount to many separate Bib and Check-in records. These inciude:
1. Inactive SuDoc classification numbers: tists SuDoc numbers of classes that have not
been received for several years. If in “check-in" a SuDoc number is entered and one of
these records comes up, a new record must be prepared for the document, and the Su-
Doc number deleted from the “Inactive” record.

This cannot be done in "Serials Check-in" mode. If you key a SuDoc number and get
an “Inactive file,” write down its Bib number (in the upper left corner of the screen, a
"B” followed by seven digits) and; |

[type] Q (quit), [return) to exit "Bib" check-in mode, and Q to exit “check-in" entirely,
then U (update), B (Bib records), and the system will ask what record you want to up-
date. Enter a period, the "B" will be inserted for you, and type the seven digits. If yon
enter the wrong numbers, INNOVACQ will say "invalid” and let you try again. If the
correct sequence is entered, a screen such as the one illustrated below wiil appear.

The title may be [B1050000 Last updated: 09-15-88 Created: 08-24-87  Revision: 4

out of sightas 24 LaNG: eng 29 BCODED - 30 BOODEZ. 31 BEOTES:
the inactive Su- 293
Do¢ numbers J4 CALL *  HE 20.3024:

55 CALL ® ME 20.2033:
have all been 96 CALL * HE 20.5042/5:
entered in "call STCALL® YE 22.19/%-
number” fields, 38 CALL® HE 22.3009:

SO CALL® HH 1.2/2:
which always 60 CALL® HH 1.98:

come before the (75" ncdiry a partiontar fieid. keg its number
title in the rec-

o ord. If the SuDoc number of the newly arrived document isn't one of the first few,
., lt'ypo] M % see mote of the record. When von find the richt numhar Aanhia.ahasts
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then take it off the list by keying the number next to it. For example, to delete HE
22.3009: from the record on p. 33, ltype]l 58 and then Ireturn] to delete the field. A
new individual record would then have to be created for the re-activated SubDoc num-
ber; use the same procedures as detailed on pages 17-19. Instead of a survey card, the
portinent information comes from the old kardex card. Holdings that are still in the 1i-
brary’s collection may be entered in a "Library Has" field, and a 3ib record note and
Check-in record Int. Note (internal note) may be added to indicate a "reactivated
clags” and the date. Check with the documnents librarian to see if routing instructions
noted on the kardex shouid be retained, or if new instructions are required.

If you wanted to add to the list of Inactive SuDoc numbers, you would sefect | (in-
sert field), C (call number), and enter the numbher; e, HE 20. 3029: To move this new
ontry into its proper place in numerical order, ltypel Z (move field).. "Which field?"

(enter the number of your new entry).. "Move to Which Field?" 55... and HE 20.3033:
will become field 56 automaticaily.

2. New York State documents: annual reports of the New York State Legislature com-
mittees, and of various state offices and agencies, also have been multiple-listed on
Bib records rather than using one record for each, in which the titles would all be
"Annual Report.” Since most of these documents are cataloged for the Reference de-
partment, holdings do not have to be recorded in INNOVACQ since they already are
and wiil continue to be entered in the library's online catalog by the cataloging depart-
ment. For routing instructions, ‘when in check-in mode, [type] snys doc, select "NYS
Assembly..” "NYS Senate..” or "NYS offices/agencies annual reports” and choose the
appropriate committee or office, with its accompanying Reference LC call number,

i. Changing Records

The fields of Bib and Check-in records may be changed by entering U (update) from
the main menu, and in response to “What record do you want t¢ update?” typel cisu-
doc), tititle], or a period and the seven-digit Bib number if you have it handy.

For example, a GPO correction says the document detailed in the record helow has
been removed from the Y 10.2: class and given one of its own, Y 10.22:

Although you could simply change the call number fieid, keep in mind that the GPO
sometimes continues to send documents under old classifications. So, in this case you

would first duplicate
the existing SuDoc C1050002 Last updated: 10-12-87 Created: O8-30-87
number: | (insert T1.TLE The oil resources of Alaska, » Congressional sssessment.

CALL® Y 10.2: AKB/
field), C (call number),  cleckmoTE Not eatalogued.

Y 10.2: Ak3/.. it will LOCATIONS doos

appear below the B105032x Last wpdated: 09-28-87 Created: 08-30-87
original call number. . 24 LaAnG: eng 29 BCODET : 30 BCODEZ2:

Then change the 23 O%LS v 10.2: AKE/
origmal .t'o the new 33 AUTHOR Unlt;d 'smos. Congressienal Busget Office.
number: 54 (modify %56 TITLE The of) resources of Alaska, a Congressional assess
field 54), ¥ 10.22: a7 IMPRINT Yashington, D.C. : 0.00.0.

The resuiting record 8 SERIES 0483-A-17.
will ook tike the one Te modify a particular (ield, key its number

ERIC )
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fllustrated at right, C1050002 Lagt updated: 10-27-87 Created: 08-30-87

Note that the new TITLE  The eil resourves of Alaska, a Congressional assessment.
SuDoc number, since it CALL ® ¥ 10.22:
is the first call number CHECKXNOTE Not callalogued.

in the Bib record ap LOCATIONS docs
F) - T — : __
pears as the only cail B105032x Lust updated: 10-27-87 Created: 08-30-87

number in the partial a9 ok o™ 29 BCODEL: 30 BCODE2:

check-in record above. 54 CALL : Y 10.22:; ,
Howev r, 99 CALL Y 10.2: Ak3
ever, the ;ecord 96 AUTHOR United States. Congressional Budget Office.
will come up ¢ither S7 TITLE The oil resources of Alaska, a Congressional asses:
number is entered. 98 MPRINT Vashington, D.C. : G.P.0.
If it is the title that 99 SERIES 0463-A-17.
has been changed | Tn snndifm ™ m?r"nuln- fiald Fan itc numbar

follow the same procedure; copy the originai title in an altern.te title fieid (U), then
change the original to the new title. For a changed issuing agency, use the alternate
author field (b). -

For all changes, don't forget to make a note of it — in the Bib record (n for note) and
in the Check-in record (z for interral note). Example: “Class changed, 87-104-P."

j. Adding Check-in Records

If a check-’'n record is filled, new ones may be attached (on a Bib record, A create
additional check-in record). However, unless the “identity” field is used, the resulting
record summary, which appears for two or more records, will be confusing:

Checkin 1> Locatien= docs; e:rd status=C;
Checkin 2> Location= docs; card status=C;

Which record do you select? If you use the "identity" field as well — | (insert field),
I (identity) — you can differentiate between the two:

Summary of Attached Recerds:
Checkin 1> Locatien= docs; card status= C; identity= 1989~

Checkin 2> Location= docs; card status= C; identity= 1984-1988

Note that the newly added record appears first on the summary, the old record
moves down to the second position.

“Identity” can also be used to separate documents by their issue period within the

same Bib record. For documents that come in once a month and are indexed annuaitly,
you might have:

Summary of Attached Records:
Checkin 1> Location= docs; card status=(; identity= ANNUAL INDEYX

Checkin 2> Location= docs; card status= C; identity= MONTHLY 1SSULS

Or, in a general publications class with 56 boxes, identify old record with a date:
summery ef Atteched Records;
Checkin 1> Location= docs; card status=C; identity=
Checkin 2> Locetion= docs; card status= F; identity= 09722787

So you know the older record (F = filled) includes documents checked in before
“eptember 22, 1987, 43




k. Data Retrieval Page 36

To search INNOVACQ records without running the risk of inadvertent changes,
solect R (Data Retrieval Subsystem) from the main menu.

Bibliographic Search: select 5 (search the bibliographic fife), then B if the informa-
tion you need is likely to be on the Bib record, or C if you are eeoking details of the
check-in (for example, to find out when a certain document arrived). Choosing one will
not preclude your looking at the other, however; switching your review from the Bib
record to the check-in record is a matter of typing one key.

The field choices for your search will be displayed. They, and their corresponding
for Government Documents records in INNOVACQ, are:

C Call * SuDoc number

A Author Agency (federal document records start with “United States...")
T Title Class name (actual title only when SuDoc class is a single title)
S Series item number of SuDoc class :
D Subject [Not used for documents unless record encered by Tech.Services]
0 ocLc~* [Appears only on records duplicated in ALICAT]

! ISBN/ISSN  [Not used for documents records]

K Title kep [System’s method of filing; not applicable]

»

Record * [Bib record numbers; note that most of the old kardex cards have
corresponding Bib record numbers 1 you have somiething to trace
Q Quit that way.]

BOOLEAN searches: multiple term searches and partial-term searches «.¢ available
on INNGVACQ through L (create LISTS of records) on the data retrieval subsystem
menu.

Select B (Bib) for the kind of list you want to create. This display will greet you:

01 LANG 03 BCODE1L: 05 BCODES:
02 sKip 04 BCODEZ2: 06 COUNTRY
07 SEI TAGS

Present search range: b100000x to b10
Find Bibitographic records that sstesfy the following conditions

Enter number in front of desived fixed Jenath field

The only applicable choice at this point is 07 (you must type the 0) which will then
uisplay all the possible fields on which you may base your search. Whan you choose a

field (by typing the letter before it), its name will appear under the "Find Bibliograph-
ic records...” line.

You must then choose the field “condition,” = (equats), ~ (not), » (greater than), «

(less than), 6 (greater than or equal to ), L (less than or equal to), H (has). You may
then add another field to the search by typing A (and) or O (or), select a particular
EK‘[Cnge of records to search by typing \ (backslgs‘h), or start the search with §.

IToxt Provided by ERI
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For example, a search to find all Bib records for government document classes that

have the word "energy"” in them, might be accomplished thus: )

R data retrigval
L create lists

NOTE: if a search has been done by
either the Documents Dept. OR the

"Choose what kind of lists:;" B (Bib records) Solence Library (the two share a
terminal port) and has not been de-
07 soa tags (choices will display) e et i
T fitle whether you wish to perform a new
H has search. Doing $0 will wipe out the

existing search! Make sure this is
okay before proceeding... you can
(enter string) energy [return) also add your search to the existing
r AN S to T . one, but you would want to do this
A for AND, O for OR, STAR prtmari if you are oontinging o
search you had started... see p.38...

A AND

$ (CHECK INFO)

06 location

= equals

docs checked in at Government Documents Dept.

IT desired, you can set more cenditions; ie., 1imit the search to a particular agancy,
either with the author field (Author has “Dept. of Energy’) or the call number
field (Call Number has “E™ — which might be too vaguel) or to documents gent to
the Science Library (Location = scien). Or, assume you only want to see Bib records
between b 1045000 and ©1055000. You can specify this range:

\ range

Search records in another review file? (Y/N) N
Enter starting record number b 1045000
Enter ending record number b 1055900

Starting record number is 104-5003 and ending record number is 105-5008
Is the range correct? (Y/N) ¥ (or N to re-enter)

You are now ready to begin the search:

S start svarch

INNOVACQ will show a tally of results as the search progresses ie, 1 found, 97
records searched.. and a search can be stopped with S. However, you cannot 1ook at
the results and then resume the search; you would have to re-enter the conditions (al-
though you could start the search at the last record number you .vok at). A search of
1000 records took about seven minutes on Adelphi's system; the entire databage of
?000 records (and growing) would take 45-50 minutes.

ERIC
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The examplie search resulted in 19 found, 1001 records searched. INNOVACQ
then asks, "What name would you like to give this file of records?” In this case, it was
called energy titles. INNOVACQ now says:

Your review file, energy titles,
has 19 records in it ready to be listed.

T> display review file on TERMINAL (1ook at search results one record et e time)
P> PRINT o1l of the data in the review file (printout of seerch*)

5> SORT review file by selected fields (ie, alphabetize title, SuDoc numbers)

L> LIST some of the data in the review file records (to meke print-out report*)
N> NEW BOOLEAN search, delete the review file (do a new search)

A> APPEND more records Lo the review file (continue a previously stopped search)
C> COPY the review file

®0n Technical Services terminals only. Leave search
D> DELETE the review file intact on Documents terminal, arrange for TS to
> QUIT “copy"” file onto their terminal and make printont.

Before you look at the resuits of the search, you might want to put them in alpha-
betical order by title; choose S (sort), and follow the INNOVACQ prompts. Then (or oth-
erwise, if you have not done a sort) select T to view the search results. The first record
of the example search looked like this:

[c'lm'& Check-in Information

LABEL TYPE: n SCODE2: CLAIMON: 01-01-93 RLOC: d
FREQUENCY: a COPIES: 1| LOCATION: docs VENDOR: does
LIB HAS: 1982~

CHECKKOTE: Catalogued under SuDoc number. Room use only. -
CHECKIN CARD: Status is curront; 14 boxes, 360 days between issues.

B104851x Bibliographic Informatics ~--Record 1 of 19
LANG: eng BCODE1 : BCODES: COUNTRY:

SLIP: O BCODE2:

CALL * EX1/4:

AUTHOR United States. Dept. of Energy. Energy Information Office.

TITLE Annual enerqy outlook..., with projection to...

IMPRINT Washington, D.C. : 4.P.0.

SERIKES 0429-J-1.

ROTE Roem use only.

M> MORC bibliographic info (to see more of Bib record, if any) A> ADDITIONAL Options

N> NEXT record (go to Record #2) P> PRINT this record (Tech.Services only)
R> REMOVE this record from list (leaving 18 others) Q> QuIT

8> SELECT a record for viewing (jump to another Record *)

It is true that the above record could have been found simply by browsing "Dept. of
Energy” entries in the Data Retrieval mode (p. 36). But the last record found in the ex-
ample search might not have been as easy to spot: "USGS Research on Energy Rescurc-
e8,” issued by the U.S. Geological Survey, Department of the Interior.
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' a. Long Island Depositories and Their Designated Classes Page 39

| ADELPHI
(1]

V0

Secretary of Commerce
Govt Printing Office?
Housing & Urban Dev.
Justice Department

Nationoal Foundation
on the Arts & Humanities ®

Overseeas Private Invest.Corp
Veterons Administration

| /%4 Congress®

shares responsibility with

other Ll deposilories. ..

HOFSTRA

Action

Arms Contrel & Dissrmament
Census Bureau

Economic Analysis Bureas
Panama Canal

Fine Arts

Fed Home Loan Bank Boar¢
Fed Mediation/Concilistion
fed Reserve Beard

US Iinformation Agency
form. hat'l Conmuafcations Agency

Judiciary

Labor Department

Natl Laber Relations Board
Natl Credit Union Admin.
Natl Nediation Beard
Peace Corps

Raflroad Retirment Board
Treasury Department

ADDITIONAL LONG ISLAND DEPOSITORIES;
§ B Brookhaven NatiLab M MerchMarine Acad (Kings PY)

D Drwling (Cakdate) 8 Suffolk Coop Lidrary System
F SI.INY-F ami_nﬁalo 8B SUN'f-Si Brot

A

c31
C39
€55

o £58

nzxxo N

CAB D 0200 M | FEM
Ccs M |D0300 D |FMC
CSA D |E B |FT2
Di- EP S8 |1

100 SB| FCA F | MS

I cw posT

B ®B® Nat'l Telecom. & Info Admin.
© @1 International Trade Admin.
© @2 Industrial Economics Bureau
ED Education Department

 B®A  General Accounting Dffice

111 Health & Human Services Dept.
](5 Interstate Commerce Cmsn.
ITE International Trade Cmsn.

LE Librery of Congress

NS Notional Science Foundation
[°F  Presidenti's Office

IPﬁE Executive Office of the Pres.
Securities & Exchange Cmsn.

W 10 Congressional Budget Office

I1ASSAU LIBRARY SYSTEI

National Archives

Bureau of Standards

Patent Office

Economic Development Admin.
Travel Service

Nat'l Tech Infe Service (NTIS)
Indusiry & Traede Admin.

(3@ Fed Communications Cmsn.

&

ARARRM
3233E8@

| ER  Civil Rights Commission

FT Federel Trade Commission
Gensral Services Admin.
State Department
B8®A Small Business Admin.
TH § Trensportation Dept.
TO 2 Federal Highway Admin.
T® 7 !"rban Mass Transport. Admin.
TD @ Mational Highway

Traffic Safaety Admin.
Y 1,8 Congross [exc. ¥3.M88:]

NAS 8B | TD5,9,10 M

S

mnipP 2 Y3.N88 B
M| S F

SB|TD3 SB

M|TD4 D

AR



b. SuDoc Filing Order
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GOVERNMENT
DOCUMENTS

E

The cataloging system used here was developed by the office
of the superintendent of Documents — hence its name, suDoc.

SuDoc classification includes:

ON THESE SHELVES AR\’ FEDERAL
GOVERNMENT DOCUMENTS, RETAINED BY
ADELPHI UNIVERSITY IN ITS CAPACITY AS

A U.5. DEPOSITORY LIBRARY UNDER
CHAPTER 19, TITLE 44 OF THE U.5. CODE...

HE 20.3002: Al8/986

|sudoe oclass - before colon |

[doo » - after oolonl

The SuDoc class censists of the
agency, such as HE for the dept. of
Health & Human Services: and the
class number - each branch within
the agency receives its own class. ..

The Sudoc cataloging system
subdivides classes by means of
slashes and dashes. The proper
order of shelving is:

:YEAR HE 20.3015: 985

: YEAR-NUMBER HE 20.3013: 983-2
NUMBER : HE 20.3002: : YEAR /NUMBER HE 20.3015: 985/2
NUMBER/a (reprints) HE 20.3002/a: : NUMBER HE 20.30153: 14
NUMBER-DASH : HE 20.3002-10- : NUMBER /YE AR HE 20.3015: 14/982
NUMBER-SLASH : HE 20.3002/5: :mn'{mam :"E gg-gg:? ::g Jons
NUMBER-SLASH- DASH: HE 25_30¢ -2: - WL /ZINGL FYE - :

' ] ] : NO.-NO./YEAR HE 20.3015: 14-2/987

:LETTER+NOQ. HE 20.2013:6r7
NO1E: each class number is separate unto fLETTERmOJYEAR HE 20.30153 Gr7/984

: LETTER+NO./NO. HE 20.3013:GrT/2
itself. A11 documents yithip HE 20.3002/5: : NUMBER + HE 20.3016: 1 An8
would be shelved befgrg HE 20.3002/3-2: LETTER+NO. HE 20.3016: 2 Op¥

Following the colon is the
document number. Various
sequences of years, letters
and numbers are used.

No two documents should
hawve the same number.
Proper order of shelving,

within each class:

| GOVERNMENT DOCUMENTS ON MICROFICHE MAY BE FOUND IN THE
,DOCUMENTS READING ROOM NEXT TO THE REFERENCE OFFICE !!¥

AN



