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ABSTRACT

This report presents a summary of the development and the charac-
teristics of the first generation of the Automated Literature Pro-
cessing, Handling and Analysis (ALPHA-1) System currently being
used by the Library Branch of the Redstone Scientific Information
Center (RSIC), an element of the Directorate of Research and Develop-
ment, U. S. Ammy Missile Command, jointly sponsored by the Army
Missile Command and Marshall Space Flight Center, Huntsville,

Alabama.

Descriptions of the computer technology of ALPHA-1 and of the
use of this automated library technique in RSIC are both presented.

Each of the subsystems and modules now in operation are covered.
While the discussion of various subsystems and their modules is not
meant to be exhaustive, it provides a background for the reader
who may be interested in adapting a part of or all of the ALPHA-1
System to another computer configuration or in another library
environment.
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FOREWORD

The Automated Literature Processing, Handling and Analysis
(ALPHA) System is a development of the Redstone Scientific Infor-
mation Center (RSIC), an element of the Research and Development
Directorate, U. S. Army Missile Command, Redstone Arsenal, Alabama.
RSIC is jointly sponsored by the Army Missile Command and NASA's
Marshall Space Flight Center, and has as its primary duty the fur-
nishing of local information services to the scientists and engi-
neers of both agencies and the organizations which serve them. The
large patron group to be served, their broad spectrum of scientific
interests and the large and growing collection of books, serials
and documents established the climate which led to the development
of ALPHA -- a comprehensive, integrated system which automates the

maximum number of information handling and management functions in
RSIC.

The development of the first generation of the ALPHA System,
ALPHA-1, as an operating ADP library system has resulted from the
cooperative efforts of many individuals. The overall systems concept
was generated by F. E. Croxton, Director of the Redstone Scientific
Information Center, under whose guidance it was developed. Systems
specifications and programmer narratives were prepared by the Informa-
tion Retrieval Study Group, Computer Department, General Electric Com-
pany, Huntsville, Alabama, led by W. J. Wilson. Programming was per-
formed by the Information Retrieval Section, Commercial Programming
Branch, Computation Center, ArTy Missile Support Command, currently
supervised by C. R. Umstead. Programmers extensively involved were
T. M. English, J. F. Ford, H. B. Lawson, and W. L. Anthony. Both
supervisory and non-supervisory employees of RSIC made significant
contributions in the course of development and implementation; the
efforts of L. J. Cooney and J. F. Bentley who coordinated implementa-
tion are particularly noteworthy.

The initial off-line generation of the system, ALPHA-1, is the system
with which this volume is concerned. Current developmental efforts at
RSIC are directed toward design and implementation of an advanced gen-
eration, ALPHA-2, an on-line system with the same objectives and scope,
but with wholly different operational characteristics and responses.

Ly, 1, Bowen, no longer with the Support Command, formerly held this
position and was also involved in initial programming activities.
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Basic elements of the ALPHA System are subsystems for the control
of patrons, language and the three basic types of information carriers:
books, documents, and serials. Of these, patron control (including
serial routing, and security access data); book circulation; book
ordering, receiving and cataloging; serials ordering, receiving,
binding, holdings and routing; language control; and document inven-
tory are represented by viable operating programs complete with that
documentation essential in the local library and computer support
groups. Book cataloging and an improved version of the serials module
are underway, but with the advent of ALPHA-2, no further local efforts
are planned on ALPHA-1.

While existing documentation adequately served RSIC, it was felt
that other Department of the Army libraries and information centers
could benefit from a more thorough treatment including systems design
description, programming data and operating procedures, than was avail-
able for purely local use. Consequently; the STINKO Division, Army
Research Office made funds available to prepare documentation designed
to provide sufficient information to permit the overall system to be
easily understood and the entire system or individual subsystems adapt-
ed and applied by other installations. More recently this documenta-
tion effort has been made a part of the Army Technical Library Improve-
ment Studies (ATLIS), Task 2A, "Automation of Library Services."

Any comments and/or suggestions with respect both to the ALPHA-1
system and to the documentation of it should be addressed to: Red-
stone Scientific Information Center, U. S. Army Missile Command,
Redstone Arsenal, Alabama 35809, ATTN: AMSMI-RBP.
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Chapter 1

INTRODUCTION

1. What is ALPHA

The Automated Literature Processing, Handling and Analysis
(ALPHA) System is a technique for the integrated performance of all
functions of a library that are presently amenable to automation.
In many respects, it is a synthesis of existing techniques and proced-
ures derived from many sources and differs from most contemporary
efforts primarily in scope. In addition to the usual benefits that
accrue from automation, such as economy, timeliness, and increased
accuracy, it is intended that the personnel working in the library
be freed from as many of the repetitive tasks which claim such a
disproportionate share of their time as possible. This is related
to the need to improve quality of service while accommodating in-
creasing demand by means of increased productivity rather than by
increased manpower,

2. Why ALPHA was Devised

Before the environment of ALPHA-1 is clear it is important
that the functions of Redstone Scientific Information Center (RSIC),
see figure 1, and the information activity at Redstone Arsenal be
understood. This makes it possible to visualize the problems faced
by RSIC which serves the scientists and engineers of both the U. S.
Army Missile Command (USAMICOM) and National Aercnautics and Space
Administration, Marshall Space Flight Center (MSFC) and those con-
tractors who are located in the Huntsville area.

a. What is RSIC - Why it was Formed

RSIC is the functional activity resulting from a joint
Army -NASA examination of the need for scientific and technical infor-
mation service in the Redstone-Huntsville area. RSIC thus represents
the combination of the major library activities of Ammy Rocket and Guided
Missile Agency (ARGMA), Army Ballistics Missile Agency (ABMA), Ordnance
Guided Missile School (OGMS) and NASA into a single agency which serves
all area agencies and coordinates the total library effort at Redstone
Arsenal. It was established by joint agreement between the Army and NASA,
and operates under the guidance and advice of a joint board of four repre-
sentatives from USAMIOOM and four from MSFC. Both organizations in tum
contribute to the support of RSIC. This arrangement, which eliminates
duplication and results in more effective service, appears to be unique
among libraries in the government. (OGMS was originally included but
now, as AMMCS, has a separate facility.)



RSIC is divided into four branches: Library, Research, Trans-
lation and Information Programs. The Library Branch is further sub-
divided into three sections: Operations, Readers Service, and Docu-
ments which also includes Defense Documentation Center (DDC) Extension
Services. This organization is illustrated in figure 2.

RSIC has four major missions. First, through its

Library Branch, it provides complete library services to its patrons,
serving as a principal source of published and controlled literature
on basic and applied research pertaining to development and testing
of missiles, rockets, propellants, rocket motors and related items.
It obtains and maintains exhaustive holdings in those scientific and
technical disciplines for which USAMICOM and MSFC (NASA) have recog-
nized missions.

Second, through the Research Branch, RSIC plans, coordi-
nates and directs scientific and technical literature research sur-
veys for those scientific disciplines in which USAMICOM and MSFC
have recognized missions.

Third, through its Translation Branch, RSIC maintains
capabilities and liasion service in the most important foreign lan-
guages and provides technical and non-technical translation service
to USAMICOM and MSEFC.

Fourth, and of immediate concern to the present study,
through its Information Programs Branch, RSIC plans and conducts
investigations, feasibility studies, and tests related to the devel-
opment of modern information manipulation methods leading to improved
information retrieval activities and technical communication techni-
ques.

This report thus contains a description of the efforts
of two branches of RSIC; the Information Programs Branch which has
responsibility for the design and implementation of the ALPHA-1
ystem and the Library Branch which utilizes the system to perform
its primary service mission.

When the abbreviation RSIC is used throughout this re-
port, it will imply specific operation of the Library Branch unless
context clearly indicates otherwise.

b. ALPHA-1 Development Environment

What may be the nation's largest concentration of scientists
and engineers specializing in a unified group of scientific disciplines
1s now located in Huntsville. The missile and space vehicle programs




did not develop near established seats of learning or near another
major technological center. The information resources necessary to
support the local programs, therefore, had to be developed 'from
scratch."

RSIC's potential patron group 1is over 40,000 employees
including 7,500 scientific and engineering professionals. Currently
its holdings include 125,000 books and bound volumes, 850,000 docu-
ments, and a journal subscription list of over 2,500 titles. Some of
the requirements for information service imposed upon RSIC have in-
creased over 50% during the last year. Naturally, manpower cannot be
added at this rate. In fact, it has been necessary, due in part to
Army reorganization and other factors which decreased the number of
employees available in the Missile Command, to decrease the number of
people performing library functions in spite of the heavy increase in
service requirements

3. System Analysis

The ALPHA-1 system is based on the concept that all non-
intellectual library operations are parts of an organic whole.
This becomes clear upon consideration of the data base and the func-
tions. All operations use the same facts.

Total system analysis revealed that the non-reference acti-
vities were by no means insignificant, and led to the conclusion
that no effective solution of information retrieval problems was pos-
sible in the absence of unified automation of these functions.

Further analysis revealed that the kinds of non-reference
activities and the administrative information required in the opera-
tion of a library can be classified broadly into two categories:
patron and bibliographic.

Patron information includes all qualifying information such
as names, social security numbers, addresses, profiles of interest,
routing requirements, and security data.

In its broadest sense, the scope of bibliographic informa-
tion includes all qualifying information relating to items such as
books, documents and serials. The data are handled in these three
categories. Reasons for this fragmentation include security require-
ments, physical differences in the media themselves, and the peculiar
handling requirements of the three classes of bibliographic items.

For example, serials must be circulated and later bound, and documents
have stringent requirements for security 'need to know.'" Still, there
is a large measure of commonality among these categories; each must be
ordered, received, indexed in some manner, and made available to the
customer or patron.



In keeping with the concept of a single integrated system,
every reasonable effort has been expended in the formulation of
ALPHA-1 to develop procedural techniques for handling the various
bibliographic entities (books, documents, and serials) in the same
manner. Whenever possible, data elements and formats are made simi-
lar or identical. Caution has been exercised to prevent attainment
of a spurious compatibility that would exist, for example, if ''need
to know'" data were appended to book records where it is not needed.

In the development of ALPHA-1, seven almost axiomatic princi-
ples were borne in mind. These were:

Machine readability shall be obtained at the earliest pos-
sible time. In general, this is done at the time of ordering or re-
celving.

Redundant transcription shall be minimized by using pre-
punched transaction cards; i.e., feedback shall be used to the maximum
extent possible.

Generalizability is required to provide for possible changes
in mission requirements. RSIC may grow, shrink or even change empha-
sis--the system must change with it.

Open-endedness and provisions for modification are essential
if RSIC is to take advantage of the efforts of others such as NASA, DDC,
AEC, or any other groups - local or central - who automate their
information collection.

Many types of transactions are required to maintain the master
and subsidiary files. The simplest external technique is the hopper
method in which all transaction cards are thrown together and the ma-
chine makes all processing decisions.

RSIC will use the work of others wherever possible to avoid
unnecessary expense and to speed its own efforts.

Each automated process must result in at least as satisfac-
togg a tool as was available through manual methods in addition to a
machine i1nterrogatable file.

4. System Design

The design pattern of ALPHA-1 is probably best described as an
off-line, data-base system which uses primarily batched-serial-processing
techniques. That is to say, the transactions of any one application or
module are accumulated into batches for a period of time and transported
to a central computer center for processing. At the computer center
the transactions are sorted into the same sequence in which the computer
master file is organized for processing. Each record of the master file
is looked at by the computer to determine if any of the incoming
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transactions apply. This technique of computer processing is called
serial processing since each record is in order by some predetermined
sequence and to locate any particular record you must in effect start
with the first record and read down the file serially until you come
to the record you are seeking. After the processing cycle the outputs
in the form of updated listings and printouts of various extractions
and by-products are returned from the computer center and distributed
to the work stations.

ALPHA-1, the batched-serial system, includes functional ser-
vice, processing, and management aspects of the library operation.
The latter two have been emphasized since they consume so much manpower.
The desirability of covering these three aspects in a single system is
quite apparent when the extent of overlap in the data bases is considered.

The data bases contain three types of information: Control
or authority data, basic but variable information files, and refer-
ence and statistical tables.

The subject term thesaurus and the patron register consti-
tute the first type; bibliographic and inventory files represent the
second, and the inverted subject file illustrates the third. Each
file can be consulted and maintained directly and in some instances,
affected indirectly.

Six kinds of transactions are allowed within the ALPHA-1 system:
additions, deletions, changes, temporally controlled transactions,
threaded transactions, and feedback transactions, see figure 3. These
are all accepted on an intermixed or "hopper' basis with only subsystem
sorts prior to processing.

Record additions can be made to each file except the deriva-
tive tables and statistical files, using specific transaction codes -
usually code 1.

Record deletions are made in much the same way as additions.

These are usually referred to as 'purge' actions and are ordinarily
coded 0.

Record changes or revisions to existing records are far more
common than additions and deletions. Such transactions, which thus
form the bulk of the input, are usually represented by several different
transaction codes to permit separate paths for efficient processing.

Temporal transactions occur in a number of instances where
the passage of time automatically calls for an action. One example
is overdue notice production in the book circulation module of the
book control subsystem. Triggers for such temporal transactions are
built into the programs themselves and do not require control card or
other human intervention.




Threaded transactions originate as one of the first four
kinds - and really most of the ALPHA-1 transactions are threaded.
These occur when a single input action causes several transactions to
occur within the file. As an example, the addition of a record in
the basic bibliographic data file threads onward to the inventory
file, the reference and statistical tables. It might also cause
a further threaded action in the language control file.

Feedback transactions also originate as adds, deletes
changes or temporal transactions. They are mentioned separately
mainly because they have been found to be specially useful in ALPHA-1.
Feedback transactions are those in which some step is taken to
begin a future action required or implied by the present transaction.
They are also used for error correction control.

5. ALPHA Subsystems and Relationships Among Them

The ALPHA-1 system flow diagram, figure 3, which shows only
five tape files, expresses the gross characteristics of the system.
The system requires only information about the patron, and about the
holdings, or information carriers, whether they be books, serials,
documents, etc.

A detailed systems analysis of what was actually-done in the
library showed that the traditional distinction between the three
types of information carriers mentioned was appropriate in at least
early forms of mechanized systems. There were significant differences,
particularly between serials and the other two types. ALPHA-1,
therefore is composed of 5 basic parts: A master file of information
about patrons, master files of information about the three primary
kinds of information carriers, and a master language file.

In addition to the master files, there are others, of course,
prepared from the masters to do jobs more efficiently, or prepared as
transaction files prior to entry of records on the masters. Table I
shows the general content and order of arrangement of the data in the
records in the master files.

a. Patron File

The first column of Table I shows the generalized repre-
sentation of the patron file records including the identifying and
descriptive data and the requirements and interests profiles of each of
RSIC's patrons. This file is arranged by social security number.

Since RSIC serves several organizations at Redstone Arsenal, payroll
numbers, badge numbers, and similar local identifications do not
furnish unique identifiers; hence, the need for the social security
number which can be used anywhere. Such identification will probably
permit remote, multi-site efforts at some later date.




b. Serials File

The elements of this record appears in the second colum
of Table I. (Here it has been impossible in ALPHA-1 to avoid a control
number.) There is information regarding the magazine itself, the
publishing data and cost aspects required for ordering, the predeter-
mined binding information, the holdings record, the 1ist of lacks,
etc. The control number which heads this record is generally related
to the alphabetical order of titles and is the sequence field.

c. Books File
The general format of this record is on the following page.
Again, information about the book itself--first the call number and biblio-
graphic string--the inventory information, the descriptive information,
then the move complex data, such as the subject descriptors, etc.

.d. Documents File

In many ways the documents file records will be essentially
the same format as the records in the books file. Since there are some
differences in the elements of information and in many parts of the pro-
cessing, it appears appropriate to keep documents separated from books
at this time although a single file may be appropriate in a later ver-
sion. Particularly likely is some single subject retrieval file.

e. Language File

The format of the language file appears as the last item
of Table I. It displays the subject term, its associated data, comments,
suggested LC class number and cross references. In the ALPHA-1 System
the language file is the control authority for all subject terms used
in the cataloging and retrieval functions. It is maintained in alpha-
betical sequence by subject term.

Table I.
Master File Record Contents

PATRON FILE SERIALS FILE
Social Security Number Control Number
Name Title
Building Location Publisher
Mail Symbol Vendor
Telephone Number Purchasing Data
Periodicals Routed Language
Security Clearance Subject Field
Need-to-know Frequency
Interest profile Binding Instructions

Holdings

Lacks



BOOKS FILE

Call number

Main entry
Bibliographic paragraph
Collation

Notes

Table I. (Cont.)

DOCUMENTS FILE

Number
Data

Corporate author
Title
Personal authors

LANGUAGE FILE

Subject
Associated data
Comments
LC class number
Cross references

Copies available Issuing agency
Descriptive tracings Pagination
Subject tracings (De- Form
scriptors) Altemate numbers
Contract
Security data
Receipt data
Descriptors

f. Subsidiary Files

In most of the functional modules of the ALPHA-1 system
two files are involved. It is here in the modules that the subsidi-
ary files of the master files come into play. In the case of the
books file, for example, the major subsidiary files are (a) in-process
and (b) inventory status.

An in-process file is used in conjunction with each of
the three information master files--books, documents and serials. An
inventory status file will be used for both books and documents.

The inventory file for books is essentially a combina-
tion of a brief traditional library shelf list and the traditional
circulation record--it has an entry for every copy of every title--
without the borrower name. Disposition, addition and loan information
is posted to the file. A suitable extraction of this file is a circu-
lation report. In ALPHA-1 the report is arranged in call number and
in borrower name sequence. Overdue actions are triggered from this
report. Resulting recall and inventory advisory action programs are
now in use.

The in-process file is created as a by-product of the
original ordering action. The on-order list, which comes from listing
the in-process file, has flags showing those items actually received
but not yet entered in the book master or inventory file. This flag
is added on receipt of the book to show that the item is received but
awaiting cataloging. When cataloging is completed, information is
transferred, in the case of an added copy, to the inventory master or,
in the case of a new title, to the book master as well. Periodically,
the in-process file is summarized from a financial standpoint.




Whenever necessary, the in-process file can be interro-
gated to determine whether there is an uncommitted copy of a book
on order which can be used to satisfy a request. If not, recall
or an additional order can be initiated.

Multiple sequencing of the book master can result in
printed lists corresponding in usefulness to the traditional catalog.
Retrospective information retrieval searches may also be performed
against an inverted entry tape extracted from this bibliographic file.

The documents-related activities will be very similar to
those for books. The same operations are involved for both types
of material; however, there are certain differences. For example,
there are no financial reports required but there are security re-
strictions. The book circulation method depends partially on the
flow of a card with the book which is used to discharge the book
upon return, while the corresponding documents circulation method
retains this card in a manual file in the library, signed as a
receipt for classifled material prior to its use as a discharging
mechanism.

The third major group of information carriers, serials,
calls for a very different system. Here the patron has journals
routed to him and he examines abstract lists to stay up to date in
his field. Consequently, the ALPHA-1 products of the serials subsy-
stem are lists of titles, route slips which are used as mailers, and
what initially appears to non-librarians to be a rather simple, but
what is actually a complicated financial, procurement, and non-re-
ceipt (claiming) package. It is possible to think of the routing
file as conceptually similar to the inventory file used for books and
documents; however, instead of a serials circulation list, thousands
of route slips are produced to serve both to route copies and to
help identify, on an exception basis, those magazines which must be
claimed.

6. Current Status

Quantitatively ALPHA-1 has enabled RSIC to handle a
greater workload in 1966 than in 1962 and with fewer employees.
RSIC has simultaneously been able to build and make available to the
user a reference facility which is vastly larger and more useful.

Functionally, ALPHA-1 has proceeded to the point where
RSIC now has operating automation in the following activities:

Patron registration and control

. Subject heading control for books

Subject heading control for documents

. Book ordering, receiving, and expenditure control
. Book circulation and follow-up
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Cataloging of books

Serials routing

Serials holdings records

Serials binding production control
Serials renewals

Documents inventory assistance

B e 00 Hh

Some specific advantages found in the ALPHA-1 modules now in
operation are:

a. In Acquistions -

Simultaneous purchase order and accounting document
production.

Automatic punched card production; this facilitates
receiving, cataloging and circulation of the item.

Reduction of files and elimination of manual filing.

Availability of printout records of items on-order
or in-process at multiple locations.

Controls of monetary limitations.

Ease in the collection and automatic production of
financial reports and management data.

Better coordination.

Reduction of duplicate orders.

Automatic production of claims.

b. In Circulation -

Automatic card filing at machine speeds.

Reduction of files; elimination of manual files and
up-to-date record displays in minimum space.

Automatic identification and production of overdue
and recall notices.

Control of charges by call number, date, patron name,
or organization with a single transaction card.

Automatic collection of statistics.

c. In Serials Control -

Automatic renewal of subscriptions.

Printing of binding slips at predetermined ''time to
bind."

Updating of bound holdings records.

Printing of periodicals catalog.

Automatic printing of journal circulation slips.

Automatic collection of statistics.

Automatic production of lacks. Lists are generated for
procurement of gaps in holdings.

Production of lists by various arrangements such as
country or origin, language, subject.
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d. In Maintaining Patron Data -

Patron information is available in numerous locations
in the library.
Data verfication notices printed automatically.
Automatic compilation of statistics.
Automatic production of lists by
Social Security Number
Name
Organization
Security Clearance

e. In Language -

Assures complete referencing.
Reduces the margin of error two ways:
The data is typed only once.
The computer checks the cataloger.
Formal and precise method of controlling books and
documents language without:
Heavy typing loads.
Long tedious hours of filing and pulling cards.
Reduced clerical help.

f. In General -

Elimination of redundant manual recording.
Information is available more rapidly.
People don't handle and file little slips.
Accuracy 1is increased.

Clerical time is saved.

Management data is collected automatically.

7. What's to Come

The groundwork has been laid in ALPHA-1 for future genera-
tions of the system, each evolving logically from its predecessor
with each future step in evolution to be dictated by experience,
changing requirements, and new technology.

The second generation of the ALPHA System, which we will
refer to as ALPHA-2, will be an extension and modification of the
basic concepts of the ALPHA-1 System, but it will be "on-line."

You may visualize the ALPHA-2 System as consisting of re-

mote inquiry stations located at various locations within the 1li-
brary. The configuration of these remote stations will consist of
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combinations of typewriter keyboards, card readers, card punches,
papertape readers, papertape punches and cathode-ray tube display
devices.

Operationally the ALPHA-2 System will differ from ALPHA-1
in the form of processing. It will be an on-line real-time pro-
cessing system. On-line implies that the user, through the remote
inquiry stations, will appear to be connected at all times to the
central computer, and can establish contact as soon as any data is
entered from the inquiry station. Real-time can be defined as the
processing of information or data in a sufficiently rapid manner so
that the results appear to be accomplished simultaneously with the
input. With direct access files, a record in the middle or at the
end of the file can be located and processed with the same time
factor as the first record of the file.

Quite naturally these terms imply sophisticated hardware
or computer equipment, advanced communication equipment, different
software or computer programs and different file organization tech-
niques than the batched-serial-processing procedures used in ALPHA-1.
It will be through these on-line real-time processing methods
that the ALPHA-2 System will operate. It must await the availability
of so-called third-generation computers. -
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Chapter 2
INFORMATION FOR THE LIBRARY STAFF

Section 1. INTRODUCTION
1. General

This chapter is addressed primarily to the professional staff
of any library that may be interested in adapting part or all of the
ALPHA System for their own use. However, anyone wanting to know the
working details of the system from the viewpoint of the library staff
will find them here.

The first questions a library staff member will have about
an automation system being considered for use in his library are
predictable. They will be questions like these: 'Will it help me to
do my job better? How will it change what I do? Will it maintain the
essential information? Can I trust its accuracy? Will it eliminate
anyone's job?"

Under ALPHA, the traditional functions, activities, and rela-
tionships of the library remain intact. ALPHA maintains the necessary
informaticn and makes it available to the library staff in a directly
usable form. Although the accuracy of the system is limited by the
accuracy of the information fed into it, in practice it is usually much
more accurate than unautomated methods. It will change the skills
required in some of the clerical people, but it will not eliminate the
jobs of professional staff members. On the contrary, it will free them
to spend more time in purely professional duties, less in clerical tasks.

More specifically, let's consider the effects ALPHA has on
several functional divisions of a library. Take the main divisions of
acquisition, cataloging (or indexing), circulation and routing, and
reference.

In acquisition, the ordering and receiving operations are
largely automated. ALPHA automatically handles or prepares most of the
required documents, and automatically produces a number of reports
required either periodically or on request. Selection, being an intel-
lectual operation, is not subject to automation. But ALPHA does provide
helpful information such as the On-Order List for use of the acquisitions
librarian. By consulting this list, the librarian can avoid duplicating
titles that are on order but not cataloged or not received; the list is
supplemented daily and reprinted in full form once a week. Several
copies of the list are made, so each person needing the information can
have an individual copy.

In cataloging, automation at RSIC is incomplete, and ALPHA 1is

therefore not as instructive as it might be. Time is required to perfect
the operation of ALPHA in cataloging. But certain effects are apparent now.
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There are new requirements for the cataloger, such as checking the length
of short titles to be sure they will fit into the available space on the
circulation card (a temporary requirement), and translating changes into
codes for the computer rather than just writing in each change. New pro-
ducts of cataloging, such as a computer-produced subject authority listing,
require some of the cataloger's time to maintain; they should be kept in a
manual system but often are not. Since acquisition has been automated
ahead of cataloging, it has been speeded up while cataloging, for the time
being, goes at about the same pace.

When automation of cataloging is complete, cataloging will gain
speed to keep pace with acquisition. The shelf list can be computer-
produced and updated, and classified catalog listing and an entry authority
listing will also be practical. Finally, still under the first phase of
ALPHA, an automated book catalog will be produced at a great saving in
human effort.

In circulation, ALPHA has had several noticeable effects.
Because the chargeout system uses EAM cards that are punched while the
patron waits, anyone working in circulation must be able to operate the
keypunch machine. A library technician in circulation has the task
of correcting errors on computer-printed lists, which requires considerable
knowledge of the automated circulation system's rules of operation. Card
filing is eliminated. Punched cards are used to create, maintain, and
correct the master file, from which two circulation listings are printed,
one in LC number sequence and one in patron name sequence.

Periodical routing remains essentially the same as before
ALPHA. The only difference is that the routing slip for each periodical
is a computer printout, rather than a manually created and maintained
item. Changes in routing are recorded on worksheets, which are converted
to punched cards at the circulation station and forwarded to the computer.

In reference there are as yet no changes because of ALPHA.

Clearly, then, the effects of ALPHA on any functional division
of a library are not so revolutionary as one might suppose. There are
some new skills required, different procedures, new products of the
functional division. The changes that do take place do not all come
about instantly, but over a period of time.

An automation system brings with it new requirements, the
reasons for which are fairly simple.

Before considering those reasons, let's look at the skeletal
outline of the computer operation in the ALPHA system. In outline, ALPHA
is just a very large filing system with special ways of filing infommation
and retrieving the filed information. The file is recorded on magnetic
tape. Information is added, changed, or deleted by making changes in the
recording. Information is retrieved from the file by ''playing' the tape.
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Everything else that happens in the system is either a way of doing or
a way of making it possible to do what has just been described.

The computer is a machine, not a super brain. It does what
humans cause it to do, and nothing else.

Because the operation of a computer is purely mechanical
in nature, an automated system requires of its user a rigorous
consistency and adherence to the rules of operation. A computer
does not have the ability to examine a difference between two supposed-
ly-identical entries and conclude that the difference is umimportant.
"Jones space comma'" is not the same thing to a computer as ''Jones comma
space."

What, then, is the advantage of using the computer? The
advantages a computer really offers have little in common with some
of the magical attributes alleged in newspaper and magazine articles.
The truth is impressive enough, but perhaps not so colorful. The big-
gest reason for using a computer is that it works very fast compared
with a human. It is also very accurate at this high speed. Humans get
tired; computers don't. Humans sometimes fail to remember facts and
have difficulty in working according to a large number of exact rules;
computers don't. Humans have difficulty in checking their own work;
computers (within their limitations) don't. Humans get bored doing
routine jobs; computers do routine jobs best of all.

A library manual system uses many scattered files, with much
duplicated information. Use of an automated system makes it possible
to maintain a few files centrally and print out listings of information
needed by the library staff.

The ALPHA System is designed to reduce redundant data capture
to the minimum, freeing its users from much repetitive mechanical work.
Ideally a human should have to put a new piece of information into the
system only once, at one point, and afterwards that piece of informa-
tion should be available throughout the system as needed. Of course
this increases the importance of entering the information correctly the
first time.

As a working rule, data is entered into the system as soon as
possible. For instance, automation of book ordering makes it possible
to enter into the system a considerable amount of information about a
book at the time it is ordered, rather than waiting until it is received.
This reduces the amount of manual record keeping.

2. Special Terminology

As in any special field of knowledge, in automatic data pro-
cessing there is a special vocabulary. Some of the most useful terms
will be defined below. Others may be found in a glossary such as the
U. S. Bureau of the Budget publication, Automatic Data Processing
Glossary, which defines about 1800 temms, or the IBM booklet,
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Glossary for Information Processing, revised in 1964.

Two general cautions should be kept in mind when considering
the following definitions. First, many special terms are taken from
the general vocabulary of English but are given new meanings; sometimes
this can lead to confusion of thought. Second, the definitions given
here are those which apply when the terms are used in this book. There
are other possible special meanings of some terms; for these, a general
glossary should be consulted.

Automated data processing systems do what their name indicates;
they process data or information (two terms that have a fine distinction
but that are used as synonyms herein) without constant human attention.
At first, the information will not go into a computer, being in a form
such as written or spoken words that the computer is not designed to
accept. Before it can be processed automatically it must be translated
into a form that the computer can accept, such as punched cards or
punched tape or magnetic tape. In such a form, it is called machine
readable, and translating data into machine readable form is called data

cqgture.

System means an assembly of procedures, processes, methods,
routines, people, and equipment forming an organized whole carrying out
certain defined operation. ALPHA is a system. A subsystem is a first-
level division of a system. In ALPHA there are five subsystems: Patron
Control, Serials Control, Language Control, Books Control, and Documents
Control. In some subsystems there are second-level divisions, called
modules. A module is a discrete subdivision of a system or subsystem
that can be treated as a functional wnit. It is interchangeable; it can
be taken out and replaced by a new module without harming the operation
of the system. In ALPHA, the five subsystems are designed to behave in
this way with respect to the whole system, that is, their design is modular.

In order of ascending size, the units of machine readable data
are bit, character, field, record, and file.

Bit is a contraction of '"binary digit." A bit, the smallest
wnit of data, is a whole number in the binary scale of notation; it is
either a zero (0) or a one (1). It may be equivalent to an on or off
condition in an electrical circuit, a yes or no, a true or false, or any
other two-valued pair of terms. (Bit should not be confused with byte,
which a group of bits usually operated upon as a unit.)

A character is a group of bits representing one of a set of
symbols, including the decimal digits 0 through 9, the letters A through
Z, punctuation marks, and special operation symbols. At present in the
ALPHA System there are six bits per character, the number may change
because it depends on the equipment used, not on the basic system logic.

16




A field is an assigned area in a record consistently used to
record similar information and treated as a unit, whether or not there
is any information actually recorded in that area. For example, the
area in the patron's record devoted to recording his social security
number is the social security number field. This remains true whether
the area is on a punched card, paper tape, or magnetic tape, and whether
the field contains the social security number or is empty. A field may
be of fixed length--a specific number of characters long--or of variable
length--as many characters long as needed to record the information,
with a special symbol indicating the end of the field. In any event it
will contain at least enough bits to represent one character.

A record is a set of fields treated as a unit. An example
is the individual patron record, discussed in Section II of this chapter.

A file is a collection of records, either in sequence accord-
ing to a key contained in each record or not in any particular sequence.
For example, the collection of all patron records makes up the Patron
Master File, which 1s in social security number sequence.

As mentioned above, data capture is changing information in
any form, usually written, into a machine readable form, such as punched
cards. Data capture makes the information available to the system as
input, the term for information going into the computer. The opposite
term output, is information coming out of the computer, transferred
from computer internal storage to external media in a fomm readable by
people. There are verb usages of both input and output, but the two
terms will be used only as nouns in this book.

In the ALPHA System, data is captured through use of either
keypunch machines (IBM 026's) or paper tape punching typewriters
(Flexowriters). Alpha-numeric characters are used; i.e., the characters
are such as are found on the ordinary typewriter keyboard: letters of
the alphabet, numerals, punctuation, and special symbols.

A code is a system of alphabetic or numeric abbreviations
used in preparing data for input to a machine. Codes are often used
in capturing data. Examples are N for new and 01 for a new patron
name card. (The Hollerith Code is a specified pattem of changing
normal characters into machine characters; see above under character
and below in the discussion of the punch card.)

A data element is a specified item of information in a set
of data. Each item in this list is a data element: social security
nunber, last name, first name, home address. Each data element
occupies one field; in fact the terms '"'data element" and '"field"
are closely associated, field being tied more closely to the idea
of space in a record.

17



In keypunching, cards of constant size and shape, adapted for
being punched in a meaningful pattern, are used. The punch card used
in the ALPHA system is the standard EAM card, 7 3/8" by 3 1/4™ contain-
ing 80 colums, in each of which there are 12 positions that may be
punched. (See Table X for an explanation of Hollerith code, which is
used in punching cards.) A program card is used ordinarily with the
IBM 026 keypunch machine. A program card is a punched card that is
placed on the keypunch machine to control its operation. Although all
of its functions can be obtained by manual operation and therefore it
is not absolutely required, it is a practical necessity to take over
partial control of the machine to gain speed in repetitive operation.

A hopper is the same thing as a card stacker, a receptable
that accumulates cards automatically as they pass through a machine.

Two related terms are hardware and software. Hardware means
the physical equipment and devices forming a computer, including the
peripheral equipment, such as card readers, tape readers, and printers.
Software means all programs and routines required to use and extend the
capabilities of the hardware.

The term edit, as used here, means to check data elements
against the possible correct forms. For example, a social security
number may not contain a letter of the alphabet; if it does, it is
certainly incorrect. An edit can be put in the program to cause all
social security numbers containing letters or any other characters
besides numerals to be rejected. A predetermined error message is
then printed, explaining why the input was rejected.

A match is complete agreement, character by character, of
a selected field on one record with the same field on another record.

To purge, or delete, a record is to remove it completely
from the corresponding master file.

A run is the performance of one computer program, or several
programs linked to form an operating unit, during which the computer
operator need do little or nothing to control the machinery.

As used here, the term flow chart means a map of a sequence
of operations by people and machines, using symbols to represent
documents, machines, files, or actions taken. A flow chart does not
show how or who, but what: what is done, in what order, with what
logical relationships.

A descriptor is an indexing term consisting of a word or phrase.

Included are "key words,'" '"Uniterms," and all other kinds of aspect de-
finitions, without distinction.
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A need-to-know code is one of a series of three-digit codes
indicating specific fields of knowledge in security-classified documents
to which a patron is authorized access. In order to be complete it
requires the specification of the need-to-know type.

The need-to-know type is specified by one of two codes, NASA
or COSATI. These codes refer to two mutually exclusive need-to-know
code sets. The primary one is the COSATI set, published by the Commit-
tee on Scientific and Technical Information, a group responsible
to the President's Office of Science and Technology. It consists of
22 two-digit codes for major subject fields, 01 through 22, each of
which may be qualified by alphabetic characters indicating specific
subject groups. The secondary one is the NASA set, published by the
National Aeronautics and Space Administration. It consists of 53 three-
digit codes, 001 through 053. The NASA codes will eventually be dropped
in favor of the COSATI.
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Section II. PATRON CONTROL SUBSYSTEM

1. Introduction

The patron control subsystem provides the library with an
automated method for establishing, maintaining, and displaying patron
information. This function corresponds most nearly to traditional
practices that create and maintain a users' or borrowers' register.

A users' register ordinarily consists of a registration card
file and, sometimes, a ledger or card file in a different sequence.
The purpose of the register is to store users' addresses, so they
can be reached by mail or phone when they have overdue books or other
library materials. The register also shows how many users the library
currently serves, and from it can be extracted information about their
geographical distribution.

A typical public library users' register is set up as follows.
Each person wanting to use the library fills out a registration card
containing his name, address, phone number, and possibly the name and
address of a reference. Each user is assigned a number and issued an
identification card containing his number, name and address. Registra-
tion cards are filed alphabetically by name. Books are ordinarily
charged out by user number rather than by name; for this reason, there
must be a file in user number sequence to provide name and address when
only the number is known. This file may be either a card file or a
ledger.

The users' register, especially with a mobile population, is
not likely to be very accurate. Public libraries of medium. size or
larger are abandoning users' registers and installing charging systems
that maintain name and address for each item charged out, such as photo-
charging. With such an arrangement it is no longer possible to deter-
mine quickly who has a particular item charged out. But the users'
register has proved too expensive to maintain, considering its limited
usefulness.

Special libraries such as RSIC have different requirements.
For example, their handling of security-classified documents means that
their patron control files must store much more information about each
patron, and of course they must know exactly who has each classified
document in possession. Their files must be kept current. They often
have longer loan periods than other kinds of libraries. Partly for this
reason they feel it is necessary to be able to recall a book even though
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the loan period may not have expired. They consider it essential to
maintain not only the information found in the traditional users' register,
but much more information about each patron.

Before ALPHA, RSIC maintained two separate patron card files,
one for books and another for documents. There were two files primarily
because circulation was controlled at two different physical locations.
Now the requirements of both book circulation and documents circulation
are met by the ALPHA patron control subsystem.

For each patron of the library, a magnetic tape record, figure 4,
is created and maintained. All these records together, one for each
patron, make up the Patron Master File.

Figure 4 is a diagram of the magnetic tape record for one
patron. The numbers in each block show the number of characters avail-
able to record each data element and also the specific position numbers
devoted to each data element. For example, 21 characters are available
to record the patron's street address, which occupies on the record posi-
tions 98 through 118. Note that the data captured for each patron enables
the librarian to identify him (positions 1-54 on the record), locate him
by phone or mail (58-143), determine whether he is allowed to see a par-
ticular classified document (55-57 and 174-474), record any comments
(usually of a security nature) that are necessary (475-670), route journals
or other publications to him (671-1008), and tell when his record
was established in the Patron Master File and when the most recent action
affecting his record took place (144-153), which can be useful in file
checking and periodic file review. There is also a reserved field of
10 characters (154-163).

The Patron Master File is the central source of patron infor-
mation for both the librarian and the other subsystems of the ALPHA system.
For library use, the contents of the Master File are displayed periodical-
ly in two listings: the Complete Patron List in Name Sequence, figure 5,
and the Patron List in Social Security Sequence, figure 6. Some of the
uses of the Master File by other ALPHA subsystems are: validation of
social security number and patron name on charged items, providing mailing
data for the production of notices to the patron, serving as a source for
patron routing requirements, and providing security information, information
about clearance, need-to-know, citizenship, etc.

Three kinds of action affecting the Master File may be taken.
New patrons may be established on the file, established patron records
may be revised, and records may be deleted or purged when patrons clear
the installation. Data for these actions are keypunched into punched
cards that are batched and periodically sent to the computer to update
the Master File. When the computer receives changes to the Master File
they are posted and new, updated listings are prepared for the library.
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During the update of the Master File, several auxiliary outputs
are produced in addition to the two listings mentioned above. These are
the Patron Monitor, and unprocessed transaction cards, the Need-to-know
Revalidation Notices, and the Patron Record Delete messages.

The Patron Monitor, figure 7, is a document that displays all
transactions submitted for each update and provides a Patron Statistical
Report, figure 8, summarizing the status of the Patron Master File.
Transactions found to be in error are indicated on the Patron Monitor by
a descriptive message to the right of the transaction. To help in the
correction of the errors, the transactions cards containing errors are
duplicated, except that the action code is omitted, and returned with
the Patron Monitor.

Changes submitted to the Patron Master File affecting data
elements that could influence the patron's need-to-know result in the
production of the Need-to-know Revalidation Notice, figure 9, printed
on a 5 x 8 card ready for mailing.

When a patron record is deleted from the Patron Master File,
the complete set of information for that patron is printed on a 5 x 8
Patron Record Delete card, figure 10. This card is used to verify that
the patron has cleared the library and the Documents Section, and is
then filed as a historical record.

2. Establishment and Maintenance of Patron Master File '

For the librarian, establishment and maintenance action on
the Patron Master File begins with a data source document. At RSIC,
this is a Form AMSMI-R-10, "RSIC Patron Card.'' In the following dis-
cussion, the term '"Patron Card" will be used, and the Form 10 illustrat-
ed as typical. RSIC receives the completed Patron Card from the patron
or his organization. After preliminary check, the card is given to
the keypunch operator, who punches transaction cards which then go
into the hopper.

Three types of actions can be requested by the Patron Card:
establishment of a new patron on the file, revision (change) of an es-
tablished patron record, complete removal (purge) of a patron record
from the file.

Detailed discussion of processing the source document and
keypunching the transaction cards for each type of action follows.
Ordinarily the librarian will know if the source document is for a
PURGE action, but may not know whether it is for a NEW or CHANGE action.
A quick check of the complete Patron List in Name Sequence should clear
up any doubt.
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a. New Patron - Check of Patron Card

To establish a new patron record on the file, the librarian
must first verify that he is not already on the file by checking the
patron card against the Patron List in Social Security Sequence. If
the new patron's social security number is not duplicated on the list,
he may be added to the file. But if the new patron's social security
nunber matches that of a patron already present in the Patron Master
File, further checking will be required. One of three conditions exists:

(1) The new patron's social security number is incorrectly
recorded on the patron card and accidentally agrees with the number
of an already established patron. The correct number must be ob-
tained from the patron.

(2) The new patron is already correctly established in the
file. The Patron List in Name Sequence should be checked against the
patron card to see whether there is new information or changed infor-
mation that would change the patron record. If changes to the patron
record are needed, a change action should be made (see below).

(3) The new patron's number on the patron card is correct,
and the established patron's number is incorrect. The librarians
should obtain the established patron's correct number, purge his re-
cord (see below), and reestablish it with the correct number.

The patron card for a new patron should also be checked to
verify that it contains the notation NEW and at least the following
information (see figure 11 for an example):

(1) Surname and given names, including suffixes such as Jr.
or Sr. and titles such as Dr. or Lt.Col. if available.

(2) Social security number

(3) Organization symbol or business mailing address. Both
may be included, but only one is required.

(4) Security clearance. If unknown, should be UNCLEARED,
(5) Patron type.

(6) Citizenship. Should either specify a country or indi-
cate as UNKNOWN.

(7) Company name if a contractor employee.

There are considered the absolutely essential data elements
for the purposes of the patron control subsystem. Any new patron
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card that does not have them must be considered incomplete. The fol-
lowing information should also be included if available, but is not
absolute essential:

(1) Phone number, including area code if out of town
(2) Extension

(3) Building number

(4) Room number

(5) Contract number if a contractor employee

(6) Need-to-know type (NASA or COSATI) and need-to-know
categories. (NOTE: NASA type will soon be obsolete, leaving only
COSATI categories.)

(7) Comments

If need-to-know categories are specified the need-to-know
type must also be specified. If all categories of a type are assigned,
the only required notation is ADD ALL. If only some categories of a
type are assigned, each one must be listed. If comments are used in
place of need-to-know categories, they should be on the patron card.
The comments option is included primarily for need-to-know use, but
may be used for other purposes if the submitting activity wishes.

b. New Patron - Preparation of Transaction Card

In establishing new patrons on the file a name card (01)
and either a local address card (02) or an address card (03), or both,
must be keypunched. The need-to-know card (04), comments cards (05
through 08), and routing card (09) are punched only when such infor-
mation is on the patron card or routing needs have been specified.

Note: In the following discussion and elsewhere, 'b,' as
in ADDbALL, means a space deliberately left blank.

All transaction cards sent to the computer for new patrons
must contain the following:

Cols Data Element Comments
1-10 Social security number Left-justified. No dashes.
11-12 Card code Must be one of these:

01 Name card
02 Local address card
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13 Action code
14-29 Surname

79 Origin code
80 Operator code

03 Address card

04 Need-to-know card
05 Comment card

06 Comment card

07 Comment card

09 Routing card
Must be N.

Left-justified. Must
contain alphabetics or
dashes only. Close

up any blanks.

If there is more than
one keypunching station
where patron file
transaction cards are
punched, this one-
character code will be
assigned to indicate
which station punched
each card.

A one-character code
identifying the keypunch
operator.

Following are detailed formats and instructions for punching
cards 01 through 09. Samples of all transaction cards for the

Patron File are illustrated in figure 12.

The name card (01) should

be punched first; then it is possible to duplicate some data elements
on the other cards to be punched for the same patron.

(1) Name Card (01).

Cols Data Element

1-10 Social SeCurity number
11-12 Card code

13 Action code

Comments

Left-justified. No dashes.

Must be 01.

Must be N.
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14-29

30-47

48-50

51-56

57

58

59-60

61-63

64-70

26

Surname

Given names

*Surname suffix

*Title

Type

Security clearance

Citizenship

*Area code

*Telephone number

Left-justified. Must
contain alphabetic charac-
ters or dashes only. Close
up any blanks.

Left-justified. Copy exactly
as on the patron card. Must
contain only alphabetic
characters, dashes, periods,
or blanks.

*Examples: Jr., Sr., III,
etC.

*Left-justified. Examples
Dr., Col., etc.

One of the following one-
character codes:

N NASA civil servant
A Army civil servant
M Military (any)

C Contractor

Note: If this code is
C for contractor, the
contractor code (cols.
75-78) must be included.

One of the following one-
character codes:

U Uncleared
C Confidential
S Secret

T Top secret

If necessary a comment
(cards 05-08) may be
used to qualify the
security clearance.

A two-digit code taken
from the official country
code list, Table II.

*Area code if telephone
is out of town.

*Left-justified. No dashes.
All numeric.



75-78 *Contractor code

79 Origin code

80 Operator code

*Optional elements.
All others are required.

(2) Local Address Card (02).

Cols Data element

1-10 Social security number
11-12 Card code

13 Action code

14-29 Surname

30-41 Organizational symbol
42-46 Building number

47-51 Room number

79 Origin code

80 Operator code

*Use the four-digit code
taken from the official
contractor code list,
Table III, if the patron
is type C.

If there is more than one
keypunching station where
patron file transaction
cards are punched, this
one-character code will

be assigned to indicate
which station punched each
card.

A one-character code
identifying the keypunch
operator. Will be an

initial unless arranged
otherwise.

Comments
Duplicate.
Must be 02.

Duplicate.

hinlicate

AP A LU e

Left-justified. Use
only for valid local
mailing symbol.
Left-justified.
Left-justified.
Duplicate.

Duplicate.
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(3)
Cols

1-10
11-12
13
14-29
30-50

51-65

66-70

71-75
79
80

4)
Cols

1-10
11-12
13
14-29
30

31-78
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Address Card (03).

Data element

Social security number
Card code

Action code

Surname

Street address

City

State

ZIP code

Origin code

Operator code

Need-To-Know Cards (04).

Data element

Social security number
Card code

Action code

Surname

Need-to-know type

Need-to-know codes

Comments

Duplicate.
Must be 03.
Duplicate.
Duplicate.

Left-justified. If longer

than 21 digits, abbreviate.

Left-justified. If longer

than 15 digits, abbreviate.

Left-justified. Use
abbreviations where
required, Table IV.
All numeric.

Duplicate.

Duplicate.

Comments

Duplicate.

Must be 04.
Duplicate.

Duplicate.

Must be one of these:

N NASA
C (COSATI

Punch ADDbALL in cols
31 through 37 if so
indicated in the source




79
80

(5)
Cols

1-10

11-12

13
14-29

30-78

79
80

(6)

figure 13.

Origin code

Operator code

Comments Cards (05 through 07).

Data element

Social security number

Card code

Action code
Surname

Comment

Origin code
Operator code

Routing Card (09).

document. Otherwise,
beginning in col 31,
punch the three-digit
codes, following each
with an A for add. Use
as many 04 cards as
required to post the
need-to-know codes,
Table V.

Duplicate.
Duplicate.

Conmments
Duplicate.

Must be one of these:
05, 06, 07, or 08. Begin
each series with 05.

Duplicate.
Duplicate.

Left-justified. Where
comment is too long,
abbreviate but do not
disturb the meaning of
the comment. Comments

- may be divided among

the set of comment
cards if required or
may run from one card
to the next.

Duplicate.
Duplicate.

New patron routing information is submitted on a separate
source document, which at RSIC is called the RSIC Routing Worksheet,

On figure 13, the the third entry has the appearance of one
for a new patron, because all three action codes are A for Add.
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However, an established patron might have an entry that looks exactly
the same, so it cannot be concluded that the third entry does refer to

a new patron.
format:

Cols

1-10
11-12
13
14-29
30-36
37-40
41-42
43
44-50
51-54
55-56
57
58-64
65-68
69-70
71
72-78
79

80

30

Data element

Social security number

Card code

Action code

Surname
Journal
Journal
Journal
Journal
Journal
Journal
Journal
Journal
Journal
Journal
Journal
Journal

Blanks

1
1

1

number

copy number
priority
action code
number

copy number
priority
action code
number

copy number
priority

action code

Origin code

Operator initial

Revision - Check of Patron Card

Information on the worksheet is punched in the following

Comments

Duplicate.

Must be 09.

Duplicate.

Duplicate.

Left-justified.

Precede with leading zeroes.
Copy priority.

Must be A.

Left-justified.

Precede with Jeading zeroes.
Copy priority.

Must be A.

Left-justified.

Precede with leading zeroes.
Copy priority.

Must be A.

Must be R.

To revise an established patron record, the librarian must first
verify that the record to be changed is an established record by checking
the patron card against the Patron List in Social Security Sequence.




Usually the social security number will be found on the list, and the
name and other data will agree with the patron card. In this case

the revision may be taken as valid. But if the social security number
on the patron card is not on the Patron List, some further checking
will be required. One of three conditions exists:

(1) The patron is not established on the file. He should
be established as a new patron.

(2) The patron is established on the file under a correct
social security number, but the number on the patron card is incorrect.
The correct number must be obtained from the patron; e.g., the number
on the patron card verified.

(3) The number on the patron card agrees with a number on
the Patron List, but the other data on the Patron List do not agree
with the patron card. This probably means that the number on the
patron card is correct but the data on the Patron List are entered
under the wrong social security number. The record should be purged
from the.patron file, corrected, and entered as a new record.

Revisions to established records consist of three kinds of
actions: one, adding data elements to established records, two, de-
leting data elements from established records, and three, changing
data elements in established records. A patron card submitted for
revising and established record (figure 14 is a sample) must contain
the notation C(HANGE and the following information:

(1) Social security number.
(2) Surname.

(3) The data elements to he added or changed. If data
elements are to be deleted, this should be indicated by an asterisk
or star in the information box of the element to be deleted.

Except for the special case of a name change (see below),
a single patron card may cover additions, changes, and deletions of
information. For example, one patron card might change the patron's
organizational symbol, delete the old room number, and add a new
telephone number.

Employee type, contractor code, and social security number
may not be altered by a change transaction. When these elements must
be changed, the old record must be vurged and a new record established.
This arrangement is necessary because a change in these data elements
may very well indicate the need for a drastic change in the patron's
access to classified information. Therefore, it is required that he
he recertified as being an authorized vatron.
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Revision to need-to-know categories consists of one of these
three possibilities: one, adding all categories of a type, two, deleting
all categories of a type, three, adding or deleting some categories of a
type. In all cases the need-to-know type must be specified as NASA or
OOSATI. If all categories are to be added, the notation ADD ALL should
be on the back of the patron card. If all categories are to be deleted,
the notation DELETE ALL should be there. If some categories are to
be added or deleted, they should be listed, each with an A for add or a
D for delete.

Revisions to comments may be indicated on the back of the
patron card by specifying the comment number followed by the notation
DELETE if the comment is to be deleted, or by supplying a new comment
to replace the old one. If, as indicated by its number, the comment
is a new one, it will simply be added to the comments already on the
patron's record.

Revising the name of an established patron is a special case.
Name changes are most frequently required because of marriage, divorce,
or the patron's being incorrectly recorded in the first place. These
things happen often enough to justify relieving the patron of the effort
of completing the whole patron card and having it certified.

A name change must be covered by a patron containing no
other actions. Surname, given names, or surname suffix--any or
all may be changed by a name change transaction. The card should have
the notation (HANGE, and must have on it the social security number,
surname, given names, and surname suffix, if any. Nothing more should
be included on the card, because the absence of other data identifies
it as a name change action. If a previous surname suffix is to be de-
leted, this is indicated by an asterisk or star in that information block.
Whatever changes are being made, the surname and given names, and sur-
name suffix, if any, must be on the card.

d. Revision - Preparation of Transaction Cards

All changes to established records, except changes in routing
requirements, will be initiated by patron cards with the notation CHANGE.
Card types to be keypunched (01 through 08) will depend on the data
elements that are affected. Changes in routing requirements will be
initiated by a routing worksheet and require the punching of a card type
09 (covered later).

All transaction cards 01 through 08 for revision of established
records must contain the following:

Cols Data element Comments

1-10 Social security number Left-justified. No dashes.
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11-12 Card code As required according to
data elements being
changed: 01, 02, 03, 04,
05, 06, 07, or 08.

13 Action code Must be C except for
name change action,
which is /.

14-29 Surname Left-justified. Must

contain alphabetic
chararters or dashes
only. Close up any
blanks.

79 Origin code If there is more than one
keypunching station where
patron file transaction
cards are punched, this
one-character code will
be assigned to indicate
which station punched each
card.

80 Operator code A one-character code
identifying the keypunch
operator.

In addition, the data elements to be changed or added must be included.
For all card types except 09, if a data element is to he deleted, as
indicated by an asterisk or star in the information block for that
element, an asterisk should be punched in the first colum of the field
to be deleted.

Changes to need-to-know will be indicated on the patron card
as described above. All need-to-know transaction cards, card type 04,
must contain the need-to-know type code in columm 30, either N for
NASA or C for COSATI. If the patron card notation is ADD ALL, ADDbALL
is punched in colums 31-37. If the notation is DELETE ALL, DELETEbALL
1s punched in colums 31-40. If specific categories are added or deleted,
the categories with action codes--A for add or D for delete--are punched
beginning in colum 31. The maximum number of actions per card is twelve,
but as many 04 cards as required may be punched.

As mentioned before, a patron's name can be changed without
his being deleted and added back to the file. A patron card for a
name change will be marked (HANGE and contain only the social security
number, surname, given names, and in the surname suffix block, either a
surname suffix or an asterisk or nothing. The following transaction
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card is punched for a name change:

Cols Data element Comments

1-10 Social security number Left-justified. No dashes.
11-12 Card code Must be 0O1.

13 Action code Must be /.

14-29 Surname Left-justified. Must

contain only alphabetic
characters or dashes.
Close up any blanks.

30-47 Given names Left-justified. Copy
exactly as on the patron
card. Must contain only
alphabetics, dashes,
periods, or blanks.

48-50 Surname suffix Optional, include if on
the patron card. If the
patron card contains an
asterisk in this location
(indicating deletion of
previous suffix) punch an
asterisk in the first
colum of this field.

51-78 Blanks

79 Origin code If there is more than one
keypunching station where
patron file transaction
cards are punched, this
one-character code will be
assigned to indicate which
station punched each card.

80 Operator code A one-character code
identifying the- keypunch
operator.

Routing changes are submitted on the routing worksheet,

gigure 13. Data on the worksheet will be punched in the following
ormat :
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Cols

1-10
11-12
13

14-29

*30-36
37-40
41-42
43

44-50
51-54
55-56
57
58-64
65-68
69-70
71
72-78
79
80

punched there, and make colums 40-78 blanks.

Data element

Social security number
Card code

Action code

Surname

Journal 1 number
Journal 1 copy number
Journal 1 priority

Journal 1 action code

Journal 2 number
Journal 2 copy number
Journal 2 priority
Journal 2 action code
Journal 3 number
Journal 3 copy number
Journal 3 priority
Journal 3 action code
Blanks

Origin code

Operator initial

Comments

Left-justified. No dashes.
Must be 09.

Must be C.

Left-justified. Must
contain alphabetic charac-
ters or dashes only. Close

up any blanks.

Left-justified.

‘Precede with leading zeroes.

Copy priority.

Must be A for add, C for
change, or D for delete.

Left-justified.

Precede with leading zeroes.
Copy priority.

Must be A, C, or D.
Left-justified.

Precede with leading zeroes.
Copy priority.

Must be A, C, or D.

Must be R.

*If the notation DELETE ALL appears on the worksheet, punch
DELETEbALL in colums 30-39 in the place of the other data normally
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e. Purge - Check of Patron Card

To completely delete (purge) a patron record from the file,
the librarian must first verify that the record to be purged is an
established record by checking the patron card against the Patron
List in Social Security Sequence. Usually the social security number
will be found on the list, and the name will agree with the patron card.
In this case the purge may be taken as valid. But if the number is
found on the file with the name of another patron, one of two conditions
exists:

(1) The social security number on the patron card is
incorrect and accidentally agrees with the social security number of
another established patron. The correct number must be obtained from
the patron.

(2) The number on the file is incorrect. Delete the record
and add it back under the correct number.

The second condition leaves a question: Is the patron whose
record is to be purged established on the file? If the social security
number on the patron card is not in the Patron List in Social Security
Sequence, the librarian should look up the name in the Complete Patron
List in Name Sequence. If the record is found there under a different
social security number, the number on the patron card should be changed
to agree with the number on the 1list. If neither the social security
number nor the name are on the lists, the patron's record may have already
been deleted. The Patron Record Delete file should be checked; if the
record is there, the patron's record has already been deleted, and no
other action is necessary.

A patron card submitted for deleting an established record
must contain the notation PURGE and the patron's social security number
and surname.

f. Purge - Preparation of Transaction Cards

All transaction cards punched for purging records from the
Patron File must contain the following:

Cols Data element Comments

1-10 Social security number Left-justified. No dashes.
11-12 Card code Must be 00.

13 Action code Must be P;

14-29 Surname Left-justified. Must
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contain alphabetic charac-
ters or dashes snly. Close
up any blanks.

30-78 Blanks

79 Origin code If there is more than one
keypunching station where
patron file transaction
cards are punched, this one-
character code will be
assigned to indicate which
station punched each card.

80 Operator code A one-character code
identifying the keypunch
operator.

3. Patron File Outputs

Patron file outputs are produced as often as the Patron
Master File is updated. At RSIC the schedule is weekly at present.
There are some possible variations in frequency of production, which
are noted below. These are the six outputs:

a. Complete Patron List in Name Sequence. Since this
is a very bulky listing, there is an option of not producing it during
any particular update. It is not expected that this list will be printed
more often than weekly no matter how frequent the updates may become.

b. Patron List in Social Security Sequence. This is always
produced at update.

c. Patron Monitor, including Patron Statistical Report.
This, too, is always produced at update.

d. Unprocessed Transaction Cards. These can be expected
at every update. It is possible for there to be none, but only if
every transaction card in the batch being processed passes all checks
for correctness. This can be checked against the Patron Monitor for
that update.

e. Need-to-know Revalidation Notices. These, too, can
be expected at every update. None would be produced if there were no
transactions changing any patron's organizational symbol or citizenship
code.

f. Patron Record Deletes. And these, too, can be expected

at every update, but none would be produced if there were no purge
actions in the update.
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All multi-copy outputs are standardized at six copies for
convenience in the Computation Center.

The most important output is the Complete Patron List in
Name Sequence, figure 5. It is a display of the total contents of
the Patron Master File. The legend on the first page of the list
explains its format. It is in sequence by patron surname and given
names.

The primary purpose of the Patron List in Name Sequence is
to display complete patron data for use in control of charging out,
routing, and access to documents that are classified or otherwise
restricted in circulation. It is a multi-copy output, and copies of
it are kept at all circulation desks, as would be expected considering
its purpose. The person responsible for maintaining the patron’ file
also receives a copy.

There are many possible uses of this output aside from its
primary one. Speaking generally, if a patron's name is known, one
can refer to this list to find out anything else about him that is
entered in the Patron Master File. To get from social security num-
ber to name, one would refer first to the Patron List in Social
Security Sequence.

No exhaustive discussion of these possible uses can be pre-
sented here, but a few examples may be suggestive.

The Patron List in Social Security Sequence, figure 6,
displays in abbreviated form each patron record in the Patron Master
File. The legend on the first page explains its format. Its sequence
corresponds to that of the Patron Master File.

The purpose of the Patron List in Social Security Sequence
is to provide an entry to the patron file through the social security
number. It provides direct access only to data about patron name,
location, and security clearance. Used with the Complete Patron List
in Name Sequence it provides access to all data in the Patron Master
File. It is a multi-copy output, and is kept at the same places as
the Complete Patron List in Name Sequence--at all circulation desks--
with one exception. One copy of the Patron List in Social Security
Sequence is kept in the Acquisitions Section. This small list has been
found adequate for patron address data whenever a patron has requested
a publication and, for instance, acquisition has been delayed.

(The acquisition module of ALPHA uses social security numbers to refer
to patrons.) The person responsible for maintaining the patron file
also receives a copy of this output.

The possible uses of this output are similar to those of
the Complete Patron List in Name Sequence. Indeed, as indicated
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before, the two will sometimes be used together. Its independent
uses are limited because of the paucity of data it contains, and
because its data is duplicated, together with much in addition, in
the Complete Patron List in Name Sequence.

Need-to-know Revalidation Notices, figure 9, are produced
automatically when either the organizational symbol or the citizenship
code is changed in the records of patrons with a specified need-to-know.
Changes in these data elements could affect the patron's need-to-know.
Theé purposes of the notice is to provide a way of revalidating the
patron's need-to-know or requesting information upon which to base a
change in his need-to-know as recorded in the patron file. The format
of the notice is explained by the i1llustration. It is produced as one
copy on a 5 x 8 card, ready for mailing to the supervisor of the
employing element, but before being mailed it is reviewed by the
Documents Section.

Patron Record Deletes, figure 10, are produced immediately
before complete deletion (purge) of a patron record from the Patron
Master File. The purpose of this output is to provide a historical
record of deleted patron data. The format of the Delete is explained
by the illustration. It is produced as one copy on a 5 x 8 card.

The immediate use of the Patron Record Delete card is to
verify that the patron has cleared the library. Also, if a patron
record is mistakenly deleted, the card is a source of data to reesta-
blish the record in the Master File. And the file of these cards is
useful in determining whether the absence of a patron record from
the file is a result of his having been deleted.

Delete cards are first sent to the main circulation desk,
where they are used to verify the patron's clearing the library.
They are then forwarded to the person maintaining the patron file, by
whom they are filed in name sequence and held for two years, primarily
for security audit trail purposes.

The Patron Monitor, figure 7, displays a record of each
transaction in the update run. At the end of the Monitor is the Patron
Statistical Report, figure 8, a statistical summary of the composition
of the Patron Master File and the transactions against it during the
update run. The legend of the first page of the Monitor explains its
format; the format of the Statistical Report is self-explanatory.

The Monitor is in social security number sequence.

The purpose of the Patron Monitor is to provide help in cor-
recting errors in transactions cards. It also serves, for administrative
people, as a "window'" through which some of the behavior of the patron
corrtrol subsystem can be observed. And it provides, by way of the
Statistical Report, useful information for administrators about the
most recent changes in the file and the current state of the file.

The Patron Monitor and Statistical Report is a multi-copy output. Copies
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go to the administrative offices most concemed with the patron file,
including the person responsible for maintaining the file. The director

of the information center and the chief of the library receive copies
of the Statistical Report only.

Before considering exactly how the Patron Monitor is used in
correcting transaction cards, it should be understood how error messages
get on the monitor. Not all records of transactions will have error
messages; the fewer that do, the better. But there will almost always
be some. How do they come to be there?

The answer is through the operation of editing criteria, or
"edits." As an aid in being as accurate as possible, a considerable
number of edits are built into the system. These edits are rules
specifying that certain things either must be or cannot be in specific
data fields on the punched cards. Some examples, put in ordinary language:

(1) The social security number must be all numeric; if it
1s not, produce the error message INVALID SSN.

(2) 1If the patron is not a contractor employee, the company
code field (cols 75-78) must be blank; if it is not,
produce the error message NOT CONTRACTOR.

(3) If the transaction is coded NEW, it must match on
social security number a record already in the file;
if it does, produce the error message ALREADY IN FILE.

When an edit tums up an error, the transaction is not processed. A
copy of the transaction card is returned with the Patron Monitor. These
unprocessed transaction cards are identical to the original cards

except that the action code (column 13) is left off. Unprocessed cards

go, with a copy of the monitor, to the person who maintains the patron
file.

That person uses the Patron Monitor as an aid in finding out
what was wrong with the unprocessed transaction cards. The process of
correcting the cards cannot be done in cursory fashion. The person
doing the correcting has to consider very carefully what correction
is required. One should be wary of relying on the error messages
because they do not always tell exactly what the mistake was.

One should look for the mistake and be sure he understands
it before changing the transaction card. Is there an obvious error on
the card? Is the card code (columns 11-12) correct? 1If it isn't,
the error message on the monitor may be no help at all. Here is the
reason. In computer editing, data elements are checked on the assump-
tion that the card code is correct if it satisfies its own editing
check, which requires only that it be one of the two-digit codes 00
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through 09. If, for example, the card code is 01 but should have been
09, the data on the card will be evaluated as name data rather than as
routing data. The result is a nonsense error message.

Was the original action code, noted on the Patron Monitor,
correct? Sometimes the only correction required is a change in the ac-
tion code. If the card code and action code are correct, the error mes-
sage will probably make sense and will be helpful in tracking down the
error. When the error is found and understood, the correction is made on
the returned card or a new card is punched if required. Sometimes the only
action needed will be to toss the transaction card into the wastebasket.
Whatever the correction is, it should be understood and not just made
blindly. Only in this way will the patron file be kept as accurate as
possible.

4. Editing Criteria

Following are all possible error messages, listed alphabetically,
with explanations and suggested corrective actions.

Message Meaning Corrective Action
ALREADY IN This transaction, coded as Correct and resubmit.
FILE NEW, matches on social security

number a patron record already in
the patron file. Either (1) the
social security number of the
transaction is incorrect and
accidentally matched a record

in the file, or (2) the trans-
action should have been coded

(HANGE.
BAD NTK At least one of the need-to-  Check all categories,
ACTION know categories on this card supply the correct action
is followed by an action codes, and resubmit.

code that is not A, for add,
or D, for delete.

BLANK DATA Colums 30 through 78 of the Add data and resubmit,
FIELD transaction card contain no or discard.
data (are all blank).

CL 51-78 NOT  This name change transaction Eliminate the data in
BLANK card contains non-blank data colums 51-78 and resubmit.
in columns 51-78; it should
contain data in columns 1
through 50 only.

CL 51-78 This name card, coded (HANGE, Supply the data to be
BLANK contains nothing to change changed and resubmit.

in colums 51-78.
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Message

INV ACTION
(ODE

INV AREA CODE

INV CARD
QODE

INV (HANGE

INV
CITIZENSHIP

INV
CLEARANCE

INV
(QONTRACTOR

INV
EXTENSION
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Meanin

The action code (col 13) of
the transaction is either
invalid or inconsistent with
the card code. For card
codes 01 through 09 (cols
11-12) the action code must
be either N (new), C (change),
or / (name change) only. For

Corrective Action

Correct the action code
if invalid. If it is
inconsistent with the
card code, change one
of the codes. Resubmit.

card code 00 the action code must

be P (purge) only.

The telephone area code (cols
61-63) is not all-numeric.

The card code (cols 11-12 is
not one of the codes 00
through 09.

A name card (code 01) was
submitted with data in one

Correct and resubmit.

Correct and resubmit.

Research and resubmit.

or more of the following fields:

given names or sumname suffix,

patron type, or contractor code.

Changes in these data elements

cannot be accomplished with a
change transaction.

The citizenship code (cols
59-60) is not all-numeric.

The patron security clearance
(col 58) is not one of the
following: U=uncleared,
C=confidential, S=secret, or
T=top secret.

The contractor code (cols
75-78) is either missing or
incorrectly recorded. A
valid contractor code is
required since colum 57
specifies C for contractor.

The telephone extension (cols
71-74) 1is not all-numeric.

Correct and resubmit.

Correct and resubmit.

Supply the correct
contractor code or
correct the patron
type and resubmit.

Correct and resubmit.



Message

INV GIVEN
NAMES

INV NAME

INV N-T-K
CODE

INV N-T-K
TYPE

INV NTK
ACTION

INV PHONE
NR

INV PURGE
CARD

INV ROUTE
ACTION

Meaning

The given names (cols
30-47) contain characters

Corrective Action

Correct and resubmit.

other than alphabetics, periods,

and dashes, or begin with a
blank or invalid character.

A name change transaction was
submitted with data elements
other than surname, given
names, and surname suffix.

At least one need-to-know
category in cols 31-78 is
invalid or inconsistent with
the need-to-know type code
(col 30).

The need-to-know type code
(col 30) is not either C
for COSATI or N for NASA.

At least one of the need-to-
know actions in this
transaction is invalid (adds
a category already present
or deletes one not present).
If the action is ADD ALL

the message means that the
patron is already authorized
all categories; if the action
is DELETE ALL, it means that
no categories are authorized
for the patron.

The telephone number (cols
64-70) is not all-numeric.

Colums 30-78 of the purge
card contain non-blank data
when they should be blank.

The action code following at
least one of the routing
requirements is something
other than A for add, C for
for change, or D for delete.

Eliminate the extraneous

data and resubmit,

Check all categories.
correct, and resubmit.

Correct and resubmit.

Correct and resubmit.

Correct and resubmit.
(Alphabetic exchanges
must be translated to
their numeric equivalen

Correct and resubmit.

Check all routing
requirement action
codes, correct those
that are incorrect, and
and resubmit.

ts.)
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Nbssage

INV ROUTE
ADD

INV ROUTING

INV ROUTE

DELETE

INV TYPE
CODE

INVALID SSN

INVALID

SURNAME

NAME (N-

(HANGED

NOT
CONTRACTOR
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Meaning

At least one of the routing
requirements to be added
by this transaction is
already in the master file.

At least one of the routing
requirements on this card is
incorrect because of an
invalid control number, copy
number, or priority, or a
combination of these.

At least one of the routing
requirements to be deleted
by this transaction is not
in the master file.

The patron type code (col
57) is not one of the
following: N=NASA, A=Army,
M=Military, C=Contractor,
or O=Other.

The social security number
appearing on this transaction
is not all-numeric.

The surname (cols 14-29)

contains characters other than
alphabetics, dashes, or blanks;

or the initial letters of the
name have a misplaced blank.

Corrective Action

Review and resubmit
a correct transaction
card.

Check all routing
requirements and
resubmit a correct
transaction.

Review the routing
requirements for this
patron and resubmit a
correct transaction.

Correct and resubmit.

Correct and resubmit.

Correct and resubmit.

(No blanks are permitted between

characters in surname.)

This name change transaction
contains name data identical
to that already posted for
the patron.

Although this patron is not
a contractor, something
appears in the company code
field (cols 75-78) of this
card.

Supply the correct
name data and resubmit.

Remove the data in the
campany code field or
change the patron type
to contractor and resubmit.



Message

NTK-TYPE
ERROR

OVER ROUTE

SSN NOT IN
FILE

UNMATQHED-
SURNAME

Meaning Corrective Action
The need-to-know type code Correct and resubmit.

(Col 30) does not agree with
the need-to-know type code
already posted for the patron.

At least one of the routing = Research and resubmit.
requirements to be added by

this transaction was not

added since it would cause

the patron to exceed the

limit of 25 journals.

The social security number on Research and resubmit if
this transaction is not in required.
the master file, and the

action code is something other

than N for new patron. It may

be that the number on the transaction
card is incorrect, or perhaps

the item to which it should match

was never added to the master file

or has been accidentally dropped from
the file.

This transaction matched a Research and resubmit.
record in the master file on

social security number but

did not match on surname. Any

of the following could be

true:

(1) The surname on the master

file record is incorrect,

(2) the surname on the tran-

action card is incorrect, or

(3) the social security number

on the transaction card is incorrect
and accidentally matched a record
in the master file.
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Section III. LANGUAGE CONTROL SUBSYSTEM

1. Introduction

The language control subsystem provides the library with
an automated method for establishing control of the authorization,
establishment, maintenance, and assignment of subject temms used
in the cataloging and retrieval functions of the ALPHA System. The
language control subsystem, in traditional practice, would be com-
parable to a subject term or authority file.

A subject term or authority file is ordinarily a file of
3 x 5 cards containing library subject terms determined to be valid.
These accepted terms are typed on a card along with the appropriate
cross references, required comments, and suggested Library of Con-
gress (LC) class number. Two cards would then be typed for each
cross reference, one of which is for the subject term file and the
other for the public catalog. When changes were necessary, both
cards were pulled, the adjustments made, and the cards returned
to their respective files.

Before ALPHA, RSIC maintained two separate language files,
one for book terms and another for document terms. The documents
language file consisted of subject terms and cross references es-
tablished in the main documents catalog. The books catalog file
was operating with a manual system of language control which created
an authority file of subjects and related data on 3 x 5 cards in al-
phabetical sequence. The books catalog file was automated only to
the extent that the cards for each subject heading were punched and
sorted into alphabetical sequence by the computer. This produced as
an output, a multi-copy printout of all acceptable book subject terms
which could be used by the cataloger at her desk, rather than search-
ing the central card file.

Both of these files used by RSIC created heavy typing loads,
long tedious hours of filing and pulling cards, and in turn extra
clerical effort was required to maintain an up-to-date status in
these files. Under ALPHA this has changed, the language control sub-
system has given RSIC a formal and precise method of controlling
books and documents language without the previously mentioned adver-
sities.
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The ALPHA System assures RSIC greater accuracy in three
ways: first, the information is typed only once; secondly, the compu-
ter checks the cataloger; and thirdly, the system assures complete
referencing of any term.

The language subsystem 1s designed to provide one program
capable of controlling one language for books and another language for
documents. It also provides the capability for using one language for
both mediums, if in the future RSIC decides this to be a desirable
course to follow.

Obviously, in order for the desired information to be re-
trieved, the same language already established in the language sub-
system master files must be used. The language for both books and
documents is formatted, processed, and maintained in the same manner,
with some slight variations in the input data elements.

For each book and document subject term of the library, a
magnetic tape record was created. Each magnetic tape record contains
a subject term with its associated data. These magnetic tape records,
one for each subject term with associated data, compiled and stored in
a logical sequence, make up the Language Master Files.

These language files are the central source of language
information for both the library catalogers and other subsystems of
the ALPHA System. For library use the contents of the Language Master
Files are displayed in two listings, one complete language control
thesaurus for books and another for documents. (See figure 17.) Pri-
mary use of these information displays of the Language Master Files is
made by the catalogers in detemmining if a term is authoritative in the
cataloging and retrieving functions at the library.

Four types of actions affecting the Language Master Files
may be taken: new language terms records may be added; revision of
an existing language term record by adding, deleting, or changing
various data; changing the base term of an existing language temm
record or purging of the complete language temrm record.

Input data for these actions is typed (punched-paper tape)
and periodically sent to the computation center for update of the
language master files. Upon receipt of input data, the computation
center updates the language master files per actions indicated, and
prepares updated language control thesaurus listings for the library.

During the update of the Language Master Files, three
auxiliary outputs for each master file are produced in addition to
the two language control thesauri listings previously mentioned.
These are the Language Worksheet Errors, the Language Monitor, and
a Language Statistical Report.
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The Language Worksheet Errors, figure 18, is a display of
all input transaction errors found during the conversion of raw
transactions to language transactions; the Language Monitor, figure
19, is a display of all 1anguage transactlons made during the update
w1th an indicative processing or error message; and the Language
Statistical Report, figure 20, is a summary of the composition of the
Language Master Files and all transactions made during the present
update.

2. Language Master Files

For the librarian, establishment and maintenance actions of
the Language Master Files begin with the source document. At RSIC,
this is the Language Control Input Form, figure 21. As you can see,
this single form format provides spaces for all acceptable types of
actions to be taken against either the books or documents language
master file. Since all typing of the control input form is accom-
plished by the Flexowriter operator, placement of the forms internal
data will be discussed in the Flexowriter procedure.

In order to prepare the basic Language Master Files, RSIC
began by converting the main documents catalog and the books author-
ity file to magnetic tape.

Conversion from punched paper tape to create the magnetic
tape language master files was accomplished through use of a
""Generalized Conversion Program'' which is described in chapter 3,
section III.

a. Format Content

The Language Master Files, displayed for library use
as the language thesaurus, indicate five data elements: (1) the
subject or base term: associated data (2) comments, (3) suggested
LC class number, (4) cross references, and (5) see references. A
general discussion of each of these data elements will follow.

Although subject terms for books and documents are
processed in the same manner, utilizing the control input fomm for
both, the subject terms themselves are selected by different rules
and conventions.

Book terms are based on subject terms utilized in the
Library of Congress Subject Headings.
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- Document terms on the other hand are based on selected
Defense Documentation Center (DCC)1 descriptors and identifiers, the
RSIC word 1list (an inhouse compilation of new subject terms establ%shed
at RSIC) and most of the rules and conventions used in Project LEX
in building the Department of Defense (DOD) technical thesaurus.

Comments are notes defining the meaning of and the scope
of the subject term. Each comment forms a separate paragraph directly
beneath the term and is included primarily for the benefit of the
catalogers, but will also be helpful to the retrievers.

Library of Congress class numbers are self-explanatory.

Cross reference (substituent term) principles set forth
in Sears List of Subject Headings and the Library of Congress Subject
Headings have been utilized in the language control subsystem. Both
books and documents cross referencing principles are the same with
these exceptions, in documents each reference is qualified by a generic
relationship code (B) for broader termm, (N) for narrower term and
(R) for related term without hierarchy; whereas, in books each temrm
in a base record will carry a single digit direction code X or S. In
other words, an "XX'" see also reference with an inverted generic in-
dicator or direction code is generated from each term which follows
an "XX,'" see also from reference. See figures 22 and 23.

Some other noticeable document thesaurus format differ-
ences are the absence of subdivided terms and LC class numbers.

The subject term filing arrangement for books is alpha-
betical according to the Library of Congress filing rules; whereas,
term arrangement for documents is word by word and letter by letter.

1

The Defense Documentation Center (DDC), an agency of the Depart-
ment of Defense serving qualified organizations with scientific and
technical documents, abstract bibliography and reference tools.

2

Project LEX, a program to develop a DOD-wide technical thesaurus
instituted by the Office of Naval Research, in accordance with
a memorandum from Director of Defense Research and Engineering.
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b. Language File Update

Update of the Language Master Files is accomplished through
the use of transaction processing "term codes' and '"action codes.'" The
"term code'" not only signifies whether it is a book or document temm,
but what type term it is. The "action code'" signifies the action to
be taken on each term. The same action codes are used for both books
and documents. These transaction processing codes are :

(1) Term Codes.

(a) Document Terms (Type Code V) - Terms detemmined
to be acceptable to RSIC as index points for documents.

(b) Book Terms (Type Code A) - Terms determined
to be acceptable to RSIC as index points for books.

(¢) Q-Terms (Type Code Q) - Ambiguous terms which
may or may not be acceptable to RSIC as index points for documents
depending on context.

(d) See Reference Terms - Books (Type Code B) -
Terms determined to be unacceptable to RSIC as index points for books
but which refer to other usable book temms.

(e) See Reference Terms - Documents (Type Code Z) -
Terms determined to be unacceptable to RSIC as index points for
documents but which refer to other usable document temms or Q-temms.

(f) Invalid Terms (Type Code I) - Tems detemmined

to be unacceptable to RSIC as index points for documents. These terms
do not require a see reference.

(2) Action Codes.

(a) Action Code 1 - Establish a new term record.

(b) Action Code 2 - Revise an existing temrm record
by adding, deleting or changing various data.

(¢c) Action Code 3 - Change base term of existing
term record.

(d) Action Code 0 - Purge complete temm record.

Associated data accompanying each subject temm to be up-
dated will depend on the term code, whether books or documents.

Initial steps for an update processing transaction against
the language master files are made by the cataloger. Request for one
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of the four transactions is made on a plain 3 x 5 card. This card
will contain the base term to be affected, LC number (if applicable),
source base term, and cataloger's name. This card is then forwarded
to the lexicographer who verifys the temm, adds LC number (if appli-
cable), adds the cross references, adds proper processing codes,
verifies data elements requirements per figure 24 and forwards the
term to the Flexowriter operator.

As the input processing transactions are being typed on
the language control input form a paper tape is punched simultaneously.
This enables RSIC to apply source data automation techniques by
capturing the data in machine readable form the first time. The use
of Flexowriter paper tape data is employed since it is more advantageous
when using free-form formats as opposed to fixed field formats which
are effectively handled within the limitations of punched cards.

The punched-paper tape is then converted to magnetic tape by the pre-
viously mentioned ''generalized conversion program.'

During the computer update operational sequence, trans-
actions found to be in error are dropped off, printed, and returned
to the library lexicographer as language worksheet errors with indica-
tive error messages. These errors are the result of improper use of
processing codes, improper format, etc. (Refer to paragraph 5,
Editing Criteria.)

The terms which are accepted as valid language transactions
are sorted by the computer according to term type and base temm for
processing against the language master file (which has been placed on
a computer disc for random storage and direct access). The language
master file is then updated, a language statistical report is accumu-
lated, and a language monitor is printed.

The updated language master file is then sorted again
alphabetically, formatted for display, and printed as the language
control thesaurus.

Since RSIC uses the free-form paper tape transactions,
advantage cannot be taken of the prepunched transaction feedback;
therefore transaction errors must be retyped and resubmitted in
correct form.

Even though input data for books and documents is process-
ed in the same way, at the present time RSIC uses separate update runs
for books and documents which results in separate outputs for each.

In the following a detailed discussion of the Flexowriter

typing for input transaction for each type of termm and action, editing
criteria, and computer outputs will be presented.
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3. Flexowriter Data Capture Procedure

In the following discussion it is assumed that the Flexo-
writer operator understands the setup and operation of the machine and
knows the language terms and procedures well enough to use them.
Additional information needed to use the Flexowriter to capture
language data is provided here. '

Because of the wide variability of format content combina-
tions it is virtually impossible to depict graphically a typical or
representative input transaction. Instead the following rules and
operational instructions governing the format and content of input
transactions are provided. '

a. Format Rules

(1) Each tape record will contain no less than 4 and no
more than 51 carriage return (C/R) characters.

(2) All data elements on a tape record will be typed in
lower case letters except: in the temrm line, if parentheses are
present, type them in upper case; and in the comments, all data elements
will be typed upper-lower case.

(3) The last character in the field of each complete

transaction record will be a record mark (+) which may or may not be
preceded by a C/R.

(4) Line 1 will consist of the data preceding the first
C/R, line 2 of the data preceding the second C/R and so on for a
possible maxium of 52 lines.

(5) Carriage return characters may exist 'back-to-back"
signifying blank or empty lines as in the following:

Line 1 C/R Line 2 C/R Line 3 C/R Line 4 C/R C/R C/R C/R C/R
C/R C/R C/R C/R C/R C/R Line 15 C/R Line 16 C/R

In the above, lines 15 and 16 are present and lines 5 through
14 are missing.

(6) Except for lines 1 through 3, TABS should be ignored.

(7) The positional value of each TAB is:

TAB 1 - 15
TAB 2 - 33
TAB 3 - 51
TAB 4 - 69
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(8) Backspace (BSP) may exist in any line and adjust-
ments must be made accordingly. In general, the function of the BSP
which is inverse of the blank, is to govern the placement of charac-
ters following the BSP and results in one of two conditions:

(a) If no data exist before the BSP, it signi-
fies an adjustment in the beginning position of the data.

(b) If data exist prior to the BSP, some of the
data characters following the BSP may override and replace data
characters preceding the BSP. The examples below illustrate typical
adjustments:

Example A:

The term EXITbVELOCITY on line 4 was misspelled as EXXXITbVELOCI-
TY and corrected during transcription resulting in the following:

BB
EXXXSSITbVELOSITY which was corrected to: EXITbVELOCITY.
pP
Note: Two BSP were required to remove the two extra X's.
Example B:
For line 1 (action 1line) the following was intended to signify an
T
action of new AIC/R; however, a second TAB was inadvertently added
B
and BSP adjustments were made accordingly as follows:
TTBBBBBBBBBBBBBBBB
AASSSSSSSSSSSSSSSS1 C/R
BBPPPPPPPPPPPPPPPP

This data string must be corrected to the fomm originally intended.
Note: Sixteen BSP were required to remove the extra TAB (see
positional values, step (7) and correct the error.

(9) The space (b) or blank character serves a dual func-
tion as follows:

(a) It always signifies an advancement in position
within a line.

(b) It is treated as a character and retained be-
tween non-blank characters.

In the revision of established term records an "as-

terisk delete'" convention will be used which operates as follows: data
elements to be deleted will be preceded by an asterisk; data elements
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to be added will be identified by the absence of an initial asterisk.

b. Data Capture

(1) Action Line - Line 1 for a:

New - TAB once and type a one and return carriage.

Revised - TAB twice and type a two and return
carriage.

Purge - TAB three times and type zero and
return carriage.

Temm change - TAB four times and type a three and
return carriage.

(2) Medium Line - Line 2 for a:

Book - TAB once and type an X and return carriage.

Document - TAB twice and type an X and return
carriage.

(3) Temrm Type Line - Line 3 for a:

Valid term (books) - TAB once and type an A and
return carriage.

Valid term (documents) - TAB once and type a V and
return carriage.

See Reference (books) - TAB twice and type a B and
return carriage.

See Reference (Documents) - TAB twice and type a Z
and return carriage.

Q-Term - TAB three times and type a Q and
return carriage.

Invalid term - TAB four times and type an I and
return carriage.

(4) Term Line - Line 4., Type tem in straight forward
manner and return carrilage.

(5) Comments - Lines 5 thru 16. Type in straight
forward manner up to 12 lines and return carriage. If all lines are
not used comply with format rule (5).
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(6) See Reference - Lines 17 thru 28. Type in straight
forward manner, one reference per line, up to 12 lines and return
carriage. If all lines are not used comply with format rule (5).

(7) See Also - Lines 29 thru 45. Type generic relation-
ship code for documents or direction code for books in space allotted.
Type in straight forward manner, one reference per line, up to 12 lines
and return carriage. If all lines are not used comply with format
rule (5).

(8) LC Class Number - Lines 46 thru 52. Type in
straight forward manner, one LC class number per line, up to 12 lines
and return carriage. If all lines are not used comply with format
rule (5). Note: Insure compliance of format rule (3).

4. Language File Outputs

Language file outputs are prepared each time the master
file is updated. At present, the schedule is monthly. All multi-
copy printouts are standardized at six copies each on 8 1/2 x 11 paper.
There are four outputs of each language master file, which are:

a. Language thesaurus

b. Language worksheet errors
c. Language monitor

d. Language statistical report

The language thesaurus, figure 17, whether for books or
documents is the most important output of the master file. It is
a complete display of the contents of the file. The thesaurus dis-
plays the base term and associated data of each record in alphabetical
sequence. Copies of both books and documents thesauri are kept by
each cataloger.

There are many possible uses of the thesaurus but primarily
it is used in determining if a term is authoritative in the cataloging
and retrieval functions of the ALPHA System.

The Language Worksheet Errors, figure 18, is a display of all
raw input transactions found in error. All worksheet errors are
formatted and printed in input sequence by base term with an indicative
error message. Copies of the worksheet error report are kept by the
library lexicographer.
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The sole purpose of the Language Worksheet Errors report
is to assist the lexicographer in correcting input errors found
during the conversion of raw input transactions to language transactions
in the first computer run. In this run all input transaction are
edited and each transaction found in error is dropped off by the
computer, formatted and retumned to the library lexicographer as language
worksheet errors. Errors which appear on this report are primarily the
direct result of improper use of the transaction codes, either temm type
or action code and formatting errors. For a complete list of error
messages, their meaning and possible corrective action refer to paragraph
5, Editing Criteria.

The Language Monitor, figure 19, serves a three-fold purpose.
First, it presents a display of all transactions attempted or processed
during the update. Secondly, since it is a display of all transactions
of the update in complete form, it serves as an assist in correcting
update errors. Thirdly, it is a ''management tool' by which some of
the behavior of the language control subsystem can be observed.

The Language Monitor displays each update transaction attempted
or processed by base term sequence along with a definitive error or
processing message. Copies of the Language Monitor are kept by the
library lexicographer.

Errors which appear on the monitor may be found prior to
and during the update of the Language Master Files. Following the
language transaction run where the language worksheet errors are found,
all input transactions are sorted into sequence for processing against
the Language Master Files. Upon completion of this sorting, all input
transactions are edited again. During this editing certain input
transactions, data relationship and update edits are employed. These
edits may disclose errors which will not allow the input transaction
to be processed into the Language Master Files.

For example, if a term type code was indicated in the correct
position in the language transaction conversion run, the transaction
would be forwarded to the next run but during the input transaction
editing the term type codes are identified; that is, it must be a valid
code otherwise the error message Invalid Term Code Not Processed will be
indicated. Assuming this is the case, the input transaction would not
be processed. The base termm in error along with the editing error mes-
sage would appear on the Language Monitor.

Valid transactions which are processed into the Language
Master Files are entered on the Language Monitor along with an appropriate
processing message.
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The Language Statistical Report, figure 20, which appears as
the last page of the Language Monitor, is a summary of the composition

of the Language Master Files.
type sequence.
by management personnel of the library.

It is formatted and printed in temm

Copies of the language statistical report are kept

for planning purposes.

5. Editing Criteria

Primary use of the report is

Edits are rules specifying that certain things must be or
cannot be in the specified data field of the language control input

form or that certain term and action codes must be properly used.

The

following are all possible error or processing messages, listed alpha-
betically, with explanation and suggested corrective action.

Nbssage

ACTION (ODE
MISSING

ALREADY IN
FILE. NEW
ACTION NOT
PROCESSED

ALREADY
POSTED. RE-
VISE ACTION
NOT PRO-
CESSED

BASE TERM

OF NEXT

LINE SUB-
STITUENT
TERM INVALID

BLANK BASE

TERM NOT PRO-

CESSED

Meaning

Action code has not been
included in line 1 of field.

In all term type transactions
using action code (1) the
base term must not be in the
master file.

In the processing of (Q),
(V), and (A) term type
transactions using action
code (2) each seen from

and seen also from term must
not be present in matching
term record.

In (B) and (Z) temm type
transactions using action
code (2) no see temms

may be present in matching
term record.

Substituent term reference
has not been typed in
correct position or term
reference 1s not compatible
to medium.

Line 4 of record must be
non-blank.

Corrective Action

Determine code and resubmit.

Research thesaurus to deter-
mine if base term is present,
verify data and resubmit.

Research
data and

thesaurus, verify
resubmit.

Research
data and

thesaurus, verify
resubmit.

Determine proper term type
or position and resubmit.

Determine base tem and
resubmit.
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Message

(HANGE TO
TERM AL-
READY IN
FILE. NOT
PROCESSED

(HANGE TO
TERM MISS-
ING. TERM
CHANGE

NOT PROCESSED

EXTRANEOUS
DATA. NEW
ACTION NOT
PROCESSED

EXTRANEOUS
DATA. PURGE
ACTION NOT
NOT PROCESSED

EXTRANEOUS
DATA. REVISE
ACTION NOT
PROCESSED

58

Meaning

In the processing of all
term type transactions
using action code (3) the
see or seen from term must
not be in the master file.

In the processing of all
action code (3) transac-
tions there must be one
see or seen from reference
in the field, lines 17
thru 28.

In (I) temm type trans-
actions using action code
(1) the field cannot con-
tain any see or seen from,
see also from terms or LC
number elements.

In (B) or (Z) temm type
transactions using action
code (1) the record shall
not contain any seen also
from terms in the field,
lines 29 thru 40.

In all action code (0)
transactions, no variable
data is permitted.

In (B) and (Z) temm type
transactions using action
code (2) the transaction

shall not contain seen also

from or LC number elements
in the field.

In (I) term type trans-
actions using action

code (2) no elements
other than comments

shall appear in the field.

Corrective Action

Research thesaurus and
verify data.

Include omitted see or seen
from reference and resubmit.

Delete extraneous data and
resubmit.

Delete extraneous seen also
from terms and resubmit.

Verify data and resubmit
or discard.

Delete extraneous data
and resubmit.

Delete extraneous data
and resubmit.



Message

EXTRANEOUS
DATA. TERM
CHANGE

ACTION NOT
PROCESSED

INVALID

ACTION CODE.
NOT PROCESSED

INVALID TERM

CODE. XXXX
ACTION NOT
PROCESSED.
WHERE XXXX
INDICATES

TERM TYPE

CODE

LAST (HAR-
ACTER OF
RECORD NOT
GROUP
MARKED.

LC DATA
ALREADY
POSTED

Meaning

In (Q) and (V) tem type
transactions using action
code (2) the field shall
not contain LC number ele-
ment in lines 41 thru 52.

In (I), (B) and (Z) temm
type transactions using
action code (3) no see
also from or LC number
may be present in the
field, lines 29 thru 40.

In (Q) and (V) temm trans-
actions using action code
(3) no LC numbers may be
present in the field, lines
41 thru 52.

Action code indicated in
Line 1 of field must be
either (0) for purge, (1)
for new, (2) for revise or
(3) for change of temm.

Term type code indicated
in Line 2 of field must
be either (A) for book
terms, (B) for book see
reference tems (I) for
invalid temms, (Q) for
ambiguous terms, (V) for
document terms or (Z) for

document see reference temms.

Last character of record
must be followed by a
group mark.

In (A) tem type trans-
actions using action code
(2) each LC number must not

be in matching term record.

Corrective Action

Delete extraneous data
and resubmit.

Delete extraneous data
and resubmit.

Delete extraneous data
and resubmit.

Determine appropriate
action code, and resubmit.

Determine appropriate temm
and resubmit.

Add group mark and resubmit.

Research thesaurus, verify
data and resubmit if
required.
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Message

LC NUMBER
NOT IN
RECORD

MEDIUM CODE
MISSING

MEDI UM/
TERM TYPE
INCONSISTENT

MULTIPLE
ACTION QODES

MULTIPLE
(HANGE TO
TERM PRESENT.
TERM (HANGES
NOT PROCESSED

MULTIPLE
MEDIUM CODES

MULTIPLE
TERM TYPE
OODES

NOT IN FILE.
NEW ACTION
NOT PROCESSED

NOT IN FILE.
NEW TERM
RECORD ESTAB-
LISHED
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Meaning

In (A) temm type trans-
actions using action
code (2) each *LC
number must be in
matching record.

Medium code has not been
included in line 2 of field.

The medium 'books' can
only exist with term types
""term and see references,'
that is, in a books temm
record (type A) there will
always be see reference-
books (type B) and book
terms (type A).

More than one action code
has been included in line 1
of field.

In all term type trans-
action using code (3)
there cannot be more than
one see or seen from ref-

erence in the field, lines 16

thru 28.

More than one medium code
has been included in line 2
of record.

More than one term type
code has been included in
line 3 of field.

In (B) and (Z) temm type
transactions using action
code (1) each see or seen
from term must be in the
master file.

In (A), (Q and (V) tem
type transactions using
action codes (1) and (2)
each seen also from term
must be in the master file.

Corrective Action

Research thesaurus, verify
and resubmit.

Determine code and resubmit.

Determine appropriate term
and see references and
resubmit.

Determine correct action
code and resubmit.

Delete extraneous
data and resubmit.

Determine correct medium
code and resubmit.

Determine correct term
type code and resubmit.

Research thesaurus, verify
data and resubmit if
required.

Research thesaurus to
detemmine if record was
created and is applicable.



Message

NOT IN FILE.
PURGE ACTION
NOT PROCESSED

NOT IN FILE.
REVISE ACTION
NOT PROCESSED

NOT IN FILE.
SEE REFERENCE
CREATED

NOT IN FILE.
TERM (HANGE
NOT PRO-
CESSED

Meaning

In all term type trans-
actions using action code
(0) the base term of the
record must be in the
master file.

In all tem type trans-
actions using action code
(2) the base temm of the
record must be in the
master file.

In (B) and (Z) temm type
transactions using action
code (2) each see tem

must be in the master file.

In (B) and (Z) temm type
transactions using action
code (2) each *see tem

must be in the master file.

In (Q), (V) and (A) temm
type transactions using
action code (2) each *seen
from and *seen also from

term must be in the master
file.

In (A), (Q and (V) temm
type transactions using
action code (1) each see
or seen from reference
must be in the master
file.

In (Q), (V) and (A) temm
type transactions using
action code (2) each seen
from term must be in the
master file.

In all temm type trans-
actions using action code
(3) the base term must be
in the master file.

Corrective Action

Research thesaurus to
determine if base temm
is present, verify data
and resubmit.

Research thesaurus to
determine if base term is
present, verify data

and resubmit.

Research thesaurus, verify
data and resubmit.

Research thesaurus,verify
data and resubmit.

Research thesaurus, verify
data and resubmit.

Research thesaurus to deter-
mine if reference was
created and is applicable.

Research thesaurus to
determine if reference was
created and is applicable.

Research thesaurus to
determine if base term is
present, verify data and
resubmit.
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Message

NOT IN
RECORD.
REVISE ACTION
NOT PROCESSED

REVISE
ACTION NOT
PROCESSED.
ALL TX ELE-
MENTS INVALID

REVISION NOT

INDICATED.
NOT PROCESSED

02

Meaning

In (B) and (Z) term type
transactions using action
code (2) each *see term
must be present in matching
term record.

In (Q, (V) and (Z) tem
type transactions using
action code (2) each *seen
from and *seen also from
term must be present in
term record.

In all term type trans-
actions using action code
(2), if after editing, no
data elements remain in
the master file.

In (I) term type trans-
actions using action code
(2) comments elements must
be present in the field,
lines 5 thru 16.

In (B) and (Z) tem type
transactions using action
code (2) the transaction
must contain either (or
both) comment data or see
or seen from data in the
field.

In (Q) and (V) temrm type
transactions using action
code (2) the transaction
must contain one or more
of the following data ele-
ments in the field:
see, seen from, or seen also
from.

In (A) temm type transactions
using action code (2) the
record must contain one or
more of the following data

Corrective Action

Comments,

Research thesaurus, verify
data and resubmit or discard.

Research thesaurus, verify
data and resubmit.

Research thesaurus, verify
data and resubmit.

Include omitted data and
resubmit.

Include omitted data and
resubmit.

Included omitted data and
resubmit.

Include omitted data and
resubmit.



Message

SEEN TERM(S)
MISSING. NEW
ACFION NOT
PROCESSED

SUBSTITUENT
TERM TYPE
INVALID

SUBSTITUENT
TERM TYPE
INVALID OR
MISSING

TERM
MISSING

TERM TYPE
MISSING

TOO MANY
BSP IN
RECORD

TRANSACTION
EXCEEDS MAX-
IMUM LENGTH

TRANSACTION
NOT LONG
ENOUGH

Meaning

elements in the field:
comments, see or seen from,
seen also from and LC number
elements.

In (B) or (Z) temm type trans-

actions using action code (1)
the field must contain at
least on see or seen from
term in lines 17 thru 28.

Substituent term type must
be compatible to medium.

Substituent term type has
either been omitted or
term type indicated is
incorrect.

Base temm has not been
included in line 4 of
field.

Termm type has not been
included in line 3 of
field.

Some characters following
the BSP will override
characters preceding the
BSP when the BSP's are
removed.

Transaction shall contain
no more than 51 C/R
characters

Transaction shall contain
no less than 4 C/R
characters.

Corrective Action

Included omitted see or
seen from terms and
resubmit.

Determine proper substituent
term type and resubmit.

Determine if substituent
term type is missing or
in error and resubmit.

Determine base term and
resubmit.

Determine term type code
and resubmit.

Retype eliminating excess
BSP and resubmit.

Condense record to within
maximum C/R characters and
resubmit.

Extend to correct length
and resubmit.
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Section IV. BOOKS CONTROL SUBSYSTEM

1. Introduction

The books control subsystem provides the library with an
automated method for acquiring, cataloging, and circulating books.
The function of books control is comparable to traditional practices
under the same three broad headings.

2. Acguisition

Acquisition naturally falls into three divisions: selection,
ordering, and receiving. Typical traditional practice in libraries
creates certain records that summarize what is done at each stage
in acquisition. Let's consider the acquisition records usually created
in an unautomated but efficiently organized library.

Selection is by patron requests and by the library staff.
Patron requests are screened to make sure the books are suitable for
adding to the library's stock. Library staff selections usually originate
in bibliographic listings that are compared against the shelf list
to eliminate duplication. Selection leads to a record of titles selected,
which is most frequently kept on a printed 3 x 5 fomms, one for each
title. In most modern libraries, a single multicopy form serves as
record of selection, book order, accession record, and sometimes shelf
list entry. This is the arrangement that will be described.

Each record of a title selected contains an accurate title,
edition, author's name, publisher, and date of publication. One copy
of the multlcopy form is the record of selection. Upon receipt of
the book, the same copy can be converted for use in the shelf list
by noting the call number in the upper left hand corner.

To order the book, the remaining copies of the form have
added to them the unit price, quantity ordered, date of order, and
whether part of a series. At intervals orders are separated by vendor
and mailed out, one or more copies to the vendor, who may be the publisher
or a dealer. Another copy, with the name of the requesting person
added, is filed in an on-order file in sequence by title or author.
Sometimes this file and the selection file are the same. When the
order is received, this suspense copy may be removed from the on-
order file and annotated for use as an accession record, if accession
records are kept, by adding the classification number and date received.
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The procedures and records just described seem quite
simple, but in practice they seldom are. They are often made more
complicated (especially in government libraries or those with special
funding) by the purchasing and accounting policies. It may be, for
instance, that orders must be sent out combined on a single fomm
for each address. Order numbers may have to be assigned at more
than one stage in the process, and being different they will require
cross referencing. There are many other possible complicating requirements.

In ALPHA the first step is selection, which is based
on normal new title selection procedure in the library or on a specific
request by a patron. Patron requests are made on the library request
card, figure 28, which is turned into the circulation section, which
tries to fill the request. In the process the circulation librarian
checks to see that the requested item is:

-not available for circulation,

-not on order,

-not recallable,

-not flagged as reserve, and

-not outside the scope of the library.

If all of these requirements are met, the librarian adds to the request
card any other information readily available, such as LC classification
number (if an added copy), complete title and author. The request

card is then forwarded to the acquisition unit.

The acquisition librarian verifies the citation.
When it is decided to add the book to the holdings, the librarian
completes the original request card by adding publisher, address,
quantity to be ordered, unit cost, LC card number, and vendor. Request
cards are grouped by vendor and placed in the to-be-ordered file.

The basic machine used in ordering and receiving
is the IBM 632 electronic typing calculator. It produces typewritten
copy on a typewriter, reads punched cards, and at the same time punches
and prints information onto cards, following a punched tape program.

Daily, the typing calculator operator prepares the
book orders, one for each vendor or type of order, figure 29. The
order is a pinfed multipart continuous form. Using the continuous
form reduces the time taken to insert and align paper in the typewriter.
A plain form is used to eliminate the need for changing the form
each time a different type of order is typed; it is easy to program
the typing calculator to type in automatically the required headings
and constant information. Requisitions, figure 30, are an exception;
for them a preprinted form is used.
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The heading on the book order is prepared automatically
by inserting into the typing calculator a small deck of key-punched
cards containing information about the vendor (vendor name, purchase
order number, vendor address, etc.). The typing calculator reads this
information and types it in the correct location at the top of the
form.

Using a library request card as a source document, the operator
types on the order the information required for ordering the requested
item. The typing calculator spaces automatically. The operator then
types, to the side of the order so that it does not appear on the order
itself, additional information about the order, such as requesting
patron identification (social security number and type code). The
result of this onetime typing of information is the complete entry
of the requested item on the order, plus a set of ordering input transaction
cards, figure 31, that are automatically created by the typing calculator.
Transaction card formats are presented in figure 32. These cards will
be used by the computer to update the computer files.

The typing calculator automatically extends and totals the
amount of each order. If a money limit has been imposed, the operator
may check at any time to see whether the limit has been reached. The
operator may also key in the next item to see whether it will overextend
the amount, without disrupting the accumulated total. Such trial balances
are also typed to the side of the order.

When the order is complete, the operator forwards it and
the keypunched ordering cards to the librarian in charge of the ordering
and receiving section, who checks the material. Copies of the order
are separated and distributed to the vendor, purchasing department,
accounting office, etc. The punched cards are sent to the computer,
to be used to update thc Master On-Order File.

The Master On-Order File, figure 33, is the central file
for control of ordering and receiving. It is a magnetic tape file
maintained on a line item basis; that is, a title and its associated
data make up a single record. The file is in sequence by control number
(primary) and item number (secondary); these two numbers taken together
constitute a unique identification of the record.

The control number may be a coupon order number, a TL (Technical
Library) number, or a requisition number. All of these are numbers
related to funding control. The TL number is analogous to a procure-
ment request number in sequence by fiscal year. It is a local require-
ment of RSIC but probably has equivalents elsewhere. The item number
is one of a series showing sequence either within the individual order
or within a funding period, depending on the type of order. It is
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the library's item number. For mixed source orders the vendor's item
number--the item number used on the order to the dealer from the purchasing
office--must be added. This data, along with purchase order number,
vendor, and wnit cost, is captured from a copy of the purchase order

as sent the vendor.

The voucher number is a number assigned by the library
upon receipt of the order, for accountability purposes. Voucher numbers
run in sequence yearly. Only accountable, or nonexpendable, items
are assigned voucher numbers. Accountability vouchers are maintained
as required by AR 735-7600-1 to show quantities on hand. If and when
this requirement is lifted and shelf list control permitted, the acquisition
and receiving activity can be simplified.

On figure 33, XP means expendable and NXP nonexpendable;
data in these fields is number of items or copies.

The receiving card number is arbitrarily assigned by the
computer for use as a sequence number for the receiving cards.

Flag fields may contain codes indicating that the item
has been received but not yet cataloged.

Data in the due-out field is the total number of copies
that have been requested. The requestors' social security numbers
are kept in the fields so labelled; their names and addresses for
use on the patron mailing card are obtained from the Patron Master
File. The one character field at the end of each social security
number field labelled '"Blank'' will ordinarily contain an alphabetic
code, the requestor's type indicator. In RSIC these are A for Army,
N for NASA, or R for RSIC. The field can be blank.

The On-Order and Received Report, figure 34, a weekly computer
output with cumulative daily supplements, is received by the ordering
and receiving section, acquisition librarian, and circulation librarian.
The report, in sequence by title, shows the status of all titles
that have been ordered and not received or received but not yet cataloged.
Decks of computer produced punched and printed cards, figure 35, each
representing an item ordered, accompany the report to the ordering
and receiving section. These cards are used in receiving, cataloging,
and distributing the books when the order is filled. Each item on
the report is associated with its cards by the receiving card (sequence)
number assigned automatically by the computer. The cards are received
in numerical sequence from the computer, and are filed in the same
order without any manual sorting. Transaction card formats are presented
in figure 32.
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During the update of the Master On-Order File, several
auxiliary outputs are produced in addition to the On-Order and Received
Report and punched cards. They may be produced daily, weekly, monthly,
or on special request. Auxiliary reports are the Financial Reports
and Workload Summary (monthly), figure 36, Cancellation Notices, figure
38, Books Ordering and Receiving Input Transaction List, figure 39,
Book Ordering and Receiving Error list, figure 40, Books On-Order Mail
List, figure 41 and Outstanding Orders in Vendor Sequence, figure 42.

As each book is received from the vendor, it is checked
against the On-Order and Received Report. After verification, the
receiving, cataloging, and distribution cards are pulled from the file.

Receiving information- -quantity received, price, date received,
etc.--is written on the receiving cards (those obtained from the computer
and filed by sequence number). The receiving cards are forwarded to
the keypunch operator for keypunching the data, and then sent to the
computer for processing. This results in updating the line item record
showing a received status, a corrected price, etc.

The cataloging and patron mailing cards are placed in the
book and go with it to the cataloging umit.

a. Readers Services Section - Checking Library Request Card

In the discussion which follows, the presence of the
card catalog is ignored, because it will be replaced by a printed
catalog when ALPHA has been completely implemented.

All library request cards are received in the readers
services section. In checking each card containing a book request,
the first question is whether the book is in the library; the Inventory
Control Master File is searched for the title or for a title that appears
to refer to the same book. If the book is in the library, and available
for circulation, 1t is charged out and mailed to the patron.

If the book is in the library but not available for
for circulation, it may be flagged as reserve; that is, it may be kept
in the reference section or it may be a copy 1, which is not circulated.
The patron will be informed that he can see the book by coming to the
library.

If the book is not available for circulation and not
flagged as reserve, an attempt may be made to recall a copy. If it
can be, it is recalled and charged out to the requesting patron. If
it cannot be recalled or if use of a copy within the library is not
practical, the library request card with LC classification number,
complete title, and correct author's name is forwarded to the acquisition
unit,
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If the requested book is not cataloged, it may already
be on order. The On-Order and Received Report is checked to see whether
it is or not. If it is on order, and if enough copies have been ordered
to cover the request, a transaction card is punched adding the requesting
patron to the list of those to receive the book when it is cataloged.

If not enough copies have been ordered, the request card is forwarded
to the acquisition unit. If the book is not cataloged and not on order
the request card is forwarded to the acquisition unit.

b. Acquisition - Checking Library Request Card

The acquisition unit receives library request cards
that have been screened by the readers services section. If the request
refers to a title already cataloged by the library, the card should
have a correct author, title, publisher, and call number; the card
may be regarded as a recommendation from readers services section to
purchase. The acquisition librarian decides whether to add an additional
copy or copies of the book to the holdings. If it is decided to add
copies, the librarian verifies the data, adds to the request card the
publisher's address, quantity to be ordered, unit cost, and vendor,
and places the card in the to-be-ordered file grouped with any others
for the same vendor.

If the request is for a new title, the notations
to be made on the card are almost the same, but the acquisition umit
has the responsibility for the full verification and adding the LC
card order number. When the librarian identifies exactly what is wanted,
he must then decide whether the book is within the scope of the library.

Once the new title is identified and it is decided
to add it to the holdings, the request card is also placed in the to-
be-ordered file. Thus, the request cards for the two kinds of acquisitions
are the same, except that for new titles there is no LC classification
number on the card, but (if the title has been cataloged by the LC)
there is an LC card order number.

c. Acquisition Data Capture (Typing Orders and Punching

Cards)

' An IBM 632 typing calculator is used in typing orders
and punching transaction cards for use as computer input. This machine
produces typewritten copy on a typewriter, and at the same time reads
punched cards and punches and prints information onto other cards.

At the typing calculator, information is accepted into the ALPHA System
from several sources: manual operation of the typewriter, punched
cards, the memory of the typing calculator, or any combination of these.

The typing calculator operation must be trained on
the machine operation and general procedures and policies followed
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in ordering and receiving. The operator at this station has one of

the most complex clerical jobs in the ALPHA System. The following
discussion, although it goes into some detail on typing the several
kinds of orders and producing transaction cards for computer input,

is not detailed enough for an untrained person to operate the typing
calculator by following it. The purpose of the discussion and tabular
material is to give the reader a fair understanding of what the machine
operator does. You should keep in mind that the following description
of ordering is as arranged at RSIC, and that different requirements

at other libraries would change some of the procedures.

Books may be ordered by any one of four different kinds
of actions: 'blanket' (mixed source) order, requisition, charge account
order, or coupon order. There are also three other kinds of acquisition
action at the typing calculator station: data capture on approval
shipments, data capture on purchase orders, and data capture on received
books.

'"Blanket orders' are lists of needed books that are
sent to the purchasing office, where one or more vendors are selected
by competitive bidding or other authorized procedures. When the order
is let by the purchasing office, the library receives a copy of the
purchase order, which provides the information to supplement that captured
at the time of preparing the blanket, that is captured as described
below under 'purchase orders."

Requisitions are orders sent to specified government
agencies. They are typed on special forms. For this reason they
require a change in the program tape in the typing calculator.

Charge account orders are those to be sent to vendors
with whom the library has open purchase contracts which can be used
by ordering officers within the library. At RSIC such orders are currently
limited to $250 per day per vendor. The same vendors are also the
only ones from whom approval shipments can be received. The items
accepted make up part of the daily authorized orders.

Coupon orders are relatively small ones, to other government
agencies, professional organizations, etc., with which payment in the
form of previously purchased coupons is sent. Large orders to government
agencies take the form of requisitions. '

Approval shipments, as mentioned before, are like charge
account orders except that they have been received on approval without
having been ordered by title. They are received only from vendors
with whom the library has open purchase contracts, or ''charge accounts."

Purchase orders result from selection of vendors by

the purchasing office to fill blanket orders. A copy of the purchase
order is sent to the library, which uses it to capture vendor
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name, purchase order number, and purchase order item number.

Operations at the typing calculator station may be
divided into two kinds. One requires the production of a typewritten
order, figure 29, as well as transaction cards, figure 31. The other
requires only the punching of transaction cards. The latter can be
done on the typing calculator or on a keypunch machine.

Operations requiring the production of a typewritten
order and transaction cards are blanket orders, requisitions, charge
account orders, and coupon orders. They are processed in order of
priority as listed, unless the acquisition librarian has assigned a
special priority to some orders. Special priority orders are of course
processed before anything else.

Operations requiring only the punching of transaction
cards are data capture on receipt of purchase orders, and the receipt
of items on any kind of order.

Certain limits on orders are set up by policy or by
practice. At RSIC, blanket orders are limited for the convenience
of the Procurement and Contracting Division to 25 items each. Charge
account orders, which are made under the delegated authority of the
Small Purchases regulations, are limited to $250 per day per vendor.
This limit is programmed into the typing calculator. Coupon orders
to the Superintendant of Documents and the Clearinghouse for Federal
Scientific and Technical Information are limited for convenience to
$40 per order.

The sequence of actions by the operator in preparing
for each kind of work is as follows:

Load the program tape (one for requisitions, a different

one for all other kinds of orders).

Select and mount the program drum cards, one on the
reader and one on the punch.

Insert the typing forms (stock four-part paper except
for requisitions).

Set margins and tabulations.
Turn on power for all units.
Ready the card punch.

Ready the card reader.
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Load the card punch.

Select the appropriate card deck for the reader.

Load the deck in the reader.

Ready the typewriter.

Clear the machine totals.

When all this has been done, the operator is ready to begin on a
particular kind of job, such as charge account orders. When one kind
of job is completed, most of the set-up operations will have to be
done again in order to prepare for doing another kind of job.

In addition to the typed order, operation of the typing
calculator also produces a set of transaction cards, figure 31. The
cards, identified in the 400 transaction series, contain data to add
items to the On-Order Master File and generate pending receipt cards.
For each order, one transaction card, code 400, is produced. This is
the vendor name card. For each line item, the following transaction
cards are produced (required or optional, as noted):

410, author name card--optional

420, title card--required

430, title continuation card--optional

440, title continuation card--optional

450, quantity and unit cost card, call number, LC card
nunber and date of order--required

460, patron reserve card--required, may be in multiple;
library may be the ''patron

461, comments card--optional
Each 400 series transaction card contains the following fields:
Cols 1-3 Transaction code
4-17 Control number
18-21 Item number
22-24 One or more fields of specific information

75-80 Receiving card number (blank at time of ordering)
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Cancellation or deletion of items from the On-Order Master file
is accomplished through use of the 399 transaction card, figure 43.
Each 399 transaction card will contain the following fields:

Cols 1-3 Transaction code
4-17 Control number
18-21 Item number
22-31 Blank
32-74 Explanation
75-80 Zeros

The specific typing calculator operations for each type of job
are described in tabular form in paragraphs (1) thru (7). It is
assumed that each kind of job has been prepared for as discussed above.

(1) Operating Instructions for Charge Account Orders.
Stock four-part paper is used. Margin 1is set at 6, tabs at 14, 70, 87,
117, 149, and 167. The reader deck consists of a 7 card, a 3 card and
several 5 cards. Clear typewriter and enter date at beginning of each
ordering day. (To clear and enter date: tab to position 14, key in 1,
PROGRAM START. Then key in date - six digits - yr.(2), mo.(2), and
day(2). Then tab to position 87 and clear total by pressing TOTAL
button.)

Step Operation Action Machine Action

400 transaction card

1 Position carriage at left Types heading and punches code
margin 1 1/2" from top of paper 400 in cols 1-3. Types P. O.
and press READ FEED three number at positions 70-76.
times. Punches TL number in cols 4-17,

types TL number starting in
position 84, and tabs to
position 117. At 117 reads
$250 into storage from the
3 card and stops at 124.

2 Key beginning item number Punches item number in cols
' from purchase order worksheet 18-21 of 400 card, returns
and press PROGRAM START. carriage, types and punches

vendor name beginning in
col 37, and 3 card releases
400 card from the punch
station.
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410 transaction card

3 Press READ START.

4 Press DUP.

5 Press PROGRAM START.

6 Type author name(s) as
follows:

First name initial, period,

one space; second name initial,
if any, period. If no second
name initial, space once and
type last name in full. If
additional author names, type

a / and space once, then repeat
as above.

7 If punching author names did
not cause 410 card to eject,
release it by pressing REL
key. Otherwise finish typing
author names on form as before,
then go to next step.

420 transaction card

8 Return carriage and tab to po-
sition 14, press READ START.

9 Type title string as follows
until 420 card ejects at col
74 or title string is complete:

Punches code 410 in cols 1-3.

Duplicates P. O. number in
cols 4-17.

Types and punches the first
item number. Typewriter
stops at position 14. Item
number is punched in cols
18-21.

Punches first name initial,
second name initial or a
space, and last name in 410
card cols 22-74, then ejects
410 card to punch unit read
station.

Releases the 410 card. Reader
skips to col 22 of 5 card.

Punches 420 in cols 1-3. Dupes
TL number cols 4-17 and item
number in cols 18-21. Reader
skips to col 34 of 5 card.

Punches title string beginning
in col 22, and prints title
string beginning at position 14.

Title, a / and one space, edition

and one space, a / and one space,
publisher's name, a / and one
space, publisher's address.
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If typing the title string causes the 420 card to eject, a 430 and
possibly a 440 card will be required. If the 420 card ejects and the
title string is incomplete, go to step 11. If in the middle of a word
hypenate on paper, if in middle of number, start next card, finish num-
ber and return by hand. If title string is complete, go to step 10.

10 Press REL key once and READ Releases 420 card. Read unit
SKIP twice. Go to step 15. skips to col 52 of 5 card.

430 transaction card

11 Return carriage and tab to Punches 430 in cols 1-3. Dupes
position 14, press READ TL number in cols 4-17 and item
START once. nunber in cols 18-21. Reader

skips to col 34 of 5 card.

12 Continue typing title string Punches title string in cols
and manually returning car- 22-74 and prints title string.
riage as required .to position
14, next print line.

13 If 430 card is not full: Releases 430 card to read
press REL key and READ SKIP station and registers blank
key once each. Go to step 15. card at punch station. Read

unit skips to col 52 of 5

card.
If 430 card is exactly full Has released 430 card. Read
through col 74: Go to next has skipped to col 52 of 5
step. card.

If a 440 transaction is necessary go to step 14; if a 440 transaction
is not necessary go to step 15.

440 transaction card

14 Return carriage and tab to Duplicates 440 in cols 1-3 and
14, and continue typing TL number and item number in
title string as before. cols 4-21. Reads cols 44-46
After releasing 440 card by of 5 card and skips to ready
pressing REL key, go to step the 450 code.
15.

450 transaction card

15 Press READ START once. Carriage tabs to 70. Punches
450 in cols 1-3 and duplicates
TL nunber and item number in
cols 4-21.
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450 transaction card

16

17

18

19

20

Key QUANTITY on companion
keyboard and press PROGRAM
START.

Type units as follows: "Ea"
for each, 'set'" or ''sets',
""lot" or ''lots" followed by
a space for set or lot.

Key unit price and press
START PROGRAM.

If call number required:

Type call number beginning at
position 117. Tab to position
149, and go to step 20.

If call number not required:
Pull PUN(H CONTROL off, tab
once to position 149, and
push PUNCH CONTROL on.

If LC card number required:
Key in LC card number and
press PROGRAM START. Go to
step 22.

If LC card number not required:

Press O and PROGRAM START.

460 transaction card

21

76

Press READ START.

Prints quantity in positions
70-75, right justified, and
carriage stops at 76. Punches
quantity in cols 22-25.

Prints units and carriage stops
at position 78 or 80.

Enters unit price into counter
and punches unit price in cols
26-30. Calculates total cost.
Types amount (punctuated) and
tabs to position 117.

Prints call number beginning at
position 96. Punches call
number beginning at col 31, and
skips to col 61.

Punch unit turns off, 450 card
skips to col 61, and punch
unit turmns on.

Prints LC card number off-form
at position 149. Punches LC
card number in cols 61-67 and
date in cols 68-73. Ejects
450 card to read station of
punch unit. Read unit skips
to col 66 of 5 card.

Prints date off-form and tabs
to position 167. Punches
zeroes in cols 61-67 and date
in cols 68-73. Ejects 450
card to read station of punch
unit. Read unit skips to col
66 of 5 card.

Punches 460 in cols 1-3.




22

23

24

Press DUP on companion key- Duplicates TL number and item
board until card in punch unit number in cols 4-21. Punch
reaches col 22. unit ready light turns on.
Beginning at position 167, Punches that social security
type the 9-digit social number in cols 22-30, a blank
security number, space once, in cols 31, and the code letter
and type the code letter A in col 32. Prints what is

for Army, N for NASA, or R typed off-form at position 167.

for RSIC and contractor.

Note: When ordering the following
types of copies, type the social
security number as indicated:

FOR TYPE

Reference copy 000000001 R

RSIC copy 1 000000000 R

Patron, Army ( SSN ) A

Patron, NASA ( SSN )N

Patron, other ( SSN)R

Press REL key once. Ejects the 460 card to the

punch unit read station.

If comments are indicated on the request card a 461 card must be
prepared; go to step 25. Otherwise, go to step 30.

461 transaction card

25

27

Press MP P(H key, Punch unit turns on,.as
indicated by white lamp
lighting.

Type 461 and press DUP key ~ Punches 461 in cols 1-3 and

until 461 card has reached duplicates TL number and

col 22. item number in cols 4-21.
Prints 461 off-form to the
right.

Type comments as written. Punches comments beginning in
col 22.

Note: If comments are longer
than 59 characters, including
spaces, type ''Send as per listing
on original request' and press
REL key.
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End-of-item procedure

28 Press REL and CARRIAGE 460 or 461 card is released to
RETURN. the punch unit read station,
and carriage returns to the
left margin.

You are now ready for the next item.
If no author, press READ SKIP button.

29 Press READ START, DUP, and Types next item number in
PROGRAM START. position 7-10, punches 410
in cols 1-3, and duplicates
TL number in cols 4-17.
Punches item number in cols
18-21, increments it by 1,
and returns it to machine

storage.
30 Go to step 6 or 8.
Sub-total procedure
1 Space to position 130 and Beginning at position 130
press PROGRAM START. automatically types the
balance of $250 per vendor
per day.
Note: If a minus sign is typed after the sub-total, the figure 1s
the amount over $250 that has been ordered.
End-of-order total procedure
1 Return carriage twice, tab to Types final total amount
position 87, and press TOTAL beginning at position 87;
key on companion keyboard. types ""T'"" following the amount.

2 Return carriage to position
14, roll form three or four
lines, and type only the
following:

Ordered by:
(leave room for signature)

Jane Doe (name of purchasing officer who will sign order)
DATE (day, month, or year).
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3 Remove paper from carriage and
output cards from punch unit;
place output cards and patron
request cards with completed
order.

Error procedures

To correct amount or errors in total:

1 Move carriage to position 171, -
key the error amount, and
press PROGRAM START.

2 To verify subtraction of the
error amount, go to position
130 and press PROGRAM START.

3 Erase error from formm care-
fully.

4 Press Rel key.

5 Press READ SKIP until a S
card is loaded in reader and
at col 52.

6 Press READ START.

7 Go to position 70 and rekey

quantity, unit, and correct
unit price, as in steps 16-18.

8 Go to step 19.
To correct errors in quantity:

Go to 70 off form and key in in-
correct quantity, (-) minus

and PROGRAM START. Release
card, get card to 450 position,
erase and correct error in page,
press READ START for new 450
card.

Subtracts the error amount
from the running total.

Types the remainder of $250
that was left before the
error amount was keyed in.

Releases error card to
punch unit read station.
Loads reader unit with 5
card and skips to col 52.

Duplicates 450 in cols 1-3
of new card at punch station;
duplicates TL number and item
number into cols 4-21.

Punches correct quantity, unit,
and price in new 450 card.
Prints correct quantity, umit,
and unit price. Enters correct
amount into machine counter
and tabs to position 117.

Machine types amounts punched
(-) and removes the amount
from the total.

79



(2) Operating Instruction for Blanket Orders. The pro-
cedure for typing blanket orders is the same as for charge account orders,
paragraph (1), except:

(a) In the reader card deck a different 3 card is used
for each blanket order typed, because the TL number changes with each order.

(b) The beginning item number for each blanket order
is 1, for the same reason, that the TL number changes with each order.

_ (c) There is no money limit on blanket orders, and
therefore, no need for the sub-total procedure.

(d) No signature block is typed at the end of the
order, only the date.

(3) Operation Instructions for Coupon Orders. The pro-
cedure for typing coupon orders 1s the same as for charge account orders,
paragraph (1), except:

(a) No publisher is punched.

(b) The beginning item number for each coupon order
is 1.

(c) A different 3 card is used for each coupon order

typed.

(d) There is no money limit on coupon orders (the
$40 total is approximate), and therefore the sub-total procedure is not
used.

(e) At the end of the order, start the total one
line down from the last amount, typing as follows, beginning at position
140

INCLOSURE: (OOUPONS IN THE AMOUNT OF ($ total)
(Return carriage 4 times)
(Signature block and date)
(Return carriage 2 times)
REQUEST POSSIBLE REFUND BE MADE BY COUPONS
(4) Operating Instructions for Requisitions. Instead

of stock paper, special fomms are used for typing requisitions. The
first sheet is DD Form 1149-4, see figure 30, and the continuation sheet
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is DD Form 1149-5. Eight copies are made.

Step Operator Action

400 transaction card

1 Press PROGRAM START.

2 Enter item number:
Key item number (1) and press
PROGRAM START.
Note: Requisition vendor is
punched beginning in col 37
of 400 card, which ejects
when col 74 is reached.

3 Enter date:
Key two-digit year number,
two-digit month number,
and two-digit day number,
in that order, and press
PROGRAM START.

4 Type first item number:
Space to position 10 and type
item number. Space once to
position 12,
Note: For all items other
than the first, skip this step
and go to step 5. For first

| item complete this step and

| go to step 6.

Margin is set at 6, tabs
at 12, 54, 78, 87, 111, 117, 124, 148, 166, and 174. The requisitions
program tape must be used, as well as requisition card reader and card
punch drum cards. The reader deck consists of a 3 card, seven 6 cards,
a 4 card, and several 5 cards. Before punching cards, add the rest

of the requisition number to the number 3 program card (cols 36-38).

Machine Action

Punches 400 in cols 1-3, tabs
to position 78 (block 6 on
Form 1149-4), types first 11
digits of requisition number
in top half of block 6, re-
turns carriage, tabs to po-
sition 78, types rest of re-
quisition number, and punches
1t in cols 4-17 of the 400
card. Tabs to position 111
off-form.

Enters first item number into
storage and 400 card, returns
carriage, ejects 3 card from
reader unit, types heading
data from the seven 6 cards.
Carriage stops at position 166,

Enters date into storage and
returns carriage to the left
margin, Section II of

Form 1149-4.

Prints item number.

Note: On the second and fol-
lowing item numbers, machine
will type next item number at
positions 7-10 (right justi-
fied), tab to position 12 and
stop. Also enters 410 in cols
1-3 of card, duplicates re-
quisition number (TL number)
and item number in cols 4-21
of 410 card.
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410 transaction card

5

Start author card:
Press READ START.

Enter author(s):

Type author name begimming at
position 12. If additional
authors are shown on request
card, type / and space once
before typing next author
name.

Note: Do not begin a name
that cannot be typed completely
before position 52 is reached.
Carriage must be manually

Duplicates 410 code, requisi-
tion number (TL number), and
next item number in cols 1-21
of card.

Prints author(s) names be-
ginning at position 12, and
punches names beginnning 1n
col 22 of 410 card. At col
74, card ejects to punch unit
read station.

positioned to next line, position

12, as required until author
names are completely typed.

In any case, 410 card will
eject when col 74 is reached,
but typing must continue until
all author names are entered
on the requisition fomm.

End of 410 card:

If col 74 of 410 card was not
reached, press REL and go to
step 8. If col 74 was reached,
go straight to step 8.

420, 430, or 440 transaction card

8

82

Start 420, 430, or 440
transaction:
Press READ START.

Enter title:
Return carriage, tab to
position 12, and type title.

Note 1: Only positions 12-52

on the form may be used.
Repeat as above for as many
lines as required. Title must
not run over position 52.

Ejects 410 card to punch unit
read station.

Punches 420, 430, or 440 1in
cols 1-3. Duplicates requisi-
tion number and item number
in cols 4-21.

Prints title and punches title
in cols 22-74. When col 74 is
reached, ejects card to punch
unit read station.



Note 2: 1If col 74 1is punched

and additional title data remains,

a 430 and possibly a 440 title

continuation card will be required.
For each required continuation card,
repeat steps 8 and 9. If none are

required, go to step 10.

450 transaction card

10

11

12

13

14

Set up card read unit for 450:
(a) If title continuation was
not required, and 420 card did
not eject, press RELEASE READ
SKIP twice, READ START once,
and tab to position 55, and go
to step 12.

(b) If title continuation into
a 440 card was not required
and 430 card did not eject,
press RELEASE READ SKIP once,
READ START once, tab to posi-
tion 55, and go to step 12.
Otherwise go to step 11.

Press READ START and tab to
position 55.

Enter unit of issue:
Backspace once and type ''ea'
or '"'set'" leaving carriage at
position 57.

Key quantity ordered and press
PROGRAM START.

Key unit price and press
PROGRAM START.

Ejects 420 card to punch unit
read station, punches 450 in
cols 1-3 of new card, and

duplicates requisition number
and item number in cols 4-21.

Ejects 430 card to punch unit
read station, punches 450 in
cols 1-3 of new card, and
duplicates requisition number
and item number in cols 4-21.

Punches 450 in cols 1-3 of new
card and duplicates requisition
number and item number in

cols 4-21.

Prints unit of issue in posi-
tions 54-56.

Enters quantity into storage;
prints quantity in positions
57-61; punches quantity in
cols 22-26.

Enters unit price into storage;
types unit price in positions
78-84; punches unit price in
cols 26-30 of 450 card. Calcu-
lates total cost and types it
beginning at position 87, then
tabs to position 124.
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15

16

Enter call number, if any:

(a) If call number required,
type it beginning at position
124, then tab to position 166.
Note: Make sure the punch
unit light is on; if it is not
press MP P(H on companion key-
board.

(b) If call number not required,
pull PINCH CONTROL off, tab
once to position 148, and push
PUNCH CONTROL on, then tab to
position 166.

Enter LC card number, if any:
(a) If LC card number required,
key it, press PROGRAM START,
and go to step 17.

(b) If LC card number not
required, press O and PROGRAM
START.

460 transaction card

17

18

84

Press READ START once and
DUP twice.

Beginning at position 174,
type the 9-digit social
security number, space once,
and type the code letter A,
N, or R.

Prints call number beginning at
position 124, off-form.

Punches call number in cols 31-
60 of 450 card. Punch unit
stops at col 61 after tabbing
typewriter to position 166.
Punch unit turmns off, 450 card
skips to col 61 and punch unit
turns on.

Prints LC card number off-form
at positions 166-172 (right)
justified), punches it in cols
61-67 of 450 card, and returns
carriage and tabs to position
148.

Punches zero LC card number

in cols 61-67 and date in cols
68-73 and ejects 450 card,;
returns carriage and tabs to
position 148.

Punches 460 in cols 1-3 of new

card and duplicates requisition
number and item number in cols

4-21.

Punches the social security num-
ber in cols 22-30, a blank in
col 31, and the code letter in
col 32. Prints what is typed
off-form beginning at position
174.

Note: When ordering the following

types of copies, type the social
security number as indicated:

FOR TYPE
000000001 R

000000000 R
( SSN ) A

Reference copy
RSIC copy 1
Patron, Army




19

20

Patron, NASA ( SSN
Patron, other ( SSN

N N/

N
R
Press REL key and carriage

retum.

Press READ START, DUP and
PROGRAM START and go to
step 6.

End-of job procedure

If only 1149-4 has been used, go to step 2.

If Form 1149-5 (continuation
sheet) has been used, type
date, sheet numbers and num-
of sheets, and bottom line of
requisition number, then go to
step 2.

Roll platen away from you
until two lines below the
last item amount in total
cost field on the form,

and type a line across the
colum width, using the
underline character. Roll
platen two more lines, make
sure you are at position 87,
and press FINAL TOTAL button.

Roll platen toward you until
bottom half of first print
line is reached, at position
61. In block entitled 'No.

of Sheets': type total number
of Form 1149-4 sheet used for
this order, also type in the
date on 1149-4 sheet.

Ejects 5 card and returns
carriage to left margin,

Loads new 5 card. Duplicates
410, requisition number, and
prints new item number in
cols 1-21 of new 410 card.

None.

Prints line and total -amount
for this order to this vendor,
followed by the letter T.

Prints total number of sheets.

Press REL key and remove completed

requisition and transaction cards
from machine, and hold them for

delivery to RSIC order unit.

(5) Operating Instructions for Approval Shipments.

Approval shipments are charge account orders received on approval from
selected vendors with whom there are charge account arrangements.
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Approval shipment "ordering'" procedure is the same
as for charge account orders, paragraph (1), except that the transaction
cards are of the 500 series rather than the 400 series and the 560 card
has the same function as the 600 card. Transaction card formats are
presented in figure 32. Also, a double copy form is typed for approval
shipments; they are used as records of orders in ordering office and
purchasing and contracting office.

Approval shipments must be both "ordered" and ''re-
ceived." For each approval shipment from a vendor a transaction card
code 500, the vendor name card, is created. For each line item the fol-
lowing cards are created, required or optional, as noted.

510, author name card--optional

520, title card--required

530, title continuation--optional

540, title continuation--optional

550, quantity unit cost, and date of order--required
560, receiving card--required

(6) Operating Instructions for Purchase Orders. Purchase
order transactions are revisions of actions originally on blanket orders.
They are ordinarily done on the 026 keypunch after the prepared purchase
order is received from the purchasing office; however, with a special
program tape, they may be done on the 632 typing calculator if no 026 is
available. One transaction card code 501 is punched for each line item
on the purchase order (Form 1155 and 1155C). Its purpose is to update
on-order records with purchase order number, vendor and vendor P. O. item
number.

Each 500 series transaction card contains the following fields:
Cols 1-3 Transaction code
4-17 Control number
18-21 Item number
22-80 (Specific information.and.blanks)

Step Columns Operator Action and Field Description

1 1-3 Transaction code. Key numeric 501.
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4-17

18-21

22-36

37-74

75-78

79-80

TL number. Key TL number that appears in the
'""Requisition Number' box, or that preceeds the
item description in the columns on Form 1155
headed "Schedule of Supplies or Services."
Note: This TL number remains in effect for
following items until another TL number appears
or the last item is punched.

Do not punch the asterisk that preceeds the TL
nunber nor the number in parentheses, if any,
that follows the TL number.

Item number. Key the number in parentheses
following the item description; right justify
in cols 18-21 and supply leading zeros as
required. This is the sequence number of the
original blanket order. Check ordering records
to be sure of correct item number.

Purchase order number. Key the purchase order
from the upper left block on Form 1155 beginning
at the letter ''C'', as follows:

P.0. NUMBER Key
PO 01-021-C5-0388(Z) C5-0388-Z

If the number does not fill cols 22-36, skip to
col 37.

Vendor. Key vendor name as typed on line 1 of
the block headed "TO: (Contractor and Address)"
on face of Form 1155 until the name is complete
or col 74 is reached.

Purchase order item number. Key the item number
from the column on Form 1155 headed '"Item Number,"
supplying leading zeros as required.

Blanks

Repeat steps 1-7 above for each item number on
Forms 1155 and 1155C. Be careful to change the
TL number field only as noted in step 2.

When a 501 card has been punched for each item
number on the purchase order, remove the 501
cards from the stacker, place them with the
purchase order, and given them to the Order Unit
for checking. The cards will be forwarded to
the computer by the order unit.
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(7) Operating Instructions for Receiving. When ordering
transactions are processed by the computer, transaction cards of the code
600 series, figure 35, are produced as one form of output and returned
to the library. They are kept in a receiving card file arranged in se-
quence by receiving card number. Following is an explanation of the purpose
and format of each such output transaction card.

Transaction card code 600 is the pending receipt
card. It contains information as follows:

Cols 1-3 Transaction code (600)
4-17 Control number
18-21 Item number
22-27 Date of order
28-69 Blank
70-73 Quantity ordered
74 Blank
75-80 Receiving card number
A 600 card is produced for each line item entered in the computer files
by 400 series transaction cards. When the item arrives, additional
information is added to the card as follows:
Cols 28-31 Quantity received
32-37 Voucher number
38-41 (If expendable) number of items
42-45 (If nonexpendable) number of items
46-51 Total cost
52-57 Date received
58 Blank if not a change; C if a change, for
error correction. If there is a C here,
all receiving information in the master file
will be changed.
Partial receipts require a special procedure, these are detailed later

in the operating instructions. The card with:the added information is
retumed to the computer to update the files.
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Cols 1-3
4-17
18-21
22-51

52-69
70-73
74

75-80

If the LC classification of a line item is unknown
at the time of ordering, a transaction card code 610 is produced. If
the LC classification is known, a transaction card code 611 is produced.
These cards contain the following information:

Transaction code (610 or 611)
Control number
Item number

LC class (In the 610 card there is no data in
this field; in the 611 card there is data.)

Blank
Quantity ordered
Blank

Receiving card number

When the book is received the 610 or 611 card is forwarded to the

cataloger along with the book.

Transaction card code 620 is the patron request
card. It contains the following information:

Cols 1-3
4
5-13

14-15
16-23
24-37
38

39-41
42-43
44-47
48-59

Transaction code (620)
Blank
Patron's social security number
Blank
MAIL TO. (constant)
Patron's sumame
Blank
Surname suffix
Patron's initials

- (
Mail symbol
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60-61 )

62-67 BLDG. . (constant)
68-72 Building number

73-74 Blank

75-80 Receiving card number

The 620 card is forwarded to the cataloger along with the book and
the 610 and 611 card, and eventually becomes a mailing label.

If there is a transaction card code 461 (comments),
then a transaction card code 622, the comment card, is produced. It
contains the following information:

Cols 1-3 Transaction code (622)
4-17 Control number
18-21 Item number
22-74 Comment
75-80 Receiving card number

There are also two other transaction cards, figure
35, that may be punched by the library as input affecting itéms on order.
The 398 card adds comments when an item is received or cancelled; it has
the same information in the same format as the 622 card. The 621 card
reserves for a patron a book already on order; it has the same information
in the same format as the 460 card, with receiving number added.

When an order is received, the code 600 cards
applying to it are punched with additional information: quantity re-
ceived, total cost, etc. This is ordinarily done on the 026 keypunch,
but with a special program tape could be done on the 632 typing calcu-
lator. Some transaction cards code 600 apply to nonexpendable (NXP)
items and others to expendable (XP) items. NXP and XP items can be
separated by noting whether the number of copies appears in the XP or
NXP item block on the face of the card (shown in figure 35).

In preparation for keypunching the following controls on the 026
keypunch should be in the 'on" position: POWER, AUTO FEED, and PRINT.
AUTO SKIP and DUP should be "off."

Step Card Col Operator Action

600 transaction card for NXP items

1 Install the NXP program card on the drum and
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10

11

12

13
14

28-31

32-37

38-41
42-45

46-51

52-57

28-31

32-37
38-41

insert it into the keypunch.

Place 600 NXP transaction cards in the keypunch
hopper and press FEED key twice.

Press SKIP button to col 28.

Key 4-digit quantity received, supplying leading
zeroes as required.

Key 6-digit voucher number, leaving out dashes
(e.g. D-65-126 is keyed as D65126).

Blank. Used only for XP items.

Key 4-digit NXP item number (actually number of
items), supplying leading zeros as required.

Key 6-digit total cost in dollars and cents,
leaving out punctuation and supplying leading
zeros as required.

Key date received as follows: 2-digit year
number, 2-digit month number, 2-digit day number.

Release card. If additional 600 NXP transaction
cards remain with same voucher number, turn AUTO
SKIP-DUP button on which will automatically skip,
and auto. dup the voucher number and yr. and mo.
of the date. Go to step 3 and repeat steps 3-9
until all 600 NXP cards have been punched with
receiving data.

Install the XP program card on the drum and
insert it into the keypunch.

Place 600 XP transaction cards in the keypunch
hopper and press FEED key twice.

Key 4-digit quantity received, supplying leading
zeros as required.

Key "D'' and five zeros.

Key 4-digit XP item number (number of items),
supplying leading zeros as required.
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15 42-45 Blank. Used only for NXP items.

16 46-51 Key 6-digit total cost in dollars and cents,
leaving out punctuation and supplying leading
zeros as required.

17 52-57 Key date received as follows: 2-digit year number,
2-digit month number, 2-digit day number.

18 Release card. If additional XP cards remain,
turn on AUTO SKIP-DUP key which will automatically
skip, and dup the voucher number and yr. and mo.
of the date and go to step 12 and repeat steps
12-18 until all XP cards have been punched with
receiving data.

. Partial receipts

If the 600 XP or NXP quantity received is different from quantity ordered,
that is a partial receipt, and the procedure to be followed is different.
Here is how to punch transaction cards on partial receipts. Duplicate the
600 card changing the quantity ordered (col 70-74) to the remaining back
ordered amount. Make a duplicate 611 card also changing the quan-

tity ordered. Put these new cards back in files to be used when back
order arrives. Then process the original 600 card as usual.

d. Acquisition File Outputs

Some acquisition file outputs are prepared each time
the master file is updated, other outputs which are of a cumulative
nature are prepared on a weekly, monthly or upon request basis. Out-
puts will be displayed as either multicopy printouts computer
produced, punched and printed transaction cards. All multicopy print-
outs are standardized on 8 1/2 x 11 paper. The following is a list
of all acquisition file outputs.

(1) Weekly On-Order List
(2) Daily On-Order List

(3) Receiving, cataloging and patron reserve transac-
tion cards

(4) Books Ordering and Receiving Transaction List, error
and recycle cards

(5) Books Ordering and Receiving Error List
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(6) Books On-Order Mail List
(7) Cancelled Items

(8) Outstanding Orders in Vendor Sequence and 399
transaction cards

(9) Financial and Workload Analysis

The On-Order and Received List, figure 34, a weekly
computer output with cumulative daily supplements is the most im-
portant output of the master on order and receiving and cataloging
files. This list is a complete display of the files in sequence by
title and indicates the status of all titles that have been ordered
and not received or received and not cataloged.

The primary use of this list is made in deter-
mining if a vendor has supplied the item requested. Copies of the
list are returmned to the ordering and receiving unit.

Decks of computer punched and printed transaction
cards, figure 35, each representing an item ordered, will accompany
the On-Order and Received List to the ordering and receiving unit.
These cards will be used in receiving, cataloging and circulation
of books when the order is filled. Each transaction card may be
associated with the On-Order and Received List by the receiving card
number which is assigned automatically by the computer. This num-
ber is assigned in sequence numerically and filed in the same order
without sorting. Ordering, receiving and patron reserve transaction
card formats are presented in figure 32.

The Books Ordering and Receiving Transaction List,
figure 39, serves a twofold purpose. First, it presents a display
of all transactions attempted or processed in the computer editing
run. Secondly, it presents a display of all transactions found in
error with an appropriate error message. The list is presented in
two parts, the first part consists of all book transactions found in
error in the editing run with an appropriate error message and the
second part of all acceptable book transactions which will be pro-
cessed against the master files. The list is displayed by control
number in raw input sequence.

The primary purpose of the list is to display all input
transactions and the processing action attempted. The 1list will also
serve as an assist in correcting input errors.

For each book transaction found in error in the editing

run the computer punches and prints a duplicate card of the transaction
card in error with the field in error left blank. This card, along
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with the card in error, is returned to the ordering and receiving unit.
Any transaction cards associated with the transaction card found in
error will also be returned. These cards will be marked (recycle) and
may be resubmitted with the computer produced card following corrective
action of the error.

Copies of the Books Ordering and Receiving Transaction
List, with duplicate error cards, if required, will be prepared at
each update (at present daily) and returned to the ordering and receiving
unit.

Cancelled Items, figure 38, are the result when a vendor
cannot supply an item ordered. This list is generated through the
submission of 399 transaction cards and represents all items cancelled
and deleted from the master file. The list is formatted in alphabetical
sequence by title and produced weekly. Copies of the list are returned
to the ordering and receiving unit.

The Books Ordering and Receiving Error List, figure 40,
is a display of all book transactions which could not be processed
into the Master On-Order and Receiving and Cataloging Files in the
update run. Following the editing run all acceptable book transactions
are processed against the master files. During this update processing,
the book transactions are edited again. The edits used here may
disclose errors which will not allow the book transaction to be pro-
cessed into the master files. An example of this could well be, if
a 400 series transaction was properly prepared and passed all editing
requirements in the edit run the transaction would be forwarded to the
update run for processing against the master files. During the update
run the computer dropped the transaction off and produced an error
message "TRANS SHOULD NOT MATQH MASTER." This message signifies an
error has been made. After evaluation it will probably be found that
the transaction control number is in error. Copies of this error list
are returmmed to the ordering and receiving unit.

Valid transactions which are processed into the Master
On-Order and Receiving and Cataloging Files will be displayed in the
On-Order and Received List. \

The Books On-Order Mail List, figure 41, is a display
of all items requested by patrons during the week. This list is pre-
sented in receiving card number sequence. Primary use of this list
will be in determining correct patron mailing information. Copies of
the list are returned to the ordering and receiving wumit.

Errors found in the Books On-Order Mail List will be
displayed on the first page of the listing.
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The Outstanding Order List, figure 42, is a complete
listing of all items overdue in alphabetical sequence by vendor. This
list may be produced on a quarterly, semi-annual or upon request
basis. Primary use of the list will be made in evaluation of all
overdue items for cancellation or re-order.

For each item appearing on the Outstanding Order List
a 399 transaction card, figure 43, will be computer punched, printed
and returned with the list to the ordering and receiving unit. The
399 transaction card will be used to cancel or delete an item from
the Master On-Order File.

Copies of the Outstanding Order List along with the
399 transaction cards will be returned to the ordering and receiving
unit.

The Financial and Workload Analysis, figure 36, is a
statistical breakdown of the acquisition master files. This report
is divided into two parts and presented on a monthly basis. The
first part of the report, the Financial Analysis, is an up-to-date
analysis of all expenditures with an outstanding amount for each vendor.
This part will be in alphabetical sequence by vendor. The second part
of the report, the Workload Analysis, indicates the number of titles
ordered, received or cancelled and a breakdown of the copies received.
This part will be in work element sequence.

Primary use of this report will be made in evaluation
of expenditures and workload criteria. Copies of the report are kept
by the ordering and receiving unit and administrative offices most
concerned with the acquisition files.

An Error List, figure 37, is prepared if there are any
errors found in the preparation of the Financial and Workload Analysis
Report. Copies of this error list will accompany the report to the
ordering and receiving unit,

e. Editing Criteria

Edits are rules specifying that certain things must be
or cannot be in the specified data field of the input transaction cards
or that certain transaction series must be properly used. The following
are all possible error or processing messages, listed alphabetically,
with explanation and suggested corrective action.
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Nbssage

ALPHA FIELD
(CONTAINS
NUMERICS

BLKT ORD, PO
NR MUST BE
BLANK

BLKT ORD,
VENDOR MUST
BE BLANK

BOTH NXP AND
XP, CANT BE
BLANK

CANCELLING
PATRON NOT
FOUND

CTL, ITEM,
CODE SAME
AS PREU TX

DEBIT/CREDIT
CODE NOT D
OR C

FACILITY CODE
NOT A/N/C/M/R

FIELD CANNOT
BE ALL BLANKS
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Meaning

Transaction card field con-
tains numerics in alpha
field. Check appropriate
card code data field re-
quirements in editing
Criteria.

Purchase order number is
not blank for item number
001,

Vendor is not blank for
item number 001.

All items are either XP
or NXP.

The 620 transaction sub-
mitted does not match
any social security num-
ber on the master file,
This could be a keypunch
error on either TL and
item number or social
security number.

Transaction submitted is
duplicate to previous
transaction or code 1is
other than 460, 620 or
621.

This message is self-
explanatory.

This message is self-
explanatory.

Non-blank data field has
been left blank. Check
appropriate data field
editing criteria.

Corrective Action

Correct and resubmit.

Correct and resubmit
entire item.

Correct and resubmit
entire item.

Correct and resubmit
new 600 series trans-
action.

Check original patron
request card, verify
social security number
and resubmit.

Remove transaction card
in error and resubmit
correct transaction
cards.

Correct and resubmit
entire item.

Correct and resubmit
entire item.

Correct and resubmit.



Message

FIELD MUST BE
ALL BLANK
ONLY

FIELD MUST BE
NUMERIC ONLY

FIRST CHARAC-
TER OF LC NR
INVALID

FIRST CHAR
FLD 4, IS
NOT ALPHA

LC NR FLD 1,
IS NOT PURE
ALPHA

LC NR FLD 2,
NOT PURE
NUMERIC

LC NR FLD 3,
HAS PERIOD
ONLY

LC NR FLD 3,
MISSING
PERIOD

LC NR ELD 4,
HAS ONE GHAR
ONLY

LC NR FLD 5,
NOT PURE
NUMERIC

Meaning

Non-blank data has been in-
cluded in a blank field.

Check appropriate card code
data field editing criteria.

Transaction card field con-
tain alphas in numeric
field. Check appropriate
card code data field
editing criteria.

This message 1is. self-

explanatory.

This message is self-
explanatory.

This message 1s self-
explanatory.

This message 1s self-
explanatory.

Field 1s incomplete.

Field must contain a
period to be valid.

LC number is incomplete.

This message 1s self-
explanatory.

Corrective Action

Correct and resubmit.

Correct and resubmit.

Correct and resubmit
entire item.

Correct and resubmit
entire item.

Correct and resubmit
entire item.

Research original request,
correct and resubmit.

Research original request,
detemmine LC number and
resubmit.

Research original request,

correct and resubmit.

Research original request,
determine LC number and
resubmit.

Research original request,
correct and resubmit.
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Message

MASTER
MATGHING THIS
TX RECEIVED

MAX NR OF TX,
NOTIFY PROGRAM-
MER

NO RECEIVED
FLAG FOR
TRANS

NO RECEIVED
EXCEEDS NO
ORDER

NO UNFLAGGED
MASTER FOR
X

NON-XP LESS
THAN QTY
RECEIVED

NUMERIC FIELD
(CONTAINS
ALPHAS

OVER MAX

RESERVATIONS
ON BOOKS
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Meaning

The master file probably
made a match on a partial
shipment.

Ten patrons is the maximum
number that can be handled
on an individual order.
This transaction exceeds
the tenth patron.

610 or 611 transaction was
submitted before item was
received.

The 600 series transaction
quantity received field
exceeds master quantity
ordered field. This is
likely a keypunch error or
vendor code.

A 0600 series transaction

was submitted and masters
matching were all flagged
as received.

NON-XP 1items received and
quantity ordered must be
equal.

This message is self-
explanatory.

Ten patrons is the maximum
number that can be handled
on an individual order.
This transaction exceeds
the tenth patron.

Corrective Action

Determine if the correct
600 series transaction -
were submitted or if the
second copy of a partial
shipment was held until
first copy received was
cataloged.

Resubmit excess patron
on new 400 series trans-
actions.

Send in 600 transaction
card again. Hold 610
or 611 and send in at
next update.

Error in receiving correct
and resubmit.

Usually the wrong receiving
cards were pulled or possibly
a partial shipment later,
resubmit.

Resubmit 600 series trans-
action with correct NON-XP
item received.

Correct and resubmit entire

item.

Resubmit request on new 400
transaction cards.




Message

PATRONS EXCEED
BOOKS ON ORDER

PRIORITY (ODE
NR IS INVALID

QTY RCVD,
GREATER THAN
QTY ORD

RCVD CARD CODE
MUST BE BLANK

RCVD CARD CODE
NOT NUMERIC

SOCIAL SECU-
RITY NR
INVALID

SPACE NOT
AVAILABLE
FOR PATRON

TITLE FIELD
CANNOT BE
BLANK

TRANSACTION
(QODE DOESN'T
MAT(H MASTER

TRANSACT ION
(ODE INVALID

Meanin

Quantity ordered must equal
or exceed patrons. In this
case it was insufficient.

Code must be A-Army, N-NASA,
C-Contractor or R-RSIC.

Quantity received must equal
quantity ordered.

Receiving card code field
75-80 on all 400-500 series
transactions must be blank.
Check transaction code this
may be in error.

Receiving card code field
75-80 must be all numeric.

Social security number not
all numeric.

When this error occurs the
programmer will be notifi-
fied as the quantity or-
dered and the number of
patrons both allow another
patron but blank space is
not found on the master.

Each 400-500 series trans-
action submitted must have
a title.

This is a 600, 610, 621, 560,
399, etc. It erroneously
did not match master.

This message 1s self-
explanatory.

Corrective Action

Resubmit request on new
400 transaction cards.

Check original request,
detemmine correct code
and resubmit.

Resubmit new 600 series
transaction with correct
quantity.

Correct and resubmit.

Correct and resubmit.

Determine correct social
security number and re-
submit entire item number.

Resubmit request on new
400 transaction cards.

Detemmine title from ori-
ginal request and resubmit
entire item.

Check input as well as print
out to determine error. Re-
submit request with correct
information.

Resubmit with correct trans-
action code.
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Nbssage

TRANS SHOULD
NOT MATCH
MASTER

TX CODE IS AN
INVALID CODE

TX 540 NOT
PRECEDED BY
TX 530

VENDOR CANNOT
BE BLANK

XP IS LESS
THAN QTY
RECEIVED

XP AND NXP

COWNT IS TOO
LOW

400-500 STRING
INC OR DUPE TX
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Meanin

This is in the case of a
400-500 series transaction
matching the master. This
should not happen.

Error in submitting a code
other than 398, 399, 400,
500 or 600 in field 01-03.

All 540 transactions must
be preceded by a 530
transaction.

All 400-500 series trans-
actions must contain ven-
dor identification for
item numbers other than
001.

XP items received and
quantity ordered must
be equal.

This means the XP and
NXP count is less than
quantity received in
600 transaction.

This message is self-
explanatory.

Corrective Action

There is an error in the
TL number or item number.
Correct and resubmit.

Correct and resubmit.

Delete 540 transaction @f
not required and resubmit
entire transaction.

Determine vendor and resub-
mit entire item(s).

Resubmit 600 series trans-
action with correct XP
item received.

Correct by keypunching in
the correct number and
resubmit.

Transaction string should
be either 400 or 500.
Correct and resubmit.




3.  Cataloging

In modern libraries cataloging usually includes three kinds
of activity: classification, choice of subject headings, and descrip-
tive cataloging.

Book classification consists of assigning each book to its
place, by rule, in some classification scheme such as the Library
of Congress classification. The purpose of classification is to
arrange the books in a collection systematically for convenience of
use.

Once a book has been assigned to its correct place in the
classification scheme, it must be decided under what subject heading
or headings it will be entered in the catalog. Lists of subject
headings are published, such as the Library of Congress List of Subject
Headings, but these are not always adequate, especially iIn science and
teEHﬁo%ogy. The problem is to find up-to-date headings, and to be
consistent in applying them. Especially when headings are taken from
several sources, a subject heading authority list is required if any
kind of consistency is to be maintained.

Descriptive cataloging is the process by which certain infor-
mation about a book is transferred to a card, or other catalog entry,
according to rule. The card catalog is usually of the dictionary or
modified dictionary type. In the dictionary type of catalog, entry
cards for author, title, and subject are filed together in a single
alphabetical sequence. A common modification is the divided dictionary
catalog in which author and title entries are in one file and subjects
are in another.

The main entry card (usually the author card), contains call
number, author, title, edition, translator, imprint, collation, series
note, special features note or notes, and contents. Under the unit
card arrangement, added entry cards are the same as the main entry with
an added heading. They include a title card, subject card or cards,
editor card, translator card, series card, etc.

The primary record kept by the cataloging section is the
shelf list, a record of books in the library arranged in the same order
as the books on the shelves. Each entry requires only enough informa-
tion to identify the book, although if unit cataloging cards are used
the shelf list entry may be the same as the card catalog entry. The
shelf list can be used for taking inventory, showing number of copies
of a book owned by the library, showing what kind of books are in a
given class as an aid in classifying, showing the acquisition librarian
how many books the library already has in a given class, etc. When
the unit card system is used, the shelf list is the same thing as a
classified catalog, except that it is not open for use by the library
users.
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That briefly sumarizes the traditional activities in cata-
loging, with emphasis on the records created.

How does cataloging activity in the ALPHA System compare
with that in a manual system? In ALPHA, bibliographic data for each
book title owned by the library is captured and maintained on magnetic
tape. The main file is the Books Bibliographic Master File, figure 46,
which has one record per title, in call number sequence. The design
of the file allows variable numbers of data elements each of variable
length to be stored. Kinds of data stored are shown by figure 47,
data element codes. Kinds of actions are indicated by action codes,
shown in figure 48. The content of the Bibliographic Master File
corresponds to that of the shelf list, when the shelf list entry is
a unit card.

For the present, the card catalog is retained. A later
plan is to produce catalog lists in various sequences (author, title,
subject, and others) as computer printouts from the master file. When
this is done, the card catalog may be eliminated.

Inventory data is maintained in the Inventory Control Master
File, figure 49, also in call number sequence. The inventory status
of individual copies is flagged in the individual copy fields, using
codes as shown in figure 50.

In order to allow machine search on subject headings, the
Search Master File, figure 51, is maintained in sequence by subject
heading. An unlimited number of titles per record can be referenced
by call number under a subject heading.

One other master file which is used in book cataloging is the
Subject Authority Master File, figure 52. The source information for
this file is obtained from the Language Master File, or the entries in
it applying to books. This file is shown in abbreviated form in figure
53. Term type code A means the record is a book record: '"Other Data
Elements'' are not detailed here because they have nothing to do with
the use of the file in printing out the Subject Heading Authority List.

Books arriving for cataloging fall into three categories:
additional copies of titles that have already been cataloged by the
library, books cataloged by the Library of Congress but new to the
library, and books for which complete original cataloging must be done.

The first category requires only a cataloger trainee or clerk,
because only clerical work is required to finish the cataloging. The
second category requires a cataloger with more experience, one who 1is
familiar with the library's application of the Library of Congress
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classification and cataloging rules, the local cutter and book number
practices, etc. The third category requires an experienced cataloger.

For processing the first category of books, added copies,
the clerk refers to the shelf list to make sure that LC classification
on the punched 611 transaction card is correct. If the classification
on the card is not found in the shelf list, a mistake was made. The
clerk consults the card catalog under title and corrects the number on
* the punched card, if possible. Otherwise the clerk refers the book,
with punched cards attached, to a cataloger.

If the classifications agree, the clerk updates the shelf
list and posts the shelf list card with the added number. The
clerk will also prepare an abbreviated work sheet containing all added
copy numbers. This worksheet will be forwarded to the keypunch/
Flexowriter operator who captures the data required to update the Biblio-
graphic Master File. If a patron has requested a copy of the book, the
operator enters the patron's social security number in the master
circulation card, reproduces it, and places the two circulation cards
and the patron card in the book. The patron card is used to mail
the book, after it has been lettered and pocketed.

Now the books, with original punched 610 or 611 transaction
cards, circulation master cards, and patron cards, are forwarded for
lettering, pocketing, etc. The cards are placed in the pockets, and
the books are ready for final checking before shelving or circulation.

If the book has been requested by a patron, there are two
circulation cards in the book. One of the cards is sent to the com-
puter to update the Circulation Master File, and the other is placed
in the book. The patron card is attached to the front of the book
or to an envelope as a mailing label. The original 610 or 611
transaction card goes to the computer to notify the On-Order Master
that the book has been cataloged and to remove the entry.

The first step in processing the second category of books,
those cataloged by the Library of Congress but new to the library, is
for a clerk to pull the LC card set from the LC card order file. Books
and cards are referred to a cataloger, who reviews or modifies cata-
loging so that it is suitable for the RSIC library. Any changes required
are made on one copy of the LC card which serves both as work copy and
shelf list card. The shelf list card is then filed. At scheduled
intervals the keypunch/Flexowriter operator will pull the shelf list
card and capture the data required to update the Bibliographic Master
File. Other cards are treated in the same way as added copies.

The books, with punched master circulation and cataloging
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cards, follow the same route as books in the first category for comple-
tion of processing.

When a book in the third category, one for which original
cataloging is required, has been cataloged, a work card in LC card
format will be prepared by the cataloger. It will be forwarded to the
keypunch/Flexowriter operator who captures the data required to update
the Bibliographic Master File. The operator does the same things al-
ready described for the other two categories.

When a book has been completely processed it is either
shelved or sent to a waiting patron. The patron mailing card and the
master circulation card go with the book to the circulation desk,
where the loan is actually processed. As indicated earlier, informa-
tion on the mailing card includes the patron's address. This permits
the card to be taped to the book or the messenger envelope containing
the book to serve as an address label.

a. Establishment and Maintenance of the Bibliographic Master
File

To create and maintain the Books Bibliographic Master
File data about new titles and changes or deletions to titles already
held must be captured. The data is captured on paper tape by a
flexowriter operator, using either an LC card or the cataloging work-
sheet as the source document. The paper tape is converted to magnetic
tape which is used to post the Books Bibliographic Master File.

The cataloging worksheet has two purposes. The primary
purpose is to make it easier to capture data on changes and correc-
tions; a secondary purpose is to enable a Flexowriter operator with
little or no knowledge of cataloging rules to capture data on new
titles. If an operator works from a worksheet that has been filled
out by a cataloger, she does not need to know anything about cataloging.
But in practice it is expected that the operator will be able to
pick up data on new titles from the LC card, and the worksheet will be
used for new titles only if the operator cannot do this. The work-
sheet ordinarily will be the source document for data capture only
on changes to bibliographic data on titles already cataloged. It would
be difficult to work from the LC card on changes because several
changes may be made on the card at different times, and the operator
could not determine just what the latest change consisted of. Use of
the worksheet eliminates this problem.

In the following discussion, although the use of the
worksheet as a source document for capture of data on both new titles
and changes will be explained, the reader should keep in mind that
ordinarily the new title data will be captured from LC cards. The
same data is captured in either case.
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Three kinds of actions may be initiated by the cata-
loger's filling out the cataloging worksheet: A new bibliographic
record for a new title may be established; an established bibliograph-
ic record may be deleted; an established bibliographic record may
be revised by adding additional data, deleting specified data ele-
ments, changing specified data elements or action codes. Following
are the procedures for completing the cataloging worksheet for each
of these kinds of actions.

To establish a new bibliographic record on the file,

fill out the worksheet as follows (items preceeded by an asterisk may
be omitted):

(1) Indicate a new action by X'ing out the code 1, meaning
new, at the top of the form.

(2) Enter the call number in the call number block.

(3) Enter the lowest assigned copy number in the copy
number block.

(4) Enter the number of copies in the number of copies
block.

(5) Enter your sumame initial in the cataloger block.

(6) Indicate the type of main entry by X'ing either
personal, corporate, title, or editor block.

(7) Enter the main entry heading in the block immediately
below the main entry type.

(8) Enter the title or titles in the title block.
*(9) Enter the author or authors in the author block.

*(10) Enter the corporate author or authors in the corporate
author block.

*(11) Enter the editor or editors in the editor block.
*(12) Enter the compiler in the compiler block.

*(13) Enter the translator in the translator block.
*(14) Enter the illustrator in the illustrator block.

(15) Enter the imprint in the place, publisher, and date
blocks.
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*(16) Enter the volume, pagination, and language in the
blocks so headed.

*(17) Enter the series in the series block.

*(18) Enter variant title notes in the variant title notes
block.

*(19) Enter informal notes in the informal notes block.
(20) Enter subject headings in the descriptor block.
A1l non-asterisked items must be entered, but the main entry need not
be repeated. Asterisked items will be entered when the information.
is available. Figure 54 shows an LC card and figure 55 a cataloging

worksheet which will reflect the data on the card.

To delete a bibliographic record from the file, fill out
the cataloging worksheet as follows:

(1) Indicate a delete action by X'ing out the code 0,
meaning delete, at the top of the form.

(2) Enter the call number in the call number block.

(3) Note "All" in the copy number block.

(4) Note "All" in the number of copies block.

(5) Enter your sumame initial in the cataloger block.
The result of this transaction is the complete deletion of the biblio-
graphic record identified by the call number. This is comparable to
removing the shelf 1list card and all associated cards from the card
catalog. The transaction will not be processed by the computer if any

copies of the call number are on loan.

Revisions to established bibliographic records consist of
adding data, deleting data, or changing data.

Data to be added to an established bibliographic record is
either added copies data or new bibliographic data elements. If it is
added copies data, fill out the worksheet as follows:

(1) Indicate an add action by X'ing out the code 2, mean-
ing add, at the top of the form.

(2) Enter the call number in the call number block.
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(3) Enter the next available copy number in the copy
number block.

(4) Enter the number of copies to be added in the number
of copies block.

(5) Enter your surname initial in the cataloger block.

If additional data elements are to be added fill out the worksheet as
follows:

(1) Indicate an add action by X'ing out the code 2,
meaning add, at the top of the form.

(2) Enter the call number in the call number block.

(3) Enter your surname initial in the cataloger block.

(4) Enter the new data elements in the correct blocks.

Data to be deleted from an established bibliographic
record is either deleted copies data or deleted data elements. If it

is deleted copies data, fill out the worksheet as follows:

(1) Indicate a delete action by X'ing out the code O,
meaning delete, at the top of the form.

(2) Enter the call number in the call number block.

(3) Enter the copy number of the copy to be deleted in
the copy number block.

(4) Enter "1'" in the number of copies block,

(5) Enter your surname initial in the catdloger block.
If more than one copy of a title is to be deleted, a separate worksheet
must be filled out for each copy to be deleted. If data elements are
to be deleted, fill out the worksheet as follows:

(1) Indicate a delete action by X'ing out the code 0,
meaning delete, at the top of the form.

(2) Enter the call number in the call number block.
(3) Enter your surname initial in the cataloger block.
(4) Secure the data element codes for the data elements

to be deleted (see bibliographic file printout) and enter these, each
followed by an asterisk, in the main entry block.
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Any data elements except copy number and number of copies
may be changed. To change data elements or action codes, fill out the
worksheet as follows:

(1) Indicate a change action by X'ing out the code 3,
meaning change, at the top of the fomm.

(2) Enter the call number in the call number block.

(3) Enter your surname initial in the cataloger block.

(4) Secure the data element codes for the data elements
to be changed and enter these, each followed by an asterisk, in the
main entry block.

(5) Enter the corrected versions of the data elements
in their blocks.

b. Cataloging Data Capture

Book cataloging data capture is based on the formmat of a
typical Library of Congress catalog card. Data from the card or from
a cataloging worksheet, figure 55, is typed on a Flexowriter. The
data typed is displayed in typewritten form at the same time it is
punched on paper tape with codes for field identification within the
computer. In the following discussion it is assumed that the Flexowriter
operator understands the operation of the machine and knows cataloging
terms and procedures well enough to use them. Other information needed
to use the Flexowriter to capture book cataloging data is provided here.

Because of the variation in data elements that must be
captured from title to title, no step-by-step tabular procedure can be
presented. The following instruction is therefore presented
in two parts: (1) machine operation, which details the steps in operating
the Flexowriter to capture bibliographic data, and (2) format rules
which explain the detailed formats for capturing the header
and trailer, first data entry, personal names, punctuation, titles,
series and title notes, informal notes, and subject headings. The opera-
tor must select for any particular title the instructions applying to
captgre of the required data elements for that title, whatever they
may be.

A preliminary note: Except that the data following the
first READ START (code and LC number data) must be first, there is no
necessary order to the data being captured. If you miss a code, jump
over data that should have been captured, or skip data for any reason,
you can capture the data by simply keying the correct data element code
followed by the data.
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Machine Operation. These rules must be kept in mind in
operating the Flexowriter:

(1) After each READ START operation there is an automatic
STOP.

(2) Make sure that each time you finish typing a data ele-
ment you press READ START. This causes end-of-record codes to be
transferred from the control tape to the data tape and positions the
machine for the next data element.

(3) Refer to these instructions rather than guessing. If
you have a question for which you cannot find the answer, put that work
aside and ask about it when people who can answer are available.

(4) Before each data element goes into the data tape,
some coding must be entered into the data tape from the control tape.
Develop the habit of watching or listening so you will know that the
code has been punched at the time it should be.

To set up the Flexowriter for operation, set the toggle
switches to ON and ALL. Put the control tape on the punch tape reader.
Be careful not to twist the control tape.

At the beginning of the day go through the header pro-
cedures; at the end of the day go through the trailer procedures.

Sometimes it is helpful to have an additional punch con-
nected to the Flexowriter; it can be used to punch check tapes and
master tapes to speed up data capture on books with many volumes. The
additional punch connects to the front receptacle of the Flexowriter.
It is turned on by turning on the Flexowriter, setting the near toggle
switch in either ALL or SELECT position, pressing the upper-case key,
and pressing the ON 2 key.

After completing the machine set up and capturing the
header record you can begin capturing the cataloging information. In
the following procedure, when you press READ START codes are punched by
the control tape, which is diagrammed in figure 56. After each TAPE
SKIP or READ START, wait until the machine stops before doing anything
else. Here is the data capture procedure to create a new bibliographic
record (action code 1). Other actions are covered later.

Press TAPE SKIP. When the Flexowriter stops, you are at
the beginning of the control tape.

Press READ START. When the Flexowriter stops, type the
action code, a space, and the call number.
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Press READ START. Type the beginning copy number, the
number of copies, and the special indicator code.

Press READ START. Detemmine the correct data element
code, figure 47, for the main entry. Type the code; it will be in
lower case.

Press READ START. Type the main entry.

Press READ START. Type the bibliographic paragraph,
using upper and lower case as required.

Press READ START. If there are informal note paragraphs
to be captured, type the data element code (alphabetic lower case o,
numeric 01) and space once. Type the first informal note paragraph,
using upper and lower case.

Press READ START. If additional paragraphs of informal
notes must be captured, repeat the procedure to capture them, changing
the data element code from o0l to 002, etc. Be sure to press READ
START after each paragraph.

When you have captured all the informal notes, the re-
maining data to be captured will be typed in lower case only.

For each remaining data element to be captured the pro-
cedure is as follows:

(1) Detemmine the kind of data and choose the data element
code that applies, figure 47.

(2) Type the data element code, letter lower case, two-
digit number, space.

(3) Type the data element in lower case.
(4) Press READ START.

The control tape contains ten stop codes after the check
point half inch tape feed area. You need not count the number of en-
tries you have made; an end-of-control-tape check point has been pro-
vided. When you reach the end of the control tape the Flexowriter will
tab twice, carriage returmn, and stop. If more data must be entered,
you can turn the control tape back to the check point half inch tape
feed area. When you do this, you must then press READ START.

When you have completed the data capture for a catalog

card, press READ SKIP and the control tape will be positioned for cap-
turing the data from the next catalog card.
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In capturing the data elements, follow the format rules
as set forth below.

Header and Trailer, figure 57. At the beginning of each
piece of paper tape to be used by the computer you must have the fol-
lowing information in exactly this order and format:

(1) Two feet of tape feed.

(2) Header data:

Position Data
1-4 rsic
5-7 hdr
8-15 mm/dd/yy (mm is month number, dd is
date number, and yy is year number)
16-26 Any eleven printing characters for
identification, such as '"book catalog"
27-29 001
30-79 spaces

At the end of each piece of paper tape to be used by the computer you
must have the following:

(1) Three 2's, then backspace three times.
(2) Three 8's, then space.
(3) One foot of tape feed holes.

First Data Entry. Format of the first data entry must be
as shown in figure 58; letters used here refer to the figure. A is
the code for type of transaction: 1 for new entry, 2 for addition,
3 for change, 4 for lost, 5 for salvage, 6 for found, 7 for inventory
out adjustment, and 0 for delete. It must be present. B is blank,
and a blank space must be present. C is the alphabetic characters of
the LC number. D is the numeric part of the LC number. E is the
Cutter number; it must be one alphabetic character followed by three
digits or less. F is the year of publication, which must be
entered if available. If it is not available, enter nd with no punctua-
tion. Work mark, if present, follows date or nd. A work mark may be
any alphabetic or numeric character, and if present comes at the be-
ginning of the G field. G is additional data to identify a book. It
may take a number of different forms. It always follows the date and
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preceeds the asterisk. Data in the G field may contain any or all of
the following codes followed by alphabetic or numeric data: b for
book, ¢ for copy, i for index, p for part, s for supplement, section,
or series, v for volume. H is an asterisk, which must be entered fol-
lowing the additional data and before the copy numbers. I is the
number of the lowest numbered copy being worked on. It must be four
digits, leading zeros being supplied as required. It must

be entered. J is the number of copies in the group being worked on.
It also must be four digits, and it must be entered. K is a

code for special indication: R for reference, x for expendable, or s
for expendable and reference. If there is no code, one space must be
left blank.

Personal Name Entry. Format of the personal name entry
must be as shown in figure 59; letters used here refer to the figure.
A is the surname, to be entered as given. B is a comma; note that
there are no spaces either side of the comma. C is the first name or
initial, no period being used with an initial. Space follows the
first name or initial only if there is also a second name or initial.
D is the middle name or initial. There may be more than one; if so
they must be separated by spaces but no punctuation. E is title,
eamed rank, or similar data. If more than one rank is given, capture
all, separated by spaces but no punctuation. F is the years of birth
and death if available. Four digits must be used for each year. No
spaces are allowed between dates and dash. G is one of the following
codes for personal names: Cp for compiler, Ed for editor, I1 for
illustrator, or Tr for translator. It is important to include four
commas in each personal name entry even if they would not nommally be
included because of some data not being available. Any entry with
less than four commas will be rejected by the computer. If extra
commas are required, add them at some point where one comma would nor-
mally appear.

Title Entry. Titles will be captured as they appear on
the worksheet or LC card. Usually titles are the first line of the
major paragraph and end with a major punctuation mark (period, semi-
colon, or colon). Do not capture the final punctuation mark. If there
is more than one title, this will be indicated in the Roman numeral
series at the bottom of the card. If you have any doubt as to the
exact title, ask a cataloger.

Series Entry. If you have any series to capture, they
will be plainly marked in the tracings at the bottom of the LC card.
However, the actual data to be captured nomally appears in one of the
informal notes paragraphs, usually in parentheses.

Informal Note Entry. Each informal note includes data

from the worksheet or LC card. You must change the data element code
with each paragraph change in the informal notes.
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Subject Headings or Descriptors. Subject headings are
listed at the bottom of the LC card or in the area on the worksheet
headed '"'Descriptors.' Enter them exactly as they are written, capturing
all spaces, dashes, and punctuation marks exactly as they appear,
except for the end punctuation mark. Omit the end punctuation mark un-
less it is used after an abbreviation. Be sure to distinguish between
hyphens (- without separating spaces) and dashes ( - with one space
on each side).

Additional Punch. Use of an additional punch enables you
to make a master tape and use it in capturing data on several volumes,
saving time and effort. Use the additional punch as follows:

(1) Before you start, detemmine which data fields will
change from one volume to the next.

(2) Turn on the additional punch and turn off the Flexowriter
punch,

(3) Type the data onto the additional punch tape using reg-
ular procedures, except that where you have determined the data will
change from one volume to the next you put a stop code.

(4) Test the tape by running it through the Flexowriter
reader. Check for the right codes and correct data capture, as well as
the machine stops being in the right places.

(5) Now run the tested tape through the Flexowriter reader
with the second toggle switch in the ALL position. At each stop, type
in the correct information for the specific volume, and then press the
START READ button.

NOTE: Two non-print codes are required to insert record mark on
master tape to be used in making tapes for use with auxiliary
punch.

Actions on Established Records. To capture data for de-
letions, additions, and changes in established records, the Flexowriter
is set up in the same way and the same control tape is used. The opera-
ting procedure, however, is different.

Referring to action codes, figure 48, it appears that
there are seven possible actions other than creating a new bibliographic
record. But because under delete, action code 0, you may delete a
record or copies of a title or data elements on a record, and under
add, action code 2, you may add either copies or data elements, there
are really ten kinds of actions possible other than creating a new
record.
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Two general procedures for data capture are presented
here, one applying only to changing data in an established record (ac-
tion code 3) and adding data elements, not copies, to an established
record (action code 2). The other procedure covers all other kinds of
actions, including adding copies to an established record.

Changing Data and Adding Data Elements. Follow this
procedure when you want to change data or add specific data elements,
as indicated by the Cataloging Worksheet.

(1) If you are not at the start of the control tape,
press TAPE SKIP.

(2) Press READ START.

(3) Type the action code as shown on the worksheet
(either 2 or 3), space once, then type the call number.

(4) Press READ START.
(5) Space nine times.
(6) Press READ START.

(7) Turn the control tape to the codes, and type codes
and data.

(8) Press TAPE SKIP.

(9) Press READ START.

Other Kinds of Actions. If the required action is any-
thing other than changing data or adding data elements, follow this
procedure for data capture. The variations for different kinds of ac-

tions in the following procedure should be noted and followed carefully.

(1) If you are not at the start of the control tape,
press TAPE SKIP.

(2) Press READ START.

(3) Type the action code given on the worksheet, space
once, and type the call number.

(4) Press READ START.

(5) In the copy number and number of copies fields, type
one of the following:
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If the action code is 0 and you are deleting one copy
type 0002 (where 2 is the number of the copy to be deleted), and then
type 0001.

If the action code is 0 and you are deleting all copies
space eight times.

If the action code is 2 and you are adding copies for
the first time type 0002 (where Z is the first copy number to be added),
and then type 0006 (where 6 is the number of copies to be added).

If the action code is 4, 5, 6, or 7 type 0005 (where
5 is the number of the copy affected by the action), and then space
four times.

(6) Type one of the valid special indicator codes or space
once. If the action code is 7, this must be a space and not a code.

(7) Press READ START.

(8) If the action code is 0, type A, three spaces, asterisk,
and press TAPE SKIP. N

If the action code is 2, type A, three spaces, and

press TAPE SKIP.

If the action code is 4, 5, 6, or 7, press TAPE SKIP.

NOTE: If you are adding a special indicator code to a
copy already on record, follow the above instructions for action code 2
(in step 5) with this change: Type 0006 (where 6 is the number of the
copy affected), type the special indicator code, and the type 001. For
step 6, space once.

c. Cataloging Master File Outputs

Cataloging master file outputs are prepared each time the
Bibliographic Master Files are updated. At present, the schedule is as
required. All multicopy printouts are standardized on 8 1/2 x 11
paper with the exception of the accession, number, shelf, author, title
and subject heading lists which are on 15 x 20 paper. The deleted biblio-
graphic records will be produced on 5 x 8 cards. There are thirteen
output displays of the cataloging master files which are:

(1) Edit Error List

(2) Book Cataloging Module Monitor Report
(3) Deleted Bibliographic Record

(4) Update Error List
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(5) Accession List
(6) Number List
(7) Shelf List
(8) Author List
(9) Title List
(10) Subject Heading List
(11) Authority Check List
(12) Wash Action Error List
(13) Valid Transactions for Monitoring

The Cataloging Edit Errors List, figure 62, is a display
of all raw input transactions found in error. All raw transaction
errors are formatted and printed in call number sequence. The first
line of the print will be delegated to the error message, which is al-
ways printed in upper case. The following lines will contain the re-
cord in error. This list is produced each time the cataloging master
files are updated. Copies of the Edit Error List are kept by the
cataloging unit.

The sole purpose of the Edit Error List is to assist the
lexicographer in correcting input errors found during the conversion
of raw input transactions to raw bibliographic transactions prior to
the first computer run. For a complete list of error messages, their
meaning and possible corrective action refer to editing criteria, this
section.

The Book Cataloging Module Monitor Report, figure 60,
displays all valid actions processed against the Bibliographic Master
File. It is presented in call number sequence and produced at each
update. The primary use of this display will be made in determining
what was processed into the Bibliographic Master File. Copies of the
monitor are kept by the cataloging unit and the library lexicographer.

The Deleted Bibliographic Record, figure 61, displays on
a 5 x 8 card each record that is removed fram the computer file as a
result of a record delete action. It is presented in call number se-
quence and produced at each update. Copies of the Deleted Bibliograph-
ic Record are kept by the cataloging unit.

The Update Error List, figure 63, displays all transactions
not processed during the update of the Bibliographic Master File. Each
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transaction will be accompanied by an error message. This error list is
presented in call number sequence and produced at each update. Primary
use of this display is to assist the lexicographer in correcting update
errors. Copies of the list are kept by the cataloging umit.

The general considerations in using the cataloging module
edit and update error listings are the same as those in using the patron
monitor, discussed in Section II. The person correcting errors should
always be sure he understands what the error is before correcting it.
The editing criteria contain a listing of all error messages, with ex-
planations, when required. But errors cannot be corrected by following
the messages and explanations blindly.

Corrective action for any error, edit or update, is to
determine the correct input data and resubmit a corrected input. The
procedure for data capture on corrected inputs is the same as for ori-
ginal inputs; since the incorrect input has not been accepted by the
computer, the computer files remain in the same condition they were in
before the input was submitted.

The Accession List is a display of all current titles
added to the library holdings. This list will be presented in COSATI
code and call number sequence and produced weekly. Copies of this
list will be distributed to RSIC patrons to inform them of additions
to the collection which might be of interest to them.

The Number List is a display of all library holdings
presented in report and contract number sequence. This list will be
prepared at each update. Copies of this will be kept by the cata-
loging unit and readers services section.

The Shelf List,’ figure 67, displays all library holdings
by LC and special data element sequence. This list will be prepared at
each update. Copies of this list will be kept by the cataloging
unit.

The Author List, figure 68, displays all library holdings
by author name sequence. This list will be prepared at each update.
Copies of this list will be kept by the cataloging unit and readers
services section.

The Title List, figure 69, displays all library holdings
alphabetically by title. This list will be prepared at each update.
Copies of this list will be kept by the cataloging unit and readers
services section.

The Subject Heading List, figure 70, displays all library
holding alphabetically by subject heading. This list will be prepared
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at each update. Copies of this 1ist will be kept by the cataloging
unit and readers services section.

The Authority Check List, figure 64, is a display of
daily cumulative listing reflecting additions and changes to the Subject
Authority Master. This list will be presented in subject sequence and
produced at each update. Copies of this list are kept by the cataloging
unit and library lexicographer.

The Wash Action Error List, figure 65, display all errors
found during the update of the Search Master File. This list will be
presented in subject heading sequence and produced at each update.

The first line of the print will be delegated to the error message

which is always printed in upper case. The following lines will contain
the subject in error. Copies of this list will be utilized by the
library lexicographer in correcting update errors.

Valid Transactions for Monitoring List, figure 68, dis-
plays each transaction processed into the Subject Authority Master
File. The monitor will be presented in subject sequence and produced
at each update. Copies of this list are kept by the cataloging unit.

d. Editing Criteria

Edits are rules specifying that certain things must be or
cannot be in the specified data field of the cataloging worksheet input

form or that certain data element and action codes must be properly used.

The following are all possible error or processing messages with expla-
nation and suggested corrective action.

Message Meaning Corrective Action
ACTION CODE VS DATA The data element code is Research and resubmit.
ELEMENT CODE INVALID. bbb or Abb but the action

code is not 2, 4, 5, 6,

or 7.

THE BIBLIOGRAPHIC PARA- There is a data element Resubmit.
GRAPH IS BLANK. code NO1 indicating the
bibliographic paragraph,
but no data follows the
code.

CATALOGER'S INITIAL IS There is something other Resubmit.
NOT VALID. than an alphabetic or

blank character in the

cataloger's initial

field.

118




Message

CATALOGING OF THIS BOOK
IS NOT COMPLETE. DATA

ELEMENTS ---,---IS/ARE

NOT PRESENT.

COPY NWMBER FIELD IS
NOT NUMERIC.

(QORPORATE AUTHOR'S FIELD
IS BLANK.

CUTTER NUMBER CONTAINS
MORE THAN ONE ALPHA
CHARACTER.

CUTTER NUMBER IS TOO
LONG.

CUTTER NUMBER NOT
PRESENT .

CUTTER NUMBER STARTS
WITH NUMERIC CHARAC-
TER.

DATA ELEMENT CODE DOES
NOT AGREE WITH THE COPY
NUMBER FIELD.

Nbaning

The action code is 1,
and the required data
elements specified by
data element codes are
missing. Required min-
imun data elements are
main entry (code 00),
at least one title
(code BOO or B0O1), bib-
liographic paragraph
(code NO1), and at
least one subject head-
ing (code P01).

The action code is 4, 5,
6, or 7, but the copy
number field either con-
tains data other than
numeric characters or

is blank.

There is a corporate au-
thor data element code
but no corporate author
data follows.

Self explanatory. Only
one alphabetic character
can be in the Cutter num-
ber, and it must be the
first one.

The Cutter/number is over
the maximum length of

one alphabetic character
and 3 numeric characters.

Self explanatory.

Self explanatory. The
first character must be
alphabetic.

The action code is 0 and
either (1) the copy num-
ber is ALLb or numeric,
but the data element

Corrective Action

Research

Research

Research

Research

Research

Research

Research

Resubmit.

and resubmit.

and resubmit.

and resubmit.

and resubmit.

and resubmit.

and resubmit.

and resubmit.

119



Message Meanin, Corrective Action

code is not either Abb or
Pbb, or (2) the copy num-
ber is blank, but the
data element code is some-
thing other than A fol-
lowed by two numeric
characters.

DATA IN THE COPY NUMBER (1) The action code is 0 Research and resubmit.
FIELD IS NOT VALID. and the copy number field
contains something other
than blanks, ALLb, or nu-
meric characters.
(2) The action code is 2
and the data element
codes are something
other than A followed by
two numeric characters,
but data in the copy num-
ber field is not numeric
characters.
(3) The action code is 3
but the copy number field
is not blank.

DATA IN THE NUMBER OF (1) The action code is Resubmit.
(QOPIES FIELD IS NOT 0 and either (1) the
VALID. copy number is ALLb

but the number of copies
is not ALLb, or (2) the
copy number field is
blank but the number of
copies field is not
blank, or (3) the copy
number field has numeric
characters but the number
of copies field contains
something other than
0001.

(2) The action code is

2 and the data element
codes are something other
than A followed by two
numeric characters, but
the data in the copy num-
ber field is not numeric.
(3) The action code is 3
but the number of copies
field is not blank.

120




Message
DATA NOT*

DATE FIELD CONTAINS AN
INVALID BLANK.

DATE FIELD HAS ALPHA
OTHER THAN 'ND."

DATE NOT IN RANGE.
DELETE TX DOES NOT (ON-

TAIN AN * IN THE DATA
FIELD.

FORMAT OF THE AUTHOR'S
NAME IS INVALID.

RFORMAT OF THE (OMPILER'S

NAME IS INVALID.

FORMAT OF THE EDITOR'S
NAME IS INVALID.

FORMAT OF THE ILLUSTRA-
TOR'S NAME IS INVALID.

Meaning Corrective Action

The data element code is Resubmit.

Abb and the action code
is 0, but the data field
has something in it
other than an asterisk.

Self explanatory. Resubmit.

Self explanatory. Resubmit.

Date is outside the range Resubmit.

1600 to current year.

A transaction card sub- Resubmit.

mitted to delete a biblio-
graphic record, with the
action code of 0, contains
something other than an
asterisk or is all blank in
the data element field.

Format of the author's Resubmit.

name is other than:

Brown,,,,
Brown, R,,,
Brown,,Sir,,
Brown,,,1908-,

There must be four commas.

The required format for Resubmit
compiler's name is the format.
same as the author's, ex-

cept the last two char-

acters must be CP.

The required format for Resubmit
editor's name is the format.
same as the author's,

except the last two

characters must be ED.

The required format for Resubmit
illustrator's name is format.
the same as the author's,

using correct

using correct

using correct
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Message

FORMAT OF THE TRANSLA-
TOR'S NAME IS INVALID.

FURTHER SUBDIVISION IS
TOO IONG.

THE INFORMAL NOTE
FIELD IS BLANK.

INVALID ACTION CODE.

INVALID QOSATI CODE.

INVALID DATA ELEMENT CODE.

INVALID SPECIAL INDICA-
TOR CODE.

INVALID SPECIAL INDICA-
TOR CODE (Cont'd)
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Nbaning

except the last two
characters must be IL.

The required format for
translator's name is

the same as the author's,
except the last two
characters must be TR.

The further subdivision

of the LC classification
is longer than the max-

imum of 11 characters.

There is a data element
code indicating an in-
formmal note but no data
following it.

There is something in the
action code field other
than 0, 1, 2, 3, 4, 5, 6,
or 7.

There is something in
the CQOSATI code field
other than two digits
in the range of 01
through 22.

The data element code is
not one of those listed
in figure 47.

(1) The action code is
0, 2, or 3 and the
special indicator code
is something other than
blank, N, R, S, X, or
V.

(2) The action code is
4, 5, 6, or 7 and the

special indicator code
field is not blank,

as required.

Corrective Action

Resubmit using correct
format.

Research and resubmit.

Research and resubmit.

Resubmit.

Resubmit.

Resubmit.

Research and resubmit.

Resubmit.



Message

THE LANGUAGE FIELD IS
NOT ALPHABETIC.

MAIN CLASS CONTAINS A
NUMERIC CHARACTER.

MAIN CLASS INVALID.

MAIN CLASS TOO LONG

NUMBER OF COPIES FIELD
IS NOT BLANK.

THE SERIES FIELD IS ALL
BLANK.

SPECIAL INDICATOR CODE
INCONSISTENT WITH THE
COPY NO. FIELD.

SUBDIVISION CONTAINS
ALPHA (HARACTERS.

SUBDIVISION NOT PRESENT.

Meaning

There is at least one
character in the lan-
guage field that is
not alphabetic.

Self explanatory.

(1) The main class of
the LC classification
contains at least one
non-alphabetic, non-
numeric character.

(2) The first charac-
ter in the main class
is I, O, W, X, or Y.

The main class of the
LC classification is
longer than two char-
acters followed by
one blank.

The action code is 4, 5,
6, or 7; the number of
copies field should be
blank but is not.

There is a data element
code indicating a series
entry, but no data fol-
lows it.

The action code is 1 and
the copy number is 0002,
but the special indica-
tor code 1is something
other than N or V.

The LC subdivision con-

tains at least one alpha-

betic character, rather
than only numeric char-
acters.

There is no subdivision
of the LC classifica-
tion; it is required
data.

Corrective Action

Research and resubmit.

Research and resubmit.

Research and resubmit.

Research and resubmit.

Resubmit.

Research and resubmit.

Research and resubmit.

Research and resubmit.

Research and resubmit.
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Message
SUBDIVISION TOO LONG.

SUBJECT HEADING FIELD IS
BLANK.

THIS BOOK DOES NOT HAVE A
MAIN ENTRY.

THIS BOOK DOES NOT HAVE A
TITLE.

TITLE DATA IS BLANK.

BIB. MASTER ALREADY (CON-
TAINS DATA INDER THIS
DATA ELEMENT CODE.

BIBLIOGRAPHIC RECORD
DOES NOT HAVE A MAIN
ENTRY.

CALL NUMBER FOR COPIES
TO BE ADDED NOT FOUND
ON THE BIB. MASTER.

CALL NUMBER FOR DATA TO
BE (HANGED NOT ROUND ON
BIB. MASTER.
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There are more than 12
characters in the LC
classification subdi-
vision.

There is a data element
code indicating subject
heading, but no data
follows it.

The action code is 1, but
the first data element
code is something other
than one alphabetic char-
acter followed by two
Zeros.

Self explanatory.

The action code is 0, 1,
2, or 3, but the title
field contains no data.

A data element to be
added to an established
bibliographic record has
has been submitted with a
data element code that
duplicates the code of a
data element already on
the record.

The transaction submitted
leaves the bibliographic
master record without a
main entry.

There is no record on the
bibliographic master file
with the call number
specified in the input

transaction adding copies.

There is no record on
the bibliographic master
file with the call number
specified in the input

transaction changing data.

Corrective Action

Research and resubmit.

Research and resubmit.

Resubmit.

Research and resubmit.

Resubmit.

Research and resubmit.

Research.

Research.

Research.




Message

CALL NUMBER IS A DUPLI-
CATE OF ONE ALREADY
(ONTAINED ON THE BIB.
MASTER.

(QOPY FOUND WAS NEVER
REPORTED LOST.

QOPY NUMBER OUT Of OUR
INVENTORY IS OUT ON
CIRCULATION.

CQOPY REPORTED LOST
WAS NOT ON SHELF.

QOPY TO BE DELETED IS
NOT ON THE SHELF, IT
IS . (In-
sert LOST, SALVAGED,
CIRCULATED, 001 (out
of inventory), NO
QOPY ONE - EXPENDABLE,
or NO (OPY ONE - NON
EXPENDABLE.)

COPY TO BE SALVAGED NOT
ON SHELF.

DATA ELEMENT TO BE
CHANGED NOT FOUND ON
BIB. MASTER.

THE DATA TO BE DELETED
IS NOT ON THE BIB.
MASTER.

DUPLICATE QOPY NUMBER.

Meaning

The input transaction
creates a new record,
but there is already a
record on the bibliogra-

phic master file under the

same call number.

The input transaction

flags a copy as found, but

the copy is not flagged

on the master file as lost.

Self explanatory. A
book copy that is
charged out cannot be
inventoried out.

Self explanatory. The
only condition from
which a copy can be
flagged '"lost" is
"shelf."

Self explanatory.

Self explanatory.

Self explanatory.

Self explanatory.

The copy number to be
added is already on
the bibliographic
master record.

Corrective Action

Research.

Research.

Research.

Research.

Research.

Research.

Research.

Research.

Research.
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Message Meaning Corrective Action

RECORD TO BE DELETED WAS  Self explanatory. Research.
NOT FOUND ON BIB MASTER.
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4. Circulation

The circulation method used at RSIC in the period prior to
automation was a fairly standard one. There were two three-by-five
cards in a pocket in the back of each book available for loan. When-
ever a patron wanted to borrow a book from the library, he was asked
to sign both cards. A staff member wrote the borrower's name if it
was a mail or phone request. The cards were then stamped with the
date of the transaction; one was filed under the call number of the
book and the other under the name of the patron. By this means RSIC
was able to know at any given moment the location of any specific
book and was able to furnish to each patron who requested it a com-
plete and up-to-date inventory of the books charged to his account.
This system did not give a due date and at that time one was not
used. All books, therefore, were considered to be checked out on an
indefinite loan, although they were all subject to recall at any time
should this become necessary. No overdue notices as such were ever
sent out. Thus it was necessary that the library have multiple copies
copies of a great many titles.

In the ALPHA System, no files of cards are maintained at all,
there are specific loan periods and overdue notices are sent.

For centralized control of all circulating books in the 1i-
brary, a magnetic tape record of each circulated book is created and
maintained in a Circulation Master File. Figure 73 is a diagram of
the tape record for one circulating book. The legend indicates the
type of data and space requirements for each record. An accunulation
of these tape records, one for each circulated book, make up the Cir-
culation Master File.

Each circulating book in the library carries a pocketed and
prepunched IBM card, see figure 74. This card, referred to as the
Master Circulation Card, contains the action code, call number, the last
name of the author and an abbreviated book title. The information on
this card called "article identification," is prepunched in colums 1
through 50 and printed along the top edge of the card. All 50 columns
may be used without fixed field limits; an asterisk is used to denote
field separation between the call number and the author-title data.

When a book is charged out, the prepunched Master Circulation
Card is pulled from the book and the loan information - type of loan,
date, social security number and name of patron - is keypunched in
colums 51 through 80, see figure 75. After the loan information is
recorded on the card, the Master Circulation Card is duplicated, one
copy of the card is inserted in the book pocket and the book is re-
leased to the patron. The duplicate card is forwarded to the computa-
tion center. The information on this card will be processed into a
magnetic tape record used to update the Circulation Master File.
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When a book is returned to the circulation desk either by mail
or by personal delivery, the punched card is removed from the book pocket
and inserted in the keypunch. The card is coded with an overpunch (an
eleven punch) in colum 1, see figure 75, to indicate to the computer
that the item is to be deleted from the circulation listing. It is then
released to the read station of the keypunch and a new card registered.
Colum 1 of the new card is punched with a '"1" and colums 2 through 50
are duplicated from the other card, which is then sent to the computation
center along with other cards representing loaned and returned items.

The new card with colums 1 through 50 punched is now the Master Circula-
tion Card for the book and stays in the pocket when the book is shelved.

Several other actions affecting the Circulation Master File may be
accomplished; items may be recalled, renewed, indicated as lost and
found, patron data or item titles may be changed. Data for these actions
are keypunched into punch cards that are batched and periodically sent
to the computation center to update the Circulation Master File. Each
time the Circulation Master File is updated, new circulation listings
are prepared for the library.

The primary outputs of the Circulation Master File are two
circulation listings which reflect all items currently charged out; the
Circulation Listing in Call Number Sequence, see figure 76, and the
Circulation Listing in Patron Name Sequence, see figure 77. These
listings are produced weekly. Each listing displays who has what and
where each item 1is.

In addition to the two circulation listings, several auxiliary
computer outputs are produced; these are: the unreadable circulation
transaction cards, the Input Transaction Monitor and Error Listing, see
figure 78, with processed error and kicked out transaction cards, the
Circulation / Inventory Update Error List and Statistical Report, scc
figure 79, with unprocessed transaction cards, a Third Notice
Reference List, see figure 80, Issue and Turn-in Slips, see figure 81,
Recall Notices, see figures 82 and 83, Overdue Notices, see figures 84
thru 86, with transaction cards, and a Patron-Circulation Inventory Re-
port, see figure 87, with transaction cards.

a. Establishment and Maintenance of the Circulation
Master File

For the librarian, establishment and maintenance actions
on the Circulation Master File begins with the Master Circulation Card
pocketed in each circulating book. Both establishment and maintenance
actions will be accomplished through the use of circulation transaction
processing "action codes' and "type loan and medium codes.' The "action
codes" will signify the action to be taken on each item. The ''type loan
and medium codes' will signify what type of loan is being made and medium
of the item being loaned. The transaction processing codes are:
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(1) Valid Action Codes and Their Meaning.

Action
Code

1

J
2
3

Zero

Minus -zero

A

De-coded

A

Meaning

Circulate

Return
Recall
Renewal

Lost

Found
Patron change card

Title change

(2) Type Loan and Medium Codes and Their Meaning. Interroga-

tion of the numeric bits of this code will provide infommation regarding
the type of loan while the zone bits indicate the medium of the loaned

item.

TXPe
1

Zero

Zero

Medium

(1)

(S)

Meaning

Regular book loan
Inter—libréry loan
Book loan requiring the
production of an issue

slip

Long-term book loan
Regular document loan

Inter-library loan on a
document
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Type Medium

Zero

8 (Y)

Zero

9 (Z)
J)
Q
(K)
(R)

+

1 (A)

+

2 (B)

+

8 (H)

+

9 (1)

Meaning

Document loan requiring
the production of an
issue slip

Long-term document loan

Regular periodical loan

Periodical loan requiring
the production of an
issue slip

Inter-library loan of a
periodical

Long-term periodical loan

Regular miscellaneous
loan

Inter-library loan
miscellaneous

Miscellaneous loan requir-
ing production of an issue
slip

Long-term miscellaneous
loan

Detailed instructions for keypunching of the Master Circulation Card
and other transaction cards for each type of action affecting the Circula-
tion Master File are presented in the data capture procedures.

b. Circulation Data Capture

. . An IBM 026 printing card punch is used to keypunch all circula-
tion input transaction cards. This machine is capable of completing the
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keypunching required on the Master Circulation Cards, producing a dupli-
cate transaction card used in initiation of the Circulation Master File or
preparation of transaction cards for any action required to update the
Circulation Master File.

(1) Circulate - Preparation of the Master Circulation Card.
To circulate an item, the librarian must first verify that the indivi-
dual is a valid patron of RSIC. This is accomplished by checking the
Patron List in Name Sequence. The librarian will then remove the Master
Circulation Card from the book pocket and complete the keypunching of
the loan information shown below.

Colums Data Element Comments
51 Security One of the following
Classification one character codes:

0 unclassified
U unclassified

52 Type of loan From the type loan
and medium list,
paragraph a.(2).

53 Current year A one-character
numeral.

54-56 Today date Julian Form -
(182nd day of the
year.)

57-65 _ Patron's social No dashes.

security number

66-78 Patron's last Do not leave space in
name sumame (e.g. Mc Kay
would be McKay.)

79-80 Patron's initials No periods.
If it is necessary to punch the entire Master Circula-

tion Card for any reason, the following procedure should be used for ''the
article indentification,'" colum 1 through 50.

Colums Data Element Comments

1 Action code From the valid action
code list, paragraph
a.(1).
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2-50 Call number and Punch the call number
author / title followed by an aster-
isk and use the balance
of the colums (through
50) for the author/title
information.

The call number is divided into six major fields and
immediately followed by an asterisk. The fields are described as follows:

Field 1 - This field, which is always alphabetic, may
be composed of one or two alphabetic characters and must always be followed
by a blank.

Field 2 - This field must always be all-numeric and nust
not exceed four characters. If there is no field 3, field 2 is followed
by a blank.

Field 3 - This field, if it exists in the LC number, is
always separated from field 2 by a decimal point (period) and cannot ex-
ceed seven characters.

Field 4 - This field must always begin with an alphabe-
tic character followed by no more than three numbers. Field 4 is always
followed by a blank.

Field 5 - This field must contain four numerics (date)
or four numerics followed by a dash (-) and two numerics or in the case
of no date, ND.

Field 6 - This field represents the balance of the LC
number and is continued until completion of the LC number. The last
alphabetic character in the string must be a "C' or "X." If "X" is the
last character denoting the book as an expendable item it must be preceed-
ed by a ""C'' denoting the copy number of the book. The last numeric
characters in the string following the "C" must not be greater than ''300."
The last character of the string is always followed by an asterisk (*).

The Master Circulation Card will then be duplicated
and the original card placed back in the book pocket and the item re-
leased to the patron. The duplicate card will be placed in the box
marked "circulation transactions.'" These cards will be forwarded to the
computation center on a weekly basis.

(2) Discharge - Preparation of the Master Circulation Card.
Normally, to accomplish the discharge of charged books, the circulation
librarian will remove the Master Circulation Card from the book and:

(a) Overpunch (11 punch) in colum 1.
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(b) Reproduce a new Master Circulation Card with a "1"
in colum 1. Duplicate through colum 50.

(c) Place overpunched card in ''circulation transaction
box."

(d) Place reproduced Master Circulation Card in book
and place book in shelving card.

(3) Recall - Preparation of Transaction Card. If a copy
of a book is required for another patron or needed for reprocessing, the
following will be accomplished.

Colums Data Element Comments

1 Action code '"2" Recall code.

2-37 Call number See note below.

52 Type of loan From the type loan and
medium list, paragraph
a.(2).

53-56 Date See note below.

Note: If you wish to recall a book(s) for reprocessing
(all the books for any given call number) you may do so by omitting the
last "C" (copy number) and any information that would normally follow
the copy number "C" except * and by punching a 9999 in the date field
(colums 53-56).

If you wish to recall a book for reprocessing you may
do so by specifying the given book by punching the call number plus the
copy number and * and by punching a 9999 in colums 53-56 (date field).

If you wish to recall a book needed for loan to
another patron you may do so by punching the call number minus the copy
number, including * and by leaving the date field blank.

In each of the above cases column 1 must contain a
'"2'" and colum 52 must contain either 1, 8, or 9.

(4) To Flag a Copy of an Item as Lost - Preparation of
Transaction Card. If a copy of an item (book or periodical) has been
reported lost, flag the circulated copy as follows:
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Colums Data Element Comments

1 Action code 'O Lost code.
2 - 37 Call number and *
52 Type of loan From the type

loan and medium
list, paragraph
a.(2).

(5) To Flag a Copy of an Item as Found - Preparation of
Transaction Card. If a lost copy of an item has been found, and the
patron is still charged with the loss, prepare a transaction card to
remove the lost flag as follows:

Columns Data Element Comments

1 Action code "O" Found code.

2 - 37 Call number and *

52 Type of loan From the type

loan and medium
list, paragraph
a.(2).

(6) Renewal - Preparation of Transaction Card. If a patron
wishes to renew a copy of a book at the library, the following will be
accomplished.

Colums Data Element Comments

1 Action code ''3" Renew code.

2 - 50 Call number and Duplicate of master
author / title circulation card in

book pocket.
51 Security code Must be zero or U.
52 Type of loan From the type loan
and medium list,

paragraph a.(2).

53 - 56 Julian date Numeric (in range).
(182nd day of the year.)

57 - 80 Patron social security Duplicate of old
number, patron last master circulation
name and initials. card.
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This transaction card will then be duplicated, except
for colum one, which will be a "1." The duplicate card which is now
the Master Circulation Card will be placed in the book and released to
the patron. The transaction with the renewal action code of "'3" will
be placed in the box marked '"circulation transactions."

If the renewal is for an extended loan, a computer
prepared transaction card will be mailed to the patron with the first
Extended Loan Renewal Notice. This transaction card is a duplicate of
the Master Circulation Card with the exception that columm 1 has been
left blank. When this transaction card has been signed and returned to
the library readers services section the following action is required:

Columns Data Element Comments

1 Action code '"3" Renew code

Place the transaction card in the box marked 'circula-
tion transactions.'" This card will update the Circulation Master File.

(7) Patron Change - Preparation of Transaction Card. This
action is used to replace the information contained in the following
fields of the circulation record with the information contained in the
input transaction card.

(a) Patron name (e) Patron "type' code
(b) Building (f) Contractor code
(c) Telephone (g) Type loan

(d) Mailing symbol

The transaction card will be prepared as follows:

Colums Data Element Comments

1 Action code "A" Patron change code.

2 - 50 Call number and Duplicate of master
author / title circulation card in

book pocket.
51 Security code Must be zero or U.
52 Type of loan From the type loan

and medium list,
paragraph a.(2).

53 - 56 Julian date Numeric (in range).
57 - 65/6 Social security Numeric.

number
66/7 - 78 Patron surname A1l alpha.
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Colums Data Element Comments

79 - 80 Patron initials All alpha.

(8) Title Change - Preparation of Transaction Card. If
it becomes necessary to change or correct a book title, the following
will be accomplished.

Columms Data Element Comments

1 Action code "-" Title change code.

2 - 50 Call number and Call number with
author / title CY 99, *, new title.

51 - 80 Regular valid data

same as on new check
out (action code ''1").

c. Answering Questions Regarding Books Ordered by Patron But
Not Yet Received

To facilitate answering patron questions regarding books
on order, a copy of the Books On-Order and Received Report will be
furnished to the circulation station. This report is displayed in title
sequence. When a patron inquires about an item on order, he should fur-
nish his social security number and the title of the book in question.
Refer to the Books On-Order and Received Report for the status of
the item. If the title is reflected on the report, look to the right
margin to see if the book has been received. (This status exists if a
"R'" is present in the "Received Field.') Relay this information to
the patron and tell him he will receive the book as soon as it has
been cataloged. If the title does not exist on the report and sufficient
time has passed for the book to have been ordered and received, check with
the acquisition unit to see if book has been cancelled; if not check
the patron file to see if it reflects the patron's correct mailing
address. (Book could have been lost in the mail.) If his mailing
address differs from the one shown on the patron file, inform the patron
that the book may have been sent to his old address. Ask him to
notify the library of any change in his address so that this type of
delay in receiving his book will not recur.

d. Circulation Master File Outputs

Circulation file outputs are prepared each time the master
file is updated. At present, the schedule is weekly. All multicopy
printouts are standardized on 8 1/2 x 11 paper with exception of the
overdue notices which are 5 x 8 cards. There are ten outputs of the
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Circulation Master File which are:
(1) Circulation List in LC Number Sequence
(2) Circulation List in Patron Name Sequence
(3) Unreadable transaction cards

(4) Circulation Monitor and Error List with processed error
and kicked out transaction cards

(5) Circulation / Inventory Update Error List and Statisti-
cal Report with upprocessed transaction cards

(6) Third Notice Cross Reference List

(7) Issue and Turn-in Slips

(8) Recall Notices

(9) Overdue Notices with transaction cards

(10) Patron Circulation Statistical Report with transaction
cards

The circulation lists, see figure 76 and 79, whether in LC
number or name sequence, are the most important outputs of the master
file. These lists are a complete display of the contents of the master
file. The primary difference in the two lists is, the list in LC number
sequence displays each book by call number in numerical sequence with
supporting data such as patron name, social security number, book title /
author etc., whereas the list in name sequence displays each patron
name in alphabetical sequence with all books charged to him with support-
ing data. These output listings are a complete display of who has what
and where each item is. Copies of both of the circulation lists are
kept by the circulation librarian in the readers services section. One
copy of the Circulation List in Name Sequence is forwarded to the RSIC
librarian responsible for maintenance of the Patron Master File.

Unreadable transaction cards are the result when an input
circulation transaction card will not pass the computer character check
in the conversion from transaction card to magnetic tape. These
cards are dropped off by the computer and returned to the circulation
librarian in the readers services section in input sequence. These cards
must be corrected and resubmitted at the next update.

The Circulation Monitor, see figure 78, presents a complete
display of all transactions attempted or processed during the computer
edit / match run. For each transaction found in error the monitor will
display an appropriate error message and indicate if the transaction in
error was processed or kicked out. Associated with the monitor will be
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computer prepared processed error and kicked out transaction cards.
These cards are a duplicate of the input transaction card with colum 1,
action code left blank. Copies of the Circulation Monitor with the
duplicate computer prepared transaction cards are returned to the circu-
lation librarian in the readers services section.

The Circulation / Inventory Update Error List, see figure
79, presents a complete display of all transactions not processed into
the Circulation Master File. Each transaction found in error will be
accompanied by a type error number. Cross referencing of this number
with the Update Error List will present the applicable error message.
Associated with the Update Error List will be computer prepared unpro-
cessed transaction cards. These cards are a duplicate of the input
transaction cards with colum 1, action code left blank.

Appended to the Update Error List will be a Circulation
Statistical Report, see figure 79, which will contain all circulation
and inventory data current through this update. This report displays
a complete statistical analysis of all items on loan by type. Copies
of the Error List, Statistical Report and unprocessed transaction cards
are retumed to the circulation librarian in the readers services section.

The Third Notice Cross Reference List, see figure 80, is
a display of all items for which a third overdue notice must be sent.
This list presents the item LC number, title, patron name and social
security number. Copies of this list are forwarded to the chief of
the readers services section.

Issue and Turn-in Slips, see figure 81, are prepared for
and utilized as property invoices for loans to branch libraries, labora-
tories or sections. These slips will display the LC number and title
of all books loaned to a specific area and charged to a responsible
representative of that area. All Issue and Turn-in Slips are kept
by the acquisition librarian.

Patron Recall Request Notice, see figure 82, is prepared
when all loan copies of a specific item are charged out. Each library
patron who is charged with a copy of the item requested will receive
a Patron Recall Request. The contents of this request are self-explana-
tory. Copies of all Patron Recall Requests are forwarded to the chief
of the readers services section for review and disposition.

Recall for Reprocessing Notices, see figures 83 and 86,
are prepared when a specific item(s) is being recalled for reprocessing
by the library. These notices are prepared in three categories: first,
second and third recall. The contents of each of these notices 1is
self-explanatory. Copies of all Recall for Reprocessing Notices are
forwarded to the chief of the readers services section for review and
disposition.

Overdue Notices (Regular Loan), see figures 84 and 86,
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are prepared when an item has exceeded the regular loan period.
notices are prepared in three categories:

notice.

These

first, second and third
The contents of each of these notices is self-explanatory.

Copies of all Overdue Notices are forwarded to the chief of the readers
services section for review and disposition.

Overdue Notices (Extended Loan), see figures 85 and 86, are

prepared when an item has exceeded the extended loan period.
are prepared in three categories:

first, second and third notice.

These notices
Asso-

ciated with the first notice will be a renewal transaction card which
may be signed by the patron and returned to the library if he has continued
The contents of each of these notices is self-

requirements for the book.
Copies of all overdue notices are forwarded to the chief

explanatory.

of the readers services section for review and disposition.

The Patron-Circulation Inventory Report, see figure 87, is
a statistical analysis of the contents of the Circulation Master File
indicating books per type loan circulation, types of patrons, number of

patrons per type and number of books per type of patron.

Associated with the

inventory report will be a transaction card for each patron charged with

fifty or more books.

Copies of the Inventory Report with transaction

cards are forwarded to the chief of the readers services section.

e. Circulation / Inventory Editing Error Listing

Errors appearing on this listing and also represented by
punched cards were found during the editing of the input transactions and

were not processed.

They must be corrected and resubmitted.

Listed below

in card data field order are the various error messages, their meaning,
and suggested corrective action:

Message
INVALID TRANSACTION CODE

MAIN CLASS INVALID

MAIN CLASS TOO LONG

MAIN CLASS CONTAINS A
NUMERIC (HARACTER

Meaning

Card col 1 does not
contain a valid check
out, retumn, lost,
found, recall, or
renewal code.

First alpha character
in the LC number is a
1,0,W,X, orY.

Card col 3 or 4 does
not contain a blank.

Card col 2 or 3
contains a numeric
character,

Action

Detemmine correct TX
code. Punch and re-
submit for processing.

Determine correct LC.
Punch and resubmit
the TX.

Determine correct LC.
Punch and resubmit
the TX.

Determine correct LC.

Punch and resubmit
the TX.
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Message
SUBDIVISION TOO SHORT

SUBDIVISION TOO LONG

SUBDIVISION CONTAINS
ALPHA (HARACTERS

FURTHER SUBDIVISION IS
TOO SHORT

FURTHER SUBDIVISION IS
TOO LONG

CUTTER NUMBER STARTS WITH

A NUMERIC (HARACTER

CUTTER NUMBER CONTAINS AN
ALPHA (HARACTER AFTER THE

FIRST CUTTER POSITION

CUITER NUMBER IS TOO SHORT

CUTTER NUMBER IS TOO LONG

DATE FIELD HAS ALPHA
OTHER THAN "ND"

DATE FIELD CONTAINS A
BLANK.
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Meaning

Card colum following
first blank after card
colum 2 not numeric.

Blank or (.) not pre-
sent to separate sub-
division from cutter.

Alpha characters are
present in the sub-
division field. (Sub-
division 1is between
the first and second
blank and/or period.)

There are no numeric
characters after the
period.

More than seven char-
acters follow the
period without a blank
to separate the field.

Self-explanatory.

Self-explanatory.

Second character in
the cutter number 1is
not numeric.

Cutter number is not
separated from the
date field by a blank.

Self-explanatory.

Self-explanatory.

Action

Determine

correct

LC. Punch and re-
submit the TX.

Determine
Punch and
the TX.

Determine
Punch and
the TX.

Determine
Punch and
the TX.

Determine
Punch and
the TX.

Determine
Punch and
the TX.

Detemmine
Punch and
the TX.

Determine
Punch and
the TX.

Determine
Punch and
the TX.

Determine
Punch and
the TX.

Determine
Punch and
the TX.

correct LC.
resubmit

correct LC.
resubmit

correct LC.
resubmit

correct LC.
resubmit

correct LC.
resubmit

correct LC.
resubmit

correct LC.
resubmit

correct LC.
resubmit

correct LC.
resubmit

correct LC.
resubmit




Nbssage

DATE NOT IN RANGE 1790-
CURRENT YEAR

(OPY NUMBER FIELD NOT
PRESENT

(OPY NUMBER IS BLANK

(OPY NUMBER FIELD
CQONTAINS ALPHA OTHER THAN
HXV'

LC NUMBER HAS TOO MANY

BLANKS IN BODY

LC NUMBER HAS TOO MANY
DECIMALS

LC NUMBER DOES NOT HAVE
ENOUG FIELDS

CALL NUMBER TOO LONG

RECORD DOES NOT HAVE *
AFTER CALL NUMBER

FIELD SIX TOO LONG

Meaning
Self-explanatory.

Call number does not
contain a copy number.

Character following
the last '"C" is
blank.

Characters following
the last "C" in the

LC is something other
than a numeric char-
acter or a '"X" mean-
ing an expendable item.

Self-explanatory

Self-explanatory

Self-explanatory

Call number contains
more than 36 char-
acters.

Self-explanatory

Field in call number
following the date
field contains more
than 27 characters.

Action

Determine correct LC.
Punch and resubmit
the TX.

Determine correct LC.
Punch and resubmit
the TX.

Determine correct
LC. Punch and re-
submit the TX.

Determine correct LC.
Punch and resubmit
the TX.

Determine correct LC.
Punch and resubmit
the TX.

Determine correct
LC. Punch and re-
submit the TX.

Determine correct LC.
Punch and resubmit
the TX.

Determine correct
LC. Punch and re-
submit the TX.

Determine correct
LC. Punch and re-
submit the TX.

Determine correct LC.
Punch and resubmit
the TX.
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f.  RSIC Circulation / Inventory Update Error List

Errors appearing on this listing and also represented by
punched cards were found during the update of the Circulation and

Inventory Master Files and were not processed.

Listed below in error

code number sequence are the various error messages, their meaning,
and suggested corrective action.

Error

Code Message

1 Trying to loan a
book already on
loan.

2 Trying to loan a
book recorded as
lost.

3 Recall of book not
on loan.

4 Recall of book re-

corded as lost.
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Meaning
1. Transaction is a
duplicate.

2. Return transac-
tion never pro-
cessed.

3. Copy number er-
roneously
punched.

4. Call number er-
roneously
punched.

Same as above.

Self-explanatory.

Self-explanatory.

Corrective Action

If this is a duplicate
transaction, no further
action is required. If
duplicate lettering of a
copy number, see super-
visor for corrective
action. If copy number

or call number was punched
erroneously, punch a new
transaction and resubmit.

Same as above, except
punch two transactions a
IIJH a.rld Hl."

Check call number to see
if it was punched cor-
rectly. If correct, check
the transaction listing

to see if a "'retumn' was
also processed before the
recall action. If so, no
action is required. If
call number was correct,
and no return has been pro-
cessed, check for bug in
program. If LC was wrong,
punch a new transaction
and resubmit.

Same as above, except a
"lost" action rather
than a return may have
preceeded the recall
action.



Error

Code Message Meaning Corrective Action

5 Trying to renew a Self-explanatory. Check call number to see
book not on loan. if it was punched correct-

ly. If correct, check to

see if book was on loan to
patron requesting renewal.
If so, resubmit. If not,

charge correctly.

6 Trying to loan a Self-explanatory. Same as action for error
periodical already code 1.
on loan.

7 Trying to loan a Self-explanatory. Same as action for error
periodical recorded code 2.
as lost.

8 Trying to record Self-explanatory. It is possible that this
lost book already transaction is a duplicate.
recorded as lost. If this is the case no

action is required. It

is also possible that the
call number or the copy
number was punched wrong.
If this is the case, punch
a new transaction and
resubmit. If neither of
the above are true, the
copy may have been flagged
in error by the first
"lost'" transaction.

9 Retum of book Self-explanatory. Check call number to see
not recorded as if it was correctly punched.
loaned. Check to see if transaction

should have been a loan
rather than a return.

10 Social security Transaction was Punch J in colum 1, call
number does not incorrectly punched. number, type loan in colum
match - return Correction not re- 52 and patron's last name
vs loan. flected on card in beginning in column 66.

book.

11 Return of periodi-  Self-explanatory. Same as action for error
cal not recorded code 9.
as loaned.
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Error

Message - Meaning

Social security num- Self-explanatory.

ber does not match-
lost vs loan.

Found book action Self-explanatory.

in book not shown

Recall of periodical Self-explanatory.

Recall of periodical Self-explanatory.

recorded as lost.

Trying to renew a Self-explanatory.

periodical not on

Code
12
13
as lost.
14
not on loan.
15
16
loan.
17
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Trying to record Self-explanatory.

lost periodical
already recorded
as lost.

Corrective Action

Same as action for error
code 10 except 0 in
colum 1.

Check call number to see
if correctly punched.
Check to see if flagged
lost. If call number
and / or copy is wrong,
punch and resubmit the
transaction.

Same as error code 9,
except that a return
could have been pro-
cessed before the re-
call action. If this
be the case no further
action is required.

Check the call number to
see if it was punched
correctly. If correct,
check the transaction
listing to see 1f a
"lost'" was processed
before the recall action.
If so, no action 1is re-
quired. If call number
was correct, and the
""lost' action was not pro-
cessed before the recall
for the given day, check
for bug in program. If
call number was wrong,
punch a new transaction
and resubmit.

Same as error code 5.

Same as error code 8.



Error

Found periodical
action on periodi-
cal not recorded

Trying to process
a book not shown
on inventory mas-

Surnames do not
match - return

Surnames do not

Surnames do not
match - found vs

Call number does
not match a call
number on the

circulation file.

Code Message
18
as lost.
19
ter file.
20 (Not in use)
21 (Not 1in use)
22
vs loan.
23
match - lost
vs loan.
24
lost.
25
26

Social security
number does not
match - found vs
loan.

Meaning

Self-explanatory.

Self-explanatory.

Self-explanatory.

Self-explanatory.

Self-explanatory.

Self-explanatory.

Self-explanatory.

Corrective Action

Same as error code 13.

Check call number to
see if it was punched
correctly. If so,
resubmit.

Check to see 1if call
number was correctly
punched. If so check
patron name and last
five positions of SSN.

Same as error code 22.

Sames as error code 22.

Check to see if call
number was correctly
punched. If so, re-
submit.

Check last five positions

of SSN. (May be blank)
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Section V. SERTALS CONTROL SUBSYSTEM

1. Introduction

The serials control subsystem provides the library with an
automated system for formal control of serials ordering, renewing,
claiming, routing, holding and binding functions of the ALPHA System.
The functions of the serials control subsystem are comparable to
traditional practices under the same broad headings.

Typical traditional practices in libraries create certain
records that provide control of the each aspect of serials handling.
We will consider the serials records usually created in an unautomated
but well organized library.

Selection is by patron request and by the library staff.
Patron requests are screened to make sure the serials are suitable
for adding to the library stock. Library staff selection usually
orginates in national and international bibliographic listings which
are compared against the serials record list to eliminate duplication.

Since the materials themselves are published on a variable
basis and handling functions vary due to their nature, this has tra-
ditionally meant a separate set of records for ordering information,
one for receipts, claims and holdings, another for binding and still
another for disposition (routing and shelving). While the functions
themselves must be handled separately, duplicate information is re-
quired in several sets of records.

When a subscription is requested for the first time, a
3" x 5" card, bearing the following information is prepared and filed:
title of journal, frequency of publication, publisher and address,
subscription term, price per subscription or volume, item number, and
addressee. Upon completion of the card the subscription order is typed
on a formal request for order. Many orders were written and many ven-
dors were used, often for the same journal title but for different
subscriptions.

Bound journals and serials may be classified and cataloged or

in some cases, the bound journals are filed alphabetically by title
with only records of holdings maintained in the catalog.
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At RSIC for each current subscription of active titles,
plus inactive titles for which RSIC has bound holdings, a series of
80 character records is created and maintained. All of these records
together, or one series of records for each title, make up the
Serials! Master File.

The Serials Master File is the central source of serials
information for serials ordering, renewing, claiming, routing, holding
and binding in the ALPHA System. For library use, the contents of
the Serials Master File are displayed as the Serials Master File List
(complete), figure 89. Primary use of this information display of
the Serials Master File will be made by the serials librarian in
maintenance of each of the functions mentioned.

Three types of actions affecting the Serials Master File
may be taken. New titles may be established on the file, established
records may be revised, and records may be deleted. Data for these
actions are keypunched into punch cards that are batched and periodi-
cally sent to computer to update the master file.

During the update of the Serials Master File, three
auxiliary outputs are produced in addition to the Serials Master File
List previously mentioned. These are the RSIC New Holdings List, Can-
celled Items List and a Changed Items List.

Several computer outputs other than those produced at the
Serials Master File update are prepared during the maintenance of the
various subordinate files of the serial subsystem. A cumulative
listing of all computer outputs and their meaning is presented in
paragraph 4 of this section.

Figure 90 is a diagram of the series of 80 character records
for one title. The series of records, each record identified by a
two digit card code, is organized into basic groups according to
content and purpose. Records 01-02 provide a standard title accepta-
ble for ordering, renewing, claiming, holding, routing and binding
functions. Records 03-09 are primarily data required for ordering
control. Records 10-29 are pertinent to binding functions. Records
1A-1Z are pertinent to items claimed. The 30-59 records relate to
holdings and lacks. Records 60-69 are used to record bound index
holdings. Records 70-79 provide for cross reference of periodical
titles. The purpose and content, when not self explanatory, of
each possible type record is outlined below:

lSerial - "A library term for periodicals, annuals, reports and
other publications appearing usually at regular, stated intervals."
(Bookman's Glossary, 1961)
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a. Card 01

This card contains up to 71 characters of the serial
title. If the title is inactive, INACTIVE will be entered in
positions 71-80, providing these positions are not required for the
title. If these positions or any portion thereof are required for
the title, INACTIVE will be entered in positions 71-80 of the 02
card. (See card 02 below.) Each control must have a type 01 record.

b. Card 02

Required only if the title and/or title plus IN-
ACTIVE, exceeds 71 characters provided for in the type 01 record.
Words should not be broken between 01 and 02 records. The inactive
indicator (INACTIVE), when required in the 02 record should always
be in positions 71-80.

C. Card 03

Required for all active titles. Contains vendor name
currently providing the subscription and publisher's name.

d. Card 04

Required for all active titles. It contains the
publisher's address.

e. Card 05

Required for all active titles. Contains the following
elements:

(1) Language or Text. Two digit abbreviations of
language for which articles within a journal are printed.

(2) English Abstracts. If journal is published in a
foreign language and contains English abstracts, a '"Y'" is entered.
If English abstracts are not included, a '"N" will be entered.

(3) Country of Origin. Self explanatory.

(4) Translated Edition. If this title was originally
published in another language, a "Y' will be entered, otherwise enter
”N.H

(5) Subscription Price. Current list price.

(6) Number of Subscriptions. Self explanatory.
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(7) Subscription END. Two spaces for month and two
spaces for year or FREE.

(8) Item Number. A five digit sequence number conse-
cutively assigned to each item on a given purchase or requisition
order.

(9) Delivery Order Number. A two digit number assigned
consecutively during a given year to orders sent this vendor.

(10) Effective Date of Subscription. Self explanatory.

(11) J/N/S/C. All journals are code "J." All news-
papers are code "N.'"" AIT service items are code 'S.' All serials are
code "C." All titles must be identified to one of these codes.

(12) SPC Code. (Code 1) Active titles not to be ordered,
(code 2) active titles not to be routed, (code 3) active titles not
to be ordered or routed, (code 4) active titles not to be published on
the title list, (code 5) active titles to be routed in parts, (code 6)
not routed, information to go only on the title list, will not effect
routing.

f. Card 06

Required for all active and inactive titles. Contents
are as follows:

(1) Addressee. Position 10-11 contains a two digit nu-
meric code used to match the following mailing addresses when pre-
paring purchase or requisition orders. Valid codes for RSIC use are
01, 02 and 05 which will print the following addresses:

01 - Magazine Room
Building 4484
Redstone Arsenal, Alabama 35809
ATIN: RSIC 4484

02 - Commanding General
U. S. Army Missile Command (AMSMI)
Redstone Arsenal, Alabama
ATIN:

05 - NASA
Marshall Space Flight Center
Huntsville, Alabama
ATTN:

Positions 12-42 of the addressee field contains the attention line
for the address.
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(2) Purchase Order Number. The purchase order number

on which this subscription was bought. Blank for requisition type
items.

(3) Requisition Number. The requisition number on

which this subscription was acquired. Blank for purchase order type
items.

(4) Technical Library Number. The technical library
number on which this subscription was bought. Blank for requisition,
zeros in purchase order field.

(5) Frequency. The number of publications per year.
For example, a daily publication would have 365, a weekly publication
would have 052, etc. If frequency is irregular, as quite common
with foreign publications, an arbitrary frequency will be entered with
an overpunch (-) over position 79.

(6) Purpose. A code to indicate purpose of the sub-
scription. Codes are as follows:

- Used for library purpose only.

- Available for circulation.

Subscription sent direct to addressee re-
flected.

- Received at library but all copies may be
routed. (No shelf copy retained in RSIC.)

o) lwNeNe
1

g. Cards 07-09

Use only if notes about ordering should be recorded.
213 characters, including blanks, are provided for notes.

h. Card 10

Required only for current titles that are to be bound
or that bound holdings are available in RSIC. Contents are:

(1) General Subject. Self explanatory.

(2) Binding Schedule. The month or months that some
type of binding action should be taken on this title. In case of

titles with irregular frequency of publication, an arbitrary schedule
will be entered.

(3) Volumes per Subscription. Presently unused.

(4) Issues per Volume. Self explanatory.
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(5) Volumes per Year. Self explanatory.

i. Cards 11-12
Presently unused.
j. Card 13
Required for all titles that are to be bound. Posi-
tions 10 through 17 contain numeric codes from which binding instruc-
tions, as reflected on the binding rub, may be printed. Codes by

position are as follows:

POSITION ITEM CODE PRINTED INSTRUCTION

10 Title 1 New title

Blank Repeat title

11 Title page and 1 Separate
content

2 Not published
3 Stub for
4 Bind without

12 Issue Content 1 Bind in place
2 Bind in front

13 Index 1 Bind in front
2 Bind in back

. 3 Not published

4 Bind without
5 Stub for

14 Covers 1 Remove all
2 Bind in all
3 Bind in first cover only
4 Bind on front cover only
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POSITION ITEM CODE PRINTED INSTRUCTION

15 Ads 1 Remove all
2 Leave in all
3 Remove all ads not having
text
4 Bind all ads in back of
volume
5 Ads with text bind in place
16 Parts, Supplements, 1 Bind in place
Abstracts, Proceed-
ings 2 Bind in back of volume
17 Split Volumes 1 Yes
Blank No

The remainder of the 13 record contains the following:
Color - A four digit color code (color of covers.)
Size - Maximum 15 digit size (cover specifications.)
Bound For - Organization
Bind Cost - Presently unused.

k. Cards 14-19

Use only if information concerning the publication or
special handling of indexes needs recording.

1. Cards 20-29

Use for recording notes concerning binding. Notes should
be somewhat permanent in nature to justify recording in this file.

m. Cards 1A-1Z

Use for recording information concerning items
claimed.

n. Cards 30-39

Use for recording bound or unbound periodicals,
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microcard and microfiche holdings. Four sets of holdings are pro-
vided for in each 30 series record. A holdings set is comprised of
a type (B-Bound, U-Unbound, C-Microcards, F-Microfilm, M-Micro-
fiche), series, beginning volume, beginning year, the ending volume
and ending year. A different set of holdings records is required
each time a break in series or volume occurs. A maximum of 40 sets
of holdings are provided for in the 30-39 series records.

o. Cards 40-49
Use for recording volume lacks. A set of volume
lacks is of the same make-up as a set of holdings in the 30-39 re-
cords, except no type is required.

p. Cards 50-59

Use to record missing issues numbers by series,
volume and year.

q. Cards 60-69
Use to record bound index holdings. The nature of

these holdings are different from the periodical holdings, therefore

a free hand form of recording is provided for in this series of
records.

r. Cards 70-79

Use to record cross reference titles. These titles
are coded in a manner which provides cross reference and current title
lists in a forward or backward chain reference. Position 10 contains
the reference code. Codes and their meaning are as follows:

S - See

F - Formerly in

C - Currently
P - Superseded
T - Continued as
A - Also in
R - See translation
The code will be followed with a period and a blank in positions 11-12.
The remaining positions of the record are used to record the title.

If the title exceeds the capacity of this 70 series record, an
asterisk will be punched in position 80 and the remaining positions
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of the title will be punched in the next 70 series record available
beginning in position 10. Words should not be broken between two
records. ’

2. Establishment and Maintenance of the Serials Master File

For the librarian, establishment and maintenance action on
the Serials Master File begins with a data source document. At RSIC,
this is the library request card, figure 28.

All library request cards are received in the readers services
section. In checking each card containing a serial request, the first
question is whether the serial is in the library; the Periodical Master
File List is searched for the title or for a title that appears to
refer to the same serial. If the serial is in the library, and avail-
able for circulation or routing, it is charged out or routed and mailed
to the patron.

If the serial is in the library but not available for circu-
lation or routing, it may be flagged as reserve; that is, it may be kept
in the reference section or it may be a copy 1, which is not circulated
or routed. The patron is informed that he can see the serial by
coming to the library.

If the serial is not available for circulation or routing and
not flagged as reserve, an attempt may be made to recall a copy. If it
can be, it is recalled and charged out to the requesting patron. If it
cannot be recalled or use of a copy within the library is not practical
the library request card with LC classification number, complete title,
and correct author's name is forwarded to the acquisition unit.

If the requested serial is not cataloged, it may already be

on order. The serial to date on-order report is checked to see whether
it is or not. If it is on order, and if enough copies have been ordered
to cover the request, a transaction card is punched adding the requesting
patron to the list of those to receive the serial when it is received and
processed. If not enough copies have been ordered, the request card is
forwarded to the acquisition umit. If the serial is not cataloged and
not on order, the request card is forwarded to the acquisition unit.

The acquisition unit receives the library request cards that
have been screened by the readers services section. If the request
refers to a title that has been cataloged by the library, the card should
have a correct author, title, publisher, and call number; the card may
be regarded as a recommendation from readers services section to purchase.
The acquisition librarian decides whether to add an additional copy or
copies of the serial to the library holdings. If it is decided to add
copies, the librarian verifies the data, adds to the request card or
subscription order request, figure 91, the publisher's address, quantity
to be ordered, unit cost, and vendor, and places the card or subscription
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order request in the to-be-ordered file grouped with any others for
the same vendor.

If the request is for a new title, the notations to be made
on the request card are almost the same, but the acquisition unit has
the responsibility for the full verification. When the librarian
identifies exactly what is wanted, the decision must then be made
whether the serial is within the scope of the library.

Once the new title is identified and it is decided to add it
to the library holdings, the request card or subscription order request
is also placed in the to-be-ordered file. Thus, the request cards for
the two kinds of acquisitions are the same, except that for new titles
there is no LC classification number on the card, but (if the title
has been cataloged by the LC) there is an LC card order number.

Request cards with subscription orders are forwarded to the serials
librarian.

Periodically, the serials librarian keypunches the 01-06
transaction cards for new titles which will be used to initiate orders
for the requested serial and also update the Serials Master File.

Serials may be ordered by any of three different methods:
purchase orders, requisition orders or technical library (TL) orders.
Serials may also be procured as a ''free" item.

Purchase orders result for the selection of vendors by the
purchasing office to fill the library's requirements.

Requisitions are orders sent to specified government
agencies.

Technical library (TL) orders result in the selection of ven-
dors to furmish the library with self superceding services and non-vendor
type publishers to furnish journals.

Renewals, those titles expiring on a specific future date,
will also be examined by the serials librarian. The renewal date for
each active subscription is indicated in the Renewal Review List fur-
nished each month by the computation center. Associated with the Re-
view List will be a computer prepared transaction card for each title
appearing on the list. The serials librarian will complete the neces-
sary keypunching of this transaction card to indicate renewal or can-
cellation of the title. Any changes or corrections may also be made
at this time.

Transaction cards for new titles, renewals or cancellations
are sent to the computation center once each month. Another computer
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run will be made in accordance with this information and a copy of the
list is sent to the serials librarian for verification. When the re-
vised list is satisfactory the serials librarian will notify the compu-
tation center to print the serial orders which are sent to the serials
librarian for final scrutiny and transmittal to the ordering agency.

Accompanying the serial orders will be updated 05-06 trans-
action cards which will replace those prepared initially for the new
and renewed titles. The 01 thru 06 for new and 05 and 06 for renewed
transaction cards will be used to update the Serials Master File when
the subscription becomes effective.

All titles on order will be displayed on the to date on-
order list.

3. Serial Data Capture

An IBM 026 printing card punch is used to transcribe the infor-
mation from the source document to transaction cards. Detailed discus-
sion of keypunching the transaction cards for each type of action
follows.

The control number for each series of records is assigned
in such a manner that its magnitude will alphabetize the title. The first
five digits (numeric) of a control number are assigned to a given
title. These five digits are referred to throughout the system as
'""basic control number.' The sixth digit (alpha-numeric) distinguishes
various subscriptions of a title. Three factors detemine the number
of subscription breakouts. These factors are different vendors,
addresses, and subscription expiration dates. The desired list of
breakouts is thirty-six, which uses all 26 letters of the alphabet
and numerals 0-9. However, special characters may be used if required.
If special characters are used, consideration should be given to the
printability of such characters by the printer to be utilized.

The number of records required for a given control number
will vary. As a rule, the primary subscription for a given title will
be assigned an "A'" in the 6th digit of the control number. All cross
reference titles, binding and holdings records will be tied to this
"A"" control number.

a. Detailed Instructions by Card Code and Fields for New
Titles.

CARD DATA CARD
QODE ELEMENT COLS (OMMENTS

All Control No. 1-6* Right justify. Prefix with zeros to fill
field.
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CARD DATA CARD
(CODE ELEMENT COLS
All Action Code 7
01 Card Code 8-9
Title 10-80*
02 Card Code 8-9
Title (Continued)
03 Card Code 8-9
Vendor 10-31*
Publisher 32-80
04 Card Code 8-9
Publ, St,
Address 10-50
Publ. City,
State,
Country 51-80
0S Card Code 8-9

Language
or Text 10-11
Language
or Text 12-13
Language
or Text 14-15

COMMENTS

Punch a 'N'" in all cards for a new title.
See paragraph 2 for other than new items.

Left justify. If the title being punched
is inactive and cols 71-80 are not re-
quired for the title, punch INACTIVE

in 71-80. If 71-80 are required for title,
punch INACTIVE in 71-80 of the 02 card.

Required only if title exceeds 71 positions
provided for in the 01 card. Left justify.
Words should not be broken between 01 and
02 cards. The inactive indicator (INACTIVE)
when required, should always be punched in
cols 71-80.

Left justify. Suffix with spaces.

Left justify. Suffix with spaces.

Left justify. Suffix with spaces.

Left justify city.
state or city and country.
with spaces.

Space between city and
Suffix fields

Punch the two digit languages as required.

Punch the two digit languages as required.
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CARD DATA CARD

CODE ELEMENT QOLS COMMENTS

Language

or Text 16-17 Punch the two digit languages as required.

Language

or Text 18-19 Punch the two digit languages as required.

Language

or Text 20-21 Punch the two digit languages as required.

Language

or Text 22-23 Punch the two digit languages as required.

English

Abstract 24 Punch '"Y" for yes, '"N'" for no.

Country

of Origin 25-39% Left justify. Suffix with spaces.

Translated

Edition 40 Punch "Y" for yes, "N" for no.

Subscrip-

tion Price 41-47* Right justify. Prefix with zeros to fill
field.

No. of Sub-

scriptions 48-51%* Right justify. Prefix with zeros to fill
field.

Subscrip-

tion 52-55% Punch 2 digit month, 2 digit year,

END Example: For Jan 1964, punch 0164

Item No.  56-60 Right justify. Prefix with zeros to fill
field.

Order No. 61-62 Right justify. Prefix with zeros to fill
field.

Date Sub-

scription

Effective 63-66%* Punch 2 digit month, 2 digit year
See cols 52-55 above.

J/S/N/C 67% Punch "J'" for Journal, "S" for Service
Code Item, '"N'' for Newspapers and ''C'" for
Serial.
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CARD DATA CARD
CODE ELEMENT COLS
Special
Code 68
Accounta-
ble Item
Code 69
Location
Code 70
06 Card Code 8-9
Addressee 10-42*
Purchase
Order No. 43-51%
Requisi-
tion No. 52-64%
T.L. No. 65-76
Frequency 77-79%
Purpose 80
Code

COMMENTS

Punch "1" for non-order items.

Punch '"2" for non-routed items.

Punch "'3" for non-order, non-route items.
Punch "4'" for non-published items.

Punch "5" for Routing suffix items.

Punch "6" for not routed, information to
so only on the title list, will not effect
routing.

For all other items, leave blank.

Punch "A" if item is accountable.

Punch "A'" indicates item is located in perio-
dical shelves in alphabetical sequence.

Punch "B'" indicates item is located in book
shelves in classification sequence.

Punch "C" indicates item is located with the
abstracts and continuing bibliographies in
alphabetical sequence.

Punch 2 digit numeric code in cols 10-11.
Punch addressee symbol, left justified,
in cols 12-42.

Left justify.
items.

Leave blank on Requisition

Left justify.
Order items.

Leave blank on Purchase

Left justify. Do not punch '"TL-"

Right justify.
field.

Prefix with zeros to fill

Punch C,D,L, or R codes.
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CARD DATA CARD
CODE ELEMENT QOLS COMMENTS
07-09  Card Code 8-9
Ordering
Notes 10-80 Punch free from left justified.
ANOTE: These fields are considered vital elements of data that should

never be left blank when establishing records for new control numbers.
Correct renewal and routing actions without these elements are 1mpos-

sible.

10

11
12
13
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Card Code 8-9

General 10-36  Left justify. Suffix with spaces.
Subject

Binding
Schedule 37-72 Punch 3 digit month abbreviation in re-
spective field.

Volume per

Subscrip-

tion 73-74  Presently unused.

Issues per

Volume 75-76  Right justify. Prefix with zeros.
Volumes

per Year 77-78 Right justify. Prefix with zeros.
Presently unused.

Presently unused.

Card Code 8-9

Binding

Codes

Title 10 Punch a "1" if new title 1is checked.
Otherwise leave blank.

Title Page

and Content 11 Punch the number indicated by the
block checked.

Issue 12 Punch the number indicated by the block
Content checked.




CARD DATA CARD

CODE ELEMENT COLS
Index 13
Covers 14
Ads 15
Parts, Sup-
plements,
Abstracts 16
Split Vols 17
Color 26-29
Size 30-44
Bound for 45-63
Binding 64-68
Cost

14-19 Card Codes 8-9
Index Data 10-80

20-29 Card Codes 8-9
Binding
notes 10-80

1A-1Z Card Code 8-9

P. 0., Req.10-22
or TL
Number
Delivery 23-24
order

number

COMMENTS

Punch the number indicated by the block
checked.

Punch the number indicated by the block
checked.

Punch the number indicated by the block
checked.

Punch the number indicated by the block
checked.

Punch the number indicated by the block
checked.

Must be 4 numeric digits.

Punch left justified as it should appear
on printouts. Suffix with spaces.

Left justify. Suffix with spaces.

Presently unused.

Punch free from left justified.

Punch free form.left justified.

Punch free from left justified.

Prefix with zeros to fill field.
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(ODE

DATA
ELEMENT

30-39

162

Item
numnber

Number of
claim

Date last
claim

Items
claimed

Card Codes

First set
of Hold-
ings

Type

Beginning
Series

Beginning
Volume

Beginning
Year

Ending
Volume

Ending
Year

2nd Set
of Hold-
ings

3rd Set
of Hold-
ings

CARD

COLS
25-29
30
31-36
37-80

8-9
10-26

10

11-12

13-15

16-19

20-22

23-26

27-43

44-60

COMMENT'S

Prefix with zeros to fill field.
One digit number.
Prefix with zeros. Punch 2 digit month,

2 digit year, or 2 digit day.

Punch free from left justified. If con-
tinued, go to card 1B-1Z.

Punch B, U, C, M or F as applicable.

Right justify - prefix with zeros
Punch zeros if no series.

Right justify - prefix with zeros.
Punch zeros if no volume.

Punch 4 digit year if known.
Punch zeros if no year.

Right justify - prefix with zeros.
Punch zeros if no volume.

Punch 4 digit year. Punch zeros if no
year.

See 1st set above.

See 1lst set above.



CARD DATA CARD
CODE ELEMENT QOLS
4th Set
of Hold-

ings 61-77

Inventory

indicator 78
40-49 Card Code 8-9

1st set of

Volume

Lacks 11-26

2nd set

of volume

lacks 28-43

3rd set

of volume

lacks 45-60

4th set

of volume

lacks 62-67
50-59 Card Code 8-9

Issue Lacks

Series 10-11
Volume 12-14
Year 15-18
Less Number

1 19-22

Less Number
2 23-26

COMMENTS

See 1st set above.

Punch "I'" in 30 card only if the holdings
being recorded have been physically in-

ventoried.

Same as 30 series holdings, except type 1is

omitted.

Punch right justified.

fill field.

Punch right justified.

fill field.

Punch 4 digit year.

Punch right justified.

to fill field.

Punch right justified.

to fill field.

Prefix with

Prefix with

Prefix with

Prefix with

zero to

zero to

€108

28T0S
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(ODE
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DATA CARD
ELEMENT COLS
Less Number
3 27-30
Less Number
4 31-34

Less Number

5 35-38
Less Number
6 39-42

Less Number

7 43-46
Less Number
8 47-50

Less Number
9 51-54

Less Number
10 55-58

Less Number
11 59-62

Less Number
12 63-66

Less Number
13 67-70

Less Number
14 71-74

COMMENTS

Punch right justified.
to fill field.

Punch right justified.
to fill field.

Punch right justified.
to fill field.

Punch right justified.
to fill field.

Punch right justified.
to fill field.

Punch right justified.
to fill field.

Punch right justified.
to fill field.

Punch right justified.

to fill field.

Punch right justified.

to fill field.

Punch right justified.

to fill field.

Punch right justified.

to fill field.

Punch right justified.

to fill field.

Prefix

Prefix

Prefix

Prefix

Prefix

Prefix

Prefix

Prefix

Prefix

Prefix

Prefix

Prefix

with

with

with

with

with

with

with

with

with

with

with

with

2e1T0Ss

ZeT10s

2Ee108

ZE€T0S

2105

2Ee10Ss

2eT10Ss

Zeros

Ze108

2ero0s

2e1r0Ss

2eT0Ss



CARD DATA CARD

CODE ELEMENT COLS (OMMENTS
Less Number
15 75-78 Punch right justified. Prefix with zeros

to fill field.
60-69 Card Code 8-9

Index
Holdings  10-80 Punch free form left justified.

70-79 Card Code 8-9

Cross Ref

Title Code 10 Punch applicable 1 digit alpha code.
11 Punch a period.
12 Leave blank.

13-80 Punch title left justified. If the title
exceeds the capacity of 1 card, punch an
asterisk in col 80 and begin punching
the remaining title in col 10 of the next
70 series card. ‘

b. Instructions for Changes, Deletions, and Cancellations.

(1) Contents of Codes 01-02, 07-09, 14-29, and 60-79 re-
cords already existing on the master file can be changed only by com-
plete re-submission of the record to be changed. All other records can
be changed individual fields within the record by submitting a card
with the control number (cols 1-6), Card Code (cols 8-9), and the field
or fields to be changed in their respective columns.

(2) To blank out an existing field within a record, punch
a zero in the high order colum of the field to be blanked. For exam-
ple, to blank out purchase order number in the 06 type record, punch a
zero in colum 43.

(3) To delete from the master a complete record within a
title, submit a card with control number (cols 1-6), action code '"D"
(col 7), and the card code (cols 8-9).

(4) To delete from the master all records for a given con-

trol number (cancellations). Submit a card with the control number to
be deleted in cols 1-6, and "00" in card code (cols 8-9).
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4, Serial File Outputs

Some serial file outputs are prepared each time the master
file is updated, other outputs which are of cumulative nature are
prepared on a weekly, monthly, semiannual or upon request basis.
Outputs will be displayed as either multicopy printouts, 5x8 cards
or computer produced, punched and printed transaction cards. All
multicopy printouts are standardized in 8 1/2x11 paper. The
following is a list of all serial file outputs.

Complete Serial Master File List

RSIC New Holdings List

Serial Input Transaction Error List
Cancelled Items List

Changed Items List

Serials Update Error List

Binding Review List

Binding Error List

Serials Renewal Review List

Serials Renewal Review Error List
Cancellation List

Verification List

Renewal Update Error List

Requisition Item List

Purchase Order List

TL Order List

New and Renewal Items Statistical Report
To Date On-Order List

To Date On-Order Error List

To Date On-Order Delete List

Route slip

Review List of All Route Slips

Serials Condensed List

Serials Routing (General Statistics) and
Error List

Claims Report

Titles and Holdings Cross Reference List (Periodical
Catalog)

HO QO O®

.

XELEQUBOT OB I R PE
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The Serials Master File List (complete), figure 89, in
control nuiber sequence is the most important serial file output.
It is a display of the total contents of the Serials Master File.

The primary purpose of the Serials Master File List is to
display the complete contents of the Serials Master File for use in
ordering, binding, renewing, claiming, routing and recording holdings.
The list is produced twice each month. Copies of the list are kept at
the circulation desk, in the acquisition wnit, at the branch libraries,
by the contractor who does binding, and by the serials unit.
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The New Holdings List, figure 92, is a display of all new
holdings added to the Serials Master File at each update. This
listing is presented in control number sequence. Copies of this
listing are kept by the serials umit.

The Serials Input Transaction Error List, figure 93,
is a display of all input transactions found in error. It is pro-
duced only if errors are found in the input transactions. This
listing will be presented in control number sequence with an indi-
cative error message. The sole purpose of this list is to assist
the serials librarian in correcting input errors. Copies of this
list are kept by the serials unit.

The Cancelled Items List, figure 94, is a display of all
Serials Master File records deleted during each update. This listing
will be presented in control number sequence. Primary use of this
list will be made in determining what was cancelled from the Serials
Master File. Copies of this list are kept by the serials unit.

The Changed Items List, figure 95, is a display of Serials
Master File records which are changed during each update. This
listing will be presented in control number sequence. Primary use
of this list will be made in detemmining what was changed in the
Serials Master File. Copies of this list are kept by the serials
wmit.

The Serials Master File Update Error List, figure 96, is a
display of all transaction found in error during each update. It
is produced only if errors are found in the update transactions.
This listing will be presented in control number sequence with an in-
dicative error message. The sole purpose of this list is to assist
the serials librarian in correcting update errors. Copies of this
list are kept by the serials wnit.

The Binding Review List, figure 97, is a display of all
titles which are to be considered for binding during the current month.
Primary use of this list will be made in detemrmining if the titles
displayed will be bound. This listing, presented in control number
sequence, is produced once each month. Copies of the list are kept
by the serials unit.

The Binding Error List, figure 98, is a display of all
binding records found in error. It is produced only if errors are
found in the Binding Review List. This listing will be presented in
control number sequence with an indicative error message. The sole
purpose of this list is to assist the serials librarian in correcting
binding errors. Copies of this list are kept by the serials unit.

The Serials Renewal Review List, figure 99, is a display of
all titles which are to be considered for renewal for the next year.
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Journals will appear on this list five months prior to renewal date;

services, newspapers and requisitions will appear three months prior

to renewal date. This 1list is presented in control number sequence.

Primary use of this listing is to determine furture requirements for

titles displayed on the Review List. Associated with the review list
will be a computer produced transaction card for each item appearing

on the list. Each transaction will be used to either renew or cancel
an item appearing on the Review List. Copies of the Review List with
transaction cards are kept by the serials unit.

The Serials Renewal Review Error List, figure 100, is a
display of records found in error in the current month's review
list. It is produced only if errors are found in the review list
records. This list will be presented in control number sequence with
an indicative error message. The sole purpose of this list is to
assist the serials librarian in correcting renewal review errors.
Copies of the error list are kept by the serials unit.

The Subscription Cancellation List, figure 101, is a display
of all titles cancelled from the current month's renewal item master.
This listing, presented in control number sequence, is produced once
each month. Primary use of this list will be made in determining
what was cancelled from the current month's renewal item master.
Copies of this list are kept by the serials unit.

The Renewal Verification List, figure 102, is a display of
all titles renewed, new records added or changes made to the current
month's renewal items master. This list, presented in control number
sequence, is produced one time (or more if needed) each month. Primary
use of this 1list will be made in determining when all records in the
renewal items master are correct. Associated with the Renewal
Verification List will be computer produced Serials Master File main-
tenance transactions cards. These transaction cards represent changes
which are to be made to the Serials Master File now or suspense changes
which are to be made when the subscription becomes effective. Coples
of the verification list with transaction cards are kept by the
serials unit.

The Renewal Update Error List, 103, is a display of
all records found in error during the current month's renewal item
master update. It is produced only if errors are found in the update
transactions. This list is presented in control number sequence
with an indicative error message. The sole purpose of this list is to
assist the serials librarian in correcting renewal item master update
errors. Copies of the Error List are kept by the serials unit.

The Requisition Items List, figure 104, is a computer pro-
duced listing by requisition number, date and item number of all titles
to be ordered on requisitions for the current month. Primary use of
this list will be made in preparation of the requisition form.

Copies of this list are kept by the serials unit.
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The Technical Library (TL) Order Item List, figure 106, is
a computer produced listing by TL number, date and item number of
all titles to be purchased on a TL number for the current month.
Primary use of this list is made in preparation of the purchase
order form. Copies of this list are kept by the serials unit.

The Purchase Order Item List, figure 105, is a computer pro-
duced listing by purchase order number, delivery order number, date
and item number of all titles to be ordered on a purchase order for
the current month. Primary use of this list is made in prepara-
tion of the purchase order form. Copies of this list are kept by
the serial unit.

The Statistics of Renewal Report, figure 107, is a display
of the cost of each new or renewed title and the total cost for each
TL, purchase order or requisition by vendor. This report is presented
in random sequence by vendor number and name. Primary use of this
report will be in determining total amount expended per vendor and
preparation of the purchase order, delivery order or requistion forms.

The To-Date On-Order List, figure 108, is a display of all
titles on order current through the month. This listing, presented
in control number sequence, is produced once each month. Primary
use of the list is made in determining what has been previously
ordered. Copies of this list are kept by the acquisition and serials
units.

The To-Date On-Order Error List, figure 109, is a display
of all records found in error during the update of the To-Date On-
Order Master. It is produced only if errors are found in the update
records. This listing will be presented in control number sequence
with an indicative error message. The sole purpose of this list is
to assist the serial librarian in correcting update errors. Copies of
the list are kept by the serials unmit.

The To-Date On-Order Delete List, figure 110, is a display
of all records deleted from the To-Date On-Order Master during the
update. It is produced only if records are deleted during the update.
This list will be presented in control number sequence. Primary use
of the list is in determining what was deleted from the To-Date
On-Order Master.

Route Slip, figure 111, is a display of the complete routing
requirement for one title. Route Slips are produced on a weekly, bi-
weekly, monthly, bimonthly, quarterly and irregular frequency.

These slips are prepared in control number sequence. Primary use of
the Route Slips will be made in determining who gets what, where
and when. All Route Slips are kept by the serials unit.

The Complete Review List of All Route Slips, figure 112, is
a display of all titles routed and to whom each is routed. This
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list, presented in control number sequence, is produced each week.
Primary use of this list will be made in the adding of patrons to
present routing requirements. Copies of this list are kept by the
circulation and serials units.

The Serials Condensed List, figure 113, which is produced
with the Complete Review List of All Route Slips is a display of all
titles which are available for routing but have no routing require-
ment. Also displayed on this list are requests for items which are
unavailable due to no record of subscription. This list, presented
in control number sequence, is produced each week. Copies of this
list are kept by the circulation and serials umits.

Serials Routing System (General Statistics) and Error List,
figure 114, which is produced with the Complete Review of All Route
Slips, is a statistical display of the serials routing system and any
error therein. This list, presented in the format shown, is produced
once each week. Copies of this list are kept by the circulation, docu-
ments and serials units and the director of RSIC.

Claims Report, figure 115, is a computer produced display
of all items which RSIC has ordered but has not received. This
listing, presented in purchase order, delivery order and item number
sequence is produced only upon request. Primary use of this list
will be made in followup, expedite or re-order of the item ordered.
Associated with each item appearing on the Claims Report will be a
computer produced transaction card. This card will be used to
delete the item from the Claims Report when the item is received.
Copies of the Claims Report with transaction cards are kept by the
serials unit.

The Titles and Holdings Cross Reference List (Periodical
Catalog), figure 116, is a computer prepared display of all journal
titles and holdings cross references held by RSIC. This list, pre-
sented in alphabetical sequence by title, is produced twice each
year. Primary use of this list is made by the library staff
and library patrons in determining what journal titles (active and
inactive), cross references, and holdings are available at RSIC.
One copy of the list is transmitted to the serials unit for verifica-
tion prior to printing of catalogs.

5. Editing Criteria

Edits are rules specifying that certain things must be or
cannot be in the specified field of the transaction record or that
certain series must be properly used. Each transaction record found
in error should be manually screened and corrective action taken.
The following are error and processing messages with explanation and
suggested corrective action.
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a. Serials Input Transaction Editing Criteria

Message

(ONTROL NUMBER
MISSING

INVALID CARD
(ODE-REJECTED

MISSING 01 CARD
(ODE

MISSING 03 CARD
CODE

MISSING VENDOR
IN 03 CARD

MISSING 04 CARD
CODE

MISSING 05 CARD
(ODE

MISSING COUNTRY
OF ORIGIN 1IN
05 CARD

MISSING NUMBER
OF SUBSCRIPTIONS
05 CARD

Meaning

Each transaction record

processed must have a
control number.

Card codes must be 01-
79 or 1A-1Z. Card
code could contain
wrong code for speci-
fic action.

Each new transaction
processed must have
an 01 card.

Each new transaction
processed must have
an 03 card.

Vendor is a vital
element for all new
transactions.

Each new transaction
processed should have
an 04 card.

Each new transaction
processed must have
an 05 card.

Country of origin is
a vital element for
all new transactions,

Number of subscrip-
tions is a vital
element for all new

Corrective Action

Research subscription re-
quest. Determine control
number and submit correc-
tion per transaction change
instructions.

Determine correct card code
and submit correction per
transaction change instruc-
tions.

Research subscription request.
Determine appropriate data
for 01 card code and submit
new transaction card.

Research subscription request.
Determine appropriate data
for 03 card code and submit
new transaction card.

Research subscription request.
Determine vendor and submit
correction per transaction
change instructions.

Research subscription request.
Determine appropriate data
for 04 card code and submit
new transaction.

Research subscription request.
Determine appropriate data for
05 card code and submit new
transaction.

Research subscription request.
Determine country of origin

and submit correction per
transaction change instructions.

Research subscription request.

Determine number of subscrip-
tions and submit correction
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Message

SUBSCRIPTION END
DATE MISSING 05
CARD

SUBSCRIPTION BE-
GINNING DATE
MISSING 05

CARD

QOLUMN 67 IS NOT
J,S,N,C 05 CARD

COLUMN 68 IS NOT
BLANK, 1,2,3,4,
5,6 05 CARD

MISSING 06 CARD
CODE

MAJOR ADDRESSEE
QODE INCORRECT
06 CARD

REQUISITION,
P. 0. AND TL
NUMBER MISSING

FREQUENCY NUMBER
IS INCORRECT 06
CARD

PURPOSE CODE IS
NOT C,L,D OR
R IN 06 CARD

ACTION CODE N
SHOULD NOT BE IN
THIS CARD-RE-
JECTED

172

Meaning

transactions.
Subscription end date
is a vital element
for all new transac-

tions.

Subscription beginning

date is a vital element

for all new transac-
tions.

Colum 67 of 05 card
must be J,S,N or C.

Colum 68 of 05 card
may reflect special
code 1,2,3,4,5 or 6.

Each new transaction
record processed
should have an 060
card.

Address code must be
01, 02 or 05.

Each 06 transaction
card must contain
either req, P.O. or
T.L. number.

Must be a three digit
nunber. Prefix with
zeros to fill field.

Purpose code must be
C,L,D or R.

This transaction card
is for action other
than new.

Corrective Action

per transaction change instruc-
tions.

Research subscription request.
Determine subscription end

date and submit correction per
transaction change instructions.

Research subscription request.
Determine subscription beginning
date and submit correction per
transaction change instructions.

Research subscription request.
Determine correct type code

and submit correction per trans-
action change instructions.

Determine special code if re-
quired and submit correction per
transaction change instructions.

Research subscription request.
Determine appropriate data for
06 card code and submit new
transactions.

Submit correction per transac-
tion change instructions.

Determine appropriate number
and submit correction per
change instructions.

Determine appropriate frequency
and submit correction per
change instructions.

Determine appropriate purpose
code and submit correction
per change instructions.

Determine purpose for this
transaction card and submit
change correction per change
instructions.




b. Serial Master File Update Editing Criteria

Message

THE FOLLOWING
(ONTROL NUMBERS
HAVE NO TITLE

THE FOLLOWING
TRANSACTIONS
WERE SUBMITTED
WITH CONTROL
NUMBER FIELDS
DUPLICATE -
FIRST TRANSAC-
TION ONLY PRO-
CESSED

Meaning

The 01 transactions
card have been omitted.

The new transaction
cards were submitted
with the old ones
being replaced.

Corrective Action

Research subscription request.
Determine appropriate data
for 01 card and submit new
transaction.

Verify by screening serials
master file list.

c. Renew and Binding Editing Criteria

Message

HAS NO TITLE IN
01 CARD

HAS NO VOL.
PER YR. IN
10 CARD

HAS NO ISSUES
PER VOL. 1IN 10
CARD

HAS NO VOL. PER
SUBSCRIPTION IN

10 CARD

HAS NO GENERAL
SUBSCRIPTION
CLASSIFICATION
IN 10 CARD

HAS A 13 CARD

BUI NO 10 CARD -

(NO ACTION
TAKEN)

Meaning

Title has been omitted
in serials master file.

Self-explanatory.

Self-explanatory.

(Presently unused.)

Self-explanatory.

Transaction card 10 is
required for all titles
that are to be bound
on that bound holdings
are available.

Corrective Action

Research subscription request.
Determine title and submit
correction per change instruc-
tions at next update.

Determine and submit per
transaction change instruc-
tions.

Same as preceding.

Same as preceding.

Determine and submit trans-
action.
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Message Meaning Corrective Action

HAS NO TITLE Self-explanatory. Determine and submit per
PAGE AND CONTENT transaction change instruc-
INSTRUCTIONS tions.
HAS NO ADVERTISE- Self-explanatory. Same as preceding
MENT INSTRUC-
TIONS IN 13
CARD
HAS NO INDEX Self-explanatory. Same as preceding.
INSTRUCTIONS
IN 13 CARD
HAS NO BINDING Self-explanatory. Same as preceding.
QOST IN 13
CARD
HAS NO PTS PLUS Self-explanatory. Same as preceding.
ABSTRACT IN-
STRUCTIONS IN
13 CARD
HAS NO SIZE Self-explanatory. Same as preceding.
IN 13 CARD
HAS NO COVER Self-explanatory. Same as preceding.
INFORMATION
IN 13 CARD
HAS 10 CARD Transaction card 13 con- Determine and submit
BUT NO 13 tains all binding re- transactions.
CARD quirements for title

which are to be bound.
HAS NO ISSUE Self-explanatory. Determine and submit per
CONTENT INSTRUC- transaction change
TIONS IN 13 CARD instructions.
HAS NO COLOR Self-explanatory. Same as preceding.
SPECIFICATION
IN 13 CARD
HAS NO BINDING Self-explanatory. Same as preceding.
SCHEDULE IN
10 CARD
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Section VI. DOCUMENTS CONTROL SUBSYSTEM

Documents ordering and receiving, cataloging and circulation
have not been implemented under ALPHA-1. They have been planned
to be essentially the same as for books except for obviously
different requirements such as security, the different identifying
and retrieval points and the lack of financial record-keeping.

The patron and language subsystems are already available to support
the documents area.

No further efforts will be made under ALPHA-1 to implement the
automation of the documents handling, but ALPHA-2 includes this
aspect of RSIC's function.
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Chapter 3
INFORMATION FOR DATA PROCESSING PERSONNEL

Section I. INTRODUCTION

1. General

This chapter is addressed primarily to professional pro-
grammers who may be interested in adapting part or all of the ALPHA-1
System for their own use. However, anyone wanting to know the working
details of the system from the viewpoint of the programmer will find
them here.

As indicated in earlier pages, ALPHA-1 1s an integrated
and automatic information and data processing, retrieval and control
system for the library functions of RSIC.

It is an external index type system which encompasses descrip-
tive, subject and inventory control aspects for all types of informa-
tion processed and controlled by RSIC as well as having a built-in
flexibility for expansion and interconnection with other automated
information systems.

2. System Principles

The principles selected and used as system development cri-
teria in synthesizing the ALPHA-1 System are formulated and listed
below.

a. The ALPHA-1 System must be open-ended and capable of ex-
pansion. It will be easy to modify, change, and extend.

b. It must provide for incorporation of adaptable programmed
subsystems, thesauri, authority lists, and planned and existing machine
readable files, such as NASA tapes, DDC tapes, AEC tapes, and
Library of Congress information.

c. The system must supply, and in fact augment, the external
lists and catalogs that are available for inspection by library personnel
in the discharge of their duties..

d. The computer will be used when the basis for decisions
can be defined in terms of logic tables, reference tables, or in-
equalities, and when the action taken can be performed or expressed
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automatically by the computer and its peripheral equipment. Human
intervention will be minimized.

e. Operations performed and data included must be simpli-
fied and minimized. As many operations as possible will be included
in a kind of closed-loop system so that its interrelated component
functions are planned, tested, and proved compatible with the system
as a whole to insure economic and efficient operation of the entire
system.

f. Source Data. Original input data will be introduced
into the system at the earliest possible point in the process. For
books, this is at the time of ordering; for documents, at the time
of receipt.

g. A "hopper'' concept will be used for input data whenever
practicable. This technique provides that transactions of differing
types and priorities may be ''thrown in the hopper'' for the computer
to detemmine what transactions affect which records, in what order,
and to what extent. This procedure simplifies the rules and mechani-
cal requirements imposed on library personnel operating externally
to the system.

h. Feedback. The duplication of data stored, processed,
and transcribed will be minimized through consolidation of files,
integration of related functions, and use of feedback loops. For
example, a prepunched card which is generated at the time of an order
will serve later for the receiving transaction. When the item is re-
ceived, it is necessary to add only the quantity received and order
data specific to the action of receipt.

i. The computer will be used to perform checks on the
validity and consistency of data entered into the system.

3. System Hardware Utilization

Central Processing. The USAMICOM Computation Center presently
uses an IBM-7010 computer with 14 tape drives, supported for peripher-
al purposes (card-to-tape, printing, tape-tp-punched card) with IBM-
1460 computers.

Data Capture. Achieving the earliest machine readability
required that peripheral hardware be housed in the library. This
equipment includes Friden Flexowriters, an IBM 632 typing calcu-
lator and IBM 026 keypunch devices.

The 632, which utilizes both standard typewriter and ten-key
adding machine keyboards, is used to create card input at the time of
ordering. The machine contains sufficient core storage and has enough
programmability to permit typing of various required hard-copy order
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forms while simultaneously producing suitable cards for machine input
purposes.

The Flexowriter is suited to the generation of long strings
of information, such as machinable abstracts and bibliographies. To
attempt this directly through the use of punched cards results in
problems of splitting continuous information among a set of cards, all
of which must then contain common information identifying the set as
well as information specifying the sequential order of the cards.
Input originating on punched paper tape will however be automatically
converted to magnetic tape for input to the central computer. This
is done for two reasons: The current machine configuration does not
provide for paper tape input and, more importantly, a single input
form is achieved for all transactions which is vital if the '"hopper"
concept is to be successfully implemented.

An added advantage of both the 632 and the Flexowriter is
that they may be used as local output devices, when required, in the
generation of special listings and card files.

4, System Editing Requirements

Throughout each subsystem and module of the ALPHA-1 System
program edits are utilized extensively to validate file input and
update information.

Generally speaking, edits are rules specifying that certain
things must be or cannot be in a specific transaction. In ALPHA-1
edits are used to verify individual record information, specific
field data and in some instances character identification. Edits
are also used to validate alphabetic and numeric representation of
the data. For example, all input transactions (whether transaction
card or punched paper tape) are edited for validity. Generally two
lists or one list and a file are produced following each edit. One
list (or file) represents all acceptable input transactions, the other
is an error listing of all unacceptable transactions.

Additional edits are utilized in the computer update runs.
The primary purpose of these edits is to determine if the update
transactions can be processed into the master file. Those transactions
found undesirable by the update edits will be listed for display.
Each acceptable transaction will be processed into the master file and
become an integral part thereof.

In ALPHA-1 edits have been used for a twofold purpose;
not only do they locate and extract erroneous information but when
displayed they serve as an essential tool in correcting input errors
and as a deterrent for recurrence of the same error.
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Section II. PATRON (QONTROL SUBSYSTEM

1. Puzpose

The purpose of the patron control subsystem is to provide
an automated system for formal control over establishment, maintenance
and display of patron information.

2. Logic and Run Relations

Utilizing the computer run relations flow chart, figure
15, as a guideline the patron subsystem run relations are easily followed
from source document to printed patron lists.

Input patron transaction data for the patron control subsystem
is generated through the submission of an appropriately annotated
Patron Card to the library. Information contained on this fomm is
subsequently keypunch transcribed onto patron transaction cards,
figure 12, using an IBM 026 printing card punch.

As shown in the flow chart the main update run accepts a
variety of transaction types which are used to initiate and update
the Patron Master File records. Each of these transaction card formats
is presented in figure 16.

For computer processing, all data contained on these input
transaction cards is converted to magnetic tape. This conversion
is accomplished in the computation center by a standardized punch
card to magnetic tape conversion run which is presented in figure
15 as the conversion from transaction cards to magnetic tape.

During the conversion run all input transaction cards are
character checked for bit combinations by the computer. This check
is accomplished colum by column throughout the transaction card field.
Transaction cards which fail these character checks are dropped off
and returned to the library as validity errors.

Even though the input transaction data has been verified
and is now in machine readable form, the information contained on
the magnetic tape file must be sorted into social security number
and action code sequence before processing against the Patron Master
File.

. This sorting action will be accomplished in run 1, which
will sort all input transactions into the sequence mentioned above.
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When the input transactions have been properly sequenced,
the patron records stored in the original Patron Master File from
the last update must be made available in order to process the new
transactions and update the Patron Master File.

At this point run 2 begins. During this run three
types of actions are accomplished: one is, establish a new patron
in the file; two, revise an established patron record; or three, purge
an established patron record.

The original Patron Master File along with the input trans-
action file are now loaded onto the computer. The original Patron
Master File is sequenced by social security number into computer
memory along with the input transaction file. When a match of
corresponding social security numbers 1is made in the two files the
action indicated in the input transaction file is accomplished.

The input transactions, which may be any of the previously
mentioned type actions, are edited during actual processing. These
edits are input transaction, special and update edits. Utilization of
these edits will determine final processing acceptability of the input
transactions for subsequent processing against the Patron Master File.
Errors found here, if any, will be displayed on the Patron Monitor,
figure 7, along with an appropriate error message. Input transactions
which are processed into the Patron Master File will also appear on
the Patron Monitor along with an appropriate processing message.

During run 2 several Patron Master File outputs other than
the Patron Monitor are produced for the library. These are: The Patron
List in Social Security Sequence, figure 6, a file of unprocessed
transactions, if any, a Patron Statistical Report, figure 8, which is
included as the last page of the Patron Monitor, Need-to-Know Revalidation
Notices, figure 9, Patron Records Deletes, figure 10 and a file of patron
routing data which is used in the serial subsystem of the ALPHA system.

After completion of the update run, the complete contents of
the Patron Master File may be prepared in patron name sequence, if
desired. To accomplish this two additional computer runs are employed.
The first run, which will be run 3, is a simple sort of the Patron Master
File records into name sequence. The second run, run 4, is a re-
formatting procedure of the complete contents of the Patron Master File
records from the sorted sequence in run three to the format shown
in figure 5.

Upon completion of all runs required the Patron Master File
outputs are printed and forwarded to the library.
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3. Run Details for Run 1

The purpose of run one, see figure 15, is to sort all input
transactions from the card to magnetic tape run into social security
sequence. This run will insure the proper sequencing of all input
transactions for processing against the patron master file.

a. Run One Input

The input transactions data to run one will be a magnetic
tape file of all input transaction in random sequence.

b. Run One Output

The output data from run one will be a magnetic tape
file of all input transactions data sorted into major sequence by social
security number, intermediate sequence by card code and minor sequence
by action code.

c. Run One Sequence

Run one will process all input transactions into major
sequence by social security number (cols 1-10), intermediate sequence
by card code (cols 11-12) and minor sequence by action code (col 13).

4., Run Details for Run 2

The purpose of run two, see figure 15, is to edit all incoming
transactions and update the Patron Master.

Each input transaction is edited according to transaction edits,
special edits, update edits and is subsequently processed against the
Patron Master File to accomplish one of the following actions: establish
a new patron in the file; revise an established patron record; or purge
an established patron record.

a. Run Two Inputs

(1) Patron Master. This file of records, figure 4, from
previous update consists of form 1 records in sequence by social security
number (cols 1-10) and will never exceed 15,000 records (probably one
reel). No duplicate social security numbers are permitted on this file.

(2) Patron Transactions. This file of transactions,
figure 16, consists of form 1 records in major sequence by social
security number (cols 1-10), intermediate sequence by card code
(cols 11-12) and minor sequence by action code (col 13.)
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b. Run Two Outputs

(1) Patron List in Social Security Sequence.

This report,

figure 6, in sequence by social security number, is to be assembled from
the following abbreviated data elements,

Length Required

Length

Adjustment Comments

Input
Field
Data Element
Social Security 10
Number
Surname 16
Given Names 18
Surname Suffix 3
Title 6
Type 1
Security 1
Citizenship 2

Telephone Number 7

Extension 4
Mailing Symbol 12
Building Number 5

yes

yes
yes
no
no

yes

yes

yes

no

no

no

no

Fixed

Variable
Variable
Fixed
Fixed

Fixed

Fixed

Fixed

Fixed

Fixed

Variable

Fixed

Insert dashes

Must be translated, i.e.
A=ARMY, N=NASA, M=MILb,
C=CONT, O=0THR

Join to type as follows:
NASA(S) where S=clearance

If 01 translate to US,
otherwise display as is.

Insert dash

Insert notation EXTbNNNN
where NNNN = extension nr.

Insert notation BLDNNNNN
where NNNNN=building nr.

Since every patron record will not contain all these elements
of information and further certain of the data elements may vary
considerably, it is necessary that the print lines be constructed
by "floating'" in the data elements when present in the order shown

in the data element construction.
to henceforth as '"normalizing' the print line.

This technique will be referred
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Data elements with a '"No" in the "Required" colunm must be
tested to determine the presence of non-blank data; if non-blank data
is present the data element will be included in the print line. All
elements with the notation 'Variable' in the 'Length Adjustment' column
will be moved without terminal blanks and the print line adjusted
accordingly. Appropriate punctuation marks (blanks, commas, etc.) will
be inserted between data elements as indicated in figure 6.

The first page of the report consists of the explanatory
or "legend" data shown on the upper half of figure 6.

(2) Unprocessed Transactions. This file consists of
card images, single Torm I records of input transactions described in
input (2) above which fail the edits. The action code (col 13) will
be blanked out.

(3) Patron Monitor. This report, figure 7, will consist
of a line item printout of all input transactions, with appropriate
messages, and will be in sequence by social security number and will
be followed by the accumulated statistics shown in figure 8.

(4) Patron Statistical Report. This summary report,
figure 8, should immediately follow the last page of the Patron Monitor
and is formatted for display on 8 1/2 x 11 stock. Although the report
is generally self-explanatory, comments on certain of the print lines
are included below for clarification.

(a) Line a - The date shown here is the date of
the last update or the date of the origination of the patron master
input file.

(h) Line b - The number of patrons added is the
number of valid 01 cards processed with action codes of N. It repre-
sents the number of new patron records created.

(c) Line ¢ - The number of patrons deleted repre-
sents the number of patron records deleted from the file as a result
of processing valid 00 cards with an action code of P.

(d) Line d - This number represents the number of
valid input transactions processed with an action code of C only.

(e) Line e - This number represents the number of
input transactions which fail the edits and are not processed.

(f) Line f - This number represents the total
number of input transactions.

(g) Line g - The number of patrons shown here 1is
the number of patron records appearing on the updated output patron
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file produced during this update cycle. The date appearing in this
line is that of the update. In the breakout appearing under these
lines the figure for Total Per Type represents the total number of
patrons of various types, 1.e., Army, NASA, etc. Under Routing Require-
ments will appear the total number of routing requirements for each
type of patron. Under Spec Routing Requirements will appear totals,
per type, for all records having a non-blank special routing require-
ments field. Under the notation With Clearances will appear totals,
by type, of all patrons having clearances of other than U (Uncleared).
Under the notation Without Clearances will appear totals, per type,
of all patrons having clearance of U only.

(h) Line h - The figure appearing in this line
represents the number of Revalidation Notices issued during this update.

(5) Need-to-know Revalidation Notices. This report,
figure 9, will be produced for every individual (1) whose patron data
undergoes a change in organizational symbol (positions 76-87), citizen-
ship code (positions 56-57) or security code (position 55) elements of
information and (2) who has a positive need-to-know. A change is de-
fined as changing the data of an established record and includes
changing data to blanks but does not include changing data from blanks
to non-blank data.

This report should be formatted for 5 x 8 cards as
illustrated in the referenced figure. Non-constant lines are discussed
in detail below:

(a) Line a - Insert the current mailing symbol and
building number.

(b) Line b - Insert the surname, given names, and
surname suffix and title, if any, in normalized form. Follow this with
social security number with inserted dashes.

(c) Line c - Insert both the old and new elements
of data. Line ¢ may exist in multiples up to 3. Decode country code
in accordance with Table II.

(d) Line d - Calculate the date 30 days from today's
date and insert.

(e) Line e - Print as many need-to-know codes as
required up to a maximum of 14 lines.

(6) Patron Record Deletes. This report, shown in figure
10, will be constructed for every patron deleted from the Patron Master
File. To simplify the production of this report efforts have been
directed toward the use, whenever possible, of the data fields exactly
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as they appear in the patron master record. In certain instances fixed
length constants have been inserted to improve readability.

(a) Line a - This line is formatted using the field
length present in the patron master record with the following exception:
dashes are inserted in the social security number and the constant
CONTb precedes the company code. For missing (blank) data elements,
the corresponding field(s) in this line are left blank.

(b) Line b - This line is formatted using the field
lengths of the data in the patron master record. The constants, RM
(room), BL (building), AC (area code), EXT (extension), and MISC
(miscellaneous) precede the field if the field is non-blank.

(c) Line c - This is an optional print line produced
only when these elements of data are present.

(d) Line d - This is an optional print line produced
(with constant) only when the special routing requirements for the
patron are non-blank.

(e) Line e - This line (or lines) is produced only
when a need-to-know specification exists for the patron. The heading
XXXXbNEED-TO-KNOW will included for XXXX NASA when the need-to-know
type code is N and COSATI when the need-to-know type code is C. A
maximum of eleven lines are permitted for this information.

(f) Line f - These lines (up to a maximum of three)
will be printed as indicated in figure 10. With the notation COMMENTS
placed as indicated. These will be printed only when at least one
comment is non-blank.

(g) Line g - This line (or lines up to a maximum of
seven) will be produced only when the patron has routing requirements.
The constant ROUTING REQMTS will be placed as indicated.

(7) Patron Routing Data. This file, in sequence by social
security number, consists of records (one for each routing requirement)
in the format of the Patron Master File and will be produced on demand.
Information contained in this file will be utilized in the serials
routing module of the serials subsystem of the ALPHA System.

c. Run Two Sequence

This run will be processed in major sequence by social
security number, intermediate sequence by card code and minor sequence
by action code.
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5. Run Details for Run 3

The purpose of run three, see figure 15, is to sort all master
file patron records into name sequence.

a. Run Three Input

Patron Master File of form 1 records in social security
sequence.

b. Run Three Output

Patron Master File sorted into sequence by surname, given
name, surname suffix and title.

c. Run Three Sequence

This run will be processed by surname, given name, surname
suffix.

6. Run Details for Run 4

The purpose of run four, see figure 15, is to reformat for
display the sorted Patron Master File from run 3.

a. Run Four Input

Patron Master File sorted into sequence by surname, given
name, surname suffix and title.

b. Run Four Output

Reformatted Patron Master File, see figure 5, of each
patron master record, see figure 4, assembled for report display in
sequence by patron surname, given name, surname suffix and title.

The first page of the report contains the legend shown
on the upper half of figure 5. The detailed production of each
print line 1is discussed line-by-line below:

(1) Line a. Patron surname, given names, surname suffix,
and title are to be normalized and displayed as shown on the left-hand
side of the line. The balance of the line, beginning in position 46 is
in fixed field format for the following data elements: type code (decoded,
A=ARMY, N=NASA, C=QONT, M=MILb, and O=OTHER), area code preceded by
constant AC, telephone number with inserted dash, extension with constant
EXTb, and company name, if any.
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(2) Line b. Insert dashes in the social security number.
Follow this with the organizational symbol, building number (with constant
BLb), room number (with constant RMb) in normalized form. On this right
side, beginning in position 46 display the mailing address elements in
normalized form. If mailing address is not present, the right half of
the line will be blank.

(3) Line c. Immediately after the constant CITIZEND
insert the decoded country name. A list of not more than 99 names
is provided which relate the two-digit code to the actual country name.
Following this is the decoded need-to-know type code (N=NASA and
C=COSATI). If N appears, the constant NASA is in positions 29 thru
32; if C appears, the constant (COSATI is in positions 27 thru 32.
The decoded type code should be followed by the constant N-T-KbCODES in
positions 34 thru 44. Following this, beginning in position 46, are
the decoded need-to-know codes with leading zeros eliminated and each
separated by commas. If more than one line is required for the decoded
need-to-know codes they will be printed on multiple lines each beginning
in position 46. If the individual is authorized all the need-to-know
codes for a particular type the notation ALL should appear in positions
46 thru 48 rather than a list of all the codes.

(4) Line d. This line begins with the constant CLEARANCEb
followed by the decoded clearance code enclosed in dashes, i.e. -SECRET-
for S. Comments, if any, appear on the right side beginning in position
46 and are preceded by the constant COMMENTSb (X) where X= the number
of the comment. There may be up to three numbered comments.

(5) Line e. This line begins with the parenthesized date
of addition to the Patron Master File and date of last action as shown
in figure 5. On the right side are displayed special routing requirements,
if any, decoded according to the criteria chart below and displayed
beginning in position 46. Add separating blanks and commas as
required.

in position 671=NOT USED AT PRESENT
in position 672=NOT USED AT PRESENT
in position 673=RSICbCIL

in position 674=C-STAR

in position 675=TAB

in position 676=IAA

in position 677=NSA

in position 678=RSICbUIL

in position 679=STAR

in position 680=NOT USED AT PRESENT
in position 681=NOT USED AT PRESENT

[ e e N N o I o e R

This line is preceded by the constant SPECIALbROUTING
in positions 30 thru 44, If there are no special routing requirements,
the production of this right-hand portion is omitted.
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(6) Line f. If there are any journal routing require-
ments for the patron these are displayed four to a line beginning
in position 46 for a maximum of seven lines. The first line is
preceded by the constant JOURNALDROUTING in positions 30 thru 44. This
constant is preceded by a count of the patron's total routing
requirements.

(7) Line g. If non-blank data appears in the patron
master record in the flelg in positions 154 thru 163 it is displayed
as-is beginning in position 46. It is preceded by the constant
MISCELLANEOUS beginning in position 32.

It should be noted that, beginning with line d, no
particular element of data can be assigned to the right hand portion
since elements may be absent or present in multiples. In general, the
punctuation inserting of blanks and commas should adhere as closely as
possible to the example in figure 5.

c. Run Four Sequence

This run is processed into alphabetical sequence by
patron name.

7. Editing Criteria

Patron edits are in three categories: input transaction edits,
special edit requirements for need-to-know transaction and update edit
criteria for specific actions. The following are all edits and error
messages used by the programmer.

a. Input Edits (All Transactions)

Cols Data Element Editing Criteria Monitor Error Messages
1-10 Social Security Must be all-numeric INVALID SSN
Number
11-12 Card Code Must be 00 thru 07 INV CARD CODE
or 09
13 Action Code Must be N or C or / INV ACTION CQODE

except where card
code is 00 in which
case must be P

14-29 Patron Surname Initial characters INVALID SURNAME
must be of the form:
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XX or XbXX or XXbXX
where X's are valid
alphabetic charac-
ters. All non-blanks
in the Patron Surname
must be valid alpha-
betic character or
dashes. No multiple
blanks are permitted
in the Surname - if
these occur they will
be closed up to one
blank, i.e. MACbHENRY
will be changed to
MACbHENRY .

Must be non-blank if BLANK DATA FIELD
card code is 01 thru
07 or 09.

(1) The Purge Card (Card Code 00) will be edited as follows:

Editing Criteria Monitor Error Messages

Must be blank INV PURGE CARD

(2) The Name Card (Card Code 01) will be edited as follows

Citizenship Code

30-78 Data Fields
Cols Data Element
30-78

if action code is N:
Cols Data Element
30-47 Given Names
57 Patron Type
58 Security Code
59-60

61-63 Area Code
64-70
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Telephone Number

Editing Criteria Monitor Error Messages

First character INV GIVEN NAMES
must be alphabetic.

All non-blank charac-

ters must be alpha-

betic, periods or

dashes only.

Must be A,C,N,M,or O INV TYPE (ODE
Must be U,C,S or T INV CLEARANCE
Must be all-numeric  INV CITIZENSHIP

Must be all-numeric  INV AREA (ODE
or blank

Must be all-numeric INV PHONE NR.
or blank




71-74 Extension Number

75-78 Contractor Code

Must be all-numeric
or blank

INV EXTENSION

Must be all-numeric
if Col 57 is C

INV CONTRACTOR

Must match official
contractor code list

UNMATCHED CONTRACTOR

Must be blank if
Col 57 is not C

NOT CONTRACTOR

(3) The Name Card (Card Code 01) will be edited as follows

if the Action Code is C:

Cols Data Element

30-50 Given Names and
Surname Suffix

57 Patron Type

58 Security Type

61-63 Area Code

64-67 Telephone Number

71-74 Extension Number

75-78 Contractor Code

Editing Criteria Monitor Error Messages

Must be blank or will INV (HANGE
be blanked by program

Must be blank or will INV CHANGE

be blanked by program

Must be blank or INV CLEARANCE
Uu,C, SorT

Must be blank or INV AREA CODE
*bb, or all-numeric

Must be blank or INV PHONE NR.

*bbbbbb, or all-
numeric

Must be blank or
*bbb, or all-numeric

INV EXTENSION

Must be blank INV CHANGE

(4) The Name Card (Card Code 01) will be edited as follows

if the Actions Code 1is /:

Cols Data Element

30-47 Given Names

Editing Criteria Monitor Error Messages

The first character INV GIVEN NAMES
must be alphabetic.

All non-blank charac-

ters must be alphabetic,

dashes, or periods only.
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51-78 Data Elements Must be blank INV NAME CHANGE

(5) Need-to-Know Card (Card Code 04) will be edited

as follows:
Cols Data Element Editing Criteria Monitor Error Messages
30 Need-to-know type Must be C or N INV N-T-K TYPE
31-78 Need-to-know See following paragraph  INV N-T-K QODE or
codes ""Special Editing INV NTK ACTION
Requirements for
Need-to-know Trans -
actions."
(6) Routing Requirements Card (Card Code 09) will be edited
as follows:
Cols Data Element Editing Criteria Monitor Error Messages

30-78 Need-to-know If the notation DELETEbALL INV ROUTING
codes does not appear in cols 30-39,
each non-blank routing require-
ment will be edited for valid
control number, copy number,
and route position.

Action codes The action code, following INV ROUT ACTION
each requirement will be
edited to insure codes A, C,
or D.

b. Special Editing Requirements for Need-to-Know Transactions

General - Two mutually exclusive need-to-know code sets will be used
in the Patron File initially. There are the NASA Need-to-Know Codes and
the QOSATI Need-to-Know Codes, see Table V. Each master record containing
need-to-know designations will carry a code indicating the type of need-to-
know codes employed. It is expected that the (Q0SATI codes will eventually
become the standard supplanting the NASA codes.

Input transactions must have the notation ADDbALL in cols 31-37
or the notation DELETEbALL in cols 31 or 40 or:

(1) If col 30 is N, each non-blank need-to-know field must be of
the form NNNA where NNN = 001 thru 053 and A = A or D, or:

(2) If col 30 is C, each non-blank need-to-know field must be on

form NNXA where NN = 01 thru 22, A = A or D, and X must have the relationship
shown on the following page:
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If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN
If NN

X must
X must
X must
X must
X must
X must
X must
X must
X must
X must
X must
X must
X must
X must
X must
X must
X must
X must
X must
X must
X must
X must

be
be

be
be
be
be
be
be
be
be
be
be
be
be
be
be
be
be
be
be
be

blank
blank
blank
blank
blank
blank
blank
blank
blank
blank
blank
blank
blank
blank
blank
blank
blank
blank
blank
blank
blank
blank

or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru
or A thru

E

O~ZIZugnmwromzmdc=xwoo
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Section III. LANGUAGE CONTROL SUBSYSTEM

1. Introduction

The purpose of the language control subsystem is to establish
-an automated system for formal control over the authorization, estab-
lishment, maintenance and assignment of subject terms used in the
indexing and retrieval functions of the ALPHA System.

These functions are accomplished through the medium of
two large files (the language masters) containing books and documents
terms and their associated data. Perhaps at some point the books and
documents master files may be combined or at least compared for dupli-
cation, but currently they are separately maintained. Initial input
to these files consisted of books subject headings, selected DDC
descriptors and identifiers, and terms from the RSIC wordlist.

2. Master File Organization

The Language Master File consists of a collection of logical
records, each identified by its 'base temm'" or control. Each logical
record--hereafter referred to as the 'term record'--will consist
essentially of a base term and its associated data as shown below:

Term Record

Base Term Associated Data

a. Base Terms

Base terms consist of the following types identified
by type code and description:

(1) Document Terms (Type Code V). Terms determined to be
acceptable to RSIC as index points for documents.

(2) Book Terms (Type Code A). Terms determined to be
acceptable to RSIC as index points for books.

(3) Q-Terms (Type Code Q). Ambiguous terms which may
or may not be acceptable to RSIC as Index points for documents depend-
ing on context.

(4) See Reference Terms - Books (Type Code B). Terms
determined to be unacceptable to RSIC as index points for books but
which refer to other usable book terms.
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(5) See Reference Terms - Documents (Type Code Z)
Terms determined to be unacceptable to RSIC as index points for
documents but which refer to other usable document terms or Q-terms.

(6) Invalid Terms (Type Code I). Terms determined to be
wnacceptable to RSIC as index points for documents. These terms do not
require a see reference.

b. Associated Data

The data associated with each base temm depend in
part on the nature of the base term itself and consist of:

(1) Substituent Terms
(2) Comments
(3) LC Number Elements

Shown in figure 25 are the Language Master File formats for
the various term records and their associated data. As can be seen, each
term record consists of a constant portion and a variable portion
containing the comments, substituent terms and LC number elements.

(1) Substituent Terms. By definition is any term other
than the base temm appearing in a term record. The following relation-
ship will always hold:

(a) Each substituent term appears in its own right
elsewhere in the Language Master File as a base temm.

(b) Each base term with substituent terms appears
itself elsewhere in the Language Master File as a substituent term.

(c) No duplicates are permitted in a substituent
term set. This takes into account, in the case of temm records types Q,
V, and A, not only the term type but further qualifying codes explained
later.

Substituent terms may be any of the following:

(a) 1In a See Reference - Books (Type B) - There will
always be book terms (Type A).

(b) In a See Reference - Documents (Type Z) - There
will always be document terms (Type V) and Q-Terms (Type Q).

(¢) In a Document Term Record (Type V) - There will

always be see reference - documents (Type Z), Q-Temms (Type Q), and
document terms (Type V).
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() In a Q-Term Record (Type Q) - There will always
be see reference - documents (Type 1), Q-Terms (Type Q), and document
terms (Type V).

(e) In a Book Temm Record (Type A) - There will always
be see reference - books (Type B) and book terms (Type A).

All substituent terms are of variable length, separated
by record marks, and the number of substituent temms per term record varies.
Although the normal form of substituent terms for term records B and Z is
as follows,

Blank Term Base Associated + Blank Term Base Associated +
Type Temm Data t Type Term Data +

in the substituent temm set for tem records types A, Q, and V the follow-
ing variation exists:

Each A-type substituent term in an A-type base record
will carry a single digit direction code (X or S) as follows:

Dir Term Term Asso- Dir Term Term Asso- +
Code Type ciated + Code Type ciated +
Sor X A Data + SorX A Data

Each Z and V Type substituent term in a Q or V type
term record will carry a single-digit generic code following the term
type as follows:

Gen Term Term  Asso- + Gen Term Term  Asso- +
Code Type ciated + Code Type clated +
Data Data

Whether or not substituent terms are arranged in
sequence for ease of update is left to the discretion of the programmer.
This applies as well to LC number elements. These elements are required
to be in order when displayed on the books and documents thesauri.

(2) Comments. These are notes defining the meaning
of the term and scope of the subject. Each comment forms a separate
paragraph directly beneath the base term. These comments are included
primarily for the benefit of the cataloger, but will also be helpful to
the retriever.

(3) LC Number Elements. Library of Congress class
numbers which are included as the last element are self explanatory.
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3. Logic and Run Relations

Utilizing the computer run relation flow chart, figure 26, as
a guideline the language subsystem run relations are easily followed
from source document to printed thesauri.

Raw transactions input data will be generated on paper tape,
obtained as a by-product of typing a standard lexicographic language
control input form, figure 21, on a Friden Flexowriter.

The paper tape is then converted to magnetic tape by a general-
ized conversion program.l The conversion run is shown in figure 26 as
the conversion from paper tape to magnetic tape.

Even though the transactions input data is now in machine
readable form, the information contained on the magnetic tape is rearranged
into a more acceptable format before processing against the Language Master
File. This will be accomplished in run 1, which will convert the raw
transactions input data to usable language transactions. In this run con-
siderable scanning to ascertain lines, line endings, position, etc. will
be done. The input transaction format, figure 27, indicates positions and
fields available for source information.

During run 1 edits will be performed on raw transactions input
data to ascertain acceptability of information to be processed into language
transactions. Any transaction which was not properly processed (that is,
information which is not discemable) will be dropped off in the form of
error transactions. Other data which was properly processed but contained
an error is also dropped off, but in the form of language worksheet errors.
These errors will be found through use of the raw transaction input edits.
Together, all transactions found in error are returmned to the library
lexicographer as worksheet errors. The remaining data will be processed
into language transactions for processing against the Language Master File.

These language transactions must then be sorted from their input
sequence to an acceptable processing sequence. This will be accomplished
in run 2, which is a simple sort of input transactions into term sequence.
This run will insure a proper sequence for processing against the Language
Master File and a usable output sequence for’ the Language Monitor.

1 Paper tape to magnetic tape conversion program. Prepared by Army
Computation Center, AMSC, Building 5201, Redstone Arsenal, Huntsville,
Alabama.
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Now that the input transactions have been properly sorted, the
original data stored in the Language Master File must be made available
in order to process the new transactions and update the file. Run 3 will
accomplish this task very easily by a simple recycle of the Language
Master File from magnetic tape storage to the computer disc. During this
Tun each language term record is located on the disc in such a manner
(either algorithmically or via a directory) that it may be retrieved on
demand in run 4 by presenting the base term and base temm type. At this
time also begins the accumulation of language statistics which are main-
tained and incorporated in statistical breakouts in run 4.

During run 4, four types of actions may be accomplished:
one, establish a new term record; two, revise an established temm
record; three, change base term of an existing record; or four, purge
an established term record.

The input transactions, which may be any of the preceding type
actions, will be edited again using the input transaction, data relation-
ship and update action edits to determine final processing acceptability
and subsequently processed against the master file. Errors found here, if
any, will be displayed on the Language Monitor. In the performance of
the update, it is not only necessary to seek and modify a term record but
also modify other term records referenced by substituent terms contained
in the original term record sought.

During the update process the language statistics begun in run 3
are completed and formatted for display. Also, each input transaction
processed is displayed on the Language Monitor with appropriate processing
or error message thus providing an audit trial for all actions against the
language master. The language statistics, contained as the last page of
the monitor, along with the monitor itself, are printed and returned to the
library lexicographer.

After completion of the update run, the contents of the Language
Master File disc are dumped. This is accomplished in run 5, which is
simply a dump in sequence by term type and base term, of the contents of
the disc for input to runs 6, 7, and 8 consecutively which produces the
thesauri utilized by the library in books and documents indexing and
retrieval activities.

Upon receipt of the dump from run 5, run 6 selectively extracts
the Language Master File for sorting in run 7 and formatting in run 8.
This is accomplished by translation of all internal record marks to at
signs (@), leaving the temminal record mark intact thereby creating
standard form 1 records. This run also creates and attaches to the front
of each term record an 80 digit sort header which will permit a standard
library filing sequence to be achieved by the sort in rumn 7.

Utilizing the sort header established in run 6, a simple sort

is processed. This is accomplished in run 7, whereby all records are
processed into base term sequence.
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All Language Master File records are now ready to be processed
into usable outputs. This is done in run 8. The complete Language Master
File is selectively prepared into two output reports for printing, the
thesaurus for books and for documents. These outputs are printed and
forwarded to the library as complete displays of the contents of the
Language Master File.

4. Run Details for Run 1

The purpose of this run, see figure 26, is to convert raw
input transactions, from the paper tape to magnetic tape run, into
language transactions.

a. General Discussion

The philosophy of the thesaurus data capture procedures
is based in part on the concept of '"form definition' where the data cap-
ture form itself governs the location of data elements transcribed thereon.
These may subsequently be identified and retrieved by evaluating line
counts and positions within a line through explicit control information
transferred to the paper tape during transcription.

In order to create the output required from this program
it will be necessary to employ considerable scanning (character-by-
character compares) to ascertain individual lines, line endings, and, for
certain lines, positions within a line.

Line endings will be signified by carriage return (C/R)
characters. Line 1 will consist of the data preceding the first C/R;
line 2 of the data preceding the second C/R and so on for a maximum of
52 lines. Positions within a line are ascertained by counting blanks or
tabs or combinations of these and by making adjustments for the occurrence
of backspace characters. The spacing values of the tabs (up to 4) will
be supplied as constants in the program.

Adjustments must also be made for the handling of extraneous
blanks or spaces in accordance with the following rules:

(1) Initial blanks in data fields will be discarded
and data elements left-justified with trailing blanks. For example
bbTERMbb. .will become TERMbb....

(2) Internal multiple blanks in data element fields
will be reduced to one blank, for example the term HEATbbbCONVECTION
will be adjusted to HEATbCONVECTION.

Detailed explanation of input format rules and Flexowriter typing
are presented in chapter 2, section III under Flexowriter procedures.
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b. Run One Input

Raw Transactions - Input to this run will consist of single
variable length magnetic tape records in input sequence of the original
paper tape images produced by the generalized paper-to-magnetic tape run.

c. Run One Output

(1) Thesaurus Transactions - This file consists of single,
variable length records in input sequence assembled according to figures 24,
nand 27 and criteria outlined below:

(a) Action codes will be assigned as follows by
evaluating line 1:

Action Action Code Signified by

New 1 Non-blank character(s) in
positions 13-18.

Revise 2 Non-blank character(s) in
positions 31-36.

Purge 0 Non-blank character(s) in
positions 49-54.

Term Change 3 Non-blank character(s) in
positions 67-72.

(b) Term type codes will be assigned as follows by
evaluating lines 2 and 3.

Medium Term e Term Type Codes

Books Term A

Books See Reference B

Documents Term Vv

Documents See Reference Z

Documents Q-Term Q

Documents Invalid 1

Medium Signified by

Books Non-blank character(s) in positions

13-18 of line 2.

Documents Non-blank character(s) in positions
31-36 of line Z.
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Term

See Reference

Q-Term

Invalid

Signified by

Non-blank character(s)
13-18 of 1line 3.

Non-blank character(s)
31-36 of line 3.

Non-blank character(s)
49-54 of line 3.

Non-blank character(s)
67-72 of line 3.

in positions

in positions

in positions

in positions

(c) Base termm (line 4) - Move to base term field.
Left-justify with trailing blanks eliminating any leading blanks.

Reduce multiple internal blanks to a single blank.

Comments (lines 5-16) - Assemble all non-blank
comments lines into a single continuous field, left-justified eliminating
any leading blanks.

Comment Length - Calculate the length of the field
prepared in (d) above and place in the comment length field, right-justi-

fied with leading zeros.

See or Seen From Terms (lines 17-28) - Assemble

consecutively each ''see or seen from term'" into a fixed field of 72 digits,

left-justified with trailing blanks.

a single blank.

Reduce multiple internal blanks to

(g) Nr. of See or Seen From Temms - Calculate, as a

result of (f) above and place the 'factor in the output record, right-justi-
fied with leading zeros.

a single blank.

Seen Also From Terms (lines 29-40) - Assemble
consecutively each ''seen also from term'" into a fixed field of 72 digits,
left-justified with trailing blanks.

Reduce internal multiple blanks to

(i) Nr. of Seen Also From Terms - Calculate, as a

result of (h) above and place the factor in the output record, right-justi-
fied with leading zeros.

a single blank.
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(k) Nr. of LC Number Elements - Calculate, as a result
of (j) above and place the factor in the output record right-justified
with leading zeros.

(2) Error Transactions. This file is identical in format
to input and will consist of input transactions which are not discemable
to the programmer.

(3) Language Worksheet Errors. This report, figure 18, consists
of the base term of the input transactions in error together with an in-
dicative error message.

d. Run One Sequence

) Run one will be processed in input sequence of the original
paper tape images.

5. Run Details for Run 2

The purpose of this run, see figure 26, is to sort all input
transactions into term sequence for processing against the Language Master
File. Although access to the Language Master File will be direct, the
sort is required to insure a usable output sequence for the Language Monitor
as well as to insure a proper priority at transacticn sequence.

a. Run Two Input

Transaction file of single variable length records in input
sequence which were assembled in run one.

b. Run Two Output

Language transaction records sorted into temm sequence.

c. Run Two Sequence

Run two will be processed into major sequence by temm type
and base term and minor sequence by action code.

6. Run Details for Run 3

The purpose of this run, see figure 26, is to load the computer
disc so the Language Master File may be updated. During this run each
term record is located on the disc in such a manner (either algorithmically
or via a directory) that it may be retrieved on demand in run four by
presenting the base term and base term type. Also at this time the ac-
cumulation of language statistics will begin.
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a. Run Three Input

Recycled Language Master File from previous update runs.

b. Run Three Output

Term records of the recycled Language Master File are located
on the computer disc for update.

c. Run Three Sequence

Run three processing sequence will be by temm type and base
term.

7. Run Details for Run 4

The purpose of this run, see figure 26, is to edit input
transactions, update the Language Master File and prepare the Language
Monitor and Statistical Report. Each input transaction is edited accord-
ing to action code and term type in accordance with input, data relation-
ship and update editing criteria, and is subsequently processed against
the Language Master File to accomplish one of the following four actions:
purge (action code 0) an established term record; change the base term
(action code 3) of an established term record to another base term not
in the file; establish a new term record (action code 1); revise (action
code 2) an established term record by adding, deleting or changing data
elements.

In the performance of these actions it is not only necessary to
seek and modify a term record but also to modify other term records
referenced by substituent terms contained in the initial term record sought.

Each input transaction will be displayed on the Language Monitor
with appropriate processing or error messages thus providing an audit
trail for all actions against the Language Master File. The production
of the Language Monitor is treated in detail in paragraph b.

a. Run Four Input

(1) Language Transactions. This file consists of form 3
records processed In run two and will be in major sequence by term type
(col 2), intermediate sequence by base temm (cols 3-72), and minor sequence
by action code (col 1).

(2) Language Master File. This file consists of form 3
records and will be availlable on demand from the disc on presentation of
the base term and base term type. No duplicates are permitted in this
file on both base term and base term type.
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b. Run Four Outputs

(1) Language Monitor. This record, figure 19, consists of
print records and will be in the same sequence as input (1) above. It
will contain an entry for every input transaction together with appropriate
processing or error messages.

The first line of each entry consists of the base termm followed
by its decoded term type in parentheses followed by either a processing
or error message. Data elements on this line are '"floated" in as indi-
cated in figure 19. If comments are present they follow below as an
indented paragraph. When formatting the comments paragraph for display,
replace word separator characters with plus siggs (+), avoid breaking
words at the end of a line and insure that no line begins with a punctu-
action symbol or blank.

Following the comments paragraph (or the first line in the
event of no comments) are listed the various substituent terms with
appropriate headings according to temm type.

Any time an error is detected in an input transaction, a double
asterisk ** will be extended to the left of the base term belonging to
that transaction. This will be done for all entries containing error
messages other than the following:

(NOT IN FILE, SEE REFERENCE CREATED)
(NOT IN FILE, NEW TERM RECORD ESTABLISHED)

All error messages appearing in the edit criteria portion of
this section which are not parenthesized will appear on the first line
of the entry immediately after the parenthesized temm type. Error messages
that are parenthesized will be placed immediately after the data elements
in error. Shown in figure 19 is a list of representative entries with
typical errors of various sorts.

(2) Language Statistics. This report, figure 20, consists
of a single page of formatted statistics and will be generated as the last
page of the Language Monitor.

c. Run Four Sequence

Run four will be processed into major sequence by term code,
intermediate sequence by base term, and minor sequence by action code.

8. Run Details for Run 5

The purpose of this run, see figure 26, is to dump the contents
of the disc in term type and base term sequence for input to rumns six,
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seven and eight, which will produce the thesauri needed in books and
documents indexing and retrieval activities.

a. Run Five Input

Language Master File term records which were located on the
computer disc.

b. Run Five Output

(1) Updated Language Master File.
(2) Complete file of purged master file records.

c. Run Five Sequence

Run five processing sequence will be by term type and base
term.

9. Run Details for Run ©

The purpose of this run, see figure 26, is to accomplish the
following:

Select from the Language Master File, according to date criteria
furnished by control card, all records to be prepared for sorting accord-
ing to the selection criteria outlined below.

Translate all internal record marks to at signs (@) leaving the
terminal record mark intact thereby creating standard form 1 records.

Create and append to the front of each record an 80 digit sort
header according to detailed selection criteria instructions below.
The use of the header will permit a standard library filing sequence to
be achieved by the sort in run seven.

a. Run Six Input

(1) Date Control Card. This card will read as the last
card of the program deck.

(2) Language Master File. This file will consist of form 1
records with interspersed record marks, in random sequence.

b. Run Six Outputs

Language Master File with record marks replaced by at signs
(@) and an 80 digit sort header which has been appended to the front of
each record.
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c. Run Six Sequence

Run six processing sequence will be by temm type and base
term.

d. Selection Criteria

In selecting records for subsequent sorting use the following
rule: output all records whose date added field, date field 1, or date
field 2 contains a date later than the date furnished in the control card.

e. Sort Header Creation

In the creation of the sort header the following adjustments
must be made to each base term:

(1) Scan for the following special characters: - , (

(2) When a dash is encountered which is immediately
preceded and followed by non-blank characters, translate that dash to blank.

(3) When a dash is encountered which is immediately preceded
by a blank, insert an additional blank before the dash.

(4) When a comma is encountered immediately preceded by a
non-blank character, insert a blank before the comma.

(5) When a left parenthesis is encountered which is immedi-
ately preceded by a blank, insert an additional blank before the left
parenthesis.

Shown below is the results of these actions performed on
representative terms:

WATER-LOGGED
WATERb - bANALYSIS
WATER, bMINERAL
WATERb (SOLIDS)

WATERBLOGGED
WATERbb bANALYSIS
WATERb , bMINERAL
WATERbb (SOLIDS)

oo

The above-mentioned operations must be accomplished for all
occurrences of the special characters in each base tem.

10. Run Details for Run 7

The purpose of this run, see figure 26, is to sort all Language
Master File records into base term sequence.
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a. Run Seven Input

Complete Language Master File of form 1 records with sort
header attached in run six.

b. Run Seven Output

Sorted extract Language Master File.

c. Run Seven Sequence

Run seven processing sequence will be by base temm.

11. Run Details for Run 8

The purpose of this run, see figure 26, is to selectively prepare
two output reports for printing consisting of (1) the Books Thesaurus and
(2) the Documents Thesaurus. These will be formatted for display on
standard 8 1/2 x 11 paper.

a. Run Eight Input

Language Master File with record marks translated to at signs
(@) 1n sequence by a special 80 digit sort header appended in run six.

b. Run Eight Output

(1) Books Thesaurus, figure 17, in sequence by base temrm
according to standard library filing rules.

(2) Documents Thesaurus, figure 17, in sequence by base term.

c. Run Eight Sequence

Run eight sequence will be alphabetical by base temrm.
d. Discussion
Items for the Books Thesaurus will be extracted by select-
ing all term types A and B in the order which they appear. All other
term types (I, Q, V, Z) will be displayed in the order encountered on the
Documents Thesaurus.

12. Editing Criteria

Edits fall into three categories: raw input transaction edits,
input transaction and data relationship edits, and update edit criteria
for specific actions. The following are all edits and error messages
used by the programmer.

212




a. Raw Input Transaction Edits

These edits are used to determine if the raw input trans-
actions to be processed contain the basic elements and proper format
for processing as input transactions.

Worksheet
Criteria Error Message
Action code must be present. ACTION (ODE MISSING

Only one action code must be present. MULTIPLE ACTION CODES
Medium code must be present. MEDIUM CODE MISSING
Only one medium code must be present. MULTIPLE MEDIWM CODES
Term type must be present. TERM TYPE MISSING

Only one term type must be present, MULTIPLE TERM TYPE CODES

Term must be present. TERM MISSING

The medium '"Books" can exist only MEDIUM/TERM TYPE INCONSISTENT
with term types '"Term and See

Reference."

Transaction will contain no less TRANSACTION NOT LONG ENOUGH
than 4 C/R characters.

Last character of record must be LAST (HARACTER OF RECORD NOT
followed by a group mark. GROUP MARKED

Data following BSP overrides TOO MANY BSP IN RECORD
characters preceding BSP.

Transaction will contain no more TRANSACTION EXCEEDS

than 51 C/R characters. MAXIMUM LENGTH

Substituent term reference must be SUBSTITUENT TERM TYPE
compatible to base term type. INVALID

Substituent term reference has not BASE TERM OF NEXT LINE

been properly formatted or temm SUBSTITUENT TERM INVALID
reference must be compatible to base

term type.

Substituent term type invalid or SUBSTITUENT TERM TYPE
missing. INVALID OR MISSING
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When the raw input transactions have been determined to
contain basic elements required for processing and have been converted
to language transactions the following input, data relationship, and
update edits are used to determine that the basic elements indicated
are correct in content.

b. Input Edits (All Transaction)
Cols Data Element Editing Criteria
1 Action Code Must be 0,1,2,or 3.
2 Term Type Code Must be A,B,I,Q,V,
or Z.
3-72 Base Term Field must be non-

Monitor Error Message

blank

c. Data Relationship Edits

INVALID ACTION QODE.
NOT PROCESSED

INVALID TERM CODE.
XXXXX ACTION NOT
PROCESSED. WHERE XXXXX
IS NEW, PURGE, REVISE
OR TERM (IANGE.

BLANK BASE TERM. NOT
PROCESSED

The following relationship edits will be accomplished as

follows according to action code and term type.

Action

Code Type
0 All
3 All
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Editing Criteria

Monitor Error Message

No variable data is
permitted.

There must be one see or
seen from term in the
transaction.

There must not be more than
one see or seen from term in

the record.

Seen also from and LC number
elements must not be present.

Cannot contain LC number
elements.

EXTRANEOUS DATA. PURGE
ACTION NOT PROCESSED.

(HANGE TO TERM MISSING.
TERM (HANGE ACTION NOT
PROCESSED.

MULTIPLE (HANGE TO TERMS
PRESENT. TERM (GHANGE
ACTION NOT PROCESSED.

EXTRANEOUS DATA. TERM
(HANGE ACTION NOT PRO-
CESSED.




Action

Code

Term

Type

B,Z

B,Z

Q,V

Editing Criteria

Monitor Error Message

Record cannot contain see
or seen from terms, seen
also from terms, or LC
number elements.

There must be at least one
see or seen from term in
the record.

Record cannot contain seen
also from or LC number
elements.

Comments element must be
present.

Elements, other than comments

must not be present.

Transaction must contain
either (or hoth) comments
data or see or seen from
data.

Transaction must not contain

seen also from or LC number
elements.

Transaction must contain one

or more of the following
data elements: comments,

see or seen from or seen also

from.

Record cannot contain LC
number elements.

Record must contain one or
more of the following data
elements: comments see or
seen from, seen also from,
and LC number elements.

EXTRANEOUS DATA. NEW
ACTION NOT PROCESSED.

SEEN TERM(S) MISSING.
NEW ACTION NOT PROCESSED.

EXTRANEOUS DATA. NEW
ACTION NOT PROCESSED.

REVISION NOT INDICATED.
NOT PROCESSED.

EXTRANEOUS DATA. REVISE
ACTION NOT PROCESSED.

REVISION NOT INDICATED.
NOT PROCESSED.

EXTRANEOUS DATA. REVISE
ACTION NOT PROCESSED.

REVISION NOT INDICATED.
NOT PROCESSED.

EXTRANEOUS DATA. REVISE
ACTION NOT PROCESSED.

REVISION NOT INDICATED.
NOT PROCESSED
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Section IV. BOOKS CONTROL SUBSYSTEM

1. Introduction

The purpose of the books control subsystem is to establish an
automated system for formal control over acquisition, cataloging and
circulation functions of the ALPHA System.

Each function of the books control subsystem will be described
in the following order: acquisition module, cataloging module and
circulation module.

2. Acquisition Module

The purpose of the acquisition module is to monitor and main-
tain central control files for all book ordering and receiving.

a. Acquisition Master File Organization

Because of the data requirements it was decided to maintain
the on-order and receipt magnetic tape files on a line item basis--that
is, a given title and its associated data will constitute a single record,
figure 33. On the source documents for ordering, figures 29 and 30,
appears a vendor name followed by a set of line items for the titles
ordered. It was therefore necessary that each line item carry appropriate
vendor name when it is specified on the ordering document. However, it
is not proposed that each input order transaction card carry vendor name
as this would be too wasteful of space since vendor name occupies a max-
imum of 45 characters. If this alternative were chosen, the vendor name
together with the required control numbers and transaction code would
leave only the 14 characters per card available for unique information.

To solve this problem the vendor name is introduced as a special transac-
tion and all subsequent line items of data ''belong' to that vendor name
till another vendor name is introduced in the incoming transactions.

Because of the large amount of data associated with each
master tape record, multiple series of transactions are required both in
the creation of these records and in their maintenance. Transaction
codes have been assigned both to indentify individual transactions and to
insure proper priority of processing. For ordering and receiving func-
tions, these fall into four major transactions code series: 300, 400, 500,
and 600, Each of these series is further subdivided into individual
transactions. Refer to editing criteria and figure 32. It is possible,
for a given series, that certain transactions may be legitimately absent.
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On the other hand, certain combinations are required. These require-
ments are explained in detail in the editing criteria accompanying each
transaction type.

The sequence of all input transactions is as follows:

Control Number Major
Item Number Intermediate
Transaction Code Minor

b. Acquisition Logic and Run Relations

Utilizing the computer run relation flow chart, figure
45, as a guideline, the acquisition module of the books control subsystem
run relations are easily followed from source documents to receipt of
item.

Input ordering transaction data is generated through the
submission of an appropriately amnotated library request card by either
a patron or a member of the library staff to the circulation section.
Information contained on this form is subsequently keypunch transcribed
onto ordering transaction cards, figure 31, using an IBM 632 typing
calculator.

As shown in the flow chart the computer accepts a variety
of transaction types which are used to initiate and update the ordering
and receiving and master on-order file records.

For computer processing, all data contained on these input
transactions cards is converted to magnetic tape. This conversion is
accomplished in the computation center by a special punch card to magne-
tic tape conversion run which is presented in figure 45 as the conversion
from transaction card to magnetic tape.

During this conversion run which produces magnetic tape
images of input transaction card formats a 30 digit sort control word is
appended to the front of each record. This word, which may be either
call number or ordering control number depending on the type of transac-
tion, is determined through interrogation of the transaction code
appearing in colums 1-3 of each input record. At this point format
consistency for sorting purposes will be achieved.

When the input transaction data is in a machine readable
form and has been appended by the sort control word, the information
contained on the magnetic tape file is sorted into major sequence by con-
trol number, intermediate sequence by item number and minor sequence by
transaction code before processing against the master on order and
receiving and cataloging files.

This sorting action will be accomplished in run 2, which
will sort all input transactions into the sequence mentioned above.
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Output from the sorting action in run two serves an input
for a special editing program in run 3 which will edit each transaction
per detailed book input transaction editing criteria and prepare a new
transaction card, when required, for those transactions found in error.
Information under the colum '"DATA TYPE" furnished for each transaction
code type indicates the kind of field editing required. Utilization of
these edits will determine processing acceptability of the book trans-
tions to be processed against the Master On-Order and Receiving and
Cataloging Files. Cycle errors found during this edit, if any, will be
displayed on the first page of the Book Ordering and Receiving Trans-
action List with an indicative error message. As indicated earlier,
for each transaction in error a new transaction card is punched with the
field in error left blank. Any valid transactions associated with the
transaction in error will be returmed to the library marked (Recycle).

A magnetic tape file of these recycled transactions is retained in the
computation section to insure that no transaction is omitted when the
transaction in error and its associated cards are resubmitted following
indicated corrective action. Book transactions which have passed all
editing requirements will be processed into a file of edited book transac-
tions and used to update the Master On-Order and Receiving and Cataloging
Files in the update run. These edited book transactions will be dis-
played on the second and subsequent pages of the Books Ordering and
Receiving Transaction List and returned to the library.

One other output, the Books General Transaction File which
contains 600 series card images generated by the 400 series book trans-
actions is produced for use in runs six, seven, eight and nine to prepare
the receiving, cataloging, patron cards (either for a patron or RSIC and
the Books On-Order Mail List. Each 600 series transaction generated will
be assigned a receiving card number by the computer.

When the book transactions have been properly sorted and
edited, the Master On-Order and the Receiving and Cataloging Files from
the last update must be made available in order to process the book edited
transactions and update the master files.

During the update run, run 4, three types of actions affect-
ing the Master On-Order and Receiving and Cataloging Files may be accom-
plished: one, new items may be added to the Master On-Order File;
two, changes may be made to the files by addition of comments or update
actions indicating an item is received and not cataloged; or three, de-
letion when an item is cataloged or cancelled.

The Master On-Order and Receiving and Cataloging Files from
the last update along with the edited book transactions file are loaded
onto the computer. The Master On-Order and Receiving and Cataloging
Files will be sequenced control number by number into computer memory
along with the edited book transactions. When a match of corresponding
control numbers is made in either the Master On-Order and Receiving
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and Cataloging Files with a corresponding number in the edited book trans-
actions, the action indicated in the edited book transactions

will be accomplished. All other items in the edited book transactions,
which are new items to be added to the Master On-Order File, will

be sequenced onto the Master On-Order File in control number sequence.

The edited book transactions, which may be any of the pre-
viously mentioned type actions, will be edited again during actual
update processing. Utilization of these update edits will detemmine final
processing acceptability of the edited book transactions, which are sub-
sequently processed against the Master On-Order and Receiving and Cata-
loging Files. Errors found here, if any, will be displayed on the Book
Ordering and Receiving Error List, figure 40, along with an appropriate
error message.

The updated Master On-Order and Receiving and Cataloging
Files will be displayed in three separate listings, the Weekly On-Order
List, Daily On-Order List and a List of Cancelled Items. In order to
prepare these outputs the print master and canned items files produced in
run 4 are sorted into title sequence in runs 4A and 4B and processed
through a book ordering and receiving generator run, run 5, which pro-
duces a master print file used in the preparation of the desired outputs.
As would be expected, the Weekly On-Order List is produced and printed
weekly. The Daily On-Order List is a supplement to the Weekly On-Order
List and is accumulated in the Weekly On-Order List. The Cancelled Items
List is prepared on request or every six months. One other output is
produced in run 4, this is the Daily Receipt File which is not used at
the present time.

Run 6 is a sort of all 600 series transactions from the edit
run into transaction code and social security sequence. The output from
this file will be used in run 7, the weekly book order match, along with
the Patron File in Social Security Number Sequence to determine appropriate
patron mailing information. Two output files will be obtained from run 7,
one is a file of all unmatched transactions and the other of all matched
transactions. The file of matched transactions will be sorted in run 8
into receiving card number and control number sequence. Following the
sort in run 8 a book order weekly report generator run, run 9, will
accumnulate a weekly mailing file in receiving card number and control num-
ber sequence. This file along with the unmatched transaction file from
run 7 will be processed into two outputs, the Books On-Order Mail List
in receiving card number sequence and computer produced 600 series trans-
action cards for each matched and unmatched item. These transaction
cards will be used in receiving, cataloging and reservation of a book for
a patron.

Run 10A is a sort of all vendor authorization cards into
control number sequence. This file will serve as input to run 10B, the
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book order monthly financial report run, which will be displayed as the
Financial and Workload Analysis, figure 36.

Run 11 is utilized to prepare an on order overdue file,
which will be displayed as the Outstanding Orders in Vendor Sequence
List, figure 42 and a computer produced 399 transaction card, figure 43,
for each item overdue.

c. Run Details for Run 1

The purpose of this run, see figure 45, is to convert all
daily transaction cards to magnetic tape appending to the front of each
record a 30 digit sort control word.

(1) Run One Input

Raw transactions - Input to this run will consist of
398, 399, 400, 500 or 600 series transaction cards in input sequence.

(2) Run One Output

Book transactions - This file consists of magnetic
tape images of daily transaction cards with the 30 digit sort control
words appended. Record will be blocked ten records per block to facili-
tate sorting in run two.

(3) Run One Sequence

Run one will be processed in input sequence of the
raw transactions.

d. Run Details for Run 2

The purpose of run two, see figure 45, is to sort all book
transactions from run one into sequence according to appended sort control
word.

(1) Run Two Input

Book transactions - This file will consist of magnetic
tape images of daily transaction cards with a 30 digit sort control word
appended.

(2) Run Two Output

Sorted book transactions - This file will consist of
book transactions sorted according to the appended control words.

230




(3) Run Two Sequence

Run two transactions will be processed into control
number (major), item number (intermediate) and transaction code (minor)
sequence.

e. Run Details for Run 3

The purpose of run three, see figure 45, is to edit all
book transactions, generate a file of receiving, cataloging notification
and patron reserve card images and assign receiving card number to
each record.

Each book transaction will be edited according to input
edits.and detailed editing criteria furnished for each type of trans-
action. Refer to editing criteria, paragraph p. this section.

For each 400 series transaction record approved in the
edit run a file of 600 series transactions (receiving, cataloging noti-
fication and patron reserve cards) will be generated.

For each 600 series transaction generated a receiving card
number will be assigned to the transaction by the computer.

(1) Run Three Input

(a) Book transactions - This file consists of
sorted book transactions from run two.

(b) Recycled transactions - This file, if any, will

consist of all transactions which were associated with a transaction
found in error in a previous edit rum.

(2) Run Three Output

(a) Edited book transactions - This file consists of
book transactions which passed all editing criteria and will be used to
update the Master On-Order and Receiving and Cataloging Files in run
four.

(b) Book Ordering and Receiving Transaction List, see
figure 39 - This list is a display of all book transactions attempted
or processed in this update. Book transactions found in error, if any,
will be displayed on the first page of this 1list with an appropriate error
message. Book transactions, which passed all editing criteria, will be
displayed on the second and subsequent page of this list.

(c) Recycled transaction cards - For each book trans-
action found in error the computer will produce a new transaction card
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with the field in error left blank. The new transaction cards along
with the input transaction cards in error will be returned to the
library.

(d) Recycled transaction file - This file con-
sists of card images of all book transactions associated with a transac-
tion found in error. This file is retained in the computation center
to insure that no transaction is omitted when the transaction in error
is resubmitted following corrective action. All book transaction cards
associated with an error transaction are returned to the library.

(e) Book general transactions - This file consists
of all 600 series transactions generated by the approved 400 series
transaction and is used to prepare the receiving, cataloging noti-
fication and patron reserve cards and the Books On-Order Mail List in
run six.

(3) Run Three Sequence

Run three will be processed in control number (major),
item number (intermediate) and transaction code (minor) sequence. A
computer end of job routine writes from two work tapes onto a book
miscellaneous tape the Book Ordering and Receiving Transaction List to
be displayed in the format shown in figure 39.

f. Run Details for Run 4

The purpose of run four, see figure 45, is to update the
Master On-Order and Receiving and Cataloging Files, prepare output files for
daily and weekly on-order displays, a canned item file for weekly display
and an error file.

(1) Run Four Input

(a) Edited book transactions - This file consists of
all book transactions which passed the editing criteria in run three.

(b) Recycled receiving and cataloging file - This file
consists of all book transactions which have been ordered, received and
cataloged during the month.

(c) Recycled Master On-Order File - This file consists
of all book transactions which have been ordered but not received or
cataloged.

(2) Run Four Output

(a) Updated Master On-Order File - This file consists
of the previously recycled Master On-Order File updated to include any
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new book transactions added, addition of comment to existing on order
transactions and exclusion of transactions cancelled during the update.
The Master On-Order File will be used to prepare the Financial Analysis
and Workload Summary in run 10B.

(b) Print master file - This file consists of all
transactions added to the master file during this update.

(c) Canned items - This file consists of items which
were cancelled from the Master On-Order File during this update.

(d) Updated Receiving and Cataloging File - This file
consists of the recycled Receiving and Cataloging File update to include
any book transactions received or cataloged during this update. The
Receiving and Cataloging File will be used to prepare the Financial
Analysis and Workload Summary in run 10B.

(e) Error file - This file consists of all transactions
which would not pass the update editing criteria and were not processed
into either the Master On-Order or Cataloging and Receiving Files. These
transactions will be displayed on the Book Ordering and Receiving Error
List, figure 40.

(f) Daily receipts file - This file is retrieved in
the update run but is not presently used.

(3) Run Four Sequence

Run four will be processed in control number (major)
and item number (minor) sequence.

g. Run Details for Runs 4A and 4B

The purpose of run 4A and 4B, see figure 45, is to sort the
canned items and print master files into alphabetical sequence by title.

(1) Runs 4A and 4B Input

(a) Canned items - This file consists of all cancelled
items from this update run in control number sequence.

(b) Print master - This file consists of all items
added to the Master On-Order File during this update.

(2) Runs 4A and 4B Output

(a) Sorted print master - This file consists of all items
added to the Master On-Order File sorted into alphabetical sequence by title.
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(b) Sorted canned items - This file consists of all
cancelled items from the update run sorted into alphabetical sequence
by title.

(3) Runs 4A and 4B Sequence

Runs 4A and 4B will be processed by title in alpha-
betical sequence.

h. Run Details for Run 5

The purpose of nm five, see figure 45, is to generate a
master print file, which produces a Daily On-Order List, a Weekly On-Or-
der List and a Cancelled Items List from the canned item and print mas-
ter files in run four.

(1) Run Five Input

(a) Sorted print master - This file from run 4B sorted
into alphabetical sequence by title.

(b) Sorted canned items - This file from run 4A sorted
into alphabetical sequence by title.

(2) Run Five Output

(a) Daily On-Order List - This list, see figure 34, con-
sists of all transactions added to the Master On-Order File during this
update.

(b) Weekly On-Order List - This list, see figure 34,
consists of all daily transactions (accumulated) added to the Master On-
Order File during the week.

(c) Cancelled Items List - This list, see figure 38,
consists of all item deleted from the Master On-Order File due to
cancellation.

(3) Run Five Sequence

Run five will be processed by title in alphabetical se-
quence.

i. Run Details for Run 6

The purpose of run six, see figure 45, is to sort the book
general transactions file from run three into transaction code (major)
and social security number (minor) sequence.
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(1) Run Six Input

Book general transactions - This file consists of all
600 series transactions generated in run three, sequence of this file
is control number (major), item number (intermediate) and transaction
code (minor).

(2) Run Six Output

Sorted book general transactions - This file consists
of all 600 series transactions sorted into transaction code (major) and
social security number (minor) sequence.

(3) Run Six Sequence

Run six will be processed in transaction code (major)
and social security number (minor) sequence.

j. Run Details for Run 7

The purpose of run seven, see figure 45, is to match all
sorted book general transactions from run six with the Patron Master File
in Social Security Sequence to obtain patron data for preparation of
the mailing list and patron reserve cards in run nine.

(1) Run Seven Input

(a) Sorted book general transactions - This file consists
of all 600 series transactions sorted into transaction code (major) and
social security number (minor) sequence.

(b) Patron Master File - This file consists of all library
patrons listed in social security number sequence.

(2) Run Seven Output

(a) Unmatched transactions - This file consists of all 600
series transactions which did not match a patron social security number.

(b) Matched transactions - This file consists of all 600
series transactions which matched a social security number in the patron
file.

(3) Run Seven Sequence

Run seven will be processed in social security number
sequence.

k. Run Details for Run 8

The purpose of run eight, see figure 45, is to sort all the
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matched transactions from run seven into receiving card number (major)
and control number (minor) sequence.

(1) Run Eight Input

Matched transactions - This file consists of all
matched 600 series transactions from run seven in social security number
sequence. '

(2) Run Eight Output

Sorted matched transactions - This file consists of
all matched 600 series transactions sorted into receiving card number
(major) and control number (minor) sequence.

(3) Run Eight Sequence

Run eight will be processed in receiving card number
(major) and control number (minor) sequence.

1. Run Details for Run 9

The purpose of run nine, see figure 45, is to generate a
list and punch file, which produces the receiving, cataloging notification
and patron reserve cards and Books On-Order Mail List weekly.

(1) Run Nine Input

Sorted matched transactions - This file consists of all
matched 600 series transactions from run eight sorted into receiving card
number (major) and control number (minor) sequence.

(2) Run Nine Output

List and punch file - This file consists of all matched
and unmatched transactions stacked according to receiving code number
(major) and control number (minor) sequence will produce for display the
Books On-Order Mail List, figure 41, and the ordering output transaction
cards, figure 35.

(3) Run Nine Sequence

Run nine will be processed in receiving card number
(major) and control number (minor) sequence.

m. Run Details for Run 10A

The purpose of run 10A, see figure 45, is to sort the vendor
authorization cards into control number sequence.
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(1) Run 10A Input

Authorization card file - This file consists of magnetic
tape images of all vendor authorization cards in raw input sequence.

(2) Run 10A Output

Sorted authorization card file - This file consists of
magnetic tape images of vendor authorization cards in control number
sequence.

(3) Run 10A Sequence

Run 10A will be processed in control number sequence.

n. Run Details for Run 10B

The purpose of run 10B, see figure 45, is to prepare a monthly
Financial and Workload Analysis.

(1) Run 10B Input

(a) Master On-Order File - This file is from the last
daily run of the month.

(b) Receiving and Cataloging File - This file is from
the last daily run of the month. Note: This file will be retired at the
end of each month.

(c) Recycled year to date file - This file will contain
a complete financial analysis of acquisitions made through the last daily
run of the preceding month.

(d) Sorted authorization cards - This file will contain
tape images of vendor authorization cards in control number sequence.

(2) Run 10B Output

(a) Updated year to date file - This file will contain
a complete financial and statistical analysis of acquisitions made by month
and year through the last daily run of the month. This file will be re-
cycled and used in preparation of the next month's statistical reports.

(b) Error, financial and workload file - This file will
contain any errors indicated, if any, along with the financial analysis
and workload analysis. This file will be displayed as an Error List,
figure 37, and the Financial and Workload Analysis, figure 36.

(3) Run 10B Sequence

Run 10B will be processed in control number sequence.
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A computer end of job routine formats the financial analysis list in al-
phabetical sequence by vendor.

o. Run Details for Run 11

The purpose of run 11, see figure 45, is to produce a list
of on-order overdue in vendor sequence. This run will be made on a semi-
annual or request basis.

(1) Run Eleven Input

Master On-Order File - This file is from the last daily
update run of the month (semi-annually) or the requested date.

(2) Run Eleven Output

(a) File of overdue items - This file will contain a
complete listing of all items on order and overdue. This file will be dis-
played as the Outstanding Order List, figure 4Z.

(b) 399 cards file - This file will contain tape images
of all overdue items and will produce 399 transaction cards for each, see
figure 43.

(3) Run Eleven Sequence

Run eleven will be processed in control number sequence.

p. Editing Criteria

Edits are rules which specify that certain data must be or
cannot be in a specific field of the transaction card, and that certain
transaction cards are either required or optional in a transaction series.

The acquisition edits are presented in the following
manner. First is an explanation of the purpose of each individual
transaction series, the transaction card format requirements for each card
in the series and the editing requirements for each card. Information
under the column "DATA TYPE'" furnished for each transaction card indicates
the kind of field editing required. This is followed by a listing
of all computer edits presently used in the acquisition module of the
books control subsystem. These computer edits are divided into two
types, input and update. The input edits are used in the computer editing
run and refer to field editing requirements. The update edits are used in
the computer update run and refer to specific action which must be met
before inclusion into and update of the master files can be accomplished.

(1) TC 399 Card

The purpose of the TC 399 is to cancel or delete a record
on the Master On-Order File.
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399
CARD

QOLUMN
1-3

4 - 17
18 - 21
22 - 27
28 - 45
46 - 80

item on the master file.

FUNCTION

To cancel or delete a
record on the Master

On-Order File.

FIELD

Transaction Code
Control Number
Item Number
Blank
Explanation

Blank

RE%UIRED IN
SERIE

Optional

LENGTH

3
14
4
6
18
35

REMARKS

Must match Master
On-Order File on

control and item

number.

DATA TYPE

399 (Constant)

Blank

Transaction code 399 is used to cancel or delete an

It must match an item already on the master:

If an item has been deleted it will be flagged as a deletion (d) or
cancellation (c) and written on the received and cataloged tape.

C

400

410

If an explanation 1s needed (alpha information 1n
colums 28 - 45), it should be moved to the beginning of the quantity
received field of the Master On-Order before writing out.

(2) TC 400 Series

The purpose of the TC 400 series is to add new items
to the On-Order Master File and to generate pending receipt cards. A

set of such cards is required to create each line item added to the file
as shown below:

FUNCTION

To furnish vendor name
for all subsequent line
item members of a given
order.

To furnish author for
individual line item.

REQUIRED IN

SERIES

Yes

Optional

REMARKS

Vendor name '"holds"
until another TC 400

is encountered or a non-
400 series transaction
is read.
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TC FUNCTION REQUIRED IN REMARKS
SERIES

420 To furnish title for Yes
individual line item.

430 Title continuation Optional
if required.

440 Title continuation Optional
if required.

450 To furnish quantity and Yes
unit cost to individual

line item.
460 To reserve individual Yes May exist in
line item for patron. multiples.
461 To fumish 'note'" in- Optional
formation.

As can be scen above a given 400 series requires as a
minimum the TC 400, 420, 450 and 400 transactions with equivalent control
and item numbers to create a master on-order record. Therefore every
400 series should be edited to insure the presence of these transactions.
Additional editing detail is furnished with the individual TC descriptions
which follow.

(a) Transaction Code 400

CARD FIELD LENGTH DATA TYPE
COLUMNS -
1-3 Transaction Code 3 400 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 36 Purchase Order No. 15 AN or Blank
37 - 74 Vendor 38 A or Blank

75 - 80 Receiving Card No. 6 Blank

When editing TC 400, if purchase order number and vendor
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are blank, item number must be 001. If this condition exists it indi-
cates the first item of a blanket purchase order and is a valid transac-
tion. All other TC 400's should have a vendor to pass the edit test.
Items being purchased on coupon requests may have a blank purchase order
number field; therefore blank purchase order number fields are valid.

In the update program the TC code 400 should
never contain control number and item number equal to a record on the
master on-order tape. TC code 400 with unmatched control number and
item number is a signal to the computer to add a new item.

TC 400's which pass the edit will be held in
memory to supply vendor name for all master on order records created
from subsequent transactions with equivalent control numbers. A given
TC 400 vendor name will '"hold'" till another TC 400 transaction is read
or a different series of TC codes is encountered.

(b) Transaction Code -410

CARD FIELD LENGTH DATA TYPE
COLUMNS

1-3 Transaction Code 3 410 (Constant)
4 - 17 Control Number 14 AN |

18 - 21 Item Number 4 N

22 - 74 Author 53 A

75 - 80 Receiving Card Code 6 Blank

This transaction code is not always present in the
TC 400 Series as the author may not be known at the time of ordering. If
the TC 410 is present and the control number and the item number are
equivalent to the preceding record, the preceding record should be TC
400. If the TC 400 is present and the control number is equal to but
the item number is greater than the preceding record, the preceding
record should be TC 450 or TC 460. This condition signifies a new line
item. Any other condition is an error.

The left justified author field should be edited
for alpha information. Unused portions of the field will contain blanks.
(Author's will be separated with a slash character.)

(¢) Transaction Code 420

CARD FIELD LENGTH DATA TYPE
COLUMNS
1-3 Transaction Code 3 420 (Constant)
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4 - 17

18 - 21
22 - 74
75 - 80

4 - 17
18 - 21
22 - 74

75 - 80

400 series.

Control Number
Item Number

Title

Receiving Card Code

14

4

53

6

N
A

Blank

The TC 420 transaction must be present in the
TC 400 series and must be immediately preceded by one of the following
types of transactions:

1. TC 400 with equivalent control and item:

number.

2. TC 410 with equivalent control and item

number.

3. TC 450 or 460 with equivalent control and

lower item number.

(d) Transaction Code 430

FIELD

Transaction Code
Control Number
Item Number
Title (Continued)

Receiving Card Code

LENGTH

53
6

DATA TYPE

430 (Constant)
AN
N
A

Blank

This transaction is not always present in the

If it is present it must be immediately preceded by a

TC 420 transaction with equivalent contol and item numbers.

4 - 17
18 - 21

22 - 74
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(e) Transaction Code 440

FIELD

Transaction Code
Control Number
Item Number

Title (Continued)

LENGTH

14

53

DATA TYPE

440 (Constant)
AN

N



75 - 80 Receiving Card Code 6 Blank

This transaction is not always present in 400
series. If it is present it must be immediately preceded by a TX
430 transaction with equivalent control and item numbers.

(f) Transaction Code 450

CARD FIELD LENGTH DATA TYPE
COLUMNS

1-3 Transaction Code 3 450 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 25 Quantity Ordered 4 N

26 - 30 Unit Cost 5 N

31 - 60 L C Classification 30 AN or Blank
61 - 67 L C Card Order Number 7 N or Blank
68 - 73 Date 6 N

74 - Blank 1 Blank

75 - 80 Receiving Card Code 6 Blank

The TC 450 transaction code must be present in the
400 series. The control number and the item number must be equal to the
preceding transaction. It must have a quantity equal to or greater than
one. It must have a unit cost equal to or greater than one. It may or
may not have a Library of Congress classification. If it does have a
Library of Congress classification the receipt card generated from this
item on order must reflect the Library of Congress classification and a
transaction code of 611. If the Library of Congress classification is
not known the receipt field will be blank and a transaction code of 610
will be assigned. (See transaction code 610) A Library of Congress card
order number may or may not appear in the card. The date of the order
must always be present. The next field will always be blank.
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(g) Transaction Code 460

CARD FIELD LENGTH DATA TYPE
CQOLUMNS

1-3 Transaction Code 3 460 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 31 Social Security No. 10 N

32 Priority Code 1 N

33 Facility Code 1 AN or Blank
34 - 36 Reserved 3 Blank

37 - 74 Blank 38 Blank

75 - 80 Receiving Card Code 6 Blank

The 460 transaction code is not always present in
the 400 series. If present it must be immediately preceded by a TC 450
transaction with equivalent control and item numbers. If the TC 460
transaction is present a receipt card must be generated with the TC 620.
(See transaction code 620)

If more than one patron has requested the ordering
of this book, multiple TC 460 transactions may be present, and multiple
TC 620's must be generated.

(h) Transaction code 461

CARD FIELDS LENGTH DATA TYPE
COLUMN -
1-3 Transaction Code 3 461 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 74 Comment 53 AN

75 - 80 Receiving Card Code 6 Blank
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the TC 400 series.

The TC 461 comment code is not always present in

If present it must be immediately preceded by a TC

450 or TC 460 transaction with equivalent control and item numbers. If
the TC 461 transaction is present, a receipt card must be generated with
TC 622. (See transaction code TC 622.)

to the On-Order Master File.

(3) TC 500 Series

The purpose of the TC 500 series (excluding TC 501)
is to process ''approval shipments' (unordered receipts) by adding them

this series.

TC

500

501

510

520

530

540

550

560

FUNCTION REQUIRED IN

No pending receipt card is created for

REMARKS

SERIES

To furnish vendor name for all Yes
subsequent line item members
of a given order.

To update on order records with N/A
purchase order, vendor and item
number for blanket orders.

To furnish author for indivi- Yes
dual line item.

To furmish title for indivi- Yes
dual line item.

Title continuation if re- Optional
quired.

Title continuation if Optional
required.

To furnish quantity, unit Yes
cost, etc., to individual

line item.

To update the receiving fields Yes
of the master on order record.

Vendor name '‘holds"
till another TC 500
is encountered or a
non-500 series 1is
read.

Must match Master
On-Order File on

control and item

nunber.
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(a) Transaction Code 500

CARD FIELDS LENGTH DATA TYPE
COLUMNS

1-3 Transaction Code 3 500 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 36 Purchase Order No. 15 N or Blank

37 - 74 Vendor 38 A

75 - 80 Blank 6 Blank

TC 500 is an "approval shipment'' type of transaction.
By this we mean the item has been received without having been ordered.
Therefore, no receiving cards will be produced by the computer for the
500 series of transactions.

All TC 500's should have a vendor to pass the edit
test. They will not have a purchase order number at the time they are
being added to the master file, therefore, the purchase order field
will be blank.

In the update program, the TC code 500 should never
contain a control number and item number equal to a record on the master
on-order tape. TC code 500 with unmatched control and item number 1is a
signal to the computer to add a new item.

TC 500's which pass the edit and go to the update
program will be held in memory to supply vendor name for all master on-
order records created from subsequent transactions with equivalent control
numbers. A given TC 500 vendor name will '"hold" till another TC 500 trans-
action is read or a different series of transaction codes is encountered.

(b) Transaction Code 501

The purpose of this transaction is to update the
Master On-Order File with vendor, purchase order number and item number,
which were unknown at the time of ordering as is the case with
blanket orders.

CARD FIELD LENGTH DATA TYPE
COLUMNS

1-3 Transaction Code 3 501 (Constant)
4 - 17 Control Number 14 AN
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18 - 21 Item Number 4 N

22 - 36 Purchase Order No. 15 N
37 - 74 Vendor 38 A
75 - 78 Item Number 4 Blank
79 - 80 Blank 2 Blank

The control number and item number of TC 501 must
match on item and the On-Order Master File. This transaction will update
the purchase order field of the on order master. It will not replace the
item number that is part of the control.

(¢) Transaction Code 510

CARD FIELD LENGTH DATA TYPE
COLUMNS -

1-3 Transaction Code 3 510 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 74 Author 53 A

75 - 80 Blank 6 Blank

The logic for the TC 510 transaction is the same as
the TC 410 with the exception that the TC 510 will always be present in
the series and the author field should never be blank.

(d) Transaction Code 520

CARD FIELD LENGTH DATA TYPE
QOLUMNS

1-3 Transaction Code 3 520 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 74 Title 53 A

75 - 80 Blank 6 Blank
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The TC 520 transaction must be present in the
500 series and must be immediately preceded by a TC 510 transaction
with equivalent control and item numbers. It will update the title

field of the File On-Order Master.

(e) Transaction Code 530

DATA TYPE

CARD FIELD LENGTH
COLUMNS

1-3 Transaction Code 3

4 - 17 . Control Number 14

18 - 21 Item Number 4

22 - 74 Title (Continued) 53

75 - 80 Blank 6

530 (Constant)
AN

N

A

Blank

This transaction is not always present in the
500 series. If it is present, it must be preceded by a TC 520 with

equivalent control and item number.

(f) Transaction Code 540

CARD FIELD LENGTH
(QOLUMNS

1-3 Transaction Code 3

4 - 17 Control Number 14

18 - 21 Item Number 4

22 - 74 Title (Continued) 53

75 - 80 Blank 6

DATA TYPE

540 (Constant)
AN
N
A

Blank

This transaction is not always present in the 500
series. If it is present, it must be preceded by a TC 530 with equiva-

lent control and item number.

(g) Transaction Code 550

CARD FIELD LENGTH
COLUMNS
1 -3 Transaction Code 3
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4 - 17

18 - 21
22 - 25
26 - 30
31 - 60
61 - 67
68 - 73
74

75 - 80
series.

Control Number

Item Number
Quantity Ordered
Unit Cost

L. C. Classification
L. C. Card Order No.
Date

Blank

Blank

14

1
6

N

N

N or Blank
AN or Blank
N or Blank
N

Blank
Blank

The TC 550 transaction must be present in the 500

It must contain the quantity ordered and the date of the order.

It may or may not have a Library of Congress classification and unit

cost.

It will never have a Library of Congress card order. A receiving

card will not be produced from this transaction, since the book will

have been received before an order was placed.

CARD
COLUMNS
1

4 - 17
18 - 21
22 - 27
28 - 31
32 - 37
38 - 41
42 - 45
46 - 51
52 - 57

(h) Transaction Code 560

FIELD

Transaction Code
Control Number
Item Number

Blank

Quantity Received
Voucher Number

XP

NXP

Total Cost

Date Received

LENGTH DATA TYPE

3 560 (Constant)
14 AN

4 N

6 Blank

4 N

6 AN or Blank
4 N or Blank
4 N or Blank
6 N or Blank
6 N
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58 - 80 Blank 23 Blank

This transaction must always be present in the
TC 500 series. It will update the receiving portion of the master at
the time the item is being added to the master tape and will flag the
received field. It must always contain the quantity received. The
voucher field may be blank; if it is blank a number quantity must appear
in the XP field. This amount must be the same as the quantity received.

If the voucher number is not blank, a numeric
anmount equal to the amount received must appear in the NXP field. It
may or may not have a total cost. The date received should always be
the same as the date ordered in the master.
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(4) GENERAL LOGIC FOR PROCESSING TC 600'S

Does TC 600 Match Master NO ERROR
on Control & ftem Number? Unmatched TC 600
YES
Is there an unflagged Master NO ERROR NO
for this transaction? Unflagged Master
YES
YES Subtract Amount Received
Is this o Partial Shipment? From Amount Ordered and
Save Difference

'

Flag Master as
"Pending Cataloging"

Y

POST TO MASTER:
Quantity Received,
Vaucher, XP or NXP, Total
Cost and Date Recelved.

POST TO MASTER: ‘
Quentity Received, Write Out Master
Voucher, XP or NXP, Total Less Patron Trailers

Cost and Date Recelved. ‘

UNFLAG MASTER

Replace Amount Ordered with saved
FLAG MASTER N "Difference" Blank out Amount

as "pending” Cataloging out Recelved ond Voucher, XP or NXP - OUT
Total Cost, Date Received. Restore
Master for other possible transactions.

NO
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(a) Transaction Code 600

CARD FIELD LENGTH DATA TYPE
COLUMNS

1-3 Transaction Code 3 600 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 27 Date of Order 6 N

28 - 31 Quantity Received 4 N

32 - 37 Voucher 6 AN

38 - 41 XP 4 N or Blank
42 - 45 NXP 4 N or Blank
46 - 51 Total Cost 6 N

52 - 57 Date Received 6 N

58 Change 1 A or Blank
59 - 69 Blank 11 Blank

70 - 73 Quantity Ordered 4 N

74 - Blank 1 Blank

75 - 80 Receiving Card No. 6 N

On receipt of ordering transactions (TC series
400) a special pending receipt card TC 600 is produced to serve as a
receiving transaction when the items actually arrive. When produced
the TC 600 card contains information in colums 1 - 27, 70 - 73, and
75 - 80 only with the remaining blank fields to be filled in by the
receiving clerk at the time of receipt of the items. Thus, when com-
pleted, the TC 600 card serves as a receiving document. '

TC 600 must match the Master On-Order File on
both control and item number as indicated on the accompaning block
diagram.

TC 600's will not be processed against items
flagged as received and not yet cataloged.
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If C appears in Colum 58 all receiving infor-
mation will be changed.

(b) Transaction Code 602 (Replaced by 398)

CARD FIELD LENGTH DATA TYPE
COLUMNS

1-3 Transaction Code 3 398 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 74 Comments 53 A

75 - 80 Receiving Card Code 6 N

TC 398 is used to place comments in the master
record at the time an item has been received or cancelled.

(c) Transaction Code 610

CARD FIELD LENGTH DATA TYPE
COLUMNS - -
1-3 Transaction Code 3 610 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 51 L. C., Dewey Class 30 AN

52 - 69 Blank 19 Blank

70 - 73 Quantity Ordered 4 N

75 - 80 Receiving Card Number 6 N

Transaction code 610 is produced by the computer
during the addition of new lines to the master for which the call
number is unknown (TC 400 Series). Note: Each time a new item is added
to the Master On-Order File thru the 400 series either a TC 610 or a TC
611 will be produced by the computer. If the Library of Congress
classification field is blank after TC 450 has been processed, a TC 610
will be produced. If the Library of Congress classification field is
not blank, a TC 611 will be produced.
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Once the item has been received, the TC 610 will
be pulled from the on order manual file and forwarded to the cataloger
along with the book. Once the book has been cataloged, the cataloger
will punch the Library of Congress classification into colums 22 - 51,
and return the TC 610 transaction card to the computer. The update pro-
gram will take the information contained in the TC 610 and place it in
the Library of Congress classification field before it is transferred
to the received and cataloged file. The item will at time be taken off
the on-order master.

(d) Transaction Code 611

CARD FIELDS LENGTH DATA TYPE
COLUMNS

1-3 Transaction Code 3 611 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 51 L.C./Dewey Class. 30 AN

52 - 69 Blank 18 Blank

70 - 73 Quantity Ordered 4 N

74 Blank 1 Blank

75 - 80 Receiving Card Code 6 N

Transaction code 611 will be produced by the computer
during the addition of new items to the Master On-Order File. (TC 400
series only) Each time a new item is added to the Master On-Order File
thru the TC 400 series either a 610 of a TC 611 will be produced by the
computer. If the Library of Congress classification field is blank
after the TC 450 has been processed, a TC 610 will be produced.
If the Library of Congress classification field is not blank, a TC 611
will be produced.

Once the item has been received, the TC 611 will be
pulled from the on-order manual file, and forwarded to the cataloger
along with the book. When the book has been cataloged, the cataloger
will return the transaction card, TC 611 to the computer. The TC 611
is a signal to the update program that this item has been cataloged and
is ready to be transferred to the received and cataloged tape. The
item, will at this time, be taken off the on-order master.
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(e) Transaction Code 620

CARD FIELD LENGTH DATA TYPE
QOLUMNS

1-3 Transaction Code 3 620 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 31 Social Security No. 10 N

32 Priority Code 1 N

33 - 69 Blank 37 Blank

70 - 73 Quantity Ordered 4 N

74 Blank 1 Blank

75 - 80 Receiving Card Code 6 N

TC 620 is originally produced by the computer, at
the time of adding TC 400 series to the on-order master. TC 620 will be
returned to the computer to remove the patron request whenever a partial
shipment of an item is received, or if an order has been received prior
to the patron request and the librarian chooses to fill his request before
the item ordered for him is received.

If an item is received completely, TC 620 will not
be returned to the computer for removal of the patron.

(£f) Transaction Code 621

CARD FIELD LENGTH DATA TYPE
(OLUMNS

1-3 Transaction Code 3 621 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 31 Social Security No. 10 N

32 Priority Code 1 N

33 - 69 Blank 37 Blank
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70 - 73 Quantity Ordered 4 N
74 Blank 1 Blank
75 - 80 Receiving Card Code 6 N

The TC 621 will be prepared by the circulation
librarian to reserve a book on order for a patron. In the update por-
tion of the-daily run, TC 621 should match a item on the Master On-
Order File. It will add another patron to the end of the variable
length record. The due-out field of the master on-order field should
be increased by one.

(g) Transaction Code 622

CARD FIELD LENGTH DATA TYPE
(OLUMN —_—
1-3 Transaction Code ' 3 622 (Constant)
4 - 17 Control Number 14 AN

18 - 21 Item Number 4 N

22 - 74 Comment 53 AN

75 - 80 Receiving Card Code 6 Blank

The TC 622 comment card is produced by the TC
461 comment card.

(5) Input Transaction Edits

Message Meaning Corrective Action
ALPHA FIELD Transaction card field contains Correct and resubmit.
CONTAINS numerics in alpha field. Check
NUMERICS appropriate card code data field

requirements in editing criteria.
BLKT ORD, Purchase order number is not Correct and resubmit
PO NR MUST blank for item number 001. entire item.
BE BLANK
BLKT ORD, Vendor is not blank for item Correct and resubmit
VENDOR MUST  number 001. entire item.
BE BLANK
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Message

BOTH NXP AND
XP, CANT BE
BLANK

CTL, ITEM,
QODE SAME
AS PREU TX

DEBIT/CREDIT
CODE NOT D
OR C

Meanin

All items are either XP or NXP.

Transaction submitted is dupli-
cate to previous transaction
or code is other than 460, 620
or 621.

This message is self-explanatory.

FACILITY CODE This message is self-explanatory.

NOT A/N/C/M/R

FIELD CANNOT
BE ALL
BLANKS

FIELD MUST
BE ALL
BLANK ONLY

FIELD MUST
BE NUMERIC
ONLY

FIRST (HARAC-

TER OF LC NR
INVALID

FIRST (HAR
FLD 4, IS
NOT ALPHA

LC NR FLD 1,
IS NOT PURE
ALPHA

LC NR FLD 2,
NOT PURE
NUMERIC

Non-blank data field has been
left blank. Check appropriate
data field editing criteria.

Non-blank data has been included
in a blank field. Check appro-
priate card code data field
editing criteria.

Transaction card field contain
alphas in numeric field. Check
appropriate card code data field
editing criteria.

This message 1s self-explanatory.

This message is self-explanatory.

This message is self-explanatory.

This message is self-explanatory.

Corrective Action

Correct and

new 600 series trans-

action.

resubmit

Remove transaction card

in error and resubmit

correct transaction

cards.

Correct and

entire item.

Correct and

entire item.

Correct and

Correct and

Correct and

Correct and

entire item.

Correct and

entire item.

Correct and

entire item.

Research original request,
correct and resubmit.

resubmit.

resubmit

resubmit.

resubmit.

resubmit.

resubmit

resubmit

resubmit
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Message

LC NR FLD 3,
HAS PERIOD
ONLY

LC NR FLD 3,
MISSING
PERIOD

LC NR FLD 4,
HAS ONE CHAR
ONLY

LC NR ELD 5,
NOT PURE
NUMERIC

MAX NR OF TX,
NOTIFY
PROGRAVMER

NON-XP LESS
THAN QTY
RECEIVED

NUMERIC FIELD
CONTAINS
ALPHAS

PRIORITY CODE
NR IS INVALID

QTY RCVD,
GREATER THAN
QTY ORD

RCVD CARD
QODE MUST BE
BLANK

RCVD CARD
CODE NOT
NUMERIC
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Meaning

Field 1s incomplete.

Field must contain a
period to be valid.

LC number is incomplete.

This message is self-explanatory.

Ten patrons is the maximum number
that can be handled on an indi-
vidual order. This transaction
exceeds the tenth patron.

NON-XP items received and quantity
ordered must be equal.

This message is self-explanatory.

Code must be A-Army, N-NASA,
C-Contractor or R-RSIC.

Quantity received must equal
quantity ordered.

Receiving card code field 75-80 on
all 400-500 series transactions
must be blank. Check transaction
code this may be in error.

Receiving card code field 75-80
must be all numeric.

Corrective Action

Research original request,
determine LC number and
resubmit.

Research original request,
correct and resubmit.

Research orignal request,
determine LC number and
resubmit.

Research original request,
correct and resubmit.

Resubmit excess patron
on new 400 series trans-
actions.

Resubmit 600 series trans-
action with correct NON-XP
item received.

Correct and resubmit entire

item.

Check original request,
determine correct code
and resubmit.

Resubmit new 600 series
transaction with correct
quantity.

Correct and resubmit.

Correct and resubmit.



Message

SOCIAL SECU-
RITY NR
INVALID

TITLE FIELD
CANNOT BE
BLANK

TX 540 NOT
PRECEDED BY
TX 530

VENDOR CANNOT
BE BLANK

XP IS LESS
THAN QTY
RECEIVED

XP AND NXP
COUNT IS TOO
LOW

Message

OVER MAX
RESERVATIONS
ON BOOKS

CANCELLING
PATRON NOT
ROUND

SPACE NOT
AVAILABLE
FOR PATRON

Meanin

Social security number not all
numeric.

Each 400-500 series transaction
submitted must have a title.

All 540 transactions must be
preceded by a 530 transaction.

A1l 400-500 series transactions
must contain vendor identifi-
cation for item numbers other
than 001.

XP items receilved and quantity
ordered must be equal.

This means the XP and NXP count
is less than quantity received
in 600 transaction.

(6) Update Transaction Edits

Meaning

Ten patrons is the maximum number
that can be handled on an indivi-

dual order. This transaction
exceeds the tenth patron.

The 620 transaction submitted does
not match any social security num-

ber on the master file. This

could be a keypunch error on either

TL and item number or social
security number.

When this error occurs the pro-
grammer will be notified as the
quantity ordered and the number
of patrons both allow another
patron but blank space 1s not
found on the master.

Corrective Action

Determine correct social
security number and re-
submit entire item number.

Determine title from ori-
ginal request and resubmit
entire item.

Delete 540 transaction if
not required and resubmit
entire transaction.

Detemine vendor and resub-
mit entire item(s).

Resubmit 600 series trans-
action with correct XP
item received.

Correct by keypunching in

the correct number and
resubmit.

Corrective Action

Resubmit request on new
400 transaction cards.

Check original patron
request card, verify
social security number
and resubmit.

Resubmit request on new
400 transaction cards.
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Message

TRANSACTION
CODE INVALID

TRANSACTION
CODE DOESN'T
MATCH MASTER

400-500
STRING INC OR
DUPE TX

PATRONS
EXCEED
BOOKS ON
ORDER

NO UNFLAGGED
MASTER FOR
TX

NO RECEIVED
EXCEEDS NO
ORDER

NO RECEIVED
FLAG FOR
TRANS

TX CQOLE IS
AN INVALID
OODE

TRANS SHOULD
NOT MATCH
MASTER

MASTER

MATCHING THIS
TX RECEIVED
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Meaning

This message 1s self-explanatory.

This 1s a 600, 610, 621, 560, 399,
etc. It erroneously did not
match master.

This message 1is self-explanatory.

Quantity ordered must equal or
exceed patrons. In this case it
was insufficient.

A 600 series transaction was sub-
mitted and masters matching were
all flagged as received.

The 600 series transaction quanti-
ty received field exceeds master
quantity ordered field. This 1is
likely a keypunch error or vendor
code.

610 or 611 transaction was sub-
mitted before item was received.

Error in submitting a code other
than 398, 399, 400, 500 or 600
in field 01-03.

This is in the case of a 400-500
series transaction matching the
master. This should not happen.

The master file probably made a
match on a partial shipment.

Corrective Action

Resubmit with correct
transaction code.

Check input as well as
print out to detemmine
error. Resubmit request
with correct information.

Transaction string should
be either 400 or 500.
Correct and resubmit.

Resubmit request on new
400 transaction cards.

Usually the wrong receiving
cards were pulled or possi-
bly a partial shipment
later, resubmit.

Error in receiving correct
and resubmit.

Send in 600 transaction
card again. Hold 610 or
611 and send in at next
update.

Correct and resubmit.

There is an error in the
TL number or item number.
Correct and resubmit.

Determine if the correct
600 series transaction
were submitted or if the
second copy of a partial
shipment was held until
first copy received was
cataloged.



3. Cataloging Module

The purpose of the cataloging module is to establish, monitor
and maintain central control files of bibliographic data for all
cataloged book holdings.

a. Cataloging Module Master Files

The book cataloging module consists of a series of computer
runs as shown in figure 72 designed to maintain the following master
files: '

(1) Bibliographic Master, figure 46.

(2) Inventory Control Master, figure 49.

(3) Search Master, figure 51.

(4) Subject Heading Authority Master, figure 52.

The design of the book cataloging module is based on the
concept of imputting bibliographic data consisting of variable num-
bers of data elements each of variable length. These bibliographic
data elements are identified by standard codes shown in figure 47.

In addition, the preservation of case designation for the main entry,
the bibliographic paragraph, and the informal notes will be maintained
thruout the system. Because of these, and other requirements raw input
data, figure 71, to the cataloging module will be captured on paper
tape according to instructions contained in paragraph 3.b. in the
cataloging data capture procedures, chapter 2, section IV and then
converted to magnetic tape.

Primary input to the system will consist of bibliographic
data for new holdings; deletions, adds, and changes to existing
holdings; and total deletes of bibliographic data.

The cataloging module features authority checks on all
incoming call numbers and subject headings.

b. Catéloging Logic and Run Relations

Utilizing the computer run relations flow chart, figure 72,
as a guideline, the cataloging module of the book control subsystem
run relations are easily followed from source document to printed shelf
list.

Raw transactions input data will be generated on paper tape
obtained as a by-product of typing a standard lexicographic cataloging
control input form, figure 55, on a Friden Flexowriter.

The paper tape is then converted to magnetic tape by a
specialized conversion program. The conversion is shown in figure 72
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as the conversion from paper tape to magnetic tape.

Even though the transactions input data is now in a
machine readable form, the information contained on the magnetic tape
must be edited and rearranged into a more acceptable format before
processing against the cataloging master files.

The first computer run will validate the call numbers,
data element codes, data elements, action codes, and other data.
It will create a wnit record for all valid data elements from the raw
input data and reformat each call number into a machine sortable
form. Any transactions which failed to pass the edits will be
dropped off in the form of error transactions.

Run 2 will take the valid transactions from the edit run
and the previous day's wash actions from the subject heading update
run and sort them into call number, data element code, action code
and copy number sequence.

When the input transactions have been properly sorted,
the original data stored in the Bibliographic and Inventory Master
Files from the last update must be made available in order to process
the sorted transactions and update the master files.

During the update run, run 3, several types of actions,
as indicated by figure 48, affecting the Bibliographic and Inventory
Master Files may be accomplished.

The Bibliogaphic and Inventory Master Files from the
last update along with the sorted input transactions file are loaded
onto the computer. The Bibliographic and Inventory Master Files will
be sequenced call number by call number into computer memory along
with the sorted transactions file. When a match of corresponding
call numbers is made in either the Bibliographic or Inventory Master
Files with a corresponding call number in the sorted transactions
file, the action indicated in the sorted transactions file will be
accomplished. All other items in the sorted transactions file, which
must be new items to be added to the Bibliographic and Inventory
Master Files, will be sequenced onto the Bibliographic and Inventory
Master Files in call number sequence.

The sorted transactions, which may be any of the type
indicated in figure 48 will be edited again during actual update
processing. Utilization of those update edits will detemmine final
processing acceptability of the sorted transaction, which are subse-
quently processed against the Bibliographic and Inventory Master Files.
Errors found here, if any, will be displayed on the Update Error List,
figure 63, along with an appropriate error message. Any transaction
containing subject headings will be written onto the daily monitor and
subject heading tapes.
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The updated Bibliographic Master File will be extracted
in run 4 and sorted for display as an Accession List, Number List,
Shelf List, Author List, Title List and Subject Heading List.

Run 5 will sort the subject heading actions and wash
actions from the daily bibliographic update run into subject heading
sequence.

Run 6 will post new subject headings to the Subject Heading
Master File, and to the search master. At this time feedback trans-
action will be prepared to delete any subject headings that were
assigned in error. New subject headings will be flagged, selected,
validated and written for display in a cumlative manner.

c. Run Details For Run 1

The purpose of this run, see figure 72, is to edit for
validity of call numbers, data element codes, data elements, action
codes and other data; create unit records for each valid data element
appearing in the raw bibliographic data; and reformat the call numbers
associated with each unit record into machine sortable form.

Each input record will be edited for a valid call number
according to the editing criteria, paragraph i. this section. If a
call number error is detected during the edit run, the entire input-”
record will appear on the error listing, figure 62, together with
an appropriate error message explaining the cause of the error. If
any data element associated with a given call number fails to pass
the edits, an error message together with the data element failing
the edit will appear as an error. Individual records will be generated
in this run for all valid data elements.

(1) Run One Input

Raw bibliographic data, figure 71, in input sequence.

(2) Run One Output

(a) Formatted data element records, figure 46, in
random sequence.

(b) Edit error tape to be formatted for display as
the Edit Error List, figure 62.

(3) Run One Sequence

Run one will be processed in input sequence of the
raw transactions.
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d. Run Details For Run 2

The purpose of this run, see figure 72, is to take the
valid transactions for the edit run and the previous day's wash actions
from the subject heading update run and sort them into call number,
data element code, action code and copy number sequence.

(1) Run One Input

(a) Formatted data element records file from run one.

(b) Wash actions file from the previous day's subject
heading update.

(2) Run One Output

Wash action and valid data element record sorted into
call number, data element code, action code and copy number sequence.

(3) Run Two Sequence

Run two will be processed in call number, data ele-
ment code, action code, and copy number sequence.

e. Run Details For Run 3

The purpose of this run is to authorize input call numbers,
update the Bibliographic and Inventory Master Files, select new acces-
sions for subsequent production of the weekly accessions notice, and
to select and isolate subject heading transactions.

(1) Run Three Input

(a) Bibliographic transactions, figure 46, in sequence
by call number.

(b) Inventory Control Master, figure 49, in sequence
by call number.

(c) Bibliographic Master, figure 46, in seqﬁence by

call number.
(d) Wash actions - Same as figure 46.
(2) Run Three Output
(a) Daily Monitor Report, figure 60, in sequence by
call number.
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(b) Cumulative accessions, figure 46, in sequence by
call number (weekly).

(c) Updated inventory control master - Same as input

(b) above.

(d) Updated inventory control master - Same as input
above. '

(e) Error tape, figure 60, in sequence by call number.

(f) Wash actions and subject headings - same as
figure 46.

(3) Run Three Sequence

Run three will be processed in call number sequence.
(4) Discussion

The daily update of the Bibliographic and Inventory
Masters accepts a variety of actions from the daily action tape. During
the processing run the Inventory Master and Bibliographic Master are
updated. Error messages along with the error record are produced.
New titles are flagged and once a week are written onto an output tape
for further processing. A supplement listing reflecting changes in
the Bibliographic Master will be produced on a daily basis.

During this run the call numbers will be checked for
duplicates. Any duplicates will appear on the update error listing.
Any call number failing to match a call number on the Inventory Master
File will be checked further to see if it is a new addition to the
holdings. If it is new, the records will be added to the Bibliographic
and Inventory Masters. If not new, all individual records containing
this call number will appear on the update error listing. Records con-
taining subject headings will be written onto the daily monitor tape
and onto the subject heading TX tape.

. The following text will present the logic for updating
by action code.

(a) "Delete'" Action Code 0. There are different
types of format for a delete action code. One format, figure Ao, will
delete all the subject headings from the Search Master by preparing
wash actions, and/or delete an entire record from the Inventory Master
File as well as the Bibliographic Master File. One format, figure Bo,
will delete a specific copy from the Inventory Master (provided the
specified copy is coded as 'being on the shelf'"). The other, format Co,
will delete an element of data from the Bibliographic Master File.
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In each case the call number of the action TX must match both the

Inventory and the Bibliographic Master Files.

Valid Formats for Delete Actions Going to Update

Call Copy  No. of Data Ele- Action Code
No. No. Copies ment Code Qata Element
Call No. [ALLb | ALLb | A | A [Abb |o |« | =
52 4 4 1 1 3
Special Indication Code \Cofclogers Initial
Figure Ao
Call Copy No. of Data Ele- Action Code
No. No. Copies ment Code # 90?0 Element
Call No. | NNNN [ 0001 | A | A| Abb | o | * :'—E
52 4 4 1 1 3
Special Indication Code \Cctologers Initial
Figure By,
Call Copy No. of Data Ele- Action Code
No. No. Copies ment Code ‘ Pctc Element
Call No. bbbb | bbbb | A A | ANN | o | « _—__E
52 4 4 ] ] 3

Special Indication Code

NOTE:
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\Cotologers Initial
Figure C,

In each case the * is the only character present in the data
field.




If the format of a delete TX is the same as figure Ao,
and the data element code is Abb, the inventory and bibliographic record
will be deleted. The deleted bibliographic record will be flagged and
written onto the daily monitor tape. During the print program the
flagged deleted records will be separated and written onto a delete tape
and printed as per figure 61. If the record being deleted contains
subject heading data ('P'"" type element codes) a delete wash action will
be prepared and written onto the ''wash action' and subject heading TX
tape. If the format is Ao and the data element code is Pbb, the action
will have no effect on the Bibliographic or Inventory Masters. It will
go directly to the subject heading TX tape and delete all the terms
during the updating of the Search Master.

If the format of a delete TX is the same as figure Bo,
and the copy number of the copy to be deleted on the Inventory Master
is coded ''shelf,'" change the flag to blank and subtract one from the
number of copies and quantity on hand fields in the Inventory Master
and one from the number of copies in the Bibliographic Master record.

If the format of a delete TX is the same as figure Co,
and the data element code matches a data element code on the Biblio-
graphic Master record, delete the matching record and write it onto
the daily monitor tape. If the data being deleted is the "main entry"
set a switch to assure that another TX bears the new 'main entry."

If the data element code is one of the subject heading codes, prepare
a delete wash action and write it onto the '‘wash action'" and subject
heading TX tape.

(b) "New'" Action Code 1.

Cataloger's Initial Data Element Code
Special Indication l Action Code
'y V%
Call No. | Copy No. | No. of Copies *ANN | 1| Data $
Variable
52 4 4 1111 3 ]
*A=Alpha, N=Numeric Bibliographic Master
Figure D

If the call number of the TX is not equal to the
Inventory Master (authority), and the action code is "1," build a new
record for the Bibliographic Master and the Inventory Master. If the
following TX's have the same call number and action code of '1," zero
the copy number, number of copies, special indicator, and cataloger
code fields, and add them to the Bibliographic Master. The first
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author data element will affect the author field in the Inventory Master,
and the first title data element will affect the title field of the
Inventory Master. (It may be necessary to truncate both the author and
the title.) '"P'" type element data codes will affect the subject heading
TX tape and the Bibliographic Master. The new records will be written
onto the Bibliographic Master (figure 46), the Inventory Master,

figure Eo, the Subject Heading Master ('P" types only), figure Fo, and
the daily monitor tape, figure Do.

If the copy number of the first action contains
0002, flag the first copy of the Inventory Master as 'N" or '"V'' and
starting with copy two, flag the individual copies as shelf as per
number of copies; otherwise, start flagging the copies as ''shelf' with
copy one. Add the TX's number of copies to the inventory number of
copies field and inventory quantity on hand fields. Zero the inventory's
times circulated field.

Place the date 'of the run in the Inventory Master's
""date originated' field. Make all "P'" type TX's going to the subject
heading TX tape 70 data element characters long.

The cataloger's initial will become the 'New
Accession' flag.

Call |Blank | Author | Title | No. of | Qty. on | Time | 300 Individual Date

No. Copies | Hand Cir. | Copy No. Fields | Originated
52 4 25 | 50 4 4 6 300 5

Inventory Master Record
Figure Eq

Call No. | PNN 1 | Subject Heading EE

52 3 1 70

D ata Element Action

C ode Code

Subject Heading TX Record
Figure Fg

(c) "Add'" Action Code 2. There are two different types
of format for an add action code. One format, figure Go, will add
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additional copies to any existing bibliographic and inventory record.
The other, figure Ho, will add additional data to any existing Biblio-
graphic, Inventory, and (in the case of "P'" data element codes)

Search Masters.

LC | Copy | No. of | Special Cataloger's | Data Action $
No.| No. | Copies | Indicator | Initial Element | Code
Code Code
52 4 4 1 1 3 1 1
Figure G,

LC |Copy | No. of | Special | Cataloger’s | Data Action | Data 3:__-
No.| No. | Copies | Indicator | Initial Element | Code | Variable
Code Code
52 4 4 1 ] 3 1 1
Figure Ho

If the format of an add TX is the same as figure Go,
and the data element code is Abb, the "number of copies' field in both
the matching Inventory Master and Bibliographic Master will be updated.

In addition to this, the inventory's individual copy number fields will
be updated starting with the copy number contained in the TX copy number
field and continuing until the specified number of copies in the TX
have been flagged as "on the shelf.'" The processed TX will be written
onto the daily monitor tape.
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If the format of an add TX is the same as figure
Ho, and the data element code is alpha, numeric and valid, the call
number of the TX must match the Inventory and Bibliographic Masters,
but the data element code must not match any present on the Bibliographic
Master. If this be the case, add the new data to the Bibliographic
Master. If the new data element code being added is a ''zero, zero' or
a "first title" it will also cause the "author'" or "title" field in the
Inventory Master to be changed.

In building, changing, or adding to the author
and title fields of the Inventory Master the following logic should
be followed:

The author field will contain.the data element
that has been coded as the main entry. (This will nommally be the
first author of the book, and that is why this field has been called
the author field.)

The title field will contain the data element
that has been coded as the first title of the book, unless the title
also happens to be the main entry. If the title of the book is also
the main entry, the title would appear in the author field and the
title field of the inventory record when the title is more than 25
characters in length.

If the data is a subject heading it will be
written onto the subject heading TX tape as well as the daily monitor
tape. (Data may not be added to the bibliographic paragraph--data
element code NOl--therefore data element codes NOZ thru N99 are
invalid codes.)

(d) "Change'" Action Code 3. The call number of a
change TX must match a call number contained on both the Inventory
Master and the Bibliographic Master. The TX's data element code must
also match a data element code contained on the Bibliographic Master.

Write the TX onto the daily monitor tape.

Call Copy No. of |Special ANN |Action | Data $
No. No. Copies | Indicator Code 3|Variable
52 4 4 1 1 3 1
Figure J,

Once a match has been found, change the data on
the Bibliographic Master to that contained in the TX. If the main
entry (Alpha, zero, zero) and/or the first title on the Bibliographic
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Master is being changed, the Inventory Master's author or title

field must be changed also. If the data element code in the TX is a
"P" type data element code, prepare a delete and add action and write
in onto the subject heading TX tape.

(e) "Lost,'" "Found,'" "Salvage,'" and "'Inventory
Adjust Out'" Action Codes 4, 5, 6 and 7, respectively.

Call Copy | No. of | Special Cataloger's $
Number | No. | Copies | Indicator | Initial
52 4 4 1 1 3 1
Action Code
Figure K

In the daily update of the Bibliographic and
Inventory Master run, the lost, found, salvage, and inventory adjust-
ment out actions will affect the Inventory Master only. In each case,
they will become errors if the specified copy does not contain a
valid condition for the action code to change.

For example: A "lost' action must find the copy flagged 'shelf."
A "found'" action must find the copy flagged ''lost.'
A "salvage' action must find the copy flagged ''shelf."
An "IAQ" action must find the copy flagged ''shelf,"
"lost'" or '"'salvage."

(In any case where a ''lost'" has been ''found" change the flag to
"shelf.!" Write each valid action onto the monitor tapc.)

Note: Scan the record after updating the inventory out TX. If

all copies have been flagged as inventory out, delete the record from
the Bibliographic Master. Flag and print as it were deleted by a
delete TX.

f. Run Details For Run 4

The purpose of this run, see figure 72, is to selectively
extract from the bibliographic data and sort for display an Accession
List, a Number List, a Shelf List, a Title List, a Subject Heading List
and an Author List.

(1) Run Four Input

Updated Bibliographic Master File from last update run.
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(2) Run Four Output

(a) Shelf list file to be sorted to LC and special
data element sequence, formatted and displayed as the Shelf List,
figure 67.

(b) Author file to be sorted alphabetically by
author name, formatted and displayed as the Author List, figure 68.

(c) Title file to be sorted alphabetically by
title, formatted and displayed as the Title List, figure 69.

(d) Subject headings file to be sorted alphabetically
by subject heading, formatted and displayed as the Subject Headings
List, figure 70.

(e) Accession file to be sorted to COSATI code and
title sequence, formatted and displayed as the Accession List.

(f) Number list file to be sorted to main entry title
and call number sequence, formatted and displayed at the Number List.

(3) Run Four Sequence

Run four will be processed in the sequence of the
output displays.

g. Run Details For Run 5

The purpose of this run, see figure 72, is to sort the
subject heading actions and the wash actions from the daily biblio-
graphic update run into subject heading sequence.

(1) Run Five Input

Wash actions and subject heading actions from the
bibliographic update.

(2) Run Five Output

Wash actions and subject heading actions sorted to
subject heading sequence.

(3) Run Five Sequence

Run five will be processed in subject heading sequence.

h. Run Details For Run 6

The purpose of this run, see figure 72, is to post new
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subject headings to the Subject Heading Master; prepare feedback trans-
actions to delete from the Bibliographic Master File already assigned
subject headings found to be 1n error; flag and select valid new subject
headings for display in a cumulative list.

The daily actions to the subject heading tape which were
sorted to subject heading sequence and are processed against the
Subject Authority Master, and the Search Master. Subject headings with
an action code of '1'" or '2'" not found on the Subject Authority Master
will be added and flagged as temporary until authorized by the Language
Control Authority. (Wash deletes will be processed against the Biblio-
graphic Master on the next run cycle in order to keep the two masters
in phase.) A cunulative listing reflecting additions and changes
to the Subject Authority Master will be produced daily.

All valid actions will be printed daily in order that any
error in spelling of words not discovered in the edit checks may be
corrected.

(1) Run Six Input

(a) Subject Heading Authority File, figure 7, in se-
quence by subject heading.

(b) Sorted subject heading transactions, figure 5,
in sequence by subject headings.

(c) Search Master, figure 8, in sequence by subject
heading.

(2) Run Six Output

(a) Updated Subject Authority File - Same as Input a.
above.

(b) Updated cumulative additions to Subject Authority
File - Same as Input b. above.

(c) Wash actions, figure 5, in sequence by subject
heading.

(d) Errors, figure 11, in sequence by subject heading.

(e) Updated Search Master, figure 8, in sequence by
subject heading.

(f) Valid TX's processed.

(3) Run Six Sequence

Run six will be processed in subject heading sequence.
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i. Editing Criteria

Cataloging editing criteria is presented in three cate-
gories; input transaction edits, LC call number edits and valid data
element code edits. Also indicated will be a valid action code vs
data element code action list. This will be followed by a listing
of all edits and error messages used by the programmer.

(1) Input Transaction Edits. These edits are used to
determine if the input transaction to be processed contain the basic
element and proper format for processing.

(a) All input transactions will be edited as follows:

Data Field Criteria Message

Cataloger's Must be alpha CATALOGERS INITIAL IS
Initial NOT VALID

Action Code Must be 0 thru 7 INVALID ACTION (ODE

(b) Action Code 0 items will be edited as follows:

Data Field Criteria Message

Copy Number Must be blanks or DATA IN THE QOPY NUMBER
ALLb or all FIELD IS NOT VALID.
numeric.

Number of Copies Must be ALLb if DATA IN THE NUMBER QF

Field Copy Number field C(OPIES FIELD IS NOT

is ALLb. Must be VALID.
blank if Copy

Number field 1is

blank. Must be

0001 if Copy Number
field is numeric.

Special Indicator Must be blank, N, INVALID SPECIAL INDICATOR
Code R, S, X, or V. CODE.
Data Element Code Must contain Abb  DATA ELEMENT CODE DOES

or Pbb if Copy NOT AGREE WITH THE COPY
Number field is NUMBER FIELD.

ALLb or numeric.

Must contain ANN

if the Copy Number

field is bbbb.

Data Element Must be an as- DELETE TX DOES NOT (ONTAIN
terisk. AN * IN THE DATA FIELD.
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(c) Action Code 1 items will be edited as follows:

Data Field

Copy Number

1st Data Element Code

Data Element Code

Criteria Message

Must be 0001 or SPECIAL INDICATOR CODE
0002. If 0002, DOES NOT AGREE WITH THE
the special in- COPY NUMBER FIELD.
dicator code must

be either N (for

no copy 1 and non-

expendable) or V

(no copy 1, ex-

pendable.)

Must be of the THIS BOOK DOES NOT HAVE
form XO0 where X A MAIN ENTRY.
is an alpha

character.

Must be code See the valid data element

listed in figure codes, edits and error

47. messages.

The following CATALOGING OF THIS BOOK 1S

codes must be pre- NOT COMPLETE. DATA ELEMENT
sent when a new , IS/ARE NOT

4
bibliographic re- PRESENT.
cord 1is being pro-
cessed. A main
entry code 00, at
least one title -

BOO or BO1l, BO1

NO1 and PO1. If
any of these record
are missing the
record must be
kicked out.

When processing a BOOK DOES NOT HAVE A (QORPOR-
new bibliographic ATE AUTHOR.
record, a corpor-

ate author's

address (INN) must

have a corporate

author (CNN). How-

ever, a corporate

author may be pre-

sent without a cor-

porate authors

address.
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Data Field

Data Elements

Criteria

Edit according to
the criteria in
valid data ele-
ment codes.

Message

See valid data element codes,
edits, and error messages.

(d) Action Code 2 items will be edited as follows:

Data Field

Copy Number Field

Number of Copies Field

Special Indicator Code

Data Element Code

Data Elements

Criteria

Must be numeric
if data element
codes are not of
the form ANN.

Same as above.

b,N,R,S,X, or V.

Must be Code
listed in figure
47.

Edit according to
the criteria in
valid data element
codes.

Message

DATA IN THE COPY NUMBER
FIELD IS NOT VALID.

DATA IN THE NUMBER OF
COPIES FIELD IS NOT VALID.

INVALID SPECIAL INDICATOR
(ODE

INVALID DATA ELEMENT (ODE

See valid data element codes,
edits, and error messages.

(e) Action Code 3 items will be edited as follows:

Data Field

Copy Number

Number of Copies

Special Indicator Code

Data Element Code

Data Elements
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Criteria

Must be blank.

Must be blank.

Must be b,N,R,S,
X, or V.

Must be a code
listed in figure
47.

Edit according to
the criteria in
valid data element
codes.

Message

DATA IN THE QOPY NUMBER
FIELD IS NOT VALID.

DATA IN THE NUMBER OF
CQOPIES FIELD IS NOT VALID.

INVALID SPECIAL INDICATOR
(ODE.

INVALID DATA ELEMENT CODE.

See valid data element codes,
edits, and error messages.



(f) Action Codes 4, 5, 6, and 7 items will be edited

as follows:
Data Field Criteria Message
Copy Number Field Must be numeric.  COPY NUMBER FIELD IS NOT

NUMERIC.

Number of Copies Field Must be blanks. NUMBER OF COPIES FIELD
IS NOT NWERIC.

Special Indicator Code Must be blank. INVALID SPECIAL INDICATOR
CODE.
Data Element Codes None. (In spreading

the record for the
update run, make a
3 character blank
data element code
field.

(2) LC Call Number Edits. These edits are used in con-
juction with the input transaction edits and will indicate specific
editing requirement for LC call numbers.

Legend: A --- ALPHA Character
N --- NUMERIC Character
C --- ALPHA or NWMERIC Character
b --- BLANK Colum Separator
ND --- NO DATE Constant

Note: An "*" will be the terminal character of the
LC number, and the total length of fields 1, 2, 3, and 4 of the LC
number must not exceed 32 characters excluding the "'*."

Main Class Division

Minimum of 1 ALPHA Character followed by a blank.

Maximum of 2 ALPHA Characters followed by a blank.
(First ALPHA Character cannot be I, O, W, X, or Y.
A list of valid LC classes and sub classes may be

found on the following page.

Subdivision/Further Subdivision

Minimum of 1 NUMERIC Character followed by a blank.
Maximum of 12 (HARACTERS followed by a blank.

Subdivision Examples  Subdivision Examples with
Further Subdivision Examples

Nb N. followed Cb
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NNb NN. by CCb

NNNb NNN. any CCCb
NNNNb NNNN. combination CCCCb
of CCCCCb
CCCCCCb
CCCCCCCb

(If further subdivision is present, the subdivision
must be followed by a '"." instead of a 'b'".)

Cutter Number

Minimum of 1 ALPHA Character followed by 1 NUMERIC
Character,
Maximum of 1 ALPHA Character followed by 3 NUMERIC
Characters.

Cutter Number Examples

ANb
ANND
ANNNb

Date

A constant of "ND,'" or a maximum of 4 NUMERIC Charac-
ters followed by a "-'", followed by 2 NWMERIC Charac-

ters.

Date Examples Note: When all of the biblio-
graphic data has been

NN gathered and corrected

NNNN this field will be

NNNN-NN shortened to four
characters.

(Date must fall within a range of 1600 or current year.)

Valid LC Classes and Sub Classes

AC AE AG Al AN AP AS AY AZ

B BC BD BF BH BJ BM BP BR BS BT BV BX

CB CC CD CE CJ CR CS CT

D DA DB DC DD DE DF DG DH DJ DK DL DP DQ DR DS DI' DU DX

GA GB GC GF GN GR GT GV
HA HB HC HD HE HF HG HM HN HQ HS HT HV HX
JA JC JK JL JN JQ JS JV JX

"G ITIomtm

LA LB LC LD LE LF LG IH LJ 1T
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N<<C-HNWmOYZX
SEFBEEREE

SEo8BEIEa
SEE58RB3E

SEHLEESS
SEHREERE
358 BLEIE

G PH
QL QM QP QR
GRJ RK RL RM RS RT RV RX Rz
J

PJ PK PL PM PN PQ PR PS PT PZ

TK TL TN TP TR TS TT TX

(3) Valid Data Element Codes, Edits and Error Messages

Data Element Action Error

Codes Codes Type Data Edit of Data Messages

bbb 4,5,6,7 None None ACTION CODE VS

Abb , None None DATA ELEMENT

CODE INVALID.

Abb 0 An Asterisk * DATA NOT *

A0O thru A99 0,1,2,3 Authors Brown,,,, FORMAT OF THE
Brown, R,,, AUTHOR'S NAME
Brown,,Sir,, IS INVALID.
Brown,,,1908-,

BOO thru B99 0,1,2,3 Titles Alpha/Numeric TITLE DATA IS

BLANK.
COO thru C99 0,1,2,3 Corporate Alpha/Numeric (CORPORATE AUTHOR'S
Authors FIELD IS BLANK.
DOl thru D99 0,1,2,3 Corporate Alpha/Numeric CORPORATE
Address ADDRESS FIELD
IS BLANK.

BEOO thru E99 0,1,2,3 Editors Same as Author FORMAT OF THE
except last EDITOR'S NAME
Character must IS INVALID.
be "ED."

ROO thru F99 0,1,2,3 Compilers Same as Author FORMAT OF THE
except last COMPILER'S NAME
character must IS INVALID.
be CP.

GO0 thru G99 0,1,2,3 Translators Same as Author FORMAT OF THE
except last TRANSLATOR'S
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Data Element Action Error

Codes Codes Type Data Edit of Data Messages
character must NAME IS INVALID.
be TR.

HOO thru H99 0,1,2,3 Illustrators Same as author FORMAT OF THE
except last ILLUSTRATOR'S
character must NAME IS INVALID.
be IL.

L01 thru L99 0,1,2,3 Language Alpha THE LANGUAGE

FIELD IS NOT
ALPHABETIC.
MO1 thru M99 0,1,2,3 Series Alpha/Numeric THE SERIES
FIELD IS ALL
BLANK.

NO1 0,1,3 Bibliogra-  Alpha/Numeric THE BIBLIO-
phic Para- GRAPHIC PARA-
graph GRAPH IS BLANK.

01 thru 099 0,1,2,3 Informal Alpha/Numeric THE INFORMAL
Notes NOTE FIELD IS

BLANK.

Pbb 0 Subject Alpha/Numeric SUBJECT HEADING
Headings FIELD IS BLANK.

POl thru P99 0,1,2,3 Subject Alpha/Numeric SUBJECT HEADING
Headings FIELD IS BLANK.

Qo1 0,1,2,3 COSATI Two Digits INVALID COSATI
Subject Code 01 thru 22. CODE.

TO1 thru T29 0,1,2,3 Contract Alpha/Numeric
Number

T31 thru T59 0,1,2,3 Subcontract Alpha/Numeric
Number

T61 thru T89 0,1,2,3 Project Alpha/Numeric
Number

TOl thru T99 0,1,2,3 Grant Alpha/Numeric
Numbers

VO1 thru V99 0,1,2,3 Report Alpha/Numeric
Numbers
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Action Code

1

2

(4)

Valid Action Code vs Data Element Code Editing Criteria

Inventory Master and
Bibliographic Master

Match Data Element Codes

No - A0l thru S99

No - Abb
No - A0l thru S99
No - Abb

Yes - AO1 thru S99

No - bbb
No - bbb
No - bbb
No - Abb

Yes - A0l - S99

Yes - Pbb

No

Inventory Master and
Bibliographic Master
Match

No - Build New Record

Yes - Update Copy and
No. of Copies

Yes - Add Data By
Building New
Sub. Record

Yes - Change Copy No.
and No. of Copies

Yes - Change Data
in Master

Yes - Flag Copy Lost

Yes - Flag Copy as
Salvaged

Yes - Flag Copy as
returned to shelf

Yes - Delete Copies
so specified by
transaction

Yes - Delete Data
from Master File

Yes - Write TX onto the
Subject Heading
TX Tape for fur-
ther processing

Yes - Flagged specified
copies as X.

When the action code of the transaction is not one of the above,
the error message will read - INVALID ACTION CODE.

Message

ACTION CODE VS DATA

(5) Messages Appearing On the Edit Error List

Meaning

Corrective Action

The data element code is Research and resubmit.
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Message
ELEMENT CODE INVALID.

THE BIBLIOGRAPHIC PARA-
GRAPH IS BLANK.

CATALOGER'S INITIAL IS
NOT VALID.

CATALOGING OF THIS BOOK
IS NOT COMPLETE. DATA
ELEMENTS ---,---IS/ARE
NOT PRESENT.

QOPY NUMBER FIELD IS
NOT NUMERIC.

CORPORATE AUTHOR'S FIELD
IS BLANK.

CUTTER NUMBER CONTAINS
MORE THAN ONE ALPHA
(HARACTER.

CUTTER NUMBER IS TOO
LONG.
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Meaning

bbb or Abb but the action
code is not 2, 4, 5, 6,
or 7.

There is a data element
code NO1 indicating the
bibliographic paragraph,
but no data follows the
code.

There is something other
than an alphabetic or
blank character in the
cataloger's initial
field.

The action code 1is 1,
and the required data
elements specified by
data element codes are
missing. Required min-
imum data elements are
main entry (code 00),
at least one title
(code BOO or BO1l), bib-
liographic paragraph
(code NO1), and at
least one subject head-
ing (code P01).

The action code is 4, 5,
6, or 7, but the copy
number field either con-
tains data other than
numeric characters or
is blank.

There is a corporate au-
thor data element code
but no corporate author
data follows.

Self explanatory. Only
one alphabetic character
can be in the Cutter num-
ber, and it must be the
first one.

The Cutter/number is over
the maximum length of

Corrective Action

Resubmit.

Resubmit.

Research and resubmit.

Research and resubmit.

Research and resubmit.

Research and resubmit.

Research and resubmit.



Message

CUTTER NUMBER NOT
PRESENT .

CUTTER NUMBER STARTS
WITH NUMERIC (HARAC-
TER.

DATA ELEMENT CODE DOES
NOT AGREE WITH THE COPY
NUMBER FIELD.

DATA IN THE COPY NUMBER
FIELD IS NOT VALID.

DATA IN THE NUMBER OF
(OPIES FIELD IS NOT
VALID.

Meaning Corrective Action

one alphabetic character
and 3 numeric characters.

Self explanatory. Research and resubmit.

Self explanatory. The Research and resubmit.
first character must be
alphabetic.

The action code is 0 and Resubmit.
either (1) the copy num-
ber is ALLb or numeric,
but the data element

code is not either Abb or
Pbb, or (2) the copy num-
ber is blank, but the
data element code is some-
thing other than A fol-
lowed by two numeric
characters.

(1) The action code is 0 Research and resubmit.
and the copy number field
contains something other
than blanks, ALLb, or nu-
meric characters.

(2) The action code is 2
and the data element
codes are something

other than A followed by
two numeric characters,
but data in the copy num-
ber field is not numeric
characters.

(3) The action code is 3
but the copy number field
is not blank.

(1) The action code 1s Resubmit.
0 and either (1) the

copy number is ALLb

but the number of copies

is not ALLb, or (2) the

copy number field 1is

blank but the number of

copies field is not

blank, or (3) the copy

nunber field has numeric
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Message

DATA NOT*

DATE FIELD CONTAINS AN
INVALID BLANK.

DATE FIELD HAS ALPHA
OTHER THAN ''ND".

DATE NOT IN RANGE.

DELETE TX DOES NOT CON-
TAIN AN * IN THE DATA
FIELD.

FORMAT OF THE AUTHOR'S
NAME IS INVALID.
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Meaning

Corrective Action

characters but the number
of copies field contains
something other than
0001.

(2) The action code is

2 and the data element
codes are something other
than A followed by two
numeric characters, but
the data in the copy num-
ber field is not numeric.
(3) The action code is 3
but the number of copies
field is not blank.

The data element code is  Resubmit.
Abb and the action code

is 0, but the data field

has something in it

other than an asterisk.

Self explanatory. Resubmit.
Self explanatory. Resubmit.
Date is outside the range Resubmit.
1600 to current year.

A transaction card sub- Resubmit.

mitted to delete a biblio-
graphic record, with the
action code of 0, contains
something other than an
asterisk or is all blank in
the data element field.
Format of the author's Resubmit.
name is other than:

Brown,,,,
Brown, R,,,
Brown,,Sir,,
Brown,,,1908-,

There must be four commas.



Message

FORMAT OF THE COMPILER'S
NAME IS INVALID.

FORMAT OF THE EDITOR'S
NAME IS INVALID.

FORMAT OF THE ILLUSTRA-
TOR'S NAME IS INVALID.

FORMAT OF THE TRANSLA-
TOR'S NAME IS INVALID.

FURTHER SUBDIVISION IS
TOO LONG.

THE INFORMAL NOTE
FIELD IS BLANK.

INVALID ACTION CODE.

INVALID COSATI (ODE.

INVALID DATA ELEMENT CODE.

Meaning

The required format for
compiler's name is the
same as the author's, ex-
cept the last two char-
acters must be CP.

The required format for
editor's name is the
same as the author's,
except the last two
characters must be ED.

The required format for
illustrator's name is

the same as the author's,
except the last two
characters must be IL.

The required format for
translator's name 1is

the same as the author's,
except the last two
characters must be TR.

The further subdivision

of the LC classification
is longer than the max-

imum of 11 characters.

There is a data element
code indicating an
informmal note but no data
following it.

There is something in the
action code field other
than 0, 1, 2, 3, 4, 5, 6,
or 7.

There is something in
the COSATI code field
other than two digits
in the range of 01
through 22.

The data element code is
not one of those listed
in figure 47.

Corrective Action

Resubmit using correct
format.

Resubmit using correct
format.

Resubmit using correct
format.

Resubmit using correct
format.

Research and resubmit.
Research and resubmit.

Resubmi.t.

Resubmit.

Resubmit.
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Message

INVALID SPECIAL INDICA-
TOR CQODE.

THE LANGUAGE FIELD IS
NOT ALPHABETIC.

MAIN CLASS CONTAINS A
NUMERIC CHARACTER.

MAIN CLASS INVALID.

MAIN CLASS TOO LONG

NUMBER OF COPIES FIELD
IS NOT BLANK.

THE SERIES FIELD IS ALL
BLANK.

SPECIAL INDICATOR CODE
INCONSISTENT WITH THE
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Meanin

(1) The action code is
0, 2, or 3 and the
special indicator code

is something other than

blank, N, R, S, X, or
V.

(2) The action code 1is
4, 5, 6, or 7 and the

special indicator code
field is not blank,

as required.

There is at least one
character in the lan-
guage field that is
not alphabetic.

Self explanatory.

(1) The main class of
the LC classification
contains at least one
non-alphabetic, non-
nuneric character.
(2) The first charac-
ter in the main class
is I, O, W, X, or Y.

The main class of the
LC classification is
longer than two char-
acters followed by
one blank.

The action code is 4, 5,

6, or 7; the number of
copies field should be
blank but is not.

There is a data element
code indicating a series
entry, but no data fol-

lows it.

The action code is 1 and
the copy number is 0002,

Corrective Action

Research and resubmit.

Resubmit.

Research and resubmit.

Research and resubmit.

Research and resubmit,

Research and resubmit.

Resubmit.

Research and resubmit.

Research and resubmit.



Message

COPY NO. FIELD.
SUBDIVISION CONTAINS
ALPHA (HARACTERS.

SUBDIVISION NOT PRESENT.

SUBDIVISION TOO LONG.

SUBJECT HEADING FIELD IS

BLANK.

THIS BOOK DOES NOT HAVE A

MAIN ENTRY.

THIS BOOK DOES NOT HAVE A

TITLE.

TITLE DATA IS BLANK.

Meaning

but the special indica-
tor code is something
other than N or V.

The LC subdivision con-

tains at least one alpha-

betic character, rather
than only numeric char-
acters.

There is no subdivision
of the LC classifica-
tion; it is required
data.

There are more than 12
characters in the LC
classification subdi-
vision.

There is a data element
code indicating subject
heading, but no data
follows it.

The action code is 1, but

the first data element
code is something other

than one alphabetic char-

acter followed by two
Zeros.

Self explanatory.
The action code is 0, 1,

2, or 3, but the title
field contains no data.

Corrective Action

Research and resubmit.

Research and resubmit.

Research and resubmit.

Research and resubmit.

Resubmit.

Research and resubmit.

Resubmit.

(6) Messages Appearing on the Update Error List

Message

BIB. MASTER ALREADY CON-

TAINS DATA UNDER THIS
DATA ELEMENT CODE.

Meaning

A data element to be
added to an established

bibliographic record has
has been submitted with a

data element code that

Corrective Action

Research and resubmit.
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Message

BIBLIOGRAPHIC RECORD
DOES NOT HAVE A MAIN
ENTRY.

CALL NUMBER ROR COPIES
TO BE ADDED NOT ROUND
ON THE BIB. MASTER.

CALL NUMBER FOR DATA TO
BE (HANGED NOT ROUND ON
BIB. MASTER.

CALL NUMBER IS A DUPLI-
CATE OF ONE ALREADY
CONTAINED ON THE BIB.
MASTER.

(OPY ROUND WAS NEVER
REPORTED LOST.

(OPY NUMBER OUT Of OUR
INVENTORY IS OUT ON
CIRCULATION.

COPY REPORTED LOST
WAS NOT ON SHELF.

COPY TO BE DELETED IS
NOT ON THE SHELF, IT
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Meaning

duplicates the code of a
data element already on
the record.

The transaction submitted
leaves the Bibliographic
Master record without a
main entry.

There is no record on the
Bibliographic Master File
with the call number
specified in the input
transaction adding copies.

There is no record on

the Bibliographic Master
File with the call number
specified in the input
transaction changing data.

The input transaction
creates a new record,

but there is already a
record on the Bibliogra-
phic Master File under the
same call number.

The input transaction
flags a copy as found, but
the copy 1is not flagged

on the master file as lost.

Self explanatory. A
book copy that is
charged out cannot be
inventoried out.

Self explanatory. The
only condition from
which a copy can be
flagged "'lost" is
""'shelf."

Self explanatory.

Corrective Action

Research.

Research.

Research.

Research.

Research.

Research.

Research.

Research.



|

Message

1S . (In-
sert LOST, SALVAGED,
CIRCULATED, 001 (out
of inventory), NO
COPY ONE - EXPENDABLE,
or NO COPY ONE - NON
EXPENDABLE. )

COPY TO BE SALVAGED NOT
ON SHELF.

DATA ELEMENT TO BE
CHANGED NOT FOUND ON
BIB. MASTER.

THE DATA TO BE DELETED
IS NOT ON THE BIB.
MASTER.

DUPLICATE COPY NUMBER.

RECORD TO BE DELETED WAS

NOT FOUND ON BIB MASTER.

Meaning

Self explanatory.

Self explanatory.

Self explanatory.

The copy number to be
added is already on
the bibliographic
master record.

Self explanatory.

Corrective Action

Research.

Research.

Research.

Research.

Research.
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4. Circulation Module

The purpose of the circulation module is to monitor and main-
tain central control files for all books and serials on loan to patrons,
branch libraries or items at the bindery.

a. Circulation Logic and Run Relations

Utilizing the computer run relation flow chart, figure
88, as a guideline the circulation module of the books control subsystem
run relations are easily followed from issue to return of item.

As shown in the flow chart the computer accepts a variety
of transactions which are used to initiate and update the Circulation
and Inventory Master Files.

For computer processing, all data contained on these input
transaction cards is converted to magnetic tape. This conversion 1s
accomplished in the computation center by a standardized punch card
to magnetic tape conversion run which is presented in figure 88 as run
one, the conversion from transaction cards to magnetic tape.

During the conversion run all input circulation transaction
cards are character checked throughout the transaction card field.
Transactions which fail the character check are dropped off and returned
to the library as unreadable transaction cards.

When the remaining circulation transactions are in a
machine readable form and each has been appended with a record mark, the
information contained on the magnetic tape file will be sorted into
social security number sequence. This sorting action, accomplished in
run two, will properly sequence the input transactions for the edit /
match program in run three.

Run three will edit all input transactions per input
transaction editing criteria, paragraph m., this section. All transactions
attempted or processed in this run will be written out on the Circulation
Monitor and Error List, see figure 78. Transactions found in error, if
any, will be so indicated by an appropriate error message. For each
transaction in error, either processed or kicked out, a duplicate computer
produced transaction card will be prepared with col 1, action code,
left blank.

All processed error and valid circulation transactions
from run three will be resorted into call number sequence in run four.
Output files from this sorting action will serve as input to the main
update run, run five.

When the preceding actions have been completed the Circula-

tion and Inventory Master Files from the last update must be made availa-
ble in order to process the input transactions and update the master files.
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During the update run several types of actions affecting
the Circulation and Inventory Master Files may be accomplished: items
may be circulated, returned, recalled, renewed, indicated as lost or
found, the patron who has an item checked out may have a name change or
the item checked out may have a title change.

The Circulation and Inventory Master Files from the last
update along with the input circulation transactions file are loaded
onto the computer. The Circulation and Inventory Master Files will be
sequenced into computer memory by call number along with the input
transactions file. When a match of corresponding call numbers is made
in either the circulation or inventory files with a corresponding num-
ber in the input transactions file the action indicated in the input
transactions file will be accomplished. All other items in the input
transactions file which must be items to be added to the Circulation
Master File will be sequenced onto the Circulation Master File in call
number sequence.

The input circulation transactions which may be any of the
previously mentioned type actions will be edited again during actual
update processing. Utilization of these update edits will determine
final processing acceptability of the input transactions which are
subsequently processed against the Circulation and Inventory Master
Files. Errors found here, if any, will be displayed on the Circula-
tion / Inventory Update Error Listing, see figure 79. For each trans-
action in error a duplicate computer produced transaction card will be
prepared with col 1, action code, left blank. Appended to the error
listing will be a Statistical Report, see figure 79, of all circulation
and inventory records current through this update.

Other outputs from the update run are the Receipts File
which is used in run S5A to prepare all Issue and Turn In Slips, see
figure 81, a Third Notice Cross Reference Listing, see figure 80,
indicating items by call number and item name with the patron's name
and social security number and a recall file which is used to prepare
all Recall / Renew Notices in run six.

Run 5B is a simple sort of the recall file from run five
into social security number sequence. Output from this run will serve
as input to run 5C which will match the Recall / Renew records against
the Patron Master File to obtain the latest patron mailing information.
Run 5D is a sort of the output from run 5C into address sequence.

Run 5E is a sort of the weekly updated Circulation Master File into
patron name sequence.

Run six will selectively prepare the output displays re-
quired by the library for maintenance of the circulation module. In-
put to this run will be the sorted Recall / Renew File from run 5D,
the sorted Circulation Master File from run 5E and the unsorted Circula-
tion Master File from run five. Run six will prepare the following
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outputs in the sequence presented: two complete circulation listings,
one in name sequence, see figure 77, and the other in call number se-
quence, see figure 76, all recall and overdue notices plus renewal
transaction cards, see figures 82 through 86, and a complete patron-
circulation/inventory report with assoclated transaction cards, see
figure 87.

b. Run Details for Run 1

The purpose of run one, see figure 88, is to convert all
daily transaction cards to magnetic tape appending a record mark to
the end of each card image.

(1) Run One Input. Circulation transaction cards - Input
to this run will consist of input circulation transaction cards to be
used in this update.

(2) Run One Output

(a) Circulation transactions - This file consists of
magnetic tape images of the input circulation transaction cards with a
record mark appended to each transaction card image. All circulation
transactions will be blocked ten to a block.

(b) Unreadable transaction cards - Any cards which has
an invalid combination of punches will be dropped off and returned to
the library for correction and re-submission.

(3) Run One Sequence. Run one will be processed in input
sequence of circulation transaction cards.

c. Run Details for Run 2

The purpose of run two, see figure 88, is to sort all cir-
culation transaction cards into social security number sequence.

(1) Run Two Input. Circulation transactions - This file
will consist of magnetic tape images of circulation transaction cards
prepared in run one.

(2) Run Two Output. Sorted circulation transactions - This
file will consist of circulation transaction sorted into social security
number sequence.

(3) Run Two Sequence. Run two will be processed in social
security number sequence.

d. Run Details for Run 3

. . The purpose of run three, see figure 88, is to e@it all sorted
circulation transactions per input transaction editing criteria and prepare a
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file of processed error and valid circulation transactions, a monitor
and edit error file and a file of processed and error transactions.

(1) Run Three Input

(a) Sorted circulation transactions - This file con-
sists of circulation transactions sorted into social security number
sequence in run two.

(b) Patron Master - This file contains all library
patrons listed in social security number sequence.

(2) Run Three Output

(a) Processed errors and valid circulation transac-
tions - This file contains all transaction which will be used to update
the Circulation and Inventory Master Files in rumn five. Processed
errors are transactions which appear correct in content but do not match
with the Patron Master File.

(b) Processed and edit error transactions - This file
contains tape images of all transactions found in error. For each trans-
action in error, either processed or kicked out, a duplicate computer
produced transaction card will be prepared with col 1, action code,
left blank.

(c) Monitor and edit errors - This file contains
tape images of all transactions attempted or processed in the edit /
match run. This file will be displayed in the format shown in figure 78.
All transactions found in error will be accompanied by an appropriate
error message.

(3) Format of Output Files From Run Three

Processed / Valid Monitor and Processed / Edit
Circulation Transactions Edit Error Error Tape

No No No
Data Fields Char. Data Fields Char. Data Fields Char.
Call number 56 Error message 52 Blank 1
Action code 1 Action code 1 Remainder of
Author 25 Blank 1 Original transaction
Title 50 Remainder of Image 79
Lost flag 1 Original 79

transaction

Patron name 45

Social security no. 10
Yr. / date (Julian) 5
Expendability flag 1
Security code 1
Type loan / medium 1
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Processed / Valid Monitor and Processed / Edit
Circulation Transactions Edit Error Error Tape

No No No
Data Fields Char. Data Fields Char. Data Fields Char.

=

Org. symbol
Telephone

Blank

No patron flag
Print code

Recall repr. flag
Recall repr. date
Auto. renewal flag
Auto. renewal date
Recall patron flag
Recall patron date
Inter-1ib loan flag
Inter-1ib loan date
Blank

Bldg. Number

Blank

Type employee
Contractor code
Blank

Original Transac-
tion image 80

[y
BRI U U O U g N

(4) Run Three Sequence. Run three will be processed in
social security number sequence.

e. Run Details for Run 4

The purpose of run four, see figure 88, is to sort all pro-
cessed errors and valid circulation transactions into call number, date
and action code sequence.

(1) Run Four Input. Processed errors and valid circulation
transactions - This file contains all edited transactions from run
three.

(2) Run Four Output. Sorted processed error and valid cir-
culation transactions - This file will contain all edited transactions
sorted into call number, date and action code sequence.

(3) Run Four Sequence. Run four will be processed in call
number, date and action code sequence.

f. Run Details for Run 5

The purpose of run five, see figure 88, is to update the
Circulation and Inventory Master Files, prepare a Recall / Renew File,
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an Issue and Turm-In File, a Third Notice Cross Reference File and an
Update Error Listing and Statistical Report File.

The following logic will apply to each and every record
read from the Inventory and Circulation Masters during run 5.

Each Circulation Master's call number minus the copy num-
ber must match a call number contained on the Inventory Master File.

There can be no duplication of call numbers plus copy num-
bers on the Circulation Master File.

The Inventory's call number need not match with a Circula-
tion Master call number; however, if they do not match the Inventory
Master copy number fields must be coded as on the shelf, blank,
lost, inventory adjustment out, or salvage.

The Inventory Master File cannot contain a duplicate call
number.

Check the status of each circulation record read and add
"1'" to the appropriate 'beginning'' field(s) of the statistical report.

Transactions that are to be processed against the Circula-
tion and Inventory Masters will be processed as per update editing
criteria.

If four or more transactions bearing the same date are to
be processed against any given copy of an item, write all of the trans-
action onto the error tape for review by RSIC, otherwise process as per
action code.

Check the status of each record to see if a 1st, 2nd, or
3rd Recall / Renewal Notice is due.

Add "1" to the appropriate statistical report "ending"
field(s).

(1) Run Five Input

(a) Recycled Circulation Master - This file contains
all circulation records through the last update.

(b) Recycled Inventory Master - This file contains all
inventory records through the last update.

(c) Sorted processed errors and valid circulation trans-

actions - This file will contain all edited transactions sorted in run
four.
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(2) Format of Input Files to Run Five

Input Input/Output Input/Output
Processed/Valid Recycled Recycled
Circulation Circulation Inventory
Transactions Master File Master
No No No

Data Fields Char. Data Fields Char. Data Fields Char.
Call number + copy 56 Call number + 56 Call number 56
no. copy no.
Action code 1 Action code 1 Author 25
Author 25 Author 25 Title 50
Title 50 Title 50 No. of copies 4
Lost flag 1 Lost flag 1 Qty. on hand 4
Patron name 45 Patron name 45 Times title
Social security no. 10 SS no. 10 Circulated 6
Yr./date (Julian) 5 Yr./date 5 Individual

(Julian) Copy fields 300
Expendability flag 1 Type item XP - 1 Date first

NXP Circulated 5
Security code 1 Security code 1
Type loan/medium 1 Type loan/ 1

medium
Org. symbol 12 Mail symbol 12
Telephone 7 Telephone 7
Blank 1 Blank 1
No patron flag 1 No patron flag 1
Print code 1 Print code 1
Recall repr. flag 1 Recall repr. 1

flag
Recall repr. date 5 Recall repr. 5

date
Auto. renewal flag 1 Auto. renewal 1

- flag

Auto. renewal date 5 Auto. renewal 5

date
Recall patron flag 1 Recall patron 1

flag
Recall patron date 5 Recall patron 5

date
Inter-1ib. loan flag 1 Inter-1ib. 1

loan flag
Inter-1ib. loan date 5 Inter-1ib. 5

loan date
Blank 21 Blank 21
Bldg. number 5 Bldg. number 5
Blank 1 Blank 1
Type employee 1 Type employee 1
Contractor codes 4 Contractor 4

codes
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Input Input /Output Input/Output

Processed/Valid Recycled Recycled
Circulation Circulation Inventory
Transactions Master File Master

No No No
Data Fields Char. Data Fields Char. Data Fields Char.
Blank 4 Blank 4
Original transac- 80 Upspread 36
tion card image call number
The original trans- This record format
action card image at becomes the output/
the end of this record input for the follow-
becomes the output/ ing files and runs:
input to circulation/ Sort patron name run SE
inventory statistical Sort to SS. Nr. run 5B

file. A two digit code
will accompany each
record to designate

the type error found.

(3) Run Five Output

(a) Updated Circulation Master - This file contains
all circulation records current through this update.

(b) Updated Inventory Master - This file contains
all circulation records current through this update.

(c) Recall/Renew Notices - This file contains all
data pertaining to Recall/Renew Notices per flagged fields in circulation
records. This file is sorted and formatted for display in run six.

(d) Receipts - This file contains all data pertaining
to Issue and Turn-In slips and is sorted for display in run 5A.

(e) Third Notice - This file contains cross refer-
ence data for all Third Notices. This file is displayed as the
Third Notice Cross Reference List, see figure 80.

(f) Circulation/Inventory Statistics - This file
contains all circulation and inventory data current through this update
Utilization of a special 1401 computer run displays this file as an
Error Listing and a Statistical Report, see figure 79. For each trans-
action found in error a duplicate computer produced transaction card
is prepared with col 1, action code, left blank.

(4) Run Five Sequence. Run five will be processed in call
number sequence.
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g. Run Details for Run 5A

The purpose of run 5A, see figure 88, is to sort the receipts
file from run five into address (major) and type (minor) sequence.

(1) Run S5A Input. Receipts - This file from run five con-
tains all data pertaining to Issue and Turn-In Slips.

(2) Run 5A Output. Sorted receipts - This file will con-
tain all data pertaining to Issue and Tum-In Slips sorted to address
(major) and type (minor) sequence. Utilization of a special 1401 computer
run will display this file as Issue and Turn-In Slips, see figure 8l.

If the type/loan medium field of the record in memory
is '"blank" a Turn-In Slip should be prepared for this and any other
record that may follow that has the same address.

If the type/loan medium code of the record in memory
is an "8" an Issue Slip should be prepared for this and any other record
that may follow that has the same address.

(3) Run 5A Sequence. Run 5A will be processed in address
(major) and type (minor) sequence.

h. Run Details for Run 5B

The purpose of run 5B, see figure 88, is to sort the recall/
renew file into social security number and type loan sequence.

(1) Run 5B Input. Recall/renew records - This file from
run five will contain all recall/renew records per flagged fields in
circulation records.

(2) Run 5B Output. Sorted recall/renew records - This file
will contain all recall/renew records sorted into social security number
sequence.

(3) Run 5B Sequence. Run 5B will be processed in social
security number sequence.

i. Run Details for Run 5C

The purpose of run 5C, see figure 88, is to match the recall/
renew records against the patron file to obtain the latest patron mailing
address. Appropriate Recall/Renew Notice(s) will be written per the various
recall/renew flag fields.

(1) Run 5C Input

(a) Sorted recall/renew records - This file from run 5B
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contains all recall/renew records in social security number sequence.

(b) Patron Master - This file contains a listing
of all library patrons in social security number sequence.

(2) Run 5C Output. Matched and formatted recall/renew
file - This file contalns all recall/renew records matched with
Patron Master File and formatted.

(3) Run 5C Sequence. Run 5C is processed in social
security number sequence.

j. Run Details for Run 5D

The purpose of run 5D, see figure 88, is to sort all matched
and formatted recall/renew records into address sequence.

(1) Run 5D Input. Matched and formatted recall/renew re-
cords - This file from run 5C contains all recall/renew records in
social security sequence.

(2) Run 5D Output. Sorted matched and formatted recall/
renew records - This file contains all recall/renew records sorted
into address sequence.

(3) Run 5D Sequence. Run 5D is processed in address

sequence.

k. Run Details for Run 5E

The purpose of run 5E, see figure 88, is to sort the weekly
updated Circulation Master into patron name, social security number and
call number sequence.

(1) Run SE Input. Weekly updated Circulation Master - This
file from run five contains all circulation records current through this
update in call number sequence.

(2) Run SE Output. Sorted Circulation Master - This file
contains all circulation records sorted into patron name, social
security number and call number sequence.

(3) Run SE Sequence. Run 5E is processed in patron
name, social security number and call number sequence.

1. Run Details for Run 6

The purpose of run 6, see figure 88, is to selectively prepare
two circulation listings, an action listing, all overdue notices and a patron-
circulation inventory report for display.
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(1) Run Six Input

(a) Sorted matched and formatted recall/renew records -
This file from run 5D contains all recall/renew records in address
sequence.

(b) Updated Circulation Master - This file form run
five contains all circulation records current through this update
in call number sequence.

(c) Sorted Circulation Master - This file from run
SE contains, all circulation records current through this update in
patron name, social security number and call number sequence.

(2) Run Six Output

(a) Circulation Listing in Call Number Sequence -
This list, see figure 76, contains all circulation records in call
number sequence.

(b) Circulation Listing in Patron Nname Sequence -
This list, see figure 77, contains all circulation records in patron
name sequence.

(c) RSIC Action File - This file, displayed for library
use as the Third Recall Notices, see figure 86, contains a listing
of all books which have exceeded the first and second notices for regular,
extended loans or recall for reprocessing notices.

(d) Overdue Notices - These notices, see figure 84,
are prepared for each book on regular loan which has exceeded the
first and second loan periods. '

(e) Extended Recall Notices - These notices, see figure
85, are prepared for each book on extended loan which has exceeded
the first and second loan periods. A computer prepared 80 digit column
renewal transaction card accompanies the first overdue notice for ex-
tended loans.

(f) Patron-Circulation Inventory Report - This report,
see figure 87, is a statistical analysis of the contents of Circulation
Master File indicating books per patron circulation. A computer prepared
80 digit column card for each patron with fifty books or more will accom-
pany this report. The card format will be as follows:

Cols. Data

1 - 12 Social Security Number
13 Blank

14 - 38 Patron Name

39 Blank

40 - 52 Organization Symbol




Cols. Data

53 Blank

54 - 59 Building

60 Blank

61 - 68 Phone

69 Blank

70 Type of Patron

71 - 76 Blank

77 - 80 Total Number of Items on Loan.

(g) Recall for Reprocessing Notices - These notices,
see figure 83, are prepared for each book on regular or extended
loan which must be called into the library for reprocessing.

(h) Patron Recall Request - These requests, see figure
82, are prepared when all circulation copies of a book have been check-
out and another patron requests the same book.

(3) Run Six Sequence. Run six will be processed in LC
number, name and address sequence.

m. Editing Criteria

Circulation/inventory editing criteria is presented in
three categories: input transaction and patron match edits, LC call
number edits and update edits. The following are all edits and error
messages used by the programmer.

(1) Input Transaction and Patron Match Edits. These edits
are used to determine if the Input transactions to be processed contain
the basic elements and proper format for processing.

(a) A transaction with an action code of '"1'"' will be
edited as follows:

Cols. Data Element Editing Criteria Error Message
1 Action Code 1 INVALID ACTION (ODE
2 - 37 Call Number (See LC call number
editing criteria)
38 - 50 Author/Title Not Blank NO AUTHOR/TITLE
51 Security Code Zero or U INVALID SECURITY CODE
52 Type Loan/ Must be a code INVALID TYPE LOAN
Medium appearing 4.a(2),

section IV, chapter 2.
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Cols. Data Element Editing Criteria Error Message

53 - 56 Julian Date Numeric (In Range) INVALID LOAN DATE

Match this transaction against the Patron Master. If it
matches on social security plus first 4 characters of name, move the patron
name, building, phone, mailing symbol, and patron type code into the
circulation transaction record; otherwise, flag as PROCESSED error.

Note: In editing the social security field, if the
social security number is a nine digit number, colum 66 must
contain a valid alphabetic character. If it is a ten digit
number, colum 67 must contain a valid alphabetic character.

Errors detected on this action code will fall into
two categories: PROCESSED - meaning the original transaction will go
into the update run. KICKED OUT - meaning the original transaction will
stop with this run. Error cards will be produced. Information will be
the same as the original transaction with the exception of the action
code. Leave the action code blank.

(b) A transaction with an action code of "2'" will be
edited as follows:

Cols. Data Element Editing Criteria Error Message

1 Action Code 2 INVALID ACTION CODE

2 - 37 Call Number See Note Below

52 Type Loan/ Must be code INVALID TYPE LOAN
Medium appearing in

paragraph 4.a(2),
section IV,
chapter 2.

53 - 56 Julian Date Blank or 9999 INVALID DATE FORMAT

Note: The regular call number edit as described in
LC call number editing criteria should allow these conditions to be valid
for an action code ''2'".

1. Call Number minus copy number plus a 9999 date of

2. éZ??'Number minus copy number plus a blank date of

3. é2§?.Number plus copy number plus a 9999 date of

4. %2??.Number plus copy number plus a blank date of
oan.

By-pass matching this transaction against the Patron
Master.
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Errors detected on this action code will fall into one
category: KICKED OUT - meaning the original transaction will stop with
this run. Error cards will be produced. Information will be the same as
the original transaction with the exception of the action code. Leave the
action code blank.

(c) A transaction with an action '‘code of "3'" in
colum one of a transaction should follow the same edits, errors and
matching logic as a transaction with an action code of "1."

(d) A transaction with an action code of "zero' will
be edited as follows:

Cols. Data Element Editing Criteria Error Message
1 Action Code Zero INVALID ACTION (ODE
2 - 37 Call Number (See LC call number

editing criteria)

52 Type Loan/Medium Must be a code INVALID TYPE LOAN
appearing in
paragraph 4.a(2),
section 1V,
chapter 2.

By-pass matching this transaction against the patron
master.

Errors detected on this action code will fall into one
category: KICKED OUT - meaning the original transaction will stop with
this run. Error cards will be produced. Information will be the same
as the original transaction with the exception of the action code. Leave
the action code blank.

{e) A transaction with an action code of '"J" will be
edited as follows:

Cols. Data Element Editing Criteria Error Message
1 Action Code J INVALID ACTION CODE
2 - 37 Call Number (See LC call number

editing criteria)
38 - 50 Author/Title
51 Security Code

52 Type Loan/Medium Must be code appear- INVALID TYPE LOAN
: ing in paragraph 4.a(2),
section IV, chapter 2.
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Cols.

53 - 56

Data Element

Julian Date

Editing Criteria

57 - 65/6 Social Security Number

66/7 - 78
79 - 80

File.

category:
this run.

Patron Surname

Patron Initials

Error Message

By-pass matching this transaction against the Patron

Errors detected on this action code will fall into one
KICKED OUT - meaning the original transaction will stop with

Error cards will be produced.
as the original transaction with the exception of the action code.

the action code blank.

edited as
Cols.

1

2 - 37

38 - 50
51

52

53 - 56
57 - 65/6
66/7 -78
79 - 80

Information will be the same

Leave

(f) A transaction with an action code of "A' will be

follows:

Data Element

Action Code

Call Number

Author/Title
Security Code

Type Loan/Medium

Julian Date

Social Security
Number

Patron Surname

Patron Initials

Match this transaction against the Patron Master.

Editing Criteria

A

(See LC editing
criteria)

Not Blank
Zero or U

Must be a code
appearing in
paragraph 4.a(2),
section IV,
chapter 2.

Numeric (In Range)

Numeric

Alpha

Alpha

Error Message

INVALID ACTION CODE

NO AUTHOR/TITLE
INVALID SECURITY CODE

INVALID TYPE LOAN

INVALID LOAN DATE

*INVALID SS NUMBER

*INVALID SURNAME
*INVALID PATRON INITIAL

If it

matches on social security plus first 4 characters of name, move the patron
name, building, phone, mailing symbol, and patron type code from the Patron
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Master into the circulation transaction record; otherwise, flag as a
KICKED-OUT error.

In editing the social security field, if the social
security number is a nine digit number, colum 66 must contain
a valid alphabetic character. If it is a ten digit number,
colum 67 must contain a valid alphabetic character.

Errors detected on this action code will fall into
one category: *KICKED OUT - meaning the original transaction will stop
with this run. Error cards will be produced. Information will be the
same as the original transaction with the exception of the action code.
Leave the action code blank.

(g) A transaction with an action code of 'minus
zero'" in colum one of a transaction should follow the same edits,
errors, and matching logic as a transaction with an action code of ''1."

(h) A transaction with an action code " ' in colum one
of a transaction card should follow the same edits, errors, and matching
logic as a transaction card with an action code "'1."

1" 1t

Inventory/Circulation title change action code

Put in " " (eleven punch) action code with call num-
ber and CY99. The inventory title and all circulated through CY99 will
be changed. No matching transactions for the same call number should
be input unless each has a corresponding title change transaction.

New titles will include all of the following information.

Col. Contents

l Tt LA

2 - 50 Call number with CY99, *, new title

51 - 80 Regular valid data same as on new
check out (action code ''1')

(2) LC Call Number Edits. These edits are used in con-
junction with the input transaction edits and will indicate specific
editing requirements for LC call numbers.

Legend: A --- ALPHA Character
N --- NUMERIC Character
C --- ALPHA or NIMERIC Character
B --- BLANK Colum Separator
ND --- NO DATE CONSTANT

NOTE: An "*'" will be the termminal character of ANY
call number. THE CALL NUMBER MUST NOT EXCEED 36 (HARACTERS EXCLUDING
THE n*.n
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MAIN CLASS/DIVISION

Minimum of 1 ALPHA character followed by a blank.
Maximum of 2 ALPHA characters followed by a blank.

SUBDIVISION/FURTHER SUBDIVISION

Minimum of 1 NUMERIC character followed by a blank.
Maximum of 12 CHARACTERS followed by a blank.

SUBDIVISION EXAMPLES  SUBDIVISION EXAMPLES WITH
FURTHER SUBDIVISION EX.

Nb N. followed Cb
NNb NN. by CCb
NNNb NNN. any CCCb
NNNNb NNNN. combination CCCCb
of CCCCCb
CCCCCCb
CCCCCCCb
NOTE: If "Further Subdivision' is present, the
subdivision must be followed by a ".' instead of a 'b."
CUTTER NUMBER

Minimum of 1 ALPHA character followed by 1 NUMERIC
character, and a blank.

Maximum of 1 ALPHA character followed by 3 NUMERIC
characters, and a blank.

CUTTER NUMBER EXAMPLES

ANb
ANND
ANNND
DATE

A constant of "ND,'" or a maximum of 4 NUMERIC charac-
ters followed by a '"'-," followed by 2 NUMERIC characters.

DATE EXAMPLES

ND
NNNN
NNNN-NN

NOTE: Date must fall within a range of 1790 to
current year.
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VOLUME/SERIAL/COPY

This field may contain a maximum of 27 characters.
An * will signify the end of the field.

The copy number immediately preceeding the "'*'' must
be of the form:

COPY NUMBER EXAMPLES

- AN ANX
ANN ANNX
ANNN ANNNX

where "A" is a constant "'C'" and "X'" is designating
an expendable item. The numeric value of the copy number may not be
greater than 300.

NOTE: The only exception to the copy number rule is
found in transactions recalling all books falling within a given call
number. If no copy number is present, the action code in colum 1 of
the transaction must be "'2."

PERIODICAL EDIT (HECK

If the first character in the call number field is
blank, check colum 52 for a "Q.'" If colum 52 contains a "Q'" the re-
cord is a periodical and should by-pass the edit checks on the call
number. If colum 52 is anything other than "Q" it is an error.

(3) Circulation/Inventory Editing Error Listing. Errors
appearing on this listing and also represented by punched cards were
found during the editing of the transactions and were not processed.
They must be corrected and resubmitted. Listed below in card data field
order are the various error messages, their meaning, and suggested
corrective action:

Message Meaning Action

INVALID TRANSACTION QODE Card col 1 does not Determine correct
contain a valid check transaction code.
out, return, lost, Punch and resubmit
found, recall, or for processing.

renewal code.
MAIN CLASS INVALID First alpha character Determine correct

in the LC number is a LC. Punch and re-
I,0,W,X, or Y. submit the transaction.
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Message
MAIN CLASS TOO LONG

MAIN CLASS (ONTAINS A
NUMERIC GHARACTER

SUBDIVISION TOO SHORT

SUBDIVISION TOO LONG

SUBDIVISION CONTAINS
ALPHA (CHARACTERS

FURTHER SUBDIVISION IS
TOO SHORT

FURTHER SUBDIVISION IS
TOO LONG

CUTTER NUMBER STARTS WITH

A NUMERIC QHARACTER

CUTTER NUMBER CONTAINS AN
ALPHA (HARACTER AFTER TIHE

FIRST CUTTER POSITION

CUTTER NUMBER IS TOO SHORT
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Meaning

Card col. 3 or 4
does not contain
a blank.

Card col. 2 or 3
contains a numeric
character.

Card column following
first blank after
card column 2 not
numeric.

Blank or (.) not
present to separate
subdivision from
cutter.

Alpha characters are
present in the sub-
division field.
(Subdivision 1is be-
tween the first and
second blank and/or
period.)

There are no numeric
characters after the
period.

More than seven
characters follow
the period without
a blank to separate
the field.

Self explanatory.

Self explanatory.

Second character in
the cutter number is
not numeric.

Action

Detemine correct
LC. Punch and re-
submit the transac-
tion.

Detemine correct LC.
Punch and resubmit
the transcation.

Determine correct
LC. Punch and re-
submit the transac-
tion.

Détemine correct LC.
Punch and resubmit
the transaction.

Detemmine correct LC.
Punch and resubmit
the transaction.

Determine correct LC.
Punch and resubmit
the transaction.

Determine correct LC.
Punch and resubmit
the transaction.

Detemmine correct LC.
Punch and resubmit
the transaction.

Detemmine correct LC.
Punch and resubmit
the transaction.

Detemmine correct LC.
Punch and resubmit
the transaction.



Message
CUTTER NUMBER IS TOO LONG

DATE FIELD HAS ALPHA

OTHER THAN 'ND"

DATE FIELD CONTAINS A
BLANK

DATE NOT IN RANGE 1790 -
CURRENT YEAR

COPY NUMBER FIELD NOT
PRESENT

QOPY NUMBER IS BLANK

COPY NUMBER FIELD
CQONTAINS ALPHA OTHER THAN
||Xl'

LC NIMBER HAS TOO MANY

BLANKS IN BODY

LC NUMBER HAS TOO MANY
DECIMALS

LC NUMBER DOES NOT HAVE
ENOUGH FIELDS

CALL NUMBER TOO LONG

Meaning

Cutter number is not
separated from the
date field by a
blank.

Self explanatory.

Self explanatory.

Self explanatory.

Call number does not
contain a copy num-
ber.

Character following
the last "(C' is
blank.

Characters following
the last "(C'" in the

Action

Determine correct LC.
Punch and resubmit
the transaction.

Detemine correct LC.
Punch and resubmit
the transaction.

Detemmine correct LC.
Punch and resubmit
the transaction.

Determine correct LC.
Punch and resubmit
the transaction.

Detemmine correct
LC. Punch and re-
submit the transac-
tion.

Determine correct LC.
Punch and resubmit
the transaction.

Detemmine correct LC.
Punch and resubmit

LC is something other the transaction.

than a numeric char-
acter or a "X" mean-

ing an expendable item.

Self explanatory.

Self explanatory.

Self explanatory.

Call number contains
more than 36 char-
acters.

Determine correct LC.
Punch and resubmit
the transaction.

Determine correct LC.
Punch and resubmit
the transaction.

Determine correct LC.
Punch and resubmit
the transaction.

Detemine correct LC.

Punch and resubmit
the transaction.
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Message Meaning Action

RECORD DOES NOT HAVE * Self explanatory. Determine correct LC.
AFTER CALL NUMBER Punch and resubmit

the transaction.

FIELD SIX TOO LONG Field in call number Determine correct LC.
following the date Punch and resubmit the
field contains more  transaction.
than 27 characters.

(4) Transaction Editing Criteria for Updating the
Circulation and Inventory Master Files.

(a) A transaction updating the Circulation Master File
with an action code of '"1'" will be edited as follows:

Action Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes
1 May/May Not Match May Not Match 1,2,6,7

Action if Valid Transaction. Build a new circulation
master record. Move author/title from inventory master record into the
author/title field of the Circulation Master. Add '"1" to items circulated
"during" field of statistical report. If the type loan/medium field cdntains
an "'8" prepare an Issue Slip notice.

(b) A transaction updating the Inventory Master File
with an action code of '"1" will be edited as follows:

Action Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes
1 Unmatched Unmatched None

Build a new inventory master. Move author/title from
transaction to title field in inventory master record. Blank number of
copies field and quantity on hand field. Move loan date from transaction
to date first circulated. Flag appropriate copy number field as circulated.
Add "1" to the times title circulated field.

1 Match Matched, and Copy 1,2,6,7
Number Code reflects
on shelf, or blank.

Flag appropriate copy number as circulated. Add "1"
to times title circulated field.
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(¢c) A transaction updating the Circulation Master File
with an action code of "2" will be edited as follows:

Action  Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes

2 Must Match May or May Not Match 3,4,14,15

Action if Valid Transaction

A valid action code of 2 can serve three purposes:
1. Recall for reprocessing any or all books on loan.
2. Recall for patron any or all books on loan.

3. Recall of an inter-library loan.

Recall for Reprocessing Logic

TX Type TX LC TX Date

Loan Minus Copy Field Logic for Updating

1,8,9 Yes 99999 Program this leg to allow any
other transactions against this

(A1l books circulated for given call number to process before

call number are to be recalled) writing a recall notice then

move a "1'" into the recall for

TX Type TX LC TX Date reprocessing flag field, date

Loan Plus Copy Field of update run into the recall
for reprocessing date field,

1,8,9 Yes 99999 and write the record on both
the recall notice tape as well

(Specified copy to be recalled as the updated circulation mas-

only.) ter tape. Add '"'1" to the recall

for reprocessing ''during' statis-
tical report field.

If after 30 days the book has
not been returned, trigger a
2nd notice by moving a '"2'" into
the recall for reprocessing flag
field, date of update run into
the recall for reprocessing date
field. Write the record on both
the recall notice tape and the
updated circulation master tape.
Add "1" to the 2nd notice recall
for reprocessing statistical
report during field.

If after 30 days from the 2Znd no-
tice the book has not been returned,
trigger a 3rd notice RSIC action
list by moving a '"3" into the
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TX Type X LC TX Date

Loan Minus Copy Field

Logic for Updating

recall for reprocessing flag
field, date of update run into
the recall for reprocessing
date field. Write the record
on both the recall notice tape
as well as the updated circu-
lation master tape. Add "1"
to RSIC action 'during" field
of statistical report.

Recall for Patron Logic

TX Type X LC TX Date
Loan Minus Copy Field
1,9 Yes Blank

(A1l books circulated for given
call nunber and type loan are
to be recalled.)

Logic for Updating

Program this leg to allow any
other transactions against this
call number to process before
writing a recall notice then

move a ''1'" into the recall for
patron flag field, date of up-
date run into the recall for
patron date field. Write the
record on both the recall notice
tape as well as the updated
circulation master tape. Add "1"
to the recall for patron statistical
report "during'" field.

Before writing recall, check to
be sure it has not already been
recalled for patron; i.e., do
not duplicate recall in one 30
day period.

If after 30 days the book has
not been returned, unflag the
recall for patron flag and blank
the recall for patron date
field.

_ (d) A transaction updating the Inventory Master File
with an action code of ''2" will be edited as follows:

A transaction with an action code of ''2" must match
a call number on the Inventory Master, if so, no further action is

required. Error codes 3,4,14,15.
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(e) A transaction updating the circulation master file
with an action code of "'3'" will be edited as follows:

Action Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes

3 Must Match Must Match 5, 16

Action if Valid Transaction. A valid action code of
3 can serve 2 purposes; renewal of any type item on loan, and renewal
of an extended loan that is the results of the logic below.

Automatic Overdue Logic. Note: At the request of
RSIC, check each circulation master before writing and take the following
action. (Now in effect for part of patrons, based on type and org.
symbol.)

Type Loan Action Date Criteria

1 Produce Figure 56 180 days or more

9 Produce Figure 57 365 days or more
and a renewal card.

2 Produce Figure 56 30 days or more

Second notices will be prepared at the request of
RSIC, on types 1, 2 and 9 if the item has not been returned or renewed.
Add "1'" to the designated stat report "during' field.

Renewal Logic for Action Code 3

Type Loan Logic for Updating

1,/,J,A,9,Z,R,1 Blank all recall flags on renewal and the automatic
renewal date field. Move the date of the update run
into the date of loan field. Add "1" to the number
of times book has been renewed field. Add a "1" to
the items circulated stat reports 'during'" field.
Change type loan code to correspond with incoming
transaction and remove any lost flags.

(f) A transaction updating the inventory master file
with an action code of '3" will be edited as follows:

Action Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes

3 Must Match Must Match § Copy 5, 16
Must relect loan.

Add "1" to times title circulated field.
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(g) A transaction updating the Circulation Master
File with an action code of '"J" will be edited as follows:

Action Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes

J Must Match Must Match 9, 11

Additional Checks on Social Security and Surname
Fields. If the social security number of the transaction is blank,
and/or the social security number field of the circulation record is
blank, then the first two characters of the surname must match.
Error Code 22.

If the social security number of the transaction is
numeric, and/or the social security number field of the circulation
record is numeric, then the last five characters of the social security
number plus the first two characters of the surname must match.

Error Code 10.

Action if Valid Transaction. Delete the circulation
record. Add '"1'" to the items retumed "during' field of the statistical
report, unless the type loan medium is "'8'". If the type loan is an
"8", write the circulation master onto the issue/turn-in tape before
deleting the record. If item was coded as lost, add '"1" to found
"during" field.

(h) A transaction updating the Inventory Master File
with an action code of "J" will be edited as follows:

Action Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes

J Must Match Must match, and copy 9, 11
number flagged with
a valid ''loaned"
or '""lost" code.

Action if Valid Transaction. Flag the copy number
field with an appropriate returned to shelf code.

(i) A transaction updating the Circulation Master File
with an action code of '"zero'" will be edited as follows:

Action Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes

Zero May or May Not Match Must match if inven- 8, 17
tory copy number is
coded ''loaned'.
Must not match if in-
ventory record is

coded as shelf.
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Additional Checks on Social Security and Surname
Fields if Item is on Loan., If the social security number of the transac-
tion is blank, and/or the social security number field of the circulation
record is blank, then the first two characters of the surname must match.
Error Code 23.

If the social security number of the transaction is
nureric, and/or the social security number field of the circulation re-
cord is numeric, then the last five characters of the social security
number plus the first two characters of the surname must match.

Error Code 12.

Action if Valid Transaction. If the copy number on
the inventory master is coded as loaned, flag the circulation copy as
"lost". If the copy number on the inventory master is coded as shelf,
or blank, build a new circulation master record and flag it as ''lost"
by RSIC. Add "1" to the items lost "during' field of the statistical report.

(j) A transaction uwpdating the Inventory Master File
with an action code of '"zero'" will be edited as follows:

Action Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes

Zero Must Match Must Match 8, 17

Action if Valid Transaction. Flag the appropriate
copy number with a "lost" flag.

(k) A transaction updating the Circulation Master
File with an action code of "minus zero' will be edited as follows:

Action Edit Check Edit Check Error

Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes

Minus

Zero Must Match Must Match 13, 18

Additional Checks on Social Security and Surname
Fields. If the social security number of the transaction 1is blank,
and/or the social security number field of the circulation record is
blank, then the first two characters of the surname must match.
Error Code 24.

If the social security number of the transaction is
numeric, and/or the social security number field of the circulation
record is numeric, then the last five characters of the social security
number plus the first two characters of the surname must match.

Error Code 26.
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Action If Valid Transaction. Remove the lost flag
from the circulation master. Add "1" to the items found "during"
field of the statistical report.

(1) A transaction updating the Inventory Master File
with an action code of "minus zero' will be edited as follows:

Action  Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes
Minus
lero Must Match Must match and copy 13, 18
number must be coded
as lost.

Action if Valid Transaction. Change the copy number
flag to reflect a proper circulated loan code.

(m) A transaction updating the Circulation Master
File with an action code of "A" will be edited as follows:

Action Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes

A Must Match Must Match 25

Action if Valid Transaction. Replace the information
contained in the following fields of the circulation record with the
information contained in the transaction record:

a. Patron Name e. Patron Type Code
b. Building f. Contractor Code
c. Telephone g. Type Loan

d. Mailing Symbol

(n) A transaction updating the Inventory Master File
with an action code of "A'"" will be edited as follows:

Action Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes
A Must Match Must Match 25

Action if Valid Transaction. No further action is
required.

(0) A transaction updating the Circulation Master File
with an action code of '"-'' will be edited as follows:
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Action Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes

"no_n Must Match May Not Match None

Action if Valid Transaction. On match of LC nr.
minus copy nr., change the author/title iIn the circulation master
record to agree with that in the corresponding inventory control
master record.

(p) A transaction updating the Inventory Master File
with an action code of " - ' will be edited as follows:

Action Edit Check Edit Check Error
Code LC Nr. Minus Copy Nr. LC Nr. Plus Copy Nr. Codes

tt-n Must Match N/A 19

Move the author/title from the incoming transaction
to the title field of the inventory control master record.

(5) Circulation/Inventory Update Error List

Action
Error Code Meaning Code Decoded
ERROR 1 Trying to loan a book already on 1 1
loan.
ERROR 2 Trying to loan a book recorded as 1 1
lost.
ERROR 3 Recall of book not on loan. 2 2
ERROR 4 Recall of book recorded as lost. 2 2
ERROR 5 Trying to renew a book not on loan. 3 3
ERROR 6 Trying to loan a periodical already 1 1
on loan.
ERROR 7 Trying to loan a periodical recorded 1 1
as lost. :
ERROR 8 Trying to record lost book already Zero 0
recorded as lost.
ERROR 9 Return of book not recorded as J 11 §1
loaned.
ERROR 10 Social security number does not J 11§81

match - Return J vs loan.
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Return of periodical not recorded

Social security number does not
match - Lost vs loan.

Found book action on book not
shown as lost.
Recall of periodical not on loan.

Recall of periodical recorded as

Trying to renew a periodical

Trying to record lost periodi-
cal already recorded as lost.

Found periodical action on peri-
odical not recorded as lost.

Trying to process a book not
shown in inventory master file.

(Not in use).
(Not in use).

Surnames do not match - Return

Surnames do not match - Lost

Surnames do not match - Found

Call number does not match a
call number on the circulation

Error Code Meaning
ERROR 11

as loaned.
ERROR 12
ERROR 13
ERROR 14
ERROR 15

lost.
ERROR 16

not on_loan.
ERROR 17
ERROR 18
ERROR 19
ERROR 20
ERROR 21
ERROR 22

vs loan,
ERROR 23

vs loan.
ERROR 24

vs lost.
ERROR 25

file.
ERROR 26
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Social security number does not
match - Found vs loan.

Action
Code

J

Zero

Zero

Zero

(-)Zero

Decoded

11 §1

11 § 0

(-)Zero

12 § 1

11§0



Section V. SERIALS COONTROL SUBSYSTEM

1. PuEBose

The purpose of serials control subsystem is to provide an
automated system for formal control of serials ordering, renewing,
claiming, routing, holding and binding functions of the ALPHA
System.

2. Serials Master File

The Serials Master File is composed of a series of 80 charac-
ter records for each current subscription of active titles, plus in-
active titles for which RSIC has bound holdings. Each series of
records for a given title and/or subscription is tied together by
a six digit control number, a one digit action code and a two digit
card code.

The control number for each series of records is assigned
so that its magnitude will alphabetize the title. The first
five digits (numeric) of a control number are assigned to a given
title. These five digits are referred to throughout the system as
"basic control number.' The sixth digit (alpha-numeric) distinguishes
various subscriptions of a title. Three factors determine the number
of subscription breakouts. These factors are different vendors,
addresses, and subscription expiration dates. The desired list of
breakouts is thirty-six, which uses all 26 letters of the alphabet
and numerals 0-9. However, special characters may be used if re-
quired. If special characters are used, consideration should be
given to the printability of such characters by the printer to be
utilized.

The number of records required for a given control number
will vary. As a rule, the primary subscription for a given title will
vary. As a rule, the primary subscription for a given title will
be assigned an "A" in the sixth digit of the control number. All cross
reference titles, binding and holdings records will be tied to this
"A" control number. An exception to this rule will be when all sub-
scriptions ordered by RSIC are for direct delivery to other addresses.
Control numbers with other than "A" in sixth digit requires all
records 01 through 09.

The action code (if required) assigned to each record will
depend upon the action required. The following represents all action
codes and actions which may be taken against the master file.

'"N'" action code will be indicated in col 7 of all records
for new titles.
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"' action code will be indicated in col 7 of each indi-
vidual record which is to be deleted within a control number.

To blank out an existing field within a record, punch a
zero in the high order colum of the field to be blanked.

To delete from the master file all records for a given
control number, submit a transaction card with the control number
to be deleted in (cols 1-6) and '"00'" in card code (cols 8-9).

The contents of records 01-02, 07-09, 14-29, and 60-79
already existing in the master file can be changed only by a complete
resubmission of the record to be changed. All other records can be
changed by individual fields within the record by submitting a card
with the control number (cols 1-6), card code (cols 8-9) and the
field or fields to be changed in their respective columns.

As previously mentioned, the number of 80-character records
required for each control number will vary according to the nature of
the item. The series of records, each record identified by a two digit
card code, are organized into basic groups according to content and
purpose. Records 01-02 provide a standard title acceptable for ordering,
renewing, claiming, holding, routing, and binding functions. Records
03-09 are primarily data required for ordering control. Records 10-29
are pertinent to binding functions. Records 1A-1Z are pertinent to items
claimed. The 30-59 records relate to holdings and lacks. Records
60-69 are used to record bound index holdings. Records 70-79 provide
for cross reference of periodical titles.

The purpose and content, when not self explanatory, of
each possible type record required for a given control number is
outlined below:

a. Card 01

This card contains up to 71 characters of the serial
title. If the title is inactive, (INACTIVE) will be entered in
positions 71-80, providing these positions are not required for the
title. If these positions or any portion thereof are required for the
title, (INACTIVE) will be entered in positions 71-80 of the 02 card.
(See card 02 below.) Each control must have a type 01 record.

b. Card 02

Required only if the title and/or title plus (INACTIVE)
exceeds 71 characters provided for in the type 01 record. Words
should not be broken between 01 and 02 records. The inactive indicator
(INACTIVE), when required in the 02 record, should always be in
positions 71-80.
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C. Card 03

Required for all titles. Contains vendor name currently
providing the subscription and publisher's name.

d. Card 04

Required for all active titles. It contains the
publisher's address. :

e. Card 05

Required for all titles. Contains the following
elements:

(1) Language or Text. Two digit abbreviations of
language for which articles within a journal are printed.

(2) English Abstracts. If journal is published in a
foreign language and contains English abstracts, a '"Y" is entered.
If English abstracts are not included, an 'N"' will be entered.

(3) Country of Origin. Self explanatory.

(4) Translated Edition. If this title was originally
published in another language, a "Y'" will be entered, otherwise enter
HN‘H

(5) Subscription Price. Current list price.

(6) Number of Subscriptions. Self explanatory.

(7) Subscription END. Two spaces for month and two
spaces for year or FREE.

(8) Item Number. A five digit sequence number conse-
cutively assigned to each item on a given purchase or requisition
order.

(9) Delivery Order Number. A two digit number assigned
consecutively during a given year to orders sent this vendor.

(10) Effective Date of Subscription. Self explanatory.

(11) J/N/S/C. All journals are code ''J." All news-
papers are code "N.'"" AlIl service items are code ''S". All serials are
code "C.'" All titles must be identified by one of these codes.

(12) SPC Code. (Code 1) Active titles not to be ordered,
(code 2) active titles not to be routed, (code 3) active titles not
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to be ordered or routed, (code 4) active titles not to be published on
the title list, (code 5) active titles to be routed in parts, (code 6)
not routed, information to go only on the title list.

f. Card 06

Required for all active and inactive titles. Contents
are as follows:

(1) Addressee. Positions 10-11 contain a two digit nu-
meric code used to match the following mailing addresses when pre-
paring purchase or requisition orders. Valid codes for RSIC use are
01, 02 and 05 which will print the following addresses:

01 - Redstone Scientific Information Center
U. S. Army Missile Command
Redstone Arsenal, Alabama
ATIN:

02 - Commanding General
U. S. Army Missile Command (AMSMI)
Redstone Arsenal, Alabama
ATTN:

05 - NASA
Marshall Space Flight Center
Huntsville, Alabama
ATTN:

Positions 12-42 of the addressee field contain the attention line
for the address.

(2) Purchase Order Number. The purchase order number
on which this subscription was bought. Blank for requisition type
items.

(3) Requisition Number. The requisition number on
which this subscription was acquired. Blank for purchase order type
items.

(4) Technical Library Number. The technical library
number on which this subscription was bought. Blank for requisition
or purchase order type items.

(5) Frequency. The number of publications per year.
For example, a daily publication would have 365, a weekly publication
would have 052, etc. If frequency is irregular, as quite common
with foreign publications, an arbitrary frequency will be entered with
an overpunch (-) over position 79.
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(6) Purpose. A code to indicate purpose of the sub-
scription. Codes are as follows:

Used for library purposes only.

Available for circulation.

Subscription sent direct to addressee re-
flected.

Received at library but all copies may be
routed. (No shelf copy retained in RSIC.)

o) vl o
1

g. Cards 07-09

Use only if notes about ordering should be recorded.
213 characters, including blanks, are provided for notes.

h. Card 10

Required only for current titles that are to be bound
or for which bound holdings are available in RSIC. Contents are:

(1) General Subject. Self explanatory.

(2) Binding Schedule. The month or months that some
type of binding action should be taken on this title. In case of
titles with irregular frequency of publication, an arbitrary schedule
will be entered.

(3) Volumes per Subscription. Presently unused.

(4) Issues per Volume. Self explanatory.

(5) Volumes per Year. Self explanatory.

i. Cards 11-12
resently unuscd.
j. Card 13
Required for all titles that are to be bound. Posi-
tions 10 through 17 contain numeric codes from which binding instruc-

tions, as reflected on the binding rub, may be printed. Codes by
position are as follows:

POSITION ITEM CODE PRINTED INSTRUCTION

10 Title 1 New title

Blank Repeat title
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POSITION ITEM (ODE PRINTED INSTRUCTION

11 Title page and 1 Separate
content
2 Not published
3 Stwb for
4 Bind without
12~ Issue Content 1 Bind in place
2 Bind in front
13 Index 1 Bind in front
2 Bind in back
3 Not published
4 Bind without
5 Stuw for
14 Covers 1 Remove all
2 Bind in all
3 Bind in first cover only
4 Bind on front cover only
15 Ads 1 Remove all
2 Leave in all
3 Remove all ads not having
text
4 Bind all ads in back of
volume
5 Ads with text bind in place
16 Parts, Supplements, 1 Bind in place
Abstracts, Proceed-
ings 2 Bind in back of volume
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POSITION ITEM CODE PRINTED INSTRUCTION

17 Split Volumes 1 Yes
Blank No

The remainder of the 13 record contains the following:

Color - A four digit color code (color of covers).

Size - Maximum 15 digit size (cover specs.).

Bound For - Organization

Bind Cost - Presently unused.

k. Cards 14-19

Use only if information concerning the publication or
special handling of indexes needs recording.

1. Cards 20-29

Use for recording notes concerning binding. Notes should
be somewhat permanent in nature to justify recording in this file.

m., Cards 1A-1Z

Use for recording information concerning items
claimed.

n. Cards 30-39

Use for recording bound or unbound periodicals,
microfilm and microfiche holdings. Four sets of holdings are pro-
vided for in each 30 series record. A holdings set is comprised of
a type (B-Bound, U-Unbound, C-Microcards, F-Microfilm, M-Micro-
fiche), series, beginning volume, beginning year, the ending volume
and ending year. A different set of holdings records is required
each time a break in series or volume occurs. A maximum of 40 sets
of holdings are provided for in the 30-39 series records.

o. Cards 40-49

Use for recording volume lacks. A set of volume
lacks is of the same make-up as a set of holdings in the 30-39 re-
cords, except no type is required.

p. Cards 50-59

Use to record missing issues numbers by series,
volume and year.
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q. Cards 60-69
Use to record bound index holdings. The nature of
these holdings is different from the periodical holdings, therefore
a free form of recording is provided for in this series of
records.
r. Cards 70-79
Use to record cross reference titles. These titles
are coded in a manner which provides cross reference and current title
lists in a forward or backward chain reference. Position 10 contains
the reference code. Codes and their meaning are as follows:
S - See
F - Formerly in
- Currently
- Superseded

Continued as

- Also in

= = —3 v} (@]
1

- See translation

The code will be followed with a period and a blank in positions 11-12.
The remaining positions of the record are used to record the title.

If the title exceeds the capacity of this 70 series record, an

asterisk will be punched in position 80 and the remaining positions

of the title will be punched in the next 70 series record available
beginning in position 10. Words should not be broken between two
records.

3. Serial Logic and Run Relations

Utilizing the computer run relations flow chart, figure
117, as a guideline the serials control subsystem run relations are
easily followed from source document to printed serials lists.

Input serials transaction data for the serials control
subsystem is generated through the submission of an appropriately
annotated library request card by either a patron or a member of the
library staff to the circulation section. Information contained on
this form is subsequently keypunched into the previously described
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series of transaction records using an IBM 026 printing card punch.

As shown in the flow chart the computer accepts a variety
of transaction records which are used to initiate and update the
Serials Master File records.

For computer processing, all data contained on these input
transaction records is converted to magnetic tape. This conversion is
accomplished in the computation center by a standardized punch card
to magnetic tape conversion run which is presented in figure 117 as
the conversion from transaction card to magnetic tape.

During this conversion rumn which produces magnetic tape
images of input transaction card formats a record mark is appended
to each input records. All records will be blocked ten records per
block to facilitate sorting in run 1.

When the input transaction data is in a machine readable
form, the information contained on the magnetic tape file is sorted
into major sequence by control number and minor sequence by card
code before processing against the Serials Master File,

This sorting action will be accomplished in run 1, which
will sort all input transactions into the sequence mentioned above.

Output from this sorting action in run one will serve as
input to the file maintenance transaction editing program in run 2
which will edit each transaction per detailed serial input transaction
editing criteria and prepare an error list of all transactions found
in error.

One other output, the new holdings file is generated in
the edit run. This file displayed as the New Holdings List reflects
all new titles to be added to the Serials Master File as of the date
of the update.

When the serial input transactions have been edited, the
Serial Master File from the last update must be made available in order
to process the edited serial transactions and update the master file.

During the update run, run 3, three types of actions
affecting the Serials Master File may be accomplished: one,
establish a new record in the file; two, change as established serial
record, or three, delete an established record from the file.

The Serials Master File from the last update along with
the edited serials transactions file are loaded onto the computer.
- The Serials Master File will be sequenced control number and card number
into computer memory along with the edited serials transactions file.
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when a match of corresponding control numbers is made in the Serials
Master File with control number in the edited serials transactions
file, the action indicated in the edited serials transactions file
will be accomplished as indicated by the card code and action code.
All other items in the edited serials transaction file, not currently
in the master file, will be sequenced onto the master file in control
nurber and card number sequence.

The edited serials transactions, which may be any of the
previously mentioned type actions, will be edited again during actual
update processing. Utilization of these update edits will determine
final processing acceptability of the edited serials transactions
which are subsequently processed against the Serials Master File.
Errors found here, if any, will be indicated on the update print tape
along with the cancelled and changed records. Contents of the print
tape will be displayed as an Error List, figure 96, a Cancelled
Item List, figure %, and a Changed Item List, figure 95.

The updated Serials Master File will be displayed as the
Serials Master File List (complete), figure 89. One other
file output is produced in run 3, this is the Routing Master which
will be used in conjunction with the Patron Routing Master (from the
patron control subsystem) to determine the latest patron mailing in-
formation for preparation of Routing Slips, a Complete Serials Review
List of All Routing Slips and a Statistical Report.

Run 4, the renewal review and binding run will search
the Serials Master File and produce a Binding Review List, figure
97, and a Renewal Review List (with renewal status transaction cards),
figure 99, which will be used by the library in planning future
serials binding and renewal requirements. The renewal transaction
cards obtained in this run will serve as input to run 5 and subse-
quent update of the Renewal Items Master in run 7. A Renewal Items
Master, retrieved in this run, containing all items which appear on
the Renewal Review List will also serve as input to update the Renewal
Items Master File. Errors found in this run will be displayed in the
Binding Error List, figure 98, and the Renewal Error List, figure 100.

Run 5 converts to magnetic tape images all input renewal
status transaction cards, from run 4, along with any new or changed
item transaction cards to be added to the Renewal Items Master and
produces a renewal update transaction file.

Conversion on input transaction data, appending of the
record mark and blocking of records is identical to the procedures
accomplished prior to run 1.

Run 6 is a simple sort of the renewal update transaction
file into control number and card code sequence.
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These sorted renewal update transactions along with the
Renewal Items Master from run 4 will be utilized to update the
current month's Renewal Items Master File.

The Renewal Items Master File along with the renewal
update transactions will be sequenced into computer memory control
number by number until all actions indicated by the renewal update
transactions file have been accomplished.

The Renewal Items Master File will be generated and
maintained current for a one month period of orders after which it
will be dropped.

Output from the Renewal Items Master File is a Cancella-
tion List, figure 101, of all items which will not be renewed,
an Update Error List, figure 103, of any items found in error
and a Verification List (with change suspense and change now trans-
action cards) figure 102, indicating exactly what appears in the
Renewal Items Master File.

Following the Renewal Items Master File update the contents
of the updated file will be sorted into control number, action code
and card code sequence in run 8 for input to a renewal report genera-
tor run, run 9 which will prepare an on-order monthly file of all
items on order, a list of Requisition Orders, figure 104, a list of
Purchase Orders, figure 106, a list of (TL) Technical Library
Orders, figure 105, and a Statistical Report, figure 107, of all items
ordered and a file of updated 05-06 maintenance transaction card
images.

Run 10 will sort the updated file maintenance transactions
from run 9 into control number and card code sequence for display
as 05-06 serial file maintenance transaction cards. These 05-06
transaction cards will be integrated with the change now and change
suspense transaction cards from run 7 prior to updating of the
Serials Master File,

Run 11 is a sort of the on-order monthly file from rmn
9 into control number and card code sequence. Output from this
sorting action will serve as input to run 12, the monthly on-order
report generator run which updates the to date On-Order Master File.

The To Date On-Order Master File from the last update
along with the sorted on-order monthly file will be processed into
computer memory control number by number until all actions indicated
by the on-order monthly file have been accomplished. Output from
Tun 12 will be a To Date On-Order List, figure 108, current through:
this update, a Delete List, figure 110, of all items deleted during
the update, an Error List, figure 109, of all transactions found in
error and an Undelivered List which is presently unused.
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_ Run 13 is a simple sort of the contents of the Patron
Routing Master (from the patron control subsystem) into control
number, copy number and priority sequence.

Output from the sort in run 13 along with the
Routing Master from serial file maintenance update run will
serve as input to a format run, run 14 which formats all Route Slips,
figure 111, prepare a Review List of All Route Slips, figure 112, a
Condensed List, figure 113, of all serials available for routing and
a combined error and statistical file.

Run 15 selectively sequences for display the Serial
Routing Statistics, figure 114, with routing status errors.

Run 16 selectively extracts from the updated Serials
Master File those items which RSIC ordered but did not receive and
produces a transaction card for each. This file will be sorted to
purchase order, delivery order and item number in run 17. Output
from this sort will serve as input to run 18 which produces a
Claims Report, figure 115, of all items ordered but not received.
The transaction cards produced in run 16 are utilized to delete
items from the Claims Report as they are received.

Run 19 selectively extracts from the updated Serials
Master a file of titles and holdings cross references. This file
will be sorted in run 20 to title, holding and cross reference
sequence and displayed in run 21 as the Titles and Holdings Cross
Reference List Periodical Catalog), figure 116.

4., Run Details for Run 1

The purpose of run one, see figure 117, is to sort all input
transactions from the card to magnetic tape run into control number
(major) and card code (minor) sequence. This run will 1nsure the
proper sequencing of all input transactions for processing against
the Serials Master File.

a. Run One Input

The input transactions data to run one will be a
magnetic tape file of all input transactions in random sequence.

b. Run One Output

The output data from run one will be a magnetic tape
file of all input transactions sorted into major sequence by control
number and minor sequence by card code.
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c. Run One Sequence

Run one will process all input transactions into major
sequence by control number (cols 1-6) and minor sequence by card
code (cols 8-9).

5. Run Details for Run 2

The purpose of run two, see figure 117, is to edit all sorted
input transactions per input transaction editing criteria and pro-
duce a file of RSIC new holdings, a file of edited transactions used
to update the Serials Master File and an error list of all input
transactions found in error.

a. Run Two Input

Sorted input transaction file from run one.

b. Run Two Output

(1) RSIC New Holdings List, figure 92, of new holdings
to be added to the Serials Master File.

(2) Transaction error list, figure 93, of all input
transactions found in error. Each transaction in error will be
accompanied by an appropriate error message.

(3) Edited file maintenance transactions to be used in
the update of the Serials Master File.

c. Run Two Sequence

Run two will be processed in control number (cols 1-6)
major and card code (cols 8-9) minor sequence.

6. Run Details for Run 3

The purpose of run three, see figure 117, is to update the
Serials Master File and produce a Complete Serials Master List,
a List of Cancelled Items, a List of Changed Items, an Error List of
items in error (if any) and a Routing Master.

a. Run Three Input

(1) Edited file maintenance transactions from run two.

(2) Recyled Serials Master File from last update.
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b. Run Three Output

(1) Updated Serials Master File consisting of the
previously recycled Serials Master File to include any new serial
transactions added, changes to the existing Serials Master File
records and deletion of transactions cancelled during the update.

(2) Routing Master File which will be used in conjunc-
tion with the Patron Routing Master File (from the patron control sub-
system) to meet all serials routing requirements.

(3) Complete Serials Master File List, figure 89,
is a display of the contents of the master file current through this
update.

(4) Cancelled Items List, figure 94, is a display
of all items cancelled during this update.

(5) Changed Items List, figure 95, is a display of
all master file records changed during this update.

(6) Update Error List, figure 96, is a display of
all transaction found in error during the master file update.

c. Run Three Sequence

Run three will be processed in control number (cols 1-6)
major and card code (cols 8-9) minor sequence.

7. Rumn Details for Run 4

The purpose of run four, see figure 117, is to search the
Serials Master File and produce a Serials Renewal List (with renewal
status transaction cards), a Renewal Error List, a Candidate for
Binding List and a Binding Error List.

a. Run Four Input

Updated Serials Master File from run three.

b. Run Four Output

(1) Serials Renewal List, figure 99, is a display
of all items which are to be considered for renewal for the next
year. Journal items will appear on this list five months prior to
renew date; services, newspapers and requisitions will appear on this
list three months prior to renew date.

(2) Renewal Error List, figure 100, is a display of
all renewal transactions found in error.
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(3) Renewal status cards will be computer prepared for
each item appearing on the Serials Renewal Review List. These cards
will serve as input transactions to the renewal item file update
in run six.

(4) Candidate for Binding List, figure 97, is a dis-
play of all items which are to be considered for binding. Items ap-
pearing on this list will be for current month.

(5) Binding Error List, figure 98, is a display
of all binding transactions found in error.

(6) Renewal Items Master File consisting of all items
appearing on the renewal item list which may be renewed or cancelled

in run seven.

c. Run Four Sequence

Run four will be processed in control number (cols 1-6)
major and card code (cols 8-9) minor sequence.

8. Run Details for Run 5

The purpose of run five, see figure 117, is to convert all
new, change and renewal item transaction cards to magnetic tape appending
a record mark to the end of each card image.

a. Run Five Input

Input to this run will consist of renewal status transac-
tion cards from run four and all new or changed item transaction cards
to be added to the Renewal Item Master.

b. Run Five Output

This file will consist of magnetic tape images of the
new changed and renewal transaction cards with a record mark appended
to each transaction card image. All transactions will be blocked
ten to a block.

c. Run Five Sequence

Run five will be processed in input sequence of the
transaction cards.

9. Run Details for Run 6

The purpose of run six, see figure 117, is to sort all input
transactions from run five into control number (major) and card code
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(minor) sequence. This run will insure the proper sequencing of all
input transactions for processing against the Renewal Item Master
File.

a. Run Six Input

The input transaction data to run six will be a magne-
tic tape file of all renewal and new transactions in input sequence.

b. Run Six Output

The output data from run six will be a magnetic tape
file of all input transactions sorted into major sequence by control
number and minor sequence by card code.

c. Run Six Sequence

Run six will process all input transactions into major
sequence by control number (cols 1-6) and minor sequence by card
code (cols 8-9).

10. Run Details for Run 7

The purpose of run seven, see figure 117, is. to update the
Renewal Items Master and produce a list of Cancelled Items, a Vertifi-
cation List of all items renewed, a file of change suspense cards,
a file of charge now cards and a Renewal Update Error List.

a. Run Seven Input

(1) Renewal Items Master from run four consisting of all
items which appeared on the renewal items list.

(2) Sorted renewal update transactions file from run
six consisting of all new, changed and renewal status transactions.

(3) Recycled Renewal Items Master File for current
month.

b. Run Seven Output

(1) Cancellation List, figure 102, is a display
of all items deleted from the Renewal Items Master.

(2) Verification List, figure 102, is a display
of all items renewed, new items added or changes made to the renewal
items master.

(3) Renewal Update Error List, figure 103, is a
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display of transactions found in error during the Renewal Items
Master update.

(4) File maintenance change suspense cards are trans-
action cards representing changes to be made to the Serials Master
File when the subscription is effective.

(5) File maintenance change new cards are transaction
cards representing changes to be made to the Serials Master File
NnOow.

(6) Updated Renewal Items Master consisting of all
new items, renewed items to be added and changes to be made to the To
Date On-Order Master. The Renewal Items Master will be dropped after
one month and a new item master begun.

c. Run Seven Sequence

Run seven will be processed in control number (major)
and card code (minor) sequence.

11. Run Details for Run 8

The purpose of run eight, see figure 117, is to sort the
updated Renewal Items Master into control number (major); action code
(intermediate) and card code (minor) sequence.

a. Run Eight Input

Updated Renewal Items Master from run seven.

b. Run Eight Output

Sorted Renewal Items Master.

c. Run Eight Sequence

Run eight will be processed in control number (major)
action code (intemmediate) and card code minor sequence.

12. Run Details for Run 9

The purpose of run nine, see figure 117, is to generate a
new and renewal items statistical report, a requisition items list,
a purchase order items list, a file of serials file maintenance
transactions and an on order monthly file.

a. Run Nine Input

Input to this run will be the sorted Renewal Items
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Master from run eight.

b. Run Nine Output

(1) New and Renewal Items Statistical Report, figure 107,
is a display of the cost of all new and renewed items by vendor.

(2) Requisition Items, figure 104, is a display of all
items ordered on requisitions.

(3) Purchase Order Items, figure 106, is a display of
all items ordered on purchase orders.

(4) Technical Library Items, figure 105, is a display
of all items ordered on TL numbers.

(5) File maintenance transactions. These will be 05
transactions updated to include language, country of origin translation
price etc., and 06 transactions to include address, purchase order
number, frequency and purpose.

(6) On-order monthly consisting of all new items, renewed
item and changes to the To Date On-Order Master File.

c. Run Nine Sequence

Run nine will be processed in control number (major),
action code (intermediate) and card code (minor) sequence.

13, Run Details for Run 10

The purpose of run ten, see figure 117, is to sort the
renewal file maintcnance transactions into control number (major)
and card code (minor) sequence and produce 05-06 file maintenance trans-
action cards used to update the Serials Master File monthly.

a. Run Ten Input

Renewal file maintenance transactions in control number
(major), action code (intermediate) and card code (minor) sequence.

b. Run Ten Output

Sorted file maintenance transactions in control number
(major) and card code (minor) sequence. This file will be displayed
as 05-06 file maintenance transaction cards and integrated into change
suspense and change now from run seven prior to processing against the
Serials Master File.
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C. Run Ten Sequence

Run ten will be processed in control number (cols 1-6)
major and card code (cols 8-9) minor sequence.

14. Run Details for Run 11

The purpose of run eleven, see figure 117, is to sort the
on-order monthly file into control number (major) and card code (minor)
sequence.

a. Run Eleven Input

On-order monthly file of all new items, renewed items
and changes to the To Date On-Order Master File.

b. Run Eleven Output

_ On-order monthly file sorted into control number (major)
and card code (minor) sequence.

c. Run Eleven Sequence

Run eleven will be processed in control number (cols 1-6)
major and card code (cols 8-9) minor sequence.

15. Run Details for Run 12

The purpose of run twelve, see figure 117, is to update the To
Date On-Order Master File and produce a current To Date On-Orcer List,
a delete list of &all items deleted from the file and an error list of
all items in error (if any). An undelivered file is recovered in this
run, but at present it is not in use.

a. Run Twelve Input

Sorted on-order monthly file from run eleven.

b. Run Twelve Output

(1) Updated To Date On-Order Master File consisting of
the previously recycled To Date On-Order Master File to include any
new ordered transactions added, changes to the existing To Date On-
Order Master File and celetion of transactions dropped during the
update.

(2) Complete To Date On-Order List, figure 108, is a
display of the contents of the master file current through this update.
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(3) Delete List, figure 110, is a display of all items
deleted from the To Date On-Order Master File during the update.

(4) To Date On-Order Error List, figure 105, is a dis-
play of all transactiocns found in error during the update of the to
date on order master file.

c. Run Twelve Sequence

Run twelve will be processed in control nurber (cols
1-6) major and card code (cols 8-9) minor sequence.

16. Run Details for Run 13

The purpose of run thirteen, see figure 117, is to sort
the patrcn routing master (from the patron control subsystem) into
control nunber (major), copy number (intermediate) and priority
(minor) sequence.

a. Run Thirteen Input

Patron routing master from the patron control subsystem
in social security number sequence.

b. Run Thirteen Output

Patron routing master sortec into control number
(major), copy number (intermediate) and priority (minor) sequence.

¢. Pun Thirteen Sequence

Run thirteen will be processed in control number (major),
copy mumber (intermediate) and priority (minor) sequence.

17. Run Details for Run 14

The purpose of run fourteen, see figure 117, is to fommat
route slip assignments and produce all route slips, a reference list,
a condensed list and a combined error and statistical file.

a. Run Fourteen Input

(1) Sorted patron routing.master file from run thirteen.
»
(2) Routing master from run three, serials file mainten-
ance update. :

b. Run Fourteen Output

(1) Route slips, figure 111, is a typical routing display
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for cne item.

(2) Complete Review Listing of All Route Slips,
figure 112, is a display of all items routed and to whom each is routed.

(3) Condensed List, figure 113, is a display of all
serials which are available for routing.

(4) Combined Error and Statistical File containing
both journal records and patron records found in error and complete
serials routing statistics.

c. Run Fourteen Sequence

Run fourteen will be processed in control number (major),
copy number (intermediate) and priority (minor) sequence.

18. Run Details for Run 15

The purpose of run fifteen, see figure 117, is to selective-
ly sequence for display the serials routing statistics, the joumal
error list and the patron error list.

a. Run Fifteen Input

Combinea errcr and statistical file from run fourteen.

b. Run Fifteen Cutput

Serials routing statistics, figure 114 is a aisplay
of general statistics related to serials routing.

c. Run Fifteen Sequence

Run fifteen will be processed in the sequence of the
output aisplays.

19. Run Details for Run 16

The purpose of run sixteen, see figure 117, is selectively
extract from the serials master a file those items which RSIC ordered

but did not receive from the vendor and produce a transaction card
for each.

a. Run Sixteen Input

Updated Serials Master File from run three.
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b. Run Sixteen Output

(1) Updated claims card for each item appearing on
the Serials Master File which RSIC has not received from the
vendor.

(2) Claims Master File consisting of those items for
which updated claim cards were prepared.

c. Run Sixteen Sequence

Run sixteen will be processed in control number (cols 1-6)
major and card code (cols 8-9) minor sequence.

20. Run Details for Run 17

The purpose of run seventeen, see figure 117, is to sort
the Claims Master File into purchase order (major), delivery order
(intermediate) and item number (minor) sequence.

a. Run Seventeen Input

Claims Master File from run sixteen in control number and
card code sequence.

b. Run Seventeen Output

Claims Master File sorted into purchase order (major),
delivery order (intermediate) and item number (minor) sequence.

c. Run Seventeen Sequence

Run scventeen will be processed in purchase order (major),
delivery order (intermediate) and item number (minor) sequence.

21. Run Details for Run 18

The purpose of run eighteen, see figure 117, is to produce a
claim extract report for display of those items RSIC did not receive
from the vendor.

a. Run Eighteen Input

Claims Master File from run eighteen sorted into purchase
order (major), delivery order (intermediate) and item number (minor)
sequence.

b. Run Eighteen Output

Claim extract report, figure 115, of all items which
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RSIC has ordered but did not receive.

c. Run Eighteen Sequence

Run eighteen will be processed in purchase order (major),
delivery order (intermediate) and item number (minor) sequence.

22, Run Details for Run 19

The purpose of run nineteen, see figure 117, is to selective-
ly extract from the Serials Master a file of titles and holdings
cross references.

a. Run Nineteen Input

Updated Serials Master File from run three.

b. Run Nineteen Output

(1) Error List of all errors found in the extract run.

(2) Titles and Holdings Cross Reference File of all RSIC
serials.

c. Run Nineteen Sequence

Run nineteen will be processed in control number (cols
1-6) major and card code (cols 8-9) minor sequence.

23, Run Details for Run 20

The purpose of run twenty, see figure 117, is to sort the
Title and Holdings Cross Reference File into title (major), holding
(intermediate) and cross reference (minor) sequence.

a. Run Twenty Input

Titles and Holdings Cross Reference File from run nine-
teen in control number (major) and card code (minor) sequence.

b.  Run Twenty Output

Titles and Holdings Cross Reference File sorted into
title (major), holding (intermediate) and cross reference (minor)
sequence.

C. Run Twenty Sequence

Run twenty will be processed in title (major), holdings
(intermediate) and cross reference (minor) sequence.
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24. Run Details for Run 21

The purpose of run twenty-one, see figure 117, is to pro-
duce for display a Serial Titles and Holdings Cross Reference List
(presented as the Periodicals Catalog).

a. Run Twenty-One Input

Titles and Holdings Cross Reference File from run twenty
sorted into title (major), holding (intermediate) and cross reference
(minor) sequence.

b. Run Twenty-One Output

Periodicals Catalog, figure 116, of all serial titles
and holdings cross references held by RSIC.

c. Run Twenty-One Sequence

Run twenty-one will be processed in title (major),
holding (intermediate) and cross reference (minor) sequence.

25, Editing Criteria

Edits are rules specifying that certain things must be or
cannot be in the specified field of the transaction record or that
certain series must be properly used. Each transaction record found
in error should be manually screened and corrective action taken.
The following are error and processing messages with explanation and
suggested corrective action.

a. Serials Input Transaction Editing Criteria

Message Meaning Corrective Action
(QONTROL NUMBER Each transaction record Research subscription re-
MISSING processed must have a quest. Determine control
control number. number and submit correc-
tion per transaction change
instructions.
INVALID CARD Card codes must be 01- Determine correct card code
QODE-REJECTED 79 or 1A-1Z. Card and submit correction per
code could contain transaction change instruc-
wrong code for speci- tions.

fic action.

MISSING 01 CARD Each new transaction Research subscription request.
CODE processed must have Determine appropriate data
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Nbssage

MISSING 03 CARD
CODE

MISSING VENDOR
IN 03 CARD

MISSING 04 CARD
(QODE

MISSING 05 CARD
CODE

MISSING COUNTRY
OF ORIGIN IN
05 CARD

MISSING NUMBER
OF SUBSCRIPTIONS
05 CARD

SUBSCRIPTION END
DATE MISSING 05
CARD

SUBSCRIPTION BE-
GINNING DATE
MISSING 05

CARD

COLUMN 67 IS NOT
J,S,N,C 05 CARD

Meaning

an 01 card.

Each new transaction
processed must have
an 03 card.

Vendor is a vital
element for all new
transactions.

Each new transaction
processed should have
an 04 card.

Each new transaction
processed must have
an 05 card.

Country of origin is
a vital element for
all new transactions.

Number of subscrip-
tions is a vital
element for all new
transactions.

Subscription end date
is a vital element
for all new transac-
tions.

Subscription beginning

date is a vital element

for all new transac-
tions.

Colum 67 of 05 card
must be J,S,N or C.

Corrective Action

for 01 card code and submit
new transaction card.

Research subscription request.
Determine appropriate data
for 03 card code and submit
new transaction card.

Research subscription request.
Determine vendor and submit
correction per transaction
change instructions.

Research subscription request.
Determine appropriate data
for 04 card code and submit
new transaction.

Research subscription request.
Determine appropriate data for
05 card code and submit new
transaction.

Research subscription request.
Determine country of origin

and submit correction per
transaction change instructions.

Research subscription request.
Determine number of subscrip-
tions and submit correction
per transaction change instruc-
tions.

Research subscription request.
Determine subscription end

date and submit correction per
transaction change instructions.

Research subscription request.
Determine subscription beginning
date and submit correction per
transaction change instructions.

Research subscription request.
Determine correct type code
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Message

COLUMN 68 IS NOT
BLANK, 1,2,3,4,
5,6 05 CARD

MISSING 06 CARD
COPE

MAJOR ADDRESSEE
CODE INCORRECT
06 CARD

REQUISITION,
P. 0. AND TL
NUMBER MISSING

FREQUENCY NUMBER
IS INCORRECT 06
CARD

PURPOSE CODL IS
NOT C,L,C OR
R IN 06 CARD

ACTION COLE N
SHOULD NOT BE IN
THIS CAKRD-RE-
JECTED

Meaning

Colum 68 cf 05 card
must special code 1
2,3,4,5 or 6.

Each new transaction
recora processed
should have an 06
card.

Address code must be
01, 02 or 0S.

Each 06 transaction
card must ccntain
either req, P.O. cr
T.L. number.

Must be a three digit
nunber. Prefix with
zeros to fill field.

Purpose ccde must be
C¢,L,D or R.

This transaction card
is for action other
than new.

Corrective Action

and submit correction per trans-
action change instructions.

Determine special code and
submit correction per transac-
tion change instructions.

Research subscription request.
Determine appropriate data for
06 card code and submit new
transactions.

Submit correction per transac-
tion change instructions.

Determine appropriate nunber

and submit correction per
change instructions.

Detemnine appropriate frequency
and submit correction per
change instructions.

Determine appropriate purpose
code and submit correction
per change instructions.

Determine purpose for this
transacticn card and submit
change correction per change
instructions.

b. Serials Master File Update Editing Criteria

Message

THE FOLLOWING
CONTROL NUWMBERS
HAVE NO TITLE

THE FOLLOWING
TRANSACTIONS
WERE SUEMITTED
WITH CONTRCL
NWMBER FIELIS
DUPLICATE -
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The 01 transactions

card have been cmitted.

The new transaction
cards were submitted
with the old ones
being replacea.

Corrective Action

Research subscription request.
Determine appropriate cata
for 01 card and submit new
transaction.

Verify by screening Serials
Master File list.



Message

FIRST TRANSAC-
TION ONLY PRO-
CESSED

Meaning

Corrective Action

c. Renew and Binding Editing Criteria

Nbssage

HAS NO TITLE IN
01 CARD

HAS NO VOL.
PER YR. IN
10 CARD

HAS NO ISSUES
PER VOL. IN 10
CARD

HAS NO WL. PER
SUBSCRIPTION IN
10 CARD

HAS NO GENERAL
SUBSCRIPTION
CLASSIFICATION
IN 10 CARD

HAS A 13 CARD
BUT NO 10 CARD -
(NO ACTION
TAKEN)

HAS NO TITLE
PAGE AND CONTENT
INSTRUCTIONS

HAS NO ADVERTISE-
MENT INSTRUC-
TIONS IN 13

CARD

HAS NO INDEX
INSTRUCTIONS
IN 13 CARD

Meani g

Title has been omitted
in Serials Master File.

Self-explanatory.

Self-explanatory.

(Presently unused.)

Self-explanatory.

Transacticn card 10 is
required for all titles
that are to be bound
on that bound holdings
are available.

Self-explanatory.

Self-explanatory.

Self-explanatory.

Corrective Action

Research subscription request.

Detemine title and submit

correction per change instruc-

tions at next update.
Determine and submit per
transaction change instruc-
tions.

Same as preceding.

Same as preceding.

Determine and submit trans-
action.

Determine and submit per
transaction change instruc-
ticns.

Same as preceding

Same as preceding.
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Message Meaning Corrective Action

HAS NO BINDING Self-explanatory. Same as preceding.
QOST IN 13
CARD
HAS NO PTS PLUS Self-explanatory. Same as preceding.
ABSTRACT IN-
STRUCTIONS IN
13 CARD
HAS NO SIZE Self-explanatory. Same as preceding.
IN 13 CARD
HAS NO COVER Self-explanatory. Same as preceding.
INFORMATION
IN 13 CARD
HAS 10 CARD Transaction card 13 con- Detemmine and submit
BUT NO 13 tains all binding re- transactions.
CARD quirements for title

which are to be bound.
HAS NO ISSUE Self-explanatory. Detemine and submit per
CONTENT INSTRUC- transaction change
TIONS IN 13 CARD instructions.
HAS NO COLOR Self-explanatory. Same as preceding.
SPECIFICATION
IN 13 CARD
HAS NO BINDING Self-explanatory. Same as preceding.
SCHEDULE IN
10 CARD
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Section VI. DOCUMENTS (ONTROL SUBSYSTEM

Documents ordering and receiving, cataloging and circulation
have not been implemented under ALPHA-1. They have been planned
to be essentially the same as for books except for obviously
different requirements such as security, the different identifying
and retrieval points and the lack of financial record-keeping.
The patron and language subsystems are already available to support
the documents area.

No further efforts will be made under ALPHA-1 to implement the
automation of the documents handling, but ALPHA-2 includes this
aspect of RSIC's function,
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Table II. Official Country Codes

Country-to-code list Code-to-country list
Country Code Code Country
Argentina 25 01 United States
Australia 14 02 Canada
Austria 24 03 England
Bolivia 26 04 West Germany
Canada 02 05 France
China 21 06 Japan
Denmark 17 07 Spain

Egypt 27 08 Italy
England 03 09 Turkey
France 05 10 Israel
Greece 16 11 Mexico
India 15 12 Portugal
Ireland 28 13 Phillipines
Israel 10 14 Australia
Italy 08 15 India
Japan 06 16 Greece
Jordan 29 17 Denmark
Korea 30 18 Sweden
Malaysia 31 19 Norway
Mexico 11 20 Netherlands
Netherlands 20 ‘ 21 China
Norway 19 22 Taiwan
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Table II. Official Country Codes (con't)

Country-to-code list Code-to-country list
Country Code Code Country
Pakistan 23 23 Pakistan
Phillipines 13 24 Austria
Portugal 12 25 Argentina
Spain 07 26 Bolivia
Sweden 18 27 Egypt
Switzerland 32 28 Ireland
Taiwan 22 29 Jordan
Turkey 09 30 Korea
United States 01 31 Malaysia
West Germany 04 32 Switzerland
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Table III. Official Contractor Codes

Contractor

Adcom Inc

Aerojet-General Corporation
Air Reduction Co Inc

Arde Engineering Division Ardee Assoc
Arinc Research Corp

Assoc Aero of Alabama

Astro Space Labs Inc

Auvburn University

Battelle Memorial Institute
Belock Instrument Corp

Bendix Corp

Boeing Co

Borders Electronics Corporation
Burroughs Corp

Brown Engineering Co Inc
Chrysler Corp Space Div Huntsville Operations
Computer Application Inc
Computer Science Corp

Douglas Aircraft Co

Emerson Electronics Co

Federal Electric Corp

General Dynamics Corp

Code

0080
0090
0155
0410
0420
0460
0480
0520
0625
0670
0680
0750
0755
0800
0780
0910
1000
1100
1180
1350
1425

1560
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Table III. Official Contractor Codes (con't)

Contractor Code
General Electric Computer Department 1570
General Electric Apollo Support Div 1590
Hayes International Corp 1780
Heat Technology Labs 1790
Honeywell 1865
HRB Singer 1870
Hughes Aircraft Co 1920

I1linois Institute of Technology Research Institute 1975

IBM Corp 1980
International Harvester/Solar Div. . 2000
International Telephone/Telegraph Co 2085
Kentron Hawaii Ltd 2155
Lear Siegler Electronic Instrumentation Division 2190
Ling-Tempco-Vought Corp 2240
Lockheed Missiles and Space Co 2270
Management Services Inc of Tenn. 2300
Martin Company 2410
Melpar Inc 2430
Planning Res. Corp 2460
National Academy of Sciences 2670
Nees Company 2700
North American Aviation/Rocketdyne 2755
Northrop Space Labs 2770
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Table III. Official Contractor Codes (con't)

Contractor

Philco Corp

Pratt and Whitney Aircraft Corp
Raytheon Co

RCA Service Co

Fairchild Hiller Corp

Ridge Instrument Corp

Rohm 'and Haas Co

Southern Library Bindery

Space Craft Inc

Spaco Inc

Sperry Rand Space Support Division
Stanford Research Institute
Systems Engineering Co

Tec Productions

Thiokol Chemical Corp

University of Alabama Research Institute
US Post Office

Vitro Labs Div Vitro Corp of America
Volt-Tech

Watland Inc

Western Electric Co

Westinghouse Electric Corp
Whittaker Corp

Wyle Labs

Code

2890
2930
3020
3040
3080
3100
3165
3475
3510
3550
3585
3595
3060
3710
3780
3910
4115
4190
4195
4200
4235
4250
4260

4310
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Table IV. Abbreviations of State Names

Name of state

Alabama
Alaska
Arizona
Arkansas
California
Canal Zone
Colorado
Connecticut
Delaware
District of Columbia
Florida
Georgla
Guam
Hawaii
Idaho
I1linois
Indiana
Iowa
Kansas
Kentucky
Louisiana

Maine
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Abbreviation

ALA
ALASK

ARIZ

CALIF
CbZ
COLO
CONN
DEL

DbC

GUAM
Hbl
IDAHO
ILL
IND
IOWA

KANS

MAINE



Name of state

Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska
Nevada

New Hampshire
New Jersey
New Mexico
New York
North Carolina
North Dakota
Ohio

Oklahoma
Oregon
Pennsylvania
Puerto Rico
Rhode Island
South Carolina

South Dakota

Table IV. Abbreviations of State Names (con't)

Abbreviation

MD

MASS
MI(H
MINN

MISS

MONT
NEBR
NEV
NbH
NbJ
NbMEX
NbY
NbC
NbDAK
OHIO
OKLA
OREG
PA
PbR
RbI
SbC
SbDAK
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Name of state

Tennessee
Texas

Utah

Vermont

Virgin Islands
Virginia
Washington
West Virginia
Wisconsin

Wyoming
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Table IV. Abbreviations of State Names (con't)

Abbreviation

TENN
TEX
UTAH
VT
Vbl
VA
WASH
WbVA
WIS

WYO



Table V. Need-to-Know Codes

In the Q0SATI section of the following table, you will notice that
some code numbers that would be present in a straight numerical sequence
are skipped. For example, OlE is 006 and the next category is 02b, which
is 011. The reason for such skips is that there are (DSATI categories
covering subjects which RSIC does not have or acquire holdings on.
However, space is left in the numeric code sequence in case it is ever
required to add these categories to the system.

Category Code Category Code Category Code Category Code
NASA

01 001 15 015 29 029 43 043
02 002 16 016 30 030 44 044
03 003 17 017 31 031 45 045
04 004 18 018 32 032 46 046
05 005 19 019 33 033 47 047
06 006 20 020 34 034 48 048
07 007 21 021 35 035 49 049
08 008 22 022 36 036 50 050
09 009 23 023 37 037 51 051
10 010 24 024 38 038 52 052
11 011 25 025 39 039 53 053
12 012 26 026 40 040

13 013 27 027 41 041

14 014 28 028 42 042

COSATI

01b 001 02B 013 03C 025 05D 041
01A 002 02C 014 04b 030 0SE 042
01B 003 02D 015 04A 031 OSF 043
01C 004 O2E 016 04B 032 05G 044
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Table V. Need-to-Know Codes (con't)

Category Code Category Code Category Code Category Code
(0OSATI
01D 005 O0ZF 017 05b 037 05H 045
01E 006 03b 022 05A 038 051 046
02b 011 03A 023 05B 039 05J 047
02A 012 03B 024 05C 040 05K 048
06b 053 07B 081 09E 113 13B 153
06A 054 07C 082 09F 114 13C 154
06B 055 07D 083 10b 119 13D 155
06C 056 O07E 084 10A 120 13E 156
06D 057 08b 089 10B 121 13F 157
06E 058 08A 090 10C 122 13G 158
06F 059 08B 091 11b 127 13H 159
06G 060 08C 092 11A 128 131 160
06H 061 08D 093 11B 129 13J 161
061 062 08E 094 11C 130 13K 162
06J 063 0O8F 095 11D 131 13L 163
06K 064 08G 096 11E 132 13M 164
06L 065 08H 097 11F 133 14b 169
06M 066 081 098 11G 134 14A 170
06N 067 08J 099 11H 135 14B 171
060 068 08K 100 111 136 14C 172
06P 069 08L 101 113 137 14D 173
06Q 070 08M 102 11K 138 14E . 174
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Category Code

06R
06S
06T
06U
07b
07A
15F
15G
16b
16A
16B
16C
16D
17b
17A
17B
17C
17D
17E
17F
17G

17H

071
072
073
074
079
080
185
186
191
192
193
194
195
200
201
202
203
204
205
206
207
208

Table V. Need-to-Know Codes (con't)

Category

08N
09b
09A
09B
09C
09D
18E
18F
18G
18H
181
18J
18K
18L
18M
18N
19b
19A
19B
19C
19D

19E

Code

103
108
109
110
111
112
220
221
222
223
224
225
226
227
228
229
234
235
236
237
238

239

Category
COSATI

11L
12b
12A
12B
13b
13A
20D
20E
20F
20G
20H
201
20J

20K

20M
20N
21b
21A
21B
21C

21D

Code

139
144
145
146
151
152
251
252
253
254
255
256
257

261
266
267
268
269

270

Category Code

15b
15A
15B
15C
15

15E
22B
22C
22D

179
180
181
182
183
184
282
283
284
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Table V. Need-to-Know Codes (con't)

Category Code Category Code Category Code Category Code
(Q0SATI
171 209 19F 240 21E 27
17J 210 119G - 241 21F 272
18b 215 19H 242 21G 273
18A 216  20b 247 21H 274
18B 217  20A 248 211 275
18C 218 20B 249 22b 280
18D 219 20C 250 22A 281
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20 OCT 66 LANGUAGE WORKSHEET ERRORS

BASE TERM

CHILDREN

X X V LOUISANA
X X ZAUTOGYROS
AODS
ALL-ORDNANCE DESTRUCT SYSTEM
APU
AUXILIARY POWER UNIT
ARES
ADVANCED ROCKET ENGINE - STORABLE
ASESS
AERO-SPACE ENVIRONMENT SIMULATION SYSTEM
ASPS
ACOUSTIC SHIP POSITIONING SYSTEM
ANCHORS +( STRUCTURALY)
ANCHOR PLATES
ANCHORS +( STRUCTURAL#)
ANCHOR BOLTS
ANCHORS +( STRUCTURAL#+)
GROUND ANCHORS
ANCHORS +( STRUCTURALY)
GUY STAKES
ANCHORS +( STRUCTURAL%)
STAKES
AUDIO AMPLIFIERS
AUDIOFREQUENCY AMPLIFIERS
AUDIO AMPLIFIERS
AMPLIFIERS

X X V BATTERIES AND COMPONENTS

BOOST-GLIDE MISSILES
BOOST-GLIDE VEHICLES
CAP
CRYOGENIC ASSOCIATIVE PROCESSOR
CINDA
COMPUTER INDEX NEUTRON DATA
COPS
COST OPTIMIZED PLATFORM SYSTEM
CP M
CRITICAL PATH METHOD
CPS
CRITICAL PATH SCHEDULING
CPSS
CORPORATE PROGRAMMING SUPPORT SYSTEM

Figure 18. Language Worksheet Errors

378

0001

ERROR MESSAGE

ACTION CODE MISSING
MULTIPLE ACTION CODE
ACTION CODE MISSING

BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID

BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE

SUB TERM TYPE INVALID

B ELECTRACTION CODE MISSING

BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
BASE TERM OF NEXT LINE
SUB TERM TYPE INVALID
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LANGUAGE CONTROL INPUT FORM

TAB
POSITION

—
~N

-

ACTION

NEW

REVISE

PURGE

TERM CHANGE

MEDIUM

BOOKS

DOCUMENTS

TERM TYPE

TERM

SEE REF,

Q-TERM

INVALID TERM

TERM

COMMENTS

(UP TO
12 LINES)

SEE OR
SEEN FROM

(UP TO 12,
1 TO EACH
LINE)

SEE ALSO

(UP TO 12,
1 TO EACH
LINE)

LC CLASS
NUMBER

(UPTO 12,
1 TO EACH
LINE)

Figure 21.

Language Control Input Form

381



SY0Og - S9JUSIIFSY SSOID

"7 2Ind1g

*AYLSIWIHD Ol SIDNITYIAT L OSTV 335, WY AYLSIWIHDOINILS
1 QALSIWIHD TVOIDOTOISAH ‘AYLSIWIHDOUDIW ‘A¥LSIWIHDOID Vs

“AYLSIWIHOOIO

OL wWOU4 OSTV 335, V¥ SI AYLSIWIHD XX

«IDNIYIIIY 335, V SI

AYLSIWIHD XX
AD0T03ID TVIIWIHD X
AYLSIWIHDOID

AYLSIWIHDOIYILS
AYLSIWIHD TvIIDO0T0ISAHd
AYLSIWIHD OFDIW
AULSIWIHDOIO VS
AYLSIWIHD

AYLSIWIHDOID 335 ADOT103IO TVIIWIHD

18100 SHOOE-SMINVSIHL TOIINOD IDOVNONVYT IS 99 43S 10

-
-

*AYLSIWIHDO3D Ol
ADOTOIO TVIIWIHD X
*SEAVHL

\l

AYLSIWIHD XX
ADOTI03ID TVIIWIHD X
AYLSIWIHDO3O

382




SIUSUNDQJ - SIADUSIDFIYY SSOXL)

"¢z 2an3dtg

*39N1 NOULO313 OL Wyl
YIMOWVN V SV 38N1 IOVWI SILVIINIO
‘W3l ¥3avO0ud vV ‘S38NL NO3¥LDIT

°$39NL AVY 3AOHLYD OL Wil
d31V13¥ V SV 39NL IOVWI SILVYINID
‘W¥3L 3LV13Y V¥ ‘S39NL AVY 3IAOHLYD

*538NL VIIWYD OL Wil
¥3QvOud Vv SV 39NL IOVWI S3LVIINIO

9,200

(9) 539N1 NOYLDIN3
() $38N1 AVY¥ IAOHLYD
(N) $39NL V3IWVYD XX
$39N1 IOVYWI

$39NL VIIWVYD 335 SNODIHLIO uo<<<_\

(N) $39n1 IOVYWI XX
S3ANL NOY¥1DT ] ~—

‘WYL ¥IMOBIYN Vv 'S38NL VIIWVYD

() s3INL IOYWI XX
$38NL AVY JOHIYD -— |

(9) s3gNL 3IoWYWI XX
SNODIHIYO JOYWI X

S39NL VIIWVYD

SINIWNDOQA-SNINVYSIHL TOILNOD FOVNONVYT JISY 99 43S 1O

() S39NL NO¥LDI13

XX
‘SIIVHL

X

SNODJIHLYO 3DVWI
e S38N1 VIIWVD

XX
S39NL 3OVWI

383



sjusweIiTnboy jusworg e3IBg UOTIDEBSURL] Indu]

"z 2an3td

TVYNOILdO IYNOILIO aUNOAN TVYNOILIO v
INON TVYNOILIO QNYUNON TYNOILIO A
INON TYNOILIO a3y NOIY IVYNOILJO O
INON INON aVNON TVNOILJO z
INON INON aNINOIA IVYNOI1dO 9
INON INON aNNoN TvNOILIO 1 €
TVNOILJO TYNOILJO TYNOILIO TVYNOILJO v
INON TYNOILIO TYNOILIO 1YNOILJO A
"NOILOVSNVYL dITVA INON TVNOILJO TYNOILIO TVYNOILJO O
Vv 404 1IN3SFUd 39 1SNW SINIWIT3 viva INON INON TVYNOLLIO TYNOILJO Zz
TYNOILJO 3HL 4O FAOW dO INO 1Sv3a1 INON INON TVYNOILIO TVYNOILJO 9
1V (3SIA3Y) Z 30D NOILDV 304 310N INON INON INON aNNOAN { l
TVYNOILJO TYNOLLJO TVNOILJO IVYNOILIO v
INON TVNOILIO TYNOHLJO TYNOILIO A
INON TVNOILIO TYNOILIO TVYNOILJO O
INON INON aNINON TVYNOILJO z
INON INON aNINOIN TYNOILJO 9
INON INON INON TVNOILJO I 1
INON INON INON INON v
INON INON INON INON A
INON INON INON INON (V]
INON INON INON INON 4
INON INON INON INON 9
INON INON INON INON I 0
SYZEWNN DT  WOU4 OSTV NIIS  WOIH N3IS 30 338 SINIJWWOD  3dAL widl 300D NOILDVY

384




jeurod oTTd I91sep odendueq

*GZ 2an3ty

*INIWIT3 DI41D3dS LVHL 304 QYOOI ¥ILSYW JHL NI

N9VTIVAY Q1314 SILYDIANT X079 INIWITI YIVA JHL 40 NOILYOd ¥3MOT FHL NI ONI¥VIddY ¥3GWNN TYII¥IWAN JHL  *31ON
NOILIOd T18VIIVA NOILIOd INVLISNOD
c 4l N\
0051 A 0001 S A1 ¥ S S S S S S S 1 (%
SW¥3L z 1 v
# A9 Q3Lvivdis AINO V ® 8 S3dAL ‘ans HIONIT | INNOD | @1314 | @1314 | @3aav | 30D wydl | 3dAL
SINIWIT3 ¥38WNN D1 ]  SW¥L IN3INLILSANS SINIWWOD | 313130 | JNVIE| “IN D1 “IN| INIWWOD 3sn | 3tva | 3tva IIVQ | HINY [ SXOO08 § will
0051 5 A 00015 Al L ¥ S 4 S [ S [ S 1 oz
Wil A
# 4+ Af Qlivdvdis SW¥31 z { s20a0 | ¥0 O
AINO AR'D’Z S3dAL ‘8ns HiON3I1 | INNOD | Q1314 | @131 | g30av § 30D 4O | 3dAL
SWY3IL IN3NLILSENS SINIWWOD | 3137130 | ANVIE | SO¥3Z AN | IN3WWOD 3Isn | 3iva | 3lva 31va | HINVY | W¥3l-O | wWisl
000l 5 A 000t > A1 ¥ S S S S 3 S 4 l oL
4 4+ A9Q3lVivd3s SW¥3L [4 l (§20Q) z
AINO AR O S3dAL *ans HIONTT | INNOD | 01314 | 01314 | Q3aav | 300D | 3ON3WI4 | 3dAL
SWY3L IN3NLILSENS SINIWWOD | 21313a | JINVI8 | SO¥3Z AN | INZWWOD asn | 3iva | 3va iva | HiNny | -3¥33S | wadl
0001 5 A 0001 3A |1 ¥ S [ 4 < S S S L 0L 1
* 4 A9.Q31V¥VdIS SW¥3L z t ($4009) 9
AINO ¥ 3dAL *ans HIONIT | INNOD | @1314 | Q1314 | @3aay | 3a0D | IDN3¥IA [ 3dAL
SW¥3L IN3NLILSINS SINIWWOD | 313730 | MNVI8 | SO¥3Z AN | INIWWOD 3sn | 3Lva | 3iva I1vad | HINY{ -3¥33S | wilt
000t > A | L 12 4 S S S S S S 1 0L {
4 t 1
HLONIT | INNOD | 314 | @131 | 93aav | 3a0D WYL | 3dAL
SINIWWOD | 313130 | dNVIE | SO¥IZ | SHNVIE | INIWWOD Isn | 3tva | 3tva 31va | HINV | QNvANI | W33l

385




JIBY) MOT:{ SUOT3IETSY uny Ioindwo) 9z aIndtd

1360|040]) 0}
sasnosayy * 18ydoubodxal o)
sjuswnsoQ >
(*4x3) SNINDS S
010z wnosey) jowsog | o 41 srunpsay|
LHM_‘F PUY 1p3 °g uny sy00q sy00g
siou
b $,X1 ~ 013 kvo_._mvtuo\s
A abonbuo
010 spiooay
194500y 410G */ uny 1sbojos03 o) 9|14 13450W
1041uoW siou3
@bonbuoy 193YSHOM
abpnbuoy
(~14x3) 0L0Z 4405 o4 1948 %
oW 010
194500 jouloy puy §oodyx3 - d <
abonbuny JADB3G "9 uny 26enbuo Fra funa s sy Mh“_dﬂﬂiu._ WA_VMMS:E» u@hﬂ.“.”“
/ o.—. SUOHDDSUBL| MDY
[ / 4O UOIIGAUDY * | uny
/
/
pio3 \\
fomes =xa / 010s
/ abaioyg —-—p| I945DW 960nBuDy " S W.—
/ L ald a40pdp) “p uny g | suoryosui]
/ abonbum
/
/
/
/
\\ 010£ 9
S, X1 Hog T uny b} d14euboyy
010L
spohoay L—— — — A . o] adp| Jadog wouy
13729 aBonbuny FIQ Poo] *¢ uny wortiaav0y 1071

UOIJODSUDI| MDY
ado) sadoy
—

386




jeuiof uot3ldesuex], 3nduj oFenBue]

*LZ 2In3tg

*6Z 3¥NS14 NI NMOHS S1 SAIHSNOILYT3Y FJHL 40 NMOAAVIAE

I1ITWOD ¥V "3dAL W¥3L ANV 300D NOILDV NO SAGNIdIA NOILIOd TT8VI¥VA IHL NI SINIWITI VLIV 4O ION3ISIYd 3O IDNISAV IHL ‘310N
NOILYIOd ITEVIIVA NOILYOd LNVISNOD
N N\
0801 = XYW 0801 = XYW 0801 = XYW 00015 A S S S S 0z L L
ZZ 40 2z 40 Z/ 40

SITILTOW SIdILINW SITAILTINW SINIWITI | SWIIL WO¥d | SWY3L WO

SINIWIT SWi3l WOUd SWY3l WO YIEWNN D1 OS1V N33S N33S ¥0 HION3T| W¥l | 3dAl 3d00
YIGWNN D1 OSTV N33s N33S ¥0 335 | SINIWWOD 40 "N 40 *¥N 335 4O “UN | INIWWOD | 3Sve | Wil | NOILDV

387




pae) 1sonbay Areaqry

87 2an3ty

313770580 IHY HOIHM ‘0 B 62 SWHOJ YSH SITVIdIY

£9 4d3S 1 '6Z WHO4 VSY

A8 QINDIHD JOANIA
ID1¥d LINN @3¥30Y0 38 OL ALO “dN Q¥VD D1
N 1~ 350 Abveort
WO¥4 AINIVLEO IDNTI3ITY
NOILYOIISSY1D Jlva “¥N 1IV2
"IN [OVILNOD 3lva N¥HL 39vd ilva
*10A ALD
(SIADN3IOV ONINSSI
Y3IHSIANd
(S)¥3gwnN ERITNS NOILIa3
13047 INIZYOYW
13043y INIZVOYW X004

ERITN
(S)IOHLNY

-
3lva INOHdJ “AN ALI¥ND3S TVID0S
14 “¥aav 1Ivw A8 31S3INO

WYO4 1SINDIY Adveell

388




(uwrog snonutrjuo) 3IediIMy) SISPIQ Yoog *6Z 9IN3Tq

152°6v¢

STAN] 62’8 vil
oS-t 0s'1Il v3al
05°6 78 S £ ¥4
05 °0lL 0501 V3l
00°G( 00°st  Vv3il
00°G1 00°S1  v3i

00°08t 00°08L 101 (

£9-¢-€-11 8010~V

YIIWNN 1S3NOTY

£961 *934 ‘¥1 3LVA NITAVIS "D NATO¥VYD

‘A8 4¥IAIO

r °N ‘NOLIDINIY /a
=NVILSON NVA /MOT4 INIINGNYL ‘Z “TOA AYOIHL MO SNODSIA
Ivd {=HIHS Sv

*r°N ‘NOLIDNIY
/ANVILSON NVA /MOT4 IYNIWYT ‘I *10A AYOIHL MOT4 SNODSIA
IVd L=HIHS 44

AN /A¥VL
=417 TVIIHJOSOTIHd /9961 /NOILYWIOANI 40 NOILYNIW3ISSIa
NOSNIHd3LS/NOSTIM 154

AN /ATNM=-IDNIIDSYILNI
/6961 /1 "TOA “SISATYNY ANV SNINJ3TYD OL NOILONAOILNI
NHOr *d4 /LINVINOD ¥ A4

$STYd DIWIAVD
=v/5961 /1 "TOA “ONINIINIONT T¥DILdO ANY $D11dO a3tiddv
YOLIa3 "IAVISONIN ¥ 84

AN /17IH MYVIDIW /9961 /53
=DIAIA ANV SLINDYID ‘SWILSAS DINOYLDI1I OL NOILINAOILNI
NOS¥3d3d O *a o
18620 °f "N ‘ANVddIHM ‘W ¥3mvia
*O°d /31NLILSNI STONTIDS JAILNDIXI/ANNOD §961 ‘0L *TOA
ANV 0961 ‘S *“TOA ‘SDLLSILVLS Q31TddV ANV TOILNOD ALINVNO 6€
NNI YOO19 3H1

YJOANIA JO ¥OLOVIINOD 40 IWVYN

389




(suoT3TSINbYY) sispiQ qoog

*0¢ oandt]

y-6vii-dd

001 66 85 L6 96 S6 v6 E6 16 16 06 68 99 L8 9@ SB vE €8 8 |8 O 6L 9L LL 9L SL ¥ EL ZL L OL 69 89 (9 9959 ¥D £9 79 IS 09 65 65 LG 95 56 vS €S S US
j 1 ——— aviog — :
a3isos H
: o R
ON BIAMSNOA §.¥IAIAAY 61 ag; xe aziove 20
t CETTT] 2 23
*osvida013 | 0 I3
a3AizaaN . i
yios onwao m As aiva_sauunvne | 3 URFIECIENS 39
3
z
ETGE) Troaw SEaNivINGD
avios s33Ns st A8 Aiva swanivined | ey Y404 aviok No1LatuIs39 é Jviol Ae o3nssi o
| | ,
i
: | : .
; i i 7 : i
! i
| :
| I
i m
o
' =
; i 2
| =
i
i
i
|
i
v v 3 7 g g 5 ] g
soN  |waniv anssi
1505 TvioL 33184 LIND waniva | -wo> Natdov g3183no3d |40 5331A¥35 MO/ANY TTNILYR 40 NOILSINISI ANY NIEMAN N3OLS oN
Aldans ALiznvno waLl
“no3 | saar LiNn
viva SNIGNNJ GNY SNILNNODDY ¥
-
z
s38mnN oNIaYY 40 T % ININdIHS 40 3QOK “E1 m
= %
FI IS
. ¢ Q3ddiHs ILva 7L » 4
3 Q9
-4
31va GNY NIAWNN WIHINOA o1 univNois e .
FS0dUNd BO ALINOHLNY '€ m
r
ALIMOINL 8 QIMINDIAM IANILYA 31V L m
l :
siazns| ON
¥3WAN NOILISIND3N ‘8 3iva NOtiiginGay s | 40 ON|ians] ANIWNJ0A ONIddIHS/IDI0ANI ONY NOLLISINDIY
T ST ST E7 5 13 Ov ©F ST LT O¢ of ¥ 6 Z€ \T OF & W IC O L V2 €L L 12 OZ 61 €1 LI 91 Gt L EL 2L I Ol 6 B L @ S ¥ € 7 1 M ATIYLUINIVINOD ONiddINS

390




(setxsg Qop) spae) uotrzdesuer] ndul Surispiy ‘T§ oIndtg

0W2S MNOJd QUVONVLS £416 38079
0B85 0% [S195 X PS(ES 26 ISHOS100 BF LMW S¥ MITY ¥ I 6€ € L]0 S€ 9C|£E ZX (EJOC(R & L]0 ST AZJEZ ZZ 1|81 $i LI[M S1 MIEL 20 LLj0N|
6 i

]
66 6666/56MM666/6606[6665(66]666/666(6/666[66E565/6(6

geepiegregieegeeeendee e e eefeedecdeeele e ede @aeieey
[J[oF] J3YHL o], ¥ 3NO
8999909/9/999/999/999/91999]393/999[99¢

2::22?_:_@“[_11

s ssisscsssislassiss
-~<vnw-<w--<--<-<*.<v-~<<~vv<-vv‘-<--<-<-v-quv-

:nnnnnnnn:m-:...nmmn-nn-nn-:.n-nn-mn:nmm-nnnnnnn:nnmmnnnnnnnmnnnnnnnnnln-Jnmn
il

S |6/ 56|56 6[6 6666655666 S[5[666|S6G5855{558)556S56¢

NIARIR R AR IARIA kA Fitild MR RIUIRRIA4 AEIUIAR (AR IR AR A LR R R R A A LA

SRR RLERIN A RERGERITTRRINE TAR e TRy I A T AR N A TR

xL:;ee_:;g_;a_:.ﬁ::af:_-__aa ooololomoiMalmo00lojooqio00i000{0/000[000

Sy *¥ S 2y ¥ O 6% B € 9C GE ¥E EE 2€ IC O 6z Bz L2 92 S2Z ¥Z €T 22 12 OZ EL_ @1 ZL 91 I ek & 2

EELRETTR I IEE (| EX EX | X | | | IEETERY | | I rIEx 0 X 0 . GE

29-%=£-1100

forsinfesa nforfs 8 £]9 S [ GRS

29-t-£=1L01Y

o e ¢ 2 € 2

29-p-£-1L02Y

s e et
vl o e ¢
-£-0EY
2 s 4o 2 [
A o
eEn? ﬂ!_.._::_:mah 9 _WQ
- Jd-p-£- 10
o 97 —To
Y OE & . 3 WA T vt .
A fa) ZDA:.#-. o e o ! L O@ J\: W AS r :.:—::«: - \JPQm
B s e v 1602 i A A A g i
® x o z 0
S CEL % 6 19} 3 B w8 U I w.ﬂn—o ::Eo- 3 Qﬂ
merEd qE s 200t O 1100
i W W ¥ . (L) o B g
o oL L3S -.:sss:: 18 aam,ﬁ@ o 7 PA .—.m.
J t3 \ 10
Ao (Y ek «Oﬁ W
ry0tEs G DOO A .m:.a P
"L CEL G s Q0 s -4y
= ynacy P2 [} W s 3 ol v (R 2
m_._.—o—w::F 11 n:).) DDD.. 53:2 o > L s U:@(‘GQ
P, X g
- e % ~g¥\_=
T e CLE LN g\ 53
s o5 X Seom? #cs::,
o) ‘-F-
vt e
et Sq.mmﬁmq.s
SBW
o CLd
» = :::ss_.

391




(z 0o T 399yS) sieuLO] pIe) UOTIDBSUBL], SutAToD9y pue JUTISPIQ ¢ aIn3dtq

o 8L 2297 2|72 TL L 1L 0L 69 89 49 99 59 #9 £9 29 19 09 65 85 15 9 S ¥ £C 25 1 OC 67 8Y £y 9% Sv v £v Ty v Ov of BC (O 5L ST PE €6 26 1 0L 52 B LZ L SL L E2 2T W oL BY SISIylElet L otsgoscrelt
ANVIE 9N
YOONIA 38N 30O ISYHIING vizll ¥IGNTIN TORINT D] 06
5T 5L 229, cil7Z C1 2 TZ 00 69 69 25 9955 75 €5 26 1909 65 85 48 55 GC bG £€ £ (S OF 67 87 £7 9% Sv vv £7 L7 17 Ov of BE LE[9€ SC vE O 2 1€ OF o 82 22 52 ST v €2 LZ[1Z ol By Li 9L el vl AL R
ANVIE 9N
YOAN3IA *¥AN ¥IQUO 35VHIINd will ¥3BWNN 1DHNCD| 00g
T80 8. 1o 3 cAvI €2 20 1Z 02 69 85 29 99 59 v €5 07 1 09 67 BS 45 9 CC < £6 25 1€ 05 ¥ BY v 9% Sv vy L Z¥ 1v O 60 € £ 9T ST ¥ €€ 2 L 06 62 % L2 ¢ ST WL EL LTIz 0T = SlLrsLstrl el R
w #39WNN 0¥ o
ONIAII INIWWOD 31l 39 CUNOD| 1
SR aL . 2o ST T 0I5 55 TS 05 Co ve £3 2% 505 6% 8% 7% 9 SC 7 CC 2 IS OC 6% v o7 9v Cv ¥ £¥ I¥ L7 Ov 6€ BT LE|9C St vE|ee|Ze|iE OF 62 82 (2 2 SZvZ €2 L1202 61 B LU SLCL YL ELTL L OL £ 8L HEL L
xumnﬁ@m YN ALINDIS 3N
ONIAITDI WID0S witl ¥IIWNN TOINOD | o9
5ol 8 220 S v e T T 07 45 8929 3% S5 79 €9 L9 I9]0% 5T 5 LG 9% S5 v €C 2 LG 0% OF 8 /v 9% G7 ¥¥ C¥ T7 tv Oy 6L BT L€ U% S€ VE £E LC IE]OE 62 82 2 9T 72 EZ 21T 0L 61 S ZL 9L SL ¥ ELZLLL Ol 68796 #Llt
AWON ilve “¥EN Q30 1502 *g¥0 48N
qavd Q¥vd 21 NOILYIHISS7ID *D 1 1NN AL wiLl ¥IINNN TOUNOD| oSy
ONIAITIIY
T IS It T LIl T R S To TS I9 15 09 6T B 15 %8 0% % € 201G 0T o7 @ Zv 9% S b €0 2y (v O 66 B £€ 9L € VL €€ CE IL 06 6 8 £2 L ST VE TL Z |I€ R 6l BI 9USL LTIz IO 68 29cmEet
oo
il w Wi
ONIAIIDTY Q3INNILNOD 3L 31 YIIWNN TOUNOD| ovr
S5 e 5. 229l Cir T I 0I5 59 19 99 SO 79 €9 25 15 05 6% 85 25 95 5C 75 €5 25 16 0% o¥ v L7 97 Gv vw £ Zv 1¥ OF OF BE ZC 9E GE ¥E €€ 2 IL OF 67 B2 £2 92 SL¥Z €2 2J12 02 61 BY ZLSLEL FLELZL 11 Ol 6 8L OEHEL
Ema,\ﬁu 4N
QINNILNOD T1HL w ¥I8WNN TOBINOD| oty
ONIAIIDTY © i 3 © *
08 62 8L LL 92 S|TZ €L 22 (L 0169 89 £9 99 55 ¥9 £9 29 19 09 65 85 £5 95 G ¥ £S L6 IS 0G 6 Bv £v 9% Sv v Cv v Ly Oy 6€ BC /€ 9 SE ¥E €6 20 1€ 0F 62 82 & R SZvZ EL 2Z[iz @ ol il i oL sLvLLlel 1L o AL B
¥IIWNN N
a¥vo N Wil ¥3IWNN 108INOD| 027
ONIAIIDN
S8 o0 5L LL9L SLIPL €L 2L 1Z 0260 B9 29 09 ST 7S £9 29 19 09 6C B9 £6 9 S5 #S €T 20 (G UG ov Y 7 9% S¥ v €9 L¥ Ly O 6€ 8L ZE 9F GE FE £C ZE (€ OF 67 82 £ 92 ST ¥Z €2 ZZ[1Z (2 61 B /U 9151 vLEL LT L 0L 682~ T
¥IIWAN ;
a¥vd ¥N N
ONIAIDN HOHLNY will ¥IWNAN TOUINCD| Cis
05 60 6L 22 9L CAT LTI 2L 120069 65 29 99 59 79 €9 29 1909 63 B 45 5 5C 75 €6 28 1€ 0C 6% 8% 2v 9% Cv v £¥ Lb (7 OV 6T BE LE|9E SE vE €L 2€ 1€ OF 62 8 £ 9 ST VvZ 2 LZ[1Z 0L 61 BULL 9L SL VI ELTL 1L OL6 e LoErt s
YIIWON YN
Qavo OANIA “¥8N YIQUO ISYHIING EN NN TOUINOD| 0%
ONIATIIY
el Lo ST I I 0T67 55 959 SO VI €9 29 19 09 65 06 2 3 5% v3 €6 25 1 05 ov 8 2v ovJov vv Cv I [F OF 68 BT £E O GE vE £€ Z€ 1€ OF 6 BZ[ZZ OL S€ vZ €2 C¢|1Z 0L 61 T /LT ST PIEIZi i OIS B Sevfe e
"N
SO¥IZ ANYE NOIYNv1dX] INVE Wall ¥IINNN TOUNOD| 208
08 6L 8L £LL 9L SL|YL LU 12 0L69 89 £9 99 €9 v9 £59 29 19 09 65 85 £5 95 $6 5 £5 ZS 1S 05 6¥ 8y /¥ OF v v¥ £y L¥ Iy OF € BC £€ 98 SC vE € ZE 1€ K 26 B 1T AT A1 (FA AT TIEIETR AR 24 R P4
SIIWON LI
Q¥v> INTWNOD EN ¥38WNN 108INOD) 36t
ONIAIZDIY

392




(z 30 Z 399yg) sjeuLoj pIe) UOTIDBSURL], SUTATIDSY pue JurisplQ

*7§ aan3tg

0864 8/ 2L 9L SL|v2 €LTLNLOL 69 89 £9 99 59 ¥9 €9 29 19 09 65 86 £5 95 S5 ¥5 £G TS IS OG 6% 8Y L¥ 9P S¥ ¥¥ E¥ T¥ Ly OF &€ BE /E 9E SE ¥E £C ZE 1€ 0C 62 82 £ X ST ¥ €2 22[1Z2 02 61 BLKI QU SL YL ELZL L1 01 68L9SP[ET L
FIWAN “¥N
A INIWWOD wal AIEWNN TOUNOD | 229
ONIAIDY
08682 £ 92 SLlvees 22 (£ 0ck9 89 £9 99 59 ¥9 €9 29 19 09 66 85 £S 95 §S ¥S €5 26 1S 05 6¥ 8Y v 9% S¥ ¥ €% Tv LY OF 6€ 8€ L€ 9€ GE ¥E CE[CE[1E 06 62 82 L2 T ST YZ ETLZ[IZ QR 6L BLKI L SLPLELTLLLOL6BLOSPIEL |
3
wgwoN |N| o “¥EN ALIIND3S 3N
awd |¥| Ao ANVIE WIDOS wall ¥ITNNN TOUNOD | 129
ONIAIIO M
086487 24 9L SLf¥L ELTLNLOL 69 89 L9 99 S9 ¥9 €9 29 9 09 65 B £S 95 55 ¥S £5 ZS IS 05 6% BY L 9% S ¥¥ €F ¥ ¥ OF 6E BE L€ 9€ SE vE €€ 2E[€|0E 62 62 LZ 9T ST ¥Z SZ 2212 0L 61 BLILL 91 SLPLELZL AL OL6829SH]ET L
NN YIINNN ALINNDIS 3N
Q¥vd NNVIE WIDOS walLt ¥IIWNN TOUNOD | 029
ONIAIIDY
08 62 82 ££ 94 SL| YAEL 2L 1L 0469 89 £9 99 59 #9 €9 29 19 09 65 8BS £5 95 S5 ¥6 £5 T LS 06 6% 8Y Ly ¥ Sy ¥¥ E¥ Z¥ ¥ OV 6E BE LE IE SEVE CEZE IE 0E 62 8 L 9L ST YL EZ L 12 OZ 61 B ZL 9L SLPLELTL 1L 01 68 LIS HET L
NN *q¥o 4N
a¥d ALlD MNVIE NOILYDIISSYTD *D *1 wal FIINNN TOULNOD (19]
ONIAIDTY
08 62 82 22 9L SUv|eL 2L 12 02}69 89 £9 99 59 ¥9 €9 29 19 09 65 85 £S 95 S ¥S €5 TS| (S 05 6¥ 8Y L¥ 9 SV ¥¥ €% Tv 1y OF 6€ BE LE 9E SE ¥E € Z€ 1€ OF 6Z 82 £ ST ¥Z €2 2Y1Z 02 61 BIPLL L SLYLELZLLLOL6BLISHEL L
AIIWON ‘Q¥0 “¥N
a¥vo ALD NVIE NOILVOIIHISSYID *D 1 walt ¥IINNN T0UNOD| 019
ONIAIIDTY
08 62 82 22 92 Svefec 22 12 02J69 89 £9 99 69 ¥9 €9 29 19 09 65 8525 95 65 ¥6 €6 ZS[tS 06 6v 8¥ Ly ISP vr £v Tr|ir OF 6F 8E|LE 9E SE ¥E €€ 2 1€ 0€ 6Z 82|<Z 9T ST ¥Z €2 ZZ[1T OZ 16 BI|LL FLSI ¥ ELZI 1L OL6BLISHEL L
FIINNN ‘a¥o Q,53 1502 AIIWAN ReEL] ¥30¥0 “¥eN
[212] ALO SINVIE va V101 XN ax ¥IHONOA *ALD 3lva watl ¥IINNN TOUNOD| 009
ONIAITDTY
0864 82 LL 9L SL¥L €L TL L OL 69 89 L9 99 §9 ¥9 €9 29 19 09 65 B/ 95 S5 ¥5 €6 TS(LS 05 6v 8F ¥ 9¥|Sk v € Z¥ [1¥ O 6€ BEJLE 9€ ST ¥€ €E 2] 1€ OF 62 9|42 R ST ve £2 2|12 02 61 1|21 L SLPLELZL L 01 6B LIS YHELZ L
a.on 1502 FIWNN on ¥eN
INVI8 3tva vi0lL dXN| dX ¥IHONOA *ALD INVIE watl ¥IIWNN T0ILINOD| 095
0862 82 22 92 SAvLfer 2L 140z 69 89]29 99 59 v9 £9 29]19]09 65 86 £5 96 S5 ¥6 €5 25 1S 0G 6¥ 8Y £¥ 9 Sy ¥h €Y L¥ L¥ OF 6€ 8 LE 9€ SE ¥E €€ ZE LE]0C 62 82 22 Z[ST ¥z ET TZ[1Z 02 6L BULI FUSL YL ELZI 1101 68L9SPT |
1502 o REIN
NS uva INVIE PNt} 1NN ‘AlD wall ¥IBWNN T0¥INOD | 05
08 64 8L £L 92 SAVL ELTL 1L OL 69 89 £9 99 S9 ¥9 €9 19 |9 09 65 B £§ 95 G5 ¥G €6 2§ 1S 0S5 6% 8% £y 9 S¥ v» € Z¥ ¥ O 6 65 LE 9E SE ¥E EE Z€ L€ OC 62 82 [Z K ST T EL LZ[1Z 0T 61 BILL OLSL YL EL 2L LEOL6BLISHET |
XNV18 9N
QINNIINOD F1L1L wall HITWNN TOUNOD| 0¥
0862 8L £ 9L SOVL ELTL \LOL 69 89 £9 99 §9 ¥9 €9 Z9 19 09 65 8S £5 95 S5 ¥S €5 TS LS 05 6 8% Ly 9 S¥ ¥y €% Zv LY O 6€ BE L€ 9L SE ¥E EE L€ 1€ 06 62 B2 (Z T STIZ EL ZZ[12 0T 6L BIJLL FLSLYLELZL LI OL6BLISP[EL |
FINUAl] 9N
QINNIINOD 37LiL wall ¥IWNN TOULNOD| 0ES
0864 8L LL 9L SL YL ELTL 1L 0L 6989 L9 99 9 ¥9 €9 29 19 09 65 BS LS 95 5 ¥5 €S 5 LS 05 6% BY L OF Sb ¥ € Z¥ |y O 6€ 85 LE 9E SEYEEE 2€ € 0C 62 82 L2 92 ST ¥ EZ ZZ[1Z Q2 61 BLYZL 9L SL VL ELTL L OV 6B LIS H[ET L
PINIAL] YN
ERTTi wall FIIWNN TOUNOD| 02§
08 6482 LL 9L SLYLELZL 1£0L 6989 £9 9959 ¥9 €929 19 09 65 8S £S5 95 S5 ¥S £S5 ZS 1S 0S 6¥ 8% Ly I SP PP €V Z¥ ¥ OY 6E 8E LE FESCPECEZE IEOC 6Z B L2 92 ST ¥ EZ ZZiZ OZ 6L BIj21 91 GLPIELZI 1L 0L 68L9Sv[ET L
JNVTE “¥8N
YOHLOY wall ¥IIWNN JOUNOD| 015

393




(p 3O T 399yS) IeuIoj PI0dY PodoTele) pPuy PIATIIY ¢ 1opIQ UQ 193SBW °'¢¢ 2In3Td

oow_&__wm_T&_&_ &;K__m&_&__&_ 8__$__m9_§_£_ mm__qm;mm_wm;_w_ 8__&_ E__R__o: R__E__m:_ﬂ__:_ E__%__%__B;oo_ Q.To;mﬁ_%%o;
3L
1
%__%__mm__%;ﬁ_ mm__vr_mm__m___m_ om__%__m:_m:_ﬁ_ m:_i__mz_mz__: 3__%__%__ 5_@2 mm_Tm__mQ_Nm_ﬂ_m;oﬂ_&;mﬁ_h_ 9zi szl vm__mﬂ_ms_a__

JIL

0zl _o:_w:_b__ﬁ_

St __:__m:_N:__:

ot __8__8;8__8_To__vo__mo._mo__ 1ot

8__ &_ moTa_&

&_K_ 2_ No_ 16 8_%7@_ nw_om mm_vm_mw_mm_ _w_

ERFife

8_ &_ wm_ R_ 9

™~

mu_ﬁ_ mm_ﬁ

R_ $_ mo_ NJ 8m 2_ 3_ mo_ No_ j_ 8_ %_ mm_ R_ i mm_ i mm_ Nm_ _mw o& %_ %v_ i @_ 3_ 2_ Ne_ i

ERIT]E

G, INOD ¥OHINY

8_ %_ mm_ ﬁ onw mm_ 3_ mm_ Nm_ i 8_ &_ 8_ R_ i mu_ .,N_ mu_ NN_ _NE 6l

m__ :_ o_w Gl

:_ 2_ ﬁ_ :“ o_f a_ i R_ om m_ v_ m_ N— l

YOHLNY

4IIWN

Will

N YIBWNN TOILNOD

‘alva

‘A8 GINOIS3A

:QdODH 3dAL

$SYILDOVEVH

D 40 ¥38WNN

1YWI04 NOISIA G¥0DIY ¥3iNdW0OD

FILL QYOO N

354




(v 30 7 399YyS) JeULO PLOOTY PoSOTBIB) PUY POATEDSY ‘IapiQ UQ 193SBY

'¢¢ aun3ty

oov_&n_&n_&n_o% &m_am_m%_ &%% 5_08_@8?%_8@ m8_¢ﬁm8_~8_—wm oﬁ&m 88| zselose mhm_ﬁm_mnm_ﬁm_:mmﬁm %%8—“8_@8 ma_xvm mom_%m__%_
N N JIINAN
a1314 INIWWOD 109 o o a¥vd Q3AI13D3¥ 31va 1502
2 g ONIAIIDTY
09¢ J6selsse Bm_omm mmm_ﬁu mmm_Nmm__mm ose [eve _mvm—b.m ort Qm_#m mvm_?m_;m o¥e %m_mnm_nmn_onm mmm_vmm_mm«._%m__mn onm_&m_ wSTNm 92¢ Rm_am_ﬁm _NN%NM_

V10l

dXN dX

YITWNN YIHDONOA

QA3IAIFDN
ALLINVNO

¥3QIO 40 3Lva

YIAWNN JIQUO
Ivd D

8mT_n_m_m_Dm_o_n_rﬁm_zm_m_mT_m__ _mmo_n _%m _momTS_oon Tom—.‘om_mom_u

8_ t 8-8%&&« _&N

O
o~

6

m&_v&_m&_g _ﬁ__am_&N_wmu

Ba_ﬁm mﬁ_wma ma_su__mm_

NOILYII4ISSV1D D1

1SOD 1INN

a3IQI0
ALIINVNO

YIIWNN
Will
SHHOQNIA

omw_ KN_ m&_kw_ RNT.\.N_EN_QN_ S_ _&w o.a_%N_%N_.\.QN_SNTQN_V@N_ now_ NR_GNN%N_%N_%N_BN_ BN_.mmN_ E,N_ mmu_ Nmm__ mumon«_%a_ $N_Eﬁ3~

ﬁ&_ t&_ m.&wa_ :&_

JOANIA

YIIWNN

SN_%N_%N_RN_M«N mm%a.«_mmu_ Nmu_;« 8~_&N_m-_§_§

muu_aa_\mﬁ_ﬁ_ 122

om_mz_wa_t%a

m_N_zN_m_N—S%a

ot u_oou_mow _B«_oo«

mﬁ_ BN_SN_SN_ _8_

YIQYO ISYHIINd

ERILES

‘3lva

fA8 QINDISIA

QY00 3dAL

FSYTLDOVAVHD 40 ¥ITWNN

31LL QYOO

LYWYIO4 NDIS3IA Q¥0OD3Y ¥3LNdWOD

395




(p JO ¢ 199yS) IBULIO] PIODTY PaSOTeIR) PUY PIATIIN €19pIQ UQ 191SE °$¢ oIndri

moS_&m_&%ﬂ@mTm_vﬁn%_&m_ 16§ o%_gm_ mmm_.\.mm_oawmwm_vm_mmm_%_ _Rmoﬁ&m_ mm_km_ﬁm

&m_ﬁm_ Qm_mﬁ :m__ﬁm_aﬁ._mﬁrﬁ_ §.~ ma_ wﬁ_nﬁ_ax_ 19§

£ *ON NOUvd
YISWNN ALNEND3S TVIDO0S

9 “ON NOUVd
YIIWNN ALIIND3S TVIDO0S

S "ON NOulvd
¥ITWNN ALIRIND3S TVIDO0S

Sm_%m_%m_mmm_ﬁmwmm_am_mmm_m%mmmomm_ovm_m*m_bm_wvm

mx._ 3n_ m%_#m_ SmL_oE_%m_wmm_%m_%mwmmm_zm_nmm _Nﬁ_mm Sm_&m_m%_am_ ﬁmm am_xm_ﬁmwmm_am

¥ "ON NOU vd
YIIWNN ALIINDIS TVIDOS

€ "ON NOuvd ¢ "ON NOulvd
YIIWNAN ALI¥ND3IS 1VID0S WIIWNN ALRIND3S TVIDO0S

o%_&m_m_m_tn_o.n n_m_:m_n_m_u_m_:n

o_m_%m_mo%om_oom m8~<SE~8T8 oom_&w g_g_ 9%¥

m%_..%_mo%%__% g_oﬂ_g_%_oﬁ mS_QQ_mS_N@_,Q_

AIAWNN ALIIND3IS TVIDOS ina

1 "ON NOi¥1lvd 1no

a73ard INIWWOD 209

owv_&v_m%_kv_ob m%_E_miNQ_E

E.,._m#_%w_ §_§ mﬁ_vﬁ_m#_uﬁ_ Loy oﬁﬂﬁ_ mﬁ_ﬁ_oﬁ

mm.,_vmv_mnv_um*__? on.._ai_m#Tﬂ_o# mx._.i_ 9...,_«3__3_

a131d LNIWWOD 209

oy om«_mmv_sw_oa. n?_v?_nmw_a__?

Sw_&w_g_hw_o# n;«q‘_m@_g_ 1zy 8«_2*_ m:_t*_o:.

m:_z..,_m_um_v__ Iy o_v_%«_mov_no*_oo, mS_QS_mS_NS_—S_

a3l INIWWOD 109

*31va

‘A9 GINOISIC

Q3023 3dAL

:SY3LOVAVHD 40 ¥IIWNN

1YWYOJ NOISIQ AYOI3Y ¥3LNdWOD

SF1LL Q300N

396




(4 JO ¥ 199yS) IeWIOf PIOOSY PoSOTEIE) PUY PIATEOSY ‘I8pI0 U 193SBW "¢f SINBTd

0z _o:_m:_tn_oKT:_:h_m_n_uﬁ_ L ETETRTE _Bn_QETS_*E_SR_NE_ 10Z] 00,

N

&o_m%_n%_o%“mﬁao_@o

—«% _mo_oao_%o_w%_m%_o%_mmo_;o_m%_«%_;lo_

f

momc_&o—m%_ko_ o%_m%_ Eo_m& N%_ _%@oﬁas_ moo_ Bo_oimoo_ 30_»,3_%# _873_ %o_ wmo_hmo_ﬂowmo_v%_mmo_Nmo_ 159

So_ %o_wﬁ_%o_ Som Qo?o_nluz_:o_

01 "ON NOUlvd
YIGWNN ALIIND3IS IVIDOS

mo%_%o_wmo_%m_omo m%_%o_mmo_ Nmo__mowo%_&o_w%_ Ro_ﬁomm%_xo_&c_ﬁo_ 129

. _
80_ﬁ%s_bo_ﬁo_m_o_zo_ms_ui :o_o_o_o%_ms_%_o% mS_v%_moo_ So_ﬁ_

6 “ON NOILvd
IIIWNN ALRINDIS TVIDOS

8 *ON NOULvd
YIIWNN ALIR¥IND3IS TVIDOS

3lva

‘A% GINOISIQ

fQYODOT IdAL

{SYILOVAEVHD 4O ¥IIWNN

(311 QYOO

LYWIO4 NOISIQ QYOOI ¥TLNdWOD

397




q o« 000000000+ 10 »

S1STT XOpIQ

W3Ll ¥OGNIA

006SE0
¥IHONOA Q2> ADY
» 00°¥Z #1000 = 6E10s

uQ ATTeq pue ATYooM ‘¢

aAD¥ 31vG 20209 QIIQIO va
»
»
INOd =«
£9-€-€-1ls

aan3tg

ONIANIE = DIS¥-SINIWWOD
. ONI L13X¥Ng
s S¥IINIONI JALLYWOLNY 40 DOS '€ 099-0FY
. 099 SUN S¥IdVd SONIAIID0U 9961 9L-¥L 3N
+ Nf YWVEVTY JTTIASINAH IDNTIZINOD SWILSAS
+ NOISTNdO¥d ANV STIDIHIA HONNYT GIDNVAGQY

=SINIWWOD &

Wall YOONIA 02079 QADY 3LVQ (0209 ATYICHO UVA  » ONI L13Xng
» »
£81/9d * » ,
¥IHONOA @D AD¥ INOd » . Jlwaavov ‘vil
x s + ¥ « 00°0C «Z000 « ¥Z10s £9-6-€~1ls 1INZENH » D34S AVTTALS NI SNOILVYNIWYALIA IDNVANNEY
NSS LNO 1SOD  Q¥0 IN N ¥3HsI18Nd
OYO NOULvd 3N AD¥  LINN  ALD Wil i YOHINY 3008 40 3L
10000 3OVd WAAIO NO ATivd 19 934 6
1561€0 M .
¥IHONOA 0D ADY INOd = » 39 SI¥V4 ALAVIYNOES INY Z6 ‘QONNG ‘aNZ
¥ & 000000000s 1O »  » 00°SZ sL000 & ¥100s 99-/=/=1Ls YAIWOTOD 1 & ‘SHIVIDOVEIRSAIDV STTEVAAXONI SHIDV
000000 £26099 QD34 INO T0A-SINIWWOD &
Wall ¥OaN3A QAD¥ 31V S19099 QFWIQUO 31va ONI NOSNHOf [ ¥3L1vM
* .
6£€1€0 . M )
. ¥HINOA D ADY INOd  « » 3 NOGNOT IS 1334 #61 ‘NN38 ‘991 ‘S1OA
s 000000000s 10 « » 00°ZE #1000 s 9ZEOs 99-9-1=T1s WTUW V S & Z $3SN ANV SFLAFIOUd TVIIWIHD INITALIDV
NSS 1NO 150> aQ¥o N AN ¥3IHS[18Nd
faY'Te) NOilvd 3Na AD¥ LlINN  ALO Wil i YOHLNY NOO8 40 Tl

10000 3OVd

Y3IQUO NO ATHIIM

£9 934 9

398




g13ld 8 350dHNd RITERED]

(sat19g (09) spae) uorioesuel], Inding FuriopIQ

——  pedinbay

‘'S¢ ean3Ty
] 11
» Y9 AVW | “1Z WHO3 Y- INSWV
] 11 ] 11
11 11 n n (]
|‘r "ON NOILVYDIAISSYTID OT
&9 '
G556 JAVa 1500 V1041 | | [ ] [ ] ]
Rl Ly-L-(T | 11
BT axnN| W3l aX fON UaHONOA oM A LD |
1 m TR ITRIT m 1 ] m
L76EE0 2000 . rn \\
€010290€90002000 2312902000 99-£-£-11009
91Z¥€0 1000 Zoco o9-0mz-11019 /
0000000 T liio
y2G¥E0 1000 clea osorifeseo 99-9- L
0000000 _ -

Y -3) " ﬁ:

QEEEQ f:.g? -=gg?_ 080 9] Mo

[~ |puonydo

399




9L 6Py 'SH

§6°941°1

z8°82°01

66°866'EE

SSTEVL'T

o€ 16g” 1

=5L7%9

00°¥EL

ONIONVLSLNO
S¥IAIO WOI

0Z°££9°2

S6°12

-867289

£2veL’e

StTé¥e

08° e

0"

~00°SS

Ow WINd

JONVHD 1IN

STSATeuy peOTHIOM PUY TBTOUBULY ‘O¢

80°919°¥6
S1°86L 86
879K

£5°19¥

BT 6E6'EL
sUvIs 2
z0°022°08
Ev2ZY'se

[N
a3aN3dX3

oy 998’6
01709901

00°262°7
[ 42 284

ir're
or°sll

00705
00°5¥

ATHINOW
Q3IQN3dX3

X °** 1502 V1oL
TTISOD LINN X D34 ALD

........... 1502 1vi0L
*"1SOD LINN X D38 ALD

........... 1509 WVIOL
TTESOD LINNM X D3 ALD

........ +++ 1509 V.01
TS0 LINM X D3 ALO

........... 1502 1vioL
TT1SOD LINNM X D3¥ ALD

........... 1502 viOL
TT1SOD LINN X O3Y ALO

TRITITtTRTISOD IVIOL
TTLSOD LINDG X D3¥ ALD

o °* 1S0D 1viol
..hmOU:ZDXwa?—G

&y TEL’BI Oy "68v
£0° L2 LLL $9°8p6°S1
08701 00°
8L7E09 | 56719
09°080°8 00°Lv2
o 42’8l £67689° L
60°170"0L OF Z¥Z
6L 0EY L6 £2°961 71
8871€0°¢ 0555
z0°9rZ'v 05°6¥L‘E
2270161 v A
SL866°T ov g8y
7AINY4 a0
0° 00
00°rzZ 00°¥C
00°962°2 00°¥t
GLA3 WNDDY Oow ¥Ind

QILLIWWOD  QILIIWWOD

£9 NV 304 SISATYNV TVIDNVNIS

aan3tg

..... QINIONVD
00°000°6£1 0000”92
V10l ONV¥D

..... QITEONYD
IVLOL SNOWISINDIY

..... Q31TIONYD
IVLOL 1INVIE HOOHE

..... aINIDNYD
00°000°6£1 00°00¥*9Z

TYLOL SINNODDV IDAVYHD

..... QIIAONYD
00°000°SE 00°000°S

...... QI11IONVD
007005 '€ 00°00S
NNJ Y004

ala ATHINOW
Q3IZROHLNY
SINNODDV IOIVHD

0888 £545 08 8E£9 viol
821 6661 S8l [¥-4 ¥IHLO
61EL 2944 8t 261 pl11 ]
AYVLIIIW
891 L [24 £01 YSYN
S6 655 St €9 (AID} AWSY
dX dXN dx dXN
1va Ol ¥viA HINOW INT¥IND
QIAIIDIY SI14OD TVIOL 4O NMOAXYINS
LE9%1L a0Z1 $31402
cley 265 ST
ONIAIIDA
¥8 124 $3;4d0D
18 91 ST
SNOILY1IIDONYD
¥eSEL 011 531402
LEES 6LL $3111L
QLAd Oow INd ONIRIQUIO

£9 NYT 304 SISATYNY avOTHI0OM

ENIWTTI 30Mm

400




Y3IQ¥O NO
¥IQYO NO
YIAIO NO
Y3IQUO NO
YIQHO NO
¥30¥O NO
Y30 NO
¥IAQYO NO
¥3IQYO NO
Y3QY0 NO
¥3Q¥0 NO
¥3QYO NO
Y3IQYO NO
¥3QYO NO

NOILVZIYOHLINY LE€L0¥9
¥IAYO NO
¥AY0 NO
¥3IQ¥0 NO
¥3Q¥0 NO
¥3QY0 NO
NOILVZIIOHLNY 0E90V9

1000 39vd

(stsATRUy TRTIOURUL])

1STT J01x1q

YINAVYH-143IHD3LS/850
YINJVH=-1¥IHD3LS8050
YINAVH=1IIHD3LS9EE0
YINAVYH-LYIHOILS1 120

*ONI ¥INJVH=LYIHDILSTILO
*ONI ¥INJVH=L¥IHOALSLLLO
“ONI ¥INSVH-L1¥IHDILS8¥00

IDIAY3S
ID1AN3S
IDINYE3S
IDIA¥IS
IDIA¥3S
IDIAN3S
IDINEIS

A008 d3IZIVIDAdSoLZL
MO0 d3zZIvidadsiyol
AOO08 d3IZITVIDAdSPH60
AO09 d3ZITVID3IdST090
MOO08 d3ZITVIDIdsL2e0
MO0 Q3IZITvID3dSsL20
H004 d3ZITVID3dsrLco

YINJVH~L¥IHDILS00000€00

YINAVH-LYIHDILSICIO

440D XNOO01 FISINVO-YOIAVL SvAI¥O1d1850
440D MNOO0E FISITIVI-YOIAVL SVAIROTIES0
440D MOO09 IFISITIVO-YOIAVL SYAl¥OT31SH0
430D MO0 FISIMVI-YOTIAVL SVAROTI8EYO
Y3INJVH-1¥3HD3ILS00000000

*Lg 9Indtg

¥9-8-t¥1-11
yo-8~E¥1-11
¥o-8-€¥ 114
y9-8-ev1-11
¥o-8-e¥1-11
¥o-8-ey -1l
¥9-8-ev1-1l
¥o-/-E¥1-11
¥9-L~E¥L=1L
yo-L-Ev1-11
¥o-L-ty1-11
¥9o-L-Ev1-11
¥o-L-E¥1-11
yo-L-EVL-L
¥o-8-E¥ -1

y9-821-1L

¥9-L21-11

$9=L21-11

yo-/T1-1L

y9-£L81-1L

¥9-821-11

QYODIY Y31SYW JO J¥vO JOU¥3
99 AON 4O SV 1SI1 30¥¥3

Q¥vD NOILVZIRIOHINY
QYYD NOILVZIIOHLNY
QAVD NOILVZIIOHLINY
a¥vD NOILVZINOHLINY
aY¥vD NOILVZIIOHINY
aQ¥vD NOILVZINOHLINY
QYYD NOILVZIIOHINY
AYVO NOILVZIIOHLINY
QIVD NOWVZINOHLINY
QYYD NOILVZINOHLINY
A¥VD NOILVZIIOHLINY
Q¥VI NOIVZIRROHLNY
QYYD NOILVZINOHLNY
a¥vD NOILVZIYOHLINY

378Vl NI LON S| ¥OAN3A

Q¥VI NOILVZRIOHLNY
QYYD NOWLVZIIOHLINY
AQ¥vD NOILVZIIOHINY
ay¥vd NOILVZIIOHLINY
Q¥VYD NOILVZIIOHLNY

ON
ON
ON
ON
ON

379vl NI LON S| ¥YOAN3IA

IOVSSIW

401




Swol] POTIeduUB)

0000 O¥dI Ol 8Nd WOUS NOISSIW¥Id NIVISO T8VNN
QADY 31w 021049 QI¥IA¥O ilva

WLl Y¥OAN3IA
Vv/N L¥9SE0
¥IHONOA a2 AN
¥ » CO06EFCSI0s 10 » O » S£°8T £1000 & 6000«

NSsS 1noO 10O @O IN
OY0 NOUvd ING AD¥ ULINN  ALD Wall

10000 3OVd

»
L d

IN Od «
£9-01-€~1ls

N
B!y

SWaLl FT1IDNVD

'8¢ 9In3Tg

LI

R d

HSN¥-SINIWWOD =
SWIIH4OUDIW ALISEBAINN

’

AN ‘ssTid DIwaavov ‘096l

NYOEVI D » ANNOIHLOTD d 08§ SANNOJWOD NOD[SONYOYO

YOHLNY

YIHSIENd
NOO4 40 FLL

£9 934 0Ol

402




1sT7T uot3yoesuexr] nduy Suratadoy pue JuriopiQ doog ‘6§ oandTd

0€£90990000000 0091010002000 99~¢-1-T110S¥
NOAGNO1 LS XOQQWW 1¥ +QTONY¥Y Q¥VMA3 +€261 +JZ000 99-2-1=110E¥
NNOFHLIOTD ¥58E dd 1 TOA SANNOJIWOD DITTVIIW ANV STVLIWZ000 99-2-1-1102%
SNVA3I ¥ NZ000 99-Z~1-110t¥

Al OLOHd O¥JIW OD T13IMOHK ANV 1134 2000 99=-C~1-1100¥
629099000210 1000 1000 goL0 99=Z(~1-1109S

6290990000000 0002110005910 99-Z1-1-1105¢
¥9 €9 29 19 ON 29 TOA 09 65 £S 95 ONS910 991Z1-1-1L0ES

19 TOA $31¥IS WNISOAWAS SSTIDOAd ONIIFINIONT TvIIWIHIGS10 99=Z1-1-110Z8
6290998650001 000 £€629901000 910 99-21-1-1109S

6290990000000 059001000¥910 99-Z1-1-11055
SoroL0 99=-Z1=t=110€¢

61 ST ON AWONOU¥LSY ANV SDISAHd NO S1OVEL 3DNIIDS¥IINIFSL0 99-Z1-1-1102S
ST¥DIA0¥Ad NY3LSIM 910 99=Z1-1-11005

L¥10 99-21-1-11019

1Z01€0 1000 0000000 686S BLLOOLYIO 99-Z1-1-TLLL?
ST66T0 1000 0000000 $600 99-Z1-1-1L019
NVIIVEgT STIvIdas Ol JAIDELLO 99=L1=1=1LI%

¥ 000000000€410 99-11-1-1109%

0£90990000000 000¥01000E41 0 99=11-1-110s¥
HOIW 3093V NNV Q¥ 9337 00€ +SWTIJdO¥DIWELLD 99-1 1-1=-110e¥
Qrecerrreegrereeeeagresetan 0r e creaeeenesanrgeessesesageasiisssgineinaay)

8 L 9 S 4 € [4 L 0

99 NN 0€ 40 SV ISIT NOILDVSNVEL LINdNT ONIAIIOI ANV ONIRFIQYO SHOO4

€010  3d0D AINVANI NV Sl 300D XL 92Z€€0 ONIANIE - DISYEELO 99-6=/-11229

X1 A3¥d SV IWVYS 3AOD’W3LI“TLD 9120490000000 SSOW  0Z8/310081010001+20 £9-p=€-1105¥

XL IX3IN SY IWVS 3a0D‘wall“11D 9120£90000000 Z10 S9TrLOSLLOLOO0L¥ZO £9-4-E-110S¥

XL IX3N SV IWVYS 3QOD‘WaLI’'1LD ANL¥Z0 £9-p-£-110E¥

X1 IX3IN SV 3WvS 30OD‘wall“iLd hal1tz40] £9-¥—-E-T110EY

XL IX3N SV 3Wv$ 300D‘wall‘1D F1TIH MYEODWHLSILYT 0961 +SOIWYNADOWYIHL 4O SLdIDNODIHZ0 L9-y-€-110Z%

XL IX3IN SY IWvYS 3a0D‘wall“1Ld H MYEODW 46961 +SWIOAIAYM ONIHOLIMS ANV 1VLIDIA 3S1NdLFZ0 £9-%=£-1102¥

1€-22 AITYANT ¥N ALRIND3S TVIDOS  92ZE£0 000000000 029

$105 a> NOLLIGNG? GITvANI grerreen- grererenes geerereers geeee ceegeeeraeeageae e e e e
ADIHD 8 L 9 S 14 £ z t 0

(S31DADTY) AINIVYW ANV NOILDIS HOOE 3HL OL AININLIY N33 JAVH SWILl MOTI FHL 40 ANV ¥O4 SNOILDVSNVIL AITVA ANV
“NNY 1133 1X3IN 3HL OLNI GILIIWENSTY NV ALDIIYOD 39 1SNW ANV JOU¥I NI TIV SNOILDVSNVIL ONIMOTTO4 IHL

403




1sTT xoxxg SuTATaO9Y puy SuTISpIQ ood OV 21n3tq

99==1-11019 SNVIL ¥04 ©V14 Q3AIID3Y ON

YASYW HOLWYW L NSIOQ "SNVilL
NOILVDIIGNI J0O¥¥

99=t—~1=1166¢
NOILOVSN VL

1517 4O¥¥I ONIAIIDTY ANV ONIIAYO0 HO00E

404




620 419468303
600TL-1-4-66
611TL=-1=4-65
620 412365389
600TL-1-4-66
611TL=1-4-66
620 405423899
600TL-1-4-66
611TL=-1-4-66
620 418365443
600TL-1-4-66
611TL=-1-4-65
620 419561874
600TL-1-4-66
610TL-1-4-66
620 404441211
620 000000000
600TL-1-4-66
610TL-1-4-66
620 000000000
620 472321101

600TL-1-5-66
610TL-1-5-66
620 000000000
600TL-1-5-66
610TL-1-5-66
620 000000000
600TL-1-5-66
610TL~1-5-66
620 000000000
600TL-1~5-66
611TL-1-5-66
620 000000000
600TL-1-5-66
610TL-1-5-66
620 000000000
620 543463151
600TL-1-5-66
611TL=-1-5-66
620 477208628
600TL-1-5-66
610TL-1-5-66
620 418604507
600TL-1-5-66
611TL-1=5-66
620 411585000
600TL-1=5-66
611TL~1~5-66
620 410506756
600TL-1-5-66
610TL-1~-5-66

620 265307728
620 000000000
600TL-1-6-66
610TL=1-6~66
620 000000000
600TL-1-6-66

BOOKS ON ORDER MAIL LIST 28 JUN 66

MAIL TO.DICKSON
1124660622
1124QD553 P866

MAIL TO,COOPER
1125660622
1125QD931 K11

MAIL TO.BERRYMAN
1126660622
1126TG265 R628

MAIL TO.SMITH
1127660622
1127QC21 044

MAIL TO.RHODES
1128660622
1128

MAIL TO.GRIFFIN

1129660622
1129

MAIL TO.HOLTER
0723660622
0723

0724660622
0724

0725660622
0725

0726660622
0726TL3000 161

0727660622
0727

MAIL TO.MURPHY
0728660622
0728TL1100 A512

MAIL TO.WOOD
0729660622
0729

MAIL TO.DANNENBERG
0730660622
0730QD921 Hé69

MAIL TO.NERREN
0731660622
0731QH652 T837

MAIL TO.NORMAN
0732660622
0732

MAIL TO.DRIGGERS

0347660622
0347

0348660622

Figure 41,

RE...(AMSMI-RDD )
0000000
R ...(R-QUAL-AMS )
0000000
G...(R-ASTR-R )
0000000
RA...(R-P+VE-SAE )
0000000
JE...(R-TEST-IIM )
0000000
JR...(AMSMI-RKP )
0000000
DE...(AMSMI-REO )
0000000
0000000
0000000
0000000
0000000
GL...(R-P+VE-PTF )
0000000
RD...( )
0000000
KK...(R-SA )
0000000

BH...(R-QUAL-AVP )

0000000
RL... (AMSMI-RNM )

0000000
WG...R-COMP-GE)

0000000

BLDG. . 5400
0001
0001
BLDG..4708
0001
0001
BLDG..4487
0001
0001
BLDG..4610
0001
0001
BLDG..4566
0002
0002
BLDG..7120

0002
0002

BLDG. . 5400
0001
0001

0001
0001

0001
0001

0001
0001

0002
0002

BLDG..4610
0001
0001
BLDG..
0001
0001
BLDG..4200
0001
0001
BLDG..4752
0001
0001
BLDG. .4505
0002
0002
BLDG. .4663

0001
0001

0001

Books On Order Mail List

0315449
031550
031550
031550
031551
031551
031551
031552
031552
031552
031553
031553
031553
031554
031554
031554
031554
031555
031555
031555
031555
031556
031556
031556
031557
031557
031557
031558
031558
031558
031559
031559
031559
031560
031560
031560
031560
031561
031561
031561
031562
031562
031562
031563
031563
031563
031564
031564
031564
031565
031565
031565
031565
031566
031566
031566
031567

405




oouonbeg 1apusp uj SIspiQ JUTpURISIND

614820
Y3IHONOA QD AD¥
4 » 000000000s LO « + S0°8C #1000 » S¥00s

W3ll JOAN3A

6/¥8¢0

Y 000000000 YIHONOA AD ADY
N » 8EL5VSEEVS 20 =« » 00°Z %1000 » 9E00+
W3Ll 3OON3IA

8/¥820

¥ 000000000 YIHONOA D AN
N x 8ELSPSEEYs 20 & » GC°8 1000 » SEOOs
Will 3OON3IA

LEYBZO

YIHONOA 4dd AD¥
¥ »  C6LLVI6VY 10 » x« 00°E€L «l000 » CEQOx
Will YJOON3A

666420

¥IHONOA QD ADY
N » 628885/S¥» 1O « + 0079 «1000 « 1000«

NS§S 1NnO 1SO> a@¥0 IN
N0 NOILvd  3Nd AD¥  LINN  ALD will

£ d
»

AN Od &
99=t1-1-1l» ¥OL1a3 T13IadN W a

GADY 3lvd 611099 G3Y3IQIO 3lvd
*»
»

INOd &
99=11-1-1l+ IMOH v @

dADY¥ 31va 611099 d3¥IQYO 3ivd
L d
*

INOd  »

99-11-1-11« MOLYIHD 1 8

aAdY Aivd £11099 A3¥3QY0 3Llva
»
»

INOd &
99=11-1~Tl» NOSJOD 1 3 +43dvd 9 1

QADY 3lvad €01099 N3O 3lva
*
*

INOd  »

99=11-1-1L« 3SO¥ 3 W
N
i YOHINY

* ® ¥k %

* K & & &

"z 2an31g

THH-MVIODW ‘Srsl ‘ANNOE
H1O1D 61¥91 4O 03 ANZ STVLIW FHL 4O A¥IAO2
34 ADINTIVLIW SNOWITINON 40 YOOEANVH

=SINIWWQOD »
SWTHHOUDIW ALIS¥IAINN

JOIEY NNV “SWIJ0¥DI
W AINN ‘2961 "ANNOEHLOTD 1£8E-E€9 IN ¥3IQY
0 90Z 11 OL WNY1D3dS V138 NIAAIg¥04 IDNO

=SINIWWOD »
SWTIJOUDIW ALISYIAINN

NYOIHDIW JOR¥Y NNV ‘SWTIH0¥DIW AINN “¥9
61 “ANNORHLIOTD 919 L1-¥9 ¥N ¥IAYIO SNOILD
13 AIW € OL AIW | A8 NOILLVLIDX3 ¥VITONN

=SINIWWOD  »
SWTIJO¥DIW ALISYIAINN

S

$33d NOGNIIVID ‘0661 “ANNOFHLOTD dd 261
T1dIDNI