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•
PREFACE

MicroDIS is Ii trilingual, library automation software package developed by the U.s. Agency
for International Development (A.I.D.), Bureau for Program and Policy Coordination,
Center for Development 1DC0rmation and Evaluation (CDIE).

The initial development of MicroDIS was undertaken by COlE to usilt A~D. oveneas
Missions in organizing and maintaining their Joca1 d~~elopment iDCormatiOll resources, and
to fac5litate the exchange of document-based inCormation among Missions and with
A.LD.jWashiDgton. Expanding iDterest in the software has led CDIE to extend distribution
or MicroDIS to A.I.D.-supported projects and other development-related information
centers.

MicroDIS can be installed on any IBM PC or compatible, or on a WaDg PC with IBM
emulation. It provides:

MicroDIS is designed to be easy to use. It features pre-derIDed database structures. menu
based selection of "ptiODS, standardized data entry and retrieval screens, aDd optional oDliDe
HELP messaaes.

o an automated library system Cor creating. maiDtaiDiDl and searchiDl a local
catalog; managing acquisitions and circulation; and maintaininl A.I.D.
related reference and refernJ iDf'ormation;

o a choice of usiag Ena1ish, French or Sptnish IaDluqe screens;

o the potential Cor exchaDle of c:atalol subsets via diskette amonl MicroDIS
users and with A.I.D:s WashiDlton-based Developmeat lDCormation System;

•
o a means oC produciDl and disseminatiDl information about development

resources through computer-Ienented bibliolraphies ad Dew acquisitions
lists.

It is also desilned to be nexible, enablinl iDformation ceF.!ten to use their OWD ltalldards
for local data entry iC desired, ad to use as maDy or as Cew modules and features as ue
appropriate to their Deeds.

MicroDIS users are stronlly eDcouraled to communicate with CDIE concerninl their
experience in usinl the soCtware and sUllestions Cor future enhancements. COlE can be
contacted at the CollowiDl address:

U.s. Alency for IDtel'D~aonaJDevelopment
PPC/COIE/DI
Room 209, SA-II
Washington. D.C. 20523 U.s.A. A1TN: MicroDIS

Telephone: (703) '75-4970

• MlcroDIS Ma•••1 - Venlo. 2.2
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MicroDIS developers can be contacted directly concerning any operational questioDS or
problems:

Logical Technical Services Corporation
7222 47th Street
Chevy Chase, MD 20115 U.sA.
Telephone: (301) 951·7191
Tele:c 3730100 LTSCORP
Fax: (30I) 951-9624

• MleroDIS M•••••• V.~lo. 2.2 Pnf.ee /2
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1.0 OVERVIEW

SECTION 1:

MICRODIS INSTALLATION

Installing MicroDIS is very easy. However, it is advisable to first read these instructions in
their entirety. The instructions are divided into five broad areas. Each area deals with one
aspect of the installation procedure:

Hardware Requirements
Loadins MicroDIS Software
Defining the Installation Configuration
Setting up a MicroDIS Access Command
Checking Files and Buffers
Checking Authority Files

1.1 HARDWARE REQUIREME~"TS

•

The MicroDIS sofI'tVare will run (~\1 IBM or compatible microcomputers (e.g., COMPAQ)
running PC-DOS } or MS-DOS } versions 2.1 or later. It will operate properly on a
WANG PC if it is equipped with an IBM emulation board.

The minimum microcomputer configuration should include S12K of random access memory
(640K is recommeDded) and a hard disk for storage of the data. If instaUins the
Demonstration Diskettes (which contain a small, sample Catalog Database), allow at least 3
Megabytes (MB) of disk storage space. If installing MicroDIS for regular use, allow I 1/4
MB of disk storage space for the program, plus 2 MB of storage space for every 1,000
catalog records that you plan to maintain. (This provides adequate space for use of all
modules.) The microcomputer configuration should also include a sturdy high-speed printer;
a tape back-up uDit is recommeDded for installations with over 2,500 records in their
MicroDIS Catalol Dabbase).

MicroDIS bas been successfuIJy tested on the following /Cs:

IBM PC
IBMPC/XT
IBM PC/AT
CompaQ Portable Plus

Leading Edge model M
HP Vectra
PCs Limited 'Turbo/XT
Wanl PC wIlMS emulation

More detailed information on HARDWARE REQUIREMENTS is provided in the MicroDIS
Demonstration Packale. For additional information, contact the MicroDIS Technical
SuPPOrt Starf.

1. PC'DOS fa e regfaterld tr~rk of INTERNATIONAL IUSINESS MACHINES Corporetfan.
2. MS'DOS fa e rllfaterld tr~rk of MICROSO'Y, Incorporetld•

• MicroDIS Manual - Verlioa 2.2 Instanation I 1-1
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1.2 LOADING MICRODIS SOITWARE

The first set of steps in installation is associated with loading (copying) the MicroDIS softwue
from the floppy diskettes onto the hard disk of your commputer.

These instructions assume that yOL,r floppy disk is in drive "A" and your hard disk is in drive
"C". If you are USiDg some other configuration, change the disk drive letter desigDatioDS in
these instructions accordingly.

If you are using a Wang PC, remember that you must be in IBM emulation mode.

1. At the p;ompt C\> type:

MD C:\MICRODIS

The prompt C\> again appears.

This creates a sub-directory on the hard disk, called "microdis". This is the
directory iDtO which you will copy the MicroDIS software.

2. At the prompt C:\> type:

CD C:\MICRODIS

4. At the prompt C:\MICRvDIS> or C:\> type:

A:INSTALL

• 3.

You are now iD the "microdis" sub-directory. The prompt again appears, either
as C\MICRODIS> or still as C:\>, depending on whether your computer is set up
to show you that you are in a sub- directory.

Insert the demoDStration diskette marked "MicroDIS _1" into floppy disk drive A.

•

A message appears OD the screen explaining that you are about to begin
installation of the diskettes. Strike any key ",hen ready to continue. The file
IIlUDe5 on diskettes _1 will appear on the screen as they are copied.

5. Subsequent screen messages will prompt you when to insert the other diskettes.
The copying procedure for some of the diskettes may take several minutes.
Please be patient.

When copying of the software is completed, remove the last floppy diskette, and
follow screen prompts to continue on with configuntioD.

Technical Dote: The MicroDIS demonstration package has been delivered in
compressed format. In order to properly operate MicroDIS, the files must be
decompressed. This is why the PK361.EXE utility is included on the installation
diskettes. The PKPAK archive utility and documentation is a very useful
package. It is recommended that you retain this PKPAK loftware, either OD
noppy disk or iD a sub-directory of your fixed disk, so that it will be available
for future use. You caD also print the documentation file (MANUAL.DOC) for
complete instructions in its use.

Mh~roDIS Maa.al - Venioa 2.2 £BltaliatioB I J-2 ....,'
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1.3 DEFINING THE INSTALLATION CONFIGURATION

The following set of instructions provide MicroDIS with certain information needed to run the
programs and use files.

6. The MICRODIS CONFIGURATION UTILITY message now appears on the
screen. Press any key to continue.

7. The following question appears on the screen:

Are dala files on a. b. or c driye:

Normally, you will keep your data on the hard disk, which is usually designated
at the .C" drive. Respond to the question by typing the letter ce>.

8. The INSTALLATION CONFIGURATION PANEL appears on the screen with the
following imomation:

DISK DRIVE ASSIGNMENTS
rOR PROGRAM: C

FOil TEXT rILES: C
FOR DATA rILES: C

SYSTEM ACCESS WORD:

CALL *SIGNIFICANT DIGITS: 0 Valid rail" II 0 thru S
TYPE or MONITOR: M <M>oDocbrome or <C>olor

LANGUAGE: EN Valid lanru... an:
<EN> lor EDlli.b
<ES> for Spanilb
<Fit> lor rnnch

•

9.

10.

Review the highlighted settings. To make any changes, simply type over the
information provided.

Normally, you will leave the first three settings as .C".

You can assign any SYSTEM ACCESS WORD (password) that you like, or you
can lelve the password blank. You can Iiso change the password later using the
SYSTEM UTILITIES module. If assigned, this password must be used when
you log-on to MicroDIS to lain access to all modules; users who do Dot kno'w the
password clnnot make any changes to data or run any reports. If you do assign a
password, remember the pjlSsword you assign.

If you have a color MONITOR, change the cM> to a cC>.

You may want to leave the CALL. SIGNIFICANT DIGITS set at 0 until you
have read Section 8: SYSTEM UTILITIES for details on how to we this feature.

you can also change any of the$e leninI' later using the SYSTEM UTILITIES
module.

When finish~d, follow the screen instructions to press the <PIDD> key (-3 on the
keypad).

Read the final screen messlges (this is not a Ilconfiguration, so you do not need
to exit at this time).

MicroDIS Manual - Venlon 2.2 la.tall.tioD / 1-3
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1.4 SE1TING UP A M1CRODIS ACCESS COMMAND

This set of instnlctions creates a command (a DOS BATCH command) which you will use in
future tty time )'\}tt want to access MicroDIS. Section 2: GEI7/NG ST,tRTED explains when
you will use this command during regular log-on.

11. Leave the -microdis- sub-directory and go \'Ick to the -root- (\) directory. To do
this type:

CDC\

You are DOW back in the main directory C\.

..

12. At the prompt C:\> type the following lines:

COpy CON MICRODIS.BAT
CLS
CD C:\MICRODIS
MlCRODIS
CD C:\
CLS

Press Function Key 6 <F6> and <Return>.

This set of instructions helps you to check, and change if necessary t two internal settings
located in a file called the -config.sys- rile. If you do Deed to make a chaole to this rile, and if
you are Dot familiar with the operation of your computer, yC'u may want to call upon computer
sUJ)port pe~sonnel to assist you in making the chanles (or check the DOS manual on how to use
the aedlin- editor).

• 1.S

You have now created the access command, -microdis-•

CHECKING FILES AND BUFFERS

•

If you aTe usjng a Wang PC in IBM emulation, the ·config.sys- rile must be OD the disk used to
boot the IBM software.

13. At the prompt C:\> type:

TYPE CONFIG.SYS

Several lines should appear on the screen. Two of the lines must appear as
rollows:

FlLES-20
BUFFERS-8

J( the number is different or one of the lines does Dot appear, use -edlin- to
make changes.

If no chacges are needed, con~jnue aD with the (iftal step.

MicroDIS Mallual - Venioll 2.2 ID.tanatioll / 1-4
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1.6 CHECK:"~:"; THE AUTHORITY mES

MicroDIS is installed with sample entries in several of the authority files. Before beginning use
of MicroDIS, it is recommended that you review the content of these files andmaJce changes to
renect local requirements.

14. At the prompt C:\> type:

MICRODIS

Check the date and type in the password.

IS. On the MAIN SELECTION MENU, select SYSTEM UTILITIES.

On the SYSTEM UTILITIES MENU, select MAINTAIN AUTHORITY FILES.

You can now YIEW the files to see their contents, and then ADD or DELETE IS
necessary. (Demonstration usen do Dot need to make changes unless desired for
practice.)

MicroDIS is now ready for your use.

MicroDIS Maaual - VenloD 2.2 I••tallatloa f 1-5
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2.0 OVERVIEW

SECTION 2:

GETTING STARTED

•

This section contains a series of graphic ilJustrations and step-by-step descriptions of
common procedures in MicroDIS, intended for the new user and IS an easy-to-access
reference for infrequent users.

The foilowing topics are covered:

0 Using a F~rsonal Computer

0 Guide to the Keyboard

0 Logging-on

0 MicroDIS Main Selection Menu

0 Getting from Menu to M~nu

0 Logging-off

0 Terminology

0 What If ... ? How to Deal with Problems

0 MicroDIS Error Report Form

0 MicroDIS Enhancement Request Form

• MlcroDIS MaDual - VersloD 2.2 GettiD. Started I 2-1
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2.1 USING A PERSONAL COMPUTER

The illustration in Figure 2.1 is provided for any individuals who are not familiar with
personal computers (microcomputers). Although computer terms are avoided throughout the
Manual, some of these component parts may be referred to by name as follows.
Collectively, these components are referred to IS hardware, or computer equipment.

1 CENTRAL PROCESSING UNIT (cpu)

The on/off switch for the microcomputer is located on the cpu, usually on the back or $ide.
The cpu controls the operation of the entire system. The unit also may house a hard disk
drive and one or more floppy disk drives.

2 HARD DISK DRIVE

The hard disk drive accesses data and programs stored on a harCo "r fixed disk. Hard disks
are capable of holdin, more data and are more secure than floppy disks. They come in
various sizes based on the number of Me~abytes (MB) of data they can store (e.g., 5MB,
10MB, 30MB). MicroDIS requires at a minimum a 10MB disk. The hard disk drive is often
designated IS the • C • drive.

3 FLOPPY DISK DRIVE

The floppy disk drive accesses data and programs stored on floppy or ·soCt· disks. As these
disks are portable, they are vulnerable to damage and wear over time. In MicroDIS, floppy
disks are USt'! only during installation, transfer of catalog records from one site to another t

and for backup of small databases. When ready to use, floppy disks are inserted into a slot
on t:-.e front of the cpu. The floppy disk drive is often designated as the • A • drive. If
there are two, the second is designated as the" B • drive.

~ KEYBOARD

The keyboard enables users to communicate with the computer by typing in commands or
data. The arrangement of keys on keyboards is not always the same (e.g., a Wang PC
keyboard may be different than an IBM PC keyboard).

5 MONITOR (allo relerred to .. the SCREEN or CRT or DISPLAY UNIT)

The monitor is a user's window on the computer system, displaying the two-way
communication going on between the user (commands, data entry) and the computer
(prompts, data output, error messl!ees).

6 PRINTER

Printers are included in most personal computer configurations in order to enable users to
record data output and messages on paper when desired. MicroDIS includes options in all
modules to produce printed reports.

• MicroDIS Manual - Verllon 2.2 Gettlal Started / 2·2
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Filure 2.1
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2.2 GUIDE TO THE KEYBOARD

Throughout this Manual, reference is made to using certain keys on the keyboard. Thf'st!
keys are illustrated in Figure 2.2; general explanations are liven underneath.

KEYBOARD

'I ..

n "

.. 1"

Figure 2.2

•
1 FUNCTION KEYS

These keys usually appear in two rows along the left-hand side of the keyboard, as in the
illustration, or in a single row along the very top of the keyboard. MicroDL~ defines certain
functions for some of these keys, e.g., Function Key 9 cF9> always enables you to cancel or
exit out of an opercion. A messag-;: across the bottom of the screen indicates when to use
these keys.

2 CURSOR KEYS or ARROW KEYS

These keys are identified by the arrows which appear on them. They enable you to move
the cursor (a blinking line on the screen indicating where you are about to type in data).
You can move the cunor'vertically by using the cUp Arrow> and cDown Arrow> keys, and
horizontally across the screen by using the cRight Arrow> and cLeft Arrow> keys.

3 CONTROL KEY

This key is marked as an abbreviation of the word Control, e.g., something like cCtrl> or
cCntl>. It is used in combination with other keys to perform a particular operation.

• MlcroDIS Manual - Venlon 2.2 Gettlul Started / 2-4
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~ RETURN KEY

This key is usually located just to the right of the second row of letters on the keyboard and
shows an arrow pointing to the left. During data entry. it works like the carriage return on
a typewriter, moving you to the next data entry area. It is also frequently used to tell the
computer that you are finished with your response to a question displayed on die screen.

5 ALT

Like the Control key. <All> is used in combination with another key to perform a certain
operation.

The use of some of these keys in MicroDIS is as follows:

TO MOVE THE CURSOR DURING DATA ENTRY:

TO CORRECT MISTAKES DURING DATA ENTRY OR MODInCATION:•

FORWARD

IACICWARt'

TO IEXT C~ARACTER

TO IIEXT WOlD
TO IIEXT FIELD

TO PREVIOUS CHARACTER
TO PREVIOUS aD
TO PREVIOUS FIELD

CIlfght Arrow>
Control> • cf>
oCDown ArrotP

CLeft ArrotP
cControl> • q>

~ ArrotP

DELETE ONE CHARACTER

DELETE ONE WORD

DELETE TO EIID OF FIELD

REPLACE

ADD MISSING CHARACTERS

FUNCTION KEYS:

PLACE CURSOR UllDER CHARACTER CControl> • c.>

PL\CE CURSOR UllDER FIRST LETTER
OF WORD cControl> • ct>

PLACE CURSOR UllDER FIRST ~:iTER OF
aDS TO IE DELETED CControl> • ~

PLACE CURSOR UNDER CHAIACTER TO REPLACE Typi over

PLACE CURSOR WHERE ADD dEGINS Pr... clnaort> ON
then typl

•

TO DISPLAY A HELP MESSAGE FDR AN OPTION, FIELD DR 'ROMPT:

TO PROCESS THE INFWlMATION ON ADATA ENTRY ICREEN:

TO CANCEL A DATA ENTRY ICREEN, DR TO EXIT:

MlcroDIS Manual - VenloD 2.2
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• 2.3

1

LOGGING-ON

-
•

Tum on the microcomputer using the switch on the cpu. Turn on the monitor and printer
separately, if your system ~ set up this way.

If you are using an IBM PC or compatible, type ·date· at the C:\> prompt. You will be
asked to enter today's date. (Altern~tively, your PC may be set up to enter the date
automatically).

2 (WaDI oaly)

From the menu displayed, select IBM EMULATION. When prompted to fill in the date, BE
SURE to type in today's date again.

3

At the C:\> prompt, type the word ·microdis·.

The MicroDIS welcome screen is displayed, as in the top of Filjure 2.3. Follow the
instructions and press any key, e.g., <Return>.

5

The MicroDIS Log-on/Log-off screen is displayed, u in Figure 2.4.

Fint check the nuhing date. Be sure that it is correct. several MicroDIS reports will only
be accurately pre~ared if the date is entered correctly. If it is incorrect, press <F9> to exit,
enter the date correctly (see Steps I and 2 above), and then access MicroDIS again as in 3
above.

Next, type in the password assigned by your site. If your password is five charact~rs long,
MicroDIS automatically displays the M.4IN SELECTION MENU. If it is less tnan five
characters, you will have to press <Return> to signal MicroDIS that you are finished typing.
If you do not know the password and simply press <Return>, or if you type 8n incorrect
password, you will ol,ly be able to SEARCH the Document Catalog or use the REFERENCE
DESK.

6

•
The MicroDIS MAIN SELECTION MENU is displayed (Figure 2.5).

MlcroDIS MaDual - Venloa 2.2 GettlDI Started / 2-6
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WELCDE

T~yl. dlt. i. I I (fo,..t i. MMIDOIYY)
If this i. not corriCt;-Dn now end ent.r
the correct dlt••

T)'PI puaword to begin MfcraDIS:

S.lect "ired l ee or .,.••• REMII to conCiN»
with current l , •••lection:

Engli.h ••• Ell >
French ••• F. >
lpIni.h ••• ES >

Prn. F~tfon Key 9 cF9> Co OIT "icroDlS

]igur. Vj ,

_ _ _.- .11 IELECTICII.1U - •••

Acquf.itiona
Circulltion

Log
Doc..-nt C.UlOl

••f.renc. Dnk
Iyst.. Utiliti••

on
lecord, creek & r'POrt on ecqui.itfona............................................................................-

Pr... F~tfon K.y 1 (F1) for h.lp It fIff'f tiM•
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~.4 MICRODIS MAIN SELECrION MENU

This menu (Figure 2.5) lists all oC the major areas ClC information center ,·;tivity tha'; are
supported by MicroDIS.

To select one of the options on this (or any) men~ you can either:

o Type the rust character of the option you want (e.g., G> for Acquisitions).
or,

o Press the <Down Arrow> or <Up Arrow> key to highlight the option you
want, and then press <Retum>.

If you use the second method, a brieC message appears below the menu Cor each highlighted
option explaining what each module enables you to do.

Each option leads you to a second menu or IIIOre specific OptiODS, or CunctiODS, that you caD
perform within the selected module. In order to see the cun set or choices in all MicroDIS
modules. and to understand how the difCerent menus relate to one another, see Figure 2.6.

2.5 GETIlNG FROM MENU TO MENU

As you CaD see Cram the illustration in Figure 2.6. the path Crom menu to menu appears
somewhat like the roots oC a tree.

Some options 011 the MAIN SELECTION MENU only lead to one other menu listing all of
the (unctions 'chat you CaD perform in tbat module. See, Cor example, the LOG module.
Other options lead to second and third level menus. e.I., CIRCULATION, DOCUMENT
CATALOG ud SYSTEM UTILITIES.

o To move forward to Hother menu or CunctiOD, select the optiOD desired Crom
among those listed nD a meDU.

o To move backward to a previous meDU, select EXIT Crom a meDU, or press
Function Key 9 <F9> Crom any other type oC screeD.

o ~ exi; MjcroDIS cpmpletely. continue to select the option to EXIT until you
can 10 no Curther. You are now back to the MicroDIS LOI- on/Lol-oCC
Screen. See the instructions below on 10iaiDg oCC•

• MJcroDIS MaDual - Venlon 2.2 GlffiD. Started / 2-1
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2.6 LOGGING-OFF

• To exit completely Crom MicroDIS (in other words to log-oro:

o Once you have exited back to the Log-on/Log-orr screen (Figure 2.7), press
<F9>.

o ¥.,u should ~c!e the C\> prompt on the sc.reen.

o That's it. You can turn the cpu orc using the on/orr switch.

_Figure 2.1 •

MicroDIS

WELctIE

T~y's dlte Is I I (foMlit is MMID~/TY)
If this is not corriCt;-Dn now It'd enter
the correct d8te.

Type ..ssword to begirt MicraDIS:

Select dlsired I or ... UUII to continue
with current l ae .electian:

English '0. Ell )
French '0' ,. )
Spenlsh .0. ES )

'res. Function r., 9 eFt> to EXIT "icroOlS
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2.7 TERMINOLOGY

Use of MicroDIS may involve some terminology with which you are not familiar. Several
terms are brieny explainec1 below. If you have had any experience with computer-based
information systems9 you wiJJ find that MicroDIS uses terms common to most of th~~e

systems (see also Figure 2.8).

Database -- A database is a collection of standard units of info. !jlation. For
example, the MicroDIS Catalog Database contains catalog records, each of which
follows the same format for dt'scribing one item in a document collection. The
MicroDIS Acquisition Tncking Database contains information about all items on
order, and the Circulation Database identifies all items on loan.

Records -- The component units of a database are referred to as records. Catalog
records contain the same type of information that is entered on catalog cards.
MicroDIS also creates acquisitions tracking records for each item ordered, and
circulation records for each item loaned.

Fields -- The component parts of a record are referred to as fields, e.g., author
field, title field, date of publication field, etc.

_Figure 2.1, •

DATAIASE

...-- .
! I..............

IECCIRD.............. .. ., , ._ .

•

- .I ,..._ .
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Title
Dlte
S~lect lCeywords
etc•
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•
In addition, there are two kinds or supporting files. They are briefly described below and
summarized in Figure 2.9. Details on the use and application of these files are also discussed
throughout the manual IS appropriate.

Authorlt)' nle. -- There are nine authority files. 1"hese are used in connection with
various MicroDIS modules and contain all of th,' codes, acroDyms, keywords,
stopwords or messages used by each'installatioD. MiCi~oDIS uses these riles u -master
lists- to check the accuracy or data entered ill certaiD fields, IDd to eDSure that certain
data is stored and displayed in a consistent rormat. MicroDIS is iDstalled with data
already loaded into some or these files. Howev~r, the content of alI authority files can
be changed and maintained by each installation. All of these files should therefore be
reviewed and modified as Decessary before beaiDlliDg use of MicroDIS. The CODtent
or the Cites can also be viewed and modified at any time after iDstallatioD, following
the procedures described in Section 8: SYSTEM UTILITIES.

Fast access flies -- The four rast access files are used in connection with searching
the document catalog. The files cODtain all of the (1) author Dames, (2) major title
words, (3) subject keywords and (4) bibliographic type codes that appear in the
catalog database, and indicate how many times each entry appears. MicroDIS
automatically creates and updates the entries in these files each time a catalog record
is adied, modified or deleted. The use of these files during catalog searching is
described in Section 6.4: SEARCH THE CATALOG.

_'fgure 2.' .
AUTNOIUTY FILES

• PUltPOSE

CONTENT

MODULES
USED WITH

MOW
CREATED

MOW
ACCESSED

FAST ACCESS folLES

Melp to ..fnt,in conaf.tency Nelp to~ .,.rch end
fn way dIIt. f. entered end retrflYll fn the
prfntild D~t c.tllOl

Locilly ~roved code" All euthor ~', tftle
''''ject keywrdl, .t~rda, 110"', aamject keywl)rdI,
ecr~ for potentl. "I' bfbt". coae. ICtUltlv

IPPHrl". fn C.t.tog

A~laltfCN Doc~t c.tltOl
Cfrcutltfon
Dlily Log
Doc~t C.t.lot

IV user Iy ')'It. (IUt..tlc.Uy)

In Syet.. Utflftl•• .adul., In Doc~t Clt.lot .adule,
M.fnt.in Authorfty 'Il•• optfon ...rch option
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• 2.1 WHAT IF ••• 1 HOW TO DEAL WITH PROBLEMS

The first thing to do if a problem occurs is: don't pallic. Something caD be done to resolve
the problem. J( you don't know what to do, try to find someone who can help. Section 9:
TECHNICAL REFERENCE includes a list of possible causes of problems ad how to resolve
them.

Below are two situations in which you might need to take some action even if there is no
one around to assist.

EMERGENCY BREAK ••• to ItOP MlcroDIS without exltlD.

The preferred way to leave MicroDIS is to log-off using the features programmed into
MicroDIS (see sections above). If you leave MicroDIS in this way, all database files and
indexes will be properly closed. .

If you find that you cannot 10g-oCC (e.g., if for some reason the system locks up), there is
still a way to try to leave MicroDIS using a -break- procedure. Note, however, that there is
no guarantee that any files open at the time will uot be damaged. To initiate an emergency
break:

1. Simultaneously depress the <All> and <c> keys.

• 2.

The operating system will display in the upper right hand corner oC the screen
the message:

QUIT? (QIAII)

You have three options:

3. Quit... this is the option vau should select.

Abort ... do not select this option.

Iinore ... this returns you to MicroDIS but does aot unlock the system.

Following completion of this procedure, try to let assistance from computer support
personnel to check if any Ciles were aCfected, and iC necessary to restore the data from your
last backup (see Section 9: TECHNICAL REFERENCE).

POWER FAILURE

If the power does 10 off, even temporarily, try to .witch of( the cpu beWl' the power
somes back on. You may want to ask computer support personnel to turn it back on and

. check the data before resuming use. Data may have to be restored Cram the lut backup.
(If the PC is linked to an Uninterruptible Power Supply system, exit normally as soon IS
possible.)
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• MICRODIS EIUlOR REPORT FORM
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• MlCRODIS ENHANCEMENT REQUEST FORM
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3.0 INTRODUCTION

SECTION 3:

ACQUISITIONS

•

The MicroDIS ACQUISITIONS module is designed to assist information centers in
centralizing, automating and managing information about the acquisitions process.

The core of tbis module is the Acquisitions Tracking Database containing records for each
item on order. Records are added to this database by filling in a formatted data entry
screen. Each record is then modified as orders are received. The data contained within all
records is used by MicroDIS to create lists of items on order, and to compute and produce
several statistical reports.

The three functions used to perform these activities are listed on the ACQUISITIONS
TRACKING MENU (Figure 3.1).

_Figure 3. , ,

........................ ACQUISITION TlACKING MENU .

Add
,,-te

leport

EXIT

XCii en oi"CIir
• uaa .

Select ADD to create an acquisitions record.

Select UPDATE to modify an acquisitions record.

Select REPORT to print 01' display on the screeu any of the followinl acquisitions reports:

o Outstturding Acquisilions (list of items not yet received)
o Acquisitions User SlQlislics (numbers, percentages, cost)
o Summary 01 Acquisilions (number of items/cost by requesting office)
o Purchase Order (printout purchase order information)
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•
3.1 ADD AN ACQUISITIONS RECORD

ADD provides a Cormatted data entry screen on which to record inCormation lbout each item
on order and about the individual or ofCice requesting the order. The information supplied
on each data entry screen is stored by MicroDIS as one acquisitions record in the
Acquisitions Tracking Database.

The data entry screen Cor each item on order appears as Collows:

_Figure 3.2:- ,

ACQUISITION TRACKING • ADD..............................................................&... ....
ACQUISITION ID ••• following three fields

ORDEIl DATE: _,_,_ (.dd,yy) PO,: _

TITLE

ITEM ,:

Mit <,,> for help, <'5> "'en done, <F9> to cancel

To create an acquisition tracking record, fill in the data entry screen. The only
requirements Cor the content oC each field are as Collows:•

PUlLJSHEIt:
VENDOIl:

QUANTITV: --"Ui""iir-tbS-~i ::--_-,:~ur"'l.UO'"

'AlltON NAME:
AFFILIATlON: ---------O,nCE:- _

'HONE NUMlEIt: _

FUNDING SOUIeE

DUE DATE: ':-'_ t..,iidlyy)

(enter ll.t~ firat)

I. All data fields must be completed with the exception of office Ind phone
number. If any of til e other required Cields Ire not relevant, you must It
least enter any uf the following: -none" -not Ipplicable-, -n/I-, O. For
example, if funding !ource does not apply to your installation, you could
enter: -none-.

2. Each record in th.s database is identified by the combined information
entered on the first line of the screen: (1) order date, (2) purchase order
number (Po-), Ind (3) item number (on the purchase order) (see Figure 3.2).
Adapt these fields IS necessary for your own site, remembering that the
resulting combined number must be unique.

For example, for the purchase order number, you may want to include the
Icronym of the organization, followed by the year, followed by I sequential
number (e.g., LTS-88-0I, LTS-88-02, etc.). If you do not request more than
one item per order, the item .. would be O.

3. Follow Iny format designated on the screen (e.g., mm/dd/yy or list name,
first name/initial).
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•
4. For affiliP.'.tion, enter one of the user affiliation codes created by your site.

The complete list of codes is maintained in the User Affiliation Codes
AuJhority File found in the SYSTEM UTILITIES module. These codes are
used by MicroDIS to aggregate statistics by the various cltegories of users
identified by each site.

•

When data entry is complete, hit Function Key S <FS> to add the record to the Acquisitions
Tracking Database. Before adding the record, MicroDIS checks:

1. to make sure each data field has been filled in

2. to make sure the affiliation code appears in the User Affiliation Codes
AuJhority File

If any ~rrors have been made, MicroDIS displays an error message and waits for you to
enter the correct information. After making any corrections, press <FS> again to recheck
the record and finally add it to the database.

The system then returns to the acquisitions data entry screen (Figure 3.2) to allow you to
add additional items on order, or to exit the ACQUISITIONS module.

3.2 UPDATE AN ACQUISmONS RECORD

Update is used (I) to modify any data in an acquisitions record, (e.g., vendor, p3tron
telephone number), or (2) to add the date that the item was acquired (received).

To access an acquisition record, you must know the date ordered, purchase order number
(Po-), and the item number. If you do not have this information It hand, you can find it
by selecting the Acquisition REPORT function Ind either displaying on the screen or
printing the current OuJstanding Acquisitions Report.

When yo~ have this information ready, select UPDATE. The next screen asks for this
information (Figure 3.3).

-"lUr, 3.3 •

ACQUISITION TlACKING • UPDATE...............................................................................
Ent,r ttl, ACQUISITICIl ID of ttl, ft. to be updetld.

ORDER DATE: I I (~dd/VV)PO NlJIIIBER: - _.-
ITEM UIER:

"tt cF'~ for tl.lp, c,5> to updet., cF9> to c~,l or EXIT

MicroDIS searches for the acquisitions record. If it is not found, the message acquisition
unknown flashes on the screen.

• MIc:roDIS Manual - Version 2.2 Acquisitions / 3-3



•
If the corresponding acquisition record is found, the record is displaYi)d (Figure 3.4). This
helps you to verify that the item identified is the item you want to update.

_Ffgu,.e 3.4, ,

ACQUISITION TIACKING • UPDATE_ _._.---.------._------._------
ACQUISITION ID ••• following field.
ORDER DATE: _,_,_ PO USER: _

TITLE

ITEM USER:

(ent.,. tl.t~ ft,..t)

•

PUBLISHER: _
VENDOR:

GUANTITY: --..til"!...., ""COS-,":""::..-:.--_-._--bUE DATE: _,_,_ (.,dd,yy)

DATE ACQUIRED: -I' r..,dd/y/)
DATE CLOSED: _c,= (.,dd/yy)

PATRON NAME:
AFFILIATION: ----------

OFFICE: _- _
PHONE .....ER: _

"tt eft> for help, cF5> to do ~te, CF" to cencet 0,. EXIT

It it is the correct item, you can DOW modify or update any of the information displayed on
the screen except for that included in the ·acquisition id.-

The data which you are mos~ likely to update is the -date acquired- and/or -date closed.
The first is the date that the item is received at your instaUation. The second is the date
aftp.r which the the item no longer Deeds to be tracked iD this module and can be removed
from the Acquisitions Database (e.g., payment for the item is complete -- see Section 3.3.3:
Summary 01 Acquisitions Report for instructions on how to remove these items).

When finiehed, press <FS>. MicroDIS checks the acquisition record again. If any errors are
found, messages are displayed on the screen and MicroDIS awaits your correctioDS. If DO
errors are found, the acquisitions record is updated IDd MicroDIS returns to the UPDATE
identification screen (Figure 3.3).
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3.3 REPORT ON ACQUISmONS

To (Jisplay or print acquisitions data in one of several formats, select the REPORT function.
The following menu provides a list of the available formats (Figure 3.5):

Jfgure 3.5
1

ACQUISITION TRACKING REPORT MENU......_ ...........e..._ .........__e..............aaJI$....-.a': ...

OUtstandi~ Acqufsitiona
Acqui,ftion User Stltistfcs
S~ry of Ac~f.ftiona

Purchl,e Order

EXIT

I I......._ .............. •••• _ .......81· .._...... ..·:.

3.3.1 Oytstandlnl Acquisitions Report

V-.tGr

USDA
Nol_,
Nol••

Tftle

Agrfcult~rll deYelopMent in Mlllwf
Trends fn Third WOrld prfvltfZltfon
Tr" deficit.

It

01
01
02

_Ffgure 3.6
1

Dlte PO NlIIIber

0lt130/!.! LTS·M·01
06/15/88 LTS·M·02
06'15/M LTS·18·02

This report provides you with a listing of all items ordered but not yet acquired (received).

The entries in the report are sorted by purchase order number (PO,*) and appear in the
following format (Figure 3.6):

•
'r... cF9> to EXIT •••

•
When you request this report, the following question appears on the screen:

Report to <S>cree" or <P>ri"ter?

Respond <s>creen to display the report on the computer screen, or <p>rint to direct it to the
attached printer.

When the report is completed, MicroDIS displays the message:

Press <F9> to EXIT.

MicroDIS returns to the ACQUISITION TRACKIN(i REPORT MENU (Figure 3.5).
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3.3.2 Acquisition User Statistics R,.R!lIt

This report provides summary information in the following format on the distribution of
orders and acquisitions funds among various affiliation categllries of requestors (see Figure
3.7).

For each affiliation category, the report displays the number of orden placed (expressed as
both a Dumber and as a percentage of the total), and the total amount of money spent or
committed (expressed in units of currency and as a percentage of the total). In addition, the
report shows the total number of orders outstanding, and the number of items acquired.

_Figure 3.1 •

Source

User Statistics fra. Acquisitlonl Tracking Module

lof It_ 'erc",t Velue
Ordered of Totel of Orders

'ercent
of Totel

A!D EMPLOYEE
AID CONTRACTOR......_.......
TOTAL ORDERED
TOTAL ACQUIRED
TOTAL CLOSED

'rens <F9> to EXIT

,
'3----_..
"oo

1.'4
92.86--- '250.00

Z04.85--
'454.85

85.92
14.08

's•

•
When this report is selected, the following question appears on the screen:

Report to <S>creeJ: or <P>r;nter?

After you respond to this question, MicroDIS displays the following message while the
process of computing the statistics is going on:

CREATING NEW INDEX

TOTALS BEING CALCULATED

When the teport is completed, MicroDIS displays the message:

Press <F9> to EXIT ...

MicroDIS then relturns to the ACQUISITION TRACKING REPORT MENU (Figure 3.5).
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3.3.3 $pmm,ry Of ',ga'llffO" R,port

This report summarizes all orders in the .~CQuisitioDS Tncmg Database. The report shows•
Cor each individual requesting an order. ble Dumber of items ordered and the associated
monetary value (see Figure 3.8). IDdividu~ totals are summarized by oerice level. and
office subtotals are totaled Cor all afiiliation categories. Gnnd totals are also calculated.

]igure 3.8~ 1

AFFIL-A

c

OFFICE

USAIDIPCIPULATICII

CCII"UTEI COTEI

.IA11l1ICSY. s.
- OFFICE TOTAL QH

- AFFILlATlCII TOTAL -

MGIO• .aliE

- OFFICE TOTAL -
- AFFILlATlCII TOTAL -

'ITEMS- 5

5

1

1
1

COST

250.00

250.00

1250.00

1250.00
1250.00

•

Press cF9> to EXIT •••

When this report is requested. the following message ed question are displayed:

CREATING NEW INDEX
RepoTt to <S>cree1l or <P>Tilller7

Following your response. MicroDIS asks:

Do you want DCquiTed items Temoved /Tom the dtJIabGse? <·Y>es/<!;.;-o

If you respond <n>o. MicroDIS immediately produces the report. If you respond <y>es.
MicroDIS displays the Collowing veriCication message:

You have i1ldicated thtJI closed items are to be removed.
ATe you certain? <Y>es/<N>o

After you respond to this question. MicroDIS prcdui:cs the report. If Icquired items Ire
removed. MicroDIS deletes these records Crom the database .Cter the report has been
produced.

When the report (and record deletion) is completed. MicroDIS displays the message:

PTess <F9> to EXIT ••.

MicroDIS returns to the ACQUISITION T~ACKINGREPORT MENU (Figure 3.5).
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3.3." Purcb"c Order Rcport

This report displays lcquisitions currently in the Acquisitions Tracking Database in purchase
order format (see Figure 3.9). For each purchase order number (Po.). MicroDIS Jists aU
items ordered on that PO, the quantity of each item ordered, and the unit aDd total cost for
each item. Also, for each item. the report shows the date acquired. In addition, the total
value of all items on the purchase order is calculated.

951-7191

Ac:q Dete

(Vendor) 11M CDP.
LTS CDP_

Flftti... Source

Figure 3.9, •

(PO ,) 04/30/M LTS-M-01
(.~tor) MDWARD, PAUL G.

It. Qua" lkIitCost ExtdCost
Title

01 2 50.00
p' '')OS MeRle l

100.00 5187602 I I

Pres. <f.$PACEIAI> to conU,.. •••

When you select this report, the folJowing question is displayed:

Report to <S>creen or <P>rinter ?

MicroDIS then asks:

•
Do you want a <S>peci/ic PO or <14>11 POs?

If want to produce a <s>pecific purchase order, MicroDIS asks you to provide the following
information:

ORDER DATE: ---/-/_
PO NUMBER: _

If you want to produce <a>ll purchase orders, MicroDIS creates a separate purchase order
for each Po- in the Acquisition Tracking Database.

Finally, if you elected to print the purchase order(s). MicroDIS asks:

Does printer have <N>arrow or <W>ide carriQge?

When the report is completed, MicroDIS displays the message:

Press <F9> to EXIT •..

MicroDIS returns to the ACQUISITION TRACKING REPORT MENU (Figure 3.S).
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SECTION 4:

CIRCULATION'

".0 INTRODUcnON

In order to keep track of materials borrowed from their co))ections, libraries and
information centers record the loan and return of each item. The MicroDIS CIRCUL.4T10N
module makes it possible to perform these activities in less time and more efficiently than is
possible with manual procedures. The module is also linked to the DOCUMENT C~T~LOG

module. As a result of this link, C~T~LOv search results automaticaIJy indicate whether
any of the items retrieved are currently on loan, and the CIRCUL.4TION check-out process
automatically retrieves a verification copy of the catalog record of the item to be loaned.

There are three functions within this module which correspond to each of the major
circulation activities: LEND, CHECK IN and REPORTS.

To use any of these functions. first select CIRCUL~TION from the M.4IN MENU. The
foJlowing CIRCUL~TION MENU is displayed on the screen (Figure 4.1).

FIgure 4.,------------------------1
..........-.... CllaJUTIOII MENU -- .

Lend
Check In

leport

EXIT

lecord doc~t check out
.. c .

select LEND to record the site code, call number and copy number of an item to be checked
out of the information center, as well as information about the borrower and due date.
Circulation records for uncataloged materials (i.e., those without a caU number. such as
periodicals) can also be crt3ted.

select CHECK IN to record the return or renewal of an item. Only the call number (or its
replacement for uncataloged materials) is needed to find the check out record created during
the above process.

select REPORT whenever needed to print out (1) Overdue Notices, (2) Circulation Usage
Statistics (showing how often each item is borrowed) and (3) a Circulation List of all items
currently on loan.
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".1 LEND A DOCUMENT

When you select LEND from the CIRCULATION MENU, the following entry screen is
displayed (Figure 4.2).

_Figure 4.2, •

CIRCULATION • CHECK OUT.........................................., -:...._11I ..... _

(use UNCAT if docUlllnt WW:ltlloged)

(lilt nile, firlt ~)

SITE CODE:
C'LL NUMBER: ---

copy CODE: ,
IORROWER NAME:

AFFILIATION: ----------OFFICE: _- _
ADDRESS:

PHONE: ----..,C...WlI'II"'"...iE·iM...-rtdi::z=ys:'l)l":': _ (use 99 for Indefinite terwt)

Hit <F1> for help, <F5> to record loan, cF9> to cencel or EXIT

".1.1 Cr"tlpl , Clrcpl'tlon Record

To create a circulation record, type in the information requested for the item and the
patron. The blank spaces in the above illustration (Figure 4.2) correspond to the highlighted
areas on the screen.

You must' enter data into all of the highlighted areas, with the exception of the address and
phone number.

•
Remember to use the <Down Arrow> key to move forward through the screen, the <Up
Arrow> key to move backward, and the <Right Arrow>/<Left Arrow> keys to move
forward and backward within one line.

SUE CODE:

The code for your site automatically appears on the screen. If for any reason it does not
appear or you need to change it, type in the correct site code.

CALL NUMBER:

Type in the caIl number as it appears on the document. If the item being borrowed has not
been cataloged, enter UNCAT. You may check out several uncataloged items by entering
UNCAT each time.

COffeODE:

As it is assumed that there is only one copy of most materials, the number 1 is automatically
entered. If you are circulating some other copy (e.g., copy number 2), type over the 1 with
the correct copy number.

BORROWER NAME:

Type in the name of the person borrowing the material, using the format last name, first
name.
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•

AffILIATION:

Use one of the affiliation codes established by your site. To check the codes you can use,
exit to the MAIN MENU and select SYSTEM UTILITIES to view the User AJlilitllio" Code
Authority File.

OFFICE:

Enter the name of the office that the borrower is associated with, or "none".

ADDRESS:

Enter a brief address for the borrower, or "none", or leave blank.

PHONE:

Enter a telephone number for the borrower, or "none", or leave blank.

LOAN TERM:

Type in the number of days that the item is on loan (e.g., 7 or 14), or type in 99 if the loan
is for an indefinite period of time.

When fi~ished entering data on the screen, press <FS> to record the loan. Note that
MicroDIS also automatically records the date that the item is checked out (and then uses this
date as a basis for determining which items are overdue when you run the Overdue Notices
Report).

".1.2 Checking (or Error.

MicroDIS now checks the data to verify that

o aU required information is included

o the site code/call number match one of the site code/call numbers in the
catalog database (or that UNCAT is entered)

o the copy number entered is not associated with a copy already circulating,
and

o the user affiliation code is accepted by that site.

It any of these conditions is not met, one or more error messages nash on the screen to
explain which data is missing or incorrect.

To correct the errors found, type in missing data or type over incorrect data and press <FS>
again. To cancel the record, press <F9>.
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".1.3 Verify'lng a Cat,Ioged Item

When the above four conditions are met, the check out information is redisplayed at the top of
the screen.

If it includes a specific call number, part of the corresponding record in the Catalog Database
appears at the bottom of the screen for verification, as displayed in Figure ".3.

_Flgur'e 4.3, •

CIRCULATION • CHECK CUT........._ _. ._ ----_ - .

fIUI DATE

-'-

SITE emE: _
CALL IIlJQIER: ....... (lae UNCAT If~t "'Cataloged)

copy CODE: , (lae only to .how all tfple cople.,
DROWER NAME: (l••t ,.., ff ...t .-)

AFFILIATION: ----------OFFICE: _- _
ADDRESS:

PHONE: -----,Cl"l'lblJjrnr-",iEnlkM....('2.di=ys=")f;': _ (lae 99 for' Indefinhe terti)

PAGINATION

DOCUMENT TillE

lUlU TITLE ..-EI

lOfAtitS

0bI'1•• tHEtt bUT . cf~e.7ci~o •••~

Make sure that this description matches the item being checked out. It is possible to enter a
call number incorrectly, and therefore inadvertently check out the wrong item.

If you reply <11>0 to the screen prompt, the check out record is cancelled and a new check
out entry screen is displayed so that you can re-enter the information.

If you reply <y>es, the check out for that item is complete, Ind a message appears at the
bottom of the screen asking if you want to check out any more items Cor the same borrower.

•
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~.1.4 Identifying an Uncataloged Item

If, on the other hand, the check out information indicates that the item is uncataloged
(UNCAT), the bottom of the screen contains only an area in which to enter the title of the
item (Figure 4.4).

]igure '.4, ,
~~~~!!~ ~!...~...:a.~ • la ..._ts ..

(use lIICAT if cb:~t wat.loged)

(lut ~, first ~)

SITE emE:
CALL IU4IER: ~~=.tz-

copy emE: 1
IORROWER IIAME:

AFFILIATION: ----------
OFFICE: _- _

ADDRESS: ----""'""InI"'".....Ir:--'P:":'PHONE: LbAA fERN: _ (Ule 99 for indefinite teN)

TITLE

"it <F1> for help, cF5> to do checkout, cF9> to cancel or EXIT

Type in the title of the item being checked out. If it is a periodical, you may want to also
add the volume and number of the periodical, or any other descriptive information.

•
When finished, confirm the check out at the bottom of the screen.

If you select <n>o, the check out record is can~elled and a new check out "ntry screen is
displayed.

If you select <y>es, the check out for that item is complete, and I message appears at the
bottom of the screen asking if you want to check out Iny more items for the same borrower.

4.1.5 Lending Additional Items to the Same Boaowl[

If you indicate that you want to check out another item to the same borrower, the check out
entry screen is displayed with all the information that you entered for the previous item,
~t for the ~all number and copy number.

Enter the call number and copy number (if any) of the next item beinl checked out, and
press <FS> to repeat the check out process.
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••2 CHECK IN A DOCUMENT

To indicate that a borrowed item has been returned, or to extend the period oC a loan, select
CHECK IN Crom the CIRCULATION MENU.

To be able to use CHECK IN you need to know the call number and copy number (if any)
oC the items to be checked in. This irJormation can usually be read oCf the spine label oC
the item being checked in.

However, iC someone is renewing and they don't have the item(s) with them, you can check
Cor the call number and copy number by looking at the CirculQlion List Report of materials
currently on loan (see Section 4.3: Report on CirculQlion). If the borrower has checked out
more than one item, you might try to distinguish among them by date borrowed.

After selecting CHECK IN, the Collowing screen is displayed (Figure 4.S).
_F IgurM.5:- •

CIRaJLATION • CHECIC III......._ ..............-:n&S8..,..• .ta ......... _ .......

SITE CODE:
CALL NUCBER: --- (Ule UlCAT If docUllent ,"et.lopd)

copy CODE: , (Ule only to MOW JLIUlple copl..)

"ft <F1> for help, <F5:. to do check In, <F9> to cenc:el or EXIT

Enter the call number and copy number of the item being checked in (or UNCAT if the
item is not cataloged), and press <FS>.

IC the call number and copy inCormation are not Cound among any check out records, the
following message flashes on the screen:

document not checked out

Check Cor typogr.:.phicaI errors.
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•

".2.1 Checking In C,taloged Items

If a LEND record is found. it is displayed along with the title of the item (Figure 4.6).

_Ffgure4.6, •

~~~ :~. •• al-..-tIll. ..

SITE CODE:
CALL NUMBER: ;::::.:.:. _

copy CODE:

IORROWER NAME:
AfFILIATION: ----------

OFFICE: _- _
ADDRESS: _

PHONE:
DATE LOANED: ---",~--r

LOAN TERM: =-'-
TITLE

CONFIRM check In • cY>es/<N>o, cR~.... check out
or hit CX> to cencel en fnedYertent check out ._~

H this information is correct. respond <y>es. The check out record is removed and you
return to the initial CHECK IN screen (Figure 4.5). The item is also removed from the
Circulation Lisl Report.

If this information is incorrect, respond <n>o. It is possible that a typographical error was
made in entering the call number. The displayed check out record is n.a1 removed. You
return to the initial CHECK IN screen (Figure 4.5) so that you can enter the information
correctly.

If the loan period is to be extended. respond <r>enew. The following message is then
displayed:

Enter new term (use 99 for indefinite IOQII)

Type in the new loan period and preliS eReturn>. The check out record and Circulation List
Report are updated. and you return to the initial screen.

If somehow a check out record was incorrectly created. type th, letter ex>. The check out
record is removed and the transaction is cancelled from the circulation reports. You return
to the initial screen.
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4.2.2 Checking In UDc.taloged Items

If, on the first CHECK IN screen, you type in UNCAT instead of a call number, MicroDIS
searches the check out records for all marked UNCAT. Each such record is then displayed,
as in Figure 4.6, but one at a time.

As in the check in process for cataloged items, respond to the message at the bottom of the
screen:

CONFIRM check in - <Y>es/<N>o, <R>ENEW check out
or hil <X> 10 cancel an iJUUillertant check out

If the record displayed does not correspond to the item you are checking in, respond <D>O.

After you type io your response, the next UNCAT check out record is displayed ana the
above message is repeated, and so 00. You must cycle through all UNCAT records before
returning to tbe initial CHECK IN $creen (although it is unlikely that there will be many
UNCAT records).
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4.3 REPORT ON CIRCULATION

To be able to run any of the three circu!atiOln !'eports, select REPORT on the
CIRCULATION MENU•

The following CIRCULATION REPORT MENU is displayed (Figure 4.7).

]fgure 4.7 ,

-_.._....... CIRCULATION IEPORT MENU _._-_. •

~n:lJe Notices
Collection Ute,. Stetfttfes

Cfreuletfon Lilt

EXIT

PIINTER ONLY
............................................lU••_ .

Select the Overdue Notices Report to print reminder notices to send to individuals who have
borrowed materials but have not returned them within the loan period.

Select the Circulation Usage Statistics Report to generate a statistical report showing how
often borrowed items have circulated.

Select t.he Circulation List Report to produce a list of all items currently out on loan.

Note that the Overdue Notices Report and the Circulation Usage Statistics Report can only be
printed out. The Circulation List Report can either be printed out or displayed on the
screen.

Each of these reports is discussed below.
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".3.1 Overdue Notlc;e Report

You can print overdue notices as frequently as desired: weekly, bi-weekly, monthly or
whenever. When you select this option, MicroDIS looks at check out dates (automatically
recorded) and the specified loan term, and t;letermines which items are overdue. If no items
are overdue, no notices print out.

Before you use this report, you may want to create some local overdue messages in the
Overdue Message A.uthority File. These local messages will appear at the bottom of the
Overdue Notice Report, below that standard information provided (see Figure 4.8).

When this report is requested, the following questions appear on the screen, one at a time:

Name to appear on notice as sending party:

Return by date to appear on notice:

Should the report be ordered by <N>ame or by <C>all number?

Do you wish to start the report from a point other than at the
beginning? (e.g.: previous run was interrupted) <Y>es/<N>o

Respond to the first question by providing the name of the information center or the
individual who is sending the overdue notices (e.g., the librarian).

Respond to the second qu~stion by indicating the date by which you want the documents
returned. The date should be spelled out (e.g., May I, 1988).

Respond to the third question to indicate the order in which you wish the overdue notices
printed.

Respond <y>es to the fourth question only to indicate if the printing process was halted for
some reason and you now want to run the rest of the notices. For example, the ribbon on
your printer may have broken halfway through printing SO notices. Since MicroDIS
incrementally displays the number of each message during the printing process, check the
screen if printing stops and note the next number to be printed. Enter this number when
you resume printing and the following question is asked:

Enter ,alue to restart report with

If MicroDIS cannot find this number, the following message appears and you return to the
CIRCULA.TION REPORT MENU:

Unable to find designated record ... report will terminate!
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If you respond <n>o to the fourth question. the next message asks you to:

ALIGN PAPER IN PRINTER
turd then hit <Spacebar> to continue

The screen is cleared and the following information displayed:

Number 01 items in circuJatiOf1: ..
Number 01 overdue notices printed: ..

The first number is the total number of documents on loan. The second number is
increased by one as each overdue notice is printed.

A sample of this report appears below (Figure 4.8):

_Ffgure 4.8, •

DATE: Slpt.-btr 1, 1987

FROM: AID Lfbrlry

TO: "MIrY II'CIWI
CDIE/DI

SUBJECT: R.turn of dOcu.ent to the LfbrlrylOlC

OUr records Ihow thlt the docUMnt I flt.cf below f, owro-.
Pl•••• r.turn ft to the Lfbr.ry/DIC by ••• Slpt.-ber 5, 1981.

If ~ ffnd th.t you Itfll r~lre the document,
we .,i II be hippy to r.illue it to you.

PN·AAS·721 copy • 1

SIIlIll ent.rprf•• dtvelapllltnt progrlll'l for EeUidor : .trltegy peper

dlte borrowed" August 15, 1987
t.Mll of lOin ••• 7 deys
dlte due ••••••• August 22, 1987

(U.er defined ov.rU ."111' .y eppe.r hlr.; ... Section 8.1:
MAINTAIN AUTHORITY FILES)

An additional. locally defined message can be added to the bottom of the report. for
example to advise the borrower of the measures that will be taken if the overdue item is not
returned (see the SYSTEM UTILITIES module for the Overdue Message Authority File).

When 111 overdue notices are printed. MicroDIS returns to the CIRCULATION REPORT
MENU (Figure 4.7).
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4.3.2 tslllec:tlon Usage St,tlstlcs Report

This report is useful as a collection management and r.cquisitio~s tool. It displays the site
code and call number of each item circulated (over whatever period of time you select) ane'.
indicates how many times each item has been borrowed. This number is· then calculated as
a percentage of the total number of loans (during that time period). It is thus easy to see
which individual items. and what subject areas of the collection (call numbers) get the most
use.

A brief example of the format of the report i, as follows:

_Figure 4.9

SITE CCl)E CALL IIUMIER .....El PERCENT HRCENT
LOUS OF TOi~L OF SITE

DEMO ABCD.OO' , 2G.D\j 20.00
DEMO DDDD.O'O 2 40.00 40.00
DEMO DDDD.OO5 , 20.00 20.00
DEMO ZZzz.OO7 , 20.00 20.00

When this report is requested. the fonowing questions appear on the screen:

Should the circula1ion counters contained in the DOCUMENT database
be reset to zero by tiris report program? .
Respond <Y>es/<N>o

It is your response to this question which determines the period of time covered by the
report. For example. if you want to maintain wage statistics for six-month time periods.
only reset the ·counters· every six montl.. ~. You can run the report as often as you like (e.g.,
monthly) to view cumulative results (ju.:;'~ don't reset the cOUDters).

When you reset the ·counters" to zero. MicroDIS prints the last report for the recordkeeping
period that is just ending (e.g., items circulated from January I to June 30. 1987). The next
time you print the report. it reflects the cumulat.ive statistics for the new recordkeeping
period (e.g.• items circulated since July I, 1987).

There is no way Of fCtrieving • prcvious sct Of circulation st;ujstics oncc you reset thc
countcrs.

Thus, if you respond <y>es to this prompt, MicroDIS resets the circulation counter to zero
when it has finished generating the circulation usage statistics. If you respond <n>o.
MicroDIS retains these statistics and continues to increase the circulation· counter as
additional items are circulatea.
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Following your response to this question. MicroDIS clears the screen and displays the
following message:

• Records 0" dtJIabase:
Record bei"g processed:

••
The first number is the total number of items in the collection. The second number is
increased as each catalog record is processed for the circulation usage statistics report. When
all records have been processed. the system displays the message:

••••• REPORT BEING GENERATED •••••

This message indicates that the statistics are being computed and sorted. When this process
is completed the report is printed and MicroDIS returns to the CIRCULATION REPORT
MENU (Figure 4.7).

If no items are on loan. MicroDIS displays the following message before returning to the
CIRCULATION REPORT MENU:

NO ITEMS Irav~ beerr circultJIed
Press <Spacebar> to co"tinue ••.

••3.3 ClrculatloD List Report

This report is • simple listing of all items in the collection which are currently in
circulation. You may also elect to see only those items currently on loan to one person.
The report can either be displayed on the screen. or printed out.

Date Te".-Office

The report shows the call number of each item currently checked out. the name of the
individual to whom the item has been checked out. their office. the date it was checked out.
and the loan period. For example:

_FilUre 4. '0 •

Call IIU1ber Copy Iorro.r 11_a.. _ ....

•
TEST'OO, , .MEII. CMOLYII
TEST'O'O 1 IONALL. IIIAN

DIM'
lOG

021'0181 14
01130181 3D

'r... c,~ to OIT •••

The entries in the report can either be sorted by call number. or in alphabetical order by
author name.

When this report is requested. the fonowing question appears on the screen:

Should tire report be ordered by <N>ame or by <C>all "umber?
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If you make no response, the report will be produced in site code/call number sequence.
MicroDIS then asks:

Do you wish to start the report from a point other than at the
beginning? (e.g.: pre'Vious nor was interrupted) <Y>es/<N>o

Respond <y>es to this question to indicate if the printing process was halted for some reason
and you now want to run the rest of the report. For example, the ribbon on your printer
may have broken halfway through printing a list of SO entries. Since MicroDIS
incrementally displays the number of each entry during the printing process, check the
screen if printing stops and note the next number to be printed. Enter this number when
you resume printing and the following question is asked:

Enter 'Value to restart report with

If MicroDIS cannot find this number, the following message appears and you return to the
CIRCUL.4T10N REPORT MENU:

Unable to firuJ desig1UJled record •.. report will terminate.

If you want to print the report from the beginning, respond <D>O and the next message asks:

Do you wish to see a specific patron? <Y>es/<N>o

If you want to see the entries for a specific patron, enter the name in response to the
following question:

r

Enter name of patron to display

• MicroDIS then asks:

Report to <S>creen or <P>rinter

If you se~ct <s>creen, MicroDIS displays the report on the screen. If you select <p>rinter,
the report is printed out. After this question has been answered, MicroDIS displays the
following message:

Press any key to continue •.•

If you have selected the printer option, make certain that the paper is properly aligned
before continuing.

When the report is completed, MicroDIS again displays the message:

Press any key to continue •..

Upon depressing a key, MicroDIS returns to the CIRCULATION REPORT MENU (Figure
4.7).
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5.0 INTRODUcnON

SECTION 5:

DAILY LOG

•

The LOG option on the MAIN SELECTION MENU provides access to the DAILY LOG
module. The purpose of this module is to assist information centers in keeping statistics on
levels of activity. These statistics can then be used in various ways by management, e.g., to
monitor workload patterns and trends in information center use, or to document the
center's staff and budget needs.

The DAILY LOG module contains two functions, which appear as follows on the DAILY
LOG MENU (Figure 5.1).

]igure 5.1 •

....__ DAILY LOG MEIIU _ ..- za

Add
Report

EXIT

Add an activity to the log........................._ -.._._..__..- ._- .

Select ADD to record an activity. As will be discussed in more detail below, several routine
activities are automatically recorded by MicroDIS (e.g., circulation transactions). You
therefore only need to use this function to record other special services that your center
needs to keep track of (e.g., photocopying, bibliographies issued, etc.).

Select REPORT to display on the screen or to print the Daily Log Activity Report.
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S.l ADD A LOG RECORD

To record an activity. fill in the highlighted areas in the DAILY LOG DATA ENTRY screen
(see Figure 5.2 below).

_Figure 5.2 ~ 1

DAILY LOG DATA ENTRY.................................................................. .
Servfce Codes............•

A .> Purchasing
••> Circul8tion
C .> C.t.log Update
D .> C.t.log Se8rch
E .> .eserved for future use
F -> Uler Defined
G -> User Defined
H .> Uler Defined
I -> Uler Defined
J -> Uler Defined

AFFILIATION:
OFFICE:-------,r=:-SERVICE: (lee IboYe codes)
VOL!.I'E: =--0

(entered 8utometic.lly)
(entered 8utOMltic8lly)
(entered 8UtOMltic8lly)
(entered 8UtOMltfc8lly)

•

Hit <F1> for help, <F5> "'en done, <F9> to cenctl or EXtT

On this screen, service codes A through D are assigned to activities which MicroDIS
automatically records for you each time you perform the corresponding function. Note that
MicroDIS is not recording just the number of items ordered. loaned or added to the catalog,
but the number of times a transaction is completed -- an addition. modification or deletion.
In this sense you are monitoring the level of staff activity. (To see only the number of
records currently in the Acquisitions, Circulation or Catdog databases. check the SYSTEM
UTILITIES module for the SYSTEM SNAPSHOn.

Any of the letters which are labeled as USER DEFINED can be assigned locally as needed
to record other types of activities. Such activities might include photocopying for patrons,
routing of periodicals. clipping of newspaper' articles. or dissemination of acquisition
lists/special bibliographies/ information packets. To assign these user defined codes. 10 to
the SYSTEM UTILITIES module to maintain the Daily Log Activity Codes Authority File.

To rec'ord an activity for any of the user defined catelories, fill the highlighted areas at the
bottom of the screen. All four fields must be filled in as follows:

AUILIAT/ON:

Indicate the affiliation of the person for whom the service was performed. using a code
from the User A//i1iation Codes Authority File maintained in SYSTEM UTILITIES. (You
can designate and use a code for wnonew. wunknownwor Wnot applicable")

• MlcroDIS Manual - Venlon 2.2 Dally Loa / 5-2



•

•

OUlCE:

Indicate the name of the office in which the person works. If un!'~ownt type -DoDe- or -not
applicable-.

SERVICE:

Enter the letter code corresponding to the activity performed.

VOLUME:

Indicate how much work was performed (e.g.t the number of pages photocopiedt the number
of periodicals routed, etc.).

When you have finished entering this informationt press <FS> to record the activity in the
DAILY LOG.

If data is missing in any field t or if the user affiliation code or activity code do Dot match
any of the codes in the corresponding authority files t MicroDIS tells you which error you
have made. You can then make the correction and press <FS> againt or press <F9> to
cancel the entry.

To proceed with adding the datat respond to the next MicroDIS prompt

Would you like to begin a new entry? <Y>es/<N>o
Confirm loe entry valid - <Y>es/<N>o

If you respond <D>Ot MicroDIS clears the data entry screen so that you can re-enter the
correct information.

If you respond <y>est the data is added to the log. After the record is loggedt MicroDIS
displays the (ollowing question:

Would you like to begin a new entry? - <Y>es/<N>o

If you respond <y>es, the DAILY LOG DATA ENTRY screen (Figure 5.2) is displayed again.
If you respond <n>Ot MicroDIS returns to the DAILY..LOG MENU (Figure 5.1).

• MlcroDIS Manual • Version 2.2 Dally Loa I 5-3

, .



•

•

S.2 REPORT ON LOGGED ACTIVITIES

There is one reporting format available for the display or printing of the DAILY LOG
statistics. Figure S.3 illustrates a sample of the report format.

_Ffgure S.3~ 1

Deily Log Actlvfty S~ry
Dete: 06/01/88

A • NuMber of oceaslonl thet the ~le Me. ecce.sed•
• • Totel rumer of ectfvftf.. ttlet ...re perfor.cf

(reco~ updIted, .eerches done, it... circuleted)

ACQUISITION CIRCULATION CATALOG SEARCHING
••••••••••• _.._.... _........ ........... --A"> 2 3 22 37 0

•••> 6 6 44 57 0

...-...... ........... ........... ............ ..... ••
A"> 0 0 0 0 0
•••> 0 0 0 0 0

Pre•• <F9> to EXIT •••

The second row is automatically labelled with any user defined activity categories that are
assigned by each site using the Daily Log Activity Code Authority File.

Once you select this REPORT option. MicroDIS asks the following series of questions:

Daily Log -- Activity Report

Do you want this report presented on the <S>creen or <P>rinter?

Enter either <S/P>

What should the starting date 01 this report be?
11 you want a report 01 all activities in the log hit <Return>,
otherwise enter date you want the report to start with.

(MM/DD/YYj

What should the ending date 01 this report be?
To have the report end with the last entry, press <Return>,
otherwise enter the date you want the report to end with.

(MM/DD/YYj

Finally. MicroDIS gives you the option of keeping these statistics for inclusion in the next
report. or clearing the log. For example. if you want the report to show the level of activity
for each week. you will want to clear the log after running the weekly report. If you only
want to quickly view the report on the screen. you might want to keel' the log statistics so
that they can be printed at some later time.

• MlcroDIS Manual - Version 2.2 Dally LOI / S-4



•

•

Should the log be cleared upon completion 0/ this report?

Enter <Y>es/<N>o

It may take MicroDIS several minutes to generate the report, depending on how much data
is in the log.

When the report is completed. MicroDIS displays the message:

Press <F9> to EXIT ...

You then return to the DAILY LOG MENU.
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SECTION 6:

DOCUMENT CATALOG

6.0 INTRODUCTION

The document catalog is the central guide to the content and location of all major items in a
library or information center's collection.

Traditionally. catalogs have been paper-based, relying on manual procedures for creating,
maintaining and using individual catalog cards. In the computer-based MicroDIS
DOCUMENT CATALOG module, these procedures are automated. helping you to work with
the catalog more efiJCiently.

In order to create. maintain and search the Catalog Database. select the corresponding option
from the CATALOG MENU (see Figure 6.1 below).

Figure 6.' ,
81 •__ __.. CATALOG MENU 81 ..,..

ADD
MClHFY

DELETE
SEARCH

REPORT
CATALOG UTILITIES

EXIT

Cr••te new c.t.tog entries
............a: _ __ , .

Select ADD to enter new document records into the catalog database on a routine basis.
MicroDIS'successively displays three data entry screens, providing space to fm in the data
for each field in the MicroDIS catalog record. To add records to your database from other
MicroDIS users, or send your records to them, use the CATALOa UTILlTlES.

Select MODIFY to change any data in individual catalog records CJjcept the site code/call
number. For example, you might want to modify the number of copies, or to add
information in the notes field. If you need to change the document identification number,
use the CATALOa UT1L1T1ES.

Select DELETE to permanently remove a record from the catalog database. For example, if
you eliminate or lose some items in the collection, you will want to be sure to delete them
from the database.

I
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Select SEARCH to check the catalog database for a particular item or group of items.
MicroDIS will tell you how many items in the catalog match your search request. You can
then further modify the search request, display the items found on the screen, and/or print
the items found on paper.

Select REPORT to print-out (I) proof sh-.ets for editing new records. or (2) new
acquisitions lists, or (3) the entire database. Entries in entire database reports can be sorted
in various ways (e.g., by call number, by author, by subject keyword, etc.). Because of the
length of time required to process entire database reports, most are Dot recommended for
information centers with large collections. See Section 6.5: REPORT ON CATALOG
DATABASE for more details.

Select CATALOG UTILITIES to send/receive records from another MicroDIS site, to
modify the document identification number in a particular record (i.e., to recatalog), or to
periodically verify the fast access files against the utilities as special purpose tools that you
need to have, but only use infrequently.
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6.1 ADD A CATALOG RECORD

~ 6.1.1 ()v,rvle~

There are two ways to add records to the catalog database:

1. Select ADD to enter local catalog records for your site.

2. Select CATALOG UTILITIES to RECEIVE records OD floppy disk from
Bnother MicroDIS site. Once loaded into your database, you can search these
records without modification (tbe site code/call number indicates items held
by another site). Or, to reduce the time required for local cataloging, you
can match received catalog records against materials in the loca! :t)llection,
chang~ the site code/call number for those that match, and Dl0di(y other
fields as desired to reflect local cataloging guidelines. Any records which do
not match can then be deleted.

The emphasis of this section is on the processes associated with (J) above.

The next three sub-sections describe the MicroDIS catalog record, and the detailed
cataloging rules and options for each field in the record. The proct!ss of using the MicroDIS
data entry screens to create each catalog record is described in Section 6.1.5: Data Entry
Procedures.

~

6.1.2 The MicroDIS C,t,log Record

The MicroDIS catalog record is made up of 20 fixed-length fields. You are prompted to
enter data into these fields on three data entry screens, although you are not required to
enter data into all of the fields. These three screens appear as follows:

~
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Figure 6.2, ,

DOClIlENT CATALOG' DATA ENTRY SCREEN .,...........__••••••••s 81_n._ .• SITE COOE: _
COPIE!l~

'ORMAT(~,: :.

TITLE

SECOND TITLE

SERIES

CALL IlIIBER:
LOCATlON(S): --------

lIB TYPE:

lIMIER

AUTHORS1. _
2. _
3. _
I.. _
5. _

<F1> for help, <F2> for authority fll ••, e,5> to continue edd, eFt> to EXIT.

Figure 6.3, _

DOClMENT CATALOG' DATA ENTRY SCREEN 12
...........................................................................a....

• PAGINATION: _
LANGUAGE ~; _

NOTES -

PUB DATE: _,_ (YY/* or lID)

•

Hit <F1> for help, <F5> to continue edd, eFt> to EXIT.
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Ffgure 6.4~ 1

DoctI4ENT CATALOG' DATA ENTRY SCREEN If3................................................................................
DESCRJPTORS1: _

2: _

!: --------------4: _
5: _
6: _
7: _
I: _
9:

'0: -------------

JDENTI FJERS,: -------------2: _
3: _
4: _
5: _
6; _
7: _
I: ~ _
9:

'0: --------------

Hft cF'> for h.lp, cF2> to edd/vftw keywords, eF5> to Itar~ Idd, eFt> to EXJT.

The chart below lists these fields in the order in which they appear on the data entry
screens, indicating whether you must enter data into the field, the maximum numt:ar of
characters that you can enter, whether the contents of the field are validated for data
present or against an authority file, and whether the contents ~f the file are indexed into a
fast access file.

Ffgure 6.5

• I rf.. tc! OI!!I! DucrfptfRn Chlrlet.rl I.frld Ytlfdlttd Flit ACC!II

lITE CClDE MlcroDlS lit. code '0 ec) ~I Y"CALL NUMBER cl.l. + Ihelf number 25 eC) yel ~I ~I
COPl~5 rulbtr of c;gfII , eN)
LOCATION locttfon wit In qency '0 eC) •FORMAT g';~ Ic.l fo,.t code 2 eC) •
IJI TYPE f l lotIrmfC t~ code 2 eN) • ~,THLE prf.ry t tle 250 eCL) •SECOND TITLE lteondiry tfU. 250 eCL) • ~I'
SEIJES l.rf.1 ~/tltl. 70 eCL) • ~I'
AUTHOR' firlt author/spaneor 77 eCL) • y" ~12
AUTHOR2 lteond author/lponsor 77 eCL) ~s y"2
AUTHOR! thl~ author/lpaneor 77 eCL) ~I yel2
AUTHOR4 fourth author/lponsor 77 eCL) ~I ~12
AUTHORS fifth author/lponfor 77 eCL) ~. ye.2
PAGINATION rubtr 0~y:",11C" 25 eN) •IlUI DATE dlt. of l CIt on 5 eN) v:- YIILANQlJAGES 2 ltngUll" of t.xt i .lCh (C)
IOTES not.. !SIJO eCL)

~,3DESCRIPTORS '0 controlled t.... 40 .tch (C) • yel
IDENTI FIERI '0 non'controlled t.rms 40 "ch (C) • yet Yt,!

The letters after the number of characters indicate the following: C • automatically appears
in capital letters on the screen and in printouts, regardless of how typed, CL • appears
exactly as typed, N • numeric.
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The fields marked with an asterisk (.) in the WrequiredW column above are not required by
MicroDIS, but entry of data in these fields is recommended for creation of a reasonably
complete citation.

Numb~rs in the Wfast accessw column indicate that those fields are combined by MicroDIS
into the slim: fast access file for search and retrieval purposes. For exampitll, the Title Fast
Access File contains words from three rel2~ed fields: title, second title and series title. This
is discussed in more detail in Section 6.4: SEARCi/ THE CATALOG.

More detliH on the content, special reatures and validation of each field is included in
Section 6.1.4: MicroDIS Cataloging Guidelines.

Instructions on how to use MicroDIS for entry of data in each screen are provided in
Section 6.1.5: Data Entry Procedures.

6.1.3 LoCI' C.t,'oglng .nd D.t. Entry Options

Although the fields in the catalog database record are fixed in order to facilitate exchange
of records among MicroDIS users, each site has quite a bit of flexibility in determining its
own policies and procedures for cataloging and entry of data.

Local policies. Each site needs to establish policies concerning:

a use of non-required fields -- since data does not have to be entered in all
fields, you may elect to routinely omit some of them from the catalog record
(e.g., languages of text or notes) if they are not appropriate to your needs.

• a content of fields -- in many fields, you need to determine what data to
enter, e.g., what codes you want to use, what you want to put in the notes
Cield, what local identifiers are needed to supplement descripton.

a Cormat of data in the Cields -- in the fields in which data appea&S exactly as
typed, you can determine what Cormat you want to use at your site (e.g.,
author names in all capital letters, surname only in capital letten, entire name
in capital and lower case, etc.).

Procedures. Further, each site needs to establish its own cataloging and data entry
procedures, based on the number of staff and terminals available, cataloging experience, and
so forth. For example, you could:

o complete the entire catalog record on paper, and then simply copy that
information during data entry.

o catalog only the site code/call number and subject keywords on paper ~n

advance, completing the rest of the cataloging during data entry.

o simultaneously catalog a document and enter the data at the terminal.
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In order to help you determine the;se policies and procedures, it is strongly recommended
that you:

I. Review the MicroDIS cataloging guidelines
2. Review the data entry procedures
3. Modify these guidelines as appropriate to your local requirements.

COnsistency. For ease of maintaining and retrieving records in the catalog database, it is
also recommended that you consistently follow one set of local luidelines over time,
especially for the data in fast access fields. Similarly, if you anticipate exchuling databases
with a known group of users, it is recommended that you share the same local guidelines.

6.1." MlcroDIS C,t,lollng GyldeUnes

The following pages provide detailed information on rules, recommendations and options for
cataloging and formatting data in each field. Fields are listed in the order in which they
appear on the three MicroDIS data entry screens. Data entry and validation features specific
to a field are noted as relevant.

SUE CODE

Required field, max length JO.

This is a unique code which is pre-assigned to each MicroDIS installation. Internally,
MicroDIS stores this as a three-digit numeric code. On the screen, it Ippears IS In
abbreviated name code, up to 10-characters in length. For example, internally your assigned
site code might be stored as 001; on all screens you will see and use the code name EG-DIC.
MicroDIS comes with a list of site numeric codes, site name codes and descriptions is
maintained in the Sile Code Authority File.

The site code and call number tOlether form a unique identification number for each
cataloged document, relative to all documents cataloled by all MicroDIS users. A site code
must therefore be present before a record can be added to the catalos database.
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CALL NUMBER

Required field, max length 25.

This is a unique number assigned to each document for purposes of shelf arrangement. The
number has two components: a subject class code, and a shelf number (also caIIed a ·Cutter·
number).

The purpose of the subject class~ is to keep items on the same subject together on the
shelves. There are many subject classification schemes that can be used, such IS the A.r.D.
Thesaurus notation, the USAID Classification Scheme notation, FAO/AGRIS codes,
Universal Decimal Classification (UDC), and locally developed schemes. In each scheme, a
number or alpha-numeric code designates major subject categories and sub-categories.

The purpose of the sbelf number is to identify the physicat placement of an item relative to
all others in the same subject class. The shelf number can be a purely sequential accession
number assigned to each item as it is acquired and cataloged (e.g., 001, 002, etc.), or to each
item within the same class (e.g., 001 could be used once in each class). The shelf number
can also begin with one or more alphabeticat letters corresponding to the author's last name
(e.g., Aa for Aagard, Ne for Nelson).

The combined subject class code and shelf number uniquely identify a document relative to
all other documents in a given collection.

The subject class code and shelf number should be consistently separated by the same form
of punc~uation (e.g., a period, dash, $:ash, or colon), without any additional spaces.

Examples:

Class code (USAID Classification Scheme): AA41 (Food Policy)
Shelf number (Accession number): 10SO
ENTER: AA4J.IOSO

Class code (Dewey Decimal Classification Number): 301.3S (Land Reform)
Shelf Dumber (3 character of author surname, e.•., Atwell): Atw
ENTER: 301.3S-Atw

Class code (FAO AGRIS Code): AEIO (Agricultural Economics)
Shelf number (sub-category and accession number): AAF-304
ENTER: AEI0.AAF-304
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A document series can be shelved together by assigning the same beginning call number to
all documents and appending a two-digit sequence number.

• Example:

AEIO-AAF-304.01
AEIO-AAF-304.02

(first in a series)
(second in a series)

•

Data entry feature: MicroDIS provides a short-cut entry feature to users who assign the
shelf number sequentially within each class (e.g., AEIO.OOI, AEIO.OO2, AEIO.003), or who
catalog a document series as in the example above. In these instances:

I. Type in the call number, including punctuation, up to the point where the
sequential number begins. Then type an equal sign (e.g., AEIO.-). Note: this
feature only works if every character replaced by the - sign is a number (i.e.,
not a mixture of Jetters and numbers).

2. When you process the data on that screen, MicroDIS automatically finds the
last sequential number entered in that class (AEJO), increases it by one, and
assigns the new call number to the new record. For example, if the last
number used was AEIO.OSO, MicroDIS assigns the next shelf number in that
class as AEIO.OSI.

3. You can see the number assigned after all three Data Entry Screens are
completed by either: (l) reviewing the record before it is added (the full call
number will be displayed on Dam Entry Screen .1), or, (2) checking the call
number when it is displayed as the record is added. (See the section on Data
Entry Procedures for more details on this step).

Validation: Each site has the option of using a call number prefix validation feature. Up to
six characters in this field can be validated against the Call Number Prefix Authority File
during data entry to help you avoid making errors in assigning or typing the Dumber. This
feature can be set up during initial installation of MicroDIS (see the Installation Instructions
concerning Configuration), or anytime th~reafter (see SYSTEM UTILITIES -
CONFIGURE and MAINTAIN AUTHORITY FILES).

COPIES

Non-required field, mu. length I.

The data in this field indicates the number of copies of the document the center possesses.
MicroDIS automatically assumes that the number is I and puts this Dumber in the copies
field. To change the Dumber during ADD or MODIFY, just type over the J.
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LQCAUON

Non-required field, max length 10.

Use this field to tell where a document is currently located if the collection is decentralized,
e.g. in the information center, or in someone's office. This is not a shelf location. If
materials are only held in one location, it is not necessary to use this field.

The location can be entered as a code, abbreviation or full name. Each site should develop
and maintain a list of its own codes or abbreviations to ensure consistency in data entry
(e.g., M • mission director's office, L • legal office, H • health and population project).
Codes may be kept short so that if there is more than one copy of a document, several codes
can be entered in the same field. Alternatively, the location of the additional copies may be
indicated in the notes field.

FORMAT

Non-required field, max length 2.

The data in this field describes the physical format(s) of the item. Each site can develop its
own codes. If cataloged materials are in only one format, it is not necessary to use this
field.

Suggested codes are:

P • Paper copy
M • Microfiche
PM • Both paper and microfiche
V • Videotape

B1BLlOGRAPHlC TYPE CODE (BIBTVPE)

Non-required field, max length 2.

This field is used to indicate the bibliographic type of the document, e.g., reference work,
conference proceedings, planning study, final report, evaluation.

MicroDIS comes with a Jist of codes loaded into the Bibtype Code Authority File which is
based upon those used by A.J.D.'s Development Information System (DIS). As this set of
codes may not be appropriate to aU MicroDIS sites, it should be reviewed OD installation and
modified 10caUy as appropriate.

Validation: While entry of data is not required in this field, if a code is entered it should
match a code in the Bibtype Code Authority File.
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TlTLE

Non-required field, max length 250.

Select the title by which the document is most likely to be cited; this will usually be the title
on the title page (not the outer cover.) Enter the title (and subtitle if there is one) exactly
as it appears on the document.

~ that MicroDIS inverts only words or alphanumeric values (e.g., FY17) into the Title
Fast Access File. This means that you will not be able to search for any numeric values
(e.g., 1987) that appear in titles. Insignificant title words (i.e., those maintained in the Title
Stopword Authority File), are also automatically excluded from the Title Fast Access File.
The same is true for a second title and series title.

The following guidelines are optional but recommended:

IF you plan to create a paper copy of your database sorted by the first word in the
title, omit leading articles (i.e., A, An, The, El, La, Los, Las, Le, Les, etc.) except
when they form part of a name, e.g., -Los Angeles". Otherwise MicroDIS will sort
on these articles when you print the Title Report (see Section 6.5: REPORT ON
CATALOG DATABASE).

Capitalize the first word of the title. Enter all other words in the title in lower case,
except for words that would normally be capitalized in the language of the
document, e.g., proper nouns.

When a subtitle is used, precede the subtitle with a colon and space. If it designates
the type of document (i.e., final report, anDual report, feasibility study, etc.) it is
separated from the title by a semi-colon, e.g. Middle management education
program; final report.

Represent dashes with a "space hyphen space-. e.s. Brackish water fisheries
production project - Indonesia. This ensures that the words -project- and -Indonesia
are stored by MicroDIS as separate words.

Special cases --

Non-English titles: If the title is not in English, enter the foreign title in the title
field. Translate the title into EnSlish (if you can) and enter the translated title into
the field for second title. If your printer accepts alternate character sets, you may
want to enter the non- English title with accent marks (see Section 9.7: USING AN .
INTERNATIONAL CHARACTER SET).

Parallel titles in several lansuases: If the title appears on the title pase in several
lansuages, select as the first parallel title the first title appearinl on the document.
Separate parallel titles with - • - and capitalize the first letter of each title. Example:
Directory of contraceptives • Repertoire des contraceptifs • Guia de anticonceptivos.
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SECOND TULE

Non-required field, max length 250.

This field is used ror inputting the English translation of a document written in another
language.

It is also used for recording the generic title (the title of the monograph or collection from
which the document in hand has been extracted.)

Example:

Title: On - farm trials in northwestern Syria: testing the feasibility of annual forage
legumes as grazing and conserved feed

Second Title: Research methodology for livestock on - farm trials: proceedings of a
workshop held at Aleppo, Syria, 25-28 March 1985

When the document has been extracted from a serial, the title of the serial is not recorded in
Second Title field but in the Series field.

The Beneral rules for cataloging the title also apply to the second title.

sERres

Non-required field, max length 70.

Records the title of the serial of which the document unit is a part, e.g.

the title of a periodical, yearbook, or newspaper from which an article has been
extracted, or

the title of a monographic series of which an individual book, report, etc. is a part.

Abbreviate the series title as necessary to fit the length of the field.

Definitions --

Serial: This is a series issued in successive parts. It is intended to be continued
indefinitely. Serials are usually issued by the same publisher or organization, and are
in a uniform style and format. Serials include: periodicals, newspapers, Innual
reports, yearbooks.

Monographic series: A group of separate items issued in succession and related to
one another by the fact that each bears, in addition to its own title, a common title
applying to the group of separate items as a whole. Each issue in a monographic
series has its own pagination.
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Data entry feature: To save repetitive typing, a lengthy series title which is
cataloged frequently can be entered as follows: equal sign, no space, series title
acronym (e.g., -ARDA). When MicroDIS processes the data on that screen, it sees
the equal sign and translates the acronym into the full series title (e.g., A.I.D.
Research and Development Abstracts). The full title is what is stored in the record.
Valid acronyms are determined by each site (maximum 10 characten) and maintained
in the Author/Series Acronym Authority File. If you want the series title to appear as
an acronym, simply enter it as such without the preceding equal sign.

Validation: Series title acronyms which are preceded by an equal sign are checked
against the Author/Series Acronym Authority File for decoding.

SERIES NUMBER

Non-required field, max length 8.

Enter the abbreviations for volume, number etc. The following abbreviations are suggested:

volume
number
supplement
part

v.
n.
suppl.
pl

•
When both a volume and issue number are used, follow the volume number by the issue
number in parentheses. It is suggested that you convert Roman numerals into Arabic
numbers.

Example: The document unit is an article from the periodical, Canadian Geographer,
volume 13, number 3.

Series: Canadian geographer
Number: v.13(3)

Example: The documentary unit is volume V, part I of Economia e FinanclS.

Series: Economia e rinancas
Number: v.S(I)

Example: The documenta:-y unit is issue 10 in the Current Report of the Australian
Institute of International Affai:l;.

Series: CUrrf:lt report / Awtralian Institute of International Affairs
Number: n.l 0
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AUTHOR

Five non-required fields. each with max length oC 77•

The author field records the names of persons or institutions responsible for the intellectual
content of the document - authors. editors. compilers. corporate authors, funding agencies,
etc. Where more t~lan five authors are present, it is up to each site to determine how many
of each to enter.

Personal authors --

Do not enter names of translators, illustrators, persons writing the introduction or preface,
etc.

Enter the full name, family name first, followed by a comma and a space, and the given
name(s) or initial(!i).

Examples:

Majid. Abdul
Shah, Nighat A.
Mulligan. Paul F.• Jr.
Szepesy, E.J. III

When thele is more than one family nlme, begin the entry with the last Camily name.
Examp~e: Amadi Kane Diallo would be entered as Diallo, Amadi Kane.

Do not separate a hyphenated name or a name known to be compound, as is oCten the case
with Spanish names.

Examples:

Ndong-Ondo, J. Frederic
Hyde-Smyth, Gerald
Montenegro Caldamez, Maria
Abdul Quasim, Mohammed

When it is not possible to identify a family name, copy the Cull name, exactly as it appears
on the documentary unit, without adding any punctuation.

It is recommended that you limit the number oC personal authors to two. In this case, select
the principal authors, if indicated, or else the first two mentioned. This would make room
for necessary corporate authors or sponsoring institutions.

Institutions --

These include corporate authors and sponsoring institutions.
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Corporate Authors: If there are two or more corporate authors and no determination can be
made as to which is the principal corporate author then list in the same order as appears on
the document. It is recommended that you list corp,:>rate authors before sponsoring
institutions. If the corporate author has several subordinate bodies, list in descending order.

Examples:

Morgan Stanley & Co.
Academy for Educational Development, Inc.
Coopers & Lybrand Associates, Ltd.
Southern ll1inois University. College of Business and Administration

Sponsoring Institutions: These are defined as bodies which funded the production of the
document or the project responsible for the production of the doclimerat. OCten a
sponsoring institution is the ministry oC a country; in this case enter the country name first
Collowed by a period and a space and then the ministry name.

Examples:

Ecuador. Ministry oC Integrated Rural Development
Egypt. Ministry oC Agriculture

In the case oC institution names there is oCten a need to abbreviate in order to fit within the
77-character limit oC the Cield. Enter A.I.D. mission names as USAID followed by a slash
and the country name. For example, enter A.I.D. bureau/office names by using standard
abbreviations Cor bureau and omitting ·oCfice or but putting the remainder oC the office
name.

Examples:

USAID/Egypt
SILT/Agriculture

Data entry Ceature: As with series titles, it is possible to save repetitive typing or lengthy
institution names. Frequently cataloged names' can be entered as (ollows: equal sign, no
space, luthor acronym (e.g., -IMF). When MicroDIS processes the data on that screen, it
sees the equal sign and translates the acronym into the full series title (e.g., International
Mone~ary Fund). The fuJI name is what is stored in the record. Valid acronyms Ire
determined by each site (maximum 10 characters) and maintained in the Aul1ror/Series
Acronym Authority File. If you want the institution name to appear IS an acronym, simply
enter it as such without the preceding equal sign.

Validation: Author acronyms which are preceded by an equal sign are chee-ked against the
Author/Series Acronym Authority File for decoding.

• MlcroDIS Manual - VenloD 2.2 Catalol / 6-15

tI'



•

•

PAG1NAVQN

Non-required field, max length 25.

Enter the pagination or the number of physical pieces in the document.

The following formats are recommended:

Use standard abbreviations such as "p." for pages and ·v.· for volumes.

For a monograph, enter the number of pages in the major sequence of numbered pages.

For an extract from a serial or monograph, enter the first and last pages separated by
a hyphen.

For a collection, enter the number of physical pieces.

When pages are in various sequences of pages numbered or unnumbered then count
or estimate and enclose in brackets.

Note presence of appendices, attachments, annexes. Detailed descriptions of these
can be mentioned in the "Oles field if desired.

Example: A monograph contains 194 numbered pages in the major sequence of numbered
pages.

Enter: 194p.

Example: A monograph contains various sequences of pages numbered and unnumbered.

Enter: [43)p.

Example: A mui~~volume collection contains 6 volumes.

Enter: 6v.

Example: A chapter in a book is on page 19 to 83.

Enter: p.l9-83

Example: An article in a J)triodical, not continuously paged, is on pp 27-40, 44, and 46-57.

Enter: p.:7-40, 44, 46-57

Example: A monograph contains approximately 200 pages.

Enter: [200]p.
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Example: A project paper contains 14S pages as weIJ as various annexes.

Enter: 14Sp. + annexes
PUB DATE

Required field, max length S.

This field records publication date or issue of the documeut, i.e., date of publication of a
book, report, or non-serial collection, issue date of a serial (when document is a
contribution to a serial), or date of submission of a thesis or dissertation.

Required format

Recommendations:

VY/MM (year/month, e.g., 87/01)

ND (if no date can be identified)

•

Select the date of publication as found on the document.

Copyright date: When the document bears both a copyright date and a date of
publication, select the date of publication.

Edition: When the document is a second or subsequent edition, select the date of
publication of that edition.

Reprint: When the document is a reprint, select the date of reprinting. Enter the
original date of publication as part of a reprint note in the note field.

No date: When no date of publication is specifi!d, supply. probable date of
publication by checking references, tables, etc. and selecting the latest date
mentioned. If no probable date can be determined, enter "ND".

Span of dates: When a document is published over more than one year, select the
end dates.

A.I.D. Documents such as Project Evaluation Summaries (PES·s). Evaluation
Summaries (ESts), and Project Papers: Select the date the Mission or A.I.D./W
Office Director approved the document.
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LANGUAGES OF TEXT

Two non-required fields t each with max length of 2.

This field identifies the languages (\f the text of the document being analyZed. It is optional
to enter data in this field if the document only appears in the same language as the title
(i.e., if there is no translated title). If the document is written in more than one language,
use the second language code field.

The specific codes used are up to each site. Regardless of how entered, they will
automatically appear in capital letters. Recommended codes are:

EN. English
ES • Spanish
AR. Arabic
FR. French

If the translation is a separate document, enter only the language of the version in hand and
cross-reference the other language version(s) in the note field. Use the abbreviation "ed."
for edition.

Example: Call number 310.001 is assigned to the English version of a contractor report.
Call number 310.002 is assigned to the Spanish translation of the report.

Document 310.001
Language: EN
Notes: Spanish ed.: 310.002

Document 310.002
Language: ES
Notes: English ed.: 310.001

NOTES

Non-required field, max length SOO.

This field can to used to record informatioD about the document which canDot be entered in
any other field, or to enter a short abstract.

Example: A reference book is published by Gale Research Co.

Notes: Published by Gale Research Co.

EXlm1ple: A document is available in English and in Spanish.

See languages of text above.
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Example: Document titled ·Where There Is No Doctor· is an English translation by C.
Powell.

Notes: Translated from the Spanish by C. Powell; original title: Donde no hay doctor

Example: Originally published under the title: Give us the tools.

Notes: Reprinted from: Themes on Pacific lands by M.C.R. Edgell and B.H. Farrell,
1974, p.S-lS

Example: An A.I.D. capital assistance paper, prepared for the Development Loan
Committee, is entitled "Indonesia: West Java Interim Generation (Amendment)". The lower
left-hand corner has the number A.I.D./DLC/P-I081/2.

Notes: A.I.D./DLC/P-l081 /2

Example: Document is available in both paper and microfiche.

Not~s: Microfiche identification number: AD0023

DESCRIPTORS

Ten non-requir!d fields, max length of 40 each.

Descriptors are subject and geographic keywords selected from I controlled vocabulary to
describe the content of the docl1ment being cataloged. A.I.D. missions may wish to use the
A.l.D. ThesQurus or USAID Classification Scheme for this purpose. Other MicroDIS users
may select any controlled vocabulary of their choice.

Descriptors appear in all capital letters, regardless of how they are entered.

All descriptors in use by each site are maintained in the Subject Keyword Authority File. (A
Y in the left column or this rHe indicates that the term is part or the controlled vocabulary.)
Descriptors can be added to this file either at the time of catalog record entry, or through
the SYSTEM UTILITIES -- MAINTAIN AUTHORITY FILES option.

If more than ten descriptors ue needed, you can enter them in the identifier field.

Data Entry Features and Validation: When you process Data Entry SCreen .3 containing the
descriptors Ind identifiers, an error message will be displayed beside each subject keyword
which does not appear in the 1~:lbject Keyword Authority File. You then have an
opportunity to correct the spelling ..nd/or add the term to the authority file.

r
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Note that MicroDIS does not come with a complete controlled vocabulary loaded into the
Subject Keyword Authority File. Rather, the file contains only those descriptors which have
been checked by ea~h site against their designated controlled vocabulary and added through
the process of cataloging or authority file maintenance.

lDENTlflERS

Ten non-required fields, max lengt11 oj' 40 each.

These fields contain locally ass!Bnt:ct keywords which are referred to IS identifiers. Just like
the descriptor field, the identifier field contains subject and geographic keywords which
renect the content of the document being cataloged. However, these are terms no, !'ound in
the controlled vocabulary selected by the information center for cataloging purposes.
Identifiers appear in aU capital letters, regardless of how they are entered.

A.I.D. project or contract numbers can also be entered here, as can names of institutions
which are not sponsoring agencies of the d~cument, but which figure prominently in the
contents.

Identifiers cannot be entered in the descriptor fields.

All identifiers are maintained in the Subject Keyword Authority File. (An N in the left
column of this file indicates that the term was added as a local keyword.) Identifien can be
added to this file during catalog record data entry. or by using the SYSTEM UTILITIES -
MAINTAIN AUTHORITY FILE option.

IdentiCiers in the authority Cilo can also be converted to descriptors if necessary by
modifying the "N" nag in the authority file to a "Y" flag.

Example: An A.J.D. project paper refers to joint funding of a planned project by sevelal
other donor agencies.

IDENTIFIERS
J. Asian Devlopment Bank
2. World Bank
3. Overseas Development Agency

Example: A report entitled "Hydrographic Study" Cocuses on the Suez Canal.

IDENTIFIERS
J. Suez Canal

Data Entry Features and Validation: When you process Data Entry Screen .3 containing the
descriptors and identifiers. an error message will he displayed ~side each subject keyword
which does not appear in the Subject Keyword Authority File, You then have an
opportunity to correct the spelling and/or add the term to the authority file.
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6.1.4C.l The MlcroDIS Blbllolrapblc Data Entry Sheet

The sample data entry sheet on the following page lists the fields of the MicroDIS catalog
record in the order in which they appear in the data entry screens. The Iheet also includes
sufficient space for jotting down as much cataloging information u you like before
beginning data entry.

Remove this sheet (rom the binding lind make copies as needed to assist in the cataloging
process.
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MICRODIS BIBLIOGRAPHIC DATA ENTRY SHEET

.:
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6.1.5 Dat, Entn 'rorcdyrcs

• 6.1.5.1 Onrvlew or the Data Entry Process

I. Type in the data yoy want to enter in each field:

The highlighted area on the screen indicates the maximum lensth of each field.

When you finish data entry in one field. press the <Down Arrow> key to go to the
next field. (The <Return> key will also take you to the next field.)

2. To correct typing errors:

Move the cursor to the J)i)int at which you want to make a correction. Remember to
use the following keys to move the cursor:

You can then type over. insert. or delete data.

(See Section 2.2: GUIDE TO THE KEYBOARD for more information on how to use
various other keys during data entry and correction.)•

FORWARD to the next FIELD
BACKWARD to the previous FIELD

FORWARD to the next WORD
BACKWARD to the previous WORD

FORWARD to the next CHARACTER
BACKWARD to the previous CHARACTER

<Down Arrow> or <Return>
<Up Arrow>

<Control> + <f>
<Control> + <a>

<Right Arrow>
<Left Arrow>

If you want to cancel the entire record. press Function Key 9 <F'9>.

3. When YOY complete alta entry on nch $Creen:

Press <FS>. Data in validated fields is checked automatically.

If errors are found. a nlShiDa message on the screen teUs you what is wrona. Make
the correction. as described above. and then press <FS> aaain.

If no errors are found. the next data entry screen is displayed.

•
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4. To correct an error on a previous data entry screen:

Finish data entry on all three screens.

MicroDIS then asks:

Do you wish 10 review this citation? <Y>es/<N>o.

Answer <y>es. The first screen is displayed again, with the data you entered.
Correct any errors, and press <FS> to go on to the next !tcreen. If you do not need
to make any corrections on a screen, just press <FS>.

When you cycle through the three screens, MicroDIS asks the above question again.

S. To complete the add process:

No data is added to the catalog database until you are ready to add the entire record.

If you do not want to review the record and are ready to add it, answer <D>O to the
above question.

MicroDIS now creates the record in the catalog database, and adds each author name,
descriptor, major title word, and bibtype code to the appropriate fast access file.
Each of these processes is indicated on the screen.

When finished, MicroDIS displays the message:

Are there more records 10 enter <Y>es/<N>o?

To continue in the same module, respond <y>es. To return to the CATALOG MENU
respond <n>o.

r
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6.1.5.2 nat. Entry Screen .1

Immediately after you select ADD from the CATALOG MENU, MicroDIS displays DATA
ENTRY SCREEN_II (Figure 6.6).

_Figure 6.6:.-- ,

DOCUMENT CATALOG • DATA ENTRY SCREEN '1
......................................................................a..a..a.a..

SITE CCl)E: USAID/WASH
COPIES: 1

fClRMAT(S): _

TITLE

SlCOHD TITLE

.IlIES

CALL NlJ'BER
LOCATIONCS)

III TYPE

...EIl

•

AUlIlOllS1. _2. _
3. _
4. _5. _

cF1) for help, cF2) for euthorlty file., cFS) to continue edd, cf9> to EXIT•

Type the cataloging data into each field as appropriate, following MicroDIS and local
cataloging auidelines (see Section 6.1.4.4) and aeneral data entry procedures (see Section
6.1.5.1).

Note the use of an additional Function Key listed at the bottom of the screen:

<F2> lor authority Iiles

You can use this key at any time to view the authority files I\.Ssociated with the fields on
this screen. For example:

before data entry in a validated field, e.g. to check whether the bibtype code for
directories is OS or 06, or,

a!lu completing data entry for the entire screen, e.g., to check why an error messase
was displayed beside the author field where you used the acronym .CGAR for the
Consultative Group on International Asricultural Research (the authority file shows
that the correct entry is .CGIAR).

When you press <F2>, a sub-menu appears at the bottom of the scrt'en:
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Ffgur. 6.'-, ,

DOCUMENT CATALOG • DATA ENTRY SCREEN "
........................................................................• SITE CODE: USAID/WASH

COPIES: 1
FORMAT(S):

TITLE -

ftCOND TITLE

CALL IIlItBER:
LOCATIONCS): --------

III TYPE:

..

SERIES

AUTHORSt. _
2. _
3. _
4. _
5. _

eF1> for help, eF2> for euthorfty fll.., <F5> to

._._-
Which Authorfty Fil.?............•......•....
sft. Codes
C.U , Preff...
Ifb Type Codes
Acr~

EXIT---

•
As on any menu or list of options, type the first letter of the option you want (e.I., b for
Bib Type Codes). (The authority file display is identical to what you would see in SYSTEM
UTILITIES -- MAINTAIN AUTHORITY FILES.)

When you finish reviewinl the authority file, follow the instruction at the bottom of the
authority file screen to press <F9> to EXIT. You return to Data Entry Screen .1 to resume
keying in data for that record.

Filure 6.7 illustrates DATA ENTRY SCREEN _#1 with data added.
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CALL NUMBER: TDOO·sa·003
LOCATlON(S): DIC·SHELF_ '----

118 TYPE: 06•
Ffgur.6.1 ,

DotUMENT CATALOG • DATA ENTRY SCREEN "
.....................aa ••• m••~ ~

SITE CODE: USAID/WASH
COPIES: 1

FORMATeS): p_

TITLE
Directory of U.S. cour••• fn blot.chnology for developing cCU'trf•••, _

SECOND TITLE

SERIES "'ER

AUTHORS1. -I05TID, _
2. _
3. _
4. _
5. _

eF1> for help, cFe> for euthorfty fll.., <r5> to contfnue Idd, eFt> to EXIT.

When finished with data entry on this screen. press <FS>. A flashing error message is
displayed beside any of th,~ following fields if:

•
(1)
(2)
(3)
(4)

the site code is absent or invalid
the call number is absent or not unique
the bib type code is invalid
the series or author fields are entered using the -acronym
feature. and the acronym is invalid.

Correct any errors (see Section 6.1.5.1). Ind then press <FS> to 80 on to the next screen.
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6.1.5.3 Data Entry Screen "2

Data Entry Screen *2 appears as in Figure 6.8 without data, and in Figure 6.9 with data
added.

figure 6.81- •

DOClItENT CATALOG • DATA ENTRY SCREE" f2
__ _ al • __

PAGINATION: _
LANGUAGE ~; _

NOTES -

PUI DATE: _1_ en"" or Ill)

•

Hft <F1> for help. <F5> to continue edd. <F9> to EXIT.

Figure 6.9. _

DOCUMENT CATALOG • DATA ENTRY SCREEN 12__ _ ••• ......._WlI••Ul· __

PAGINATION: 195p•• 8FPC"dicin PUI DATE: tlJl elY"" or tIJ)
LANGUAGE 1: -- -

2: -
NOTES -
P~l i,hld by: ••tionel Ac~ , ...... "''''i",ton. DC. _

Mit <F1. for help, <F5> to continue edd. <F9> to EXIT.

Although the notes field appears on the screen as two highlighted blocks of 250 characters
each, data can be entered continuously across the two areas (e.g., in the case that the field is
used for a short abstract).

Press <F5> when you have completed data entry on this screen.

A flashing error message will appear on this screen if the pub date is entered incorrectly or
omitted.

After this field has been validated and any errors corrected, press <FS> alain to display the
final data entry screen.
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6.1.5.'- Data Entry Screen .3

Data Entry Screen _3 appears as in Figure 6.10 below. Space is provided for entry of up to
20 keywords. Remember that descriptors (selected from a controlled vocabulary such as the
A.J.D. ThesQUTUS) can also be entered in the identifier fields. but Dot vice vena.

Figure 6.1o, _

DOCUMENT CATALOG • DATA ENTRY SCREEN lJ3............................_.-.................... ...--------
DESCRIPTORS1: _

2: _
3: _
4: _
5: _
6: _
7: _
IS: _

9:
10: -------------

IDENTI FlElS1: _
2: _
3: _
4: _
5: _
6: _
7: _
I: _
9:

10: -------------

Hit <F1> for help, <Fe> to eddIview keywo~, <F5> to atart edd, <F9> to EXIT.

Note the use of Function Key 2 <F2> on this screen. As on Data Entry Screen _I. this key
gives you access to an authority file -- the Subject Keyword Authority File containing both
valid descriptors and identifiers used by your site.

However. on this screen <F2> gives you the option of adding directly to the file. in addition
to the option of viewing existing entries. This means that keywords cln be added to the
authority file dynamically. as you need them.

The process for completing this screen is thus as follows:

I. Enter the descriptors Ind/or identifiers you want to assign to a record.

2. When finished, press <FS>.

3. If MicroDIS does not find any of the descriptor(s) and/or identifier(s) in the
Subject Keyword Authority File, a flashing message beside the relevant term
alerts you that either you have used a correct term but typed/spelled it
incorrectly. or you have used a new term which does not appear in the file.
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4. Press FQnction Key 2 cF2>. If you think you made a mistake in entry. you

can view the file to check the spelling or wording. Or, you can update the
file by adding a new descriptor or identifier. (See details below on these
processes.)

•

S. Press cFS> again when you finish making corrections or adding new
keywords.

6. When all descriptors/identifiers are validated. MicroDIS gives you the option
of reviewing the entire record (the data on all three screens) before finally
adding it to the database.

Details of steps 3 and 4 are as follows.

If any new or incorrectly entered keywords appear on Data Entry Screen _3. a flashing
message will appear beside each relevant term as in the example below.

Flgur. 6. ,, •

DOCUlENT CATALOG' DATA ENTRY SCREEN 13
....................E .

OEseR I PTORS
1: IIOTECNOLOGY lEW ICEnaD OR SPELLlIG EI.OR2: COURSES _
3: _
4: _
5: _
6: _
7: _
8: _
9:

10: --------------

IDENT! FIERS
1: NATIONAL ACADEMY OF SCIENCES NEW ICEYWORD OR SPELLlIlG EIROR2: _
3: _
4: _
5: _
6: _
7: _
8: _
9:

10: --------------

Hit eF1> for h.lp, eF2> to Idd/vfew keywords, eF5> to at.rt Idd, eFt> to EXIT.

When you press cF2> a message a sub-menu appears at the bottom of the screen, providing
options as follows:
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...........-
SUBJECT KEYWORDS

EXIT...................

•
Ffgure 6."e, •

DOCUMENT CATALOG • DATA ENTRY SCREEN Il!...................a.................................................. .....
DESCR IPTORS

1: IIOTECNOLOGY IIEW KEYWORD OR SPELLING E••OI2: CClIRSES, _
3: _
4: _
5: _
6: _
7: _
8: _

9:
10: --------------

IDENTIFIERS Add
1: JlATJONAL ACADEMY OF SCIENCES IIEW KEY View2: _

3:
4: .,--------------
5: .'-------------
6:
7: .'-------------8: _

9:
10: --------------

Mit <F'> for help, <F2> to edd/vfew keywords, <F5> to .tart edd, <F9> to EXIT.

If you select y.~:

You have the option of seeing the entire file listed in alphabetical order, or specifying which
part of the alphabetical listing you want to see. MicroDIS thus asks:

Do you want the <E>ntire Iile displayed. or do
you wa1.ll a <R>ight lruncaled search:

• Respond with <I~>ntire if you want to view the file from the beginning (you will be liven
an option to exit after every IS keywords displayed). Numerical entries (e.I., A.I.D. project
numbers used Ill; identifiers) are displayed first, then keywords beginninl with the letter a,
and so forth.

Respond with <Dight truncated to indicate what specific character or characters you want the
display to belin with, e.I., the letter b, or the letters bio. Enter these letters or characters at
the next prompt

Enter 'alue:

Relardless whether you want to belin the display at the belinning of the file, or It some
specific point in the file, the next messale asks:

Do you wish <A>11 terms displayed. or just <D>escriplors or
</>denliliers?

Finally, you have the option of viewinl the list on the screen, or printinl it out. The next
messale thus asks:

Reporllo <S>creen or 10 <P>rinler?
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•
When you are finished reviewing the authority file, follow the instruction at the bottom of
the screen to press <F9> to EXIT. You will return to Data Entry Screen .3 to retype or
corrtlct keywords.

If the error on the screen was a spelling error (e.g., BIOTECNOLOGY). make the correction
by typing over the erroneous entry and press <FS> again. Proceed IS follows to add any
new keywords.

If yqu select ADD:

The screen is redisplayed with a new panel to the right. Within the panel, the first invalid
keyword is highlighted and you are asked if you want to add the term to the Subject
Keyword Authority File.

Ffgure 6.12, 1

DoctI'ENT CATALOG • DATA ENTRY SCREEN 13................................................................................

•

DESCRIPTORS
1: IIOTECHNOLOGY _
2: CClJRSES, _3: _
4: _
5: _
6: _
7: _
8: _

9:
10: --------------

IDENTIFIERS
,: NATIONAL ACADEMY OF SCIENCES, _2: _

3:
4: -------------
5: ------------
6: ------------
7: -------------
8: ------------
9: -------------

10: -------------

.................................
NATIONAL ACADEMY OF SCIENCES

ldentffferl _t be on the
Keyword Authorfty Ffll. Do
you want to edd th f I tel'll?

<Y... or c".o

m. .
Hft <F1. for help, <F2. to ldd/vflN keywords, cF5. to Itart Idd, cF9> to EXIT.

A similar message would appear if the term were a descriptor. To add the term, respond
<y>es. MicroDIS then displays the message:

Adding term
Hit <Spacebar> to continue list

If at the last minute you decide not ,0 add a term, respond <n>o. You must then delete that
term from the screen.

MicroDIS repeats the same process for any other terms not found on the authority file.

When finished. press <FS> to revalidate the screen and to complete the data entry process.
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6.1.5.5 Completlnl the Data Entry Procels

When all three screens are completed, you have the option of reviewing them before adding
the entire record to the database. If you do not review the record, the fonowing mesSBgeli
appear on the screen to tell you that the record is being created and the fut access files are
being updated:

creating DOCUMENT record ..... (caU .. appears here)

Building last acce~s entries lor AUTHOR lields

Building last access entries lor DESCRIPTOR/IDENTIFIER lields

Building fast access entries for TITLE words

Building fast access entries for BIBTYPES

Building ANCILLARY data Iile (refers to the notes field, if used)

When this process is completed, you can contbue on to add another catalog record by
responding <y>es to the following question, or you can automatically exit out of the ADD
function back to the CATALOG MENU by responding <n>o:

Are there more records to enter <Y>es/<N>o?

6.1.6 What Npxt... An,r ADD

In the normal course of processing, once one or more records are added to the catalog
database you may want to edit your entries. This can be accomplished by using Iny of
several alternatives in the DOCUMENT CATALOG module :

1. go directly into the MODIFY function Ind check each record (see Section
6.2), or

2. 10 to the REPORTS function and print out I paper copy Proof Sheet Report
(see Section 6.S).

Selecting the second alternative results in a two-step process of fint printing or displaying
the new records, and then modifying them.

Once a record is entered, whether edited or Jl~ot. it is immediately available for retrieval,
display and/or printing using the SEARCH fun,;;rhn.

If the item is ready to be checked out, the catalog database record is also Ivailable for
verification as part of the CIRCULATION module check-out procedure.
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6.2 MODIFYING A CATALOG RECORD

Once a record has been entered in the catalog database, you may want to add or change data
in some fields, or correct typographical errors.

By using the MODIFY function, you can change the data in any field except the site code
and call number fields. If a change must be made in either or both of these fields (e.g., in
the instance of copy cataloging from an imported record), use the CATALOG UTILITIES
and select the CHANGE option.

Note that changes can only be made to ODe record at a time, i.e., you cannot globally
modify a common error in several records.

6.2.1 Selectlgg I Resonl to Modify

To modify a record you must first know its site code/call number. When in doubt,
SEARCH for the record by author or title. In the display you will be able to sel! the
identifying code/number.

The first message in MODIFY then asks: .

Enter the SITE CODE and CALL NUMBER 0/ the record
to be modified.

site code:
call number:

Press <F9> to EXIT ...

The local sit~ code is lutomatically displayed. (If you want to modify an imported record
bearing another site code, type over the site code displayed. Enter the call Dumber lnd
press <Return>. If the document identified is not found on the ':: ..:abase, MicroDIS displays
the following message:

Record does not exist lor this site code/call "0.
Hit <Spacebar> to continue

The document identification message is then redisplayed so that you can re-enter the site
code/call number.

When you enter a valid call number, DATA UPDATE SCREEN 'fH is displayed and awaits
your entry of the modifications. The sample screens below (Figures 6.13 through 6.15)
include data for illustrative purposes.
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CALL NlIlIER TOOO·.·OO'
LOCATION(S) Dle'SHELF '------------...

III TYPE 06 -

•
6.2.2 Data Update ScreeD ttl

Ffgure 6.'3~ 1

DOCUMENT CATALOG' MODIFICATION ScaEEN I'_..__ _ _ _--, -------
SITE CODE: USAID/WASH

COPIES: ,
FClIMAT(S): P_

TITLE
Dfrectory of U.S. cour... fn biotechnology for .velopfng cCUltrf.... _

SECOND TITLE

SERIES "ER

•

AUTHORS
1. loard on Science and Technology for InterNtfClNlI Devel~nt. _2. _
3. _
4. _

5•.-:n!"I"l:""~_r=r::___:l'I~_r.::::""'::1:on::::T'I'~rr.:::_"':rI'lI~r::_::::I~::_::~r.:_--Hit <fi~ 'or help, <F2~ 'or authority 'Ilea, <F5; to continue iDal'v,
cf9> to EXIT.

If the changes that you want to make are on screen .2 or screen .3. press <FS> to go on to
those screens.

To chuge or add data, move the cursor to the appropriate field and type ill the new data,
or type over the previously entered data. You do not need to type/retype any other data on
the screen except that which you wish to change.

For example, on the above screen, you might want to correct the bibtype code if it had been
iIlccrrectly assigned during cataloging. Or, you may have received an additional copy, and
now want to enter ·2" in the copy field and change the location field to note two different
locations (e.g., DIC/TR).

Arter you have completed modifications on this screen, press <FS>. "fhe data on the screen
is re-validated as in the ADD process. If any error messages apvear, make the corrections
and press <FS> again.

If no errors are found, DAT... UPDATE SCREEN -'2 is immediately displayed (see Figure
6.14).
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6.2.3 Data Update ScRln .2

Fi..... 6.1', •

~IIT CATltLOG • IIlDIFICATICli SClnl ~-
PAGllIlTiCII: 195p•• lIIPI"dici.. IlUI DATE: WlJI en/let or lit)
LAllGUlGE 1: -- -

2: -
NOTES -P\i»liahtd a.,: htforwl Ac 1 ,P.-..s, Wuhi~ton, DC., _

Nit <F1> for h.lp, <F5> to continue ~ify, <F9> to EXIT.

Again. if the data that you want to change/add is not on this screen. press <FS> to 10 on to
update screen .3.

To change or add data. move the cursor to the appropriate field and type in the new data.
or type over the previously entered data. You do not Deed to type/retype any other data on
the screen except that which you wish to chanae.

For example, siDce originally entering the record, you may have found the date or the
puNication. Or, you may want to add additional Dotes about publication availability.

• After you have completed modifications on this screen, press <FS>. The data on the screen
is re-validated as in the ADD process. If any error messages appear, make the corrections
and press <FS> again.

Before DATA UPDATE SCREEN .3 (Figure 6.1') is displayed. a brief message appears on
the screen:

Rtt,itvi1fg dtsc,ipto,s/idt1lti/itrs, p1tllSt be PQlit1fl.
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6.2.4 Data Update ScoeD .3

,fgure 6.15, •

DOCtMEJlT CATALOG • DI'ICATION SCREEN a................... ..
DESCRIPTOllS

1: IIOTECHNOLOGY _2: CCIUIISES, _
3: _
4: _
5: _
6: _
7: _
8: _

9:
10: -------------

IDENTI 'IERS
1: NATIONAL ACADEMY OF SCIEJlCES. _2: _
3: _
4: _
5: _
6: _
7: _
I: _
9:

10: -------------

Hft e'1> for htlP. e,2> to ~vfew kevwo~. e,S> to atlrt .mdffy.
eFt> to EXIT.

•
Again. if the data that you want to change/add is not on this screen. press cFS>. As this is
the final update screen. by pressing <F5> you complete the modification process•

If you want to change or add data on this screen. move the cursor to the appropriate field
and type in the new data. or type over the previously entered dlta. You do not need to
type/retype any other data on the screen except that which you wish to change.

For example. since originally entering the record, you may have found that you want to add
a new descriptor or identifier. if the new keyword appears in the Subj~ct K~y~ord
Authority File. simply type in the new term(s) and press <F5> to validate the screen and
complete the modification process.

If you want to add a keyword. type in the term and press <F5>. then fonow the same entry
and validation procedures described for the ADD process (see section 6.1.6 above).
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6.2.5 Completing the Modify Process

When all modifications are complete, the entire record is recorded in the database, replacing
the record as originally entered. The following message appears on the screen:

UpdtJ1ing DOCUMENT record

Any of the fast access files affected by the changes are also updated at this time. Screen
messages let you know if any such changes are made.

Upon completion of this praces,;, MicroDIS asks you the following question:

~re there more records to modify (Y/N)?

If you respond <y>es, MicroDIS redisplays the message asking for the site code/call number
of the record to be modified, and the entire process as described above is repeated.

If you respond <n>o, you return to the C~T~LOG MENU, from which you can select other
functions in this module or exit.

6.2.6 What Next", Arter MODIFY

If you wish to edit the modified records, you can go to REPORT Ind print out I paper copy
Proof Sheet Report (see Section 6.S). Note that you will also print any other records added
to the database since you last ran this report.

If you need to modify the site code/call number of any records, 10 to C.4T~LOG
UTILn"IES and use the CH.4NGE function.

As with new records added, modified records are immediately available Cor retrieval, display
and/or printing using SE~RCH.

The modified data will lIsa Ippear in the partial record displayed durinl the
CIRCUL.4TION check out procedure.
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6.3 DELETING A CATALOG RECORD

Removal of a record from the catalog database and from associated Cast Iecess files is
completed using the DELE1'E Cunction.

To delete a record, you need to know its site code/call number. IC you do not have this
number at hand, first use SEARCH to find the record by author or title, and then display it.

6.3.1 $electing I Record for Deletion

When you select DELETE, MicroDIS displays the following document identification message:

Enter the SITE CODE and CALL NUMBER 01 the record
to be deleted

site code:
call number:

Press <F9> to EXIT

The local site code is automatically displayed. Type in the call number and then press
<Return>.

If the document identified is not found in the database, Mic:oDIS displays the following
message:

Record does not exist lor this site code/call number
hit <Spacebar> to continue

The document identification message is then redisplayed so that you can correct any
typographical errors and re-enter the number, or enter another Dumber.
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CALL IIL!MBER: _

•
'.3.2 Cogtlrmlng the Record lor Peletlon

As soon as a valid cRII number is supplied, MicroDIS retrieves and displays the data in
several key fields of the record, as illustrated in Figure 6.16.

Ffgure 6.16, ~_1

The docUMent fl:
SITE CODE: _

AUTHOR 1: _

TITLE: _

COPIES: LOCATION:
PUB DATE: :'/_ PAGINATION: ::::::::.: _

IDo you want to delete this document? <y>••,<N>o .....> _

Review the partial record to make sure that this is the record that you want to delete. Type
in your response to the message at the bottom of the screen:

(I) If you respond <n>o, the following message is displayed:

Document will not be deleted
Hit <Spacebtu> to return to previous screen

• (2)

The site code/call number message is displayed again so that you can either
enter another number or exit.

If you respond <y>es to the question at the bottom of the screen, the following
message appears:

Are you certain? <Y>es/<N>o
A <Y>es response will remove the record!

The screen then alerts you to the process oC erasure as Collows:

Erasing document __ (the call number appears here)

Erasing twlhors from fast access Iiles

Erasing descriptors/identifiers from fast access liles

Erasing title keywords from fast access liles

Erasing bibtypes from fast access files

Document has been removed from catalog.

•
Hit <Spacebar> to ,eturn to previous screen

MlcroDIS Mlaua' - Ver.loa 2.2 Catalol I '-39

.,



•
6.3.3 What Next... Art,r DELED

When a record is deleted from the catalog database, all references to that record are also
deleted from the relevant fast access files (indexes). However, the maiD entry in the fast
access file is not deleted. <an author's Dame, major title words, thfl bibtype code,
descriptors/identifiers). For example. if the descriptor ·courses· was only usigned to one
record in the database. and that record is deleted. the Subject Keyword FlUt Access File
would show an entry as follows:

Hils

o

Fast access key

COURSES

•

To completely remove such ·empty entries· in the fast access files -- entries for which there
are no longer any ·hits· -- you may periodically want to use the CATALOG UTILITIES -
VERIFY FAST ACCESS FILE INTEGRITY.

The best t;me to delete these ·empty entries· in the fast access files is prior to running New
Acquisitions Reports, or entire database reports. There is no reason or need to delete them
otherwise. (See the section on CATALOG UTILITIES for further information on this
process.)

• MlcroDIS Maaual - VersloD 2.2



•

•

6.4 SEARCHING THE CATALOG

The primary purpose of creating and maintaining a catalog is to assist staff and users in
determining whether certain materials are available in an information center, and if so
where to land them.

This sub-sectj"n describes the process involved in using MicroDIS SEARCH to locate
materials in a MicroDIS catalog, focusing on both similarities to paper-based card catalog
search procedures and distinctive MicroDIS features.

6.4.1 UsiAI a CatalDI tp find Dp"ments -- Oyen"ew

The process of using a catalog to find documents involves a combination of logical thinking
and use of certain search tools and techniques.

In this process, a user has a mental idea or description of what he or she wants. Similarly,
catalog records (on cards, lists, or in a database) contain descriptions of each document in a
co11ectio!l. The objective is to be able to identify and retrieve all user descriptions and
document descriptions that match.

Catalogs are organized to facilitate this process by making it possible to find potentially
relevant documents based on a match of only one aspect of the catalog description. Card
catalogs, for·example, are physically arranged by author name, by first major tide word, by
subject, or by all three. Online catalog databases also provide options to search by these
three criteria, and usually by sevenl other criteria as wen (e.g., publication date, any title
word, publisher, etc.).

Once a record or set of potentially relevant records is identified, the user must review the
entire document description (author, title, publication date, edition, etc.) to determine if it is
exactly what he/she wants.

One drawback to this process is that often people don't think in the same way that catalog
descriptions are written. The result is that documents may be available, but the user does
not find them in the catalog because they are not described in the way in which the user
expects to find them. It is therefore important that anyone searcbinl a catalol be able to
think ,hroulh the alternative ways in which a name, word, or subject may be entered or
spelled in the catalog.

For example, a user may look for a report by the author Haven North, but in the catalog
the name is recorded as North, W. Haven. Or, a user may try to imd materials on ·private
enterprise·, but the subject keyword used in the catalog for materials on that subject is
·private sector·. In such cases, the user might walk away thinking that no documents are
availab!e which match his/her interests, when in fac! there are.
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Catalogs are thereCore usually supported by some additional quick reCerence tools and
techniques to help overcome some oC these potential difficulties. Lists of authorized
spellings and standardized subject headings (authoTity Iiles) are commonly provided.
Computer-based catalogs also often provide lists of every author Dame, title word Ind
subject keyword which actuaJly appears in the catalog (indexes or last access files).
Searching by a partial word/name is also possible. Such tools and techniques used in
MicroDIS SEARCH are discussed later in this section.

In addition to the potential for not finding documents which are relevlDt to a user's interest,
it is also possible to identify many records which are not relevant. Since the user must look
at each record to determine which documents he/she wants to locate, it is important to
minimize the number of totally irrelevant records retrieved in a search (in computer-based
searching, these irrelevant records are commonly called false hits).

When using paper-based card catalogs, where users can only search by one criteria at a time
(author, title or subject), it is difficult to overcome this problem. With computer-based
catalog searching, however, it is possib!~ to gain more control over how many or how few
records are retrieved by searching on mu;ti~le criteria at the same time.

For example, in computer-based catli~og searching, a user can specifically look for
documents on "denhnrf) finance in Kenya written sjnee 1984. The computer does the
work of finding only those records in the catalog which match all three ~'dteril.

The process of combining several criteria in one search makes use of a technique generally
referred to IS Boolean searching. In MicroDIS, the two commands that are used in this
process -- AND and OR -- are reCerred to as connectors. This process is also discussed in
greater detail later in this section.

6....2 Selrchlng for Cllllog Records

To search for catalog records, you enter a search request in the highlighted areas of the
MicroDIS SEARCH SCREEN.

To access this screen, first select SEARCH Crom the CA.TA.LOG MENU. A messale appears
as follows:

MICRODIS -- Search
Do you WlUlt search help <Y>es/<N>o?

If you would like to read a summary of the procedures and options described in this section,
respond q>es. This message is several screens in length. You can 10 forward throulh the
screens, as well as backward to review a previous screen.
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If you respond <n>o, MicroDIS goes directly to the SE.4RCH SCREEN (Figure 6.17).

Figure 6.'7"""iiiiiaiiiaiiiiiiiiiiiiiiiiiiiiiiiiaiiii'iGiii'iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii'iiiiiiiiiiiiiii-:-1.....................................: .
MfcroDlS •• S••rch Screen

CON: connector A (.nd) or 0 (or)
TYPE: ffeld type , • aubJect keyword 2 • title word

3 • euthor 4 • bfbtype code 5 ••ft~ code/c.ll nulber

VALUE: the tenw to •••rch for (use. for rfght truncltfon)
.uthor Icronyllll lilly be used h.r•........&.~ ..

CON TYPE VAWE

A p&I:ldIt. O. _ _,_ (yy/lll!)

Hft <F1> for help
<F2> to vfew f••t ICCI•• fft ••

cF5> ~o .t.rt •••rch
cF9> to EXIT

•
The information in the box at the top of the screen provides a brief summary of how tn use
each of the highlighted areas at the bottom of the screen. The blank lines in Figure 6.13
correspond to the highlighted area on the screen. At the bottom of the screen is a line
indicating how to use certain Function Keys «FI>, <F2>, <FS> or <F9» during the search
process.

You type a search request into the highlighted area, moving from left to right across the
screen.

It is not important whether you type in upper or lower case; MicroDIS displays it in upper
case.

Each completed line expresses one search statement (a line of information specifying what
you are looking for).

There is enoulh space OD one screen to enter and connect up to five search statements (with
the option of continuing on additional screens). If your search includes more than one
search statement, you can think of the sum total IS a search straten. Note that if you enter
more than one search statement, but do not connect it to the next, MicroDIS nevertheless
assumes a connection (see Section 6.4.2.3 below).

The features of the screen are best understood in the process of usinl it. The following
section describes the steps involved in completing a simple search (one statement).
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6•••2.1 Completlnl a Simple Search

For a simple search, you only need to enter one search statement (line). Use a simpl~

search, for example, to find all materials by one author.

STEP I:
Take a minute to think about what you want to find. It may save some time
and help to avoid finding inappropriate references.

Remember that what you are looking for may not be entered in the database
record in the same way as you think it will be. This is especially true of
author names and subject keywords (descriptors/identifiers). For example,
you may be looking for documents by Carl Eicher, but the author's name is
in one record as Eicher, Carl ~d in another record as Eicher, C.

There are several ways of making sure that MicroDIS is able to match your
interests against what is in the database records.

(a) Make sure that you follow whatever Cormat is specified for the
information in each field (see Step 4 below).

(b) Truncate a name or word if you are uncertain about how it is entered,
typing the characters or numbers you are certain of, following by an
equal sign (-), e.g., Eicher-.

•
(c) Press <F2> to do a preliminary check of what names/title

words/descriptors/identifiers/bibtype codes appear in one or more
records in the database, and how they appear. Use of the fast access
files for this purpose is described in more detail in Section 6.4.2.2.

STEP 2:

STEP 3:

CON. A connector links one search statement to Inother. When beginning a
search you do not need to enter a connector as there is no previous statement
to connect with; in this case, press the <Down Arrow> or <ReturD> to skip to
the next highlighted area.

TYPE. Type refers to the type of information you are looking for, or in
oth,r words, the field(s) you want to search in. Enter one of the codes in the
box at the top of the screen. Note that for TYPES 1-4, you are actually
searching the fast access rile associated with those fields:

I Subject Keywords (descriptors and identifiers)
2 Title, Second Title or Serial Title
3 Author
4 Bibliographic Type
S Site Code and Call Number
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These are the only fields you can search. If you do not enter a
number, MicroDIS assumes Type I (Subject Keyword). After you enter
TYPE, the blinking cursor moves to the next highlighted area.

STEP 4:

VALUE. Value refers to the specific information you Ire searching for of
the type you indicated above. Note the format for entering information of
each type as follows:

o Subject Keyword -- type in a descriptor (controlled term) or
identifier (non-controlled). Project and/or contract numbers may also
be entered if used by your site as identifiers.

a Title word -- enter any SINGLE major word in a title. Do not enter
In entire title, two or more title words, or a number. •

o

•

o Author -- follow either of the following formats to ensure that you
find everything by a specified author:

last name, first initial
last name-

Bibtype -- enter one of the bibliographic type codes in use by your
site to find a specific type of document, e.g., Innual reports,
evaluations, design papers, etc. This field of search is usually only
searched in connection with another search statement (e.g., to narrow
documents found to one bibtype category).

o Site code/Call number -- enter in one of the following formats:

(a) For local site codes:

-call number (where preceding - stands for the site code)

or

-call Dumber prefix- (where ending - stands for all call
Dumbers with that prefix,
e.g., -AGR-)

(b) for imported records bearing other site codes:

site code call number

or

•
site code call number prefix-
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~: if the site code is less than 10 characten,
enter site code plus enough blank spaces to equal 10
characters -- caH number begins It II th position -
there is DO punctuatioD between the site code and call
Dumber.

STEP s:
Check what you have entered and make any changes or corrections.

STEP 6:
Press <FS> to tell MicroDIS to begin searching for the specified information.
A message is briefly displayed at the bottom of the screen:

Search ;s underway...

This message is then replaced by one saying:

Searc!:ing lor .•. followed by the VALUE

The number of records found for that VALUE is temporarily displayed
under this message.

When finished, the number of records found is displayed at the right of the
screen under the headings Found and Total. In a simple search, the Dumber
FOUND and the TOTAL wiU be identical.

STEP 7:
A new message is displayrd at the bottom of the completed search screen IS
follows:

View the documents Continue search Start Q n~w starch EXIT

As in other MicroDIS menus and lists or optioDS, press the first letter or the
option you select. (Or press the <Right/Left Arrow> keys to hiahliaht the
desired option and then press <Return>.)

VIEW. To display a short citation (title Ind can Dumber) of the records
found, select <V>iew. After displaying IS many short citations as will fit on
the screen, MicroDIS then dis;tays another set of choices:

Forward Backup Print New view Mark lor print EXIT

See Section 6.4.3 for details on each of these options.
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CONT/NUE. To connect tile search statement you just entered to another.
new search statement. select <c>ontinue. The search screen is redisplllyed.
including a line showing how many records you have already found. This
procedure is discussed in Section 6.4.2.3 below.

START. To enter another search statement without cODnecting it to the
search statement you just entered. select <s>tart. The learch screen is
redisplayed.

EXIT. To exit back to the CAT.fLOG MENU. select <e>xit.

~: If you forget to fiII in a TYPE before pressing <FS> to start a search.
MicroDIS assumes that you want to look for a subject keyword (TYPE I). If
you forget to add a VALUE before pressing <FS>. it begins • .search. finds
nothing. and then prompts you to view/ continue/start/or exit.

The SEARCH SCREEN appears as (ollows when you have completed a simple search
(Figure 6.18):

Flgur. 6.,a~ ,
.................................-............-....._....... -

MieroDlS •• ".rch Icr..,.

COlI: connector A (.nd) or 0 (or)

TYPE: field type , ••~ject keyword 2 • title MOrd
3 • euthor 4 • bfbtype eode 5 ••ft. eadl,c.ll Nllber

VALUE: the tel'll to •••reh for (us•• for right tlV'C.tion)
euthor ecr~ .y be used her•................................*................................ . ........

• CON TYPE VALUE
3 MJlJI, A•. _

A pajIdIt. en _ _,_

FO&n:t, Tot.l,

..................................................__..._........
I Vf.., th~ doc~tI I Conti,.,. •••re" I St.rt • new •••ret! I EXIT suret! I..............................................................................

6.4.2.2 Pre.lewla. the Coateats 01 Searchable Fields

In order to avoid fruitlessly searching the database for author nlmes. title words. subject
keywords or bibliographic type codes that do not appear in any record in the catalog
database. or. to check spelling and form or entry before entering a VALUE. you hive the
option of browsing MicroDIS' fast access files.

Fast access files contain each author name. title word. bibliographic type code and subject
keyword that appears in the catalol. with internal pointers from each entry in the file to the
record in ~hich it appears. The purpose of creating these files is to make it futer for
MicroDIS to find records in the database. much IS you would use the index of I book to
quickly locate specific information in the text.
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However, these Cast access Ciles are also Ivailable to you as I tool Cor ·previewing- the
contents oC the searchable Cields.

The Cile also indicates how oCten a word, name or Dumber is used, but YOU cannot retrieve a
record throuah the (au access (Ue. Just check the Ciles to see what
names{words{codes{keywords appear in the catalog and how they art! spelled or entered.
Then return to the SEA.RCH SCREEN to enter the inCormation as a VALUE.

Note also that you cannot partially enter a search statement, then go to I fast Iccess file,
and then return to the partially completed screen. What you had typed in will be erued and
a new screen displayed. IC you want to look at a Cast Iccess file, it is best to do it before
you type anything.

To look at one or more fast access files, you must have a SEARCH SCREEN displayed in
front of you. Then press <F2>. The SEARCH SCREEN is temporarily replaced by the
following menu (Figure 6.19).

Ffgu,.. 6.19 •

_ -.._ _-....... _ _. -
tIIic,.aDlS •• SEA.ell SCr.,

COlI: COMeCtO,. A C-.f) or 0 (0,.)

TYPE: field type 1 ••",jeet ttY"'Ord 2 • title word
3 • IUtho,. 4 • bfbtype code 5 ••ft. code/c.ll ....,.

VALUE: the te,.. to ...,.c" fo,. (UI•• fo,. ,.Ight tlV'C.tfon)
eutho,. ec,.~ .y be Uled h.,.•

.....................P ~ .

• COlI TYPE VALUE

A pubdet. c.. _ --,__
Mit cF1. fo,. help

~'2. to vfew J••t ecc••• ffl••,

-_..._-_..
Whfch F••t Acc... Ffl.?.......•..•...........•..••.
SII:llect l..,.rdI
Tft • '10'"
Autho,..
Ilbtype Codea

lIn_..- _ _ .

To view a Cast access file, enter the first letter of the desired option. Note that some files
inc:lude the contents of more than one field:

I SUbject Keywords -- includes descriptors, identifiers
2 Title Words -- includes second title, serial title words (no numbers)
3 Authors
4 Bibtype codes
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A new message is displayed on the screen, indicating the name of the ille you have chosen
and the following question:

Do you want the <E>"tire Iile displayed or
only <P>art 01 the lile displayed:

The contents of the files are displayed in alphabetical (or numerical) order.

Therefore, if you select <e>ntire, the display begins with ·a....• or ·01..••.

If you select <p>art, you elect to display only I specific part of the file. In this cue,
MicroDIS then asks you to:

Enter the letters/nlb'!'lbers you want to start with:

Type one or more letters or numbers to indicate what part of the rile you want to look at
(e.g., I single letter to view all the terms beginning with that letter. or several letters to
display only the terms beginning with those letters). For example, to I\)ok at the subject
keywords containing the same root (e.g., agricultural economics, agricultural extension,
agriculture, etc.), you could type in -agric·.

Next MicroDIS displays the question:

Repor: 10 <S>creen or to <P>rinter

If you select <s>creen, the contents of the file are displayed on the screen, filling one screen
at a time. At the bottom of each screen you have the option to:

Hit <S/~~!Jar> to continue or <F9> to EXIT

If you select the <p>rinter, you are ask~d to align the printer paper (i.e., so that printing
begins at the tOP of the page) and then !() continue. The rile is then printed in full or in
part, as you rtequested.

Regardless of the file you select, each display includes two columns of information.

The first column indicates how many times the term has been used in the databue, and the
second identifies the specific name, word, subject keyword or bibliolraphic type code.

When finished viewing fast access files, exit back to the SEARCH SCREEN.
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6....2.3 UIIDI the CODDedor

In MicroDIS, it is possible indicate how general or specific your information needs are. In a
broad search of the database, for example, someone may wa~~ t to know about everything
availablt about or by:

subject A or subject B or subject C ... or,

author A or IJUthor B

In a specific or narrow search, someone mlP.y want to find documents on:

subject A, but only i/ it concerns country B1 ... or,

subject A, but only i/ published since 19841

Even more specifically, a user may ask (or:

documents on subject A or subject B. only i/ they are e'a/&llJlions
and published in the last two years

MicroDIS' computer-based searching is well suited to (inding out if any materials in an
information center's collection meet these needs. T:te technique ;~ed is referred to by
various names, but in MicroDIS it can be simply thought or as connectin, two or more
search statements. The connection is made by typing either A or 0 in the connector (CON)
area of the SEARCH SCREEN.

o -- OR instructs MicroDIS to search ror all records containinguy of the values that you
are searchiDI for. OR is thus useful in b~oadeninl a searches to find as many records as
possible related to your area of interest.

For example, in searching for aU documents authored by the World Bank or International
Monetary Fund, MicroDIS would find the set ()r ~ocuments authored by the World Bank (Set
I), and then find the set authored by the In~ernational Monetary Fund (Set 2). Finally, it
adds the two sets together to ..ive you the total number of all records appearinl in EIT;IER
previous set (Set 3, excludinl duplicates). This can be represented Inphically u follows:

let]

Set'

WOIlLD lANK

letZ

•MTERNATJClIIAL
MONETARY AM
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A -- AND instructs MicroDIS to find only those records containinl ALL specifierS values
that you are searchinl for. AND is thus useful in narrowinl a searches to find just those
records that match all search criteria.

For example, in searchinl ror documents on the subject of vaccination prolrams in
Guatemala, MicroDIS would first rind the set of documents concernilll ~-.cciutiODS (Set I),
and then rind a second set on Guatemala (Set 2). Finally, it compares the COIItents or the
two sets; the total number of records found (Set 3) includes only those records which appear
in BOTH previous sets. This can be represented graphically as rollows:

let'

letZ

YACCIIlATlCIIS
let 3

UTEJW.A

If userul, AND and OR can be combined in the same search, but it is important to be clear
about the order in which you want MicroDIS to search the specified fields. e.,.,

subject: project 5180005 OR subject: project 5180010 AND:
bibliographic type: 17 AND publicQlion dme: sinc#! 1984

MicroDIS performs a search in the order in which it is specified. ad appIie3 the AND or
OR to the last set of TOTAL records found. Therefore, if the above search were typed in a
different order, a Quite different (and inappropriate) set or records could be round.

To enter anyone of these search stratelies in the SEARCH SCREEN. remember NOT to
enter a connector on the fint line of your search (as you are not coanectiDl that statement
to anythinl).

When you have completed enterinl the search stratelY, press cF5> to silnal MicroDIS to
start the search. MicroDIS follows the lime process as described (or a limple search, but
with one difference. The number FOUND is the number o( records coatainial only the
sinlle value specified in each line. The TOTAL is the number o( record.~ which conta;ll
either or both values, as linked by your ("onnector.

A completed screen woulcJ look like the one below (Filure 6.20).
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,FI.... 6.20, ,

- .lcl'ClDlS •• SEMeN SC,...,

all: CCIN'IICtor A (end) or a (or)

TYPE: ffeld type 1 • l&bject keyword 2 • title wl"d
3 • -mtor 4 • bfbtype coCIe 5 • lit. CClde/C8ll ....r

VALUE: ttl. t.MI to ..erch for (us•• for rfght tnftltlon)
euthor Kr~ -.y be used h.reres__ .

all TYJ'E

3
o 3
A 1

VALUE

WllILD 10K
ImRIlATlCIIlL DETART F\III)
AGlI QILTURAL ClEOIT

,CIIfti

10
15
50

Totel

10
Z5
10

•I VI... ttl.~. I Contf..- ...rch I Stert e NIl ...rch

CONTINUING A SEARCH:

EXIT ...rctI

•
If you waDt to modify your lISt search statement or search stratelY by cennecbDl it with a
r'!w statement. you can elect to cc>ontinue the search. When you select this option.
MicroDIS redisplays the SEARCH SCREEN. but now shows the number or records round in
the previous search.

Since you want to connect the first statement on this screen with the set or records
previously round. belin this screen with a connector. Then proceed as ror any search
screen.

For example. ir you searched for all evaluations (bibtype) concerned with any aspect of
agricultute (subject keyword). you may have retrieved more records than you care to
examine (e.I.• 200). You could then elect to cc>ontinue the search to limit the documents
round to only those published since 1914 (pubdate). The new statement entered would
appear u: A pubdalt> 84.

Or. you may search on inCant mortality (subject keyword). but only rind one or two records.
You could then elect to cc>ontinue the search to also look ror document! on child mortality
(subject keyword). The new search statement would appear u: 0 1 child ",orttJlity.

IC. by continuing a search. the new total round is 0, MicroDIS provides an additional option
at the bottom or the screen to:

BtlCkup to prt,ious rtsults

Ir you cb>ackup, the SEARCH SCF..EEN is redisplayed with the previous (non-zero) total
found. You can then continue on to modify that set, or. by pressinl cF.s> without enterinr.
any additional search statements, display that set or records found.
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NARROWING A SEARCH BY DATE OF PUBLICAnON:

Near the bottom of the SEARCH SCREEN is a separate line to use if you Wlnt to limit the
documents found to only those published before a specified date, QJl a spr.cified date, or
arw: a specified date.

The only connector that you can use with pubdate is AND, and hence the connector area is
already filled in with an A.

In the next highlighted space, enter the symbol for the date range that you want < for any
date before. - for any date the same as, and > for any date after the one you specify.

In the last highlighted space. enter the year and month. if relevant, of the publication date
as two-digit numbers. For example:

to find documents published after 1984, enter:

to find documents published before 1984, enter:

to find documents published during 1984. enter:

to find a document published in January 1984, enter:

> 14/

< 14/

-14/

-14/01

•
6.~.2.4 Other Search Techniques

USING A TRUNCATION OR ·WILDCARD" SYMBOL (-):

One technique that can be used is referred to IS word or number right truncation. This
technique is useful for aeneral, broad types of searches. or in cases where you don't know
how an entire Dame or word is spelled.

Any tim~ that you want to specify that you are looking for any Dames, words or numbers
that beain with the same characters or numeralS, you c&n truncate the word or Dumber as
follows:

. (1) type as much of the word or Dumber as you like (e.a., irril)
(2) followed immediately by an equal sian (e.a., irria-)

MicroDIS then finds C!.II.X name, word or Dumber which belins with the specified
characters, but has Iny possible ending (e.a., irriaated farmina, irriaation. irri.ation
equipment. irri.ation system construction, etc.).

As another example. there may be several subject keywords relevant to trad~ (e.•.• trade
quotu, trade a.reements, trade regulation). To rind an documents on all topics beainning
with trade, type in tradf:-.
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~ that you need to include as many characters as necessary to distinguish what you are
looking for from other words which may have a similar beginning. To use the above
example, if you only type in trad-, you may also find documents dealing with subjects such
as -traditional farming- or -traditional h~lers.·

Another use of this technique is in searching by author name (e.g., if unCt~rtain how to spell
-Rondinelli-, you could enter -Ron.-).

SEARCHING WITH AN AUTHOR ACRONYM:

To search by an institutional author or sponsor (e.g., search by TYPE 3/AUTHOR- for
documents sponsored by the International Monetary Fund), it is possible that you may not
need to type in an entire, lengthy name.

When specifying the name, fin.t type an equal siln (-), then the acronym for the
institutional author. Provided that MicroDIS can recolnize the acronym (by checkinl the
Aulhor/S~ries Acronym Authority File), it will 10 ahead and search for au documents by the
full name of the institutional author.

For example, to find all documents authored/sponsored by the Consultative Group on
International Alricultural Research (CGIAR), type:

-eGIAR

If this does not work, the acronym may not be used by your site (i.e., it is not in the
authority file); try typing in the full name of the institution.

6.4.2.5 Some Common Search Statements and Strateales

Althoulh it is theoredcall~ possible to individually search every Cield, or to combine I
search oC Jne field ~"'ith any other field, only certain searches really make sense or are likely
to be needed. .

The followinl list includes some of the most .-.:ommon search statements and stratelies that
are likely to be used.

1. To find all items by a specific author

AUTHOR

2. To find all items by a specific author, published since I specific date

AUTHOR (AND) PUSDATE

3. To find one item by • specific title

TITLE word (AND) TITLE word ... etc.
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4. To find all items in a specific series

TITLE word (AND) TITLE word ••. etc.

S. To find as many items as possible on I subject or leolraphic area

SUBJECT KEYWORD

SUBJECT KEYWORD (OR) SUBJECT KEYWORD ..• etc.

CALL NUMBER (prefix-)

TITLE word (OR) TITLE word •.. etc.

any combination of the above, connected by OR

truncate a subject keyword

6. To find limit items found on a specific subject

SUBJECT KEYWORD (AND) SUBJECT KEYWORD ••. etc.

SUBJECT KEYWORD (AND) PUBDATE

SUBJECT KEYWORD (AND) AUTHOR (sponsorinallency)

SUBJECT KEYWORD (AND) BIBTYPE CODE

Iny combination of the above, connected by AND

7. To find all items on I subject, concerning I country or aeolrlphic arel

SUBJECT KEYWORD (AND) SUBJECT KEYWORD

I. To find all items on a particular project

IDENTIFIER

9. To find all items on a particular project, of I certain bibtype

IDENTIFIER (AND) BIBTYPE CODE

10. To find all items on two or more subjects, concernina one country

SUBJECT KEYWORD (OR) SUBJECT KEYWORD
(AND) SUBJECT KEYWORD (country name)... etc.
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6....3 Displaying and Printing R"ords Found

Whenever you are ready to display the records found by your :earch on the screen. or to
print them. select YIEW documents from among the options listed at the bottom of a
processed SEARCH SCREEN. MicroDIS retrieves the bibliographic citations for the
TOTAL number of records identified as a result of the last search statement.

As soon as you select YIEW MicroDIS begins displaying the records u they are retrieved.
Each record is numbered as Retrieved record .. ..• Ind includes only the title and call
number.

After displaying as many citations as will fit on one screen. MicroDIS stops and lists a series
of options (Figure 6.21) at the bottom of the screen.

Ffgur. 6.21.........._. _ __ __ '81. _

I Forward I IKkup 'Prfnt I II.., vf.., I "rk for prfnt I EXIT...._s..·· _ __ _. . _...
DISPLAY1NG RECORDS ON THE SCREEN:

Select <f>orward to continue looking at the records on the screen in the IImf~ for.nat.

Select <b>ackup to redisplay the records on the previous screen (if the records displayed
span several screens).

Select <n>ew view to look at the records on the screen. but in a different format. The
following choices of formats are then displayed:

Ffgure 4.22, •

Whfch cftltion vf..,fng fo~t would you lfk.?

1 ••• Mort fortI • c.ll rueer end tftl' only
2 ••• brf.f fOrtI • Ibov. plus IUthor, PIIfnetfon, ~t., l.....
] ••• long fo", • ewrythf". .xcept keywordl
, ••• ca.pl.t. cftetfon

Th. current vfewf". fo~t NIIlbtr fl 1

new yflilt". fo~t _

Itert wtth record ,

Enter the number of the format you want to display the records in. You can stlrt the
display with any record by entering the retrieved record .. thlt you Wlnt to stlrt with.

Note that formats 3 and 4 include the name of the field (field til) as well as the
information in each field displayed. The complete citation (4) includes
descriptors/identifiers. These take lonler to retrieve Ind display.

Therefortl. only select this option if you are sure that you want it or need it.

• MlcroDIS Manu.1 - V.rslon 2.2 Cataloa I 6-56



•

•

MARKING RECORDS DISPLAYEO FOR PRINTING:

Another option available to you is to <m>ark selected records for later printing. IC you
select this option the bottom of the display screen is cleared and the following question is
displayed:

Enter Ifumber{s) 01 records you want to print

Enter the number of the record you wish to print and MicroOIS will nag it. Repeat this
procedure for aJI records you wish to mark.

PRINTING RECORDS FOUND:

If you select the option to <p>rint, MicroDIS displays the following:

Figure 6.221, 1

_ _ ••_ ••_ _... sse

Which retrieved recorda to you MInt to print?......................•..•........•..•............................••.•..•..•..
ALL .e.rch result.

MAlKED recorda fr~ r"ul t.
ONE apecfffid record

EXIT. return to ••Irch browaing.................................................................. ...

If you select <1>11, all records found in your search will be printed.

If you select <m>arked, only those records which you marked while browsing the search
results will be printed.

If you select <o>ne, MicroDIS asks you to specify which record is to be printed.

IC you select <e>xit, you can return to displaying the records on the screen, or then select
(rom among other options to continue the search, start a new search or Quit.

If you select any of the first three, MicroDIS displays the PRINT FORMAT SELECTION
MENU (Figure 6.23).

The first four print formats are identical to the four formats you can use in displaying
records on the screen.

The next two print formats do not contain field names (field tags). The call number, title,
author, pagination and publication date are printed in paragraph Cormat. All citations
requested are then sorted in call number order by author's last name or the first word in the
title.
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The last print format, Prool Sheet, lists all field tags in • column It the left of the pige in
the order in which they are presented on the Dtlla Entry Screens. Each IIg is followed by
either the data entered in that field, or by a blank line iC the field was left empty (see page
6-64 for an example). This format is intended primarily for use in proofreadinl/editing.

Ffgur.6.25, ,--- --. -- __ _-.,----
Ylich prfntlng fo,.t MOUld you l flte?.............•...............................................•...••........•.•

Short fonn
Il"i ef fo""

LClI'lI fonn
COMPlete cft.tion

Tftle ffrlt biblfOlr~fc fon.
Author ffrlt biblfOirephic fo~

Proof ahNt

EXIT Mithout printing

C.ll r end title only_ _ __.__ -

After selecting the desired Cormat, MicroDIS asks:

.Report /0 <P>rinter or to <D>isk?

If you select cp>rinter, you will see the following message:

Please set up the printer - hit <Spacebar> to start report

If you select cd>isk, MicroDIS will provide the following option:

This report will be saved in a file named SEARCH.TXT
If you WDllt it saved in a different file. type the name
now. up to tight letters. Just hit <CR> to lISt SEARCH.TXT.

File name --->

This option enables you to incorporate the search results into I report or memo, ~ftd/or edit
them using I word processor. When you have completed displaying or printing ret'luds and
elect to ce>xit, MicroDIS redisplays the following options:

Figure 6.23•......~ .
I View the doc~ntl I Conti~ •••rch I St.rt • new ••~rch I EXIT •••rch I
••••••••••••••••••••••••E .

• Mlc:roDIS Manual - Version 2.2 Ca.alOII 6-S8



•

•

6.5 REPORT ON CATALOG DATABASE

The REPORT runction enables inrormation center starf to periodically view and/or produce
print-outs or aU or part or the catalog database.

There are basically three types of reports available:

(I) Prool Sheet: a printout of each record added or modified siDce the nport was last
run. listing each rield name in the same order as in the data entry screens, rollowed
by the data entered in that field; userul for editing.

(2) New Acquisitions: a list or all records added to the catalog database within a
specified range or dates; userul for alerting patrons to new materials available in the
information center. or supplementing annual or bi-annu'll reports on the content or
the entire database.

(3) Shell List, Author Report, Tille Report, Keyword List: a list or all records in the
database, sorted by either call Dumber, last name of author, rint major word of title.
or keyword.

Depending upon the number or records in the catalog database. the prace!s of printing the
reports listed after (31 above can be extremely time-consuming. and may require I high
speed printer or other special printing arrangements (contact the MicroDIS technical support
group in Washington D.C. ror information). In leneral. it is not recommended that the
author, title or keyword report be printed fvr databases exceeding 500 documents.

In addition to variations in intended use and rrequency among these reports. there are also
differences in print formats (i.e.• the way the record appears), and options for displaying the
report on the screen or copying it to either a hard or floppy disk.

Each of these reports is discussed in det~JI below.

~: Wlfen printing any of the following reports, usen sometimes encounter problems with
their printer (e.I.• uneven paper tension resulting in jamminl of the printer). Be sure to
check the position of the printer -- the paper should be able to flow evenly in and out.
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6.5.1 $electing , Report

After you select REPORT from the CATALOG MENU. the CATALOGING REPORT
MENU is displayed on the screen (see Figure 6.24).

Figure 6.2''- .

--........-...._.-•• :ATALOG REPORT MENU -_......... --

Shelf LIlt
Proof Shut

New Acquflftfona
Author Report

Tftle leport
Keyword Li.t

EXIT

Dflpl.y/prfnt collectfon 0I'W1d by CALL IUCIEI......._.. -- _ _ _ .

From this menu. select the report you want to produce by typing the first letter of that
option. (e.g.• <p> for Proof List).

• Nw of R'POrt fr!ClJ!OCV All/Pert af D.t'bI" 'cr""· prfnt,r pflls··

Shelf Li.t '·2/ye.r ell or pert yea yea yea

Proof Shut any tf. pert no yea no

Mew Acquf.ftfcna ~thIYlqtly. pert no yea no

Author Report ',Z/Yllr ell or pert yea yea yea

TiUe Report '·Z/ye.r ell at- pert yea yea yea

Keyword Li.t '·2/Yllr ell or pert yea yea yea

Any reports directed to the Screen (.) provide an optional exit It the end of elch screen.
~~C'orts directed to the Printer or Disk run continuously.

Reports directed to the Disk (••) may be copied either onto a hard disk or noppy disk.
though the latter is only useful if all records will fit on one disk. Selecting the Disk option
enables you to edit the report and include it as part of a larger document. using word
processing software.
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6.5.2 Produc;lng' Shelf List R'Port

The Shell List Report lists each record in order by call number. You can specuy whether
the report should include all or part of the database.

Production of thb report for the entire database can be extremely time consuminR.
However, if ~he classification scheme is subject-based, it is possible to print one subject
class at a time, thus minimizing the length of time that the PC is tied up while printiDS (see
Section 6.S.2.3 below).exceeding sao records CODtact the MicroDIS Technical Support Group
in Washington, D.C., for more information before proCeet~iDg to run this report.)

Each record is presented in the following format

CALL NUMBER
TITLE
AUTHOR

For example:

LOCATION:

Figure 6.25
1

MicroDIS •• - SMELF LIST report 06/12/aa

Development of Lltfn -'-ricln Prfvlte Enterprf.e
Irlndenburg, Frink

PN-AAM'456 LOCATION: DIC

SCllIle probl_ In operltfng I lOlln prOllr... for crlft and _r,f",
iraatrl..
Wf lion, Middleton•

PN·AAC·810

PN'AAP-990

LOCATION: DIC

LOCATION: DIC

-...

•

MInIg...nt trlfnfng fn the Ivory COI.t : Itretegy for the lurelU for
Prfvete Enterprile of the U.S. Agency for Internatfonel DevelClpllnt
IrlfthMlfte, Dougll. C.

When you select this report, the following messages are displayed:

Catalog Shell List Report

Lists the entire col/ection in call number order OR a portion
01 the collection

Do you want to display the <E~"ntire Ii/e. <R>estart a prior
report in the middle or do you wa1lt to list only a <P>ortion
01 the col/ection:

Each of these options is discussed separately below.
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6.5.2.1 Produclnl the Eatlre Shelf List Report

• If you indicate that you want to produce an <e>ntire report, the following m:wages appear,

Report to <S>creen. <P>rinter. or <D>isk?
or hit <F9> to EXrr

(a) If you ~elect <s>creen, the next message is:

Hit <Spacebar> to co,,:inue or <F9> to EXIT

The Shell List Report is then displayed on the screen. After every four
records you have the option to Press <Spacebar> to continue or <F9> to
EXIT

(b) U you select <p>rinter, the next message is:

Will report be printed on a <N>arrow or <W>ide carriage printer?
respond <N>/<W>

folJowed by:

Hit <Spacebar> to start printing

•
folJowed by a message which counts each record as it is printed:

Number 01 records printed

(c ) If you select <d>isk, the Dext message is:

This report will be saved in a lile named CR_SHELF.TXT
II you want it saved in a dillerent lile. type the name
now. up to eight lellers. Just hit <Return> to use CR_SHELF.TXT

File name

In other words, the output will go onto disk IS In ACSII file so that you cln
edit it before printing it out. The meaDS by which you edit the file are up to
you (e.g., word processing software, ~r Edlin, the DOS editor).fhe (iJe that
it is stored in can be named anything you like, but the Dime cUlnot be longer
tha~t eight characters. (You can direct the file to I floppy dis:<: by prefacing
:~)' filename with the disk drive, e.g., a:EGSHELF.) You do nt t hive to Idd
the Cilename extension (e.g., .txt). The next prompt asks:

Will report be printed 011 a <N>arrow or <W>ide carriage printer?
respG:td <N>/<W>

and copying onto disk begins.
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6.5.2.2 Reltartlns a Prior Shelf List Report

You may need to <r>estart a prior report in the instance that the printer jams or you need
to stop printing for some reason. After selecting this option, MicroDIS aks you to:

Type in the call number where you wish to restart the report
or hit <F9> to EXIT --->

In other words, type in the last call numb~r tha: printed out. Then:

Enter the number of the lasl page printed ->

Finally specify:

Report to <S>creen, <P>rinter, or <D>isk?
or hit <F9> to EXIT --->

The same messages appear for each of these options, IS outlined in (a)-{c) in Section 6.5.2.1.

6.5.2.3 Llltlns Part of the Shelf List

If you indicate that you want to list only a <p>ortion of the collection, the follo, ...in8
messages appear:

Type in the significant characters of the call number which define
the portion of the collectio1! :0 be processed,
or hil <F9> to EXIT

For example, if you want to list only those records in one subject class (normally indicated
by the first part of the call number). type in the class code. The next message asks:

Ettter the number of the last page printed

You may respond by entering 0 or pressing <Return> if there is no "last paile.
FinaJJy, specify:

Report to <S>creen, <P>rintu. or <D>isk?
or hit <F9> to EXIT

To view the subsequent messages associated with each of these options, see (a)-(c) in Section
6.S.2.1 above.
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6.5.3 'rpdy,I", I 'ropr Sheet Report

The Proof Sheet Report report provides a listing of all records that have been added to the
database (using ADD) or modified (using MODIFY) since this report .'U last run. The
primary use of the report is in proofreading and editing database records.

For exampt.e, you might produce one Proof Sheet Report on January I, 1917. Over the next
week you might add five records and modify two other records. IC you run the report again
on January 8, 1987, seven re::.~ords will be printed out. If one record is both added Ind
modif:ed, it appears only onc! ~!l the report.

The report can only be produced on a printer.

Individual records are printed out with the field name displayed on rhf. left, followed by the
data in that field. The fields are disphyed in the same order in which they appear in DATA
ENTRY SCREENS .1-3. For example:

,igure 6.26:...- _

Pwl fshed bv: lIetlonel Ac8dllllr Pr........hf"lton. DC.
IIOTECHNOLOCy
ClUSES

•

SITE CODE:
CALL ,:
COPIES:

LOCATION:
FOItMAT:

IIITYPE:
TITLE:

SECOW TITLE:
SERIES TIT'-E:

SERIES ,:
AUTHOIt 1:
AUTHOIt 2:
AUTHOIt 3:
AUTHOIt 4:
AUTHOlt 5:

'AGINATION:
M. DATE:

LANGUAGE 1:
LANGUAGE 2:

IOTES:
DESCIIPTOR~·

MlcroDlS •• Proof .....t leport 07/01/16

USA ID/WASH
TEST·001,
DIC
P
06
Directory of u.s. cour••• on biotechnology for
developing cCUltrl•••

100rd for Science Il'Id Technology In Dewl....t

195p.
tllJl

13~21~52

IDENTI 'IERS lIillTIONAL ACADEMY OF SCIENCES

DOC ENTERED. 01131/81
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When you select this report on the CATALOGING REPORT MENU, the ronowing message is
displayed:

Cmalog Bibliographic Report

Lists all NEW or MODIFIED documems in order entered.

WARNING - this report tJppears on the printer only!
Do you want to continue? <Y>es/<N>o

If you respond -al>0. you retum to the CATALOGING REPORT MENU.

If you respond ,:")'>es. the next message asks:

Do you wish to RESTART an interrupted report or run? <Y>es/<N>o

If <y>es:

Enter the CALL NUMBER 01 the record where you wtJnt th,~ report to
restart •._>

Regardless of whether you want to begin or restart the report. you are next promptt'd to:

PLEASE SET UP THE PRINTER

_ document citmions will be printed

Press <Spacebar> to continue or <F9> to EXIT

The report then prints out. You have the option of retainin. these caUllumbers in a
temporary file so that you can print them again in proolr sheetrormat (e.••• in the event that
the printer jammed and not all records printed out). Otherwise, you can clear the ,emporary
file so that it keeps track of onty the new add:tioDS and modiricatioDS to be printed the next
time you use this format. Select the desired opti~n at the next prompt

Do you WiJ1ft these citations to tJppear on the next prool sheet
. report? <Y>es/<N>o

You can then exit from this report back to the CATALOGING REPORT MENU.

Note: You can also obtain a copy of a specific record in proor sheet (ormat at Illy time by
using the print options within SEARCH. First retrieve the record. then print it out in proof
sheet (ormat.

•
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'.5.~ Prpduc1nl a New Acqulsltlonl Report

The New Acquisitions Report lists all records added to the catalog database within a specified
period oC time. The report is particularly userul as a meaDS or aJertiDl patroDS to materials
which have :,een recently added to the collection. or ue Iccessible throulh a network or
other '.:oUectioDS. If an inrormation center chooses to provide patrons with a piper-copy
cataJoJ.; (e.g.• Author. Title and/or Keyword Reports) produced on an lDDuaJ or semi-annual
basis. the New Acquisitions Report can also be used as I Quarterly or monthly supplement.

The report can only be produced on a printer.

Individual records are printed by subj.~ct class in the rollowing Cormat

Title
Author
Call NUJh~r Pagination Date

•

To determine the subj~t class, MicroDIS looks at the call Dumber and matches it Igainst the
Cml Number Prefix Authority File. The corresponding description Cor each prefix is printed
out as the subject clas! heading (e.g.• call number z AGR-OOI, caJJ number preCix • AGR,
subject class description • AGRICULTURE). (To Ictivate this reature. the SYSTEMS
UTILrrlES -- CONFIGURE screen must show the Ctlll Number Signi/ictmt Digits as
greater than zero. Refer to Section B: SYSTEM l.n'ILn"IES Cor more inCormation.)

For example:

Figure 6.27 •

Dt¥eloplent Info~tlon center
lev Aequisltlana

(Stlrtfng Dlte • Ending Dlte)

(..,lEtT CLASS lIME APPEAlS MEIE)

Directory nf U.S. cours.. In biotechnology for dlveloplng CCU\trl...
1oIl"d for klenee end TeehnolClllY In DeYel~t
TEST·OCn 195p. •

When you select this report, the (ollowing message is displayed:

CIlIa/og Acquisitio'lS Report

Lists IlII NEW documents in sire code/call number order.

WARNING - this report tlppetlTS on the printer only!
Do you wtmt to continue? <Y>es/<N>o
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If you respond <)'>eS. the next message asks:

Will report be printed on a <N>arr.,w or <W>ide carriage printer?
respo1Ul <N>/<W> -->

You must respond; a <ReturD> results in redisplay of the message. Following yow' response.
you are asked:

DATE RANGE

Enter starling dD.le 01 range
(MM/DD/YYj --> / /

Enter ending daze 01 range
(MM/DD/YYj --> / /

Press <F9> to EX"

This gives you control over the time period you want to cover in each report (e••.• weekly.
monthly. Quarterly). You must enter a date into the hilhli.hted spice provided on the
screen. or an error message appears (e.I.• Month In,a/id, or, Day l",a/id). MOl:th and day
must be entered as two digits (e.g.• 01 not 1).

The next message asks you to:

I

PlellSe set up the printer
the" hit the <Spacebar> to continue

• You are liven one more option to continue or exit. Then. MicroDIS displays I counter of
each record IS it is printed:

Record bein, printed

When finished. you are prompted to:

Hit <F9> to EX"

and you retum to the CATALOGING REPORT MENU.

6.5.5 'rod"I", ., Au'hor Repgr'

The Author Report lists all records in the ca.alog database in alphabetical order by author's
last nlme (or the Cirst word in an institutional author's nlme). IC tbe cltalol record
identiCies more thin one luthor Cor I document, the record is repeated in the listin. under
each author's DIDIe (e.g., if there are (ive authon. the record appears rive times).
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Production of this report for the entire database can be extremely time consymina. (It is
recommended that MicroDIS installations with databases exceeding 500 records contact the
MicroDIS Technical Support Group in Washington, D.C., for more information before
proceeding to TUn this report.)

Each record is displayed in the following format

AUTHOR (Last name, First name or initials)
Title

Site Code Call Number Pagination oate

For example:

Ffgur. 6.25~ •

MfcroO:S •• Author Report 07/1'/88 .... '

•

ASNUF, MLIK

C••• study of on • f."" edeptfw ,.....rch .t Ifde ...rfcultur.l
development project Ife.rf.

'I·MU·59' , p. 190·215 I6/~l

Wit, MAHMClU)

S-U Int.rprfs•• fn EgYFt : ••tlJCfy of tw gowrnor.t..
""AAU"'0 '02p. 14/0it

.In, ALIEIT

S-ll Int.rprfs. devel~t prOllr.. for EcutJOr .tr.tiiv_peplr
"·AAS·n1 11Sp. 15/06

When YllU select this report from the CATALOGING REPORT MENU, the following
message is displayed:

Cma/ol Author Report

Lists the collectio" i" illIJhor order

Report to <S>cree". <P>ri"ter, or <D>isk,
or hit <F9> to EXIT

Each of these options is explained in section 6.5.2.1 above. (If you divert the report to the
disk, the assigned file name is CR_AUTH.TXT. You can, of course Issign your own
filename.)

Regardless of the choice, you are then asked:

Do you wish to run this report from the <B>e,i"";,,,. <R>estart a
previous report m a specific author or select records based
upo" D <D>ate range? -->
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To <r>estart in the event that the printer jammed or you bad to stop tbe report, you are
prompted to:

Enter the aulhor's name (may be truncated) where )'OU wish
this report to restart or Itit <F9> to EX"

Enter the last page number printed

To produce a report by <d>ate range, you are prompted to:

Enter the starting date 01 range

E"ter the ending date of range.

When finished, you are prompted to exit b:lc~ to the CATALOGING REPORT MENU.

6.5.6 Prodyc'"1 I Dtle Report

The Title Report lists all or a portion of the records in the catalog database, sorted by the
first major word in the title.

Production of thb [Cport (or tbe entire database can be extremely tjme consumj"l. (It is
recommended that MicroDIS installations wi. 1 databases exceeding SOO records contact the
MicroDIS Technical Support Group in Washington, D.C., for more information before
proceeding to run this report.)

Date of PublicationPagination

• The records in this report appear in the following format

Title
Author
Call Number

For example:

'''' 5
06/22/81

"IU". 6.29 •

Mlc"OOIS .,. Tltl. leport

Approech to evaluating "non'proJect" a••I.tane. : flrwl report
Mo.... , Vlctori. A.
'N·AAQ·320 24p, • 3 attacMent. 14/06

Concluding rfPOrt : ~ control .yatens utlllz.tlon for
..ep....ent.tlv. f .... In dev.loping countri"

Mill.r, 5.'.
'N'AAT'948 if I, 102p. 85/12
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When you select this report from the CATALOGING REPORT MENU, the following
messages appear:

CtlJalog Title Report

Lists collection in title order

Do /OU wish to start report at the <B>eginning 01 the Iile.
<R>estartthe report in the middle. or select records based
upon a <D>ate range?

6.5.6.1 Startlni at the Beslnnlnl or Title Report

If you indicate that you want the report to start at the cb>eginning of the database, the
following message " displayed:

Report 10 <S>creen. <P>ri1tter. or <D>isk.
or hit <F9> to EXIT

Follow the subsequent messages as displayed in (a)-(e) of Section 6.S.2.1.

6.5.6.2 Reltartlnl the Title Report

If you indicate that you want to <Destart the report, the (ollowing message is displayed:

Enter up to the lirst 50 characters 01 title to begin with
or hit <F9> to EXIT

Next, you are asked to:

Ertter the number 01 the last page printed

Finally, respond to the message:

Report to <S>creen. <P>rinter. or <D>isk.
or hit <F9> to EXIT

Follow the subsequent messages as displayed in (a)-(c) of Section 6.S.2.1.
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6.5.6.3 Produclnl the ntle Report by Date RaDle

If y011 want to print out only those titles added to the ctltalog during a specified cd>ate
range, the following mess:'je is displayed;

DATE RANGE

Emer starting dale 01 range
(MM/DD/YY) --> / /

Enter ending dale 01 rQ1Jge
(MM/DD/YY) --> / /

Be sure to add two-digit numeric data in the highlighted area or the screen. Ir non-numeric
or incomplete dates are specified, an error message appear.

Arter specifying the date range, the rollowing message is displayed:

Report to <S>creen. <P>rinter, or <D>isk,
or hit <F9> to EXIT

Follow the subsequent messages as displayed in (a)-(c) or section 6.5.2.1.

6.5.7 Prodpclng I Keyword List Report

The Keyword List Report produces a listing of all catalog database by subject keyword
(descriptors only). If 10 descriptors have been used to describe the subject content or an
item, the catalog record ror that item appears 10 times in this report, once under each
descriptor. The cies~riptors are displayed in alphabetical order. The records under each
keyword are in call number order.

Production of this report for the entire database can be extremely time c;oDsumiDI. (It is
recommended that MicroDIS installations with databases exceedinl SOO records contact the
MicroDIS Technical Support Group in Washinlton, D.C., ror more information berore
proceeding to run this report.)

The format or the records follows the example below:
Figure '.30 •

MfcreDlS .- Descriptor Report 07/0it/Y .... 5

•

AGRIBUSINESS

Technology end Mnagtlllent Neds of ...ll 8nd _hili e"ro- I""'trlel
enterprfles In Kenye: I~lfcetfonl for en fnttrnetlonal
egro-lndustrfel service center.

Wood, Demis H.
PN-lAM'O" vi, ?9p. 11106

Menegtment trelnlng In the Ivory Cotlt : strettIY for the lureeu for
Prlvete Enterprfse of the U.S. Agency for Inttrnetfonal D.vtlopllnt

Irefthw.lte, Dougl.s c.
"'·AAp·990 v, 26p. 13/
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After selecting this report, the following message is displayed:

Calalog Descriptor Report

Lists Ihe entire collection in descriptor order

Report 10 <S>creen. <P>rinter. or <D>isk.
or hit <F9> to EXIT --->

Follow the messages as displayed in (a)-(c) of Section 6.5.2.1 in responding to these options.

The next message asks:

Do you wish to run this report from the <B>eginning. <R>estarl a
previous report al a specific descriptor/idenli/ier. or seleci records
based upon a <D>ale range? -->

Follow the messages displayed for these options in Section 6.5.6.1 -3 above.
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6.6 USING THE CATALOG UTILITIES

Catalog ·utilities· enable you to perform some special functions within the CATALOG
module. These functions are only likely to be needed on an irrelular basis, and it is
possible that you may never need to use any of them. The utilities available to you are
listed on the CATALOG UTILITIES MENU (Figure 6.31).

Figure 6.31 •

........................... CATALOG UTILITIES MENU .

leceive Records
Senet Records

Chlnge Site Code/Clll number
Verify Fist Acces. File Integrity

EXIT

Add entries to cltllOll from lnother Ifte..............................................................................

Each of these special functions is described in the remainder of this section.

6.6.1 Re"lve Records

Use this utility to upload citations on floppy disk from another MicroDIS installati.on. IC..1b.1
records received are on more than one floppy disk, repeat the following process over again
for each disk.

When you select RECEIVE, MicroDIS displays the following message:

Ffgur. 6.3'1. •

U.e RECEIVE Ilhenever yQI...I "Int to edd recorda to your cltalog
dltabll. from enother lite.

You "ill recefvI the.e record. on flappv dilkl ~ere they
Ire Itorld fn e file. The name of th.- ffl. I"ould be
fndfcltld on thl dilk libel (or fn Icc~nying corrHpondence).

If you do not "ilh to conti,.,. RECEIVE, hft eFt> to exft.

If you Ire continuing RECEIVE, INSERT THE FLOPPY DISK NOW.

Type in the name of the file contlining the r.corda you
..Int to RECEIVE end prl.1 eReturn> ••••> _: ___
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The format and punctuation for entering the filename is as follows:

disk drive:filename.file extension

The three-character file extension will always be .txt. For exai4ple:

a:caironew.txt
b:redso.txt

After you provide the name of the data file to be loaded, MicroDIS tells you how many
records are to be added, and then displays the content of each record, fieJd-by-field, on the
screen.

If a site code/call number is identical to one already in your database, a flashing message
appears as follows:

DUPLICATE RECORD -- not added

This duplicate checking prevents you from receiv~ng a r~cord which you have previously
sent to another sitt= (as long as the site code/call number have not been changed by that
site).

Otherwise, Micro:C:S adds each record to the cattalog database and updates the corresponding
fast access files. When finished processing the entire set of records, MicroDIS displays a
message indicating how many citations were read, and how many were added to the
database. You are then prompted to return to the CATALOG UTlblTIES MENU.

There are several aspects of this process that are important to consider before beginning:

J. Time.

The process of adding the records and updating the fast access files can be
time consuming. De sure to allow ample time to perform this task: on an
IBM PC/XT, estimate at least one and one half minutes per record; on a
WANG PC, the requi;ed time might be slightly less. When adding to large
databases (e.g., S,OOO records) the process will take longer.

2. Impact on fast access and authority files.

All fast access files are updated (author, title, bibtype, subject keyword).
Received records can thus be retrieved in the same manner as local rel~ords

using SEARCH.

The Subject Keyword Authority File is updated. If a keyword appears in a
record received, but not in the keyword authority file, the new keyword is
added to the authority file.

I
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The other relevant local authority files are Jl21 changed (bibtypes, site codes,
call number prefixes).

If you want to be able to retain the original site code in your database (so as
to be able to identify the holding location), be sure to add the received site
code to your local Installillion Site Code Authority File beforc beginning the
RECEIVE process. Otherwise, MicroDIS will int~l'pret and record the ~;ite

code as NONE.

Impact on reports.

Received records will appear in all reports.

For the New Acquisitions Report, the call numbers should match an entry in
the Call Number Prefix Authority File; otherwise the entries will be listed
under the subject heading: Unknown Call _ Prefix. The Call Number Prefix
Aut!,ori:;: File may be updated either before or after the records are received.
See Section 8.1: MAINTAIN AUTHORITY FILES, for information on adding
to the Installation Site Codes Authority File.

•
6.6.2 $end Records

Use this utility to download citations onto floppy disk in order to transfer records from your
MicroDIS installatlon to another site. This process creates a standard ASCII file which can
be read by MicroDIS RECEIVE, by the A.I.D./Washington Development Information System
(using the MINISIS software package), or by a custom-written program.

~ that when sending records to another MicroDIS site, you must provide that site with
records copied onto floppy disk through SEND. A backup copy of YO\;;- database (created
with the DOS backup command) will not suffice.

If the number Qf recQrds to be sent require more than QDe floppy disk, you will be
autQmatically prompted to insert additional disks.

When this utility is selected, MicroDIS displays the following message:
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Ffgure 6.31b~ 1

u.. SEND whenever you ..ant to send • copy of .elected c.t.log
rec~lrcll to .nother aite.

You c.n .end efther:
••ll records edded to your cltalog ..fthin • specific ti..

perfod (~.g •• one month, one quarter). or•

• records fdentfffed ~ your LAST se.rch of the c.t.log
Ce.g., on • plrticullr subject).

These records .,Ul be copfed into I file on efther • flClA'Y dfsk
or the h.rd disk.

MicroDIS wfll now eslt you to indicate "";ch _thod you .,Int to use
t~ !elect records for SENDing. Ind then to s"",ly • NIIIlI for the
ffle

Do you ..ant to continue .,ith SEND? cY>e./cN>o

If you respond <D>O. you return to the CA.TA.LOG UTILlTIES MENU.

If you respond <y>es. MicroDIS asks:

Do you want to SEND the records added to yOUT dalabase within a
<D>ate range. or identified by your last <S>earch?

After making your selection, the next screen is displayed:

Figure 6.31c, •

ldentffy the disk (e.g•• I:. b:, c: etc.) .nd the neme of the ffle
into wtl1ch you .,Int the records copied. You cln I•• flln .'W ffl_
up to a charlcters long. MfcrCOIS ..fll lutometfcilly .ssfgn • ffle
extension of .TXT to t~e neme provided. For eXlmPle:

To copv records to • floppy di.k. type:

.:c.fro (disk drive ':, ffleneme CAIRO. TXT)

To copv record. to • h.rd disk. type for exemple:

c:nefrObf (disk drive c:. ffleneme MAI.OII.TXT)

It is f..-r.tfve th.t ~'U identffy the dfsk drfYe to be used.

~ote: ff the """r of records to be c~fld exeNcls the clpecfty of
OM df.k. you ..fll be pr~ted to provide IddftiONl di.k••

If you do not ...nt to c'~tfnut SEND, hit cF9> to exft.

If you .re eopvfng records onl:O • floppy dfsk, INSEIn TNE DISK NOW.
Type fn the fileneme .nd pre•• 'Return> .....~ _. _
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If you earlier selected the option to copy all the records within a particular date range, you
are then prompted as foUows:

Enter the starting dale IJf range

(MM/DD/Yf) --> / /

Enter ending dale of range

(MM/DD/YY) --> / /

Press <F9> to EXIT.

MicroDIS then locates and displays the number of records copied to disk. When finished,
the final message indicates:

SEND completed -- hit <Spacebar> to return to CATALOG UTILITIES menu

Remove floppy disk{s) and label.

6.6.3 Chagge su, Code/CaU __

This utility is used to change the site code and/or call number of records on the database.
For example, this process may be used to recatalog an item in your own collection (e.g.,
change or correct a call number), or copy catalog using a record received from another site.

• When this utility is selected, MicroDIS displays the following message:

Enter the SITE CODE and CALL NUMBER 01 the
document you want to reeatalog press <Return>

site code:
call number:

Press <F9> to EXIT

If the. designated site code/call number combination is not found, MicroDIS displays an
error message and repeats the above "request for record identification.· You may hive made
a typographical error in entering the number.

If the specified record is found, MicroDIS displays a partial record so that you ClD verify
that the record indeed matches the item you wish to recatalog.
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Flgur'.6.32'- ,

Th. doc..-nt I.

SITE C(l)E: USAID/WASH CALL IIlI'IER: PD-AAT-7B5 _

AUTHoa1: U.S. Agency for' Inter'national !)ev.lClplllnt, _
AUTHOR2: Goshen. C.r'olyn~~~~~-----------------TITLE: Tr'.fning: Why .na Row tol _

COPIES: 1 LOCATION: AID Lib
PUB DATE: 88/01 PAGINATION: 55p.:-._-.: _

Do you w.nt to ch.nge the SITE C~E/CALL I? cY•••/<II.o ..... _

If you respond <:1>0 to the confirmation question at the bottom of the screen, MicroDIS
clears the screen and redisplays the "rt-quest for record identification."

IC you respond <y>es. MicroDIS displays the following:

OLD site code

NEW site code

OLD call number

NEW call number

A new site code must be entered in all capital letters. and must match an entry ill the
installation Sile Code AUlhorily File. If either of these conditions is not met, MicroDIS will
assign "NONF: as the site code.

If you have configured your installation to check the Call Number SignificDnt Digits (see
SYSTEM UTiLiTiES -- CONFiGURE). a newly assigned call number will be validated
against the Call Number Prefix Authority Fi/." If the new call number does not match any
entry in that file, MicroDIS will indicate that you have assilned an invalid call Dumber
prefix.

The information supplied is then verified to ensure that the combined site code/call Dumber
is unique. If it is not unique an error messale is displayed:

NEW CALL_ not valid - already exists
Do you wish to reenter new call_? <Y>es/<N>o

If the new site code/call Dumber supplied is accepted. MicroDIS recatalogs the record and
displays the following messages:

The document has been recalaloged
Press <Spacebar> to continue
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Upon continuing. MicroDIS redisplays the ·request for record identification- messag", and
awaits your response.

6.6.4 Verify Fast AeelS' File Int,grlty

6.6.4.1 Description of the Purpose and Use of tbe Utllity

This utility verifies that the contents of the fast access £"lIes match the contents of associated
fields in the catalog database. and that entries in the fast access ("lies are stored IS efficiently
as possible. Specifically. it checks to make sure that all authon. bibtypes, subject keywords
and title words in the document database appear in the corresponding fISt access ("lies, and
that all entries in the fast access files match and are correctly linked to records in the
catalog database. H a fast access file entry is missing. it is added. H a fast access ("lie entry
is incorrectly linked to a record. that link is removed. The resulting, verified fast access
files can then be 'compresstd' to remove any fast access file entries no longer linked to
ANY records, and to store the remaining entries as efficiently as possible.

As long as MicroDIS appears to be running smoothly, use of this utility is optional. It is
suggested that it be used: (J) as an annual or semi-annual maintenance procedure, or (2)
prior to printing either the Author R~port or K~ywordList R~po't (see Section 6.S). Running
it in the latter instance ensures that no author names or subject keywords will be listed in
the reports which have no corresponding bibliognphic citations underneath. (For eumple,
if you viewed the author fast access file through CATALOG -- SEARCH, you might see an
entry showing: 0 Rondinelli. Dennis. This means that It one time, a catalog record was
added with this author's name. and then either the record was subsequently deleted or the
sJ)eHing of the author's nlme was modified. The fast access entry is thus 110 10llger linked
to any records. When printing an Author Report, the name Rondinelli. Dennis will be listed,
but no records will appear underneath the name.)

The second situation in which this utility can be used is when the fut access files hive
somehow been damaged (e.g.• by a power failure) Ind no longer II'pear to be correctly
linked to catalog database records. This utility C!Ul then recreate the fast access files directly
from catalog records. Note that in many cases. this type of problem can be corrected by
using the SYSTEMS UTILITIES -- REBUILD utility, or by restoring the last backup copy.
H those options do not work. then use this utility to try to resolve the problem.

Note that whether using this utility for routine maintenance or to correct damage to fast
access files. it will take some time for MicroDIS to complete all opentioDS in the utility for
all fast access files. The amount of time required increases as the size of the database
increases.
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Because of the time involved in completing some of the fast access file verification
operations. the process is broken down into three steps:

(1) Check document records against the fast access file (add missing entries).

(2) Check the fast access file against document records (delete incorrect links to
records).

(3) Compress fast access files (delete entries with no links and reorganize storage
of entries).

Further. each operation can be run against one fast access file at a time:

(1) Author
(2) Bibtype
(3) Subject keyword
(4) Title word

It is recommended that any of these operations be run at a time when MicroDIS will not be
needed for routine access. and that all three operations be completed Cor one fast access file
before going on to the next. You may stop between operations. but it is not recommended
that you interrupt an operation (otherwise, you will have to start over again).

6.6.4.2 How tbe Utility Works

If you select this option from the CATALOG UTILITIES MENU, the following sub-menu is
displayed at the lower left of the screen:

Figure 6.33a:- ,

CATALOG UTILITIES MENU -_.._._.............

Receive Records
send Records

Ch-.e Site Code/Calt rullber
Verify Fait Access File Integrity

EXIT

Verify contents of database against fast access files
......- ....-aaa .

aas aaaa .
Which Fast Access UtilitY?.....-...••••...•..•. ~ - .
DOCUMENT .> Fast Access
Fast Access .> DOCUMENT
eo.press Fast Access Files

EXIT
...........eaaaaa z••a:.
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If you select one of the three operations. another sub-menu is displayed at the lower right
of the screen:

Figure 6.33b~ 1

CATALOG UTILITIES MENU ............'a1. _

Receive Records
Send Records

Chlnge Site Code/Clll number
Verify Fest Access File Integrity

EXIT

Verify contents of dltlbese Igeinst fist Iecess files
••aa:=za:.==a:sz=sa.aaz•••3 ••Z.Z a•••aa .

..............s azz=.a=•••••
Which Fest Access Utility?

DOCUMENT .> Fest Access
Fist Access .> DOCUMENT
Compress Fist Access Files

EXIT...................................

... a:.: .
Which Fest Access File?

Author
libType
sublect Keyword
Tit e Words

EXIT............__......_......_...~.--.. _.

•
If you select the first operation (DOCUMENT -> Fast Access). the following messages
appear:

This utility reads the DOCUMENT file and verifies that the contents exist on the
selected jast access file. Indexes should be rebuilt and the database backed up prior
to running this utility.

Press <Spacebar> to continue or <F9> to EXIT

Do you wish a log file oj corrections and
mtssages generated? <Y>es/<N>o

This log file is a listing of all corrections made. including the call number of each record
and the associated change. This list will be captured in a DOS file (which can be
subsequently printed out or displayed on the screen). The file name always begins with the
letter T. followed by the time at which the file is created. followed by the file
extension .LOG. For example. a file created at 2:2S p.m. will be labeled: TI42S0J.LOG.

Thus. if you respond <y>es to the above question. the next message reads:

The log jile to be created will be named ... TU2501.LOG
and will be placed on the dejault data drive ... C
The file will be deleted ij there are no entries generated.

Press <Spacebar> to continue
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Once you continue, MicroDIS displays a series of lines showing you the status of the
operation:

Number 01 records on lile
Number 01 current record
Number 01 records lixed

Procedure has compleled

Press <Spacebar> 10 continue

A similar process is followed for the other two operations (FAST ACCESS -> Document and
Compress Fast Access Files).
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• 7.0 INTRODUCTION

SECTION 7:

REFERENCE DESK

I

•

The REFERENCE DESK contains information about other resources and publications which
may be of interest to users involved in economic development. Unlike other MicroDIS
modules, the information contained in the REFERENCE DESK is maintained in text files
rather than databases. Access to these files is provided through the options listed on the
REFERENCE DESK MENU (Figure 7.1).

_Figure 7.' 1

........................... REFERENCE DESK MENU .

lIews
Other Sources

COlE P~l iCltions
Project "Inager Referencel

".intlin News

EXIT

Reid news..............................................................................

Select NEWS to read about MicroDIS or local information center developments. The news
can be changed as desired by each site using the function, MAINTAIN NEWS•

Select OTHER SOURCES to read descriptions of several other information sources available
through A.I.D.'s Center for Development Information and Evaluation (CDIE).

Select CDIE PUBLlf iTIONS to view a list of evaluative reports produced by the A.I.D.'s
Center for Development Information and Evaluation (CDIE).

Select PROJECT MANAGER REFERENCES to read syntheses of A.J.D.'s experience in on
selected topics.

Select MAINTAIN NEWS to update the information contained in the NEWS file.
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7.1 NEWS

The NEWS file can be used as a ·clippings service·, as a bulletin board, or IS anything you
wish. The information contained in this file is totally under the control of each MicroDlS
installation.

When you select NEWS, the information contained in the associated text file is displayed on
the screen. To move forward or backward through the text, use the commands listed at the
bottom of the screen (Figure 7.2).

_Figure 7.2, •

........................aa .
I Next Plge I .Ickup I Forwlrd 1'2 Pige I Print I EXIT I
••••ac ···... • .

You may even print the file.

When you have finished reading the text and you elect to EXIT, MicroDIS returns you to
the REFERENCE DESK menu (Figure 7.1).
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7.2 OTHER SOURCES

The OTHER SOURCES contains descriptions of other information services and resources
available through A.I.D.'s Center for Development Information and Evaluation (COlE).
These services are available to A.I.D. staff and contractors, Ind to host country
development-related agencies. The topics are listed out on a table of contents (Figure 7.3).

_Figure 7.3:....-
1

REFERENCE DESK •• OTHER SOURCES OF INFORMATION

TABLE OF CONTENTS

01. About COlE
02. Docunent Acquisitions
03. Agr. Technic.l Inquiry Service
04. A.I.D. Librlry
05. A.I.D.'s EVllUition $YItem
06. Develoement InfoMllltion System
07. EConomlC end Socill Det. Services
OB. MicrClDIS
09. Non·A.I.D. Sources of InfonRItion
10. Obtlini~ Docs. or Publicltiona
11. PublicltlonS
12. Research &Referenee
13. Technicil ASlistlnee

Hit cF9> to EXIT .election:

•
To read about one of the topics, type in the corresponding number from the table of
contents after the prompt, selection:.

Displayed after the text at the bottom of each screen are several options which permit you
to browse forward and backward through the text (Figure 7.2), or to print the text.

When you have finished the text and you elect to EXIT, MicroDIS returns you to the Table
01 Contents, from which you can select another topic or EXIT back to the REFERENCE
DESK MENU.
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7.3 eDIE PUBLICATIONS

A.I.D.'s Center for Development Information and Evaluation prepares and issues several
types of evaluation reports. These are not evaluations of specific A.J.D. projects, but rather
of A.I.D.'s experience in selected development sectors.

CDIE PUBLICATIONS contains a list of these reports by topic, as well as information about
how to order them. Select the topic of interest by typing the corresponding number next to
the prompt, selection:.

_Figure 1.4, . •

REFERENCE DESK • COlE PUBLICATIONS

TABLE OF CONTENTS

1S. Water
19. Women in Development
20. REPORTS IN PROGRESS

•

01. How to order Publications
02. Agriculture
03. COU"!try Studies
04 • Developnent Management
05. Educat 1on
06. Energy
07. Foocl Aid
OS. Health/Nutrition Projects
09. Institution Building
10. Loc.l Government
11. PoPUlltion/Family Planning
12. Prlvlte Sector
13. Private Voluntary Organizations
14. Progr8111 Design & Evaluation
15. Roads
16. Rural Are. Devel~t
17. SmeII·Sclle Enterprises

Hit <F9> to EXIT .election:

Displayed at the bottom of each screen are several options which permit you to browse
forward and backward through the list (Figure 7.2), or to print the file.

When you have finished viewing the list and you elect to EXIT, MicroDIS returns you to
the Table 01 Contents, from which you can select anoth~; topic or EXIT back to the
REFERENCE DESK MENU (Figure 7.1).
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7.4 PROJECT MANAGER REFERENCES

The PROJECT MANAGER REFERENCES include the fun text of selected reports prepared
by A.I.D. 's Center for Development Information and Evaluation (CDlE). These reports
provide background information on selected topics. The topics available currently are listed
on the PMR Selection Menu (Figure 7.S).

_Figure 7.5, •

PMR SELECTION MENU
••K .

1. Contraceptive Social Merketing
2. Credit PrOllS for smell FAMiera

Hit <F9> to EXIT .election:

Following selection of a topic, the Table of Contenl.e f t.he text is displayed, as in the
example below (Figure 7.6).

_Figure 7.6. •

PRM • CONTRACEPTIVE SOCIAL MARKETING

TABLE OF CONTENTS

**** Preliminary, Unofficill *****
01 • CSM Progrem Goa Is
02. Host GovernMent Policy
03. AID Procedures and Regulltions
04. Country·Environment Factors
05. Orgllnizltion.nd Mlnagllllent
06. Distribution Systems
07. Product Choice Ind Pricing
08. Product Diversification
09. PrOlllOtion
10. Jnfonmation Requirements
11. Detl Collection Approaches
1a. CSM Progrem Hi.tory
13. AID Irwolvtlllent SLIIIlIIry

Hit <F9> to EXIT .election:

MicroDIS then displays the text you have requested. (The information contained in the
references is produced and maintained by CDIE. New references and updates to old
references will be provided by this office when they become available.)

Display~d at the bottom of each screen are several options which permit you to browse
forward and backward through the text (Figure 7.2), or to print the text.

When you have finished the text and you select <F9> to EXIT, MicroDIS returns you to the
Table of Contents, from which you can select another section of the report to view, or EXIT
back to the REFERENCE DESK MENU.
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7.5 MAINTAIN NEWS

To create or update the information contained in the NEWS, you must use a two-step
process.

J. Type the text using any word processor which enables you to convert the rile
to/from ASCII format (American Standard Code for Information
Interchange).

2. Use the option to MAINTAIN NEWS to import the file into MicroDIS.

To bring the text file into MicroDIS, select RECEIVE NEWS FILE from the following menu
(Figure 7.7).

_Figure 7.7 •

....................... REFERENCE DESK MAINTENANCE u .

Send News File
leceive News File

EXIT

Convert news file to text for updIting
.........a .

You will not need the SEND NEWS FILE option if you maintain and retain your original
word processing file of textual data. Whenever you want to update the information in
MicroDIS, simply correct the word processing text file and import (RECEIVE) the updated
text into the MicroDIS reference desk.

7.5.1 Reference Desk -- Send New, File

If you want to correct o! modify the text contained in the NEWS file, and you do D.Q1 have
a copy of the original word processing file, you need to use SEND to convert the text back
into an ASCII file (and from there into a word processing document).

To convert the news file back into an ASCII file, respond to the following prompts.

SELECT A FILE jor exporting:

NEWS
EXIT without export

MicroDIS displays the following question:

Type in the complete narne oj the destination text
jile. including dri~e leiter. narne and extension.
or hit <F9> to abort
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An example of a destination text file name is as follows: A:news.txt. This would provide
you with an ASCII file on floppy disk (drive A), named news.txt, which you can then
convert into a word processing document for editing. (Note: It is possible to edit the file
directly using EDLIN - the DOS line editor facility - but this is cumbersome and not
recommended.)

After the MicroDIS file is converted, the REFERENCE DESK MAINTENANCE MENU
(Figure 7.7) is redisplayed.

7.5.2 Reference Desk -- Receive News File

To bring an ASCIl text file containing NEWS into MicroDIS, respond to the following
prompts.

SELECT A FILE to import:

NEWS
EXIT without importing

Then, MicroDIS asks:

Type in the complete name 01 the source text
Ii/e. including drive leller, name, and extension,
or hit <F9> to abort

An example of a source text file name is as follows: A:news.txt. This would bring an
ASCII file named news.txt from floppy disk (in drive A) into MicroDIS.

When the process is completed, MicroDIS redisplays the REFERENCE DESK
MAINTENANCE MENU (Figure 7.7).
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8.0 INTRODUCTION

SECTION 8:

SYSTEM UTILITIES

•

Most MicroDIS modules are self-contained; each includes functions to add. modify and view
data associated with that module. The SYSTEM UTILITIES, however. are special purpose
functions which affect more than one module.

Normally, only the MicroDIS system manager or the person responsible for overall MicroDIS
maintenance \\ ..;1 access these special utilities. The utilities may be used only if \:"~e system
password is entered when logging on.

The SYSTEM UTILITIES MENU lists the available functions (Figure 8.1).

_Figure 8.' .
...........=&I.~~saa&... SYSTEM UTILITIES MENU &•••••••••&&•••

M.int.in Authority Fil.,
Rebui ld

Configure
System sne,:.hot

EXIT

Add/modify/delete/view .uthority files
••••••CM••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

Select MAINTAIN at any time to view, or to add/modify/delete, entries in any of the
authority files.

Select REBUILD as needed to recreate MicroDIS sort indexes, e.g., if error messages
indicate that MicroDIS cannot find some specified data.

Select CONFIGURE to change any of several characteristics about the way MicroDIS is set
up in your installation, e.g., to change the password.

Select SYSTEM SNA.PSHOT to check the size of various databases and index files.
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8.1 MAINTAIN AUTHORITY FILES

Select the MAINTAIN utility from the SYSTEM UTILITIES MENU i~ 'uder to add to,
modify, delete or view the contents of any of the MicroDIS authority files.

The authority files comprise lists of usable codes, acronyms or subject keywords defined and
approved by each installation. The files are used either to validate data in certain modules
as it is entered intt> MicroDIS, to enable MicroDIS to decode (or print out in full) the word
equivalent of certain codes or messages during print and display operations, or to assist
MicroDIS efficiency by specifying certain words that need not be stored in fast access files.

Some of the files, such as the Title Stopwords Authority File, are used only by one module
(DOCUMENT CATALOG), while others, such as Daily Log Activity Codes Authority File, are
used by several modules (CIRCULATION. DAILY LOG. DOCUMENT CATALOG).

MicroDIS is installed with some initial or suggested entries in each authority file. However,
before implementing MicroDIS, the contents of the files should be checked as part of the
installation procedure to delete inappropriate entries and add local codes, acronyms, etc.

Thereafter, each MicroDIS site can add to, modify or delete the contents of each authority
file in order to tailor it to local needs. It is important that the MicroDIS system manager be
aware of the impact of any authority file update. The contents of authority files can be
displayed at any time without any effect on the file.

You need only maintain those authority files which relate to the specific modules and
functions used by your site.

I

• 8.1.1 Ovenlew Qr the Authority Flies

To maintain or view any authority file, first select the desired file from the AUTHORITY
FILE MAINTENANCE MENU (Figure 8.2).

_Figure 8.2, •

••••••••••••••••••••• AUTHORITY FILE MAINTENANCE MENU .

Author/Serfe. Acron~
libtype Codes
Cell Number Preff•••
Deily Log Activity Codes
Instelletfon Sit. Codes
OV.rdue M••••ges
Slblect lC.ywords
Tit e StOP'!Ords
U.er Affili.tion Code.

EXIT

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••
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Author/Serjes Acronym Authorjty Fjle,·

The Author/Series Acronyms file contains two fields: an acronym and its expanded value
(e.g., the full author name or series titlp,). MicroDIS refers to this file when you are using
DOCUMENT CATALOG to add, modify or search Cor catalog database records.

The list has three major purposes: (I) to ensure consistency in the way lengthy author names
and series titles are stored and displayed, (2) to allow for brevity when typing an author
name or series title, and (3) to help avoid possible frustruation during database searching if
the exact name of an institutional author or title is not known, or iC it is easily misspelled.

For tach institutional author/sponsor name (e.g., U.S. Agency for International
Development), or each serial title (e.g., Africa Economic Digest), one or more common
acronyms may appear in the file. For example:

AED 
AID 
CGIAR.
USAID.

Africa Economic Digest.
U.S. Agency for International Development
Consultative Group in International Agricultural Research
U.S. Agency for International Development

•

Entry of more than one acronym per institution may be useful if an institutional author is
frequently referred to by more than one acronym (e.g., AID, USAID), or if the acronym
varies in English/French/Spanish (e.g., COlE, CIED). In this instance, any of the
alternative acronyms can be used during data entry, modification or searching, but MicroDIS
will always decode the acronym into the same full name when storing or displaying the
record.

When adding, modifying or deleting entries in this authority file, consider the effects on the
catalog database. Remember that it is the value of the acronym (the full author name or
series title) as defined at the time of data entry which is actually stored in the catalog
record, not the acronym itself. Therefore, any time you change the value of an acronym,
the associated name/title stored in catalog records will change only in the records entered
thereafter.

For example, if the name of an institutional author changes (e.g., from -Upper Volta.
Ministry of Finance- to -Burkina Faso. Ministry of Finance-), you cannot globally alter the
way that name appears in previously entered database records by simply chlinging the value
of the acronym in the authority file.

Similarly, if you create an acronym for a name or serial title which already appears in one
or more records in the catalog database, the name/title will always be decoded and entered
consistently in Cuture, but any existing records will continue to show the nam" or title as it
was entered previously, including any inconsistencies or typographical errors. It may thus
be useful to browse the Author/Series Acronym Fast Access File (using Function Key 2 in
either the DOCUMENT CATALOa add or search functions) to check for any prior
inconsistencies, and then modify any records affected.
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Adding an alternative acronym, or modifying the value (full name/title) for an acronym
which already appears in the file pose no problems as the same name/title is stored by either

• acronym (e.g., AID or USAID).

Finally, before deleting an old acronym, consider whether you need to retain it as a quick
way of searching on the former name of an author or series.

Bibtvpe Codes Authorjty File

•

The Bibtype Code file contains two fields: a numeric bibliographic type code and its
expanded value. MicroDIS refers to this file when you are using DOCUMENT CA,1'ALOG
add, modify and search functions.

A bibtype code is used identify and retrieve documents of the same logical type. For
example, a bibtype list may contain codes designating encyclopedias, annual reports,
dissertations, or directories, as well as various types of documentation (conference
proceedings, journal articles) and project reports (e.g., design papers, evaluations).

MicroDIS is installed with some codes already loaded into this file. These codes are derived
from the list of U.S. Agency for International Development (A.I.D.) official bibtype codes.
These bibtypes are used in A.I.D.'s database of agency policy, program and project
documentation, called the Development Information System (DIS). All of these codes may
not be appropriate for every local collection; the MicroDIS system manager should review
the list and decide to accept the codes as is, modify the list, or use a completely new set of
bibtypes.

Ideally, a bibtype list could be created once and be applicable to the document database
forever. However, changes will certainly be necessary from time to time.

Adding a new bibtype code will not affect the integrity of your catalog database, but you
should review and individually modify citations retrieved by any related codes that might
better be retriev~d by this new code.

Unlike the author/title acronyms, bibtype codes are stored directly in catalog records and
are never decoded. You may therefore modify the value (the decoded bibtype name)
without concern for affecting data consistency.

Delete codes only after you are sure that no documents are cataloged with that bibtype
(check the Bibtype Fast Access File via the DOCUMENT CATALOG add or search
functions) to see if any records contain the bibtype you want to delete. If you try to
modify a document using a nonexistent or deleted bibtype codle, an error message is
displayed.
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Cqll Number Prefix Authority File

The Call Number Prefix file contains two fields: a prefix (major subject class codes) and its
expanded value or descriPtive name. MicroDIS refers to this file when you are using the
DOCUMENT C.4TALOG add, catalog utilities (change site code/call number) and report
(new acquisitions) functions.

This rue is used by MicroDIS (1) to validate as many characters in the catalog database call
number field as are specified in the Call Number Significtmt Digits setting of the SYSTEM
UTILITIES -- CONFIGURE function, and 2) to create subject headings in the New
Acquisitions Report for each major subject class. Both or these uses are optional.

To set up either feature:

1. In the MicroDIS SYSTEMS UTILITIES -- CONFIGURE utility, type in the
number of call Dumber characters (Call Number Significant Digits) that
should be validated or decoded. up to six characters.

2. Next, for each major subject class, add an entry to the Call Number Prefix
Authority File. The subject heading that you specify as the wvaluew is exactly
what will print out as the subject heading for all materials beginning with
that caJl number prefix in the New .4cquisilions Report. These subject
headings can be revised at any time without any affect..pm

If you do not waot to use either feature:

•
J.

2.

Set the Call Number ·Significant Digits to zero using the SYSTEM
UTILITIES -- CONFIGURE function.

Leave the Call Number Prefix Authority File blank.

Dqily Log Ad;vity Codes Author;ty File

The Daily Log Activity Codes file contains three fields for a one-letter code. an abbreviated
activity name (used on reports) and the expanded or full name of the activity. These codes
are used in entering and producing the DAILY LOG activity reports.

The purpose of the codes is to help information centers keep a statistical record o( the level
of center activity.

MicroDIS automatically assigns (our codes for automatic logging of activities associated with
MicroDIS (unctioDS. Codes A to D are assigned to acquisitions, circulation. catalog update.
and catalog search. The MicroDIS system manager assigns any other codes to other
activities. such as routing. clipping services. briefings. etc.
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Updates to the activity codes affect future reports. Remember that if you do not clear the
file after running a Daily Log Activity Report. and then you add a new activity code, the
statistics for the new code will reflect a different time period than the statistics for all other
codes.

Insta(lqtjon Site Codes Authorjty FUe

The Sile Codes file contains three fields: a three-digit numeric site code (which MicroDIS
uses internally). an abbreviated site code name (which you use for data entry and retrieval
purposes). and the expanded value or full name of the site (which is included for descriptive
purposes only). MicroDIS refers to this file in all functions associated with the
DOCUMENT CATALOG, as well as in the CIRCULATION functions.

The list has two main purposes. Primarily, the site code list separates documents in your
local collection from any documents that you might import from another collection. Also,
the use of codes saves disk storage space. Instead of storing a site name forty characters
long, for example. only the three character numeric code is stored with each citation.

MicroDIS is always distributed with the current list of installed sites. In general, there is no
need to alter the list locally.

A new entry is required only if you are importing records from a MicroDIS site whose site
code was assigned after your list of installed sites was compiled. An updated list of codes is
sent with each MicroDIS software upgrade.

Note: If you want to make any changes to the decoded value of your site code, you must
exit out of MicroDIS to the C:\> proDlpt, and then re-enter (log-on) MicroDIS in order to
effect the change. You cannot change the )-digit code, only the translated value which
appears on the screens and print-outs (e.g.• if you wanted the site code to print out as
CAIRO-DIC instead of EG-DIC).

Overdue Messages Authorjty Fjle

The Overdue Messages file contains four fields.. One contains the overdue notice number (1
for the first notice, 4 for the fourth notice). The remaining three fields hold three lines of
text to be printed on the overdue notice. MicroDIS only refers to this file when you use the
CIRCULATION -- REPORTS function to generate overdue notices. The list may be
modified as desired without any concern for data integrity.

Sub jt" Keyword Authority file

The Subject Keyword file contains two fields: the subject keyword (word or phrase) and a
"flag" which indicates whether the keyword is part of a controlled subject vocabulary (a
descriptor - flagged with a "Y") or a Don-controlled term (identifier - flagged with an "Nil).
MicroDIS refers to this file during DOCUMENT CATALOG add, modify and search
operations.
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The purpose of the file is to (1) ensure that subj..,ct keywords are entered correctly and
consistently, and (2) to maintain a ·controlled voc~bulary" of subject keywords used in
catalog searching. Each MicroDIS installation may use any controlled vocabulary of its
choice; it is suggested that A.I.D. Mission information centers un either the USAID
Classification Scheme and/or the A.l.D. Thesaurus.

MicroDIS does not come pre-loaded with a controlled vocabulary.

There are two means of adding terms to this authority file. The easiest way is to add terms
dynamically as catalog records are entered. For each keyword which does not already
appear in the authority file, MicroDIS displays an error message (NEW KEYWORD OR
SPELLING ERROR) and provides an option to add to or view the authority file.
Alternatively, each installation can build and maintain its Subject Keyword Authority File
through the the Subject Keyword Authority File UPDATE MENU (see Section 8.1.2). In
either case, it is up to each site to determine whether to add a term as a descriptor or
identifier.

When adding new terms to the file, you may want to search for, review and possibly modify
records indexed by related keywords. This is especially true for "catchwords" and
development topics that come into common use, such as "privatization" or "child survivaI."
Ther~ is, however, no means of globally changing previously used keywords to newly added
ones (e.g., from "private sector development" to "privatization").

Before deleting keywords from the file, examine the Subject Keyword Fast Access File in
CATALOG -- SEARCH to be sure that no documents use that descriptor or identifier.

Tjtle Stopword Authority File

The Title Stopword file is different from the others in that it contains only one field; the
stopword itself. This file is examined by MicroDIS when you are using DOCUMENT
CATALOG to add, modify or delete a catalog record.

Whenever a document is cataloged, words appearing in the stopword file are Jlgt added to
the Title Word Fast Access File. This eliminates the overhead and wasted space associated
with maintaining common words like "and", ·of'\ ·et. II.· in the file.

As installed, the stopword list contains about common words in English, French and Spanish.
In general, the MicroDIS system manager should make any additions to or deletions from the
stopword list before a great deal of catalog activity occurs.

Although any word entered as a stopword is likely to be insignificant, and not a word that
one would be likely to use to retrieve records, caution is nevertheless needed when
modifying the stopword list. When a new stopword is added, references to that word
already in the fast access files will remain. This will not cause any errors, but the formerly
used word will still appear in fast access file reports. Similarly, removing a stopword can
cause inconsistencies. Note that to modify a stopword amounts to both a delete and an add.
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User A (filiqtion Codes Authority Fjle

The User Affiliation Codes file contains three fields: the one letter code, the expanded
value, and an abbreviated value. These codes are used when you record a CIRCULATION
loan, or enter an ACQUISITIONS tracking record.

The codes are used by MicroDIS when generating several statistical reports, thereby
providing information centers with data on the amount of service provided to various
categories of users.

MicroDIS is installed with some sample user affiliation codes. You may elect to use these
codes, or develop your own to more accurately match information center user groups.

Maintaining the list is not critical to smooth MicroDIS operation. Changes to the list will
not affect MicroDIS day-to-day use.

8.1.2 Selecting a Malntepance Function

For each authority file, the available maintenance functions are the same (Figure 8.3).

_Figure 8.3 •

•••••••••••••••••••• [Authority File N.-el UPDATE MENU .

Add
Modify

Delete
Vi..,

EXIT

Add • new ft... to the file..............................................................................

You may want to VIEW the authority file before any updating. Be aware that there is no
semantic checking in the data entry screens. Anything you add to or modify in an authority
file will be accepted, as long as no duplicate entries are created. Otherwise, the add,
modify and delete functions work just like their counterpart functions in the DOCUMENT
CATALOG module.

After you finish altering the list, VIEW it again to be sure that the authority file appears
exactly as you need it. As with many MicroDIS reports, authority files can be viewed either
on the screen or on the printer.
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8.2 REBUILD MICRODIS SORT INDEXES

The REBUILD utility rebuilds the internal indexes which link each database record to a sort
sequence for display or printing. Use this utility in four situations:

o after any abnormal MicroDIS interruption. e.g. system cnsh or power failure

o after restoring the database from the last backup

o after a sort index file (name ends with .NTX) is accidentally erased or
damaged. in order to recreate it

o after instaUation, to become comfortable with the procedure.

Doing a rebuild in other situations is not harmful in any way, but it may take time (the
exact length of time depends upon the nUDiber of records in the various databases in the
system).

When you select this utility, MicroDIS displays the SORT INDEX REBUILDING MENU
(Figure 8.4) to give you a choice of rebuilding some or all sort indexes.

_FiGure 8.4, •

...._..c.............. SORT III)EX REBUILDING IEIIU -_ _.---.

Doc~t Dlta.e
Authority Files

FI.t Acee•• Files
Circul.tion/Aequisitions

Syst.
Tot.l lebui ld

EXIT

lelndex e.tllog dlta•• ~ rellted files
..................~ 83 .

If you have any doubts about which sort indexes need to be rebuilt, select <Dotal rebuild.
Remember. REBUILD cannot harm your data.
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SYSTEM ACCESS WORD:
CALL' SIGNIFICANT DIGITS: 0

TYPE OF MOM ITOR: M
DEFAULT LANGUAGE: EN

•
8.3 CONFIGURE THE SYSTEM

Run CONFIGURE at the following times to define certain aspects of your system
configuration:

o at installation, to initially set the parameters
o when you are changing your hard disk configuration or want to use a RAM

disk
o when you want to change the system access password
o when you are setting up the Call Number Prefix Authority File
o when you switch between a monochrome and a color monitor.

The INSTALLATION CONFIGURATION PANEL appears as follows (Figure 8.S):

_Figure 8.5, •

MICROOIS • INSTALLATION CONFIOORATlCII PANEL
......................_ s _ _ _ .

DISK DRIVE ASSIGNMENTS
FOR PROGRAM: C

FOR TEXT FILES: C
FOR DATA FILES: C

Veltd renge t. 0 thru 6
<M~onochrome or <C>olor .cnttor
Velid lengueges ere: <f.N> for English

<ES> for Spenish
<FR> for French

Preis <F1> for HELP, <F5> to RECONFIGURE, <F9> to EXIT

• Drive Assignments tell MicroDIS where to find classes of files in the system. Most computer
systems have only one hard disk and consequently these parameters will all be set to "C".
However, if your microcomputer has more than one hard disk drive, you may wish to
spread the different types of files Ieross the several drives. This will give faster response
time.

System Access Word is the password which, if assigned in the configuration panel, must be
entered when logging on in order to gain access to all of the functions in MicroDIS. If this
password is NOT entered during log-on, MicroDIS restricts users to the DOCUMENT
CATALOG -- SEARCH function and to the REFERENCE DESK. Alternatively, the
password may be left blank in the configuration panel, giving all users Iccess to all modules.
MicroDIS is loaded from the installation diskettes with the password blank.

Call Number Significant Digits is the number of digits at the beginning of the call number
which are used for validation and decoding in association with the Call Number Prefix
Authority File. An entry of zero (0) means that MicroDIS will not use these features. If an
entry other than zero is given for this parameter, then the authority file will be accessed
during printing of the New Acquisitions report to create subject category headings. In
addition, this authority file wiIJ be used during data entry to verify that all call numbers
entered into the database have valid prefixes. See Section 8.1.1 for more information on
using the related Call Number Prefix Authority File. .
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Monitor indicates whether you are using a monochrome (single color) or fuU color monitor.

You can always view these settings and then EXIT without any affect.

However, if you do make changes, you must press Function Key 5 (FS) to reconfigure
MicroDIS, and then exit cQmpletely Qut Qf MicrQPIS for the changes to take effect. You do
not need to power off; just exit back to the C:\> prompt. Then type • microdis • as usual to
resume use.

8.4 SYSTEM SNAPSHOT

The SYSTEM SNAPSHOT utility provides a quick overview of the number of entries in the
MicroDIS databases and fast access files created by each site. It is easy to use; there are no
prompts or questions.

When you select this utility, the following screen displays the data for your jnstalla\~/)n

(Figure 8.6).

_Figure 8.6, ,

MicrClOIS • Syst"" Snlplhot

(date)

Number of EntriesDlubese

Acquisitions
Circuletion
Deily Log

D'XU'Ilerlt
FIst Acct'ss • Authors
Fe.t Access • libtype.
Fist Acce.. • Keywords
Fest Acce••• Title Words•

Pre•• <F9> to EXIT

The values are the number of records contained in each database, or, for the fast access
files, the values show the number of entries in each file (e.g., the number of author names,
title words, keywords and bibtype codes).

Although this data is only displayed on the screen, you can print the data summary directly
from the screen by pressing Shift + the PrtSc (print screen) key (or whatever key
combination is used on your keyboard).

Y01~ may find it useful to print and retain copies of this data periodically in order to track
the growth of your databases and files. In the event of a power failure or system crash, it
can also be useful to have a copy of a recent snapshot to get a rough idea if any records or
files have been lost.

When finished with the snapshot, MicroDIS then returns to the SYSTEM UTILITIES MENU
(Figure 8.1).
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• 9.0 INTRODUCTION

SECTION 9:

TECHNICAL REFERENCE

•

This secticn is intended for use by the MicroDIS system manager and/or technical support
personnel. It contains information on the following subjects:

Error Messages and How to Respond
Recovering from Power Failure
Database Backup and Restore Procedures
Database Definitions and Linkages
Fast Access File Definitions and Their Uses
Authority File Definitions and Their Uses
Using an International Character Set

9.1 ERROR MESSAGES AND HOW TO RESPOND

Throughout the error handling section. reference is made to the MicroDIS Technical Support
Group. They may be contacted through:

U.S. Agency for International Development
PPC/CDIE/DI
Room 209, SA-18
Washington. D.C. 20523 USA

Telephone: (703) 875-4970

or directly at:

MicroDIS Technical Support Group
LTS Corp.
7222 47th Street
Chevy Chase. MD 20815 USA

Telephone: (301) 951-7191
Telex: 3730100 LTSCORP
Fax: (301) 951-9624

References are also made to the Error Reporting Form. contained in the back of the
GETTING STARTED section of the MicroDIS Manual. The system manager should keep
several copies of the form at hand. so that any problems that occur can be documented as
thoroughly as possible.
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Error or warning messages may come from any of three sources:

DOS errors
MicroDIS data errors
MicroDIS system errors

9.1.1 POS Error Messages

•

These messages are normally, but not always, encountered outside of MicroDIS.

<type> error reading/writing <device>
Ahort. Retry, Ignore?

An error was detected during reading or writing to any of the devices
connected to your system, usually a printer or disk drive. <Device> indicates
which physical unit is inacessible, and <type> gives some explanation on the
natul~ of the problem. For example:

Not ready error writing device PRN
Ahort, Retry, Ignore?

This message indicates one of several things. It could be that t~~ printer
doesn't have paper, is not online, is Dot attached to the PC, or in general is
not accessable due to a physical reason. If you cannot figure out what the
error message means, hit R for retry. If the problem persists, con!act an
individual locally who is famiH:u' with microcomputer systems.

Bad commana' or filename

This means that the computer does not understand the command. First,
check the spelling. Any error in the command name will generate this
message. If it is spell~d correctly, then the command may have been deleted
from the PC. Another possibility is that the DOS "path" has been changed.
Still one more possibility is that the default drive is not correct. The prompt
on the screen should indicate the correct drive (e.g., C:\). Try other
commands to determine the nature of the problem.

Insufficient disk space

This means that your hard disk or floppy disk is full and cannot hold any
more information. Use the DIR commal. d to see what files are on the
suspect disk. Can any be removed? Can you use another diskette?
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9.1.2 MlcroDIS Data Error Messlges

Data warning messages Rre not cause for worry. They only indicate that some other option
or value should be entered and that the problem can be corrected by the user. For example.
in the DOCUMENT CATALOG data entry screens. one field is bibtype. The field is checked
against the Bibtype Code Authority File. If the bibtype ~ntered does not appear in the
authority file. MicroDIS will give a warning message.

No ·~arning message will step the system. If you are unable to resolve a MicroDIS warning.
comp]ete an Error Report Form and contact the MicroDIS Technical Support Group.

9.1.3 MIc:roDIS System Error Messages

Your first response to any system error should be to write down the message. word for
word. or print the screen containing the error message directly using <Shift> + <PrtSc>.
Also note what else is on the screen. which module you are running, which records are
being accessed, any prior unusual happenings. etc. Only after recording this information
should you continue with the error handling guide.

All system errors are displayed in the following format:

proc:, _ line:, _ description (Q/A/I)

•
"Proc" is the name of the program that was running when the error occurred.

"Line" is the line number of the statement executing when the error occurred.

"(Q/A/I)" are your options to continue:
<Q> quits the program after closing all files
<A> aborts the program without closing files
<I> ignores the error and continues

Do not choose <A> for abort. It is never the best response. Depending upon the
situation, as described below, choose <Q> or <1>.

"Description" may be any of the following:

Indicates an internal problem with MicroDIS. One possible cause is when using a
corrupted sort index file. Quit and then rur. REBUILD on the SYSTEM
UTILITIES menu. If the error occurs Igain. then it is probably caused by a lack
of available memory.

Have you been running MicroDIS day in and day out without this problem
before? If so. then try to identify what is different about the PC today. Is there
a new version of DOS. the Disk Operating System. loaded up DOW? Find out if
any memory resident programs are beini used on the PC.
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If you still cannot correct the problem, then perform the following steps. These
instructions assume that the hard disk is referenced as drive C.

At the C:\> DOS prompt, type CHKDSK and make a note of the number of
"bytes free" at the bottom.

Next type CD C:\M1CRODIS to move to the microdis subdirectory.

Then type DIR MICRODIS.EXE and make a note of the size of the microdis
executable module.

Next type DIR • .OVL and make a note of the largest of the dozen or so
overlay files.

Add up the size of the executable module and the largest overlay file. To
this figure add 64K (65536 bytes). This is the minimum amount of memory
that MicroDIS needs to run. Compare this value to the number of "bytes
free" from CHKDSK.

If the amount of memory needed is less than the mount of memory available,
then fjJJ out an error report form completely and contact the MicroDIS
Technical Support Group immediately.

If there is not enough memory, then the amount must be increased. First,
remove any unnecessary memory resident utilities. If that is not enough,
then you will need to buy more memory (RAM).. It is a good idea to have
640K on a PC running MicroDIS, even though it is possible to have less.

DOS Erro,."

The .. symbol can be any number from I to 83. The most common error
numbers are:

... 2 (file not found) The name of the file MicroI"IS needs, but cannot
find, will be shown. If it is a sort index (.NTX), then Quit and do a
REBUILD. Otherwise, you will need to restore the file from your backup.
See the section on Backup/Restore elsewhere in the Technical Reference
section. Be especially careful when restoring a database (.DBF) file. Follow
the r"store instructions!

.. • 4 (too many files open) This error can be a result of two situations.
The most common is when the CONFIG.SYS file is not yet setup, is
damaged, or has been erased. The CONFIG.SYS file must say FILES-20 in
order to accommodate MicroDIS on your machine. See the installation guide
for details. If the PC configuration is okay, then fill out an Error Report
Form and contact the MicroDIS technical support group.

\
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# • IS (invalid drive specified) Run the CONFIGURE utility to be sure
that the disk drive specifications are set to the hard disk (usually C).

# .. 19 (write protect violation) The diskette you are writing to has a write
protect. Either remove the write protect tab or use a different diskette.
Then select I to ignore the error and MicroDIS will proceed normally.

# .. 21, 29, or 30 (drive not ready) Verify that the diskette drive door is
closed and that the diskette is inserted properly. Then select I to ignore the
error. If the message appears again, you may have a damaged diskette. Try
another diskette.

.. • 28 (printp,r out of paper) Make sure that the printer has paper, that the
power is on, that it is online, and that the printer cable is attached securely
to both the printer and to the PC. Then select I to ignore the error.

If any other DOS error message occurs or if you are unable to resolve any of the
above error messages, complete an Error Report Form and contact the MicroDIS
technical support group.

DmDbllSe error

The requested database has been corrupted. You will need to restore the database
from your backup. Make a Dote of the name of the database file and then see the
instructions on Backup/Restore in this section.

Ty~ Conflict
Undefined Symbol Error
MACRO Error

Any of these messages indicate an internal MicroDIS problem. It could happen if
one of the program files (.EXE and .OVL files) is damaged. Restore the software
from your backup and try again. If the problem persists, then the software is in
error. Complete an Error Report Form and contact the MicroDIS technical
support group.

I
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9.2 RECOVERING FROM POWER FAILURE

Any power failure has the potential to damage MicroDIS data files, but most of the time
~~,ere will be no problem. Follow these steps in the event of any power interruption.

First, turn off the PC. This prevents any subsequent power surges Crom damaging the
machine.

While it is still clear in your mind, recall what was happening in MicroDIS at the time
power was stopped. Were you on a menu? Data entry screen? Printing a report?
Whatever it was, write down the name of the module in use, document being modified, etc.

After electricity comes on again, tum on the PC. If it does not start up properly, then there
may be hardware damage due to a surge or spike. Turn off the PC and then try again after
a few minutes. If it still does not work, then it will have to be serviced. After any
hardware problems have been resolved, continue with the rest of these steps.

When the machine hOD booted up, type CHKDSK. This utility looks at everything on the
hard disk and identifies any damaged areas or lost data clusters. If CHKDSK does find
errors, then contact a local knowledgeable individual or the MicroDIS technical support
group before doing anything else with the PC.

If CHKDSK found no errors, it is likely that no information was lost. Now, think back to
what was happening before the power was interrupted.

If you were outside of MicroDIS or on a MicroDIS menu, then everything- is okay. There is
no potential for data loss and you may continue work without worries. This implies a good
rule of thumb for sites prone to power interruptions; when you are finished using MicroDIS
for any length of time, make sure it is on a menu. That minimizes the chances of database
damage. .

If you were on a data entry or modify screen, then that record will have to be entered or
modified ;lgain. Your only loss is a few minutes of work.

BUT - if MicroDIS was actively updating databases then there may be damage.
Interruptions during the time that MicroDIS is creating a document record and updating fast
access files WILL harm data int,;;rity. A database restore will be required -- see the
backup and restore instructions below.
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9.3 DATA BACKUP AND RESTORE PROCEDURES

• 9.3.1 Introduction

There is no substitute for periodic data backups. In the event of fire, electrical spike, or
other catastrophe, all your information could be lost. Without a backup, your MicroDIS
installation would have to start over from scratch. Another cause of data loss is accidental
erasure. When you have a backup, the loss of one file is merely a nuisance. Without a
backup, your MicroDIS installation could be disabled for a few weeks while you wait for
the necessary files to be shipped from A.I.D. Even then, you may have lost tremendous
amounts of information.

There are four considerations in any backup scheme: the scope, frequency, media used, and
restore methodology.

9.3.2 ~

At a minimum, MicroDIS uses over 100 data files. Some sites will have as many as 200
files, depending upon the implementation. If data is going to be backed up daily or weekly,
the procedure could be much quicker if oniy the active or important files are backed up. If
a file is on the PC hard disk but is not being used, then there is no need to protect it with
more than one backup.

Below is a typical file list for a MicroDIS site (this list was taken from the demonstration
version of MicroDIS).

• ACQUISIT DBF
AXAFFIL DBF
AXSTOP DBF
CURRENT DBF
EXPORT DBF
HELP1 DBF
OTHERSRC DBF
.XCIRCUS DBF
COIE02 DSP
COIE07 DSP
COIE12 DSP
COIE17 DSP
OTHER01 DSP
OTHER07 DSP
OTHER1] DSP
PO, COS DSP
PO'C10 DSP
P02C02 DSP
P02C07 DSP
P02C12 DSP

ANCILARY DBF
AX81BTYP DBF
AXTHESAR DBF
DAILYLOG DBF
FXAlJTHCIR DBF
HELP2 DBF
P01DIR DBF
SXCONFIG DBF
COIED] DSP
COIEOS DSP
COlE'] DSP
COIE1a DSP
OTHER02 DSP
OTNEROS DSP
P01C01 DSP
P01C06 DSP
P01C11 DSP
P02CD] DSP
P02Coa DSP
P02e,' DS!'

ATHORITY DBF
AXCALLNO DBF
118LIST DBF
DELLIST DBF
FXlIITYP DIF
HOLDER D~F

POZOIR DIF
TITURT DIF
CO IEO' DSP
COIE09 DSP
COIE1' DSP
COIE19 DSP
OTHER03 DSP
OTNER10 DSP
P01COZ DSP
P01C07 DSP
P01e1Z DSP
P02e04 DSP
P02C09 DSP
P02C's DSP

AXACRONM DBF
AXCMSG DIF
COIEPUIS DIF
DOCUMENT DIF
FXDESC DIF
IIEV DIF
PMRG DIF
TTLWOItDS DBF
COIEOS DSP
COIE10 DSP
COIE1s DSP
COIE20 DSP
OTHEl04 DSP
OTHER11 DSP
P01C03 DSP
P01Coa DSP
P01e1] DSP
P02C05 DSP
P02e10 DSP
P02C16 DSP

AXACTIVE D8F
AXSITE DBF
CIRCULAT DBF
DQIILOAD DBF
FXTITLE DBF
OLD DBF
RESULTS DBF
COIE01 DIP
COIE06 DSP
COIE11 DIP
COIE16 DSP
IlEUS DIP
OTHER06 DIP
OTHER1Z DIP
P01C04 DSP
P01C09 DIP
P02C01 DIP
P02C06 DIP
POZC11 DIP
P02C17 DIP
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P02C18 DSP
P02C24 DSP
P02C29 DSP
"ICR(I)IS DE
ACTEMP IT)(

AXAFFIL IT)(

AXSln2 IT)(

CIIC1 IT)(

FXAUTIIClR NT)(

HELP1 NT)(

OLD NT)(

RESULTS IT)(

ACQUISlT OVL
DREPORT OVL
UTILITY OVL

P02C20 DSP
P02C25 DSP
P02C30 DSP
ACQ1 m
AlCILOY IITX
AXlIITYP IlX
AXSTOP NTX
CIRC2 m
FDIITYP NTX
HELP2 NTX
OTHERSRC NTX
RXCIRCUS NTX
CIRQJLAT DVL
DSEARCH OVL

P02C21 DSP
P02C26 DSP
P02C31 DSP
ACQ2 ITX
ATlKlIUTY ITX
AXCALLNO NTX
AXTHESAR NTX
CURRENT m
FXDESC IITX
HOLDER IITX
P01DJR IlX
SXCClNFlG IITX
DADD DVL
DUTIIITY eM.

P02C22 DSP
P02C21 DSP
P02C32 DSP
ACQ3 IITX
AXACRONM NTX
AXCMSG IITX
IJILIST IITX
DOC2 IITX
FXDESC2 IITX
LOG NTX
POlOIR IITX
TITLSRT line
DDELETE OVL
LOGDAJLY OVL

P02C23 OSP
P02C28 DSP
P02C33 DSP
ACQ99 IITX
AXACTIVE IITX
AXSITE IITX
CDIEPUIS NTX
DOClIENT NTX
FXTITLE IITX
lEU IITX
PtltG IITX
nLUDROS IITX
IMIJ)J FY OVL
REFDESK OVL

•

Of all these 150+ data files, which are most active? Which need to be backed up once, and
which need to be backed up regularly? If you have a very fast backup medium and do not
mind backing up the whole set of files, then by all means do so. The following discussion
is aimed at users who wish to backup only critical portions of their system.

There are four types of files in MicroDIS, each with different backup considerations. They
include database and fast access files (.DBF), sort indexes (.NTX), display files (.DSP), and
program rues (.EXE and .OVL).

MicroDIS has about 40 database files (.DBF). They are among the most active files in your
installation. Every time a new document is cataloged, for example, the contents of up to
eight database files are altered. For this reason, CDIE recommends regular backup of all
database rues.

The sort indexes (.NT.X), link each database record to a sort sequence for display/printing.
In general, every time a database file changes, one sort index is updated. One might
therefore expect it necessary to backup sort indexes as well, but that is not the case. AU
sort inde~es can be recreated from scratch with the REBUILD function on the SYSTEM
UT/LrrlES menu.

For example, suppose the CIRCULAT.DBF database is accidentally erased. If you load it in
from a backup, then the existing CIRCI.NT.X and CIRC2.NTX sort indexes will be out of
sync with the CIRCULAT database itself. But by running REBUILD, the sort indexes wilJ
be recreated to reflect the current contents of the circulation database. Despite their
activity, the sort indexes do not need periodic backup.

Your site will also have between I and over 200 display (.DSP) files. They are used in the
REFERENCE DESK module of MicroDIS. If your site does not use the this module, then
there is no need to back up these files. If your site does use the module, then it should be
backed up once, after MicroDIS is installed. Because the display files do not change,
backing them up more than once is not required.
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Similarly, the dozen or so program files (.EXE and .OVL) do not change over time. Backup
these files once. just after installation.

• Again, the above discussion applies to you only if backup time or data volume is a
consideration. If regularly backing up the entire system is not a problem. then go ahead and
do that.

9.3.3 Frequepcy

The next question is ·How often should I backup volatile data?·. The response is ·How
much work are you willing to redo after a data loss?· If your site catalogs five records a
day, then backing up once a week should be reasonable. More active sites should perform
backups more often, perhaps semiweekly or every other day. Backup as often as you feel
necessary.

9.3.4 ~

The simplest way to backup the system is to use the DOS backup command. This will
require three diskettes for each megabyte (MB) of data. This backup procedure is time
consuming and requires someone to be present to change the diskettes in the computer as
they fill with data.

•
A diskette-based backup method is recommended in two instances. For one-time backups
like the program files or display files. it is quick and involves no additional expense. For
periodic backups. use it only for the database files. The number of diskettes required for a
periodic backup of the entire system is too great to use it regularly.

Alternatively, tape cartridge backup offers speed, reliablility, nnd ease of use, although it
requires additional expenditure for the hardware. Tape systems are available for both Wang
and IBM microcomputers. If your site select this method, it is recommended that you
backup the entire set of MicroDIS files. Normally one tape cartridge has enough capacity to
hold a complete MicroDIS system.

Using a ·parent· computer for backup is another alternative. If your site has a
minicomputer or mainframe (e.g.• a Wang VS), you may be able to periodically upload data
from the PC to the larger machine. This method has the advantage of safety; most larger
computers have a satisfactory backup scheme. Some initial expenditure may be needed for
the communications software or hardware. When backing up to a parent machine copy the
entire MicroDIS system. as you save little time by selecting certain files.

9.3.5 Restorlnl

There are two types of restores: comprehensive and selective. A comprehensive restore is
used after some catastrophe that erases all your data. Reload everything you have on
backup disks/tapes onto the hard disk and then continue to use MicroDIS normally.
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A selective restore may only be needed if, after consulting the Technical Reference section
or MicroDIS Technical Support Personnel, you determine that only one or a few files are
damaged. Even when only one file is corrupted, however, you may need to restore a cluster
of related files to ensure data integrity. For display files or program files, just restore the
one or a few files that you know are damaged or missing. For sort indexes, no restore is
necessary; just run REBUILD. For database files, a careful restore is needed due to logical
links between different database files.

The following database files all stand alone. They may be restored individually as needed:

ACQUISIT DBF ATHORITY DBF AXACRONM DBF AXACTIVE DBF AXAFFIL DBF
AXBIBTYP DBF AXCALLNO DBF AXCMSG OBF AXSITE DBF AXSTOP DBF
AXTHESAR DBF Q)IEPUBS OBF CIRCULAT DBF CURRENT DBF DAILYLOG DBF
DELLIST DBF DCMILClAD DBF EXPORT DBF HELP1 DBF HELP2 DBF
HOLDER DBF IIEW OBF OLD DBF OTHERSRC DBF P01DIR DBF
P02DIR DBF PMRG OBF RESULTS DBF RXCI RCUS DBF TJTLSRT DBF
TTLWORDS DBF

Unless a MicroDIS technical support person tells you otherwise, restoring anyone of the
following files requires that you restore all the database files in this cluster:

ANCILARY DBF
FXDESC DBF

IIBLIST OBF
FXTITLE OBF

DOCUMENT OBF
SXCONFIG DBF

FXAUTHOR DBF FXBIBTYP DBF

•
After completing any selective database file restore, running REBUILD is mandatory. The table below
shows, for each option on the rebuild menu, which databases will have their sort indexes recreated.
When in doubt, rebuild all the sort indexes. It may be time consuming but cannot damage your data.

Document database

•

ANCILARY DBF
HOLDER DBF
TTLWORDS DBF

Authority files

ATHORJTY DBF
AXBIBTYP DBF
AXSTOP DBF

Fast access files

FXAUTHOR DBF

MlcroDIS Manual - Version 2.2

IIILIST DBF
NEW DBF

AXACRONM DBF
AXCALLNO DBF
AXTHESAR DBF

FXBIBTYP DBF

CURRENT DBF
OLO DBF

AXACTJVE OBF
AXCMSG OBF

FXDESC OBF

DOCUMENT DBF
RESULTS DBF

AXAFFJL DBF
AXsnE DBF

'XTITLE DBF
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•
Acquisitions

ACOUISIT DBF

Circulation

CIRCULAT DIF

System

CDIEPUBS DBF
OTHERSRC DBF
SXCONFIG DBF

RXCIRCUS DBF

DAILYLOG DIF
P01DIR DBF

HELP1 DBF
P02DIR DBF

HELP2 DBF
PMRG DBF

No rebuild is needed for the following databases:

•

•

DELLlST DIF

MlcroDIS Manual - Version 2.2
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9.4 DATABASE DEFINITIONS AND LINKAGES

• 9.4.1 Database Definitions

DOCUMENT DATABASE (document.dbf)

•

FIELD NAME TYPE WIDTH

isn chllracter 5
printflag nuneric 1
circ_count nuneric 2
sitecode chllracter 3
callnUltler chllracter 2S
copies chllracter ,
loclltion chllracter '0
fOMll8t chlracter 2
bibtype chllracter 2
doctitle chlracter 250
tI sectitle chllracter 250
leries chlracter 70
leriesrun chllracter a
luthor' chlracter 77
luthor2 chllracter 77
luthor3 chlracter 77
author4 chllracter 77
luthor5. chllracter 77
pubdate chlracter 5
pagination chlracter 25
languages chlract.r 2x2
, notel chlracter 2x250
dat.c~ date a
descriptor chlract.r 'Ox40
identifier chlracter 'Ox40

DESCRIPTION

internal sequence nuMber (auto)
print status of citation (auto)
counter of time document loaned (auto)
information center designlltion (auto)
doclllll!nt call nurber
rutmer of coples
physical location of doclllll!nt
physlclIl format of document
AID bibliographic type code
title of document
.econd title of docUlent
title of ..rl..
number wi'.hin lerl••
first author nIRe
.econd author name
third author nIRe
fourth author name
fifth author nIRe
docURent publication date
peges in document
language code for docUllf!nt
not.s I Ihort abltract
dlt. citation placed on databls. (lutO)
controlled l&mject te,..
non·controlled l&mject t....

Fields which have the designation ·(auto)" are automatically maintained by MicroDIS.

ANCILLARY DATABASE (ancilary.dbf)

FIELD NAME

fin
record_ld
Inc_data

TYPE

chlracter
chlracter
charlcter

WIDTH

5,
250

DESCRIPTION

InterNiI lequenc. nullber (..to)
Identifies which field is .tored
data belno .aved
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•• CIRCULATION DATABASE (circulat.dbf)

• FIELD N~ME TYPE WIDTH DESCRIPTION

sitecode chlrlcter 3 fnfoMftitfon center ~fgnetfon (coded)
cillnuN:ler chlrlcter 25 doc~t cill ruaer
copy chlrlcter 1 ruWr of copy loaned
neme chlrlcter 30 neme of petron borrowf~ docUllent
Iffilflte chlrlcter 1 petron" Iffflfitfon
office chlrlcter 15 petron'. office desfgnetfon
eddres. chlrlcter 30 ..iling eddress of petron'. office
phone chlrlcter a petron'. telephone rurber
date date a elate docllllent pllced on lOin (auto)
term runeric 2 length of document lOin
title charlcter 250 tftle of docllllent loaned
od_counter runeric 1 number Jf overdue notfces sent (lutO)

Fields which have the designation "(auto)" are automatically maintained by MicroDIS.

•• ACQUISmON DATABASE (acquisit.dbf)

FIELD NA.ME TYPE WIDTH DESCRIPTION

orderdate charlcter a dlte order placed
ponuli)er charlcter 15 purchase order numbe~

ftf!fllUN)er charlcter 2 Ifne itllll rurber
tftle chlrlcter 250 tftle of ftllll befng ordered
publ fsher chlrlcter 30 publisher of item
vendor chlr.cter 30 jobber with whom po pl,lced
quantity runeric 2 quantity of this itllll ordered

• U"Iitcost runeric a unit cost of item (2 deci~ls)

fnina chlrlcter 15 funding source for purchlse
duedete elate e dete itllll due
Icqdete dete a dete ftllll recefved
disdlte dete a dete item .helved or order clneelled
neme chlr.cter 30 ,.. of pltron requesting order
office chlr.cter ;5 petron'. office de.ignetion
affilflte chlr.cter 1 petron'. I~fililtion
phonenurbr ch.r.cter a petron'. telep,one number

DAILY LOG DATABASE (dailylog.dbf)

FIELD NA.ME TYPE WID7'H

Iffililte chlr.cter 1
office chlr.cter 15
.ervice chlr.cter 1
vol"'" runeric 5
dete dete e

DESCRIPTION

.ffilfltfon of petron requesting service
offfce of petron requesting .ervice
.ervice petron reque.ted
vollllle of .ervice plrfonned
dlte log entry -.de (.uto)

Fields with the designation "(auto)" are automatically maintained by MicroDIS.
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SYSTEM CONFIGURAnON DATABASE (sxconfig.dbf)

FIELD NAME

con_key
con_value
con_dele

TYPE

character
character
character

WIDTH

2
5

22

DESCRIPTION

.....r which fdentifi...ystelll per_ter
value of per_ter
description of ltyst.. par_ter

•

9.4.2 Database Linkages

Of the six databases described above, two are stand-alone files. That is, they do not share
any data and therefore are not linked in any way to the other three. They are the DAILY
LOG and the ACQUISITION databases.

When a new record is added to the DOCUMENT (catalog) database, MicroDIS creates two
indexes to identify it. The first index is the combination sitecode and call number assigned
by the cataloger. The second index is the isn (internal sequence number) which is generated
by MicroDIS. This number is transparent to the user and is assigned sequentially. The last
document isn assigned is kept in the SXCONFIG database.

The DOCUMENT and the ANCILLARY databases are linked via the 'isn' field.

The DOCUMENT database is the primary repository for the bibliographic information
contllined in MicroDIS. The ANCILLARY file holds specific fields of information which
are not always entered for each citation. These fields are designated by a '.' in the
DOCUMENT database definition above. When these fields are entered, MicroDIS uses the
isn assigned to the DOCUMENT record and creates an ANCILLARY file record. MicroDIS
also assigns a record_id to identify what information is being stored in the anc_data field.

The DOCUMENT and the CIRCULATION database are linked via the sitecode and
callnumber index. Whenever a document is to be circulated, MicroDIS uses this index to
retrieve information from the DOCUMENT database to verify that the document
identification provided is indeed the document to be checked out. In turn. during the
document search procedure, MicroDIS checks the CIRCULATION database to determine if
a document identified by the search is checked out.

The SXCONFIG database is read at the start of a MicroDIS session and the system
parameters it contains are used to set global variables which govern the operation of
MicroDIS. Two of the variables contained on this database are the last document isn and
last descriptor isn assigned by the system. This field is updated on the SXCONFIG database
each time an isn is assigned.

~: Work in the DOCUMENT. CIRCULATION, or Ac=QUISITION database result~ in
automatic generation of an activity record in the DAILY LOG database.
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9.5 FAST ACCESS FILE DEFINITIONS ANn THEIR USES

• 9.5.1 Fast Access File Definitions

AUTHOR FAST ACCESS FILE (fxauthor.dbf)

FIELD NAME

fea_name
faa_cont
fao_ids

TYPE

character
character
character

WIDTH

77
3

50

DESCRIPTION

luthor name
record number for this luthor
fsnls of documents with this luthor

BIB TYPE FAST ACCESS FILE (fxbibtyp.dbf)

FIELD NAME

feb_name
feb_cont
fab_ids

TYPE

character
charlc:ter
charac:ter

WIDTH

2
3

50

DESCRIPTION

bibl iagraphfc: type code
rlcord number for thil code
f,nls of documents wfth thfs code

•
KEYWORD FAST ACCESS FILE (fxdesc.dbf)

FIELD NAME TYPE WIDTH

fad_name character 40
fad_cont character 3
fad_ids character 50
fad_fsn charlcter 5

TITLE WORD FAST ACCESS FILE (fxtitle.dbf)

DESCRIPTION

descriptor/identiffer
record number for this keyword
isn's of documents with this keyword
fin for this keyword

FIELD NAME

fet_nIIlle
fet_cont
fet_fds

TYPE

chlrlcter
charlcter
chlrlcter

WIDTH

20
3

50

DESCRIPTION

title word
record nunber for thfl tftle word
fanla of docUMentl with thil word

As you can see, all of the fast access files have the same basic construction. (The keyword
fast access file is slightly (Hfferent and that will be explained in a later paragraph.) There
are three fields in each file which have identical purposes.

The name field identifies the specific author, bibtype, keyv'ord, or title word which is being
indexed. The field length differs in each file for the name field.

The cont field identifies which record (in sequence) this index record is for the specified
term. There may be up to 999 records on the fast access files for each term being indexed.
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The ids field containr up to 10 isn's which identify specific records in the DOCUMENT database. As
there may be up to 999 records for each term; each term may refer to 9.99D records in the document

• catalog.

9.5.2 Fast Access File Uses

The fast access files are used in the roJJowing manner. When a record is added to the
document catalog (or when an existing record is modified), MicroDIS isolates the following
data from the citation:

I. a11 author names;
2. the bibliographic type code;
3. each individual word used in the title, second title, and series title; and
4. each descriptor or identifier.

References (document. isn's) are then added to the appropriate fast access file. MicroDIS does this by
first checking to determine if the term has already been used. If it has, then the isn for th~document
record (assigned by MicroDIS automatica11y) is added to the first available record in the fast access
file for that term. If the term has not been used or if there is no available space on an existing
record. MicroDIS creates a new record with the cont field set to I greater then the last record for the
term. In the case (If a brand new term. the cant field is set to I.

•
In the case of tht.~ title words. MicroDIS adds one additional step. Before the reference for each title
word is added to the fast access file. it is verified against the Title Stopword Authority File. If the
title word is listed in the STOPWORD file. then it is not added to the fast access file.

The fourth field in the keyword fast tccess file is the keyword's isn. Whenever a new
descriptor/identifier is added to the fast access file. MicroDIS automatica11y assigns a unique
isn to the keyword. This isn is then placed in the catalog record in the descriptor or
identifier field of the DOCUMENT database. This is done in order to conserve storage
space on the computer's fixed disk.
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9.6 AUTHORITY FILE DEFINITIONS" THEIR USES

9.6.1 Authority File Definitions

AUTHOR/SERIAL TITLE AUTHORITY FILE (axaeronm.dbf)

FIELD NAME

Icr_code
Icr~.descr

71'PE

chlr«leter
chlrlcter

WIDTH

10
70

DESCRIPTION

IIc.. :zn)'lh
delOcription of Icronylll

ACTIVITY CODE AUTHORITY FILE (axaetive.dbf)

AFFILIAnON CODE AUTHORITY FILE (axaffiI.dbf)

•

FIELD NAME

Ict_code
Ict_descr
Ict_Ibbr

FIELD NAME

Iff_code
Iff_vllue
Iff_abbr

TYPE

chlrlcter
charlcter
charlcter

TYPE

chlrlcter
charlct.r
charlct.r

WIDTH

1
12
5

WIDTH

1
25
10

DESCRIPTION

Ictivity code
description of activity
abbreviltion of letivity description

DESCRIPTION

us.r affililtion code
de.cr'ption of Iffililtion code
abbreviation of Iffililtion de.cription

BIBLIOGRAPHIC TYPE CODE AUTHORITY FILE (axbibtye.d~f)

FIELD NAME TYPE

chlr.ct.r
chlr.ct.r

WIDTH

2
40

DESCRIPTION

bibliographic type code
delcription of bib type code

CALL NUMBER PREFIX AUTHORITY FILE (axeaUno.dbf)

FIELD NAME

cIll_code
cllt_vllue

TYPE

chlrlct.r
chlrlct.r

WIDTH

6
40

DESCRIPTION

call ~r prefix code
de.cription of clll ~r prefix
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CIRCULAnON OVERDUE MESSAGES AUTHORITY FILE (axcmsg.dbf)

• FIELD NAME TYPE WIDTH DESCRIPTION

Ng_nun ch.r.cter , circul.tion .....g. nulber
IlISg_l ine' ch.rlcter 65 line' of me••lge
NlLline2 ch.r.cter 65 line 2 of .....g.
Ng_line3 charlcter 65 line 3 of me•••g.

SITE CODE AUTHORITY FILE (axsite.dbf)

FIELD NAME

.it.code

.hortname
longname

TYPE

char.cter
ch.rllcter
chlrlcter

WIDTH

3

'0
40

DESCRIPTION

MicroOlS .it. code
.bbreviation for MicroOlS .ite
definition of MicroDIS .ite

STOPWORD AUTHORITY FILE (axstop.dbf)

KEYWORD AUTHORlTY FILE (axthesar.dbf)•
FIELD NAME

FIELD NAME

the_teMll
the_aourc.

TYPE

ch.r.cter

TYPE

chlrlcter
chlrlcter

WIDTH

20

WIDTH

40,

DESCRIPTION

atopword'for title fndex

DESCRIPTION

Vllid keyword teMll
de.criptor or fdentifier fllg

9.6.2 Authority File Uscs

All of the above files are authority files. They all serve the same purpose; that is, they
ensure that information entered into the various MicroDIS databases meet specific edit
requirements. Certain authority files also serve additional functions.

The following authori~y files are used by MicroDIS during data entry and data modification
in the DOCUMENT database to ensure the validity of the data:

meRONM AXIJ8TYP AXCALLNO AXSJTE AXTHESAR

In addition, the AXSITE and the AXCALLNO files are checked during execution of the
recatalog utility to verify that the new call Dumber is valid.
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•
If an acronym is entered for either the 'serial title' or 'author' field this file is checked. If
the acronym is valid, it is then expanded and placed in the database.

After all information has been verified and the citation is being added to the database,
MicroDIS creates the fast access files. The title, second title, and lerial title fields are
evaluated and each word is verifed against the AXSTOP authority file. If the word exists
on this file, it is not indexed.

When using the search function it is possible to enter an acronym during an author search.
If the acronym is entered, the AXACRONM file is checked to see if it is valid. If it is, the
acronym will be expanded and the search will proceed. Also in the search function, if a call
number search is attempted, the AXSITE file is queried to verify that the correct site code
is provided.

When producing reports from the DOCUMENT database, the following authority files are
accessed to provide specific textual information based on the contents of the citation being
printed:

The following authority files are used by MicroDIS during data entry and data modification
in the ACQUISIT, CIRCULAT, AND DAILYLOG databases to ensure the validity of the
data:

•

AX81BTYP

AXACTIVE

AXCALLNO

AXAFFIL

AXTHESAR

Lastly, the AXCMSG file is accessed when overdue notices are being produced by the
circulation module. Depending on which notice is being produced, MicroDIS will print the
messages contained in this file. Strictly speaking, this is not an authority file.

9.7 USING AN INTERNATIONAL eHARAcrER SET

When ·using MicroDIS to enter bibliographic information in a language other than English,
you will need to be able to create individual characters with diacritics (e.g., e or 6).

Depending upon the intended use cf your data, you may first want to determine whether
you will be able to reproduce characters with diacritics on your printer. Most printers
which are used with microcomputers will support an international character set. However, it
may be necessary to reset certain switches OD the printer. Refer to the operations manual
for your printer to determine if it supports an international character set and, if so, what
you need to do to implement that capability.
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•
There are several ways to input characters with diacritics. Perhaps the easiest way is to use
the keyboard overlay capability provided by DOS (the operating system). By executing the •
KEYBRxx • command you can reconfigure your computer to support the desired characters
(replace the • xx • with either • FR • for French-language characters or • SP • for Spanish
language characters). If your computer does not have a Spanish- or French-language
keyboard. you will have to then test each key to identify which character it DOW produces.
The above command can also be executed automatically whenever the system is turned on
by placing it in the AUTOEXEC.BAT file. Refer to your DOS manual for a more complete
explanation of how this command works.

An alternative method for entry of characters with diacritics is to use the standard ASCII
code table. This table (see example below) lists 3-digit codes for each character. To input II
letter with diacritics first depress the ALT key, and then with the key still depressed type in
the approptJiate 3-di8!t code (e.g., ALT + 130 produces the letter e). Use the numeric
keypad, not the numbered keys on the top row of the keyboard, when entering the 3-digit
code.

ASCII CHARACTER SET

ASCII Value Character ASCII Value Character

128 C lSI U
129 0 IS2 9
130 e 1S3 0
131 A IS4 0
132 I ISS ¢

133 l IS6 f• 134 4 IS7 \l
13S ~ IS8 ,
136 e IS9 f
137 6 160 4
138 ~ 161 f
139 i 162 6
140 I 163 U
141 1 164 6
142 it. 16S Jiil
143 A 166 &

144 E 167 a
14S Ie 168 l,
146 ~

147 0
148 "149 0
ISO Q
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Access word
see system access word

Acquisition identification number, 3-02
Acquisition user smtistics report, 3-06
Acquisitions tracking module

adding a record, 3-02
reports, 3-05
updating a record, 3-03
see also user affiliation code authority file

Acronyms
see author/series acronym authority file

Adding
acquisitions tracking records, 3-02
authority file entries, 8-02, 8-08
catalog records, 6-03
circulation (lending) records, 4-02
daily log statistics, 5-02

Alt key
alt + c, 2-13
defined, 2-05

AND,6-51
Arrow keys, 2-04, 2-05
Author fast access file

creating, 2-12
searching, 6-44
viewing, 6-47

Author field (catalog), 6-14
Author report, 6-67
Author/series acronym authority file

and cataloging, 6-13, 6-15, 6-25
maintaining. 8-03, 8-08

Authority files
accessing during catalog data entry, 6-24, 6-28
and installation, J-05
defined, 2-12
maintenance considerations, 8-02
maintenance procedures, 8-08
technical definitions, 9- J7
viewing through system utilities, 8-08

••
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•

•

B

Backup to previous (search) results. 6-52
Backup procedures. 9-07

see also rebuild
Bibliographic data entry sheet. 6-21
Bibtype code authority file

and cataloging, 6-10. 6-25
maintaiJUng. 8-04. 8-08

Bibtype code fast access file
creating. 2-12
searching. 6-44
viewing. 6-47

Bibtype code field (catalog). 6-10
T$orrowing

see lending
Buffers (setting). I-OS

c

Call number field (catalog). 6-08
Call nUlI'ber prefix authority file

and cataloging. 6-09
maintaining, 8-05, 8-08

Call number significant digits. 1-03. 8-10
Catalog data entry procedures. 6-22

see also cataloging guidelines
Catalog JQodule

see document catalog module
Catalog record, 6-03
Catalog utilities, 6-73
Cataloging guidelines. 6-07

see also catalog data entry procedures
CDIE publications, 7-04
Changing site code/call number. 6-33, 6-77
Character set, 9-19
Check in

cataloged items, 4-07
uncataloged items. 4-08

Check out
see lending

Circulation list report. 4-13
Circulation module. 4-01

check in. 4-06
COUDters, 4-12
lending. 4-02
link with catalog, 4-01
renewals. 4-07
reports. 4-09
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•

•

uncataloged items, 4-05, 4-08
see also overdue message authority rile
see also user affiliation code authority file

Collection size
see system snapshot

Collection usage statistics report, 4-12
Config.sys file, 1-05
Configure, 1-03, 8-10
CON

see connectors
Connectors, 6-44, 6-50
Control key, 2-04
Copies field (catalog), 6-09
Correcting typing errors in data entry, 2-05, 6-22
Cursor, 2-04, 2-05

o

Daily log activity code authority file
and recording an activity, 5-02
maintaining, 8-05, 8-08

Daily log module, 5-01
clearing statistics, 5-05
recording activities, 5-02
report, 5-04
see also daily log activity code authority file
see also user affiliation code authority rile
backup
see backup procedures

Data restoration
see restore procedures

Databases
defined, 2-11
technical definitions and linkages, 9-12

Definitions, 2-02, 2-04, 2-11, 6-43
Deleting

acquisitions tracking records, 3-07
authority file entries, 8-02, 8-08
catalog records, 6-38
circulation records, 4-07
daily log statistics, 5-04
fast access fjle entries, 6·40, 6-79

Descriptor field (catalog), 6-19
Disk drive assignments, 1-03, 8-10
Document catalog module, 6-01

adding a record, 6-03
bibliographic data entry sheet, 6-21
catalog record, 6-03
catalog reports, 6-59
catalog utilities, 6-73
cataloginl luidelines, 6-07
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•

•

data entry procedures, 6-22
data entry screen #1, 6-24
data entry screen #2, 6-27
data entry screen #3, 6-28
deleting a record, 6-38
local options, 6-06
modifying a record, 6-33
reports, 6-59
searching the catalog, 6-4 I
see also author/series acronym authority file
see also bibtype code authority file
see also call number prefix authority file
see also subject keyword authority file
see also title stopw'Jrd authority rile
see also author Cast access Cile
see also bibtype code fast access Cile
see also subject keyword fast access file
see also title word fast access file

DOS
error messages, 9-02
version, 1-01

Downloading
see sending catalog records

Drive assignments
see disk drive assignments

E

Emergency break, 2-13
Enhancement request Corm, 2-15
Equal sign (.)

and cataloging (author), 6-15
and cataloging (call number), 6-09
and cataloging (series title), 6-13
and seuchiDg (by site code/call number), 6-45
and searching (by acronym), 6-54
and searching (by truncation/wildcard), 6-53

Error report form, 2-14
Erasing

see deleting
Errors

DOS error messages, 9-02
MicroDIS system error messages, 9-03
MicroDIS data error messages, 9-03
MicroDIS error report form, 2-14
typographical, 2-05, 6-22
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F

Fast access files
creating, 2-12
searching, 6-44
defined, 2-12
empty entries, 6-40, 6-79
technical definitions and uses, 9-1 S
verification, 6-79
viewing/printing, 6-47

.Fields, 2-11
Files (MicroDIS), 9-07
Files (setting), 1-05
Floppy disk drive, 2-02
Format Cield (catalog), 6-10
Forms

bibliographic data entry Corm, 6-21
enhancement request form, 2-15
error report form, 2-14

Function keys, 2-04, 2-05

G

Getting Crom menu to menu, 2-08
Getting started module, 2-01

keyboard, 2-04
logging-oCf, 2-10
logging-on, 2-06
main selection menu, 2-08
personal computers, 2-02
problems, 2-13
terminology, 2-11

H

Hardware
defined, 2-02
requirements, 1-01

I

Identifier field (catalog), 6-20
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Installation site code authority file
and cataloging, 6-07
and receiving catalog records, 6-75
maintaining, 8-06, 8-08

Installation
checking authority files, 1-05
checking files and buffers, 1-05
configuration, 1-03
hardware requirements, 1-01
loading software, 1-02
setting up access command, 1-04
using a Wang PC, 1-02

International character set
see character set

K

Keyboard guide, 2-02, 2-04
Keyword authority file

see subject keyword authority file
Keyword fast access file

see subject keyword fast access file
Keyword list report, 6-71

L

Language of user interface, 1-03, 8-10
Languages of text field (catalog), 6-18
Lending

additional items to same borrower, 4-05
cataloged items, 4-02
uncataloged items, 4-05

Loading MicroDIS software
see installation

Local cataloging and data entry options, 6-06
Location field (catalog), 6-10
Log~ing off, 2-10
Logging on, 2-06

M

MACRO Error, 9-05
Main selection menu, 2-08
Maintain authority files, 8-02
Mark/unmark (search results for printing), 6-57
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Menus
main selection menu, 2-08
menu tree (diagram), 2-09
moving among menus, 2-08

Modifying
acquisitions tracking record, 3-03
authority file entries, 8-08
catalog record, 6-33
fast access file entries, 6/37
see also changing site code/call number (catalog)

Monitor, 1-03,2-02, 8-10

N

Narrowing searches
by connector AND, 6-51
by publication date, 6-53

New acquisitions report, 6-66
News, 7-02, 7-06
Notes field (catalog), 6-18

o

OR,6-50
Other sources, 7-03
Outstanding acquisitions report, 3-05
Overdue message ~uthority file

and printing overdue notice report, 4-10
maintaining, 8-06, 8-08

Overdue notice report, 4-10

p

Pagination field (catalog), 6-16
Password

see system access word
Power failure, 2-13, 9-06
Previewing contents of searchable fields, 6-47
Printing

authority files, 8-08
error messages, 9-03
fast access files, 6-49
search results, 6-56
see also acquisitions tracking module/reports, circulation module/reports,
document catalog module reports, and daily log module reports
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Problem solving
emergency break, 2~13
power failure recovery, 2~13, 9-06
see also errors

Project manager references, 7-05
Proof sheet

print format. 6-58
report, 6-64

Publication date field (catalog), 6-17
Purchase order number

see acquisition identification number
Purchase order report, 3-08

R

Rebuild, 6-79, 8-09,9-08. 9-10
Receiving catalog records. 6-73
Receiving news file, 7~07

Records, 2-14
Reference desk module, 7-01

CDIE publications. 7-04
maintain news, 7-06
news, 7-02
other sources. 7-03
project manager references. 7-05

Renewals t 4-07
Restore procedures. 2-13, 9-09
Return key, 2-05
Returns

see Check in

s

Searching, 6-41
and acronyms, 6-54
and connectors, 6-50
and fast access files, 6-44, 6-47
and publication date, 6-53
and truncation/wildcard symbol (-), 6-53
backup to previous search results. 6-52
basic procedures, 6-44
continuing a search, 6-52
displaying records found, 6-56
overview, 6-41
printing records found, 6-56
saving search results on disk, 6-58
search statements and strategies, 6-43, 6-54

Second title field (catalog), 6-12
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Sending catalog records, 6-75
Sending news file, 7-06
Series title field (catalog), 6-12
Series number field (catalog), 6-13
Setting up MicroDIS

see installation
Shelf list report, 6-61
Shelf number

automatic sequential numbering option, 6-09
defined, 6-08

Site code field (catalog), 6-07
Site code authority file

see installation site code authority file
Sub-directories, 1-02
Subject class code, 6-08
Subject keyword authority rile

and cataloging, 6-19, 6-28
maintaining, 8-06, 8-08

Subject keyword fast access file
creating, 2-12
searching, 6-44
viewing, 6-47

Subject keywords
see descriptor field, identifier field

Summary of acquisitions report, 3-07
System access word, 1-03, 8-10
System configuration

see configure
System snapshot, 8-11
System utilities module, 8-01

configure, 8- 10
maintain authority files, 8-02, 8-08
rebuild sort indexes, 8-09
system snapshot, 8-11

T

Technical reference
authority file definitions, 9-17
backup and restore, 9-07
database definitions, 9-12
error messages, 9-01
files, 9-07
power failure, 9-06

Terminology, 2-11
Title field (catalog), 6-11
Title report, 6-69
Title stopword authority file

and cataloging, 6-11
maintaining, 8-07, 8-08
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Title word fast access file

creating, 2-12
searching, 6-44
viewing, 6-47

Truncated searching, 6-53
Truncation symbol

see wildcard symbol
TYPE, 6-4~
Type conflict error, 9-05

u

Undefined symbol error, 9-05
Unmark/mark (records for printing), 6-57
Updating

see modifying
Uploading

see receiving catalog records
User affiliation cc~es authority file

and acquisitions tracking, 3-03
and daily log statistics, 5-02
maintaining, 8-08

I

• V

Validation
see authority files

VALUE,6-45
Verifying fut access files, 6-79
Viewing

authority files, 6-25, 6-30, 8-08
fast p.ccess files, 6-47

w

Wang PC
and installation, 1-0J, J-02
and IOBging on, 2-06

Wildcard symbol, 6-53

•
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