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1 Policies

1.1 Collection Development Policy

The Collection Development Policy of the Clayton State University Library can be found
at: http://www.clayton.edu/Portals/546/docs/policies/2015/collectiondevelopment.pdf

1.2 General Policies
Effective Date: 1995
Review Date: June 28, 2015

The Clayton State University Library will subscribe to the periodical and newspaper
titles that best support the curriculum of the University. The number of subscriptions
maintained will depend on the level of funding received and on the availability of titles
from other sources such as purchased databases and Galileo.

The Clayton State University Library will not subscribe to a periodical title that is only
available in an online format if current issues of that title are also available through
Galileo or other databases purchased by the Library.

Incoming periodicals and newspapers will be checked-in, processed and shelved as
quickly as possible.

The policy of Clayton State University Library is to retain and bind print issues of
periodical titles that have been purchased by the Library. All reasonable channels for
obtaining missing issues will be pursued so that complete volumes can be bound. See
the Incomplete Periodical Volume Policy for additional information.

1.3 Periodical Order Policy

Effective Date: September 1, 1987

Review Date: June 28, 2015

The Clayton State University Library uses vendors to maintain and service print and
microfilm periodical subscriptions. Most paper periodical subscriptions are handled by
EBSCO Subscription Services. Microfilm subscriptions are maintained through National
Archive Publishing Company. Individual subscriptions for online periodical content will
managed by EBSCO, the publisher or another agent depending on availability and
pricing.

The Dean of Libraries must approve all requests from departments to initiate a new
periodical subscription. This ensures that the periodicals are indexed in indexes we
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own or access and that the title is appropriate for our collection. It also reduces the
chances of duplicating titles that are already available through online databases.

1.4 Subscription Renewal Policy
Effective Date: January 1970
Review Date: June 28, 2015

It is the policy of Clayton State Library to renew periodical subscriptions annually. It is
preferred that any new print subscriptions will be added to the annual renewal beginning
with the first issue of the next volume. New online subscriptions may be initiated at any
time so long as the subscription is approved by the Dean of Libraries and on-going
funds are available.

It is the policy of the Collection and Resource Management Department to estimate
periodical expenditures at the beginning of each fiscal year and to encumber the
periodical funds at that time in the Acquisitions System.

It is the policy of the Collection and Resource Management Department to track
periodical expenditures by academic department fund code rather than by title.

1.5 Periodical Check-in and Shelving Policy
Effective Date: 1970
Review Date: June 28, 2015

New periodical issues will be checked-in in a timely manner. The goal of the
Department is to check-in periodicals the day of receipt. Issues will then be processed
according to current guidelines and shelved in the current periodical bin for the title.

1.6 Recent Issue Display Policy
Effective Date: 1999
Review Date: June 28, 2015

Recent issues of periodical titles will be displayed in the OPAC. This display will be
generated from the Serial Check-In component of the Voyager Acquisitions Client.
Display of a recent issue should be suppressed when any of the following conditions

apply:
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= The issue is more than 12 months old

= The issue will be bound in a different physical volume than the most recent issue
received.

= The issue carries a volume number that is earlier than the volume number of the
most recent issue received.

= The title has been discontinued and the holdings are closed.

1.7 Periodical Claiming Policy
Effective Date: 1970
Review Date: June 28, 2015

It is the policy of the Collection and Resource Management Department to claim all
missing or damaged periodical issues in a timely manner to insure that the claim can be
filled thus reducing the number of incomplete periodical volumes.

1.8 Incomplete Periodical Volume Policy

Effective Date: April 22, 2008

Review Date: June 28, 2015

The Clayton State University Library will bind incomplete periodical volumes that are
more than one year old. Before binding, every effort should be made to locate missing
issues. The Ebsco Missing Copy Bank should be checked. In addition, other vendors
who supply missing issues should be contacted.

1.9 Periodical Cancellation Policy
Effective Date: 1970
Review Date: June 28, 2015

All decisions to cancel individual periodical titles will be made by the Dean of Libraries in
consultation with the Liaison Librarians. Cancellations will normally coincide with the
last issue of the current subscription. Cancellation decisions should be made before the
vendor enters the order for the next volume. To insure that this takes place at the
appropriate time, cancellations for the next year’s subscriptions should be sent to the
vendor no later than the last day of August.
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1.10 Mail Sorting and Distribution Policy

Effective Date: 1970

Review Date: June 28, 2015

New issues of newspapers and periodicals make up a majority of the mail received by
the Clayton State University Library. For that reason, the Collection and Resource
Management Department is responsible for sorting and delivering Library mail. This
task has been assigned to the Serials Librarian.

It is the policy of the Collection and Resource Management Department that mail will be
picked up, sorted and delivered each morning following the receipt of mail from the
Campus Mail Room.

1.11 Electronic Serials
Effective Date: July 1, 2010

Review Date: July 13, 2015

It is the policy of the Collection and Resource Management Department that multiple
formats of periodicals will be kept on the same record. Print, microfilm and electronic
holdings will be attached to the same bibliographic record for each individual title. If a
record for a print periodical title already exists in the catalog, future electronic holdings
will be added to that. New electronic periodical titles will be cataloged using an
appropriate record for the electronic format if the library has no preexisting print or
microfilm holdings.

2 Procedures

2.1 Periodical Order Procedures

When the Dean of Libraries informs Collection and Resource Management that a new
periodical title should be ordered, Collection and Resource Management staff will place
orders for new titles with Ebsco, the Library’s periodical vendor. Whenever possible
the order should begin with a complete volume either by waiting to begin the title with
the next volume or by requesting back issues of the current volume. It will be the
responsibility of the Serials Librarian to place the order for the new title. Funds for these
new subscriptions are not encumbered in the Voyager Acquisitions System until the
invoice is received.
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Periodical orders can be placed by contacting the Ebsco representative through e-mail

with the order information or through Ebsco’s web interface, Ebsconet. When using
Ebsconet, first search for the title to be ordered using the Title or the ISSN.

@ My Account | Mews | Suppart & Training
EBSCONET® cvoursitoaaes 14

Log Off Laura Herndon

My Orders | Title Search | E-Journals | Reports
Mew Order My Publisher Packages My Claims  Mew Claim  lrvoices

. Help
Title Search (New Order)
Search: @ Global Title List ¢ Titles Available for Selected Location Accoun.t Number BR37600.01
Subscriber Code AA
@ Al Titles © EJS Titles Only " Online Titles Open Access Journals Select Another Location
For: - LIBRARY
ot | Title Neme = CLAYTON STATE UNIVERSITY
and [iEen = Show Results | 2000 CLAYTON STATE BLVD

MORROWY, GA 30260
United States

Ermnail Us | Print Page
© 2009 EBSCO Information Serices, a division of EESCO Industries, Inc. All rights resered

Tenns and Conditions  Privacy Policy
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Once the correct record has been located select “Order this Title”

® My Account | Mews | Support & Training <
E BS CO N ET E-Journal Updates [] Log Off Laura Herndon

Title Search | E-Journals | Reports
Mew Order My Publisher Packages My Claims  Mew Claim  Invoices
Title Search (Mew Order) » TEST : ENGINEERING AMND MAMNAGEM... Help

TEST : ENGINEERING AND MANAGEMENT
jous Title | Mext Title »
@%etum to Search Results

Title Name TEST : ENGINEERING AMD MANAGEMENT
Title Notes 7 AIRMAILS ALL EXCEPT MORTH AMERICA /
Title Number 883-548-141
Frequency Bimanthly-5 Or B Per Year (Evary 2 Months)
Format Print
Language English

Title Details

General

Country  United States
Publisher Name MATTINGLEY PUBL CO [NC
ISSN 0193-4120

Status  Active
Open Access Title Mo
Index Information Mo Index

Subject/Classification

LC Code  TAI171 - Engineering (General). Civil Engineering (General)
MARC Record Number C05205505
Medical Subject Term
Subject Category Engineering
UDC B2 - Engineering and Technology Generally
DOC 620 - ENGINEERING & ALLIED OPERATIONS

Issues

Issues Per Year b

LT PN PrT AP 1 hd
< | »

Be sure to include the start date and the correct Hegis Code with the order. Hegis
Codes are used to sort the periodical titles by broad subject. They are also used in the
Voyager Acquisitions module to divide the periodical invoice by department.

Current Hegis Codes are:

BUSINESS LANGUAGE/LITERATURE POLITICAL SCIENCE
COMMUNICATION LIBRARY PSYCHOLOGY
DENTAL HYGIENE MATH SCIENCE
EDUCATION MUSIC SOCIAL SCIENCE
FOREIGN LANGUAGE NURSING SOCIOLOGY
HEALTH CARE MGMT PE

HISTORY PHILOSOPHY/RELIGION

At the time the order for a new periodical is placed, an entry for the title should be made
to the “New Periodical Titles Ordered” spread sheet which is maintained in the
Collection and Resource Management Group share folder on the Z drive. This entry
should include the title, the date the order was placed, and the start date. The spread
sheet should be annotated with any pertinent comments or any problems encountered.
A note should be added when the first issue is received. The Periodicals Assistant is
responsible for maintaining this information.

Clayton State University Library July 29, 2015
Collection and Resource Management Department



page 8

2.2 New Title Procedures

When the first issue of a new periodical title is received, the Serial Librarian will forward
the issue to the Head of Collection and Resource Management. The Head of Collection
and Resource Management will add the new title to the Library’s collection. The
following are the steps required to add the new periodical title.

First the title should be cataloged according to current cataloging rules using records
from the OCLC database and the Voyager Cataloging client. A bibliographic record and
a Marc Format Holdings Record (MFHD) will be added to Voyager. Periodical holdings
will be recorded using the 853 and 863 paired fields. In addition a Local Holding Record
(LHR) will be added to OCLC to facilitate interlibrary loan.

Voyager Records:

=/ Yoyager Cataloging - [Bib 26183 : Ecology.] i = DI&

@ Fle Edt Record Related Records Display Options Window Heb =18 x|
b & |- 599N RH P
Open  Save Search Headings  Tiles SavetoDB Gel Blb New Hidgs Get Hidgs New tems Get tems | Hierarchy |  Help

M/ _l System | History |
Leader |01309ca352200373 4500 006
005: IZU"0329180353.0 007 I

008 | 760223 ¢ 1920 9993 azu b x 1 p

| Tag |11]12| Subfield Data

1010 ta 21017038 1z sn 78000337

| |o19 1a 1567360
| 1022 0 $a0012-9658
[ |03 1a (0ColLC)02006581

040 $aNSD ¢ NSD $d HUL $d IUL $d DLC $d SER $d NSD $d RCS $d OCL $d AIP $d NST £d NSD $d MYG $d AGL td
) OCL 1d CAS $d TJC 1d GUA td GMJ
1042 tansdp talc

|| 049 ta GMJP ta GMJL =

i

099 ta Periodical (Ecology) AT — T
210 0  taEcology tb (Durh) D. : OIT L SR =NA WP
[l 222 0 faEcology b (Durham) WARC o | goTI | o |
= 245 0 0 faEcology. Lo [Ty T
260 ta[Tempe, Ariz., etc., tb Ecological Society of America, etc ] ;m‘ - #‘z—*j’ =
300 tav. thill, plates (part col) t¢ 27 cm. m_ _o
30 I1]12] Subfiels Data
| | 310 1a8no. year, th 1993- ( RO Y —
1 181%av 3i(year)
| Libraty Df Conaress Control Number et
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Home | Help | Diacritics | Contact | Logoff

@ocic

=» Authorities = Express =} Pathfinders =) General

I orowse W creae N show )

-, Cataloging
Search

* WorldCat H Browse Options H Create Options n Show Options H _

Record 1 of 1
Edit | Editing Local Holdings Record ;I Ackion | Action 'I Wigw | MARC Template ;I
Local Holdings Record: Games. MARC Help I
| OCLC 4578677 ISSN0193-9758 Freqb Dates 19uu-9999 |
Summary | v.33- (2009- ) | Functions ~|
& Leader |ny' a3n |Functu:|r|5 ~|
* IE I_I_ ||a |Funct\ons ;I
« + |[oos [ [oo0z044n & zooiuvengoosnzod [Functians =1
=+ |[osz [ [ami o amir [Functions =l
+ IE IEIT | $51 $av. $i tyear) | Functions ;l
+ |[ee= [2]a [557 1 $a33-9i 2000 [Functions =]
+ l_ I—I— | [ Functions =]
+ l_ I—I— | [ Functions =]
+ I_ I_I_ | | Functions |
MARC Help I
Edit | Editing Local Holdings Record ;I Action | Action vl WView | MARLC Template ;I
Record 1 of 1

Once the bibliographic record has been added to Voyager, a check-in record must be
added. The check-in record is added through the Voyager Acquisitions client. A
purchase order is required to add a check-in record. A purchase order can be created
by following the procedures outlined in the Acquisitions Section of this manual. The

purchase order number used for these purchase orders is based on the title of the
periodical and is in all caps. The vendor code is “ebsco”. A line item is added using the

bibliographic record of the periodical titte. The “Check In” ledger is use and the fund
“Periodical’. When the first issue is checked-in, the line item status will change from
pending to /Received Comp. It is important to remember that purchase orders used for
check-in should NOT be approved. The “Approve” button should remain unselected.

ﬁPurchase Order: GAMES - [Pending] - 0] x|
File Order LineItem Tools Hel
” H save L—E.‘Sage and Clmaase Currency | D - @ '| X| % E% :)Kl @ |
Hegder] Foater I Motes I Froperties I Wendaor Histary I
— Order —Wendaor
Status Date: I
HEgber: IEAMEy Code: | ebsco QJ DT
1 Line Items on Order
Type: ICDntinuation j Accaunt: I j
Site: jsiti -
ite IAcqumltlons J — Amount
- _ l— Curmeney———————————
_ Loca.tlons — Line Itemn Subtatal: $0.00 Code: IF
Ship Ta: IAcqwsmmns ﬂ Other Charges: I $0.00 ]
: — Rate: |1
Bill To: I“J'\‘Cqu's'“mS j TotaIDrderAmount:l $0.00
| Line #/5tatus | Title: | Price [Adjustments] | # of Copigs-ttacation | Fund |Line Total | Line ltem Type | Notes
1/ Received Comp Games. $0.00 1 Periodical Collectior Check In / Periodical $0.00 Subscription
| | 2

Add Line
[Bib Search)

Add Line
[Bib Impaort]

Add Line

[Template) Huick Line ltem...

Delete Line

Detailed

Lire Iterm.... MARL...
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Once the purchase order and line item have been created Voyager is ready for the
check-in record to be created. Open the line item and select the “Type” tab. On the
Type tab choose line item type “Subscription” and fill in the Starting Piece Identification.
Then select the “Subscription Pattern” button.

=10[x]

File ‘Wiew Tools Help

JJ H save %gave and Cloze | D w7 & w7 % E‘; ?E | @
Froblems I Claimz I Propertiesz I
Delivery Optiohz I Hotes I Order I FPaprnent Hiztam I Heceivedtark
Bib Record I Brice I Copies/Fundz I Copy Statuz I Type

Line It@_\ 5 |j

— Subszcription

Starting Piece |dentificatiof: I v. 33, no.2 [izsue 248) March 2009

SICI: I Start D ate: I |_|

IPLC: I Renewal D ate: I |_| [T Autormatic Benewal
5 o x| o ™

Subscription Length: I EllE“msues j Subscription Pattern... | p
Yendor Title #: I

Wendor Reference Mumber
|<n|:|ne> j
Save | —
Clayton State University Library July 29, 2015
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Selecting the Subscription Pattern button in the line item will open the Serials Check-In
Search window. Select the “New” button to begin. This will fill in the Component Name
field. Fill in a claim interval. The length of time allowed before claiming will depend on
the frequency of the publication. Generally, the more frequent the publication, the
shorter the claim interval should be. Finally add any notes that are needed. Every title
that will be bound requires a note indicating when issues should be pulled for the
bindery. In some cases for new titles it may be necessary to become familiar with the
title in order to establish the pattern and the note will need to indicate this. For others it
will be possible to set the pattern based on the issues in hand. Select “Save”. Then
select the “Predictive Component Pattern” tab to continue.

=I5
File Wiew Tools Help
JJ‘ - '| - @'| % H ?K| @ Clear Woarkspace
Lneltems || Suybscription Maintenance _Set Session Options |
Orders
Invoices
Ledgers and Funds Title: IThis is a test. |_|
Wendors
Check-n Order Number: |PERIODICAL TEST [,  Vendor |Ebsco =]
. Call Humber: I Location: I
Wendar Title #: I
Component: I e
Component Del iIsI Predictive Component Patterm MHon-Predictive Component Pattern ] Routing Lists I
Component M ame: I CheckinTile [~ Checkn

Categary:

Create Items [ Default Ttem Type: I j

Dian't Claim CIaimIntervaI[da_l,l&]:l UE Save Delete |

DlderMalntenancel I Start Qver |
EDI
Acauisitions | o2z | B23PM p
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manual and seek advice from colleagues to learn more about setting the correct pattern.
In some cases it will be necessary to create a custom pattern. In other instances a
Non-Predictive Component Pattern will be required. Use judgment based on the issues
in hand when making this determination. Once the correct pattern has been chosen,

select the “Start Prediction” button.

57l Yoyager Acquisitions

File Wiew Tools Help

|em-m- - B8 K@

=101 %]

Clear wWorkspace

itz Wzite | Subscription Maintenance
Orders
Irvoices
Ledgers and Funds Title: I This i a test. |_|
Yendors
Check-n Order Number: |PERIODICAL TEST .| wendor: |Ebsco |
Call Murnber: I Location: I
Yendor Title #: I

Companent: | Thiz iz & test.

Component Details I Predictive Component Pattern I MHon-Predictive Component

Pattem I Routing Lists I

Ay - izsue akb
Jafur - intenim, igzue
Jafyr--congec.no. yr.
Jafyr--congec.no. W mo.
Jufyr--congec.y,
Jdpr--zer v p orma.

Publication Pattern Model:
M arme [=] .. Start Prediction...
2] (St fredoton. |

J Y-y, CONSEC. N0, L. MO _I
. . ol g -

Start Ower |

| Acquisitions

| o2z | B34PM

4

Once the prediction pattern has been established the first issue/s of the title should be

checked-in. The Head of Collection and Resource Management
new periodical to the Serial Librarian with instructions to process

should forward the
the issue and to

prepare a new current issues bin for the title. See the Forms Library for the template

used to create the labels for the current issues bins. The new periodical is now ready to

be shelved.

2.3 Renewal Procedures

When the annual subscription renewal invoice is received, check-in records are

surveyed to make certain that all subscriptions being currently charged are also being

currently received. Once this check is completed and any anomalies addressed, the

invoice is ready to be processed.

Clayton State University Library
Collection and Resource Management Department
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2.4 Check-in Procedures

Current issues of periodicals are checked-in through the Voyager Acquisitions Client.
Open Voyager Acquisitions from the “Check-In” menu select “Serials Check-In”. In the
“Search For” box type the journal title that is being checked-in. Then select the “Check-
In” button.

1=
File Wiew Tools Help
JJ‘ ~ '| B < E{v| % EH §E| @ Clear Workspace
Hireltznms | Serials Check-In
Orders
Imvoices
Led d Fund:
RS GG IAHER Search For Serials
Slgndors—
Check-ln % Check-nTile ¢ UPC 7 SICI Stem " 155N cherSearch...l

~
Search For: I | Check-ln > | />

istory

Read and respond OK to any pop-up note and the resulting screen will list matching
titles. The check-in prediction for the first title in the list will also be displayed. If only
one title matches the search then only one title will be displayed. Find the volume and
issue number that matches the piece in hand. Select it and then select “Quick Check-
In”

File Wiew Tools Help

JJ_ - mp -| D = &-| % E% %E| @ Clear ‘Workspace
Lineltems || Serjals Check-In - Search
Orders
Irvoices Select the comect Order record: 10[08“/?:3?;30@3 dizplayed.
Ledgers and Funds
- Tile  |YendorCode |Components |Holdings | Call Mumber | Drder Type

Check-n

‘Wi Order... |

Expected lzzue: Iv. 33, no. 3 (2009 Apr.) an |D4£D1£2DDEI

Component Mame: I Games.

S

Issuefs) in Hand: [¥. 33, no. 1 (2009 Fb) =] [ Accent.. @
v. 33, no. 4 [2009 May)
v. 33 na. 5 (2009 July] Addlssue.._|
v, 33, no. B (2009 Aug.)
v, 33, no. 7 [2009 Sept.) Change lzsue. .. |
v. 33, no. B[20090ct)
v, 33, no. 9 [2003 Nov.) ;I Bemave |33usls] |

Histary | Mate... Maintenance |

~ )
Order Maintenance Start Qwer |
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2.5 Shelving

Each issue of a print periodical is initially shelved by Collection and Resource
Management staff members to insure that the issue reaches the correct location.
Subsequent re-shelving is handled by Circulation staff.

2.6 Special Procedures by Format
2.6.1 Microfilm

When a microfilm reel is received, the bibliographic record for the title is located
in the Voyager Cataloging client and an item record is created for the microfilm volume.
A barcode is added on the front of the box which also carries the title. Preferred
placement is in the lower right corner but may be adjusted if important information will
be covered. Barcodes may also be placed on the top of the microfilm box centered
above the title flap.

The microfilm box is stamped with the property stamp and date received on the
left side. The property stamp and “not to be taken from library” is stamped on the right
side.

Microfilm of periodical titles is shelved in the Periodical collection alphabetically
by title. If the Library also has bound volumes or current issues for the title, then the
microfilm is placed with these in or near the appropriate volume order. If that is not
possible then the Microfilm will be placed at the end of the bound volumes for the title.

Newspapers on microfilm and monographic titles are stored in cabinets. The
microfilm is in alphabetical order. Each reel of a title should be added in the correct
volume sequence.

2.6.2 Newspapers

When a newspaper issue is received, it is checked-in through the Voyager Acquisitions
client and stamped with a property stamp that includes the date of receipt.

Newspapers should be shelved daily as soon as possible after receipt. The most
current issue is shelved in the Newspaper display near the circulation desk. The
Sunday edition of the New York Times contains the New York Book Review and the
New York Magazine, which are taken to the Circulation Desk to keep on Reserve. The
latest issue of the Atlanta Journal Constitution is also kept on reserve at the circulation
desk. Older newspaper issues are housed in the hanging folders at the beginning of the
Periodical Collection. At the end of each month, newspaper issues from the previous
month are discarded and the labels on the folders are adjusted as necessary.

Any service problems with the Atlanta Journal Constitution, Henry Daily Herald and
Clayton News Daily should be reported to the Acquisitions Assistant.

Clayton State University Library July 29, 2015
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When the microfilm for New York Times is received the print copies of the
corresponding New York Book Review and the New York Magazine are discarded.

2.6.3 Periodicals

When a periodical issue is received, it is checked-in through the Voyager Acquisitions
client. When a bound volume is returned from the bindery, the volume is barcoded and
the barcode number is added to the item record that was created for the volume prior to
binding. See the Binding section of this manual for additional information.

For information on processing both current issues and bound periodicals, see the
Processing section of this manual.

Periodicals are shelved in the Periodical Collection alphabetically by title. Current
issues are shelved in bins labeled with the title of the journal and the phrase “Current
Issues.” The current issues bin is located on the shelf at the end of any bound volumes
for that title. When shelving the loose issues staff should look for mis-shelved issues in
the current issue bins and mis-shelved bound volumes to help maintain order on the
shelves. Staff members should also note any journals that appear to have missed a
binding cycle.

Certain titles are routed to librarians and/or staff. Routing decisions will be included in
the pop up note on the check-in record. A routing list is stapled to the front cover of
these titles and they are placed in an appropriate mailbox.

The library receives two copies each of the titles Newsweek, Sports Illustrated, Time,
and U.S. News & World Report. One copy of the current issue of Newsweek, Time and
U.S. News & World Report are routed to the Circulation Desk to be held on reserve. The
current issue of Sports lllustrated goes directly to the shelf. The second copy of each of
these titles is kept by the Periodicals Assistant for binding.

The titles Dental Clinics of North America, Medical Clinics of North America, Nursing
Clinics of North America, Orthopedic Clinics of North America, Pediatric Clinics of North
America and Surgical Clinics of North America are received bound. These journals are
not checked-in through Acquisitions but are added with separate item records and
barcodes for each issue in Cataloging and processed as complete bound volumes
would be.

2.7 Claiming Procedures

When an issue of a periodical fails to arrive on time, it is sometimes necessary to send
a request or claim to the appropriate vendor or publisher. If a claim is not sentin a
timely manner, then it may be impossible to acquire the issue later. Claims may also be
sent for issues that are damaged when they arrive.

The Voyager Acquisitions module can be used to facilitate the claiming process. In the
Check-in section of the module periodicals are checked in as they arrive. When the
time that an issue is expected has elapsed, the issue will be added to the Problems list.

Clayton State University Library July 29, 2015
Collection and Resource Management Department


http://adminservices.clayton.edu/library/depts/collmgmt/pdf_files/manual_sections/binding.pdf
http://adminservices.clayton.edu/library/depts/collmgmt/pdf_files/manual_sections/processing.pdf

page 16

The Problems list is part of the Order Maintenance section in the Acquisitions Module.
To view the items that need to be claimed, select <Problems> from the menu bar, then
search by <Mark Reason> and search for <System Claim>. Click the <Find> button to
execute the search. This search will produce a list as illustrated below. It is possible to
sort this list alphabetically by title by clicking on the <Title> heading. This list can be
printed to facilitate the claiming process, however it will not print in alphabetical order.
To print an alphabetical list by title, copy the information and past into a Word
document. Currently we are sending the claims to Ebsconet. To mark issues as
claimed highlight them in the report. Then click the <Generate Claim> button. A pop-up
box will appear. The reason for the claim can be selected in the <Claim Type> field.
Ignore the <Send Claim Via> field and click <Okay>. This can be done for more than
one issue at a time. This action will move the issue from the Problems section to the
Claims section of order maintenance.
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Under Claims, it is possible to view the issues that have been claimed by searching by
<Claim Type> and searching for the appropriate type which will frequently be <No
copies received>. By Clicking on the + sign it is possible to display additional
information about the claims for an issue. The Update Claim button allows the Serial
Librarian to add additional information about the claim. When the issue is received or
when it is determined that it will not be possible to acquire the issue, then clicking the
Cancel Claim button will remove the Claim. Canceling the claim is required to allow the
issue to be removed from the check-in record. As long as the issue is associated with a
claim, the system will not allow it to be deleted from the check-in record.
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It is also possible to view details about a claim, to update an individual claim and to
cancel a claim under Serials Check-in. Below is an example of a periodical issue that is
overdue from the publisher.

_*1 ¥oyager Acquisitions
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|m-m- O-R B E K@
| Serials Check-In

=10l x|

Clear Workspace

Line Items
Orders

Imvgices

Ledgers and Funds

Wendors

Select the comect Order recard:

1 records.
100% af recards dizplaved.

Title

|vendorCode | Components [ Holdings

| Order Type |

Check-In

k=

Senalz Check-In

Subscription
M aintenance

N

Bindery Maintenance

Search Routing Lists

=

Order Maintenance

EDI

Atlanta history,

ehsco 1

Component M ame: IAtIanta higtary,

Periodical Collection  Caontinuation

View Order. ..

Expected lssue: IV' 4B, no. 2 (2004 )

Issuefs]in Hand: [ 46, ho, 212004 ]

v, 47, no. 1 (2005 ]
v 47 no, 2 [2005]
w. 43 no. 1 [2006]
v. 49 no. 2 (2005
v. 49, no, 1 (2007
v. 49, no, 2 (2007 ]

, 005 )

ﬂ | Accept.. I

V4

on | 10/30/2004

Expected
date

Quick Checkn |

Add lssue... |
LChange lssue... |

;I Remove |zsuels)

Maintenance |

Q Histary | Hote. ..

Start Owver |

| Acquistions

| 11osvz008 |

4:35 PM

=

Current date

Notice that v.46 no. 2 was expected on 10/30/2004. By 11/9/2004 it is overdue. This
issue has been claimed. Itis possible to view the Claim history by clicking on the
History button and then selecting the Claims History tab. See the illustration below.
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Under Claims History, it is possible to view the issues of a title that have been claimed.
By Clicking on the + sign it is possible to display additional information about the claims
The Update Claim button allows the Serial Librarian to add additional
information about the claim. When the issue is received or when it is determined that it
will not be possible to acquire the issue, then clicking the Cancel Claim button will
remove the Claim from the history.

for this issue.
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2.8 Incomplete Periodical Procedures

When it is time for a periodical volume to be bound, if an issue of the volume is
missing, then the Serial Librarian should determine if the issue was ever
received. If not, the issue should be claimed. If the issue was received, the
Serial Librarian should request the issue from the EBSCO missing copy bank. If
these efforts are not successful, the volume should be added to a list of
incomplete volumes.

Once an issue has been missing for a year and all efforts to claim or locate the
issue have been unsuccessful, the Serial Librarian should request the issue from
a back volume fulfillment vendor. The Library currently uses Absolute Backorder
Service and United States Book Exchange to acquire missing issues.

If the missing issue is not available from a back volume fulfillment vendor, then
the Serial Librarian should bind the volume incomplete. A cover page should be
included in the front of the volume stating that the volume is incomplete and
which issues are missing in the form:

<Periodical Title>

Vol  of <Periodical title> is missing the following issues:
For example:

AAOHN Journal

Vol. 38 of AAOHN Journal is missing issue no. 1.

A template for the insert is available. The spine of the bound volume and the
item record holdings should include the word: Incomplete.

The holding record in Voyager and on OCLC should be updated with a statement
that the volume is incomplete, specifying the missing issue. The form used is:
Holdings for vols. 10 & 12 are incomplete: v.10 is missing issue no.3; v.12 is
missing issue no.6.

2.9 Mail Sorting and Distribution Procedures

The Periodicals Assistant in Collection and Resource Management is currently
responsible for picking up mail from the Library building mail drop location. Mail
is delivered around 11:00 am daily. The mail should be picked up from the drop
point by 12:00 pm.
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The Periodicals Assistant sorts the day's mail and distributes mail addressed to
specific individuals appropriately, as well as forwarding all standing order
material to the Acquisitions Assistant. S/he may be designated to go through the
material addressed to the library in general and to dispose of it using his/her
judgment, or s/he may be requested to forward such mail to the Head of
Collection and Resource Management or a designee for disposal. S/he retains
all the periodicals that need to be checked in.
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