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Brief Introduction (A what’s what in End-Processing):

Labeling- This is the most basic function, it means to create and apply a designation label for
an item that has never been labeled before or no longer has a label on it. Most of these items
will be newly received material given to End-processing from Receiving Staff.

Re-labeling- These are items that need to be labeled again, either because the item changed
locations (e.g. REF to STACKS) or changed Libraries (e.g. transferred from LSM to
CHANG), or the call number changed, or original call number was wrong, there are multiple
reasons an item may need to be re-labeled. Quite often material that needs to be re-labeled
comes from Access Services/Units or stems from a project. Material may also come from
Bindery/Preservation Staff after being repaired. Some of these items may be charged to a CS
User (CS-LSM or CS-ALEX). It will be End-Processing Staff’s responsibility to discharge
items charged to a CS User.

Tattle Taping- These are routinely needed security strips applied to material to prevent theft.
Processing form will indicate when to use.

Stamping- Ink stamps used on material to specify ownership (e.g. RUTGERS
UNIVERSITY LIBRARIES) or information specific to an item (e.g. Accompanying
Material). Stamping is routinely needed and processing slips will indicate which stamps to
use.

Hot Pen (a.k.a. Electro-Pencil) - This is a tool used to remark text printed directly on a
spine. This, in essence, is another form of re-labeling except you do not use a label. Instead
you use the hot pen and thermal transfer paper to remark material as if it was originally
printed directly on the spine.

Electric eraser- This is a tool used to remove text that has been directly printed on material.
Often used in conjunction with the Hot Pen.

Hot Iron- This is a tool used to heat clear view label savers over labels, in order to assure a
more permanent hold.

Paper Bookplates (Alex only) - These are acknowledgements of a donation/gift that are
applied to front inside cover of material. This material is sent to End-Processing with a blue
Bookplate slip indicating which bookplate to use. Existing Bookplate templates can be found
in the Bookplate database located on the End-processing computer’s desktop. In special cases
a custom Bookplate may have been created, so if Bookplate indicated on blue slip is not
found in database please consult with End-processing coordinator.

Music Scores (Alex only) - Music Scores are routinely sent from Cataloging to DTS for
End-Processing and/or Binding. Music scores are first sent to End-processing with a print out
of the bibliographic record and directions for how to handle, usually it will ask to either make
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a pocket for parts or a portfolio. These directions refer to how to bind the material but are
also indicators of how to process. All parts of a score must be labeled, stamped and tattle
taped before being forwarded to the Bindery. Processing of this material tends to be quite
extensive and time consuming.

¢ Accompanying Material- Refers to circulating books with accompanying materials and
nonbook materials with accompanying materials at Rutgers University Libraries. Material
falling into this category will be shelved together in one location but each piece must be
clearly identified and processed accordingly.
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ll. Processing Forms

The Processing Form is the single most important aspect of End-Processing. It contains all of the
information pertinent to preparing an item for shelving. As such, it is important to understand

how to read it.

Step 1: Types of Processing Forms:

LSM INTERNAL PROCE SSING FORM
FRIORITY 1 (REF)/FRIORITY 0 (N ON-EEF)

DATE : MIT:

TITLE CONTROL #:

TITLE:

L5M CHANG (HEM MATH PHYSICS

NEWARE

DANA
__ LABEL
— FRELABEL
T TATTLETAFE
— MAKE FOLDER/EINDER/FUNCH HOLES
ST AMP:
__ RUTGERS UNIVERSITY LIERARIES
— GOVERWNMENT FUES
T ACCOMPANYING MATERIAL

SUPERSEDED:
___ LATEST ED/VES/WOL i FEF/REFDESE / RESERVE / BUSREF / INDEX TAELE

__ PIULL SUPERSEDED:

___PROCESS fDISCARD [3ENDTO:

RELABEL SUPERSEDED
REMOYVE FROM SUPERSEDED:

___DOES NOT CIRCULATE
___ EREF/REFDEIE /BUSREF/
INDEX TAELE

OTHER COMMENT 5:

— DISCHARGE

CD/FD PROCESSIN G FORM
PRIORITY 1/ FRIORITY O

DATE: INIT:

TITLE COMNTEOL #

TITLE:

L5M CHANG CHEM MATH  PHYSICS NEWARK

DANA

__ ADDCDFING

— LABEL

— RELABEL

— LABEL BOOKLET
~ TTEBOOKLET

— TTBACK
 MAKECDVFDEBACE

(FLOFFY DISKS ARE NEVER TT)

STAMP BOOEKLET
RUTGERS UHIV LIB
GOV PUBS OWHEER

STAMP BACK COVER

RUTGERS UNIV. LIE
GOV FUBS OWHEER

STAMP
ACCOMPANTING MATERIAL

ADD STICKER
IF FLOFFY DISE DO HOT DESENSITIZE. .

CTHER.:

— DISCHARGE

The example to the left identifies the processing form most often used when sending an item to
be labeled/relabeled or processed in some way. The only time this processing slip would not be

used is when the item in hand is a CD or Floppy Disc. At such time, the form featured to the
right should be used.
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Step 2: Reading the form

Once the appropriate form has been chosen, it should be filled out accordingly. At the top of the
form the priority level of the item in hand should be indicated. If you are holding a Reference
item, then more than likely the Priority 1 option will be circled. High Priority items may also be
put on a PRIORITY shelf located in the End-processing area or on rare occasion’s High priority
items that need to be rushed may be handed to End-Processing staff. If the item is not High
priority, the Priority 0 option should be circled. If no priority option is circled and the item is not
on the priority shelf or specifically requested for rush then it is safe to assume it is Priority 0.

L5M INTERNAL PR OCESSING FORM
PRIORITY 1 (REF)/fFRIORITY 0 (WON-REF)

Next, you will find the general information about the item; date the form was filled out, initials
of person who filled out the form, the title control number from Workflows and the title of
material in hand.

DaTE: INIT:

TITLE CONTROL #:

TITLE:

The next section of the processing form is the most important. Essentially, all the work you will
have to do will be found here. Depending on the Processing form type the next section will vary
in content.

For an item that is not a CD or Floppy, you see the section that looks like this:

LSM CHANG CHEM MATH PHYSICS NEWARK
DANA

___LABEL
—_ RELABEL

—__ TATTLETAPE

—___ MAKE FOLDER/BINDER/PUNCH HOLES
STAMP:

____RUTGERS UNIVERSITY LIBRARIES
—_ GOVERNMENT PUBS
—___ACCOMPANYING MATERIAL
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The call number should be fully written out in the space provided and the corresponding library
circled above it.

Tattle taping and stamping needs should be indicated

If, for example, you have a new item with the following call number:
LSM REF QP 310 .P83 2005, your processing form should be filled out like so:

SR INTERNAL PR OCE SSING FORM
FRIORITY 1(REF¥FRIORITY 0 (HON-REF)

DATE: /27 miT: 1IDS

TITLE CONTROL #: title control £

TITLE: Tl‘lE F}aa'k. (_--._a"ed:.jamethlng

CHANG CHEM MATH PHYSICS NEWARK
DANA

% LABEL
REF _ RELABEL
OF X TATTLETAFE
_ MAKE FOLDER/EINDERFUNCH HOLES
Mo STAMP:
Fs3 _¥_RUTGERS UNIVERSITY
2005 LIBRARIES

GOVERNMENT PUBS.
ACCOMPANYING MATERIAL

NOTE:

Government publication materials should be stamped “Government Publications”. These, for
the most part, do circulate, but there are exceptions. For that reason, it is important to carefully
review all relevant information on the processing form.

The Next part of the processing form may or may not be filled out depending on if the material
supersedes a prior edition. The superseded section is specifically intended for material that will
be replaced by the item in hand.

In the example above, if the 2005 Reference item you are holding in your hands will replace the
existing 2004 edition in REF, then the superseded section should be filled out like so:

Last update 2/6/09 Page 6 of 25



Complete Processing Manual

SUPERSEDED:

X LATEST EDYEJVOL REFDESK / RESERVE

X___PULL SUPESEDELD: 2004

DIE CARD f SEND TO:

STACKS
RELAREL SUVFERSEDED
LSM REMOVE FREOM SUPERSEDED:
ap
310 ¥ DOES HOT CIRCULATE
PS3 _X__ FEF/REFDESE
2004

This is telling us that the latest year (2005) will be shelved in REF and that the prior year (2004)

must be pulled from REF and relocated/relabeled to STACKS.

How this process works is that once the latest year (2005) is labeled, the Processing coordinator
reviews material, crosses out the top section as seen below and places material with original
processing slip on the superseded cart or sends to the corresponding library indicated on the slip.

CHANG CHEM MATH PHYSICS  NEWARK
DANA

REF \ X__ LA4BEL
o
310
F53 FOLDER/BIND ER/PUNCH HOLES
2005 IVERSITY LIBRARIES
ACCOMPANYING MA
SUPER SEDED:

X__ LATEST EDA¢FIV 0L inEFY REFDES K./ RESERVE

X __PULL SUPERSEDED: __S004

_X_FROCESEY DECARD (SEND TO;

STACKS
RELAREL SUFERSEDED:
L&SM REMOYVE FROM SUFERSED ED:
i :
10 X_ DOES NOTCIRCULATE
P53 _X_ REF/REFDESK
2004
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The processing form will remain with the item and then get transferred to the superseded edition
once it is pulled. The pulled item (in our example 2004) will return to the processing shelves for
re-labeling with the top portion of the original processing form crossed out, indicating to re-label
according to bottom half of the processing form. Please see example below:

RELAFEL SUFERSEDED:
L&A REM OVE FROM SUFERSEDED :
ae
310 % DCOES HOTCIRCULALTE

P53 _¥_EEFJREFLDESE
2004

If the item in hand is replacing an issue that will be ‘DISCARDED’ then it should simply be
tossed away. No further processing is needed. Similarly, an item needing to be “MAILED” can
be sent out once it is pulled.

The last section on the Processing form includes OTHER COMMENTS and in the case of the
regular processing form, DISCHARGE.

If the item in hand requires further instructions or handling, you may find something written in
the other comments, example:

OTHER COMBMENT 5:
Flease give fo JEAM after Processing

In some cases, the items you are dealing with will be charged out to a CS User and will need to
be discharged before returning to the shelves. In such instances, the “Discharge” instruction may
be checked as so:

% _ DISCHARGE

—_—

This is to let the Processing Coordinator know that the item has further requirements within
Workflows.
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Step 3: Verifying all Information:

From the examples we used to break down the sections of the Processing form, the Form in its
entirety should have looked like this originally:

AL PR OCE S5IMG F ORM
T PRICERITY O (HOH-REF)

DATE: 12/5/0% INIT: JEM

TITLE CONTEOL #: 0054981900

TITLE: The Book called zomething

@ CHANG CHEM MATH  PHY SICS HEWARK
DANA
RE

F X LAEBEL
QP ~ RELABEL
310 X TATTLETAFE
P53 MAKE FOLDER/BIND ER/PUNCH HOLES

. STAMP:

2005 ¥ RUTGERS UMIVERSITY LIBRARIES
GOVERNMENT PUES .
ACCOMPANYING MATERIAL

SUTERSEDED:

X_ LATEST EDATEV 0L ifREFY REFDES K / RESERVE

X PULL SUPEESEDED: _ 2004

X @ DIECARD /SEND TO:

STACKS
RELABEL SUFERSEDED:
LSM REMOVE FROM SUFERSEDED:
o
310 _¥__ DOES HOT CIRCULATE
P53 _¥_ REF/REFDESE

2004

OTHER COMMENT 5:

Pleaze give to TEMafter Processing

#_DISCHARCE

To assure accuracy it is best to review the entire form before beginning any processing and to
compare the form to the material in hand before processing.

*Note: For information pertaining to the CD/DVD/FD processing form, please see the CD/DVD
processing section on page 17.
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[1l. How to create a label:

At both Alexander Library and the Library of Science & Medicine a computer has been
designated for End-Processing operations. On both of these computer desktops there is the RUL
Spine Labeler web application which is set as the homepage on designated computers. Open up
Mozilla Firefox and you see a page like this:

RUL Spine Labeler - ALEX

Submitbarcodes |

e Bewiew barcodes (ust scanned ¢ Produce labels for the barcodes qust scanned | Scan anew file of barcodes

¢ Check the error file for any problems ¢ Download the labels (filename=label wpd)

You will use this application to scan in barcodes from the books that need labeling/relabeling.

After scanning the barcodes you will be able to create a file for download and import call
number information into a WordPerfect template.

Titles without barcodes, which cannot be scanned, downloaded or imported, must be manually

added to the template. Call number information will not be automatically populated so you will
have to rely on the Processing slip.
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Step by step to labeling:

1. Choose “Scan a new file of barcodes”

2. Click on the input box and scan in the barcodes. Remember to hit “Enter” after each one

3. After scanning in the barcodes click “submit barcodes”, the screen will refresh and show
you how many you have scanned.

4. After all barcodes have been scanned, choose “Produce labels for the barcodes just
scanned.” This will run a program on the server to produce the labels and will refresh the
screen with a blank input box.

5. Choose “Download the labels (filename=label.wpd)” This will cause a screen to appear
that will ask you if you want to open the file or save it to disk.

6. Choose “Open it” and Corel WordPerfect will be launched to open the labels file.

7. Itwill ask if you want to convert it from WordPerfect 4.2 — click OK.

8. The file will open as one long row of labels, like so:

“, Corel WordPerfect - C:\Documents and Settings'lsmts09iLocal Settings'Temp'labels-102.wpd (Read-Only - unmodified) E =121 x|
® Fle Edt View Insert Format Tools Window Help == x|
NSE&E =8 ¢k yBO-As-|E-=-2E- | 0XELS
[Tines tewroman v[[12 | B 7 U = [none> v|| e b | ipo gy || =

NEWARE

DANA

an

341

A2

P76

V.84

NEWARE

DANA

BUSREE

HG

45905

M78

V.re

o

JANZ009

L

DOCTIS-COM

Hs

5.120: SE4/2005/CD

LM

%QQHS-COM

1336/2: W85

Lar,

DOCTS-COM

HS

5.120D18/%DVD.
[labels-102.wpd [IBAB&E msert | Patintpos 1t
iflstart H a8 e “ (@ RUL Spine Labeler - Lst .. | [F¥ Corel Wordperfect - [C... @ Dovnloads NG IBE  a4amm
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9. Go to “Format” on the toolbar and choose “Labels” , as seen here:

\. Corel WordPerfect - C:iDocuments and Settings' lsmts09%Local Settings’, Temp’,
QFiIe Edit “iew Insert | Format Tools  Window  Help

NEEHS ) =g

Ling
|Times Mew Roman ﬂ|12 = Paragraph » 3
Columns. ..

1—
I v oa—
f— —

7% |

abe abe
— —

Page b

Justification *
Margins. ..

Make It Fit..,

Keep Text Together. ..
Typesetting b

Envelope. ..
Labels,.. I

QuickFormat, ..
Graphics Styles. . BT
Skyles, .. i

T TTHT- T T

10. This will open the following window:

e
List labels for
i Lazer prinked =
i Tractor-fed Cancel |
i+ Both
Labels: it
Aovery TileFrames Cowver - 138" :l Create.. |
Avery WorkSaver B Tab =
Aver WorkSaver 8 Tab Edit |
Aver WorkSaver Inzerts 1/3 cut =
Arvery WorkSaver Insertz 1.5 Cut
Delete. . |
Label detail Help |
Sheet zize: 11" = 8.5" Murnber of labels: 10 5
Label zize: 1" 1.5" Label type:  Lazer fed

Label file: T4 5P WP _EN.LAR Change...

Here you want to choose the label template that has been specifically designed for your
library. You do so by scrolling through the list under the section entitled “Labels”. At
both Alexander Library and LSM it should be the last option listed, either named collserv
or collservalex. Once you have chosen the correct template, click the “Select” option to
the right.

Last update 2/6/09 Page 12 of 25



Complete Processing Manual

11. Labels will be reformatted to print on the label template sheet, as seen here:

‘%, Corel WordPerfect - C:yDocuments and Settings\lsmts03%Local Settings, bels-102.wpd {Read-Only) =] x|
®.| Fle Edi View I Format Tooks Window Help

_la|x|
NEH& 289 (¥ vyBO-As- - -|EDCt g 2
[Tmes hewreman =12 =] B 7 U = [<nmne> || e aby | i Wy 7]

MEWARE ~ MEWARK LaM LM LM LM LM LM LM MATH

DANA DAl DOCUS-COM DOGUS-COM DOCUS-COM DOCUS-COM BOCUS-COM DOCUS-COM REF-COM  STACKS-COM

D HUSREE mss A13 s 5 Hs 5 E6 HS 5 T Q8

341 905 120 3612 120 120 2 120 57.62 769

A2 7% SE4 Wes D 123 D46 w2 EM3 ws HES

75 76 12005 YD, 12008 D DD, 2008 19

v.84 Ho.L CD /CD 2008

2009

CHEM CHANG LaM LM LM LM LM LM |

REF PER BF DOCUS  DOCUS  Doc TE TE

<5 623 HE 20 I19 HA 7 7

251 N4 73092 161 551 HS HS

068 w55 2007 G99 A4 no 2088 no 2080

w72 79962001 2007

e w2
]
2]

labels-102. wpd [[*AB & 1nsert \ Pg19Ln1,93"Pas 8.5"
hstare|| (] @ =3 B || @ruLcpne Labeer - Lo, [ Corel WordPerfect -[.. Blablesz - Microsaft word | & labelchoice - paine | 8)isbekss - mimasofword | [N @ TN EE 10535 am

12. At this point you should take a look and verify that all labels look correct and that the
first and last labels match the first and last call numbers for the barcodes you scanned.

From this screen you should also edit the call number according to call number standards.
The most common things to look out for and most likely editing that will be needed
include:

»  Proper formatting of Sudoc call numbers

»  Call numbers that are longer than 7 lines and spill over to the next
label

»  Extra blank spaces in the call number that cause extra lines to print

»  Changing the variable part of the call number to lowercase (e.g. v. or
no.)

»  Deleting “YR” part of variable information within the call number
year

>

Changing font sizes for sublocations that are too large to fit (e.g.
STACKS-COM)

Note: All labels are left justified and there are 50 labels per sheet.

13. After you have verified all the labels are correct you are ready to print. Please first
announce “no printing” loud enough for staff to hear or make sure no one is printing at
that exact moment. Place the sheet of blank labels correctly in the printer (this varies
depending on which printer you are using, ask Processing coordinator when in doubt) and
simply click printer icon in the tool bar.
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Processing of Different Mediums:

. Routine Labeling:

Compare the item in hand to the processing form it came with in order to verify that you
are dealing with the correct material. If you find discrepancies, please bring it to the
attention of the Processing Coordinator.

Make sure that the item does not have a book jacket. If there is a cover that can be easily
removed, please remove it and label the actual book instead. The book jacket can be
tossed.

Scan barcodes into the RUL Spine Labeler described earlier or manually type the call
number written on the Processing form into the WordPerfect label template when
necessary. If you are unsure about the handwriting on the form (i.e. if you’re
supposed to type a “1” instead of an “I”, or a “5” instead of an “S”), please verify with a
staff member. The initials of the person who filled out the slip should be written at the
top. More often than not, that person can answer your questions. If you are unable to
locate the particular staff member, please talk to your Processing Coordinator. Reading
the slip correctly is the best way to avoid having to re-label the same item twice.

As mentioned earlier, if the SUPERCEDED section of the form is filled out make sure
that you are labeling the right volume/year/edition/etc of the book. Once the current issue
has been processed the top section of the processing form should have been crossed out
but mistakes can happen. And it is possible that the superseded item has already been
pulled from the shelf and put on the labeling shelves for re-labeling without having had
the top portion of the form crossed off. Likewise, make sure it really doesn’t just need to
be discarded or mailed to someone without any further processing performed.

Also, take note of the OTHER COMMENTS section of the slip. Some items may have
special requirements that might need to be addressed before you begin the labeling
process or immediately after. Such as:

OTHEER COMMENT 5:

Please also make label that says,
“Shekred as: Currend Topic in Macrohio o™

Once you have printed all your labels, please affix them to their corresponding item and
cover them with a clear view label saver.
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e The label should be placed on the bottom of the spine of the book, unless the spine is
too thin. If the label won’t fit on the spine, you may place it on the top left hand corner of
the front cover.

Spine Front Cover

e After you place the label in the appropriate location and have added the clear view plastic
label saver to it, make sure to use the “hot iron” on the labels to ensure a more permanent
hold. Only needs about 5-10 seconds on the hotplate, if you heat to long the label saver
will begin to melt.

e Most items contain further instructions. Take a look at this section of the processing form
as you affix the labels to make sure that you have completed all necessary work for that
particular item:

LSM CHANG CHEM MATH PHYSICS NEWARK
DANA
LABEL
RELABEL
TATTLETAPE

MAKE FOLDER/BINDER/PUNCH HOLES

STAMP:
_ RUTGERS UNIVERSITY LIBRARIES
__ GOVERNMENT PUBS
__ ACCOMPANYING MATERIAL
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Unless you are dealing with superseded items, in this case you should follow
additional instructions from the bottom half of the processing form:

RELABEL SUPERCEDED:

REMOVE FROM SUPERSEDED:
___DOES NOT CIRCULATE
—_ REF/REFDESK

e All newly processed items should be tattle taped. The tattle tape used should be double
sided. To affix the tattle tape, open the book to any one of the last ten pages, and place
the tattle tape as close to the inside edge (“gutter”) as possible.

e Most items will require one or more Stamps:

The Rutgers University Libraries stamp goes on the top edge of the book (on
pages). If the book is too thin, you may place the stamp in the center at the top of
the back inside cover (below the barcode, if there is one).

The Government Publications stamp goes in the center at the top of the back
inside cover (below the barcode, if there is one)

The Accompanying material stamp (i.e. “This barcoded item includes
pieces.....) should be placed under the barcode. If there was no room for the
ownership stamp on the top edge and it has been placed under the barcode then
the Accompanying material stamp may be placed right underneath that.

e Once the items have been completed, place them on a cart, and bring them to the
Processing Coordinator.
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b. Re-labeling: Hot pen/Electric Eraser

The majority of items that must be re-labeled follow the steps outlined in Routine
Labeling. The only time that it differs is when you’re dealing with material that was
labeled at the bindery and does not have an actual label attached to it but rather is printed
directly on the spine/cover.

Correcting mistakes on bound volumes can be as easy as erasing a letter from a title, or as
difficult as having to erase and then re-write an entire title and call number. Regardless of
the amount of corrections needed, the procedure is essentially the same:

Determine the kind of correction needed. If the slip is asking you to erase any
information, simply use the electric eraser to “buzz off” the white writing.

More often than not, however, the corrections entail you having to erase something and
write in something different. Once you have erased the mistakes, you need to use the Hot
Pen to write the appropriate corrections.

The first step in using the actual Hot Pen is plugging it in and letting it warm up.

Meanwhile, cut out a strip of correction tape, and place it on the area of the book you
wish to write on with shiny side of the strip facing up.

Being careful not to burn yourself, grasp the pen by the cork (placed there for your
protection), and then write normally across the shiny surface of the correction tape. The
hardest part of this process is maintaining legible handwriting. Take your time. If you
make a mistake, buzz it off, and try again.

Once again, when the items have been completed, place them on a cart, and bring them to
the Processing Coordinator.

. Processing CDs/DVDs

CDs/DVDs have a different processing form because they require different routine work.

Essentially, the actual labeling is the same. The main difference in processing a CD/DVD
rests in the handling of the jewel case and accompanying booklets.

Most CDs/DVDs should have the call number already written directly on the CD or DVD
in permanent black ink by the time it gets to the processing shelves, this is done in case
the item is separated at anytime from its case. In the rare occasion that the CD/DVD
you’re processing is black, it will be necessary to write the call number on a label ring.
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The rings are located with all other processing materials. Write out the call number on the
ring, and place it on the CD/DVD, making sure that it is lined up.

If the CD/DVD is not black, and there is no call number written on it, bring it to the
attention of the Processing Coordinator. While most CDs/DVDs should have the call
number written out, there are exceptions to every rule. It is best to err on the side of
caution and make sure that if there is no call number written on the CD/DVD it’s because
there isn’t supposed to be one, and not because someone overlooked a step.

Once you know the CD/DVD itself is properly labeled, you can proceed to typing up a
label for the jewel case. The label goes on the front upper left-hand side of the case.

If there is a title page insert or accompanying material included the processing slip should
either indicate to label the insert or processing according to accompanying material
standards. In this instance the insert or accompanying booklet is labeled on the upper left-
hand side just like the jewel case. (Once labeled and back in jewel case, label should be
blocked by jewel case label.) You should also place tattle tape in the booklet. If the tattle
tape is too long to fit then cut it in half.

The processing slip should inform you as to what other steps need to be taken. If the
“MAKE CD BACK?” area is checked off, that means that you must insert a pre-made
CD/DVD back. This is true whenever the CD/DVD does not have a back to it:

1. Remove the CD/DVD tray from the case. It pops out easily.

2. Inserta CD/DVD back (width 13.7cm x height 11.7cm), which should already be
available to you. If you can’t find any, please ask the processing coordinator.

3. Follow the stamping instructions from processing form and stamp the CD/DVD
back with the necessary information. Ownership stamps (Rutgers University
Libraries or Gov Pubs) go on the top and if you need to add a stamped sticker
about “Do not Desensitize” that goes at the bottom. The Accompanying
Material stamp should always be placed near the barcode. In the case of a
CD/DVD, this means you will have to stamp a sticker and place that above the
barcode on the front of the jewel case.

4. Tattle tape the CD/DVD back diagonally, using one-sided tattletape

If the CD/DVD case already has a back to it, follow steps #1, 3 and 4 outlined above. If
the existing CD/DVD back cannot be directly stamped on, you may stamp a sticker and
adhere to the back of the jewel case.

Once they are complete they can be brought to the Processing coordinator for review.
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d. FLOPPY DISK/VIDEOS

The most important thing to know right away about Floppy disk and videos is that they
are never tattle taped!

FLOPPY DISKS:

e Floppy disks should be placed in a jewel case and treated similar to CDs/DVDs. They
should come to processing in a jewel case with a call number already written on the
floppy disk, and quite often they will be stamped already, especially if they are
Government documents. If they are not stamped already the processing form should tell
you what stamp it needs. Like CDs/DVDs the jewel case should be labeled in the upper
left hand corner of the front cover.

e In order to stamp you will need to make a Floppy disk back for the jewel case same as
you would for a CD/DVD:

1. Remove the Floppy disk and tray from the case. It pops out easily

2. Inserta CD/DVD back (width 13.7cm x height 11.7cm) which should
already be available to you. If you can’t find any, please ask the
processing coordinator.

3. Follow the stamping instructions from the processing form and stamp
the back cover with the necessary information. Ownership stamps
(Rutgers University Libraries or Gov Pubs) go on the top and if you
need to add a sticker about “Do not Desensitize” that should go on the
bottom.

e Once they are complete they should be brought with any other completed Processing to
the Processing coordinator for review.

VIDEOS

e All videos should come in a case with a regular processing form, and call number should
already be written on the video.

e The label should be placed on the bottom of the spine of the case, just as if it was a book.

e Stamps should be similar to a CD/DVD; on the back, with ownership stamps (Rutgers
University Libraries or Gov Pubs) on the top, and if needed a stamped sticker for “Do
not Desensitize” on the bottom.

e Once they are complete they should be brought to the Processing coordinator for review.

REMEMBER: DO NOT TATTLE TAPE FLOPPY DISKS OR VIDEOS!
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e. MICROFILM

There are two types of microfilm that get labeled: FILM-PER and M-FILM. Both of these
types of items are kept in boxes which might need labeling. The Processing Coordinator will
fill out a processing slip for you to follow.

FILM-PER: Microfilm that is categorized as FILM-PER is film that is shelved by title and
does not have a call number. A box for this type of film needs to be labeled with a large
label (1.5” by 3.5”) that will fit on the thin side of the box. The label can be made using the
typewriter and must include periodical title, place of publication, and dates covered. For
example:

HOME NEWS

New Brunswick
New Jersey

Apr1,1972
thru
Apr 15, 1972

M-FILM: Microfilm that is categorized as M-FILM is shelved by number. Usually the box

containing the film already has a title label but needs a call number label. In this case use a

regular sized label, the kind we put on books. Here is an example of what this type of label
should look like:

ALEX
M/FILM
no. 2251
reel 250

Sometimes the box will need a label containing both title information and call number
information. In this case use a large label (1.5” by 3.5”) and type the label using the
typewriter. Here is an example of what this type of label should look like:

The
Eighteenth
Century

ALEX
M/FILM
no. 2251

reel 250
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f. Music scores

Music scores are sent from TSB (Technical Services Building) after they have been
cataloged. When the box of items arrives, the Processing Coordinator will sort through the
scores and send appropriate pieces directly to the Bindery. The rest of the music scores must
be processed before they can be sent to the Bindery or to the Music Library. These items
include (a) scores that are already bound, and (b) unbound scores and separate parts.

All scores or parts should contain a cataloging (priority) slip, an item list including call
number and barcode information, and the actual barcode sticker. These items are paper-
clipped to the score or one of the parts. It is important to keep the item list and barcode with
its corresponding score or part.

Scores that are already bound (have a hard cover) need to be labeled, tattle-taped, and
stamped with the Rutgers University Libraries stamp. After they are processed and have
been reviewed by the Processing Coordinator they can be sent off to the Music Library.

Un-bound scores with parts will contain hand-written processing instructions on their
items lists.

e |f the instructions say: “Pocket for parts” you need to label, tattle-tape, and stamp each
part but leave the score untouched.

o If the instructions say: “Portfolio” you need to label, tattle-tape, and stamp all pieces.

e Parts should be labeled on the front upper left hand corner. They can be labeled with a
sticker or you can hand-write the call number in pencil. Only use a sticker if there is
enough room to place it in the upper left-hand corner of a part without covering up any
pertinent information. Otherwise, hand-write the call number in pencil. Make sure to
label all loose-leaf material (i.e. loose single sheets) contained within a part.

e Tattle tape parts vertically on the inside edge of the back of the first page of the part. If
the part is multiple loose-leaf sheets each and every individual sheet should be labeled,
tattle taped and stamped. Tattle tape individual loose leaves vertically on the back of the
page on the right hand side.

e Stamp parts with the “Rutgers University Libraries” stamp at the top-center of the first
page/cover/loose-leaf.

e If the instructions say anything different than “Pocket for parts” or “Portfolio”, ask your
Processing Coordinator how to proceed.

e Once these items have been processed and reviewed they should be placed on the shelf in
the Bindery that is marked “Music Scores”.
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g. Bookplates

Bookplates are used to indicate a book that has been received by the library as a gift or
donation. Most often, Bookplate slips (blue slips) inserted into books received from TSB
will specify which bookplate to use and chances are these are bookplates that we already
have templates for. If a new template is desired, End-Processing will receive instructions
on appropriate wording and design and we will then create a new template for the

specific donor.

1)
2)

3)

4)

5)
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Examine the Bookplate slip to verify which bookplate is called for.

Check the processing area to see if a printed template already exists. If we

have run out of a specific template in printed form look in the

BOOKPLATES FILES folder, located on the Processing computers'

desktop. Locate the desired template in this folder and print it out on a

blank bookplate sheet. If you cannot find a template in the bookplate

folder you will have to make a new one:

e Open the Word document entitled BOOKPLATES.

e There will already be a template that has been designed for another
bookplate in this document. Highlight the words on the first bookplate
and type in the information for the new bookplate. Copy and paste the
new bookplate information onto the remaining bookplates

e Choose “Save as” from the File menu and save the document as the
name of the person or institution listed on the bookplate (i.e.
McDonnell.doc).

Once you have a sheet of bookplates you can cut it down to size using a

paper cutter.

Evenly distribute a thin layer of glue over the back of the bookplate and

place it in the upper left hand corner of the inside cover of the book. If

there is any important writing on the inside cover of the book, see if the
back inside cover contains the same information. If this is the case, you
can glue the bookplate onto the front inside cover. If this is not the case,
see if the first page of the book is blank. If it is blank you can paste the
bookplate to the backside of the upper-left hand corner of the page. If
none of these situations apply and you are not sure where you should paste
the bookplate you should ask your Processing Coordinator what to do.

After you have glued the bookplate into the book, give it to your

Processing Coordinator.
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h. Archival boxes

e Archival boxes are used to protect material when it has become to brittle to repair or
rebind. These boxes are ordered and constructed by the Bindery team usually as a project.
Since boxes are usually handled as a project they will not necessary come to Processing
with the standard Processing slips but rather a print out of the bibliographic record. The
title and call number should be highlighted on the bib record indicating what information
should appear in the label.

e Call number labels for boxes is done exactly like routine labeling. Make the label using
the Access/Word programs. The label should be placed on the bottom of the spine of the
box, unless the spine is too thin. If the label won’t fit on the bottom of the spine, you may
place it on the top left hand corner of the front cover, as described earlier. You will then
cover with a clear view plastic label and “hot plate” to ensure a more permanent hold.

e Tattle tape is applied when the Bindery team is constructing the boxes so we need not
worry about that.

e Besides a call number label we will need to make a label for the title. A template for 2 x
3” labels has been created for this purpose and is located on the Processing computers
desktop. Depending on the length of the title you can usually get 3-4 titles on one 2x3
label. Use your best judgment for spacing.

e Once you have typed up all you titles, you will need to print just like you do with routine
labeling but use the 2x3” sheet of labels.

e You will then use a paper cutter or scissor to cut down the titles.
e These also are applied vertically to the spine and covered with a clear view plastic label
and “hot plated”. If the spine is to thin the title label should be placed horizontal in the

center of the cover of the box and again covered with a clear view plastic label and “hot
plated”.

e Once all material is labeled bring to your Processing Coordinator for review.
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I. Accompanying Material

e Items sent for Processing that have accompanying material (i.e. books with CD’S, maps
etc...) will include a Processing Form, with the “Accompanying Material” stamping
option checked off, and a printout of the VVol/Copy screen, which can be seen below:

[l Unicorn WorkFlows i =[0f =|

File Edit Wizards Helpers Modules Preference Tools Window Help gsrBiDynix

Serial-RUL m

Modify Tile - |

Common Tasks (O] @%| sfud ¥
i

ﬁ Display Contral

@ Itemn Search and Disp...

e

Una guia para la naturalizacidn / United States. Immigration and Naturalization Service,

Cnntrnll Bihlingraphicl MARC Holdings Call Humber/Ttem I Bnund-withl

% Checkout EIE Una quia para la naturalizacién - | | [ Item information 1
[E-ply 1 21.6/3:N 21/3/SPAN, - ALEX, 1 I— 3 I—
l& Discharging @-]-]-IIIIIII e T Itern Barcode!  [59030035527940 Copy number: 1

& print E-plly ®xi2607595.2) - RU-ONLINE Type: IDOCUS v] Itemn library: ALEXAMDER vI

Home location: |DOCLIS vl Current location: DoOCUS vI
Receiving

Itemn catl: I vI Item catZ: vI

= yi L = . :

Hoidinga2tatalaging 5 Media desk: ﬁ Number of pisces: F‘—
i)
SaliNamberEnd: e ; Tatal charges: ]'g—‘ Price: 40,00
@ Maodify Title ¥ Permanent: ¥ Circulate:
Orders / Invoice/ Vend... fi‘l ™ shadow item

Extended information-

4| _;J Tag /|/ \\Qontents

STAFF 4 pieces: Book, 3 Forms &
Dole ::reattrald: d /1072008 PUBLIC 4 pieces: Book, 3 Forms
oote palonargnta Lty CIRCNOTE |4 pieces: Book, 3 Forms /'
Date due: none LI
Last discharged: NEVER CONDITION

Date inventoried: MNEWVER
Times inventoried: 0
Previous user ID:

Last activity: MEVER
In-house uses: ]

Return to Searchl Sa\!el AddiHoldifgs | Tladify Hcldlngsl Delstel

e The Vol/Copy screen indicates the total number of pieces to Process and indicates what
those pieces are. In the example above, there are a total of 3 pieces. The first piece listed
(Book) is considered the main item and is the item that is barcoded!

e The main piece/the barcoded item is what will be stamped with the “Accompanying
material” stamp, which states:

This barcoded item includes pieces
Count pieces on charge and discharge
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This “Accompanying material” stamp will go directly below the barcode or as close to
the barcode as possible. Use a black pen/marker to fill in the blank space with the correct
number of pieces. (Using the previous example you would fill in a 3).

All pieces must be labeled and the labeling of each piece will include its corresponding
number, written and circled in red ink. This circled red number should be placed in the
upper right hand corner of the label/call number. Accompanying pieces should also
include an extension to the call number identifying what it is. From the example above
you would have 3 separate call numbers which would look like this:

@ O

CHEM CHEM
Qo QI QL
271 211 271
B6T JE6T JB5Y
1960 1960 1960
i ol .

LD fposter

The main item, whenever possible, will be labeled, with an adhesive label, according to
the approved “Label Placements Standards”, however the main item does not need to be
identified in the call number. Only the accompanying materials should include the
extension in the call number.

Depending on the format of the Accompanying Material, the call number may be written
by hand.

Supplies needed / tools used:

PermaPlus labels (foil back and paper for CD’s)
Clear-view Label savers

Tattle tape

Stamps/Ink

Hotplate

Electrical Eraser/ Erasers

Hot pen / transfer paper

Programs used:

RUL Spine Labeler
Corel WordPerfect
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