IEE Colloquia--procedure

Open OCLC CatME.

Go to Tools.  Choose Local File Manager.  

You will see bibliographic files appear in your Local File Manager.   These files are named “ieeecolloquia#___” and are located in F:\catdept\DISC\Catme.  These files are located in the F: drive so that we can share the files without having to save them on disks, use each other’s computers, etc.  Each file is numbered to correspond with the page number of your accompanying printout.  

NOTE: You will not have to enter search keys, execute batch searching, or process your transactions when you have completed each list.

TO START WORKING ON YOUR FILE

To start working on your file, go to Search and choose Search Bibliographic Local File.  Under Edit Status, check off the box “Not Edited.”  (There are records in these files that have already been marked for reporting as errors, so you will want to retrieve only the records that have not been marked/edited).  In the right column, click on Find.  

Your file will appear in a window and will, for the most part, be in the same order as appears on your printout for easy tracking.  

THE DIFFERENCE BETWEEN CATALOGING IEEE XPLORE CONFERENCE PROCEEDINGS AND IEE COLLOQUIA

The procedure for cataloging the IEE Colloquia will be similar to the IEEE Xplore conference proceedings except for the following:

· You do not need to check ISBNs

· You do not need to check for ElvL: K records

· You do not need to check for missing >111

· You do not need to check for miscoded >246 31

· There are no acronyms for the IEE Colloquia names

· It appears that most, if not all, of the Colloquia took place in London, England or thereabouts.  Therefore, you do not have to check for AACR2 abbreviations in the >111.

· You do not have to add $v Congresses to the >650 subject headings because most of the records, if not all, lack subject headings.

WHAT TO CHECK FOR IEE COLLOQUIA:

1. For each record, you will be applying the following Constant data:

007     c $b r $d u $e n $f u

530     Also available via the World Wide Web with additional title: .


740 0  xxx

856 41  $u http://ieeexplore.ieee.org/lpdocs/epic03/RecentCon.htm?punumber=xxx 

$z Restricted to IEEE Xplore subscribers

2. Check the record against your printout to find the correct “punumber” to fill in the URL in the >856.  Click on the URL in >856 to verify that the website matches the bibliographic record.  This step is very important because unlike the Conference proceedings, the Colloquia are not numbered and the dates of the colloquia are not apparent on the printout.  You will have to first check the bibliographic record against your printout to make sure you are dealing with the same Colloquium series.  Then you will have to check the dates in the bibliographic record (usually appears in the >245) against the dates in the link below the title on the website to make sure you have the exact Colloquium.

Also, as with the Conference proceedings, make sure the website has full-text.  You will know right away if there is full-text because you will see a link with the date of the colloquium below the title.  If the website does not have full-text, mark it on your printout (e.g. no f/t) and go on to the next record.  

3. Add a >740  for the electronic title (i.e. title of the website) if it isn’t already traced in the >245, >246, or >740 in the bibliographic record.  More likely than not (9 times out of 10), you will have to add title access for the electronic title.

Edit the >530 field to read: 

>530  Also available via the World Wide Web with additional title: __  (cut and paste title from the website)__.
Fill in the >740 with the electronic title access:

>740 0_  ___(cut and paste title from the website)___.

IMPORTANT: The >740 field should be used exclusively for the electronic title only.  If there any other >740s in the record, change them to >246s.  Delete any >500s that justify these >740s, if applicable.  

Example of >500/>740:

 
>500      Cover title: Computer-based medical systems.

        
>740 0_ Computer-based medical systems.

Action:


Change >740 to: >246 14 Computer-based medical systems

Delete >500.

Explanation: 

>246 14 replaces the combination >740/>500, which is an older cataloging convention.

NOTE: There is no punctuation at the end of a >246.

Some of the most common >500s/>740s encountered and their >246 equivalents:



>246 30 Portion of title.

>246 3_ Varying form of title.

>246 14 Cover title.

>246 18 Spine title.

>246 17 Running title.

>246 1_ $i [free text] : $a ________ 

NOTES for >530/>740: When you cut and paste the title from the website into the >530 and >740:

· Normalize all capitalization (i.e. only the names of colloquia should be capitalized—Fortunately, most of the Colloquia website titles can stay as they are because they usually do not contain extraneous info like the Conference proceedings website titles.  e.g. >740 0_ Aesthetics in Design, IEE Colloquium on.   However, you may come across words that do not make up the proper name of the colloquium such as: digest no., colloquia themes (except for 1st word), etc. which should not be capitalized. e.g. >740 0 Alternatives to More Overhead Lines – Transmission and distribution planning in today’s environment, IEE Colloquium on.)  If it not clear whether the title is part of the name of the Colloquia or is the theme, treat it as part of the Colloquia name.

· Change periods (except those after abbreviations) and semi-colons to commas.  

· Change single quotation marks ‘ to double quotation marks “.

· Change brackets [ ] to parenthesis ( ).

· If the website title has a misspelling, transcribe the title as it should appear, with the correct spelling.  e.g. Title as it appears on website: Installation Engineering esigning and Maintaining Successful Systems, 1988, Third International Conference on.  >530  Also available via the World Wide Web with additional title: Installation Engineering Designing and Maintaining Successful Systems, 1988, Third International Conference on.  AND >740 0_ Installation Engineering Designing and Maintaining Successful Systems, 1988, Third International Conference on. 
· The >740 ends in one of the following punctuation: . ) ] “ ? ! – or --

4. OTHER THINGS TO LOOK FOR:

· Fixed field: Conf: 1  (If “0”, change to “1”)

· Many of the records have a >500 At head of title: …  
For these records, leave the >500 as is and add a >246 3_ as follows:

>245 00 Colloquium on "High Capacity Optical Communications" : $b on Monday 24, June 1994 /$c IEE. 

>246 3_ Electronics Division Colloquium on "High Capacity Optical Communications" 

>500 At head of title: Electronics Division.  

5. Reformat, Validate, and Replace the record. 

6. Go on to the next record.  Put the printout in Renee’s box when finished.

Revised 010530

