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A.  GENERAL

Inputting/Editing call numbers in the call record can be done from these wizards in WorkFlows:

· Call Number and Item Maintenance 

· Modify Title

· Add Title

· Duplicate Title

· Add Item

· Edit Item

There is a 40 character limit (including spaces).  

B.  STANDARDS

Guidelines for call number inputting and editing are as follows (▲ = space):

· For LC scheme call numbers:


1.  A space is never input between the class letter and number.  







JS1222
 





not 

JS▲1222


2.  Book/item number standards:



Single Cutter:




ML5▲.E568




G108▲.A289




JX1974.7▲.M5



Double Cutters:




HF5314.V52▲U54




LB234.4.C2▲M36



Extensions:





G108.A289▲T36▲1959





Z1205.A5▲C3▲no.12





VM341▲.M9▲v.48





Z1223▲.C75▲Suppl.





JX21▲.C22▲Index





S1▲.R43▲Cum.▲Index

Other situations:






JS1222▲1967





DK274.3▲1968▲.K39





HD5325.M63▲1902▲.P412





HD5325.M63▲1935▲.S84▲1986





KBM▲.G487





AC149▲.P3▲ser.24,case▲24,v.6






M1012▲.S357▲Op.42▲C57


Note that there is no space between the part designation and the following number in some 

cases 
but not others.  Part designations that are abbreviated and therefore end with a period 
(v., pt., 
no., ser., etc.) are not followed by a space , but part designations that are whole words 
(case, 
reel, group, box, etc.) are followed by a space .






v.2



 not 

v.▲2






reel▲5




 not

reel5 


If in doubt about where to put spaces in a given call number, consult your supervisor. 


3.  Captions or part designations

  
Use the following regardless of the language of the item being cataloged:    



for volume

use 

v.



for part


use

pt.



for number

use

no.


For all other captions or part designations whether abbreviated or spelled out (e.g., suppl., 

index, 
book, case, reel, ser., series, section, group, etc.) strive for consistency within the multi-
part title you are cataloging and use the same form whenever you input a new number using 
that part designation. 


4.  Commas and spaces between multiple part designations (e.g., v.5, pt.6):


In order for part designations to collocate correctly in the “All volumes” display and in the call 
number browse indexes, it is desirable that for a given book set or multi-part item the same 

standards in spacing and commas between part designations are followed on each call 
number in the set.  Records for book sets or multi-part items that were loaded from the old NOTIS 
catalog may have volume numbering out of order due to variations in the way multiple part 
designations were input previously.  Some came in with commas and/or spaces separating the 
parts.  Others did not.  


The standard for commas and spaces between multiple part designations is as follows:


     
Separate the part designations with a comma but no space.



Examples:



DT641▲.A161▲v.19,pt.2



Q11▲.A57▲new▲ser.▲v.63,pt.3



Q1▲.E5▲n.s.▲v.9


5.  Multi-part items with “, etc.” in the part designation (e.g. v.65, etc.)


Since in Unicorn, call numbers on call records for multi-part items must include specific 


part designations, “, etc.” is no longer needed, and its presence on converted call records 

affects the numerical ordering.  “, etc.” should be removed or omitted when inputting call 

numbers.



a.  Multi-part items already in IUCAT



Remove “, etc.” from any call number where it appears in the call record.



b.  Multi-part items new to IUCAT



Do not input “, etc.” in any call number part designation. 

· For SUDOC scheme call numbers:  Insert a space between letters and numbers if no punctuation is present.  Make an exception to this rule if the punctuation is a “(“ or “)” – insert a space before a right parens and after a left parens.  If a year is included in the SUDOC number, drop the “1” at the beginning of a year that begins with “1”, e.g. “993” instead of “1993,” but include the “2” for years beginning with that number.  Years in a SUDOC number are preceded by a “/”.

Standards:





D▲103.128/993  [year is 1993]





A▲1.77:86/2002 [year is 2002]




HE▲20.6209/4-3:▲10/6▲B









NCU▲1.6:R▲86/CH.4





Y▲4.EN▲2:S.PRT.105-7




D▲5.317:616▲(715-5)▲A

Special editing instructions:


All letters in a SUDOC call number should be capitalized.  Some older SUDOC numbers on 

pieces may have a combination of lower and upper case letters, but these should be converted to all uppercase on the Call Record.  The current GPO standard is all uppercase letters.  Make an exception to this rule for a “work” number preceded by a slash at the end of the SUDOC call number, e.g. “/x” – these are always lower case.

Do not include a space between “PR” and “EX.”





PREX▲7.10:87-006/x  [Piece had Pr Ex]

Extensions:





C▲59.20/2:/PRELIM./|zyear





HE▲22.8:M▲46/24/SPAN./|zyear

· For Dewey scheme call numbers:


Standards:





070.92▲BEG






FIC▲BLE





973.04398▲PET

C.  ABOUT |Z

· What is |z?


This is a part designation subfield.  It is non-repeatable. 


The system supplies it automatically when it encounters an abbreviation or word that it reads as 

a numbered part designation.  


These are the designations that currently generate |z automatically.  



v.


iss.





v


iss



no.


vol.



no


vol



pt.


sect.



pt


sect



ser.


suppl.



ser


suppl


|z causes padding (i.e., zeros) to be added in the shelving key for call number indexing. 


Examples:


QA76.73▲.A27|zv.1 has a shelving key of QA000076.73.A27V.000001


but


QA76.73▲.B13▲nr.2 has a shelving key of QA000076.73.B13NR.2


Note the implications for sorting volumes.  Those volume designations with |z (and thus, with 
padding) will sort 000001, 000002, ..., 000010, 000011, ..., 000022, etc. while those without |z 
(and thus, without padding) will sort 1, 10, 11, ..., 2, ..., 22, etc.


Because of these sorting implications, it is important that the numbered part designations (e.g., 
v.2, pt.3, ser.4, etc.) that differentiate one part of the set from another be preceded by |z.  

· Standards for inputting and editing |z

GENERAL

Do not input more than 1 |z.

Do not put a space on either side of |z.


Numbered part designations not included in the above list must have |z manually added to the 
call number (reel 2, case 3, etc.).  Do not add |z before words like “guide” or “index” if they are 
not numbered.  Merely provide a space before them.


Examples:


Z145.C75▲P3|zGuidebook▲2



S1▲.R43▲Cum.▲Index


FOR MULTIPLE PART DESIGNATIONS (e.g., v.5, pt.6)

In cases where the call number includes more than one part designation, the system supplies only one |z, and it appears before the first part designation that it encounters from the above list.


Example:   


QB4▲.T9|zv.4,pt.2


When |z is located before the first part designation, it and each remaining numbered part 
designation or year to the right of  it are padded with zeroes to assured correct numerical filing 
order. 


Shelving key for above example:


QB 000004 .T9 V.000004,PT.000002


On records loaded into the Unicorn catalog from the old NOTIS catalog you may find |z not 
before the first of multiple part designations, because the system mapped the |z to the part 
designation that was in the ENUM/CHRON field of the NOTIS item record.  Consequently, the 
part designations within a given book set, series, or serial may be out of order.  


The recommended standard for placement of |z when there are multiple part designations is as 
follows:



Position |z before the first numbered part designation of the multiple parts.  If this 



part is an abbreviated part designation on the above list, the system will place it 



there automatically.  If not, you must supply it.



Examples: 



PE1111▲.C73|zBook▲3,pt.1      
(manually supplied)



ML113▲.D48|zv.105▲1933   
(system supplied)



DT641▲.A16|zreel 5,v.19,pt.2
(manually supplied)

D.  WHEN DOWNLOADING A RECORD INTO UNICORN 

If you have the 050/090 supply the call number in the call record when you import a record from OCLC, be sure to check how the call number appears in the call record to make sure that it has the correct comma, spacing, and |z formatting.   

Submitted by L. Kamoji, T. Larson, W. Liu
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