BHL Cataloguing for Serial titles

1. Updating record when title is scanned

When a title is scanned, the serial title record will need to be updated. The title control key will be provided to identify the record.
1. Add 856 field with

|u http://www.archive.org/details/biodiversity
|zFreely available
|3Full text [date range]

Where [date range] = the period for which the title runs
2. Add a call on library GENERAL (class schema Alphabetic)

3. Add a copy with 

home location = BHL

current location = BHL

Type = DIGITAL

4. Amend the call number to WEB ACCESS

5. If there have been problems with any of the volumes (not scanned or not pulled for scanning – for whatever reason), in Extended Info, add a STAFF note: “Problem list on phoenix”.

6. Save

2. Creating record where it does not exist
In cases where a serial title cannot be found, it will need emergency cataloguing so that the title control number can be supplied to the Internet Archive.
