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Chris Benson conducted the first part of the program, “Tracking Classed Separately and 
Analytical Items as Both Serials and Monographs.”  She began by defining classed 
separately and analytical items as, “non-periodical serials that are purchased as series 
rather than monographs.”  The advantages of keeping track of them with both monograph 
and serial records are: (1) They can record receipt of specific items, (2) It reduced 
duplicates for both ordering and receiving, (3) Claiming can be accomplished efficiently, 
and (4) They can track an item as both a serial and a monograph. 
 
Their current system of tracking these items as both serials and monographs was initiated 
to resolve problems they experienced previously when order records were used primarily 
to record payment.  Their serial order record listed the number of items received and the 
amount paid but didn’t keep track of exactly what titles were received and when they 
were received.  Volumes in the same series that arrived in large groups or were published 
out of order were especially problematic.  Staff would have to check the invoice file for 
more information.  Chris also showed some examples of notes that were added to the 
serial order record to indicate sub-series treatment and changes of treatment, e.g., from a 
non-analyzed serial to an analyzed serial. 
 
Chris followed this discussion of previous problems with illustrations of their current 
procedures for tracking classed separately and analytical items as a serial.  They suppress 
the serial bib record because the order is attached for their own internal processing.  They 
move any internal notes that indicate series treatment decisions to the top and attach a 
check-in record, which is also suppressed. She programmed the identity field to say, “For 
Acquisitions receipt ONLY” and a note field to say, “If no cover date use copyright 
date.”  The volumes are checked in in volume number order or in alphabetical order by 
title if the serial is unnumbered.  They add the full monographic title to the check-in 
record. The full monographic title can be viewed in the line display when they need to 
resolve problems.  A search of the serial title in the staff mode will bring up both the 
serial record and the monographic records. 
 
Discussion of current procedures for the serial record was followed by an explanation of 
their current procedures for tracking classed separately and analytical items as 

http://www.innovativeusers.org/iug2002/proceedings/
http://www.innovativeusers.org/iug2002/programs/E4/


monographs.  If there is a full OCLC monograph bib record, Cataloging uses this record 
to produce their local monographic record.  If Acquisitions can’t find a full bib record, 
they input a brief record. An order record is attached to the monograph bib record using 
the information from the serial order record.  They don’t add a vendor or fund to the 
monographic order record since they are not paying on this record.  They add an internal 
note to identify the order record, such as, “Came on 1083788 CLASS SEP.” 
 
Lani Walton then presented the second part of the program, “Serials Interface Online 
Decision File.”  She explained the purpose of this file was a means to create “one-stop 
shopping”  for information that was previously in three paper files – the Kardex, new 
order file and decision file.  Serials that they receive but don’t retain are now handled 
using the serials module.   
 
They decided just to use the bib record for their online file to avoid having to pay for 
each check-in record.  They add a special BCODE3 code of “q” to suppress the record 
from public display and as a means of identification to create lists.  They update these 
records once a year and delete them after three years of non-receipt.  All titles can be 
added as a project or they can add them individually on receipt.  Paper records are 
discarded after the online record is created. 
 
Lani showed an example of a decision file record for a serial that is received but not kept. 
This record contains the following variable fields: 022 for the ISSN, 245 for the title, 500 
field with the last year received and 500 note, “DO NOT KEEP per AS. 5/99.”  She also 
showed an example of a brief bib record created to indicate the retention decision for a 
print serial for which they have online access.  They have a full bib record in their OPAC 
for this online record and a brief bib record for the print. The print decision file record 
has a note, “DO NOT KEEP PAPER DX ISSUES. AVAILABLE INTERNET,” and is 
suppressed from public display using the special BCODE3 code of “q.” 
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