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Series for Copy Cataloging/TECHPRO

Introduction
A series is a title given to a group of items that a publisher publishes “together” with other items.  Titles within a series share a common theme.  

If an item is part of a series use the series authority record in KentLINK or OCLC to tell you how to handle the series’ analysis, access (or lack of it) by series heading, classification practice, as well as numbering and other treatment decisions.
Usually, a series is collected together via a title (830 or 440 (obsolete) field); but, sometimes it is collected through a personal, corporate, or conference name.  In those cases, the series will be accessed via an 800 (personal), 810 (corporate), or 811 (conference) heading. 

Follow the instructions below for any items that are part of a series, or that appear to be part of a series.
Searching for the Series Authority Record

1.  Look at the bibliographic record and determine if it has a 440, 490 0, or 8xx field.  

2.  Search the 440 or 490 0 heading in the KentLINK authority file.  If the bib record heading is in a 490 1, look for the 8xx heading and search for it in the authority file.  Use the following searches:

	If the series heading is in bib record tag
	Perform this type of KentLINK search



	440, 490 0, 830
	title search

	490 1 
	Use the heading in the 8xx field

	800, 810, 811
	author search


3.  If you can't find an authority record in KentLINK and the piece will be cataloged in-house, look the series up in OCLC and interpret the series instructions there, following the practice in the authority record, as described below.

4.  If you can’t find an authority record in KentLINK or OCLC, put it on a shelf for Sevim review.  She either handles it in-house or sends it to TechPro (contract cataloger)  

5.  If the piece is going to TechPro and there is no KentLINK or OCLC practice to indicate on the routing slip, check "Follow LC practice" on the routing slip.

6.  If you find an authority record (either in KentLINK or in OCLC), verify that the heading in the bibliographic record series field matches the heading in the 1xx of the authority record.  Use the following chart to compare tags between the bibliographic and authority record:
	Bib record


	Matches authority record
	Examples

	260
	643
	Bib 260:  New York : #b Smith Press

Auth 643:  New York #b Smith Press

	4xx or 8xx #v
	642 pattern
	Bib 4xx or 8xx:  Librarianship series ; #v no. 12
Auth 642:  no. 10 #5 DLC

	440 
	130
	Bib 440: Lecture series on physics
Auth 130: Lecture series on physics
Auth 645:  t #5 DLC

	490 0    
	100, 110, 111, 130, 4xx
	Bib 490 0:  Macmillan paperbacks
Auth 130:  Macmillan paperbacks
Auth 645: n #5 DLC

	490 1
	4xx  (may not be present)
	Bib 490 1:  Librarianship series
Auth 1xx:  Hughes librarianship series

Auth 4xx (may not be present):  Librarianship series
Auth 645:  t #5 DLC
Bib 490 1    Amazing weather facts 

Bib 830   0  Amazing weather facts

	800
	100
	Bib 490 1:   Works of Amey Park

Bib 800:  Park, Amey. #t Works.
Auth 100:  Park, Amey. #t Works
Auth 430:  Works of Amey Park

Auth 645:  t #5 DLC

	810
	110
	Bib 490 1  Collections of the ABC Corp

Bib 810:  ABC Corp. #t Collections
Auth 110: ABC Corp. #t Collections
Auth 430:  Collections of the ABC Corp

Auth 645:  t #5 DLC

	811
	111
	Bib 490 1:  Published findings of the Hudson Expeditions

Bib 811:  Hudson Expeditions. #t Published findings
Auth 111:  Hudson Expeditions. #t Published findings
Auth 430:  Published findings of the Hudson Expeditions

Auth 645:  t #5 DLC

	830
	130
	Bib 490 1:  Librarianship series

Bib 830:   Hughes librarianship series

Auth 130:  Hughes librarianship series

Auth 430:  Librarianship series

Auth 645:  t #5 DLC


When working with series, four variables are considered:
A.  Analysis.  Will each piece get its own author/title cataloging on a separate bibliographic record, or will they be cataloged under a collective serial title?
B.  Providing access (tracing).  Will a patron want to perform a series search and pull up all items in that series?

C.  Form of access.  Should it be the same as it appears on the piece or different?

D.  Classification number.  Should the items be classified under the same call number or separately?

A.  Analysis – authority record 644 field
1.  Look at the first 644 field.  

a.  The most current information in the 64x fields comes first.  

b.  Look at the instructions for KSU first.  

c.  If there are no KSU instructions, use the DLC instructions.  

2.  If the first 644 isn't "f," set the item aside for Amey.    

3.  If the 644 contains an “f”, it means each piece is analyzed.  

a.  This means that each piece will have its own bib record with author / title access.  

b.  The series will be entered as a collective title in an 8xx field.

B.  Providing access – authority record 645 field
1.  Look at the first 645 field.  
2.  Look for the KSU instructions.  If there are no KSU instructions, use the DLC instructions.  
3.  Determine the tracing practice:  

a.  If the 645 is "t", access will be provided.  If the piece is staying in-house, the series heading from the authority record’s 1xx field should be in the bib record’s 4xx or 8xx field.

If the item is going to TechPro, circle "t" on the slip.  

b.  If the 645 is "n", access won’t be provided.  If the piece is staying in-house, the series heading from the authority record’s 1xx field should be in the bib record 490  0 field.  
If the item is going to TechPro, circle "n" on the slip.  

C.  Form of access, if any.
Access is provided only If the authority record’s 645 = t
1.  Note the way the series appears on the piece, preferably the title page or nearby.  You can use the series heading as it appears on the cover, but prefer it as it appears on the title page or nearby.
2.  The way the series appears on the piece goes in the bib record’s 4xx field.  

a.  Series traced the same.  If access is provided for the series the same way that it appears on the piece, the series heading used to go in a bib record 440 field (prior to Nov. 2008).

After Nov. 2008, If access is provided for the series the same way that it appears on the piece, the series heading is listed in the 490 1 field (the description field) and repeated in the 830 field (the access field).


Because this practice changed in Nov. 2008, you will find bib records in both forms; i.e., with the series heading in either a 440 or in a 490 1/830 combination. 
b.  Series traced differently.  If access is provided for the series in a different way than the series appears on the piece, the 490 1 is used to record how the series appears on the piece, while the 8xx records the way access is provided (taken from the 1xx of the authority record). 
3.  When the way the series appears on the piece is different than the way it is traced (accessed), the bibliographic record’s series heading often will be found in an authority record 4xx  (cross reference) field.  The way that access should be provided is found in the authority record’s 1xx field, and is put in the bib record’s 8xx tag.
	Authority record tag for the way the series appears on the piece, when it’s traced differently

	Goes in bibliographic record tag
	Then, use the form of heading in authority tag . . . 
	in bib record tag

	400
	490 1
	100
	800

	410
	490 1
	110
	810

	411
	490 1
	111
	811

	430
	490 1
	130
	830


4.  Summarizing tracing and form of access:

	Bib record tag
	Description of tag


	Access provided? /

Is the series traced?
	Examples

	440

(do not use after 11/08, but you may see older records like this)
	Access (Tracing) is provided in the 440 field the same way the heading is on the piece 
	Yes

(auth rec 645 = t)


	Bib 440: Lectures in physics
Auth 130: Lectures in physics

Auth 645  t #5 DLC

	490  1

8xx  (800, 810, 811, 830)
	(  the 490 1 field  

records the heading as it appears on the piece 

(  The 8xx field records the way access is provided

NOTE: after 11/08, these two fields might be identical.
	Yes, as in 8xx field.

(auth rec 645 = t)


	Bib 490 1: Works of Amey Park
Bib 800: Park, Amey. #t Works

Auth 100: Park, Amey. #t Works

Auth 645:  t #5 DLC

Bib 490 1:  Amazing weather facts
Bib 830:  Amazing weather facts

Auth 645:  t #5 DLC

	490  0
	The 490 0 field records the heading as it appears on the piece.
	No

(auth rec 645 = n)


	Bib 490 0:  Macmillan paperbacks
Auth 130:  Macmillan paperbacks

Auth 645:  n #5 DLC


D.  Classification number – authority record 646 field
1.  Look at the first 646 field.  
a.  Look at the instructions for KSU first.  
b.  If there are no KSU instructions, use the DLC instructions.  
2.  Determine the classification practice.  

a.  If the 646 is "s" it means that each piece will have its own call number.  Use the call number in the 050 or 090 field of the bib record.  If the item is going to TechPro, check "class separately".

b.  If the 646 is "c", it means the item will be classed together with other items in the series.  Use the call number from the authority record’s 090 or 050 field

3.  Numbering
a.  Look at the authority record’s 642 field for the numbering example to use, but use the numbering for YOUR particular title.  
b.  Use "v." for volume, not "vol.".  

c.  For example, if the 642 reads "vol. 64", and your piece is marked vol. 108, use "v. 108" for the call number.  
d.  Other numbering examples include Bd., pt., no. T.
e.  In the KentLINK item record
1)  Use the call number INCLUDING the numbering in the CALL # line.  
2)  Don’t put the numbering in the VOLUME line of the item record (unless the piece is multi-volume, in which case, see Amey or Margaret).

4.  If the item is going to TechPro, check "class together" and write the call number from the authority record's 090 or 050 field on the slip, including the volume designation.  

More than One Series
If the bib record has two or more series, verify the above information for both series.  If the item is going to TechPro, draw an arrow on the pink slip pointing to the back of the slip and write instructions for all series, clearly indicating the instructions for each.

Appendix A : Sample Series Authority Record
Authority record
A2982509x   Last updated: 11-12-02 Created: 11-11-02 Revision: 2     

01 ACODE1:         02 ACODE2:         03 ASUPPRESS:                            

04 001     no 99036440                                                         

05 005     20011205094323.0                                                    

06 008     990520n| acaaaaaan          |a ana     ccz n                        

07 010     no 99036440 |zno2001037485                                          

08 035     (OCoLC)oca04990892                                                  

09 040     MdU|cMdU|dDLC                                                       

10 130   0 Series on advances in quantum many-body theory                      

11 430   0 Advances in quantum many-body theory                                

12 642     v. 1|5DPCC|5DLC|5MdU                                                

13 643     Singapore|aRiver Edge, NJ|bWorld Scientific                         

14 644     f|5DLC|5MdU                                                         

15 645     t|5DPCC|5DLC|5MdU                                                   

16 646     s|5DLC|5MdU                                                         

17 670     Recent progress in many-body theories, c1998:|bser. t.p. (Series on advances in quantum many-body theory) pref. (new World Scientific Publications series, "Advances in quantum many-body theory")        
Bibliographic record, for records created after 11/2008
B28910862             Last updated: 10-16-03 Created: 06-04-03 Revision: 4     

LANG: eng       03 LOCATION: kentc 05 BIB LVL: m      07 DISPLAY: -         

SKIP: 0         04 CAT DA:07-07-03 06 MAT TYPE: a     08 COUNTRY: nju       

001     51767332                                                            

050   4 QC174.17.P7|bM53 2002                                               

245  00 Microscopic approaches to quantum liquids in confined geometries / |ceditors, Eckhard Krotscheck, Jesus Navarro                        

260     River Edge, N.J. :|bWorld Scientific,|cc2002                        

490 1   Series on advances in quantum many-body theory ;|vv. 4              

830   0 Series on advances in quantum many-body theory ;|vv. 4              

Bibliographic record, for records created prior to 11/2008
B28910862             Last updated: 10-16-03 Created: 06-04-03 Revision: 4     

LANG: eng       03 LOCATION: kentc 05 BIB LVL: m      07 DISPLAY: -         

SKIP: 0         04 CAT DA:07-07-03 06 MAT TYPE: a     08 COUNTRY: nju       

001     51767332                                                            

050   4 QC174.17.P7|bM53 2002                                               

245  00 Microscopic approaches to quantum liquids in confined geometries / |ceditors, Eckhard Krotscheck, Jesus Navarro                        

260     River Edge, N.J. :|bWorld Scientific,|cc2002                        

440   0 Series on advances in quantum many-body theory ;|vv. 4              

Appendix B -- Summary of Tags for a MARC Series Authority Record
 TAGS Indicators
 v   /

010 bb    LC Authority record control number

022 bb    ISSN  (International Standard Series Number)

035 bb    Local system control number

040 bb    Cataloging source

050 bb    LC call number (series)

090 bb    Local call number (series) -- LC based

1xx  __   Established heading: 

  100 __     Personal name         130 __    Uniform title  

  110 __     Corporate name        150 __    Topical subject hdg.

  111 __     Conference name       151 __    Geographic name

260 bb  See reference -- general explanatory (subjects)

360 bb  See also reference -- general explanatory (subjects)

4xx __  See from references:

  400 __     Personal name         430 __    Uniform title  

  410 __     Corporate name        450 __    Topical subject hdg.

  411 __     Conference name       451 __    Geographic name

5xx __  See also from references:

  500 __     Personal name         530 __    Uniform title  

  510 __     Corporate name        550 __    Topical subject hdg.

  511 __     Conference name       551 __    Geographic name

64x __  Series notes:

  640 __  Dates of publication and volume designation

  641 bb  Numbering peculiarities 

  642 bb  Series numbering example

  643 bb  Place and publisher or issuing body

  644 bb  Analysis practice

  645 bb  Tracing practice

  646 bb  Classification practice

670 bb  Source data found

675 bb  Source data not found

678 bb  Epitome

690 bb  Local note  

Appendix C: Summary Chart for Series Treatment

	
	Authority record
	Bib record


	Notes

	Analyzed
	644 anything but "f" give to Amey

f= fully analyzed

    (monographic   

       series)

n = not analyzed 

      (treated like a 

       serial)

p = partially 

       analyzed 

       (some are 

        treated like     

        monographs, 

        some like 

        serials)


	if “f”, each piece gets its own bib record, with separate author/title access.

If “n”, each piece is entered under one collective title.  Set aside for Amey.
	

	
	
	
	

	Traced
	645  t = traced
	440  (obsolete after 11/08) OR

8xx (usually 830)
	form in bib heading must match form in authority record 1xx exactly

	
	
	
	

	Not traced
	645 n = not traced
	490 0 
	form in bib heading 

matches authority record’s 1xx exactly

	
	
	
	

	Classed together
	646 c = classed 

               together
	090 or 050 call number
	Bib call number matches authority record’s 090 or 050

	Numbering (for classed together series)
	
	follow 642 pattern
	

	
	
	
	

	Classed separately
	646 s = classed

             separately
	090 or 050 call number
	no authority record 090 or 050 field; bib call number doesn't need to match


Appendix D: Transcribing Series Information into Bibliographic Records
From Bib Formats and Standards under “4xx Introduction” and “8xx Introduction”  (http://www.oclc.org/bibformats/)
4xx fields
440

Prior to 11/2008, if the series name on the item was the same as the series name in the 1xx of the authority record, one entered the series name in a bib record 440 0 field.  Many records in the database still follow this practice and you should not change them.
490 1

If the series name on the item differs from the series name in the authority record 1xx field, enter the series name from the item under bib record field 490 1_ and put the series name from the authority record in the bib record’s 8xx  (see 8xx information below)
After 11/2008,  if the series name on the item is the same as the series name in the 1xx of the authority record, enter the series name in a bib record 490 1 field and re-enter it in an 830 0 field.  
490 0_ 

If the series name is not found in the authority file, or is coded (645 n) in the authority record, enter the series name under bib record field 490 0_  

OR, if the series seems important enough, enter the series name in both the bib record’s 490 1 and 830 fields.
5xx fields

500

If the series name is not in the authority file and is possibly not even a series statement, enter it in the bib record’s 500 note

8xx fields  
Apply this information ONLY if the bib record has a 490 1 field (except in the case of reprints)
830

Usually a series will be entered under title and will be in the 130 field in the authority record.  Put this series name from the authority record in the 830 of your bib record (the series name as it appears in the item will be in the 490 1_ of your bib record.)
Sometimes the bib record 830 field will be identical to the 490 1 field.
Example 1
on item: Portrait of an artist

in authority record: 130 0_ Portrait of an artist (Series)

in bib record:

490 1_ Portrait of an artist

830 _0 Portrait of an artist (Series)
Example 2

on item:   Series on insects found in bird nests

in authority record:  130 0_  Series on insects found in bird nests

in bib record

490 1_  Series on insects found in bird nests

830 _0  Series on insects found in bird nests
800

Sometimes, a series will be entered under a personal name (as well as a title) and will be in a 100 field in the authority record. Put this series name in the 800 of your bib record (the series name as it appears differently in the item will be in the 490 1_ of your bib record)

Ex.

on item: Percy Grainger critical edition

in authority record: 100 1_ Grainger, Percy, |d 1882-1961. |t Band music. |k Selections 

in your bib record:

490 1_ Percy Grainger critical edition

800 1_ Grainger, Percy, |d 1882-1961. |t Band music. |k Selections

810 field  -- follow the pattern as described above for the 800 field.

811 field – follow the pattern as described above for the 800 field.
Appendix E: Detailed Series Field Descriptions
050
LC Call Number  (Series) -- if LC has classified all or part or the series as a 
collected set.

Indicator 1     blank

Indicator 2

0
Assigned by LC

Subfields

#a
Classification number

#b
Item number

#d
Volumes/dates to which call number applies

#5
Institution to which the field applies

090
Local Call Number  (Series) -- if KSU has classified all or part or the series 
   as a collected set.

Indicator 1     blank

Indicator 2

0
Assigned by KSU

Subfields

#a
Classification number

#b
Item number

#d
Volumes/dates to which call number applies

#5
Institution to which the field applies

6xx Notes:  640 is the only tag with indicator code values.  The other 6xx field indicators are blank.

640           Series Dates of Publication and Volume Designation -- 

                contains beginning and/or ending dates of publication and/or volume 
                designation of a series.  Used to differentiate series with the same or similar 
                titles.

Indicator 1

0
Formatted style

1
Unformatted style

Indicator 2     blank 

Subfields

#a
Dates of publication and/or volume designation

#z
Source

641           Series Numbering Peculiarities -- cites report-year

                coverage or irregularities or peculiarities in numbering.   

Subfields

#a
Numbering peculiarites note

#z
Source

642           Series Numbering Example -- contains an example of the form of series 
                 numbering used in the bibliographic record and $v for series added entry.

Subfields

#a
Series numbering example

#d
Volumes/dates to which series numbering example applies

#5
Institution and copy to which this field applies

643           Series Place and Publisher/Issuing Body
Subfields

#a
Place

#b
Publisher/issuing body

#d
Volumes/dates to which information applies

644           Series Analysis Practice
Subfields
Codes
#a
f =  analyzed in full


p =  analyzed in part


n =  not analyzed

#b
Exceptions to analysis practice

#d
Volumes/dates to which practice applies

#5
Institution and copy to which this field applies

    Note :  the field pertaining to current practice precedes fields for earlier practice

645

      Series Tracing Practice

Subfields
Codes
#a
t =  make series, (traced, used as an added entry) series will be 

            traced in a 490 1, 8xx combination; or in a 440.


n =  no series, (not traced, not used as an added entry) series will 

            be found in a 490 0, but not traced

#d
Volumes/dates to which tracing practice applies

#5
Institution and copy to which this field applies

    Note :  the field pertaining to current practice precedes fields for earlier practice

646             Series Classification Practice

Subfields
Codes
#a
c = class together, catalog separately  (the series' volumes are 

           classed together as a collection).


m = used with a subseries/series that are classed together, 

                                             cataloged separately  (the series' volumes are classed with 

           the main series 


s = the series' volumes are classed separately, not together.

#d
Volumes/dates to which classification practice applies

#5
Institution and copy to which this field applies

    Note :  the field pertaining to current practice precedes fields for earlier practice

667
Name Usage or Scope Note -- of the name being established

Subfields
#a
Usage note

670             Source Data Found -- citation to a reference source for


 information about the heading being established

Subfields
#a
Citation, e.g., title, imprint date, call #, etc.

#b
Information found 

675
Source Data Not Found
Subfields
#a
Citations for reference sources in which no data was found

678
Epitome -- records biographical, historical, and other


 information about the heading.  
Subfields
#a
Epitome

                         Appendix F -- Subfield w  --  $w is used only with 4xx and 5xx fields.  

 Positions of subfield w

Position 1    Special Relationship Code
Name and Series only:  a = earlier heading

                                       b = later heading

Position 3    Earlier Cataloging Rules Code
a = Pre-AACR2 form of heading

n = not applicable

Position 4    Reference Display / Print Restriction Code
a = no reference is made and no reference is displayed to the public
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