
Continuations: Creating O-type Orders for Works-in-Parts 
28 February 2003; rev. 28 February 2006 
 
This document pertains to the firm ordering of monographic works-in-parts (WIP), also frequently 
referred to as “contins,” or, “continuations.” A work-in-parts is characterized by a single 'work' that 
appears in multiple parts, and is published over time. 
 
Multivolume titles published at one time and expected to be received complete with all volumes at once 
are ordered on an M-type order, the same as simple monographs. This work aid focuses only on the 
aspects of ordering multipart monographs that differ from ordering simple monographs. 
 
 
Contents: 
 
1. Bibliographic Record
2. Holdings Record
3. New Order Record

o Tab 1: Order Information 
o Tab 2:Vendor 
o Tab 3: Quantity and Price 

 
Bibliographic Record. 
 
When creating a new record in Aleph for a work-in-parts, all elements will be entered in the 
same way as for any monographic record, with the following differences:  

o 008: Type of date should be coded as "m". Date 1 should reflect the year that the first 
volume is published; Date 2 should be coded as "9999". 

o 020: If there is an ISBN for the set as a whole, use that in the first 020 
o 260 |c: Add the publication date of first volume with a hyphen following, e.g., "2001-" 

 
Example: 
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Holdings Record. 
 
Item records are not automatically created with “O-type” orders. Instead, a Holdings record is 
needed to display the order status in the public catalog. 
 
A Holdings record is created in the Cataloging Module either prior to or after creating an order.  
 
Select Tab 4, HOL Records in the lower pane. Click on the Create button.  Select the new record  
and click on the Edit  button. (Orders created in HULPR will already have a Holdings record 
converted from the old LOC field. In this case, do not Add, simply highlight the existing record 
and choose Edit.) 
 
Specific fields to edit in the Holdings record for monographic Works-in-parts: 
 

o LDR: Type of record (06) should be coded a "v" for multipart item; Encoding level (17) 
should be "4" 

o 008:   
Receipt or acquisition status (06): 3 (on order; use 4 if one or more volumes have already 
been received); 
Method of acquisition (07): p (for purchase); 
Completeness (16): 1 (complete;  although untrue, it is our default value when intending 
to receive all parts). 

o 852 field:  
Provisional record: The 852 field should be coded with the indicators both blank. The 
subfield b is for 'sublibrary' (e.g., WID for Widener), the subfield c is for Shelving 
Location (GEN).  

example: 852 __ |b WID 
   |c GEN 

Converted record with holdings: coding will depend on location and call # type. (See 
example.) 

o OWN field: Will be added automatically upon Save 
o H08 field: Leave indicators blank; |a should have the letter 'p', for provisional, or ‘c’ if 

some volumes are already cataloged.  Add |b if not present and use value ‘t’, which will 
add the current date. 

o Save Holdings record to the server. 
 
 
Example on following page. 
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New Order Record. 
 
If one or more volumes of the WIP have already been received on an M- or S-type order record, 
close the order (if need be) and create a new O-type order attached to the same bibliographic 
record.  Click on the Add button; a dialog box will open to select the type of order--select the 
Standing Order option to create an O-type order. 
 
In general, follow the same procedures as for ordering a simple monograph with the following 
differences: 
 
Tab 1: Order Information: 

o Use the ISBN for the collective set title. If each volume has its own ISBN, use the ISBN 
for the first volume ordered. Include in parentheses the volume number ordered "(v. 1)".  
A single ISBN already entered in the Bib record 020 field will fill in automatically; use 
drop-down menu to choose which ISBN to use if your Bib record has multiple 020 fields. 

o The Order Unit should be the second number of the division's number sequence 
("WID19" for Germanic, “WID17” for Spanish/Portuguese; “WID15” for French/Italian; 
“WID12” for English) 

o The Material Type should be BW (Book, Work-in-Parts). 
o Consider using the Library Note field for alerting acquisitions staff to any particular 

issues regarding the contin order when receiving material. 
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Tab 2: Vendor: 
o Add the following text in the Vendor Note field: "Please send vol. x and all following as 

available. Thank you." If one or more pieces of the WIP have already been received on 
an M-type order, the Vendor Note will reflect the pieces not yet received. You may want 
to state explicitly “We have vol(s). x. Please send…” 

o The Subscription Start and End date fields do not need to be used for works-in-parts 
o IMPORTANT: Fill in the Max. Arrival Days as appropriate (e.g. 365).  This will 

determine the time lapse for claiming.  If nothing is received for the 365 days in our 
example, it will appear on a Claim Report.  Each time an Arrival is recorded, the Claim 
period is calculated from that Arrival date (e.g. Arrival date plus 365 days). 
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Tab 3: Quantity and Price: 
o Add the price for the first volume in the Unit Price field, if the set price is not yet 

available.  Encumber budget. 
o Click Update and then click the Send button to complete the order. 
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