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.
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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:
0 008: 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
0 260 |c: Add the publication date of first volume with a hyphen following, e.g., "2001-"

Example:
ﬁALEPH Cataloging - Yerzion 17.01 Library: H¥YDO1 - Bibliographic (HYDO1) Server: Ims01_harvard.edu:6505 [17..)
ALEPH Wiew Cataloging ltems Edit Record Manager RBemate “Services ﬂe\plz‘
E | |BK System No. 8907135 The journal of women's Civil War history { Year: 2001 |E} “e 5 5 @ ) Cr [ [
(3 [[reose = EIEN |@ =
B |§J | @ | 001 __ _ 008907135-2 =
& [R] Edit Records 005 __ _ 20030718095121.0
A oos 020510m20019999paua™ ™" """ b~~~ 100|0deng™d
H WDE0-110057 14 (MNEW 010 3 ~~2001368626
- IVDDI;BEWBZ(NEWZ 020 _ a 1577470753 (v. 1)
-~ [ Tmport Records 020 __ a 1577470015 (v. 2)
- [T]Triggers 035 0_ a ocm4B641484
N _ a ra
c DLE
042 _  a lccopycat
043 a n-us---
al | 2|} 950 00 a Ee2e
E'- HYDO1 - 8307135 b 168 2001
L% DBJECTS [Marecordaval f| 082 00 a 973.7/082 i
HYDED 2?2 21
i HOL-121863025TA ff 245 D4 a The journal of women's Civil War history :
BB HOL -WID HD 5TA () b from the home front to the front lines : accounts of the sacrifice, achievement, and
() Barcode - HXL4G! service of American women, 1861-1865 /
) EE R c edited by Eileen Conklin.
EI"' g[ﬁgﬁsﬁﬂﬂ% 260  a Gettysburg, PA:
b Thomas Publications,
£ c2001-<c2002:>
300 a w.:
b ill.,, maps ;
c 23 cm.
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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:

(0]

(0}

LDR: Type of record (06) should be coded a "v" for multipart item; Encoding level (17)
should be "4"
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).
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.)
OWN field: Will be added automatically upon Save
HO8 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.
Save Holdings record to the server.

Example on following page.
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EALEPH Cataloging - Yersion 17.01 Library: HYDO1 - raphic [HYDO1] Server: Ims01_harvard. edu:6505 [17..]

ALEPH ‘Wiew Catalogng Items Edit Record Manager Remate “Services Helplz

= | | HO System No. 11649763 Museu do Ferro & da Regido de Moncorvo (Museu do Fer |§] fa Wl £r [ [
0 [eweoe | =EN ==
[= |@ |ﬂ | g oSSt an220 00 A dqn 4500
EH[R] Edit Records % — :EIIE
HYDED-11649763 (NEW: || —— — % HVYDO1
HYDO1-9403122 (MEW3> b 009403122
HYDEO-11005714 (NEWS XPR a ocLc
HvDo1-8907135 EW3H | = — L ooosn3ne
-[1] Import Records ool T 011649763
-[T] Triggers 005 _ _ 20050309113245.0
008 _  _ 0502154p~~~"~87~"~~2001uu”™" 0000000
852 1 b WID
4 | | c HD
= B HvDOl-3403122 853 00 8 1
A% OBJECTS [Ma record avai avw
=B HVDED 863 41 8 1.1
=5 HOL -WID HD 5TA () a1l
-]} Barcode -HXLM3 | Hpg ac
£ | HVD5D - 3403122 — T b 20050309
L) ITEMS -
1. Messages | 2. Tap Information | 3. Browser 4. HOL Records |5.0bja(ls| =
HOL Library | 2|
Di——r 0
[®led el

Asat]| | 28] | e ® 22
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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:
0 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.
0 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)
0 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.
L= LaYE]] | &
E A Order List
1 Overvier Order Na. ]Sublihrary C| Status ]Arr St] Inv St ]Type ]Budget ]Vendor ]EncfActwe Amt ]
8907135-1  WID CLS Crp Paid I+ 415,37880,.565018.655 BUS 12,00 {0.00) ;I Add
e 210.0000,00000-2002 UsD Cuplicate |
Delete |
Print/Cancel |
ptions (1 Send |
11 None) LI
ifo.
1, Order Display 2. General |3.\u'endor | 4, Quantity and Pricel =
Order Mumber 1: W Order Status: v Izl
reer Mumber 2: [ order tumbers: I Save Def. |
Order ISEMISSH: IMIH ERM IO l— Fuefresh |
Open Date: W Order Group: Iab—lzl Cancel |
Order Date: W Status Drate: W
Material Farmat: I—El [~ Inwoice Status "Complate”
IMaterial Type: IBW—El I Arrival Status "Complete”
Sl WID E| Grder Unit: Wm
Acquisition Method: IF‘—IH
Initiator ID: I—IH
Iritistor Mame: |
Action: m Approver 1D I—E|
. Libary Mote: | —

B EI =)
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Tab 2:

Vendor:

0 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...”

0 The Subscription Start and End date fields do not need to be used for works-in-parts
0 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).
= (BEXN &
ELIL Order List I
1 Owervien Order ko, ]Sublihrary C| Status IArr St] Inw St ]Type ]Budget ]Vendor ]Encmcti\re At ]
8907135-1 WID CLS Cmp  Paid &l 415,37880..565018.655 BUS 12,00 {0.00) ;I Add |
S (W con7135-2 WD Pl Pl
210.
ptions (1
1: Mone)
ifo.
1. Ordar Display I Z.General 2, Yendor |4. Quuantity and Price I =
‘wendar Information:
Wendor Cade: BLIS Save Def, |
Vendor Mame: | BLACKWELL NORTH AMERICK (0146118 008203) Refresh
Wendor Reference: I wo1fdab Kll
Wendar Mate: I Please send v, 2 and all Fallawing —
Wendar Contact: I EM
Order Delivery Typa: I LE Iﬂ Latter Typa: I 01 Iﬂ
Bl Types |s El Send Lebter by: IDRINT EI
[ Rush
Iax, Arrival Days: 365
Subscription Start: I 00,00,0000 IH Subscription End: I 00,/00 /0000 Iﬂ
Budiget Cyele: I 1 Remewal Date: I 00,/00,/0000 Iﬂ
N B
I - i =)
| @ ® = 5 B UES A 102am
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Tab 3: Quantity and Price:

0 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.

= (= | &
g Crder Ligt |
] Overvien Croer Mo, | Subliorary ] Status [ arr St Inv 5t | Type | Budget | wendor | Enc/active Amt__|
8907135-1 WID CLS Cmp  Paid I 415,37880..565018.655 BUS 12,00 ¢ 0.00) ;I Add
210.0000,00000-2003 UsD Duplicat
5-2 - BU q 4”’ e
Drelete |
PrintfCancel |
ptions {1 Send |
1t Mone) LI
ifo.
1, Order Display I 2. Gereral I 3.Wendor 4, Quantity and Price =
Orrder Cuantity:
Mumber of Units: I b Sawe Def, |
Unit Prica: I 50 Tokal Price: I 50,00 Refresh |
Quantity Mobe: I Cancel |
Estimated Price:
Currencyi usC IH
List Price: I S0.00
Terrns Sign [+~ I - Terms Percent: I 0,00
Final Price: I S0.00 Local Price: I 50.00
Price Mote: I
. = |
R - =)
e e =& |G WEDM = 10208
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