MARKING UNIT PROCEDURES
Welcome to the Marking Unit.  Please read this entire manual before beginning work.  This manual should instruct you on the day-to-day tasks of the Marking Unit.  As you begin work, please make sure you are trained on each new assigned task.   

The major functions of the Marking Unit are:

· Receive Incoming Marking

· Receive Outgoing Subject Specialty

· Deliver Outgoing Subject Specialty to the Mailroom

· Spine-label cataloged material
· Deliver spine labeled Main books to the drop off area for Main Circulation 
· Deliver Main cataloged and spine labeled books less than 3/8” or with the green ATTN: CONS/BPD flag to BPD (Bindery Preparation Division) once a week on Monday
Always ask questions when you have them, even if you’ve asked the same thing before.  We want you to be as confident and competent as possible and welcome your questions.  Please direct your questions to your Supervisor or whoever is in charge in the Supervisor’s absence.
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Daily/Weekly Marking Unit Tasks

1. At the beginning of your shift, check the Incoming Marking truck.  If the truck is full, add a number to the Incoming Main truck and place it next to the earlier numbered truck.  Move the overflow truck into the Incoming Main truck area and put in place another Incoming Main overflow truck.

2. At the beginning of your shift, check the Outgoing Branch/Subject Specialty truck. If the Outgoing Branch/Subject Specialty truck is full, deliver it to the Mailroom.  Put another Outgoing Branch/ Subject Specialty truck in the designated area. 

3. Before Queuing a truck for spine labeling, remove books for Main that are less than 3/8 of an inch and place on the Bindery truck.  

1.) Material on the Bindery truck should be queued at least weekly or more often as needed.
2.) Spine labels are placed 1 ½” (or about a thumb in) from the left edge of cover of material and ½” from the top of material that is eligible for pamphlet binding before being sent to the Bindery.  This enables the pam bound books to go directly from the Bindery to Main Circulation and not come back to the Marking Unit to be handled again.  

Exception: Right-to-left books that will be pam bound do not have spine labels produced and applied. 
a.) Queue spine labels


b.) Print spine labels

c.) Apply spine labels appropriately, if in doubt, ask the supervisor

d.) Stamp all non-pam bound books

e.) Place Main spine labeled books on an Outgoing truck.  Never place outgoing Main books on any red or green department truck (Marking, Distribution, Tech Serv, First Search, etc.).  Department trucks shouldn’t be used as outgoing trucks because they rarely are returned to the department.
4. Material placed on the special shelf for Rush for Course Reserves and Notify Patron should be:

· Gathered at the beginning of each student shift  
· Labeled Rush 
· Hand delivered to Main Circulation

If there are any problems labeling the Rush for Course Reserves or Notify Patron materials, these problems are handed directly to the work leader.  If you have any questions, please ask the work leader.
5. As material is placed on the Subject Specialty Exception truck:
· Gather daily

· Que and label

· Place on Outgoing Subject Specialty (Branch) truck

6. As the MAIN Incoming Marking, Right-to-Left trucks fill up:

i) Number the truck with the next available number

ii) Move the truck into the production area of the Marking Unit

iii) Annotate the board with the current number of trucks to be worked on in the Marking Unit

iv) Set up new incoming Marking and Right-to-Left trucks
Daily/Weekly Marking Unit Tasks (continued)

7. As the Outgoing Branch (Subject Specialty) truck fills up:

1.) Check to see if the books either have a Send Directly to (Location) Flag or a spine label for the branch location

2.) Deliver the truck to the Mail room.  The Mail room will distribute the material to the shelving location bins for delivery.
Incoming Material

There are various types of incoming marking trucks, separated by material type or binding needs:

MAIN

Right-to-left language

Exception Branches (Subject Specialty Libraries)

Congressional Hearings

Materials arrive at the Marking Unit from various sources:

1.  Cataloging: Both monographic and serials catalogers place cataloged materials on incoming marking trucks.

2.  Bindery:  
a)  The bindery delivers bins of bound material to Distribution.  Distribution employees build trucks of this material and deliver these trucks to Marking.
b)  Clamshell boxed books are delivered from the Bindery 
3.  Serials Check-in: Serials check-in staff delivers material to the Incoming Main truck(s) outside of Marking.  

4. Right-to-left language material: Material in Hebrew, Arabic, Urdu, Farsi, and other languages read right-to-left are placed on a separate truck under the sign labeled Marking Right to Left.  This is to ensure proper placement of spine labels for this material.  Remember: books that will go to be pam bound do not get spine labels.
5. Special Categories: There are two other Incoming Marking trucks:


Exception Branches (Subject Specialty Libraries): PHIL, SSEA 


Congressional Hearings (please see the section on Congressional Hearings)
Full incoming trucks in the Marking area are labeled with numbers to indicate which trucks should be worked on first for the Marking Unit.  (Truck# 1 would be the first one to be worked on).


A. After moving a full truck into the area, affix a number to the truck with the next highest number.



i. Ex: If the trucks are labeled #1-9 waiting to be marked, put on your next incoming 


truck the number “10.”


B.  After trucks are completed throughout the day, change the numbers on the trucks and the board as 
appropriate.

i. After you have labeled all of truck 1, put the number “1” on the truck which was truck 2, move the number “2” to truck 3, and so on.


C. Be sure to move the truck numbers at the end of each day.  Preferably each student should move 
the numbers at the end of her/his shift to keep the numbers up-to-date.

CLAMSHELL BOXED BOOKS 

How to deal with Clamshell Boxed books.
1. The books inside the clamshell box are fragile and usually are being sent to NRLF. Handle with care!

2. Make sure any flags inside the book remain in the book and that they are visible.

3. The boxed books require two labels. 

a. Queue: when you queue the boxed books, queue two labels for each book.

b. Labeling:  when labeling the boxed books, apply one label on the spine of the box and one on the spine of the book.
If any errors are encountered, place them on the Marking Error truck or ask the work leader for further instruction.
Labeling in the Millennium Cataloging Module

STUDENT MANUAL (1)
Before you begin labeling for the first time, make sure you have:

· the appropriate authorizations (see step 1 of this document for further information)

· and make sure you’re using the following label stock:
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1. Login to the Millennium Client.  Again, before you begin make sure you have the appropriate authorizations required to print spine labels.  You will need to be able to queue spine labels, view a spine label queue, and print using print templates.

2. In the index field, select Barcode from the drop down menu:
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3. Click on the empty index field and wand the barcode and press search (some barcode wands may hit search automatically).  You should now be in the item record.  Make sure that the bib portion matches the book you want to label and check to see that the barcode and Label Location are correct.  The Label Location should correspond to the 4 character location code written on the verso of title page and under call number in book.
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Labeling in the Millennium Cataloging Module

STUDENT MANUAL (2)
4. There are two ways to get to the Queue Spine Labels to Print command:

1.  Hit the F12 key which will say 1 Spine Label Added to Queue 1 or


2.  Go to Tools ( Queue Spine Labels to Print ( Queue 1*
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*If you use this method, you may choose any queue; multiple queues are provided for your convenience.  Here, we’ve used Queue 1 because it’s easiest to remember.  Always remember which queue you selected.
5. Close the record:
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6. Repeat steps 2-5 as needed.  Remember that each sheet has 48 individual labels, so you might want to do them in multiples of 48.  If you’re working on more than one project at a time, you may want to use an additional queue.  

7. When you are done queuing labels go back to the search screen and select Tools ( View Spine Label Queues:
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A list of the records you’ve queued will show up on the screen.  

Labeling in the Millennium Cataloging Module

STUDENT MANUAL (3)
8. To preview your queues before printing, press Print Preview:
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A preview window pops up displaying the queued call numbers as they will print on the spine label:
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Keep an eye out for “ERROR” messages and call numbers that are cut off.  Place any spine label errors on the Marking Error truck for the supervisor to review.
9. To print, press Print at the bottom of the window:
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10. The following window will pop up:
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Click on SpineLabel and press select.

Labeling in the Millennium Cataloging Module

STUDENT MANUAL (4)
11. Your labels will print and you should receive the following message:
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Yes will clear the queue.

No will leave the queue available until you close your session.
Prepared by Robert Smith, Jr.,

Revised by Tonette Mendoza and Michelle Goode

Rev. 02/08/13

Labeling Right-to-Left Text Languages

These instructions are to be used as a reference only.  

DO NOT process this material until trained.

Reading these instructions DOES NOT qualify you to label these books
Books in RTL languages must be spine-labeled appropriately.  Due to the unfamiliar nature of these scripts to many employees, all student Marking Unit staff must be specially trained to spine label this material.

The main thing to keep in mind when labeling RTL texts is standardization.
1.  Circulation students need to be able to check out all material in the same way, 
regardless of the language it is written in.  They expect to find the barcode and the spine label in specific locations for all books.

2.  This means that when holding the book right-side-up (as if you were going to read it):


A. The barcode should be on the inside of the right cover.  For RTL languages, this is counterintuitive 
as this is the front cover, i.e. the cover closest to the 
title page.  If barcode doesn’t seem to be in the 
appropriate place, ask other Marking Unit student staff or refer to Marking Errors truck.


B. The spine label should be on the spine, if the spine is thick enough, or on the left cover.  Placing 
the spine label on the left cover is opposite to the LTR books as this is the back cover of RTL texts.

RTL Text with Spines Thick Enough to Place a Label On

These books should be labeled the same as the incoming MAIN books.  Follow steps 3-5 from the Daily Student Tasks document included in this manual.


A.  Pay close attention that you are holding the book right-side-up!  When in doubt about placement 
of spine label ask other trained Marking Unit staff or your Work Leader.

RTL Text with Spines Too Thin to Label

1.  Non-pam bound materials:


These books do not get a spine label as it promotes incorrect binding of this material.
2.  Pam bound materials:


A.  These materials read RTL and are pam bound opposite from LTR language material.


B.  The blue cover is where the spine label will be placed and not on the plastic see-through cover.

Please see the illustrations of RTL books on the next page, if you are unsure of where to place the label.

Guidelines for “Eastern Bound” Books

This document applies to material in Arabic, Urdu, Farsi, Hebrew, and all other material in languages that are read Right to Left. The following guidelines should be followed when cataloging and marking an "Eastern Bound" book: 

1. Hard cover books: Place an item label barcode in the usual spot on the inside of what would be back cover if the book was to be read from left to right, even though in reality this is the inside of the front cover for “Eastern Bound” books.

2. Pam binds: Place an item label barcode on the soft cover behind the plastic cover and not on the hard blue part of the cover. This is putting the barcode on the book itself instead of the binding and is different from the usual placement of barcodes on pam binds.

3. Soft cover books: Place a piggyback barcode in the usual spot on the verso of the title page.

4. Call number: Write the call number on page after the title page.
HARDCOVER BOOKS
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PAM-BOUND BOOKS
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Write the call number on the page after the title page, on the top left corner.





Place the item label barcode on the back cover.





Write the call number on the page after the title page, on the top left corner.





Plastic Cover





Place the item label barcode on the softcover behind the plastic cover.





Hard blue cover
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