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[bookmark: _GoBack]General Information:

The best way to get the full text of an article is to see if the library subscribes to the journal in print

The best way to get a book that’s been loaned out or not available is to see if your library can borrow a copy from another library (interlibrary loan request).

If you need a book immediately, the quickest way to get your information would be to search the library catalog for another book on that topic.

Libraries offer a variety of ways to obtain items they don’t own. Some of these options may be free, while others may require a fee.

Books in a library are arranged primarily by the subject.

Call numbers are arranged in a way to allow identification of sources relating to the same or similar subjects.

If the library’s catalog record status indicates that an item is available, the best way to obtain the item is to use the call number to locate the item in your library.

If the online database record indicates that a source is available in PDF Full Text or HTML Full Text, you can click on either link to view the entire article immediately. 

Using the Card Catalog

 Information is listed by author, subject matter, and title.
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	Brown, Mark Herbert, 1900- 
The frontier years: L.A. Huffman, photographer of the 
plains, by Mark H. Brown and W. R. Felton. New York, 
Holt [1955] 

272 p. illus., ports., maps (on lining papers) 29 cm. 

Bibliography: p. 259-261. 

1. Frontier and pioneer life--The West. 2. Indians of North Amer- 
ica--The West. 3. The West--Hist.--Pictorial works. 4. Huffman, 
Laton Alton, 1854-1931. I. Felton, William Reid, 1894- joint 
author. II. Title.


[Sample Author Card from the Card Catalog]
The card catalog has a card for the author as well as cards for each of the tracings (the Arabic and Roman numerals at the bottom of the card). The online catalog, however, only provides access to the title and first author for many items found in the card catalog.
Filing Order of Cards in the Catalog
Make note of the exact subject heading given: its form and punctuation pinpoint its location in the card catalog. The following shows the filing order for various subject headings beginning with "Music":
	1. AUTHOR
	Music, Antonio Zoran, 1909-

	2.SUBJECTS
	Music--Afghanistan 
Music--Acoustics and physics 
Music, Chinese 
Music and literature 
Music-halls (hyphenated words equal two words)

	3.TITLES
	The Music Yearbook




Sample Blank Card 





























Vocabulary Words

Author’s name – the name of the person who wrote the book, article, or paper

Call number - A call number is a group of numbers and/or letters put together to tell you where in the library to find your book.
HTML Full Text – when used in databases as HTML Full Text, the user will received the text of an article or resource as a block of text. Paragraphs will usually be defined; however, many time pages will not be indicated and images will not be included.
Interlibrary loan request - the process through which a library borrows material from another library or organization

ISBN - The International Standard Book Number (ISBN) is a unique numeric commercial book identifier based upon the 9-digit Standard Book Numbering (SBN)
LCCN - The Library of Congress Control Number or LCCN is a serially based system of numbering cataloging records in the Library of Congress in the United States. It has nothing to do with the contents of any book, and should not be confused with Library of Congress Classification.
Library catalog - a library card catalog is a register of all books, articles, and other items found in a library or a group of libraries.

Location – where to source is stored at the library

OCLC# - OCLC Online Computer Library Center, Inc. (OCLC) is "a nonprofit, membership, computer library service and research organization dedicated to the public purposes of furthering access to the world’s information and reducing information costs".
PDF Full Text – when used within a database, the PDF Full Text option will allow users to see an article or resource as it originally appeared on the page. This makes documenting a resource easier as one can easily identify page numbers and sections.
Periodical database – Periodical databases are organized collections of articles from magazines, newspaper and scholarly journals. Before articles are published they are fact checked and reviewed by editors or experts in the field. 

Publisher information – name, address, and other pertinent information concerning the publisher of the book or periodical

Status of source – This tells you if a book or source you want from your library is available for check out or not.

Subject - Standardized term or phrase, often including subdivisions, used to categorize records of items related by subject, including persons, places, or things, often qualified by chronological period, geographical region, or type of document.

Sudoc# - a string of letters and numbers used to identify and label publications issued by the United States federal government. The letters beginning each Superintendent of Documents (SuDocs) classification number refer to the government agency responsible for the publication.
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