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Using CDS/ISIS
7-a. Information Building and Management Using CDS/ISIS

Information Building and Management Using CDS/ISIS

Learning Objectives:

At the end of the session, you should be able to:

· Use the information content in CDS/ISIS database.

· Create a new record and to edit a record.
CDS/ISIS stands for Computerised Documentation System/Integrated Sets of Information Systems. This system is distributed free by UNESCO. It manages textual databases; therefore does not manage numerical data and does not enable computation. It comprises the following functions:

· Database design and editing

· File entry and editing

· Data indexing (or inversion)

· Data search

· Print-out of search and index results

· Master file utility programs

These functions are accessed via menus. Depending on the menu in question, they are linked either by means of sub-menus or by direct data read in after a message has been displayed.

Entering and editing data: ISISENT


In this part…

You will be introduced into the step-by-step process of creating new records or amending existing records, either by record number, the latest record modified or a set of records previously selected by their content.


ISISENT provides all functions related to data entry services.

How do we get in?


From the main menu press E for Data Entry Services.
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L - Change dialogue language




C - Change data base



(
E   - ISISENT - Data entry services




S  -  ISISRET - Information retrieval services




P  -  ISISPRT - Sorting and printing services




I   -  ISISINV - Inverted file services




D -  ISISDEF - Data base definition services




M-  ISISXCH - Master file services




U -  ISISUTL - System utility services




A -  ISISPAS -Advanced programming services



X - Exit

?__
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You should have the menu shown below:

________________________________________________________________________________________________

Services  ISISENT

 
Data entry Services



Menu EXE1

________________________________________________________________________________________________

L - Change dialogue language




W- Select another worksheet


(
N - Create a new record




E  - Edit record (or range)




R  - Edit last search results




D - Delete default values




P - Recall last record modified



 
C - Clear default values




X - Exit data entry

Database: CDS






Worksheet: CDS

Max MFN : 154






Format
   : CDS
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1. To create a record in the database, press N - Create new record. The data entry worksheet which you have defined will appear on the screen. The Master File Number (MFN) assigned to the record will appear at the bottom line of the screen. The MFN is a unique number automatically assigned by CDS/ISIS when a record is created.
2. The bibliographic data or the information of the materials can now be filled in on the worksheet. To go to the next 'box' of the worksheet (that is, the next field) press <Enter>. You may leave field blank if you wish. If you need to back a field, press <Tab>.

3. If you need to enter several values in the same field (that is, repeats of the field), separate the values by a percent sign and without spaces; example:


Descriptors: 
Health%Reproductive Health%Family

4. If the field is subdivided into subfields, enter the data with no spaces before or after the subfield markers, example;


Imprint
:
^aGeneva^bWorld Health Organisation^c1999

5. If you have specified that a field should be alphabetic or numeric when you wrote the Field Definition Table (FDT), the data enter will be checked against that specification and rejected if the type does not match.

6. At the end of the data entry, you will get a message at the bottom of the screen the following options:


( - Next page
B - Previous screen
M - Modify


N - New record
X - Exit


D - Delete


C - Cancel

T - End revise

If the worksheet has more than one page (as shown by 'More…at the bottom of the screen), the above options allows you to:

1. Press <Enter>, for you to go to the next page

2. Press B, to go back a page

3. Press M, if you have to modify what you have entered on this page and have made a mistake.

4. Press X, if you are happy with what you have entered and want to leave the data entry or,

5. Press N, if you want to go straight onto creating another new record.

How are records edited?

1. To edit a record in the database, Press E - Edit a record (or range)and you will be prompted for the MFN or range of MFNs for the record(s) you want to edit:

MFN or MFN range (n1 n2) to be modified

2. To edit record 10, type 10 and to edit records 12 to 15, type 12 15 (12/15). The first record selected will be displayed on the worksheet and you will be given the 'options at the bottom of the page,' as described above. 

Editing the record is just like editing a record during data entry.

3. However, if you call a deleted record for editing, you will get a message:

Record deleted. Enter one of the following action codes:
R - Undelete

N - Recreate

( - Leave deleted

4. Press R – Undelete and this will re-activate the deleted record. The deleted record is only logically deleted not physically. (i.e., the record can be recovered). The deleted record is physically deleted (permanent deletion) only when the masterfile is reorganized.
5. Press N – Recreate; and a new record will replace the deleted record with a new record.

Exercises:

1. The “imprint” field is divided in three parts, find out the meaning.

2. Look at the contents of the personal authors field. Find out the system of data entry for a document with 

more authors.

3. The Manager's Handbook: condensations of seven practical management books for the executive of today 
by Peter Gates and George Michael. The Asian Sources Media Group, Oslo, 1998. 120p.

ISBN: 967-978-204-2
4.
Cultural changes in the Danish society by Nelly Hansen Hakon Press, Nairobi, 1999.

45p. 

Price:US10.00

ISBN: 967-999-202-1

References:
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Information content: building and management using CDS/ISIS

Learning Objectives:

At the end of the session, you should be able to:

· Use the information content using CDS/ISIS
· Update the inverted file.
Updating the Inverted File Update: ISISINV

When you have created some records or made changes to existing records, you will find that you cannot search on the new data if you go straight to Information Retrieval Services. This is because the records are not inverted straight away; that is, search terms have not yet been added to the inverted file.
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L - Change dialogue language




C - Change database




E - ISISENT - Data entry services




S - ISISRET - Information retrieval services




P - ISISPRT - Sorting and printing services




I - ISISINV - Inverted file services




D - ISISDEF - Database definition services




M - ISISXCH - Master file services




U - ISISUTL - System utility services




A - ISISPAS -Advanced programming services




X – Exit



? ___

_____________________________________________________________________________________________

How to invert File?

From the main menu, press U - Update inverted file.

_____________________________________________________________________________________________

Services: ISISINV


Inverted File Services



Menu EXG1

________________________________________________________________________________________________

L - Change dialogue language




F - Full inverted file generation


(           U - Update inverted file




B - Inverted file backup




G - Create unsorted link file




S - Sort link file




C - Load inverted file




D - Dump inverted file




P - Print search term dictionary




X – Exit



? ___

_____________________________________________________________________________________________
The Field Select Table is displayed; this controls what goes on to the inverted file. The MFN of each record is listed while it is being inverted, then you will get the following message:



Inverted file update completed (
Press <Enter> to go back to the Inverted File Services Menu.

Caution: Option F has to be handled with care because it deletes the old inverted file and recreates a new one. It is only to be used when editing the filed select table (by adding a field to be indexed, for instance) or after restoration of the master file.

Before recreating the new inverted file, the following message will be displayed:

 
Inverted file exists and will be cleared. OK (Y/N)?

If you are sure of your choice, reply Y (=yes), it will deletes the old inverted files and a new inverted file is then recreated. You may reply N (=no) to interrupt the running of the operation.

Exercises:

1. Browse the new record input in the output format/main menu.

2.
Search the CDS database for Gates and Hansen. What happened?

APPENDIX 1 (ARROW Information and Documentation Centre)
CDS/ISIS Tags Guidelines For Bibliographic Records

TAG


TAG 

DESCRIPTION


DATABASE/

[WORKSHEET]

A-ARTIC

M-MIBIS
INPUT GUIDE/

[TOOLS]
EXAMPLE



[Source: IDRC Manual]


S-SERIAL



005 
Date record entered
AMS
YYYY-MM-DD 


1997-10-27

006
Date record changed
AMS
YYYY-MM-DD
1997-08-03



020
Language of analysis 
AMS
En  
En



021
Language of text 
AMS
· En%My  

· [refer IDRC Manual p. 187] 


En%Fr%My



100
Title
AMS
· <The> Title : subtitle  

· title of seminar/

· conference, etc.  use capital letters

· [refer AACR2R pp. 17-29]
· <A> Manual : gender

· <The> Breast cancer screening handbook

· <An> International manual

· Conference on Women and Health : Cancer organised by MMA, Kuala Lumpur, 12 May 1997



101
Parallel title(s)
AM
· <The> Title : subtitle  

· title of seminar/

· conference, etc.  use capital letters

· [refer AACR2R pp. 17-29]
· <A> Manual : gender

· <The> Breast cancer screening handbook

· <An> International manual

· Conference on Women and Health : Cancer organised by MMA, Kuala Lumpur, 12 May 1997



102
Translated title – English
AM
· <The> Title : subtitle  

· title of seminar/

· conference, etc.  use capital letters

· [refer AACR2R pp. 17-29]
· <A> Manual : gender

· <The> Breast cancer screening handbook

· <An> International manual

· Conference on Women and Health : Cancer organised by MMA, Kuala Lumpur, 12 May 1997



110
Personal author(s)
AM
· ^a Lastname, Firstname

       ^b editor/compiler/

       design%

       ^aFullname

· if there’s no Personal Author use Corporate Author

· if there’s no Personal Author or Corporate Author put 5 dashes _____ here

· [refer AACR2R pp. 24-28, 381-438]


· ^aBlake, Mary^bed.

· ^aNorhayati Samad

^bcomp.%

       ^aChan, Anne Leong Fun

· ^aHamizah Daud%^aIrahim Ismail^beds.

· _____

003
Record status
AM
C 

if Corporate Author is used for tag 111


C

111
Corporate author(s)/Organisation name
AMS
· ^a main body

       ^b sub-body%

       ^c place

       ^d country

· if there’s no Personal Author or Corporate Author then put 5 dashes _____ in Personal Author (tag 110)

· ^c and ^d only for serials Organisation Name

· [refer to pp. AACR2R 441-479]

 
· ^aInstitute Teknologi MARA

       ^bKSPM%^aUKM

· ^aWEDO^cNew York^dUS



113
Other associated institutions(s)
AMS
· ^a^b^c^d^e%

· [refer IDRC Manual p. 59]
· ^aKULU

       ^eFunder%^aUnited      

         Nations



114
Meeting
AM
· ^a meeting name, number, organiser

       ^b place

      ^c country code

      ^d dates

· [refer IDRC Manual pp. 64-65]


· ^aConference on Mammography, 7th, organised by Persatuan Perubatan Malaysia

      ^bKuala Lumpur

      ^cMY

      ^d30 May-4 Jun 1996



120
Edition
M
[refer AACR2R pp.29-33]
1st, 3rd, 4th, enl., draft, pre-publication



121
Publisher
AMS
· ^a publication place

       ^b publisher

       ^c country code 

· [refer AACR2R pp. 33-42]


· ^aPetaling Jaya

       ^bFajar Bakti

       ^cMY

· ^a[unpublished]



122
Date of publication/issue - free form
AMS
enter in any form, as in material


8 August 1997

123
Date of publication/issue - ISO form  


AMS
YYYY-MM-DD
1997-08-08

125
Frequency
S
enter in any form  
· Quarterly

· Three times a year



130
Collation
AM
· ^a number of pages/pieces

       ^b description

       ^c dimensions 

· [refer AACR2R pp. 42-45]
· ^a87 p.^bill.^c22 cm.

· ^a11 papers in 1 folder 

· ^a1 poster (col.)

· ^a1 resource kit (1 poster + 1 monograph (23 p. ; ill. : 30 cm.) + 1 videocassette (25 mins.) : sd., col.) + 1 pamphlet) 

· ^app. 56-78



131
Part statement I 
S
· what is the volume, issue, no. of serial and the theme it covers

· %


· V2 I2 N2 Women and  health%V3 N4 Population



132
Part statement II 
S
· What is the volume, issue, no. of serial and the theme it covers

· %


· V2 I2 N2 Women and  health%V3 N4 Population



133
Part statement III 
S
· What is the volume, issue, no. of serial and the theme it covers

· %


· V2 I2 N2 Women and  health%V3 N4 Population



134
Part statement IV 
S
· What is the volume, issue, no. of serial and the theme it covers

· %


· V2 I2 N2 Women and  health%V3 N4 Population



135
Part statement V 
S
· What is the volume, issue, no. of serial and the theme it covers

· %


· V2 I2 N2 Women and  health%V3 N4 Population



140
Monograph series/Series
AM
· ^a series title

       ^b series part

· [refer AACR2R pp. 45-49]


· ^aManagement series

       ^bno. 25



142
Project
AM
^a^b%
· ^aEnvironment project^bproject no. 12345



150
Notes
AMS
[refer AACR2R pp. 49-53]
· Includes bibliographic reference

· Second copy from netowrk (Acc. No. 03566)

· From Focal Point



160
ISBN
AM
[refer AACR2R pp. 54-55]


1-875658-11-4

161
Document number
AM
enter as in material


ST/SER.A/43

162
Available from
AMS [acq]
full contact of supplier/distributor, Tel, Fax, 

E-mail


ARROW.  Tel: 03-2929913. Fax: 03-2929958.  E-mail: arrow@po.jaring.my

200
Title/Vol. Of serial
A
enter title and vol.  of source serial 
· On the Level, Vol. 1, No. 2

· ARROWs for Change, September 1997



201
ISSN
AMS


[refer AACR2R pp. 54-55]


0042-9694

202
Title of parent monograph/folder
A
· <The> Title : subtitle  

· title of seminar/

· conference, etc.  use capital letters

· [refer AACR2R pp. 17-29]
· <A> Manual : gender

· <The> Breast cancer screening handbook

· <An> International manual

· Conference on Women and Health : Cancer organised by MMA, Kuala Lumpur, 12 May 1997



210
Personal author(s) – parent
A
· ^a Lastname, Firstname

       ^b editor/compiler/

       design%

       ^aFullname

· if there’s no Personal Author for parent material, use Corporate Author

· if there’s no Personal Author or Corporate Author for parent material, leave both empty

· [refer AACR2R pp. 24-28, 381-438]


· ^aBlake, Mary^bed.

· ^aNorhayati Samad

^bcomp.%

       ^aChan, Anne Leong Fun

· ^aHamizah Daud%^aIrahim Ismail^beds.



203
Record status 2
A
A 

if Corporate Author - parent is used for tag 211


A

211
Corporate author(s) – parent
A
· ^a main body

       ^b sub-body%

       ^c place

       ^d country

· if there’s no Personal Author or Corporate Author for parent material, leave both empty

· [refer to AACR2R pp. 441-479]

 
· ^aInstitute Teknologi MARA

       ^bKSPM%^aUKM



300
Primary descriptors
AMS
· <PRIMARY>

· will be generated as the main heading in the Accessions List


<WOMEN’S HEALTH>



301
Secondary descriptors
AMS
· <SECONDARY>

· other headings crucial for searching

· look at titles, chapter titles, introduction chapter, blurbs, etc. for comprehensive coverage of material


<CANCER><PAP SMEAR>



302
Geographic descriptors
AMS
· <GEOGRAPHIC>

· which country or region the material covers


<ASIA><DEVELOPING COUNTRIES>



303
Local descriptors
AMS
· other descriptors for the material to indicate where the material originated from or which collection it is classed as
· <NETWORK>

· <BWHBC>

· <ISIS>

· <CIDHAL>

· <FOCAL POINT>

· <CORE COLLECTION>

· <RED SPOT>



304
Proposed descriptors
AMS
not used so far


none

310
Abstract
AMS
if available, not necessary to write-up an abstract


none

320
Broad subject heading
AMS
Broader subject coverage of the material, not necessarily be the same as Primary descriptors


Women’s Health



400
Processing status
AMS
· CAT%ORDER

· %
· CAT

· ORDER

· BORROW



401
Borrower
AMS [circ]
· Name of borrower and the person’s details 

· %
T.Uma ARROW Tel 2929913%Vanitha ARROW e-mail:arrow@po.jaring.my



402
Date borrowed
AMS [circ]
· when material was borrowed

· YYYY-MM-DD%YYYY-MM-DD


1997-11-11%1996-12-12

403
Return by
AMS [circ]
· When material is to be returned (2 weeks)

· YYYY-MM-DD%YYYY-MM-DD


1997-11-11%1996-12-12

404
Item borrowed
AMS [circ]
Relevant for Serials only, to indicate specifically which issue was borrowed


V1 N2 1997

410
Location
AMS
· ^alocation^bmfn no.

· for Serials there is no sub-fields ^a^b

· materials on loan from Rashidah put in the name

· [refer DC Materials Guidelines] 
· UNICEF Box

· Rashidah 

· ^aSeminar and Conference Papers File^b768

· ^aWomen’s Health Poster^b456

· ^aCancer File^b478



411
Call number
AM
· k (lower case)

       for materials part of kits

· if there’s no Personal or Corporate Author and main entry is title, last three alphabets use first three letters of monograph (except a, an, the, etc.)


· H 105 THW

· V 145 WON k

412
No. of copies
AMS
how many copies Dc has, maximum copy is 2 (all duplicates to distribute)


01



420
Type of material
AMS
· [refer DC Materials Guidelines] 

· %
· MONOGRAPH

· WALL CHART

· POSTER

· BULLETIN

· NEWSLETTER

· RESOURCE KIT

· ARTICLE



430
Documentalist
AMS
· Who is documenting 

· %


ALIZA%



500
Acquisition type
AMS [acq]
how the material was acquired
Paid%Free%Exchange



510
Date ordered
AMS [acq]
YYYY-MM-DD
1997-11-11



512
Date received
AMS
YYYY-MM-DD 
1997-10-06



516
Payment
AMS [acq]
how much ARROW paid, for how long is the subscription, no. of cheque
· RM123.00%Cheque no. 13456

· RM 124.00 for two years 1997-1998%Cheque no. 16789



900
Accession number(s)
AM
· Number is only for monographs

· %


00567%04000



911
Serial title
S
title of Serial, Bulletin, Newsletter, etc. 


ARROWs for Change 2

915
Former title
S
Former Title of Serial, Bulletin, Newsletter, etc. (Title Before)


[ARROWs for Change 1]

916
Later title
S
later  Title of Serial, Bulletin, Newsletter, etc. (Latest Title)


[ARROWs for Change 3]

999
Record type
M
B for MIBIS (none for others)


B
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