CAPTIONS FOR UNICORN CALL NUMBER SUBFIELD |z DATA

Captions are used in front of chronological and numbering information necessary to identify particular issues or parts of serials and multi-part monographic materials. In Unicorn this data is placed in the call number area in subfield “|z” following the last element (usually the cutter portion) of the assigned call number. Captions may be used to indicate months or seasons of the year, or to designate numbered volumes, parts, etc. Please refer to the Usage notes below each category.

MONTHS OF THE YEAR

Jan
January

Feb
February

Mar
March

Apr
April

May
May

Jun
June

Jul
July

Aug
August

Sep
September

Oct
October

Nov
November

Dec
December

Usage notes:

· Almost never used for multi-part monographic sets 

· Do not use a space between |z and the month (e.g., enter as “|zJan 2001”)

· If entering only a single month, you may use the full name of the month or the 3-letter abbreviation as given above (e.g. “|zApril 2001” or “|zApr 2001”)

· If entering a range of consecutive months you must use the 3-letter abbreviation for correct sorting to occur (e.g. “|zJan/Feb 2001”); always use a forward slash or a space between months instead of a hyphen (e.g., “|zNov/Dec 2001” or “|zNov Dec 2001”, not “|zNov-Dec 2001”). Caution: Sorting will not work correctly if you mix usage of slashes and spaces in date ranges for the same call number (e.g., do not enter “…|zJan/Feb 2005” for one volume followed by “…|zMar Apr 2005” for another volume)

· Use only spaces between months when entering a range of nonconsecutive months (e.g., “January-March 2005” is entered as “ |zJan Mar 2005”)

· Follow the above spacing rules if month(s) and year(s) are entered along with numbering designations (e.g., “…|zv.15 Jan Mar 2005”)  

· Prefer DPL’s standard practice of upper- lowercase combination for the month abbreviation (e.g., “Nov”) rather than all uppercase (e.g., “NOV”), which is also a valid form 

· Do not use a period at the end of the abbreviation

· Leave one space between month designation(s) and year (e.g., “|zAug/Sep 2001”; “|zJune 2001”; etc. )

SEASONS

Spr
Spring

Sum
Summer

Fall
Fall

Win
Winter

Usage notes:

· Almost never used for multi-part monographic sets
· Do not use a space between subfield  |z and the season name (e.g., enter as “|zWinter 2001”)

· If entering only one season, you may use the full name of the season or the abbreviation as given above (e.g. “|zSpring 2001” or “|zSpr 2001”)

· If entering multiple season names for the same year, you must use the name abbreviations for correct sorting to occur (e.g. “|zSpr Sum 2001”); always use one space between the abbreviated season names; do not use punctuation of any sort (e.g., always “|zSpr Sum 2001”, never “|zSpr-Sum 2001” or “|zSpr/Sum 2001”)

· Follow the same spacing rules used  for months if season(s) and year(s) are entered along with numbering designations (e.g., “…|zv.15 Spr Sum 2005”)  

· Prefer DPL’s standard usage of upper- lower-case combination (e.g.,  “Fall” instead of “FALL”) instead of all uppercase (which is also valid)

· Do not use a period at the end of the abbreviation

· Leave one space between season designation(s) and year (e.g., “|zFall Win 2001”; “|zWinter 2001”; etc. )

NUMBERING CAPTIONS

The numbering captions below are the standard Sirsi-delivered “policies”. Captions are generally used in front of numbers (e.g., “v. 25”), and sometimes letters (e.g., “pt. A”) 



v. — Volume

no. — Number

pt. — Part

Usage notes:

· You may use upper- or lower-case captions; but prefer DPL’s standard practice of lower-case (i.e., “|zno. 1” rather than “|z NO. 1”). Some call number records created through acquisitions may contain upper-case captions; for consistency, please change to lower-case when found

· Other abbreviated forms for the captions given above should not be used (i.e., do not use “vol.” in place of “v.”, etc.); also do not use plural forms (e.g., “pts.”); always use a period with the abbreviation

· If captions “v.”, “no.”, or “pt.” (with or without periods) are entered as part of a call number without including the subfield “|z”, Unicorn automatically supplies  “|z” between the cutter portion and the caption/numbering data (e.g., entry “345.67 D254t v. 2 2002” will be changed to “345.67 D254t|zv. 2 2002” when the call number record is saved to the system)

· If captions other than the delivered “policies” are used, you must enter the subfield “|z” manually (e.g., “345.68 D254t|zbd. 7 2004”)

· For consistency, do not use a space between subfield “|z” and the caption

· VERY IMPORTANT!: Consistent spacing between captions and numbers in subfield |z is essential. Unicorn will correctly sort call numbers with caption/numbering data only when the same spacing format is used in every call number record created for a particular library. You may leave a space, or no space, between a caption and number, but once the format is chosen do not mix using/not using spaces. In keeping with past DPL practice, generally prefer the [caption]space[number] format (see examples below)

· If months, seasons, and/or years follow numbering designations, always leave one space between each different part; use only abbreviations for names of months and seasons

· When working with a group of existing call numbers that contain numbering and/or chronological data, please reformat spacing as necessary for correct call number sorting
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Mixed spacing formats 

         result in

Note consistent – but different – spacing  formats used for caption/numbering in subfield |z in call numbers for 2 separate libraries (Main=space; BRBO=no space). Call numbers for each library are sorting correctly 





Mixed caption/numbering spacing formats used for each library results in displaced sorting
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