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Introduction

One of the important aspect in library management is collection development involving
the purchasing of library materials, organizing and maintaining the collections and its
records. Divisions that are responsible for these activities
are Acquisitions Division and Technical Processing Division.

Acquisitions Division

Acquisitions Division is responsible to acquisite and
purchase library materials in the form of books and non-
book materials. It selects and acquires various type of
materials that cater the research and academic
programmes of the university. Materials that support
general reading, general interests and non-academic
materials are also being obtained. Ensuring the library
collections is always up-to-date, well-balanced and meet
the needs of library users are this division main task.

Types of Materials
Acquired

= Printed Books

= Media Resources
(maps, video recording (tape / CD), films, slides,
photographs, transparencies, computer software,
kits, audio recording (tape / CD), dioramas, games,
models and realia)
Microfiche and microfilm

[ORDERING[PROGESS]
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Electronic books

Acquisition Processes

sDistribute publisher catalogue to the academic staff

sReceived suggestions from the academic staff/ librarian

sCheck availability in the library collection

o|f the items already available in the collection, inform the requestor

¢ Proceed with ordering if the items not available in the library collection

Ordering

sCheck the price and identify the approriate supplier

¢ Send the order and update in the library management system

¢ Make follow-up if the items had not been received after 2 months
s For received items, proceed to the receiving

* Giving barcode and accession number
 Update in the Library Management System (ILMU)
¢ Proceed with payment

*Process the invoice and update the fiscal record
*Send to University Bursary for payment
*Send the items to the Technical Processiong Division
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Introduction

Technical Processing Division is ‘behind the scene player’ resposible in ensuring the accessibility of library materials. This division will process library materials
systematically according to certain standard and policy. The main functions of this division are cataloguing and classification, physical preparation of materials
and maintaining the catalogue or bibliographic records for all library materials in Library Management System (ILMU).

Cataloguing and classification

Cataloguing and classification is the process of determination of authorship and
access points, description of item and assignment of subject headings and the call
number. Subject headings may help users to locate materials according to the topic
or subject and call number is the definite physical location that allow library users to
locate the items easily.

*Determination of authorship and access

Catalogingand o

*Description of item

CIaSSification «Assignment of subject heading

*Assignment of call number

Physical

*Final labelling

preparations

* Final Checking

Re I ease fO r *Release for circulation

*Send to Circulation Division and othe r

Circulation location

Example of catalogue record in OPAC
KRISALIS

Unlvarsﬂl Suhn Mdluys!u

N WebOPAC

Showing 1 - 1 of 1 result found. Display mode : ) Graphical @ Tabular

e ——

CONTROL NUMBER

ISBN 9781428319288

ISBN 142831928X

GEOGRAPHIC AREA CODE n-us---

CLASS NUMBER KF308

CALL NUMBER KF308. N796 2008 f

AUTHOR Nollkamper, Pamela Everett

TITLE Fundamentals of law office m g it : sy . P | , and ethics / Pamela
Ewverett Nollkamper

EDITION 4th Ed.

PUBLISHER INFORMATION Clifton Park, NY: Delmar Cengage Learning, c2009.

PHYSICAL DESCRIPTION 626 p. : ill. ; 28 cm. + 1 CD-ROM (4 3/4 in.)

NOTES Rev. ed. of: Fundamentals of law office management : systems, procedures and ethics
Pamela 1. Everett

BIBLIOGRAPHY Bibliography: (p. 589-609)

SYSTEM DETAILS NOTE [Sem requirements:, Windows 2000 w/SP4, XP w/SP2, Vista 8x, CD-ROM drive or

SUBJECT Law offices -- United States —

Accessions I ————————.,

Accession Spine Item
mm Category WL

0000173464q] FF308.N736 PHS 1 Available Buku “::rl:jukn

Bahan
00001738729 KF308.N796 0. 4 PHS 1 Available  Iringan Media . padat
2008 f
{terhad)
KF308.N796 ; Bahan )
00001738724 - 0o f PHS 1 Available Iringan Media C. padat

< [ Email | [ More Options | @
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Recommendation of Library Materials Recommendations Channel 1#: Via Chief
: _ : . Librarian

PHS encourage users to recommend items for the libraries' collections. Chief

Librarian or Head of AchiSitionS Division will consider all recommendations Senior Administrative Staff may make Suggestions directly to

and make a final decision on whether to purchase the items. Mr. Mohd Pisol Ghadzali, Chief Librarian via e-mail: chieflib@usm.my ;

telephone: 04-6533700.

' d

Who can recommend: Recommendations Channel 2#: Via Liaison

0 Academic Staff Librarian/Acquisition Librarian

0 Senior Administrative Staff
For further enquiries, please contact Puan Arinawati Ayob, ﬁgzgiesmgnsgif::ri;ay forward their suggestions to the Liaison Librarian or

Head of Acquisitions Division via e-mail: arinawati@usm.my or telephone:

List of Liaison Librarian

IFZR cik Aini Yusof Tel: 04-6533705 ; Emel: aiy@usm.my |

Puan Sukmawati Muhamad Tel: 04-6532580; Emel: sukmawati@usm.my
Puan Rizalawati Ayu Abdul Razak = Tel: 04-6533722 ; Emel: ayu@usm.my

Puan Tuan Sira Zawana Tuan Tel: 04-6533716 ; Emel: t_sirazawana@usm.my
Yaakub

Puan Siti Fatimah Hashim Tel: 04-6532518; Emel: sitifati@usm.my |
Puan Radia Banu Jan Mohamad  Tel: 04-6533710 ; Emel: radia_banu@usm.my
Encik Nor Azan Ibrahim Tel: 04-6532592 ; Emel; nor_azan@usm.my

Encik Musa Mohamed Ghazali Tel: 04-6534400 ; Emel: musa_mg@usm.my
Encik Shahriza Faclly Misaridin Tel: 04-6533721; Emel: shahriza_fadly@usm.my

Encik Abdul Halim Ismail Tel: 04-6533981 ; Emel: abd_halim@usm.my

o
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List of Liaison Librarian (Continue)

Encik A. Basheer Ahamacdhu
Ameer Sultan

Puan Lizawati Muhammadan
Cik Noor Adilah Azmi

Encik Mohd Akmal Ahmat
Encik Mohd. lkhwan Ismail
Puan Suhana Ishak

Puan Noor Azlinda Wan Jan
Puan Habsah Abdul Rahman
Puan Fujica Azura Fesal
Puan Noor Anisah Khadiri
Puan Rosnani Ahmad

Puan Jamilah Hassan Basri
Puan Siti Roudhah Mohamad
Saad

Puan Yusliza Jusoh

Encik Meor Mohd. Arafat
Muhamad Shahini

Puan Intan Haryati Ibrahim
Encik Hamdan Hassan

Encik Mohd. Kamal Mohd. Napiah

Tel: 04-6533890 ; Emel; abaas@usm.my

Tel; 04-6533707 ; Emel; lizawati@usm.my

Tel; 04-653 5376 ; Emel: nooradilah@usm.my

Tel: 04-6535373 ; Emel: akmal_ahmat@usm.my
Tel: 04-6535375 ; Emel: ikhwanismail@usm.my |
Tel: 04-6535364 ; Emel: suhana_ishak@usm.my
Tel: 04-6532518; Emel: azlindawj@usm.my |
Tel: 04-6535357 ; Emel; habsah@usm.my
Tel: 04-6533892 ; Emel: fujica@usm.my i
Tel: 04-6533978 ; Emel; nooranisah @usm.my
Tel: 04-6533978 ; Emel: rosnaniahmad@usm.my |
Tel: 04-6533890 ; Emel: jamilahhassan@usm.my
Tel: 04-6533717 ; Emel: srms@usm.my

Tel: 04-6536113 ; Emel: yusliza_jusoh@usm.my
Tel: 04-6532518 ; Emel: arafat@usm.my

Tel; 04-6533706 ; Emel; mohdkamal@usm.my

Tel: 04-6533713 ; Emel: intanharyati@usm.my

Tel; 04-6535374 ; Emel: hh@usm.my
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‘On Order’ and ‘In Process’ Status in OPAC KRISALIS

These are two status commonly found by users when they search for library materials in the OPAC KRISALIS:

‘On Order’

Refers to the items that had been ordered and yet to be received by the
library. The division will follow-up with the vendor if the items are not

received after 2 months.

Go to library website :
www.lib.usm.my

T hightights

Berita terkini@PHS | Latest news@PHs HEN
Database Quiz i

Survey on Reference & Research ServicesEEE

Waktu | Hamzah Sendut Library Opening Hours
Click HERE to Visit Our New Library Blog | Click HERE to Visit Our New Reference Site
[Artikel] / v Loan Form [Article]
Borang Pinjaman Antara Perpustakaan [Buku] / Inter Library Loan Form [Book]
Wireless Printing in USM Library

Attention Laptop Users

Wireless Registration [For USM staff & students]

e-Feedbacks

Borang Pi Ant:

About USM Libraries

Hamzah Sendut Library 1 &2 “ Media , CETM # Islamic Centre Library

% Hamdan Tahir Library “ Engineering Campus Library % Adv Medical8Dental Institute Library

“ Librarians' List “FAQs % Matlamat Perpustakaan 2011

“xer “ Buku Panduan Perpustakaan | Library ¥ Carta Organisasi 2012

Guide Book 2012

briine Public Access Catalogue.
lick here and search the library

Live Chat With
USM Librarian

Contact Your

oen Access Journals

‘In Process’

Refers to the items that had been received from vendor and
waiting to be processed by Technical Processing Division.

Search results

Universifi Salns Malaysia

Key in search text

Query Results

Universiii & D )
Universiil Sains Malaysia Filter By : -

Filter

Showing 1 - 10 of 15142 results found. @ Graphical @ Tabula

Display mode :
[ First | Previous | 123456789 10 | Next | Last |

ho] select | e~ lcamoa~lmithoraz ] vewrao

Scheol of Languag

LG SR ] panman Literacies and Translation,
| . Search Type Universiti Sains Malaysia
search Type @ H

= sl i ey e s, ™fagement in India / Ramanuj Majumdar, Prentice Hall of India
First in Fisld or Any Fosition in Fielfe VT T e (izramis
Access Point . 3 = Management recommendations for the QHs41.5. 53 Marine Institute
Select the Access Point by choosing either Title, sustainable exploitation of mussel seed inthe  31f
Name/Author, Subject, Publication, Series, or Irish Sea / J.A. Maguire...[et al.]
Call Number. .
4 o The Lingayen gulf coastal area management  HT395.952 jfmia
Access Point & © Name/Author Results per Page plan / National Economic Development L755 1992 f
Select the desired results per page from the Authority, Region I, Philippines
Publication optiens 10 (default), 25, 50 or 100. 5 B Issues in Islamic management : theories and International Islamic
Call Number Search Text practices On Order University Press
Enter th h text based on the selected
O ISENISSN O Any Enter the seard ased on the selecte Miller, Chris H  c2014.
Results per Page 10 - Stem Relation
Select the Stem Re §Pontemporary nursmg T Ssues, trends, & c2014.
5 the ' Search ' Trar / [edited by] Barbara Cherry,
Search Text management displayed in a table form. Susan R. Jacob. On Order
. 8 0 Essentials of management information systems Laudon, c2013.
ilter by / Kenneth C. Laudon, Jane P. Laudon. On Kenneth C.
. Order
Language is
9 ] Veterinary practice management / / by Coates, c2013.
Place is Catherine R. Coates ; with contributions from Catherine R.
Alan Jones and Michael W. Coates. In Process
Publication Year is 10 0 Comparative health information management / 2012.
[edited by] Ann H. Peden. On Order
Il stem Relation (for Wor [ First | Previous | 1234567 89 10 ... | Next | Last ]
[ Back ] [ Select All ] [ Reset ] [ Retrieve ] [ Email ] [ More Options

Ins Malaysia Libraries. All rights reserved. Contact Us & 2008 Universiti Sains Malavsia Libraries. All riahts reserved. Contact Us
ﬁK: ns Malaysia, 11800 USM, Penang, Malaysia
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‘In Process’ Item Request

Users who need to make an urgent request for books with ‘In Process’ status
should do the following: \ !
~

@ Refer to the librarian at the i-Counter, PHS 1 =

@ Fill in ‘In Process Item Request Form’

Items will be processed immediately (within 1 working day) and
users will be notified once the items are ready to be collected.

is the'16«




Access via OPAC KRISALIS (Step by step)

About 90,000 electronic books bibliographic record already available in
the Library. Users may search through OPAC KRISALIS as they search
for printed books and may read the e-books by clicking the link provided
in the record. Full text or full contents are accessible within the USM
campus and via ezProxy for off campus access.

Go to library website :
www.lib.usm.my

11 ighlights

Berita terkini@PHS | Latest news@PHs EEl

Database QuizBEH

Survey on Reference & Research ServicesEEll

Waktu Hamzah Sendut | Hamzah Opening Hours
Click HERE to Visit Our New Library Blog | Click HERE to Visit Our New Reference Site
Borang Pinjaman Antara Perpustakaan [Artikel] / Inter Library Loan Form [Article]

dut

Borang Pinjaman Antara Perpustakaan [Buku] / Inter Library Loan Form [Book]
Wireless Printing in USM Library

Attention Laptop Users

Wireless Registration [For USM staff & students]

e-Feedbacks

Filter By :

About USM Libraries

¥ Hamzah Sendut Library 182 # Media , CETM # Islamic Centre Library
. . . Select
% Hamdan Tahir Library % Engineering Campus Library % adv
“ Librarians' List “FAQs “ Matlamat Per A
% Buku Panduan Perpustakaan | Library ¥ Carta Organi -
Guide Book 2012 S
2 L ]
ouhlic Access Catalogue. Online Articles. Click here : —
nd search the library search for articles availabl WEBinfoline 3
the libr
LIBRARY
=) -

Live Chat With
USM Librarian

Showing 1 - 10 of 15135 results found.
[ First | Previous | 123456789 10 .. | Next | Last ]

Key in search text

Universiil Sains Malaysia &

BASIC SEARCH [ 1 Steps to Search

© word List Search Type

search Type & Select either Word List, Phrase, Exact Match,

Phrase First in Field or Any Position in Field.

Exact Match

Access Point
Select the Access Point by choosing either Title,

First In Field Name/Author, Subject, Publication, Series, or
Call Number.
Access Point @ Title ) Name/Author Results per Page
i Select the desired results per page from the
Subject Publication options 10 (default), 25, 50 or 100.
Series Call Number Search Text
Enter the search text based on the selected
ISBN/ISSN Any Access Point.

Stem Relation

esults per Page -
10 Select the Stem Relation if needed and dlick on
L h Text the ' Search ' button and the results will be
seard management displayed in a table form.
cilter by
Language is
Place is

Publication Year is

7] stem Relation (for Word Li

ains Malaysia Libraries. All rights reserved. Contact Us

P& Varsiti Sains Malaysia, 11800 USM, Penang, Malaysia
Maintained by USM HS é ivision and Knowledge, C & Technology Committ:
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Search results

Display mode :

Graphical

Call No & ~

e Google way [electronic resource] : how one company is Ebrary eBooks Girard, <200
evolutionizing management as we know it/ / Bernard Girard. Bernard.
Bebgpic Book. For outside user, please access via Ezproxy

Understanding TS B Bichard L. Daft HD31. D BT richard 1995
L.

Strategic management / Fred R. Dawvid HD30.28. D2494 David, Fred 1995
R.

Understanding management / Richard L. Daft, Dorothy Marcic HD31. D127 2001 Daft, Richard 2001

Harvard business review on crisis management HD45. H339 2000 2000

Kejuruteraan

Key concepts in operations management / Michel Leseure TS155. L628 2010 Leseure,
Michel
Essentials of contemporary management / Gareth R. Jones. HD31. 178 2004 Jones.
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Access via e-Resources Link (Step by step) List of e-Books databases. Click on the title to

Users may access to the e-books through e-Resources link on the library 5 .a‘(':.cess
website. Full text or contents are accessible within the USM campus and m

via ezProxy for off campus access. e WY
USM e-Books

The content of these el U
nqd.dhm&n!mmhi-ihdbﬂllvmmdm

Sage eReference

McGraw-Hill's AccessEngineering

Click HERE to Visit Our New Library Blog | Click HERE to Visit Our New Reference Site

Borang Antara ' [Artikel] / Inter Library Loan Form [Article]
Borang Pinj Antara P U [Buku] / Inter Library Loan Form [Book)
Wireless Printing in USM Library
Attention L. U
- ATy old btca r NICWKY Press eBooks - The comph 1l 1323 titles.
Wireless Registration [For USM staff & students)

s Perdbaike Kogan Page - The 421 titles.
Cambridge University Press - E - Books
RSC eBooks - The RSC eBook Collection is a defi point of ref: for anyone king in the ch !
mmmmmwmmb«-mum&- ‘iglulbdnpdfﬂlundn‘of-ly
searchable. The result is a of and opinion in a multitude of areas of chemical
science
.mwm : ) Gale GVRL eBooks
“*Hamzah Sendut Library 1 6 2 “*Media , CETM “* Islamic Centre Library E PR
“ Hamdan Tahir Library “ Engineering Campus Library “ Adv MadicalsDental Institute Library iy
“ Ubrarians' Ust “FAQs “ Matlamat Perpustakaan 2011 L
ary
“xp1 “ Buku Panduan Perpustakaan | Library “ Carta Organisasi 2012
Guide Book 2012 IGI Global eBooks
161 dobal's extensive lniosd Boolu which provides lib access to th ds of ch
of booksand 1 d works publish ‘bylclclobal.ah-dino
blisher in inf ke pokersatar

Springer e-books
Sﬂwma«mbm&mtmmtmmmm!hﬁﬁumofm
tent. You can access your library’s eContent 24 hours a days, seven days a week

OPAC E heos 2 Sourt i ety Soaeh for ansien svatasie ' EWEBInfoline
KRiSALISH “" thelber- B IBRARY
e — Live Chat With Q

¥ A-Z Journals Locator

/i Databases USM Librarian

Books | Book Series

EBSCO eBooks
(BSQOMM)«mtomlﬁtm-mmtml«MoCumtnUndlglblmofbooh.
tent. You can access your library's eContent 24 hours a days, seven days a week

John Wiley Online Books
SIAM eBook

SPIE e-books (contents from 1989-2009)
WJ Links

p Kecokapan' Exam Resources JOM CAR! MAKLUMAT @ PERPUSTAKAAN

Let's Search Information @ Library
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Access outside USM Campus via ezProxy (Step by step)

= All the full text of online resources including e-books are accessible within USM campus. Access from outside campus can be made via USM
ezProxy at http://ezproxy.usm.my. Library users need to login using their ID and password.

= The ID is users’ matric card number and password is users’ IC or passport number. Any problem regarding access, please fill in the online
service request form or email to adminlib@usm.my.

About USM Libraries
* Hamzah Sendut Library 1 & 2  Madia , CETM

Guide Book 2012

o P A C Online Public Access Catalogue.
Cligk hare and saarch the library
catalogue.

KRISALIS

¥ Distance Education [ PY) Links
¥ 150 Documentation
¥ Penilaian Tahap Kecelapan' Exam Resources

*“ Hamdan Tahir Library " Engineering Campus Libeary “ adv |
* Ubrarians’ List * e # Mat
ke “ Buku Pandusn Parpuitakasn | Library  * Car

Onling Articles. Click han
saarch for articles availa
the li |

Please note that the content of these electronic resources are copyrighted and

Click Outside USMNet User, ezProxy link and key in your ID

licensed material. As such, USM's Libraries are required to ensure that access is

HAMZAH S|
NO. |JACCESS]|
1 2
2 | [2]
3
4
G =

limited ONLY to authorized users.

ol
USMNet User

cLick : -

44 ’91 e N

Access to Databases

The content of these are and licensed material. As such, USH
Libraries are ONLY authorized users.

1. Please use your Library Usern

to gain access USM databases.

Example: Patron 10 : 98258
Password : 56232001°

2. 1f you failed to log in to ezpros

* Service Request For

3. Any enquiries about ezproxy

Thank you & have a nice day 1) I you have asy probles plesss smail e ot sdeialibbes sy |
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PHS welcomes new Distance
Learning Programme  (RPJJ)
Students session 2012/2013 and
conducted Library Briefing and
Tour at DTSP and PHS.

The internal library audit for MS ISO 9001:2008 had
been held simultaneously from 17 to 20 July 2012 at 3
branches of USM Libraries for continuous quality
improvement.

USM Library had organized the International

ICOL 2012 Conference on Libraries 2012 (ICOL 2012)
which was held at the Renaissance Hotel,
Kota Bharu, Kelantan. A total of 111
participants  attended the conference
featuring 19 presentations and 5 poster
presentations.



Launching: myPHS: Jom ke
Perpustakaan & Tablet PC for
Loan

myPHS: Jom ke Perpustakaan program
was held on 11 & 12 September 2012 to
welcome the new students of USM and
introduce them to the Library. In conjunction
with the program, a new service ‘Tablet PC
for Loan’ was introduced and launched by
the Vice Chancellor, Prof. Dato’ Omar
Osman.

Awards

USM Library KIK Group known
as C-FAR won 3rd place at |
Konvension KIK Perpustakaan
Semalaysia for the Technical
Category. This convention was
held on 18 and 19 September

2012 at the Hotel
Kuala Terengganu.

Permai,

Visit by Director of National
Library of Malaysia (PNM),
Dato’ Raslin Abu Bakar on
6 September 2012.
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