Annual Reports

1. Check the mailbox when you come in. 

2. Stamp the report with the MSU Cyclotron Library stamp.

3. Do not put any call number on the report

4. Use the green marker to mark the top of the report

5. Enter in the necessary data on Microsoft Access.

· Open “Library Journal”

· Double click “edit annual reports”

· Add necessary information.

6. Place the annual report on the bookshelf in the library. There is a sign that labels the right shelf.

NOTE: Only 5 issues of annual reports should be on the shelf. As you add reports, drop the earliest one in the Free Magazines box.

