Sending Journals to the Bindery

(Done at the end of the Month)

1. Lift each of the shelves where journals are displayed , bind the ones that are not online. Ex. Physics Today, The European Physics Journal A, Physics Report, Journal of Physics G, Annual of Physics, Cryogenics. 

2. Sort through these and separate each volume(s) to be bound. (make piles approx. 1000 pages each.)  If you are not sure how to split volumes, look at previous ones in the library stacks.  Tie the volumes to be bound with cotton cord, which can be found in the stock room or lower left hand drawer.)

3. Fill out bindery sheets and clip one to every set of journals being set out. Bindery sheets could be found in the lower right hand drawer folder named “Bindery”. 

4. Group all the “ready to be bound” journals in a box and seal it.

5.  Have Betty check all journals to be bound before they are sent to the bindery

6. Call stores at 5-1700 when the binding materials are ready to ship. The boxes should be labeled: Binding Prep, Main Library

7. Place all OK journals in the mail room by the Cyclotron lobby

8. Call binding prep staff at 432-6123 ext. 134 (Lisa Smith) for any additional questions.



Receiving Bound Journals From Bindery

1. Write in the call number of the journal in each front cover.

2. Update the permanent journal form in the library.mdb database in Access

a. Follow the same procedure as you would entering the current journals 

EXCEPT

b. Open form called PERMANENT journals

3. Print small bar on the spine of the bound journals with the green paint marker located in the desk of library.

4. Click on REPORT and print the list of permanent journals. Post on library board

5. Shelve newly bound journals

