AUSTLIT MANUAL

As a refresher and for all the new staff here is a repeat of the instructions for the different ways the manual can be accessed. . If the answers to our questions are not in the manual, they should be so please let me know.
Organisation

The manuals are in six parts at present

A. Works

B. Agents

C. Guidelines for special work types and work forms

D. Authority lists

E. Style and Format guidelines

F. Thesaurus manual

Searching the manual

1. Links from the edit screen: many key instructions in the manual are linked to our edit screens. When working in this view place your cursor over the blue field name on the left-hand side of the screen. A blue line appears under the word. Click on the word and you should be taken straight to the relevant part of the manual. Sometimes you may have to follow another link there to get the information you want. If the link doesn’t work or you seem to have to scroll around too much to find what you want please let me know and we can fix the problem. This method is best for finding specific information ‘on the fly’.
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2. Browsing the Content pages of the manuals: all sections have a contents listing with numbered sections. This is the best method of looking at an area of instructions more generally –e.g. how to deal with series.
3. Using the “Find (on this page)” function(ctrl+F) in your browser: Once you are within the body of a manual – ie. past the contents page - this function will take you to examples/wording etc. that you want to find. This is the best method for finding detailed information within general guidelines sections.

[image: image2.png]| Fie Edt vew Favortes Toos Hep | &
| Qe - ) - [x] (8] (| D soreh Forories @resa )] 0L wl - JE
| acdress [ ] http: . austit. . aujcommonjmanualjstyleFormat Guidelnes. html#writingstyle B [Jus >

Before Cluist (B.C)
To represent a B.C. date, simply put a '~ (minus) symbol in front of the date. & good example is the agent record for Julius Casar: htp:/fnmwaustlitedu auirun?
ex-ShowAgentSagentli=A2En

Year
Tnmost ELEN 20, 19%4.2001
Full D: Findwhat

Tnother ol word ey | DP9 Cancel || [Fan b recorded, eg 9 September 1999 is YEAR: 1999 MONTH: 9 DAY: 9. A month or day
mumber (= A C Up  Down

Date R
Use the ¥ hyphen. A date range can be used to indicate, for example, that the date range of a run of a
periodical (eg. 1956-1990), or that an issue runs over the end of a year (eg. enter DecemberfTanuary in the PERIOD field and record the year at the Manifestation
level as 2000-2001).

Decades and Centuries J
For decades, use the form 'ocx0-2x9' (eg 1940-1949). For centuries, use the form 'x00-xx99' (eg. 1800-1899). The date information will render as a phrase in
the display of a record. Eg 1900-1999 will display as ‘20th Century', and 1920-1929 wil display as '1920s"

Eras
To represent an era for temporal subjects and settings, enter a year or a year range and choose the relevant subject concept from the Thesaurus. For example
World War Il as a subject concept and 1939-1945 as a date range.

E.4.3 Form of Unknown Dates

Not Recorded on Item, but Certain
Wihen the date is not recorded on the item, but you have evidence of the correct date, the date is displayed to the user in square brackets, eg. [19061, as this
represents that the information is surmised and not taken from the source. To render the square brackets when entering such a date, click on the [Brackets] box
next to the particular atfribute field.

Concluding date in date range not known
To represent a confinuing or
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