INSTRUCTIONS FOR REQUESTING CHANGES TO THE CDL LOCATION TABLES

GENERAL INSTRUCTIONS
1. Submit all requests for new and changed locations on the form ‘CDL LOCATION CHANGE REQUEST FORM’.  An example is attached for you to retain for future use.

2. Email all requests for changes to:  :  CDL-LOCATION-CHANGES-L@LISTSERV.UCOP.EDU, adding request forms as attachments.

3. Allow TWO WEEKS from the date of your request before sending any records with new locations.  Records that contain locations not yet added to the CDL location table will be added to the Melvyl database, but will not be indexed correctly. To receive correct indexing, such records must be resent once CDL implements the table changes.

INSTRUCTIONS FOR FILLING OUT THE REQUEST FORM

1. REQUEST DATE:

2. REQUESTING INSTITUTION:  Enter your institution as listed in the Table of Institutions and Maintenance Codes at the end of this document.

3. MAINTENANCE CODE: Enter your institution’s maintenance code as listed in the Table of Institutions and Maintenance Codes at the end of this document.

4. CONTACT NAME AND EMAIL ADDRESS: Enter the name and email address of the person at your institution who can be contacted, if needed, for further information about the change request.

5. LOCATION DATA: For each location to be added or modified in CDL’s tables of valid locations, please enter the following information in the appropriate column of the table on the change request form:

a. LOCATION code: 

The location code is the value included in the location field of records sent to CDL.

This data is REQUIRED 

Limit: up to 20 characters

NOTE: location codes are CASE SENSITIVE: ‘jldb’ and ‘JLDB’  and ‘JLDb’ are not treated the same. Enter the location code as it will actually appear in records sent to CDL.

b. NEW OR CHANGED:

Indicate if this a location code to be added to the tables, or if it is a current location that needs updated display information.

This data is REQUIRED

Please indicate the nature of the change by entering ‘New’ or ‘Changed’ in the request form.

c. PRIMARY display value: 

The primary value displays to MELVYL users before the call number and before the call number prefix (if any).

This data is REQUIRED 

Exception:  Codes for NRLF and SRLF locations should not have a Primary location value.  For these locations, the campus will be displayed as ‘NRLF’ or ‘SRLF’ and the Primary display area will be blank.

Limit: up to 9 characters

d. PREFIX

The prefix value displays to MELVYL users before the call number and after the primary display. 

This data is OPTIONAL 

Limit: up to 15 characters

e. NOTES display value: 

The notes value (also known as ‘secondary’ or ‘variable’ display data) contains additional location information that displays to Melvyl users after the call number.

This data is OPTIONAL 

Limit: up to 70 characters

f. CIRCULATION LOCATION: UC (NON-AFFILIATED) ONLY 

This is the location data that is passed by the campus local system to CDL via z39.50 in response to Melvyl circulation inquiries. It is used in table lookup and is case sensitive.  Enter exactly what is returned to CDL.

This data is REQUIRED for all UC non-affiliated libraries.

Limit: up to 80 characters

g. LAW or MEDICAL Indicator

This data is REQUIRED, if the location is for a law or medical location. If it is not, leave the entry blank.

Limit: 3 characters

LAW: enter LAW

MEDICAL: enter MED

h. NRLF or SRLF Indicator

This data is REQUIRED, if the location code is for SRLF or NRLF. If it is not, leave the entry blank.

Limit: 4 characters

NRLF: enter NRLF

SRLF: enter SRLF

The next two questions relate to the Request service; they do not affect the Melvyl display in any way.  Request allows users to request materials not available on their own campus, including UC Special Collections materials that can be safely transported to a reading room on the borrower’s campus from the owning UC library. Some Special Collections materials may not be transported because they are rare or fragile materials, or because the collection does not allow transport. 

i.  “Non-special collections/Archives locs:  Does this location circulate items for ILL?”*
a. If the location is not Spec. Coll/Archives and items can circulate for ILL:  enter YES

b. If the location is not Spec. Coll/Archives and items cannot circulate for ILL:  enter NO

c. If the location is for Special Collections/Archives:  enter N/A  (not applicable).

* Note: “for ILL” means that an item can actually be loaned as part of the routine ILL procedures and does not include things like limited reserve items.

This data is REQUIRED for all libraries.


j. “Special collections/Archives locs: Are at least some of the items in this collection available for ILL?” 

a. If the location is Spec. Coll/Archives and items can circulate for ILL:  enter YES

b. If the location is Spec. Coll/Archives and items cannot circulate for ILL:  enter NO

c. If the location is NOT for Special Collections/Archives:  enter n/a.

This data is REQUIRED for all libraries.

Why we are requesting this information

Some Special Collections/Archives departments may contain some items with restrictions that require the items to remain on campus. For ILL this is pertinent if the user needs to borrow the entire item, e.g., a book, a volume of a journal, etc., i.e., the physical item needs to go to another campus. For example: UCR Special Collections may be able to lend some items to another UC campus Special Collections department for a faculty member to use.  Items that are part of the UCR Eaton Collection (which is restricted to use at UCR only) cannot be lent to another campus and the item location will not be included as a possible ILL lending location, i.e., all items with the location Eaton are handled as unavailable for interlibrary loan.  Note, decisions about whether or not to lend Special Collections items from a location that has items that may be lent are up to the Special Collections department.  

TABLE OF INSTITUTIONS AND MAINTENANCE CODES 

	California Academy of Sciences
	CAW

	California State Library
	CSLD

	California Historical Society
	CHSV

	Center for Research Libraries
	CRL

	Graduate Theological Union
	GTB

	Hastings College of the Law
	CUH

	Lawrence Berkeley Laboratory
	CLBI

	UC Berkeley
	BER

	UC Berkeley Earthquake Engineering Research Center
	QCE

	UC Berkeley Gianinni Foundation Library
	GIA

	UC Berkeley Law
	CUBL

	UC Davis
	DVXL

	UC Davis Law
	DLB

	UC Irvine
	IRB

	UC Los Angeles
	LAGE

LAEM

LAFT

	UC Merced
	MER

	UC Riverside
	RVB

	UC San Diego
	SDB

	UC San Francisco
	SFB

	UC Santa Barbara
	SBXL

	UC Santa Cruz
	SCB

	UCSF Medical Center at Mt. Zion
	HMF


REQUEST EXAMPLES

UCD
	Location Code (R)
	New or Changed (R)
	Primary Display (R)
	Prefix (NR)
	Note (NR)
	Circulation Note 

(R-UC)
	MED LAW
	NRLF SRLF
	Non-special collections/Archives locs:

Does this location circulate items for ILL?

(R))
	Special collections/Archives locs: Are at least some of the items in this collection available for ILL?”)

)R)

	SHLDS-MAPVF
	changed
	Shields
	
	Map Collection Vertical File
	Shields Library:Map Collection Vertical File
	
	
	Yes
	N/A

	AREL-GEN
	changed
	AgResEcon
	
	
	Ag and Resource Econ Library
	
	
	No
	N/A

	SSPEC-HARRP
	new
	Shields
	
	Special Collections Harrison Collection
	Shields Special Collections:Harrison Pamphlets 
	
	
	N/A
	Yes


UCR

	Location Code (R)
	New or Changed (R)
	Primary Display (R)
	Prefix (NR)
	Note (NR)
	Circulation Note 

(R-UC)
	MED LAW
	NRLF SRLF
	Non-special collections/Archives locs:

Does this location circulate items for ILL?

(R))
	Special collections/Archives locs: Are at least some of the items in this collection available for ILL?”)

)R)

	edt
	changed
	EducServ
	Tiny Juv
	
	EducServ Tiny Juv
	
	
	YES
	n/a

	xeta
	new
	SpCol
	Eaton
	
	SpCol Eaton
	
	
	n/a
	NO

	vcfi
	chg
	Media
	Computer File
	
	Media Computer File
	
	
	NO
	n/a


UCB Law

Circulation Note not required for UC affiliates and non-UCs

	Location Code (R)
	New or Changed (R)
	Primary Display (R)
	Prefix (NR)
	Note (NR)
	Circulation Note 

(R-UC)
	MED LAW
	NRLF SRLF
	Non-special collections/Archives locs:

Does this location circulate items for ILL?

(R))
	Special collections/Archives locs: Are at least some of the items in this collection available for ILL?”)

)R)

	AFRE
	new
	Law Lib
	Asia
	Folio
	
	LAW
	
	Y
	N/A


UCSD 

No Primary value is provided for RLF locations

	Location Code (R)
	New or Changed (R)
	Primary Display (R)
	Prefix (NR)
	Note (NR)
	Circulation Note 

(R-UC)
	MED LAW
	NRLF SRLF
	Non-special collections/Archives locs:

Does this location circulate items for ILL?

(R))
	Special collections/Archives locs: Are at least some of the items in this collection available for ILL?”)

)R)

	mc
	new
	Med Ctr
	
	Circulation Desk
	MCL Circ Desk
	MED
	
	N
	N/A

	blf
	new
	
	
	
	BML SRLF
	
	SRLF
	Y (Copy Only)
	N/A


DISPLAY EXAMPLES: MELVYL 

UCD: location code = SSPEC-HARRP
	Library
	Call Number
	Availability
	Notes

	UC Davis
Shields

	TL789.3 .I584 1982
	circ status
	Special Collections Harrison Collection


UCR: location code = xeta

	Library
	Call Number
	Availability
	Notes

	UC Riverside

   SpCol


	Eaton PN6727.D59 A797 1991
	circ status
	


UCB Law: location code = AFRE

	Library
	Call Number
	Availability
	Notes

	UC Berkeley

   Law Lib

	Asia KF13 .L39
	circ status
	Folio


UCSD: location code = blf

SRLF locations in non-UCLA records do not display. In this case, the display for the item comes from the UCLA

record’s SRLF location code. The UCSD location (blf), while in UCSD’s record, is suppressed from display.

	Library
	Call Number
	Availability
	Notes

	So. Regional Library Facility   

   SRLF


	
	circ status
	AA0003943867
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