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Introduction

Scope and audience

This manual is for use by National Park Service (NPS) personnel
(including volunteers, cooperative educatoin program students, and
contractors) in tandem with the user aids produced by Personal
Bibliographic Software, Inc. (PBS) and packaged with the Pro-Cite
program. ' It provides additional data format conventions, cataloging
guidelines, examples, and caveats for the use of Pro-Cite as a
collection management and bibliography tool in NPS environments.

The anticipated user audience includes office automation clerks, records
managers, interpreters, resource managers, historians, scientists,
curators, museum aids, technicians, rangers, and library professionals.
Organizational units where Pro-Cite might be installed include parks;
field, regional office and central office divisions; and, regional
office, central office and service center libraries.

Applications

This manual is generally directed at those individuals responsible for
managing an NPS unit’s intellectual resources. These resources may
include book collections, research files (unpublished studies, journal
articles, theses, conference papers, etc.) and graphic materials such as
slides, photos, maps, and plans. It is important to recognize, however,
that there are well-defined servicewide program areas, with their own
scopes, authorities, standards and procedures, which may be perceived
to overlap the NPS Library Program function. These include:

- NPS Records Management program (i.e., "central files")
Authority: NPS19
- Curatorial Services and Archives program (ANCS)
Authority: NPS28, NPS museum handbook, revised
- Denver Service Center Technical Information Center program (TIC)
- Cultural Resources Management Bibliography (CRBIB) program
Authority: NPS28, NPS29, NPS Natural resource publication:
management handbook (Jan. 1991) :
- Inventory and Monitoring automated bibliographic database program
Authority: NPS75, App.A

Some research materials may be interpreted as candidates for more than
one program’s database and corresponding physical collections. To
facilitate effective access on an individual item basis, it may be
appropriate to provide duplicate citations across databases in some
cases, and/or to reproduce physical materials (e.g., by storing original
manuscript in museum storage and xerox copy in the research files).

Many of the program areas above have agreed to convert to Pro-Cite or
are developing the capacity to export their records in a format

that will be acceptable to Pro-Cite. This could significantly reduce
data entry time and will also further NPS plans to create an
integrated, centralized database accessible via the Internet.

Authorities

Special Directive 94-1 (02/04/94) re: NPS Library Program
NPS84 - Administrative guidelines for library management (pending)
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Format and use’

To ease alternating between manuals, each chapter in this manual is
numbered and titled to correspond to the chapters in the current edition
of the PBS Pro-Cite manual (for Pro-Cite version 2.0 and later).
Subsection titles and pagination of chapters do not match, however. The
page layout and typography of the PBS manual has also been replicated to
some degree. Any correspondences between the appendices, glossary, and
index in the NPS manual and those in the PBS manual are coincidental.

It is important that these manuals be used in strict concert,
particularly with respect to creating database files, using authority
lists, selecting workforms, and entering data. The PBS Basic Guide to
Pro-Cite, the PBS Pro-Cite Reference Card, and the NPS Pro-Cite Quick
Reference Sheet should be used for quick reference only after
comprehensive review of the more detailed user manuals (both PBS and
NPS) has been completed. It is fine for casual searchers to limit
consultation to the quick reference guides.

Once the software is installed (see Chapters 1 and 2 of both manuals),
it is strongly recommended that Pro-Cite database managers and data
entry personnel complete the Guided Tour in Chapter 2 of the PBS manual.
This provides a good introduction to Pro-Cite’s formats and features.
The following corresponding chapters in the NPS and PBS manuals are
essential and should be read in the order indicated before any "real"
data is entered; note that Chapter 6 should be read before Chapter 5:

- Chapter 3 (converting databases - only if applicable)

- Chapter 4 (creating databases)

- Chapter 6 (inserting records, selecting workforms, required fields)
- Chapter 19 (creating workforms)

- Chapter 26 (understanding Pro-Cite’s workforms and fields)

- Chapter 5 (entering text and cataloging guidelines)

- Chapter 7 (creating authority lists and subject indexing)

- Chapter 8 (editing records; PBS manual only)

- Chapter 12 (record numbers; PBS manual only)

- Chapter 14 (deleting records; PBS manual only)

Whether reviewing for the first time or an an as-needed reference basis,
consult the NPS manual first, and then the corresponding PBS chapter.

Additional User Alds

A quick reference sheet has been included with this manual. In addition,
an NPS-defined Pro-Cite authority list (NPSCODES.LST) and an NPS label
program for use with Pro-Cite will be distributed on floppy disk or

via cc:Mail by the NPS Library Program, Information and
Telecommunications Division, Washington Office (WASO/ITD) to all
recipients of this manual and the Pro-Cite software. NPSCODES.LST
contains approved alpha site codes and full text names for parks

and other NPS units. (Please see Chapters 7 and 22 of this manual).

The appendices to this manual contain additional user aids, including:
excerpts of Anglo-American cataloguing rules, 2nd edition (AACR2);

a subset of Library of Congress subject headings (LCSH); and, vendor and
product information for ordering library supplies. You will also find

a glossary and an index at the back of the manual.
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Critical data entry issues

There are several data entry issues (listed below) that the data entry
personnel and database manager must be familiar with in order to advance
the NPS Library Program goal to establish a centralized, integrated, and
widely accessible bibliographic database with standardized records and a
controlled vocabulary of subject terms and names:

- avoidance of custom (i.e., user-defined) Pro-Cite workforms (Ch. 6)
- strict adherence to data entry standards for the call field (Ch. 5)
- inclusion of subject term source notation in authority lists (Ch. 7)

The centralized database will contain citations and location information
for all intellectual resources held in NPS units, as well as citations
pertinent to NPS resources that may not be physically owned by the
agency. Close attention to these several critical areas will enhance
control and retrieval of research and reference materials; will
facilitate interlibrary loan; and will enable the sharing of catalog
records among NPS units, significantly reducing data input.

Updates

This manual will be revised on an irregular basis, as needed. Between
editions, it will be updated by the distribution of additional and/or
replacement pages. Please contact the NPS Chief Librarian for further
updates if you did not receive this manual from an authorized source,.

The latest edition of the PBS manual is applicable for Pro-Cite:versions
2.0 and beyond, until a revised edition is published. Consequently,
there may be illustrations in the current PBS manual that do not exactly
correspond to the new versions of the software. The newest PC version
of Pro-Cite (2.2.1) has an expanded menu and may be used on a network,
although only one person may have access at a time; the current upgrade
cost is $45.00. ‘

Conversion programs

The NPS Library Advisory Committee, Conversion Programs Task Group,
has developed a program to convert data stored in the NPS Library
System, distributed by Harpers Ferry Center, to a format that will be
accepted by Pro-Cite. See Chapter 3 of this manual for more
information. If you have bibliographic data stored in other formats
that you would like to import to Pro-Cite, please contact the
appropriate individual(s) on the NPS Pro-Cite Support Team (page iv).

Getting help

The NPS Library Advisory Committee (LAC) includes NPS librarians,

park personnel, servicewide program representatives, and other
interested parties. The NPS Pro-Cite Support Team is composed of
librarians and computer specialists on the LAC. Before implementing
Pro-Cite custom features, please consult a team member to ensure that
steps taken will be consistent with minimum standards required for NPS
use. Contact information for both NPS and PBS support personnel

has been provided on page iv.
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NPS Pro-Cite Support Team

General information, referrals, and comments on ﬁhil manual

Diane Mallos Woods, NPS Chief Librarian, WASO/ITD (202)
Amalin Ferguson, Regional Librarian, SWRO (505)

Data conversion and cgggaﬁibilitx issues

Angela Collins-Payne, Computer Specialist WASO/ITD (202)
Richard Aroksaar, Automation Librarian, PNRO (206)
David Nathanson, Chief, Branch of Library, Archives,

and Graphics Research, HFC (304)

Desgcriptive cataloging and name authorities

Amalin Ferguson, Regional Librarian, SWRO (505)
Johanna Alexander, Librarian, Western Archaeological

and Conservation Center (WACC) (602)
Helen Brooks, Admin. Clerk/Librarian, White Sands NM (505)
Nancy Hori, Regional Librarian, SWRO (206)
Martha Shepard, Regional Librarian, AR (BLM/NPS) (907)
Jannette Wesley, Denver Service Center Librarian (303)

Label program

David Nathanson, Chief, Branch of Library, Archives,

and Graphics Research, Harpers Ferry Center (304)
Richard Aroksaar, Automation Librarian, PNRO (206)
NPS alpha site code authority list (NPSCODES.LST)

Diane Mallos Woods, ‘NPS Chief Librarian, WASO/ITD (202)

Angela Collins-Payne, Computer Specialist, WASO/ITD (202)

NPS Pro-Cite Bulletin Board (PUB)
Diane Mallos Woods, NPS Chief Librarian, WASO/ITD - (202)

Pro-Cite technical support and upgrades

Randy Wright, PBS Government Accounts Manager

343-4430
988-6840

343-4463
220-4114

535-6262

988-6840

670-6501
479-6124
220-4114
271-5025
969-2716

535-6262
220-4114

343-4430
343-4463

343-4430

(for upgrades and questions about product lines) (313) 996-1580

PBS Product Support Department

(for technical support) (313) 996-1580

Searching, subject indexing and thesaurus issues

Amalin Ferguson, Regional Librarian, SWRO (505)
Johanna Alexander, Librarian, Western Archaeological

and Conservation Center (WACC) (602)
Helen Brooks, Admin. Clerk/Librarian, White Sands NM (505)
Nancy Hori, Regional Librarian, PNRO ' (206)
Martha Shepard, Regional Librarian, AR (BLM/NPS) (907)
Jannette Wesley, Denver Service Center Librarian (303)

988-6840

670-6501
479-6124
220-4114
271-5025
969-2716
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NPS Pro-Cite Users' Bulletin Board (PUB).

Inquiries and responses, tips and techniques, creative applications,
and more, will be posted on the forthcoming Pro-Cite Users’ Bulletin
Board (PUB),to be managed by the Information and Telecommunications
Division (WASO/ITD) and accessible via cc:Mail. If you are currently
using customized forms, please send copies of your workform definitions
and some sample records to the NPS Chief Librarian (WASO/ITD) so that
the Library Advisory Committee may effectively plan for future record
format compatibility.
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chapter 1:

Quick Start-up for Experienced Computer Users

Introduction and purpose

At this time, we have minimal guidelines to supplement the corresponding
chapter in the PBS manual. However, we disagree that you should skip
chapter 2 and "jump right in,* even if you are an experienced computer
user. We strongly recommend that you take the time to scan Chapter 2 in
the PBS manual, particularly the directory and file organization section
(pages 2.16 - 2.18).

It is also important for all new users of Pro-Cite to do the tutorial,
provided in the Guided Tour section of the PBS manual (pages 2.37 -
2.93). Depending on the user’s familiarity with database management
software, the tutorial may take between one to two hours. It is
conveniently divided into three sections, so that it may be completed in
one or several sessions. Please review Chapter 2 of this manual before
proceeding to Chapter 2 of the PBS manual.
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chapter 2:

Installing and Configuring Pro-Cite; Guided Tour

Introduction and purpose

This chapter provides some additional guidelines to supplement those
found in the corresponding chapter of the PBS manual. It also
reiterates some important instructions and points out a couple of
minor discrepancies in the PBS manual.

It is important to send in your registration card. It entitles you to
customer support, notification of updates and special update prices,

and the quarterly newsletter, Format. It’s a good idea to copy the
serial number from your original installation diskette to the front of
your PBS manual, just in case your diskette is misplaced. You will need
this information when communicating with the vendor.

Program requireménts

See the PBS manual, page 2.3, for general program requirements. If you
want to employ the NPS Label Program designed for use with Pro-Cite,
you’ll need a tractor-feed printer; the program does not currently
support laser printers. (See Chapter 22 or Appendix C for label
ordering information.)

Pro-Cite versions

The introduction to Chapter 2 in the PBS manual indicates that the
procedures described therein are for Pro-Cite Version 2.0, although
later versions of the software are now available. The changes between
versions have, so far, been minimal; an updated manual has not yet been
produced by the vendor but -a revision is currently in process.

The Pro-Cite software distributed to the areas and regional offices by
the Division of Information and Telecommunications (Washington Office)
are either Version 2.1 or 2.2. Use the particular installation and
configuration instruction sheets bundled with the program diskette for
versions later than 2.0. Follow the remaining applicable guidelines in
Chapter 2 of the PBS manual, as long as they do not conflict with the
independent instructions accompanying the diskette.

Newer versions are supposed to include a file called READ.ME which is
loaded to your directory during the installation process. This file

contains information on any last-minute changes and additions to the

program or PBS manual. If the file is present, you can read it using
the TYPE command in DOS. You may print READ.ME out to your printer,

using either the DOS PRINT command or by depressing the PRINT SCREEN

key from within the open file.

If you encounter any difficulties during the install and configuration
process, please call the PBS technical staff at (313) 996-1580.
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