
PROCESSRESPONSIBLES

PROCESS NAME

USES OF PUBLICATIONS AND THESES

CODE

KDDB-11

PROCESS TIME

10-12 MINS.

FIRST STEP

FINISH

Receiving of Periodicals to 

be made available.

ACADEMIC STAFF AND 

LIBRARIANS

Is that a new Periodical?Y N

Cataloging / 

Classification
2 

mins.

Creating a 

Periodical Code.

1 min.

attribution

1 min. adding the volume 

number

2 

mins.

Inserting the 

Security Magnet.

2 mins

Is the Material has a 

Security Magnetics?
Y N

Put it on the shelf 

and make available 

for the service.
2 

mins.

Is there any change in the 

imprint information?
Y N

Fix

Receiving of Theses to be 

made available.

Classification

2 

mins.

Entering catalog 

information into the 

Library Automation 

system.
4 

mins.

Attaching the label, 

placing the safety 

magnetics.

2 

mins.
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