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INTRODUCTION

INDEXING AND ABSTRACTING

This is a first-semestecourse with 2 credit units which will last for a
minimum duration of one semester. It is a mandatwyrse for all
undergraduates in the Department of Library andrméation Science. It
Is also a suitable courseware for students inegéléelds who need to
have an understanding of how knowledge and infaonaare being
organised.

WHAT YOU WILL LEARN IN THISCOURSE

Definition of concepts; purpose, forms and typesdex and abstracts;
functions of index and abstract in information ieatal; bibliographic

control and types of computerized indexes and atistr list of subject
headings and thesaurus construction and uses; inmgddanguages;
evaluation of indexes and abstracts; technicalpgadtical indexing and
abstracting processes; the use of computers irximglead abstracting,
databases and networks of index and abstract;iquatbn indexing and
abstracting.

COURSE AIMS

This course aims to introduce students to the gémk@owledge of the
definition of concepts; purpose, forms and typesdéx and abstracts;
functions of index and abstract in information ieatal; bibliographic
control and types of computerized indexes and atisty list of subject
headings and thesaurus and uses; indexing languageakiation of
indexes and abstracts; technical and practicalxingeand abstracting
processes; the use of computers in indexing adaalbisiy, databases and
networks of index and abstract; practicum on indgxand abstracting.
Knowledge and understanding of these concepts lamduinctions of
indexing and abstracting will enable you to underdtthe work and
duties of library or information professionals.

COURSE OBJECTIVES

To achieve the stated aims, each section in thé/shaterial has specific
objectives which will guide you in checking-on yqanogress while you
study.

By the end of this course, you should be able to:

° define the term index
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o list and explain the purpose of the index as aenetl device or
system

list and explain the forms and types of index

discuss the functions of an index

define the term abstract

list and explain the purpose of abstract in infaroraretrieval

list and explain the forms and types of abstract

discuss the functions of abstract as a retrievalcde

explain the concept of bibliographic control

acquire necessary skills for thesaurus construchod use,
including the use of subject headings

list and explain indexing languages

evaluate indexes and abstracts

carry out the-processes involved in indexing arstracting
identify the use of computers in indexing and &duging
describe the database and networks of index arithabs
demonstrate practical experience in indexing arstratting.

WORKING THROUGH THIS COURSE

To complete this course successfully, you havetihgpugh the modules,
carefully read the study sections, do all practiexdercises and
assessments, and open and read through the liokgled by double-
clicking on them. Read the recommended books ahdr anaterials
available to you and ensure you attend the prdcsessions for this
course. Always participate in the online facilitattigoing on in your study
centre. Each section of the study has an introdagctobjectives you
should achieve at the end of the study, a conatysand a summary
informing you in a nutshell what you studied in geztion.

COURSE MATERIALS

There is the Tutor-Marked Assignment (TMA) to exsiwhat you have
learnt. You can download the courseware into yewiak so that you can
study it whenever you are offline.

FINAL EXAMINATION AND GRADING

There are two primary shapes of evaluations, to dpecific;

developmental and summative. The developmental azggds at the
conclusion of each unit will empower you to assegss learning yield.
The summative appraisal which could be a CompugeseB Test (CBT)
is made up of objectives and sub-objective questidimere are three
ceaseless appraisals, 10% each and the last examsare based on
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70%. You are required to do all the computer-bassts and the final
examination.

STUDY UNITS

There are 14 study units in this course, sepatiatedive modules. The
modules and units are presented as follows:

Module 1

Unit 1
Unit 2
Unit 3

Module 2

Unit 1
Unit 2
Unit 3
Unit 4

Module 3

Unit 1
Unit 2
Unit 3
Unit 4
Unit 5

Module 4
Unit 1
Unit 2
Unit 3
Unit 4
Module5
Unit 1

Unit 2
Unit 3

Vi

I ntroduction to Indexing

Meaning of Indexing and Abstracting
Nature and Purpose of Indexing and Absiingct
Functions of Index and Abstract in InforioatRetrieval

Formsand Types of I ndexes, Techniques and
L anguages

Forms of Indexes

Indexing Techniques

Indexing Languages

Bibliographic Control Unit 5 Computerizeddexing
Systems

Computerized Indexing Systems

Automated Method of Index Production
Computers as Indexing tool

Indexing Using a Computer

Indexing Software

Internet and Indexing

Types And Techniques Of Abstracts And Abstracting

Types of Abstract

Evaluation of Abstract And Index
Abstracting Techniques
Computerised Abstracting Systems

Practicum On Indexing And Abstracting
Indexing

Abstracts guides and practice
Thesaurus construction and use
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PRESENTATION SCHEDULE
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The presentation schedule shows you when you nedthish your
computer-based exams (CBT), participate in theudsion forum, and
attend facilitation. Ensure that you submit yousigments within the
stipulated time frame because delay in submittsgggmments will not be

tolerated.

Unit of the Work Duration Assessment (End of
(Weeks) Unit)

Unit 1 Meaning of 1l Assignmeni

Indexing and bstractir

Unit 2 Nature and Purposed

of Indexing and

Abstracting

Unit 3 Functions of Index1 Assignmeng

and Abstract in

Information Retrieve

Unit 4 Forms of Indexe |1

Unit 5 Indexing| 1 AssignmenB

Technique

Unit 6  Bibliographic| 1 Assignment

Control

Unit 7 Computerized 1

Indexing Systen

Unit 8 Automated Method 1 Assignmenb

of Index Productio

Unit 9 Computers asl

Indexing tool

Unit 10 Indexing Using al Assignmenb

Compute

Unit 11 Indexing Softwar | 1

Unit 12 Internet andl Assignmen?

Indexing

Unit1 3 Types of 1

Abstrac

Unit 14 Evaluation of 1

Abstract And Inde

Unit 15  Abstracting 1 Assignmens

Technique

Unit 16| 1

Computerized
Abstracting Systen

Unit17 Types of

Abstrac

Vii
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Unit 18 Evaluation of 1 Assignmen®
Abstract And Inde
Unit 19 Abstracting | 1

Technique:

Unit 20 Computerizedl AssignmeniO
Abstracting Systen

Total 20

FINAL EXAMINATION AND GRADING

To prepare for this exam, review all of the sulgexdivered in the course.
It's also a good idea to go over all of the exexciand tutor-marked
assignments again before the exam. You should bregising after you
have done learning the last unit. This final exaithtake three hours to
complete. It accounts for 60% of the overall cogssde.

COURSE OVERVIEW

This course intends to introduce you to the indgxamd abstracting
system and services. The basic concepts, typesisfgorinciples and
techniques of constructing indexes and abstracteedsas techniques for
coming evaluating indexes and abstracts. The utadehisig of indexing
and abstracting processes is essential for thgmesid implementation
of effective retrieval systems, and the buildingtesauri both supports
and enhances this understanding. Besides, theecmirsduces you to
the concepts underlying the indexing and abstrgginocesses which are
relevant to the organisation of all databases dsedhe storage and
retrieval of information, and the course complemsetite aims of
bibliographic storage and retrieval.

HOW TO GET THEMOST FROM THISCOURSE

To get the most out of the course there is the fagmu to have a laptop.
Also, 24 hours Internet connectivity is highly inmf@ot to all to enable

you to access the internet anywhere anytime. Alwatysmpt marked

tutor examination at the end of every unit. Ingerative to always attend
the online classes in real-time and ask questiontopics that are not
clear. You may wish to play the recorded sessidh@tlass session over
and over again to have a full understanding of Wizt been thought.
Always do not hesitate to contact the librarianifdormation resources
or any other assistant that will help in ensurifgetter understanding of
the course

viii
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FACILITATORSTUTORSAND TUTORIALS

You will receive classes online. The online faatiibn is designed based
on a learner-centred pedagogical approach in wthiehstudent is an

active participant in the learning process. Botlynakronous and

synchronous facilitation will be used.

SUMMARY

This course intends to introduce you to the indgxnd abstracting
system and services. The basic concepts, typassfarinciples and
techniques of constructing indexes and abstracigeliss techniques
for coming evaluating indexes and abstracts.
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MODULE 1 INTRODUCTION TO INDEXING AND
ABSTRACTING

This module introduces you to the meaning of indgxand abstracting,
nature, purpose of indexing and abstracting as agihe nature or goals
of indexing and abstracting

Unit 1 Meaning of Indexing and abstracting
Unit 2 Nature and purpose of Indexing and abstrgct
Unit 3 Functions of Index and Abstract in InforioatRetrieval

UNIT 1 MEANING OF INDEXING AND ABSTRACTING
CONTENTS

1.0  Introduction
2.0 Objectives
3.0 Main Content
3.1 Index
3.2 Indexing
3.3 Indexer
3.4  Abstract
3.5 Abstracting
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

Libraries and information centres are places whemgple get information
and learn new things. In a similar spirit, thesgamisations seek to meet
their users'/clientele's information demands. I& thems in their
collections are not processed and organised, itldvbe difficult to
provide access to their resources. These orgamsatensure that
information is stored in paper formats such as bp@nd non-pape
formats such as electronic, to make informatiornlyascessible to users.
Classification, catalogues, indexes, abstracts, hibtiographies are
examples of tools or systems established by infoamgrofessionals for
easy retrieval. The purpose of indexing and abistrgacnformation
resources is to bring readers/users closer torrdtion sources and, more
specifically, to help them find or locate theirandnation need or reading
interests within the sources. Indexing and abstrgciare critical
processes that ensure that information in docunoam®e found quickly.
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20 OBJECTIVES

By the end of this Section, you should be able to:

. explain what indexing and indexes are
. define the terms "abstracting” and "abstracts”
. identify an indexer as well as an abstractor.

3.0 MAINCONTENT

3.1 Index

An index is a list of entries organized in a sysiémway, usually
alphabetically, to help users find information id@ument. Indexes are
surrogates, indications, or locators that help fyodi the information you
need. Indexes are systematic guides to the locafiavords, concepts,
and other information items in books, magazined,@&her publications,
and they do more than merely locate them. Indexesiralicators or
locators that aid in the discovery of informatidmdexes are systematic
guides to the placement of words, concepts, anel atfiormation items.
An index is a list of entries that appear in alpgtadal order to help users
find information. It may also include references bibliographic
information to show where each item may be founay 8f the following
could be used as an index:

I.  Alist that is organised in such a way that eaemimay be
tracked using surrogates, source or page numbeother
symbols that indicate its place in a sequence.

ii.  An alphabetical list of tables of contents, namepeople,
and their specific placements in the volumes, Uguay
page number but frequently by entry number.

iii. A list of subjects addressed in a book or docuntteait has
been thoughtfully created with the reader's needsind.

Iv. A systematic presentation of a document's most itapd
terms and concepts in all formats, structured so tifose
terms and concepts may be found in the source owie
accurate and direct references to their placesamadions.

v. An open-ended finding guide to the literature ofjigen
academic subject area, works of a specific litegggre or
genre, or the content of a serial publication thas been
analysed.

Indexes take the user straight to the informatioeytneed, with no
obstacles in the way. It directs the user to thetmelevant information
while minimizing the necessity for cross-referencés index aims to
reduce the user's time and effort in finding infaton while also

2
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increasing the user's search success. These am@ched by selecting
the most appropriate terminology or words for alérs language and
implementing a system of accurate and comprehemsogs-references
to related material.

Example of a periodical index entry:

ABU see Ahmadu Bello University, Zaria

Ahmadu Bello University, Zaria(ABU) resumes for t2920/2021
academic session. — John Auta. DT"J&n. 2021, P.13

APC see All people Congress

APC elect new excos. — Aliyu Hussaini NN July 0022, P.10 (Explain
with illustration. E.qg,

3.2 Indexing

The systematic technique of arranging entries tabkn information

consumers to locate objects in a document is knasvindexing. It's a
method for giving a roadmap to the Information kndwledge contained
in documents. In indexing, subject terms, headiragg] descriptors
describing the intellectual body of texts coverihg major theme are
carefully selected. In essence, indexing is th@aahalyzing the content
of documents to produce entries in an index, réwgathe main

characteristics of the document item in a simgifferm, and showing
the location of the information; developing infortoa-replacement
items. In essence, indexing is the process of nartsig substitutes for
information items by analyzing the content of doeumts, revealing the
main elements of the document item in a simplifiean, and showing

the location of the information.

3.3 Indexing History

Information classification, categorisation, andamigation appear to be
fundamental human activities since the dawn of tifités necessitates
the use of specific talents to retrieve informatidhe most basic method
Is to use indexing. The use of a known set of symbsuch as the
alphabet, is at the heart of an index.

The figurative or applied sense of the phrase, bodkx, is the earliest,
and its precise usage (like the word itself) ddtask to ancient Rome.
When referring to literary works, the term indexereed to a little slip

affixed to papyrus scrolls on which the title oétivork (and often also
the author's name) was written so that each pagld be found.

Due to a lack of precise book and manuscript inmées, locating the
earliest index appears to be a challenging taskab® of contents is
frequently referred to as an index by catalogetdaiirew and Latin Mss.
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Many manuscripts are being scanned, but the catislggppears to be
lacking, with indexes not being specified.

Masoretes, a group of Hebrew scholars from the &6thury, appear to
have collected a list of Hebrew biblical words Iphebetical order, with
the sentences from which they came matched witin.the

Tables (cannon) comparing the verses of the fosp@ls preserved in
mss from the dark ages show an early form of intgexXThe breaking up
of manuscripts into chapters is the first step ndeking, which is

especially important for the Bible and Justinidegal code. This was
done for the Bible by Stephan Langdon (1150-1288)2nd and 3rd

century Greek New Testament manuscripts, chapters wesignated.
With his chapter divisions, he incorporated versmbers. It was able to
compile Bible concordances as a result of this. irtterests of the
institutions, libraries and monastic homes wheeg thiere compiled were
reflected in medieval indexing. They were what weter to as "in-

house" goods. In a compendium of treatises, algltabdists of moral

iIssues might be created, but neutral informatioichsas that found on
rivers, rocks, and flowers, might be ignored. Thaility was frequently

hampered by copyist faults and inconsistenciesahhumbering.

It was impossible to presume that everyone knevalpleabet. Giovanni
di Genoa in higCatholican (1286) though it essential to explain this:
‘Amo’ comes before 'bibo’ because ‘a’ is the filstter of the former and
‘b’ is the first letter of the of the latter and @omes before ‘b’ ... by the
power of God working in me, | have created thiseotd Eisenstein
(1979).“The reader must master the alphabet, to tivé order of the
letters as they stand,” as noted by Robert Cowdineyis Table
alphabetical of hard English words in 1604. Eiseinst1979).

Looking at the first printed index, the commer@ation of publishing

was one of the implications of the discovery ohpng after 1456. Rather
than stationers and scribes working in universitye€ or monastic

scriptoria, production was now handled by printengrkshops in

commercial centres. The employment of the alphibite arrangement
of the types was crucial.

The earliest printed indexes can be found in twmeoof St Augustine's
De arte praedicandi, both issued in the early 14§0sust and Schoeffer
(the printers of Gutenberg's Bible) in Mainz andnéin in Strassburg.
Fust's primacy has been proven by previous studies,Mentelin most
likely replicated Fust's edition, including the éd The index is

mentioned in the book's preface, which also dessriow to utilize it.

The index features 230 entries for only 29 pagesxdf with many cross-
references and several rotated multi-word entfiég locators refer to
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paragraphs denoted by letters. Schoeffer notedhttex to Augustine's

book as a beneficial feature in later marketinghigrbooks. The earliest
dated index appears in 1468 in Sweynhcym and Pers@peculum

vitae, a moral treatise printed in Rome. Otherygariinters reprinted this
index several times.

There is just one book with an index among allibeks and other printed
material from Fust and Schoeffer's shop that caimm fthe joint press
before 1467, namely St Augustine's De arte praadicgOn the Art of
Preaching), which is the fourth part of his largeork Dedoctrina
Christiana. The first dated index appears in th#&icegrinceps of
Speculum vitae,y3 a moral treatise analysing themichges and merits
as well as the downsides and risks of many ocoopstirom king to
shepherd, shortly after Augustine's index, whosacexlating is still
uncertain, Written by the Spanish bishop Rodrig&Zdmora (Rodericus
Sancius Zamorensis, 1404-1470), and published meRay Sweynheym
and Pannartz in 1468 as their fifth publicatione Dook is 300 pages long
(287 x 200 mm), with 292 pages devoted to the peefable of contents,
and text and just six and a half pages (leaves-150a) to the index.

In his catalogues, Mainz printer Peter Schoeffea. (€¢425-1503)

expressly states that his better-organised boaksicocomplete indexes;
an index is an influential sales factor. AccordingColin Clair (1969),

the first dated (kind of) printed list reflectingh andex appeared in
Epistolae Hieronymi in 1470, and it was a list loé first words of each
of the gatherings. Ulrich Han published his lateattyear, with the
catchwords of each double-page specified. Expd3salteri is dated 4
October 1470, according to him. Schoeffer did ratedall of his early
works, thus there could have been one that wasghealdl earlier. Furst
and Schoeffer's editions of Saint Augustine's Die fraedicandi, which
can be dated to the early 1460s, according to Hangellisch (1986).

The boundary between the contents page, a reqsigran index was not
always evident in the early days of printing. Th@ice copiosisimo (most
copious index) is put at the beginning of St JohmwySostom's 1554
Commentary on the Epistles of Paul, and there isamtents page. The
words suggest that the publishers hoped the ingleich is listed on the
title page, would be a selling point to entice egsbers to purchase the
book. The Latin title of the index itself indicatdsat it is a significant
feature. This translates to "the most comprehensdex of all the topics
covered in this book".

The alphabetical table of contents in Toscane€lb68 commentary on
Virgil is as extensive as the previously statedlite copiosisimo." The
table's Italian title is "table gathering up thepontant substance in this
present book of Virgil's remarks."In his 1570 Theat Orbis Terrarium,

5
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Ortelius begins with an "Index tabularum,” whictstdi the maps

alphabetically. For more specific locations, youstreonsult the gazetteer
at the end, which does not provide page numbersabier the name of
the area in which it is located, which is not alwaglated to the maps.

Indexes date all the way back to the 17th centdicgording to Hilary
Calvert, the Gerardes Herbal from the 1590s inaduseveral unique
indexes. The alphabetical listing in the early ooely went as far as the
first letter of the entry, according to Barbara €ohand no one thought
to index each entry in either letter-by-letter ardrby-word order at first.
Peter Heylyn's 1652 Cosmographie in Four Bookspraieg to Maja-
Lisa, features a series of tables near the endrtSlables may not seem
proportional to such a long Work, especially inag@ when there are so
many that pretend to read, who study more the Itldax the Book," he
writes before the indexes.

In the 18th century, the index entries from thehl&entury are quite
intriguing. For the fair sex, the ladies magazine emtertaining
companion. 1776, Vol. 7. Essays and writing, Pgeaagd Births,
Marriages, and Deaths all have their indexes. Aldea Cruden (1699-
1770), with his famous A Complete Concordance #oHlly Scriptures,
was an important indexer during this time (1737.iisaid to have been
S0 engrossed in creating it, working late into inght, that he failed to
realize that his bookshop's stock was depletingveasl taken aback by
the consequent drop in sales.

In the 19th century, indexing became more profesdj@lthough it began
with more of the same. The ladies monthly museurs arsother early
nineteenth-century publication. The index for V®|.1801 is similar to
that of the previous issue. Notes and Queries wagbhcation aimed at
artists, antiquarians, genealogists, and writene fltle and headings in
the index of Vol. 1, 1849-50 were exactly as thegreavin the text,
resulting in odd entries. Darwinism and Other Essa$93, was written
by John Fiske, a Harvard librarian who may havexed it.

Mary Petherbridge, 1870-1940, may have been oftassie to these
individuals. In 1894, she established a SecretBuatau, which provided
secretarial and library services, as well as trgnn those professions
and indexing. She wrote a treatise titled "The hepie of Indexing” in
1904. She worked as a freelance indexer for sepefdishers as well as
government agencies, including the India Officel 923, she contributed
an essay to the journal Good Housekeeping titlede%ing as a Women's
Profession." She went over the process of indexagg,well as the
different types of indexes, books, and periodicatswell as document
indexing:



LIS 306 MODULE 1

However, indexes in the modern sense, which proprdeise places for
names and subjects in a book, were not createdtiougy, and just a few
appear to have existed until the invention of jpmopt This is due to a
number of factors. For starters, there were no pa¢gaf numbers or line
counts as long as books were written in the forrsanblls (as we have
them now for classical texts). Even if there haedrbesuch number
markers, it would have been impractical to appenshdex with accurate
references, because a reader would have to uhsobdroll to the very
end and then reroll to the required page in ordezxamine the index.
(Anyone who has tried to read a book that is ombilable on microfilm,
the modern equivalent of the papyrus scroll, kndww difficult and
inconvenient it is to go from the index to the tg8econd, even though
famous works were printed in large quantities (ofteindreds), no two
copies were identical, thus an index could onlyehbgen established to
chapters or paragraphs, not to specific pages.

The Origins of Alphabetical Indexing

According to Rouse & Rouse, subject indexing wagemied in the
thirteenth century in Paris. (This is hilariousgmhe lack of indexes in
many contemporary French books.) The fact that&pastitation index
was created in the same century as the first sulsjdexes, and in the
same nation — Avignon — is an interesting coincen

According to Wellisch (1994), subject indexing bega the 4th century
with the Apothegmata, a collection of Greek ChuFathers' sayings.
This is an alphabetically sorted tool, rather tlzasubject index to a
narrative text, according to Witty (1973, p. 19%¢cording to Richardson
(1939, p. 844), Eusebius’ Onomasticon (264-340)Cnas the first
biblical dictionary, though it was not in alphaloali order according to
Bacher (1912), Philo Judaeus, who lived in Alexantiom 20 B.C.E. to
40 C.E., compiled a Greek dictionary of Biblicabper names.

3.4 Indexer

An indexer is a person who indexes or preparesxgglelndexers are
known for their meticulousness and orderlinessy gre usually orderly

oriented with the ability to take pains, have acliought process, and
are fastidious. An indexer examines a documentassyns subject and
other descriptors depending on his or her percemfovhat a user may
look for. They aim to meet the user's needs andasiif their users are
present. Indexers are specialists who create irsdexeed on ethical and
professional criteria. Some indexers work full-timéhile others work

part-time. Some work for companies or organisationkile others

operate as freelancers or consultants. Others atarkstitutions such as
libraries, publishing houses, research institidad, universities. Indexers
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are known for their self-discipline and attentiordetail, as well as a good
memory.

Indexers, regardless of their educational backgtpshould be educated
on indexing activities, well-read, patient, andlgtieal. They should also
have inquisitive to learn new ideas and imaginatmmds because
indexing entails addressing obvious questions thgss of the presence
of the indexer, the user should be able to retriedevant information
needed.

3.5 Abstract

The word “Abstract is derived from the Latin alasttum, which denotes
a shortened version of a longer piece of text. Astract is a concise
intellectual overview of a research piece, thedissertation review,

conference proceeding, or other in-depth investgaif a certain subject
or discipline, as defined by Wikipedia, and is freqtly used to help the
reader immediately determine the paper's aim. Astratt is always at
the beginning of a manuscript or typescript whaa titilised, serving as
the entry point for any academic article or pasgpylication. An abstract,
according to Encyclopedia Britannica (1964), isharbugh citation,

distillation, and summary of essential facts amlifes of theories and
viewpoints offered in an article or book's content.

An abstract is a brief overview of the contentaafocument such as a
research paper, journal, article, thesis, reviemference proceeding, or
other academic or legal documents, usually betve€eand 250 words
long, depending on the size of the document. Arrratisis a formal
summary of completed works written by writers ostadictors. They are
critical tools for information users, particuladyg they try to keep up with
the proliferation of data. It's a quick objectivarsmary of a book, essay,
speech, report, dissertation, or other work's ingsar material that
presents the key ideas in the same sequence asdiral but has little
literary merit on its own. The key elements of aga of writing should
be covered in an abstract, as with other summautdising the same
level of language and skill as the article or doentbeing abstracted. It's
also a condensed version of a lengthier piece tingrthat emphasises
the major point covered; it should succinctly contee writing's topic
and scope, as well as provide a summary of therdents' substance.

“Users of abstracts can identify the basic contére document quickly
and accurately, to determine its relevance to tin@rests, and thus be
able to decide whether they need to read the dacuimets entirety or
not,” according to the International Standard Orggilion (ISO) (1976),
cited in Aina (2004). Abstracts are tools for fingiinformation; they
represent the substance of an object using wosatsatie specific to its
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searches. They're formal summaries created byaahsts for finished
works or papers. Abstracts are crucial tools fanstmners and readers
because they keep them up to date with today'snretion boom.

The abstract is the first to appear in the substaha complete work, yet
it is the last to be written. Abstracts are forrsainmaries of completed
works written by writers or abstractors. They ar#ical tools for
information users, particularly as they try to kesgpwith the proliferation
of data.

3.6  History of Abstract

The history of abstracting may be traced back éortbed to summarise
the contents of documents in order to make thernmétion contained
within them more accessible Clay envelopes usepratect contained
cuneiform texts from tampering in Mesopotamia acbtire early second
millennium BCE were inscribed with either the whaiext of the
document or a summary. Many texts were abstrantdtei Greco-Roman
world: epitomes were summaries of non-fiction wgis, and in many
cases, the only information on works that havesootived to modernity
comes from their epitomes that have survived. @irtyij many ancient
Greek and Roman plays began with a premise thamnsuised the story
of the play. Non-literary papers were abstractedval: the Tebtunis
papyri, discovered in the Ancient Egyptian townTabtunis, contain
legal document abstracts. The pages of scholatiqgations, as well as
some manuscripts of the Code of Justinian, feataumimaries of their
contents as marginalia during the Middle Ages.

The Royal Society would print ‘'summaries’ summagsihe delivered
papers at meetings in the early 1800s, which mahd®earliest usage of
abstracts to disseminate research. Three decadesthee Royal Society
produced Abstracts of the Works Printed in the d&wphical
Transactions of the Royal Society of London, aemilbn of abstracts of
earlier papers published in the society's magazitelosophical
Transactions from 1800 to 1837. This approach lthog, and other
journals soon followed suit. The 1919 paper On liinegularities of
Motion of the Foucault Pendulum published in thg$#ital Review, the
oldest journal published by the American Physicagi&y (Musa, Musa
& Musa, 2014) may be the earliest example of astrabt bound to the
same article, and the journal frequently publishlestracts in its volumes
thereatfter.

3.7 Abstracting

Abstracting is a procedure for guaranteeing thagrsigmay access
information. It is the process of creating a coacesnd objective

9
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description of a document's content that allowssoamers to swiftly

decide whether or not to read the complete texdrder to meet their

information needs. It entails summarizing or analgza document's
content and highlighting the key elements so thatuser can determine
whether or not to consult the text. In essencajeafiom providing a

summary and bibliographic detail, the abstractingcpess adds value to
texts.

40 CONCLUSION

Users do not need to use the original document teyehave found an
abstract because it will most likely give all oétimformation needed by
the reader. They are summaries of the original oh@cu and serve as a
replacement for it. Abstracts' purposes and uskgeablve around
supporting and letting users save time and obtéammation. Abstracting
Is defined as the process of compiling or develgp@rsystem, whether
for monetary gain or not.

50 SUMMARY

Indexers and abstractors are the facilitators of thdexing and

abstracting processes, which produce indexes asitaats. This is the
section's main focus. Abstracts describe inforrmatnaterial as briefly as
possible while capturing the vital elements, whereadexes provide

entries that function as information locators. Tdection has covered
indexing and abstracting, indexes and abstraadsxes and the need for
indexes, and the necessity for indexes.

6.0 TUTOR-MARKED ASSIGNMENT

1 Define indexing and abstracting in unambiguous $erm
2. What are the differences between indexes and absira
3. In a literate society, why do we need abstracts?

4 What are the characteristics of an abstractor?
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1.0 INTRODUCTION

Indexes and abstracts are information retrievaicgswvthat allow users to
access information contained in documents or iordime database. The
description or bibliographic details of each docuatnare specified in

detail, using the most precise terminology possidlee job of an

information professional includes not just indexiagd abstracting
documents, but also interpreting, evaluating theality.

2.0 OBJECTIVES
By the end of this Section, you should be able to:

I Explain the nature of indexes and abstracts
. Identify and explain the goals of indexing aalastracting

3.0 MAINCONTENT

3.1 TheNatureof Indexes

Indexes are typically constructed from the texpiiary publications to

introduce the goal of the publication to the usereader who desires to
read the rest of the text. Indexes are exampleésad$é used to organise
literature in specific disciplines, hence facilitgt communication and

information flow among users such as scientistsrasdarchers. One of
the ways that disciplinary literature is organizely indexing.

In discussing the nature of indexes, Cleveland @teveland (2000)
suggested that to understand indexes, one shoult tf abstract

12
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informational spaces, which means that one shduttk tof information
items in an abstract space and then indexes irsplage. Document space
is transformed into index space through indexe®rdhs a significant
reduction in the number of words in the papers gwwes for indexing
space while constructing indexes. This is to enshiae both spaces are
contained within the same topic space. Indexedmatgeeflect two basic
states or dispositions that indexers determine.t\&s are included in
the index, and what items are excluded? Both steEnanay have
captured both the meaningful and the insignificdtis. possible that
information was left out of indexes. As a resulhen critical information
is missing, we can deduce that the indexing proseduay have
misplaced Information.

An index is more than just an alphabetical listnofuns, words, and
phrases. It's not a reorganized table of contentser. The indexing
process entails more than just creating words ocegts and assigning
locators to them. It is important to note that ikia separate record with
its own validity and consistency. Indexes occua wariety of shapes and
sizes, and they can be used for a variety of pegasich as Name
indexes, subject indexes, map indexes, and so Olevd€land and

Cleveland, 2004). Books, journals, photographsalukdes, and other
items all have indexes, some of which are preparethually or

electronically. Good indexes are the result ofrateker's knowledge and
know-how, regardless of the form, format, or tegiei of production.

3.2 Purpose of Indexing
The major goal of performing indexing operationtiselp users/readers

find information in documents or from an informatiosource;
specifically, indexes are built for the followingngposes, among others:

o Assisting people in becoming familiar with a textdmcument so
that those who wish to use it can do so effortlessl

o To serve as a selection guide for the content Win@ga@s a
summary of the text or document.

o To be used as a document analysis tool.

o To act as a critical link between the source obinfation or
text/document writers and the final users or coresm

o To assist users in saving time and effort whenssing or locating

a topic of interest within a document or set ofutaents kept in a
collection. To maximize the searching success efuker of a

document.

o To construct terminology or descriptors for the pgmse of
describing the intellectual content of a document.

o To be used by libraries, archives, information et and

documentation centres as information retrievalgool

13
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o To aid users in selecting the most appropriate gesmwords for
their language.
o To encourage more people to use the document

3.3 Natureof Abstract

Abstracts, like indexes, allow access to infornraémd documents, but
they also provide a succinct and accurate overwéwhe details of a
document. Abstracts are generated to act as agsuerdor the actual
material by capturing the essential information dudctioning as a
representation of it. With abstractions, the usay mot need to see or
utilise the actual material because the abstrdtinvast likely give him
adequate information or act as a substitute folhistracts are used to
save time for users who need to read multiple decum

Users of abstracts are able to identify the basitent of a document
quickly and accurately, to determine its relevatwcéheir interests, and
thus be able to decide whether they need to readiticument in its
entirety or not (International Standard Organisa{i®O) 1976), cited in

(Aina, 2004). Abstracts are tools for finding infwation; they represent
the substance of an object using words that areifgp# its searches.
They're formal summaries created by abstractorgifeshed works or

papers. Abstracts are crucial tools for consumerd eeaders of
information because they keep them up to date wihy's information

flood.

3.5 Purpose of Abstract

Abstracting activities are carried out by inforneatiprofessionals with
the primary goal of assisting users/readers inirfiggdnformation in a
document or from an information source, particylaabstracts are
supplied for the following reasons:

o Assist readers in deciding whether or not to rde dcomplete
article as readers use abstracts to assess dagfigriting arouses
their attention or relates to a project they're kirag on. Rather
than sifting through hundreds of papers, readdysare abstracts
to swiftly determine whether or not an articleaterant.

o Abstracts are also used by readers to determingajhi@stication
or complexity of a piece of literature. If the albst is overly
technical or simplistic, readers will assume tihat article will be
similarly overly technical or simplistic.

o Abstracts provide users with a kind of pre-knowlkedgf the
original text or document, allowing them to undenst a write-up
serving as a pre-read. This will assist readeraniicipating or
judging the document's content. When abstractsugees a sneak

14



LIS 306 MODULE 1

peek at the real thing, it not only makes readimg document
easier, but it also helps the reader/users read gfbciently.

o Assist readers in deciding whether or not to rdel dcomplete
document. Abstracts are used by information conssiteejudge
whether a piece of writing interests them or igvaht to a topic
they are familiar with. Readers use abstractiondetermine if a
document or a write-up is required as quickly asitee. It should
also be mentioned that readers use abstracts wssagbe
completeness or complexity of a piece of writinglocument. In
other words, when consumers interact with abstréoey can tell
if a write-up or paper is too technical or advaneed if it is too
simple.

° Assist information users in recalling key findings a topic.
Readers frequently keep abstracts after reviewidgament or
write-up to remind them of the summary and othé¢alitke Because
abstracts frequently include entire bibliographications, they
are required when readers begin writing their owticlas or
research papers and citing sources of information.

) Allow readers/decision-makers to make quick deosiwithout

getting bogged down in the details.
Highly knowledgeable abstract users, such as schodad
policymakers, are known to read only a small portbthe actual
text or write-up. They prefer to check report sumasrather than
reading the entire document because abstractstiggre a clear
picture of the content while highlighting the masportant facts.
This, of course, saves time, allowing them to catgptheir task
or make sound decisions.

o Allow supervisors to go over technical work withdagcoming
caught down in detail. Although many managers anr/isors
will prefer the executive summary that is less tecal, some
managers must stay up with technical tasks. Acogrth research,
just 15% of managers read the entire content oénsaqr articles.
As a result, most managers rely on the executivensary or
abstract as the most concise explanation of timepl@yees' work.

40 CONCLUSION

Document description and information retrieval wblle a fantasy
without indexing and abstracting. It has elevateesé activities in no
small measure such that information users find asyeto access
information sources or papers. As can be seen fiteenforegoing,
abstracts and indexes aid in the installation deoand the attainment of
correctly structured knowledge. Abstracts and irdeare not the original
content, but rather a pointer and substitute fertthe data. Because we
will continue to live in a world where there is abundance of
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information, effective and efficient use of abstsaeand indexes will
become increasingly important for discovering infiation.

5.0 SUMMARY

As you can see, indexing and abstracting are byraaitellectual
exercises that prioritise flexibility in order terse as a pointer and proxy
for the information contained in texts. The natfrendexes and abstracts,
as well as the major reasons why we have theskdweetrieval methods,
were the subject of this section. Users do not rieegse the original
document after finding an abstract because itwdkt likely give all of
the information needed, and indexes serve as agodio the original
content. This has been the main point of this eadtius far.

6.0 TUTOR-MARKED ASSIGNMENT

1. What is the nature of indexes, and how would yqular it?
2. Provide a summary of the purpose of abstracts enpamagraph.
3. How do indexing and abstracting differ from one theo?
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1.0 INTRODUCTION

For scholars and researchers worldwide, indexes aosfracts have
functioned as aids for finding information and mging information

overload. In academic environments, indexes antladts play a critical
role in the information retrieval process. Theyyde quick and easy
access to information resources, saving the libmagy time and directing
them to appropriate and timely sources of infororati

2.0 OBJECTIVES
By the end of this unit, you should be able to:

o explain the meaning of information retrieval
o identify and explain briefly the functions of eaamdex and
abstract as information retrieval devices.

3.0 MAINCONTENT

3.1 Information Retrieval

Finding material (typically documents) of an unstwred nature
(typically text) that satisfies an information demgrom vast collections
is known as information retrieval (IR) (usually g0 on computers or
documents). Information retrieval (IR) is concernesith the

representation, storage, organisation, and retriesfa data. The
information elements should be shown and organizetich a way that
the user can easily find the information that he losking for.

18



LIS 306 MODULE 1

Unfortunately, determining the user's informaticgeds is not an easy
task.

The goal of information retrieval is to find matds that are likely to be
relevant to a user's information demand as repteden his request. A
request is an incomplete description of a useftsnmation demand; only
the user can judge if a document provides the mébion he's looking

for. This means that documents are irrelevantremaest; in other words,
two users with the same request can be serveffenatit ways. One user
may find a document useful while another does m#levance is

inextricably linked to the concept of "aboutned&e colour or shape of
a document has no bearing on its usefulnessmpsitant since it's about
the information you're looking for (Fordjour, Badind Adjei, 2010).

Information Retrieval (IR) is concerned with th@mesentation, storage,
organization, and retrieval of data. The depictamd structure of
information items should make it easy for the usdmd the information

that he is looking for. The study of searching fimcuments and
information within documents is known as informatiaetrieval.

Computer science, mathematics, library sciencegrimétion science,
information architecture, cognitive psychologyglinstics, statistics, and
physics are all used in information retrieval. Urstiending the

information devices for retrieval and provision ioformation in the

proper format and level is required to maximizevhkie and usability of
information resources (Fordjour, Badu, and Adjel@0

3.2 Functionsof Index in Information Retrieval

According to Nnadozie (2007), an index can servea aplide to the

contents of a certain library, such as in the adse library catalogue,

which is also known as an index to the library'steats. In general, an
index acts as a pointer to the location of an dbggcdocument in an
information system. It also acts as a referencehtat literature exists in
a specific topic or by a specific author, and spamin a bibliography,

which is an index to what publications exist. Aating to Nnadozie

(2007), the most common use of an index is as argefe to the

intellectual content of publications or reading emetls, which are given
as a list of significant phrases, concepts, sudjecipics, and names
ordered in a specific order. In libraries and infiation retrieval systems,
indexing serves to indicate the presence or absantems relevant to a
request. It's basically a time-saving device. Tolowing functions of

indexing were formally listed by the Internation@lonference on

Scientific Information (ICSI) in 1958.

. To keep researchers and information users up ® alatcurrent
research in their fields.
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. To locate information in the subject fields' litenee as and when
required.
. Librarians and information workers rely on indexirend

abstracting journals for day-to-day reference aindidgraphical
work, but research students also use them extdysive

. If the goal of the indexing and abstracting services
comprehensive coverage, this can be referred #éorasospective
search function; and to enable bibliographical cardf literature
production either by country, by subject, or byetygd materials.

. To obtain correct and complete bibliographical deta particular
items of literature when there is any doubt;

. To look for information on a topic that may not kalveen well
covered by books, encyclopedias, etc.;

. To publicize the work of individual scientists ahslars;

3.3 Functionsof Abstractsin Information Retrieval
According to Nnadozie (2007), abstracts have tHeviing functions:

I.  The Abstracts add to the worth of the documentrgdabking for.
It will not only provide the paper's bibliographidormation but
will also provide a summary of the content. Thiswk the user to
assess whether or not the document will be valuabitém or her
when it is finally retrieved, saving time.

ii.  Abstracts are current awareness tools becausekdegy scholars
and researchers up to date on the most recentaelwants in their
fields of research areas, as evidenced by thesmriwf current
articles in informative abstracts.

iii. Abstracts are true bibliographic control tools. ¥hassist
researchers in preventing or at least reducingauiagn by alerting
them to the availability of identical works doneekhere. It also
aids in avoiding the needless duplication of alyeadmpleted
work.

iv.  Abstracts allow people who are looking for informatto read
summaries of papers that they may never have &eeaoriginals
of. This service is extremely useful when condugtnliterature
review in a specific discipline or topic.

v. The user is directed to the original material by #bstracts. This
is accomplished by using the main work's bibliodpiepletails and
the reference number, which, if properly read, tzad to the
original text.

vi.  Abstracts help to speed up indexing.

20



LIS 306 MODULE 1

40 CONCLUSION

This section makes it clear that indexing and alsitig are there to help
users find information that is otherwise distrimitamong multiple
sources, all with the goal of ensuring that usesvehaccess to
information. Indexes and abstracts are informafilodiers that librarians
and information workers use on a daily basis foference and
bibliographical work, while they are also used asteely by research
researchers.

5.0 SUMMARY

Information retrieval is concerned with retrieviggcuments that are
likely to be relevant to a user's information needexpressed by his
request, and this can only be accomplished withhigle of retrieval

devices such as indexes and abstracts, which s&sveorrect and
complete bibliographical details of specific piecefs literature. The

functions of the index and abstract as crucialeedl techniques were the
emphasis of this section. Users do not need taheseriginal document
once they have found an abstract because it wak tileely give all of the

information they need, and indexes serve as a groiot the original

content.

6.0 TUTOR-MARKED ASSIGNMENT

1. In your own understanding, explain information ietal.
2. In one paragraph provide a summary of the functadnsdexes.
3. In one paragraph provide a summary of the functafresostracts.
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1.0 INTRODUCTION

An index is a list of entries organized in a systémway to help people
find information in a document. Indexing is the g@es of building an
index, and an indexer is the person who doesdexas come in a variety
of shapes and sizes. The indexing process begthsawiexamination of
the document's subject. The indexer must thenténus that accurately
identify the subject, either by extracting wordsedtly from the document
or assigning words from a controlled vocabularye Térms in the index
are then presented in a logical sequence. The nuohberms to include
and how specific the phrases should be are desisi@t indexers must
make. This adds up to a lot of indexing depth. Aessult, the types of
indexes and indexing systems will be discussedisgection.

20 OBJECTIVES

By the end of this unit, you should be able to:
identify the different types of indexes

describe the various types of indexing systems.

22



LIS 306 MODULE 2

3.0 MAINCONTENT

3.1 Formsof Indexes

According to the Australian and New Zealand Sociefylndexers
(ANZSI) (2021), there are many distinct forms aléxes, some of which
require particular expertise from indexers.

Bibliographic and database indexing (the spacevdxt the lines is
much)

Genealogical indexing

Geographical indexing

Book indexing

Legal indexing

Indexing of periodicals and newspapers
Indexing of photographs

Subject gateways

Indexing of websites and metadata

ONoO~wWNE

Journal articles, for example, are catalogued Iidgraphic database

indexers. After then, the database enables ontioess to a large corpus
of material (eg medical journal articles). Citatienmd subject information

are described according to database-specific iexiter

) The goal of a database indexer is to:

o Identify and offer facts on journal articles anchet objects,
including subject words, usually within a broad jsgbarea, and
which may entail the usage of a thesaurus

) Describe a document and include citation detaild ather
information in accordance with database requirement
o In a written summary, explain the contents of a umeent

succinctly (called an abstract)
Create a database record for an item that alloessus search a
corpus of literature online.

Genealogical indexing

Users can look up people's names and learn abeirt gbrsonal and
family links using genealogical indexes. They freqily do away with
the necessity to consult original source materigdg cemetery
inscriptions). Genealogical indexers are expertsgathering and
recording information about historical figures dadations.
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Geographical indexing

Geographic indexers work with maps, atlases, ahérotartographic
materials to build indexes. Place names, subjdugprical details,

mathematical attributes (e.g. scale and coordipated artistic aspects
may all be included in geographic indexes. Geogcaphdexers

frequently have specialized knowledge or experianceartography or

geography.

Book indexing

Book indexers create indexes in order to provideess to detailed
information about the contents of books. All tymésionfiction books,

including textbooks, multi-volume works, techniecaports, and annual
reports, have back-of-book indexes. Indexes areralguired for online
books, PDF books, and ebooks.

L egal indexing

Legal indexing is categorising legal informatiorsed on its form and
content. Legal indexers are knowledgeable aboul lpgnciples and

classification, and they can transform the clasaiion into a searchable
index. Legal indexers specialise in consolidating apdating existing

indexes, as well as preparing cases and tablegjistdtion.

Periodical and newspaper indexing

Indexes to individual articles and other items eémiaised publications
can be found in periodicals and newspapers. Manyogieal and
newspaper indexes use a regulated vocabulary toreetisat terms are
used consistently year after year. Periodical aedspaper indexers
ensure that readers can get a quick overview ofigkiges mentioned
during the index's lifespan. Annual and cumulativewspaper and
periodical indexes are available.

Pictorial indexing

Users can find relevant images in collections adtpgraphs, artworks,
videos, and films using image indexes. Pictoridleixers are experts at
recognizing and describing images in collections.

Subject Gateways

Indexers are also active in innovative electromdexing techniques.
Online information is one area where indexing isdming increasingly
important. On the internet, indexers develop subgateways that
classify links to relevant web pages.

Website and metadata indexing

Despite the proliferation of automated search esggilmuman indexers
are still required in a number of ways to improgeess to content on the
Internet. Website indexes can be constructed istifle of back-of-book
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indexes or as hierarchical pages that both linkatlly to the essential
information. They work in conjunction with othervigational tools like
site maps and search engines. Metadata indexerstarsgard elements
similar to those found in database indexes andarybicatalogues to
improve the precision of access to web articlesegrch engines.

In general, indexes have been classified accoririgeir arrangement,
purpose, or even specific subject area. Author xedg alphabetical
indexes, categorised indexes, cumulative indexestéd indexes, and
other types of indexes are available.

3.1.1 Author Indexes

Author indexes are usually alphabetical indexe$ hie names of the
individuals or corporations responsible for the kgoror documents

indexed as headings. Persons, organisations, goeatnagencies, and
universities are primarily accountable for the lietgtual content of the

documents, according to the entry. These entrige gsers a quick

reference to the document or work's title and stbjeuthor indexes, in

effect, serve as a guide to the titles and subjgfcpapers. Users, as we
all know, typically approach literature from theggective of the authors.
This is the information they have about the docuntleat needs to be
retrieved. It's worth noting that author indexe®wstl be developed

according to some clearly defined guidelines so kbg decisions about
authorship are made consistently. The number oesatiowed per entry

in the case of multiple authors, the alphabetstittebe used, and the form
of author names (full names or initials, authossage of pseudonyms,
etc.) are all examples of such decisions.

3.1.2 Periodical Indexes (you havetreated thisunder periodical
and newspaper indexing)

Periodical indexes are listings of periodical degsan which citations are
entered by subject or in a categorised mannersangetimes separately
or in a single alphabetical order under the auwshoames. They can be
broad, focused on a single academic topic or gmfugisciplines, or
limited to a certain type of publishing. Periodicatiexes are tied to
journals, as the name implies, and there are twts suf periodical
indexes: individual and broad indexes. Individuatexes are for
individual journals, and are prepared by the joupwblisher, usually
under the direction of the journal editor; broaddres are for a collection
of journals.
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3.1.3 Alphabetical Indexes

The single alphabetical index, in which names amojext entries are
placed together, is one of the most well-known xmuig strategies. Many
individuals are familiar with this type of genegalfrpose and easy index
form. The most popular index style is alphabetindexing, and many
index types follow this structure not only becaiise straightforward to
design but also because it follows a well-knowrtgratthat people are
familiar with. According to Cleveland & Cleveland(01), alphabetical
indexes are based on the ordered principle ofdtiers of the alphabet
and are used to organise subject headings, crimemees, qualifying
phrases, and primary headings. All of the entriesaphabetised and
include subject words, author names, and locatemes. In order to
ensure its successful use, alphabetical index gorstions frequently
include some aspect of classified order and vicsave

3.1.4 Classified |ndexes

This is an index with items organised into headihgs indicate hierarchy
divisions and sub-divisions, as well as classesdas the subject matter
being indexed. It is not organised in the tradioalphabetical order;
instead, it is organized hierarchically, startingfveonnected themes and
working down to the particular. It's a method ofamising information
by classes or subject titles. Users who are acoetoto using
alphabetical indexes find categorised indexesatiffito utilise because
the technique arrangement is unfamiliar to thens. ¢rucial to highlight,
however, that for readers who comprehend the lukical breakdown of
vocabulary provided by classified indexes, seagglsneasier and more
straightforward if users want to conduct generarcees because the
breakdown of terms is frequently displayed.

3.1.5 Faceted | ndexes

A set of sub-classes is created for a major classilgject using faceted
indexing based on a single attribute that thegladire. For example, the
major class or subject area "People"” can contdirckasses based on age,
such as "children,” "adults," and "elderly."” Facktedexing, in essence,
accentuates one side of something that has numesthes sides.
According to Cleveland & Cleveland (2001), everpjsat is not a single
Section in faceted indexing, but rather a collettiof aspects;
consequently, a faceted index attempts to discallesf the individual
aspects of a subject and then synthesis them iayalhat best describes
the subject.

A faceted indexing system is a type of controlledhlgsis in which
concepts are organized into categories by conrgettteam to other related
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fundamental concepts. This means that during imdgXaceted indexes
are pre-coordinated. It's a synthesized system #faivs for the
accumulation of terms.

3.1.6 Internet and Multi-Media | ndexes

Although it may be difficult to locate or identifn internet index, they
do exist in electronic form, allowing users to sbain a non-linear
manner. They exist in automatic and implicit formather than in the
precise form that we are familiar with. They areoimmonly called
indexes, but they perform indexing functions thistva users to go to
what they want utilising electronic nodes and libksween nodes; online
indexes must be further improved due to the vaghdance of internet
resources, which is a difficulty. Librarians andéxers have advocated
for the structuring of internet resources beyondaah&ta. Images, audio,
and textual elements are all included in the nmakdia index. The task
of indexing this multi-media information seems imeountable,
however, there is a need to create and refine theska's indexing. The
information format of the 21th century is becomingreasingly multi-
media, and it is becoming increasingly important ah types of
communication systems.

3.1.7 Word Indexes

Word and name indexes, also known as concordaaceg)dexes to the
specific names and words used by the author, anddlosely represent
the information and concepts that the author haehimd when writing
the book (Cleveland and Cleveland, 2001).

The terms employed in word indexes are the spdeifios or words that
point the user to the subject and its location mitthe context of a
publication. A word index is a collection of ter@sd names that appear
in a work or document, organised alphabetically aittl a reference to
the page number(s) on which each word or name appethe text. Aside
from the general index or the subject index, nbbabks or documents
have a distinct word index. The word index is dithe back matter of a
single volume book, but it is normally found at gwnclusion of the last
volume in a multi-volume work.

3.1.8 Cumulative I ndexes

This refers to indexes that aggregate the entries ftwo or more
previously produced indexes into a single sequesaeing users time
when looking for information. A cumulative index & collection of
indices that reflects the essence and impact ¢fegad data. Over time,
it combines set indexes. Journals, as well as&iggsential publications
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in discrete volumes, typically use cumulative ine@xProduced by a
group of indexers who came together due to the tatp of creating
cumulative indexes and the possibility of mergingdexes from
established works spanning decades.

You have done a lot of work here, but it can s#llsimplified if you break
them down according to:

Type of material indexed, e.g, book, periodical aadn
By physical form e;g, printed, computerised
By arrangement e.g alphabetical and classified.

3.2 Indexing System

There are two different types of indexing systemilable, pre-

coordinated and post-coordinate indexing. It's twarbting that when
concepts are joined or coordinated to generate koabgpd subjects, the
searcher may be the one to do so.

3.2.1 Pre-Coordinate I ndexing System

Pre-Coordinate indexing is a method of indexingvimch the indexer
combines several ideas to construct subject headorgdescriptors
allocated to documents to aid the retrieval of imfation on compound
subjects. The coordination of entries is done wthke index is being
created. It is a method of indexing in which anexer breaks down a
complex subject into its constituent parts and thesembles these parts
in a predetermined sequence, such as entriesditigral classified and
alphabetical subject catalogues. A subject desgripg chosen to
represent a document in pre-coordinated indeximg, i& acts as the
document's principal term among other terms. Ortbetferms serves as
the lead term, with the others working in tanderniwi Before searching,
the user does this coordination; as a result, #ex is able to locate
materials that are available on a specific subjéstalso a good idea to
look for additional topics that are relevant to thee you're studying.
The user is given the entire context of a subjacpiie-coordinated
indexes. The classified catalogue, for exampleansexample of pre-
coordinate indexing in the field of transportationptor vehicles, and
buses. It's normally arranged in the manner ofsttfeeme used for the
Library's shelf organisation strategy.

You can enrich this section by being more practiEa, give examples

of compound subjects and discuss how the indexersetect a lead
among the terms. Boost it up with examples fromlgext heading list.

28



LIS 306 MODULE 2

3.2.2 Post-Coordinate | ndexing System

Post-Coordinate indexing is a style of indexingwhich the subject

headings or descriptors supplied to documents septesimple notions

that the user must integrate while searching flmrmation on compound

subjects. It is an indexing system in which theex®r breaks down a
complex subject into its core concepts, but theseepts are not joined
until the search step. Out of the constituent cpts;epost-coordinate

indexes are offered. The user or searcher mushel@ambination or

coordination procedure in accordance with his odeenands at the time.
Multiple concepts in a subject are split down isilagle concepts, which

the user or searcher subsequently combines totfegrpage. In essence,
there is no main or lead term because each temdstlone and can be
mixed based on the user's or searcher's intefestsresult, coordination

occurs at the time of searching.

40 CONCLUSION

The extent to which indexes follow this procedu@nt familiarisation
through content analysis and translation could wélience the index's
guality. Indexing strategies follow a process thatessitates indexers'
professional competence. It is a highly plannedgse that necessitates
the organisation and orderly skills of indexerse Tidexing system, on
the other hand, refers to the process of assigsifgect headings or
descriptors to documents. The purpose of a prepadsk, whether it
uses the pre or post coordinate system, is to erteat documents are
simply accessible and that user frustrations aremised.

5.0 SUMMARY

The manner of organizing for many types of indeiseslphabetical.
Alphabetical indexes are the most popular somdéx, and they provide
consumers with an appropriate tidy layout. The alyghical format is
used in books, word and author indexes, and s&lassified indexes,
cumulative indexes, faceted indexes, and periodincidxes, as well as
our indexing system, were also described in theige. It's critical that
you can tell the difference between the types déxes that are used.

6.0 TUTOR-MARKED ASSIGNMENT
Give a thorough description of Classified Indexes.

1.
2. What is the relationship between author and wodéxes?
3 Give an explanation for each of the following:

a. Alphabetical indexes
b. Internet and Multi-media Indexes
C. Faceted Indexes
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d. Periodical Indexes
e. Briefly explain the types of indexing systems
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1.0 INTRODUCTION

Indexing Language is a set of words used to desdhle content of
documents or books in order for information userBrtd documents in a
library. Because both the indexer and the userfamgliar with the
language, they both use it to describe documendstie®al becomes
easier as a result of this. It is the terminologgdiin an index to define
the subject or another part of the information acument. It's a method
of identifying or designating the subjects in auloent.

2.0 OBJECTIVES
By the end of this unit, you should be able to:

explain the meaning and nature of indexing |aggu
explain the following sorts of indexing language
natural language indexing

indexing language for free

indexing language with constraints

explain why regulated vocabulary is important.

3.0 MAINCONTENT

3.1 Natureof Indexing Language

Indexing Language is a set of words or a set ofiwoised to describe the
content of documents or books in order for infoipratusers to find

documents in a library. It is the terminology ugedn index to define the
subject or another part of the information or doeutn There are three
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types of indexing languages: free, natural, andileggd indexing. An
Indexing Language is more than simply a collecbdimdex phrases or
descriptors that information users may understaralso includes ways
for organising and using terms. The use of stam#aimcabulary terms
might lead to linguistic ambiguity. Language indexiallows users to
distinguish between terms, eliminating ambiguityha language. When
the indexer and the user are familiar with the legg of the index, itis
easier for the user to utilise and manipulate ¢teaval system.

3.2 Freelndexing Language

Any word or term that fits the subject of the do@mnhcan be used as an
indexing term in free Indexing Language. The indexethe computer
may assign the term. It's more common when it caamesmputers. The
words that can be used as index terms are notklimikhe indexer can
choose the terms to use from the text being indexethe computer can
choose the terms in an automatic method. In frdeximg, the indexer
starts from the beginning and builds up the teifhgy choose the terms;
they have complete freedom to use whatever wordy think are
required to express the intended meaning and dulgestent of
documents. In terms of the meaning of the wordkertext, the indexer's
knowledge and background are crucial.

3.3 Natural Indexing Language

The wording of the document is closely followedidgrindexing. It's a

sort of open-source indexing language. The termsaasigned by the
indexer/computer depending on the language or atystracts, or other
information provided to it. The indexer uses thaaxwvords or phrases
used by the document's author. This method of imgexaccording to

Aina (2004), tends to disperse papers on the samged, especially

when the authors use different terminology. Thengelare chosen or
retrieved from the text with the assumption tha wWriters used words
that are relevant to the subject field; interactwigh consumers in a
common language.

34 Controlled Indexing Language

The indexer is in charge of picking terms and eiserg control over the
use of words or phrases designated as indexed terrtites form of

indexing language. He accomplishes this by attacliocepted index
words to terms that have been listed. The termd aeepermitted for use
in controlled language indexes, as noted in theTise indexer chooses
and assigns terms to documents based on this prerdeed list of terms.
These terms are subject descriptors drawn fromeadetermined and
standardised collection of terms. To verify thae tterms used are
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consistent, the indexer reviews this standard disterms. The topic
heading lists and thesauri, which are alphabetiksiings and
classification schemes that assign notation toestilnjames, make up the
list sometimes referred to as the "Authority Listridexers select
appropriate phrases from the vocabulary store thioaity list to establish
the topic matter of documents. He chose the sublestriptors from a
controlled vocabulary that defined the documenitb@'s concepts.

3.5 Purpose of controlled Vocabulary

Natural or free indexing language allows for a Heptt expression that
allows for excellent communication, but it also hasemantic complexity
that allows for faulty comprehension. The unrestdcuse of language
creates problems that are not immediately appaBatause of the wide
range of word possibilities, readers may struggldind what they're
looking for. As a result, a variety of controlledocabularies, such as
classification schemes, topic authority files, ahdsaurus, have been
developed. Controlled vocabulary solves a numbsenfantic issues and
allows for the identification of generic links. gtoups related concepts
into a single index phrase so that they aren'teseat over the index under
several synonyms. According to Cleveland and Chwtl(2001), the
controlled vocabulary has the following charactersssince it takes both
the indexer and the user to the same locationarsyistem:

) It gives a guide to the index user by re-presentiteggeneral
conceptual structure of a subject area.

o The terms are obtained as precisely as feasibietine user's own
technical usage, and they closely reflect theditee vocabulary.

o It provides a standard vocabulary by restrictiggasmyms and

near-synonyms to promote consistency, and it usgg@anumber
of pre-coordinated phrases to prevent false drops.

o It clarifies unclear terminology when necessary.

° It enables horizontal and vertical relationshipswieen terms
using cross-references.

40 CONCLUSION

As a result of the above, you should appreciateséthee of free/natural
language over controlled indexing language. Baoghridexer and the user
benefit from indexing languages because both grea®d to be fluent in
the language. Controlled vocabulary and thesaudisnaensuring that
indexed terms are constantly consistent and adbestandardisation.
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50 SUMMARY

The features of indexing languages, the realitieba® indexing, and
natural indexing languages were all clearly addr@ s this section. The
importance of controlled vocabulary, which emphesisontrol over
terms chosen as indexed terms, as well as its pergod qualities, were
discussed. Thesaurus construction, its featured, the construction
technique were all thoroughly detailed.

6.0 TUTOR-MARKED ASSIGNMENT

1. Examine the characteristics of indexing languages.

2. Compare and contrast the characteristics of cdatr@nd natural
indexing languages.

3. What are controlled indexing languages and howadouse them?

4, What distinguishes controlled vocabulary from otliygpes of
vocabulary?
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1.0 INTRODUCTION

The indexing techniques are integrated into thgestdeading up to the
construction of the index, which acts as a poitethe contents of the
documents. When used effectively, the strategiegige index terms or
descriptors of topic intent, decreasing the effortime required by a user
to locate information of interest in a documenser of documents.

20 OBJECTIVES

By the end of this unit, you should be able to:

. explain the significant details of the indeximgcess

. identify and explain the stages of the indexpngcess

. explain the exhaustiveness and specificity i timdexing
processes.

3.0 MAINCONTENTS

3.1 Thelndexing Process

The indexing process aims to detect data recordadecord and organise
the links to that data into a searchable file. Tin#exing process is
meticulous and demands time. The process yields@ex that lists

subjects and their applications for documents. Iithe index serves as
a link to the information in the document. A goodex is the result of a
professional activity performed by indexers witle thecessary training
and expertise. It is not a job for the faint of iedhe indexing process

36



LIS 306 MODULE 2

entails processes and techniques that have beztufied and perfected
over decades and that can be mastered.

A professional indexer analyses or scans the tegaoh document to
assess its content, after which he selects apptepheaders, such as
persons, places, or subjects, to enable retri®yadonyms are then used
to create cross-references, and the entries aemiaeyl alphabetically,
numerically, or categorically. This had evolved otme in an open-end
index design.

Indexing can be done by a person, a machine, ¢r. Bdie following is
how Cleveland and Cleveland (2001) described theergd process or
techniques of indexing:

o Determine which themes in the item are relevatitéadocument's
intended audience.

o Determine which subjects best capture the document
information.

o Choose terms that are as close to the terminoleggt un the paper
as feasible.

o Organize references to material that is spreadugirout the

document's text.

o Create related headings by combining headings @alteadings.

o Use see references to direct users looking fornmésion under
terms that aren't being used to terms that aregghesad, as well as
to similar terms with see also references.

o Organize the index into a logical sequence.

Indexing information packages entails a numberot@dures. However,
Hjorland (1992, 1997, 2007) described some of teehlmanisms that are
involved in indexing.

o Subject Analysis

The initial stage in indexing is to determine thecuiment's
contents. The indexer would assess the subjecematterms of
answers to a set of questions such as "Does thergot deal with
a specific product, condition, or phenomenon?" whenually
indexing. Because the indexer's knowledge and epes
influence the analysis, two indexers may examire ¢bntent
differently and hence come up with various indexdgo This will
have an impact on retrieval success.

o Term selection
The subject analysis is translated into a collectbindex terms
in the second stage of indexing. Extracting froe document or
assigning from a controlled vocabulary are two @mi With the
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capacity to conduct a full-text search being widehgilable, many
people have learned to rely on their own expertiseonducting

information searches, and full-text search has griovpopularity.

The importance of subject indexing and its expetefessional

indexers, catalogers, and librarians, in the omggion and

retrieval of information remains undeniable. Thesgerts are
familiar with controlled vocabularies and can lecatformation

that cannot be found by a full-text search. Exparalysis to

develop subject indexing is difficult to comparethie expense of
technology, software, and manpower to produce goeoable set
of full-text, fully searchable documents. Sociagjgang has grown
in popularity, particularly on the web, thanks tmovative web
tools that allow anybody to annotate content. Ciesghe

information revolution, one indexing applicatiohetbook index,
has remained mostly intact.

Convert theKey Termsinto Thesaurus
At this stage keywords are converted in thesaundgating a
relationship among terms:

This might include: Broader Term (BT), Narrower mefNT),
Related Term (RT), Used For (UF). Converting keymt into
thesaurus terms is very important in index consitva@s it allows
easy identification and retrieval of terms.

Extraction indexing

The topic of linguistics, according to Paolillo (@), includes the
study of the meaning embedded in natural languggeession, as
well as the belief that common expressions arenaftd reflected
in their literal meaning. Extraction indexing isetlprocess of
extracting words from a document. It makes use atunal

language and lends itself well to automated prow=sigsuch as
calculating word frequencies and using those tkaeed a pre-
determined threshold as index words. A stop-lishvdommon
words like and would be referred to, and such stopds would

be excluded as index terms. By indexing single waedher than
phrases, automated extraction indexing may resulhe loss of
meaning of terms. Although it is easy to extraaqtrently

occurring phrases, it becomes more challenging vegmficant

concepts are expressed in words that are inconsistghrased.
Even with the usage of a stop-list to eliminate own terms like
“the," automated extraction indexing faces the d@stwat some
frequently used words may not be effective for dismating

between documents. The phrase glucose, for exampikely to

appear frequently in any paper relating to diabefssa result,
using this phrase will likely yield the majorityf, mot all, of the



LIS 306 MODULE 2

documents in the database. Post-coordinate indexmngvhich
terms are merged at the time of searching, woskkle this effect,
but the searcher, rather than the information gsaémal, would
be responsible for linking acceptable terms. Funtoee, concepts
that are used infrequently may be quite importaat.example, a
new medicine may be discussed infrequently, butniheslty of
the issue makes any citation essential. A relafreguency
approach, in which the frequency of a word in auwtoent is
compared to the frequency of the database as aewiwlone
method for allowing rarer terms to be included anchmon words
to be rejected by automated processes. As a resulbdex term
could be a term that appears more frequently inaughent than
would be predicted based on the rest of the databalsereas
phrases that appear equally frequently throughoit be
eliminated. Another issue with automated extractirthat it
misses when an idea is mentioned but not speaifi¢ide text by
an indexable term.

° Index Presentation
The final step in the indexing process is to areathg entries in a
logical order. It's possible that this will entliiking entries. In a
pre-coordinated index, the indexer considers howser would
frame their search when determining the order irciwkerms are
linked in an entry. The entries in a post-coorcdedaindex are
given independently, and the user can link thernettogy via
searches, which are most typically carried out gissomputer
software. In comparison to pre-coordination, pasirdination
results in a loss of precision.

3.2 Familiarisation

The indexer must have a general understandingeafdbument. Indexers
familiarize themselves with the material by readihg title, preface,
forward, content paper, and so on. They may alsmos# to browse
through the chapters. In the same manner that simaglor immerses
himself in the text, the indexer must be familiathvihe topic material of
documents. The indexer is curious about the contiethe document, and
he examines the texts with great care. When he thigshe must also
consider the user; he must put himself in the sbbdse users.

Indexers must learn to assess the general purpospe, and intended
users of documents in addition to generating keg&drom the text.

Familiarisation entails cognitive processes invadvithe indexer who
generates information and the applications ofitifatmation, in addition

to understanding the text coverage of surface rnahter
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3.3 Content Analysis

The indexer employs his expertise and judgmentémtify the topics
covered in the book or document during the analst@p. The stage is
mostly determined by the indexer's intuition ang@erience, as well as
the index's anticipated application. The topicssemoshould reflect how
the index will be used, as well as the documewt's tocus. The indexer
must choose whether or not to index minor or seapnilems.

At this point, the indexer is examining the suhjé€ldie chosen index
terms are thought to be reflective of the origiagicle or work. It is
important to note that the amount of time spentraanalysis will be
determined by the type of the book or document @l @ the indexer's
experience. The index adheres to guidelines sttt Iigrthe indexer or the
organization for which he or she works. These ralgbne which content
descriptors should be used and which should bededoiThe content
examination is made easier by an indexer's fantyliarnth the discipline
in question. In a circumstance where terminologggesis restricted, the
indexer will not use the words directly or as anpaif access. Rather, the
phrases will be converted into the system's indglamguage, which is
the same language that the indexer and informagancher utilize. The
Library of Congress Subject Heading List (LCSH) dnel Sears List of
Subject Headings are two examples of controllechkataries (SLSH).

3.4 Trandation

The indexer selects terms from an indexing vocalputhat fit the
concepts to be indexed during the translation stEpassigns subject
descriptors from a controlled vocabulary or languagth which the
field's users are familiar. However, if there is negquirement for
vocabulary control, such as in book indexing octtmic indexes, the
translation stage may not be required. The subjealysis is transformed
into a list of index terms. Extracting from the dagent or assigning from
a controlled vocabulary are two options. With tlapacity to conduct a
full-text search being widely available, many peopave learned to rely
on their own expertise in conducting informatiomarsfes, and full-text
search has grown in popularity. The importanceubfect indexing and
its experts, professional indexers, catalogers, Hm@rians, in the
organisation and retrieval of information remainsieniable.

3.5 Depth of Indexing

The two aspects of indexing that are connected épthd are
exhaustiveness and specificity. The depth of intgis a result of these
two factors. The phrase "exhaustively" refers  itidexer's use of all
possible terms for a given document. Several inderds will almost
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certainly be assigned to such papers, but it isigkto note that this does
not necessarily imply exhaustiveness. It is widagsumed that if a
document is fully indexed, it will be easier todibecause it contains a
larger number of terms. Index exhaustivity canfiiected by a variety of

factors, including corporate policy, money, timegddhe user's needs.

The term "specificity” refers to how precisely indes have described
documents. The degree to which a topic is pinpdimtea hierarchical
tree of terms by a particular term. The more pee@sterm, the more
precise the search result. To put it another wagrenof the things
returned will closely match the user's query keyisor

40 CONCLUSION

The phases or processes of indexing are referresd techniques. This
Section looked at indexing, which was describec dasne-consuming
process requiring orderliness and patience onrttlexer's part. In the
familiarisation stage, the indexer must be acqedintith the document.
While content analysis focuses on assigning releteams to documents
and picking terms that match concepts to be indés@d a regulated
language, translation focuses on assigning releteants to documents
and selecting terms that match concepts to be edlex

5.0 SUMMARY

The Section has demonstrated that indexing stesegilow a process
that necessitates indexers' professional compet#nsa highly planned
process that necessitates the organization andlysiaéls of indexers.

The extent to which indexes follow this procedu@rf familiarization

through content analysis and translation could wdéllence the index's
quality. Overall, it is critical that the process$ indexing documents
results in exhaustivity and specificity.

6.0 TUTOR-MARKED ASSIGNMENT

1. Give a thorough description of the indexing procedu
2. List the general indexing processes to be followed.
3 Discuss the stages of indexing.
o Familiarisation
o Analysis of Content
o Translation
4. Explain the terms "exhaustivity" and "specifj€ias they relate to
indexing.
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1.0 INTRODUCTION

A bibliography is a list of reference materialsc{uding any type of
information; text, music, paintings, video, ettt elucidates the type,
nature, and other detailed information based omthterials' name, date,
location, and genre. The process of creating, exgihg, preserving, and
using data on information resources is known a$idgitaphic control.
The organizing of library items to enable discoyempanagement,
identification, and access is known as bibliographcontrol.
Bibliographic management is as old as libraries] aar contemporary
practices are direct successors of 19th-centumarignship. Formal
bibliographic control has existed for thousandsyeérs, but it was
only in the 19th and 20th centuries that modernregpphes were
established and implemented. This time was defibgda set of
cataloguing codes. These codes governed the cahstmuof library
catalogues, which were first printed in books, tbarcards, and lastly
in electronic formats, such as Machine-ReadablalGging (MARC).
The introduction of shared cataloguing programsirguithis time
allowed for the development of resource-saving cepyaloguing
processes. Cataloguing networks such as OCLC ar@ Rctilitated
the growth of such programs. The notion of bibleygnic control
advanced during the 20th century, culminating ie #arly 21th
century Statement of International Cataloguing Elgles and IFLA's
Functional Requirements for Bibliographic Recordéich included
the 1961 Paris Principles (FRBR). Bibliographic tohbegan to be
applied to newly invented electronic media as "rdata" toward the
conclusion of the century. The current trend is doHlaborative and
multinational approaches to bibliographic contmtbntinue to grow.
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2.0 OBIJECTIVES

By the end of this unit, you should be able to:

) explain the meaning of bibliographic control
o identify and explain the areas of concern for ligptaphic control
) explain the functions of bibliographic control.

3.0 MAINCONTENT

3.1 Bibliographic Control

A bibliography is a list of reference materialsc{uding any type of
content; text, music, paintings, video, etc.) #latidates the type, nature,
and other detailed information based on the madserizame, date,
location, and genre. Bibliographic control comesa wariety of forms.
The organising of library items to enable discoyenyanagement,
identification, and access is known as bibliographcontrol.
Bibliographical control is a broad phrase that enpasses a variety of
bibliographic tasks, such as standardising bibapgic descriptions and
distributing union catalogues (Keenan, 2000). Itthe process of
identifying, describing, analysing, and classifyilgpoks and other
communication materials so that they may be effityeorganised, kept,
retrieved, and used as needed (Infoplease, 20t@)ographic control,
on a national level, is a system that allows far ttlentification and
placement of information sources within a countiytsders (Snyman,
2000; Retha, 2000).

If we can quickly locate complete and correct infation on all the items
that may be requested for any distinctive body raftped literature of
theme, or a physical or literary form - we say thatbibliographic control
for that collection of documents is good. Howewsen when applied to
a subject with a limited extended range, bibliogreal control is rarely
perfect in reality. It would be tough enough to mtain bibliographic
control if it just applied to writings that wereipied as separate entities.
It also applies to articles in journals and chagptersections of books with
many contributors that are released as distindligations. These hidden
contributions to knowledge may thus be really valaabut they may be
disregarded when they would be especially usefbiifiographers did
not take the initiative and work so hard. The mgstef written or
published records, which is and for the offeredhbypose bibliography,
is referred to as bibliographical control. The tébbliographical” refers
to the use of bibliographies to gain access tamétion. Bibliographical
control is concerned with the location of inforne&tisources or items, as
well as the speed with which they can be foundaAgsult, librarians
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should have access to comprehensive records ofrhemgisation and
culture, as well as the ability to efficiently orgse them for use. In order
for national bibliographic control to be effectivehe following
requirements must be met:

A depositing rule.

Supporting committees and investigations

A regulatory, controlling, and advisory body

Supporting committees and investigations

A diverse set of bibliographic resources addressiagy aspects

of the nation's recorded heritage

Adherence to national and international regulaticas well as

technical advancements (example, computerizatise, af the

internet)

7. Institutions, consortia, professional organizationterest groups,
and competent and devoted individuals at a natieval

8. Research initiatives and programs

9 National bibliographic control literature reporting

arwndPE

o

If we can find comprehensive and complete knowleslgeut a country,
a subject, or a physical or literary form in angtofictive body of printed
materials, we can claim that the bibliographicahtcol of that set of
papers is very good. However, bibliographical contf all forms of
materials is quite difficult in practice, as we akealing with not only
published or printed materials, but also parts afemals, journal articles,
and any other type of published or unpublished rmet®©nly after World
War Il did bibliographical control become effectioe apparent, thanks
to UNESCO's efforts to encourage all countries adothe world to
publish national bibliographies. The formal evdmittis regarded as a
watershed moment occurred in 1974 when the IntemaltFederation of
Library Associations (IFLA) declared Universal Bdgraphic Control as
one of its key programs. Some of the constrainkstdiographical control
have been overcome in the last decade or two thartke usage of online
computerised bibliographic records. Subject, fopmygical and literary),
place, period, breadth (a bibliography can be sigkor thorough), and
the quantity of data provided in individual entrage all important aspects
in bibliographic control. If all of the subject a® are taken into
consideration, the number of bibliographies willds®@rmous. However,
in fact, this must have some restrictions becaubkerwise, its usage
would be impossible. As a result, concise biblipdpas on a wide range
of topics are generated for use purposes, makiagtiblications more
accessible.
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3.2 Functions of Bibliography
Rogler (1983) stressed that bibliographic conted kix major functions:

1. Recognising the existence of a variety of inforimatiesources as
they become available. Before an information resewan be
found, its presence and identity must be known.

2. Identifying the works that are contained withinas part of such
information resources. Multiple works may be stomec single
package, or one work may span multiple packaggseraing on
the level of granularity necessary.

3. Collecting these knowledge resources in librariasshives,
museums, and internet communication files, amonberot
repositories, in a systematic manner. In other wopdtting these
items into collections so that they can be usefihe user.

4. Creating a list of various information resourcesttliollows
standard citation guidelines. Library cataloguexjekes, and
archival finding aids are examples of retrievakaid

5. Providing access to various information resourgesdme, title,
subject, and other relevant information. There &hde several
access points if there are different methods td &n item. There
must be sufficient metadata in the surrogate redordisers to
locate the information resource they want. The istescy of
these access points can be achieved by authontyoto

6. Providing a mechanism for locating or copying eadbrmation
resource. The Online Public Access Catalogue (ORAG)raries
can direct users to information (such as a calllmemnand indicate
whether such an item is available.

3.3 Typesof Bibliographic Control Tools, Include Databases,
I ndexes and Catalogues

3.3.1 Bibliography of Bibliographies

These are bibliography lists that assist userl@cting bibliographies.
They assist with the tracing of bibliographies. I®igraphic control of
bibliographies is problematic for a variety of reas. The key reason is
that there are a large number of usable bibliogespAAside from that, it
can be difficult to determine whether a bibliogrgpin a given topic
exists and is appropriate for a specific user, afl as whether it is
worthwhile to obtain it if it is not in stock. THmal factor is the expense,
as major bibliographies are costly to purchase stode. As a result,
bibliographic management of bibliographies is spo& well-known
publication The World Bibliography of Bibliograplsidy Besterman is
currently out of date. As a result, the user's amggon is H.W. Wilson's
half-yearly Bibliographic Index 1937. Walford's @gi to Reference
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Materials and Sheehy's Guide to Reference Booktwaitomany of the
main bibliographies now in use. Many of our biblaghical queries may
be fully supplied by internet databases in the ngare.

3.3.2 Universal Bibliographic Control

At the worldwide level, document bibliographic cantthas always been
a challenge. Librarians have been concerned abhaiptoblem, which
has gotten worse over the previous five decaddseaslume and variety
of publications has increased dramatically. Théative to compile a
Universal Bibliography was previously noted. Asesult, there are no
known universal bibliographies. However, followingwIl, UNESCO
took the initiative and underlined that if all canes maintained their
current national bibliographies, it may lead tobgllty effective control
of publications. Despite the passage of time, mgtlsolid has resulted
from this. The IFLA-sponsored Universal BibliograpiControl (UBC)
program, which began in 1979, emerged to be faeraathentic because
it was based on the recognition that efficientibdpaphic control must
begin within individual nations and that the tramsbf bibliographic
information on them is fostered by treaty on bigtephical depiction.

3.3.3 History of Bibliographic Control

The concept of bibliographic control as we knowatw is quite new.

Libraries in the Middle Ages retained records ogithholdings, and

ancient civilisations inscribed lists of books otdblets. Multiple copies
of a single book could be printed fast after thatprg press was invented
in the 15th century. A German librarian named Joh&rtheim was the

first to construct a chronological bibliography kwin alphabetical author
index. In the next century, Konrad Gesner folloviedis footsteps by

publishing an author bibliography and subject indele added an
alphabetical list of authors with inverted namekligobibliography, which

was a novel method. He also mentioned differentlisge of author's

names, which was a predecessor of authority corAaradrew Maunsell

further changed bibliographic control by proposititat a book be

searchable by the author's surname, the book'sdubnd the translator.
Sir Thomas Bodley was interested in a cataloguarosgd alphabetically
by the author's last name as well as subjectdjstin the 17th century. In
1697, Frederic Rostgaard proposed subject divisimamsed on both
chronology and size (whereas previously, titleseasrted just by their
size), as well as a subject and author index by nasne, and the
preservation of word order in titles based on ithe page.

France's government was the first to issue a ratmode giving rules for
classifying library collections following the Fram&evolution. Anthony
Panizzi produced his "Ninety-One Cataloging Stadsla1841) at the
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British Museum Library, which effectively served the foundation for
cataloguing rules in the 19th and 20th centuri®80 and Dublin Core
are both based on Panizzi's "91 Rules." Charlede@ett employed
Panizzi's "91 Rules" at the Smithsonian Institutionnging Americans
into the field of cataloguing, which had previouslgen dominated by
Europeans.

40 CONCLUSION

Bibliographies are useful tools for tracking dowrdadentifying diverse
publications. They also aid in the discovery ofadat publications.
Bibliographies are expensive because they neegnifisant amount of
effort, time, and money to prepare. This has aoll#i impact because,
by their very nature, they tend to attract primyaiiistitutional buyers.

50 SUMMARY

The Section has demonstrated that bibliographidrebrs critical for
library work and for research scholars to compilegédr studies. They can
also be used to identify papers, determine thessgmce, and choose
content for libraries. As a result, they must benpcehensive and
available in a variety of formats, including unisal, national, trade, and
subject bibliographies.

6.0 TUTOR-MARKED ASSIGNMENT

1. Give a detailed account of the bibliographictoain
2. Describe the six most important roles of bibtagghic control.
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1.0 INTRODUCTION

Computerised indexing is the process of indexirigrmation resources
using electronic equipment, specifically comput&smputers are being
used for indexing more and more these days. Todayexers are well-
versed in the most up-to-date software and geae fBtevance of
computers and other technology in the indexing @sscis now
recognised by indexers. This section covers autednatiexing methods,
computer use as a tool for indexing, various indgxsoftware, and the
impact of technology on indexing.

2.0 OBJECTIVES
By the end of this unit, you should be able to:

identify and describe automated indexing methods
discuss the use of computers as an indexing tool
develop skills for computerised indexing

identify indexing software

describe how the internet affects indexing.

3.0 MAIN CONTENT

3.1 Concept of Computerised Indexing

Automated indexing is the use of computer otheateel technology in
indexing activities. Computerised indexing is th@gess of using a
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computer to process natural language text extradhat is already in
machine-readable form in order to assign indexergns to its content
without the need for direct human interaction. THeavelopment has
brought a lot of transformation into indexing attes and practice.

3.2 Automated Method of Index Production

Automated indexing is the use of computer otheateel technology in
indexing activities. This development has brouglut &f transformation
into indexing activities and practice. There arepaterised indexes for
keywords in context (KWIC) and keywords out of @it (KWOC)
under the automated indexing method. Permuted ewlexe another
name for them. These are non-traditional indexedhniques; the more
common ones include classification schemes andesubpadings. The
concept behind keyword indexing is that specifigvkerd are good tools
for accessing information. The essential assumpsidhat indexing can
be done using words rather than concepts. It glsoabes on the concept
that keywords can be created from abstracts orntdk@mm book or
document titles. The substance of a keyword aidsdefining or
explaining its application in order to direct sdwacs to the correct article
or paper. The KWIC index is most commonly used wiiles, although
it can also be used with abstracts or older tagsyell as manually with
word additions and deletions. The following are K3l advantages:
Putting objects into the system requires veryelitit no mental effort. All
that is required is for the titles to be producecliectronic form so that
the machine can develop and print appropriateentuickly.

You can give an example of a KWIC index and thaKéfOC, so that
students can easily differentiate them. E.g.
KWIC index
Why myhorse doesn’tdrink (full title)
Doesn’'t drink why my (Index terms highlighted in the middle)
Why myhorsedoesn’t
KWOC index

drink Why my horse doesn’t drink
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horse Why my horse doesn’t drink

Works by separating the keyword from the title
Example-Title: Computerisation of Libraries in ladi

FORMAT1

COMPUTERISATION Computerisation of librariedndia 1289
INDIA Computerisatiofiibraries in India 1289
LIBRARIES Computerisation bfdiries in Indian 1289
FORMAT 2

COMPUTERISATION

Computerization of libraries in India 1289
INDIA

Computerisation of libraries in India 1289
LIBRARIES

Computerisation of libraries in India 1289

These entries are then filed in an alphabeticalsege in the file of
the KWOC index.

Quick indexes are simple and affordable to credzeks to the usage of
computers. Aside from efficiency and speed, In vilnkhown as enriched
KWIC or KWOC indexes, additional phrases are inellido give more
index entries, and KWIC indexes may be easily updlatith new
contents.It's simple to use; some users prefer an alphadidist of terms
because it's a faster way to find articles thartridditional topic heading
index, which alphabetises articles by the authdhiwisubjects. The
following are KWIC's subject merits: It indexedds as the primary or
single source of information. For example, in Sceeand Engineering,
article titles commonly indicate the substance, nehs content is
revealed less frequently in nontechnical subjects.

When producing articles or documents, authors agedito include at
least six significant words or keywords, as wellirdexing terms. The
indexer can only be as specific as the author all@nd many titles only
give a basic overview of the articles' subject pratin the preparation of
the KWIC index, each document is given a code numbkich may be
an accession number, journal code, or the autharse. Indexers are
limited in terms of exhaustivity by the extent thieh the author includes
details in the title. The data is subsequently redténto a computer,
together with the code number and bibliographienezice information.
The indexer reads all of the titles and tags eaphfcant term, allowing
the computer to produce an entry for each tagged woone of two
ways. By providing a stop list of terms to the cangs, the computer
understands that it will not index the words in gtep list (insignificant
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words as in the stop list). After that, the computeeates an index for
every word that isn't on the stop list. It alsoaages the entries
alphabetically before printing them with their codeimber and
bibliographic reference. Consider the followindetitResource Centre
Facilities for Visually and Print Impaired PeopteNigeria. The terms for
and in are used as stop words. Resource CentrditiescVisually/Print
Impaired, Nigeria are the keywords extracted. Térntis printed in
context, making it easier for the user to locate.

3.3 Computers as Indexing Tool

For years, the indexing community has debated venetbmputers can
perform the duties of an indexer. People have quesi whether a
machine could be an effective indexer. What is kmow that the
computer is a human creation, and its effectivendébe determined by
the human mind's ingenuity. The text of the pael been successfully
transformed into machine-readable form, and alt tkenained was to
program the computer with the right rules in oresichieve the indexing
of our dreams. The computer is, without a doubteiective indexing
tool for the following reasons: Computers are fast, and one of their
selling points is their speed. Is it possible fog human mind to work as
quickly as a computer? The computer's speed alifoilwscomplete tasks
that would be impossible to complete manually. Gbmputer's speed has
made it simple to complete potentially dangerowskdalt has been
claimed that a computer can finish a task in 191ds or less that would
take a human eight or nine months to completeeafgérson worked 24
hours a day, seven days a week, using paper amd péleveland and
Cleveland, 2001).

Computers are programmed to carry out tasks irgi@dborder and are
meant to follow instructions automatically. progwaare stored in the
computer, which then executes the instructions loyjweone. Humans
simply need to enter data into the computer wheréquired, and it will
then carry out its tasks without human interfere@mamnputers are precise
machines that make few errors. It rarely makes mpcdation error,
regardless of how large the data is. It is a trostfny gadget that can be
used by anyone. When people provide the computdr wmcorrect or
erroneous data or instructions, the computer witpss the information
according to the data provided. The computer eragmg rigorous
problem study and will only work on a problem thiaas been
meticulously analyzed and mapped out. The compatethe other hand,
malfunctions when programmers fail to compreherdatoblem at hand.
Before installing a computer, it is critical to lava thorough
understanding of the problem or the system beirtgnaated. Online
database searching, indexing, the construction m@waghtenance of
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thesauri, general reference service, cataloguinigcategorising labour,
and other duties have all been made easier by denspu

Indexing has benefited from the use of computehg. indexer looks for
surrogates that represent the information in tliexed document. But
how effective is a machine at indexing a documeith va lot of
information? A computer can make judgements inateas of number
comparison, character comparison, and machine raystesting,
according to Cleveland and Cleveland (2001). Itstrbasic capacity, and
the limit of its intellectual ability, is to make jadgment based on the
relative magnitude of two integers. The capacita @rogrammer to use
a computer's simple, logical ability determines tbhenputer's decision-
making power. In this analysis, it is appropriaiestate that computers
cannot index on their own, but that they can easibnstruct a
concordance, which is a list of words or phrasekwhere they appear,
but you will agree with me that this is not an ir@ad may not be useful
for someone funding information. No indexing saftes can index books
because book indexing requires the manipulation stnaicturing of
concepts and information contained in documentschvthe computer
cannot and will likely never be able to achieverfany years.

When the text of a document is saved to a comyulisér, however, the
indexing features of applications can easily manaage numbers and
sorting. The main indexing labour will still be doby a human, but his
job will be made easier by the use of software tieps with index
sorting, editing, and formatting. Because humarexmy is a costly
endeavour, indexers' attention has shifted to #e af computers for
indexing. Computers, on the other hand, have shtwibe a poor
substitute for the human brain. Programs that aaserstand natural
languages have yet to be written by programmermatujudgments are
still relied on by computers; no computer has timpetence, and certain
value judgments are essential in indexing and atisbg.

3.4 Indexing Software

The following are the general categories of indg»snftware as defined
by Cleveland and Cleveland (2001):

Computer-assisted Indexes

Embedded Software

Stand-alone Software

Automated Indexing Software ( would be nice xplain the points
outlined by Cleveland 2001 by taking them one d&fterother)

* X X X

The embedding program inserts indexing codes il@ctr@nic texts and
enables text updates as needed. When the file ebatige tags change to
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the terms, and the indexer tags the texts withgeflthe indexer can work
independently of the publication or document bendgxed with stand-
alone software. It is employed in the indexing obks. By searching the
content of documents, the automated indexing progreeates a list of
words. Machine-assisted indexing software differenf automated

indexing software in that it allows humans to umalez the real

intellectual work of indexing while the computekes care of the boring
stuff. A human scans a document and marks the pldzt need to be
indexed, such as the title, methodology, resultst &nd final sentences
in paragraphs, and so on. The document is entaetedthe computer,
which creates words using typical automatic indgxmnocedures. After
that, a person edits and makes adjustments asdeelige the machine
finishes the task by doing the necessary manimuiati The PRECIS
system is a good example of this type of systeniodatic formatting

style, entering and edition entry techniques, sgrtirder printing effects,
and merging index capability are some relevant menendations for

evaluating indexing software, according to Fet(@@94) referenced in
(Cleveland & Cleveland 2001).

3.5 Internet and Indexing

The internet has given us tremendous access tesnutiformation, but

it has also brought with it a slew of challenged msues. One of the most
serious issues for librarians and indexers is howarrange the vast
amount of information available on the internet.r Fodexers and

abstractors, the internet has also proven to bsefuucommunication

tool. They use the internet to discuss their aotigiand job since it is

quick, inexpensive, and convenient. The lack oihdied standard for

knowledge organisation, browsing methods, and qir@ocols has been
recognised as making internet use and searchuadiatihallenging.

Conservative indexers found the internet to be pealing since using
regulated languages for search can result in alsmuahber of hits
compared to using free languages. Search engiagg@grams that scan
web pages in order to index them for use in a feamgine. They are also
known as web indexes since they search the cootemtb pages. They
go to websites to pick and detect information ugsiabut they frequently
fail to find what they're looking for. The searchgse compares user
gueries to likely terms from its database of wassithen presents the
searcher with an ordered list based on a rankiggritdhm. Because the
information on online pages is continually changisgarch engines that
use a searching mechanism called a robot, spiderawler may not be
able to retrieve what is needed. Low recall, unegerlity, large
variances in indexing depth, and a lack of advaiseagiching capabilities
are some of the flaws of web crawling robot indexXeweb index has the
same purpose of finding information as a searclmengut it directs you
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to millions of files. The internet can be thoughts a massive database
of information, some of which is untrustworthy, pocative, and
deceptive. The information on the internet is newganised in the same
way that it is in an online catalogue databaseedsence, there is no
standards or bibliographic control on how the maltés organised on the
internet. The internet is complicated and chaohéormation and
knowledge repository.

4.0 CONCLUSION

From the foregoing, it is clear that automated inalg systems have their
advantages; yet, the fact that the human mind thielcomputer in the
indexing process suggests that the computer maybeaotapable of
producing good indexes on its own. Human intellgers essential for
good indexing, and we must develop computers aftvae that will
allow us to minimize our indexing responsibilitiés those that the
machine can handle. The computer is a product wiamingenuity.

5.0 SUMMARY

Keywords in context and keywords out of contentteys are used to
illustrate the benefits and drawbacks of automatdelxes in this section.
Computers are also used to teach the KWIC preparagirocess. The
section went on to highlight the relevance of cotamias indexing tools
and why they would continue to be beneficial fataring in the future.
It also briefly explains how indexing is done ommauters, the different
types and classes of indexing software, and thatioalship between
indexing and the internet, at least from the pearspe of librarians and
indexers.

6.0 TUTOR-MARKED ASSIGNMENT

1. Describe the following: Keyword in Context (KWIC)n@&
Keyword out of Context (KWOC) are two automatederitig
approaches (KWOC).

What are the KWIC system's advantages and disaalyasi?
What are the advantages of using a computer faxind?

How important are computers in indexing comparedumans in
which areas?

What types of indexing software are there?

What are the internet's inadequacies when it cameglexing?

W

S
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MODULE 4 TYPES AND TECHNIQUES OF
ABSTRACTS AND ABSTRACTING

Unit 1 Types of Abstract

Unit 2 Evaluation of Abstract and Index
Unit 3 Abstracting Techniques

Unit 4 Computerised Abstracting Systems

UNIT 1 TYPES OF ABSTRACT
CONTENTS

1.0 Introduction
2.0 Objectives
3.0 Main Content
3.1 Informative Abstract
3.2 Indicative Abstract
3.3  Other types of Abstract
3.4  Functions of Abstract
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

An abstract is a concise summary of an informgpackage. This can be
books, journals, dissertation, thesis, conferemoegedings and so on.
The essence of an abstract is to help patrons reaptuunderstand the
central idea or purpose of the document. An atisg@nerally comes at
the beginning of an information package servinthasentry point. Most

abstract services in academic disciplines aimag@imulating a body of
literature in related fields. The goal of abstnagtservices for various
academic fields is to compile a body of literatéoe that subject. This

workshop will cover the two most common forms o$taécts: indicative

and informative. Other kinds of abstracts

2.0 OBJECTIVES

By the end of this unit, you should be able to:

define what is informative and indicative abstract
differentiate between informative abstract anddative abstract
identify other types of abstract

state the functions of abstract.
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3.0 MAIN CONTENT

3.1 Informative Abstract

An informative abstract provide a detailed informoat about an

information package. The length of the abstract maage from 100 to
200 words to a page or more in length. However,léngth may vary
based on the document type. For example, for tlaesldissertation the
abstract may range up to 500 There are severakfofmabstract in use
depending on the aim in which they are provideck ifldicative abstract
on the other hand is fairly short ranging from 3@ ivords. This type of
abstract essentially summaries the content of ardeat within each
paragraph. Looking at the detailed nature of infative abstract it can
serve as a substitute to the original documendorindtive abstract by its
nature provides a detailed summary of an inforrmapackage both in
terms of quality and quantity, reporting findingk empirical studies,
reports and so on. Hence, it is an abridged versibithe original

document that captures all the major ideas ang.fact

It communicates the document's substance withgquineg the reader to
read it. You'll create an informative abstractoluyre writing an abstract
for a rigorously structured document like an expent, study, or survey.
The reason for the experiment or inquiry, as welihee key objectives of
the experiment or research, should be stated irptinpose part of an
informative abstract. An informative abstract's gmge section may
additionally provide the experiment's hypothesisheT strategies
employed in conducting the experiment should becritgsd in the

methodology part of an informative abstract. Thest®n should only
provide as much information as is required to cahpnd the
experiment; the abstract should not be solely fedusn research
methodologies unless it is the primary emphasitheforiginal article.

The observations and/or data acquired during tiperaxent should be
described in the results part of an interestingrabs Only the most
important results should be given in this part,akhshould be brief and
useful. The evaluation or analysis of the experinresults should be
stated in the conclusion part of an informativetiazs. It should also
mention the ramifications of the findings. This ts&t of the conclusion
could potentially state whether the experimentisire¢ hypothesis was
correct.

3.1.1 Component of informative abstract

- The objectives of the work: this form the cehgy@al or idea of the
research or document
- The methodology: this covers a “contextual framek' for
research, a coherent and logical scheme basedews,vi
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beliefs, and values, that guides the choices relsees [or
other users] make". In specific terms, it cover®e th
population of the study and the area covered btilny

- The finding or result: the report thh@come of the study
based on the objective that was
set out for the study

- Conclusion and recommendation: taorts the final

dugement or decision reached as
well as possible suggestions and solution todésetified
problem

A good informative abstract should have the followng
characteristics.

Structured — Usually 250 words or above.

The structure of the abstract is title-introductrorthodology-body-
conclusion.

It includes the information and arguments offerethe text.

Due to its quality and quantity, it tends to begenthan other forms of
abstracts.

This is sometimes referred to as a situation-prakdelution-evaluation
paradigm in engineering.

Reports on the structure of the paper — Reportstien paper's
purpose/objectives, method, findings, and conchssio

Connected — Makes logical links between the abstraomponents.
Adds nothing new — This section summarises theysarl does not
include any new information or analysis.

3.2 Indicative or Descriptive Abstract

Indicative abstract indicates the salient poinalfinformation package.
(unnecessary details are avoided in all types efratis) It reports a
precise and straightforward summary of a documeAn indicative

abstract cannot serve as a substitute for thenadiglocument. The
purpose of indicative/descriptive abstracts isforim the user or reader
about the presence of documents. They are usuadit and objective.

Indicative abstracts define the kind and form of #bstracted work,
identifies the principal topics covered in the wakd gives a brief
overview of how the facts and concerns were tredtetbes not attempt
to summarise or analyse the content. An indicatlv&ract identifies the
kind of document that is being abstracted. Indieatibstracts are often
brief, written in general terms, and do not proad&ep-by-step narrative
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of the document's production to the reader. It sansas the content of
document so that the reader may decide whetheptotonread it. The

table of contents page can be compared to an ingBcabstract in some
aspects. On the contrary, an indicative abstragttlights the salient point
contained in the document. Hence it cannot reptaeeing the actual

material. Indicative abstracts are less preval@etshey do not meet the
critical aims of abstracts unlike the informatiabstract. Because
indicative abstracts rarely reveal the true sultstaof documents, they
cannot be utilized as a substitute for the origiiialey merely tell users
what they can find in documents, not the actuah d@atinformation they

contain.

The rationale for or key objectives of the inqustyould be stated in the
purpose section of an indicative abstract. A suggesbstract's goal
section may additionally include the experimentigodthesis. The

strategies employed in performing the inquiry sddug described in the
methodology part of an indicative abstract. Thistise should only

provide as much information as is required to cahpnd the

experiment; the abstract should not be solely fedusn research
methodologies unless it is the primary emphasitheforiginal article.

Unlike informative documents, the reader/user cagnasp the content
of the message provided by the document until keefehds the entire
document.

3.2.1 Components of the Indicative Abstract

The following items are included in the contentldd indicative abstract:

) The work's purpose (objectives)
o The method utilized

o The scope of the work

For example:

- Ahmadu Bello University resumes for 2019/2020acades@ssion
- Campaign guidelines for 2023 are outlined.
- NPA director-general suspended

3.3 Other types of Abstract

Indicative and informative abstracts are the mapes$ of abstracts
frequently used by scholars, librarians and prodesd abstractors.
However, there exist other types of abstract whittude but are not
limited to critical abstract, mission-oriented abst and subject-oriented
abstract
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3.3.1 Critical Abstract

A critical abstract could be defined as criticahlysis and evaluation of
information material. It is essentially the condatien or distillation and
critique of the most important components of a aoent. In this regards,
the abstract analyses and evaluate materials akdsncamparison with
other works in the same subject area. Thereforzitiaal abstract is a
“condensed critical review”. This means that aicaitabstract is a form
of an intellectual summary of a document aimedraliating the strength
and weaknesses of documents mostly by comparing théh other
works in similar areas.

The objective of the critical abstract is to makeatue judgment on a
document. It could also be a paper's editorial cemtmThe content of the
text is reflected in the critical abstract, whioklicates its depth while also
commenting on various parts of the material. Assalt, the abstractor is
a subject expert with a thorough understandinp@fiocument's content.
Despite the fact that some abstractors believeatlgaiod abstract should
avoid the bias and critical comments that charagearitical abstracts, it
is still a powerful and efficient tool. Its strehgs that the abstractor is
sufficiently aware of the paper's or document'yestitareas, techniques,
and other essential areas to make value judgments.

According to Cleveland and Cleveland (2001), caitiabstracts are
typically used o in general articles with broad m@ws, reviews, and
monographs, but they can also be used for singlerpalt's vital to note
that the content of a document, as well as thesusfethe document, are
the factors that go into determining which typebstract to employ.

3.3.2 Discipline Oriented Abstract

A discipline-oriented abstract is one that is fami®n a single field of
knowledge or discipline, and it is concerned wilisteacting papers in
that field. As an example (chemical Abstracts, amfgrand Information
Science Abstracts LISA). The Chemical Abstractadidated to the field
of chemistry, whereas the Library and Informatiane8ice Abstract is
dedicated to the domain of Library and Informat®mence.

3.3.3 Mission Oriented Abstract
This is a form of abstract that aims to supportagtigular project or
research or assignment that may be disciplinary edbasor

multidisciplinary in nature. This form of abstraleells more on a subject
area or discipline. E.g. child abuse, environmedé¢gjradation etc.
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3.3.4 Statistical /Numerical/Tabular Abstract

They're a way of summing up numerical data. Origidata is not
tampered with by the abstractor. He or she sumemiigormation for
presentation or decision-making purposes. Seleategningful data
from the original data necessitates skills andtgbil

3.3.5 Highlight abstract

This simply attracts or draws readers' attentioarticles or titles; they
function similarly to running titles. They are sifjcantly lengthier than
indicative abstracts and appear in primary journais conference
proceedings.

3.4 Criteria for Selecting Articles to be Abstracted

Before beginning any form of abstracting serviaems criteria must be
created to select documents or articles to be atistt. There are
numerous information sources available nowadayssatairrelevant to
users.

1. Documents that are relevant to the users' interests

2. Compile a list of contributions that are unigque. clbntains
components of knowledge contribution.

3. A final document that contains information that teylifficult to
get, such as foreign documents, internal repontsesmoranda, and
other limited-circulation documents.

4. A final research report or other reports that idelwell-supported,
sound methodologies and persuasive evidence.

5. Sources in a certain publication or report publishg a particular
organization, such as the Nigeria Library Assooratthe Nigeria
Medical Association, and so on.

3.5 Functions of Abstracts in Information Retrievd

The following serves as functions of abstractsrafgred by Nnadozie
(2007):

1. An abstract serves as a guide to the reader of@naent and helps
him decide either to read the full document or Imptproviding
value-added service; bibliographic details and atellectual
summary of the information package. This allows tbader to
ascertain whether the full material is relevanhi® information
need or not,thus saving his time.

2. An abstract can serve as a current awareness ftuichvkeeps
users; researchers, scholars abreast of currewistiand progress
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in their research focus area. This kind of infonorais primarily
available through the informative abstract.

3. An abstract assists in bibliographic control. Tlss possible
through the identification and documentation ofimas existing
information sources, together with their detaila@libgraphic
information. By implication, it assists in prevargiduplication of
research effort, waste of time and resources.

4. An abstract give information users the privilegedad summaries
of works or research conducted across the globenwimey have
access to the original document. This serves atuable resource
in the review of related literature across divatseiplines.

5. Abstracts can facilitate indexing efficiency by gpang the central
focus of a document at the initial stage of indgxin

6. . Abstracts are true bibliographic control toolshey assist
researchers in preventing or at least reducingauiagn by alerting
them to the availability of identical works donsekhere. It also
aids in avoiding the needless duplication of alyeadmpleted
work.

Dos And Don'ts in Abstracts
When creating descriptive and informative abstratiiere are a few
frequent mistakes to avoid:

o Don't repeat the paper's title because it's alreadiye title (and
the more you repeat the title, the more boringetsg@nd the more
space it wastes).

o Don't include any literature references (e.g. Bgd99).
) Figures and tables should not be included in tis¢ratx.
o Avoid as much as possible incorporating ideas datgie original

document. The title of the work should serve asnaiependent
unit that may be used in an indexing and abstrgdervices like
Compendex or Science Citation Index.

o Avoid citation to sources from literature in thiestract (Caron
2021) (repeated point)

o Always avoid inclusion of figures, Charts and tallethe abstract
(repeated point)

o Avoid using ambiguous acronyms and abbreviationaags try

to defined acronyms in your text.
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4.0 CONCLUSION

The indicative abstract is among the major typeshbstracts commonly
used. The indicative abstract always provides ¢aeer with a document
with salient points. This limits the indicative &ta€t's ability in reporting
detailed information about the original documenserve as a substitute.
On the other hand, informative abstracts, includeugh information to
be considered a substitute for the original maltedti@spite the fact that it
IS not. It tries to capture as much of the contémtocuments as feasible.
Critical abstracts not only represent the contéra document, but also
make observations or judgments about it.

5.0 SUMMARY

In this unit, the importance of discipline-speciiad mission-specific
abstracts was discussed. Abstract writing is ntbam just a creative
endeavour; the writer is always seeking methodsnfwove and polish
the abstract to correspond to the original doculmenbstance. Abstracts
have also been highlighted as having the following:tions: saving the
user's time, serving as current awareness toalingeas bibliographic
control tools, leading the user to the source wainkl improving indexing
efficiency. This is why informative abstract covas much as possible
the detailed and comprehensive narration the ctstenthe document.
Also, the unit covers disciplinary and mission-otexl abstracts as other
distinct forms of abstracts. Similarly, functiond abstracts were
identified to include: saving the user’s time, €8s current awareness
tools, serve as tools for bibliographic controddehe user to the original
work and improve indexing efficiency. Noteworthytl® fact that writing
a good abstract requires paying attention to desaitl creativity.

6.0 TUTOR-MARKED ASSIGNMENT
1. What is your understanding of informative and iatiice abstracts?

2. Differentiate between informative abstract andaative abstract
3. State the functions of an abstract
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UNIT 2 EVALUATION OF ABSTRACT AND INDEX
CONTENTS

1.0  Introduction
2.0 Objectives
3.0 Main Content
3.1  Abstract Evaluation
3.2 Quality of Good Abstract
4.0 Summary
5.0 Conclusion
6.0 Tutor-Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

The goal of abstract evaluation is to determinalastract's efficacy or
value. You can use evaluation to determine whetber abstract is good
or awful. We assess abstracts to determine thalitguA good or terrible
abstract is determined by a number of elementswiliiabe discussed in
this session. The quality of an abstract is measimge how well it
represents the source document. Is it possiblaubstiute it with the
original document?

2.0 OBJECTIVES
By the end of this unit, you should be able to:

o identify the criteria for evaluation of an abstract
° define the term "abstract evaluation."

3.0 MAIN CONTENT

3.1 Abstract Evaluation

Abstract evaluation, according to experts, mighekieemely difficult to

achieve. The quality of an abstract determines flymwed it is. To

enumerate abstracts, Cleveland and Cleveland (280@dgest using a
variety of error direction methods such as correitations, factual
description, and deletion of crucial topics.

Diction and Grammar

Redundant phrases

Obscure writing

Conformity to abstracting policy and rules
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Promptness in publication

Cost « Quality supportive indexes
Authoritativeness

Brevity is another criterion used to evaluate auss.

A good abstract should also represent what thecblgeabout, be error-
free, and be free of unnecessary material. It neetie readable. Users
of abstracts typically do not require access to dhginal document;

instead, they require a proxy of the original, whilbe abstract provides.

3.2

68

Qualities of Good Abstract

A quality abstract should precisely adhere to tbaventional
checklist of abstract preparation procedures ohous. It should
follow the introduction, methodology, findings, abusion, and
recommendations style, which presents and conveyntiended
message to readers base on the set goal, resuitdusion, and
recommendations of an article, paper, or repotthat order. This
is critical for the marketability of your abstracts it serves the
demand of the customer.

A decent abstract should adhere to the typical kdistcof
procedures or methods for preparing an abstrashduld follow
the introduction, methodology, findings, conclusiorand
recommendations structure, which presents the gaallts,
conclusion, and recommendations of an article, papeeport in
that order. This is critical for the marketabilidy your abstract,
since it allows you to meet the needs of your re;ade

It must be well-written and logical; scientific rheds should be
combined with a summary to repackage a multi-pagenal into
a paragraph. It must be well-developed. For reditigbihis is
required

An excellent abstract should collect details, ideaspinions from
works and precisely duplicate them without ambiguit

A good abstract should utilise technical languagbesame level
as the paper or article.

It should assist the reader in deciding whethemairto read the
original content.

It should aid in the comprehension of the origwalk. It should
serve as an excellent pre-reading outline of tlpepa main ideas.
It should aid in the comprehension of the origwalk. It should
serve as an excellent pre-reading outline of tlpepa main ideas.
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SELF-ASSESSMENT EXERCISE

I Identify the Criteria for evaluation of an abstract
. State the qualities of abstract

Iil. Explain the meaning of abstract evaluation

\Y2 Explain the criteria for evaluating an index

4.0 CONCLUSION

Evaluation of abstracts and knowledge of the atteb of a good abstract
is critical for information retrieval and utilisati. Abstracts are important
to librarians, and a good abstract ensures docuaceessibility.

5.0 SUMMARY

In this section, we've focused on the methods ¥@auating abstracts,
specifically the parameters that can be used ttuataif an abstract is
excellent or terrible. Librarians know the impotarof abstracts and that
a quality abstract ensures accessibility to docusdinis unit focused on
the means of abstract evaluation, the parameterdei@rmining if an
abstract is good or bad. Also highlighted are thecHic points to look
out for in an abstract to determine its qualityddr evaluation is done so
that its effectiveness and efficiency can be pueso.

6.0 TUTOR-MARKED ASSIGNMENT
Why is abstract evaluation critical to both theiande and the abstractor?
7.0 REFERENCES/FURTHER READING

Aina, L. O. (2004).Library and Information Science text in Africa.
Ibadan: Third World.

Bennett, D. B., & Williams, P. (2006Name Authority Challenges for
Indexing and Abstracting Databases. Evidence-Based Library and
Information Practice, 1(1), 37-57.

Bonura, L. S. (1994)The Art of Indexing. New York: John Wiley.

Cleveland, D. B. & Cleveland, A. D. (2001xtroduction to Indexing and
Abstracting. Colorado: Libraries Unlimited.

Cox, J. (2013). “As | See Itl--Abstracting and Imae Services--The
Ostriches of Information.Against the Grain, 20(5), 32.

69



LIS 306 INDEXING AND ABSTRACTING

Hjgrland, B. (1992). “The Concept of "Subject" mnfdrmation Science.”
Journal of Documentation. 48(2), 172- 200.

Hjarland, B. (2007). “Semantics and Knowledge Orggaion.” Annual
Review of Information Science and Technology, 41, 367-405.

Lancaster, F. W. (2003)lndexing and Abstracting in Theory and
Practice. lllinois: University of lllinois.

Musa, A. U. Musa, A. M. & Musa, S. (2014). “An Assment of
Indexing and Abstracting Services in Nuhu Bamatllyechnic
Library, Zaria, Nigeria."Journal of Research on Humanities and
Social Sciences 4(8) p.21-29.

Paolilli, John C. (2010). “Linguistic and the infoation science.” In M.
J. Bates & M. N. Maack (EdskEncyclopedia of Library and
Information Science. (3rd ed. Edited CRC Press.

Rowley, J. E. & Farrow, J. (2000)0rganising Knowledge: An
Introduction to Managing Access to Information. (3rd ed.).
Alderstot: Gower Publishing Company

Splenda, R. (2014). “Introduction to Indexing andos&acting.”
Technical Services Quarterly, 31(3), 307-308.

Taylor, A. G., & Joudrey, D. N. (2004)he Organisation of Information
Westport, CT: Libraries Unlimited p. 77.

Yee, M. M. (2007). “Cataloguing Compared to Desttvig Bibliography,
Abstracting and Indexing Services, and Metadatataloguing
and Classification Quarterly, 44(3-4), 307-327.

Musa, A. U., Musa, A. M. & Musa, S. (2014). “An Assment of
Indexing and Abstracting Services In Nuhu Bamatilyechnic
Library, Zaria, Nigeria.”Research on Humanities and Social
Sciences Vol .4, No.8.

World Heritage Encyclopedia (2021Bibliographic Control. World
Heritage Encyclopedia.

Australian and New Zealand Society of Indexers 30dypes of
Indexing. Accessed via https://www.anzsi.org/about-
indexing/types-indexing/ 25/5/2021.

Osarome, O. (2017) History and Types of IndexesceAsed via
https://osarome.blogspot.com/

70



LIS 306 MODULE 4

UNIT 3 ABSTRACTING TECHNIQUES
CONTENTS
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2.0 Objectives
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3.2 Writing an Abstract
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6.0  Tutor Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

The essence of any type of abstract is to guideskes essentially on the
information contained in a document by understalydg@iboviding a
summary. This helps users to have a glimpse oratdoait the content of
the document, saves their time, and most impostaetiables them to
decide whether to read the full content or notsTgrocess involves the
identification, analysis and reporting theme, fqoomscentral idea of a
document. Therefore, the preparation of an absinactves techniques
and guidelines to assist the abstractor. Abstrgciinthe process of
creating a concise and objective description ob@udent's content that
allows consumers to swiftly decide whether or motdad the complete
text in order to meet their information needs.rtads summarizing or
analyzing a document's content and highlightingkéyeelements so that
the user can determine whether or not to conseltetkt. This preparation
entails techniques and recommendations that wil and guide the
abstractor in reaching his goal in the most effitiend effective manner
possible.

2.0 OBJECTIVES

By the end of this unit, you should be able to:

o identify the techniques for abstracting
o state the reason we revise abstracts
o identify areas covered by editing.
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3.0 MAIN CONTENT

3.1 Abstracting Techniques

Abstracting techniques are styles and guidelineptad by abstractors to
arrive at a meaningful and comprehensive summaefuldor their
audience. It is an intellectual activity that regsi expertise and follows
some guidelines or styles. After the initial wrgirthe abstract needs to
be revised and edited. Revising entails going tiverabstract again and
reading it extremely carefully in order to identirrors and make
corrections. Editing is a process that should beedwith great care
because abstracts might contain omissions and fthats render the
abstract ineffective.

3.1.1Writing an Abstract

Abstract writing requires an adequate understandiitige document, the
right form title, the structure of the document a@hd central theme or
message that the document intends to pass acribgsdadience. Without
a good knowledge of the document, the abstractgrmaalikely produce
a good abstract. The abstractor, therefore, regjthieeneeded set of skills
such as the terminologies used in the documenthendbility to transmit
the intended message across the users in a cleaisg and concise
manner.

Here are some helpful suggestions for creating atist

o Highlight or copy sentences summarising the enpaper or
individual sections as you read through a papéetabstracted.
Write a sentence that encapsulates the key idea.

Include summary sentences for each section.

If you're writing an indicative abstract, you caarsrewriting now.
If you're writing an informative abstract, look @wthe manuscript
for important findings and major conclusions.

You might also use this writing method or style:

o After reading each paragraph, write one phrasesntesice that
encapsulates the core of it.

o Examine this list of sentences or phrases to ségere are any
connections between them. Are there any links batwthe
sentences?

o You should have a suggestive abstract after refigour outline

to four or five general themes.
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o For insightful abstracts, fill in the important elents regarding the
paper's substance.

Whatever method you use to write your abstrastciiitical to be brief
and accurate in stating the document's essentiaksporhe abstract
usually begins with a one-sentence overview of ymper's key point,
and it frequently introduces the paper's problewu ¥ust be careful not
to narrow your emphasis too much, and you mustytest abilities to

determine how concise your one-sentence summary is.

3.1.2 Revising an Abstract

Revising an abstract is very important and centrahe production of a
good abstract itself. Revising simply means reathegabstract to ensure
that it captures the central themes and ideas @®aate. The process
looks simple but very sensitive as it requiresghhevel of attention and
rigour. During this process errors; wrong spellingisjointed ideas are
identified, unnecessary wording are rectified.

We are frequently requested to write an abstratt &i modest word
count; a thorough re-read of your abstract mighp lyeu achieve this.
The writer wants to make sure that each sentengeunabstract flows
easily into the next with proper revision. It's pibde that the writer may
need to add or change words or phrases, as wedpaat keywords. He
may also be required to combine terms so thatdlaionships between
ideas are presented in a logical manner. Findlly,viriter must verify
that the abstract is readable.

3.1.3 Editing an Abstract

Abstracts must be edited for a variety of reasBe$ore being published,
all literary work goes through an editing proceduned abstracts are no
exception. The following items are addressed iratbstract:

Omissions

Reference errors

Poor diction

Meaningless abbreviations
Poor grammar

Punctuation errors, and so on.

When done properly, abstract editing examines ¢timeent of the article,
as well as the content analysis and general quafithhe abstract. To
establish abstract quality, the abstract editor tmassentially work
directly with the original document. The editingopess begins with a
comparison of the reference section to the souorgeat. The editor
double-checks that the abstract carry accuraternrd@bon correct as
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contained in the original document without any easling information.
The process of editing begins with a comparisotihefreference section
to the original document. Author names, titles,rj@h names, sources,
and journal volume and issue numbers are all examniiThe editor
double-checks them for accuracy. Numerical da@oisble-checked to
ensure that it matches what's in the paper. Thereghsures that all terms
in the text comply with the rules provided to thlestaactor. When
necessary, the editor corrects the grammar, aldisswvords, eliminates
repetitions, removes extraneous topics, and caraiction problems.

4.0 CONCLUSION

Abstracting is the process of creating a concisedective description
of a document's content that allows consumers tfilgwdecide whether
or not to read the complete text in order to meeirtinformation needs.
Abstracting Techniques are the styles and rulgsath@abstractor uses to
provide a relevant and thorough summary for thetlience.

5.0 SUMMARY

In this unit, we learned that producing technigtegsabstracts include
highlighting sentences that summarise the entitelaror sections,
writing a sentence that highlights the main poadding phrases that
summarise sections, checking the paper for specibit significant
findings and major conclusions, and then modifyidlgo, we discussed
that editing work takes care of many types of exrtirensures that the
content of abstracts is correct and fit for purpagkile revising work
involves a full examination of the abstract, delgtiunneeded items,
words, and phrases, and ensuring that it is easgatband understand.

6.0 TUTOR-MARKED ASSIGNMENT
Identify the areas of interest in revising andiedibf abstract.
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10 INTRODUCTION

Information and communication technology (ICT) hasched nearly
every aspect of our lives, including informatioig@anisations, access and
retrieval. The world is shifting from the manual thed of information
creation and repackaging. This development leadhdaemergence of
automated indexing and abstracting. Automation hie process of
scanning, identification and assigning key ternosnfra large volume of
information against control vocabulary without humiatervention. This
development no doubt enables the indexer to indeyel volumes of
information with little difficulty. There are foudifferent approaches to
automated indexing. The statistical approach, fimastical approach,
the semantic approach, and the knowledge-basednsyate all viable
options.

2.0 OBJECTIVES
By the end of this unit, you will be able to:

e describe the use of computers in relation to imagxand
abstracting services.

3.0 MAIN CONTENT

3.1 Use of Computers in Indexing and Abstracting

Over the last two decades, automated indexing dratghced to grow in an
accelerated way. Computers and related technol@gesised by large
organisations to index valuable information in thereryday operations.
This has no doubt increased their efficiency iroinfation retrieval and
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access. Automated indexing is possible througlusieeof the computer to
identify, capture, assigned and arrange index téonasdocument without
human interference. Sheth (2004) and Obaseki (2GtQued that
automated indexing is fast and cost-effective. A#ted indexing uses an
algorithm system. This system works in a databaseravkeywords or
bibliographic records of documents are embeddetable users to search
at the point of retrieval. Despite the advantadgesitomated indexing over
manual indexing systems, some scholars argue gnraahindexing is still
relevant in the information age.

Tulic (2005), for example, supports human indexipgtating that “to date,
no one has found a method to give computer progileagudgment,
competence, intelligence, or audience awareness ishaequired to
construct usable indexes.” Until it happens, autechandexing will remain
a pipe dream”. However, there are several compaamgmged in the
business of online indexing and abstracting. Somé&ese companies
include but are not limited to ERIC, and OVID Wiittheir time frame of
operations, different indexing and abstractingvgaife was produced, this
includes INSPECT (for engineering), Biological abst etc. At the initial
stage, these products were offline and made alailalCD-ROM format.
But today, these services are available online,thadoroviders are now
highly engaged with large volumes of works for tleeistomers.

SELF-ASSESSMENT EXERCISE

Describe the use of computers in relation to inadgxand abstracting
services.

40 CONCLUSION

As a result of the advent of various types of iregexitation indexes were
the result of earlier work, and computer-aided xialg made it feasible
to offer an index to words, author names, jouritls, citations, and
many other things. Libraries were able to accedgxas through the
internet thanks to library automation.

5.0 SUMMARY

The unit emphasised the technological revolutionught about by
information and communication technologies in indgrand abstracting.
There is no doubt that the use of computers aref odthated technologies
has had a great impact on indexing and abstraeittigities. Besides,
there are numerous advantages of automated indexidgabstracting
over manual which includes speed, accuracy amdrey aedvantages.
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6.0 TUTOR-MARKED ASSIGNMENT

The invention of the computer is a blessing andirgec Discuss for or
against the motion.
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MODULE 5 PRACTICUM ON INDEXING AND
ABSTRACTING

Unit 1 Indexing
Unit 2 Abstracts Guides and Practice
Unit 3 Thesaurus Construction and Use

Module 5 is comprised of 3 units which are centesadcarrying out
practical exercises on indexing, abstracting amsdhrus construction.
You are also encouraged to visit your centre Iyovath your ID showing
that you are a student of Library and InformatiocieSce from this
University for the Centre Librarian to allow youuse the hard copies of
these to practice.

UNIT 1 INDEXING
CONTENTS

1.0  Introduction
2.0 Objectives
3.0 Main Content
3.1 Book and Periodical Indexing
3.2 Indexing a Document, Some Indexing Rules,Rmttiples
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

The process of index production looks simple bt i®ry herculean task
as it requires attentiveness and high-level ctittuaking and reading. The
process usually begins with the identification erirts and keywords that
constitute the major themes within the documerttaeiing the identified

terms and assigning terms from a controlled voeaipubol. The terms in

the index are then presented in a logical sequéreenumber of terms
to include and how specific the phrases should reedacisions that
indexers must make. This adds up to a lot of inapxiepth. As a result,
this session will cover book and periodical indgxidocument indexing,
indexing principles, and indexing rules.

20 OBJECTIVES

By the end of this unit, you should be able to:
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o define book and periodical index
o list the steps in indexing a document
o outline some of the principles of indexing.

3.0 MAINCONTENT

3.1 Book Index

Book indexes are collections of entries, frequentbyganized
alphabetically, that help users find the informatihey need within
books. It's also known as the back of the bookxndead it gives book or
document users quick access to information by usilng of index terms
carefully chosen from the book or document itsElfe book index is a
well-known index among book readers. Situatedebtck of books, the
book index provides an alphabetical listing of weashd phrases, as well
as the position of the page where the words orgglsrappear in the book.
A list of names linked with each term can alsodnent in book indexes.
A book index directs the user to where the necgss@ormation may be
located, saving the reader from having to reacoead the entire book.
It's crucial to remember that the index isn't daegment for the content
in the book; rather, it's a guide to the informati®ing sought.

The index is one of the factors used to assesslkdsguality. It is critical
that books contain indexes so that their content lb@aaccessed quickly
and comprehensively. A book without an index, ag with a poor index,
Is not only incomplete but also inferior becaussders expect an index
to be included in the text. The book index, in jgatar, will highlight
essential topics in a book that are captured witlge chapters that the
indexer determined to be important to the usealdd includes a list of
people's names, corporate names, and geographroalspas well as their
page addresses. The indexer utilizes a naturakimgldanguage rather
than a regulated indexing language; he uses ti®@aiterminology. For
synonyms and abbreviations, he also employs the” ‘aed “see also”
references.

A book's indexer is thinking about the reader, aerdunderstands that
every word, concept, term, or name in the book hbe indexed. Some
words or concepts have little or no meaning, hethgy should be

excluded from the index. In this case, the indegded by two logical

rules. To begin, indexed phrases should be thcseatte likely to be

searched for by a user, and they should also coetamugh information

within the text or book.

The step in book indexing are highlighted as foow
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1- Take the time to read the book. The first step rmegm self-
evident, but it's critical to go through each bdlodroughly before
beginning the indexing process. Even if you'veayeread the
book casually, you should still read it entirelyil®hndexing.

2- Use indexing software to help you. On simple wordcpssors,
there are numerous good indexing software packdfg®su're
new to indexing, it may be a good idea to use imdggoftware to
make the process easier.

3- Make a note in the book. You should mark up thé @asxyou look
for key terms and possible section headings, wheth&re using
a paper copy or reading an ebook or pdf. Maketaofisall the
themes you want to include in the index, and keagkt of
comparable items on index cards or a computer deatim

4- Questions about formatting should be addressedidBerow
you'll format cross-references and page numbem®eliving into
the actual index entries. Looking at various indiead speaking
with colleagues might help you become more awardiféérent
types and determine which ones you favour. A sjyliele for the
design and appearance of a book index, such a<lieago
Manual of Style, is frequently included.

5- Fill in the indexes. It's time to build your indeker you've read
through the main text thoroughly and taken copioaigs of your
primary headings and subheadings. Make sure yoat index
includes everything you've indicated in your temtlahat you're
using a consistent style.

6- Sort the index entries in a logical order. Becaalféndexes are
sorted alphabetically, make sure your entries aralphabetical
order.

7- Make changes to your index. It's time to underta@ne

copyediting when you've finished the initial draftyour index.

Make sure there is no redundancy in subentriessahteadings,
and that you haven't forgotten anything before stimg your

final index.

3.1.1 Periodical Indexes

Periodical indexes are indexes that refer to anjaluor a group of journals.
Individual indexes and broad indexes are the tvpedyof indexes. It's
critical to comprehend the importance of journtriture to science and
study. Journals are essential for intellectual camigation; many experts
have praised the journal as a beautiful developinecduse it serves as a
repository for research findings and new ideas. dlso the source of the
majority of information that eventually finds itsayinto books. Because
the periodical index is a list of authors and sotgehat describe the
content of research reports, it is important tootafship and knowledge
in general.
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Index terms are taken from the titles of individjalrnal articles; there
is no need for regulated vocabulary in this case, @ thesaurus may
suffice. However, because there are many journéls dwerse words,
styles, and disciplines, it may be important to Epgontrolled indexing
language for a collection of journals in a cerf@atd of study. In contrast
to books with one or two authors, a periodical indey have thousands
of authors. Periodical indexes present indexersh vat variety of
challenges due to their broad scope. Periodicaxes are open-ended;
they are created by a group of people over a loagog of time,
incorporating indexers' differing subject viewsveall as their indexing
goals. A periodical index should be aware of theasemalies and strive
to bring the organisation to the index construction

Since this is the practical section, you can atlehow the readers what
a periodical index looks like, identifying the coaments for ease of
assimilation.

3.2 Indexing a Document

The capture of bibliographic characteristics of woents is the initial

step in the process of indexing a document. Iritscal that the entries

are consistent. First and foremost, the indexedlse¢he document as a
whole fast to have a thorough comprehension ofdt@ument's major

theme or subject matter. When doing so, the indenates notes on a
piece of paper, attempting to identify significavdrds in the document
as well as major ideas in the text. The indexertndetermine the

locations of all significant words.

Finally, the indexer looks over the document's raos$t This would be
done with great care in order to find important\weyds.

The indexer will then scan the document's secteadings. This is also
done to make a list of important words. At thisrapall other meaningful
terms that have been listed previously are removadlowing the

scanning of the section headings, a comprehensvéeew of the

document's text is required. Additional keywordsd aphrases are
extracted from the text by scanning through it. Tiesvly discovered
significant words are added to the general terin Words that have
previously been collected are excluded, and ingppate terms are
deleted.

The indexer scans the references after scanningeitg he looks for

keywords in the names of the references as wellh@aseferences are
thought to indicate what the document is about.
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The indexer can now demonstrate his comprehensidruaderstanding

of the document thus far by adding terms that Hiees are acceptable
to fill in the gaps between natural language carded the list of captured
significant words. The indexer also adds termsh& stage, with an

awareness of who the index's users would be. larotlords, indexers

understand that words from the text alone will betenough to express
the complete meaning of natural language. Additier@ds or phrases

are added as a result of this.

Finally, the final list of relevant words is crosBecked against a
thesaurus to get a broad sense of what has beempltshed. This action
effectively aids the indexer in visualizing the @xd allowing him to
generate broader, narrower, and related termaattees. The page is
now indexed with a thesaurus, and the list is cdedeinto a controlled
vocabulary. The indexer compares each phrase théisaurus, reads the
scope notes, and analyses broader, narrower, ¢édderms before
deciding on the terms that best reflect what wad e the text and what
the user would think about it. Thesaurus is a meoth used by indexers
to make decisions. The document's final exhaustnge particular index
words are then generated.

You can put all these together in a neat step-by-sf how to index
generally before looking at different types of irde such as book
index/periodical index and how to prepare them

3.2.1 Thelndexing Rules
The following are some key rules to remember wheexing documents:

I Include all index terms or entries in one alphalasequence and
index everything useful in the document.

. Unless a special audience is addressed, use pd@admgs with
references to their equivalents. Be consistent aaryspelling
choices. Make use of a common dictionary.

iii. Use the most precise phrases that accurately edtwe indexed

items.
Iv. Consistency in the use of singular and plural nasimsportant.
V. If required, combine the words with the action thescribes it.

When required, invert terms to bring important wotal the fore.

Make a list of synonyms and references for each.ter

Include an identifying phrase in brackets wherecepts with the same
spellings have different meanings.

Wherever feasible, give the complete names of timesetioned in the
text.
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All proper names should be written in capital lette

Wherever feasible, subdivide terms by aspect alkginzdily.

Substitute chronological sub-divisions for alphad@tsub-divisions in
historical or bibliographical works.

All symbols and abbreviations must be spelt out.

Avoid employing words in bold type.

3.2.2 Principles of Indexing

The fundamentals of indexing are listed below:

The use of correct and proper spellings of terns,well as the
presentation of words in the index, must be adhtred all times.
Because indexing systems differ, indexing should umform and
consistent. Indexers must maintain consistenckieir indexing.

The indexer must guarantee that the bibliographta @f the document
Is complete.

Subject headers and index words must be speciticsanple, and the
indexer must describe them properly.

The indexer should be careful about the wording$es. He must make
certain that the potential user's language is takeraccount favourably.

40 CONCLUSION

Book indexing offers or pinpoints the page posititbmformation needed
by a user within the book, saving the user the time effort of having to
go through the text to discover it. Because a headly as good as its
index, this is a handy tool for information seekd?sriodical indexes,
whether produced for a single journal or a sebofnals, allow systematic
and orderly access to the names of writers antbfhie matter of articles.
Its prominence in scientific communication has wna@ned. Likewise,
index creation for a document begins with the réray of bibliographic
details of documents. It concludes with the congmariof the final list of
relevant words to a thesaurus, giving a generakesasf what was
accomplished. The indexer can come up with optfonshe index that
are broader, narrower, and related phrases. Iniaadgdihe unit covered
practical guidelines and concepts that can be asedguide for indexers
to create successful indexes.

5.0 Summary

The book index, in particular, will highlight essahtopics in a book that

are captured within large chapters that the indeletermined to be

important to the user. It also includes a list ebple’'s names, corporate
names, and geographical names, as well as thee pddresses. The
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indexer utilises a natural indexing language rattiem a regulated
indexing language; he uses the author's terminolbgy synonyms and
abbreviations, he also employs the “see” and “t&® aeferences.

6.0 TUTOR-MARKED ASSIGNMENT

1. What is your understanding of a book index? Avasking two
guestions in one.

2. Describe the periodical index (You can putghestion as desired).

3. What are the steps in indexing a document.

4 List some of the principles of indexing.
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1.0 INTRODUCTION

Document abstracting is a time-consuming technijaenecessitates the
abstractor's expertise in summarising the actuastance of a document
or paper. To abstract a document, the abstractat follow a set of
processes that will result in a "Good" Abstract Wworth noting that no
matter how "excellent" an abstract is, it can'tlaep the original
document; it's merely a substitute. Abstracts aeated and used for a
variety of reasons. This session will go over howtite an abstract, why
it's written, and some things to think about wheitimg one.

20 OBJECTIVES

By the end of this unit, you should be able to:

o state the steps to follow while writing an abstract
° list the reasons for writing an abstract
o write good abstract of whatever type and convegtittfiormative

abstract to an indicative abstract.
3.0 MAINCONTENT

3.1 GuidetoWriting an Abstract

To abstract when you are working on a documentfitise thing you

should do is read it over and figure out what tbewnent is all about To
fully comprehend the paper's core idea, you widldhto read it numerous
times. When you have finished reading, you shosaldHlie to state in one
sentence what the paper is about. Following tinat,references to the
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authors of the original document's works are scdnAdter you have
written this statement, you should highlight anynieeas you come
across in the document, which will allow you to arg the first broad
sentence. Then you record the rest of the infoomatn abstracts, details
should be used sparingly. The number of facts destrdepends on the
type of abstract you are writing (informative odicative), the difficulty
of the article you are abstracting, the word lirarid the goals you think
your abstract's readers will have for reading it.

The ideal technique to produce an excellent aldstemcording to San
Francisco Edit (2010), is to start with a draftlod entire book and follow
these ten steps:

1 Determine the main goals and conclusions.

2. Look for sentences that contain keywords.

3 Determine the most important findings from thscussion or

results section.

Put what you have learned thus far into a sipgragraph.

In the first sentence, state your hypothesmmeithod.

Leave out background information, a study efltterature, and a

full description of the methodology.

Remove any unnecessary words or phrases.

Rewrite the paragraph so that the abstract ootyains the most

important details.

9. Check to determine if it adheres to the jousnaquirements, in
case you are writing for a particular journal.

10.  Show the abstract to a co-worker (ideally wi® is unfamiliar
with your job) and ask whether it makes sense.

o oA

© N

3.1.1 Important Pointsto Consider When Writing Abstracts

These are some of the most important consideratdmie creating an
abstract:

o A succinct, accurate statement of the main idea
o Sub-point organisation

o Revising and editing

o Using details

3.2 Reason for Writing an Abstract

The abstract is a crucial instrument. However, ghimary purpose for
abstracts:

o Abstracts have become crucial tools nowadays &sutrof the
world's paradigm change from collecting to access.
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o Abstracts take pride of place in the scientifiergture; they are
read far more frequently than those who listerrteead the whole
document or paper.

o While writing an abstract might be tiresome, itaigpealing to
readers who are looking for information in abstsaogsulting in a
higher effect for the writer.

o In today's electronic documented scholarly envirenin
keywords are critical for information retrieval.

o They can be used in libraries and information @nto provide
current awareness services.

o Abstracts can assist in answering questions andumtimg desk
research, which can help meet the needs of infitomaeekers.

o An abstract can assist in the preparation of mggfiand report
writing.

o Abstracts are an important component in the buyjdihdatabases
all around the world.

. Managers and senior executives who need to quickdyest

documents and review them in reports will bene@itrf abstracts.
3.3 SomePointsto Keep in Mind When Writing Abstracts

o Considering these factors will help you write asg abstract.

) Abstracts should be a self-contained descriptiodafuments;
they must stand on their own for their users andHemselves.
You must also make sure that your abstract doeexuged the
word limit. The size of the text should be lower¥du must also
ensure that your abstract has a sufficient numb@hmses and
keywords for search engines to find when browsangpépers. The
search terms will appear at the top of the regqatge.

o The goal of abstract writing is to explain what yacomplished
in the paper in the most straightforward and infatine way
possible.

) Your abstract isn't a story or a tale, and usenstbe interested in

reading it. They want rapid and relevant informatiand they may
decide to read on for further details if they det i

o You must make sure that your abstract's introdactand
conclusion are well-written and presented in ortterdure the
reader to read the details. These sections shautwibsidered as
an instance — of your abstract.

o It's critical that you focus on the substance nathan the goal.
You should summarise the original document's camtgher than
the author's wishes. Only the most important pofndsn the
document should be included in your abstract.

X The main objectives and scope of work should beesged in the
abstract for a research article.

D)
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*
°0

Methodology

Results and

» Conclusions

Assume that the reader is knowledgeable and uraheisthe work
while writing your abstract. Write a good explapatiof the
important points based on the content of the dootnadter
thoroughly reading it. After reading the documehg abstract
should be written last.

*
°0

D

o Use active terms in your abstract, avoid passivedsyand avoid
conflicts between intent, content, and superfluwasds.
o Make sure your abstract is short and to the pdour abstract

should be one paragraph long, not several. A umereasily read
a short abstract. In other words, your abstracs et need to be
any longer than it needs to be. ¢ It is preferablmake quantitative
rather than qualitative claims in your abstracthés indicates the
inclusion of unneeded words, phrases, and ideas.

o In your abstract, avoid using mathematical notetior formulae.
Your abstract needs to be self-contained. Give teans and
mathematical symbols names.

. Finally, keep in mind that the purpose of thetedrt is to present
the substance of a document in a concise and dinaaner. It
should pique the interest of both the casual amdse reader.
Your abstract serves as a marketing tool.

3.4 Sampleof an Informative Abstract

The purpose of this study was to investigate thgaichof information and
communication technology (ICT) on knowledge shariagnong
academics in Nigeria's northern states. The studgals were to
determine the types of knowledge that academicsedhiim Northern
Nigerian universities, the types of Information a@@mmunication
Technologies (ICTs) that academics used for knogdedharing in
Northern Nigerian universities, and the level of lfteracy competence
among academics for knowledge sharing in Northerigefian
universities. the impact of academics' use of mfmion and
communication technologies (ICTs) on knowledge isigan universities
in Nigeria's northern states, as well as the chg#e of academics' use of
ICTs on knowledge sharing in universities in Nig&rinorthern states.

Quantitative research methodologies, notably aeguresearch design,
were used in the study. Academics from Ahmadu BHlfaversity in

Zaria, the Federal University of Technology in Mmmand Umaru Musa
Yaraduwa University in Katsina made up the populdde population

consisted of 3,260 academics, of whom 326 were aseshmples. The
instrument for data gathering was a questionnahe.acquired data were
analysed using descriptive and inferential stasstKnowledge of my
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discipline, knowledge of new technologies, knowlkedy current and
ongoing research, and knowledge of research sigg@nmvivas among the
key categories of knowledge shared among acadeatcsyding to the
survey.

Computers, printers, Internet, projector, Powerfdtmail, CD-ROM,
handheld devices, and other ICTs are used to H#mereledge among
academics. Among all three levels of academicsl.&wturer I-Assistant
lecturer cadre possessed the highest ICT literaagk of ICT skills,
network fluctuations, technophobia, an unsubscribathbase, and an
inconsistent power supply were some of the isstiestang the usage of
ICTs for knowledge sharing in the universities istgated. The study
found that the most advanced ICTs, such as smamtdbp E-books,
teleconferencing, and video conferencing, shouldnt@duced in the
selected universities to provide proper training foe use of these
facilities in knowledge transfer. The study recomuaed that academics
be supplied with information literacy skills, withn emphasis on
knowledge sharing strategies, as well as trainmtgratraining on how to
use these facilities, so that the universities eyred can keep up with
worldwide trends in terms of teaching and research.

40 CONCLUSION

The work of abstracting a document entails se\ategds, and the abstract
writer must be aware of the rationale for thespsstand guarantee that
the considerations outlined are taken into accedr@n composing his
abstract. When these considerations are followetwriter will be able
to produce an ‘Excellent' abstract.

50 SUMMARY

An abstract is a summary of the entire manuscdhigt includes as much
new material as feasible. The ideal technique twyece a successful
abstract, according to San Francisco Edit (20%Gyp start with a draft of

the entire paper and then identify the principaiaand conclusions, as
well as phrases with keywords in the methods sectio

6.0 TUTOR-MARKED ASSIGNMENT

1. What is the procedure for writing an abstract?
2. Change the sampled abstract from informativiadative
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1.0 INTRODUCTION

Thesaurus emerged as a result of a concerted &dfaddress the issues
connected with the usage of essentially uncontidiiee vocabularies. In
essence, thesauri, like categorisation schemesudjelct headings, were
created to govern terminology. In a thesaurus réfeionship between
terms is more specific; descriptors/terms are deé@einon these more
particular terms and must be coupled with othemggrunlike in topic
headings and categorization schemes. As a rassltesson goes through
the definition of a thesaurus, its importance, bod to build one.

20 OBJECTIVES

By the end of this unit, you should be able to:

) define Thesaurus
o state the importance of thesaurus
o identify the guide to constructing thesaurus (coe$ta thesaurus)

3.0 MAINCONTENT
3.1 Meaning of Thesaurus

Cleveland and Cleveland (2001) define thesaurus'aagarticular
language with words, relationships between wordsd as own
grammatical norms of usage." It is a subset of mhtanguage that is
regulated and collected. Its goal is to make inggxand searches more
consistent.
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A thesaurus is a "managed and structured vocabudamhich concepts
are represented by terms, ordered so that linkedeet concepts are made
obvious, and favoured phrases are followed by Iradntries for
synonyms or quasi-synonyms" (International Orgamea for
Standardisation 2011, 2013).

Thesauri are important and useful tools for contiisdovery, information
organisation, and retrieval, for many disciplinéscluding cultural
heritage, higher education, commerce and enterpris®rmation
professionals can use the thesaurus to descrilerdbots in a consistent
way, making it easier for researchers, employeas tlae general public
to find them.

Knowledge organisation systems (KOSs) and knowledgessentation
systems come in a variety of shapes and sizesiif systems are used
to define and describe terms and concepts, asaweliganise knowledge
for improved search and retrieval, ranging fromtoaied vocabularies
to authority lists, categorisation schemes to taxaes, thesauri, and
ontologies. In practice, terminology like controllevocabulary,
taxonomy, thesaurus, and ontology are used integeebly to describe
similar applications and knowledge organising aiiéig across areas.

According to Hedden's The Accidental Taxonomist1(®0 the term
"taxonomy" can refer to a variety of knowledge arigang methods other
than standard hierarchical classification (Hedd@m0a). The parallels
and contrasts between controlled vocabularies n@axees, and thesauri
have been examined by a variety of writers (Gargo4; Hedden 2010a;
Leise and Fast 2002; Pidcock 2003; Taxonomies awdtrGlled
Vocabularies Special Interest Group of the Americaociety for
Indexing, n.d.). The following are their most essdncharacteristics:
(what are the characteristics?)

3.1.1 Controlled Vocabulary

This is a limited collection of terminology thatrche used for names,
locations, and subjects, as opposed to conceptengolled vocabulary

does not require a framework, though one may bsepte Equivalence
terms like USE and Use For (UF) can be used as$exnce types, and
every term in a restricted vocabulary should ide&lhve an explicit

definition, although this isn't often the case. arity lists, taxonomies,

and thesauri, such as the Library of Congress Subleadings and The
Getty Research Institute's Art & Architecture Thess, are examples of
controlled vocabularies (AAT). Site maps and natiggamenus are also
included.
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A regulated vocabulary is used to ensure uniforitiitpughout searches
and to avoid overlooking non-preferred terms. Wimglviduals, places,
things, genres, forms, and subjects are descrilsdg ucontrolled
vocabularies, all relevant records are found ofated under a single
term. Controlled vocabularies also eliminate amitygun search results
and increase precision. For example, if a full-tesgtword search for the
term "roses" was conducted on a database, theégegulild include some
material containing Shakespeare quotations, whialg or may not be
desirable:

‘What does a name mean? that which we refer torasea

It would smell as lovely under any other name;'

A search for the controlled vocabulary phrase ‘shsen the other hand,
would only return documents that had the subjeatiimg ‘roses' indexed
or tagged.

3.1.2 Taxonomies

A taxonomy is a structured vocabulary organized atierarchical tree
using parent/child, whole/part, or instance link® describe these
relationships, taxonomies use broader words (BT) @merrower terms

(NT), as well as equivalence terms. The term taronbas taken on a
broader meaning in recent years, notably in busiresd corporate
information management, and it now refers to aetgrof vocabulary,

including controlled vocabularies, authority listshesauri, and

ontologies. Taxonomies will be used in this docutmenrefer to the

simpler hierarchies that do not have associatives|ihowever, they can
be built similarly to a thesaurus. Internally oraasavigational menu on
a website, taxonomies can be used for organizatomavigation. They
can also be a type of classification in which dcchode has several of its
parent node's features or attributes. The taxontve®y helps search in
both scenarios by allowing users to browse for sefunther up or down

the hierarchy.

3.1.3 Thesaurus

A thesaurus, like a taxonomy, is a regulated volaapuwith more

sophisticated relationships. Hierarchical relatiops such as BT and NT,
see also, and equivalence relationships, as well associative
relationships such as related terms, are exampléisese interactions
(RTs).

A thesaurus is a networked collection of terminglagwhich all terms
are related to one another and which helps usersomly discover
information but also interpret it. ISO 25964 is tmeost recent
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international standard for the production of thesdn 2011 and 2013,
thesauri and interoperability with other vocabwdanvere provided in two
sections. This document contains suggestions fer dreation and
management of information retrieval thesauri, asll was their
interoperability with other vocabularies.

3.2 Importance of Thesaurus

The major purpose of most thesauri and other cthetfr@ocabularies is
to improve a user's ability to discover the infotima they need quickly
and simply, and the ISO standard specifies how tlwethis.

o Thesauri are tools that allow indexers and reseascto use the
same terminology to describe the same themes ocepts)
making search and retrieval easier.

o they help with information indexing, retrieval, argsing, and
navigation (Hedden 2010). A thesaurus' relatiorsigyide users
to more general or specialised concepts by helphegn to
navigate through the lexicon and select the mogiragpiate
phrases for their content. Thesaurus navigatieandetser traverse
a subject domain or website, making it far morephglthan a
simple regulated list of terms— Thesaurus can bgedo
alphabetically by terms or used as a navigatioithhad domain
map by displaying a systematic framework of hidnaral or
categorised relationships.

o In a thesaurus, associative associations can leserato similar
terms, allowing them to make connections they may hrave
considered before.

o A thesaurus can be utilised as a source of metddatsubject
cataloguing (Broughton 2006) because it can cordieetse items
together and improve material discovery and adogssilising all
of the above features.

o » Thesaurus are useful in the workplace. Employeeste a lot of
time and money hunting for stuff on an intranett ttheey can't
access quickly or easily. Indeed, in certain cirstances, they are
unable to locate the information they require. Wheoustomer
can't find what they're looking for on a websiteyt go somewhere
else, usually to a competitor (Stewart 2011).

o Many websites now use a type of faceted navigaitiowhich
products are organised by their attributes or aiigrinciples; for
example, shirts can be organised by colour, mternaize.

3.3 Guideto constructing a Thesaurus

Cleveland & Cleveland (2001), listed the followingaracteristics of a
user-oriented thesaurus:
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. Contains a glossary of all terminology usedhi@ tlatabase.

. Carefully separates terms that are used in abdae from those
that aren't.

o Provides scope notes for difficulties that end sisse likely to
encounter.

o Uses self-explanatory names for topics and relahips, as well

as a large entry vocabulary tailored to the neé@sid-users. This
is a highly significant feature.

) Tools such as categorization schemes and subjedirtys, review
articles, monographs, and fundamental referencks teach as
dictionaries, handbooks, encyclopedias, and otitetsdeal with
terminology in subject fields are utilized in thaeilding of a
thesaurus.

Cleveland and Cleveland (2001) recommend the fatigwstages for
creating a thesaurus:

. Determine the field of study. The topic fielthsundaries should
be clearly specified.
. Determine the type of material that will be irdd. Is it mostly

journal articles? Is it books, reports, conferepapers, and so on?
Is it historical or current?

° Determine who the users are and what informatiey tlequire.
Will they ask a general or a specialised question?

o Determine whether the system will be pre-coordithaie post-
coordinated.

o For a raw vocabulary, consult published indexessggries,

dictionaries, and other resources in the topic sar@dis will
improve the thesaurus designer's knowledge of tiedd's
terminology and semantic relationships.

o Arrange the terms in a cluster.

o Develop long-term relationships.

Tijjani (2019) also provides the following stepsr fahesaurus
construction:

- Analyse copies of documents related to the fielguastion.

- Arrange terms into categories.

- Decide which terms will be authorised and whicli ggerve as
cross-references

- Organise the result into an alphabetical thesawrtisappropriate
notes.

- Use the thesaurus to index a set of documents
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3.4 Sampleof a ThesaurusEntry

Term Relationships

. Uniformity

o Ranking

o] Broader term (BT) Example; Games

o] Narrower terms (NT) Example; Football

Example; Games (BT)

Example; Football (NT)

o Colligation

o] Related term (RT)

USE and Use For

o Use (USE)

o] It is used for the description of a term or a cqudleat can be used

instead.

o] Is the inverse of a USE FOR (UF)

o Use for (UF)
o Concentrate on synonyms or variationthefdesired term.
o0 Can also be used to direct the indexerlroader term.

USE and UF examples

o Mango Branch

o] USE Branch

° Branch

o] UF Mango Branch

o EMPLOYMENT REGULATION

U

o

0

F Automatic Employment
Automatic Employment
USE EMPLOYMENT REGULATION

Sports

UF games

RT  Athletes

NT  Football
Joggers
Judo
Squash
Polo
Table tennis

40 CONCLUSION

Knowledge organisation systems (KOSs) and knowledgessentation
systems come in a variety of shapes and sizesmiif systems are used
to define and describe terms and concepts and isggnowledge for
improved search and retrieval, ranging from cotdtblocabularies to
authority lists, categorization schemes to taxomsmithesauri, and
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ontologies. Controlled vocabulary and thesaurusiaigénsuring that
indexed terms are constantly consistent and adieestandardisation.
Thesaurus construction, its features, and the not&in technique were
all thoroughly detailed.

5.0 SUMMARY

Thesauri are important and useful tools for contiistovery, information

organisation, and retrieval, which are activitiesttare prevalent in many
disciplines, including cultural heritage, highemuedtion, and commerce
and enterprise. Information professionals can use thesaurus to
describe the contents of documents in a consistemtner, making it

easier for researchers, employees, and the genést to find them.

6.0 TUTOR-MARKED ASSIGNMENT

1. What is a thesaurus?
2. List the importance of a thesaurus.
3. What are the steps in constructing a thesaurus?
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