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A further complication occurs when the term contains elements which one wants to include,
often for the sake of courtesy as in the case of titles of nobility, but does not want them to
interfere with the arrangement. The usual convention is to write such elements in italics or
enclose them in parentheses and ignore them in filing. If a computer is used to make the file,
the software program used should enable this to be done.

The major problem is what one writer has called 'the multifarious uses of one term'.(!) The
same word can be a surname, a place name, a subject, a title or the first word of a title or
phrase. In the hierarchical type of filing, there is a convention which requires the same term to
be arranged in the sequence: person, place, subject, title. In groups of words, punctuation is
ignored but spaces are not. In 'file-as-is', where terms are identical in wording but different in
meaning, the order of precedence is title before subject. Both punctuation and spaces are
ignored; the result, as can be seen from the following example is that similar elements are
separated.

hierarchical 'file-as-is'

Hay, Andrew Hay, Andrew
Hay, Ian Hay fever [title]
Hay, Sir William hay fever [subject]
Hay, NSW Hay, Ian

Hay, Vic Hay, NSW

hay fever [subject] Hay-on-Wye

Hay fever [title] hay seed
Hay-on-Wye Hay, Vic

hay seed Hay, Sir William

Personal names pose further problems. They may have a prefix, as in La Trobe, or begin with a
contraction, such as McFie or St James. The problems arise because the same situation may be
treated differently in different files and, indeed, in the same file. The Melbourne telephone
directory is such a case; check its treatment of the Mc's and the St's! In both approaches to
filing, names beginning with prefixes are filed as one word, the space being ignored. In
hierarchical filing, it is usual for names beginning with contractions to be filed as though
spelled out; in 'file-as-is', the names are filed as written.

hierarchical file-as-is

La Triestina Pty Ltd La Triestina Pty Ltd
Latrobe Studios Latrobe Studios

La Trobe University La Trobe University
Macfie, A.J. Macfie, Aj.

McFie, P. MacFie, Peter
MacFie, Peter MacFrith, J.A.
MackFrith, J.A. Macga, C,,

Macga, C. McFie, P.
McGaffin, A.M. McGaffin, A.M.
Saint-James, A. Saint-James, A.

St. James, C. Saint Ledger Boutique
St. Ledger, S.R. St. James, C.

Saint Ledger Boutique St. Ledger, S.R.

D Horner, J. Cataloging. Association of Assistant Librarians, London, 1970, p. 275.










Having given all the good points to this indexing aid, I must give a warning, but not before I
urge any card indexers who have access to an Apple Macintosh to try this. The saving in time
and effort is great - you will be converted.

Warning:

For indexes of any length you will reach the stage when you ask the computer to sort your
headings and it will say it does not have sufficient room. I did not resent this as the initial spade
work was done and of course the subheadings, being short, never have this disadvantage and
will always sort. Thus for a long index some moving of the final headings into alphabetical
order is done by normal computer methods for inserting.

Example 1:

Aborigines sub art & artefacts, 87-88,
103, 123, 125 tourism projects,
110 trainees, 110 land, 75
employment, 190

Airports, 33-34

ACT Administration, 2, 75, 103, 178,
address, 224

Example 2:

Aborigines sub art & artefacts, 87-88,
103, 123, 125 tourism projects,
110 trainees, 110 land, 75
employment, 190

ACT Administration, 2, 75, 103, 178,
address, 224

Airports, 33-34

Example 3
Aborigines
art & artefacts, 87-88, 103, 123,
125
tourism projects, 110
trainees, 110
land, 75
employment, 190
ACT Administration, 2, 75, 103, 178,
address, 224
Airports, 33-34

Example 4:
Aborigines
art & artefacts, 87-88, 103, 123,
125
employment, 190
land, 75
tourism projects, 110
trainees, 110
ACT Administration, 2, 75, 103, 178,
address, 224
Airports, 33-34

Olga Howell
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NEWSLETTER — MARCH ISSUE

We welcome contributions to the Newslfetfer. If you have any material you
feel would be suitable for inclusion, please send it to the Editor,
Australian Society of Indexers, G.P.O. Box 1251L, Melbourne, Vic. 3001,
by Monday 27 February 1989.
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« Advertisements for publication in the Newsletfer are :
x now being accepted at the following rates :
¥ *
*
= % inch block S5 :
i 1 inch block $10
-x
%
= To place an advertisement please forward text and :
o appropriate cheque to : 5
: The Editor, X
4 Australian Society of Indexers, 5
3 G.P.0. Box 1251L =
i Melbourne, Victoria 3001 i
x
X
x Closing date for next issue 27 February 1989 *
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