CD Physical Processing for WSL Collections
Place barcode in upper right-hand corner.

Place 1x1 inch spine label on lower left-hand corner of front.
Cover spine label with acid free tape

Do not apply security devices.
Call number description: 

1st line is location; 2nd is type of disc; then dewey; cuttered by main entry; year  

Examples:

NW 


NW

CD-ROM

CD 
917.8042 

917.9784
ACADEMY

MOUNT S
2002


2000




DVD Physical Processing for WSL Collections
Place an “Office of the Secretary of State” label in the upper area of the black case, centered.

Open dymo labelwriter and change the template to video label Glenn.LWT (located on the S drive – Technical Services – Dymo Label Templates.

Use 1 x 2 1/8 inch labels in label writer.
Type title of DVD on no more than 2 lines, if the title is too long, stop at a full word and add elipses (…) to indicate that it is not the end of the title.

Put the title label on the “Office of the Secretary of State” label, centering it width-wise but putting the top edge as close to the printed words as possible (so that a barcode can fit below it).

Cover the labels with acid-free tape.

Place barcode below the title label (on top of acid-free tape).

Change labelwriter back to spine label template (Bill3) and change labels to 1 x 1 inch. 

Call number description: location; format; dewey; cutter; year

Example:

NW
DVD
796.3576
SEATTLE
1999


Spine label is placed UPRIGHT on case, top of label is 1/8 inch from the top of the case, centered even if the label information does not all show and covered with acid-free tape.

Do not apply security devices.
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