
 

These fields 
should not be 
touched. 

ISBN – 10 or 13-digit code, usually found on back cover 

Author: Enter last name, first name format (e.g., Smith, John) 

Title – only first letter and proper names are capitalized  (e.g., A man named Dave) 
Subtitle – the rest of the title, if there is one.  Usually follows a colon: (e.g. a story of triumph and forgiveness) 

Place of publication*.  (e.g., New York) 
Publisher (e.g. Simon & Schuster) 
Year of publication (e.g., 2012) 

* If it is a major city, that’s 
all you need (New York, 
Minneapolis, London, Paris, 
etc.)  If it’s a lesser-known 
city, include the state or 
country (e.g., Elmira, NY or 
Rouen, France) 

Number of pages.  Use np for “non-paginated) if 
there are no page numbers 

Series title (e.g., Magic Tree House) 
These and the 
690 fields (all 
the 600 fields, 
actually) are 
subject fields. 

Call number (e.g., FIC, 398.2, SC, 031, Bio) 
Cutter letters** (e.g. ROW) 
Prefix – not always used (e.g. REF, PBK) 
Barcode of item 

**Usually the first three 
letters of author’s last name, 
though can be complete 
author’s last name.  For 
biography, use the first three 
letters or entire name of the 
subject of the biography  
(e.g., LIN or Lincoln) 


