
ORGANISING AND RETRIEVING INFORMATION ON YOUR COMPUTER 

INTRODUCTION 

Organizing knowledge deals with: 

a. Structuring knowledge 

b. Disseminating knowledge 

As a result, one needs adequate knowledge on how materials are organized in order to search and 

retrieve the information one is looking for. 

TOOLS IN ORGANIZING KNOWLEDGE 

• This is the process of recording information about library items according to accepted 

standards. Such information includes author, title, edition, publisher, year, etc. 

• The main tools used in organizing knowledge are:  

 a. Cataloguing 

 b. Classification 

REASONS FOR CATALOGUING LIBRARY MATERIALS 

• To enable a library user, find a book of which the author, the title or the subject is known. 

• To show what the library has by a given author, on a given subject and in a given kind of 

literature. 

• To assist library users in the choice of a book as to its edition or as to its character.  

 



ACCESS POINT 

Access point is a code, term, or the like through which an entry in an information system (eg. a 

bibliographic record) may be found. A bibliographic record is a record on a bibliographic database 

(or a library catalog) which represents and describes a specific resource (library material eg. Books, 

CD-ROMs, periodicals etc). Essentially, access points are doorways or windows that can be used 

to trace a material in a catalogue or database. Access points are specific pieces of information, 

such as call number, author, title, or subject (subject headings). This standard information is 

common to all bibliographic records and is used to locate records or additional information. 

CALL MARK 

Class number is a code assigned to the various subject areas. Eg. WY100 represents materials 

relating to nursing and QV represents materials on Pharmacology. The class number together with 

a code representing the ownership of the work forms the call mark. The call mark or is a number, 

letter, symbol, or combination of these, indicating the specific location of a work in a library, 

especially the combination of the classification symbol and the designation for the author. It is the 

number that is usually put on the spine of the books on the shelves (eg. QV4.R14) and are used to 

locate a book on the shelves. 

 

The class number is obtained by using a classification scheme. A classification scheme is a tool 

that librarians use to group library materials into their respective subject areas. There are various 

classification schemes that a library may use.  Examples of classification schemes are the Library 

of Congress Classification Scheme (LC), National Library of Medicine Classification Scheme 

(NLM), Dewey Classification Scheme, Uniform Decimal Classification Scheme etc.  UHAS 



library uses both the NLM and LC to classify its materials. The NLM is used to classify materials 

on medicine and allied subjects and the LC is used to classify the non-medical subjects like 

Sociology, English etc 

 

OUTLINE OF THE NLM 

• QS: Human Anatomy    WA: Public Health   

• QT: Physiology     WB: Practice of Medicine   

• QU:  Biochemistry                WC: Communicable Diseases 

• QV: Pharmacology    WD: Disorders of Systemic,  Metabolic or 

Environmental Origin, etc.  

• QW: Microbiology and Immunology WE: Musculoskeletal System  

• QX: Parasitology                WF: Respiratory System   

• QY: Clinical Pathology     WG: Cardiovascular System  

• QZ: Pathology      WH: Hemic and Lymphatic Systems 

• W: Health Professions      WI:    Digestive System    

 

OUTLINE OF THE NLM CONT. 

• WJ: Urogenital System    WS: Pediatrics 

• WK: Endocrine System  WT: Geriatrics. Chronic Disease 



• WL: Nervous System  WU: Dentistry. Oral Surgery 

• WM: Psychiatry   WV: Otolaryngology  

• WN: Radiology. Diagnostic Imaging WW: Ophthalmology 

• WO: Surgery    WX: Hospitals and Other    

    Health Facilities 

• WP: Gynecology   WY: Nursing 

• WQ: Obstetrics   WZ: History of Medicine 

• WR: Dermatology 

 

OUTLINE OF THE LC 

• A: General works         

• B: Philosophy. Psychology. Religion  

• C: Auxiliary sciences of history        

• D: History (General) and History of Europe         

• E: History: America             

• F: History: America         

• G: Geography. Anthropology. Recreation       

• H: Social Sciences          

• J: Political Science    



• K: Law           

• Z: Bibliography.  Library Science. Information Resources (General) 

• OUTLINE OF THE LC CONT. 

• L: Education 

• M: Music and Books on Music 

• N: Fine Arts 

• P: Language and Literature 

• Q: Science 

• R: Medicine 

• S: Agriculture 

• T: Technology 

• U: Military Science 

• V: Naval Science 

Practical examples of how to class number helps in identifying a material 

Let us look at a practical example of how this thing class number helps in identifying information 

promptly and easily. 

A typical nursing book will have the class number WY. Thus, any library user looking for a nursing 

book should move to the shelves designated for WY materials. 

 



AUTHOR 

Another access point that could be used to retrieve a book from the library is the author. Who is 

an author? 

• The author is the person(s) or corporate body responsible for the intellectual content of the 

item.  

• It is the person or body that is responsible for creating the item.  

• This means that editors, corporations, government agencies, or meetings can also be 

considered authors. Some items have more than one author. 

How to use “author” to search for a book. 

• If you know any author of the item you need, you would use that as your access point.  

• In the UHAS catalogue, users are required to enter the last name of the author first, then a 

comma (,) before the rest of the names. Eg. Fred Binka becomes, Binka, Fred 

Title 

Title as an access point to retrieve a book from the library.  

What is a title? A title is the identifying name of the intellectual work (book, play, journal, article, 

video, audio recording, etc.). Some items may have more than one title.  

• You may use either as your title access point, as most libraries will provide title access 

using both titles.  

• When you are searching by title, do not include insignificant words or definite and 

indefinite articles such as "the", "an", "a", at the beginning of the title. 



Subject 

Subject can also be used as an access point. What is a subject? The subject or subject heading is a 

word or phrase that describes the intellectual content of the item. Some items will be about more 

than one subject or more than one aspect of a subject. This some means that records often have 

more than one subject heading. If you want an item about someone, something, or somewhere you 

would search by subject. 

• Librarians select the subjects using a tool called Subject Headings. 

• The Subject Headings are hierarchical list of controlled vocabularies to describe a material  

• Examples of Subject Headings Library of Congress Subject Headings (LCSH), Medical 

Subject Headings (MeSH), Sears List of Subject Headings.  

• UHAS library uses both the LCSH and MeSH   

Information on Cataloguing Records 

Let me now explain to you what cataloguing record is. 

Cataloguing record means a bibliographic record, or the information traditionally shown on a 

catalogue card or in an OPAC. The record includes (not necessarily in this order):  

1. a description of the item,  

2. main entry and added entries,  

3. subject headings, and  

4. the call number.  

Library Catalogue 



• A library catalogue is a list of documents in a library, with the entries representing the 

documents arranged in some systematic order.  

• It provides data about items in the collection which the cataloguers represent.  

• The library catalogue carries information on where the items can be found.  

• Almost all library catalogues are multiple access files.  

• Multiple access files are entry points or ways to get to an item and retrieve that particular 

record. 

• It is a search and discovery tool that provides results from the library's online and print 

collections in a single search. 

• It is the key or map to the collections of a library 

Importance of Library Catalogue 

 Libraries house a wide variety of materials on many different topics and in many 

different formats.  

 There is therefore the need to organize these collections into a meaningful way for 

easy browsing.  

 The catalogue does this by grouping related materials together.  

 It also gives various access points  (search terms) to the user: 

 Keywords, author, title, subject, SBN etc. 

 It works like the back index of a book. 

 It helps to locate and retrieve materials from the shelf 

 It indicates the availability of the material 



 It gives the number of copies of a material in the library. 

 It gives the bibliographic details of a material 

Accessing the OPAC of the University Library 

Coverage:  Medicine, Nursing, Public Health, Allied Health, Social Sciences (African literature), 

Nutrition, Biomedical Sciences, and all other disciplines taught in the University. 

Access:  http://library.ug.edu.gh 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Types of searches that can be done in the OPAC. 

1. BASIC SEARCH 

 This is where you use a single search field or access point to search for a material 

 Eg. Searching for a material with either the title or  author field 

2. ADVANCED SEARCH 

 Here several search fields or access points could be  combined to retrieve a material 

 Eg. Searching for a material with the author, title,  date of publication etc. 

A c c e s s i n g  t h e O P A C  o f  U H A S  L i b r a r y   
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Advance Search 

  30 

BASIC SEARCH 

Users can search using any of the displayed search fields (Access points) 

You can also select your library (UHAS Main Library) from the system of libraries 

      U S I N G  T H E  K E Y W O R D  “ M E D I C I N E ”  

1 

2 

3 4 

1. Number of items retrieved 
2. Access points 
3. Search term 
4. Library   



This interface allows patrons to combine one or more access points through the use of Boolean 

Operators (“AND”,  “NOT” , “OR”) to expand or  limit their search results in order to achieve 

relevancy, specificity and precision 

 

 

 

 

 

 


