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PREPARATION OF THIS DOCUMENT 
 
 
 

This document is a revision of the Guidelines for Bibliographic Description and Data Entry 
(using www-ISIS-ASFA software), one of the guidelines (in the ASFIS Reference Series) prepared in 
support of the Aquatic Sciences and Fisheries Information System (ASFIS), an international 
information system for the science, technology and management of marine, brackish and freshwater 
environments, of which ASFA is the principal output. The ASFIS Reference Series comprises the 
rules, authority lists, formats, codes and procedures on which the system is based. 

 
This revision contains: 1) the changes in the ASFA inputting rules presented and accepted at 

the 2006 ASFA Board Meeting to speed up data entry; 2) some technical changes related to the new 
version of the software www-ISIS-ASFA v.1.1; and 3) additions of rules that the ASFA Secretariat 
deemed necessary following acquired familiarity with the software and taking into account 
problems that some ASFA partners have encountered during data input. Part 2 of these guidelines 
has been re-compiled so as to include useful procedures recommended for efficient management of 
the ASFA database. The Frequently Asked Questions (FAQ) related to the software are also 
included as Annex 8. The ASFA inputting rules which have been changed with respect to the 
previous version and also the new technical procedures are identified in the Contents Table by an 
asterisk.   

 
 
 
 
 
 

 
 
 

 
For bibliographic purposes this document should be cited as follows: 
 
Lombardi Gianandrea, L. (comp.) 
Guidelines for bibliographic description and data entry (using www-ISIS-ASFA software, 
version 1.1). 
ASFIS Reference Series.  No. 3, Rev. 4. Rome, FAO.  2007.  135p.   
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DEFINITIONS OF TERMS USED IN THIS MANUAL 
 
The “definitions” in this section are to assist you in understanding the “ASFA Bibliographic 

Data Entry” procedures. Please note that they do not in all cases conform to “official” or “standard” 
definitions  as used in library science. 

 
 
Database: The ASFA database is a collection of bibliographic references or “records” 
published both: 1) in machine readable format (Internet, CD-ROM/DVD etc.) and 2) in 
printed format (ASFA abstracts journals). 
 
Record: The record is the basic unit of information in the ASFA Database. The data 
contained in a record is self sufficient in describing or identifying a bibliographic item or 
entity (e.g. a book, journal article etc.). Each ASFA record contains: a detailed bibliographic 
citation, an abstract and a set of indexing terms (i.e. subject categories and descriptors and 
sometimes identifiers). 
 
Input: We use the word input as both a “noun” and a “verb”. As a noun, it is a synonym for 
“ASFA records”, (as in the phrase: “please send your ASFA input to the publisher by FTP or 
as a zipped e-mail attachment”). As a verb, we use “input” to mean the action of  “entering” 
data into a field (as in the phrase “you should “input” the author's name in the author field”). 
Note also that people preparing “input” (records) are sometimes referred to as ASFA 
“inputters”. 
 
Field: The field is the basic unit or building block of the record, in which various 
bibliographic data elements are entered, (e.g. title, author etc.). All the fields and sub-fields 
contained in the worksheet, when complete with data, make up a record. 
 
Worksheet: To create an ASFA record for inclusion in the ASFA database, one must type or 
“input” the bibliographic data elements into the “fields” making up the worksheet. The 
worksheet is contained in the www-ISIS-ASFA software. There are 6 worksheets called AS, 
AM, AMS, M, MS, C and each worksheet is composed of 7 pages. 
 
Pick-list: Is a list of terms included as an internal database in the www-ISIS-ASFA software. 
The pick-list is linked to some of the fields in the worksheet to assist the inputter in data entry. 
Terms may be selected from the pick-list for automatic entry into the field. 
 
Documentary unit: Refers to a document, book, publication. 
 
Bibliographic level: Refers to the level(s) at which a primary document is analysed and 
catalogued. The worksheet to create new ASFA records is chosen in relation to the number of 
bibliographic levels that are needed to describe a given documentary unit. In ASFA we 
recognize 4 bibliographic levels (Analytic, Monographic, Serial, Collective), which may be 
used individually or combined to create the six different ASFA worksheets (AS, AM, AMS, 
M, MS, C). 
 
Monitoring List: Its official title is “Serials monitored for the ASFIS Bibliographic 
Database”. It is a Master file containing all the “Serials” publications monitored for the ASFA 



x 
 
 
 

Bibliographic Database by the ASFA partners and is available as a pick-list in the “Serial title 
field”. The master file is maintained by FAO, which periodically provides partners with an 
updated version to be incorporated in the www-ISIS-ASFA software. 

 
Micro CDS/ISIS: Is an advanced non-numerical information storage and retrieval software, 
developed by UNESCO since 1985, to satisfy the need expressed by many institutions, 
especially in developing countries, to be able to streamline their information processing 
activities by using modern (and relatively inexpensive) technologies. The software was 
originally based on the Mainframe version of CDS/ISIS, started in the late '60s, thus taking 
advantage of several years of experience acquired in database management software 
development. 
 
www-ISIS-ASFA: Is not the same as BIREME WWWISIS Web server software. The www-
ISIS-ASFA software was developed by ICIE and CC (Poland) with the co-operation and 
support of FAO (Waicent). It is based on the forms features of the HTML document 
description language. The interface is implemented as a CGI program and the program is 
invoked by the HTTP server process. Access to the ISIS databases is achieved by BIREME's 
software ISIS-DLL, which is an API for ISIS databases in the Windows environment. 
 
ISO file: ISO 2709 is an international standard for data interchange. When ASFA records are 
exported from www-ISIS-ASFA (to be sent to the ASFA Publisher) they are exported as a file 
in ISO 2709 format. The file name always contains the extension .ISO. Thus we will 
sometimes refer to the files containing ASFA records as “ISO” files. 
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INTRODUCTION 
 
The Aquatic Sciences and Fisheries Information System (ASFIS) is an international co-

operative information system for the collection and dissemination of information covering the 
science, technology and management of marine, brackish and freshwater environments. 

 
The Aquatic Sciences and Fisheries Abstracts (ASFA) Bibliographic Database is the 

principal information product of the ASFIS system. It contains more than 1,000,000 bibliographic 
references (or records) to the world's aquatic science literature accessioned since 1971. ASFA is 
produced as a co-operative effort by the United Nations Co-sponsoring Partners, the National and 
International Partners, and the Publishing Partner. The objective is to disseminate bibliographic 
information to the world community. All ASFA Partners are represented on the ASFA Advisory 
Board, for which FAO provides the Secretariat. 

 
Input to the ASFA Database (i.e. the bibliographic references) is prepared by the network of 

ASFA Partners who are together responsible for the monitoring of more than 5000 serial 
publications as well as books, reports, conference proceedings, and grey literature. The collective 
input is sent to the Publisher of ASFA (CSA) where it is processed by computer and merged to 
create a master file (the ASFA Bibliographic Database). From the master file, the ASFA 
Information Products are produced. They are made available to the public on subscription and are 
distributed to the ASFA Partners in the form of printed abstracts journals (e.g. ASFA-1, ASFA-2, 
ASFA-3), and in machine readable format (e.g. CD-ROM/DVD) for use as a source of data in 
local, national, regional or global information services. The database is also available via Internet. 

 
The Bibliographic Reference describing each document in the ASFA database contains: a 

detailed bibliographic citation, an abstract(s), and a set of indexing terms. During the preparation of 
the bibliographic reference, it is the responsibility of the ASFA Partners: to identify the data 
elements making up the bibliographic citation, to write/edit the abstract, and to choose the indexing 
terms. 

 
To assist the ASFA Partners in the preparation of input (that is to ensure the consistency 

necessary for the computer processing and the uniformity within the resulting ASFA information 
products) standardized cataloguing, abstracting and indexing procedures have been prepared and 
published under the title of the ASFIS Reference Series.  

 
Data Entry is carried out using the www-ISIS-ASFA software. 
 
These Guidelines are composed of two parts: Part 1 describes the identification of the 

bibliographic data elements of a document and includes instructions on the input of bibliographic 
data using www-ISIS-ASFA Data Entry, and Part 2 describes various utilities of the software 
which are related to bibliographic data entry and management of the software. The utilities use the 
DOS based CDS/ISIS software which is linked to the www-ISIS-ASFA software. 

 
Seven annexes provide further information regarding transliteration, language codes, 

abbreviations, typesetting codes for special characters, an example of a complete worksheet and the 
ASFA definition table.  

 
These Guidelines for Bibliographic Description and Data Entry (using www-ISIS-ASFA 

software) have been published under the title of ASFIS Reference Series No. 3, Revision 4 (ASFIS-3, 
Rev.4). 


